
Instructions:
Perform the following steps in sequence in the "Template" tab. Be sure to save your entries often and enter all the fields with the correct format and number)
Enter each material in each row, beginning with row 2A
Enter the information in order from column A to H (Note: All fields are required fields. Ensure you enter all the fields with the correct format or number)
Column A: Mat. Short Text (An internal number that identifies a specific product)
Column B: Qty in UnE (The quantity of the good in the unit of entry (UnE)
Column C: EUn (Unit of good, damaged, and over quantity)
Column D: Plnt (Internal plant number that identifies the external warehouse)
Column E: Sloc (A storage location is a segregated area within a warehouse (ECC Plant). Each warehouse can be divided into multiple storage locations)
Column F: Batch (A unique number assigned to a batch (or lot) of material, which is managed separately from other sets of the same material)
Column G: SLoc Transfer Pstg (For domestic warehouses, storage location refers to program. Each FNS Program has a specific storage location code assigned to it)
Column H: Batch Trfr Pstg (Batch where you would like to move goods)
Enter as many materials as needed and be sure to save your progress often
Copy the rows of materials you wish to transfer. First, only copy from column A (Mat. Short Text) to column E (SLoc)
Press "Ctrl + C" or right-click and select copy from the pop-up menu to copy the highlighted cells (column A to E)
Navigate back to the Transfer Posting Other screen in WBSCM to paste the copied rows of materials
Click the Mat. Short Text field in the first row
Press "Ctrl + V" to paste the copied rows of materials
Press the Enter key on your keyboard to execute the entries
Navigate back to the Excel template file
Copy the remaining rows of materials from column F (Batch) to column H (Batch Trfr Pstg)
Press the Ctrl and C keys or right-click and select copy from the pop-up menu to copy the selected rows of materials
Navigate back to the Transfer Posting Other screen in WBSCM to paste the copied rows of materials
Click the Batch field in the first row
Press the Ctrl and V keys on your keyboard to paste the copied rows of materials
Press the Enter key on your keyboard to execute the entries
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Web Based Supply Chain 
Management
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PrePo Overview
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Topics
 PrePo Overview

• PrePo Purchase Requisition (PR) Process 
• PrePo Deltas
• PrePO PR Approvals and Status
• WBSCM App  PrePo PR Transactions

− Create PrePo PR Using WBSCM App
− Display/Change PrePo PR Using WBSCM App
− Approve PrePo PR Using  WBSCM App
− International Transportation Report
− PrePo Replenishment Report

• Helpful Tips
• Support Resources
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PrePo Purchase Requisition Process 

Create
PrePo PR 

(USAID Order 
Managers)

Display or 
Change 

PrePo PR as 
needed

(USAID Order 
Managers, FSA 

Solicitation 
Managers)

Approve
PrePo PR 

(USAID PR 
Approvers)

Reports
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Text or Plant based Material Search 
and Listing

PrePo As-Is PrePo To-be

Product Catalog - Common for all 
USAID ordering

Plant, Shipto, BPs, Search fields Dropdown showing BP # + Name

Manually typed in text for Markings, 
Certificates, Shipping Instructions

Single and Multi Selection dropdowns

Free Form text for PR attributes, Funding Dropdowns

Freight component manually entered and 
attributes duplicated

Auto Derived based on Plant

Process and downstream errors All data validated during PR Entry

Standard SAP PR Search Pre-Populated List of Recent PRs

PrePo Deltas
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PrePo PR Approvals and Status
 PrePo PRs require approval by USAID prior to release to 

procurement

 Can modify only during specific statuses

2023-AMS-00030-F 000319



6 |        CACI Information Solutions and Services        |        December 15. 2016         |         CACI Proprietary Information

PrePo PR Approvals and Status Continued
DescriptionStatus

Line items are in this status after PRs are created and until 
approved by USAID. USAID can continue to modify the PRs in this 
status. Line items are not available for FSA (procurement) while 
it is in Draft status,

Draft

Line items are set to this status after approval by Sponsoring 
agency - USAID. After approval, the PR/Requirements are sent to 
FSA for procurement and cannot be modified unless line items 
are returned back by FSA.

