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1 OWNER LOOKUP 

The purpose of this page is to allow the user to search for existing Owners within the HANDS 

system. The user can enter a single search parameter, or a combination of parameters to narrow 

their search.  Once a search is performed, the results are displayed within the Result Grid. The 

desired Owner information can be edited from the Result Grid by clicking the (Edit Icon) 

located next to the Corporation Name.  Grid columns are sortable by ascending or descending 

order by pressing the up or down arrows at the right of the column label. The user can also add a 

new Owner to the HANDS system by clicking on the blue Add button.  The Figure below depicts 

the initial Owner Lookup Search page.  

 

Navigation Path:  Vendor Menu | Owner Lookup or Vendor tab | Navigation | Owner Lookup 

 

Figure: Owner Lookup Page with Results 

Search Fields:   

• Owner – The user can enter the Corporation Name or Owner ID (a system generated 

numeric value used to uniquely identify each Owner) to search for, either value is 

accepted to perform the search.  Possible field values will be available for selection 

within the drop down as characters are entered into the field. The user can also select a 

value directly from the drop down by clicking on the arrow at the right of the field and 

scrolling through the list. This field is optional.   

• Type of Ownership – This field indicates if the Ownership is a single proprietorship, 

partnership, corporation, or other category. The Type of Ownership can be entered 
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manually to perform the search.  Alternatively, the user can enter the system assigned 

character Type Code to perform the search.  Possible field values will be available for 

selection within the drop down as characters are entered into the field. The user can also 

select a value directly from the drop down by clicking on the down arrow at the right of 

the field and scrolling through the list. This field is optional.   

• Federal ID – The user can search based on the Owner’s Federal ID. The Owner’s 

Federal Employee Number (if a corporation) or Social Security Number (if a sole 

proprietorship). This field is optional.  

• State ID – The user can search based on the Owner’s State Sales Tax Number. This field 

is optional.   

Search Result Grid fields: 

• Owner ID – The Owner ID is a system generated numeric value used to uniquely 

identify each Owner within the HANDS system. This value can be used to Search using 

the Owner search field. This field is display only.  

• Corp Name – The name of the Owner. This value can be used to Search using the Owner 

search field. This field is display only. 

▪ (Edit Icon) – Once a record has been added, the Edit Icon will be enabled. When 

selected, navigation will switch to the Edit Screen pre-populated with the details of 

the record for editing. 

• Type of Ownership – This field indicates if the Ownership is a single proprietorship, 

partnership, corporation, or other category. This value can be used to Search using the 

Type of Ownership search field. This field is display only. 

• Federal ID – The Owner’s Federal Employee Number (if a corporation) or Social 

Security Number (if a sole proprietorship). This value can be used to Search using the 

Federal ID search field. This field is display only. 

• State ID – The Owner’s State Sales Tax Number. This value can be used to Search using 

the State ID search field. This field is display only. 

Buttons:   

• Add – Press this button to add a new Owner to the HANDS system. 

• Search – Press this button to perform a search with the search criteria entered. 

• New Search – Press this button to clear search criteria entered and search results 

retrieved. 

Calculation(s): None 

Background Process(es): 

1) Search is performed for matching records based on criteria entered.  Search output 

appears in the Result Grid.   

2) For partial match searches, the ‘wildcard’ will be assumed on the end of the search. A 

“starts with” process will be on each field. If a query is executed and no matches are 

found, the criteria entered remains on the screen, the cursor remains in the criteria field, 

and the results section of the screen display a “No data to show” message. If no criteria 

are entered and the query is executed, the system retrieves all Clients in the database. 
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1.1 Owner Add 

The Add button allows the user to enter Owner information such as the associated Addresses, 

Bank Information, Phone Number, and Officer Information.  Once information is entered and 

successfully saved using the Add page, the information becomes searchable on the Owner 

Lookup page.  See the Figure below for the initial Add screen for Owner.  

 

Navigation Path:  Owner Lookup | Add Button  

 
Figure: Owner Add Page 

Fields:   

• Corp Name – The name of the Owner. This field accepts alphanumeric and special 

characters. This field is mandatory. 

• Federal ID – The Owner’s Federal Employee Number (if a corporation) or Social 

Security Number (if a sole proprietorship). This field is 9 characters in length and can 

contain alphanumeric and special characters. This field is optional. 

• State ID – The Owner’s State Sales Tax Number. This field is 9 characters in length and 

can contain alphanumeric and special characters. This field is mandatory. 

• Type of Ownership – This field indicates if the Ownership is a single proprietorship, 

partnership or corporation. The appropriate value can be manually entered or selected 

from the drop down by clicking on the down arrow at the right of the field and scrolling 
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through the list.  Alternatively, the user can enter the assigned character Type Code, 

which will also show possible completions for Type of Ownership.  If an unknown value 

is entered, the message, “Value not found” will be displayed.  For more information, 

please refer to the Sys Admin | Vendor Base Tables for Owner Types. This field is 

mandatory. 

• Group Code – An alternate identification code for an Owner, taken from the previous 

AZ WIC system. This field is 3 characters in length and can contain alphanumeric and 

special characters. This code is optional. 

• Street Address: 

• Address 1 – The first of two Street Address fields available for the Owner’s street 

address. The Street Address 1 allows alphanumeric and special characters. This field 

is mandatory. 

• Address 2 – The second of two Street Address fields available for the Owner’s street 

address. The Street Address 2 allows alphanumeric and special characters. This field 

is optional.  

• City, State, ZIP Code, and County – The Street City, State, ZIP Code, and County 

portion of the Owner Address.  Any portion of this field (i.e. State or ZIP Code) can 

be manually entered for this field.  Possible field values will be available for selection 

within the drop down as characters are entered into the field. This field is mandatory. 

• Mailing Address: 

▪ Address 1 – The first of two Mailing Address fields available for the Owner’s 

mailing address. The Mailing Address 1 allows alphanumeric and special characters. 

This field is mandatory. 

▪ Address 2 – The second of two Mailing Address fields available for the Owner’s 

mailing address. The Mailing Address 2 allows alphanumeric and special characters. 

This field is optional. 

▪ City, State, ZIP Code, and County – The Mailing City, State, ZIP Code, and 

County portion of the Owner Mailing Address.  Any portion of this field (i.e. State or 

ZIP Code) can be manually entered for this field.  Possible field values will be 

available for selection within the drop down as characters are entered into the field. 

This field is mandatory. 

• Bank Information: 

▪ Bank Name – The name of the financial institution used by the Owner. This field can 

be manually entered, or chosen from the drop down by clicking on the down arrow at 

the right of the field and scrolling through the list. If an unknown value is entered, the 

message, “Value not found” will be displayed. This field is optional. 

▪ Account Number – The account number for the financial institution indicated. The 

Bank Account must be an alphanumeric value with a maximum length of 17. This 

field is required only if a Bank Name has been selected.  

▪ Federal ID – The Federal Identification of the financial institution. The Federal ID is 

automatically populated when a Bank Name is present. This field is display only. 

▪ Routing Number – The Routing Number used by the Federal Reserve System to 

identify the financial institution. The Routing Number is automatically populated 

when a Bank Name is present. This field is display only.  

• Deposit – A check box used to indicate to the system if vendor payments should be made 

to this bank account. If checked, this information will be included in the Vendor Bank 
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file sent to FSMC during the End of Day (EOD) processing for ACH processing. This 

check box is optional. 

• Phone Numbers Grid: 

▪ Phone Type – This field indicates the Phone Type of the Phone Number being added, 

such as Cell, Home, or Work Phone. This field is display only. 

▪ Phone Number – This is the Phone Number associated with the Owner. This field is 

display only. 

▪ Ext. – The phone extension of the Owner, if applicable. This field is display only. 

▪ (Edit Icon) – Once a record has been added, the Edit Icon will be enabled. When 

selected, navigation will switch to the Edit Screen pre-populated with the details of 

the record for editing. 

▪ (Delete Icon) – Once a record has been added, the Delete Icon will be enabled. 

When selected, the user will be prompted to confirm the deletion. If the Cancel button 

is selected, the Phone Number will remain in the Phone Number Grid.  If Delete 

button is selected, the record will be removed.  By clicking the (Close Window), 

the window is closed and no action is taken. 

Note: The record will not be permanently removed until a Save is performed.   

 

 
 

• Officer Information Grid: 

▪ Last Name – The last name of the Officer. This field is display only. 

▪ First Name – The first name of the Officer This field is display only. 

▪ MI (Middle Initial) – The middle initial of the Officer. This field is display only. 

▪ SSN – The Social Security Number of the Officer. This field is display only. 

▪ Date of Birth – The birth date of the Officer. This field is display only. 

▪ Start Date – The starting date for the Officer’s authority. This field is display only. 

▪ End Date – The ending date for the Officer’s authority. This field is display only. 

▪ Officer Percent Owned – The numeric percentage of the ownership which the 

Officer possesses. This field is display only. 

▪ (Edit Icon) – Once a record has been added, the Edit Icon will be enabled. When 

selected, navigation will switch to the Edit Screen pre-populated with the details of 

the record for editing. 

▪ (Delete Icon) – Once a record has been added, the Delete Icon will be enabled. 

When selected, the user will be prompted to confirm the deletion. If the Cancel button 

is selected, the Officer Information will remain in the Officer Information Grid.  If 

Delete button is selected, the record will be removed.  By clicking the (Close 

Window), the window is closed and no action is taken. 

Note: The record will not be permanently removed until a Save is performed.   
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Buttons: 

• New Search – Press this button to go back to the Owner Search page to start a New 

Search. 

•  (Copy Street To Mailing) – Clicking of the Copy Street To 

Mailing button will overwrite entered data in the mailing address fields with the exact 

data entered in the street address fields. After the button is clicked additional changes 

made to the street address fields will not be reflected in the mailing address fields unless 

the button is clicked again. 

• Save – Press this button to save the new Owner record. 

• Reset – Press this button to undo any modifications made to the Owner record since the 

last Save was performed.  

• Phone Numbers:  

▪  (Add) – Press this button to bring up the Add Phone Modal.   

 

 
 

▪ (Close Window) – By clicking this button, the window is closed and no action is 

taken. 

▪ Phone Type – This field indicates the Phone Type of the Phone Number being added, 

such as Cell, Home, or Work Phone. The appropriate value can be manually entered 

or selected from the drop down by clicking on the down arrow at the right of the field 

and scrolling through the list.  Alternatively, the user can enter the system assigned 

Phone Type ID, which will also highlight possible completions for Phone Type.  If an 

unknown value is entered, the message, “Value not found” will be displayed.  For 

more information, please refer to the Sys Admin | System Base Tables for Phone 

Types. This field is mandatory. 

▪ Phone Number – This is the Phone Number associated with the Owner. This field 

must contain 10 numeric digits. The user does not need to input any special 

formatting, such as parentheses or dash. This field is mandatory.   

▪ Ext. – The phone extension of the Owner, if applicable. The Phone Extension must 

be numeric and contain no more than 5 digits. This field is optional. 
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▪ Priority – Each Phone Number configured is given a Priority selection option such as 

Primary, Secondary, or Other.  If Phone Numbers are entered, one must be set as 

Primary. There can be only one Primary Phone Number and one Secondary Phone 

Number defined. There can be multiple Phone Numbers with priority of Other. A 

selection is mandatory. 

▪ OK – Press this button after all fields are completed.  

▪ Cancel – Press this button to close the Add Phone Modal and return to the Owner 

Edit without saving any Phone Number fields entered.  

• Officer Information: 

▪  (Add) – Press this button to bring up the Add Officer Modal.   

 

 
 

▪ (Close Window) – By clicking this button, the window is closed and no action is 

taken. 

▪ Last Name – The last name of the Officer. This field allows alphanumeric and 

special characters. This field is mandatory. 

▪ First Name – The first name of the Officer. This field allows alphanumeric and 

special characters. This field is optional. 

▪ MI (Middle Initial) – The middle initial of the Officer. This field allows up to 3 

alphanumeric and special characters. This field is optional. 

▪ SSN – The Social Security Number of the Officer. The SSN field will only accept 

exactly 9 numeric characters. This field is optional. 

▪ Date of Birth – The birth date of the Officer. The Date of Birth is entered in format 

MM/DD/YYYY. The user does not need to enter the forward slash (/) character when 

manually entering the Date of Birth. The user may also select the Date of Birth using 

the provided Calendar which appears when the field is entered. This field is optional.   

▪ Start Date – The starting date for the Officer’s authority. . The Start Date is entered 

in format MM/DD/YYYY. The user does not need to enter the forward slash (/) 
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character when manually entering the Start Date. The user may also select the Start 

Date using the provided Calendar which appears when the field is entered. This field 

is mandatory.   

▪ End Date – The ending date for the Officer’s authority. . The End Date is entered in 

format MM/DD/YYYY. The user does not need to enter the forward slash (/) 

character when manually entering the End Date. The user may also select the End 

Date using the provided Calendar which appears when the field is entered. This field 

is optional, but cannot be entered without a Start Date.   

▪ Officer Percent Owned – The numeric percentage of the ownership the Officer 

possesses. The user does not need to include a percent sign (%). The field Officer 

Percent Owned must be between 1 and 100. The Percentage Owned for all officers 

must total 100%. 

▪ Primary – Click ‘Yes’ if the officer being entered is the Primary Officer. The choices 

are Yes or No.  Only a single officer may be specified as Primary.  A selection is 

mandatory.   

▪ OK – Press this button after all fields are completed. 

▪ Cancel – Press this button to close the Add Officer Modal and return to the Owner 

Edit without saving any Officer fields entered. 

Calculation(s): None 

Background Process(es): 

1) By selecting a Bank Name, the Bank Information Federal ID and Routing Number are 

automatically populated.  

2) The system performs a four step save process when saving a new Owner: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed.  

If not, the save process will stop and an error message will be thrown.  

d) Finally, after the other three steps have been completed successfully it assigns a 

numeric system generated Owner ID, which is used to uniquely identify each 

Owner within the HANDS system. 

3) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 

4) The Bank Information is populated under the Sales | Banks as the Owner Bank 

Information for any associated Vendor.  
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1.2 Owner Edit 

The  (Edit Icon) allows the user to modify existing Owner information such as the associated 

Addresses, Bank Information, Phone Number, and Officer Information. The user can also add 

Vendors for this Owner directly from this page by clicking the Add Vendor button.  Once 

information is updated and successfully saved the Edit page, the updated information becomes 

searchable on the Owner Lookup page. To the left of the screen, the Active Record denotes basic 

information regarding the owner. The Edit field definitions are the same as the Add page.  See 

the Figure below for the initial Edit screen for Owner.  

 

Navigation Path:  Owner Lookup Search Results | Edit Icon 

 
Figure: Owner Edit Page 

Calculation(s): None 

 

Background Process(es): 

1) By selecting a Bank Name, the Bank Information Federal ID and Routing Number are 

automatically populated.   

 

2) The system performs a three step save process when saving a new Owner: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 
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b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed.  

If not, the save process will stop and an error message will be thrown.  

 

3) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 
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2 VENDOR LOOKUP 

The purpose of this page is to allow the user to search for existing Vendors within the HANDS 

system. The user can enter a single search parameter, or a combination of parameters to narrow 

their search.  Once a search is performed, the results are displayed within the Result Grid. The 

desired Vendor information can be edited from the Result Grid by clicking the (Edit Icon) 

located next to the Vendor Name.  Grid columns are sortable by ascending or descending order 

by pressing the up or down arrows at the right of the column label. The user can also add a new 

Vendor to the HANDS system by clicking on the blue Add button.  The Figure below depicts the 

initial Vendor Lookup Search page.  

 
Navigation Path:  Vendor Menu | Vendor Lookup or Vendor tab 

 

Figure: Vendor Lookup Page with Results 
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Search Fields:   

• Vendor ID/Applicant ID – The user can enter the Vendor ID or the Applicant ID to 

search for, either value is accepted to perform the search. The Vendor ID is a unique, 

four-digit, user-defined identification number for a Vendor. The Applicant ID is a system 

generated numeric value used to uniquely identify each Applicant, consisting of four-

characters that must start with a letter, followed by three numbers.  Possible field values 

will be available for selection within the drop down as characters are entered into the 

field. The user can also select a value directly from the drop down by clicking on the 

arrow at the right of the field and scrolling through the list. This field is optional.   

• Vendor Name – The user can search by Vendor/Applicant’s name.  See Background 

Processes for description on Wild Card searches. This field is optional. 

• Peer Group – The user can search for a specific Peer Group. Examples of Peer Groups 

are Pharmacy, Large Rural Independent, and National, Regional, or Local Chain. This 

field value can be selected from the drop down. This field is optional. 

• Status – The user can search based on the current authorization status of the Vendor such 

as Authorized (New), Authorization in Process, or Not Approved (Denied). This field 

value can be selected from the drop down. This field is display only. 

• SNAP Auth. Number – The associated SNAP Authorization Number can be used to 

search. This field is optional. 

• City – The City in which the Vendor/Applicant is located can be used to search. The user 

can manually enter the City or select the value from the drop down.  Possible field values 

will be available for selection within the drop down as characters are entered into the 

field. This field is optional.   

• County – The user can search by County in which the Vendor/Applicant is located. The 

user can manually enter the County or select the value from the drop down.  Possible 

field values will be available for selection within the drop down as characters are entered 

into the field. This field is optional.   

• ZIP Code – The ZIP Code in which the Vendor/Applicant is located can be used to 

search. This field is optional.  

• Local Agency – The organizational unit that serves as the Local Agency for the Vendor 

can be used to search. This value can be manually entered or selected from the drop 

down.  Possible field values will be available for selection within the drop down as 

characters are entered into the field. This field is optional.  For more information, please 

refer to the Organizational Units in Operations Management.   

• Owner Name – The user can enter the Corporation Name or Owner ID (a system 

generated numeric value used to uniquely identify each Owner) to search for, either value 

is accepted to perform the search.  Possible field values will be available for selection 

within the drop down as characters are entered into the field. The user can also select a 

value directly from the drop down by clicking on the arrow at the right of the field and 

scrolling through the list. This field is optional.   

• Officer – The user can search for a Vendor by an associated Officer. The user can 

manually enter the Officer’s First or Last Name or select the value from the drop down.  

Possible field values will be available for selection within the drop down as characters are 

entered into the field. This field is optional.   
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• ZIP Code From – A range of ZIP Codes can be defined for the search. The ZIP Code 

From is the beginning of the range. This field is optional, however, must be specified if a 

ZIP Code Thru value is specified.   

• ZIP Code Thru – A range of ZIP Codes can be defined for the search. The ZIP Code 

Thru is the end of the range. This field is optional, however, must be specified if a ZIP 

Code From value is specified. The ZIP Code Thru value must be greater than or equal to 

the ZIP Code From value.   

 

Search Result Grid fields: 

• Applicant ID – The Applicant ID is a system generated numeric value used to uniquely 

identify each Applicant, consisting of four-characters that must start with a letter, 

followed by a three numbers. This field is display only. 

• Vendor ID – The Vendor ID is a unique, four-digit, system generated identification 

number for a Vendor. This field is display only.  

• Vendor Name – The Vendor Name is the user-defined name for the Vendor. 

▪ (Edit Icon) – Once a record has been added, the Edit Icon will be enabled. When 

selected, navigation will switch to the Edit Screen pre-populated with the details of 

the record for editing. 

• Status –– The current authorization status of the Vendor such as Authorized (New), 

Authorization in Process, or Not Approved (Denied). This field is display only. 

• Peer Group – The user can use a search for a specific Peer Group. Examples of Peer 

Groups are Pharmacy, Large Rural Independent, and National, Regional, or Local Chain. 

This field is display only. 

• City – The City in which the Vendor/Applicant is located. This field is display only. 

• Local Agency – The organizational unit that serves as the Local Agency for the Vendor. 

This field is display only.  For more information, please refer to the Organizational Units 

in Operations Management. 

 

Buttons:   

• Add – Press this button to add a new Vendor to the HANDS system. 

• Search – Press this button to perform a search with the search criteria entered. 

• New Search – Press this button to clear search criteria entered and search results 

retrieved. 

• Print Labels – The Print Labels button becomes enabled after a search has been 

performed.  Press this button to create a label for every Vendor displayed in the Result 

Grid.   
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▪ (Close Window) – By clicking this button, the window is closed and no action is 

taken. 

▪ Label Type – Used to select the brand and/or format of the full sheet shipping labels 

to be used for printing.  Possible field values will be available for selection within the 

drop down as characters are entered into the field.  If an unknown value is entered, 

the message, “Value not found” will be displayed. This field defaults to the first label 

type, which is used if no value is specified.   

▪ Label Start Location – Defines which first label on the page that HANDS should 

print the first address.  For example, the user can configure HANDS to start printing 

on the 5th label on the sheet.  See the Figure below for an example starting at the 5th 

label. Possible field values will be available for selection within the drop down as 

characters are entered into the field.  If an unknown value is entered, the message, 

“Value not found” will be displayed. This field defaults to ‘1’, which is used if no 

value is specified.   

▪ Use Mailing List – If ‘Yes’ is selected, the vendor’s mailing address will be printed 

on the label. If ‘No’ is selected, the street address will be printed. Default is ‘No’. 

• Preview Labels – Press this button to open the label viewer. The user can take 

advantage of the built in Adobe Save or Print options by hovering the mouse at the 

top of the Label Viewer window. The OK button closes the viewer.  By clicking the 

(Close Window), the window is closed and no action is taken. 
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• Cancel – Press this button to close the Print Labels Modal.  

Calculation(s): None 

 

Background Process(es): 

1) Search is performed for matching records based on criteria entered.  Search output 

appears in the Result Grid.   

2) For partial match searches, the ‘wildcard’ will be assumed on the end of the search. A 

“starts with” process will be on each field. If a query is executed and no matches are 

found, the criteria entered remains on the screen, the cursor remains in the criteria field, 

and the results section of the screen display a “No data to show” message. If no criteria 

are entered and the query is executed, the system retrieves all Clients in the database. 
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2.1 Vendor Demographics 

The Vendor Demographic screen allows the user to enter demographic information such as the 

associated Addresses, and Primary Contact.  Once information is entered and successfully saved, 

the information becomes searchable on the Vendor Lookup page.  See the Figure below for the 

initial Add screen for Vendor.  

 

Navigation Path:  Vendor Lookup | Add Button 

 
Figure : Vendor Add Page 

Fields: 

• Owner – The Owner ID and Corporation Name of the Owner.  Possible field values will 

be available for selection within the drop down as characters are entered into the field. 

The user can also select a value directly from the drop down by clicking on the arrow at 

the right of the field and scrolling through the list. This field is mandatory.  For more 

information, please refer to the Owners Lookup. 

• Ownership Date – The date on which the Owner took ownership of the 

Vendor/Applicant. The Ownership Date is entered in format MM/DD/YYYY. The user 

does not need to enter the forward slash (/) character when manually entering the 

Ownership Date. The user may also select the Ownership Date using the provided 

Calendar which appears when the field is entered. This field is optional. 
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• Vendor Name – The name of the Vendor. This field accepts alphanumeric and special 

characters. This field is mandatory. 

• Vendor Type – The type of Vendor/Applicant. This field can be manually entered, or 

chosen from the drop down by clicking on the down arrow at the right of the field and 

scrolling through the list. This field is mandatory.  For more information, please refer to 

the Sys Admin | Vendor Base Tables | Vendor Types. 

• Peer Group – The Peer Group in which the Vendor belongs.  Examples of Peer Groups 

are Pharmacy, Large Rural Independent, and National, Regional, or Local Chain.  

Possible field values will be available for selection within the drop down as characters are 

entered into the field. The user can also select a value directly from the drop down by 

clicking on the arrow at the right of the field and scrolling through the list. This field is 

mandatory.  

• Risk Level – The level of potential risk for the Vendor. This field will default to the 

lowest risk value.  Possible field values will be available for selection within the drop 

down as characters are entered into the field. The user can also select a value directly 

from the drop down by clicking on the arrow at the right of the field and scrolling 

through the list.  For more information, please refer to the Sys Admin | Vendor Base 

Tables for Risk Levels. 

• Previous Vendor – A check box that indicates that the Vendor/Applicant has previously 

been a WIC Vendor. This information is entered directly from the WIC application and is 

not generated. This field is optional.  If the check box is marked, it enables the Previous 

Expiration Date field.  

• Previous Expiration Date – The date on which the Vendor/Applicant’s previous WIC 

contract expired. This information is entered directly from the WIC application and is not 

generated. The Previous Expiration Date is entered in format MM/DD/YYYY. The user 

does not need to enter the forward slash (/) character when manually entering the 

Ownership Date. The user may also select the Previous Expiration Date using the 

provided Calendar which appears when the field is entered. This is a mandatory field if 

Previous Vendor is checked.  

• Primary Phone – This is the primary Phone Number associated with the Vendor. This 

field must contain 10 numeric digits. The user does not need to input any special 

formatting, such as parentheses or dash. This field is mandatory.   

• Ext. – The phone extension of the Vendor, if applicable. The Phone Extension must be 

numeric and contain no more than 5 digits. This field is optional. 

• Phone Type – This field indicates the Phone Type of the Phone Number being added 

such as Cell, Home, or Work Phone. The appropriate value can be manually entered or 

selected from the drop down by clicking on the down arrow at the right of the field and 

scrolling through the list.  Alternatively, the user can enter the system assigned Phone 

Type ID, which will also highlight possible completions for Phone Type.  If an unknown 

value is entered, the message, “Value not found” will be displayed.  For more 

information, please refer to the Sys Admin | System Base Tables for Phone Types. This 

field is mandatory. 

• Street Address: 

• Address 1 – The first of two Street Address fields available for the Vendor’s street 

address. The Street Address 1 allows alphanumeric and special characters. This field 

is mandatory. 
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• Address 2 – The second of two Street Address fields available for the Vendor’s street 

address. The Street Address 2 allows alphanumeric and special characters. This field 

is optional.  

• City, State, ZIP Code, and County – The Street City, State, ZIP Code, and County 

portion of the Vendor Address.  Any portion of this field (i.e. State or ZIP Code) can 

be manually entered for this field.  Possible field values will be available for selection 

within the drop down as characters are entered into the field. This field is mandatory. 

• Mailing Address: 

▪ Address 1 – The first of two Mailing Address fields available for the Vendor’s 

mailing address. The Mailing Address 1 allows alphanumeric and special characters. 

This field is mandatory. 

▪ Address 2 – The second of two Mailing Address fields available for the Vendor’s 

mailing address. The Mailing Address 2 allows alphanumeric and special characters. 

This field is optional. 

▪ City, State, ZIP Code, and County – The Mailing City, State, ZIP Code, and 

County portion of the Vendor Mailing Address.  Any portion of this field (i.e. State or 

ZIP Code) can be manually entered for this field.  Possible field values will be 

available for selection within the drop down as characters are entered into the field. 

This field is mandatory. 

• Primary Contact:  

• Title – The title of the person functioning as the Primary Contact such as Cashier, 

Clerk, Owner, or Manager.  Possible field values will be available for selection within 

the drop down as characters are entered into the field. This field is mandatory.  For 

more information, please refer to the Sys Admin | System Base Tables for Contact 

Titles.  

