





Job Aid
WBSCM Upgrade Summary - September 2019

New features and functionality updates include:

U WBSCM Search
U Field History
QO Filter Icon and Settings
O Matchcode Search
O Application-Specific Updates

o Manage RA Catalog View
Download to and from Virtual (Z:\) Drive
WBSCM Session Retention
Default Gridlines View — CWB, MOU, Reports
Customer BP Relationship Report
SDA/RA Entitlement Bonus Detail Report
Accessibility and Usability Improvements
Open Issues and Workarounds

O O 0O O O O O
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Job Aid
WBSCM Upgrade Summary - September 2019

Filter Icon and Settings

Settings are now consolidated under ~ (the Settings icon). The filter functionality can now be updated within each column via =
(the Filter button).

The = (the Filter button) can be found in the header of each column for select transactions. The (the User-Defined
Filter... link) can be used to filter for multiple values. If you need to exclude multiple values use the (the Add Criteria To
Exclude link). Previous Setting functionalities for personal layouts remain unchanged.

To clear the selected filter criteria from all columns at once, click (the Filter tab), click (the Reset link) and click (the
OK button) to save changes.

Back to Top
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Job Aid
WBSCM Upgrade Summary - September 2019

Matchcode Search Update

The Matchcode Search screen is updated with a new layout for select transactions. This update generates more concise search results.

In the Matchcode search dialog, the user can enter values for any defaulted WBSCM transaction criteria. Different criteria can be
selected by clicking ™ (the Dropdown button). With (the Plus and Minus icons), the user can add or remove search criteria.

Back to Top

Application-Specific Updates

Manage RA Catalog View
The State Distributing Agency (SDA) user no longer needs to log off to unlock the Recipient Agency (RA) catalog for other users.
Instead, the SDA user selects the appropriate catalog and clicks (the Update button). This unlocks the catalog and makes it

available to other users within the organization.
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Job Aid
WBSCM Upgrade Summary - September 2019

Default Gridlines View — CWB, MOU, Reports
The new default view shows only horizontal gridlines in transactions such as Consolidated Work Bench (CWB), Mass Order Update
(MOU), and various reports (includes any table with the new filter functionality). Previously, both vertical and horizontal gridlines

were visible as a default view. Users can create their custom view with gridlines under the ~ (the Settings icon), Display tab. The
gridlines in Business Intelligence (BI) reports are not affected by this change.

Back to Top

Customer BP Relationship Report
After this upgrade, the Customer Business Partner Relationship report transaction has a new input and results screen layout. This is the
new standard view; it is aesthetic and there is no change to functionality.

Back to Top
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Job Aid
WBSCM User Accessibility

Guide
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Job Aid
WBSCM User Accessibility
Guide

1 Purpose
The purpose of this document is to provide guidance for accessibility’ features in
WBSCM. Once activated, users can navigate using the hot keys associated with their
preferred screen reader. Additionally, detailed tooltips and instruction boxes, which
describe useful hot keys, become available to screen readers. This guide will be updated
as accessibility guidelines change, and new methods of conformance are available.

2 Set up Accessibility in WBSCM

Users can activate accessibility features from any WBSCM screen as follows:

1. Click Personalize; then click Portal from the drop-down menu.

2. Depending on the user’s browser and settings, the Welcome to Accessibility
Settings — Transactions screen may open in a new window or a new tab.

1 Section 508 of the US Rehabilitation Act of 1973 is the law governing accessibility of
electronic and information technology (EIT) in the Federal government to give disabled
employees and members of the public access to information comparable to the access
available to others. The concept of accessible design and the practice of accessible
development ensures both unassisted access and compatibility with assistive technology (e.g.,
computer screen readers). To conform to the requirements of Section 508, WBSCM is guided
by the Web Content Accessibility Guidelines (WCAG) 3.0 as well as principles of Universal

Design.
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Job Aid
WBSCM User Accessibility
Guide

3. Click (the Modify button).

4. Click (the Activate Accessibility Feature checkbox).
5. Click (the Save button).

6. WBSCM displays the message, “User attributes modified.”

Note: If the system displays a “No extension entered” warning message, the user
may disregard it.

7. The accessibility feature must be turned on separately for transactions and for
reports. Repeat steps 1-6 for the Enable Accessibility - Reports option in the

Detailed Navigational Panel.

8. Click (the Close button) to close the accessibility settings window or tab.
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USDA Organizations and Sub-organizations in WBSCM

Every WBSCM user is assigned to a USDA organization and/or a sub-organization. Based on the
organization/sub-organization assignment, new users are assigned one or more roles, which determines their
level of access to WBSCM functions.

