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1 INTRODUCTION 

This document provides detailed functional design specifications for the HANDS Vendor Web 
portal. 

The Vendor Web portal is used by retail food stores to apply to be a WIC approved vendor, to 
manage their WIC vendor store and ownership profiles, submit Price Surveys, and review food 
instrument redemption averages. Some vendors may also use the Vendor Web portal to assign 
stores to Managed (Price) Zones they have defined. 

State WIC staff will not normally use the Vendor Web portal, but instead will use HANDS to 
view, approve, and reject WIC vendor applications, view owner and store profiles, price surveys, 
and other information. Specifications for the HANDS screens used to manage the Vendor Web 
portal are included in this document. 
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2 ACCESS REQUEST 

To apply to be a WIC vendor, a retail store must request access to the WIC Vendor application 
form that resides in the Vendor Web portal. If approved, they may then access the portal and 
complete their application. 

2.1 Home Page 

 
Figure 1 - Vendor Web Home Page 

Fields:   
• User Name – Entry field for the user to enter their user name for login. 
• Password – Entry field for the user to enter their password for login. 

Buttons: 
• Request for Access - Navigates the user to the Request Access screen. 
• Log In - Navigates the user to the Dashboard after the user name and password are 

correctly entered. 
 

Calculation(s):  None 
 
Background Processes:  None 
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2.2 Eligibility Questions 

The user is prompted to answer several questions to determine if they are eligible for access to 
the Vendor Web portal.  

 
Figure 2 - Eligibility Questions 

Fields:  
• Do you own or are you a representative of a retail grocery store? – Eligibility 

question #1. 
• Is your store currently open and operating in Arizona? – Eligibility question #2. 
• Is your store a viable business open for at least 1 year? – Eligibility question #3. 
• Is your store a full line grocery store? - Eligibility question #4. 
Note: If a user answers “NO” to an eligibility question, the user returns to the Home page. 

 
Buttons: 

• Sign In - Navigates the user to the login screen. 
• Yes - Indicates the question is true for the applicant.  
• No - Indicates the question is false for the applicant.  
 

Calculation(s):  None 
 
Background Processes:  None 
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2.3 Access Request 

The user is navigated to the Access Request screen if they answered all questions ‘Yes’ on the 
Eligibility Questions screen. 

 
Figure 3 - Access Request Form 

Fields: 
• First Name – First name of the person requesting access. 
• Middle Initial – Middle initial of the person requesting access. 
• Last Name – Last name of the person requesting access. 
• Email Address – Email address of the person requesting access. 
• Phone Number – Phone number of the person requesting access. 
• Corporation Name – Name of the corporation or owning entity. 
• Store Name – Name of the store that is applying. 
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• Address 1 – Street-1 of the person requesting access. 
• Address 2 – Street-2 of the person requesting access. 
• City – City of the person requesting access. 
• State – State of the person requesting access. 
• County – County of the person requesting access. 
• ZIP – ZIP Code of the person requesting access. 
• ZIP+4 – ZIP+4 Code of the person requesting access. 

 
Buttons: 

• Sign In - Navigates the user to the login screen. 
• Get Cities -  Causes the Get Cities pop-up to display. 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Cancel - No entered or changed data is saved.  

 

Calculation(s):  None 
 
Background Processes:  None 

2.4 GET CITIES 

A pop-up displaying all locations matching the ZIP Code entered on the parent screen.   

 
Figure 4 – Get Cities / Matching Locations 

Fields: 
• City – The city associated with the ZIP Code. 
• State – The State associated with the ZIP Code. 
• County – The County associated with the ZIP Code. 
• ZIP - The ZIP Code. 

 
Buttons: 

• Select - City, State, and County values associated with the Select button are populated 
into the address fields of the parent screen.  

• Cancel - No entered or changed data is saved.  Pop-up closes. 
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Calculation(s):  None 
 
Background Processes:  None 

2.5 Requestor Ineligible / Thank You! 

The Requestor Ineligible / Thank You screen provides an initial assessment of the applicant’s 
eligibility. 

 
Figure 5 - Requestor is Ineligible 

 
Figure 6 – Requestor Eligible - Thank You Screen 
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Fields: None 
 

Buttons: 
• Sign In - Navigates the user to the login screen. 
• Please click here to exit this screen – Navigates the user to the login screen. 

 

Calculation(s):  None 
 
Background Processes:  None 

2.6 Login Screen  

 
Figure 7 - Vendor Web Login Screen 

Fields: 
• Username – The username of the sign-on account. 
• Password - The password for the sign-on account. 

 
Buttons: 

• Sign In - Navigates the user to the login screen. 
 

Calculation(s):  None 
 
Background Processes:  None 

2.7 Request Approve/Deny 

Upon submission of the request, an email is sent to a HANDS administrator. A link within the e-
mail will navigate the Administrator to the Request Approve/Deny screen.  Upon click the 
‘Save’ button, an approval or denial email is sent to the requestor.  
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Figure 8 - Vendor Web Admin - Denied Application 

Fields: 
• “Is this applicant approved for access to the Vendor WIC site?” 
• “Give a reason for the denial of this request for access to the site” 

 

Buttons: 
• Sign In - Navigates the user to the login screen. 
• Save - Saves all data entered or changed on the screen and navigates to the next screen in 

the process. 
 

Calculation(s):  None 
 
Background Processes:  None 
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3 OWNERSHIP INFORMATION 
To process a WIC vendor application, the state WIC agency must know the ownership 
information about the applicant’s store (or stores). The information required relates to the 
owners, officers, banking institutions, and contacts. 

3.1 Owner Information  

 
Figure 9 - Owner Information Screen 
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Fields: 
• Owner Name – The assigned account name for the applicant. 
• DBA Name – Doing Business As name for the applicant. 
• Application Year – The year for which the applicant is applying to be a vendor.  
• Owner Type – The legal structure of the owning organization. 
• State Sales Tax ID – The Arizona Sale Tax ID of the owning organization. 
• Federal EIN – The Federal EIN (i.e., Tax ID) of the owning organization. 
• Phone – Telephone number of the owning organization. 
• FAX – FAX number of the owning organization. 
• Date when store was purchased by its present owner – Date store was purchased. 
• Place of Incorporation or Organization – The city/state in which the entity is 

incorporated or organized. 
• Was seller a relative? – Yes/No – was the store purchased from a relative? 
• If Yes, Relationship – Explanation of the relationship to seller, if any. 
• “Does the store owner or any officer retain full or part ownership…”? – Yes/No 

determination of other ownership of other WIC stores. 
• “If yes, please specify the name of the owner …” - Explanation of other WIC vendor 

activities, if any. 
• “Does the store owner or any officer serve as an officer or manager of a currently 

authorized WIC…”? – Yes/No determination of other involvement with WIC stores. 
• “If yes please specify the name of the owner,..” – Explanation of other involvement 

with WIC stores, if any. 
  

Buttons: 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process.   
• Save - Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved. 
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 
 
Background Processes:  

• If Yes was answered to any question, the comment field must not be blank. 

3.2 Owner Addresses 

The Owner Addresses screen displays all owner addresses entered.  
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Figure 10 - Owner Addresses Screen before Adding 

Fields: 
• Address Type – The type of address that has been defined. 
• Address – The address data. 