▪ Last Name –The last name of the Primary Contact for the Vendor. This field allows 

alphanumeric and special characters. This field is mandatory. 

▪ First Name – The first name of the Primary Contact for the Vendor. This field allows 

alphanumeric and special characters. This field is optional. 

▪ MI (Middle Initial) – The middle initial of the Primary Contact for the. This field 

allows up to 3 alphanumeric and special characters. This field is optional. 

▪ Primary Phone – The primary Phone Number associated with the Vendor. This field 

must contain 10 numeric digits. The user does not need to input any special 

formatting, such as parentheses or dash. This field is mandatory.   

▪ Ext. – The phone extension of the Vendor, if applicable. The Phone Extension must 

be numeric and contain no more than 5 digits. This field is optional. 

▪ Phone Type – This field indicates the Phone Type of the Phone Number being added 

such as Cell, Home, or Work Phone. The appropriate value can be manually entered 

or selected from the drop down by clicking on the down arrow at the right of the field 

and scrolling through the list.  Alternatively, the user can enter the system assigned 

Phone Type ID, which will also highlight possible completions for Phone Type.  If an 

unknown value is entered, the message, “Value not found” will be displayed.  For 

more information, please refer to the Sys Admin | System Base Tables for Phone 

Types. This field is mandatory. 

• Conflict of Interest – This check box indicates a possible conflict of interest exists for 

the Vendor/Applicant. This check box is optional. 
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• ADA Compliance – This check box indicates that the Vendor/Applicant is in compliance 

with the ADA (Americans With Disabilities). This check box is optional.  

• Operating Permit Valid – This check box indicates the Vendor/Applicant has a valid 

operating permit from the health department. This check box is optional, but defaults as 

being marked. 

 

Buttons: 

• Back To List – Press this button to go back to the Vendor Search Results page with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 

•  (Copy Street To Mailing) – The clicking of the Copy Street To 

Mailing button will overwrite entered data in the mailing address fields with the exact 

data entered in the street address fields. After the button is clicked additional changes 

made to the street address fields will not be reflected in the mailing address fields unless 

the button is clicked again. 

• Save – Press this button to save the new Vendor record.  

• Reset – Press this button to undo any modifications made to the Vendor record since the 

last Save was performed.  

 

Calculation(s): None 

 

Background Process(es): 

1) The system performs a multi-step save process when saving a new Vendor: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only 

accept numbers do not allow alphabetic characters to be saved). If not the save 

process will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount 

allowed.  If not, the save process will stop and an error message will be 

thrown. 

d) Finally, after the other three steps have been completed successfully: 
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i. The user is brought to the Demographics | General page. 

ii. When the Save button is selected, the message “Record saved 

successfully” appears at the top of the screen to indicate that the saved 

without error. This message slowly fades after a few seconds. 

iii. The Active Record on the left becomes populated with general 

information about the Vendor.  

iv. The HANDS system assigns the Applicant ID. The Applicant ID is used to 

uniquely identify each Applicant, consisting of four-characters that must 

start with a letter, followed by a three numbers.  

v. The Operating Permit Valid check box is marked by default. 

vi. Also, the Vendor Authorizations is created using a default Status of 

“AUTHORIZATION IN PROCESS”. This information is available under 

the Demographics | Authorizations page.  

vii. The primary Street Address and Mailing Address becomes populated 

under the Demographics | Addresses page.  

viii. The primary Contact becomes populated under the Demographics | 

Contacts page.  

ix. The associated Peer Group is populated under the Sales | General as the 

field value for “Please select the value which best describes your outlet”. 
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2.1.1 Vendor Add: Demographics | General 

Once the initial information for a Vendor is saved on the Add Vendor screen, the user is brought 

to the Demographics | General page.  At this point, the Vendor ID has not been configured for 

the Vendor. The user must enter additional information and define the Vendor Clinics. To the 

left of the screen, the Active Record denotes basic information regarding the Vendor. See the 

Figure below for the Demographics | General Add screen for Vendor.  

 
Navigation Path:  Vendor Lookup | Add Button | Demographics General Page 

 

Figure: Vendor Demographics General Add Page 

Fields: 

• Vendor ID – Upon adding a new Vendor, this field is initially blank and disabled. The 

Vendor ID value is created under Demographic |Authorizations.  

• Applicant ID – The Applicant ID is a system generated numeric value used to uniquely 

identify each Applicant, consisting of four-characters that must start with a letter, 

followed by a three numbers. This field is display only. 

• Name – The name of the Vendor. This field accepts alphanumeric and special characters. 

This field is mandatory. 

• Doing Business As –The name under which the Vendor/Applicant operates the business. 

This field accepts alphanumeric and special characters. This field is optional. 
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• Vendor Type – The type of Vendor/Applicant. This field can be manually entered, or 

chosen from the drop down by clicking on the down arrow at the right of the field and 

scrolling through the list. This field is mandatory.  For more information, please refer to 

the Sys Admin | Vendor Type Base Table for Vendor Types. 

• Status – The current authorization status of the Vendor such as Authorized (New), 

Authorization in Process, or Not Approved (Denied).  Upon adding a new Vendor, this 

field defaults to “AUTHORIZATION IN PROCESS”. This value can be modified under 

the Demographics | Authorizations.  However, on the General tab this field is display 

only.   

• Previous Vendor – A check box that indicates that the Vendor/Applicant has previously 

been a WIC Vendor. This information is entered directly from the WIC application and is 

not generated. This field is optional.  If the check box is marked, it enables the Previous 

Expiration Date field.  

• Previous Expiration Date – The date on which the Vendor/Applicant’s previous WIC 

contract expired. This information is entered directly from the WIC application and is not 

generated. The Previous Expiration Date is entered in format MM/DD/YYYY. The user 

does not need to enter the forward slash (/) character when manually entering the 

Ownership Date. The user may also select the Previous Expiration Date using the 

provided Calendar which appears when the field is entered. This is a mandatory field if 

Previous Vendor is checked.  

• Owner – The Owner ID and Corporation Name of the Owner.  Possible field values will 

be available for selection within the drop down as characters are entered into the field. 

The user can also select a value directly from the drop down by clicking on the arrow at 

the right of the field and scrolling through the list. This field is optional.  For more 

information, please refer to the Owners Lookup. 

• Ownership Date – The date on which the Owner took possession of the 

Vendor/Applicant. The Ownership Date is entered in format MM/DD/YYYY. The user 

does not need to enter the forward slash (/) character when manually entering the 

Ownership Date. The user may also select the Ownership Date using the provided 

Calendar which appears when the field is entered. This field is optional. 

• Risk Level – The level of potential risk for the Vendor. This field will default to the 

lowest risk value.  Possible field values will be available for selection within the drop 

down as characters are entered into the field. The user can also select a value directly 

from the drop down by clicking on the arrow at the right of the field and scrolling 

through the list.  For more information, please refer to the Sys Admin | Vendor Base 

Tables for Risk Levels. 

• Peer Group – The Peer Group under which the Vendor belongs.  Examples of Peer 

Groups are Pharmacy, Large Rural Independent, and National, Regional, or Local Chain.  

Possible field values will be available for selection within the drop down as characters are 

entered into the field. The user can also select a value directly from the drop down by 

clicking on the arrow at the right of the field and scrolling through the list. This field is 

mandatory.  

• Rating Information – Allows health permit and rating information to be detailed for the 

Vendor. This field accepts alphanumeric and special characters. This field is optional.   

• Vendor Email Grid – Upon the initial Add, there is no data to show within this Grid. 

This field is optional.  
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• Vendor Phone Grid: 

▪ Phone Type – This field indicates the Phone Type of the Phone Number being added 

such as Cell, Home, or Work Phone. This field is display only. 

▪ Phone Number – This is the Phone Number associated with the Owner. This field is 

display only. 

▪ Ext. – The phone extension of the Owner, if applicable. This field is display only. 

▪ Priority – Each Vendor Email Address configured is given a Priority selection option 

such as Primary, Secondary, or Other. This field is display only. 

▪ (Edit Icon) – When selected, navigation will switch to the Edit Screen pre-

populated with the details of the record for editing. 

▪ (Delete Icon) – When selected, the user will be prompted to confirm the deletion. 

If the Cancel button is selected, the Phone Information will remain in the Vendor 

Phone Grid.  If Delete button is selected, the record will be removed.  By clicking the 

 (Close Window), the window is closed and no action is taken. 

Note: The record will not be permanently removed until a Save is performed.   

 

 
 

• Vendor Clinics Grid:  

▪ Agency – The organizational unit that serves as the Local Agency for the Vendor. 

This field display only.   

▪ Clinic – The organizational unit that serves as the Clinic for the Vendor. This field is 

display only. 

▪ Priority Each Vendor Clinic configured is given a Priority selection option such as 

Primary, Secondary, or Other. This field is display only. 

▪ (Edit Icon) – When selected, navigation will switch to the Edit Screen pre-

populated with the details of the record for editing. 

▪ (Delete Icon) – When selected, the user will be prompted to confirm the deletion. 

If the Cancel button is selected, the Clinic will remain in the Vendor Clinics Grid.  If 

Delete button is selected, the record will be removed.  By clicking the  (Close 

Window), the window is closed and no action is taken. 

Note: The record will not be permanently removed until a Save is performed.   
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• Conflict of Interest – This check box indicates a possible conflict of interest exists for 

the Vendor/Applicant. This check box is optional. 

• ADA Compliance – This check box indicates that the Vendor/Applicant is in compliance 

with the ADA (Americans With Disabilities). This check box is optional.  

• Operating Permit Valid – This check box indicates the Vendor/Applicant has a valid 

operating permit from the health department. This check box is optional. 

• Contract Price in Effect – This check box indicates that a Contract Price Amount is 

present on the Price Survey Modal. This check box is display only. 

• Multi WIC Code – This check box indicates that a Code is present on the Multi-WIC 

Codes tab. This check box is display only. 

• Health Violations – This check box indicates that a Vendor Health Violation is present 

on the Demographics Violations tab. This check box is display only. 

 

Buttons: 

• Vendor Email: 

 (Add) – Press this button to bring up the Add Email Modal. 

 

 
 

▪  (Close Window) – By clicking this button, the window is closed and no action is 

taken. 

▪ Email Address – The email address associated to the Vendor. The system will allow 

for multiple email addresses for the vendor. The e-mail address must follow the 

standard syntax of an email address consisting of localpart@domain. Example: 

niceandsimple@example.com. This field is mandatory.   

▪ Priority – Each Vendor Email Address configured is given a Priority selection option 

such as Primary, Secondary, or Other.  If Vendor Email Addresses are entered, one 

must be set as Primary. There can be only one Primary Vendor Email Address and 

one Secondary Vendor Email Address defined. There can be multiple Phone Numbers 

with priority of Other. This selection option is mandatory.  

▪ OK – Press this button after all fields are completed.  

▪ Cancel – Press this button to close the Add Email Modal and return to the Vendor 

Edit without saving any Vendor Email Address fields entered.  

• Phone Numbers:  

▪  (Add) – Press this button to bring up the Add Phone Modal.   

 

mailto:niceandsimple@example.com
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▪ (Close Window) – By clicking this button, the window is closed and no action is 

taken. 

▪ Phone Type – This field indicates the Phone Type of the Phone Number being added 

such as Cell, Home, or Work Phone. The appropriate value can be manually entered 

or selected from the drop down by clicking on the down arrow at the right of the field 

and scrolling through the list. Alternatively, the user can enter the system assigned 

Phone Type ID, which will also highlight possible completions for Phone Type.  If an 

unknown value is entered, the message, “Value not found” will be displayed.  For 

more information, please refer to the Sys Admin | System Base Tables for Phone 

Types. This field is mandatory. 

▪ Phone Number – This is the Phone Number associated with the Owner. This field 

must contain 10 numeric digits. The user does not need to input any special 

formatting, such as parentheses or dash. This field is mandatory.   

▪ Ext. – The phone extension of the Owner, if applicable. The Phone Extension must 

be numeric and contain no more than 5 digits. This field is optional. 

▪ Priority – Each Phone Number configured is given a Priority selection option such as 

Primary, Secondary, or Other.  When Phone Numbers are entered, one must be set as 

Primary. There can be only one Primary Phone Number and one Secondary Phone 

Number defined. There can be multiple Phone Numbers with priority of Other. This 

selection option is mandatory. 

▪ OK – Press this button after all fields are completed.  

▪ Cancel – Press this button to close the Add Phone Modal and return to the Vendor 

Edit without saving any Phone Number fields entered.  

• Vendor Clinics: 

 (Add) – Press this button to bring up the Add Vendor Clinic Modal.   

 

 
 

▪ (Close Window) – By clicking this button, the window is closed and no action is 

taken. 
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▪ Agency – The organizational unit that serves as the Local Agency for the Vendor. 

This field defaults to the first Agency in the list, which is in alphabetical order. This 

field is mandatory.  For more information, please refer to the Organizational Units in 

Operations Management.   

▪ Clinic – The organizational unit that serves as the Clinic for the Vendor. This field is 

mandatory.  For more information, please refer to the Organizational Units in 

Operations Management.  

▪ Priority Each Vendor Clinic configured is given a Priority selection option such as 

Primary, Secondary, or Other.  When Vendor Clinics are entered, one must be set as 

Primary. There can be only one Primary Vendor Clinic and one Secondary Vendor 

Clinic defined. There can be multiple Vendor Clinics with priority of Other. This 

selection option is mandatory. 

▪ OK – Press this button after all fields are completed.  

▪ Cancel – Press this button to close the Add Vendor Clinic Modal and return to the 

Vendor Edit without saving any Vendor Clinic fields entered.  

• Save – Press this button to save any modifications made to the Vendor record. 

• Reset – Press this button to undo any modifications made to the Vendor record since the 

last Save was performed.  

• Back To List – Press this button to go back to the Vendor Search Results page with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 

 

Calculation(s): None 

 

Background Process(es): 

1) The system performs a three step save process when saving a new Vendor 

Demographics | General: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. 

If not the save process will stop and an error message will be thrown. 
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2) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 

 

3) If the user attempts to navigate off the Vendor Demographics | General page without 

saving any modifications, the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 
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2.1.2 Vendor Edit: Demographics | General 

Vendor Demographics General information can be modified by clicking the  (Edit Icon) 

under the Vendor Lookup Result Grid. To the left of the screen, the Active Record denotes basic 

information regarding the Vendor. The Edit field definitions are the same as the Add page.  See 

the Figure below for the Demographics | General Edit screen for Vendor.  

 

Navigation Path:  Vendor Lookup Search Results | Edit Icon | Demographics General Page 

 
Figure: Vendor Demographics General Edit Page 

Calculation(s): None 

 

Background Process(es): 

1) The system performs a three step save process when saving modifications to the 

Vendor Demographics | General: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 
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c) Third, it ensures all fields do not exceed the maximum character amount allowed. 

If not, the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 

 

3) If the user attempts to navigate off the Vendor Demographics | General page without 

saving any modifications, the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 
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2.1.3 Vendor Edit: Demographics | Addresses 

After the initial save for Vendor, the Street Address and Mailing Address are copied to the 

Addresses tab. The user is allowed to modify the addresses; there is no Add functionality. To the 

left of the screen, the Active Record denotes basic information regarding the Vendor. See the 

Figure below for the Demographics | Addresses Edit screen for Vendor.  

 
Navigation Path:  Vendor Lookup Search Results | Edit Icon | Demographics Addresses Page 

Figure: Vendor Demographics Addresses Edit Page 

Fields:  

• Street Address: 

• Address 1 – The first of two Street Address fields available for the Vendor’s street 

address. The Street Address 1 allows alphanumeric and special characters. This field 

is mandatory. 

• Address 2 – The second of two Street Address fields available for the Vendor’s street 

address. The Street Address 2 allows alphanumeric and special characters. This field 

is optional.  

• City, State, ZIP Code, and County – The Street City, State, ZIP Code, and County 

portion of the Vendor Address.  Any portion of this field (i.e. State or ZIP Code) can 

be manually entered for this field.  Possible field values will be available for selection 

within the drop down as characters are entered into the field. This field is mandatory. 
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• Mailing Address: 

▪ Address 1 – The first of two Mailing Address fields available for the Vendor’s 

mailing address. The Mailing Address 1 allows alphanumeric and special characters. 

This field is mandatory. 

▪ Address 2 – The second of two Mailing Address fields available for the Vendor’s 

mailing address. The Mailing Address 2 allows alphanumeric and special characters. 

This field is optional. 

▪ City, State, ZIP Code, and County – The Mailing City, State, ZIP Code, and 

County portion of the Vendor Mailing Address.  Any portion of this field (i.e. State or 

ZIP Code) can be manually entered for this field.  Possible field values will be 

available for selection within the drop down as characters are entered into the field. 

This field is mandatory. 

• Other Mailing Address: 

▪ Mailing Address 1 – The first of two Mailing Address fields available for the 

Vendor’s other mailing address. The Mailing Address 1 allows alphanumeric and 

special characters. This field is mandatory. 

▪ Mailing Address 2 – The second of two Mailing Address fields available for the 

Vendor’s other mailing address. The Mailing Address 2 allows alphanumeric and 

special characters. This field is optional. 

▪ Mailing City, State, ZIP Code, and County – The Mailing City, State, ZIP Code, 

and County portion of the Vendor Other Mailing Address.  Any portion of this field 

(i.e. State or ZIP Code) can be manually entered for this field.  Possible field values 

will be available for selection within the drop down as characters are entered into the 

field. This field is mandatory. 

 

Buttons: 

•  (Copy Street To Mailing) – The clicking of the Copy Street To 

Mailing button will overwrite entered data in the mailing address fields with the exact 

data entered in the street address fields. After the button is clicked additional changes 

made to the street address fields will not be reflected in the mailing address fields unless 

the button is clicked again. 

• (Copy Mailing To Other Mailing) – The clicking of the Copy 

Mailing To Other Mailing button will overwrite entered data in the Other Mailing address 

fields with the exact data entered in the mailing address fields. After the button is clicked 

additional changes made to the mailing address fields will not be reflected in the Other 

Mailing address fields unless the button is clicked again. 

• Save – Press this button to save the new/modified Vendor Address record.  

• Reset – Press this button to undo any modifications made to the Vendor Address record 

since the last Save was performed.  

• Back To List – Press this button to go back to the Vendor Demographics | Addresses 

page with previous results.  If there is unsaved work the Save Confirmation notification 

appears. 
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▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 

Calculation(s): None 

Background Process(es): 

1) The system performs a three step save process when saving modifications to the Vendor 

Demographics | Addresses: 

a) First, it ensures all mandatory fields are populated with data. If not the save process 

will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process will 

stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. If 

not, the save process will stop and an error message will be thrown. 

2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 

3) If the user attempts to navigate off the Vendor Demographics | Addresses page without 

saving any modifications, the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 
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2.1.4 Vendor Add: Demographics | Authorizations 

After the initial save for Vendor, initial authorization information is created under the 

Authorizations tab. The user can use the Add button to add additional authorizations-related 

records for a Vendor, however, the Start and End Dates cannot overlap with an existing record. 

To the left of the screen, the Active Record denotes basic information regarding the Vendor in 

context.  See the Figure below for the Demographics | Authorizations Add screen for Vendor.  

 

Navigation Path:  Vendor Lookup | Add Button | Demographics Authorizations Page 

Figure: Vendor Demographics Authorizations Add Page 

Fields:  

• Vendor Authorizations Grid: 

▪ Auth Date – The date on which the Vendor/Applicant submitted the (re)application. 

This date is created by the HANDS system when the Vendor is originally saved. This 

field is display only.  

▪ Status – The current authorization status of the Vendor such as Authorized (New), 

Authorization in Process, or Not Approved (Denied). This field is display only. 

▪ Start Date – The date the Applicant was authorized. This field is display only.  
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▪ End Date – The date that the authorization period will expire. The HANDS system 

calculates a default value from the start date using a 3-year authorization period. This 

field is display only. 

▪ Term Date – The date on which the Vendor was terminated if the vendor was 

terminated during the authorization period. If not terminated during the authorization 

period, the field is blank. This field is display only. 

▪ Authorized By – The user who authorized the Applicant. This field is display only. 

▪ (Edit Icon) – When selected from the Result Grid, navigation will switch to the 

Edit Screen pre-populated with the details of the record for editing.  See Section 2.1.5 

below for example Vendor Authorizations Edit page. 

 

Buttons: 

• Save – Press this button to save the new/modified Vendor Authorization record.  

• Reset – Press this button to undo any modifications made to the Vendor Authorization 

record since the last Save was performed.  

• Back To List – Press this button to go back to the Vendor Demographics | 

Authorizations page with previous results.  If there is unsaved work the Save 

Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor 

Lookup page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to 

the Vendor Lookup main page. 
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• Add – Press this button to add a new Authorization for this Vendor. The dates of the new 

record cannot overlap with another authorization defined.  See the Figure below for an 

example Authorizations Add page.  

 
Navigation Path:  Vendor Lookup | Add Button | Demographics Authorizations Page | Add Button 

 
Figure: Vendor Demographics Authorizations Add Page 

Fields:  

• Status – The current authorization status of the Vendor such as Authorized 

(New), Authorization in Process, or Not Approved (Denied).  Upon adding a new 

Vendor, this field defaults to “AUTHORIZATION IN PROCESS”. When the 

value of “AUTHORIZED (NEW) is selected, the Vendor ID field becomes 

enabled. This field is mandatory.   

• Vendor ID – The Vendor ID is a unique, four-digit, user-defined identification 

number for a Vendor.  If the vendor has been previously authorized, the original 

Vendor ID is the default value, however, the user may select a different value for 

this field. This value must be a number less than 9000.  If no value is specified, 

the default value is used. This field is mandatory if the Applicant is authorized. 

• Application Date – The date on which the Vendor/Applicant submitted the 

(re)application form. The Application Date is entered in format MM/DD/YYYY. 

This field is optional. 
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• Authorized By – When creating a new record, this field will be auto-populated 

with the current user’s Staff ID, First Name, and Last Name upon selecting 

“AUTHORIZED (NEW)” as the status.  When viewing an existing record, the 

field value is of the user who authorized the applicant.   

• Start Date – The date the Applicant was authorized. This field will default to the 

current date when the “AUTHORIZED (NEW)” status is selected. This field is 

mandatory.   

• End Date – The date that the authorization period will expire. The HANDS 

system calculates a default value from the start date, using a 3-year authorization 

period. This field is mandatory if Start Date is filled in. 

• Termination Reason – The reason that the Vendor was terminated from the WIC 

program. This field is mandatory when the Status has been changed to 

“TERMINATED/DISQUALIFIED” for an authorized vendor. For more 

information, please refer to the Sys Admin | Vendor Base Tables for 

Terminations.  

• Termination Date – The date on which the Vendor was terminated. The 

Termination Date is entered in format MM/DD/YYYY. This field is mandatory if 

an Authorization Status of “TERMINATED/ DISQUALIFIED” was selected for 

an authorized vendor. 

• Denial Date – The date of denial from the WIC program. The Denial Date is 

entered in format MM/DD/YYYY. This field is mandatory if an Authorization 

Status of “NOT APPROVED (DENIED)” was selected.  

• Final Deposit Date – The last date that the bank is authorized to pay a food 

benefit for a Vendor. The Final Deposit Date is entered in format 

MM/DD/YYYY.   

The Final Deposit Date will default to the Vendor Authorization Expiration Date 

plus 12 months if the Termination Date is empty. If a Termination Date is 

specified, the Final Deposit Date will default to the Termination Date plus 12 

months. This field is only enabled and modifiable for an authorized Vendor. This 

field is optional.  

• Stamp Returned Flag – This selection allows the user to identify if a Stamp has 

been returned by this Vendor. This field is only enabled and modifiable for an 

authorized Vendor. This field is optional. 

• Notify SNAP Flag – This selection allows the user to indicate that SNAP has 

been notified by WIC that the vendor has been terminated, suspended or 

disqualified. This field is only enabled and modifiable when the Authorization 

Status is “AUTHORIZED (NEW)”. 

• Denial Reasons Grid: 

▪ Denial Reason – The reason the Vendor’s authorization was denied. This 

field is display only.  

• Disqualifications Grid: 

▪ Disqualification Reason – The reason the Vendor’s authorization was 

suspended or disqualified. This field is display only. 

▪ Start Date – The starting date of disqualification from the WIC program. 

This field is display only. 
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▪ End Date – The ending date of disqualification from the WIC program. 

This field is display only.   

▪ Refer SNAP Date – The date the Vendor was referred to the SNAP 

Program. This field is display only.   

▪ Refer SNAP – This selection option is used to indicate the Vendor was 

referred to the SNAP Program in conjunction with being disqualified. This 

field is display only.  

 

Buttons:  

• Denial Reasons: 

▪  (Add) – Press this button to bring up the Add Denial Reason 

Modal.   

 

 
 

▪ (Close Window) – By clicking this button, the window is closed and no 

action is taken. 

▪ Denial Reason – The reason the Vendor’s authorization was denied. The 

reason can be selected from the drop down by clicking the down arrow at 

the right of the field and scrolling through the list. This field is mandatory 

if the Authorization Status of “NOT APPROVED (DENIED)” has been 

selected.   

▪ OK – Press this button after all fields are completed.  

▪ Cancel – Press this button to close the Add Denial Reason Modal and 

return to the Vendor Authorizations without saving any Denial Reason 

fields entered.  

 

• Disqualifications:  

▪  (Add) – Press this button to bring up the Add Disqualifications 

Modal.   
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▪ (Close Window) – By clicking this button, the window is closed and no 

action is taken. 

▪ Disqualification Reason – The reason the Vendor’s authorization was 

suspended or disqualified. The reason can be selected from the drop down 

by clicking the down arrow at the right of the field and scrolling through 

the list. This field is mandatory if the Authorization Status of 

“SUSPENDED/ DISQUALIFIED” has been selected.   

▪ Start Date – The starting date of disqualification from the WIC program. 

The Start Date is entered in format MM/DD/YYYY. The user does not 

need to enter the forward slash (/) character when manually entering the 

Start Date. The user may also select the Start Date using the provided 

Calendar which appears when the field is entered. This field is mandatory 

if the Authorization Status of “SUSPENDED/ DISQUALIFIED” has been 

selected.   

▪ End Date – The ending date of disqualification from the WIC program. 

The End Date is entered in format MM/DD/YYYY. The user does not 

need to enter the forward slash (/) character when manually entering the 

End Date. The user may also select the End Date using the provided 

Calendar which appears when the field is entered. This field is mandatory 

if the Authorization Status of “SUSPENDED/ DISQUALIFIED” has been 

selected.   

▪ Refer SNAP Date – The date the Vendor was referred to the SNAP 

Program. This field is mandatory when Refer SNAP selection option is set 

to “Yes”. The Refer SNAP Date is entered in format MM/DD/YYYY. The 

user does not need to enter the forward slash (/) character when manually 

entering the Refer SNAP Date. The user may also select the Refer SNAP 

Date using the provided Calendar which appears when the field is entered.   

▪ Refer SNAP – This selection option is used to indicate the Vendor was 

referred to the SNAP Program in conjunction with being disqualified. This 

selection option is optional.  

▪ OK – Press this button after all fields are completed.  