There are two types of administrators:

1. Org Admin: creates and maintains organization and its sub-organizations; creates and maintains
users for its sub-organizations

2. User Admin: creates and maintains users for their own organization
Note: To manage users for both their own organization and its sub-organizations, both the User Admin and

Org Admin roles must be assigned.

The illustration below displays the relationship between organizations and sub-organizations in WBSCM and
what administrative roles are available. Refer to the WBSCM Role Assignment Matrix for a complete list of
roles available for each type of organization.
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Organization and User Administrators
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Job Aid
Wildcard and Matchcode Searches

Matchcode Searches
A Matchcode is a field control that opens a field-specific search dialog when clicked. The Matchcode icon may not always
be visible to the right of a field. Sometimes the icon is visible only after the cursor is placed directly into a field.

First, the user clicks (] (the Matchcode icon) adjacent to the field. In this example, the user is searching for a Bid Inv
Number.

In the pop-up dialog, the user may select from available search criteria, as applicable. In this example, there are four
available search criteria, including Bid Invitation Number, Bid Invitation Type, Bid Invitation Description or Bid
Invitation Status. Different search criteria fields may be selected by clicking & (the Dropdown button) next to the

displayed criteria. The user can add or remove search criteria using (the Plus and Minus icons).

Next, the user may enter value(s) for these search criteria, if desired. Users may use a wildcard search for search criteria
fields, as applicable. The example below displays a search and results for a bid invitation number starting with 200, using a
wildcard operator to represent the middle characters (*39%).

Click (the Search button) to apply the selected search criteria and return a list of results, which includes all values
that match the search criteria — or all existing values if no criteria were entered.
Scroll through the list of results and click - (the Selection button) to select a value. Then click  (the OK button) to

return to the main search screen and apply the selected value.
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Job Aid
Create elnvoice Worklist using Wildcard Search

e-Invoices for Processing Screen

Search Error — Additional Criteria Required

To resolve the Additional Criteria Required error complete an
additional field when searching with a wildcard (*) at the end of a
value for following fields:

ASN Number
Purchase Order
Purchase Requisition
Sales Order

Vendor Reference
Bill of Lading
Shipment Reference

In this example, Purchase Order wildcard search (41*) was
searched with Purchasing Group 110.

July 28, 2022
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Job Aid
Create elnvoice Worklist using Wildcard Search

e-Invoices for Processing Screen Search Error — Purchase Order Number Required

If the PO Item ficld is completed without completing the Purchase
Order field, the following error displays: Purchase Order Number
is required with the Purchase Order item Number. In this example,
the PO Item ficld was populated with 0001 without a Purchase

Order number. This resulted in the displayed error at the top of the

screen.

Resolution: Complete the Purchase Order field along with the
PO Item field.

Page 4 of 5
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Job Aid
Create elnvoice Worklist using Wildcard Search

e-Invoices for Processing (Variant Maintenance) Screen

Variants — Saved Search Criteria

Variants can be used to save frequently used search criteria.
Including search with wildcards (*).

Create a Variant

1. Enter applicable search criteria.

2. Enter name of saved scarch criteria in Variant ID field.

3. If required, enter Description field with details of the saved
search criteria.

4. If required, check [ (the Default: checkbox) to load the saved
search criteria next time the transaction is used.

5. Click (the Save button).

Load a Variant

1. Click (the Matchcode button) in the Variant ID field.
2. Enter a Variant ID or Description to locate the variant.

3. Click (the Start Search button).

4. Click (the Selection button) to select the variant.
5. Click (the OK button).

6. Click (the Load button).

In this example, variant Shipments is created with Purchase Order
41* and Purchasing Group 110.

July 28, 2022
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Job Aid
Determine Claim Letter Details

Job Aid Title Determine Claim Letter Details

Purpose Use this job aid to gather all required information needed to prepare the claim
letter sent by USDA. The following required information can be reviewed in
WBSCM:

WBSCM claim document number for reference

Amount

PO number and Line item

Comments, if available, for the reason the claim has been created.

There are various ways to locate the required information displayed in the job
aid. Use the following links to navigate to the desired location:

Find Finance Credit Memo Document sent to NRRS

Find FI Invoice or Credit Memo

Find Logistics Invoice or Credit Memo from FI Invoice or Credit Memo

Find Logistics Invoice or Credit Memo to get additional information (applies
only to eINV invoices)

Find the Shipping Document Attachment (applies only to eINV invoices)

Find Detailed Comments for the reason the Claim has been created (if available)
Find Origin, Date Shipped or Destination information

Pre-requisite: The 51* series Billing (Claim) Document must be displayed on
report INT0006 — NRRS Outbound Interface Runlog.

