VENDORS (FNS-700)

State agencies report their individual vendor data using OMB form FNS-700.
Users can access this form by clicking on the Vendors tab located on the tan
menu bar. At this screen, users will be able to inquire or update vendor
information, add new vendors to the system, delete vendors no longer authorized,
or upload vendor data from a .text file into the system.

Inquire/Update Vendors

1. Select the Inquire/Update Vendors button located on the left side of the
screen under the Vendor Menu.

2. Users can quickly search the system for a single vendor or locate vendors
that share the same FNS number by doing the following:

e Under the Quick Search section enter data into the following fields:
» Fiscal Year
» Vendor ID or
» FNS Number
Click the Search button.

USDA United States Department of Agricullune
et e " wiIC TIP
@l Food and Nutrition Service WIC The Integrity Profile (TIP) System

| S TR S

- This section can be used in two ways. As a Quick Search to find a single Vendor, enter (1) a valid WIC ID or
Inquirs/Update FNS Mumber, (2) the State Agency, and (3) a single Fiscal Year. To get a general list of Vendors based on

Wendors Vendor 1D, Fiscal Years, or other criteria, enter data in this section and in the sections below.
= Add Vendor Vendor ID: FNS Number:
I Enter Data I Starts vl I Enter Data I Starts vl
Wendor Upload
State Agency:
I Upload Vendor | Select One LI
Data File

= View Vendor Data | Fiscal Year: Fiscal Years Selected:

File Errors Select an item and click the Move button Only items shown are used for the search.
2008 Mone Selected

— I |zo07
2008 ¥
[ Move == | [ << Remove

Search Results are limited to 100 items
(" Search )

If the vendor ID or FNS number are unknown, the user can enter additional data
into the Search on Vendor Information section to locate the vendor(s).

4-1 May 2008



VENDORS (FNS-700)

The Search on Vendor Information Screen allows users to search for vendors
based on the criteria selected by the user, i.e., users can search for all high-risk
vendors or WIC-only stores in a specific area code in their State. This section can
also help locate vendors if the user does not know the Vendor ID or FNS number

(if applicable).

Search on Vendor Information

1. Locate vendors by selecting one or more search criteria on the Search on

Vendor Information screen.

2. The search screen is divided into the following sections:

e Vendor Information

e Compliance Information

e Administrative Reviews

e Other Data

One or more of the fields must be selected to conduct the search.

4. Search results are limited to 100 records. Therefore, users may have to
select more than one search field in order to narrow a search and display
all records that meet the criteria.

5. Many of the search fields contain drop down menus or boxes to select one

or more items to search on.

Select the search field(s) and click the Search button to display the search

results.

Search on Compliance Information

Compliance Investigation:

Select an item and click the Move button
Completed

Initiated

On-geoing

| Move == Yy

Only items shown are used for the search.
Mone Selected

[ =< Remove

Type of Sanction:

Select an item and click the Move button
Civil Money Penalties ;'

Disgualification

Fine ;I

| Mowve ==

Only items shown are used for the search.
Mone Selected

[ << Remove |
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VENDORS (FNS-700)

The Search Results screen displays all vendor records (up to 100
maximum) that meet the search criteria users select on the Search on
Vendor Information Screen.

Search Results

1. The Search Results screen displays the following information:
Your search criteria

Sorting Preferences

Number of vendor records displayed
Store name and address

State Agency

Vendor Type

FNS Number (if applicable)

New Vendor

Risk Designation

Compliance Investigation Status
Type of Sanction (if applicable)

YV V.V V VYV V V V V V V V

Administrative Review (If applicable)

2. To view details for a specific vendor displayed on the search results
screen you can click on the Select button located between the
Vendor ID number and the FNS Number.

The system will display the vendor record and all information related to the
vendor for the fiscal year requested.

Your search criteria: Sorting Preferences

State Agency=Indian Township, ME; Pri . Vender [D -

FiscalYear=2007 rimary: I = -
Secondary: IVEnd:}r Name LI I Sort |

Number of Vendors Returned: 2

To view details for a Vendor, click the Select button.

Salect |
FY 2007 Vendor ID: 2307 . FNS Number: 5632986
PRINCETON FOOD MART New Vendor: No
RT 1 MAINM ST
PRINCETON, Maine 04668 Risk Designation: MOME

Compliance Investigation: NONE

State Agency: Indian Township, ME Type of Sanction: NONE
Vendor Type: Retail Wendor Administrative Review: NOMNE
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VENDORS (FNS-700)

State agencies can access the TIP subsystem and update their vendor
records throughout the fiscal year.

