w BS ( M A Work Instruction
l J Cancel Shipment Receipt

Purpose

The purpose of this transaction is for domestic recipient organizations (or USDA on behalf of a recipient)
to cancel a shipment receipt for a purchase order (PO) or sales order (SO). The shipment receipt, also
known as the goods receipt (GR), is the method by which the recipient confirms the
materials/commodities requested in WBSCM have been delivered.

Shipment receipts can only be cancelled before an ASN has been entered. The user must cancel the
shipment receipt in the following circumstances, and reenter the receipt:

. The receipt has been entered on an incorrect line item.
o The receipt needs to be modified.

Shipment receipts cannot be cancelled if an ASN exists. The user is able to modify the shipment receipt.
If modification are done in the first 7 days, refer to the Modify Domestic Shipment Receipt work
instruction, otherwise the user must open an incident through the WBSCM Helpdesk, email:
WBSCM.ServiceDesk@CACI.com or phone: (877) WBSCM-4U or (877) 927-2648 - from 8AM to 6PM
EST MON-FRI, Excluding Holidays.

This process is available for the following scenarios:

. The receipt has been entered against a PO line item with an ASN.
An ASN has been created after the receipt was entered.

Shipment receipts can be cancelled for Domestic Direct Ship (3rd party) and National Warehouse orders,
but not for offshore shipments.

The user cannot cancel the shipment receipt if:

. Shipment receipt was entered against a PO line item with an ASN.
. ASN was created after the shipment receipt was entered.
. Shipment receipt is for offshore shipment.

Process Trigger
Perform this procedure to cancel a receipted line item when it has been incorrectly receipted.
Prerequisites

. A PO line item must exist in WBSCM.
An ASN has not been created for the line item.
. Shipment receipt has been entered in WBSCM.

Portal Path
Follow the Portal path below to complete this transaction:

o Select Operations tab @ Order Processing tab @ Shipment Receipts folder & Enter
Shipment Receipt link to go to the Enter Shipment Receipt screen.

Tips and Tricks

e  The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
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o  Optional (O) — a non-mandatory field not required to complete the transaction
o  Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
. Refer to the WBSCM Help site, Frequently Referenced Training Materials section for basic
navigational training and tips on creating favorites, performing searches, etc.
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PROCEDURE

1. Start the transaction using the Portal path: Operations tab @ Order Processing tab &
Shipment Receipts folder @ Enter Shipment Receipt link.

Image: Enter Shipment Receipt Screen

Home Operations. Admin Feperts Help
Order Proceszing  Complas inistrati Racal
q Oparationz > Ordar Processing > Shipment Resdipts > Snter Shipment Recapt Full Seraon | Optionz
Fie Uplads/Downioads
Caslcg Mainksnanse Welcome to Enter Shipment Receipt
F Al r2quirec 1el0s 3re MAarkad with 2 red astens« () Dates 3= formateo 35 MM DDY YYY
Ordar Missigammnt Order Search
Enttievent Vanagemant WEB3CM has the ability to receipt Ssles Orders, Delivery Documents, and Furchase Orders.To search for an open ceder in the system (o receipt please snter
5 YOuUr oiger nurber and cick “Search”
Shizment Receipts.
Upiosd Shipment Receipt
NW Dalivery Calendar
2. Click * (the Hide Navigator arrow) to minimize the Portal Menu. Note this can be done with

any transaction in WBSCM.
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Image: Enter Shipment Receipt Screen

Home Operations. Admin Reports Help

Order Proceszing Comglas inistrat Recak

Operationz > Ordar Procecsing > Shipmant Raecipts = Entar Shipmant Scoaipt Fuli Screan | Opiions «
»

Wel to Enter Ship 1t Receipt

Al requined $EI0S 312 MArkad with 2 red 25tensd () Dates 32 fomanad 35 MDD Y 1Y

Order Search

WBSCM has tha atiity 1o receip: Salkes Ordars, Delivery Documents, and Purchase Orgers.To search for an gpen crder in the system 1o receigt, please entar your order number and dick "Search”

 Order Number. | Sesrch|
3. As required, complete/review the following fields:
Field R/O/C Description
Order Number: R his can be a sales order number, purchase order
umber, or delivery document number.
ample:
100008382
(Note) The cancel functionality can be
performed only for a sales order
number or a purchase order number.
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Image: Enter Shipment Receipt Screen

Hove 'om‘ Admin Reports Help
mwn

Operatiors > Ordar Procazzing

Fuli Scroan | Opiionz ~ |

Wel to Enter Ship Receipt
All required feles are markad with 2 red zstens« (*) Dates ara formatied 3s MMDOYYTY.

WBSCNM has the atisty 1o receipt Sakes Ordars, Dalivery Documents, and Purchase Orge:s.To seareh for an cpen order in the system 10 receipt, please entar your order number and click "Search”

 Order Number. [4103008382 _ | S=arch

4. Click (the Search button) to execute the search.
Image: Enter Shipment Receipt Details Screen

Hove 'm‘ Admin Reperts Help

Order Procezzing

Operationz = Ordar Precazzing > Shipwant Racdipts =

Enter Shipment Receipt Details

[F] 550 to Summary | [}f] Baskio Searon
~ Rosoipt Headar
Order Numbar. (4100008362 Entared By: [ALLROLESOL. | Raicar30L: [ ]

Signed By Date Racaived: | ]

Comments:

|

o FutherAions ReceiptSist  SalesDoa  Mem PurDoca bema  Marersl Matarial Descriion ASN Wumser s Sgned by DateRecsved Prev

o o Percing Review | 5000414712 100 4100008332 & 100428  PASTAMACARON! PLAIN ELBOWN PKO-241LB 3100256094  JohnDoe 10432022 7000

0 [1 | ResdytoRecert | 5000414714 | 100 5 | 100428  PASTAMACARONIPLAINELBOW PKC-24/1LE 5100262141 | | |

0 [ | ReadytoRecest | 5000414715 | 1co | & | 100428 | PASTA MACARON! PLAIN ELBOW PKG-24/1 LB

u] [1 | mssngASN | 5000414717 | 100 10 | 100428 | PASTAMACARONI PLAIN ELBOW PRE-24/1 LE

] [T |mssngAst | scoostetia | 1co 11 100428  PASTAMACARONI PLAIN ELBOW PAG-24/1 LE

=] u] MssrgASN | 4G00414TIE | 1CO 12| 100428 | PASTA MACARONI PLAIN ELBOM PRG-24/1 LE

@] O [ mssngasn | saoosteT20 | 100 13 100428 PASTAMATARONI PLAIN ELBOW PKE-24/1 LE

[=] [} mssmgASN | 2000414721 100 13 100428 | PASTA MACARON! PLAIN ELBOW PKI>-24/1 LB

[} [ mssngAsy | 2000414722 | 10 15 | 100428 | PASTAMACARONI PLAIN ELBOW PRG-2411 LE | [

0 [ | mssngasn | sooos1stzz | o 10 | 100428 | PASTA MACARONI PLAIN ELBOW PAG-24/1 LB | | &
: [« B
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5. If necessary, click E (the Down arrow) on the horizontal scrollbar to locate the line item for the
receipt that requires cancellation.

Image: Enter Shipment Receipt Details Screen

Home Operations Admin Rerorts =alp

Ordor Procecsing Comglznt. nt v “Raoak

Ogerstiors > Order Processing * Shiprent Recepts > Enter Sypment Secaipt Fuli Screen | Options ¥

ENIEr SNIpMent XeceIpt uetals

[

[JEecctoSummary | (3] Sack io Search
Receipt Header
Order Numbsr. 4100005382 Entzred By: |ALLAOLESO.. Rakcari0L
Signed By Date Received: I
Commeants:
Feoapt Al
Recaipt item Detalls
View:| = nov_VIEW 52
Seieet utharActon: ReceiptStatuz Sz Dos  Mam  PurDos o kema  Matnd  Mateial Deseistion ASN Mumbsr & Signec by DateFecaved Prav.
| [ Masing ASN 5000414734 100 4100008332 Fia 100428 = PASTA MACARONI PLAIN ELBOW PKC-24/1 L3
| [ Masing ASN 5000414735 100 25 100428 = PASTA MACARONI PLAMN ELBOW PKC-24/1 L2
- r Mssing ASN 5000414720 100 28 100428 = FASTA MACARONI PLAN ELBOW PKC-24/1 L2
| [ Mssing ASN 2000414737 100 30 100428 PASTA MACARONIPLAN ELBOW PKG-24/1 LS
1 [ Mssing ASN 2000414700 100 31 100428 FPASTA MACARONI PLAN ELBOW PKG-24/1 LS
| [ MSSgASN | 000414075 100 32 100425  FASTAMACARONI PLAN ELBOW PKG-24(1 L3
m C Mssing ASN 2000414070 00 33 100428 = PASTA MACARONI PLAN ELBOW PKG-24/1 L2
] [ Mssing ASH 000414077 100 23 100428 FPASTA MACARONI PLAIN ELBOW PKG-24/1 L3
] [ Recpt Processed 9000414078 100 33 100428  PASTA MACARONI PLAN ELEOW PKG-24/1 LS John Doe  03/12:2021 #e8.0
] [ Mssng ASN 2000414078 100 » 100428 FPASTA MACARONI PLAN ELBOW PXG-24/1 LS
) St Receipt | J Nodily Receipt | | 3 Carcel Receint -
[«T B
i ] . . ) .
6. Click |-/ (the Check box) in the Further Actions column next to the line item to be cancelled. In

this example, line item 35 is selected.

Q (Note) Confirm the ASN Number and BOL # fields are blank for the line item to be selected. If

the fields are not blank, the line item cannot be cancelled. If necessary, use > (the Right arrow)
on the horizontal scrollbar to view the BOL # field.
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Image: Enter Shipment Receipt Details Screen

Hore Operations

Order Frocessing

Operstiars > Omler Procssaing

Admin

Cormatnint.

Fepots  Halp

Raosl

ENIEr SNIpMent XeceIpt Uetans

Saiprent Recepts > Enter Supment Secaint

[JEeccto Summary | (] Sack io Search

Receipt Header

Order Numbsr. 4100005382

Signed By

Commants:

Feoapt Al

Recaiptitem Detalis

Entered By: |ALLAOLESO..

Date Receivec: E ]

Rarcari50L

Fuli Screen | Options ¥

[

View:| = nvv_vIEW

<l

Selaot FuttharActions Reccipt Status Salez Doc.

|
m|
1
1
]
-l
1
]
]

[
[
O
[
[
[

[
v
[

Masing ASN
Mizsing ASN
Missing ASN
Mssing ASh
Mssing ASN
Mssing ASN
tassing ASN
1S5y ASH

5000414734
5000414735
5000414736
L000414737
J000414700
0000414075
T000414070
D000$14077

Recpt Processed 9000414678

Mssing ASN

2000319078

itam PurDop a4 kema

100 4100008232 27

100 2B
100 28
100 30
100 31
100 32
00 33
100 35
100 33
100 35

i Submit Recsipt || & Modify Receipt | [ 38 Cancel Receist

Matana
100428
100428
100428
100428
100425
100428
100428
100428
100428
100428

Matasial Dezeription

PASTA MACARONI PLAIN ELBOW PKC-24/1 L3
PASTA MACARONI PLAMN ELBOW PKC-24/1 LB
FASTA MACARONI PLAN ELBOW PKC-24/1 L2
FASTA MACARONI PLAN ELBOW PKG-24/1 L3
FASTA MACARONI PLAN ELBOW PKG-24/1 LS
FASTA MACARONI PLAIN ELEOW PKG-24i1 L2
PASTA MACARONI PLAIN ELBOW PKG-24/1 LS
FASTA MACARONI PLAIN ELBEOW PKG-24/1 LS
FASTA MACARONI PLAIN ELEOW PKG-24/1 LS
FASTA MACARONI PLAMN ELEOW PKG-24/1 LS

[«

ASN Mumber +  Signed by DateFecoved Prav.

John Doe | 08/12/2021 288,00

[«

7. Click |38 Gance! Receint |(the Cancel Receipt button) to cancel the receipt for the line item.

@ (Note) The user will receive an error when:

An ASN exists (BOL # field is populated) for the selected line item(s). In this case, the
shipment receipt can be modified, but not cancelled. Refer to the Modify Domestic

Shipment Receipt work instruction for more details.

The user selects multiple lines and at least one has an existing ASN. The user must

deselect each line item with an ASN in order to cancel the remaining lines.
No line items are selected.
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Image: Goods Receipt Cancellation Process Pop-Up Screen

Goods Recoipt Cancellation Process

You ara requesting cancellstion of one or more fines.
Do you want fo proseed?