To run the report, the user must have the IWEC_BASIC_VIEW_ONLY_DSP
role assign in WBSCM. If the report is not available contact WBSCM Service
Desk and ask for the role to be assigned.
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Job Aid
Determine Claim Letter Details

Portal Navigation Path The portal paths to gather all required information needed to prepare the claim
letter are:

1. Find Finance credit memo document sent to NRRS by selecting Finance
tab & General Ledger folder & Review folder & Display FMMI-R
and CORE Interface Logs link

2. Display FI invoice or credit memo for additional information by
selecting Finance tab ¥ Accounts Receivable folder # Review folder
=2 Display Document link

3. Display logistic invoice by selecting Finance tab & Accounts Payables
folder # Review folder # Display Invoice Document link

4. Display invoice by selecting Finance tab & Accounts Payables folder
2 Invoicing folder # e-Invoices for Processing link

Note: To access the Display FMMI-R and CORE Interface Logs transaction,
the user must have the IWEC_BASIC_VIEW_ONLY_DSP role assign in
WBSCM. If the transaction is not available contact WBSCM Service Desk and
ask for the role to be assigned.
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Job Aid
Determine Claim Letter Details

Display NRRS interface log Find Finance Credit Memo Document sent to NRRS
Display FMMI-R and CORE Interface Logs:
Locate the appropriate Billing Document Number:
1. Navigate to: Finance tab # General Ledger folder # Review folder
Display FMMI-R and CORE Interface Logs link.
2. Enter INT0006 — NRRS Outbound Interface Runlog in the Log Id
field.
3. Enter Interface Run Date. In this example, 03/04/2020 is entered.
Note: If needed, the user can change the defaulted Interface Run Date
to search for a period instead of the current date.
4. Click (the Execute icon).
5. Record the Billing Document number for each required line item. In this
example, Billing Document Number 5100887564 is recorded
Note: The Billing Document Number starts with 51* for the 54* series
number account.
NRRS Outbound Interface Runlog report:
October 30, 2020 © WBSCM Training — Proprietary Page 3 of 12
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Job Aid
Determine Claim Letter Details

Display Document
Display Document:

Information to note down:

Location of Text field:

Find FI Invoice or Credit Memo to record all necessary information

Locate additional information like Account Number, Description, Amount and
Reason for the claim from Finance Credit Memo. The additional information can
be displayed in different ways, the main ones are shown in this section of the job
aid.

1. Navigate to: Finance tab # Accounts Receivable folder # Review link
2 Display Document link.

Enter the Document Number. In this example, 5100887564 is entered.
Enter the Company Code. In this example, 1200 is entered.

Press Enter on the keyboard to display the document.

Record the following information: Vendor Account Number (BP #)
from Account column, Description (Vendor Name), Amount and
Logistics Credit Memo number from Reference (elnvoice #) field from
the Display Document: Data Entry View screen. In this example, the
amount 10.93, reference 5400035804 is recorded.

Double click on the line item to display additional information.

nhkwbd

If necessary, click ¥ (the Down Arrow) to display the Text field. In
this example, the Text field is populated with eADJ-e-Invoice
Adjustment which indicates that is due to Over receipt reduction.
Note: The Text field does not give a full explanation of the reason for
the claim, but it does indicate the following:

o LIQ-Liquidated Damages - Late delivery discounts
MISC-Miscellaneous Adjustment - USDA manual adjustment
OAGE-Overage - Deductions to Over or short deliveries
QM-Quality Specifications - Quality discounts
eADJ-e-Invoice Adjustment - Goods Receipt (GR) quantity
adjustments

8. Click (the Back button) to display all document lines.

October 30, 2020
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Job Aid
Determine Claim Letter Details

Display Document (continued) Find FI Invoice or Credit Memo to record all necessary information
Display Item 2: (continued)

9. Double click on the Line Item 2 to display additional information.

10. If necessary, click ¥ (the Down Arrow) to display the purchasing
document and item number.

11. Record Purchasing Doc. Line Item numbers. In this example,
purchasing document (purchase order) 4100019084 and item number 2
are recorded.

Note: The purchasing document is always displayed on the second line
item.