 
Buttons: 

• Add Address – Navigates to the Add Owner Address screen. 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process.  
• Save - Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 

Calculation(s):  None 
 
Background Processes:  

• Addresses with an Address Type of “Street Address” and “Mailing Address” must be 
entered. 
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3.3 Add Owner Address 

 
Figure 11 - Add Owner Address  

Fields: 
• Address Type - The type of address being entered. 
• Address 1 - Street-1 address data 
• Address 2 - Street-2 address data 
• City - Auto-populated by entering a ZIP and selecting a matching location from the Get 

Cities pop-up. 
• County - Auto-populated by entering a ZIP and selecting a matching location from the 

Get Cities pop-up. 
• ZIP - ZIP Code 
• ZIP+4 - ZIP+4 Code 

 

Buttons: 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process.  
• Cancel - No entered or changed data is saved. Returns user to the Owner Address screen. 
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 
 
Background Processes:  None 
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3.4 Officers 

Officers are owners or key employees within the owning organization. One officer must be 
identified as the Primary Officer. If ownership is shared, each officer must be entered along with 
their Percent of Ownership.  

 
Figure 12 – Officers 

Fields: 
• Name - First and last name of the officer 
• SSN - Social Security Number of the officer 
• Date of Birth - Officers date of birth (mm/dd/yyyy) 
• % Owned - Percentage of ownership in the organization. 
• Primary - Indicates if the officer is the Primary Officer 

 
Buttons: 

• Add Officer – Navigates user to the Add Officer screen. 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Save – Saves all data entered on the screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 
 
Background Processes:  

• At least one officer must be designated as the Primary Officer. 
• Ownership percentage must sum to 100%. 

3.5 Add Officer 

Allows input of information about an owning officer. 
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Figure 13 - Officers Screen 

Fields: 
• Primary Officer - Yes if the officer being added is the Primary Officer. 
• First Name – First name of the officer. 
• MI – Middle initial of the officer. 
• Last Name – Last name of the officer. 
• Officer Percent Owned - The percent ownership the officer has in the organization. 
• Date of Birth – The officer’s date of birth (mm/dd/yyyy). 
• SSN – The officer’s Social Security Number. 
• Phone – Telephone for the officer. 
• FAX – FAX number for the officer. 
• Other Phone – Other telephone for the officer. 
• Address 1 – Street-1 address for the officer. 
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• Address 2 – Street-2 address for the officer. 
• City - Auto-populated by entering a ZIP and selecting a matching location from the Get 

Cities pop-up. 
• State - Auto-populated by entering a ZIP and selecting a matching location from the Get 

Cities pop-up. 
• ZIP – ZIP Code for the officer address. 
• ZIP+4 – ZIP+4 Code for the officer’s address. 

 

Buttons: 
• Get Cities - Opens the Get Cities pop-up. 
• Add - Saves all data entered on the screen and navigates back to the Officers screen. The 

following validations are performed: 
o All required fields must be completed. 

• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 
 
Background Processes:  None 

3.6 Owner’s Bank 

Information on the owner’s bank must be provided to allow reimbursement for redeemed food 
instruments. You may add a new bank that has not yet been defined in the system, or select an 
existing bank.  
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Figure 14 - Owner Bank 

Fields: 
• Owner Bank – Selection list of banks defined within the system. 
• Routing Number – The selected bank’s routing number. 
• Federal ID – The selected banks’ Federal ID. 
• Street Address – The selected bank’s street address. 
• City – The selected bank’s city. 
• State – The selected banks’ state. 
• ZIP – The selected banks’ ZIP Code. 
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• County – The selected bank’s county. 
• ZIP+4 –The selected bank’s ZIP+4 Code. 
• Phone – The telephone for the selected bank. 
• FAX - The FAX number for the selected bank. 
• Account Number – The applicant’s account number with the selected bank. 
• “Will both regular and replacement food…”? – Yes/No determination regarding 

processing of replacement food check deposits. 
• “If No, explain” – Explanation of why replacement food check deposits should not be 

made to the specified bank and account number. 
 

Buttons: 
• Add New Bank - Navigates to the New Bank screen. 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. The following validations are performed: 
o All required fields must be completed. 

• Save - Saves all data entered. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 
 
Background Processes:  None 

3.7 Add New Bank 

If a bank does not already exist in the system, it can be added on the Add New Bank screen. 
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Figure 15 - Add a Bank Screen 

Fields: 
• Bank Name - The name of the bank to added to the system. 
• Routing Number – The routine number of the bank to be added. 
• Federal ID – The Federal ID of the bank to be added. 
• Address 1 – The street-1 address of the bank to be added. 
• Address 2 – The street-2 address of the bank to be added. 
• City – The city of the bank to be added. 
• State – The state of the bank to be added. 
• County – The county of the bank to be added. 
• ZIP – The ZIP Code of the bank to be added. 
• ZIP+4 – The ZIP+4 Code of the bank to be added. 
• Phone – The telephone of the bank being added. 
• FAX – The FAX number of the bank being added. 

 

Buttons: 
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• Add - Saves the data entered and navigates back to the prior screen (Owner Bank or 
Outlet Bank). 

• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 
 
Background Processes:  

• The routing number entered must be unique within the system. 

3.8 Owner Contacts 

The Owner Contacts screen displays the contacts that have been entered for the owner. 

 
Figure 16 - Owner Contacts 

Fields: 
• Name – The full name of the owner contact. 
• Phone – The telephone number for the contact. 
• Email – The email address for the contact. 
• Contact Type – The type of contact.  

 
Buttons: 

• Save & Continue - Saves all data entered or changed on the screen and navigates to the 
next screen in the process. 

• Save - Saves all data entered on the screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 
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Calculation(s):  None 
 
Background Processes:  

• A contact with the Contact Type of “Vendor Contracts” has been defined. 

3.9 Add Owner Contact  

Allows a contact to be defined for the Owner  

 

Figure 17 – Add Owner Contact 

Fields: 
• First Name – The first name of the contact to add. 
• Last Name – The last name of the contact to add. 
• Phone – The telephone of the contact to add. 
• Email Address – The email address of the contact to add. 
• Contact Type – The type of contact being added. 

 
Buttons: 

• Add - Saves all data entered or changed on the screen and navigates back to the Owner 
Contacts screen. 

• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 
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Calculation(s):  None 
 
Background Processes:  None 
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4 STORES AND OUTLETS 

Stores and outlets that will be part of the WIC Vendor agreement must be declared so that state 
WIC staff can determine the store/outlet’s eligibility. 

4.1 Add Outlet 

 
Figure 18 - Add Outlet (top) 
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Figure 19 - Add Outlet (bottom) 

Fields: 
• “Select the option that best describes the applicant store:” – Prompt for store type. 
• Explain Other – If “Other” selected as the store type, the explanation why “Other” was 

selected. 
• “Is Store a Super Center?” – Yes/No prompt to determine if store is a super center. 
• “Is Store a Pharmacy?” – Yes/No prompt to determine if store is a pharmacy. 
• Store Name – The name of the store. 
• Opening Date – The date the store opened for business (mm/dd/yyyy). 
• Phone Number – The telephone for the store. 
• Email Address - The email address for the store. 
• FAX – The FAX number for the store. 
• First Name – The first name of the store contact. 
• Last Name - The last name of the store contact. 
• Title – The title of the store contact. 
• Start Date at Store – The date the store contact began working at the store. 
• “The applicant store is primarily a convenience…” – Yes/No prompt to determine if 

the store is a convenience store. 
• “The applicant store features a full, well-stocked line…” – Yes/No Prompt to 

determine if the store offers a full line of products with sufficient variety. 
• “The applicant store sells gasoline…” – Yes/No prompt to determine if the store sells 

fuel. 
• “The applicant store is a pharmacy…” – Yes/No prompt to determine if the store is a 

pharmacy focusing on infant formula. 
• “If the applicant is not a pharmacy…” – Yes/No prompt to determine if the store has 

an in-house pharmacy. 
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• Arizona WIC Program – Prompt to determine if the store is currently a AZ WIC 
Vendor. 

• Navajo Nation WIC Program – Prompt to determine if the store is currently a Navajo 
Nation WIC Vendor. 

• ITCA WIC Program – Prompt to determine if the store is currently an ITCA WIC 
Vendor. 

