
WBSCM;  chncsshnJ Cancel Shipment Receipt

PROCESS OVERVIEW

Purpose
The purpose of his transaction is for omestic 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 ashe goods receipt (GR, 5 the method by which the recipient conims the
materialscommodiies requested in WESCM have been delwered.
Shipment receipts can onlybecanceled bore an ASN has been entred. The user must cancel the
Shipment receipt n 1h folowing circumstances, and reenter the aco:

+ The receipt has been entered on an incoract ine tem.
= The receipt necds tobe modified.

Shipment receipts cannot be cancelled if an ASN exists. The user is able to my the shipment receipt.
If modification are done in the first 7 days, refer to theModifyDomesticShipmentReceiptwork
instruction, otherwise the user must open an incident through the WBSCM Helpdesk, oma:
'WBSCM,ServiceDesk@CACI.com or phone: (877) WBSCM-4U or (877) 927-2648- from 8AM to 6PM
EST MON-FRI, Excluding Holdays.
“This process is availableforthe folowing scenarios:

+ The receipt has been entered against a PO ln fem with an ASN.
© An ASN has been created after he recapt was entered.

Shipment celtscanbecanceled for Domestic ict Ship (3 party) and National Warehouse orders,
but not for offshore shipments.
“The user cannot cancel the shipment receipt

+ Shipment receipt was entered against a PO ine fem with an ASN.
«ASN was created aftr he shipment recoip was entered.
© Shipment receipts for ofshore shipment.

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

Prerequisites
+ APOline tom must exist in WBSCM.© An ASN has not been crested for the fn fem.
© Shipment receipt has been entered in WBSCA.

Portal Path
Followthe Portal path belowtocomplete this transaction:

+ SlotOperations tab » Order Processing tab > Shipment Receipts foder 3 Enter
Shipment Receipt ink to go o the Enlor Shipment Rodeip scroon.

Tips and Tricks
+ The RIOIC acronyms in the field tables represent Required, Optional, or Conditional field entries.

© Required (R) — a mandatory field necessarytocomplete the transaction
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WBSCM] cancersJ Cancel Shipment Receipt

© Optional (0)—a non-mandatory field not requiredtocomplete the transaction
© 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 raining and ps on creating favorites, performing searches, et.
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PROCEDURE

1. ‘Start the transaction using the Portal path: Operations tab 3 Order Processing tab 3
‘Shipment Receipts folder 3 Enter Shipment Receipt link.

Image: Enter Shipment Receipt Screen
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2. Click * (the Hide Navigatorarrow)tominimize the Portal Menu. Note this can be done with
any transaction in WESCH.
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Image: Enter Shipment Receipt Screen
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3. As required, complete/review the following fields:

Field RIOIC Descriptio
5 R Ti can bea ales order umber, purchase order

umber, or delivery document number.
ample:

100008362
EN (Note) The cancel functionality can be

jo performedonlyforasales order
Pumber or a purchase order number.
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Image: Enter Shipment Receipt Screen
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4. Click[55](theSearchbutton)toexecutethesearch.
Image: Enter Shipment Receipt Details Screen
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5. Ifnecessary, click I=] theDownarrow)on thehorizontalscrollbartolocatetheline itemforthe.
capt thatrequirescancelation.
Image: Enter Shipment Recelpt Detalls Screen
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6. Click"(the Checkbox)in theFurther Actionscolumn nexttothe lineitemtobecancelled. In
hisexample,ne tom35 is selected,

(ice) conti heASN NumberandBOL # lds ar arcfor he nfm obslid.
hefoldsarenot blank, the line tem cannotbo cancalled. f necessary, use > (te Right arrow)on thehorizontalsrolbr oviewthe BOL # field.
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Image: Enter Shipment Receipt Details Screen
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7. Click [ESR] (the CancelReceiptbutton)tocancelthereceiptforthe line tem.

® (Note) Theuserwillreceive anerrorwhen:

+ AnASNexists(BOL #fieldis populated)fortheselectedlineitem(s). Inthiscase,the
‘shipmentreceiptcan be modified, butnotcancelled.RefertotheModifyDomestic‘ShiomontRecaptwork nsruction formore details.

+ Theuserselects multiplelines andatleastone hasanexisting ASN.Theuser must
deselecteach ne tomwit anASNinorder to cancelteremaining ines.

+ Notingtomsareselected.
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Image:GoodsReceipt Cancellation ProcessPop-UpScreen
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8. Click[=] (theYes button) to confirm thereceiptwillbe cancelledfortheselectedfineitem.
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9. Thesystem generatesthe cancelationsuccessfulmessage and thestatus orthe Ine ems)is
updatedfromRecptProcessed to Missing ASN.
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® (Note) The Receipts Status displayed depends on the user's role.

