
Washington Wine Industry Portal Instructions 

Login & Register 
Login  Login using the password reset link 

emailed to you or select “Lost your 
Password?” 

 
 
 
 

 



Update Your Business Account  

Complete and Review your 
Business Account Details 

1. Click on “Business Details”  in 
the side navigation 

2. Click on the Account you’d like 
to edit 

3. Complete all sections: 
a. General details  
b. Account Identifiers  

4. Click “Update” to save 

 

 



 



Add Your Wine Brands 
Add your Wine Brand(s) 
 

1. Click on “Your Wine Brands”  
in the side navigation 

2. Click on “Add New” to add a 
new Brand  

3. Complete all sections: 
a. Wine Details 
b. Wine Brand Identifiers 
c. Online Presence  
d. Additional Details 

4. Click “Update/Publish” to save 
 
 
  

 
 



 

Update Your Locations (Don’t have any locations listed? Skip to the next step to add a location.) 
4. Review and Update 
Your Location(s) 
 
 

5. Click on “Your Locations”  in 
the side navigation 

6. Click on the Location Name to 
review and update the location’s 
information: 

a. Location Details 
b. Location Identifiers 
c. Online Presence 
d. Additional Details 
e. OpenOptions 

7. Click “Update” to save  

 

 

 
 



 
 

 
 

Add a New Location 
Add a New Location  8. Click “Add New” to create New 

Locations from the Industry 
Locations List View or Edit 
Industry Location view 

 

Industry Locations List View: 
 

 
 
Edit Industry Location View:  
 



 

Connect Your Wine Brands to Locations 
Create a Wine Brand 
Relationship to identify the 
locations where a brand is 
sold.  

1. Click on “Wine Brand 
Locations” in the side 
navigation 

2. Click “Add New” 

3. Add a Description for your Wine 
Brand Location (This will show 
as the Title. We recommend 
using the brand & location 
name) 

4. Select the Brand from the drop 
down list  

5. Select the Location where the 
Brand is sold from the drop 
down list. 

6. Click “Update/Publish” to save 

 

 
 



 

Add Additional Contacts to Your Account 
Add new contacts that can 
view/manage your account 
information 

1. Click on “Your Contacts” in the 
side navigation 

2. Click “Add New” 

3. Select the Account you would 
like to add the contact to 

4. Fill out the required fields for the 
contact (We recommend 
keeping the username and 
email address the same) 

5. After filling out all required fields, 
click “Add New User” 

 

 
 



 

Assign a Role to your Contact(s) 
Give your contact(s) a role 
to manage their level of 
access: 
 
Unassigned: No access. 
This user will not be able 
to login to the Industry 
Portal until assigned a 
role. 
 
Industry Member: View 
only permission. This user 
can view account details, 
profiles, and contacts.  
 
Account Editor: Create, 
edit, and delete 
permissions. This user 
cannot view, edit, or create 
Grape Reports 
 
Account Manager: Full 
Permissions. Can, view, 
edit, delete information 
and view/create/edit Grape 
Reports. 
 

1. After creating a contact, Click on 
“Contact Roles” in the side 
navigation 

2. Click “Add New” 

3. Add a Relationship Name (we 
recommend Role-Contact 
Name) 

4. Select the Account and Contact 
from the drop down 

5. Assign a role to the user 

6. Click “Publish” to save 

 

 

 