• None – Prompt to determine if the store is a participant in any WIC Vendor program.   
 

Buttons: 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process.  
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 
 
Background Processes:  None 

4.2 Outlet Contacts 

Displays all contacts associated with the store/outlet. A Primary Contact must be defined. 

 
Figure 20 - Outlet Contacts 

Fields: 
• Name – The full name of the store contact. 
• Phone – Telephone for the store contact. 
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• Primary Contact – Indicates if the contact the Primary Contact. 
 

Buttons: 
• Add Contact - Navigates to the Add Contact screen. 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process.   
• Save - Saves all data entered on the screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 
 
Background Processes:  

• A Primary Contact must be defined. 

4.3 Add Contact 

 
Figure 21 - Add Contact 

Fields: 
• Primary Contact – Yes/No indicator: is the contact being added the Primary Contact? 
• First Name – First name of the contact. 
• Last Name – Last name of the contact. 
• Title – The title of the contact. 
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• Phone Number – The telephone for the contact. 
 
Buttons: 

• Add - Saves all data entered and navigates back to the Outlet Contacts screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 
 
Background Processes:  None 

4.4 Vendor Addresses 

Displays addresses defined for the outlet. Both Mailing and Street addresses must be defined. 

 
Figure 22 - Vendor Addresses 

Fields: 
• Address Type – Indicates the type of address defined (Mailing or Street). 
• Address – The vendor’s address (street, city, state, zip). 

 

Buttons: 
• Add Address – Navigates to the Add Address screen. 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process.  
• Save - Saves all data entered on the screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 
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Background Processes: 

• A Mailing and Street address have been defined. 

4.5 Add Address 

The Add Address screen allows an address to be defined for an outlet. 

 
Figure 23 - Add Address 

Fields: 
• Address Type – The type of address to add.  For example, Mailing or Street. 
• Address 1 – The street-1 address. 
• Address 2 – The street-2 address. 
• City – The city of the address. 
• State – The state of the address. 
• County – The County of the address. 
• ZIP – The ZIP Code of the address. 
• ZIP+4 – The ZIP+4 of the address. 

 
Buttons: 

• Get Cities - Opens the Get Cities pop-up. 
• Add - Saves all data entered and navigates back to the Vendor Addresses screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 
 
Background Processes:  None 
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4.6 Store Hours 

The store hours for each day of the week must be entered, or the weekday marked as closed.  

 

 

 
Figure 24 - Store Hours 

 
Fields: 

• Pre-fill 24/7? – If “Yes” is selected, every day of the week will be marked as open for 
24-hours.  If “No” is selected, each day’s open and close time may be manually entered. 

 
For each day of the week (Sunday through Saturday), the following fields are presented: 
• Open – The time of day the store opens for business. 
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• Close – The time of day the store closes for business. 
• Closed – “Yes” if the store is closed for the entire day. 
• Outlet Retail Square Footage – The total square footage of the retail area of the store. 
• Outlet Storage Square Footage – The total square footage of the storage area of the 

store. 
• Number of full-time cashiers – The number of full time cashiers employed by the store. 
• Number of part-time cashiers – The number of part-time cashiers employed by the 

store. 
• Number of Checkout Lanes – The number of checkout lanes at the store. 
• “Has the store ever been cited by state or county…” – Yes/No prompt to determine if 

the store has a history of health violations. 
• “If Yes, explain” – Explanation if health violations have occurred. 
• “If Yes, was your license/permit revoked?” – Yes/No prompt to determine if the 

violations resulted in revocation of the health permit. 
• Revoke From Date – If revoked, the date it was revoked. 
• Revoke To Date – If revoked, the date the revocation ended. 
• “Does the outlet comply with the applicable provisions of the American…”? – 

Yes/No prompt to determine if the store complies with ADA regulations. 
 
Buttons: 

• Save & Continue - Saves all data entered or changed on the screen and navigates to the 
next screen in the process. 

• Save – Saves all data entered on the screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 
 
Background Processes:  None 

4.7 Outlet Bank 

An outlet may use a bank different from the bank used by the owner(s). Each outlet must specify 
a bank they will use for both depositing redeemed food instruments and for reimbursement.  
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Figure 25 - Outlet Bank 

Fields: 
• Outlet Bank – Selection list of banks defined within the system. 
• Routing Number – The selected bank’s routing number. 
• Federal ID – The selected banks’ Federal ID. 
• Street Address – The selected bank’s street address. 
• City – The selected bank’s city. 
• State – The selected banks’ state. 
• ZIP – The selected banks’ ZIP Code. 
• County – The selected bank’s county. 
• Account Number – The applicant’s account number with the selected bank. 
• Effective Date – The date upon which deposits to the account can begin. 
• “Will both regular and replacement food…”? – Yes/No determination regarding 

processing of replacement food check deposits. 
• “If No, explain” – Explanation of why replacement food check deposits should not be 

made to the specified bank and account number. 
 
Buttons: 

• Add Bank – Navigates to the New Bank screen. 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Save – Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 

 
Background Processes:  None 
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4.8 Vendor Sales Information 

This screen allows the user to enter estimated or actual sales dollar amounts for key categories 
such as food, gas, and alcohol, as well as the method of payment used for those purchased.  
Methods of payment include cash, credit card, food stamps, and WIC. Sales information may be 
actual values, or may be estimated values. Additional questions about sales, and grocery stocking 
are asked.  Enter $0 for categories that do not apply to the vendor. 

 

 
Figure 26 - Vendor Sales Information (upper section) 

 
 

 
Figure 27 - Vendor Sales Information (middle section) 
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Figure 28 - Vendor Sales Information (bottom section 

Fields: 
• “Enter outlet’s individual annual gross receipts/sales” – Yes/No prompt to determine 

if numbers are actual or estimated. 
• Peer Groups – Selection list of state-defined Peer Groups. 
• Food $ - Store income from food. 
• Previous Food – For existing Vendors, this field will display the amount from their 

previous submission. 
• Alcohol $ - Store income from alcohol. 
• Previous Alcohol - For existing Vendors, this field will display the amount from their 

previous submission. 
• Tobacco $ - Store income from tobacco. 
• Previous Tobacco $ - For existing Vendors, this field will display the amount from their 

previous submission. 
• Lottery $ - Store income from lottery. 
• Previous Lottery - For existing Vendors, this field will display the amount from their 

previous submission. 
• Other $ - Store income from other categories besides those listed. 
• Previous Other - For existing Vendors, this field will display the amount from their 

previous submission. 
• General Merchandise $ - Store income from general merchandise. 
• Previous General Merchandise - For existing Vendors, this field will display the 

amount from their previous submission. 
• Gross $ - Gross income of the store. 
• “Fiscal Year for the above figures” – The year of the actual or estimated values (yyyy). 
• Cash $ - The amount of gross income was in cash. 
• Previous Cash - For existing Vendors, this field will display the amount from their 

previous submission. 
• Credit $ - The amount of gross income that was via credit card. 
• Previous Credit - For existing Vendors, this field will display the amount from their 

previous submission. 
• Food Stamps $ - The amount of gross income that was via Food Stamps. 
• Previous Food Stamps - For existing Vendors, this field will display the amount from 

their previous submission. 
• WIC $ - The amount of gross income that was via WIC. 
• Previous WIC - For existing Vendors, this field will display the amount from their 

previous submission. 
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• “Do you think that more than 50% of your annual income…” – Yes/No prompt to 
determine if the vendor is potentially a Above-50% WIC vendor. 

• “If Yes, do you provide or plan to provide incentive items to WIC program 
participants?” – Yes/No prompt to determine if Above 50% WIC will offer incentives. 

• “Does the outlet’s checkout register use optical scanning devices which record 
product and price information on the customer receipts?” – Prompt to determine if 
receipts will show product and price. 