12. Double click in the Purchasing Doc. field to display additional
information.

Note: By double clicking the Purchase Order number, the user can
display the logistics invoice or credit memo from the FI invoice or credit

Location of Purchasing Document:
memo.

October 30, 2020 © WBSCM Training — Proprietary Page 5 of 12
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Job Aid
Determine Claim Letter Details

Navigate to logistics invoice Find Logistics Invoice or Credit Memo from FI Invoice or Credit Memo
Identify the Logistics Credit Memo:

13. Identify the Logistics Credit Memo within the /nvoice Receipts section
that matches with the information noted down. In this example, the
Quantity is reduced by 4 Gallons (GAL) and a claim document for
$10.93 is created.

Note: If any of the areas are not displayed, use the expand functionality

by clicking on (the Expand icon) for Header, Item or Item
Overview.

14. Double click on the Credit Memo to display the document. In this
example 5400035804 is double clicked.

15. If necessary, click ¥ (the Down Arrow) to display and record the Text
field.

16. Click (the Exit button).

Display invoice document:

October 30, 2020 © WBSCM Training — Proprietary Page 6 of 12
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Job Aid
Determine Claim Letter Details

Display Invoice Document Find Logistics Invoice or Credit Memo to get additional information and
Display Invoice Document: display the attachment (applies only to eINV invoices)
1. Navigate to: Finance tab & Accounts Payable folder & Review folder
2 Display Invoice Document link.
2. Enter the Invoice Document no. In this example, 5400035804 is
entered.
Select the desired PO: 3. Click (the Display Document button).
4. Identify the referenced PO and line item. In this example, PO
4100019084 and line item 2 are identified.
5. Double click on the Purchase Order number on the Invoice Document.
In this example, (the 4100019084 link).
Note: If any of the areas are not displayed, use the expand functionality
by clicking on (the Expand icon) for Header, Item or Item
Overview.
6. The Purchase Order screen for the line item shown on the Invoice
Document is displayed.
PO display screen for the line item shown on Invoice Document.
October 30, 2020 © WBSCM Training — Proprietary Page 7 of 12
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Job Aid
Determine Claim Letter Details

Search Invoice Find Detailed Comments for the reason the Claim has been created (if
e-Invoices for Processing: available)
Additional information may be available to determine the reason for the claim.
Follow the below steps to view any additional comments:
1. Navigate to: Finance tab & Accounts Payables folder & Invoicing
folder # e-Invoices for Processing link
2. Enter the Purchase Order. In this example, 4100019084 is entered.
3. Enter the PO Item. In this example, 2 is entered.
4. Click (the Search icon).
5. Click (the Selection button) on the Worklist tab to select the line
item.
Note: If more than one line is displayed select the appropriate line item.
. 6. Click (the Further Actions icon).
Further action: . . .
7. Click (the Selection button) on Vendor Shipments tab to select the
line item.
8. Ifnecessary, click ¥ (the Down Arrow) to display the USDA
comments on Properties tab.
Note: If the USDA Comment is not displayed, it means that no comment
was entered.
USDA comment: 9. Click (the Comments tab) to view entire comments.
October 30, 2020 © WBSCM Training — Proprietary Page 11 of 12
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Job Aid
Determine Claim Letter Details

Origin, Date Shipped or Destination information

Find Origin, Date Shipped or Destination information

Locate Origin / Date Shipped / Destination information based on the current
USDA process.

October 30, 2020
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Job Aid

Display elnvoice — USDA (eINV)

Job Aid Title

Display elnvoice — USDA (eINV)

Purpose

Use this job aid to display electronic invoice (eINV)
details as well as invoice PDF output for eINV, and
Purchase Orders that contain both eINV/non-eINV Line
Items. The invoice details show the invoice amount
including any adjustments such as LIQ discounts,
overages, etc.

Portal Navigation Path

Finance tab # Accounts Payable tab # Invoicing
folder # e-Invoices for Processing selection

Search Options

e To search for Vendor Invoice Statements using a
specific date range, use the Daily Invoices tab

e To search using specific search criteria other than date
range, use the Search tab

Welcome to e-Invoices for Processing (Daily Invoices) Screen

Search Invoices with Date Range and Review Results
The Daily Invoices tab provides real time data for
USDA, in the form of a quick summary of invoices for a
given time period.

Enter the appropriate Business Partner Number and date
range in the Vendor and Invoice Posting date fields and

click (the Execute button).

For this example, 1010950 was entered in the Vendor:
field; 03/01/2019 through 05/01/2019 was entered in the
Invoice Posting date: field.

