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The WIC Coordinator has a Clinic Administrative role in the Cascades Sandbox. Only a person with the Clinic Administrator role can view User
Accounts in the Cascades Sandbox. Please contact the Cascades Support if you need assistance with adding or inactivating staff in the Sandbox.
Note: Test SAW Maintenance is done on the first Tuesday of the month from 8:00 am to 1:00 pm. Due to the maintenance, the Cascades Sandbox

may not be accessible during this time.

Steps

Cascades Screen

1 Begin by changing or confirming the text size is 100%.
This allows full functionality in Cascades.
e Right click anywhere on the desktop
e Select Display Settings and go to Display (left side
of screen)
e Go to Change the size of text, apps and other
items
e Click on the bar, move to the left till at 100%
o Select apply

Settings

n

Home

Display

| Find a setting

I 1;‘1' s, and apy

System

3 Display l

4) Sound

Notifications & actions

Focus assist

Power & sleep

Battery

Storage

Tablet mode

t Multitasking

Projecting to this PC

2% Shared experiences

Scale and layout

Some apps won't respond to scaling changes until you sign out.

Change the size of text, apps, and other items

-

100% (Recommended)

Resolution

1920 x 1080 (Recommended)

Orientation

Landscape

Multiple displays

Multiple displays

| Extend these displays

2. The Coordinator must have a Test SAW account.
If you don’t have a Test SAW account, do Step 1-23 in
Handout 2 before going to the next step.

NOTE: This is not the same SAW account you use for
SharePoint or other businesses.

e

LOGIN ON BEHALF OF
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3. Click on the Cascades Sandbox, “S” icon on your MW
desktop or use this URL in Edge: https://test-
secureaccess.wa.gov/ | s I
4. Before new staff can get access to the Cascades Only a person with Clinic Administrator role can verify the accounts.
Sandbox, the Coordinator must:
e add the staff person’s User Account or Change Location 7))
e give the staff person access to the agency, if their
User Account already exists g _
‘ashington State WIC Nutrition Prog
@ Local Agen
If you’re a Coordinator and aren’t able to log into the N 2
Cascades Sandbox, call Cascades Support. .
a. Loginto the Cascades Sandbox at the Agency level (Lo1C01 - ADAYS CHD-OTHELLD | 7]

(not the clinic).
b. On the Menu bar, go to:
e Administration
e Security
e Search Users
c. Enter the staff person’s last name in the Last
Name field. —— e

vserto [ First Name [ | Last Mame [ | User Type Role Email Address Active Users Only Archived Users Only Locked Users Only
- o [

d. Select Search. = &

Locations

[ Set as Default Location

[ state [ Loca

NOTE: If the user doesn’t exist, follow the 11 o oty s 3

instructions found in Step 6 of this handout g S itd

“Create a New Cascades User Account”. ®m ====== z
e. Click on the pencil (left) to open the staff person’s ERCSCT =i v o I Fre= =y

file.

f. Capture each staff person’s name and User name
to provide to the staff person. He or she will need
this information for Handout 2 when linking the
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Test SAW account with the Cascades Sandbox
account.
This is the format:
e Firstinitial
e Middle initial
e last name
Example: mjsmith for Mary Smith

5. Once there is a User Account created in Cascades
Sandbox and it’s assigned to the agency,
e The staff person can sign up for a TEST Secure
Access Washington (SAW) Account.

Clinic staff use Handout 2: Set-up Test Secure Access Washington (SAW) User

Account.

The staff person will need the Cascades Sandbox User ID (Step 4) and the Service

Code (If you don’t know the Service Code, call Cascades Support)

6. Create a new Cascades User Account
a. Select the Add User button.

b. Enter the following:

e User Type: WIC Staff

e User ID (must be unique)
Required to use this format:
o Firstinitial
o Middle initial
o Last name
Example: mjsmith for Mary Jane Smith

NOTE: Add a number at the end of the User ID
only if Cascades notifies you a duplicate User
ID exists.

c. Leave GUID field empty.