• “If Yes, number of POS Terminals” – The number of POS terminals on-site. 
• “If Yes, the number of Optical Terminals – The number of optical terminals on-site. 
• “If Yes, can system be programmed to detect WIC authorized vs. non-authorized 

products?” – Yes/No prompt to determine if POS devices recognize WIC products. 
• “How do you decide how much stock to order?” – Allows selection of methods to 

determine stock re-order quantity. 
• “Explain Other” – If user selected “Other” for re-order method, field allows explanation 

of method. 
• “How often are the dairy cases restocked?” – Allows selection of frequency of dairy 

restocking. 
• “How often are the WIC grocery items restocked?” – Allows selection of frequency of 

grocery item restocking 
 

Buttons: 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Save - Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 

 
Background Processes:  None 

4.9 Vendor Information 

Information about the outlet’s participation in WIC and SNAP, and other ‘program integrity’-
related questions are gathered on this screen. If the user answers ‘Yes’ to any of the questions, 
they are required to further explain their answer in fields that become visible. 
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Figure 29 - Vendor Information (top section) 
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Figure 30 - Vendor Information (bottom section) 

 
Fields: 

• “Is the outlet currently authorized to accept Supplemental Nutrition Assistance 
Program (SNAP) benefits in Arizona or any other state?” – Yes/No prompt to 
determine if outlet is currently SNAP authorized. 

• “If yes, SNAP Authorization Number” – Enables input of the SNAP Authorization 
number. 

• “If yes, average SNAP dollar redemption volume/month” – The average SNAP 
redemption this outlet performs per month. 

• “Hs this outlet, its owner, officers, or managers ever been suspended or disqualified 
from SNAP in Arizona or any other state?” – Yes/No prompt to determine if vendor is 
associated with SNAP disqualifications. 

• “If yes, give the name of the owners, managers…” – Enables input of details relating 
to the SNAP disqualification. 

• “Has the store owner/manager ever participated in the WIC Program in Arizona or 
any other state?” – Yes/No prompt to determine if vendor was a previous WIC Vendor.  
Answering ‘Yes’ will allow entry of store information. 

• Store Name – Name of store relating to other WIC participation. 
• Address-1 – Street-1 of the store relating to other WIC participation. 
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• Address-2 – Street-2 of the store relating to other WIC participation. 
• City – City of the store relating to other WIC participation. 
• County – County of the store relating to other WIC participation. 
• ZIP – ZIP Code of the store relating to other WIC participation. 
• ZIP+4 – ZIP+4 Code of the store relating to other WIC participation. 
• Date of Participation – beginning participation date of the store relating to other WIC 

participation. 
• To – ending participation date of the store relating to other WIC participation. 
• “Has the outlet, manager, owner, or officer been sanctions for prior WIC 

violations?” – Yes/No prompt to determine if prior WIC violations have occurred. 
• “If yes, describe” – Enables input of details relating to prior WIC violations. 
• “Has the outlet, its owner, officers or managers ever been suspended or disqualified 

from WIC in Arizona for any other state?” – Yes/No prompt to determine if prior 
disqualification/suspension has occurred. 

• “If yes, give the name of the owner, officer(s), manager(s) and store(s) location…” – 
Enables input of details relating to the disqualification/suspension. 

• “During the last six years, have any of the current owner, officers, partners, or 
managers had criminal conviction…” – Yes/No prompt to determine if criminal or 
civil judgments entered against applicants. 

• “If yes, please specify the name of the owner, officer or manager and the activities 
involved…” – Enables input of details relating to the criminal or civil convictions. 

 

Buttons: 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Save – Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 

 
Background Processes:  None 

4.10 Select a Food Wholesaler 

From the Wholesaler drop-down, locate and select the food wholesaler that will provide 
groceries to this outlet. 
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Figure 31 - Select Food Wholesaler 

Fields: 
Wholesaler Selection 
• Wholesalers Assigned – Lists the wholesalers who the user has identified as being 

wholesalers for this vendor.  The list may be empty. 
• Wholesaler – Selectable list of wholesalers currently defined in the system. 
• Address-1 – Street-1 of the selected wholesaler’s address. 
• Address-2 – Street-2 of the selected wholesaler’s address. 
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• City – City of the selected wholesaler’s address. 
• State – State of the selected wholesaler’s address. 
• County – County of the selected wholesaler’s address. 
• Phone - Telephone number for the selected wholesaler. 
• FAX – FAX number for the selected wholesaler. 

 

Food Group Section 

• Selected – Indicates if the associated Food Group is provided by the selected wholesaler. 
• Food Group – A list of food groups available via wholesalers. 

 
Buttons: 

• Add Wholesaler –  Opens the Add Wholesaler screen. 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Save – Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 

 
Background Processes:  None 

4.11 Add Food Wholesaler 

Allows user to define a new food wholesaler. 
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Figure 32 - Add Food Wholesaler 

Fields: 
• Name - The name of the wholesaler. 
• Phone - Telephone number for the wholesaler. 
• Address-1 – Street-1 of the wholesaler’s address. 
• Address-2 – Street-2 of the wholesaler’s address. 
• City – City of the wholesaler’s address. 
• State – State of the wholesaler’s address. 
• County – County of the wholesaler’s address. 
• ZIP – ZIP Code of the wholesaler’s address. 
• ZIP+4 – ZIP+4 Code of the wholesaler’s address. 

 

Buttons: 
• Add – Adds the wholesaler to the list of available food wholesalers. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 

 
Background Processes:  None 

4.12 Infant Wholesaler 

Allows selection of one or more approved infant wholesalers.  
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Figure 33 - Infant Formula Wholesaler 

Fields: 
• Selected – Checked if the listed wholesaler is used by the vendor for infant formula. 
• Wholesaler – Name of the infant formula wholesaler. 

 

Buttons: 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Save – Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 

 
Background Processes:  None 

4.13 Vendors 

The screen displays a list of vendors for this owner profile. 
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Figure 34 - Vendors 

Fields: 
• Name – The name of the vendor store/outlet. 
• Opening Date – The user-reported opening date of the store. 

 

Buttons: 
• Add Vendor – Enables the user to add another Vendor. 
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 

 
Background Processes:  None 
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5 PRICE SURVEY 

During the application process, and at times throughout the year, the outlet must provide prices 
for certain food items, as well as identify items that are “store or house brands”.  

WIC staff will use the price survey information to determine if the outlet offers food items at a 
competitive price and will consider this in determining the outlets eligibility. 

 
Click the ‘Submit Vendor Price Survey’ link. 

 
The Select Vendor screen is displayed. 
 

 
Figure 35 - Select Vendor 

Fields: 
• Vendor ID – The Vendor ID of the vendor store/outlet. 
• Vendor Name – The name of the vendor store/outlet.  The vendor name is a hyperlink 

that, when clicked on, begins the price survey data entry process for that vendor. 
• Price Survey – The state-defined Price Survey name.  
• In Progress – Checked if the price survey has been started, but not yet submitted. 
• Submitted – Checked if the price survey has been submitted, but not yet reviewed. 
• Reviewed by State – Checked if the state has reviewed the submitted price survey. 

 
Buttons: 

• Sign Out - Logs the user out of the Vendor Web application. 
 

Calculation(s):  None 
 
Background Processes:  None 
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5.1 Food Item Declaration 

The State Agency will specify the food categories and product sizes for which the vendor must 
indicate if they carry a store or house brand. 

 
Figure 36 - Food Item Declaration 

Fields: 
• Item – The Food Category. 
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• Description – The Food Sub-Category. 
• Size - All Sizes– The product size.  This field displays in two forms:  

o When checked, allows user to specify the brand name for all sizes.   
o When un-checked, specific sizes are displayed and a brand name must be 

specified for each listed size. 
• Store or House Brand Name – The product’s store or house brand name. 