Approved by SpAgency

Status set when Bid Invitation is approved for the Commodity or 
Freight line.

On-Invitation

Status is set when a Purchase order is created and approved for 
the PR line item.

Purchased

Status is set when a Goods Receipt is entered against the line 
item.

Order Received

When Item is cancelled by USAID and a deletion flag is set.Cancelled
Set Manually by FSA if items need to be returned by FSA back to 
USAID for modifications.

Returned by FSA

Set Manually by USAID after the required modifications are 
performed. This status will send the changes to FSA.

Resubmit to FSA
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WBSCM App PrePo PR Transactions

Transactions are executed using the app Launchpad

72023-AMS-00030-F 000321



8 |        CACI Information Solutions and Services        |        December 15. 2016         |         CACI Proprietary Information

Create PrePo PR Using WBSCM App 

4

5 6 7

8

1 32

 Screen sections/steps are described in the Notes section

 Refer to Create PrePo Using WBSCM App job aid for 
additional details

The Create PrePo PR WBSCM app is divided into the following:

1. Launchpad Open/Close button – Blue icon used to open or close the. Launchpad (left hand 
menu pane)

2. App drawer – Display all open apps using icons.  Help is available is available under the 
drop down menu for the app.

3. User ID – Displays your logged in User ID.

4. All apps button - List of all available WBSCM apps.  Used to navigate back to the app 
selection screen. 

5. Navigate back button - Used to navigate back within an app

6. Catalog area - Available list of materials to create PR.  Bulk and processed materials are 
grouped separately

7. Data Entry area – enter details for PR

8. Action buttons – available buttons to perform certain actions
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Display/Change PrePo PR Using WBSCM App

4

5
6 8

9

2 3

7

1

 Screen sections/steps are described in the Notes section

 Refer to Display/Change PrePo Using WBSCM App job aid 
for additional details

The Display/Change PrePo WBSCM PR app is divided into the following:

1. Launchpad Open/Close button – Blue icon used to open or close the. Launchpad (left hand 
menu pane)

2. App drawer – Display all open apps using icons.  Help is available is available under the 
drop down menu for the app

3. User ID – Displays your logged in User ID.

4. All apps button - List of all available WBSCM apps.  Used to navigate back to the app 
selection screen

5. Navigate back button - Used to navigate back within an app

6. Purchase Requisition area – displays list of purchase requisitions for USAID created in 
WBSCM the last six months.  The area includes the PR number, creation date and any 
reference text that was entered during when the PR was created.

7. Purchase Requisition Action buttons – Options to refresh, filter or search for additional 
purchase requisitions

8. Data Entry area – review or enter details for PR

9. Action buttons – available buttons to perform certain action
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Approve PrePo PR Using  WBSCM App 

4

5

6 8

9

2 3

7

1

 Screen sections/steps are described in the Notes section

 Refer to Approve PrePo Using WBSCM App job aid for 
additional details

The Approve PrePo WBSCM PR app is divided into the following:

1. Launchpad Open/Close button – Blue icon used to open or close the. Launchpad (left hand 
menu pane)

2. App drawer – Display all open apps using icons.  Help is available is available under the 
drop down menu for the app

3. User ID – Displays your logged in User ID.

4. All apps button - List of all available WBSCM apps.  Used to navigate back to the app 
selection screen

5. Navigate back button - Used to navigate back within an app

6. Purchase Requisition area – displays list of purchase requisitions for USAID created in 
WBSCM the last six months.  The area includes the PR number, creation date and any 
reference text that was entered during when the PR was created.