10. The transaction is complete.
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re
A shipment rocapt as baen canceledfo ane fem wiout an ASN for which shipment recep! was
‘ntored incorrectly. Once the shipment receipt cancalled th ine fo available osar he corect
Shipment receipt.
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(WBSCMi Consolidate Requisitions to Create Standard Domestic

Sales Order

a

Purpose
The purpose ofthis transaction sto consolidate domesiic requisitions o create a standard domestic
sales oder, Order Managers rom State Distributing Agencies (SDAS) and Indian Tribal Organizations
(170s) receive domestic rquisiions from thir Reciiant Agencies (RAS). They ar tasked with
consolidating these roqusitons along wih any requitons they create n ordor to create fll ruckioads.
The requisitions canbeconsolidatedby Material, Ship-to, and Delivery Date and linked together via the
Group Number fied,
Process Trigger
Perform tis transaciion to consolidate domestic requisition into standard domesic sales orders.
Prerequisites.

+ Domestic requisitions in Ready for Approval status must exist in WBSCM.
+ Requisions mustbefom an RAICo-opor SDATTO as parto the user's SDAIITO organization.

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

+ Select Operations tab 3 Order Processing tab 3 Order Management older+ Consolidate
Reauisitions link.

Tips and Tricks
+ The RIOIC acronyms in the fed able represent Required, Optional,orConditional field entries.

© Required (R) — a mandatory field necessarytocomplete the transaction
© Optional (O)—anon-mandatory field not requiredtocomplete the transaction

Conditional(C)afield that may be required f certain condilons are met, typically
linked to completion of a mandatory field

+ Roferto tho WBSCM Holp site, Froquont Reforoncod Training Malaria section, for basic:
navigational raining and ts on creating favorites, performing searches, etc.

Farr Doarbe tA OWBSGH Trg Prey Page 1282025Av 00030 £00557



4 Work Instruction
(WBSCM Consolidate Requisitions to Create Standard Domestic

Sales Order

1. ‘Startthetransaction usingthefollowing Portal path: Operationstab3 Order Processingtab
‘Order Managementfolder » Consolidate Requisitions Ink.
Image: Consolidate Requisitions Screen
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2. Click « (the Hide Navigator arrow) to minimize the Portal menu. Note this can be done with any
transaction in WBSCM:
Image: Consolidate Requisitions Screen
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Sales Order

3. As required, complete/review the following fields:

Field Roi Descriptio
Prasred Product R o material numberof product hat has Boon

eauesiod lo be ordered.
ample:

00207
program: 5 ory used 1 Kanify & USDA food dsiouion

program.
ample:
LP
- (Note) Click # (the Advanced Options

fe button) to enter or exclude multiple
solocions.

[Sold-To Party: 0 Inique identifying number associatedwith a
particular customerin WBSCM.

- (Note) Users can enter a Sold-To Party
fo or a range of Sold-To Parties. Click #

{he Advanced Options bution) 0
ontoror exclude molipl selections.

[Ship-To Party: 0 Inique identifying number associated with a
brson or company tha rocaios tha matarals or
Fommoies.

ample:
cot600
in (Note) Users can enter a Ship-To Party
f= or a rangeofShip-To Parties, Click #

(the Advanced Options button) to
enter or exclude moliple selecions.

[FFi-To Devery Date fo Gate upon which the devery 1s expected
fompleted.

En (Note) Users canenter a Ship-To_
pe Delivery Date ora range of Ship-To

Delivery Dates. Click ¥ (the Advanced
Options button) to enter or exclude
mulipl selections.

D1)0scansEm Matches conn ncest spre
values.

® (Note) The user can search by a rangeof data for the Sold-To Party, Ship-To Party, and
Ship-To Delivery Date fields by entaring values in these feds and the corresponding To
fields for each one. For example, entering 11/01/2023 in the Ship-To Delivery Date field
and 11/3072023 in he corresponding To field wil ret ai results hat meet al the other
firing requirements and fl into the specified Ship-To Delivery Date range.

FromOrem tm owasoMTangPrean Page 3z82023AS00030 T0305
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Sales Order

@ (Note) Theusercan entera listofdata 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
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4. Click [FSB](the submit button) to submit the selection.

® (Note) Whentheusersubmits the selected Product/Material, WBSCM automatically locks the
associated records. Ths prevents mullple uses fom consolidating the shipmentsat ihesame
{imeuni theProductMaterial unlocked. To unlock the ProductMatarial, performoneofthe
folowing
= LogoutofWBSCM using the LogoffbuttonSwitchromone materialto another“Cickon a diferent InkiView in WBSOM.
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x Sales Order

Image: Consolidate Requisitions Screen
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5. If necessary, click » (the Arrow button) in the horizontal and vertical scrollbars to view more
data in tho Consolidation Workbench tae.

6 tte nan ts, Coops, SOAs, 105brit cisions, WBSCM atoms
consolidates all requisitions by Ordered Product (Material), Shipping Date, and Ship-Tolocation. For example. al requisiions for tho same ship-to location that re scheduled o
‘ship on 12/31/2023 willbe displayed beneath an aggregated line (a proposed order is.
indicated bya green ino tem).

Ductespoct tons dom soyan no Constsaon wars, asve
optional selection criteria on the maria selection screen and resubmit he request.