July 28, 2022 © WBSCM Training — Proprietary
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Job Aid
Display elnvoice — USDA (eINV)

Welcome to e-Invoices for Processing (Search) Enter Search Criteria and Start Search

Enter the appropriate criteria to generate a worklist with
the required items.

The Vendor field can be used to input a Vendor’s
Business Partner Number to generate a worklist on behalf
of a Vendor.

Note: At least one field needs to be populated to
generate the search. Additional criteria can be entered to
narrow the results of the search. Standard WBSCM
functionality is available for selection lists using (the

Matchcode icon) and (the Arrow icon) for multiple
entries.

For this example, 50 — Invoiced was entered in the
Receipt Status field to generate the worklist.

Common USDA Receipt Status include:
e 00— ASN Submitted
e 25—GR Posted
e 50 —Invoiced
e (05 —Pending Approval
o 35 —Rejected — USDA
Note: Users can enter search criteria into the Variant

Maintenance section and use ! (the Default: checkbox)
to create/save a specific search for future use.

Click (the Search button).

July 28, 2022 © WBSCM Training — Proprietary Page 2 of §
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Job Aid

Display elnvoice — USDA (eINV)

Welcome to e-Invoices for Processing (Worklist) Screen

Select Line Item(s) for Review

Based on the search criteria, the Worklist displays the PO
line items, associated ASNs, shipment and delivery
details, status and other detailed information.

Select the required Line Item(s), and click

(the Further Actions button) to display additional details
for that Line Item on the Vendor Shipments tab. In this
example (the 410007428 Purchase Order) was
selected.

Note: The user may select multiple lines to be
reviewed at a time by highlighting the lines and holding
down the Shift key.

July 28, 2022
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Job Aid
Display elnvoice — USDA (eINV)

Welcome to e-Invoices for Processing (Invoices) Screen Review Invoice Details, Export List and Generate
PDF Output
Click (the Invoices tab) to view invoice

information for the selected Purchase Order.

The Invoices tab displays invoice information for the
selected Purchase Order. A separate invoice line item is
generated for every shipment receipt action and any
associated invoice adjustment.

e Invoice Numbers, Credit Memos, and Reevalutaions
begin with a 54 - numbering sequence.
o Credit memos are used for damages.
e Invoice Adjustments (LIQ discount, Overages, etc.)
begin with a 75 - numbering sequence.
o Ifthe Amount and the Quantity field
show a negative number, it is referring to
a discount due to damaged goods or a
QM discount.

e Use (the Export button) to export data to a
spreadsheet.

e Use (the Filter button) to display data using
different criteria. Use this feature to apply totals and
sub-totals by specific data fields, as needed.

e Use the scroll bars as needed, to view all the
information in the table or grid

Click the appropriate Invoice Number link in the Invoice
Number column to generate the PDF invoice output. For
this example, (the 5400000571 Invoice
Number link) was selected.

July 28, 2022 © WBSCM Training — Proprietary Page 4 of 5
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Job Aid
Display Logistics Invoice from Output Messages

Job Aid Title Display Logistics Invoice from Output Messages
Purpose Use this transaction to display the PDF version of the invoice.
Pre-requisite: WBSCM eINV invoice or Credit Memo exists.
Portal Navigation Path Display messages of logistic invoices by selecting the Finance tab ¥ Accounts
Payables folder & Review folder # Output Messages in Logistics Invoice
Verification link
October 30, 2020 © WBSCM Training — Proprietary Page 1 of 2
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Job Aid
Display Payment List

Job Aid Title Display Payment List

Purpose Use this transaction to verify payment related data. Payment list provides
accounting document number of invoices along with date of creation and
amount.

Pre-requisite: Payments exist in WBSCM.

Portal Navigation Path Display payment list for additional payment information by selecting the
Finance tab  Accounts Payable folder % Review folder # Payment List link

October 30, 2020 © WBSCM Training — Proprietary Page 1 of 2
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Job Aid
Display Payment List

Display Payment List Display Additional Payment Information
Payment List:
1. Navigate to: Finance tab % Accounts Payable folder # Review link &
Payment List link.
2. Click (the Matchcode icon) next to the Identification feature field
and select the desired user ID of the person that created the payment run.
In this example, TEJ1 is selected.
Note: Once the automatic payment transaction is selected the Program
run date field is filled in automatically with the payment date. In this
example, 10/06/2020.
3. Deselect (the Proposal run only checkbox).
4. Click (the Execute button).
5. Verify the payment related data.
Note: Locate additional information for payment records like Payment
and Document Number
6. Click (the Exit button).
Verify payment related data:
October 30, 2020 © WBSCM Training — Proprietary Page 2 of 2
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Receipt Statuses