▪ Cancel – Press this button to close the Add Disqualification Modal and 

return to the Vendor Authorizations without saving any Disqualification 

fields entered.  

• Save – Press this button to save the new/modified Vendor Authorization record.  

• Reset – Press this button to undo any modifications made to the Vendor 

Authorization record since the last Save was performed.  

• Back To List – Press this button to go back to the Vendor Demographics | 

Authorizations page with previous results.  If there is unsaved work the Save 

Confirmation notification appears. 
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▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor 

Lookup page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to 

the Vendor Lookup main page. 

 

Calculation(s): None 

 

Background Process(es): 

1) The Final Deposit Date will default to Authorization End Date plus 12 months, if the 

Termination date is empty.  When the Termination Date is entered the Final Deposit Date 

will default to Termination Date plus 12 months.   

2) When the user enters disqualification information, a message will display stating 

“Disqualification Reason not allowed for this Authorization Status”, if the Status is not 

set to “SUSPENDED/DISQUALIFIED”.  

3) When the termination information is entered, will display stating “Termination Reason 

not allowed for this Authorization Status”, if the Status is not set to 

“TERMINATED/DISQUALIFIED”.  

4) The Final Deposit Date will now be sent to the bank instead of the Termination Date. 

5) The system performs a three step save process when saving a new Vendor Demographics 

| Authorizations: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. 

If not, the save process will stop and an error message will be thrown. 

 

6) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 



HANDS WIC System                                    Detailed Functional Design Document  

CMA Consulting Services August 28, 2017 

Page 45 of 288 

2.1.5 Vendor Edit: Demographics | Authorizations 

From the Vendor Demographics | Authorization screen, the user can modify existing 

Authorization records by pressing the  (Edit Icon) within the Authorizations Grid. To the left 

of the screen, the Active Record denotes basic information regarding the Vendor. The Edit field 

definitions are the same as the Add page.  See the Figure below for the Demographics | 

Authorizations Add screen for Vendor.  

 

Navigation Path:  Vendor Lookup Search Results | Edit Icon | Demographics Authorizations Page 

 
Figure: Vendor Demographics Authorizations Edit Page 

Calculation(s): None 

 

Background Process(es): 

1) The Final Deposit Date will default to Authorization End Date plus 12 months, if the 

Termination date is empty.  When the Termination Date is entered the Final Deposit Date 

will default to Termination Date plus 12 months.   

2) When the user enters disqualification information, a message will display stating 

“Disqualification Reason not allowed for this Authorization Status”, if the Status is not 

set to “SUSPENDED/DISQUALIFIED”.  
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3) When the termination information is entered, will display stating “Termination Reason 

not allowed for this Authorization Status”, if the Status is not set to 

“TERMINATED/DISQUALIFIED”.  

4) The Final Deposit Date will now be sent to the bank instead of the Termination Date. 

5) The system performs a three step save process when saving a new Vendor Demographics 

| Authorizations: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. 

If not the save process will stop and an error message will be thrown. 

 

6) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 
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2.1.6 Vendor Add: Demographics | Contacts 

After the initial save of a Vendor, the entered Contact information is populated under the 

Contacts tab. This information can be seen in the Vendor Contacts Result Grid. The user can use 

the Add button to add additional Contacts for a Vendor. To the left of the screen, the Active 

Record denotes basic information regarding the Vendor. See the Figure below for the 

Demographics | Contacts Results Grid. 

 

Navigation Path: Vendor Lookup | Add Button | Demographics Contacts Page 

 
Figure: Vendor Demographics Contacts Results Grid 

Fields:  

• Vendor Contacts Grid: 

▪ Contact Name – The Contacts full name (First Name, Middle Initial, Last Name). 

This field is display only. 

▪ (Edit Icon) – When selected, navigation will switch to the Edit Screen pre-

populated with the details of the record for editing.   

▪ Title – The title of the person functioning as the Primary Contact such as Cashier, 

Clerk, Owner, or Manager. This field is display only.  

▪ Priority Level – Each Contact configured is given a Priority selection option such as 

Primary, Secondary, or Other. This field is display only. 
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▪ Primary Phone Number – This is the Phone Number associated with the Contact. 

This field is display only. 

▪ (Delete Icon) – When selected, the user will be prompted to confirm the deletion. 

If the Cancel button is selected, the Contact will remain in the Contact Grid.  If Delete 

button is selected, the record will be removed.  By clicking the (Close Window), 

the window is closed and no action is taken. 

Note: The record will not be permanently removed until a Save is performed.   

 

 
 

Buttons: 

• Add – Press this button to add a new Contact to the Vendor within the HANDS system. 

See the Figure below for the Demographics | Contacts Edit screen for Vendor. 
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Navigation Path:  Vendor Lookup | Add Button | Demographics Contacts Page | Add Button 

 
Figure: Vendor Demographics Contacts Add Page 

Fields: 

• Title – The title of the person functioning as the Primary Contact such as Cashier, 

Clerk, Owner, or Manager.  Possible field values will be available for selection within 

the drop down as characters are entered into the field. This field is mandatory.  For 

more information, please refer to the Sys Admin | System Base Tables for Contact 

Titles.  

▪ Priority Level – Each Contact configured is given a Priority selection option such as 

Primary, Secondary, or Other.  When Contacts are entered, one must be set as 

Primary. There can be only one Primary Contact and one Secondary Contact defined. 

There can be multiple Contacts with priority of Other. This selection option is 

mandatory. 

▪ Last Name – The last name of the Contact. This field allows alphanumeric and 

special characters. This field is mandatory. 

▪ First Name – The first name of the Contact. This field allows alphanumeric and 

special characters. This field is optional. 

▪ MI (Middle Initial) – The middle initial of the Contact. This field allows up to 3 

alphanumeric and special characters. This field is optional. 

• Start Date – The starting date for the contact’s authority. This field is optional. 
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• End Date – The ending date for the Contact’s authority. This field is optional, but 

cannot be entered without the Start Date. 

• Contact Emails Grid : 

▪ Email Address – The email address associated to the Contact. This field is 

display only.   

▪ Priority – Each Contact Email Address configured is given a Priority selection 

option such as Primary, Secondary, or Other. This field is display only. 

▪ (Edit Icon) – When selected, navigation will switch to the Edit Screen pre-

populated with the details of the record for editing. 

▪  (Delete Icon) – When selected, the user will be prompted to confirm the 

deletion. If the Cancel button is selected, the Phone information will remain in the 

Contact Phones Grid.  If Delete button is selected, the record will be removed.  By 

clicking the  (Close Window), the window is closed and no action is taken. 

Note: The record will not be permanently removed until a Save is performed.   

 

 
 

• Contact Phones Grid: 

▪ Phone Type – This field indicates the Phone Type of the Phone Number being 

added such as Cell, Home, or Work Phone. This field is display only. 

▪ Phone Number – This is the Phone Number associated with the Contact. This 

field is display only. 

▪ Ext. – The phone extension of the Contact, if applicable. This field is display 

only. 

▪ Priority – Each Contact Phone Number configured is given a Priority selection 

option such as Primary, Secondary, or Other. This field is display only. 

▪ (Edit Icon) – When selected, navigation will switch to the Edit Screen pre-

populated with the details of the record for editing. 

▪ (Delete Icon) – When selected, the user will be prompted to confirm the 

deletion. If the Cancel button is selected, the Phone information will remain in the 

Contact Phones Grid.  If Delete button is selected, the record will be removed.  By 

clicking the  (Close Window), the window is closed and no action is taken. 

Note: The record will not be permanently removed until a Save is performed.   
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Buttons: 

• Save – Press this button to save any modifications made to the Contact record. 

• Reset – Press this button to undo any modifications made to the Contact record since the 

last Save was performed.  

• Back To List – Press this button to go back to the Vendor Demographics | Contacts page 

with previous results.  If there is unsaved work the Save Confirmation notification 

appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 

 

• Contact Emails: 

 (Add) – Press this button to bring up the Add Email Modal. 

 

 
 

▪  (Close Window) – By clicking this button, the window is closed and no action 

is taken. 

▪ Email Address – The email address associated to the Contact. The system will 

allow for multiple email address for the vendor. The e-mail address must follow 

the standard syntax of an email address consisting of localpart@domain. 

Example: niceandsimple@example.com. This field is mandatory.   

▪ Priority – Each Contact Email Address configured is given a Priority selection 

option such as Primary, Secondary, or Other.  If Contact Email Addresses are 

entered, one must be set as Primary. There can be only one Primary Contact 

Email Address and one Secondary Contact Email Address defined. There can be 

multiple Phone Numbers with priority of Other. This selection option is 

mandatory.  

▪ OK – Press this button after all fields are completed.  

mailto:niceandsimple@example.com
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▪ Cancel – Press this button to close the Add Email Modal and return to the 

Contact Edit without saving any Contact Email fields entered.  

• Contact Phones:  

 (Add) – Press this button to bring up the Add Phone Modal.   

 

 
 

▪ (Close Window) – By clicking this button, the window is closed and no action 

is taken. 

▪ Phone Type – This field indicates the Phone Type of the Phone Number being 

added such as Cell, Home, or Work Phone. The appropriate value can be 

manually entered or selected from the drop down by clicking on the down arrow 

at the right of the field and scrolling through the list.  Alternatively, the user can 

enter the system assigned Phone Type ID, which will also highlight possible 

completions for Phone Type.  If an unknown value is entered, the message, 

“Value not found” will be displayed.  For more information, please refer to the 

Sys Admin | System Base Tables for Phone Types. This field is mandatory. 

▪ Phone Number – This is the Phone Number associated with the Contact. This 

field must contain 10 numeric digits. The user does not need to input any special 

formatting, such as parentheses or dash. This field is mandatory.   

▪ Ext. – The phone extension of the Contact, if applicable. The Phone Extension 

must be numeric and contain no more than 5 digits. This field is optional. 

▪ Priority – Each Phone Number configured is given a Priority selection option 

such as Primary, Secondary, or Other.  When Phone Numbers are entered, one 

must be set as Primary. There can be only one Primary Phone Number and one 

Secondary Phone Number defined. There can be multiple Phone Numbers with 

priority of Other. This selection option is mandatory. 

▪ OK – Press this button after all fields are completed.  

▪ Cancel – Press this button to close the Add Phone Modal and return to the 

Contact Edit without saving any Phone Number fields entered.  

▪ Save – Press this button to save any modifications made to the Contact record. 

▪ Reset – Press this button to undo any modifications made to the Contact record 

since the last Save was performed.  

▪ Back To List – Press this button to go back to the Vendor Demographics | 

Contacts page with previous results.  If there is unsaved work the Save 

Confirmation notification appears. 
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▪  (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Owner Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Owner Lookup main page. 

 

Calculation(s): None 

 

Background Process(es): 

1) The system performs a three step save process when saving modifications to the Vendor 

Demographics | Contacts: 

a) First, it ensures all mandatory fields are populated with data. If not the save process 

will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process will 

stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. If 

not, the save process will stop and an error message will be thrown. 

2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 

3) If the user attempts to navigate off the Vendor Demographics | Contacts page without 

saving any modifications, the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 
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2.1.7 Vendor Edit: Demographics | Contacts 

The information within the Vendor Contacts Result Grid can be modified by pressing the  

(Edit Icon) within the Search Grid. To the left of the screen, the Active Record denotes basic 

information regarding the Vendor. The Edit field definitions are the same as the Add page.  See 

the Figure below for the Demographics | Contacts Edit page. 

 
Navigation Path:  Vendor Lookup Search Results | Edit Icon | Demographics Contacts Page | Edit Icon 

 
Figure: Vendor Demographics Contacts Edit Page 

Calculation(s): None 

 

Background Process(es): 

1) The system performs a three step save process when saving modifications to the 

Vendor Demographics | General: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. 

If not, the save process will stop and an error message will be thrown. 
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2) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 

 

3) If the user attempts to navigate off the Vendor Demographics | General page without 

saving any modifications, the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 
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2.1.8 Vendor Edit: Demographics | Insurance 

The information for Demographics Insurance can be added or modified by pressing the  (Edit 

Icon) within the Search Grid. Left of the screen, the Active Record denotes basic information 

regarding the Vendor. See the Figure below for the Demographics | Contacts Edit page. 

 
Navigation Path:  Vendor Lookup Search Results | Edit Icon | Demographics Insurance Page 

 

Figure: Vendor Demographics Insurance Edit Page 

Fields:  

• Liability Insurance Company – The name of the company providing Liability 

Insurance for the Vendor. This field accepts alphanumeric and special characters. This 

field is mandatory if any of the other Liability Insurance fields are filled. 

• Liability Insurance Coverage – The amount of coverage provided by the Insurance. 

This field must be a number. This field is mandatory if the Liability Insurance Company 

is filled in. 

• Liability Insurance Effective Date – The starting date of the Liability Insurance held by 

the Vendor. The Liability Insurance Effect Date is entered in format MM/DD/YYYY. 

This field is mandatory if the Liability Insurance Company is filled in. 
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• Liability Insurance Expiration Date – The ending date of the Liability Insurance held 

by the Vendor. The Liability Insurance Expiration Date is entered in format 

MM/DD/YYYY. This field is mandatory if the Liability Insurance Company is filled in. 

 

Buttons: 

• Save – Press this button to save any modifications made to the Insurance record. 

• Reset – Press this button to undo any modifications made to the Insurance record since 

the last Save was performed.  

• Back To List – Press this button to go back to the Vendor Demographics | Insurance 

page with previous results.  If there is unsaved work the Save Confirmation notification 

appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 

 

Calculation(s): None 

 

Background Process(es): 

 

1) The system performs a three step save process when saving a new Vendor Demographics 

| Insurance: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. 

If not the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 
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2.1.9 Vendor Add: Demographics | Violations 

Health Violations can be added for the vendor under the Violations page.  Any previous Health 

Violation will appear in the Vendor Health Violations Result Grid on this page. The user cannot 

edit the Health Violations after they have been added, but they may be deleted. The user can add 

a new Health Violation by pressing the  (Add) button above the Vendor Health Violations 

Result Grid. To the left of the screen, the Active Record denotes basic information regarding the 

Vendor. See the Figure below for the Demographics | Violations Results Grid. 

 

Navigation Path:  Vendor Lookup | Add Button | Demographics Insurance Page 

 

Figure: Vendor Demographics Violations Add Page 

Fields:  

• Vendor Health Violations Grid: 

▪ Health Violation Code – The health violation code of the violation committed, 

and the violation description. This field is display only.  

▪ Violation Date – The date that this health violation was noted. This field is 

display only. 

▪ (Delete Icon) – Once a record has been added, the Delete Icon will be enabled. 

When selected, the user will be prompted to confirm the deletion. If the Cancel 

button is selected, the Violation will remain in the Vendor Health Violations Grid.  
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If Delete button is selected, the record will be removed.  By clicking the (Close 

Window), the window is closed and no action is taken. 

Note: The record will not be permanently removed until a Save is performed.   

 

 
 

Buttons: 

• Vendor Health Violations: 

▪  (Add) – Press this button to bring up the Add Health Violations Modal.   

 

 
 

▪ Health Violation Code – The type of health code violation committed along with 

the description.  Possible field values will be available for selection within the 

drop down as characters are entered into the field. The user can also select a value 

directly from the drop down by clicking on the arrow at the right of the field and 

scrolling through the list.  For more information, please refer to the Sys Admin | 

Vendor Base Tables for Violation Codes. This field is mandatory.  

▪ Violation Date – The date that this health violation was noted. This field is 

mandatory if the Health Violation Code is entered. 

▪ OK – Press this button after all fields are completed.  

▪ Cancel – Press this button to close the Add Health Violation Modal and return to 

the Vendor Health Violations Grid without saving any Health Violation fields 

entered.  

• Save – Press this button to save the new Health Violation record. 

• Reset – Press this button to undo any modifications made to the Health Violation record 

since the last Save was performed.  

• Back To List – Press this button to go back to the Vendor Demographics | Violations 

page with previous results.  If there is unsaved work the Save Confirmation notification 

appears. 
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▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 

 

Calculation(s): None 

 

Background Process(es): 

1) The system performs a three step save process when saving a new Vendor Demographics 

| Violations: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only 

accept numbers do not allow alphabetic characters to be saved). If not the save 

process will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount 

allowed. If not the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 

 

3) When a Health Violation is filled in, the Health Violations check box on the 

Demographics window is checked. 
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2.2 Vendor Communication 

The Vendor Communication page is used to track correspondence sent to the Vendor.  All 

previous Communications will be present in the Vendor Communications Result Grid.  A user 

can update information concerning an existing Communication by pressing the  (Edit Icon) 

next to the Communication Type.  A user can only remove a Communication on the day of its 

creation by pressing the (Delete) found at the right of the Result Grid.  See the Figure below 

for the Communication Results Grid. 

 
Navigation Path:  Vendor Lookup Search Results | Edit Icon | Communication Page  

 
Figure: Vendor Communication Result Grid with Results 

Vendor Communication Result Grid Fields:   

• (Edit Icon) – When selected, navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. See Section 2.2.1 for Edit details. 

• Communication Type – This field indicates the type of Communication such as 

Complaint Response, Missing Application Information, or Supply Request Letter. This 

field is display only. 

• Communication Date – The date of the Communication. This field is display only.  

• Delivery Method – The manner in which the Communication was sent such as Certified, 

Certificate of Mailing, or Electronic Media. This field is display only. 
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▪  (Delete Icon) – When selected, the user will be prompted to confirm the deletion. If 

the Cancel button is selected, the Communication information will remain in the 

Communications Grid.  If Delete button is selected, the record will be removed.  By 

clicking the  (Close Window), the window is closed and no action is taken. 

Note: The record will not be permanently removed until a Save is performed.   

 

 

 

Buttons: 

• Add – Press this button to add a new Communication to the HANDS system. 

• Save – Press this button to save the Communication record. 

• Reset – Press this button to undo any modifications made to the Communication record 

since the last Save was performed.  

• Back To List – Press this button to go back to the Vendor Communication Results page 

with previous results.  If there is unsaved work the Save Confirmation notification 

appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor 

Communication Results page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Communication Result main page. 

 

Calculation(s): None 

 

Background Process(es): None 
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2.2.1 Vendor Add: Communication  

A new Communication can be recorded within the HANDS system by pressing the Add button 

on the Communication page.  After the Communication has been successfully saved, the 

information can be seen in the Vendor Communication Result Grid. To the left of the screen, the 

Active Record denotes basic information regarding the Vendor. See the Figure below for the 

Vendor Communication Add page. 

 
Navigation Path:  Vendor Lookup | Add Button | Communication | Add  

 
Figure: Vendor Communication Add Page 

Fields:  

▪ Communication Type – This field indicates the type of communication such as 

Complaint Response, Missing Application Information, or Supply Request Letter. The 

appropriate value can be manually entered or selected from the drop down by clicking on 

the down arrow at the right of the field and scrolling through the list.  Alternatively, the 

user can enter the assigned character Comm Type Code, which will also show possible 

completions for Communication Type.  If an unknown value is entered, the message, 

“Value not found” will be displayed.  For more information, please refer to the Sys 

Admin | Vendor Base Tables for Communication Types. This field is mandatory. 

▪ Contact Date – The date of the communication. The Contact Date is entered in format 

MM/DD/YYYY. The user does not need to enter the forward slash (/) character when 
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manually entering the Contact Date. The user may also select the Contact Date using the 

provided Calendar which appears when the field is entered. This is a mandatory field. 

▪ Delivery Method – The manner in which the communication was sent such as Certified, 

Certificate of Mailing, or Electronic Media. The appropriate value can be manually 

entered or selected from the drop down by clicking on the down arrow at the right of the 

field and scrolling through the list.  Alternatively, the user can enter the assigned 

character Delivery Method, which will also show possible completions for Delivery 

Method.  If an unknown value is entered, the message, “Value not found” will be 

displayed.  For more information, please refer to the Sys Admin | Vendor Base Tables for 

Delivery Types. This field is mandatory. 

▪ Certified Mail Date – The date that the certified mail was sent. This field is mandatory if 

the Type of Mail is “Certified Mail”. Sending an item by certified mail assures that an 

item is sent, and it results in a green card being returned when the item is received. The 

Certified Mail Date is entered in format MM/DD/YYYY. The user does not need to enter 

the forward slash (/) character when manually entering the Certified Mail Date. The user 

may also select the Certified Mail Date using the provided Calendar which appears when 

the field is entered.   

▪ Certificate of Mailing Date – The date the communication was sent by certificate of 

mailing. The certificate of mailing assures that an item is sent, but does not result in the 

return of a green card. The Certified Mail Date is entered in format MM/DD/YYYY. The 

user does not need to enter the forward slash (/) character when manually entering the 

Certified Mail Date. The user may also select the Certified Mail Date using the provided 

Calendar which appears when the field is entered.   

▪ Grn Card Rcpt Date – The date that the Green Card Receipt was returned if the 

communication was sent via Certified Mail. The Green Card Receipt Date is entered in 

format MM/DD/YYYY. The user does not need to enter the forward slash (/) character 

when manually entering the Green Card Receipt Date. The user may also select the Green 

Card Receipt Date using the provided Calendar which appears when the field is entered. 

This field is optional. 

▪ Comment – The user may enter a comment about the communication. This field accepts up to 

2000 alphanumeric and special characters.  All comment text will be converted 

automatically to upper case. This field is optional. 

 

Buttons:  

• Save – Press this button to save the Communication record. 

• Reset – Press this button to undo any modifications made to the Communication record 

since the last Save was performed.  

• Back To List – Press this button to go back to the Vendor Communication Search 

Results page with previous results.  If there is unsaved work the Save Confirmation 

notification appears. 
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▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor 

Communication Results page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Communication Result main page. 

 

Calculation(s): None 

 

Background Processes:  

1) The system performs a three step save process when saving a new Vendor 

Communications: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only 

accept numbers do not allow alphabetic characters to be saved). If not the save 

process will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount 

allowed. If not the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 
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2.2.2 Vendor Edit: Communication 

An existing Communication can be modified within the HANDS system by pressing the (Edit 

Icon) within the Vendor Communication Result Grid. To the left of the screen, the Active 

Record denotes basic information regarding the Vendor. The Edit field definitions are the same 

as the Add page.  See the Figure below for the Vendor Communication Edit page. 

 
Navigation Path:  Vendor Lookup Search Results | Edit Icon | Communication | Edit Icon 

 
Figure: Vendor Communication Edit Page 

Calculation(s): None 

 

Background Processes:  

1) The system performs a three step save process when saving a new Vendor 

Communications: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only 

accept numbers do not allow alphabetic characters to be saved). If not the save 

process will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount 

allowed. If not the save process will stop and an error message will be thrown. 
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2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 
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2.3 Vendor Education 

The Vendor Education page is used to track education classes provided to the Vendor.  All 

previous Education will be present in the Vendor Education Result Grid.  A user can update 

information concerning an existing Education by pressing the  (Edit Icon) next to the Course 

Name. A user can only remove an Education record on the day of its creation by pressing the 

(Delete) found at the right of the Result Grid. See the Figure below for the Education Results 

Grid. 

 
Navigation Path:  Vendor Lookup Search Results | Edit Icon | Education Page 

 

Figure : Vendor Education Result Grid with Results 

Vendor Education Result Grid Fields:   

• (Edit Icon) – When selected, navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 

• Course – This field indicates the type of Course such as Intro to WIC, High Volume 

Training, or Annual Training Alert. This field is display only. 

• Trainer – The person who performed the training, such as State Staff or Contractor Staff. 

This field is display only.  

• Location – The site where the training was performed such as Vendor Site, State Agency 

Site, or Video Conferencing Site. This field is display only. 



HANDS WIC System                                    Detailed Functional Design Document  

CMA Consulting Services August 28, 2017 

Page 69 of 288 

• Actual Date – The date the education was provided. This field is display only.  

▪  (Delete Icon) – When selected, the user will be prompted to confirm the deletion. If 

the Cancel button is selected, the Education information will remain in the Education 

Grid.  If Delete button is selected, the record will be removed.  By clicking the  (Close 

Window), the window is closed and no action is taken. 

Note: The record will not be permanently removed until a Save is performed.   

 

 

 

Buttons: 

• Add – Press this button to add a new Education to the HANDS system. 

• Save – Press this button to save the Education record. 

• Reset – Press this button to undo any modifications made to the Education record since 

the last Save was performed.  

• Back To List – Press this button to go back to the Vendor Education Results page with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor 

Communication Results page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Communication Result main page. 

 

Calculation(s): None 

 

Background Process(es): None 
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2.3.1 Vendor Add: Education 

A new Education can be recorded within the HANDS system by pressing the Add button on the 

Education page.  After the Education has been successfully saved, the information can be seen in 

the Vendor Education Result Grid. To the left of the screen, the Active Record denotes basic 

information regarding the Vendor. See the Figure below for the Vendor Education Add page. 

 
Navigation Path:  Vendor Lookup | Add Button | Education Page | Add  

 

Figure: Vendor Education Add Page 

Fields:  

▪ Course – This field indicates the type of Course such as Intro to WIC, High Volume 

Training, or Annual Training Alert. The appropriate value can be manually entered or 

selected from the drop down by clicking on the down arrow at the right of the field and 

scrolling through the list.  Alternatively, the user can enter the assigned character Ed 

Course Code, which will also show possible completions for Education Type.  If an 

unknown value is entered, the message, “Value not found” will be displayed.  For more 

information, please refer to the Sys Admin | Vendor Base Tables for Education Courses. 

This field is mandatory. 

▪ Trainer – The person who performed the training, such as State Staff or Contractor Staff. 

The appropriate value can be manually entered or selected from the drop down by 

clicking on the down arrow at the right of the field and scrolling through the list.  
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Alternatively, the user can enter the assigned character Ed Trainer, which will also show 

possible completions for Education Trainers.  If an unknown value is entered, the 

message, “Value not found” will be displayed.  For more information, please refer to the 

Sys Admin | Vendor Base Tables for Education Trainers. This field is mandatory. 

▪  Location – The site where the training was performed such as Vendor Site, State 

Agency Site, or Video Conferencing Site. The appropriate value can be manually entered 

or selected from the drop down by clicking on the down arrow at the right of the field and 

scrolling through the list.  Alternatively, the user can enter the assigned character Ed 

Location, which will also show possible completions for Education Locations.  If an 

unknown value is entered, the message, “Value not found” will be displayed.  For more 

information, please refer to the Sys Admin | Vendor Base Tables for Education 

Locations. This field is mandatory. 

▪ Actual Date – The date the education was provided. The Actual Date is entered in format 

MM/DD/YYYY. The user does not need to enter the forward slash (/) character when 

manually entering the Actual Date. The user may also select the Actual Date using the 

provided Calendar which appears when the field is entered. This is a mandatory field. 

▪ Actual Attendance – The number of individuals who actually attended the course. This field 

must be a numeric value. The field is mandatory if the Actual Date has been specified. 

▪ Test Score – The score that the attendees received. This field must be a numeric value between 

0 and 999. This field is optional. 

▪ Date of Test Score – The date the test was given. The Date of Test Score is entered in 

format MM/DD/YYYY. The user does not need to enter the forward slash (/) character 

when manually entering the Date of Test Score. The user may also select the Date of Test 

Score using the provided Calendar which appears when the field is entered. This field is 

optional.   