6 110 os uorts at 0vwth lowing roman abut each bn oman aach
equistion

+ Row L1 contains an arrow that coresponds to each proposed order (each green
row). Cling the arrow les the usar minimize or maximize th in fom deail on
he proposed order

+ ForFTL indicates the quanily of ems roquired to make a full fuckoad as is
defined for oach material in the Material Master. For example, if nis cell roads
+2001:600 that means the user may oiher add 200 units of the tom lo the order,
of remove 600 unis fom the order f hey wish 0 consol date to a ul truckload.
The user may have multiple Full Truckloads (FTLs) on a consolidated sales order.

+ Quantity displays the quaniiy of ems being ordered.
+ 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 th order.
+ Ship-To BP ID displays the ID number associated with the Ship-To location. Nolo

hat there may be muliple Ship-To locaions ona given order, such as where
there isa mulstop hat consists of requisions tha are being shipped fo multiple
ifort Sok-To Partes.

r—— SWoscH Tangrsremy Popes rzs2023.445.00030-£000371
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(WBSCMd Consolidate Requisitions to Create Standard Domestic

Sales Order

+ Ship-To Name dispays the name ofthe Ship-To locaton for each ofthe ine
ios.

«  Ship-To City displays the city where the Ship-To is located.
+ Ship-To Rg displays the state where the Ship-To is located.© Mulli-Stop contains a checkbox ha comesponds 0 each proposed order (each

green row). When a multi-stop is created betweentwoorders, the system
‘automatically checks this box. When a multi-stop is created between states, the
ser mst mandaly check is box. This box ingcates ha the order has mule
ship-to desinatons.

+ GroupNumberdisplays the group number, a unique identifying number
associated wih a proposed oder,

+ Sold-To displays the Sold-To Party Number, a unique identifying number
associated with th Sold-To Partyfo each ine om.

+ Sold-To Name displays the name of the Solé-To Party forth requisition.
«Req Nodisplays a unique identifying number that was assignedto the

requisition when was placed by an RA, SDA, or ITO befora consoldation. Each
hie ne om beneath an aggregate In representsa requisiion in fm.

«ReqItemNodenotes the orderofthe line item on the requisition. For example,
line 100 wasth frst ine fam on the requisilon. ne 200 was tne cond a.
etc. Selecting the Req Item No button allows the user to see the detailsofthe
particular ine tem.

+ Internal Ord refers to an account assignment that wil bo used for the
particular order. It is used by finance personnel. It will automaticallybe derived
Ease on tne program and ship dats combinaton. iron values or hs fild wil
point to differant acoount assignments.

+ Program refersto ino USDA100d distibuton program through which the
commodity was ordered.+ OrdorByDato displays the dats when the rquistion must bo consolidated nfo a
Sales Order and submis FNS for to bo considered val. Requisitions that
aro not consalcated by he orderby date wil bo automatically moved infoa
Separate queue, the Roq's Past Order-By Dato queue. The user wil be abs o
revisit these requisitions by clicking the Req's Past Order-By Date button.

FriDecor.2020 SSC Tang resrey rman2023as00s F000
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- Sales Order

Image: Consolidate Requisitions Scroen
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6. Click » (tne Arrow button) in the Row L1 column to expand the proposed order tobe worked

oD (Note) All requisitions that are a partof the proposed order display.

ED (ute Co, orRas underCoa appicatlo), crt euisiors, hase
teauisitions wil be grouped under a white ne when a proposed order (green row) is
expanded.
There are several buttons on the screen that can benef the user in the order
consoldationprocess. These buttons are as follows:

+ ExpandAll- Expands al the proposed orders so the user can view al the white
line lems (the requisitions) beneath each proposed order green aggregated ne
item) without having to expand each individually. The button will not display when
all proposed orders aro already expanded.

+ Collapse All When all proposed orders are expanded, the button appears,
allowing the user o collapse (minimize) al in lems.

+ Unallocate- Removes a spaced line item(s) from the proposed order and
moves ito the queue at the botlom, The user may then reallocate the ne
ftom back ito the workbench. f desired,

+ Return-Allows theuserto retum a requisition to the Sold-To Party that submited
it General, the user would retum a requisiion f there was a change to be done
by the Sold-To Party. The Sold-To Party can make the corrections and then
resubmit the requision fr processing.

+ Decline-Allows the usertdacine a ine fem from a proposed order. Generaly,
the Decline feature wil only be used whan a requisition is entered incorrectly,
duplicate roquisitons wero accidentally created, or thro is not enough demand to
place a sals order for that commodity and delivery date.

+ Update Req- Allows the usar to update the requisitions with any changes and
reallocatons that have been made (including requisiions that have been retumed

Fon. Docomon 1.2020 SWBSCHTag rogram Page Tz2023.05 00030F 000313
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Sales Order

or declined). Not that after the user cicks the Update Req buon, no changes on
ho Order Consolation screen forthe commodity can be performed unless the
user xis out of te workbench and comes back Into the workbench. I the
commis is stil being procossad for requisition updalas, an error message will
display.

+ Submitfor Sales Order Groation- Alows the user fo submit he order for
confirmation and processing. The user must select the proposed orders
(aggregate groen ines) to submit for sales order creation.