7. Purchase Requisition Action buttons – Options to refresh, filter or search for additional 
purchase requisitions

8. Data Entry area – review or enter details for PR

9. Action buttons – available buttons to perform certain action
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International Transportation Report

 International Transportation Report provides details 
regarding USAID orders and PRs 

 Refer to International Transportation Report job aid for 
additional details
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PrePo Replenishment Report

 PrePo Replenishment Report provides information for PrePo 
purchase requisitions including the status of the requisition 
and details regarding replenishments going to warehouses, 
purchase orders and vendors

 Refer to PrePo Replenishment Report job aid for additional 
details
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Helpful Tips

 Use the search bar to narrow the list of materials or purchase 
requisitions or use additional search to locate PRs older than 6 
months

 Required fields are highlighted in red
• Popup with Errors are displayed when fields have not been 

completed

 Quantities are entered in multiples of 10 MT (except bags)

 Freight item details only displays if it is applicable to a plant

 Item sub areas change from red to blue when all fields are 
populated

 Use        Refresh button in the Purchase Requisition Action buttons  
(bottom left) to get updated details
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Support Resources

 WBSCM Portal Issue or any other PrePo issues:
• Log an incident through ServiceNow
• Alternatively, call (877) WBSCM-4U or email 

WBSCM.ServiceDesk@CACI.com

 Training Materials
• Help is available after Go-Live for each PrePo

WBSCM App in the Dropdown menu under the App drawer

• Reports Help is av  n the WBSCM portal in the top right 
corner and help button. 
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Closing/Questions
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Job Aid 

RA Entitlement Budgeting by Program 

 

ENTERPUBLISHEDDATE Proprietary Page 1 of 4 

 

TEFAP 

The Emergency Food Assistance 

Program 

TEFAP is a Federal program that 

helps supplement the diets of low-

income Americans by providing 

them with emergency food and 

nutrition assistance at no cost. 

 

RA Entitlement Budgeting by Program 

  

The purpose of this transaction is for the State Distributing Agency Organization Administrator (SDA Org Admin) to maintain 
entitlements for Recipient Agencies (RAs) in WBSCM. RA Entitlements are maintained for various programs with individual 
program requirements so the WBSCM transactions for these programs display different views. 

This job aid provides field definition and portal navigation path for each of the programs that use this transaction in WBSCM. 

Use the Maintain RA Entitlements work instruction for step-by-step instructions to maintain entitlements. 

CACFP 

Child and Adult Care Food 

Program 

CACFP provides aid to child and 

adult care institutions and family or 

group day care homes for the 

provision of nutritious foods. 

 

NSIP 

Nutrition Services Incentive 

Program 

This program is administered by the 

U.S. Department of Health and 

Human Service’s Administration on 

Aging - but receives USDA foods 

from the Food and Nutrition Service. 

NSLP 

National School Lunch Program 

NSLP is a federally assisted meal 

program operating in public and 

nonprofit private schools and 

residential child care institutions. 

 

SFSP 

Summer Food Service Program 

The Summer Food Service 

Program ensures that low-income 

children continue to receive 

nutritious meals when school is not 

in session. 
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Revised 7/18/2014 

 
 

Receipting Third Party Barter Orders 

 

Section I 

 

Receipting Third Party Barter Orders 

 

Barter orders currently must be receipted by SDA’s.  Due to a system defect, RAs and Ship-to org admin 
users are not authorized to receipt Barter orders. 

 

A partial receipt on a single line item will not be accepted by the system.  You must receipt a full truck 
load for a single line item. 

 

Important Note:   Currently there is a defect that allows canceled orders to be receipted.  To ensure that 
canceled orders are NOT receipted, check the status of all sale orders and its line items in the “Order 
Status Report” before entering a Goods Receipt.  Canceled orders currently appear in the goods receipt 
screen, therefore it is very important to check the status of all barter orders before receipting. 

 

 Steps to Receipt a Barter Order 

1. Check the status of orders in Order Status Report to identify any canceled orders.  Note these 
orders do not have values listed in the cost/lb and net dollar value columns and the “Status Text” 
is marked as “Canceled”. 