00 - ASN Submitted

05 - Pending Approval

10 - GR In Process

15 - GR In Process

16 - GR In Process

17 - GR In Process

20 - GR In Process

25 - GR Posted

35 - Rejected - USDA

50 - Invoiced

60 - Offshore Receipt

70 - Receipt - No ASN

80 - Closed

90 - Superseded

95 - Pre Processing

96 - Doc Processing

97 - Invoicing Error

99 - Analysis
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elNV Receipt Status Code

00 - ASN Submitted

05 - Pending Approval

10 - GR In Process

15 - GR In Process

16 - GR In Process

17 - GR In Process

20 - GR In Process

25 - GR Posted

35 - Rejected - USDA

50 - Invoiced

60 - Offshore Receipt

70 - Receipt - No ASN

80 - Closed

90 - Superseded

95 - Pre Processing

96 - Doc Processing

97 - Invoicing Error

99 - Analysis
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Status Description

The vendor has submitted the ASN and the shipment is ready to be receipted.

The receipt has been submitted, however, requires USDA to review and approve (for e.g. Vendor or
Recipient modified receipt after one business day).

The GR has been submitted, and is currently being processed. (Over/ Short/ Damage or Liquidated
damages)

The GR has been submitted, and is currently being processed. (There are no Over/ Short/ Damage or
Liquidated damages)

The GR has been submitted, and is currently being processed. (Technical reprocessing due to locks)

The GR has been submitted, and is currently being processed. (Technical reprocessing due to locks)

The GR has been submitted, and is currently being processed. (Technical reprocessing due to locks)

The Vendor Nas SUDMITIed the ASN and the GR Nas DEen posted awalting MVOICE Processing. For
Variable Weight materials, if the initial GR is not already posted, then the receipt gets posted based on

tho actiial chinmaont aniantity

The receipt modification has been rejected by USDA. The vendor or recipient should review and
resubmit as necessary.

An invoice has been generated and processed.

The offshore material is received at the final destination.

A receipt was submitted without an ASN. An email notification was automatically sent to the vendor
requesting the ASN.

Not in use.

Previous receipt is superseded due to approved modification.

An interim status prior to invoice being selected for processing (96 status).

Selected for invoice processing (typically if PO line has any LIQ discounts).

Error with invoice processing; will be reprocessed.

The GR has been submitted, and is currently being processed. (for analysis if there are any issues)
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Shipment Statuses

00 - ASN Submitted

29 - Draft - Vendor

30 - Confirmed - Vendor

31 - Confirmed - Vendor

32 - Confirmed - Vendor

33 - Pending Approval

35 - Rejected - USDA

40 - Approved - Auto

41 - Value Adjustment

45 - Approved - USDA

50 - Invoiced

80 - Closed

90 - Superseded
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elNV Shipment Status Code

00 - ASN Submitted

29 - Draft - Vendor

30 - Confirmed - Vendor

31 - Confirmed - Vendor

32 - Confirmed - Vendor

33 - Pending Approval

35 - Rejected - USDA

40 - Approved - Auto

41 - Value Adjustment

42 - Updated - USDA

45 - Approved - USDA

50 - Invoiced

80 - Closed

90 - Superseded
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Status Description

The vendor has submitted the ASN and the shipment is ready to be receipted.

The shipment has been edited and saved, but not confirmed by the vendor.

Vendor confirmed awaiting shipment receipt. The vendor has answered "No" or "Not Applicable" to one

Vendor confirmed and attached inspection lot is not approved by USDA.

Vendor confirmed with answering questions as "yes". Waiting on shipment receipt.

Waiting on USDA approval.

The shipment has been rejected by USDA. The vendor should review and submit necessary documents.

The shipment has been auto-approved for payment. An invoice has been generated by WBSCM based
on a successful system match between the ASN, shipment receipt, and PO.

Shipment has liquidated (LIQ) or quality management (QM) adjustments. This is a transition status.

Shipment has been updated by USDA after it had already been approved.

The value adjustments on the shipment have been processed.

Not in use.

Not in use.

Previous shipment is superseded due to approved modification.
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or more required questions.
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Job Aid
Process Domestic Vendor Shipment Scenarios —
USDA (eINV)

Shipment Search Screen

Enter search data

Select the relevant PO line item

Locate Shipment

Perform the following steps to search for the shipment and select the appropriate
line item for updates.