+ Rog's Past Ordor-By Dato- Roquitions have an expired orderby date. When it
is past the order-by date, and no order has boen placed, th requisilon s no
longer included in the Order Consolidation table bu s avaiable on a oparate
‘screen for the commodity the user is viewing in the workbench, Click the Req's
Past Ordor.By Dato button 0 access the screen.

Image: Consolidate Requisitions Screen
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7. Pero one of the folowing:
" Then
The user wants to select requis for Gotosteps
processing.
The user wants 0 unallocate requisions and Go to Step 12
move them lo the Unallocated lloms queue
temporary.
The user wants to update requisitions and Goto Step 15
submit themfo Sales Ordercreation.
The user wants 0 move a requisilon hat is wailing Go to Sep 30
in the Req's Past Order-By Dato queue t the
Consolidation Workbench.
The user wants {0 decline a equisiion halls Go to Step 38
waiting inthe Roq’s Past Ordor-By Date queue.
The user wants 0 updale a requiiton thal Gottosiep 42
Was moved from the Req's Past OrderBy Date

r—) SWBSCH TagPropremy Poses rzs2023AMS000% F 000574
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Sales Order

" Then
queue to the Consolidation Workbench for further
processing.
Image: Consolidate Requisitions Screen

8. Click (theSelectbutton)besidethelineitemof theaggregated groupingtobe processed.

6 (ute 8 seocting a propos order (an grat ruin of oistons), a he resins
within the grouping will alomaicaly be selected 2s well

Image: Consolidate Requisitions Screen
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9. Click |E (ne Table Selection Menu button).
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7 Sales Order

Image: Consolidate Requisitions Screen
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10. Click Sekctal (the Select All option) to select all requisitions for processing.

6B ot) sarcan doco ai ns to by cing thDstt Al pn,
fan update that applies to al th requisitions within the aggregated group is needed, te
user makes the update to the aggregated line (e.g., Quantity change, Ship-To change, ShippingDate change), which wil update all associated requisitions witin the aggregated group.
To deselect requision ine tems for unallocaton, return,o decline, the user must ether:
a. Ifthe aggregate ines are on expanded mode:

+ Cick EH tho Table Selection Men button)o select all the aggregate and requisition
line tems i the workbench.

+ While pressing the Ctrl key on the keyboard, first deselect the aggregate line(s) followed
by tho individual requisition ne item(s) undemeath thal aggrogats group.

+ Click the Unallocato/Return/Decline buon.
‘This will keep all the deselected requisition line item(s) on the workbench while moving the
rest of the requisons down othe queue at the botom of the screen.

Ifthe aggregate lines are on collapsed mode:
+ Cick JE the Tablo Selection Manu bution) o select all the aggregate line tems in the

workbench.
+ Wrike pressing the Cir key on the keyboard, deseloct oly the aggregate fne(s). The

user dass need t salt indvidual requisition ino fom(s) undomeath tha aggregate
grou.+ Click the Unallocate/Return/Decline button

Tris will keep all the deselected aggregate line temi(s) on the workbench while moving the.
rest down othe queue a he botiomof the screen.
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Sales Order

11. RetumtoStep7.

Image: Consolidate Requisitions Scroen
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12. Click| (the Select button) next to each of the aggregated lines that are not currently being
worked, thy can be marked for unallocation.

9 (Note) Unallocating provides a way to reduce the number of line items the user is working
wilh on the scroen at one ime.

9 mote) To oct mule rconsecutv rows, ees and hon Gt ay and lk th
Select buon for each row o be selected.
To select multiple consecutive rows, press and hold the Shift key and click the beginning
and end row Select buttons.
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Sales Order

Image: Consolidate Requisitions Screen
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13. Click BI Unalecate (no unallocate button) to move all selected lines to the Unallocated Items
queue at the bottom of the screen.
Image: Consolidate Requisitions Screen
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14. Retumto Step7.
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Sales Order

Image: Consolidate Requisitions Screen
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15. As required, completelreview the following fields:
Field Roc Description

S o umber of toms.
ample:

kos

8 (Not) Th ForFLfol prods the use wih twa numbers: postive valu and a
negative value. The posite value represents the quantity of toms that must be added
{othe proposed order tocreatea ul ruckload. The negative value represents the
quaniyof tems that must bo ramoved from th proposed ordor {0 create a full
iruckioad. Noi tht the full truckload quantity also displayeda the tp of the
screen along with the ordered product and uit of measure.
The user may need to add or remove tems in order to get to the correct amourt, as
indicatod inthe For FTL (For Full Truckload) column. When the user reaches "+01",
ho order is ready to bo submited.
‘There aretwoways 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
wil redistribute the ers batwean the existing requis to ensure each recipient gets
he appropriate quaniy, based on the quaniy originally orderes.

2. The FTL quanity can be manually changed for each recipients quar by atering the
value in ihe Quantity fied for ach of the Ine flems (the whie rows) a noeded. Then
press the Enter key fo save the changes.

Also not tha an asterisk displays on the proposed ordor (green row) f mull values
exist under the same column within a group.

r—) SWBSCH TagPropreay poe 301282023.5 00050 000370



L Work Instruction
WBSCM J Consolidate Requisitions to Create Standard Domestic

Sales Order

Image: Consolidate Requisitions Screen
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16. Press Enter on the keyboard.