8. Click (the Yes button) to confirm the receipt will be cancelled for the selected line item.

Image: Enter Shipment Receipt Details Screen

Home m Admin  Reporls  Hep

 Order Processing
] Cy i > Order ing > Shi Receipts > Enter Shipment Receipt | Full Screen | Options »
Order Number: | 4100007632 Entared By: SDAINTESO... i L | | ~

sgneasy [ | oae C____ ®

Comments:

[Receipt ATL|

[ Gocds Recaipt cancellad successiuty

* eINV_VIEW

Select Furher Avions Raceipt Sfatus  SaksDos  Mem  PuchDoc 4 Mem s Materal Material Descripion  ASN Number »  Signedby BOLZ

O O Racpt Pro 5000320442 100 4100007832 1 100010  CHEESE NATURAL AMER FBD BARREL-500 LE SNt R1

O O Racp 5000320444 100 2 100010 CHEESE NATURAL AMER FBD BARREL-500 LE SN2 R1

|} O RacptProcessed 5000320445 100 3 100010 CHEESE NATURAL AMER FBD BARREL.SO0LE  £100030995 SN3 R1

[m] [m] Missing ASN 5000320446 100 4 100010 CHEESE NATURAL AMER FBD BARRELS001E | sD1 |

O O Missing ASN 5000320447 100 s 100010 CHEESE NATURAL AMER FBD BARREL.S00 LE

[m] 0 Missing ASN 5000320451 100 & 100010 CHEESE NATURAL AMER FBDBARRELS001E | |

[} O Missing ASN 5000320452 100 7 100010 CHEESE NATURAL AMER FBD BARREL S00 LE

[m] O Missing ASN 5000320453 100 3 100010 CHEESE NATURAL AMER FBD BARREL.S00 LE

o ] Mssing ASN | 5000320454 100 9 100010 CHEESENATURAL AVER F8D BARRELS00LS [ |

=] [} Missing ASN 5000320455 100 10 100010 @EESEWMMFBDBARR&-&DLB

[ Subii Reseipt] [ 7 Wiodily Recelot || 3¢ Ganeel Receiol N

< T S——— >
9. The system generates the cancellation successful message and the status for the line item(s) is
updated from Recpt Processed to Missing ASN.
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ﬁ (Note) The Receipts Status displayed depends on the user's role.

10. The transaction is complete.
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RESULT

A shipment receipt has been cancelled for a line item without an ASN for which shipment receipt was
entered incorrectly. Once the shipment receipt is cancelled the line item is available to enter the correct
shipment receipt.
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|WBS( Mj Consolidate Requisitions to Create Standard Domestic

Sales Order
PROCESS OVERVIEW
Purpose

The purpose of this transaction is to consolidate domestic requisitions to create a standard domestic
sales order. Order Managers from State Distributing Agencies (SDAs) and Indian Tribal Organizations
(ITOs) receive domestic requisitions from their Recipient Agencies (RAs). They are tasked with
consolidating these requisitions along with any requisitions they create in order to create full truckloads.
The requisitions can be consolidated by Material, Ship-to, and Delivery Date and linked together via the
Group Number field.

Process Trigger
Perform this transaction to consolidate domestic requisitions into standard domestic sales orders.
Prerequisites

. Domestic requisitions in Ready for Approval status must exist in WBSCM.
. Requisitions must be from an RA/Co-op or SDA/ITO as part of the user's SDA/ITO organization.

Portal Path
Follow the Portal path below to complete this transaction:

. Select Operations tab & Order Processing tab @ Order Management folder ® Consolidate
Requisitions link.

Tips and Tricks

e The R/O/C acronyms in the field table represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
o  Optional (O) — a non-mandatory field not required to complete the transaction
o Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
. Refer to the WBSCM Help site, Frequently Referenced Training Materials section, for basic
navigational training and tips on creating favorites, performing searches, etc.
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PROCEDURE

1. Start the transaction using the following Portal path: Operations tab @ Order Processing tab 9
Order Management folder @ Consolidate Requisitions link.

Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help

Order Processing

‘ Opearations = Order Processing > Order Managament = Consolidale Raqusitions Fuli S¢
File UpkoadsDaownloads
Catalog Mairtenance Welcome to Consolidate Requisitions
Forscasting All required ficlds are marked with a red asterisk (*). Dates are formatted az MM/DDIYYYY.
Order Management Selections for Consolidation
Select e productmalerial ordered, to review and consofdate associzled requistions. Use 2ddiionzl fields to imit line ilems to specific requis
Domestic Ordes Entry The criteria are r2lained when switching between malerials to consolicate. navigate back 1c Ihis selection screen to modify oF remove any crite
Submitting the matenal on this screen locks the records so ofher usars cannet consolidate the same requistions.
Ful Truck Load and Transfer Requesis
Redistibutz Order Quartics *Qudered Product. @ | =)
Program g
Retured FNS Orders grane. & | B
Soid-To Party. > I To | (w3
Enfitisment Managemant shpToPaty & ) [ O
Shipmant Recaipts Ship-To Delivery Date: &> [ Jo | (i 8
NW Deiivery Calendar
“ Clear
>
. - . e . .
2. Click ¢ (the Hide Navigator arrow) to minimize the Portal menu. Note this can be done with any
transaction in WBSCM.
. . rer
Image: Consolidate Requisitions Screen
Home Operations Admin Reports Help
Order Processing
Operations > Order F'ocee;mg > Oraer Managemem » Consolioate Requisitions Full £
»
Welcome to Consolidate Requisitions
All required fields are marked with a red aslerisk (*). Dates are formatted as MM/DD/YYYY.
Selections for Consolidation
Select the procuctimaterial orderad 1o review and consolidate assoclaled requisiions. Use addtional flekds 1o Imit ine tems 10 specific requisitions
The critenz are retained when swilching between materials to consolidate: navigate back to thie selecton sersen to modify or remove any crtana
Submitting the material on this screen locks the records so ciher users cannot consofidate the same requisitions.
* Ordered Product: ¢ | |u))
Program: O [ [ L
Sald-To Panty. | ) i) T s
ship-To Pty @ | ol ™ [ =
Ship-To Delvary Date: @ | Ca] ™ el
% Ciear.
>
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3. As required, complete/review the following fields:

Field R/O/C Description
Ordered Product: R he material number of the product that has been
equested to be ordered.

xample:
100207

Program: O cronym used to identify a USDA food distribution

(Note) Click & (the Advanced Options
button) to enter or exclude multiple
selections.

|Sold-To Party: O Unique identifying number associated with a
particular customer in WBSCM.

@ (Note) Users can enter a Sold-To Party

or a range of Sold-To Parties. Click &
(the Advanced Options button) to
enter or exclude multiple selections.
Ship-To Party: O Unique identifying number associated with a
person or company that receives the materials or
commodities,

xample:
001600

(Note) Users can enter a Ship-To Party
or a range of Ship-To Parties, Click &
(the Advanced Options button) to
enter or exclude multiple selections.
Ship-To Delivery Date: |O The date upon which the delivery is expected to be
completed.

@ (Note) Users can enter a Ship-To
Delivery Date or a range of Ship-To
Delivery Dates. Click & (the Advanced
Options button) to enter or exclude

multiple selections.

(Note) The user can use (the Matchcode icon) in each field to select the appropriate
values.

@ (Note) The user can search by a range of data for the Sold=To Party, Ship-To Party, and
Ship-To Delivery Date fields by entering values in these fields and the corresponding To
fields for each one. For example, entering 11/01/2023 in the Ship-To Delivery Date field
and 11/30/2023 in the corresponding To field will return all results that meet all the other
filtering requirements and fall into the specified Ship=-To Delivery Date range.
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Q (Note) The user can enter a list of data to search by for the Program, Sold=To Party,
Ship-To Party, and Ship-To Delivery Date fields by clicking the yellow arrow to the right
of each field and entering their list of data in the table that appears in the pop-up screen,

Image: Consolidate Requisitions Screen

Home Operations Admin Reports Help

Order Processing

Operations > Order Processing > Order Managemant > Consolidata Requisitions
»

Welcome to Consolidate Requisitions
All required fields are marked with a red aslerisk (*). Dates are formafted as MM/DD/YYYY.

Selections for Consolidation

Select the procuctimaterial orderad 1o review and 3 Use addtional fleids 1o imit Ine items 10 specific requisitions
The critenz are retained when swilching between materials to consolidate; navigate back to thie selectcn seraan to modify or remove any criteria
Submitting the material on this screen locks the records so cther users cannot consolidate the same requisitions

* Ordered Procuct: ¢ [100207 [ul}
Program: © [NSLP |m)) =
Scid-To Party. & | ] ™ 3 »
Ship-To Pty & 5001600 (W} ™ 3 =
ShpToDeweryDate: @ [ n[  ®We
(= Submit |[ % Ciear |

4,  Click (the Submit button) to submit the selection.

Full £

@ (Note) When the user submits the selected Product/Material, WBSCM automatically locks the
associated records. This prevents multiple users from consolidating the shipments at the same
time until the Product/Material is unlocked. To unlock the Product/Material, perform one of the

following:

- Log out of WBSCM using the Log off button
- Switch from one material to another

- Click on a different link/iView in WBSCM.
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:

Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help

Order Processing

Operations > Order Processing > Order Managemeni > Consolidate Requistiions Full €

Consolidate Requisitions

[ Back | T@ Rea's Past Order-By Oale | Oraeren Product [100207-APPLESAUGE GAN-24/300 [¥| untormeasure CS FTLGQuantty- [1620

View: |[Stercard View] |~ 3 Expand Al (3 Unallocel= &} Retum 3¢ Dedline | ;2 Updale Req

B Roall ForfFTL Quanlity Shipping Dale  Ship-To BPID  Ship-To Name  Ship-To City  Ship-To Rg  Mulli Stop  Group Number Sold-To  Soid-To Name
) <00 1520 12/31/2023 ~ [® 184110834
» +0 /-0 1620 03/152024 ~ 8] 576109452
) ~1350/270 3510633112024 ~ 214602636
) <13500270 35100552024 245684768
13 +0 -0 3240 07152024 692146172
p <00 4860 07/31/2024 = 629264256
» <0 /.0 15620 08/152024 357575260
» 00 3240 08/31/2024 ~ E: 54359156
) <0r0 1620 00/30/2024 ~ 277056408
» =0 /-0 4560 10/15/2024 « T 270612643
» 00 4860 1031/2024 ~ 837051254

1
>
5. If necessary, click » (the Arrow button) in the horizontal and vertical scrollbars to view more

data in the Consolidation Workbench table.

@ (Note) When RAs, Co-ops, SDAs, or ITOs submit requisitions, WBSCM automatically
consolidates all requisitions by Ordered Product (Material), Shipping Date, and Ship-To
location. For example, all requisitions for the same ship-to location that are scheduled to
ship on 12/31/2023 will be displayed beneath an aggregated line (a proposed order is
indicated by a green line item).

‘_- _.a (Note) If expected items do not display on the Consolidation Workbench, adjust the

optional selection criteria on the material selection screen and resubmit the request.
_‘ _; (Note) The user is able to view the following information about each line item on each
requisition:

e Row L1 contains an arrow that corresponds to each proposed order (each green
row). Clicking the arrow lets the user minimize or maximize the line item detail on
the proposed order.

e For FTL indicates the quantity of items required to make a full truckload as is
defined for each material in the Material Master. For example, if this cell reads
+200/-600 that means the user may either add 200 units of the item to the order,
or remove 600 units from the order if they wish to consolidate to a full truckload.
The user may have multiple Full Truckloads (FTLs) on a consolidated sales order.

¢ Quantity displays the quantity of items being ordered.

e Shipping Date displays the requested delivery date. Note that all line items on a
proposed order must have the same ship date for them to be included in the order.

e Ship-To BP ID displays the ID number associated with the Ship-To location. Note
that there may be multiple Ship-To locations on a given order, such as where
there is a multi-stop that consists of requisitions that are being shipped to multiple
different Sold-To Parties.
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Ship-To Name displays the name of the Ship-To location for each of the line
items.

Ship-To City displays the city where the Ship-To is located.

Ship-To Rg displays the state where the Ship-To is located.

Multi-Stop contains a checkbox that corresponds to each proposed order (each
green row). When a multi-stop is created between two orders, the system
automatically checks this box. When a multi-stop is created between states, the
user must manually check this box. This box indicates that the order has multiple
ship-to destinations.

Group Number displays the group number, a unique identifying number
associated with a proposed order,

Sold-To displays the Sold-To Party Number, a unique identifying number
associated with the Sold-To Party for each line item.

Sold-To Name displays the name of the Sold-To Party for the requisition.

Req No displays a unique identifying number that was assigned to the
requisition when it was placed by an RA, SDA, or ITO before consolidation. Each
white line item beneath an aggregate line represents a requisition line item.

Req Item No denotes the order of the line item on the requisition. For example,
line 100 was the first line item on the requisition, line 200 was the second item,
etc. Selecting the Req Item No button allows the user to see the details of the
particular line item.

Internal Ord refers to an account assignment that will be used for the

particular order. It is used by finance personnel. It will automatically be derived
based on the program and ship date combination. Different values for this field will
point to different account assignments.

Program refers to the USDA food distribution program through which the
commodity was ordered.

Order By Date displays the date when the requisition must be consolidated into a
Sales Order and submitted to FNS for it to be considered valid. Requisitions that
are not consolidated by the order-by date will be automatically moved into a
separate queue, the Req's Past Order-By Date queue. The user will be able to
revisit these requisitions by clicking the Req's Past Order-By Date button.
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Image: Consolidate Requisitions Screen

Home Operations Admin

Order Processing

Operations > Order Processing >

Reporte Help

Order Managemeni > Conzolidata Requisiiions Full €

Consolidate Requisitions

[ Back | @ Regs Past Order-By Dzle |  Griered Product [100207-APPLESAUGE GAN-24/300 ¥ untormeasue ©S FTLQuantty- [1620

View: |[Stercard View]

B Roall ForfTL

|~ Expand Al (3 Unallocel= &) Retum 3¢ Dedline | ;2 Updale Req
Cuanlity Shipping Dale  Ship-To 6P 1D Ship-To Hame  Ship-To Cily  Ship-To Ry Mulli Stop  Group Number Sold-To  Sold-To Name

» <00 1820 12312023 « B 184110834

» +0 /-0 1620 03/152024 ~ 8] 576109452

» +1350 (-270 3,510 03/3172024 ~ 214602836

) +1350 1-270 3510 05/15/2024 = 245684768

13 +0 -0 3240 07152024 692146172

» +0 -0 4860 07/31/2024 - 629264256

» <0 /.0 15620 08/152024 357575260

» +0 /0 3240 063112024 ~ B 54359166

» +0 -0 1.620 09/30/2024 ~ 277956408

» =0 /-0 4560 10/15/2024 « T 270612643

» +0 /-0 4,860 103172024 ~ 837051254

1

>
6. Click P (the Arrow button) in the Row L1 column to expand the proposed order to be worked

on.

