


WBSCM Document Types and Number Ranges

Document Type

Scenario

Document Type

Type Description

Number Range

%2}
n

Number Range

Agency

Sales Requisitions

Domestic |ZREQ |Domestic Requisitions 1000000000 - 1899999999 FNS
Sales Contracts
International - FAS |ZCON |FAS Agreements 5000000001 - 5899999999 FAS
Sales orders
Domestic ZDOM Domestic Sales order 5000000001 - 5899999999 FNS; AMS
International - FAS ZFAS FAS Sales order 5000000001 - 5899999999 FAS
International - USAID ZAID USAID Sales order 5000000001 - 5899999999 USAID
Other Sales Documents
Domestic ZDCB Domestic Credit Memo 5000000001 - 5899999999 FNS
Domestic ZDDB Domestic Receivable 5000000001 - 5899999999 FNS
Domestic ZDEC Entitlement Decrement 5000000001 - 5899999999 FNS
Domestic ZINC Entitlement Increment 5000000001 - 5899999999 FNS
Domestic ZEMG Domestic Emergency 5000000001 - 5899999999 FNS
Domestic ZPSS Price Support Sales 5000000001 - 5899999999 FSA
Domestic ZRDC Redonation Credit Mem Request 5900000000 - 5999999999 FNS
Domestic ZDRO Redonation Order 5900000000 - 5999999999 FNS
Domestic ZRE Redistirbution Sales Order 1900000000 - 1999999999 FNS
Domestic ZRCR Redistribution Credit Memo Request 1900000000 - 1999999999 FNS
International ZICB INTL Credit Memo Request 5000000001 - 5899999999 USAID
International ZIDB Intl Debit Memo Request 5000000001 - 5899999999 USAID
International ZSCR Swap.Int.Credit Memo Request 5000000001 - 5899999999 USAID
International ZSW Intl. Swap Order 5000000001 - 5899999999 USAD
Purchase Requisition
Domestic ZDOM Domestic Purchase Requisition 1000000000 - 1999999999 AMS; FSA
Domestic ZDBX Barter/Exchange Purchase Requisition 1000000000 - 1999999999 FSA
Domestic ZDER Emergency Purchase Requisition 1000000000 - 1999999999 AMS; FSA
Domestic ZDSB Processing 1000000000 - 1999999999 FSA
International ZINT INTL Commodity Purchase Requisition 2000000000 - 2999999999 USAID; FAS; FSA
International ZIFR Freight FAS Purchase Requisition 2000000000 - 2999999999 USAID
International ZIFA Freight AID Purchase Requisition 2000000000 - 2999999999 USAID
Long Term Contracts ZFOR Forecast Requirement 3000000000 - 3999999999 ENS; USAID
Replenishment - Multi-food and NB Warehouse Replenishment 4000000000 - 4999999999 FNS; USAID; AMS
prepo warehouse
Bid Invitation
Domestic ZDMI Domestic Commodity 2000000000 - 2999999999 AMS; FSA
Domestic and International ZMSI Master/Shortfall 2000000000 - 2999999999 FSA
International ZCIN INTL Commaodity 2000000000 - 2999999999 FSA
International ZFIN INTL Freight 2000000000 - 2999999999 FSA
International ZICP INTL Commodity Preferences 2000000000 - 2999999999 FSA
International ZIFP INTL Freight Preferences 2000000000 - 2999999999 FSA
Bid Response
Domestic and International |QUOT |Bid Response 3000000000 - 3999999999 AMS; FSA
Contract
All Contracts ZCID IDIQ (Indefinite Delivery, Indefinite Qty) 4400000000 - 4499999999 AMS
All Contracts ZSER FAR Services 4400000000 - 4499999999 FSA
All Contracts ZNSR Non-FAR Services 4400000000 - 4499999999 FSA
Domestic Freight ZCFT Freight Rate Table 4400000000 - 4499999999 FSA
Purchase Order
Domestic ZDOM Domestic Purchase Orders 4100000000 - 4199999999 3100000000 - 3199999999  [FNS; AMS
Domestic ZDPS Price Support Purchase orders 4100000000 - 4199999999 3100000000 - 3199999999 FSA
Domestic ZDER Emergency Purchase Orders 4100000000 - 4199999999 3100000000 - 3199999999  [FSA; AMS
International ZINT INTL Commodity Purchase Order 4210000000 - 4219999999 3100000000 - 3199999999 |FSA
International ZIFR INTL Freight FAS Purchase Order 4250000000 - 4259999999 3100000000 - 3199999999  |FSA; FAS
International ZIFA INTL Freight AID Purchase Order 4250000000 - 4259999999 3100000000 - 3199999999  |FSA; USAID
Domestic and International Services |ZSER FAR Services 4300000000 - 4399999999 3100000000 - 3199999999
Domestic and International Services |ZNSR Non-FAR Services 4300000000 - 4399999999 3100000000 - 3199999999
ASN
All ASN's | |N/A 6100000000 - 6199999999  |FNS; AMS
Delivery Document [EL [Inbound Delivery 0180000000-0182999999 FNS; USAID; FSA
Material Documents [ |
Material Types -Goods receipts |101/(102) |Goods Receipt (Reversal) 5000000000 - 5999999999 |FNS: FSA |
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Material Types -Goods receipts 107/(108) Goods Receipt to VAL Blocked Stock (Origin 5000000000 - 5999999999 FNS; FSA; USAID
Acceptance)
Material Types -Goods receipts 109/(110) Goods receipt from VAL Blocked Stock 5000000000 - 5999999999 FNS; FSA; USAID
Material Types - Goods Issue 541/(542) Goods Issue Warehouse to Sub-contracting 4900000000 - 4999999999 FNS; FSA; USAID
Stock
Material Types - Goods Issue 543/(544) Goods Issue from Sub-contracting Stock 4900000000 - 4999999999 FNS; FSA; USAID
Material Types - Goods Issue 551/(552) Goods Issue Scrapping 4900000000 - 4999999999 FNS; FSA; USAID
Material Types - Goods Issue 555/(556) Goods Issue Scrapping Block 4900000000 - 4999999999 FNS; FSA; USAID
Material Types - Goods Issue 601/(602) Goods Issue to Customer 4900000000 - 4999999999 FNS; FSA; USAID
Material Types - Transfer Posting 303/(304) Transfer Posting Plant to Plant 4900000000 - 4999999999 FNS; FSA; USAID
Material Types - Transfer Posting 311(312) Transfer Posting Stor Loc to Stor Loc 4900000000 - 4999999999 FNS; FSA; USAID
Material Types - Transfer Posting 344/(345) Transfer blocks to Unrestricted 4900000000 - 4999999999 FNS; FSA; USAID
Material Types - Stock Balance 561/(562) Inventory Adjustments 4900000000 - 4999999999 FNS; FSA; USAID
Inspection Lots
All Inspection Lots [ [ 1000000000 - 1999999999 FNS; FSA; USAID
Invoice
SUS Invoice Documents Parked Invoice 7100000000 - 7199999999 7100000000 - 7199999999  |ALL
Logistics Invoice RE MM Invoice 7100000000 - 7199999999 ALL
Finance Invoice RE Fl Invoice 5100000000 - 5199999999 ALL
Clearing Documents
Vendor payment KZ Payment Posting (Interface from NPS) 2000000000-2999999999 ALL
Vendor Offset KA Payment Posting (Interface from NPS) 1700000000-1799999999 ALL
Vendor TaxW KA Payment Posting (Interface from NPS) 1700000000-1799999999 ALL
Delivery Documents
Domestic ZDLF Outbound Delivery - Domestic 008000000 - 0083999999 FNS; FSA
International ZILF Outbound Delivery - International 008000000 - 0083999999 USAID
Domestic and International LB Delivery for Subcon. 008000000 - 0083999999 FNS; FSA
Domestic and International ZTPB Del for 3rd-P Barter 008000000 - 0083999999 FNS; FSA
Customer Receivables
Customer Write off DG Customer Write Off 1606000000-1606999999 ALL
Sales of Price Support RV Customer Invoice 2800000000-2899999999 ALL
Sales of Price Support DZ Customer Payment 1400000000-1499999999 ALL
Other Receivables
MARAD Receivables |Y4 |MARAD Receivable 1800000000-1899999999 USAID; FAS
Vendor Credit-Damage/Loss
Vendor Credit - Domestic Y1 Comm/Frt/Process los 1900000000-1999999999 ALL
Damaae/Loss
Vendor Credit - Domestic Y2 Warehouse losses 1900000000-1999999999 ALL
Damage/Loss
Vendor Credit - Domestic Y3 Ocean carrier losses 1900000000-1999999999 ALL
Damaage/Loss
Vendor Credit - International Z1 Stvdr loss fr Inv 1900000000-1999999999 ALL
Damage/Loss
Vendor Credit - International z2 Stvdr loss fr Cmdy 1900000000-1999999999 ALL
Damaage/Loss
Vendor Credit - International Z3 Ocn Carr loss fr Inv 1900000000-1999999999 ALL
Damage/Loss
Vendor Credit - International z4 Ocn Carr loss fr Cmd 1900000000-1999999999 ALL
Damaage/Loss
Internal Orders
Internal Orders BUDG Reporting & Emergency with Budget 400000 - 499999 ALL
Internal Orders ENTL Entitlement Order Type A - 777777777777 FNS
Internal Orders FASA Agreements Order Type A- FAS
Internal Orders REPO Reporting & General Order Type 500000 - 599999 ALL
Internal Orders STOR Storage & Handling 700000 - 799999 ALL
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Document Type Type Transaction Type Description SRM Range ECC Range SUS Range | SUS Range
Material Master
Material Master ZCMD Commodity External 100000-199999 N/A
Material Master ZSER Services External 300000-399999 N/A
Material Master ZFRT Freight External FXXXXX XX XXX XX XXX N/A
Material Master ZNSC Non-Standard Commodity External 900000-999999 N/A
Bill of Material
Bill of Material Group 5 Sales and Distribution N/A 00000000-99999999 N/A
Customer Business Partners
Business Partner ZSDA State Distributing Agency (SDA) N/A 40000000-49999999 N/A FNS
Business Partner ZRA Recipient Agency (RA) N/A 40000000-49999999 N/A FNS
Business Partner ZCOP Co-op Organization N/A 40000000-49999999 N/A FNS
Business Partner ZPVO Private Voluntary Organization (PVO) |N/A 40000000-49999999 N/A
Business Partner ZISH International Ship-to Organization N/A 50000000-59999999 N/A
Business Partner ZDSH Domestic Ship-to Organization N/A 50000000-59999999 N/A FNS
Procurement Business Partners
Business Partner ZCVN Central Vendors 10000000-19999999 External External
Business Partner ZPVN Plant Vendors 11000000-11999999 External External
Business Partner ZSPV Shipping Point 12000000-12999999 External External
Business Partner ZFRA Freight Agent 13000000-13999999 External External
Business Partner ZVCP Contact 20000000-29999999 External External
Business Partner ZLOC Locations External External External
Quality Management
Master Inspection Characteristics ~ |N/A N/A N/A N/A N/A
Inspection Plans N/A N/A N/A N/A N/A
Document
Documents Z01 USDA CRD/Annmnt Doc N/A 10000-99999 N/A
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Job Aid
WBSCM Portal Navigation