Image: Consolidate Requisitions Screen
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17. Click (the Shipping Date drop-down)to select a new Shipping Date for a requisition.
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Sales Order

Image: Consolidate Requisitions Screen
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18. Click he appropriate date from the Shipping Date drop-down. In this example, “4152024 (the
411572028 to) selected.

o (Note) The requisition is moved outofthe current aggregate of grouped requisitions and is listed
as a new and separate requisition (green line).

Image: Consolidate Requisitions Screen
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19. Click the appropriate Ship-To BP ID to change the Ship-To Location on a requisition line item. In
iis cxamoe, ENN + sl orth ruin wit Sok-To
Dx.
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Sales Order

Image: Select Ship-o Values Pop-Up Screen
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20. Click (the Selectbutton)next o the appropriate Ship-To BP ID. In thisexample,[EE
selected,
Image: Select Ship-o Values Pop-Up Screen
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21. cic[9K] he OK bution).

ED ue ha ecustion s rovas ctf caren srtof grup estos and bt
as a now and separate requisition (groan ne).
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- Sales Order

Image: Consolidate Requisitions Screen
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22. Click (the Select button) on a requisition to unallocate it from the aggregated grouping.

Image: Consolidate Requisitions Screen
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23. cick @Unatocste ing Unallocate button) to remove the requisition from the aggregated
grouping of requisitions being worked and move to the Unallocated lloms queve at the bottom
ofthe screen.
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7 Sales Order

Image: Consolidate Requisitions Screen
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24. Click 2 UPSs1eRe3. tne Update Req bution) to update the requisitions with any changes.

9) (uote) Th sr dos not no telat recor for patosating th Update Ro
button. All records with changes made in the workbench will be updated.

Cicking 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 then or order

‘creation, After licking the Update Req button, the user will nolongerbe able to make:
changes o the proposed orders unless they exit and reenter the workbench without
submiting the ents for order creation.

The user is not required to submit requisitions for order creation a this time, but the changes wil
be retained.

r— SWBSCH TagPropreey poe 01282023.45 00050 000364
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(WBSCM Consolidate Requisitions to Create Standard Domestic

Sales Order

Image: Order Consolidation Pop-up Screen

re —

ComotessRan —
i —= on) Emam re

ee a
et |

25. cick[5] tne Yes button)to confirm.

Duce)Acontimaton messagedilysahetepothese nicatng ta the ruins
have been submitted for update in background task.

Image: Consolidate Requisitions Screen
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26. Click. m (the Select button) to select the requisition group to submit for sales order creation.

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

FromOromiatm owWasoMTangPre rrr20253AMS00050 000985



. Work nstrcton
(WBSCH Consolidate Requisitions to Create Standard Domestic

Sales Order

sales order creation displays.

Image: Consolidate Requisitions Screen
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27. Click Submit for SalesOrderCreation (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
requisitionbyclicking the Update Req button.

The unallocated requisition remains unaflected an is stn th queue at the bottom ofthe
screen.Whan the usor exis the ransacton, th unallocated requisitions wil ret 0 the Order
Consolidation Workbench; they do not remain n the Unallocated queue.
Returned requisions go back t he Sod-To Party tha submited them. Generally he user
would tum a oquisiion i hero is a change or tho Solé-To Party to make. The requisiion wil
be returned to the Sold-To Party when the user clicks the Update Req button. The Sold-To Party
can make the correcions and then rosubmi th requiston for processing.
Declining a requisition wil remove that line tem fom the proposed order. wil aso cancel the
line te or this comma, General. the Decline feature wil ony be used when a requisiion is
entered incorrectly, duplicate requisitions were accidentally created, or there is not enough
demand 0 place a sales order or tha commodity and delvery dats. Te requisition s cancolied
ator he user icks tho Update Req buon:

FromOromia tm owWasoMTangPre nan2023esosSooo
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WBS(M J Consolidate Requisitions to Create Standard Domestic

Sales Order

Image: Consolidate Requisitions Screen
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28. Review the confirmation message and ensure no error exists updating the requisition lines.

29. ReumioStep?.
Image: Consolidate Requisitions Screen
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30. Click[EFReqs PastOrcer-8y Bate] (the Req's Past Order-By Date button)toview requisitions that
have passed the order-by date.

r—— SWBSGH TrangPoprery Foz2023.45 00050 000347
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Consolidate Requisitions to Create Standard Domestic
Sales Order

Image: Consolidate Requisitions Screen
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31. Reviewthedisplayed requisitionsthathavean order-bydateinthepast.

Image: Consolidate Requisitions Screen
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32. Click (the Ship-ToDatedrop-down)onthe requisition line thatneedsto be updated tosplay avatablo SipTo Datos and chango 1 8 future ate.
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(WBSCM | Consolidate Requisitions to Create Standard Domestic
Sales Order

Image: Consolidate Requisitions Screen
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33. Select the appropriate Ship-To Date from the list. In this example, 12312023 (the 12/31/2023
option) is selected.

® (Note)Ifno ship-to datesareavailable,theorder mayneedtobedeclined.