▪ Comment – The user may enter a comment about the education. This field accepts up to 

2000 alphanumeric and special characters.  All comment text will be converted 

automatically to upper case. This field is optional. 

 

Buttons:  

• Save – Press this button to save the Education record. 

• Reset – Press this button to undo any modifications made to the Education record since 

the last Save was performed.  

• Back To List – Press this button to go back to the Vendor Education Results Grid with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor 

Education Results page. 
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▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Education Result main page. 

 

Calculation(s): None 

 

Background Processes:  

1) The system performs a three step save process when saving a new Vendor Education: 

d) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

e) Second, it ensures all fields have proper data entered (i.e. Fields that only 

accept numbers do not allow alphabetic characters to be saved). If not the save 

process will stop and an error message will be thrown. 

f) Third, it ensures all fields do not exceed the maximum character amount 

allowed. If not the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 
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2.3.2 Vendor Edit: Education 

An existing Education can be modified within the HANDS system by pressing the (Edit Icon) 

within the Vendor Education Result Grid. To the left of the screen, the Active Record denotes 

basic information regarding the Vendor. The Edit field definitions are the same as the Add page. 

See the Figure below for the Vendor Education Edit page. 

 
Navigation Path:  Vendor Lookup Search Results | Edit Icon | Education Page | Edit Icon 

 
Figure: Vendor Education Edit Page 

Calculation(s): None 

 

Background Processes:  

1) The system performs a three step save process when saving a new Vendor Education: 

a) First, it ensures all mandatory fields are populated with data. If not the save process 

will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process will 

stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. If 

not the save process will stop and an error message will be thrown. 
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2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 



HANDS WIC System                                    Detailed Functional Design Document  

CMA Consulting Services August 28, 2017 

Page 75 of 288 

2.4 Vendor Sales 

The user must specify Sales information for each Vendor. There are multiple sections under the 

Sales page: Banks, General, Infant Formula, Store Operations, Wholesaler, and Wholesaler 

Foods.   

2.4.1 Vendor Add: Sales | General  

The first page displayed is the General page. To the left of the screen, the Active Record denotes 

basic information regarding the Vendor. See the Figure below for the Sales | General Add screen 

for Vendor.  

 
Navigation Path:  Vendor Lookup | Add Button | Sales Page | General Page 

 
Figure: Vendor Sales General Add Page 
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Fields: 

• Vendor Name – The name of the Vendor. This field is display only. 

• Please select the value which best describes your outlet – This field is populated with 

the Peer Group selected during the initial Add, however, it can be modified. Possible 

field values will be available for selection within the drop down as characters are entered 

into the field. The user can also select a value directly from the drop down by clicking on 

the arrow at the right of the field and scrolling through the list.  If an unknown value is 

entered, the message, “Value not found” will be displayed. This field is mandatory.  

• Actual/Estimated – This selection option indicates if the annual food and gross sales are 

Actual or Estimated values. The default value is Estimated. This field is mandatory.   

• Gross $ – The annual dollar value of all sales at this retail outlet. This is the total Food $, 

Alcohol $, Tobacco $, Lottery $, Fuelage $, Other Sales $, and General Merchandise $. 

This field is display only.   

• Food $ – The annual dollar value of food sales for this Vendor. This field accepts 

numeric values with an explicit 2-digit decimal point. This field is mandatory.   

• Alcohol $ – The annual dollar value of alcohol sales for this Vendor. This field accepts 

numeric values with an explicit 2-digit decimal point. This field is mandatory.   

• Tobacco $ – The annual dollar value of tobacco sales for this Vendor. This field accepts 

numeric values with an explicit 2-digit decimal point. This field is mandatory.   

• Lottery $ – The annual dollar value of lottery sales for this Vendor. This field accepts 

numeric values with an explicit 2-digit decimal point. This field is mandatory.   

• Fuelage $ – The annual dollar value of fuelage sales for this Vendor. This field accepts 

numeric values with an explicit 2-digit decimal point. This field is optional.   

• Other Sales $ – The annual dollar value of other sales for this Vendor. This field accepts 

numeric values with an explicit 2-digit decimal point. This field is optional.   

• General Merchandise $ – The annual dollar value of general merchandise for this 

Vendor. This field accepts numeric values with an explicit 2-digit decimal point. This 

field is optional.  

• Fiscal Year for Above Figures – This value represents the fiscal year in which the 

annual sales were collected. 

• Cash $ – Of the annual food sales (Food $), the amount that was received in cash. This 

field accepts numeric values with an explicit 2-digit decimal point. This field is 

mandatory.  

• Credit $ – Of the annual food sales (Food $), the amount that was received as a credit 

payment. This field accepts numeric values with an explicit 2-digit decimal point. This 

field is optional. 

• SNAP $ – Of the annual food sales (Food $), the amount that was received as a SNAP 

payment. This field accepts numeric values with an explicit 2-digit decimal point. This 

field is mandatory. 

• WIC $ – Of the annual food sales (Food $), the amount that was received as a WIC 

payment. This field accepts numeric values with an explicit 2-digit decimal point. This 

field is mandatory. 

• Question: Will more than 50% of your annual revenue from the sale of food come 

from WIC food instruments? – This selection option allows the user to answer Yes or 

No. The default value is No. This field is mandatory.  
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• If yes, do you provide or plan to provide incentive items to the WIC program 

customers? – If the previous question, “Will more than 50% of your annual revenue 

from the sale of food come from WIC food instruments?” was answered yes, this field 

becomes enabled. This selection option allows the user to answer Yes or No to the 

question of providing incentive items to WIC program customers. The default value is 

No. This field is only mandatory when enabled.  

• Question: Does the outlet’s checkout registers use optical scanning devices which 

record product and price information on the customer receipts? – This selection 

option allows the user to answer Yes or No. The default value is No. This field is 

mandatory.  

• If yes, number of POS Terminals – If the previous question, “Does the outlet’s 

checkout registers use optical scanning devices…?” was answered yes, this field becomes 

enabled and mandatory. This field accepts whole numbers only.   

• If yes, number of Optical Terminals – If the previous question, “Does the outlet’s 

checkout registers use optical scanning devices…?” was answered yes, this field becomes 

enabled and mandatory. This field accepts whole numbers only.   

• If yes, can the system be programmed to detect WIC Authorized vs Non-Authorized 

products? – If the previous question, “Does the outlet’s checkout registers use optical 

scanning devices…?” was answered yes, this field becomes enabled and mandatory. This 

selection option allows the user to indicate if the system is able to be programmed to 

detect WIC Authorized vs Non-Authorized products. The default value is No.  

• Question: How do you decide how much WIC stock to order? – The user can select 

an answer such as Conduct an informal walk-through, Order a certain amount of each 

item, and Other.  Possible field values will be available for selection within the drop 

down as characters are entered into the field. The user can also select a value directly 

from the drop down by clicking on the arrow at the right of the field and scrolling 

through the list.  If an unknown value is entered, the message, “Value not found” will be 

displayed. This field is mandatory.  

Explain Other – If the previous question, “How do you decide how much WIC stock to 

order?” was answered with Other, this field becomes enabled and mandatory. The user 

enters an explanation for how they decide how much WIC stock to order. This field 

accepts up to 2000 alphanumeric and special characters.   

• Question: How often are the Dairy cases restocked? – The user can select an answer 

such as Daily, Twice Weekly, and Weekly.  Possible field values will be available for 

selection within the drop down as characters are entered into the field. The user can also 

select a value directly from the drop down by clicking on the arrow at the right of the 

field and scrolling through the list.  If an unknown value is entered, the message, “Value 

not found” will be displayed. This field is mandatory.  

• Question: How often are the WIC grocery items restocked? – The user can select an 

answer such as Daily, Twice Weekly, and Weekly.  Possible field values will be available 

for selection within the drop down as characters are entered into the field. The user can 

also select a value directly from the drop down by clicking on the arrow at the right of the 

field and scrolling through the list.  If an unknown value is entered, the message, “Value 

not found” will be displayed. This field is mandatory.  

• WIC Concept Histories Grid:  

▪ Concept Flag – Check mark indicates that the Vendor is considered a WIC Concept 

store. This field is display only.  
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▪ Start Date – The date the WIC Concept store designation begins. Display only. 

▪ End Date – The date the WIC Concept store designation ends. Display only.  

 

Buttons:  

• Save – Press this button to save the new Owner record. 

• Reset – Press this button to undo any modifications made to the Owner record since the 

last Save was performed.  

• WIC Concept Histories:  

▪  (Add) – Press this button to bring up the WIC Concept Histories Modal.   

 

 
 

▪  (Close Window) – By clicking this button, the window is closed and no action is 

taken. 

▪ Concept Flag – Check mark indicates that the Vendor is considered a WIC Concept 

store. This field is mandatory. 

▪ Start Date – The date that the WIC Concept store designation begins. The Start date 

must be unique for the Vendor. This field is mandatory. 

▪ End Date – The date that the WIC Concept store designation ends. This field is 

optional, however, the preceding entry must have an end date before adding a new 

entry.   

▪ OK – Press this button after all fields are completed.  

▪ Cancel – Press this button to close the Add WIC Concept Histories Modal and return 

to the Sales General without saving any Concept History fields entered.  

• Back To List – Press this button to go back to the Vendor Search Results page with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 
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Calculation(s):  

• The Gross $ is the total of Food $, Alcohol $, Tobacco $, Lottery $, Fuelage $, Other 

Sales $, and General Merchandise $.   

 

Background Processes:  

1) The system performs a three step save process when saving a new Vendor Sales | 

General: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. 

If not the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 

 

3) If the user attempts to navigate off the Vendor Sales | General page without saving 

any modifications, the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 
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2.4.2 Vendor Edit: Sales | General  

 

Vendor Sales General information can be modified by pressing the  (Edit Icon) under the 

Vendor Lookup Result Grid. To the left of the screen, the Active Record denotes basic 

information regarding the Vendor. The Edit field definitions are the same as the Add page. See 

the Figure below for the Sales | General Add screen for Vendor.  

 

Navigation Path:  Vendor Lookup Search Results | Edit Icon | Sales General Page 

 
Figure: Vendor Sales General Edit Page 

Calculation(s):  

• The Gross $ is the total of Food $, Alcohol $, Tobacco $, Lottery $, Fuelage $, Other 

Sales $, and General Merchandise $.   
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Background Processes:  

1) The amount entered and saved under (Food $) SNAP $ is populated under Food $ on 

the SNAP page. 

2) The system performs a three step save process when saving a new Vendor Sales | 

General: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. 

If not the save process will stop and an error message will be thrown. 

 

3) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 

 

4) If the user attempts to navigate off the Vendor Sales | General page without saving 

any modifications, the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 
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2.4.3 Vendor Add: Sales | Banks 

The user can record Banks associated with the Vendor using this page. To the left of the screen, 

the Active Record denotes basic information regarding the Vendor. See the Figure below for the 

Sales | Banks Add screen for Vendor.   

 
Navigation Path:  Vendor Lookup | Add Button | Sales Banks Page 

 
Figure: Vendor Sales Bank Add Page 

Fields: 

• Owner Bank Information: 

▪ Bank Name – This field is populated with the Owner Bank Information. The name of 

the financial institution used by the Owner. This field is display only. 

▪ Routing Number – This field is populated with the Owner Bank Information. The 

Routing Number used by the Federal Reserve System to identify the financial 

institution. The Routing Number is automatically populated when a Bank Name is 

present. This field is display only.  

▪ Federal ID – This field is populated with the Owner Bank Information. The Federal 

Identification of the financial institution. This field is display only. 

▪ Deposit – This field is populated with the Owner Bank Information. This selection 

option is used to indicate to the system that this information needs to be included in 
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the Vendor Bank file sent to FSMC during the End of Day (EOD) processing for 

ACH processing. This field is display only. 

▪ Account Number – This field is populated with the Owner Bank Information. The 

account number for the financial institution indicated. This field is display only. 

• Vendor Banks Grid: 

▪ Bank Name – The name of the financial institution used by the Vendor. This field is 

display only.  

▪ Routing Number – The Routing Number used by the Federal Reserve System to 

identify the financial institution. This field is display only.  

▪ Bank Account Number – The account number for the financial institution indicated. 

This field is display only.   

▪ Effective Date – The date the account went into effect. This field is display only.   

▪ Deposit Bank – This field indicates that the configured bank will be used for 

Deposits. This field is display only.  

▪ (Edit Icon) – Once a record has been added, the Edit Icon will be enabled. When 

selected, navigation will switch to the Edit Screen pre-populated with the details of 

the record for editing. 

▪ (Delete Icon) – Once a record has been added, the Delete Icon will be enabled. 

When selected, the user will be prompted to confirm the deletion. If the Cancel button 

is selected, the Bank will remain in the Vendor Bank Grid.  If Delete button is 

selected, the record will be removed.  By clicking the (Close Window), the 

window is closed and no action is taken.  

Note: The record will not be permanently removed until a Save is performed.   

 

 
 

Buttons: 

• Save – Press this button to save the new Bank record. The save will be cancelled, if no 

deposit bank is specified.  

• Reset – Press this button to undo any modifications made to the Bank record since the 

last Save was performed.   

• Vendor Banks:  

▪  (Add) – Press this button to bring up the Vendor Banks Modal.   
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▪  (Close Window) – By clicking this button, the window is closed and no action is 

taken. 

▪ Bank – The name of the financial institution used by the Vendor. This field can be 

manually entered, or chosen from the drop down by clicking on the down arrow at the 

right of the field and scrolling through the list. If an unknown value is entered, the 

message, “Value not found” will be displayed. This field is optional. 

▪ Bank Account Number – The account number for the financial institution indicated. 

The Bank Account must be an alphanumeric value with a maximum length of 17. 

This field is mandatory.  

▪ Effective Date – The valid first date to use this bank account. The Effective Date is 

entered in format MM/DD/YYYY. The user does not need to enter the forward slash 

(/) character when manually entering the Effective Date. The user may also select the 

Effective Date using the provided Calendar which appears when the field is entered. 

This field is mandatory.   

▪ Deposit – This selection option is used to designate the deposit bank used by the 

Vendor. There is no default value for this field. This field is mandatory.  At least one 

Bank must be specified as the deposit bank before a Save can be performed.  

▪ OK – Press this button after all fields are completed.  

▪ Cancel – Press this button to close the Add Banks Modal and return to the Sales 

General without saving any Bank fields entered.  

• Back To List – Press this button to go back to the Vendor Search Results page with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page.  
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Calculation(s): None 

 

Background Processes:  

1) The system performs a three step save process when saving a new Vendor Sales | 

Banks: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. 

If not the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 

 

3) If the user attempts to navigate off the Vendor Sales | Banks page without saving any 

modifications, the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 
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2.4.4 Vendor Edit: Sales | Banks 

The user can edit an existing Bank on this page by pressing the  (Edit Icon) found at the right 

of the Vendor Banks Grid. This brings up the Sales Bank Edit Modal. See the Figure below for 

the Sales | Banks Edit screen for Vendor.  

 

Navigation Path:  Vendor Lookup Search Results | Edit Icon | Sales Banks Page | Edit Icon 

 
Figure: Vendor Sales Bank Edit Modal 

Fields: 

• Bank Name – This field is populated with the existing Bank Name. This field is display 

only. 

• Bank Account Number – The account number for the financial institution indicated. 

The Bank Account must be an alphanumeric value with a maximum length of 17. This 

field is mandatory.  

• Effective Date – The valid first date to use this bank account. The Effective Date is 

entered in format MM/DD/YYYY. The user does not need to enter the forward slash (/) 

character when manually entering the Effective Date. The user may also select the 
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Effective Date using the provided Calendar which appears when the field is entered. This 

field is mandatory.   

• Deposit – This selection option is used to designate the deposit bank used by the Vendor. 

There is no default value for this field. This field is mandatory.  At least one Bank must 

be specified as the deposit bank before a Save can be performed.  

 

Buttons: 

• OK – Press this button after all fields are completed.  

• Cancel – Press this button to close the Edit Bank Modal and return to the Sales Banks 

without saving any Bank fields entered.  

 

Calculation(s): None 

 

Background Processes:  

1) The system performs a three step save process when saving a new Vendor Sales | 

Banks: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. 

If not the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 

 

3) If the user attempts to navigate off the Vendor Sales | Banks page without saving any 

modifications, the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and navigation continues. 

▪ Do Not Save Work – The modifications are cleared and navigation continues. 
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2.4.5 Vendor Add | Infant Formula 

The user can configure which Infant Wholesaler(s) are utilized by the Vendor. This is done by 

checking the box next to each relevant Infant Wholesalers. After the selections have been made, 

the user presses the Add to Vendor button. This moves the selected Infant Wholesalers from the 

Available Infant Wholesalers Grid to the Vendor Infant Wholesalers Grid.  If the Infant 

Wholesaler is no longer associated with the Vendor, the Infant Wholesaler can be moved back to 

the Available Infant Wholesalers Grid by again checking the box next to the name in the Vendor 

Infant Wholesaler Grid and clicking the Remove from Vendor button. To the left of the screen, 

the Active Record denotes basic information regarding the Vendor. See the Figure below for the 

Sales | Infant Wholesalers Add screen for Vendor.   

 
Navigation Path:  Vendor Lookup | Add Button | Sales Infant Formula Page 

Figure: Vendor Sales Infant Formula Add Page 

Fields: 

• Available Infant Wholesalers Grid: 

▪ Name – The list of available Infant Wholesalers that can be added to the Vendor. 

The check box next to the Infant Wholesalers name is marked to add the Infant 

Wholesaler to the Vendor. 
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▪ (Edit Icon) – Once a record has been added, the Edit Icon will be enabled to 

allow review of the wholesaler details. When selected, navigation will switch to 

the Edit Screen pre-populated with the details of the record for editing. 

• Vendor Infant Wholesalers Grid: 

▪ Name – The list of currently assigned Infant Wholesalers that have been added to 

the Vendor. The check box next to the Infant Wholesalers name is marked to 

remove the Infant Wholesaler from the Vendor. 

▪ (Edit Icon) – Once a record has been added, the Edit Icon will be enabled to 

allow review of the wholesaler details. When selected, navigation will switch to 

the Edit Screen pre-populated with the details of the record for editing. 

 

Buttons: 

• Add To Vendor – Press this button to move the Infant Wholesaler from the list within 

the Available Infant Wholesalers Grid to the Vendor Infant Wholesaler Grid. 

• Remove From Vendor – Press this button to move the Infant Wholesaler from the list 

within the Vendor Infant Wholesaler back to the Available Infant Wholesaler Grid.   

• Save – Press this button to save the selected Infant Wholesaler record(s).   

• Reset – Press this button to undo any modifications made to the Infant Wholesaler record 

changes since the last Save was performed.   

• Back To List – Press this button to go back to the Vendor Search Results page with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page.  

 

Calculations: None 

 

Background Process(es):  

1) Only Wholesalers who have been identified as Wholesalers of Infant Formula will be 

listed under the Available Infant Wholesalers Grid.  

2) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 
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2.4.6 Vendor Edit | Infant Formula 

The user can edit any of the Infant Wholesalers on this page by pressing the  (Edit Icon) 

found next to the Name within both the Available Infant Wholesalers Grid and the Vendor Infant 

Wholesaler Grid. This brings up the Sales Infant Formula Edit page. To the left of the screen, the 

Active Record denotes basic information regarding the Vendor. See the Figure below for the 

Sales | Infant Wholesaler Edit screen for Vendor.   

 

Navigation Path:  Vendor Lookup Search Results | Edit Icon | Sales Infant Formula Edit Icon 

Figure: Vendor Sales Infant Formula Edit Page 

Fields:  

• Street Address: 

▪ Street Address 1 – The first of two Street Address fields available for the Infant 

Wholesaler’s street address. This field is display only. 

▪ Street Address 2 – The second of two Street Address fields available for the Infant 

Wholesaler’s street address. This field is display only.  

▪ Street City, State, ZIP Code, and County – The Street City, State, ZIP Code, and 

County portion of the Infant Wholesaler’s Address. This field is display only. 

Buttons: 
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• Back To List – Press this button to go back to the Infant Wholesaler page with previous 

results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Infant 

Wholesaler page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Infant Wholesaler main page.  

 

Calculations: None 

 

Background Process(es): None 
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2.4.7 Vendor Add | Store Operations 

The Store Operations page is used to enter Hours of Operations and other operational 

information. To the left of the screen, the Active Record denotes basic information regarding the 

Vendor. See the Figure below for the Sales | Store Operations Add screen for Vendor.  

 
Navigation Path:  Vendor Lookup | Add Button | Sales Store Operations Page  

 
Figure: Vendor Sales Store Operations Add Page 

Fields:  

• Opening Date – The date on which the store opened for the public. Display only.  

• Pre-fill 24/7 – This check box allows the user to automatically fill in the Hours of 

Operation if the Vendor is open 24 hours a day every day of the week. The Hours of 

Operation are populated with an Open and Close time of 12:00 am and the Open 

selection option is selected for every day of the week.   

• Hours of Operation (Sunday – Saturday): 
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▪ Open – The time the Vendor opens for business. This field becomes enabled and 

mandatory when the Open/Closed selection option is marked as Open. The user 

can select a value directly from the drop down by clicking on the arrow at the 

right of the field and scrolling through the list.  Or the user can manually enter the 

Open time in the format HH:MM[am/pm].   

▪ Closed – The time when the Vendor closes for business. This field becomes 

enabled and mandatory when the Open/Closed selection option is marked as 

Open. The user can select a value directly from the drop down by clicking on the 

arrow at the right of the field and scrolling through the list.  Or the user can 

manually enter the Open time in the format HH:MM[am/pm]. 

▪ Open/Closed – The user can configure days of operation for the Vendor by 

selecting Closed or Open for each day of the week. This field is mandatory.   

• Outlet’s Retail Square Footage – The number of square feet of floor space utilized to 

display retail merchandise. This field must be a numeric value greater than 0. This field is 

mandatory. 

• Outlet’s Storage Square Footage – The number of square feet of floor space designated 

to store merchandise not currently available for sale. This field must be a numeric value 

greater than zero. This field is mandatory. 

• Number of Full-Time Cashiers –The number of full-time cashiers employed. This field 

must be numeric and greater than or equal to zero. This field is mandatory. 

• Number of Part-Time Cashiers – The number of part-time cashiers employed. This 

field must be numeric and greater than or equal to zero. This field is mandatory. 

• Number of Checkout Lanes – The number of Checkout Lanes at the Vendor site. This 

field must be numeric value greater than zero. This field is mandatory. 

• Question: Does the outlet comply with the applicable provision of the Americans 

with Disabilities ACT (ADA) of 1990? – The user can select Yes or No for the answer. 

The default response is No. This field is mandatory.  

• Question: Has the store ever been cited by the state or county health inspector for a 

violation? – The user can select Yes or No. The default is No. This field is mandatory. 

• If yes, Explain – If the previous question, “Has the store ever been cited by the state or 

county health inspector for a violation?” was answered yes, this field becomes enabled 

and mandatory. This field accepts up to 2000 alphanumeric and special characters.   

• Question: If yes, was the license revoked? – This field is enabled and mandatory if the 

user answered Yes to the question “Has the store ever been cited by the state or county 

health inspector for a violation?” The user can select Yes or No. The default is No.  

• If yes, license/permit start date – If the question, “Has the store ever been cited by the 

state or county health inspector for a violation?” was answered yes, and the previous 

question “If yes, was the license revoked” was answered yes, this field becomes enabled 

and mandatory. The License/Permit Start Date is entered in format MM/DD/YYYY. The 

user does not need to enter the forward slash (/) character when manually entering the 

License/Permit Start Date. The user may also select the License/Permit Start Date using 

the provided Calendar which appears when the field is entered.   

• If yes, license/permit start date – If the question, “Has the store ever been cited by the 

state or county health inspector for a violation?” was answered yes, and the previous 

question “If yes, was the license revoked” was answered yes, this field becomes enabled 

and mandatory. The License/Permit End Date is entered in format MM/DD/YYYY. The 
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user does not need to enter the forward slash (/) character when manually entering the 

License/Permit End Date. The user may also select the License/Permit End Date using 

the provided Calendar which appears when the field is entered.   

Buttons: 

• Save – Press this button to save any modifications made to the Store Operations record. 

• Reset – Press this button to undo any modifications made to the Store Operations record 

since the last Save was performed.  

• Back To List – Press this button to go back to the Vendor Search Results page with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 

Calculations: None 

Background Process(es): 

1) When the “Pre-fill 24/7” check box is selected, the hours of operation are set to 

Sunday through Saturday, 12:00 AM through 12:00 AM. 

2) The End of Day (EOD) process will synchronize any sales data that has been entered 

into the Vendor Web system with HANDS.  

3) The system performs a three step save process when saving a new Owner: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed.  

If not, the save process will stop and an error message will be thrown.  

4) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 
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2.4.8 Vendor Edit | Store Operations 

The Store Operations page can be modified. To the left of the screen, the Active Record denotes 

basic information regarding the Vendor. The Edit field definitions are the same as the Add page.  

See the Figure below for the Sales | Store Operations Add screen for Vendor.  

 
Navigation Path:  Vendor Lookup Search Results | Edit Icon | Sales Store Operations Page 

 
Figure: Vendor Sales Store Operations Edit Page 

Calculations: None 

 

Background Process(es): 

1) When the “Pre-fill 24/7” check box is selected, the hours of operation are set to 

Sunday through Saturday, 12:00 AM through 12:00 AM. 

 

2) The End of Day (EOD) process will synchronize any sales data that has been entered 

into the Vendor Web system with HANDS.  

 

3) The system performs a three step save process when saving a new Owner: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 
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b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed.  

If not, the save process will stop and an error message will be thrown.  

 

4) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 
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2.4.9 Vendor Add | Wholesaler 

The user can select which wholesaler(s) are connected with their Vendor. This is done by 

marking the check boxes next to each relevant wholesaler.  After the selections have been made, 

the user presses the Add to Vendor button. This moves the selected wholesalers from the 

Available Wholesalers Grid to the Vendor Wholesalers Grid.  If the wholesaler is no longer 

associated with the Vendor, the wholesaler can be moved back to the Available Wholesalers 

Grid by again marking the check box next to the name within the Vendor Wholesaler Grid and 

clicking the Remove from Vendor button. To the left of the screen, the Active Record denotes 

basic information regarding the Vendor.  See the Figure below for the Sales | Wholesalers Add 

screen for Vendor.   

 
Navigation Path:  Vendor Lookup | Add Button | Sales Wholesaler Page 

 
Figure: Vendor Sales Wholesaler Add Page 

Fields: 

• Available Wholesalers Grid: 

▪ Name – The list of available wholesalers that can be added to the Vendor. The 

check box next to the wholesalers name is marked to add the wholesaler to the 

Vendor. 
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▪ (Edit Icon) – Once a record has been added, the Edit Icon will be enabled. 

When selected, navigation will switch to the Edit Screen pre-populated with the 

details of the record for editing. 

• Vendor Wholesalers Grid: 

▪ Name – The list of currently assigned wholesalers that have been added to the 

Vendor. The check box next to the wholesalers name is marked to remove the 

wholesaler from the Vendor. 

▪ (Edit Icon) – Once a record has been added, the Edit Icon will be enabled. 