Title

WBSCM Portal Navigation

Purpose

This job aid reviews advanced WBSCM Portal navigation. Refer to the WBSCM
Portal Navigation video for basic WBSCM Portal navigation.

This job aid reviews:

e WBSCM Portal Screen Components
o Access a Transaction via the Detailed Navigation Panel
o Access a Transaction via the Search the Portal Field
e Navigate within a Transaction
o Matchcode Searches
Matchcodes with a Large List of Values
Search Using Attributes
Multiple Selection Criteria Searches
Create a Variant
o Loada Variant
e Transaction Output
o Sort Columns
Sort Multiple Columns
Add / Remove Columns
Move Columns
Perform Calculations
Save a View
Apply a Saved View
Upload Document
o Download / Export Document
e WBSCM Help Options

O O O O

O O O O O O O

Target Audience

All WBSCM Users

Access WBSCM

WBSCM is accessed via web browser. The WBSCM recommended browser is
Chrome.

To access WBSCM:
1. Open the web browser.
2. Enter the URL: https://portal.wbscm.usda.gov
3. Follow the prompts to login via USDA eAuthentication.

April 13, 2023
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WBSCM Portal Screen

WBSCM Portal Screen Components

The components of the WBSCM Portal Screen are:

1. Report Incident link: Log incidents with the service desk.

2. Search the Portal field: Search for transactions instead of using the
Detailed Navigation Panel.

3. Level 1 Module Tabs: Located directly below the Portal header, these
provide the highest level of navigation. The tabs available depend on
the user’s security roles in WBSCM. The Level 1 Home tab is
automatically selected upon logging in.

4. Level 2 Tabs: Located directly below the Level 1 tabs, these correspond
to the Level 1 tab selection and user’s security roles in WBSCM. The
Level 2 News and Alerts tab is automatically selected upon login.

5. Detailed Navigation Panel: This section houses WBSCM transactions.
Contents of this menu are dependent on the Level 2 tab selection and
the user’s security roles in WBSCM.

Note: The WBSCM Portal Home Screen defaults with the Detailed
Navigation Panel displayed. Users may adjust the amount of screen

area used:

e C(lick = (the Collapse Detailed Navigation Panel button) to
collapse the Detailed Navigation Panel.

e C(lick = (the Expand Detailed Navigation Panel button) to
expand it.

6. Content Area: This area is used to enter or view details and execute
transactions.

Note: To maximize the size of the Content Area, click * (the Hide
Navigator button) to hide the Navigation Panel and/or click (the
Full Screen button).