Image: Consolidate Requisitions Screen
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34. Click (theSelect bution)forthe requisition ine tht is being submited tothe Consolidation
Workbench.

® (Note) After selecting a new Ship-To Date, the updated requisition line is automatically selected.

FromOwemetmn oWesMTampomem  menom2023.500050 00038
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Consolidate Requisitions to Create Standard Domestic
Sales Order

Image: Consolidate Requisitions Screen
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35. Clo BPSUICHS(ne submitto CWB bution).

® (Note)Whentheusersuccessfully submits a requisition past order-by date to the consolidation
‘workbench, the requisition will disappear from the Requisitions Past Order-By Date screen andWil reappear in na consolidation workbench.

Image: Consolidate Requisitions Screen
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36. Reviewthe Req'sPastOrder-ByDate queue.
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Work Instruction

Consolidate Requisitions to Create Standard Domestic
Sales Order

37. RetumtoStep7.

Image: Consolidate Requisitions Screen
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38. ick | | (the Select button) nexttothe appropriate Requisition Number. In this example,
Roquision Number 1000631480 is selected.

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

Image: Consolidate Requisitions Screen
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39. Cie (he Decline button).
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1 Work Instruction
WBS( Mn; Consolidate Requisitions to Create Standard Domestic

- Sales Order

Image: Consolidate Requisitions Screen

Sosy
ws

40. click[E35] (the Back button) to return to the Consolidate Requisitions Screen.
41. RetumtoStep7.

Image: Consolidate Requisitions Screen
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42. Click & URE. (tne Update Reqbution)to save any changes.

Dotnetdos tcl UpiateRogtn,rstiontvsmove tome
Consolidation Workbench wil return o the Red's Post Orer-By Date queue. The user must click
iho Update Reg button (o save ther changes and ensure tho requisition staysonthe
Consolidation Workbench.

r—) oWBSGH TrangPopreny poe201282023.05 00050 000302
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(WBSCM Consolidate Requisitions to Create Standard Domestic

Sales Order
Image: Order Consolidation Pop-Up Screen
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43. click[7] the Yes button)to confirm.
Image: Consalidate Reduisitions Screen
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44. View the Consolidation Workbench. Notio that ©S66 aSuesOrde Creston 1 Submitfor
‘Sales Order Creation button) is now enabled.

EB ot Th usercanslct ns suetth proposed rr
45. The transaction is complete.
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(WBSCMi Consolidate Requisitions to Create Standard Domestic

Sales Order

ere
Requisilons have been consolidated and submited for standard sales order creation.
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WBSCH) conesJ Consolidation for a Multi-Stop Domestic Sales Order

PROCESS OVERVIEW

Purpose
The purpose of this transaction is to consolidate domestic requisitions to create a mult-top domestic
sales order, A multistop domestic sales order is where muliple requisitions will be combined on the same
order and delivered to mulile locations. Order Managers from State Distributing Agencies (SDAS),
Indian Trival 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 o create ful 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 multstop sales orders.

Prerequisites.
+ Domestic requisiions with a Ready for Approval status must exist in WBSC.
«Requisitions must be from an RAICo-0p or SDAITO as part of the user's SDAITO

organization.
Portal Path
Follow the Portal path below to complete this transaction:
«Select the Operations tab Order Processing tab » Order Management folder >

Consolidate Requisitions link to go to the Consolidate Requisitions screen.
Tips and Tricks,
«The RIOIC acronyms in the field tables represent Required, Optional, or Conditional field entries.

© Required (R) -a mandatory field necessarytocomplete the transaction.
Optional (0)-a non - mandatory field not required to complete the transaction.

© Conditional (C)-a field that mayberequired icertain conditions are me, typically
inked to complaton of a mandatory field.

+ Refer to the WBSCM Help sie, Froquently Roferonced Training Materials section for basic
navigational raining and ips on creating favorites, performing searches, tc.

Fry Doconter 1.2029 ©WBSCHTrangProgra Pogo1or12
2023 AMS.00030F 000505.



WBSCM; ConeseConsolidation for a Multi-Stop Domestic Sales Order

1. ‘Start the transaction using the following Portal path: Operations tab 9 Order Processing tab 3mr
i —

53

2. Click + (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done withome

a——
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J Consolidation for a Multi-Stop Domestic Sales Order

3. As required, complete/review the following fields:HmEl oT

Program 0 onym used to identifyaUSDAfooddistribution

—
ca (Note) Click # (the Advanced

j= Options button) to enter or exclude:

ample:

3) (Note) Users can enter a Sold-To Party
je or arangeof Sold-To Parties. Click¥

(the Advanced Options bution) to

0 (Note) Users can enter a Ship-To Party
f= or a rangeofShip-To Parties, Click

(the Advanced Options bution) to

fompleted.

—.
fe Delivery Date or a range of Ship-To

Delivery Dates. Click #(the Advanced

FromOocomwr1.2020owesOMTang-puesy ewesanpT



(WBSCA. Work Instruction
J Consolidation for a Multi-Stop Domestic Sales Order

Image: Consolidate Requisitions Screen
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4. Click[S555] (the Submit button).
Image: Consolidate Requisitions Screen
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5. Ifneeded, dick ™¥/ (the Scroll Right button)to display additonal columns.