1. Enter the PO number in the Purchase Order field. In this example, PO
number 4100008364 is entered.
Note: Vendors can perform a search using any field or combination of
fields as the search criteria. Searching by Shipment Status, Receipt
Status, Purchase Order, ASN Number or Purchasing Group are most
common.

2. Click (the Search button).
Note: The search results display on the Worklist tab.

3. Review the displayed line items.
Note: The user should compare the quantities in the PO Quantity,
Quantity Shipped, Delivery Quantity, and Receipted Good Quantity as
well as the Delivery Date field to determine if it is necessary to modify the
shipment receipt or to proceed to shipment confirmation.

4. Click (the Select button) for the appropriate PO line item to review.

Click (the Further Actions button).
Note: All selected items display on the Vendor Shipments tab.

6. Go to the appropriate scenario to perform additional activities and process
the vendor shipment confirmation:

e Scenario 1: GR has been submitted and eINV has LIQ applied.
The vendor does not agree with LIQ being charged and does not
accept LIQ. Shipment must be approved by USDA.

e Scenario 2: GR has been submitted and eINV has LIQ applied.
The vendor accepts LIQ but doesn’t agree with quantity. Shipment
must be approved by USDA.

e Scenario 3: GR has not been entered yet. Vendor knows the
shipment was late, they accept LIQ. Shipment Status changes to
Approved - Auto after GR is entered.

November 30, 2021
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Job Aid
Process Domestic Vendor Shipment Scenarios —
USDA (eINV)

Process Domestic Vendor Shipment Screen

Vendor Shipment

Review quantities and LIQ

Answer questions and complete vendor comments

Scenario 1 — Vendor Does Not Accept LIQ

1. Click * (the Process Further checkbox).

2. Review quantities and Estimated LIQ.

Note: In this scenario, the vendor does not agree with the LIQ of $2700
being charged and does not accept LIQ (leaves Accept any LIQ checkbox
unchecked).

3. Complete the Vendor Comments field in the Create e-Invoices section
with comments regarding the reason for not accepting LIQ. The vendor
should provide the business reason why LIQ is not accepted. In this
example, The products were shipped on time, attached BOL with
correct shipment date. LIQ not accepted is entered.

4. Answer all the certification questions in the Create e-Invoices section.
Note: The certification questions vary based on the material type. Some
materials may not have associated questions. If the answer to any of the
required questions is No/Not applicable, the shipment is routed to USDA
for approval upon confirmation.

5. Click (the Submit button) to confirm all required documents
have been attached, required certification questions have been answered,
and the vendor confirmation process is complete.

Note: (the Save button) saves the entered information, but does
not confirm the shipment, allowing the vendor to return to update the
information prior to submitting. When saved, the Shipment Status
becomes Draft - Vendor.

Note: In this scenario, the shipment status goes to Pending Approval. USDA
must review and take action to approve the shipment for invoicing.

November 30, 2021
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Job Aid

Process Domestic Vendor Shipment Scenarios —
USDA (eINV)

Process Domestic Vendor Shipment Screen

Vendor Shipment

Review quantities and LIQ

Update quantities and Accept any LIQ, answer questions and complete vendor
comments

Scenario 2 — Vendor Does Not Agree with the Quantity but Accepts LIQ

Click ~— (the Process Further checkbox).

Review quantities and Estimated LIQ.

Note: In this scenario, the vendor accepts the Estimated LIQ of $2700
being charged but doesn’t agree with the receipted quantity.

Enter the correct quantity in the Actual (Confirm) Receipt Quantity
field. In this example, 45,000.000 is entered.

Click — (the Accept any LIQ checkbox).

Complete the Vendor Comments ficld in the Create e-Invoices section
with comments regarding the reason for updating the quantity. In this
example, The shipment was delayed but was for 45000 LB; see
attached BOL for details is entered.

Answer every question in the Create e-Invoices section.

Note: The certification questions vary based on the material type. Some
materials may not have associated questions. If the answer to any of the
required questions is No/Not applicable, the shipment is routed to USDA
for approval upon confirmation.

Click (the Submit button) to confirm all required documents
have been attached, required certification questions have been answered,
and the vendor confirmation process is complete.

Note: (the Save button) saves the entered information, but does
not confirm the shipment, allowing the vendor to return to update the
information prior to submitting. When saved, the Shipment Status
becomes Draft - Vendor.

Note: In this scenario, the shipment status goes to Pending Approval. USDA
must review and take action to approve the shipment for invoicing.