April 13, 2023
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WBSCM Detailed Navigation Panel

Access a Transaction via the Detailed Navigation Panel

Transactions are used to perform a specific activity in WBSCM. Transactions are
accessed by selecting the transaction from the Detailed Navigation Panel.

1. Select the Level 1 module tab for the required transaction.

2. Select the Level 2 tab for the required transaction.

3. Select the transaction from the Detailed Navigation Panel.

4. The initial screen of the transaction displays in the Content Area.

Tip: Frequently used transactions can be saved to the user’s personal favorites
list. Refer to the WBSCM Portal Favorites job aid for more information.

April 13, 2023
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WBSCM Search the Portal Field Screen Access a Transaction via the Search the Portal Field

When the exact path to a transaction is not known, users may perform a
search, which provides direct access to the transaction.

1. Enter a keyword or phrase in the Search the Portal field.

2. As characters are entered, a list of matching transactions displays.
Select the transaction from the drop-down list.

3. Theinitial screen of the transaction displays in the Content Area.
In this example, the e-Invoices for Processing screen displays.

Tip: Frequently used transactions can be saved to the user’s personal favorites
list. Refer to the WBSCM Portal Favorites job aid for information.

Page 4 of 23
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WBSCM Transaction Screen Navigate within a Transaction

1. Transaction Navigation Path: Displays above the Content Area.
2. Transaction Name: Displays at the top of the Content Area.
In this example, the e-Invoices for Processing screen displays.

3. Screen Tabs: Contain one or more sub-screens.
Note: Sub-screen tabs are transaction dependent and do not appear for
all screens.

4. Content Area: Includes data entry and informational fields. There are
three types of data entry fields:

a. Optional fields: Fields that may be completed at the user’s
discretion or needed in a business process. Some transactions
contain many optional fields and may be executed with any
combination of known data in the available fields.

b. Default Data fields: Fields that are prepopulated with data. The
information in these fields is determined by WBSCM and
cannot be changed.

c. Required fields: Fields that must be completed to proceed with
the transaction. Required fields are marked by an * before the
field name.

Note: When entering search criteria, users should complete as many data entry
fields as possible to limit the number of matching results. In some cases, there
are additional tabs to review or update.

April 13, 2023 © WBSCM Training — Proprietary Page 5 of 23
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Matchcode Search Screen

4.

Matchcode Searches

Matchcodes, also called a drop-down menu, allow the user to select from a list
of possible values or to narrow a list of values to the required selection.

Select D (the Matchcode button) to display a list of possible values.

In this example, the user selects a value for the Shipment Status field.

Click D (the Select button) to the left of the correct value.

Click (the OK button) to accept the selection.

The field is populated with the selected value.

Note: The user may select multiple values by holding the CTRL key and clicking

D (the Select button) for each of the required lines.

April 13, 2023
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Matchcode Search Screen

Matchcodes with a Large List of Values

For a long list of matchcode values, WBSCM prompts the user to further define
the search criteria.

1. Select D (the Matchcode button) to display the Search window.

In this example, the Material field match code is selected.

2. Enter search criteria for the matchcode list:

a. Select the search option from the drop-down in the first
column.

In this example, Material description is selected.
b. Select a match type in the second column.

In this example, contains is selected.
¢. Enter the search criteria in the third column.

In this example, BEEF is entered.

3. Click (the Search button) to display a list of possible values.

4. Click D (the Select button) to the left of the correct value.

In this example, BABY FOOD BEEF JAR 12/4 OZ (Material # 900015) is
selected.

5. The Material field is populated with the selected value.

April 13, 2023
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Input Criteria Screen Search Using Attributes

By default, WBSCM will return records based on either a single value match or a

range if beginning and ending values are entered (e.g., dates). Use @ (the
Attribute button) to choose how to select records based on the entered value.

To change the selection option:

1. Click @ (the Attribute button) to the left of a field to open the
Selection Options window. The window defaults to the Select tab.

2. Click the hyperlink of the required selection option.

In this example, (the Single Value option) is selected to find records
equal to the entered value for the Shipment Status field.

Note: Select (the Delete Selection option) to clear
the selection option from the field.

3. The selection option is displayed next to the field.

In this example, (the Single Value option) displays next to the
Shipment Status field.

Note: Alternatively, the user can search by identifying which values not to
include by entering values on the Exclude from Selection tab.

April 13, 2023 © WBSCM Training — Proprietary Page 8 of 23
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Input Criteria Screen

Multiple Selection Criteria

Users can enter multiple discrete values, ranges, or a combination of values by
using Advanced Options. Ranges are entered in a from/to format. Users may
also specify non-consecutive ranges or exclude values using this option. This
example uses a consecutive range.

1. Click @ (the Advanced Options button) to open the Multiple Selection
window.

In this example, Advanced Options is selected for the Delivery Date
field.

2. Enter the beginning (low) value for the range in the From field.
In this example, 01/01/2020 is entered.

3. Enter the ending (high) value for the range in the To field.
In this example, 12/31/2020 is entered.

4. Click (the OK button) to return to the input screen.

5. Review the search criteria. Unless a range is specified, fields with

multiple selection criteria are indicated by (the Advanced Options
button).

In this example, the Delivery Date field is populated with a range of
dates entered in the Multiple Selection window.

Note: The operator symbol for the Attribute is updated based on the first line
of the Multiple Selection. This is usually (the Equal to icon) for discrete

values or ﬂ (the Between icon) for intervals.

April 13, 2023
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Input Criteria Screen Create a Variant

Users can save frequently used search criteria as variants.

Note: Some screens automatically display the Variant Maintenance section. If
not displayed, select the Show Variants link first.

1. Enter applicable search criteria in the input screen.

2. Enter the unique name and description for this set of search criteria in
the Variant field and Description field, respectively.

3. Click (the Save button) to save the variant.

4. WBSCM displays a message “The variant XYZ was successfully saved.”
where XYZ represents the variant name.

April 13, 2023 © WBSCM Training — Proprietary Page 10 of 23
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Input Criteria Screen Load a Variant

Note: Some screens automatically display the Variant Maintenance section. If
not displayed, select the Show Variants link first.

1. Search for available variants using keywords by using (the
Matchcode button) in the Variant ID field. Refer to the Matchcode
Searches section for more information.

Note: If the exact variant name is known, the user may enter it directly
in the Variant ID field. The Description field is automatically populated
based upon the selected variant.

2. Click (the Load Variant button) to apply the saved search
criteria from the variant.

April 13, 2023 © WBSCM Training — Proprietary Page 11 of 23
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Transaction Output Screen Transaction Output

The transaction output screen displays the results based on the data entered
on the input screen and the transaction performed.

Note: On screens with a tabular view, the output data displays on a different
tab. For example, in the e-Invoices for Processing transaction, results are
displayed on the Worklist tab. Not all screens include a tabular view.

The standard features of the output screen may include:
1. Screen Name: The name of the transaction.

2. View: The data layout applied to the output. The user may select the
drop-down to change the view. Refer to the Apply a Saved View section
for more information.