When selected, navigation will switch to the Edit Screen pre-populated with the 

details of the record for editing. 

 

Buttons: 

• Add To Vendor – Press this button to move the wholesaler from the list within the 

Available Wholesalers Grid to the Vendor Wholesaler Grid. 

• Remove From Vendor – Press this button to move the wholesaler from the list within 

the Vendor Wholesaler back to the Available Wholesaler Grid.   

• Save – Press this button to save the selected Wholesaler record(s).   

• Reset – Press this button to undo any modifications made to the Wholesaler record 

changes since the last Save was performed.   

• Back To List – Press this button to go back to the Vendor Search Results page with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page.  

 

Calculations: None 

Background Process(es):  

1) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 
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2.4.10 Vendor Edit | Wholesaler 

The user can edit a Wholesaler by pressing the  (Edit Icon) found next to the Name within the 

Available Wholesalers Grid or the Vendor Wholesaler Grid. This brings up the Sales Wholesaler 

Edit page. To the left of the screen, the Active Record denotes basic information regarding the 

Vendor. See the Figure below for the Sales | Wholesaler Edit screen for Vendor.   

 
Navigation Path:  Vendor Lookup Search Results | Edit Icon | Sales Wholesaler Page | Edit Icon 

Figure: Vendor Sales Wholesaler Edit Page 

Fields:   

• Street Address: 

▪ Street Address 1 – The first of two Street Address fields available for the 

Wholesaler’s street address. This field is display only. 

▪ Street Address 2 – The second of two Street Address fields available for the 

Wholesaler’s street address. This field is display only.  

▪ Street City, State, ZIP Code, and County – The Street City, State, ZIP Code, and 

County portion of the Wholesaler’s Address. This field is display only. 

 

 

 

Buttons: 
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• Back To List – Press this button to go back to the Wholesaler page with previous results.  

If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Wholesaler page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Wholesaler main page.  

 

Calculations: None 

 

Background Process(es): None 
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2.4.11 Vendor Add | Wholesaler Food 

The user can associate Food Groups of the Wholesalers on this page by pressing the  (Edit 

Icon) next to the Food within Vendor Wholesalers Grid. This brings up the Sales Wholesaler 

Food Edit page. To the left of the screen, the Active Record denotes basic information regarding 

the Vendor. See the Figure below for the Sales | Wholesaler Edit screen for Vendor.   

 
Navigation Path:  Vendor Lookup | Add Button | Sales Wholesaler Food Page 

 
Figure : Vendor Sales Wholesaler Food Add Page 

Fields: 

• Vendor Wholesalers Grid: 

▪ (Edit Icon) – When selected, navigation will switch to the Vendor Wholesale 

Foods Edit Screen pre-populated with the details of the record for editing. 

▪ ID – The system generated ID assigned to the Wholesaler. Display only. 

▪ Name – The name of the Wholesaler. This field is display only. 

Buttons: 

• Back To List – Press this button to go back to the Vendor Search Results page with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 
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▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 

 

Calculations: None 

 

Background Process(es): None 
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2.4.12 Vendor Edit | Wholesaler Food 

The user can configure which Wholesaler(s) Foods are connected with their Wholesaler(s). This 

is done by marking the check boxes next to any relevant Available Wholesaler Foods.  After the 

selections have been made, the user presses the Add to Wholesaler button. This moves the 

selected Food from the Available Wholesaler Food Grid to the Wholesalers Food Grid.  If the 

Food is no longer associated with the Wholesaler, the Food can be moved back to the Available 

Wholesaler Foods Grid by again marking the check box next to the name within the Wholesalers 

Food Grid and clicking the Remove from Wholesaler button. To the left of the screen, the Active 

Record denotes basic information regarding the Vendor.  See the Figure below for the Sales | 

Wholesalers Food Add screen for Vendor.   

 
Navigation Path:  Vendor Lookup Search Results | Edit Icon | Sales Wholesaler Page | Edit Icon 

 
Figure: Vendor Sales Wholesaler Food Edit Page 

Fields: 

• Available Wholesalers Foods: 

▪ Food – The list of available Foods that can be added to the Wholesaler. The check 

box next to the Food name is marked to add the Food to the Wholesaler. 

• Wholesalers Food Grid: 
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▪ Name – The list of currently assigned Foods that have been added to the 

Wholesaler. The check box next to the Food name is marked to remove the Food 

from the Wholesaler. 

 

Buttons: 

• Add To Wholesaler – Press this button to move the Food from the list within the 

Available Wholesaler Foods Grid to the Wholesalers Food Grid. 

• Remove From Vendor – Press this button to move the Food from the list within the 

Wholesalers Food Grid back to the Available Wholesalers Food Grid.   

• Save – Press this button to save the selected Food record(s).   

• Reset – Press this button to undo any modifications made to the Food record changes 

since the last Save was performed.   

• Back To List – Press this button to go back to the Wholesaler Food page with previous 

results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Wholesaler Food 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Wholesaler Food page.  

 

Calculations: None 

 

Background Process(es):  

1) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 
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2.5 Vendor SNAP 

The purpose of this page is to provide the user with the capability to maintain Vendor SNAP 

information. This information includes data concerning general SNAP information such as 

Regional Office Code and Gross, Food, and Average Monthly Sales. 

 

2.5.1 Vendor Add | SNAP 

The user can add configure SNAP information. To the left of the screen, the Active Record 

denotes basic information regarding the Vendor.  See the Figure below for the Sales | SNAP Add 

screen for Vendor.   

 
Navigation Path:  Vendor Lookup | Add Button | SNAP page 

 
Figure: Vendor SNAP Add Page 

Fields: 

• Status – The current authorization status of the Vendor such as Authorized (New), 

Authorization in Process, or Not Approved (Denied). This field is display only. 

• Authorization ID – The seven-digit SNAP ID number. This field is mandatory unless 

the Vendor is a Pharmacy. 

• Authorization Date – The date the outlet was authorized to redeem food stamps by the 

SNAP. This field is mandatory unless the Vendor is a Pharmacy. 
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• Regional Office Code – The SNAP regional office that handles the Vendor.  Possible field 

values will be available for selection within the drop down as characters are entered into 

the field. The user can also select a value directly from the drop down by clicking on the 

arrow at the right of the field and scrolling through the list. This field is mandatory unless 

the Vendor is a Pharmacy. 

• Gross Sales – The gross sales at this outlet. This value can be estimated or actual. This 

field accepts numeric values with an explicit 2-digit decimal point. This field is 

mandatory unless the Vendor is a Pharmacy. 

• Food Sales – The annual value of food sales at this outlet. This value can be estimated or 

actual. This field accepts numeric values with an explicit 2-digit decimal point. This field 

is mandatory unless the Vendor is a Pharmacy. 

• Average Monthly Sales – The average monthly value of food stamps redeemed at this 

outlet. This value can be estimated or actual. This field accepts numeric values with an 

explicit 2-digit decimal point. This field is mandatory unless the Vendor is a Pharmacy. 

• High Risk – A check box that indicates the Vendor/Applicant is a high risk for SNAP. 

This field is optional. 

• SNAP Investigation – A check box that indicates a SNAP inspection has been 

performed. This field is optional. 

• SNAP Disqualified – A check box that indicates the Vendor has been disqualified from 

the SNAP program. 

 

Buttons: 

• Save – Press this button to save any modifications made to the SNAP record. 

• Reset – Press this button to undo any modifications made to the SNAP record since the 

last Save was performed.  

• Back To List – Press this button to go back to the Vendor Search Results page with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 

 

Calculations: None 

 

Background Process(es): 

1) The system performs a three step save process when saving a new Vendor SNAP 
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a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. 

If not the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 

 

3) If the user attempts to navigate off the Vendor SNAP page without saving any 

modifications, the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page. 
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2.5.2 Vendor Edit | SNAP 

The user can edit the existing SNAP information. To the left of the screen, the Active Record 

denotes basic information regarding the Vendor. The Edit field definitions are the same as the 

Add page.  See the Figure below for the Sales | SNAP Edit screen for Vendor.   

 
Navigation Path:  Vendor Lookup | Add Button | SNAP page | Edit Icon 

 
Figure : Vendor SNAP Edit Page 

Calculations: None 

 

Background Process(es): 

1) The system performs a three step save process when saving a new Vendor SNAP 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only accept 

numbers do not allow alphabetic characters to be saved). If not the save process 

will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount allowed. 

If not the save process will stop and an error message will be thrown. 
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2) When the Save button is selected, the message “Record saved successfully” appears 

at the top of the screen to indicate that the saved without error. This message slowly 

fades after a few seconds. 

 

3) If the user attempts to navigate off the Vendor SNAP page without saving any 

modifications, the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Vendor Lookup 

page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Vendor Lookup main page.  
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3 FOOD BENEFIT LOOKUP 

The purpose of this screen is to allow the Vendor management staff to look up the Food Instruments for a 

Vendor using Vendor ID and Name, Owner ID and Name, Redemption Date Ranges or FI Serial Number 

ranges. The search will also retrieve all replacement Food Instruments associated with the Vendor or 

Owner.  See the Figure below for the Food Benefit Lookup screen for Vendor.   

 
Navigation Path:  Vendor Menu | FB Lookup or Vendor tab | Navigation | FB Lookup 

 

Figure : Food Benefit Lookup page 

Search Fields:   

• Owner Name – The user can enter the Corporation Name to search for.  Possible field 

values will be available for selection within the drop down as characters are entered into 

the field. The user can also select a value directly from the drop down by clicking on the 

arrow at the right of the field and scrolling through the list. This field is optional.   

• Vendor Name – The user can search by Vendor/Applicant’s name.  See Background 

Processes for description on Wild Card searches. The user can also enter the Vendor ID 

or the Applicant ID to search. The Vendor ID is a unique, four-digit, user-defined 

identification number for a Vendor. This field is optional. 
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• Redemption Date From – The user can search based on the Redemption Date range. 

The first date that the Food Instruments were redeemed on. This field is optional.  

• Redemption Date To – The last date that the Food Instruments were redeemed on for the 

Redemption Date range. The value must be equal to or later than the Redemption Date 

From value. This field is optional.  

• FI Serial Number From – The user can search for a range of Food Instrument Serial 

Numbers. Enter the lowest Serial Number to search for. To search for a single Serial 

Number, enter the same value in the Ending Serial Number field. This field is optional.   

• FI Serial Number To – Enter the highest Serial Number to search for. To search for a 

single Serial Number, enter the same value in the Starting Serial Number field. This field 

is optional.   

 

Redemption Totals Fields: 

• Total Redemption Amount – The sum of the redemption amounts for all retrieved food 

instruments. This field is display only.  

• Total FB’s Redeemed – The number of Food Instruments retrieved. This field is display 

only.  

• Total Rejection Amount – The sum of the Food Instrument amounts that were rejected. 

This field is display only.   

• Total FB’s Rejected – The number of rejected Food Instruments retrieved. This field is 

display only.   

 

Search Result Fields: 

• (Edit Icon) – When selected, navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 

• Serial Number – The Serial Number of the Food Instrument. This can assist in locating 

and tracking the check. This field is display only. 

• Issue Date – The Issue Date is the date the Food Instrument was actually printed. This 

field is display only. 

• First Date To Use – The first date to use the Food Instrument. This field is display only. 

• Printed By – The user ID of the person who created the Food Instrument. This field is 

display only. 

• Last Date to Use – The last date to use the Food Instrument. This field is display only.  

• Redeemed Date – The amount for which the Food Instrument was cashed. This field is 

display only. 

• Maximum Amount – The maximum amount that the Food Instrument can be redeemed 

for. This field is display only.  

• Replacement – A Yes/No flag that indicates the Food Instrument was a Replacement 

check. This field is display only. 

• Compliance Buy – A Yes/No flag that indicates the Food Instrument was a Compliance 

Buy. This field is display only. 

• Redemption Amount – The amount for which the Food Instrument was cashed. This 

field is display only. 
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• Cleared Date – The date in which the Food Instrument was deposited to the bank on 

which it was drawn, and the movement of its face amount in the opposite direction. This 

field is display only. 

• Reject Date – The date on which the Food Instrument was rejected. This field is display 

only.  

• Requested Amount – The amount requested by the Vendor when the food instrument 

was redeemed. This field is display only.  

• Approved Amount – The amount approved during re-validation. This field is display 

only. 

• Approved By – The staff member who approved the re-validated food instrument. This 

field is display only.  

• Approved Date – The date that the re-validated Food Instrument was approved. This 

field is display only. 

• Void Date – The date that the Food Instrument was voided. This field is display only. 

• Vendor Name – The name of the Vendor. This field is display only. 

• Owner Name – The name of the Owner. This field is display only. 

 

Buttons:   

• Search – Press this button to perform a search with the search criteria entered. 

• New Search – Press this button to clear search criteria entered and search results 

retrieved. 

 

Calculations:  

1) The system calculates the total redemption amount which is displayed within the Total 

Redemption Amount field. The system also provides the number of Food Instruments 

redeemed which appears within the Total FB’s Redeemed field.   

2) The system calculates the total rejection amount which is displayed within the Total 

Rejection Amount field. The system also provides the number of Food Instruments 

rejected which appears within the Total FB’ 

 

Background Processes:  

1) Search is performed for matching records based on criteria entered.  Search output 

appears in the Result Grid.   

2) For partial match searches, the ‘wildcard’ will be assumed on the end of the search. A 

“starts with” process will be on each field. If a query is executed and no matches are 

found, the criteria entered remains on the screen, the cursor remains in the criteria field, 

and the results section of the screen display a “No data to show” message. If no criteria 

are entered and the query is executed, the system retrieves all Clients in the database. 
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3.1 Food Benefit Lookup Edit 

For all Food Benefits displayed in the Result Grid, the (Edit Icon) will be enabled. When 

selected, navigation will switch to the Edit Screen pre-populated with the details of the record for 

editing. The screen presents a read-only view of the Food Instrument details. See the Figure 

below for the Food Benefit Lookup | Edit screen for Vendor.   

 
Navigation Path:  FB Lookup | Edit Icon 

 
Figure: Food Benefit Edit page 

Fields: 

• Serial Number – The Serial Number of the Food Instrument.  It can assist in locating 

and tracking the check. This field is display only. 

• Issue Date – The Issue Date is the date the Food Instrument was actually printed. This 

field is display only. 

• First Date To Use – The first date to use the Food Instrument. This field is display only. 

• Last Date to Use – The last date to use the Food Instrument. This field is display only.  

• Replacement Checkbox – When the checkmark is present, it indicates the Food 

Instrument as a Replacement check. This field is display only. 
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• Compliance Buy Checkbox – When the checkmark is present, it indicates the Food 

Instrument was a Compliance Buy. This field is display only. 

• Reject Date – The date on which the Food Instrument was rejected. This field is display 

only.  

• Cleared Date – The date in which the Food Instrument was deposited to the bank on 

which it was drawn, and the movement of its face amount in the opposite direction. This 

field is display only. 

• Printed By – The user ID of the person who created the Food Instrument. This field is 

display only. 

• Redeemed Date – The amount for which the Food Instrument was cashed. This field is 

display only. 

• Redemption Amount – The amount for which the Food Instrument was cashed. This 

field is display only. 

• Maximum Amount – The maximum amount that the Food Instrument can be redeemed 

for. This field is display only.  

• Requested Amount – The amount requested by the Vendor when the food instruments 

was redeemed. This field is display only.  

• Approved Amount – The amount approved during re-validation. This field is display 

only. 

• Approved By – The staff member who approved the re-validated food instrument. This 

field is display only.  

• Approved Date – The date that the re-validated Food Instrument was approved. This 

field is display only. 

• Void Date – The date that the Food Instrument was voided. This field is display only. 

 

Buttons: 

• Back to List – Press this button to go back to the Food Benefit Search Results page with 

previous results.   

• New Search – Press this button to go back to the Food Benefits Lookup page. The 

previous search results will be cleared. 

 

Calculation(s): None 

 

Background Process(es): None 
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4 REPLACEMENT CHECKS LOOKUP 

The HANDS system allows vendors to submit food instruments that have been rejected for 

payment to the State office for a second level review. The system must pay multiple rejected 

food instruments with one replacement check. A user with a specified role will be able to enter a 

food instrument ID submitted for a second level review and have the reject reason, date and 

amount information displayed if data exists in the system. The users will also be able to enter 

replacement checks for FIs that are sent directly to the state office by manually entering the 

information in this screen.  Note: Replacement Checks are not printed from the HANDS system, 

as the check stock used for Replacement Checks is not supported.  Replacement Checks are still 

manually written. See the Figure below for the Replacement Checks screen for Vendor.   

 
Navigation Path:  Vendor Menu | Replacement Checks or Vendor tab | Navigation | Replacement Checks 

 
Figure : Vendor Replacement Checks page 

Search Fields: 

• Owner ID/Owner Name – The user can search by Corporation Name or Owner ID (a 

system generated numeric value used to uniquely identify each Owner) to search for, 

either value is accepted to perform the search.  Possible field values will be available for 
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selection within the drop down as characters are entered into the field. The user can also 

select a value directly from the drop down by clicking on the arrow at the right of the 

field and scrolling through the list. This field is optional.   

• Vendor Name – The user can search by Vendor/Applicant’s name.  See Background 

Processes for description on Wild Card searches. This field is optional. 

• Vendor ID – The user can enter the Vendor ID or the Applicant ID to search. The 

Vendor ID is a unique, four-digit, user-defined identification number for a Vendor. 

• Starting Serial Number – The user can search for a range of Food Instrument Serial 

Numbers.  Enter the lowest Serial Number to search for. To search for a single Serial 

Number, enter the same value within the Ending Serial Number field.   

• Ending Serial Number – Enter the highest Serial Number to search for. To search for a 

single Serial Number, enter the same value within the Starting Serial Number field.   

• Mailing Address: 

▪ Address 1 – The first of two Mailing Address fields available for the Vendor’s 

mailing address. The Mailing Address 1 allows alphanumeric and special characters. 

This field is mandatory. 

▪ Address 2 – The second of two Mailing Address fields available for the Vendor’s 

mailing address. The Mailing Address 2 allows alphanumeric and special characters. 

This field is optional. 

▪ City, State, ZIP Code, and County – The Mailing City, State, ZIP Code, and 

County portion of the Vendor Mailing Address.  Any portion of this field (i.e. State or 

ZIP Code) can be manually entered for this field.  Possible field values will be 

available for selection within the drop down as characters are entered into the field. 

This field is mandatory. 

• Billing Address: 

▪ Address 1 – The first of two Mailing Address fields available for the Vendor’s 

mailing address. The Mailing Address 1 allows alphanumeric and special characters. 

This field is mandatory. 

▪ Address 2 – The second of two Mailing Address fields available for the Vendor’s 

mailing address. The Mailing Address 2 allows alphanumeric and special characters. 

This field is optional. 

▪ City, State, ZIP Code, and County – The Mailing City, State, ZIP Code, and 

County portion of the Vendor Mailing Address.  Any portion of this field (i.e. State or 

ZIP Code) can be manually entered for this field.  Possible field values will be 

available for selection within the drop down as characters are entered into the field. 

This field is mandatory. 

 

Replacement Check Grid Fields: 

• Serial Number – The Serial Number of the Food Instrument. It can assist in locating and 

tracking the check. This field is display only. 

• Vendor ID – The Vendor ID is a unique, four-digit, user-defined identification number 

for a Vendor. This field is display only. 

• Issue Date – The Issue Date is the date the Food Instrument was actually printed. This 

field is display only. 

• Redeemed Amount – The amount for which the Food Instrument was cashed. This field 

is display only. 
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• Not-To-Exceed Amount – The peer group maximum redemption amount for the Food 

Instrument. If the amount of the Food Instrument is greater than this value, the bank will 

not pay the Food Instrument. This field is display only. 

• Reject Date – The date on which the Food Instrument was declined or rejected. The field 

is display only.   

• Reject Reason – The description of why the Food Instrument was declined or rejected. 

This field is display only.  

• Replacement Amount – The new amount of the Food Instrument. The Replaced 

Amount cannot be greater than the “Not-to-exceed” Amount. If the Rejected Food 

Instrument is not going to be paid then the Replacement Amount = 0.  Display only. 

• Preview Check Button – Pressing this button brings up the Check Preview modal. This 

modal displays the Replacement Food Instrument. This modal cannot be used to print the 

Food Instrument.   

 

 
 

▪  (Close Window) – The window is closed and no action is taken. 

▪ OK – The OK button closes the modal. 

▪ (Edit Icon) – For all checks displayed in the Result Grid, the Edit Icon will 

be enabled. When selected, navigation will switch to the Edit Screen pre-

populated with the details of the record for editing. The Redeemed Amount, 

Not-to-Exceed Amount, Reject Reason, and Replacement Amount are 

available for Edit.  
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•  (Close Window) – The window is closed and no action is taken. 

• OK – The OK button closes the modal.  Any changes are applied to the 

Replacement Check Result Grid.  Note: The record will not be permanently 

removed until a Save is performed.   

• Cancel – Press this button to close the Edit Modal and return to the 

Replacement Check Result Grid. 
 

Other fields: 

• Total Replacement Amount – This field is system generated and is a total of all of the items 

selected for replacement. This field is display only. 

Buttons:   

• Search – Press this button to perform a search with the search criteria entered. 

• Save – Press this button to save the Replacement Check record. The Total Replacement 

Amount is also calculated for selected checks.  At least one check must be selected by 

marking the check box to the left of the Serial Number within the Result Grid.   

• Reset – Press this button to undo any modifications made to the Replacement Check 

record since the last Save was performed.  

Calculation(s):  

1) After the Save button is pressed, the form will total the Replacement Amounts for 

selected checks into the Total Replacement Amount field. 

Background Processes:  

1) Search is performed for matching records based on criteria entered.  Search output 

appears in the Result Grid.   

2) For partial match searches, the ‘wildcard’ will be assumed on the end of the search. A 

“starts with” process will be on each field. If a query is executed and no matches are 

found, the criteria entered remains on the screen, the cursor remains in the criteria field, 

and the results section of the screen display a “No data to show” message. If no criteria 

are entered and the query is executed, the system retrieves all Clients in the database. 
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5 FI PEER GROUP AVERAGES 

The system allows the State to modify the maximum amount that will be paid for a Food 

Instruments Type by changing the Override % or Standard Deviation values.  It also allows the 

State to directly change the Maximum Amount. The bank will not pay a Food Instrument with a 

request value greater than the Vendor’s Peer Group Average plus the Override % or Standard 

Deviations.  See the Figure below for the FI Peer Group Averages screen for Vendor.   

 
Navigation Path:  Vendor Menu | FI Peer Group Averages or Vendor tab | Navigation | FI Peer Group Averages 

 
Figure : Vendor FI Peer Group Averages page 

Search Fields: 

• Peer Group ID – The user can use a search for a specific Peer Group ID. Examples of 

Peer Groups are Pharmacy, Large Rural Independent, and National, Regional, or Local 

Chain. This field value can be selected from the drop down. This field is optional. 

• FI Type – If blank, data for all FI Types is returned. The user can further restrict the 

search results by entering the leading characters of a set of FI Types, or by entering a full 

FI Type ID. This field is optional.  
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Settings Fields: 

• Apply # Standard Deviations to All – The Standard Deviation can be changed for a 

peer group and FI type. The Apply # Standard Deviations to All field is applied to all 

records currently displayed when the Save button is pushed. This field is optional, but the 

user may only change the Standard Deviation or the Override % on the same update.   

• Apply Override % to All – The Override % can be changed for a peer group and FI 

type. The Apply Override % to All field is applied to all records currently displayed when 

the Save button is pushed. This field is optional, but the user may only change the 

Standard Deviation or the Override % on the same update.   

Peer Group Averages Result Grid Fields: 

• Peer Group ID – A unique number given to each Peer Group Type. .  For more 

information, please refer to the Sys Admin | Vendor Base Tables for Peer Groups.   

• FI Type – The FI Type ID. 

• Avg Redemption – The average redemption for the FI Type and Peer Group. 

• Max Amount – The maximum redemption amount for the FI Type and Peer Group. 

• Override % - The percent above the maximum amount that is will be accepted. 

• Std Dev – The standard deviation of the set of FI redemption values for this FI Type.  A 

value of 0 indicates there is no variance in redemption amount. 

• # Std Dev –The standard deviation above the maximum amount that will be accepted. 

• # Avg Particip – The average number of participants who redeemed this food instrument 

per month. 

• Run Date – The date on which the FI statistics were last calculated. 

• (Edit Icon) – When selected, navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 

Buttons:   

• Save – Press this button to apply the Standard Deviations or Override % record. 

• Reset – Click to undo any modifications made to the record since the last Save was 

performed.  

Calculation(s): None. 

Background Processes:  
1) The number of records shown in the Peer Group Averages is determined by the selection criteria 

filled in the Search Criteria. If any selection parameters are entered, Peer Group Average records 

that meet the criteria are displayed.  A Peer Group ID must be provided. No Peer Group Average 

records can be added from this screen, only modified.  

2) When the user changes the Override % within the Apply to All field and clicks the Save button, 

the new Override % value is applied to all values currently being shown in the Peer Group 

Averages Result Grid.  

3) When the Override % values are changed, the Maximum Redemption Amount values are 

automatically recalculated. 

4) The maximum redemption amount is sent to the bank at the start of the End of Day. The Peer 

Group Averages fields are recalculated by the end of End of Day script, based on the FI’s 

redeemed during that cycle. 
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6 MARL EXCEPTIONS SETTINGS 

This document discusses the business and functional requirements for new and enhanced 

maximum allowable reimbursement level (MARL) functionalities in HANDS for usage in the 

new Electronic Benefits Transfer (EBT) system. EBT functionality will encompass changes to 

the many other existing processes in HANDS, the requirements for which will be explained in 

the respective requirements documents. 

 

MARL has also been referenced as NTE (Not To Exceed). These terms are synonymous with 

each other. MARL will be the term used throughout the rest of this document for consistency. 

Mockups will retain both MARL and NTE since Users of the interfaces may be used to referring 

to either term.  
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6.1 EOD MARL Calculation 

 
• Default MARL values, also referred to as the “config” in the MARL processing 

workflow above, are system-set for the following fields and will be applied when there 

are not sufficient redemptions at the UPC, Subcategory and category levels if there are no 

exceptions or overrides present. The values in the config that can be set are the following: 
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1. minimum number of units required for a calculation to occur 

2. the number of standard deviations to be applied 

3. the percentage applied 

4. the max-dollar limit for a unit being redeemed if there are no exceptions or 

overrides set. 

Optionally, the State may bypass the system-set default MARL values by entering 

exceptions on the MARL Exceptions Settings screen.  

• MARL Exceptions Settings screen will take precedence over the default MARL values 

as illustrated in the above workflow diagram. These exceptions may be in the form of a 

specific monetary value or in the specification of a different number of standard 

deviations, minimum # of units, or percentage to be used in calculations.  

• MARL Overrides screen will take precedence over the exception settings in the MARL 

Exceptions Settings screen as illustrated in the above workflow diagram. 

• Processing will be hierarchical, beginning at the UPC level, then Food Subcategory level, 

and finally at the Food Category level.  In other words, the settings at UPC level will take 

precedence over food Subcategory level when the minimum number of units required are 

met for the UPC level, and the Subcategory level will take precedence over the food 

category level when the number of units required are met for the Subcategory level.  