!- _B (Note) All requisitions that are a part of the proposed order display.

E- _B (Note) If a Co-op, or RAs under a Co-op (if applicable), create requisitions, these
requisitions will be grouped under a white line when a proposed order (green row) is
expanded.

There are several buttons on the screen that can benefit the user in the order
consolidation process. These buttons are as follows:

Expand All - Expands all the proposed orders so the user can view all the white
line items (the requisitions) beneath each proposed order (green aggregated line
item) without having to expand each individually. The button will not display when
all proposed orders are already expanded.

Collapse All - When all proposed orders are expanded, the button appears,
allowing the user to collapse (minimize) all line items.

Unallocate - Removes a specified line item(s) from the proposed order and
moves it to the queue at the bottom, The user may then reallocate the line

item back into the workbench, if desired.

Return - Allows the user to return a requisition to the Sold-To Party that submitted
it. Generally, the user would return a requisition if there was a change to be done
by the Sold-To Party. The Sold-To Party can make the corrections and then
resubmit the requisition for processing.

Decline - Allows the user to decline a line item from a proposed order. Generally,
the Decline feature will only be used when a requisition is entered incorrectly,
duplicate requisitions were accidentally created, or there is not enough demand to
place a sales order for that commodity and delivery date.

Update Req - Allows the user to update the requisitions with any changes and
reallocations that have been made (including requisitions that have been returned
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or declined). Note that after the user clicks the Update Req button, no changes on
the Order Consolidation screen for the commodity can be performed unless the
user exits out of the workbench and comes back into the workbench. If the
commodity is still being processed for requisition updates, an error message will
display.

o Submit for Sales Order Creation - Allows the user to submit the order for
confirmation and processing. The user must select the proposed orders
(aggregate green lines) to submit for sales order creation.

¢ Req's Past Order-By Date - Requisitions have an expired order-by date. When it
is past the order-by date, and no order has been placed, the requisition is no
longer included in the Order Consolidation table but is available on a separate
screen for the commodity the user is viewing in the workbench, Click the Req's
Past Order-By Date button to access the screen.

Image: Consolidate Requisitions Screen

Home Operations Admin Reports Help
Order Processing

Operations > Order Processing > Order Managemant > Consolidate Requisitions Full €
»

Consolidate Requisitions

[ Back | [T Rags Past Order-By Date |  Grdered Procuct [100207-APPLESALCE CAN-24/300 ~| unit Of Measure. CS FTL Quantiy: 1620

View: |[Siancard View] [~ 5% Expand All (P Unallocate &3 Retun 3§ Decline | 7 Update Regq
B} RowL! ForFTL Quanfity Shipping Date  Ship-To BPID Ship-To Name Ship-ToCity Ship-ToRg Mulii Stop Group Number Sold-To  Scid-To Name

’ =00 1,620 12/31/2023 w 3 459334736
» 0 /-0 1,620 0371522024 ~ 354142260
v +1350 1-270 3,510 03/312024 ~ 409206029
540 D3/31/2028 v i 409206029
810 03/31/2024 ~ 409206029
405 0373172024 v o] 409206029
810 03/31/2024 409206029
540 03/312024 409206029
405 03/31/2024 v - 409206029
» +0 /-0 1,620 04/30/2024 ~ 5718508201
» <00 3,240 05/31/2024 - 534886721
p _
»
7. Perform one of the following:
If Then
The user wants to select requisitions for Go to Step 8
processing.
The user wants to unallocate requisitions and Go to Step 12
move them to the Unallocated Items queue
temporarily.
The user wants to update requisitions and Go to Step 15

submit them for Sales Order creation.

The user wants to move a requisition that is waiting Go to Step 30
in the Req's Past Order-By Date queue to the
Consolidation Workbench.

The user wants to decline a requisition that is Go to Step 38
waiting in the Req's Past Order-By Date queue.

The user wants to update a requisition that Got to Step 42
was moved from the Req's Past Order-By Date
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If Then

queue to the Consolidation Workbench for further
processing.

Image: Consolidate Requisitions Screen

Home Operations Admin Reports Help
Order Processing

Operations > Order Processing > Order Managemant > Consolidata Requisitions Full £
»

Consolidate Requisitions

[€@ Back | [ Rag'e Past Order-By Date |  Grdered Product [100207-APPLESAUCE CAN-24/300 >| Unit Of Measure: €S FTL Quantidy: |1.620
View: |[Stancard View] [~ %% Expand All (F Unallocate £ Retum ¥§ Decline | 7 Update Req

Bl RowLi ForFTL CGuantity Shipping Dete  Shio-Toc BPID ShipToMName Ship-ToCity Ship-ToRg MuliiStop Group Numbar Sold-To Scid-To Name

’ =0 /.0 1,620 12/31/2023 i 459334736

» 0 /-0 1,620 03/15/2024 854142260

v +1350 1-270 3,510 03/31/2024 409206029

540 D3/31/2028 409205029

810 03/31 409206029

105 409205029

810 03/31/2024 409206029

13172024 409206029

/3172024 409206029

3 +0 -0 1,620 04/30/2024 571858201

13 =0 /.0 3,240 05/31/2024 534286721

" -
:
8. Click (the Select button) beside the line item of the aggregated grouping to be processed.

7 (Note) By selecting a proposed order (an aggregated grouping of requisitions), all the requisitions
within the grouping will automatically be selected as well.

Image: Consolidate Requisitions Screen

Home Operations Admin Reports Help
Order Processing

Operations > Order Processing > Order Managemant > Consolidats Requisitions Full £
»

Consolidate Requisitions

[ Back | B Reg= Past OrderByDate |  Ordercd Product [100207-APPLESAUCE CAN >| Unit Of Measure: €S FTL Quzntdy: |1.620
View: |[Stancard View] [~ %% Expand All (F Unallocate &3 Retum € Decline | 7 Update Req
Bl RowlL! ForFTL Cuantity Shipping Date  Ship-To BP ID _ Ship-To Name  Ship- i - Mulii Stop Group Numbar Sold-To  Scid-To Name
» +0 /-0 1,620 12/31/2023 it 459334786
» +0 /-0 1,620 03152024 854142260
v +1350 1-270 3,510 03/31/72024 409206029
540 D3/31/2024 409206029
409206029
409206029

409206029
400206029

409206029

» +0 -0 1,620 04/30/ 571858201
) =0 1.0 3,240 05/31/2024 534286721
7 -
9. Click B (the Table Selection Menu button).
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Image: Consolidate Requisitions Screen

Opcrations Admin Reporte Help

Order Processing

Operations > Order Processing > Order Managemeni > Consolidate Requistiions Full €

Consolidate Requisitions

[ Back | 68 Rea's Past Order-By Dale | Graered Product [100207-APPLESALGE GAN-24/300 ¥ untormeasue ©S FTLQuantty | 1620
View: |[Sterdard View] |~ | %5 Expand All (A Unallocat= &) Retum 3¢ Decline | 27 Updale Rea
E. Row L1 For FTL Quanlity  Shipping Date  Ship-To BP 1D Ship-To Name  Ship-To City  Ship-To Rg MulliStop Group Number Sokd-To  Scid-To Name
SelectAll %D 1,620 12/3172023 153319037
Desaiect Al —
» +0 /-0 1.620 03/15/2024 i 440533379
v +1350 1270 3,510 0373172024 209839518

209839518
209539513

209839518

209339518

-
v
-
v
v
-~
v

540 0373172024 = 209839513
405 03/31/2024 he] 209339518
» =0 /-0 1,620 04/30/2024 5! 167450792
» +0 /-0 3,240 05/31/2024 546152677

Click SelectAll  (the Select All option) to select all requisitions for processing.

‘; _9 (Note) The user can deselect all line items by clicking the Deselect All option.

If an update that applies to all the requisitions within the aggregated group is needed, the
user makes the update to the aggregated line (e.g., Quantity change, Ship-To change, Shipping
Date change), which will update all associated requisitions within the aggregated group.

To deselect requisition line items for unallocation, return, or decline, the user must either:

a. If the aggregate lines are on expanded mode:

e Click B (the Table Selection Menu button) to select all the aggregate and requisition
line items in the workbench.

« While pressing the Ctrl key on the keyboard, first deselect the aggregate line(s) followed
by the individual requisition line item(s) underneath that aggregate group.

¢ Click the Unallocate/Return/Decline button.

This will keep all the deselected requisition line item(s) on the workbench while moving the
rest of the requisitions down to the queue at the bottom of the screen.

b. If the aggregate lines are on collapsed mode:

 Click ‘B (the Table Selection Menu button) to select all the aggregate line items in the
workbench.

¢ While pressing the Ctrl key on the keyboard, deselect only the aggregate line(s). The
user doesn't need to select individual requisition line item(s) underneath that aggregate
group.

¢ Click the Unallocate/Return/Decline button.

This will keep all the deselected aggregate line item(s) on the workbench while moving the
rest down to the queue at the bottom of the screen,
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1. Return to Step 7.
Image: Consolidate Requisitions Screen

Homs Opcrations Admin Reporte Halp

Order Processing

Operations > Order Processing > Order Management > Conszolidats Requisitions
»

Consolidate Requisitions

Lf}? Back v'a Reg's Past Order-By Date | Groereq Procuct [100207-APPLESAUGE CAN-24/300

Full €

¥| untormeasure [CS FTL Quantty- 1620

View: |[Sterdard View] |~ 3 BxwandAll (A Unallocelz & Retum  3€ Dedine | 7 Updale Req

E Roall ForfFTL Quanlity Shipping Daie  Ship-To BPID  Ship-To Name  Ship-To City  Ship-To Rg

» <010 1620 12/31/2023 «
» +0 -0 1620 03/152024 ~
» +1350 (-270 3,510 03/3172024 ~
v +1350 1270 3510 05/1572024

540 05/15/2024

405 05/15/2024

» +0/-0 3240 0711572024 ~

Mulii Stop  Group Number Sold-To  Sold-To Name

184110834
576108452

214602836

245684768

245684768

245604760

652146172

12. Click (the Select button) next to each of the aggregated lines that are not currently being

worked, so they can be marked for unallocation.

o

L (Note) Unallocating provides a way to reduce the number of line items the user is working

with on the screen at one time.

! _.-a (Note) To select multiple non-consecutive rows, press and hold the Ctrl key and click the

Select button for each row to be selected.

To select multiple consecutive rows, press and hold the Shift key and click the beginning

and end row Select buttons.

Friday, December 1, 2023 © WBSCM Training = Proprietary

Page 11 of 28
2023-AMS-00030-F 000377



Work Instruction

WBS( MJ Consolidate Requisitions to Create Standard Domestic

Sales Order

Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help

Order Processing

Operations > Order Processing > Order Managemeni > Consolidate Requis
»

Consolidate Requisitions

[ Back | @ Regs Past Order-By Dzle |  Griered Product [100207-APPLESAUGE GAN-24/300 [¥] untormeasure: CS FTL Quantty- | 1620
View: |[Sfandard View] |~ %5 Expand Al (A Unallocet= & Retum 3§ Decline | 7 Updale Req
B RoaLl ForfTL Cuanlity Shipping Dale  Ship-To BPID  Ship-To Hame  Ship-To Cily  Ship-To Rg  Mulli Stop  Group Number Sold-To  Soid-To Name

» <010 1,620 12/31/2023 184110834

=0 /-0 1620 03/15/2024 ~ 576108452

214602836

»

» +1350 /270 3510 033172024 ~

v +1350 1270 3510 05/15/2024
540 05/15/2024 «
810 05/15/2024 ~
405 05152024
810 05/152024 ~

540 05/15/2024 ~

405 05/15/2024

» 0D 3240 071502024 ~ 692146172 .
q
>
13.  Click 2 Unaliocate (the Unallocate button) to move all selected lines to the Unallocated Items
queue at the bottom of the screen.
Image: Consolidate Requisitions Screen
Home Operations Admir Reporis Help
Order Processing
Qperafions > Order Processing > Order Managemeni > Consolidate Requisitions Full €
Consolidate Requisitions
| 4o Back || I3 Reas Past Order-By Date |  Grdared Product [100207-APPLESAUCE CAN-24/300 w| UntOfMeasure: CS FTL Cuantty: |1.620
fancard View]  |w % Expand Al (FyUnallocats & Retum 3 Decine | 27 Update Req
B Rowl1 ForFTL Quantity Shipping Date Ship-To BP ID Ship-To Name  Ship-Te City Ship-ToRg  Multi Stop  Group Number  Sold-To  Sold-Ta Name
v 13500270 3,510 05/15/2024 - 245634758 . *
540 D515/20248 v i:‘ 245634758
10 05(15/202 v ] 245634755
405 05 - 245634758
&10 05115/2028 v 245634758
540 05(15/2024 - [ 245634758
405 05(15/2024 - 245624758
Unallocated Items Retumed items Deciined items
q = s
»
14. Return to Step 7.
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Image: Consolidate Requisitions Screen

Home Operations Admin Reporfs Help
Order Processing

Operations > Order Processing = Order Managemeni > Consolidate Requisifions Full €
)

Consolidate Requisitions

[@= Back | 3 Rens Past Order-By Date |  Ordsred Product: [100207-APPLESAUCE CAN.24/300 ¥| UntOfMeasure: [CS FTL Quantty: [1.620

View: [[Stanc vl v B ewanaan Gyunalocats &3 Retum ¥ Decine | 27 Update Req

Ship-To BP 1D Ship-To Name _Ship-To City __Ship-To Rg  Multi Stop  Group Number  Sold-To  Sold-Tao Name

] 245634758

Bl Row L1 ForFTL Quanlity Shipping Date
v 13500270 3510 05/15/2024

540 D5M15/2024 (M| 245634758

910 05115/2024 v O 245634755
- ] 245634758
- 0O 245634755
- [] 245634758
405 05/15/2024 » || 245634758
Unallocated Items Retumed ftems  Deciined ltems
"
15. As required, complete/review the following fields:
Field R/O/C Description
Quantity 0 Number of items.
Example:
05
G_,_g (Note) The For FTL field provides the user with two numbers: a positive value and a

negative value, The positive value represents the quantity of items that must be added
to the proposed order to create a full truckload. The negative value represents the
quantity of items that must be removed from the proposed order to create a full
truckload. Notice that the full truckload quantity is also displayed at the top of the
screen along with the ordered product and unit of measure.