One or more view options are available for each transaction. These may
include:
e Standard View: List of all fields that are available
e Default View: Subset of most relevant fields
e Other system views: Subset of fields and display layout for
common purpose for specific report and/or user group.
Multiple system views may be available for a given table.

3. Column Headers: Correspond to field names.

4. Records: Displayed as individual rows, with values for each field
entered in the applicable columns.

5. Scroll Bar: Use to scroll left and right within the output screen to view
additional data.

April 13, 2023 © WBSCM Training — Proprietary Page 12 of 23
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Transaction Output Screen

Sort Columns

When output is displayed in columns, they can be sorted and filtered to
organize information.

1. Click on the column header to open a drop-down selection window.

2. Select from the available choices:

e Sortin Ascending Order: Sorts from smallest to largest number
or alphabetically (A to Z).

e Sort in Descending Order: Sorts from largest to smallest
number or in reverse alphabetical order (Z to A).

e All: Displays all available data for the column.

o User-Defined Filter: Opens the Select Filter window, which
allows the user to define sort parameters.

e Single Value: Sorts the results to only display the value chosen
from the drop-down menu.

Note: If the User-Defined Filter or Single Value is selected, @ (the Filter icon)
displays in the corresponding column header.

April 13, 2023
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Transaction Output Screen Sort Multiple Columns

Users can apply multiple filters to organize data by using the sort feature
located in the Settings Dialog window.

1. Click E (the Open Settings Dialog button) in the upper right-hand
corner of the screen to display the Settings window.

Note: If necessary, scroll right to display the Open Settings Dialog
button.

2. Inthe expanded Settings window, select the Sort sub-tab.

e The Unsorted Columns table lists available columns that are not
currently used to sort the view.

e The Sorted Columns table lists columns that are sorted in the
view.

3. To use a column for sorting, select the column name from the

Unsorted Columns table on the left and click ] (the Add
button).

4. To stop sorting for a column, select the column name from the Sorted
Columns table on the right and click [ ] (the Remove button).

5. For each of the Sorted Columns, select a Sort Direction. By default,
columns are sorted in Ascending order.

6. Use S (the Move Item buttons) to move a column up or
down on the list to the required position.

7. Choose an action:
e To sort the data, click (the OK button).

e To exit without saving the changes, click (the Cancel
button).
o To preview changes, click (the Apply button).
e Torestore all original settings, click (the Reset button).
April 13, 2023 © WBSCM Training — Proprietary Page 14 of 23
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Transaction Output Screen

Add / Remove Columns
The user can add or remove columns on the screen.

1. Click E (the Open Settings Dialog button) in the upper right-hand
corner of the screen to display the Settings window.

Note: If necessary, scroll right to display the Open Settings Dialog
button.

2. Inthe expanded Settings window, select the Column Selection tab.

e The Hidden Columns table lists available columns that are not
currently displayed in the view.

o The Displayed Columns table lists columns that are currently
included in the view.

3. To add a column to the screen, select the column name from the
Hidden Columns table and click ] (the Add button).

4, Toremove a column from the screen, select the column name from

the Displayed Columns table and click S (the Remove
button).

5. Choose an action:

e To add or remove selected column(s), click . (the OK

button).
e To exit without saving the changes, click (the Cancel
button).
e To preview changes, click (the Apply button).
e Torestore all original settings, click (the Reset button).
April 13, 2023 © WBSCM Training — Proprietary Page 15 of 23
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Transaction Output Screen Move Columns

In the output table, users can drag and drop columns to change the order in
which they display. Alternatively, users can view and modify the position of
columns from the Settings window.

1. Click E (the Open Settings Dialog button) in the upper right-hand
corner of the screen to display the Settings window.

Note: If necessary, scroll right to display the Open Settings Dialog
button.

2. Inthe expanded Settings window, select the Column Selection tab.

3. The Displayed Columns table indicates the order in which columns are
displayed, left-to-right, on the screen.

4. Click D (the Select button) to the left of a column name to select it.

5. Use S (the Move Item buttons) to move the selected
column(s) up or down on the list to the required position. Use the
single arrow to move the column up or down one position. Use the
double arrow to move the column to the top or bottom of the list.

6. Choose an action:

e To change the order of the column(s), click (the OK

button).
e To exit without saving the changes, click (the Cancel
button).
e To preview changes, click (the Apply button).
e To restore all original settings, click (the Reset button).
April 13, 2023 © WBSCM Training — Proprietary Page 16 of 23
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Transaction Output Screen

for details.

Update the Display

Users can change the appearance of the output through the Display tab in the
Settings window. To optimize how the content area displays columns and
rows, the view can be customized to display 15 rows and 8 columns. See below

1. Click E (the Open Settings Dialog button) in the upper right-hand
corner of the screen to display the Settings window.

Note: If necessary, scroll right to display the Open Settings Dialog
button.

2. Select the Display tab.

3. The following display options are available for selection:

Displayed Rows: Indicates the number of rows to be displayed
on the screen at once. This does not impact the number of
rows in the output; to view additional rows use the vertical
scrollbar. Recommended setting is 15.

Displayed Columns: Indicates the number of columns to be
displayed on the screen at once. This does not impact the
number of columns in the output; to view additional columns,
use the horizontal scrollbar. Recommended setting is 8.

Table Design: Indicates the shading used in the table. Options
include Alternating (transparent/tinted), Standard (all tinted),
and Transparent. Standard is the default selection.

Grid Lines: Visible borders within the table. Options include All,
None, Vertically, or Horizontally.

4., Choose an action:

To change the display preference(s), click (the OK button).

To exit without saving the changes, click (the Cancel
button).

To preview changes, click (the Apply button).

To restore all original settings, click (the Reset button).

April 13, 2023
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Transaction Output Screen

Perform Calculations

Users can include calculations for columns that include numeric values through
the Calculation tab in the Settings window.

1. Click E (the Open Settings Dialog button) in the upper right-hand
corner of the screen to display the Settings window.

Note: If necessary, scroll right to display the Open Settings Dialog
button.

2. Select the Calculation tab.

3. Forany of the listed Columns, select a calculation type from the drop-
down in the Calculation column. The following options are available:

None: No calculations are performed for this column.

Total: Displays the sum total for all line items in this column.
Minimum: Displays the lowest value in this column.
Maximum: Displays the highest value in this column.

Mean Value: Displays the average value for this column.

4. The following display options are available for selection. Users may
select one, multiple, or none:

Display Calculations at Start of Table: Displays calculations at
the top of the table for the selected columns.

Display Preliminary Result: Includes subtotal calculations for
each of the selected columns.

Collapse to Intermediate Results: Displays only the totals for
each of the selected columns.

5. Choose an action:

To change the display preference(s), click (the OK button).
To exit without saving the changes, click (the Cancel
button).

To preview changes, click (the Apply button).

To restore all original settings, click (the Reset button).

April 13, 2023
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Transaction Output Screen

Save a View

Users can save their customized layout for each screen with a View area. Saved
views are only available to the user who created them.