When there are not sufficient units to set a MARL at either the UPC or the Subcategory 

level, the food category max limit becomes the MARL. 

• At food category level, the max limit setting will be the only configurable value. 

• Hierarchical logic 

o The max limit for the food category within each peer group represents the highest 

value for any MARL within that food category in the absence of sufficient data to 

calculate a MARL at the UPC or Subcategory level or there is no exception or 

override set for the subcat or UPC.  For each UPC that is present in the system, 

for each peer group, the WIC HANDS system will determine if the Minimum # of 

units is met for redemptions within the last 30 days and calculate MARL values 

based on percentages and standard deviations from the table. The greater of the 

two will be used as the MARL, unless it exceeds the max limit for that UPC, if 

one is entered. If the minimum number of redemptions is not met for a UPC 

within the last 30 days, the system will then determine whether the minimum 

number of redemptions occurred at the food Subcategory level. See EOD MARL 

Calculation diagram which explains this workflow.  

o The WIC HANDS system will use the percentage and standard deviation from 

MARL Exceptions Settings if an exception exists.  If none exists, it will use the 

default MARL values in the Applications Setting table.   
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o If the UPC doesn't have enough redemptions within last 30 days for that peer 

group, then it will check at the next level (i.e., food Subcategory) for enough 

redemptions within last 30 days and calculate MARL values based on the 

percentage and standard deviations and will use the greater of the two as MARL. 

However, if a Max Limit is entered that is lower than the calculated MARL then 

the max limit will be used as MARL. If there is no Max limit entered for the level 

the MARL is being calculated, it will not do a comparison to a Max Limit and  the 

MARL will remain as the higher of the mean plus either the percentage or 

standard deviation times the No. of standard deviations. If the food Subcategory 

doesn't have enough redemptions within the last 30 days for that peer group, then 

the system will determine if the food category has a max limit set in MARL 

Exceptions Settings screen, and will use that value as MARL. 

o If none of the above conditions are met, then the WIC HANDS system will use 

the default MARL values. 

o If at any of the above levels there is an override value set in MARL Overrides 

screen, then the System will begin to use that value as the MARL at that level as 

of the Effective Start Date and that value will supersede any other calculated 

value as MARL until the date entered in the Effective End Date. 

o NOTE:  A50 vendors must always be limited to the mean of all other vendors, 

with no further adjustments allowed in terms of an allowance for standard 

deviations or percentages.  No overrides or exceptions will be allowed.   A50’s 

will be excluded from the peer group dropdown when adding an exception or 

override. The minimum number of units in the applications setting should be 

applied for all A50 vendors.   If there are sufficient units, set the MARL at the 

UPC level.  If not, and there are sufficient units at the Subcategory level, set the 

MARL at that level.  If there are insufficient units at either level, use the food 

category default as the MARL. If there are no food category defaults set, then use 

the max dollar limit in the application settings as the MARL. 

The benefit of this approach is that it balances the problems that would ordinarily be 
associated with setting the limits at either too high a level (food Subcategory may not 
adequately take into account package size) or too low a level (UPC code may not have 
sufficient volume). 

EBT redemptions that exceed the weekly-established MARL are paid at the MARL 

established for each UPC by vendor peer group regardless of whether the MARL was set 

at the UPC level, sub category level or category level. 
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6.2 MARL Override Process 
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6.3 NTE Transmission to CDP 

 
 

 

6.4 Search MARL Exceptions Settings 

• To allow Users to search for MARL settings. 

 

 



HANDS WIC System                                    Detailed Functional Design Document  

CMA Consulting Services August 28, 2017 

Page 127 of 288 

 

 

Screen Behaviors and Validations 

 

1. System should exclude the food category for Fruits and Vegetable (Food Category Code: 19) 

in the Food Category combo box. 

2. A food category must be selected before a Food Subcategory can be selected. 

3. A food Subcategory must be selected before a UPC can be selected. 

4. Fruits and Vegetables are excluded from any search criteria/results. 

 

6.5 Add MARL Exceptions Settings 

• To allow Users to add new MARL settings. 
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Default search screen highlighting the Add button 

 

 

Exception settings Add new settings screen 

 

Screen Behaviors and Validations 

1. When setting at the food category level only, minimum number of units, no of standard 

deviation and percentage limit will be disabled because food Category max limit  value is the 

only allowable entry for food category. 

When selecting a Subcategory or UPC, minimum number of units, no standard deviation and 

percentage limit will be required. Max limit will be optional. 

2. Food Category combo needs to be selected to have Food Subcategory populated. 

3. Food Subcategory combo needs to be selected to have UPC populated. 

4. One of the following must be entered  
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4.1. Food Category  

4.2. Food Subcategory  

4.3. UPC 

5. A50’s will be excluded from the peer group dropdown when adding an exception or override. 

6.6 Edit MARL Exceptions Settings 

• To allow Users to edit existing MARL settings. 

 

                        
Screen rendered after clicking the edit icon from the search results screen 

 

Screen Behaviors and Validations 

1. When setting an exception at the food category level only, minimum number of units, no 

standard deviation and percentage limit will be disabled. 

2. When selecting a Subcategory or UPC, minimum number of units, no standard deviation 

and percentage limit will be required.  Max limit will be optional.  

3. If a user enters a standard deviation, min # of units, or percentage at Subcategory level 

and there are no exceptions or overrides set for the UPC(s) that is being processed, then 

system will take the state config to evaluate if redemption count for that UPC doesn’t 

meet the state config min # of units, then it will use the settings entered at the 

Subcategory level to calculate MARL (using UPCs under that subcategory) and apply 

MARL value to the UPC that is being processed. 

4. Food Category combo needs to be selected to have Food Subcategory populated. 

5. Food Subcategory combo needs to be selected to have UPC populated. 

6. One of the following fields must be entered  

i. Food Category  

ii. Food Subcategory  

iii. UPC. (auto complete) 
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7 MARL OVERRIDES 

7.1 Search MARL Overrides 

• To allow Users to search for MARL calculations based on Food Category, Food 

Subcategory, UPC and/or Peer Group. Once data has been found and displayed in the 

search results data grid, Users can then select records, enter in MARL override options 

(Override type, Override value, effective start date and effective end date) and preview to 

see new MARL values based on these override options (see Use Case 5.0 for detailed 

functionality).  

 

 
Default MARL Overrides  Search and Overrides screen 
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MARL calculation Search and Overrides screen - search results screen 

 

 

Screen Behaviors and Validations 

7. System should exclude the food category for Fruits and Vegetable (Food Category Code: 

19) in the Food Category combo box. 

8. The field Override Type will have the following values  

9. Standard Deviation 

10. Percentage limit 

11. Manual Override 

12. Food Category combo needs to be selected to have Food Subcategory populated. 

13. Food Subcategory combo needs to be selected to have UPC populated. 

14. The User will have to conduct a search using the fields (Food Category, Food 

Subcategory, UPC and/or Peer Group) and select one or more results, prior to being able 

to preview/Apply New MARL values. 

15. While the MARL Calculation Override Options (Override Type, Override Value, 

Effective start date, Effective end date) will be visible on the screen, they will be disabled 

until search results are rendered in the data grid. 
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7.2 Preview and Apply New Values to MARL Override  

• Once data has been found via the search functionality outlined in Use Case 4.0 and 

displayed in the search results data grid, Users can then select records, enter in MARL 

calculation override options (Override type, Override value, effective start date and 

effective end date) and preview to see new MARL values based on these override 

options. Once satisfied with the New MARL values, the user can then Apply these values 

overriding what had existed in the system (the Calculated MARL value). 

 

 
MARL calculation Search and Overrides screen - search results screen 
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Sample values MARL Calculation Override 

Form Options Current Values  

Override 

Type 

Override 

value 

Stnd 

deviation 

used 

% Used Calc 

NTE/MARL 

value 

New 

NTE/MARL 

value 

Standard 

Deviation 

2 1 2 2 4.3 

Percentage 

limit 

5 2 3 4 8 

Manual 

Override 

3 1 2 4 3 

Disclaimer: This is sample data only 

 
MARL calculation Search and Overrides screen - preview screen showing New MARL value for checked items 

along with sample data table.  
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MARL calculation Search and Overrides screen - screen after clicking the Apply button 

 

 

 

Screen Behaviors and Validations 

16. Override Type and Override Value is mandatory for clicking Preview.  

17. The override start and end date values supplied in the form fields and submitted, will 

replace any currently stored values. 

18. Override Type, Override Value and Start Date is mandatory for clicking Apply. 

19. Clicking the Apply button is dependent on values having been populated in the New 

MARL value column from clicking the Preview button. 

20. Although not reflected in the mockups, the column heading text, “Calc NTE/MARL 

value” will be “Calc MARL value” and “New NTE/MARL value” will be “New MARL 

value”. Resulting values in these 2 columns will have a dollar sign ($) in front of the 

number. 

21. The Override Type and Override Value will be saved to the database. 

22. Calculated MARL and Override MARL will be saved in the database but on the screen, 

only one value in the Calculated MARL column will be shown. The value that will be 

displayed in that column will show the override MARL (if there is a value for that), 

otherwise, show the calculated MARL.  

23. A50’s will be excluded from the peer group dropdown when adding an exception or 

override 
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8 MASS COMMUNICATIONS 

The Mass Communications page allows the user to mark that a communication has been sent to 

one or more Vendors.  After the Mass Communication has been saved, the information can be 

seen in the Vendor Communication Result Grid. The user can enter a single search parameter, or 

a combination of parameters to narrow their search.  Once a search is performed, the results are 

displayed within the Result Grid. The Mass Communications information can be edited from the 

Result Grid by clicking the (Edit Icon) located next to the Communication Type. The user can 

also add a new Mass Communications to the HANDS system by clicking on the blue Add 

button.  The Figure below depicts the Search page for Mass Communications.  

 
Navigation Path:  Vendor Menu | Mass Communications or Vendor tab | Navigation | Mass Communications 

 
Figure : Mass Communications page 

 

 

 

Search Fields: 
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• Communication Type – The user can search based on the Communication Type. This 

field indicates the type of Communication such as Complaint Response, Missing 

Application Information, or Supply Request Letter.   

▪ Contact Date – The user can search based on the Contact Date, which is the date of the 

Communication.   

▪ Delivery Method – The user can search based on the Delivery Method, which is the 

manner in which the Communication was sent such as Certified, Certificate of Mailing, 

or Electronic Media. 

▪ Certified Mail Date – The date that the certified mail was sent can be used to search.  

▪ Certificate of Mailing Date – The date the communication was sent by certificate of 

mailing can be used to search.   

▪ Grn Card Rcpt Date – The user can search using the date that the Green Card Receipt 

was returned when the Communication was sent via Certified Mail.   

 

Communication Grid Fields: 

• Communication Date – The date of the Communication. This field is display only. 

• Communication Type – This field indicates the type of Communication such as 

Complaint Response, Missing Application Information, or Supply Request Letter. This 

field is display only.   

▪ Delivery Method – The manner in which the Communication was sent such as Certified, 

Certificate of Mailing, or Electronic Media. This field is display only. 

▪ Certified Mail Date – The date that the certified mail was sent. This field is display only.  

▪ Certificate of Mailing Date – The date the communication was sent by certificate of 

mailing. This field is display only    

▪ Grn Card Rcpt Date – The date that the Green Card Receipt was returned when the 

Communication was sent via Certified Mail. This field is display only.   

 

Buttons:   

• Add – Add a new Vendor Mass Communication. 

• Search – Click to perform a search based on the search criteria.  

• New Search – Click to clear all search criteria fields and being a new search.  

 

Calculation(s): None. 

 

Background Process(es):  
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8.1 Mass Communication Add  

A new Mass Communication can be recorded in the HANDS system by pressing the Add button 

on the Mass Communication page. There are three steps to recording a Mass Communication. 

The first step is to enter the Mass Communication information such as Communication Type, 

Contact Date, and Delivery Method. The second is to select which Vendors the Mass 

Communication has been sent to. The third is to confirm the selected Vendors.  See the Figure 

below for the Mass Communication Add page for step one. 

 
Navigation Path: Mass Communication | Add Button  

 
Figure: Mass Communication Add Communication Page 

Fields:  

▪ Communication Type – This field indicates the type of Communication such as 

Complaint Response, Missing Application Information, or Supply Request Letter. The 

appropriate value can be manually entered or selected from the drop down by clicking on 

the down arrow at the right of the field and scrolling through the list.  Alternatively, the 

user can enter the assigned character Comm Type Code, which will also show possible 

completions for Communication Type.  If an unknown value is entered, the message, 



HANDS WIC System                                    Detailed Functional Design Document  

CMA Consulting Services August 28, 2017 

Page 138 of 288 

“Value not found” will be displayed.  For more information, please refer to the Sys 

Admin | Vendor Base Tables for Communication Types. This field is mandatory. 

▪ Contact Date – The date of the Communication. The Contact Date is entered in format 

MM/DD/YYYY. The user does not need to enter the forward slash (/) character when 

manually entering the Contact Date. The user may also select the Contact Date using the 

provided Calendar which appears when the field is entered. This is a mandatory field. 

▪ Delivery Method – The manner in which the Communication was sent such as Certified, 

Certificate of Mailing, or Electronic Media. The appropriate value can be manually 

entered or selected from the drop down by clicking on the down arrow at the right of the 

field and scrolling through the list.  Alternatively, the user can enter the assigned 

character Delivery Method, which will also show possible completions for Delivery 

Method.  If an unknown value is entered, the message, “Value not found” will be 

displayed.  For more information, please refer to the Sys Admin | Vendor Base Tables for 

Delivery Types. This field is mandatory. 

▪ Certified Mail Date – The date that the certified mail was sent. This field is mandatory if 

the Type of Mail is “Certified Mail”. Sending an item by certified mail assures that an 

item is sent, and it results in a green card being returned when the item is received. The 

Certified Mail Date is entered in format MM/DD/YYYY. The user does not need to enter 

the forward slash (/) character when manually entering the Certified Mail Date. The user 

may also select the Certified Mail Date using the provided Calendar which appears when 

the field is entered. This field is mandatory if the Delivery Method selected was 4 - 

Certified Mail.   

▪ Certificate of Mailing Date – The date the communication was sent by certificate of 

mailing. The certificate of mailing assures that an item is sent, but does not result in the 

return of a green card. The Certified Mail Date is entered in format MM/DD/YYYY. The 

user does not need to enter the forward slash (/) character when manually entering the 

Certified Mail Date. The user may also select the Certified Mail Date using the provided 

Calendar which appears when the field is entered. This field is optional. 

▪ Grn Card Rcpt Date – The date that the Green Card Receipt was returned when the 

Communication was sent via Certified Mail. The Green Card Receipt Date is entered in 

format MM/DD/YYYY. The user does not need to enter the forward slash (/) character 

when manually entering the Green Card Receipt Date. The user may also select the Green 

Card Receipt Date using the provided Calendar which appears when the field is entered. 

This field is optional. This field is optional. 

▪ Comment – The user may enter a comment about the communication. This field accepts 

up to 2000 alphanumeric and special characters.  All comment text will be converted 

automatically to upper case. This field is optional. 

 

Vendors/Applicants Result Grid: 

• Vendor ID – The Vendor ID is a unique, four-digit, system-defined identification 

number for a Vendor. This field is display only.  

• Vendor Name – The Vendor ID is the user-defined name for a Vendor. 

• Contact Date – The date of the Communication. The Contact Date is entered in format 

MM/DD/YYYY. This field is display only.  

• Green Card Date – The date that the Green Card Receipt was returned when the 

Communication was sent via Certified Mail. The Green Card Receipt Date is entered in 

format MM/DD/YYYY. This field is display only. 
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• (Edit Icon) – Once a record has been added, the Edit Icon will be enabled. When 

selected, navigation will switch to the Edit Screen pre-populated with the details of the 

record for editing. 

 

 
 

Edit Fields: 

▪ Contact Date - – The date of the Communication. The Contact Date is entered in 

format MM/DD/YYYY. The user does not need to enter the forward slash (/) 

character when manually entering the Contact Date. The user may also select the 

Contact Date using the provided Calendar which appears when the field is 

entered. This field is optional. 

▪ Green Card Date - The date that the Green Card Receipt was returned when the 

Communication was sent via Certified Mail. The Green Card Receipt Date is 

entered in format MM/DD/YYYY. The user does not need to enter the forward 

slash (/) character when manually entering the Green Card Receipt Date. The user 

may also select the Green Card Receipt Date using the provided Calendar which 

appears when the field is entered. This field is optional.   

 

Buttons:  

▪ (Close Window) – By clicking this button, the window is closed and no action 

is taken. 

▪ OK – Pressing the OK button closes the Edit Modal.  Any changes to the Contact 

Date or Green Card Date now appear in the Vendors/Applicants Grid. Note: The 

changes are not committed to the Communication until the Save button is pressed.   

▪ Cancel – Click to close the Edit Modal and return to the Confirm Communication 

page without saving any Contact Date or Green Card Date entered.  

(Delete Icon) – Once a record has been added, the Delete Icon will be enabled. When 

selected, the user will be prompted to confirm the deletion. If the Cancel button is 

selected, the Vendor will remain in the Vendor/Applicants Grid.  If Delete button is 

selected, the record will be removed.  By clicking the (Close Window), the window is 

closed and no action is taken.  

Note: The record will not be permanently removed until a Save is performed.   

 

 



HANDS WIC System                                    Detailed Functional Design Document  

CMA Consulting Services August 28, 2017 

Page 140 of 288 

Buttons:  

• Add Vendors – This button will become active once the Communication Information has 

been saved.  Press this button to perform the search of Vendors to whom the 

Communication has been sent.  See section 6.2 Add Vendors.  

• Save – Press this button to save the Mass Communication record. The Add Vendor 

button becomes active upon a successful Save. 

• Reset – Press this button to undo any modifications made to the Mass Communication 

record since the last Save was performed.  

• Back To List – Click to go back to the Mass Communication Search Results page with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Mass 

Communication Results page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the Mass 

Communication Result main page. 

Calculation(s): None 

Background Processes:  

1) The system performs a three step save process when saving a new Vendor 

Communications: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only 

accept numbers do not allow alphabetic characters to be saved). If not the save 

process will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount 

allowed. If not the save process will stop and an error message will be thrown. 

2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 
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8.2 Mass Communication Add Vendors 

The second part of adding Mass Communications is selecting the Vendors which were sent the 

communication.  Once the Communication has been successfully saved, the Add Vendors button 

becomes Active.  When the Add Vendors button is pressed, the user is presented with the Vendor 

Lookup. The user must enter in criteria to search for the appropriate Vendor.  If the search results 

contain more than 250 Vendors, the user will be prompted to specify more search criteria to 

narrow the results.  Once the allotted number of Vendors is returned, the Vendors will be 

available within the Search Result Grid. The user can select the appropriate Vendors by marking 

the checkbox to the left of the Applicant ID.  See the Figure below for the Mass Communication 

Add page for step two.  Once all Vendors have been selected, the user would press the Select 

button. The user is then brought to step 3 of this process, confirming the Selected Vendors. See 

Section 6.2, Mass Communications Confirm Vendors.   

 

Navigation Path: Mass Communication | Add Button | Add Vendors 

 

Figure: Mass Communication Select Vendors Page 
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Search Fields:   

• Vendor ID/Applicant ID – The user can enter the Vendor ID or the Applicant ID to 

search for, either value is accepted to perform the search. The Vendor ID is a unique, 

four-digit, user-defined identification number for a Vendor. The Applicant ID is a system 

generated numeric value used to uniquely identify each Applicant, consisting of four-

characters that must start with a letter, followed by a three numbers.  Possible field values 

will be available for selection within the drop down as characters are entered into the 

field. The user can also select a value directly from the drop down by clicking on the 

arrow at the right of the field and scrolling through the list. This field is optional.   

• Vendor Name – The user can search by Vendor/Applicant’s name.  See Background 

Processes for description on Wild Card searches. This field is optional. 

• Peer Group – The user can use a search for a specific Peer Group. This field value can 

be selected from the drop down. This field is optional. 

• Status – The user can search based on the current authorization status of the Vendor such 

as Authorized (New), Authorization in Process, or Not Approved (Denied). This field 

value can be selected from the drop down. This field is display only. 

• SNAP Auth. Number – The associated SNAP Authorization Number can be used to 

search. This field is optional. 

• City – The City in which the Vendor/Applicant is located can be used to search. The user 

can manually enter the City or select the value from the drop down.  Possible field values 

will be available for selection within the drop down as characters are entered into the 

field. This field is optional.   

• County – The user can search by County in which the Vendor/Applicant is located. The 

user can manually enter the County or select the value from the drop down.  Possible 

field values will be available for selection within the drop down as characters are entered 

into the field. This field is optional.   

• ZIP Code – The ZIP Code in which the Vendor/Applicant is located can be used to 

search. This field is optional.  

• Local Agency – The organizational unit that serves as the Local Agency for the Vendor 

can be used to search. This value can be manually entered or selected from the drop 

down.  Possible field values will be available for selection within the drop down as 

characters are entered into the field. This field is optional.  For more information, please 

refer to the Organizational Units in Operations Management.   

• Owner Name – The user can enter the Corporation Name or Owner ID to search for, 

either value is accepted to perform the search.  Possible field values will be available for 

selection within the drop down as characters are entered into the field. The user can also 

select a value directly from the drop down by clicking on the arrow at the right of the 

field and scrolling through the list. This field is optional.   

• Officer – The user can search for a Vendor by an associated Officer. The user can 

manually enter the Officer’s First or Last Name or select the value from the drop down.  

Possible field values will be available for selection within the drop down as characters are 

entered into the field. This field is optional.   

• ZIP Code From – A range of ZIP Codes can be defined for the search. The ZIP Code 

From is the beginning of the range. This field is optional, however, must be specified if a 

ZIP Code Thru value is specified.   
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• ZIP Code Thru – A range of ZIP Codes can be defined for the search. The ZIP Code 

Thru is the end of the range. This field is optional, however, must be specified if a ZIP 

Code From value is specified.   

Search Result Grid fields: 

• Checkbox – This checkbox will be used to mark the selected Vendors for the Mass 

Communications.  

• Applicant ID – The Applicant ID is a system generated numeric value used to uniquely 

identify each Applicant, consisting of four-characters that must start with a letter, 

followed by a three numbers. This field is display only. 

• Vendor ID – The Vendor ID is a unique, four-digit, user-defined identification number 

for a Vendor. This field is display only.  

• Vendor Name – The name of the Vendor. This field is display only. 

• Status –– The current authorization status of the Vendor such as Authorized (New), 

Authorization in Process, or Not Approved (Denied). This field is display only. 

• Peer Group – The user can use a search for a specific Peer Group. Display only. 

• City – The City in which the Vendor/Applicant is located. This field is display only. 

• Local Agency – The organizational unit that serves as the Local Agency for the Vendor. 

This field is display only.  For more information, please refer to the Organizational Units 

in Operations Management. 

Buttons:   

• (Edit Icon) – Once a record has been added, the Edit Icon will be enabled. When 

selected, navigation will switch to the Edit Screen pre-populated with the details of the 

record for editing. 

• Select – This button remains deactivated until a search is performed and one or more 

Vendors have been selected by marking the checkbox next to the Applicant ID within the 

Search Result Grid.  Press this button to add the selected Vendors to the Communication.  

Note: The user is brought back to the Mass Communication page. The Vendors are not 

commit assigned the Mass Communication until a save is performed on the Mass 

Communication page.  

• Search – Click to perform a search with the search criteria entered. 

• New Search – Click to clear search criteria entered and search results retrieved. 

• Back to Communication – Press this button to return to the Mass Communication page.  

Any selected Vendors will not be brought to the Vendors/Applicants Result Grid.  

Calculation(s): None 

Background Process(es): 

1) Search is performed for matching records based on criteria entered.  Search output 

appears in the Result Grid.   

2) For partial match searches, the ‘wildcard’ will be assumed on the end of the search. A 

“starts with” process will be on each field. If a query is executed and no matches are 

found, the criteria entered remains on the screen, the cursor remains in the criteria field, 

and the results section of the screen display a “No data to show” message. If no criteria 

are entered and the query is executed, the system retrieves all Clients in the database. 
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8.3 Mass Communication Confirm Vendors 

The third part of adding a Mass Communications is confirming the Vendors which were sent the 

communication. The selected Vendors will appear in the Vendors/Applicants Result Grid.  An 

informative message provided at the top of the screen indicates that the Save button must be 

pressed in order to connect the selected Vendors to the Communication. The user can select Save 

or Reset.  Additional Vendors can then be added to the Communication. The user can also make 

changes to the Communication Information at this time.  See the Figure below for the third step 

in Mass Communications.  Note: Every time new Vendors are added to the communication, the 

Save button must be pressed to commit the Vendors to the Communication.   

  
Navigation Path:  Mass Communication | Add Button | Communication | Add Vendors | Select 

 
Figure : Mass Communication Confirm Vendors Page 

Communication Information Fields: 

▪ Communication Type – This field indicates the type of Communication such as 

Complaint Response, Missing Application Information, or Supply Request Letter. The 

appropriate value can be manually entered or selected from the drop down by clicking on 

the down arrow at the right of the field and scrolling through the list.  Alternatively, the 

user can enter the assigned character Comm Type Code, which will also show possible 
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completions for Communication Type.  If an unknown value is entered, the message, 

“Value not found” will be displayed.  For more information, please refer to the Sys 

Admin | Vendor Base Tables for Communication Types. This field is mandatory. 

▪ Contact Date – The date of the Communication. The Contact Date is entered in format 

MM/DD/YYYY. The user does not need to enter the forward slash (/) character when 

manually entering the Contact Date. The user may also select the Contact Date using the 

provided Calendar which appears when the field is entered. This is a mandatory field. 

▪ Delivery Method – The manner in which the Communication was sent such as Certified, 

Certificate of Mailing, or Electronic Media. The appropriate value can be manually 

entered or selected from the drop down by clicking on the down arrow at the right of the 

field and scrolling through the list.  Alternatively, the user can enter the assigned 

character Delivery Method, which will also show possible completions for Delivery 

Method.  If an unknown value is entered, the message, “Value not found” will be 

displayed.  For more information, please refer to the Sys Admin | Vendor Base Tables for 

Delivery Types. This field is mandatory. 

▪ Certified Mail Date – The date that the certified mail was sent. This field is mandatory if 

the Type of Mail is “Certified Mail”. Sending an item by certified mail assures that an 

item is sent, and it results in a green card being returned when the item is received. The 

Certified Mail Date is entered in format MM/DD/YYYY. The user does not need to enter 

the forward slash (/) character when manually entering the Certified Mail Date. The user 

may also select the Certified Mail Date using the provided Calendar which appears when 

the field is entered. This field is mandatory if the Delivery Method selected was 4 - 

Certified Mail.   

▪ Certificate of Mailing Date – The date the communication was sent by certificate of 

mailing. The certificate of mailing assures that an item is sent, but does not result in the 

return of a green card. The Certified Mail Date is entered in format MM/DD/YYYY. The 

user does not need to enter the forward slash (/) character when manually entering the 

Certified Mail Date. The user may also select the Certified Mail Date using the provided 

Calendar which appears when the field is entered. This field is optional. 