Update Vendor Record

1. To update a vendor record the user must select the vendor from the

Search Results screen.

Users should verify that this is the vendor record to be updated.

This is a view only screen.

Users can only view the data that is

currently in the system for the vendor record requested.

4. State agencies can update their vendor records by scrolling down to the
bottom of the page and selecting the Update button.

Fiscal Year: 2007
State Agency: Indian Township, ME

FMS 700 Data Last Updated: 01/31/2007
Data Entry User: database_maintenance

FMS F00O: TIP DATA ENTRY FORM
endor ID: 2407

PRINCETON FOOD MART
RT 1 MAIN ST
PRIMCETOMN, Maine 04658

vendor Agreement: NOMNE
Routine Monitoring Visits: NOMNE
Training: NOMNE

Select a Different Fiscal Year:

Iz:]:]? vI (GO >=> )

Wiew FNS 698
Wiew FMS 699

FMS 700-OMEB Form Mumber: 0584-0401
FNS Number: 5632986

Vendor Type: Retail Wendor

Mew Vendor: Mo

Unauthorized Vendor: No
Annual WIC Redemptions: NONE
Redemption Months: NONE

Risk Designation: NONE

Compliance Investigations: NOMNE
Inwvestigations by Other Entity: NOME
Compliance Buys: NONE

Inwventory Audits: NMOMNE

Date Referred to FSP: NONE
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VENDORS (FNS-700)

5. Once users click on the Update button they will be at the screen that
allows them to make changes and update any/all data fields.

6. To save the changes made to the data, users must click on the Save
button located at the bottom of the screen.

7. Therecord will be saved.

Type of Sanction

O D - Disgqualification

O < - Civil Money Penalties
O F - Fine
O 5 - State Agency sanction
No Sanction

O w - warning Letter
O N - No Sanctions

Administrative Review

NONE

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection
of information unless it displays a valid OMB contral number. The valid OMB control number for this
information collection is 0584-041. The time required for completing this collection is estimated to
range from 5 minutes to 434 hours per response hours per response, including the time for
reviewing instructions, searching existing data sources, gathering the data needed, and completing
and reviewing the information collection.

{, Updale) ( Delete Vendur)
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VENDORS (FNS-700)

The TIP subsystem is designed to automatically populate certain data
fields for the upcoming fiscal year once a State agency submits their
current fiscal year report to FNS. This may result in vendors showing up
on the next fiscal year report. State agencies should delete any vendor
records that are not valid.

Delete Vendor Record

1. To delete a vendor record the user must select the vendor from the
Search Results screen.

Users should verify that this is the vendor record to be deleted.

This is a view only screen. Users can only view the data that is
currently in the system for the vendor record requested.

4. State agencies can delete their vendor records by scrolling down to the
bottom of the page and selecting the Delete Vendor button.

5. Once users click on the Delete button a screen will appear asking the
user “Are you sure you want to delete the vendor?

Users can select the OK button to delete the vendor record.
7. Therecord will be deleted.

Administrative Review Windows Internet Explorer x|
NONE _

& re wou sure ywou want to delete this vendor?

?) a t to delete this vendar?
According to the Paperwork Reduction a collection
of information unless it displays a vald oK I Cancel | br for this
infarmation collection is 0584-041. The ated to

range from 5 minutes to 434 hours per
reviewing instructions, searching existing data sources, gathering the data needed, and cnmpletlng
and reviewing the information collection.

( Updale:. | Delete \-’endﬂrj
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VENDORS (FNS-700)

Most State agencies authorize new vendors each fiscal year. State
agencies can add new vendors to the system at the Add Vendors screen.

Add Vendor

1.

Select the Add Vendor button located on the left side of the screen
under the Vendor Menu.

Users can enter data into any or all of the data fields. Too see all
data fields you must scroll down the page.

Required fields are indicated by an asterisk and must be completed
before the file can be saved.

If the vendor is authorized by the Food Stamp Program, the user can
verify that the vendor’s FNS number is correct by putting the number
in the FNS Number field and clicking on the Find FSP Store button.

A search results page will be displayed.

If you select the store from the search results page the form will
automatically display the FNS number and store location address in
the appropriate TIP fields.