1. Click E (the Open Settings Dialog button) in the upper right-hand
corner of the screen to display the Settings window.

Note: If necessary, scroll right to display the Open Settings Dialog
button.

2. Customize the view as needed:
e Apply a Saved View

e Add /Remove Columns

e Move Columns

e Sort Columns

e Sort Multiple Columns
e Update the Display

3. To save the layout for future use, click (the Save As button).

4. The Save View As window displays. Enter a description of the view in
the Description field.

Note: Select the Initial View checkbox to indicate that the saved view is
to be the initial view.

5. Click (the OK button) to save or (the Cancel button) to exit
without saving.
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Job Aid
WBSCM Portal Navigation

Transaction Output Screen Apply a Saved View

When data is displayed on an output screen, it defaults to the most recent
layout view.

In addition to any WBSCM-defined views (Standard, Default, etc.), each user
may use their own saved views.

Users can select from available views to change the information that is
included and how it is displayed based on their needs.

1. Select the View drop-down list.

2. The current view is shown as highlighted.

3. Select a different view from the current view on the list.

The view is automatically applied to the output.
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Job Aid
WBSCM Portal Navigation

Document Upload Screen

Upload Document

To upload a document, navigate to the appropriate WBSCM transaction. In this
example, the e-Invoices for Processing transaction is selected.

1. Click .—— (the Choose file button).
2. Locate and select the appropriate file to upload.
In this example, the AMS Certificate of Loading file is selected.
Note: Ensure the file to be uploaded is in the required format
3. Click. %= | (the Open button).
4. Click the upload button. The button name will vary based on the
transaction.
In this example, click -1 (the Add Attachment button).
Notes: Some transactions require additional steps to finalize the
upload.
If the upload fails due to an HTML tags found in PDF error, perform the
following to resolve:
e Open the PDF document in Adobe Reader.
e Print with the Microsoft Print to PDF option.
e Click the Print button. A new PDF document is created.
e Save the new PDF and upload to WBSCM.
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Job Aid
WBSCM Portal Navigation

Document Download Screen

Download / Export Document

To download or export a document, navigate to the appropriate WBSCM
transaction. In this example, the e-Invoices for Processing transaction is
selected.

1. Click the download button. The button name will vary based on the
transaction.

In this example, click E (the Export button) and select Export to
Microsoft Excel from the drop-down.

Note: A file download prompt displays at the bottom of the screen for
all document types except PDF files.

2. Click = (the Arrow button) to display a list of options.

3. Click “" (the Open option).

Note: The user can select the Always open files of this type option to
set as the default option.

Note: The file opens in a new window. Return to the browser to
continue using WBSCM.

Note: PDF documents automatically open on a browser preview tab in
Chrome. The user may update their browser settings to enable PDF file
downloads and change the default PDF viewer. Refer to the WBSCM
Browser Settings and Helpful Tips Job Aid for additional details.
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Job Aid
WBSCM Portal Navigation

Context Sensitive Help Screen

WBSCM Help Options

Related Help documents can be accessed directly from within the transaction.
This is referred to as context sensitive help. To access context sensitive help,
follow the path Options 3 Help in a transaction. If multiple Help documents
for the transaction exist, a list of choices will display.

WBSCM Help documents are available in several formats:

¢  Work Instructions (default): Detailed step-by-step instructions, which
include transaction details, screenshots, notes, and field definitions.
Work instructions are available in PDF or Word format.

¢ Quick References: Summarized step-by-step instructions, which include
transaction details, but do not include screenshots or field definitions.
Quick references are available in PDF or Word format.

e Simulation (HTML): An interactive simulation of the transaction. Select
Auto Playback Tutorial to watch the transaction steps. Select Standard
Tutorial for hands-on interaction with the transaction steps.

e Job Aids: Quick reference documents that provide guidance for reports,
general navigation and user preference tips, and miscellaneous
references such as process flows and key terms.

For additional information refer to the WBSCM Help Documentation job aid.

Service Desk

WBSCM Service Desk Contact Information:
877-WBSCM-4U or 877-927-2648
8:00am — 6:00pm ET Monday-Friday (excluding holidays)

Email: WBSCM.servicedesk@CACI.com
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WBSCM Role Assignment Matrix

Admin Type User Being Modified List of Roles available for assignment
AMS User Admin AMS Internal Bl Reporting — AMS

AMS User Admin AMS Internal Bl Viewer - AMS

AMS User Admin AMS Internal Complaint Specialist — AMS
AMS User Admin AMS Internal Contracting Officer — AMS
AMS User Admin AMS Internal COR - AMS

AMS User Admin AMS Internal Dom Loss/Damage Approve/Post — AMS
AMS User Admin AMS Internal Dom Loss/Damage Create/Edit — AMS
AMS User Admin AMS Internal Finance Scorecard — AMS

AMS User Admin AMS Internal FPAC Interface Log View- AMS
AMS User Admin AMS Internal Fulfilment Scorecard — AMS
AMS User Admin AMS Internal Fund Accountant — AMS

AMS User Admin AMS Internal Helpdesk — AMS

AMS User Admin AMS Internal Invoice Approver — AMS

AMS User Admin AMS Internal Invoice Approver — FSA DOM
AMS User Admin AMS Internal Material Master Admin — AMS
AMS User Admin AMS Internal Order Manager — AMS

AMS User Admin AMS Internal Org Admin — AMS

AMS User Admin AMS Internal Payment Adjustment Admin
AMS User Admin AMS Internal PO Admin - AMS

AMS User Admin AMS Internal Procurement Scorecard — AMS
AMS User Admin AMS Internal Recall Specialist — AMS

AMS User Admin AMS Internal Technician — AMS

AMS User Admin AMS Internal USDA Vendor Org Admin — AMS
AMS User Admin AMS Internal User Administrator — AMS
AMS User Admin AMS Internal SAC Analyst - AMS

AMS User Admin AMS Internal SAC Author - AMS

AMS User Admin AMS Internal Sourcing Specialist - Pilot

AMS User Admin AMS Internal View Only -AMS

AMS User Admin AMS Internal Planner Forecast Manager - AMS
AMS User Admin AMS Internal Planner - Approver - AMS

AMS User Admin AMS Internal Planner - AMS Specialist

AMS User Admin AMS Internal Planner Planning Analyst - AMS
AMS User Admin AMS Internal Planner View Only - AMS
Co-Op User Admin COOoP Order Manager - CO-OP

Co-Op User Admin COOP Org Admin - Co-Op

Co-Op User Admin COOP User Admin - Co-op

Co-Op User Admin COOP View-Only - Co-op

FNS Org Admin HQ Org Admin - HQ

FNS Org Admin HQ User Admin - HQ

FNS Org Admin HQ View-Only - HQ

FNS Org Admin NW Org Admin - NW

FNS Org Admin NW User Admin - NW

FNS Org Admin NW View-Only - NW

FNS Org Admin SDA/ITO Complaint Specialist - SDA/ITO
FNS Org Admin SDA/ITO Order Manager - SDA/ITO