▪ Grn Card Rcpt Date – The date that the Green Card Receipt was returned when the 

Communication was sent via Certified Mail. The Green Card Receipt Date is entered in 

format MM/DD/YYYY. The user does not need to enter the forward slash (/) character 

when manually entering the Green Card Receipt Date. The user may also select the Green 

Card Receipt Date using the provided Calendar which appears when the field is entered. 

This field is optional.   

▪ Comment – The user may enter a comment about the communication. This field accepts 

up to 2000 alphanumeric and special characters.  All comment text will be converted 

automatically to upper case. This field is optional. 

 

Vendors/Applicant Result Grid Fields: 

• Vendor ID – The Vendor ID is a unique, four-digit, user-defined identification number 

for a Vendor. This field is display only.  

• Vendor Name – The Vendor Name is the user-defined name for a Vendor. 

• Contact Date – The date of the Communication. The Contact Date is entered in format 

MM/DD/YYYY. This field is display only.  
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• Green Card Date – The date that the Green Card Receipt was returned when the 

Communication was sent via Certified Mail. The Green Card Receipt Date is entered in 

format MM/DD/YYYY. This field is display only. 

• (Edit Icon) – Once a record has been added, the Edit Icon will be enabled. When 

selected, navigation will switch to the Edit Screen pre-populated with the details of the 

record for editing. 

 

 

Edit Fields: 

▪ Contact Date - – The date of the Communication. The Contact Date is entered in 

format MM/DD/YYYY. The user does not need to enter the forward slash (/) 

character when manually entering the Contact Date. The user may also select the 

Contact Date using the provided Calendar which appears when the field is 

entered. This field is optional. 

▪ Green Card Date - The date that the Green Card Receipt was returned when the 

Communication was sent via Certified Mail. The Green Card Receipt Date is 

entered in format MM/DD/YYYY. The user does not need to enter the forward 

slash (/) character when manually entering the Green Card Receipt Date. The user 

may also select the Green Card Receipt Date using the provided Calendar which 

appears when the field is entered. This field is optional.   

Buttons:  

▪ (Close Window) – By clicking this button, the window is closed and no action 

is taken. 

▪ OK – Pressing the OK button closes the Edit Modal.  Any changes to the Contact 

Date or Green Card Date now appear in the Vendors/Applicants Grid.  Note: 

These changes are not committed to the Communication until the Save button is 

pressed.   

▪ Cancel – Press this button to close the Edit Modal and return to the Confirm 

Communication page without saving any Contact Date or Green Card Date 

entered.  

(Delete Icon) – Once a record has been added, the Delete Icon will be enabled. When 

selected, the user will be prompted to confirm the deletion. If the Cancel button is 

selected, the Vendor will remain in the Vendor/Applicants Grid.  If Delete button is 

selected, the record will be removed.  By clicking the (Close Window), the window is 

closed and no action is taken.  

Note: The record will not be permanently removed until a Save is performed.   
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Buttons:  

• Add Vendors – The user will be prompted to with the Save Confirmation if this button is 

pressed prior to Save or Reset.  Press this button to perform the search of Vendors to 

whom the Communication has been sent.  See section 6.2 Add Vendors.  

• Save – Click to save the Mass Communication record. The Add Vendor button becomes 

active upon a successful Save. 

• Reset – Click to undo any modifications made to the Mass Communication record since 

the last Save was performed.  

• Back To List – Click to go back to the Mass Communication Search Results page with 

previous results.  If there is unsaved work the Save Confirmation notification appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Mass 

Communication Results page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the Mass 

Communication Result main page. 

Calculations: None 

Background Process(es):  

1) The system performs a three step save process when saving a new Vendor 

Communications: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only 

accept numbers do not allow alphabetic characters to be saved). If not the save 

process will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount 

allowed. If not the save process will stop and an error message will be thrown. 

2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 
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8.4 Mass Communication Edit 

An existing Mass Communication can be modified within the HANDS system by pressing the 

(Edit Icon) within the Vendor Mass Communication Result Grid after a Search has been 

performed. The Edit Icon is located to the left of the Communication Type. See the Figure below 

for the Mass Vendor Communication Edit page. The Edit page functions the same as the 

Confirm Vendors page found above under Section 6.3. 

 
Navigation Path:  Mass Communication Search Results | Edit Icon  

 

Figure: Vendor Mass Communication Edit Page 

Calculations: None 

 

Background Process(es):  

1) The system performs a three step save process when saving a new Vendor 

Communications: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 
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b) Second, it ensures all fields have proper data entered (i.e. Fields that only 

accept numbers do not allow alphabetic characters to be saved). If not the save 

process will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount 

allowed. If not the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 
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9 GROUP EDUCATION 

The Group Education page allows the user to mark that a communication has been sent for 

multiple Vendors.  After the Group Education has been successfully saved, the information can 

be seen in the Vendor Communication Result Grid. The user can enter a single search parameter, 

or a combination of parameters to narrow their search.  Once a search is performed, the results 

are displayed within the Result Grid. The desired Group Education information can be edited 

from the Result Grid by clicking the (Edit Icon) which is located next to the Description. The 

user can also add a new Group Education to the HANDS system by clicking on the blue Add 

button.  The Figure below depicts the Search page for Group Education. The information is also 

available within the Vendor record, under the Education page.  

 
Navigation Path:  Vendor Menu | Group Education or Vendor tab | Navigation | Group Education 

 
Figure : Group Education Page 

 

 

 

Search Fields: 
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• Course – The user can search for an existing Group Education using the type of Course 

such as Intro to WIC, High Volume Training, or Annual Training Alert. This field is 

optional. 

• Trainer – The person who performed the training can be used to search, such as State 

Staff or Contractor Staff. This field is optional.  

• Location – The user can search for the site where the training was performed such as 

Vendor Site, State Agency Site, or Video Conferencing Site. This field is optional. 

• Actual Date – The user can search for the date the education was provided. This field is 

optional.  

 

Courses Result Grid: 

• (Edit Icon) – When selected, navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 

• Description – This field indicates the type of Course such as Intro to WIC, High Volume 

Training, or Annual Training Alert. Display only. 

• Trainer – The person who performed the training, such as State Staff or Contractor Staff. 

Display only.  

• Location – The site where the training was performed such as Vendor Site, State Agency 

Site, or Video Conferencing Site. Display only. 

• Actual Date – The date the education was provided. Display only.  

• Comment – Any comment that was added for the Group Education. Display only. 

 

Buttons:  

• Add – Press this button to add a new Group Education to the HANDS system. 

• Search – Press this button to perform a search with the search criteria entered. 

• New Search – Press this button to clear search criteria entered and search results 

retrieved. 

 

Calculation(s): None 

 

Background Process(es): 

1) Search is performed for matching records based on criteria entered.  Search output 

appears in the Result Grid.   

2) For partial match searches, the ‘wildcard’ will be assumed on the end of the search. A 

“starts with” process will be on each field. If a query is executed and no matches are 

found, the criteria entered remains on the screen, the cursor remains in the criteria field, 

and the results section of the screen display a “No data to show” message. If no criteria 

are entered and the query is executed, the system retrieves all Clients in the database. 

 

 

 

9.1 Group Education Add 

A new Group Education can be recorded within the HANDS system by pressing the Add button 

on the Group Education page. There are three steps involved when marking a Group Education. 

The first is to configure the system with the Group Education information such as Course, 
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Trainer, and Location. The second is to select which Vendors the Group Education has been 

assigned to. The third is to confirm the selected Vendors.  See the Figure below for the Group 

Education Add page for step one. 

 

 
Navigation Path: Group Education | Add Button  

 
Figure : Group Education Add Communication Page 

Fields:  

• Course – This field indicates the type of Course such as Intro to WIC, High Volume 

Training, or Annual Training Alert. The appropriate value can be manually entered or 

selected from the drop down by clicking on the down arrow at the right of the field and 

scrolling through the list.  Alternatively, the user can enter the assigned character Ed 

Course Code, which will also show possible completions for Education Type.  If an 

unknown value is entered, the message, “Value not found” will be displayed.  For more 

information, please refer to the Sys Admin | Vendor Base Tables for Education Courses. 

This field is mandatory. 

• Trainer – The person who performed the training, such as State Staff or Contractor Staff. 

The appropriate value can be manually entered or selected from the drop down by 
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clicking on the down arrow at the right of the field and scrolling through the list.  

Alternatively, the user can enter the assigned character Ed Trainer, which will also show 

possible completions for Education Trainers.  If an unknown value is entered, the 

message, “Value not found” will be displayed.  For more information, please refer to the 

Sys Admin | Vendor Base Tables for Education Trainers. This field is mandatory. 

•  Location – The site where the training was performed such as Vendor Site, State 

Agency Site, or Video Conferencing Site. The appropriate value can be manually entered 

or selected from the drop down by clicking on the down arrow at the right of the field and 

scrolling through the list.  Alternatively, the user can enter the assigned character Ed 

Location, which will also show possible completions for Education Locations.  If an 

unknown value is entered, the message, “Value not found” will be displayed.  For more 

information, please refer to the Sys Admin | Vendor Base Tables for Education 

Locations. This field is mandatory. 

• Actual Date – The date the education was provided. The Actual Date is entered in format 

MM/DD/YYYY. The user does not need to enter the forward slash (/) character when 

manually entering the Actual Date. The user may also select the Actual Date using the 

provided Calendar which appears when the field is entered. This is a mandatory field. 

• Comment – The user may enter a comment about the communication. This field accepts 

up to 2000 alphanumeric and special characters.  All comment text will be converted 

automatically to upper case. This field is optional. 

 

Buttons:  

• Add Vendors – This button will become active once the Group Education Information 

has been saved.  Press this button to perform the search of Vendors to whom the Group 

Education was assigned.  See section 7.2 Add Vendors.  

• Save – Press this button to save the Group Education record. The Add Vendor button 

becomes active upon a successful Save. 

• Reset – Press this button to undo any modifications made to the Group Education record 

since the last Save was performed.  

• Back To List – Press this button to go back to the Group Education Search Results page 

with previous results.  If there is unsaved work the Save Confirmation notification 

appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Group Education 

Results page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Group Education Result main page. 
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Calculation(s): None 

 

Background Processes:  

1) The system performs a three step save process when saving a new Vendor Group 

Education: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only 

accept numbers do not allow alphabetic characters to be saved). If not the save 

process will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount 

allowed. If not the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 
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9.2 Group Education Add Vendors 

The second part of adding Group Education is selecting the Vendors which assigned the 

Education.  Once the Education has been successfully saved, the Add Vendors button becomes 

Active.  When the Add Vendors button is pressed, the user is presented with the Vendor Lookup. 

The user must enter in criteria to search for the appropriate Vendor.  If the search results contain 

more than 250 Vendors, the user will be prompted to specify more search criteria to narrow the 

results.  Once the allotted number of Vendors is returned, the Vendors will be available within 

the Search Result Grid. The user can select the appropriate Vendors by marking the checkbox to 

the left of the Applicant ID.  See the Figure below for the Group Education Add page for step 

two.  Once all Vendors have been selected, the user would press the Select button. The user is 

then brought to step 3 of this process, confirming the Selected Vendors. See Section 7.3, Group 

Education Confirm Vendors.   

 
Navigation Path: Group Education | Add Button | Add Vendors 

 
Figure: Group Education Select Vendors Page 

 

 

Search Fields:   
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• Vendor ID/Applicant ID – The user can enter the Vendor ID or the Applicant ID to 

search for, either value is accepted to perform the search. The Vendor ID is a unique, 

four-digit, user-defined identification number for a Vendor. The Applicant ID is a system 

generated numeric value used to uniquely identify each Applicant, consisting of four-

characters that must start with a letter, followed by a three numbers.  Possible field values 

will be available for selection within the drop down as characters are entered into the 

field. The user can also select a value directly from the drop down by clicking on the 

arrow at the right of the field and scrolling through the list. This field is optional.   

• Vendor Name – The user can search by Vendor/Applicant’s name.  See Background 

Processes for description on Wild Card searches. This field is optional. 

• Peer Group – The user can use a search for a specific Peer Group. Examples of Peer 

Groups are Pharmacy, Large Rural Independent, and National, Regional, or Local Chain. 

This field value can be selected from the drop down. This field is optional. 

• Status – The user can search based on the current authorization status of the Vendor such 

as Authorized (New), Authorization in Process, or Not Approved (Denied). This field 

value can be selected from the drop down. This field is display only. 

• SNAP Auth. Number – The associated SNAP Authorization Number can be used to 

search. This field is optional. 

• City – The City in which the Vendor/Applicant is located can be used to search. The user 

can manually enter the City or select the value from the drop down.  Possible field values 

will be available for selection within the drop down as characters are entered into the 

field. This field is optional.   

• County – The user can search by County in which the Vendor/Applicant is located. The 

user can manually enter the County or select the value from the drop down.  Possible 

field values will be available for selection within the drop down as characters are entered 

into the field. This field is optional.   

• ZIP Code – The ZIP Code in which the Vendor/Applicant is located can be used to 

search. This field is optional.  

• Local Agency – The organizational unit that serves as the Local Agency for the Vendor 

can be used to search. This value can be manually entered or selected from the drop 

down.  Possible field values will be available for selection within the drop down as 

characters are entered into the field. This field is optional.  For more information, please 

refer to the Organizational Units in Operations Management.   

• Owner Name – The user can enter the Corporation Name or Owner ID (a system 

generated numeric value used to uniquely identify each Owner) to search for, either value 

is accepted to perform the search.  Possible field values will be available for selection 

within the drop down as characters are entered into the field. The user can also select a 

value directly from the drop down by clicking on the arrow at the right of the field and 

scrolling through the list. This field is optional.   

• Officer – The user can search for a Vendor by an associated Officer. The user can 

manually enter the Officer’s First or Last Name or select the value from the drop down.  

Possible field values will be available for selection within the drop down as characters are 

entered into the field. This field is optional.   

• ZIP Code From – A range of ZIP Codes can be defined for the search. The ZIP Code 

From is the beginning of the range. This field is optional, however, must be specified if a 

ZIP Code Thru value is specified.   
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• ZIP Code Thru – A range of ZIP Codes can be defined for the search. The ZIP Code 

Thru is the end of the range. This field is optional, however, must be specified if a ZIP 

Code From value is specified.   

 

Search Result Grid fields: 

• Checkbox – This checkbox will be used to mark the selected Vendors for the Mass 

Communications.  

• Applicant ID – The Applicant ID is a system generated numeric value used to uniquely 

identify each Applicant, consisting of four-characters that must start with a letter, 

followed by a three numbers. This field is display only. 

• Vendor ID – The Vendor ID is a unique, four-digit, user-defined identification number 

for a Vendor. This field is display only.  

• Vendor Name – The name of the Vendor. This field is display only. 

• (Edit Icon) – Once a record has been added, the Edit Icon will be enabled. When 

selected, navigation will switch to the Edit Screen pre-populated with the details of the 

record for editing. 

• Status –– The current authorization status of the Vendor such as Authorized (New), 

Authorization in Process, or Not Approved (Denied). This field is display only. 

• Peer Group – The user can use a search for a specific Peer Group. Examples of Peer 

Groups are Pharmacy, Large Rural Independent, and National, Regional, or Local Chain. 

This field is display only. 

• City – The City in which the Vendor/Applicant is located. This field is display only. 

• Local Agency – The organizational unit that serves as the Local Agency for the Vendor. 

This field is display only.  For more information, please refer to the Organizational Units 

in Operations Management. 

 

Buttons:   

• Select – This button remains deactivated until a search is performed and one or more 

Vendors have been selected by marking the checkbox next to the Applicant ID within the 

Search Result Grid.  Press this button to add the selected Vendors to the Group 

Education.  Note: The user is brought back to the Group Education page. The Vendors 

are not commit assigned the Group Education until a save is performed on the Group 

Education page.  

• Search – Press this button to perform a search with the search criteria entered. 

• New Search – Press this button to clear search criteria entered and search results 

retrieved. 

• Back to Education – Press this button to return to the Group Education page.  Any 

selected Vendors will not be brought to the Vendors/Applicants Result Grid.  

 

Calculation(s): None 

 

 

Background Process(es): 

 

1) Search is performed for matching records based on criteria entered.  Search output 

appears in the Result Grid.   
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2) For partial match searches, the ‘wildcard’ will be assumed on the end of the search. A 

“starts with” process will be on each field. If a query is executed and no matches are 

found, the criteria entered remains on the screen, the cursor remains in the criteria field, 

and the results section of the screen display a “No data to show” message. If no criteria 

are entered and the query is executed, the system retrieves all Clients in the database. 
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9.3 Group Education Confirm Vendors 
 

The third part of adding Group Educations is confirming the Vendors which were assigned the 

Education.  At this point, the Group Education information has been saved. The appropriate 

Vendors have been selected via the Add Vendors button.  However, these Vendors have not been 

committed to the Group Education. The user is brought back to the Mass Communication page. 

The selected Vendors will appear in the Vendors/Applicants Result Grid. There is an Informative 

message provided at the top of the screen which indicates that the Save button must be pressed in 

order to connect the selected Vendors to the Group Education. The user can select Save or Reset.  

Additional Vendors can then be added to the Group Education. The user can also make changes 

to the Group Education Information at this time.  See the Figure below for the third step in 

Group Education.  Note: Every time new Vendors are added to the education, the Save button 

must be pressed to commit the Vendors to the Education.   

         
Navigation Path:  Group Education | Add Button | Education | Add Vendors | Select 

 
Figure : Group Education Confirm Vendors Page 

 

Group Education Information Fields: 
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• Course – This field indicates the type of Course such as Intro to WIC, High Volume 

Training, or Annual Training Alert. This field is display only. 

• Trainer – The person who performed the training, such as State Staff or Contractor Staff. 

This field is display only.  

• Location – The site where the training was performed such as Vendor Site, State Agency 

Site, or Video Conferencing Site. This field is display only. 

• Actual Date – The date the education was provided. This field is display only.  

▪ Comment – The user may enter a comment about the communication. This field accepts up to 

2000 alphanumeric and special characters.  All comment text will be converted 

automatically to upper case. This field is optional. 

 

Vendors/Applicant Result Grid Fields: 

• Vendor ID – The Vendor ID is a unique, four-digit, user-defined identification number 

for a Vendor. This field is display only.  

• Vendor Name – The Vendor ID is the user-defined name for a Vendor. This field is 

display only. 

• Actual Attendance – The number of individuals scheduled to attend the course. This field is 

display only. 

• Test Score – The score that the attendees received. This field must be a numeric value between 

0 and 999. This field is display only. 

• Date of Test Score – The date the test was given. The Date of Test Score is entered in 

format MM/DD/YYYY. This field is display only.   

• Comment – The user may enter a comment about the education. This field is display only. 

• (Edit Icon) – Once a record has been added, the Edit Icon will be enabled. When 

selected, navigation will switch to the Edit Screen pre-populated with the details of the 

record for editing. 

 

 
 

 

 

Edit Fields: 
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▪ Actual Attendance – The number of individuals scheduled to attend the course. 

This field must be a numeric value. This field is optional. 

▪ Test Score – The score that the attendees received. This field must be a numeric 

value between 0 and 999. This field is optional. 

▪ Date of Test Score – The date the test was given. The Date of Test Score is 

entered in format MM/DD/YYYY. The user does not need to enter the forward 

slash (/) character when manually entering the Date of Test Score. The user may 

also select the Date of Test Score using the provided Calendar which appears 

when the field is entered. This field is optional.   

▪ Comment – The user may enter a comment about the education. This field 

accepts up to 2000 alphanumeric and special characters.  All comment text will be 

converted automatically to upper case. This field is optional. 

 

Buttons:  

▪ (Close Window) – By clicking this button, the window is closed and no action 

is taken. 

▪ OK – Pressing the OK button closes the Edit Modal.  Any changes to the Group 

Education information now appear in the Vendors/Applicants Grid.  Note: These 

changes are not committed to the Group Education until the Save button is 

pressed.   

▪ Cancel – Press this button to close the Edit Modal and return to the Confirm 

Group Education page without saving any Group Education edits entered.  

•  (Delete Icon) – Once a record has been added, the Delete Icon will be enabled. When 

selected, the user will be prompted to confirm the deletion. If the Cancel button is 

selected, the Vendor will remain in the Vendor/Applicants Grid.  If Delete button is 

selected, the record will be removed.  By clicking the (Close Window), the window is 

closed and no action is taken.  

Note: The record will not be permanently removed until a Save is performed.   

 

 
 

Buttons:  

• Add Vendors – The user will be prompted to with the Save Confirmation if this button is 

pressed prior to Save or Reset.  Press this button to perform the search of Vendors to 

whom the Group Education has been sent.  See section 6.2 Add Vendors.  

• Save – Press this button to save the Group Education record. The Add Vendor button 

becomes active upon a successful Save. 

• Reset – Press this button to undo any modifications made to the Group Education record 

since the last Save was performed.  
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• Back To List – Press this button to go back to the Group Education Search Results page 

with previous results.  If there is unsaved work the Save Confirmation notification 

appears. 

 

 
 

▪ (Close Window) – The window is closed and no action is taken. 

▪ Save Work – The new record is saved and focus switches to the Group Education 

Results page. 

▪ Do Not Save Work – The modifications are cleared and focus returns to the 

Group Education Result main page. 

 

Calculations: None 

 

Background Process(es):  

1) The system performs a three step save process when saving a new Vendor Group 

Education: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 

b) Second, it ensures all fields have proper data entered (i.e. Fields that only 

accept numbers do not allow alphabetic characters to be saved). If not the save 

process will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount 

allowed. If not the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 
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9.4 Group Education Edit 

An existing Group Education can be modified within the HANDS system by pressing the 

(Edit Icon) within the Vendor Group Education Result Grid after a Search has been performed. 

The Edit Icon is located to the left of the Description. See the Figure below for the Mass Vendor 

Communication Edit page. The Edit page functions the same as the Confirm Vendors page found 

above under Section 7.3. 

 

Navigation Path:  Group Education Search Results | Edit Icon 

 
Figure  Vendor Group Education Edit Page 

Calculation(s): None 

 

Background Processes:  

1) The system performs a three step save process when saving a new Vendor Group 

Education: 

a) First, it ensures all mandatory fields are populated with data. If not the save 

process will stop and an error message will be thrown. 
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b) Second, it ensures all fields have proper data entered (i.e. Fields that only 

accept numbers do not allow alphabetic characters to be saved). If not the save 

process will stop and an error message will be thrown. 

c) Third, it ensures all fields do not exceed the maximum character amount 

allowed. If not the save process will stop and an error message will be thrown. 

 

2) When the Save button is selected, the message “Record saved successfully” appears at 

the top of the screen to indicate that the saved without error. This message slowly fades 

after a few seconds. 
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10 PRICE SURVEY 

This screen allows user to search available vendor IDs based on owner and Market basket Date 

range.  

 

Figure Price survey search screen 
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Figure  list of Vendor Ids based on search criteria 
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Figure Zones list 
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11 VENDOR WEB ADMIN: 

11.1 APP Review 

Navigation path – Vendor web admin-> App Review  

 

Allows the user to review new applications and updated applications. User selects the owner 

from the drop down and clicks on search button. List of pending applications will be displayed in 

the grid. User clicks on a vendor name to transfer or reject the application. 

 

 
Figure: List of pending applications for review 
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Figure: Options to Transfer or Reject the application  

11.2 App Repository: 

Navigation path – Vendor web admin-> App Repository 

 

Allows the user to review archived applications. Page allows user to search for an archived 

application and view that application (as PDF). 
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Figure: List of Archived applications  
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Figure: PDF view of Archived applications  

11.3 Food Declare: 

Navigation path – Vendor web admin-> Food Declare 

This screen allows user to Add, Edit or Delete the food categories and food items. User clicks on 

Add button. 
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Figure: Adding the food Categories 
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Figure: Editing the food Categories 
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Figure: Adding the food Items 
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Figure: Editing the food Items 
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Figure: Deleting the food Items 

11.4 Market Baskets 

Navigation path – Vendor web admin-> Market Baskets 

 

This screen displays all the defined market baskets and allows the user to edit or delete the 

market basket. This screen is available only to authorized users. 

 

To create a new market basket, click the “Add” button, which causes a new row to be added to 

the displayed list and supports in-line editing. 

 

To add food categories/ Sizes to the new market basket, click the “ADD” button 

 

All required fields must be entered.  Information about an existing market basket itself 

(metadata) may be edited. 
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Existing market baskets can be deleted if it has not previously been used to analyze a price 

survey. 

Food items tab will allow the user to add, Edit or delete the Food item. 

 
Figure: Available Market Baskets 
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Figure: Adding new Market Baskets 
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Figure: Food categories / Sizes 
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Figure: Food Items 

11.5 Price Survey 

Navigation path – Vendor web admin-> Price Survey 

Screen shows Submitted Price Surveys in the grid to Transfer or Reject the price survey. 
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Figure: Price Survey 



HANDS WIC System                                    Detailed Functional Design Document  

CMA Consulting Services August 28, 2017 

Page 183 of 288 

 

Figure: Price Survey with Transfer and Reject options 

 

11.6 Store Review: 

 

Navigation path – Vendor web admin-> Store Review 

Allows the user to review vendors that have updated their information. Allow the user to review, 

approve, or reject changes made to store information. 
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Figure: Store changes with pending review 
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Figure: Store changes with Approve and Pending options 

 

 

11.7 Announcements 

  Navigation path – Vendor web admin-> Announcements. 

Allows the user to define announcement text and the dates during which it will be displayed on 

the Vendor Web Home page. One or more announcements may be defined. 
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Figure: List of Announcements 
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         Figure: Adding new Announcement 

 

11.8 Vendor Type Mapping 

The type of the Vendor/Applicant. This field is mandatory and is initially calculated and 

populated based on the Vendor’s Peer Group. Below are the Vendor Types that are set by the 

Vendor Web system via the chosen Peer Group.  

The field will be updatable on the ‘Vendor Demographics - General’ page, which will update the 

Vendor’s Type throughout the Vendor module (as per current functionality) and will then sync to 

the Vendor Web schema.  

Note: Figure is relevant only for the initial population of the Vendor Type. Once the values for 

both the Peer Group and Vendor Type have been assigned to a vendor and transferred into 

HANDS they’re no longer constrained by the other field, because the Vendor Type will no 

longer be null. 
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                                      Figure: Adding new Announcement 
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12 BASE TABLES 

Base Tables are used by the User to configure different values through-out the system.  A 

common use of a Base Table is to supply the values for a Drop Down list, which allows the User 

to select from a designated value to populate a field. The Vendor Base Tables can be found under 

the Sys Admin tab. By Clicking on the Vendor Base Tables navigation, the list of available Base 

Tables is displayed.  Grid columns are sortable by ascending or descending order by pressing the 

up or down arrows at the right of the column label.   