 

 
2. The SDA must receipt at the header level by populating the Signed by, Date Received, and 

Comment (optional) fields. 

 

 
3. Click Receipt All (Required)   
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By clicking , (the Receipt All button) you are telling the system that you will be receipting 
all lines associated with the order. However, you can choose to un-check the box(es) in the select 
column at the left if you don’t want to receipt an individual line item. 
 

 
4. If there are multiple line items, uncheck the box of the line items you are not receipting. (Optional)  

This option is only necessary if you do not want to receipt all the listed line items. 
 

5. Uncheck any canceled orders that were identified from the Order Status Report (If Applicable) 
 

 
 

6. Click the Submit Receipt button to complete the goods receipt transaction 

 

Note:  For line items that were not selected, the order will stay open until all line items are receipted.  
When pulling an order status report you will see a status of “order received” for the items you receipted.  
All items that were not yet receipted will show a status of “Purchased”.  
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Section II 

 

Receipting Barter Orders with Shortages/ Damages Qty  

 

1. Check the status of orders in Order Status Report to identify any canceled orders.  Note these 
orders do not have values listed in the cost/lb and net dollar value columns and the “Status Text” 
is marked as “Canceled”. 

 

 
2. The SDA must receipt at the header level by populating the Signed by, Date Received, and 

Comments (optional) fields. 

 

 
3. Click Receipt All (Required)   

 
By clicking , (the Receipt All button) you are telling the system that you will be receipting 
all lines associated with the order. However, you can choose to un-check the box(es) in the select 
column at the left if you don’t want to receipt an individual line item. 
 

 
4. If there are multiple line items, uncheck the box of the line items you are not receipting. (Optional)  

This option is only necessary if you do not want to receipt all the listed line items. 
 

5. Uncheck any canceled Orders that were identified from the Order Status Report. (If Applicable) 
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6. Both shortages and damages will be entered in the damage qty field. 

 
 
 
a) If you have both shortages and damages to input, enter the total amount in the damage qty 

field.  To enter the damage quantity details click  (the Details button) in the 
Damage Quantity field. 
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b) In the line item damage qty comment field, specify the amount damaged and the amount of 
shortage. (e.g. 2 damaged and 3 short) 
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c) If you have only a shortage or only damages to input, enter that amount in the damage qty 
field. 
 

d) Specify in the line item damage qty comment field whether the amount is for damages or a 
shortage 

 
 

7. Email your regional FNS contact and notify them of the shortage and/or damages entered on your 
GR.   
 
Note: The actual purchasing activity (procurement and Advance Shipping Notices) will not occur 
through WBSCM, however, ordering and receipting activity will process through WBSCM.  As a 
result, emailing your regional FNS contact will help keep all parties informed about all activities 
pertaining to your barter orders including the processing of complaints if applicable.   
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Section III 

 

Received Shipment Report and Barter Orders 

 

A. Due to a defect, the Received Shipment Report “good quantity” values are displayed incorrectly 
under the short quantity field in the PDF output. 

 

 

 

B. The amounts display correctly in the standard table output view on the screen. 

 

 

 

Until the defect is fixed, the data can be exported to an excel spreadsheet.  In the Excel output, the 
receipted quantity is shown correctly under the “Good Qty” column.   
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Receipting Third Party Barter Orders 

 

Section I 

 

Receipting Third Party Barter Orders 

 

Barter orders currently must be receipted by SDA’s.  Due to a system defect, RAs and Ship-to org admin 
users are not authorized to receipt Barter orders. 

 

A partial receipt on a single line item will not be accepted by the system.  You must receipt a full truck 
load for a single line item. 

 

Important Note:   Currently there is a defect that allows canceled orders to be receipted.  To ensure that 
canceled orders are NOT receipted, check the status of all sale orders and its line items in the “Order 
Status Report” before entering a Goods Receipt.  Canceled orders currently appear in the goods receipt 
screen, therefore it is very important to check the status of all barter orders before receipting. 