November 30, 2021 © WBSCM Training — Proprietary Page 4 of 6
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Job Aid
Process Domestic Vendor Shipment Scenarios —
USDA (eINV)

Process Domestic Vendor Shipment Screen

Vendor Shipment

Review quantities and LIQ

Accept any LIQ, answer questions and complete vendor comments

Scenario 3 — GR Not Entered and LIQ Accepted

98]

Click ~— (the Process Further checkbox).

Review quantities and, if applicable, Estimated LIQ.

Note: In this scenario, the GR has not been entered yet. The vendor knows
the shipment is late and accepts the LIQ (although LIQ amount does not
display yet).

Click - (the Accept any LIQ checkbox).

If necessary, complete the Vendor Comments field in the Create e-
Invoices section. In this example, Shipment is late. LIQ accepted is
entered.

Answer every question in the Create e-Invoices section.

Note: The certification questions vary based on the material type. Some
materials may not have associated questions. If the answer to any of the
required questions is No/Not applicable, the shipment is routed to USDA
for approval upon confirmation.

Click (the Submit button) to confirm all required documents
have been attached, required certification questions have been answered,
and the vendor confirmation process is complete.

Note: (the Save button) saves the entered information, but does
not confirm the shipment, allowing the vendor to return to update the
information prior to submitting. When saved, the Shipment Status
becomes Draft - Vendor.

Note: In this scenario, once GR is entered, Shipment Status goes to Approved -

Auto.

November 30, 2021 © WBSCM Training — Proprietary Page 5 of 6
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Job Aid
Process Domestic Vendor Shipment Scenarios —
USDA (eINV)

Additional training materials

Training Materials

Refer to the below training materials for additional information:

Process Domestic Vendor Shipment — USDA (eINV)
Display e-Invoice — USDA (eINV)

November 30, 2021
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Job Aid
Review AVC Data

Job Aid Title Review AVC Data

Use this transaction to review Active Availability Control (AVC) related data.
The AVC checks the available budget when a purchase order is posted. The
AVC can be used to review the available budget for a specific fund. The
information that can be reviewed includes, Fund, Funds Center, Commitment
Item, Functional Area, and Funded Program specific to the AVC Control Object
selected.

Purpose

Pre-requisite: Availability of funds.

Verify the availability of active funds by selecting the Finance tab # Funds

Portal Navigation Path
Management folder & Review folder # Overview of AVC Data link

October 30, 2020 © WBSCM Training — Proprietary Page 1 of 2
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Job Aid
Review AVC Data

Display Availability Control (AVC) Data Review Funds Details
Enter data in the Overview of AVC Data screen:
Active Availability Control (AVC) in WBSCM is performed in Funds
Management (FM) to verify the availability of funds. AVC is performed every
time the budget is encumbered, and the budget status is changed. The AVC in
WBSCM will display a warning when 90% of the available budget is consumed
and an error message when budget consumption exceeds the available budget.
1. Navigate to: Finance tab # Funds Management folder  Review
folder # Overview of AVC Data link.
2. Ifthe Enter FM Area pop-up window appears, enter 1200 in the FM
Area field, and click  (the Enter icon) to return to the Overview of
AVC Data screen.
Display AVC Data based on search criteria: 3. Enter the Fiscal Year. In this example, 2020 is entered.
4. Click (the Execute button).
5. Use ' (the Expand Node arrow) to display additional details. In this
example, Control Ledger 9H FM PB Availability is expanded.
Note: Review the funds availability/details. The fields displayed are:
e Fund - displays the name of the fund.
e Consumable Amount — displays the consumable amount.
e Consumed Amount — displays the amount already consumed.
Expand results: e Available Amount — displays the remaining amount to be
consumed.
6. Ifnecessary, use ' (the Expand Node arrow) to display additional
details.
7. Click (the Exit button).
October 30, 2020 © WBSCM Training — Proprietary Page 2 of 2
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Job Aid
Technical Refresh Workarounds:

Internal FSA and AMS Users

After PO item Undeleted:

After PO is SAVED, the Price unit Becomes ST instead of LB

. Page 6 of 14
Thursday, February 29, 2024 Proprietary
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Job Aid
Technical Refresh Workarounds:

Internal FSA and AMS Users

PO with Price Conditions:

PO Price Conditions before item Deleted:

. Page 7 of 14
Thursday, February 29, 2024 Proprietary
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Job Aid
Technical Refresh Workarounds:

Internal FSA and AMS Users
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