The user may need to add or remove items in order to get to the correct amount, as
indicated in the For FTL (For Full Truckload) column. When the user reaches "+0/-0",
the order is ready to be submitted.

There are two ways to modify the quantity:

1. The FTL quantity can be set on the green line (aggregate group level) by entering a FTL
amount in the Quantity field and pressing the Enter key. An algorithm on the back end
will redistribute the items between the existing requisitions to ensure each recipient gets
the appropriate quantity, based on the quantity originally ordered.

2. The FTL quantity can be manually changed for each recipient's quantity by altering the
value in the Quantity field for each of the line items (the white rows) as needed. Then
press the Enter key to save the changes.

Also note that an asterisk displays on the proposed order (green row) if multiple values
exist under the same column within a group.

Friday, December 1, 2023 © WBSCM Training = Proprietary Page 13 of 28
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Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help

Order Processing

Operations > Order Processing > Order Managemeni > Consolicats Requistiions Full €
»

Consolidate Requisitions

[ 6 Back | @ Reg's Past Order-By Cale | Graared Procuct [100207-APPLESAL ¥ untormeasure: ©S FTL Quantty- |[1620
View: |[Standard View] |~ 3 Bxpand Al (3 Unallocel= & Retum 3¢ Dedline | ;2 Updale Req
B Roall ForfTL Quantity Shipping Dale Ship-To BP ID_ Shi-To Name  Ship-To City  Ship-ToRg  Multi Stop  Group Number  Sold-To  Sold-To Name
- +1350 /.270 3510 05/15/2024 v 233817134
405 05/15/2024 S O 233517134
- £l 233617134
- [] 233817134

233817134

233817134

v 233817134
Unallocated ltems Retumed ltems Declined lems
: - e 1 .
>
16. Press Enter on the keyboard.
Image: Consolidate Requisitions Screen
Home Opcrations Admin Reporte Help
Order Processing
Operations > Order Processing > Order Managemani > Consolicats Requisiiions Full S
»
Consolidate Requisitions
[ Back | [ T3 Reqs Past Order-By Date |  Ordered Product: [100207-APPLESAUCE GAN-2: [¥] unt OfMeasure: [CS FTL Quantty- [1620
View: | [Standard View] |+ %% COLLAPSE All [ Unallocate &9 Retum  $¢ Deciine | 7 Update Req
B Romt1 ForFTL Cuantity Shipping Date Ship-To BP 1D Ship-To Nama  Ship-To City  Ship-To Ry Mulli Stop  Group Number  Saold-Te  Soid-To Nama
v +1485 /-135 3,375 03/31/2024 - 2 224326690
405 03/3 e
510 03(31/2024 v E
405 03731/2024 - | 224326890
810 03/31/2024 - 724326690
540 03/31/2024 - ] 224326690
405 03/31/2024 v 224326690

Unaliocated ltems Retumed llems Deciined items
2 - LT r— P — " -
17. Click ~ (the Shipping Date drop-down) to select a new Shipping Date for a requisition.
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Image: Consolidate Requisitions Screen

Homs Operations Admin Reports Help
Order Processing

Operations > Drder Processing > Orger Managemant > Consoloate Requisilions Full £
»

Consolidate Requisitions

[@@ Back | T3 Regs Past OrderBy Date |  Ordered Product [100207-APPLESAUCE CAN =] Unit Of Measure: [CS FTL Quantty: [1.620
View: |[Siandard View] |v %% Expand Al (# Unallocats &# Retun 3¢ Decline | 7 Update Raq
Bl Row L1 ForFTL Cuantity Shipping Cate Snip-ToBP ID  Ship-ToName Ship-ToCity Ship-ToRg Mult Stop Group Number Sold-To  Sold-To Name
v +1350 (270 3.510 05/15/2024 - 233817134
405 05/15/2024 - ] 233817134
E3TM05/15/20 24) v | 233817138
405 1273122023 s o 233817134
o, | 0371572024 2L
T
810 031312024 ] 233817134
540|04/15/2024 O 233817134
405 (047302024 1l 233817134
|0sr152024
| 0513112024
06/152024
Unaliocated items Retumed itey 61302024
1 07/15/2024 v

18.  Click the appropriate date from the Shipping Date drop-down. In this example, 24132024 (the
4/15/2024 date) is selected.

. _.»; (Note) The requisition is moved out of the current aggregate of grouped requisitions and is listed

as a new and separate requisition (green line).
Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help
Order Processing

Operations > Order Processing > Order Management > Conzolidats Requisitions Full €
»

Consolidate Requisitions

[ Back | @ Regs Pasl Order-By Dzle | Ordered Product [100207-APPLESAUGE CAN-24/300 %] untormeasue Gs FTLGuantty- [1620
View: |[Stercard View] |~ %3 Expand Al (3 Unallocel= & Retum 3€ Dedline | ;2 Updale Req
E RoaLl ForfFTL Quantity Shipping Dale Ship-ToBP ID  Shi-To Neme Ship-To Gity Ship-ToRg  Multi Stop  Group Number  Sold-To  Sold-To Name
» <810 /10 810 04/1572024 - E078358255
- +675 (-945 2.585 05/1512024 - 233517134
405 05/15/2024 - O 233017134
405 05/1512024 - ] 233817134
510 05152024 - = 233817134
540 05/1572024 - 233817134
405 0511512024 v 73381713

Unallocated ltems Retumed llems Declined ltems

19. Click the appropriate Ship=To BP ID to change the Ship-To Location on a requisition line item. In
this example, _ink) is selected for the requisition with Sold-To
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Image: Select Ship-to Values Pop-Up Screen

Home Operations:  Admin Reports Help

Ordet Processing

Operations > Order

»

> Order K > Consolidate Requisitions Fulls

4o Back | [@ Rea's Past Order-By Dele 01 e e o« Measwre [GS | FTLQuantyy: [1620
| View: [1Storcard View, |+ 3 Exoand)
‘ B Rowll ForfTL Quantity S Multi Stop. Group Number  Sold-To  Sold-Te Name ‘
‘ | »  s2wi0 810 04 [] 07835255
—7 v 6750945 2,585 05| [ 233817134
‘_'| 405 05, [Cancel ] n 233817134
] 405 05/15/2024 - [] 233817134
| 810 05/15(2024 v O 233817134
i 540 05/1512024 - [ 23817134
] 405 0511502024 v [ 2383

Retumed Hems | Declined ltems

s AP PR

20. Click (the Select button) next to the appropriate Ship-To BP ID. In this example, -is

selected,

Image: Select Ship-to Values Pop-Up Screen

Home | Operations = Admin Reports Help

Ordei Processing

Operations > Order Processing = Order Management > Consoloate Requisitions Full s

Consolidate Requisitions

Select Ship o Values =B

Back || e Past Order-By Date P |
(e [y RegepsR ORI BE]. |of Ship-To BP 1D Ship-To Name city State REMeamc I R Cuafly| et

Vieug|[Standard View] __[x}

‘Ei Row L1
| »
|-

Mult Stop: Group Number  Sold-To_ Soid-Te Name

For FTL  Quantity S| -

+810 10 510 04 | 607036255
+675 1045 2,565 05 ] 233817134
405 05 Cancel ] 233817138
405 05/1572024 - (] 233817134
810 05/152024 - 0 233817134
540 05/15/2024 v O 233817134
405 05/1512024 - J 233817134

Retumad items ( Deciined items

21.  Click [OK] (the OK button).

(Note) The requisition is moved out of the current aggregate of grouped requisitions and is listed
as a new and separate requisition (green line).
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Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help
Order Processing

Operations > Order Processing > Order Managemeni > Consolicats Requistiions Full €
»

Consolidate Requisitions

|65 Back | @ Regss Past Order-By Cale | Graered Proguct [100207-APPLESALGE GAN-24/300 ¥ untofrmeasure: GS FTL Quantty- | 1620
View: |[Standard View] |~ Z Bxpand Al (3 Unallocel= &) Retum 3¢ Dedline | ;2 Updale Req
B RoaLl ForfTL Quanlity Shipping Dale  Ship-To BPID  Ship-To Name Ship-To City Ship-ToRg  Multi Stop  Group Number  Sold-To  Sokd-To Nam:
» <810 /-0 810 04/15/2024 607885265
- +1215 /405 2,025 05/152024 ~ 233517134
] 233517134

C 233317134

810 05/152024 ~

] 233517134

405 @

[ 233817134

» +1080 1.0 540 05152024 = 441253371

Unallocated llems Retuimed llems Declined items
. -
>
22, Click (the Select button) on a requisition to unallocate it from the aggregated grouping.
Image: Consolidate Requisitions Screen
Home Operations Admin Reports Heip
Order Processing
Operations > Order Processing > Order Management = Conschidale Requsitions Full §
»
Consolidate Requisitions
[@ 8ack | [T Reqs Past Order-By Data |  Orderad Product [100207-APPLESAUCE CAN-24/300 ¥ Unit Of Measure: [CS FTL Quantty: [1620
View 3'_[V$t':_vjc_;'r'a_v|-;\u§ :v % Expand All Ty Unaliocate &3 Retum 3 Dacine | 7 Updats Req
B RowlLl ForFTL Quenity Shipping Date  Ship-To EP 1D Ship-To Name Ship-To Ciy Ship-To Rg  Multi Stop  Group Number  Soid-To  Soid-Te Nami

» +810/-0 810 D4/15/2024 ~ 607885265

- 1215 /-405 2025 05/15/2024 » 233517134
405 D5/15/2024 ~

233817134

[
405 D5115/2024 v [ 233817134
l
[

€10 05/15/2024 ~ 233817134
405 051572024 w 233817134
» 1030 /-0 540 05/15/2024 ~ 441253371

Unallocated Items Retumed itams Decinad ltems

23.  Click 2 Unallocate (the Unallocate button) to remove the requisition from the aggregated
grouping of requisitions being worked and move it to the Unallocated Items queue at the bottom
of the screen.
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Image: Consolidate Requisitions Screen

Home Operations Admin Reports Help
Order Processing

Operations > Drder Processing > Orger Managemant > Consoloate Requisilions Full £
’

Consolidate Requisitions

[4@ Back | T3 Regs Past OrderBy Date |  Ordered Product [100207-APPLESAUCE CAN-24/300 = unit Of Measure: S FTL Quantty: [1.620
View:|[Stancard View] |+ %% Expand All (Fy Unallocats &# Retum $¢ Decline | 7 Update Req
Bl Romll ForfTL Cusntiy ShippngDate ShipToBPID  Ship-To Name ShipTo City  ShipToRg Mulb Stop  Group Number Soic-To  Sold-To Name
) 81010 810 041152024 ~ [] 607886285
v  0F0 1,620 0511522024 ~ [] 233817134
405 051572024 E\ 2338177134
405 051152024 ~ [ 233817134
810 05/15202¢ [1 233817134

» +1060 -0 540 0511572024 ~ O 441253371

Unaliocated Items Retumed tems | Declined Items

View!| [Standard view]  |¥] Allocate

{

24, Click & UpdateReq (the Update Req button) to update the requisitions with any changes.

_,@ (Note) The user does not need to select records for update before clicking the Update Req
button. All records with changes made in the workbench will be updated.

Clicking the Update Req button serves two purposes:

¢ Updates the requisition with changes made to the quantity, ship date, and ship-to
location.

¢ Confirms that the user is done with the entries and is ready to submit them for order
creation, After clicking the Update Req button, the user will no longer be able to make
changes to the proposed orders unless they exit and reenter the workbench without
submitting the entries for order creation,

The user is not required to submit requisitions for order creation at this time, but the changes will
be retained.
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Image: Order Consolidation Pop-up Screen

Req. Continue to Submit Order?

Mo more changes possible after Update ] unit Of Measure: E FTL Quantay- l@‘

405 05152024
405 05/15/2024
810 05/15/2024
b seosnsme -

25. Click (the Yes button) to confirm.

Q (Note) A confirmation message displays at the top of the screen indicating that the requisitions
have been submitted for update in background task.

Image: Consolidate Requisitions Screen

Home Operations Admin Reports Help

Order Processing

Operations > Order Processing > Order Management > Consoloate Requisilions Full £
»

EI Requisitions submitt=d for update in Background Task!