 

Buttons: 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Save – Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved.  
• Sign Out - Logs the user out of the Vendor Web application. 

 
Calculation(s):  None 

 
Background Processes:   

• A store or brand name must be entered for each listed item.  
• If the “All Sizes” checkbox has been un-checked, a store or brand name must be entered 

for all listed sizes. 

5.2 Price Survey and Competive Price Analysis 

State WIC staff will define the food items that make up a ‘Market Basket’.  A Market Basket is a 
set of items that all stores must carry and is used in determining a store’s of price 
competitiveness.  
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Figure 37 - Price Survey and Competitive Price Analysis 

Fields: 
• Item – The Food Category. 
• Brand/Variety – The Food Sub-Category. 
• Size – The specific size, or a size range, of the food item. 
• Actual Size – Displayed only if a size range is specified in the Size field. 
• Item Price – The price the vendor will charge for the specified item. 

 

Buttons: 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Save - Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved.  

 
Calculation(s):  None 

 
Background Processes:   

• If a size range is specified, an Actual Size must be entered for that item. 
• An Item Price must be specified for all items listed. 

5.3 Statement & Acknowledgement of Price Survey Information 

The user is required to complete and sign the “Statement of Price Submission and 
Acknowledgement of Minimum Stock and Variety Requirements”.  
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Figure 38 – Statement of Submission & Acknowledgement 

Fields: 
• First Name - The first name of the person completing the price survey. 
• Last Name – The last name of the person completing the price survey. 
• Title – Title of the person completing the price survey. 

 

Buttons: 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Cancel - No entered or changed data is saved.  

 
Calculation(s):  None 

 
Background Processes:   

5.4 Signature Collection 

The user is required to electronically sign for the submission of the price information and 
statement declaration.  To electronically sign, the user must enter their State Tax Number. 
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Figure 39 - Electronic Signature Collection 

Fields: 
• Sales Tax Number - The AZ Sales Tax Number. This number must match the AZ Sales 

Tax Number entered when the owner was defined.  
 

Buttons: 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Cancel - No entered or changed data is saved.  

 
Calculation(s):  None 

 
Background Processes:   
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6 SUBMITTING AN APPLICATION FOR AUTHORIZATION 
Applications must be submitted for review by the state WIC staff.  Staff will review the 
application, price survey and related stocking information, and other factors to determine if the 
application should be approved and the outlet authorized to be a WIC vendor. 

6.1 Statement of Application 

Select the Vendor(s) that will apply. 
The Statement of Application screen displays and all un-approved and un-submitted vendor 
applications.   

 
Figure 40 - Statement of Application 

Fields: Fields: 
• Submit – When checked, the associated vendor is included in the following application 

steps.  
• Vendor Name – The name of the vendor. 
• Status – The vendor’s status within the entire approval process. 
• Submission Date – Blank if not yet submitted,  Once submitted, the date the application 

was submitted is displayed. 
 

Buttons: 
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• Save & Continue - Saves all data entered or changed on the screen and navigates to the 
next screen in the process. 

• Cancel - No entered or changed data is saved.  
 
Calculation(s):  None 

 
Background Processes:   

6.2 Statement of Application Signature 

 

 
Figure 41 - Statement of Application-Signature Screen 

 
Fields: Fields: 

• First Name - The first name of the person completing the price survey. 
• Last Name – The last name of the person completing the price survey. 
• Title – Title of the person completing the price survey. 
• Sales Tax Number – The AZ Sales Tax Number. 

 

Buttons: 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Cancel - No entered or changed data is saved.  

 
Calculation(s):  None 

 
Background Processes: None  
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7 VENDOR WEB:  OTHER TOOLS AND FEATURES 

The Vendor Web portal provides additional tools to assist WIC vendors. 
 

7.1 State-Wide Average Search 

The statewide average redemption amount for each FI-type may be viewed from the “Statewide 
Average” link within the Pricing section of the Vendor Web Dashboard. 

 

 
Figure 42 - Statewide Average - Search Screen 

Fields: 
• FI Type – The Food Instrument Type on which to search.  If blank, all FI-Types are 

returned. If a partial FI-Type number is entered, all FI-Types beginning with the partial 
value will be returned. 

 

Buttons: 
• Search – Performs a search on the entered FI Type.  If no FI Type value was entered, all 

known FI Types are returned in the search results. 
 

Calculation(s):  None 
 
Background Processes: None  

7.2 Statewide Average Search Results 

Details of about the specified FI Type will be displayed, or all FI Types if FI Type was specified. 
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Figure 43 - Statewide Average Search Results 

Fields: 
• FI Type – The FI Type number. 
• Past <period>: The previous date range over which the FI Type’s average was computed. 
• Current <period>: The current date range over which the FI Type’s average was 

computed. 
 

Buttons: 
• New Search- Navigates the user back to the FI Type Search page. 

 
Calculation(s):  None 

 
Background Processes: None  

7.3 Request Store Information Changes 

If the user would like to update their application, they may request that the application be made 
editable by clicking the “Request Store Information Changes” link on the Dashboard. A request 
to unlock the application will be sent to the state WIC staff.   

 

7.4 Enable Zones 

Pricing Zones allow the user to more easily submit Price Surveys for large number of stores that 
have identical pricing.  To enable Zones, click the ‘Settings’ link within the Account section of 
the Dashboard. 
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Figure 44 – Configure Zone Groupings 

Fields: 
• “Configure Vendors into Zone Groupings” – Yes/No prompt to change Zone 

configuration setting. 
 

Buttons: 
• Save - Saves all data entered or changed on the screen and navigates back to the 

Dashboard. 
 
Calculation(s):  None 

 
Background Processes:  

• The “Manage Zones” link now appears in the Ownership section of the Dashboard. 

7.5 Manage Zones 

The Manage Zones screen is displayed allows creation and deletion of Zones. 
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Figure 45 - Add/Remove Zones Screen 

Fields: 
• Zone Name – The name of the Zone to add. 
• (Zone List) – An unlabeled field containing the list of defined zones. 

 

Buttons: 
• Add - Creates a new zone having the name entered into the Zone Name field.  Disable 

until the Zone Name field is populated.  
• Remove – Removes the zone that has been selected in the Zone List. 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Save - Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved.  

 
Calculation(s):  None 

 
Background Processes:  

• During Add, the Zone Name must be unique. 

7.6 Assigning Vendors to Zones 

The Assign Vendor to Zone screen allows a vendor to be assigned to a pricing Zone. A vendor is 
not required to be assigned to a zone. 
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Displayed next to each vendor is a drop-down selector that lists the defined zones. Changing the 
selection causes the vendor to be assigned to the selected zone, or un-assigned if a ‘blank’ is 
selected. 

To filter the list of vendors to only those assigned to a specific zone, select the zone from the 
“Assigned To:” drop-down at the top of the screen. 

 
Figure 46 - Assign Vendors to Zones 

Fields: 
• Assigned To: - Filters the listed vendors to only those assigned to the selected Zone. To 

view all vendors, select the <blank> field in this list. 
• Zone – The Zone to which the Vendor is assigned. This is a selectable list of defined 

Zones. If the <blank> row in this is selected, the vendor will be removed from the Zone. 
To assign the vendor to a Zone, select the target Zone in this field. 

• Vendor Name – The vendor assigned to the Zone. 
 

Buttons: 
• Save & Continue - Saves all data entered or changed on the screen and navigates to the 

next screen in the process. 
• Save - Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved.  

 
Calculation(s):  None 

 
Background Processes: None  

7.7 Submitting Price Surveys by Zone 

If Zones is enabled, Price Surveys may be submitted for all stores within the Zone.  From the 
Dashboard, click the ‘Price Zone Survey’ link within the Pricing section. The Select Zone screen 
is displayed. 
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Figure 47 - Select Zone  

Fields: 
• Zone Name – The name of the Zone for which to submit a Price Survey. Clicking on 

Zone Name value will navigate the user to the Price Item Declaration screen. 
• Price Survey – The state-defined Price Survey submission period. 
• In Progress – Checked if price data has been entered, but not yet submitted. 
• Submitted – Checked if price data has been submitted, but not yet received by the State. 
• Received by State – Checked if the submitted price data has been received by the State. 