12.1 Application Milestones 

Current records for Application Milestone will appear in the Application Milestone Grid. The 

user can add further Application Milestones to this Base Table by pressing the Add button.  If 

any entry is modified via the (Edit Icon), the Date Modified and Modified By fields are 

populated.  Also, a record can be removed from the system by using the (Delete Icon). The 

informative message, “Record saved successfully” appears in yellow when no errors have 

occurred during the Save.  See the Figure below, which shows the Application Milestones page 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VApplicationMilestones
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 Navigation Path:  Sys Admin | Vendor Base Tables |Application Milestones 

 
Figure : Application Milestones 

Fields:   

• Vat Application Type – The type of application that a milestone will be applied to. 

• Vmt1 Milestone Type – This field represents the type of milestone. 

• Days Out – The number of days until the milestone is due.  

• Seq ID – The sequence in which the milestones should appear for the vendor. 

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Application Milestones page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.2 Application Types 

Current records for Application Types will appear in the Application Types Grid. The user can 

add further Application Types to this Base Table by pressing the Add button.  If any entry is 

modified via the (Edit Icon), the Date Modified and Modified By fields are populated.  Also, 

a record can be removed from the system by using the (Delete Icon). The informative 

message, “Record saved successfully” appears in yellow when no errors have occurred during 

the Save.  See the Figure below, which shows the Application Types page.   

 

 Navigation Path:  Sys Admin | Vendor Base Tables |Application Types 

 

Figure .: Application Types 

Fields:   

• Application Type – The type of application that a milestone will be applied to. 

• Description – The description of the application type. 

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VApplicationTypes
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• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Application Milestones page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.3 Bank Branches 

The Bank Branches Base Table is used under the Sales | Banks page. This Base Table is used to 

populate the Bank Drop Down list when the User is adding a Vendor Bank.  Current records for 

Bank Branches will appear in the Bank Branch Grid. The user can add further Bank Branches to 

this Base Table by pressing the Add button.  If any entry is modified via the (Edit Icon), the 

Date Modified and Modified By fields are populated.  Also, a record can be removed from the 

system by using the (Delete Icon). The informative message, “Record saved successfully” 

appears in yellow when no errors have occurred during the Save.  See the Figure below, which 

shows the Bank Branch page. 

 
 Navigation Path:  Sys Admin | Vendor Base Tables |Bank Branches 

 

Figure : Bank Branches 

Fields:   

• Routing Number – The routing number for the bank branch. 

• Sgeo Geo Location ID – The system generated unique identifier for the geographic 

location.  

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VBankBranches
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• Bank Name – This field represents the name of the Bank.   

• Federal ID – The Federal Employer Identification Number of a Vendor Owner. 

• Street Address1 – The first of two Street Address fields available for the Bank street 

address. 

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Street Address2 – The second of two Street Address fields available for the Bank street 

address. 

• Street Zip4 – The four-digit Zip Code of the Bank.  

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Bank Branches page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.4 Communication Types 

The Communication Types Base Table is used under the Communication page. This Base Table 

is used to populate the Communication Type Drop Down list when the User is adding a Vendor 

Communication. This Base Table is also used to select the Communication Type for Mass 

Communications.  Current records for Communication Types will appear in the Communication 

Types Grid. The user can add further Communication Types to this Base Table by pressing the 

Add button.  If any entry is modified via the (Edit Icon), the Date Modified and Modified By 

fields are populated.  Also, a record can be removed from the system by using the (Delete 

Icon). The informative message, “Record saved successfully” appears in yellow when no errors 

have occurred during the Save.  See the Figure below, which shows the Communication Types 

page. 

 

 Navigation Path:  Sys Admin | Vendor Base Tables |Communication Types 

 

Figure: Communication Types 

 

Fields:   

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VCommunicationTypes
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• Comm Type Code – A code used to uniquely identify the type of communication sent. 

• Description – The description of the communication type.  

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 

 

 



HANDS WIC System                                    Detailed Functional Design Document  

CMA Consulting Services August 28, 2017 

Page 204 of 288 

• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Communication Types page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.5 Delivery Types 

The Delivery Types Base Table is used under the Communication page. This Base Table is used 

to populate the Delivery Method Drop Down list when the User is adding a Vendor 

Communication. This Base Table is also used to select the Delivery Method for Mass 

Communications.  Current records for Communication Types will appear in the Communication 

Types Grid. The user can add further Communication Types to this Base Table by pressing the 

Add button.  If any entry is modified via the (Edit Icon), the Date Modified and Modified By 

fields are populated.  Also, a record can be removed from the system by using the (Delete 

Icon). The informative message, “Record saved successfully” appears in yellow when no errors 

have occurred during the Save.  See the Figure below, which shows the Communication Types 

page.   

 
 Navigation Path:  Sys Admin | Vendor Base Tables | Delivery Types 

 

Figure: Delivery Types 

 

Fields:   

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VDeliveryTypes


HANDS WIC System                                    Detailed Functional Design Document  

CMA Consulting Services August 28, 2017 

Page 207 of 288 

• Dlvry Methd – A code used to uniquely identify the method of delivery used. 

• Description – The description of the delivery type.  

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Delivery Types page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.6 Disqualification Reasons 

The Disqualification Reason Base Table is used under the Demographics | Authorizations page. 

This Base Table is used to populate the Disqualification Reason Drop Down list when the User 

disqualifying the Vendor.  Current records for Communication Types will appear in the 

Communication Types Grid. The user can add further Disqualification Reason to this Base Table 

by pressing the Add button.  If any entry is modified via the (Edit Icon), the Date Modified 

and Modified By fields are populated.  Also, a record can be removed from the system by using 

the (Delete Icon). The informative message, “Record saved successfully” appears in yellow 

when no errors have occurred during the Save.  See the Figure below, which shows the 

Disqualification Reason page. 

 

 Navigation Path:  Sys Admin | Vendor Base Tables | Disqualification Reason 

 

Figure : Disqualification Reason 

Fields:   

• Disqualification Reason – The reason the Vendor has been disqualified. 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VDisqualReasons
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• Description – The description of the reason for the disqualification.  

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Disqualification Reason page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.7 Education Locations 

The Education Locations Base Table is used under the Educations page. This Base Table is used 

to populate the Education Location Drop Down list when the User is adding a Vendor Education. 

This Base Table is also used to select the Education Location for Group Educations.  Current 

records for Education Locations will appear in the Education Locations Grid. The user can add 

further Education Locations to this Base Table by pressing the Add button.  If any entry is 

modified via the (Edit Icon), the Date Modified and Modified By fields are populated.  Also, 

a record can be removed from the system by using the (Delete Icon). The informative 

message, “Record saved successfully” appears in yellow when no errors have occurred during 

the Save.  See the Figure below, which shows the Education Locations page.   

 

 Navigation Path:  Sys Admin | Vendor Base Tables | Education Locations 

 

Figure: Education Locations 

 

 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VEducationLocations
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Fields:   

• Ed Location – A code used to uniquely identify the location that the education was 

provided. 

• Description – The description of the education location.  

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Education Locations page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.8 Education Trainers 

The Education Trainers Base Table is used under the Educations page. This Base Table is used 

to populate the Education Trainers Drop Down list when the User is adding a Vendor Education. 

This Base Table is also used to select the Education Trainers for Group Educations.  Current 

records for Education Trainers will appear in the Education Trainers Grid. The user can add 

further Education Trainers to this Base Table by pressing the Add button.  If any entry is 

modified via the (Edit Icon), the Date Modified and Modified By fields are populated.  Also, 

a record can be removed from the system by using the (Delete Icon). The informative 

message, “Record saved successfully” appears in yellow when no errors have occurred during 

the Save.  See the Figure below, which shows the Education Trainers page.  

 
 Navigation Path:  Sys Admin | Vendor Base Tables | Education Trainers 

 

Figure: Education Trainers 

Fields:   

• Ed Trainer – A code used to uniquely identify the trainer that presented the education. 

• Description – The description of the education trainer.  

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VEducationTrainers
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• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Education Trainers page. 

 

 
 

Calculation(s): None 

 

Background Processes: None 
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12.9 Education Courses 

The Education Courses Base Table is used under the Educations page. This Base Table is used to 

populate the Education Courses Drop Down list when the User is adding a Vendor Education. 

This Base Table is also used to select the Education Courses for Group Educations.  Current 

records for Education Courses will appear in the Education Courses Grid. The user can add 

further Education Courses to this Base Table by pressing the Add button.  If any entry is 

modified via the (Edit Icon), the Date Modified and Modified By fields are populated.  Also, 

a record can be removed from the system by using the (Delete Icon). The informative 

message, “Record saved successfully” appears in yellow when no errors have occurred during 

the Save.  See the Figure below, which shows the Education Courses page.  

 

 Navigation Path:  Sys Admin | Vendor Base Tables | Education Courses 

 

Figure: Education Courses 

Fields:   

• Ed Course Code – A code used to uniquely identify the course that was presented. 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VEducationCourses
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• Description – The description of the education course.  

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 

  

 
 



HANDS WIC System                                    Detailed Functional Design Document  

CMA Consulting Services August 28, 2017 

Page 225 of 288 

Buttons:   

• Add – When selected focus is passed to the Add Education Courses page. 

 

 
 

Calculation(s): None 

 

Background Processes: None 
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12.10 FSP Regional Offices 

The FSP Regional Offices Base Table is used under the SNAP page. This Base Table is used to 

populate the Regional Office Code Drop Down list when the User is adding a Vendor.  Current 

records for FSP Regional Offices will appear in the FSP Regional Offices Grid. The user can add 

further FSP Regional Offices to this Base Table by pressing the Add button.  If any entry is 

modified via the (Edit Icon), the Date Modified and Modified By fields are populated.  Also, 

a record can be removed from the system by using the (Delete Icon). The informative 

message, “Record saved successfully” appears in yellow when no errors have occurred during 

the Save.  See the Figure below, which shows the FSP Regional Offices page.  

 

 Navigation Path:  Sys Admin | Vendor Base Tables | FSP Regional Offices 

 

Figure: FSP Regional Offices 

Fields:   

• Office Code – A code used to uniquely identify the Food Stamps Program Regional 

office. 

• Name – The description of the Food Stamps Program Regional office.  

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VFspRegionalOffices
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• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add FSP Regional Office page. 

 

 
 

Calculation(s): None 

 

Background Processes: None 
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12.11 Legal Rep Firms 

Current records for Legal Rep Firms will appear in the Legal Rep Firms Grid. The user can add 

further Legal Rep Firms to this Base Table by pressing the Add button.  If any entry is modified 

via the (Edit Icon), the Date Modified and Modified By fields are populated.  Also, a record 

can be removed from the system by using the (Delete Icon). The informative message, 

“Record saved successfully” appears in yellow when no errors have occurred during the Save.  

See the Figure below, which shows the Legal Rep Firms page. 

 

 Navigation Path:  Sys Admin | Vendor Base Tables |Legal Rep Firms 

 

Figure: Legal Rep Firms 

Fields:   

• Vlf Firm ID – The unique identifier of the Legal Firm. 

• Vlr Seq No – A system generated unique identifier that represents the Legal Firm. 

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VLegalRepFirms
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• Start Date – The date the Legal Representative began working for the associate.  

• End Date – The date the Legal Representative stopped working for the associate. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Legal Rep Firms page. 

 

 
 

Calculation(s): None 

 

Background Processes: None 
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12.12 Milestone Types 

The Milestone Types Base Table is used under the Application Milestones Base Table page 

when a User adds an Application Milestone.  Current records for Milestone Types will appear in 

the Milestone Types Grid. The user can add further Milestone Types to this Base Table by 

pressing the Add button.  If any entry is modified via the (Edit Icon), the Date Modified and 

Modified By fields are populated.  Also, a record can be removed from the system by using the

(Delete Icon). The informative message, “Record saved successfully” appears in yellow when 

no errors have occurred during the Save.  See the Figure below, which shows the Milestone 

Types page. 

 Navigation Path:  Sys Admin | Vendor Base Tables | Milestones Types 

 

Figure : Milestone Types 

Fields:   

• Milestone Type – A unique code given to identify the type of Milestone. 

• Description – This field describes the type of Milestone. 

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VMilestoneTypes
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• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 

 



HANDS WIC System                                    Detailed Functional Design Document  

CMA Consulting Services August 28, 2017 

Page 236 of 288 

• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Milestone Types page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.13 Owner Types 

The Owner Types Base Table is used under the Owner pages.  It is available as a Drop Down list 

for Type of Ownership within the Owner Lookup Search.  It is also used to populate the Type of 

Ownership for Owner add/edit.  Current records for Owner Types will appear in the Owner 

Types Grid. The user can add further Owner Types to this Base Table by pressing the Add 

button.  If any entry is modified via the (Edit Icon), the Date Modified and Modified By 

fields are populated.  Also, a record can be removed from the system by using the (Delete 

Icon). The informative message, “Record saved successfully” appears in yellow when no errors 

have occurred during the Save.  See the Figure below, which shows the Owner Types page.   

 

 Navigation Path:  Sys Admin | Vendor Base Tables | Owners Types 

 

Figure: Owner Types 

Fields:   

• Type Code – A code used to uniquely identify the type of Owner. 

• Description – The description of the Owner type.  

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VOwnerTypes
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• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Owner Types page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.14 Peer Groups 

The Peer Groups Base Table is used under the Owner pages.  It is available as a Drop-Down list 

for Peer Group within the Vendor Lookup Search.  It is also used to populate the Peer Groups for 

Owner add/edit. The FI Peer Group Averages also utilizes this Base Table.  Current records for 

Peer Groups Types will appear in the Peer Groups Grid. The user can add further Peer Groups to 

this Base Table by pressing the Add button.  If any entry is modified via the (Edit Icon), the 

Date Modified and Modified By fields are populated. Any Peer Group entry in the Base Table 

can have their display switched on and off for all Peer Group drop-downs throughout the Vendor 

Module, by use of the Exclude Flag. The Peer Group will also be excluded from any MARL 

calculation when the Exclude Flag is active. 

The A50 flag can be used to indicate if that group should be included in the A50 peer group. A50 

vendors must always be limited to the mean of all other vendors. Rather than using the normal 

MARL calculation, the A50 group MARL is calculated using the Non-A50 group’s requested 

amounts. Meaning, the MARL for A50 vendors is set as the mean of the vendor’s requested 

amounts on a 30-day period for each food instrument for all non-A50 vendors. 

A record can be removed from the system by using the (Delete Icon). The informative 

message, “Record saved successfully” appears in yellow when no errors have occurred during 

the Save.  See the Figure below, which shows the Peer Groups page.  

Navigation Path:  Sys Admin | Vendor Base Tables | Peer Groups 

 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VPeerGroups
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Figure : Peer Groups 

 

 

Fields:   

• Peer Group ID – A code used to uniquely identify the Peer Group. Both the Peer Group 

ID and the Description will be shown on the MARL Override & MARL Exception 

• Description – The description of the Peer Group. Both the Peer Group ID and the 

Description will be shown on the MARL Override & MARL Exception 

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• High Risk Percent –  

• Cvv Flag –  

• Exclude Flag – A Yes or No field that shows whether the Peer group is 

included/excluded from the MARL Override and Exceptions screens. 

• A50 Flag – Allows users to identify if the Peer Group is an A50 Peer Group or not. It 

enables users to identify A50 vendor independently from their Peer Group ID. This 

determines if the MARL calculation is done through the state average calculation, or not. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Peer Groups page. 
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Synchronized Pages: 

• Peer Group: MARL Exceptions – When selecting the Peer Group field only Peer Group 

IDs & Descriptions will be displayed for Peer Groups with an ‘N’ value on the Exclude 

Flag field. 

 
• Peer Group: MARL Override – When selecting the Peer Group field only Peer Group 

IDs & Descriptions will be displayed for Peer Groups with an ‘N’ value on the Exclude 

Flag field.  
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Calculation(s): None 

 

Background Processes: Exclude Flag & A50 Flag 
EXCLUDE  A50  Behaviors  

True  True  - Peer Group will not display in the Peer 

Group drop down as an option for 

searching or adding of a new record on 

the MARL Exception and Override 

screens. 

- Peer Group’s redemptions will not be 

included in statewide average 

calculations. 

- MARLs will not be calculated and prior 

entries removed from the MARL table. 

- No MARL values will be sent in the 

UPC file for this group. 

True  False  - Peer Group will not display in the Peer 

Group drop down as an option for 

searching or adding of a new record on 

the MARL Exception and Override 

screens. 

- Peer Group’s redemptions will not be 

included in statewide average 

calculations. 

- MARLs will not be calculated and prior 

entries removed from the MARL table. 

- No MARL values will be sent in the 

UPC file for this group. 

False  True  - Peer Group will not display in the Peer 

Group drop down as an option for 

searching or adding of a new record on 

the MARL Exception and Override 

screens. 

- Peer Group redemptions are excluded 

from the statewide average calculation.  

- UPC files will use the statewide average 

for this group’s MARL values. 

 

 

*Note: the A50 attribute will 

automatically exclude the peer group 

from the Exception/Override list and 

ignore the “False” setting of the Exclude 

attribute. 

False  False  - Peer Group will display in the Peer 

Group drop down as an option for 

searching or adding of a new record on 

the MARL Exception and Override 

screens. 

- Peer Group’s redemptions will be 

included in statewide average 

calculations. 

- UPC files will include appropriately 

calculated MARL amount for each UPC 

for this group. 
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12.15 Risk Factors 

Current records for TIP-related Risk Factors will appear in the Risk Factors Grid. The user can 

add further Risk Factors to this Base Table by pressing the Add button.  If any entry is modified 

via the (Edit Icon), the Date Modified and Modified By fields are populated.  Also, a record 

can be removed from the system by using the (Delete Icon). The informative message, 

“Record saved successfully” appears in yellow when no errors have occurred during the Save.  

See the Figure below, which shows the Risk Factors page.   

 

Navigation Path:  Sys Admin | Vendor Base Tables | Risk Factors 

 

Figure: Risk Factors 

Fields:   

• Rf Code – A system generated value to provide a unique identifier for the Risk Factor. 

• Description – The description of the Vendor Risk Factor.  

• Weight Factors – The weighting factor assigned to the retail Vendor Risk. 

• Date Created – The date the record was first added to the system. 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VRiskFactors
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• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Risk Factors page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.16 Risk Levels 

The Risk Levels Base Table is used under the Vendor.  It is available as a Drop Down list for 

Risk Level within the Demographics | General page.  Current records for Risk Levels will appear 

in the Risk Levels Grid. The user can add further Risk Levels to this Base Table by pressing the 

Add button.  If any entry is modified via the (Edit Icon), the Date Modified and Modified By 

fields are populated.  Also, a record can be removed from the system by using the (Delete 

Icon). The informative message, “Record saved successfully” appears in yellow when no errors 

have occurred during the Save.  See the Figure below, which shows the Risk Levels page.   

 

 Navigation Path:  Sys Admin | Vendor Base Tables | Risk Levels 

 

Figure: Risk Levels 

Fields:   

• Risk Level ID – A code used to uniquely identify the Risk Level. 

• Description – The description of the Risk Level.  

• Date Created – The date the record was first added to the system. 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VPeerGroups
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• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Risk Level page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.17 Sanction Type Codes 

Current records for Sanction Type Codes will appear in the Sanction Type Codes Grid. The user 

can add further Sanction Type Codes to this Base Table by pressing the Add button.  If any entry 

is modified via the (Edit Icon), the Date Modified and Modified By fields are populated.  

Also, a record can be removed from the system by using the (Delete Icon). The informative 

message, “Record saved successfully” appears in yellow when no errors have occurred during 

the Save.  See the Figure below, which shows the Sanction Type Codes page.   

 

Navigation Path:  Sys Admin | Vendor Base Tables | Sanction Type Codes 

 

Figure : Sanction Type Codes 

Fields:   

• Sanc Type Code – A unique identifier for the Sanction Type Code. 

• Description – The description of the Sanction Type Code.  

• Points – The number of Sanction points assigned due to this Sanction Type. 

• Date Created – The date the record was first added to the system. 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VSanctionTypeCodes
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• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Sanction Type Codes page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.18 Statuses 

The Statuses Base Table is used under the Vendor pages.  It is available as a Drop Down list for 

Status within the Vendor Lookup Search.  It is also used to populate the Status for Vendor 

Demographics Authorizations add/edit.  Current records for Statuses will appear in the Statuses 

Grid. The user can add further Statuses to this Base Table by pressing the Add button.  If any 

entry is modified via the (Edit Icon), the Date Modified and Modified By fields are 

populated.  Also, a record can be removed from the system by using the (Delete Icon). The 

informative message, “Record saved successfully” appears in yellow when no errors have 

occurred during the Save.  See the Figure below, which shows the Statuses page.   

 

 Navigation Path:  Sys Admin | Vendor Base Tables | Statuses 

 

Figure: Statuses 

Fields:   

• Status Code – A code used to uniquely identify the Status. 

• Description – The description of the Status.  

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VStatuses
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• Fi Redemption Flag – This flag indicates whether the Vendor Status allows Food 

Instrument Redemption. 

• Applicant Flag – This flag indicates whether the Vendor Status indicates a Non-

Approved application. 

• Vendor Flag – This flag indicates whether the Vendor Status indicates an approved 

Vendor. 

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Statuses page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.19 Step Types 

Current appeal-related records for Step Types will appear in the Step Types Grid. The user can 

add further Step Types to this Base Table by pressing the Add button.  If any entry is modified 

via the (Edit Icon), the Date Modified and Modified By fields are populated.  Also, a record 

can be removed from the system by using the (Delete Icon). The informative message, 

“Record saved successfully” appears in yellow when no errors have occurred during the Save.  

See the Figure below, which shows the Step Types page.   

 

Navigation Path:  Sys Admin | Vendor Base Tables | Step Type 

 

Figure: Step Types 

Fields:   

• Step Type Code – The step type for an Appeal step. 

• Description – The description of the Step Type Code.  

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VStepTypes
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• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Step Types page. 

 

 
 

 

Calculation(s): None 

 

Background Processes: None  
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12.20 Terminations 

The Terminations Base Table is used under the Vendor pages.  It is used to populate the 

Termination Reason Drop Down used for Demographics | Authorizations add/edit.  Current 

records for Terminations will appear in the Terminations Grid. The user can add further 

Terminations to this Base Table by pressing the Add button.  If any entry is modified via the 

(Edit Icon), the Date Modified and Modified By fields are populated.  Also, a record can be 

removed from the system by using the (Delete Icon). The informative message, “Record 

saved successfully” appears in yellow when no errors have occurred during the Save.  See the 

Figure below, which shows the Terminations page.   

 

 Navigation Path:  Sys Admin | Vendor Base Tables | Terminations 

 

Figure: Terminations 

Fields:   

• Termination Code – A code used to uniquely identify the type of Termination reason. 

• Description – The description of the Termination Code.  

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VTerminations
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• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted. 
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Buttons:   

• Add – When selected focus is passed to the Add Terminations page. 

 

 
 

Calculation(s): None 

 

Background Processes: None  
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12.21 Vendor Types 

The Vendor Types Base Table is used under the Vendors pages.  It is used to populate the 

Vendor Type for Demographic | General add/edit.  Current records for Vendor Types will appear 

in the Vendor Types Grid. The user can add further Vendor Types to this Base Table by pressing 

the Add button.  If any entry is modified via the (Edit Icon), the Date Modified and Modified 

By fields are populated.  Also, a record can be removed from the system by using the (Delete 

Icon). The informative message, “Record saved successfully” appears in yellow when no errors 

have occurred during the Save.  See the Figure below, which shows the Vendor Types page.   

 

 Navigation Path:  Sys Admin | Vendor Base Tables | Vendor Types 

 

Figure: Vendor Types 

Fields:   

• Vendor Type Code – A code used to uniquely identify the Vendor Type. 

• Description – The description of the Vendor Type Code.  

• Date Created – The date the record was first added to the system. 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VVendorTypes
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• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted.  
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Buttons:   

• Add – When selected focus is passed to the Add Vendor Types page. 

 

 
 

Calculation(s): None 

 

Background Processes: None 



HANDS WIC System                                    Detailed Functional Design Document  

CMA Consulting Services August 28, 2017 

Page 277 of 288 

12.22 Violation Actions 

Current records for Violation Actions will appear in the Violation Actions Grid. The user can 

add further Violation Actions to this Base Table by pressing the Add button.  If any entry is 

modified via the (Edit Icon), the Date Modified and Modified By fields are populated.  Also, 

a record can be removed from the system by using the (Delete Icon), unless the violation has 

ever been issued against a vendor. The informative message, “Record saved successfully” 

appears in yellow when no errors have occurred during the Save.  See the Figure below, which 

shows the Violation Actions page.   

 

 Navigation Path:  Sys Admin | Vendor Base Tables | Violation Actions 

 

Figure: Violation Actions 

Fields:   

• Vc1 Violation Class ID – A class of violation, based on a range of sanction points. 

• Violation Action Code – The violation action code indicating Recommended Actions 

against the Vendor.  

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VViolationAction
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• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted.  
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Buttons:   

• Add – When selected focus is passed to the Add Violation Actions page. 

 

 
 

Calculation(s): None 

 

Background Processes: None 
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12.23 Violation Codes 

Current records for Violation Codes will appear in the Violation Codes Grid. The user can add 

further Violation Codes to this Base Table by pressing the Add button.  If any entry is modified 

via the (Edit Icon), the Date Modified and Modified By fields are populated.  Also, a record 

can be removed from the system by using the (Delete Icon). The informative message, 

“Record saved successfully” appears in yellow when no errors have occurred during the Save.  

See the Figure below, which shows the Violation Codes page.   

 

 Navigation Path:  Sys Admin | Vendor Base Tables | Violation Codes 

 

Figure : Violation Codes 

Fields:   

• WIC Violation Code – A code to represent the WIC Violation Code. 

• WIC Violation Desc – The description of the WIC Violation Code.  

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VViolationCodes
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• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted.  
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Buttons:   

• Add – When selected focus is passed to the Add Violation Codes page. 

 

 
 

Calculation(s): None 

 

Background Processes: None 
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12.24 WIC Codes 

Current records for WIC Codes will appear in the WIC Codes Grid. The user can add further 

WIC Codes to this Base Table by pressing the Add button.  If any entry is modified via the 

(Edit Icon), the Date Modified and Modified By fields are populated.  Also, a record can be 

removed from the system by using the (Delete Icon). The informative message, “Record 

saved successfully” appears in yellow when no errors have occurred during the Save.  See the 

Figure below, which shows the WIC Codes page.   

 

 Navigation Path:  Sys Admin | Vendor Base Tables | WIC Codes 

 

Figure: WIC Codes 

Fields:   

• WIC Code – A code to represent the WIC Violation Code. 

• Description – The description of the WIC Violation Code.  

• Date Created – The date the record was first added to the system. 

• Created By – The User ID of the author who added the record. 

https://qa.wichands.com/SystemAdministration/BaseTable?modelType=VWicCodes
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• Date Modified – The date when the record was last revised. 

• Modified By – The User ID of the author who last revised the record. 

• Note – A free text field used for storing notes specific to the record. 

• (Edit Icon) – When selected navigation will switch to the Edit Screen pre-populated 

with the details of the record for editing. 
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• (Delete Icon) – When selected navigation will switch to the Delete Screen pre-

populated with the details of the record to be deleted.  
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Buttons:   

• Add – When selected focus is passed to the Add WIC Codes page. 

 

 
 

Calculation(s): None 

 

Background Processes: None 
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