Consolidate Requisitions

<= Back Reqs Past Oer-By Date | Ordared Product \IIJL)?{I’-.:PPLESAUCE CAMN-24/300 v} Unt Of Measure: CS FTL Quantty: | 1620
view: ’Efel‘cam View] v %3 Expand All | e Submit for Sales Order Creation
B} Rowl! ForfTL  Quantiy Ship Date Ship-To  Ship-To Name Ship-To City Ship-ToRg  Mulli Stop  Group Number Sold-To  Soic-To Name

» +810 -0 210 047152024 o 607886265

» +0 1.0 1,620 05152024

» +1080 -0 540 05/15/2024

1 233817134
] 441253371

[ Returned ltems | Decilined Ifems
View: | Standard Viewr] :
Req No Req llem Mo Shipping Date  QuanSly Ship-ToBPID Ship-ToName Ship-To City Ship-ToRg  Mulli Stop  Group Number  Soid-To Name
| BT 037312024 s0s [ . ) )|
K1

26. Click J (the Select button) to select the requisition group to submit for sales order creation.

Q (Note) The user can click @ (the Table Selection Menu button) and choose the Select All or
Deselect All option when a long list of requisitions or proposed line items to update or submit for

Friday, December 1, 2023 © WBSCM Training = Proprietary Page 19 of 28
2023-AMS-00030-F 000385



: Work Instruction
lWBS( M J Consolidate Requisitions to Create Standard Domestic

Sales Order

sales order creation displays.

Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help
Order Processing

Operations > Order Processing > Order Managemeni > Consolidate Requistiions Full €
»

Consolidate Requisitions

4 Back Reg's Pasl Order-By Dale | Ordered Product. |100207-APPLESAUCE CAN-24/300 *| untofmeasure. €S FTL Quantiy: | 1.620
View: | [Stancard View] |~| 5% Expand All | €% Submit for Sales Order Creation
Bl Rowl1 ForFTL Quanfily Ship Date Ship-To Ship-To Name  Ship-ToCity Ship-ToRg  Mulfi Stop Croup Number  Sold-To  Sck
) 00 1620 05152024 _ AUSTIN TX m| 477474265
Unallocated Itams Retumed tems |, Declined ltams

View:|[Standard View] [+

Reg No Reg llemNo  Shipping Dale  Quanfity Ship-ToBPID Ship-ToName Ship-To City Ship-ToRg Mulli Stop Group Number  Sold-To Name
1000631475 6200 03/31/2024 405 534158612
1000631475 17400 05/15/2024 405 477474265
1000631475 3000 03/31/2024 540 534155612
1000631475 9500 07/15/2024 16520 470582397
1000631473 16700 11/15/2024 1520 454954568

27.  Click & Submitfor Sales Order Creation (the Submit for Sales Order Creation button) to submit
the proposed order(s).

~@‘ (Note) The Submit for Sales Order Creation button only displays after the user has updated the
requisition by clicking the Update Req button.

The unallocated requisition remains unaffected and is still in the queue at the bottom of the
screen. When the user exits the transaction, the unallocated requisitions will return to the Order
Consolidation Workbench; they do not remain in the Unallocated queue.

Returned requisitions go back to the Sold-To Party that submitted them. Generally, the user
would return a requisition if there is a change for the Sold-To Party to make. The requisition will
be returned to the Sold-To Party when the user clicks the Update Req button. The Sold-To Party
can make the corrections and then resubmit the requisition for processing.

Declining a requisition will remove that line item from the proposed order. It will also cancel the
line item for this commodity. Generally, the Decline feature will only be used when a requisition is
entered incorrectly, duplicate requisitions were accidentally created, or there is not enough
demand to place a sales order for that commodity and delivery date. The requisition is cancelled
after the user clicks the Update Req button.
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Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help

Order Processing

Operations > Order Processing > Order Managemeni > Consolidate Requistiions
»

Full €
The identfiad Reqs have bean sent successfully for Sales Order creation. Reference the Order Siatus report for updated status.
Consolidate Requisitions
7 Crdered Product [100207-APPLESAUCE GAN-24/300 = Unt Of Maasure: [CS FTL Quantty: [1,620
View: | [Siandard View] |+ %% Expand Al | & Submit fr Sales Order Craaion
B Rowl! ForFTL Quantity Ship Date Ship-Ta Ship-To Name Ship-To City Ship-To Rg Multi Stop  Group Number Sald-To Sold-To Mame
(3] The table does not contain zny data
Unallocated Items Retumed llems | Declined items

View: | |Standard View] ‘;\

Heq No Reqltem No Shipping Date Quantty Ship-ToEPID Ship-ToNama Ship-ToCity Ship-ToRg Mull Stop  Group Number  Sold-To Name

1000631475 6200 0373112024 405 534158612

1000631475 17400 05/152024 405 477474265

1000631475 3000 0373172024 540 534158612

R
28. Review the confirmation message and ensure no error exists updating the requisition lines.
29. Return to Step 7.
Image: Consolidate Requisitions Screen
Home Operations Admin Reports Help
Order Processing

Consolidate Requisitions

[ @@ Back | &3 Reg's Past Order-By Date |  Ordered Product [100207-APPLESALCE CAN-24/300 = Unit Of Measure: [CS FTL Quantty: [1620

View; |[Siandard View] [+ %% Expand All (3 Unallocate &% Retum 3§ Decline | 7 Update Req
B Rowl?® ForFIL Cuantity Shipping Date Ship-To BPID Ship-To Name Ship-To City Ship-To Rg Muti Stop

[E] The tabls does not cortain any data

Group Numbker Sold-To Sold-Te

Unallocated Itoms Retummed items ;|  Daclined Items
[+ atocate
B Regho Req ftem Mo Shipping Dale  Quanlily  Ship-ToBPID Ship-ToMame Ship-To City Ship-ToRg  Mulli Stop  Group Number  Scld-To Name

1000631475 5200 03/3172024 405 455711593

1000631476 17400 05/152024 405 184610212

1000631476 3000 03/31/2024 540 455711533

1000631476 9800 07/1572024 1620 600635818

1000631478 16700 11/152024 1620 399954517

1

30.  Click [s Rea's Past Order-By Date | (the Req's Past Order-By Date button) to view requisitions that
have passed the order-by date.
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Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help

Order Processing

Operations > Order p?OCEﬁ;Ing > Order l.|anagemen1 > Consolicate Requisitions Full &
»

View:| 12890 |>| 3 Decine (¢ Submit to CWB

EL ReqNo Req tem No  Quantity Ship-ToDate Unit Orderad Produci Internal Ord Sold-To  Product Descripti Program  Functi Area Ship-To Name Ship-To
1000631502 25900 1620 10/152023 v CS 100207 ENTITLE-SY24 4003257 NSLP SE-NSLP
1000631420 28400 1,620 10/152023 v CS 100207 ENTITLE-SY24 4007322 NSLP EE.NSLP
1000631493 13700 1.620 10/15/2023 ~ €S 100207 ENTITLE-SY24 4008237 NELP GE-NSLP
1000631496 300 1.620 10/30/2023 v CS 100207 ENTITLE-SY24 4005233 NSLP G6E-NSLP

4

Back

« *

31. Review the displayed requisitions that have an order-by date in the past.
Image: Consolidate Requisitions Screen

Home Opecrations Admin Reporte Help

Order Processing

Operations > Order Processing > Order Management > Consolidata Requisitons Full §
»
View:| 12890 |~| 38 Decine (3¢ Submit to CWB
EL ReqNo Req item No Quantity Ship-ToDate Unit Orderad Produci Internal Ord Sold-To  Product D iphi Program Functionaf Area Ship-To Name Ship-To

1000631502 25300 1620 10/152023 v CS 100207 ENTITLE-SY24 4003257 NSLP SE-NSLP
1000631420 28400 1620 10/152023 v CS 100207 ENTITLE-SY24 4007322 NSLP EE.NSLP
1000631483 13700 1.620 10/15/2023 ~ €S 100207 ENTITLE-5Y24 4008237 NSLP GE-NSLP
1000631486 300 1.620 10/30/2023 v CS 100207 ENTITLE-SY24 4005239 NSLP G6E-NSLP
[€r
Back
< 2

32. Click ~ (the Ship-To Date drop-down) on the requisition line that needs to be updated to
display available Ship-To Dates and change it to a future date.
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Image: Consolidate Requisitions Screen

Home Cperations Admin Reports Help

Order Processing

Operations > Ordar Pracessing > Order Management = Consclidate Requsitions Fuil &
»
View:{ 12390 |~ % Decline [P Submitto C'WE
EL RagNe Req ltam No Quantty Shp-ToDate Unt Crdered Product Internal Ord Sold-Te  Product Descripti Program  Funcfi Area Ship-ToName Ship-To
1000631502 25900 1,520 v ©S 100207 ENTITLE-SY28 40032387 NSLP BE-NSLP
1000631480 28400 1,520 |10/152023 & | CS 100207 ENTITLE-SY24 4007322 NSLP E6E.NSLP
1000631483 13700 | 100207 ENTITLE-SY24 4008237 NELP GE-NSLP
03/152024 | | =
1000631496 300 1.520|0343”an4 %CS 100207 ENTITLE-SY24 4008239 NSLP GE-NSLP
|04/152024
043022024
| 05152024
| 057312024
| 08/1572028
|06/302024 |+ |
(€1
Back
« =

33. Select the appropriate Ship-To Date from the list. In this example, 12/312023 (the 12/31/2023
option) is selected.

@ (Note) If no ship-to dates are available, the order may need to be declined.
Image: Consolidate Requisitions Screen

Home Operations Admin Reporfs Help

Order Processing

Qperations > Order P: ing » Order Manag i > Consolidsts Requisiions Full €
vw-{gm—M R Dacine (3¢ Submit to CW8
EL ReqNo Req Rem No  Quantity Ship-ToDate  Unit  Ordered Product  Internai Ord Sold-To  Product D Program F Area Ship-To Name Ship-To
1000631502 28300 1.620 12/31/2023 ~ €S 100207 ENTITLE-5Y24 4003287 NSLP GE-NSLP
1000631450 25400 1.620 10/152023 ¥ CS 100207 ENTITLE-SY24 4007322 NSLP SE-NSLP
1000631493 13700 1620 107152023 v CS 100207 ENTITLE-SY24 4005237 NSLP BE-NSLP
| 1000631456 300 1620 10/302023 ~ CS 100207 ENTITLE-S5Y24 4008233 NSLP 6E-NSLP

34. Click (the Select button) for the requisition line that is being submitted to the Consolidation
Workbench.

@ (Note) After selecting a new Ship-To Date, the updated requisition line is automatically selected.
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Image: Consolidate Requisitions Screen

Home Operations Admin Reporfs Help

Order Processing

QOperations > Order P ing = Order Manag i > Consolidate Requisitions Full €
)

View: [ 12590 [w] 3% pecine [3p sunmit to Cwe

EL ReqNo Req Rem No  Quantity Ship-To Date  Unit  Orderad Product  Internai Ord Sold-To  Product Description  Program  Functiona Area  Ship-To Name  Ship-To
1000631502 28300 1.620 123172023 ~ CS 100207 ENTITLE-5Y24 4003287 NSLP GE-NSLP
1000631450 25400 1.620 10/152023 v CS 100207 ENTITLE-SY24 4007322 NSLP GE-NSLP
1000631493 13700 1620 10152023 v CS 100207 ENTITLE-SY24 4008237 NSLP GE-NSLP
1000631496 300 1620 10/30/2023 ~ €S 100207 ENTITLE-S5Y24 4008233 NSLP GE-NSLP

el

Bark

« =

35.  Click i Submitio CWE (o Submit to CWB button).

@ (Note) When the user successfully submits a requisition past order-by date to the consolidation
workbench, the requisition will disappear from the Requisitions Past Order-By Date screen and
will reappear in the consolidation workbench.

Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help

Order Processing

Operations > Order Processing > Order Managemeni > Consolidate Requistiions Full €
View:| 12390 [*] % pecine (3¢ Submil to CW/B
B} ReqNo Reg em No  Quanlity Ship-ToDale Unil  Ordered Product  Internal Ord Sold-To  Product D Program F ional Area  Ship-To Name  Ship-To

1000631480 28400 1,620 10/15/2023 -~ CS 100207 ENTITLE-SY24 4007322 NSLP GE-NSLP
1000631483 13700 1.620 10/152023 ~ CS 100207 ENTITLE-5Y24 4008237 NSLP GE-NSLP
1000631496 300 1620 10/30:2023 v CS 100207 ENTITLE-SY24 4008239 NSLP BE-NSLP

4

36. Review the Req's Past Order-By Date queue.

@ (Note) The submitted requisition line no longer appears.
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37. Return to Step 7.
Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help

Order Processing

Operations > Order Processing > Order Managemeni > Conzolicats Requistiions Full €
»
View: | 12590 [*] 3 pecine (3¢ Submil to CWB
EL ReqNo Req Hem No  Quantity Ship-ToDale Unit  Oidersd Product  Internal Ord Sold-To  Product Description  Program  Funcliona Area  Ship-To Name  Ship-To
1000631480 28400 1,620 10/15/2023 ~ CS 100207 ENTITLE-SY24 4007322 NSLP GE-NSLP
| 1000631483 13700 1620 10/152023 v CS 100207 ENTITLE-5Y24 4005237 NSLP GE-NSLP
1000631496 300 1620 10/3012023 v €S 100207 ENTITLE-SY24 4008239 NSLP SE-NSLP
(€]
Back
K
>
38. Click (the Select button) next to the appropriate Requisition Number. In this example,

Requisition Number 1000631480 is selected.

@ (Note) When a requisition is declined, it will also cancel the line item for this material.

Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help

Order Processing

Operations > Order Processing > Order Management > Consolidats Requisiitons
»

Full

Program  Functi Area Ship-To Name Ship-To

NSLP BE-NSLP
NSLP EE.NSLP
NSLP GE-NSLP

View:| 12390 ~| 3¢ Dociine (54 Submit to CWB
EL ReqNo Req tem No  Quantity Ship-ToDate Unit Orderad Produci Internal Ord Sold-To  Product D:
1000631430 25300 1620 1042152023 v CS 100207 ENTITLE-SY24 4007322
1000631493 13700 1,620 10/152023 v CS 100207 ENTITLE-SY24 4008237
‘ 1000631496 300 1.620 10/30/2023 ~ CS 100207 ENTITLE-SY24 4008233
]
Back

39.  Click % DeciRe (the pecline button).
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Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help
Order Processing
Operations > Order Processing > Order Management > Consolicats Requisitons Full £
»
Requsition items Updatad Successiully
View: (12590 [v] 3 Dacine (g Submit to CWB

L ReqNo Req tam No  Quantity  Ship-To Date  Unit  Oraerad Product  Internal Ord Sold-To  Product Description  Program  Functiona Area  Ship-To Name  Ship-To

1000631493 13700 1620 10/152023 ~ CS 100207 ENTITLE-SY24 4008237 NELP J2A-NSLP
1000631496 300 1.620 10/30/12023 v CS 100207 ENTITLE-SY24 4005239 NSLP J2A-NSLP

40. Click (the Back button) to return to the Consolidate Requisitions Screen.
41. Return to Step 7.

Image: Consolidate Requisitions Screen

Home Opcrations Admin Reporte Help
Order Processing

Operations > Order Processing > Order Managemani > Consolidata Requisiiions Full §
»

Consolidate Requisitions

[ 4 Back || T3 Rags Past OrderBy Date |  Grdered Product [100207-APPLESAUCGE GAN-24/300 =] Unit Of Measure: [CS FTL Quantty: 1620
View: |[Standard View] |~ %% Expand Al (FyUnallocats &F Return 3¢ Decline | 7 Updale Reg
B Rowl1 ForFTL OQuantity Shipping Date Ship-To BP 1D Ship-To Name  Ship-To Cty  Ship-To Rg  Multi Stop  Group Number  Seld-Ta  Sold-To Name
v =00 1.620 12/3112023 - [} 968403078
1,620 12/3112023 hd | 968403078
Items ftems |, Deciined itams

Viw:| [Standard View] | ] Allocate

E. RaqlNo Reg fom No  Shipping Data  Quantily ShipToBPID Ship-ToName Ship-To City Ship-ToRg MulfiStop Group Number Sold-To Name
1000631475 6200 03312024 405 919773597
1000631476 17400 05/15/2024 405 576938752
1000631476 3000 03/31/2024 540 919773507
a AHANAT14TA_ARNN. 07H52024 1620 11818107 -

42.  Click & Update Reg (the Update Req button) to save any changes.

_.,@ (Note) If the user does not click the Update Req button, the requisition that was moved to the
Consolidation Workbench will return to the Req's Past Order-By Date queue. The user must click
the Update Req button to save their changes and ensure the requisition stays on the
Consolidation Workbench.
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Image: Order Consolidation Pop-Up Screen

Home rm ‘ Admin Reporta Help
Ordet Processing
Op: > Order ing > Order ¢ > G =

Consolidate Requisitions i -

E Reg's Past Order-By Dale | Graered Product Mo more changes possible after Update jﬂ unt Of Measure:  GS FTL Quantty: [1620

‘. ?_J Reg. Continus to Submit Order?
o — e =
Xkl reds 3 3 i X
I P ity Stigping Dat lpToRy MuliSon  Grous Number Sold-To  Soid-Ta Hame.
v /0 1,620 123112023 t ] sess0ae7e
1.620 12/31/2023 ¢ o T

[Fes] (o

(RS, Reumeatems | Decined toms
B ReqNe  RegitemMo Shipping Dste Quantity ShipToBPID Ship-ToName ShipToCily ShipToRg MuliStop Group

1000631475 5200 037312024 S19773597
1000631476 17400 0511512024 576932762
_I 1000631476 3000 033172024 919773337
[ AnANAI1ATE_QRI0. TS24
>
43, Click (the Yes button) to confirm.
Image: Consolidate Requisitions Screen
Home Operations Admin Reporte Help
Order Processing
Operations > Order Processing > Order Managemeni > Consolidate Requisiiions Full €

Consolidate Requisitions

[®Back Reg's

By Osie |  Orered Proguct [100207-APPLESAUCE GAN-24/300 ¥| untofmeasure: CS FTLQuantty- (1620
View: | [Stendard View] |~ B Exoand Al | &2 Submit for Seles Order Crealion
Bl RoalLl ForfTL Quantity Ship Dale Ship-To Ship-To Name  Ship-ToCity  Ship-ToRg  Multi Stop  Group Number Scld-To  Sold-To Name

Unallocated Items Retumed items |,  Declined ltems

View:|[Standard View] |/

Req No Req llem Mo Shipping Dale  Quanity Ship-ToBPID  Ship-ToName Ship-To Gity Ship-ToRg  Mulli Stop  Group Number  Soid-To Hame
1000631475 6200 03/3172024 405 919773597

1000631476 17400 031 4 405 576338762

10006314756 3000 037312024 540 919773597

1000621476 9300 07/15/2024 1,820 11612102

1000631473 16700 11/1512024 1.620 202262324

44.  View the Consolidation Workbench. Notice that & Submit for Sales Order Creation (the Submit for
Sales Order Creation button) is now enabled.

@ (Note) The user can select and submit the proposed order.

45, The transaction is complete.

Friday, December 1, 2023 © WBSCM Training = Proprietary Page 27 of 28
2023-AMS-00030-F 000393



Work Instruction

WBS( MJ Consolidate Requisitions to Create Standard Domestic
Sales Order
RESULT

Requisitions have been consolidated and submitted for standard sales order creation.
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l J Consolidation for a Multi-Stop Domestic Sales Order

PROCESS OVERVIEW

Purpose

The purpose of this transaction is to consolidate domestic requisitions to create a multi-stop domestic
sales order. A multi-stop domestic sales order is where multiple requisitions will be combined on the same
order and delivered to multiple locations. Order Managers from State Distributing Agencies (SDAs),

Indian Tribal Organizations (ITOs) and COOPs receive domestic requisitions from their Recipient
Agencies (RAs). They are tasked with consolidating these requisitions along with any requisitions they
create in order to create full truckloads. SDAs and ITOs can work together to consolidate their requisitions

into full truckloads when they share bordering ship-to locations.
Process Trigger

Perform this transaction to consolidate domestic requisitions into multi-stop sales orders.

Prerequisites

. Domestic requisitions with a Ready for Approval status must exist in WBSCM.
. Requisitions must be from an RA/Co-op or SDA/ITO as part of the user's SDA/ITO
organization.

Portal Path
Follow the Portal path below to complete this transaction:

. Select the Operations tab & Order Processing tab @ Order Management folder 2
Consolidate Requisitions link to go to the Consolidate Requisitions screen.

Tips and Tricks

e  The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.

o Required (R) - a mandatory field necessary to complete the transaction.

o  Optional (O) - a non - mandatory field not required to complete the transaction,

o Conditional (C) - a field that may be required if certain conditions are met, typically

linked to completion of a mandatory field.

o Refer to the WBSCM Help site, Frequently Referenced Training Materials section for basic

navigational training and tips on creating favorites, performing searches, etc.

Friday, December 1, 2023 © WBSCM Training = Proprietary

Page 1 of 12

2023-AMS-00030-F 000395



Work Instruction

WBS(M J Consolidation for a Multi-Stop Domestic Sales Order

PROCEDURE

1. Start the transaction using the following Portal path: Operations tab @ Order Processing tab 9
Order Management folder @ Consolidate Requisitions link.

Image: Consolidate Requisitions Screen

Home Qperations Acrmin Reports Help

Crder Procsscing
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2. Click ¢ (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with
any transaction in WBSCM.

Image: Consolidate Requisitions Screen

Home | Operstions | Acein  Repots  Help
Crder Processing
Operstions » Orcer Progessing > OrderManagemert » Conschiste Resuzton: Full Soreen | Optionz =
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The witesiz ars retsinec when swiching betwesn materis to sonsoldats ok 10 this selection soreen to maddy sry oot
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* Orderad Product
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Sci-To Pany.
ShipTe Pary
Ship-To Delivery O3t
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WBS( M A Work Instruction
l J Consolidation for a Multi-Stop Domestic Sales Order

3. As required, complete/review the following fields:
Field R/O/C Description
Ordered Product R he material number of the product which has

een requested to be ordered.

xample:
100166

Program O Acronym used to identify a USDA food distribution
program.

[Example:
ICSFP

@ (Note) Click & (the Advanced
Options button) to enter or exclude

multiple selections.

[Sold-To Party O Unique identifying number associated with a

particular customer in WBSCM.

[Example:
4000578

@ (Note) Users can enter a Sold-To Party

or a range of Sold-To Parties. Click &
(the Advanced Options button) to
enter or exclude multiple selections.
Ship-To Party O Unique identifying number associated with a
person or company that receives the materials or
commodities.

@ (Note) Users can enter a Ship-To Party
or a range of Ship-To Parties, Click &

(the Advanced Options button) to

enter or exclude multiple selections.

Ship-To Delivery Date |O The date upon which the delivery is expected to be

completed.

[Example:
12/31/2023

@ (Note) Users can enter a Ship-To
Delivery Date or a range of Ship-To
Delivery Dates. Click & (the Advanced
Options button) to enter or exclude

multiple selections.
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Work Instruction

(WBSCA ;

Consolidation for a Multi-Stop Domestic Sales Order

Image: Consolidate Requisitions Screen

Home QOperetions Acrria Reparts Help
Crder Processing
Cpestions » Orcer Prosezsing > OrderMenagemert » Conschise Resuzton:

Welcome to Consolidate Requisitions
Al required fiakds ara marked wih 3 rad astansk (). Dates ara formagiad as NMDDYYYY.
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ed producLivaeral w rey &nJ consulidate requisiion ional fields 10 limk line Lems 10 specic requstions.
ined when swiching msterias to sens fion screen to moddy ary critie.
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4, Click (the Submit button).

Image: Consolidate Requisitions Screen

Home Qperations Acrmin Reports Help

Order Procsesing

Qperations » Oroer Processing > Oroes Nanagement > Consolitsie Requstons

Consolidate Requisitions
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-
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T

5.

If needed, click ! (the Scroll Right button) to display additional columns.

@ (Note) After RAs, Co-ops, SDAs, or ITOs submit their requisitions, WBSCM automatically groups
requisitions by Material, Shipping Date, and Ship-To location. For example, all requisitions for the
same ship-to location that are scheduled to ship on 12/31/2023 are displayed beneath one Group

Number.

In this example, all proposed orders have the same ship-to date. However, they have different
ship-to locations. This is an example of a multi-stop order where multiple requisitions will be
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WBS( M A Work Instruction
l J Consolidation for a Multi-Stop Domestic Sales Order

combined on the same order, and they will be delivered to multiple locations.

When an SDA user selects a Product/Material to consolidate, WBSCM automatically locks the
associated records. This prevents multiple users from consolidating the shipments at the same
time until the Product/Material is unlocked. To unlock the Product/Material, perform one of the

following:

- Log out of WBSCM using (the Log off button)
- Switch from one material to another
- Click on a different link/iView in WBSCM

Image: Consolidate Requisitions Screen

Home Qperations Acimin Reports Help
Crder Processing

Qperations » Oroer Processing > Oroes Nansgement > Conschizsie Requsions Full Sczsn | Cpiions
0

Consolidate Requisitions
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B\ RqMo FReqllamNc ShpongDae  Quasity ShpBBPID  ShpToMNsma  ShipToCey  ShipToRz  MuliStop  GrowpNember  SeidToMame  OrdorByDate  intarnalOrd  Frogram

L ’
6. Click * (the Right arrow) to expand the line items of the requisition shipment being combined.
Image: Consolidate Requisitions Screen
Home Operetons Adria Reports Help
Crder Processing
Ope-stions » Orcer Prosessng > Order Managemert > Conschiste Raquzton: Ful Cptionz =
Caonsolidate Requisitions i
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s Tw] % Sxpand Al (Jralocste g2 Fewm ¥ Decine 22 UpdseFeq
B Rewl! FxFTL Quareiy ShippirgDats ShinToEPID  Ship-To Name ShipToCity  SHpTeRg MutiStop GroupNumber SeldTs  SoliTo Name RegMc  ReqliemMe Irts
» A0 1.000 3 v 166728753 4000578 TX DEPT OF AGRICULTUR 1000 C 103 EN
- DD v H2457 1443 40003TE TX DEST OF AGRICULTUR 1t
v 5 3 4000578 TX DEFT OF AGRICULTUR 1
» oD v 5 4000378 TX DEPT OF AGRICULTUR ¢
13 04 v 921087065 4000378 TX DEST COF AGRICULTUR . 108 EN
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| - Alccats
B} ReqNo Fegllentic ShpongDse  Qussity ShpWBEPID  ShpToNem=  ShioToCty StigToRg NukSop  OmupNember  Sod-ToNsme  OecBpDate  intemslOd  Frogram
< ’
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WBS( M A Work Instruction
l J Consolidation for a Multi-Stop Domestic Sales Order

7. As required, complete/review the following fields:
Field R/O/C Description
Group Number R his is the group number, a unique identifying

umber associated with a proposed order.

xample:
166746759

@ (Note) The Group Number associated

with the original order defaults. Change
the defaulted Group Number to the
Group Number of the order with which
the line item is being consolidated. In
this example, the Group Number is
changed from 624571446 to

166746759.
. - . _egs
Image: Consolidate Requisitions Screen
Home Operations Adr, Repons Help
Crdor Procsczing
Qperalions = Oroer Processing > Oroer Nanagement > Consclitae Requsions Full Sceen | Cptions ¥
-
Consolidate Requisitions
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Miew: [Standzre Ven] %] % Sxpand Al (Jy Unalceats g3 Return 3¢ Decire 2 Updaa Reg
B Rewl? ForFTL Quariy ShippirgDate ShioToBO1D  Ship-To Name SngToCity  ShipToRg MutiStop GroupNumber Sold-To  Sold-ToName ReqMc  ReqltemMo Irte
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[] 68746752 4000878 TX DEPT OFAGRICULTUR 1 BN
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) 921021088 400057¢ TX DERT. OF AGRICULTUR 100 =N
Unallocated kems Rewmed tems Declined tems
Viaw: [ 3 - Alecass
B RegNo  FeqlienNo  ShpongDae  Qussity ShbBEPID  ShibToNsme  ShbToCty  Shs-ToRg  NuliStp  OmupNumber  Sokd-ToName  OwderByDste  IntermalOné  Frogram
< ’

8. Press Enter on the keyboard.

@ (Note) After entering a new value in the Group No field, the user must press Enter to process the
entries. If Enter is not pressed, the changes may not be saved and the user will need to re-enter
them.
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WBS( M A Work Instruction
l J Consolidation for a Multi-Stop Domestic Sales Order

Image: Consolidate Requisitions Screen

Home Operations Acrvin Reports =elp

Crder Processing
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9. Click * (the Right arrow) of the appropriate line item to expand the proposed order and display
all of the requisitions that are included in the proposed order.