FNS Org Admin SDA/ITO Org Admin - SDA/ITO

FNS Org Admin SDA/ITO Recall Contact - External

FNS Org Admin SDA/ITO Recall Specialist - SDA/ITO

FNS Org Admin SDA/ITO User Admin - SDA/ITO

FNS Org Admin SDA/ITO View-Only - SDA/ITO

FNS Org Admin Ship-to Org Admin - Domestic Ship-to
FNS Org Admin Ship-to User Admin - Domestic Ship-To
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WBSCM Role Assignment Matrix

Admin Type User Being Modified List of Roles available for assignment
FNS Org Admin Ship-to View-Only - Domestic Ship-to
FNS Org Admin Third party Barter Org Admin - Third-Party Barter
FNS Org Admin Third party Barter User Admin - Third-Party Barter
FNS Org Admin Third party Barter View-Only - Third-Party Barter
FNS Org Admin Processor Org Admin - Processor

FNS Org Admin Processor HQ Org Admin - Processor HQ

FNS User Admin FNS Internal Bl Analyst - FNS

FNS User Admin FNS Internal Bl Author - FNS

FNS User Admin FNS Internal Bl Reporting — FNS

FNS User Admin FNS Internal Bl Viewer - FNS

FNS User Admin FNS Internal Bl Writeback Greensheets-FNS
FNS User Admin FNS Internal Bl Writeback Purchase Plan-FNS
FNS User Admin FNS Internal Complaint Specialist — FNS

FNS User Admin FNS Internal Entitlement Manager - FNS

FNS User Admin FNS Internal FPAC Interface Log Viewer - FNS
FNS User Admin FNS Internal Finance Scorecard — FNS

FNS User Admin FNS Internal Fulfillment Scorecard — FNS

FNS User Admin FNS Internal Fund Accountant — FNS

FNS User Admin FNS Internal Helpdesk — FNS

FNS User Admin FNS Internal Inventory Management Specialist — NW
FNS User Admin FNS Internal Invoice Approver — FNS

FNS User Admin FNS Internal Material MASTER Admin — FNS
FNS User Admin FNS Internal Order Manager — FNS

FNS User Admin FNS Internal Order Manager MSD — FNS

FNS User Admin FNS Internal Order Manager Processing - FNS
FNS User Admin FNS Internal Org Admin — FNS

FNS User Admin FNS Internal PO Approver — FNS

FNS User Admin FNS Internal PO Processor — FNS

FNS User Admin FNS Internal Processing Specialist - FNS

FNS User Admin FNS Internal Procurement Scorecard — FNS
FNS User Admin FNS Internal Recall Contact — Internal

FNS User Admin FNS Internal Recall Specialist — FNS

FNS User Admin FNS Internal Recall Specialist — FNS — Notifications
FNS User Admin FNS Internal Report Viewer — FPRS

FNS User Admin FNS Internal Report Viewer — NDB

FNS User Admin FNS Internal SAC Analyst - FNS

FNS User Admin FNS Internal SAC Author - FNS

FNS User Admin FNS Internal User Administrator — FNS

FNS User Admin FNS Internal View Only - FNS

FNS User Admin FNS Internal Planner Forecast Manager - FNS
FNS User Admin FNS Internal Planner - Approver - FNS

FNS User Admin FNS Internal Planner Planning Analyst - FNS
FNS User Admin FNS Internal Planner View Only - FNS

FSA Org Admin FAS Agreement Obligation Approver - FAS
FSA Org Admin FAS Bl Analyst - FAS

FSA Org Admin FAS Bl Author - FAS

FSA Org Admin FAS Bl Greensheet - FAS

FSA Org Admin FAS Bl Purchase Plan - FAS

FSA Org Admin FAS Bl Reporting - FAS

FSA Org Admin FAS Bl Viewer - FAS

FSA Org Admin FAS Complaint Specialist - FAS

FSA Org Admin FAS Contracting Officer - FAS
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WBSCM Role Assignment Matrix

Admin Type User Being Modified List of Roles available for assignment
FSA Org Admin FAS COR - Freight - FAS

FSA Org Admin FAS COR - Service - FAS

FSA Org Admin FAS Fl Invoice Approver - FAS

FSA Org Admin FAS Fl Invoice Processor - FAS

FSA Org Admin FAS Fund Accountant - FAS Post

FSA Org Admin FAS Fund Accountant - FAS Prepost

FSA Org Admin FAS Intl Loss/Damage Approve/Post - FAS
FSA Org Admin FAS Intl Loss/Damage Create Edit - FAS
FSA Org Admin FAS Invoice Approver - FAS

FSA Org Admin FAS Order Manager - FAS

FSA Org Admin FAS Receivables Processor — FAS

FSA Org Admin FAS SAC Analyst - FAS

FSA Org Admin FAS SAC Author - FAS

FSA Org Admin FAS View Only — FAS

FSA Org Admin

Freight forwarder

Freight Forwarder

FSA Org Admin

Freight forwarder

View-Only - Intl - FF

FSA Org Admin Port Authority Port Representative

FSA Org Admin PS Warehouse Org Admin - PS

FSA Org Admin PS Warehouse User Admin - PS

FSA Org Admin PS Warehouse View-Only — PS

FSA Org Admin PVO Complaint Specialist - PVO

FSA Org Admin PVO Order Manager - PVO

FSA Org Admin PVO Transportation Specialist - PVO
FSA Org Admin PVO View-Only - Intl - PVO

FSA Org Admin Stevedore/Transloader Stevedore

FSA Org Admin Stevedore/Transloader Stevedore_POC

FSA Org Admin Surveyor Surveyor

FSA Org Admin VLO VLO

FSA Org Admin USAID AOTR — USAID

FSA Org Admin USAID Bl Analyst - USAID

FSA Org Admin USAID Bl Author - USAID

FSA Org Admin USAID Bl Greensheet - USAID

FSA Org Admin USAID Bl Purchase Plan - USAID
FSA Org Admin USAID Bl Reporting - USAID

FSA Org Admin USAID Bl Viewer - USAID

FSA Org Admin USAID Complaint Specialist - USAID
FSA Org Admin USAID Order Manager - USAID
FSA Org Admin USAID PR Approver - USAID

FSA Org Admin USAID Specialist - Freight — USAID
FSA Org Admin USAID SAC Analyst - USAID

FSA Org Admin USAID SAC Author - USAID

FSA Org Admin USAID View Only - USAID

FSA Org Admin USAID Display Only-USAID

FSA User Admin FSA Internal Bl Analyst - FSA

FSA User Admin FSA Internal Bl Author - FSA

FSA User Admin FSA Internal Bl Greensheet - FSA

FSA User Admin FSA Internal Bl Purchase Plan - FSA

FSA User Admin FSA Internal Bl Reporting — FSA

FSA User Admin FSA Internal Bl Viewer - FSA

FSA User Admin FSA Internal CCC Operations CO — FSA
FSA User Admin FSA Internal CCC Operations Support — FSA
FSA User Admin FSA Internal Complaint Specialist — FSA
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WBSCM Role Assignment Matrix