 

 Steps to Receipt a Barter Order 

1. Check the status of orders in Order Status Report to identify any canceled orders.  Note these 
orders do not have values listed in the cost/lb and net dollar value columns and the “Status Text” 
is marked as “Canceled”. 

 

 
2. The SDA must receipt at the header level by populating the Signed by, Date Received, and 

Comment (optional) fields. 

 

 
3. Click Receipt All (Required)   
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By clicking , (the Receipt All button) you are telling the system that you will be receipting 
all lines associated with the order. However, you can choose to un-check the box(es) in the select 
column at the left if you don’t want to receipt an individual line item. 
 

 
4. If there are multiple line items, uncheck the box of the line items you are not receipting. (Optional)  

This option is only necessary if you do not want to receipt all the listed line items. 
 

5. Uncheck any canceled orders that were identified from the Order Status Report (If Applicable) 
 

 
 

6. Click the Submit Receipt button to complete the goods receipt transaction 

 

Note:  For line items that were not selected, the order will stay open until all line items are receipted.  
When pulling an order status report you will see a status of “order received” for the items you receipted.  
All items that were not yet receipted will show a status of “Purchased”.  
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Section II 

 

Receipting Barter Orders with Shortages/ Damages Qty  

 

1. Check the status of orders in Order Status Report to identify any canceled orders.  Note these 
orders do not have values listed in the cost/lb and net dollar value columns and the “Status Text” 
is marked as “Canceled”. 

 

 
2. The SDA must receipt at the header level by populating the Signed by, Date Received, and 

Comments (optional) fields. 

 

 
3. Click Receipt All (Required)   

 
By clicking , (the Receipt All button) you are telling the system that you will be receipting 
all lines associated with the order. However, you can choose to un-check the box(es) in the select 
column at the left if you don’t want to receipt an individual line item. 
 

 
4. If there are multiple line items, uncheck the box of the line items you are not receipting. (Optional)  

This option is only necessary if you do not want to receipt all the listed line items. 
 

5. Uncheck any canceled Orders that were identified from the Order Status Report. (If Applicable) 
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6. Both shortages and damages will be entered in the damage qty field. 

 
 
 
a) If you have both shortages and damages to input, enter the total amount in the damage qty 

field.  To enter the damage quantity details click  (the Details button) in the 
Damage Quantity field. 
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b) In the line item damage qty comment field, specify the amount damaged and the amount of 
shortage. (e.g. 2 damaged and 3 short) 
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c) If you have only a shortage or only damages to input, enter that amount in the damage qty 
field. 
 

d) Specify in the line item damage qty comment field whether the amount is for damages or a 
shortage 

 
 

7. Email your regional FNS contact and notify them of the shortage and/or damages entered on your 
GR.   
 
Note: The actual purchasing activity (procurement and Advance Shipping Notices) will not occur 
through WBSCM, however, ordering and receipting activity will process through WBSCM.  As a 
result, emailing your regional FNS contact will help keep all parties informed about all activities 
pertaining to your barter orders including the processing of complaints if applicable.   
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Section III 

 

Received Shipment Report and Barter Orders 

 

A. Due to a defect, the Received Shipment Report “good quantity” values are displayed incorrectly 
under the short quantity field in the PDF output. 

 

 

 

B. The amounts display correctly in the standard table output view on the screen. 

 

 

 

Until the defect is fixed, the data can be exported to an excel spreadsheet.  In the Excel output, the 
receipted quantity is shown correctly under the “Good Qty” column.   
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Section IV 

 

Barter Orders and Goods Receipt Reversal 

 

1. SDA must log an incident specifying the receipt order number and item number needing reversal. 
 

2. SRA will request FF ID to make updates at the backend in WBSCM. 
 

3. Once updates are completed, SRA will mark the incident as “Resolved”. 
 

4. SRA will notify the SDA that they can enter the receipt again. 
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