@ (Note) The Multi Stop checkbox is automatically checked when line items are grouped
together to create a multi-stop. An asterisk marks fields where the requisitions have
different information.

If it is a multi-stop between different states, the user must select the Multi Stop checkbox
manually. This step is in addition to having to share the group number with the other state
user. The users for both states need to communicate with each other to ensure that the
same group number is used on both orders. Refer to the Consolidation for a Multi-Stop
Domestic Sales Order between Two States Job Aid for more details on this process.

ﬁ' (Note) To exit the consolidation workbench without updating the requisitions, click
(the Back button).
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Image: Consolidate Requisitions Screen
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10. Click ¢ "™  (the Update Req button).

@ (Note) All records with changes made in the Consolidation Workbench will be updated.

@ (Note) Clicking the Update Req button serves two purposes:

1. It commits the updates to the requisitions made to the quantity, shipping date,
ship-to location, and returned or declined line items.

2. It confirms that changes to the requisitions are complete and saves the
changes made using the consolidation workbench.

After clicking the Update Req button, users can no longer make changes
to the proposed order.

It is not necessary to submit requisitions for order creation at this time,
but changes will be retained.
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Consolidation for a Multi-Stop Domestic Sales Order

Image: Order Consolidation Pop-Up

No more changes passitie sfier Updste
Rag. Contirua to Ssbmit Ordar?

1. Click (the Yes button) to submit the changes.
Image: Consolidate Requisitions Screen
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12, Click D (the Select button) beside the proposed order(s) being submitted for sales order
creation.

B (Note) A system message displays at the top of the screen indicating that the requisitions
have been submitted for update in the background task.

0 (Note) Users can click (the Table Selection Menu button) and choose the Select All

or Deselect All option to update and/or submit multiple requisitions for sales order
creation.
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Image: Consolidate Requisitions Screen
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13.  Click & SesmitferSsesOmerCestion yhe Submit for Sales Order Creation button) to submit the

proposed order(s).

@ (Note) The Submit for Sales Order Creation button only displays after the requisitions are
updated by clicking the Update Req button.

Unallocated requisitions remain unaffected and are still in the queue at the bottom of the screen.
The unallocated requisitions will return to the Order Consolidation Workbench upon exiting the
transaction; they do not remain in the Unallocated queue.

Returned requisitions go back to the Sold-To Party that submitted them. Requisitions are
returned when there are changes to be made by the Sold-To Party. The requisition will be
returned to the Sold-To Party after clicking the Update Req button. The Sold-To Party can make
the corrections and then resubmit the requisition for processing.

Declining a requisition will remove that line item from the proposed order. It will also cancel the
line item for the commaodity. The Decline feature is only used when a requisition was entered
incorrectly, duplicate requisitions were accidentally created, or there is not enough demand to
place a sales order for that commodity and delivery date. The requisition is cancelled after
clicking the Update Req button.
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Image: Consolidate Requisitions Screen
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14,

The transaction is complete.

@ (Note) After an SDA user consolidates a requisition, background processes generate the Sales
Order numbers. Users should wait ~15 minutes to review the newly consolidated order(s) using
the Order Status Report.

During peak ordering periods, it will take longer. As long as the requisitions are submitted for
order consolidation before the USDA order-by deadline (CST), WBSCM will accept and provide
Sales Order numbers.
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RESULT

A multi-stop domestic sales order has been consolidated from requisitions with differing ship-to locations
within the state.
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Purpose

A Co-op Organization is an organization that places orders in WBSCM on behalf of member Recipient
Agencies (RAs). The purpose of a Co-op is to leverage buying power by consolidating orders based on
the needs of their RAs and submitting their combined order requests to the SDA for update or approval.
Use this transaction to create a new Co-op Organization in WBSCM.

Process Trigger
Use this process when a new Co-op Organization needs to be created in WBSCM.
Prerequisites

. RA(s) that should belong to a Co-op must exist in WBSCM.
o Available business partners must exist in WBSCM
o SDA Org Admin Role

Portal Path
Follow the Portal path below to complete this transaction:

. Select Admin tab @ Organization Maintenance tab & Maintain Organization link to go to
the Maintain Organization screen.

Tips and Tricks

e  The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field
entries.
o Required (R) - a mandatory field necessary to complete the transaction
o Optional (O) - a non-mandatory field not required to complete the transaction
o  Conditional (C) - a field that may be required if certain conditions are met,
typically linked to completion of a mandatory field
. Refer to the WBSCM Help site, Frequently Referenced Training Materials section for
basic navigation training and tips on creating favorites, performing searches, etc.
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PROCEDURE

1. Start the transaction using the Portal path: Admin tab & Organization Maintenance tab 9
Maintain Organization link.

Image: Maintain Organization Screen

Home Operatons Admin Reports Halp

Mansge Users  MasterDats  Organization Maintenznce
Asmn > Oranzaion Mamtenance > Mantsn Organaaton

+ Nizintain Organization

Upload New RA Organizasions Welcome to the Maintain Organization Application

FullScen | Otions v

Uplead RA Updatez Upéste mw Crganizsion
Crazte RA Organizaton
Updste RA Organieabion
Create Co op Oganzation
Uogate Co-0p Oroanaton
Mem» AssgniUreamign Ship-To

2. Click . (the Hide Navigator arrow) to minimize the Portal Menu. Note that this can be done with
any transaction in WBSCM.

Image: Maintain Organization Screen

Home  Operstons | Admin | Repors  Heb

Manage Users  MasterData Organization Malntznance
fdmin > Organizatios Mansnarce > Mintsin Organizsion Ful Screen | Optons +

Welcome to the Maintain O ization Appli

Updaie v Qupasization
Cmats BA Orarizaicn
Undate RA Oanizaion
Cieate Co-00 Qrgenizaicn
Updaie Co-cp Omanistion
Mzss Sssigniin-asson ShipTo
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3.

Work Instruction

Create Co-op Organization
Click

(Create Co-op Organization link) to create a new Co-op Organization.
Image: Create Co-op Organization (Address) Screen

Aamin > Organeation Manenarce > Mantain Organizaton
Creats Co-op Organization
4= Beck

Addiess | Relatcrstip

Ful Screen | Optons
Al requIned 905 3R MEKED WM 3 red astensk )
Noree

* Name: |
Additonal Nare: |

Address

* Street Addemss 1. |
Streetpopess 2|

Street Agemss 3 |
“cry |
* County |

*sme [

s
Coumy:

* Posal Code: |

Submit

4, As required, complete/review the following fields:
Field R/O/C Description
Name: R [erson or business partner's name.
xample:
Pueblo City School District 60
Additional Name: O A free text field to enter an additional name or
hame of recipient.
[Street Address 1: R A free text field in which to enter the street address
of the user or organization.
[Example:
1902 Montezuma Road
[Street Address 2: O A free text field in which to enter the street address
of the user or organization.
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Field R/O/C Description
[Street Address 3: o] A free text field in which to enter the street address
of the user or organization.

City: R City where the user or company is located.

[Example:
Pueblo

Country: R Country code that represents country name.

[Example:
USA

@ (Note) The Country < (the Drop-down

button) displays a list of countries in
alphabetical order. Use the vertical
scroll bar to locate the USA option.
[State: R The abbreviation or name of United States
territory, district or state.

[Example:
Colorado

@ (Note) The State /™ (the Drop-down
button) displays a list of US states in

alphabetical order. Use the vertical

scroll bar to locate the desired state.

Postal Code R A zip code.

xample:
1003

(Note) The postal code must be valid
and belong to the state selected.
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Create Co-op Organization

WBSCA ;

Image: Create Co-op Organization (Address) Screen

Home  Operstons | Admim | Reporiz  Hab

Admn > O At

> Mantain Orpan Ful Screen | Optons

Creats Co-op Organization
[E8ec]

Ly

* Narra: [PUeblo Gy oot DISirct 60
]

Address.

* Street Adde=ss 1. | 1002 Montazumz Read
StrzetAngess 2: |
Straet Adseasz 3: |
*coy [PUEELD
£ Country |USA 5|
+ sme [Colorado - * Posa Code: (31003

County: |- 5 Zone:

5. Click = Relationship (the Relationship tab) to assign Business Partner relationships to the new Co-
op Organization.

ﬁ (Note) The user may toggle between the Address and Relationship tabs without losing unsaved
changes.

Image: Create Co-op Organization (Relationship) Screen

Home Operations Admin Reports Hap

Mansge Users  MasterDats  Organization Maintenznce
Admn > Organ > Mantzin Organ

Ful Screen | Optons »

Create Co-op Organization
& Bock

Businesz Patser Reiatiors |Haz RAs 3

Assipned Busingss Farners. Avalatle Business Farters
& &
B Busnes: Parner (NomaCoy Stwie. BP Number) | B Business Parmer (Name/Cty State, BP Humber) (&l
| Mona Found REGIONAL EAST TEXAS FODD BANK/ TYLER TX (4003684)
[ Asan) _' SAN ANTONIO FOOD BANK | SAN ANTONIC TX (4003244)
_nﬁlj | SOUTH PLAINS FOCD BANKHIGH PLAINE FOOD / LUBBOCK TX (4004082)
| SOUTH TEXAS FOOD BANK / LAREDO TX (4005042
| SOUTHEAST TEXAS FCCD BANK/FOOD BANK OF / BEALMONT TX (40041051
| TARRANT AREA FOOD BANKAMICHITA FALLS / FORT WORTH TX {4004830)
| WWEST TEXAS REGION RA FOOD BANK/ CCESSATX (40054571 -
=] | RARDGEVILLE | ROSEVILLE CA [4006381) (=]
Thursday, February 22, 2024 © WBSCM Training = Proprietary Page 5 of 8
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6. Click ~ ' (the Select button) to the left of an RA for the new Co-op Organization in the Available
Business Partners section. In this example, the RA Roseville / Roseville CA (4009361) option is
selected.

@ (Note) The available Business Partners are listed in alphabetical order on the right-hand
panel. Use the vertical scroll bar to find the appropriate business partner.
To select multiple business partners:

« If the business partners are listed in consecutive rows, hold down theShift key and
click the first and last select buttons.

e To select business partners from non-consecutive rows, hold down the Ctrl key
while clicking each select button.

@ (Note) To filter the list of available Business Partners, click on the column Business
(Al [

Partner (Name/City State, BP Number) field. Select J%’i?:%i“_‘{?.”_"‘_ef;-‘_‘ (the (User-
Defined Filter...) option) and enter search criteria. Use "*" (the Asterisk symbol) at the
beginning and at the end of a search term (e.g., *20th* or *5001416*) to search for a
business partner that contains the term. The asterisk searches part of a word as well (e.g.,
*Califor*). See also the Wildcard and Matchcode Searches job aid for additional
information.

To remove filter, select (All) option.

Image: Create Co-op Organization (Relationship) Screen

Home  Operstons | Admim | Reporiz  Hab
Mansge Users  MasterDats  Organization Maintenence

Admn > Organeaton Manenarce > Mantain Organizaton Ful Screen | Optons

Creats Co-op Organization
& Bock

Adgress ?mf, i 'b‘ hio A

Business Partser Retior: [Haz RAz [w]

Assigned Bushess Fariners Available Busiaess Fartiers
& &
. Busnes: Parner (Noma/Ciy St BP Number) | 5 Busiress Parner (Name/Ciy Stats. BP Humber) [«
Nona Found REGIONAL EAST TEXAS FODD BANK/ TYLER TX (4002684)
SAN ANTONIO FOOD BANK | SAN ANTONIC TX (4003244
¢ )

SOUTH PLAINS FOOD EANKHIGH PLAINE FOOD | LUBECCK T (4004002)
= SOUTH TEXAS FOOD BANK / LAREDO TX (4005042
SOUTHEAST TEXAS FOCD BANK/FOOD BANK OF / BEALIMONT TX (4004105
TARRANT AREA FOOD BANKAMCHITAFALLS / FORT WORTH T (4004520)
WEST TEXAS REGION RA FOOD BANK/ CCESSA TX (4005487
"% RARDGEVILLE | ROSEVILLE CA 14006561) =

Unazzign B

7. Click (the Assign button) to assign the selected RA to the new Co-op Organization.

@ (Note) If the relationship is created in error, select the business partner from the Assigned

Business Partner panel and click (the Unassign button) to remove the assigned
business partner,
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Image: Create Co-op Organization (Relationship) Screen

Home  Operstons | Admin | Repors  Hebp
Admin > Organiats > Maintain O
Create Co-op Organication
gosass bty
Business Partrer Retion: |Has RA= | =]
Assipned Businecs Parnars Avatable Business Partnors.
¥ =&
B Busness Pamer (NamaCry St BP Number) | B Busness Parner (MameCty Stat=. 8P Nmber) !:
| RAROSEVILLE { ROSEVILLE GA (4028301) | ALEETEST 0815188 FA 001 ¢ NEW BEDFCRD 14D (4010291}
= | ALEE TEST 0815103 RA 003/ NEW BEDFCAD MA (4010253

7} ALEE TEST G315188 FA 008 /| NEW BEDFORD 1A (4010254)
| ALEE TEST 0315155 RA 003 / NEW BEDFORD MA (4010253)
| ALEE TEST 0215183 RA 007 / NEW BEDFORD MA (4010257)
_: ALEE TEST G315188 RA 003 /| NEW BEDFCRD MA (4010255)
| ALEETECT 0315128 RA 003/ NEW BEDFORD MA (4010269)
1 J ALEE TEST 0215183 RA 011/ NEW BEDFORD MA (4010261] |

8. Click (the Submit button) to create the new Co-op Organization.

Image: Create Co-op Organization (Relationship) Screen

Home Operations Admn Reports Help

Adrrin > Organieat > Maintin O

Eusiness Pariner 0004017220 cresied sucoessiully

Create Co-op Organization

Bushess Famer Fearon: [Has RAS [+

Azsigned Business Pariners Anhhle Businezs Partners.