Admin Type User Being Modified List of Roles available for assignment
FSA User Admin FSA Internal Contracting Officer — Domestic — FSA
FSA User Admin FSA Internal Contracting Officer — International — FSA
FSA User Admin FSA Internal Contracting Officer — Traffic — FSA
FSA User Admin FSA Internal COR — Domestic — FSA

FSA User Admin FSA Internal COR — International — FSA

FSA User Admin FSA Internal COR — Traffic — FSA

FSA User Admin FSA Internal Dom Loss/Damage Approve/Post — FSA
FSA User Admin FSA Internal Dom Loss/Damage Create/Edit — FSA
FSA User Admin FSA Internal FPAC Interface Log View- FSA

FSA User Admin FSA Internal Finance Scorecard — FSA

FSA User Admin FSA Internal Fulfilment Scorecard — FSA

FSA User Admin FSA Internal Fund Approver — FSA

FSA User Admin FSA Internal Helpdesk - FSA

FSA User Admin FSA Internal Intl Loss/Damage Approve/Post

FSA User Admin FSA Internal Intl Loss/Damage Create Edit

FSA User Admin FSA Internal Inventory Management Specialist — PS
FSA User Admin FSA Internal Invoice Approver — AMS

FSA User Admin FSA Internal Invoice Approver — FSA DOM

FSA User Admin FSA Internal Invoice Approver — FSA INTL

FSA User Admin FSA Internal Invoice Processor — FSA

FSA User Admin FSA Internal List of Invoices - ERS

FSA User Admin FSA Internal Material Master Admin — FSA

FSA User Admin FSA Internal Order Manager - FSA

FSA User Admin FSA Internal Org Admin - FSA

FSA User Admin FSA Internal Procurement Scorecard - FSA

FSA User Admin FSA Internal Recall Specialist — FSA

FSA User Admin FSA Internal Receivables Processor - FSA

FSA User Admin FSA Internal SAC Analyst - FSA

FSA User Admin FSA Internal SAC Author - FSA

FSA User Admin FSA Internal Solicitation Manager - FSA

FSA User Admin FSA Internal Technician - FSA

FSA User Admin FSA Internal USDA Vendor Org Admin - FSA

FSA User Admin FSA Internal User Administrator - FSA

FSA User Admin FSA Internal View Only - FSA

HQ User Admin HQ Org Admin - HQ

HQ User Admin HQ User Admin - HQ

HQ User Admin HQ View-Only - HQ

NW User Admin NW Org Admin - NW

NW User Admin NW User Admin - NW

NW User Admin NW View-Only - NW

RA User Admin RA Order Manager - RA

RA User Admin RA Org Admin - RA

RA User Admin RA User Admin - RA

RA User Admin RA View-Only - RA

SDA/ITO Org Admin CcooP Order Manager - CO-OP

SDA/ITO Org Admin COOoP Org Admin - Co-Op

SDA/ITO Org Admin CooP User Admin - Co-op

SDA/ITO Org Admin COOP View-Only - Co-op

SDA/ITO Org Admin HQ Org Admin - RA

SDA/ITO Org Admin RA Order Manager - RA

SDA/ITO Org Admin RA User Admin - RA

SDA/ITO Org Admin RA View-Only - RA
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WBSCM Role Assignment Matrix

Admin Type User Being Modified List of Roles available for assignment
SDA/ITO User Admin SDA/ITO Complaint Specialist - SDA/ITO
SDA/ITO User Admin SDA/ITO Order Manager - SDA/ITO
SDA/ITO User Admin SDA/ITO Org Admin - SDA/ITO

SDA/ITO User Admin SDA/ITO Recall Contact - External
SDA/ITO User Admin SDA/ITO Recall Specialist - SDA/ITO
SDA/ITO User Admin SDA/ITO User Admin - SDA/ITO

Ship-to User Admin Ship-to Org Admin - Domestic Ship-to
Ship-to User Admin Ship-to User Admin - Domestic Ship-To
Ship-to User Admin Ship-to View-Only - Domestic Ship-to
Third Party Barter User Admin Third party Barter Org Admin - Third-Party Barter
Third Party Barter User Admin Third party Barter User Admin - Third-Party Barter
Third Party Barter User Admin Third party Barter View-Only - Third-Party Barter
Vendor Admin Vendor Org User ASN Dispatcher-CVN
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Job Aid
WBSCM Upgrade Summary - March 2022

The differences after the upgrade and with the browser switch are summarized below.

Overall Improvements
Global Changes

Chrome Browser Pop-up Settings
WBSCM Output Tables
Upload/Import
Download/Export
WBSCM Reports
Concurrent User Logins
Application Specific Updates
Vendor Registration Form
Bid Invitation and Contracts Differences
Order Entry Differences
PrePo Purchase Requisition Differences
Enter Shipment Receipt Differences
Reports
Report Titles
BI Entitlement Reports
Order Processing and Status Reports

Open Issues and Workarounds

Thursday, March 31, 2022 © WBSCM Training — Proprietary Page 2 of 21

2023-AMS-00030-F 000110



Job Aid
WBSCM Upgrade Summary - March 2022

Overall Improvements
With Chrome, special browser settings are no longer required for WBSCM. The only requirement is to enable pop-ups.

After the WBSCM upgrade, there is noticeable improvement in system performance in the areas of bid invitation, bid response, and
reviewing and processing awards.

Usability and accessibility have been improved for select transactions and reports, most notably the onscreen tooltips and report
descriptions.

Using Chrome, there is no longer a warning message when the user cuts and pastes text in WBSCM; users can browser, the user can
also double-click to copy text.

Back to Top
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Job Aid
WBSCM Upgrade Summary - March 2022

Global Changes

Chrome Browser Pop-up Settings

Pop-ups must be enabled for WBSCM to work properly. The user has two options for enabling pop-ups depending on the activities
performed. The pop-ups can be enabled for all websites (global) or specifically for the WBSCM website.

To set up the pop-up preferences, perform the following steps:

L.

Open (the Chrome browser).

Click ° (the Three Dots button) on the top right corner of the screen.

Click (the Settings button).
Click (the Security and Privacy button) on the left part of the screen.
Click (the Site Settings button).

If necessary, click _—_ (the Drop-down arrow) on the bottom right corner, to view additional options.

Click (the Pop-ups and redirects button).
The user can choose between clicking o (the Sites can send pop-ups and use redirects radio button) to enable global pop-ups or

leaving (the Don't allow sites to send pop-ups or use redirects radio button) enabled and adding only the WBSCM pop-ups.

Refer to the WBSCM Browser Settings and Helpful Tips Job Aid for more information about enabling Pop-up settings.

Back to Top
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Job Aid
WBSCM Upgrade Summary - March 2022

WBSCM QOutput Table

WBSCM output tables display data results based on selection criteria. After the upgrade, there are two noticeable differences:
1. The column widths are stretched to fit the screen. This is most obvious for tables with few columns as the user may see extra

space in the table. Sometimes, the user may need to use the scrollbars to view all rows and columns. The WBSCM team is
continuing to work with the software vendor (SAP) to determine a potential solution.