 

Buttons: None 
 

Calculation(s):  None 
 
Background Processes: None  
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8 HANDS - VENDOR WEB ADMINISTRATION 
HANDS provides functionality for state WIC state that relates specifically to the Vendor Web 
portal. This functionality includes the following: 

 Application Review 

 Application Repository 

 Food Declarations 

 Market Baskets 

 Price Survey Search & Review 

 Store Review 

 Announcements 

8.1 Vendor Web Admin: Applications Pending Review 

The Applications Pending Review screen allows staff to search for WIC vendor applications 
submitted via the Vendor Web portal and are pending staff review.  

Vendor | Vendor Admin | App Review tab 

 
Figure 48 - Applications Pending Review – Search 
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Fields: 
• Owner – A selectable list of owners that have applications pending review. If this field is 

blank, a search will return all pending applications. 
 

Buttons: 
• Search – Searched the list of pending applications and displays those matching the 

selected Owner.  
 

Calculation(s):  None 
 
Background Processes: None  

8.2 Applications Pending Review – Search Results 

Displays pending applications that match the search criteria.  

Vendor | Vendor Admin | App Review tab | Search 
 

 
Figure 49 - Applications Pending Review - Search Results 
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Fields: 
• Owner – The selected owner, or blank.  
• Owner Name – The name of the owner.  
• Vendor Name – The name of the vendor. 
• Sales Tax Number – The vendor’s AZ Sales Tax Number. 
• Federal EIN – The vendor’s Federal EIN. 
• Submitter Name – The name of the person who submitted the vendor application. 
• Submission Date – The date the application was submitted. 

 
Buttons: 

• Edit icon ( ) - Opens the Vendor Application Approve/Deny screen. 
• Search - Initiates a new search based on the selected owner. While on the Search Results 

screen, this button is disabled until the Owner field value is changed. 
 
Calculation(s):  None 

 
Background Processes: None  

8.3 Vendor Application Approve/Reject 

The Vendor Application Approve/Reject screen allows the user to review pending applications 
and approve or reject them.  
 

Vendor | Vendor Admin | App Review tab | Search | Edit 
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Figure 50 - Vendor Application Approve/Reject 

Fields: 
• Owner Name – The name of the owner.  
• Vendor Name – The name of the vendor. 
• Sales Tax Number – The vendor’s AZ Sales Tax Number. 
• Federal EIN – The vendor’s Federal EIN. 
• Submitter Name – The name of the person who submitted the vendor application. 
• Submission Date – The date the application was submitted. 

 

Buttons: 
• Approve – Marks the application as ‘Approved’ and navigates the user to the Search 

Results screen.  
• Reject – Marks the application as ‘Rejected” and navigates the user to the Search Results 

screen.  
•  

 

Calculation(s):  None 
 
Background Processes: None  
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8.4 Application Repository 

The application repository provides review capability of all applications, current and past, that 
have been submitted.  

 

Vendor | Vendor Admin | App Repository tab 
 

 
Figure 51 - Application Repository – Search 

Fields: 
• Owner – A selectable list of owners that have applications pending review. If this field is 

blank, a search will return all submitted applications. 
 

Buttons: 
• Search – Searched the list of submitted applications and displays those matching the 

selected Owner.  
 

Calculation(s):  None 
 
Background Processes: None  
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8.5 Application Repository - Search Results 

This page displays all applications that match the selected owner. 

 

Vendor | Vendor Admin | App Repository tab | Search 
 

 
Figure 52 - Application Repository - Search Results 

Fields: 
• Owner – The selected owner, or blank. 
• Owner Name – The name of the owner.  
• Vendor Name – The name of the vendor. 
• Sales Tax Number – The vendor’s AZ Sales Tax Number. 
• Federal EIN – The vendor’s Federal EIN. 
• Submitter Name – The name of the person who submitted the vendor application. 
• Submission Date – The date the application was submitted. 

 

Buttons: 
• Edit icon ( ) - Opens the Vendor Application Summary screen. 
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• Search - Initiates a new search based on the selected owner. While viewing the Search 
Results screen, this button is disabled until the Owner field value is changed. 

 

Calculation(s):  None 
 
Background Processes: None  

8.6 Application Summary  

Displays the archived application that was selected on the Search Results page. 

 

Vendor | Vendor Admin | App Review tab | Search | Edit 
 

 
Figure 53 - Application Summary 

Fields: 
• Owner Name – The name of the owner.  
• Vendor Name – The name of the vendor. 
• Sales Tax Number – The vendor’s AZ Sales Tax Number. 
• Federal EIN – The vendor’s Federal EIN. 
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• Submitter Name – The name of the person who submitted the vendor application. 
• Submission Date – The date the application was submitted. 

 

Buttons:  None 
 

Calculation(s):  None 
 
Background Processes: None  

8.7 Store Review Search 

The HANDS Store Review screen displays applications that have been updated via the Vendor 
Web portal after having been submitted. Note that this is possible only if the vendor/applicant 
has requested and received privileges to edit their store information record.  

 

Vendor | Vendor Admin | Store Review tab 
 

 
Figure 54 - Store Review Search 
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Fields: 
• Owner – A selectable list of owners that have applications having pending changes. If 

this field is blank, a search will return all applications having pending changes.  
 

Buttons: 
• Search – Initiates a search based on the selected Owner field value. 
• New Search – Clears the Owner field and the displayed search results. 

 

Calculation(s):  None 
 
Background Processes: None  

8.8 Store Review Search Results 

Displays the Store Review search results based on the selected Owner value. 

 
Vendor | Vendor Admin | Store Review tab | Search 
 

 
Figure 55 - Store Review Search Results 
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Fields: 
• Owner – The name of the owner search on. 
• Vendor Name – The name of the vendor. 
• Owner Name - The name of the owner. 
• Status – Indicates that status of the update(s) to be reviewed. 
• City – The city in which the vendor store physically resides. 

 

Buttons: 
• Edit icon ( ) - Opens the Vendor Review Details screen. 
• Search – Initiates a search based on the selected Owner field value. 
• New Search – Clears the Owner field and the displayed search results. 

 

Calculation(s):  None 
 
Background Processes: None  

8.9 Store Review Details 

Displays the details of the pending updates. 

 

Vendor | Vendor Admin | Store Review tab | Search | Edit 
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Figure 56 - Store Review Details 

Fields: 
• Field Name – The name of the field the change pertains to. 
• Requested Change – The new value the vendor has asked to be assigned to the field.  
• Current Value – The current value in the vendor’s profile. 

 

Buttons: 
• Approve – Submitted changes are accepted and applied to the vendor’s profile. 
• Reject – Rejects the submitted changed values.  The vendor’s profile is not updated. 

 

Calculation(s):  None 
 
Background Processes: None  



HANDS WIC System                                    Detailed Functional Design Document 

CMA Consulting Services   

Page 72 of 97 

9 FOOD DECLARATION - CATEGORIES 

The Food Declaration–Categories screen allows state WIC staff to define the food categories for 
which an applicant must declare their Store and House Brand names.  

 

Vendor | Vendor Admin | Food Declare | Categories tab 
 

 
Figure 57 - Food Declaration - Categories 

Fields: 
• Category – The Food Category. 
• Description – The Food Sub-Category for which to request store/brand name. 
• Active – If ‘Yes’, the item will appear in the list of requested items. If ‘No’, the item will 

not appear in the list. 
 