Tome Famil Services Scheduling Operslions Finance _ Administiation _Help
(v User Search

vserin [ ] Vit arme || Lot Home || user Iype Hale L Adress

etive Users Only Al Users Only Lotked Users dnly
e a [

Logoun.
a
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Once the new User ID gets linked with the user’s
SAW account, a number populates this field;
NEVER make a change to the GUID field.

Start Date auto-populates to current date.

End Date; leave blank until the person leaves WIC

User name, Last and First name.

@ -0 o

E-mail address.

NOTE: This is the address where the User receives
the code to allow Cascades Sandbox access. Only
one email address is allowed.

h. Role(s) under Add Roles.

i. Clinic locations.

. Open the tree (triangle) to open the
different agency locations.

Check/uncheck boxes identifying the clinics
staff person has access.

NOTE: The staff person may have worked for
another agency in WIC so the account exists. The
Coordinator will need to give access to the
agency.

Contact Cascades Support if you need help.

j. Save at the bottom right corner of the screen.

| Account

User ID
mxdoskand

7 N\

L
Start Date End Date
6/11/2019 |

M.L

E-mail Division

Department

Suffix

Staff Type Inf i
{ Last Name First Name

 Account Status

Last Login Date Locked

Active

7]

Created Date

Created By User ID

Modified Date

Modified By User ID

r Roles
i ~ Add Rol \
Roles
T Counselor
[] Clinic Administrator
[¥7] Cinic staff
[C] Clinic: View Only

[[] compliance

[ Food Maintenance

_Locations

A 4[] Washington State WIC MNutrition Program
4 [ 101 - Adams County Heakh Dept
[l L01CO1 - ADAMS CHD-OTHELLO
[ L01C02 - Adams CHD-Ritzvile

T7]

Inactivate a User Account
a) Loginto the Cascades Sandbox at the Agency level
(not the clinic).
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b) On the Menu bar’ go to: Home Family Services Scheduling Vendor [Dperﬁlmns] Finance Administration Help
R . [\ in Account Information
e Administration.  User Profie Detai
e Security. B
User ID
e Search Users. o |
c) Enter the staff person’s last name in the Last ‘ |
Start Date End Date
Name field. g [5] | =
Staff T Information
d) Select Search. Lot tme - p— e
| | SUE J LI :E]
e) Click on the pencil (left) to open the staff person’s — = | == e
name. - Account Status
. Last Login Date Locked Created Date Modified Date
f)  Uncheck Active. — to iggg:;v —n :ﬁﬁ:&wmm
. . @ Converte Converte
g) Enter the Inactivation Reason. N
e |f the staff person obtains a job at another —
Last Login Date Locked Created Date Modified Date
WIC agency or comes back to your agency, ) Ho 11/28/2018 11/28/2018
. Active g:«:::ﬁ:dﬂy User ID Eljdnnnc\lfmﬂy User ID
check the Active box to make the account - - i
. . ;}‘;::E’E Date Inactivation Reason Archive
Active again. T [T — ‘
largare’ osian
e Add a new Start Date and leave the Inactive
Date blank.
h) Select Save. — )
° DO not SEIeCt the ArChlve CheCk bOX. You j) The profile will be archived and the changes cannot be undone, Are you sure you want to proceed?
can’t reverse this action to the User Account. l [ : ¥ ] ]
Yes Mo
i)  Only select the Archive box to archive the User
profile for the following reasons: |
Search Results _——~
b Death' | | Activﬂ hrchivedT\Lockedl User Type
e Fraud/Corruption. o 3 wic staff
e Other.
The user now shows as Archived versus Active in
the Search Results.
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This institution is an equal opportunity provider.

Washington WIC does not discriminate.

To request this document in another format, call 1-800-841-1410. Deaf or hard of hearing customers,
please call 711 (Washington Relay) or email WIC@doh.wa.gov
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