2. When a table is sorted, the cells containing the same value for adjacent rows are merged. If a row is selected that includes a
merged cell, highlighting appears to include multiple rows for the column(s) with a merged cell.

The behavior described above is noticeable for all applications and reports in WBSCM that generate output tables such as e-Invoices
for Processing, Inventory Dashboard, and International Shipment End-To-End Visibility.

The following is an example of a table with few columns that is stretched to fit the screen width:
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Job Aid
WBSCM Upgrade Summary - March 2022

In the example below, the e-Invoices for Processing transaction output table is sorted by Pur. Doc and the P.O. Item. In those
columns, the cells in those columns that contain the same value in adjacent rows have been merged: P.O. Item of 10 is merged for
two rows; Pur. Doc. of 4100012776 is merged for five rows. Although the user has selected only two rows, the highlighting includes
the merged cell in the Pur. Doc. column, which applies to several additional rows.

The Default View for WBSCM output tables provides a subset of most relevant fields, while the Standard View displays a list of all
fields that are available. Users can customize what information is included and how it is displayed through Settings. The
recommended settings for the Display tab are 15 rows and 8 columns with All Grid Lines. Users can use the Default view or another
non-Standard view to customize and then save their personal view.
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WBSCM Upgrade Summary - March 2022

Refer to the WBSCM Portal Navigation Job Aid for more information about personalizing the table display.

Back to Top
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Job Aid
WBSCM Upgrade Summary - March 2022

Upload/Import

There are minor differences, as shown below, when uploading or importing files in WBSCM using Chrome. To upload a document,

navigate to the appropriate WBSCM transaction.

1. Click L—— (the Choose file button).

2. Locate and select the appropriate file to upload.

3. Click the upload button. The button name will vary based on the transaction.
Before After

Back to Top
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Job Aid
WBSCM Upgrade Summary - March 2022

Download/Export

In Chrome, there are multiple browser settings that affect the download behavior. Some Chrome browser settings or features may not
be available to all users. If necessary, contact the organization’s IT group for support.

First, check the Advanced Settings in Chrome for Downloads. If the Ask where to save each file before downloading is On, as
shown in the picture, the user will be asked where to save the file for each download.

By default, Chrome will download the document and/or provide a download prompt with additional options. To download or export a
WBSCM document such as a Microsoft Office document or a PDF file navigate to the appropriate WBSCM transaction and click the
button for download.

For all types of documents except PDF, the first time the button is clicked, a file download prompt displays at the bottom of the
screen. Perform the following steps to download:

1. Click ~ (the Arrow button).
2. Click ©pren (the Open option).
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Job Aid
WBSCM Upgrade Summary - March 2022

Select the Always open files of this type option to automatically open all files of this type in the future.

By default, PDF documents from WBSCM will open automatically in Chrome.

Refer to the WBSCM Browser Settings and Helpful Tips Job Aid for more information about enabling PDF download settings.

Back to Top
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Job Aid
WBSCM Upgrade Summary - March 2022

WBSCM Reports
Several commonly used standard reports in WBSCM have been updated to address accessibility such as tooltips, ease of use, and
consistent look and feel. More specifically, these reports now have a standardized header block with page title and a standardized set of

buttons. Users can view a brief description of a report by moving the cursor over  (the Information Icon) at the top of the screen.
This description can also be found in the custom PDF output files.

Back to Top
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WBSCM Upgrade Summary - March 2022

Concurrent User Logins

Chrome does not support concurrent logins to a site. If a user needs to access two different WBSCM accounts concurrently, they can
use a regular Chrome session as well as an Incognito window by performing the following steps:

1. Open (the Chrome browser).
2. Navigate to https://portal.wbscm.usda.gov/ and enter credentials. The user is logged into WBSCM with the first account.

3. Click * (the Three Dots button) on the top right corner of the screen.

Click (the New Incognito window button).
5. Navigate to https://portal.wbscm.usda.gov/ and enter the second set of credentials. The user is logged into WBSCM with the
second account.

6. Click * (the Close button) to close the windows as necessary.
All data and history of the incognito page will be automatically deleted once the page is exited.

Refer to the WBSCM Browser Settings and Helpful Tips Job Aid for more information about concurrent user logons.

Back to Top

Application-Specific Updates

Vendor Registration Form

Chrome and other modern browsers do not support Adobe interactive forms, which must be accessed via Adobe Reader. The WBSCM
Vendor Registration form is an interactive form used by prospective vendors. Please contact the AMS New Vendor Coordinator at
NewVendor(@usda.gov for a copy.

Back to Top
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WBSCM Upgrade Summary - March 2022

Bid Invitation and Contracts Differences

For Bid Invitations some of the field locations have changed. The main differences are indicated below:

Before

After
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For Contracts, the Hierarchy sub-tab which was not used in WBSCM is no longer available in the Header tab.

Job Aid

WBSCM Upgrade Summary - March 2022

Before

After

Back to Top
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Order Entry Differences

Job Aid

WBSCM Upgrade Summary - March 2022

On domestic and international order entry transactions, text boxes can be resized in Chrome by dragging the lower right corner. When

using IE, text box size is static, requiring use of a vertical scroll bar to view additional text.

Before

After

Back to Top
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Job Aid

WBSCM Upgrade Summary - March 2022

PrePo Purchase Requisition Differences
Some visual differences are noticed for the Display/Change PrePo PR transaction. Previously, the material number displayed only on
the main screen, and the description on the detailed screen. Now, both the material number and description are visible in the same
column on the main Overview screen, making it more user friendly and helping the user identify the correct description for each
material number. The column width and display of other fields may be visibly different; however, there is no change in functionality.

Before

After

Also, the Launchpad Open/Close button can be used to collapse the left-hand navigation panel, and the user can adjust their screen
resolution for better display options. Refer to the Display/Change PrePo PR Using WBSCM App job aid for more information.
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Enter Shipment Receipt Differences

Job Aid

WBSCM Upgrade Summary - March 2022

After the upgrade, the Enter Shipment Receipt transaction displays goods receipt message type and descriptions in a different order,

and the position of page titles has shifted.

Before

After

Refer to the Enter Domestic Shipment Receipt work instruction for the most up-to-date instructions and screen captures.
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Job Aid
WBSCM Upgrade Summary - March 2022

BI Entitlement Reports

After the upgrade, screen display and button have changed in BI Entitlement reports.

Before After

Refer to the Maintain SDA/ITO Entitlements and Maintain RA Entitlements work instructions for the most up-to-date instructions and

screen captures.

Back to Top

Order Processing and Status Reports

In addition to the general report updates mentioned in this guide, the Program field on processing and status reports has been
expanded from 5 to 40 characters. Additionally, the Program selection drop-down has been updated to include the full program
description. Invalid values have been removed. For example, refer to the Review Order Status Report work instruction for most up-to-
date instructions.
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