Buttons: 
• Add – Opens the Food Declaration Category Add screen. 
• Edit icon ( ) - Opens the Food Declaration Category Edit screen. 
• Delete icon ( ) - Deletes the Food Declaration Category item. 
• Save - Saves all data entered or changed on the screen. 
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• Reset - Clears the fields and selections of their current values. 
 

Calculation(s):  None 
 
Background Processes: None  

9.1 Food Declaration Category - Add 

Allows the addition of another Food Declaration Category item to the list. 

 

Vendor | Vendor Admin | Food Declare | Categories tab | Add 
 

 
Figure 58 - Add a Food Declaration Category 

Fields: 
• Category - The Food Category of the item to be added. 
• Description – The Food Sub-Category of the item to be added. 
• Active - ‘Yes’ if the item should be included in the list of items for which the 

vendor/applicant must provide store and house brand names. ‘No’ if the item should be 
omitted from the list. 
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Buttons: 
• OK - Saves all data entered or changed on the screen and closes the pop-up. 
• Cancel - No entered or changed data is saved.  

 

Calculation(s):  None 
 
Background Processes: None  

9.2 Food Declarations – Items 

The Food Declaration screen contains items considered to be minimum inventory stocking items. 
The items appear in the Vendor Web portal and the user will be required to provide a price for 
each item. 

 

Vendor | Vendor Admin | Food Declare | Items tab | Add 
 

 
Figure 59 - Food Declaration – Items 

Fields: 
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• Category - The Food Category of the food item. 
• Quantity – The quantity of the item the vendor must have on-stock. 
• Units of Measure – The unit of measure of the food item. 
• Description – The description of the food item. 
• Active - ‘Yes’ if the item should be included in the list of required food items. ‘No’ if the 

item should be omitted from the list. 
•  

 

Buttons: 
• Add – Opens the Food Declaration Item - Add screen. 
• Edit icon ( ) - Opens the Food Declaration Category Edit screen. 
• Delete icon ( ) - Deletes the Food Declaration Category item. 
• Save - Saves all data entered or changed on the screen and closes the pop-up. 
• Reset - Clears the fields and selections of their current values. 

 

Calculation(s):  None 
 
Background Processes: None  

9.3 Food Declaration Item – Add 

Allows the user to add a new food item to the Food Declaration list. 

 

Vendor | Vendor Admin | Food Declare | Items tab | Add 
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Figure 60 - Food Declaration Item – Add 

Fields: 
• Category - The Food Category of the food item. 
• Quantity – The quantity of the item the vendor must have on-stock. 
• Units of Measure – The unit of measure of the food item. 
• Description – The description of the food item. 
• Active - ‘Yes’ if the item should be included in the list of required food items. ‘No’ if the 

item should be omitted from the list. 
 

Buttons: 
• OK - Saves all data entered or changed on the screen and closes the pop-up. 
• Cancel - No entered or changed data is saved.  

 

Calculation(s):  None 
 
Background Processes: None  
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10 MARKET BASKETS 

State WIC staff may define a market basket for which the vendor/applicant must provide prices 
in order to be evaluated for price competitiveness.  

10.1 Market Basket Food Categories/Sizes 

The food categories and item sizes are defined from the Market Basket – Food Categories/Sizes 
screen. 

 

Vendor | Vendor Admin | Market Baskets | Food Categories/Sizes 
 

 
Figure 61 - Market Basket Food Categories/Sizes 

Fields: 
• Description – The Food Category of the item. 
• Min Size – The minimum size of the food item, per the Measurement Units. 
• Max Size – The maximum size of the food item, per the Measurement Units. 
• Measurement Units – The units of measure of the food item. 
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Buttons: 
• Add - Opens the Market Basket Food Category/Sizes - Add screen. 
• Edit icon ( ) - Opens the Market Basket Food Category/Sizes - Edit screen. 
• Delete icon ( ) - Deletes the Market Basket Food Category/Sizes item. 
• Save - Saves all data entered or changed on the screen. 
• Reset - Clears the fields and selections of their current values. 

 

Calculation(s):  None 
 
Background Processes: None  

10.2 Market Basket Food Category/Sizes - Add 

Allows the user to add a Market Basket Food Category/Sizes item. 

 

Vendor | Vendor Admin | Market Baskets | Food Categories/Sizes - Add 
 

 
Figure 62 - Market Basket - Food Categories/Sizes - Add 
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Fields: 
• Description – The Food Category of the item. 
• Min Size – The minimum size of the food item, per the Measurement Units. 
• Max Size – The maximum size of the food item, per the Measurement Units. 
• Measurement Units – The units of measure of the food item. 

 

Buttons: 
• OK - Saves all data entered or changed on the screen and closes the pop-up. 
• Cancel - No entered or changed data is saved.  
 

Calculation(s):  None 
 
Background Processes: None  

10.3 Market Basket Food Category/Sizes - Edit 

Allows editing of an existing Market Basket Food Category/Sizes Item 

 

Vendor | Vendor Admin | Market Baskets | Food Categories/Sizes - Edit 
 

 



HANDS WIC System                                    Detailed Functional Design Document 

CMA Consulting Services   

Page 80 of 97 

Figure 63 - Market Basket Food Categories/Sizes - Edit 

Fields: 
• Description – The Food Category of the item. 
• Min Size – The minimum size of the food item, per the Measurement Units. 
• Max Size – The maximum size of the food item, per the Measurement Units. 
• Measurement Units – The units of measure of the food item. 

 

Buttons: 
• OK - Saves all data entered or changed on the screen and closes the pop-up. 
• Cancel - No entered or changed data is saved.  

 

Calculation(s):  None 
 
Background Processes: None  

10.4 Market Basket Available Food Items 

Market Basket items are items the State has identified as items available to be added to a Market 
Basket. Only these items will be selectable when attempting to add or modify a market basket. 

 
Vendor | Vendor Admin | Market Baskets | Food Items 
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Figure 64 – Market Basket Available Food Items 

Fields: 
• Description – The description of the food item. 
• Brand/Variety – The brand name, and in some cases, the variety of the food item. 

 

Buttons: 
• Add – Opens the Market Basket Available Food Items – Add screen. 
• Edit icon ( ) - Opens the Market Basket Available Food Items - Edit screen. 
• Delete icon ( ) - Deletes the Market Basket Available Food Item. 
• Save - Saves all data entered or changed on the screen. 
• Reset - Clears the fields and selections of their current values.  

 
Calculation(s):  None 

 
Background Processes: None  

10.5 Market Basket Available Food Items – Add 
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Vendor | Vendor Admin | Market Baskets | Food Items | Add 
 

 
Figure 65 - Market Basket Food Item - Add 

Fields: 
• Description – A selectable list of available food items. 
• Brand/Variety – Manually entered brand/variety description. 

 

Buttons: 
• OK - Saves all data entered or changed on the screen and closes the pop-up. 
• Cancel - No entered or changed data is saved.  

 

Calculation(s):  None 
 
Background Processes: None  

10.6 Market Basket Available Food Items – Edit 

 

Vendor | Vendor Admin | Market Baskets | Food Items | Edit 
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Figure 66 - Market Basket Food Items - Edit 

Fields: 
• Description – A selectable list of available food items. 
• Brand/Variety – Manually entered brand/variety description. 

 

Buttons: 
• OK - Saves all data entered or changed on the screen and closes the pop-up. 
• Cancel - No entered or changed data is saved.  

 

Calculation(s):  None 
 
Background Processes: None  

10.7 Available Market Baskets 

Market Baskets are used to estimate vendor price competitiveness by analyzing their submitted 
prices for basket items. Active and expired market baskets are displayed on the Available Market 
Baskets. 
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Vendor | Vendor Admin | Market Baskets | Market Baskets  
 

 
Figure 67 - Market Basket – Available Market Basket 

 Fields: 
• Market Basket Name – The name of the market basket. 
• Survey Date – The date the survey pertains to. It is common for multiple surveys to be 

performed per year. 
• Start Date – The date after which price surveys will be associated with this survey, 

provided they are submitted prior to the end date.  Beginning on this date and prior to the 
end date, vendors will be required to provide prices for this basket. 

