Adding or Updating a User in SNACS

Creatinga WAMS ID

Once the Department of Public Instruction (DPI) Bureau of School Nutrition (BSN) has set-up the
School Food Authority (SFA) Admin User in the School Nutrition Accountability Software
(SNACS), that person is responsible for adding any additional users for their SFA. All users need
their own unique Web Access Management System (WAMS) ID. A shared email address should
not be used to create a WAMS ID.

e Tocreatea WAMSID, go to the WAMS homepage.

e Torecover your WAMS ID or password, use the Account Recovery option.

e For additional information on WAMS IDs, check out the FAQs.

¢  WAMS s not managed by DPI. To get help with anything WAMS related, us the Help
Wisconsin Support link to send an email to Help Desk Staff at Wisconsin.gov. This link is
also at the very bottom of the page of the WAMS application.

Adding a NEW SNACS User

1. Toadd ausertoyour SFA, loginto SNACS through the SNACS webpage. Access the Admin
Module (#1) and under the Sites and Users section, click Users (#2)
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2. After selecting Users, a new window will open. Click the Add User button, which is found at the
bottom right side of the screen.
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https://on.wisconsin.gov/WAMS/home
https://on.wisconsin.gov/WAMS/AccountRecoveryController?RSAction=FSI
https://dpi.wi.gov/cst/data-security/wams/faq
http://on.wisconsin.gov/WAMS/FormattedEmail

3. A pop-up window will open. Enter the WAMS ID for the new user and select apply.
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4. Asearch results window will open and display the user’s information. Click on the
hyperlinked WAMS User ID.

Note: if the user info does not come up, double check to ensure you have entered the WAMS
ID correctly.
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5. The User Info screen will open. Under Roles, select either SFA Admin or SFA Wide (#1) and
click Create User.
Note: Users uploading student data for Summer EBT should be assigned the role “SFA Admin.”
However, users being added for the purses of an AR may be assigned the role “SFA Wide.”
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6. The new user is now set up. Have them log in to SNACS to verify that they now have access.

Updating the Role for an Existing SNACS User

In order to access the Summer EBT tab in SNACS, the user must be assigned the role of SFA
Admin. Only DPI Staff can update the role of a user once they are added to SNACS. The person
currently assigned the role of SFA Admin should email summerebt@dpi.wi.gov to request that
access be updated. Please include the name and WAMS ID of the person that needs their role
updated to SFA Admin for Summer EBT purposes.
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