GD) (roe) tr Rs. Cops, SDS, or IT brit thoouiWBSCM automata groups
redisitons by Material, Shipping Date, and Ship-To locaton. For example, al requisions for ine
‘same ship-to location that are scheduled to ship on 12/31/2023 are displayed beneath one Group
Numer.
In this example, all proposed orders have the same ship-to date. However, they have diferent
ship-to locations. This is an example of a multslop order where mulipl requisons wil be

Fodor Doarbor,2623 oWBSGHTrangPopreny Popett 122023.50003 000300



WBSCM | Work Instruction
Consolidation for a Multi-Stop Domestic Sales Order

combined onthe same order, and they wil be delivered to mulipl locations.
When an SDA user selects a Product/Material to consolidate, WBSCM automatically locks the
associated records. This pravents muliple users from consolidating the shipments at the same
ime unl the ProductMateral fs unlocked, To unlock the ProductMatera, perform one of the
following
- Log outofWBSCM usingIEE the Log off bution)Switch from one material fo anotherGick ona diferent InkiView in WBSCM

Image: Consolidate Requisitions Screen

—

6. Click ¥ (the Right amow) o expand the fine tomsof the requisition shipment being combined.
Image: Consolidate Requisitions Screen

FR
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J Consolidation for a Multi-Stop Domestic Sales Order

7. As required, completelreviewthe following felis:
Field RIOIC. Description

roup Number R is is the group number, a unique dentiying
umber associatedwitha proposed order.

ample:
66746759
£3) (Note) The Group Number associated

[39 withthe origina order defaults. Change
the defaulted Group Number to the
‘Group Numberoftheorderwith which
the ine item is being consolidated. In
this example, the Group Number is
changed from 624571446 to
166746759.

Image: Consolidate Requisitions Screen

ee —
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8. Press Enter on the keyboard.

LT ———
eniris. If Enter is not pressed, the changes may not be saved and the usar wil need to re-enter
them.

Fon Docombor 1.2029 ©WBSGHTrinngPropreay Pogesol2
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J Consolidation for a Multi-Stop Domestic Sales Order
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9. Click ¥ (the Right arrow)ofthe appropriate line item to expand the proposed order and displayot he roqoaons thatar nose i proposed rier.

® (Note) The Multi Stop checkbox is automatically checked when line items are groupedoaaierris arth. AT alentfeds here eons beheron maton,
is a molto boven difrent sates he user must slct ho Mall Sop chockboxanaly Ths 5p In addon 1 avin 1g shengnmper wilh ihe srsohvers lobo atto Caricle wi ohornets htSome group mambots soo on both dvr. ter 10 v0 Comslipion. (or a ll Slop

‘DomesticSales OrderbetweenTwoStates Job Aid for more details on this process.

ID 1c) vo at comorkbncwitut etnveins, ok EE)
(the Back button).

Trrssdy
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J Consolidation for a Multi-Stop Domestic Sales Order

Image: Consolidate Requisitions Screen
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10. Click S55 (ine 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,
shipro location, and retuned or declined ine tems.

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

After dlicking the Update Req button, users can no longer make changes
{othe proposed order.
Its not necessary to submit requisitions for order creation at this time,
but changes wil be roained.

Foca,Dncombor,2023 SWBSCH Trg -Prsremy Popes122023s 00030 000403
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Image: Order Consolidation Pop-Up.

a)

11. Click[=] (theYesbutton)tosubmitthechanges.
Image: Consolidate Requisitions Scroen
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12. Cick (ieSelectbutton)besid theproposedorder(s)beingsubmited forsales order
creation.

ED (10) Asyst massa diplas si hoop fhsren eating htheirs
havebeensubmitedforupdate in thobackgroundtask.

OD ron BL TaeSelect Hom ten hr SetA
orDeselectAl option toupdate andlor submitmullrequisiions orsalesorder
reaton.
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Image: Consolidate Requisitions Screen
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13. Click @SamESsaSaucanin ine Submit for Sales Order Creation button) to submit the
proposed order(s).

DeToubforSlrtCrstion stonyits aor bi roses ar
updatedbyclicking the Update Req button.

Unallocated requisitions remain unaffected and are stil 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
retuned when there are changes to be made by the Sold-To Party. The requisition wil be
retuned to the Sold-To Party ater clicking the Update Req button. The Sold-To Party can make.
the corrections and then resubmit the requisition for processing.
Declining a requisition wil remove that line tem from the proposed order. twill also cancel the
line item for the commodity. The Decline feature is only used when a requisition was entered
incorrectly, duplicate requisitions were accidentally created,o there is not enough demand to
place a sales order or that commodity and delivery date. The requisition is cancelled after
clicking the Update Req button.

Friday Docamoer 1.2023 ©WBSMTring -Propritary Page 100112
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maa: Comotmeiosen——Ee ——
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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) usingBersrt
Out posrng pads.lang, As ng hessasusta
‘order consolidation before the USDA order-by deadline (CST), WBSCM wil accept and provide
Sales Order numbers.