F &
K. Buzingzz Parmar (NamaCiy Stva BP Mumber) | 1% Busnsis Parmer (Mama/Cty Stats, 8P Nambar) =
7| RAROSEVILLE | ROSEVILLE CA (4000361) | ALEE TEST (215188 RA 001 / NEYW BEDFORD MO (4010251]

e ALEE TEST 0315188 RA 003/ NEW BEDFORD MA (4010253)
U?ﬁnﬁ | ALEE TEST 0215123 RA 004/ NEW BEDFORD MA (4010264)
jul ALEE TEST 0315183 FA 000/ NEYW BEDFORD MA (<010250)
| ALEE TEST 0815188 RA 007 / NEW BEDFORD MA (4010267)
| ALEE TEST (215188 RA (03 / NEW BEDFORD MA (2010258
| ALEE TEST 0815188 RA 003/ NEW BEDFCRD IMA (4010258)

kS | | ALEE TEST 0215128 RA 011/ NEW BEDFCRD MA (4010361) [+

Sibmit

Ful Scren | Optons +

Ful Sorean | Optonz ~

9. The transaction is complete.
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RESULT

The new Co-op Organization with the specified business partner relationship has been created in
WBSCM.
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WBS( M A Work Instruction .
[ J Create Domestic HQ

Purpose

The purpose of this transaction is for an FNS Org Admin to create a new Domestic Headquarters (HQ)
organization in WBSCM. This includes naming the HQ, entering address information for the organization
and linking any Ship-To locations to the Domestic HQ. This includes:

. Name and address
o Assign or unassign Business Partner relationships and Partners

Process Trigger
Use this transaction when new Domestic HQ Organization needs to be created in WBSCM.
Prerequisites
o FNS Org Admin Role
Portal Path
Follow the Portal path below to complete this transaction:

o Select Admin tab @ Organization Maintenance tab & Maintain Organization link to go to the
Maintain Organization screen.

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field
entries.
o Required (R) - a mandatory field necessary to complete the transaction
o Optional (O) - a non-mandatory field not required to complete the transaction
o Conditional (C) - a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
o Refer to the WBSCM Help site, Frequently Referenced Training Materials section for basic
navigational training and tips on creating favorites, performing searches, etc.
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PROCEDURE

1. Start the transaction using the following Portal path: Admin tab @ Organization Maintenance
tab @ Maintain Organization link.

Image: Maintain Organization Screen

Home Operations Finarce Admin Reposts Help

Manage Users  MasterData  Organization Maintanance

. Admn > Omanizvion Mairfenanca > Maintsin Organzasion Full Sorcan | Optiors +
Welcome to the Maintain Organization Application
s ShA
SDA Orgasi
Disnizy SOA Organzason
Creaie Shig-T0 Qipaeization
Maintsin Ship To Oupanizstion
Drsoay Ship-To (rganzaton
Creste HO Orpenicaion
Maintzin HQ Organzaton
Disolar HQ Orsanizalion
Mainioin Plast! BA Azagamect

2. Click « (the Hide Navigator arrow) to minimize the Portal Menu. Note that this can be done with
any transaction in WBSCM.

Image: Maintain Organization Screen

Home Operations Finarce Admin Repons Hep

Manage Users  MasterData  Organization Maletznance
Admin > Organization Mansnarce > Alsintsin Organizstion Ful Screen | Optons «

Welcome to the Maintain Organization Appli

Create SOA Orgarizaton
cpa0 5
Kplay SDA Oganizatne
Czats Sp-To Organizadon
Mantan Shin To Orgarization
DEglay Stie-Te Owanization
Croate HQ Osanizatice
i4ann HL Crganczton
Disglay HQ ization
Mantan Flant (A Assgomant
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Work Instruction
Create Domestic HQ

3. Click Crestz HQ Omanizaton  (the Create HQ Organization link) to create an HQ Organization.
Image: Create HQ Organization (Address) Screen
Manage Users  MasterData  Organization Mairtenance
Adrin > Organieatios > Maintsin Organi Ful Screen | Cptons ~
Create HQ Organization
Rddiwss | Ralatcrabip
All required fiods ara marked with 2 rod asterck ().
* Nare | J
Addttonal Name: | |
garade)
Street Addemss ;|
]
=)
4. As required, complete/review the following fields:
Field R/O/C Description
Name: R erson or business partner's name.
xample:
idwest HQ
Additional Name: O A free text field to enter an additional name or
hame of recipient.
[Street Address 1: R A free text field in which to enter the street address
of the user or organization.
xample:
ne Williams Center
Street Address 2: O free text field in which to enter additional street
ddress information.

Thursday, February 22, 2024

© WBSCM Training = Proprietary

Page 3 of 8
2023-AMS-00030-F 000417



; Work Instructi
lWBS(M ) C?:ea?érg)colmestic HQ

Field R/O/C Description
[Street Address 3: o] A free text field in which to enter additional street
address information.

City: R City where the user or organization is located.

[Example:
Tulsa

Country: R Country code that represents country name.

[Example:
USA

@ (Note) The Country < (the Drop-down
button) displays a list of countries in

alphabetical order. Use the vertical

scroll bar to locate the USA

option. Domestic HQs should always

use USA.

State: R The abbreviation or name of United States

territory, district, or state.

[Example:
Oklahoma

@ (Note) The State ™! (the Drop-down
button) displays a list of US states in

alphabetical order. Use the vertical

scroll bar to locate the desired state.

Postal Code: R A ZIP code.

[Example:
74172

(Note) The postal code must be valid
and belong to the state selected.
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Image: Create HQ Organization (Address) Screen

Home  Operstons  Finsro: | Admin | Repot=  Help
Mansge Users  MasterDats  Organization Maintenznce
Admn > O = > Mantain Orpaniz Ful Sereen | Optons »
Creata HQ Organization
& Bock
TAddEss | Relstenship
Al required 105 1R Makad W 3 red astensk (7
Noree

* Naa: [Miowest HO ]
Additonal Nare: ]

Address.

* Street Adde=ss 1. | One Wiliams Cantar
Street Asdemss 2 |
Street Agwmse 3|
“ Cry [TULSA

* Country: [USA =
* sme |OMarova E] * Posia Coge: 74172

County: Zane:

5. Click = Relstonship  (the Relationship tab) to assign a Ship-To location to the Domestic HQ.

Q (Note) The user may toggle between the Address and Relationship tabs without losing unsaved
changes.

Image: Create HQ Organization (Relationship) Screen

Home  Operstons  Finerce | Admin | Repois  Help

Manage Users  MasterData Organization Mairtznance
Admin > Organeats > Maintsin Organi Ful Screan | Optons +

Create HQ Organization

Business Partrer R=ition: |Has Reportng SveTo |+

Assignad Buzinasz Parinar Avatable Businoss Partnors
& =
£ Busnass Parmar (NamaCry Stz BP Number) | B Busress Parmar (Name/Cty Stte. 8P Namber) =
| \TTHAVENUEFOOD CORP / BROOKLYN NY (2002882)
1»‘ Azqn] 2CTH CENTURY / MONTCLAR CA {5001413)
[Orssagn®l 21ST CENTURY FOODS LTD ¢ SAN ANTOCNO TX (3002703
| 215T CENTURY FOOES LTD/ SAN ANTCNIO TK (S002603)
| 21ST CENTURY FCODE LTD / WAELDER T (5002257)
| 32C0LD / LOS ANGELES CA {5004620)
| AUZU/MINNETONEA MN (5000261)
| UL INACTIVE / GREENDALE IN (5003052) e

6. Click (the Select button) next to the appropriate Ship-To from the Available Business Partners
panel. In this example, the 20th Century / Montclair CA (5001416) option is selected,

Page 5 of 8
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@ (Note) The available Business Partners are listed in alphabetical order on the right-hand
panel. Use the vertical scroll bar to find the appropriate business partner.
To select multiple business partners:

« Ifthe business partners are listed in consecutive rows, hold down the Shift key
and click the first and last select buttons.

e To select business partners from non-consecutive rows, hold down the Ctrdl key
while clicking each select button.

@ (Note) To filter the list of available Business Partners click on the columrlm Business
Al

Partner (Name/City State, BP Number) field. Select _[F’_%?tn_er_"‘.‘-?f‘!_"_"}i&;:)__l (the (User-
Defined Filter...) option) and enter search criteria. Use "*" (the Asterisk symbol) at the
beginning and at the end of a search term (e.g., *20th* or *5001416*) to search for a
business partner that contains the term. The asterisk searches part of a word as well (e.g.,
*Califor*). See also the Wildcard and Matchcode Searches job aid for additional
information.

To remove the filter, select the (All) option.

Image: Create HQ Organization (Relationship) Screen

Home Operations Finarce Admin Reposts Help

Manage Users  MasterData  Organization Malntanance
Adrrin > Organieati > Mintsin O Ful Screan | Optors ~

Creste HQ Organization

Busivess Partrer Retion: |Has Reportng Sae-To |+

Asgigned Business Pariners Avaiable Business Fartners
oF &
B Busness Pamar (NamaCey St BP Number) | B Busness Parner (NameiCty State. 8P Namber) (=
15TH AVENUE FOOC CORP / BROOKLYN NY (2002689
£} 20TH CENTURY  MONTCLAR CA (5001413)

[@ 21ST CENTURY FOOUS LTD ¢ SAN ANTONO TX (3002703
215T CENTURY FOOLS LTD / SAN ANTCNIC TK ($C02803|
21T CENTURY FOODS LTD / WAELDSR TX (5002257)
32 COLD / LOS ANGELES CA {5004520)
AUZU /MINNETONEA MN (5000251)
UL INACTIVE / GREENDALE IN (5003652) e

7. Click (the Assign button) to assign a Ship-To location to the HQ.

@ (Note) If the relationship is created in error, select the business partner from the Assigned

Business Partner panel and click (the Unassign button) to remove the assigned
business partner.
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Create Domestic HQ

Image: Create HQ Organization (Relationship) Screen

Home  Operstons  Finaros | Admin | Repor=  Help

Aamn > O S > Mantain Organ

o Patace Ramier:

AENGIES ke R RS,

&

B Busnes: Parner (Noma/Coy Stwie. BP Number) |
| 30T CENTURY / MONTCLAIR CA (5001413)

Available Busiaess Fartiers
&

& Businesz Parner (Name/Ciy Stats, BP Humber) la
| 15TH AUENLE FOOD CORP/ BROOKLYN NY (5002009)

| 21ST GENTURY FOODS LTD / SAN ANTCNIO TX (20027051

| 215T CENTURY FOOLE LTD / SAN ANTCNIO TX (5002608

7\ 21ST CENTURY FOODS LTD / WAELDER TX (3002257)

Ful Screen | Optons

| $2COLD/LOS ANOELES CA (5004520)
‘\ AUZU /MINNETONKCA MN (5003551)
V' 4UZL- INACTIVE / GREENDALE IN (T003€52)
| ABD COLD STORAGE INC / WORCESTER MA (5002837) |+

8. Click (the Submit button) to create the new Domestic HQ.

Image: Create HQ Organization (Relationship) Screen

Home  Oparaton:  Finarcs | Admin | Ropodz  Holp

Aamn > Organt > Mantain C

Ful Screen | Optors »
9 Buznas Parner 0036005640 crasted sucoassily

Create HQ Organization

S6eck
- novess SEREEEN

Euziness Farver Rotior: |Has Reporing S5p.To |

Assigned Bushess Farners Avatatle Busiess Farters
& &
£ Busness Pamer (NameCly St BF Number) | £ Busress Parines (Nsme/Cly Stale, BF Number) [~
| 20TH CENTURY / MONTCLAIR CA [E001413) | 18TH AVENUE FOOD CORP/ BROOKLYN NY (5002603)
o) | 21ST CENTURY FOODS LTD { SAN ANTCNO TX (2002703
= | 215T CENTURY FOODS LTD / SAN ANTCNIO TK (5002608
— | 215T CENTURY FOODS LTD / WAELDER TX (5002257)
| 52COLD / LOS ANGELES CA {3004020)
| 42U/ MINAETONKA N (00381)
| $U2L- INACTIVE { GREENDALE IN (2003852)
| ARDCOLD STORAGE INC { WORCESTER MA (5002837] [

9. The transaction is complete.
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RESULT

The new Domestic HQ with the specified business partner relationship has been created in WBSCM,
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