• End Date – The date until which price surveys will be associated with this survey, 
provided they are submitted after the Start Date. After this date, vendors will no longer be 
required to provide prices for this basket. 

 

Buttons: 
• Edit icon ( ) - Opens the Market Basket – Edit screen. 
• Add – Opens the Available Market Basket – Add screen so a new basket can be defined. 
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Calculation(s):  None 
 
Background Processes: None  

10.8 Market Basket - Edit 

 

Vendor | Vendor Admin | Market Baskets | Food Items | Edit 
 

 
Figure 68 - Market Basket Edit 

Fields: 
• Market Basket Name – The name of the market basket. 
• Survey Date – The date the survey pertains to. It is common for multiple surveys to be 

performed per year. 
• Start Date – The date after which price surveys will be associated with this survey, 

provided they are submitted prior to the end date.  Beginning on this date and prior to the 
end date, vendors will be required to provide prices for this basket. This date must be 
prior to the End Date. 
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• End Date – The date until which price surveys will be associated with this survey, 
provided they are submitted after the Start Date. After this date, vendors will no longer be 
required to provide prices for this basket.  This date must be later than the Start Date. 

 

Buttons: 
• Add – Opens the Market Basket Food Items – Add screen. 
• Edit icon ( ) - Opens the Market Basket Food Items - Edit screen. 
• Delete icon ( ) - Deletes the selected Market Basket food Item. 
• Save - Saves all data entered or changed on the screen and navigates to the next screen in 

the process. 
• Reset - Clears the fields and selections of their current values. 

 

Calculation(s):  None 
 
Background Processes: None  

10.9 Market Basket Food Item - Edit 

Allows a editing of the food item in the selected market basket. 

 
Vendor | Vendor Admin | Market Baskets | Food Items | Edit 
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Figure 69 - Market Basket Item Edit 

Fields: 
• Food Item – A selectable list of food items that may make up the market basket. 

 

Buttons: 
• OK - Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved.  

 

Calculation(s):  None 
 
Background Processes: None  

10.10 Market Basket Food Item - Add 

Allows a food item to be added to the market basket. 

 

Vendor | Vendor Admin | Market Baskets | Food Items | Add 
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Figure 70 - Market Basket Add Item 

Fields: 
• Food Item – A selectable list of food items that may make up the market basket. 

 

Buttons: 
• OK - Saves all data entered or changed on the screen. 
• Cancel - No entered or changed data is saved.  

 

Calculation(s):  None 
 
Background Processes: None  
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11 PRICE SURVEYS 

Price Surveys submitted via the Vendor Web portal can be reviewed from the HANDS Price 
Survey screen.  Price Surveys are associated with a Survey Date based on the date they are 
submitted, and the Start and End Date of defined market baskets. 

11.1 Price Survey Search 

Vendor | Vendor Admin | Price Survey 
 

 
Figure 71 - Price Survey Search 

Fields: 
• Owner – The name of the owner to search on.  This field may be left blank to obtain all 

surveys for the selected Survey Date. 
• Survey Date – The survey date to search on. 

 

Buttons: 
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• Search – Performs a search based on the selected Owner and Survey Date values. 
• New Search – Clears the values selected in the Owner and Survey Date field, as well as 

all search results. 
 

Calculation(s):  None 
 
Background Processes: None  

11.2 Price Survey Search Results 

Displays the results of a Price Survey search. 

 

Vendor | Vendor Admin | Price Survey | Search 
 

 
Figure 72 - Price Survey Results 

Fields: 
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• Owner – The name of the owner to search on.  The owner that was search on, or blank if 
no selection was made. 

• Survey Date – The survey date used in the search. 
• Owner Name – The name of the owner. 
• Market Basket Description – The name of the market basket the price survey pertains 

to. 
• Vendor – The vendor the price survey pertains to. 
• Zone – If the owner has enabled price Zones and has associated the vendor to a Zone, the 

Zone is shown. 
 

Buttons: 
• Search – Performs a search based on the selected Owner and Survey Date values. 
• New Search – Clears the values selected in the Owner and Survey Date field, as well as 

all search results. 
 

Calculation(s):  None 
 
Background Processes: None  
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12 ANNOUNCEMENTS 

State WIC staff may post announcements that will appear on the Vendor Web Dashboard screen.  

 

12.1 Search for Announcements 

The Announcement Search screen allows staff to search for all or specific announcements. To 
see all announcements, do not enter any search criteria and click ‘Search’. Partial searches may 
be performed by entering only the beginning characters of the title. 

 

Vendor | Vendor Admin | Announcement 
 

 
Figure 73 - Announcement Search 

Fields: 
• Title – The title text to search on.   
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• (Start Date Qualifier) – An unlabeled select list that modifies the search to be ‘On’, 
‘After’, or ‘Before’ the Start Date. 

• Start Date – The date the announcement will become active.  This value is used in 
conjunction with the Start Date Qualifier. 

• (End Date Qualifier) – An unlabeled select list that modifies the search to be ‘On’, 
‘After’, or ‘Before’ the End Date. 

• End Date – The date the announcement will become inactive. This value is used in 
conjunction with the End Date Qualifier. 
 

Buttons: 
• Add – Navigates to the Add Announcement screen. 
• Search – Performs a search based on the search criteria values. 
• New Search – Clears the search criteria values as well as all search results. 

 

Calculation(s):  None 
 
Background Processes: None  

12.2 Announcement Search Results 

Displays the result of a search on announcements. 

 

Vendor | Vendor Admin | Announcement | Search 
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Figure 74 - Announcement Search Results 

Fields: 
• Title – The announcement title text.   
• Start Date – The date the announcement will become active.   
• End Date – The date the announcement will become inactive. 

  
Buttons: 

• Edit icon ( ) - Opens the Announcement - Edit screen. 
• Add – Navigates to the Add Announcement screen. 
• Search – Performs a search based on the search criteria values. 
• New Search – Clears the search criteria values as well as all search results. 

 

Calculation(s):  None 
 
Background Processes: None  
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12.3 Add Announcement 

To add an announcement, click ‘Add’ on Search or Search Results screens. 

 

Vendor | Vendor Admin | Announcement | Add 
 

 
Figure 75 - Add Announcement 

Fields: 
• Title – The announcement title text. This value will appear prominently on the Vendor 

Web Dashboard. 
• Start Date – The date on which the announcement will become active.   
• End Date – The date on which the announcement will become inactive. If blank, the 

announcement will remain active until an End-Date has been entered and that date 
reached. 

• Message – The full text of the announcement. 
 

Buttons: 
• Save - Saves all data entered or changed on the screen. 
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• Reset – Clears the fields and selections of their current values.  
 

Calculation(s):  None 
 
Background Processes: None  

12.4 Edit an Announcement 

An existing announcement can be edited by clicking the Edit icon next to the announcement title 
on the Announcement Search screen.  

 

Vendor | Vendor Admin | Announcement | Edit 
 

 
Figure 76 - Announcement - Edit 

 

Fields: 
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• Title – The announcement title text. This value will appear prominently on the Vendor 
Web Dashboard. 

• Start Date – The date on which the announcement will become active.   
• End Date – The date on which the announcement will become inactive. If blank, the 

announcement will remain active until an End-Date has been entered and that date 
reached. 

• Message – The full text of the announcement. 
 

Buttons: 
• Save - Saves all data entered or changed on the screen. 
• Reset – Clears the fields and selections of their current values.  

 

Calculation(s):  None 
 
Background Processes: None  
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