Complete all required fields and select the Save button to add the
vendor into the system.
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F Inguire/Update
Vendors

Add Vendor
Vendor Upload

I Upload Vendor
Data File

F View Vendor Data
File Errors

%_ H

FNS 700: TIP DATA ENTRY FORM

Add Vendor Information

FNS 700-OME Form Number: 0584-0401

Required entries are indicated by an asterisk (*). Some required entries do not apply to unauthorized

vendaors.
*Vendor ID:
Enter Data
*Fiscal Year:
Select One =
*State Agency:
I Select One ;I

Verify FNS Number

An FNS number may exist for this Vendor. To verify a number or
determine if a number exists, click Find FSP Store to search for FSP
Stores. If you select a store from the search results, the FNS 700
Form redisplays with the FNS Number and the store location address
copied to the appropriate fields.

Enter a valid FNS Number below. Toc associate the FNS Number to the
Vendor, click Save. Leave the FNS Number blank, if there is no FNS
MNumber for this vendor.

FNS Number:

I Enter Data

| Find FSP Store |

*Vendor Name:

I Enter Data

Street Number:
Enter Data

Street Name:

Annual WIC Redemptions:

MNew Vendor:

£ I Enter Data

Redemption Months:
Enter Data

Routine Monitoring Visits:

e =l

*Training:
IN{} Training vI

*Type of Vendor:

! Enter Data

Additional Address:
(stall number, unit number, suite
number)

I Enter Dats

*City:

I Enter Data

*State:

I Enter Data I Select One ;I

Vendor Agreement:
I Select Cne vI

" unauthorized vendor
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VENDORS (FNS-700)

State agencies planning to uploading their FNS-700 data into the TIP

system from a .txt file each year can do so at the Upload Vendor Data
screen. The .txt file must follow the FNS approved format in order for
vendor data to successfully load into the TIP system.

Upload Vendor Data

1. Select the Upload Vendor Data File button located on the left side of the
screen under the Vendor menu.

2. Users should check to make sure the correct fiscal year and State
Agency appear on the screen.

3. Click on the Browse button.

USDA United States Departmeant of Agricullure WwIC TIP

Z Food and Nutrition Service P) System

M/endors | State Agencies | Reports | Submit FY Forms

Upload Vendor Data File

. Data files must be in the approved file format before they can be uploaded. See Instructions for more
¥ Inquire/Update information.
endors

k- Add Vendor *Fiscal Year:

Vendor Upload I Select One jv

*State Agency:
Uplead Wendor | Select One ;l
Data File

F View Vendor Data
File Errors

*Select the File to Upload:
Click the Browse button to locate the file on your computer

., I Browse... |

IZ:' Upload ']

4. The system will direct you to locate your .txt file on the drive where you
previously saved the file.

5. Highlight your file and double click to bring the file name into the
browse field.

6. Once the file appears in the browse field you can click on the Submit
button to upload the file.
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7. The system will check the data to make sure it meets all business
validation rules, and file format requirements before data is loaded into

the system.

8. Users will receive email notification stating the file loaded successfully
or the file contained errors that need to be corrected.

/> WIC TIP ::Select File to Upload - Windows Internet Explorer

Look i I @ Deskiop

el

My Documents
My Network Places
il Adobe Reader &

el WinZip 11
] List of State Agencies

W
[ MITIPOT _REY_38

Q My Computer - HARDYTOS-314 - Thardy
\- Adobe Acrobat 7.0 .8 Elements

B Roxio RecordMow Premier 3.0

,ﬁ Microsaft Office Access 2003

& Microsaft OFfice Excel 2003

0| Micrasaft OFfice Outlaok 2003
Microsaft Office PowerPaoint 2003
L Microsoft Office Publisher 2003
Microsoft Office Word 2003

(B Shorbeut ko Bi-weekly Jan 7-18 2008

[8H) sharteut ko Comp
{52 sharteut ba Hotlin

laink TS-APP-TH
& Complaints

[g5hartcut ta TIP Data

|52 5hartcut ta TORY

B 113270 Plus 2.5.0
@Windows Media Flayer

File name: ||

Files of type:

|40 Files 7]

j Open I
=] Cancel /L

=1 & [l x|

£

TIP
he Integrity Profile (TIP) System

[ B

! Contact Us | Logout

ew Window

Btate Agencies | Reporis | Submit FY Forms

d. See Instructicns for more

F Wiew Vendor Data
File Errors

*Select the File to Upload:
Click the Browse button to locate the file on your computer

Browse... |

( Upload )
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