Tr———CTT
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[Eg

A multstop domestic sales order has been consolidated from requisitions with differing ship-o locations
within the state.

Fido,December 1.2023 ©WBSCHTring - Prprery Page 20112
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WBSCM ClaesJ Create Co-op Organization

a

Purpose
A Co-op Organization is an organization that places orders in WBSCM on baa of member Recipient
Agencies (RAS). The purposeofaCo-op is to leverage buying power by consolidating orders based on
he needs oftheir RAs and submiing heir combined ordor roquests {otha SDA for update or approval
Use ths transaction to createa now Co-op Organization in WESCH.
Process Trigger
Use this process when a new Co-op Organization needs fo be created in WBSCM.
Prerequisites

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

Portal Path
Followthe Portal path belowtocomplete this transaction:

+ Select Admin tab » Organization Maintenance tab 3 Maintain Organizationnktogo to
ho Manta Organization screen.

Tips and Tricks

+ Tho RIOIC acronyms in th field tales represent Recuired, Optional,or Condiional fold
enti.

© Required (R) - a mandatory field necessary to complete the transaction
© Optional (0)- a non-mandatory field not required to complete the transaction
2 Conditional (C)a field that may be required certain condtons are met.

‘ypically inked to compotion ofa mandatory field
+ Roferto tho WBSCM Help site Froquenty Refaronced Training Malaria sacton for

basic navigation raining and ps oncrating favorites, performing searches, etc.

TeyFw owWasoMTangPrien Pre trs2025 AMS00030. 300307
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PROCEDURE
1. ‘Startthetransaction using the Portal path: Admin tab% Organization Maintenance tab 3

Maintain Organization nk.
Image: Maintain Organization Screen

mm Ee

2. Click . (the Hide Navigatorarrow)to minimizethe Portal Menu. Note that this can bedonewith
any transaction in WESCM.
Image: Maintain Organization Screen

TeyFw owWasoM TangPrien rezrs202A 00050. 006308
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Create Co-op Organization

3. Ciok Sessimiuscecs (Create Co-op Organization nk) o createanow Co-op Organization.
Image: Create Co-op Organization (Address) Screen

—pa

4. As required, completelreview the following fields:
Field RIOIC Descriptio

R Porson or business partners name.
ample:

Pueblo City School District 60

5 5 row oxTel o oramaddonal ame or
am of ecient.

5 R row ox Feld whoTo aerasvat address
bf the user or organization.
Example:
902 Montezuma Road

SrestAdiesz 0 row ox Told Who To eter ha Sot address
bf the user or organization.

Trin. een 5.2008 SWosCH TangPosreey Prez2025AS00030. 005305
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J Create Co-op Organization

Fiold RioiC Descriptio
ireetAddress 3: 0 fi free text field inwhich to ener the street address]

bi the user or organization.

3 TyWhere ho Gsarorcompany5located.
ample:

puctio

Suny: R Suny code hat represents country name.
ample:
SA
G9 (Note)The Country (the Drop-down

i button) displays a lst of countries in
alphabetical order. Uso the vertical
scroll bar to locas the USA option.

5 3  abroviation of name of Urited States
tory, istrict or state.

ample:
clorado

G3) (Note)The State I¥ (the Drop-down
f button) displays alist of US siates in

alphabetical order. Uso the vertical
scroll bar to locate the desired stale.

Postal Code. R 2p code.

sample:
1003
3) (Note) The postal code must be valid
[5 and belong othestateselected.

Toate. Ferry22. 024 SWBSCH Trang Prem Page tts
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Image: Create Co-op Organization (Address) Screen
ET

fe
_——-—--
dE 3
eeE—

|= gz

5. Click|Rasen.(the Relationshiptab) toassignBusiness Partnerrelationshipsto thenewCo- Sanzaton.

® (Note)TheusermaytogglebetweentheAddressandRelationshiptabswithoutlosingunsavedCranes.
Image: Create Co-op Organization (Relationship) Screen
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WBSCH;  ceaeessJ Create Co-op Organization

6. Click (the Select button) to theleftof anRAforthenew Co-op Organization inthe Available
Businoss Partners secon. In hs example, the RA Roseville / Roseville CA (4003361) option is
selected.

(uote) Too vata Busines Parnes arson aptabota ardor onthrighand
panel. Use the verical scrollbarto find the appropriato business partner.
To select multle business partners:

+ the business partners are listed in consecutive rows, hold down theShiftkeyand
click he fst and lst slect buttons.

+ To select business partners from non-consocutive rows, hold down the Cit key
whie clicking each select button.

6 otTorr ofvai Susiess Pans, contocok Business
“o

Partner (Nameliy State, BP Number fl.Sects(po (Usr-
Defined Filer.) option) and enter search criteria, Use ™" (he Asterisk symbol) at the
begining and atthe endof asearch torm (eg., “201or 5001416) to search fora
business partner tha contains the ler. The asterisk searches part of a word as wll (6.5.
“Calior). See also the Wikicard and Malchcods Searches ob aid for additonal
information.
To remove fier, select (Al) option.

Image: Create Co-op Organization (Relationship) Screen

—
te
een

T= BEE :

RR rns
Emme

7. Click (the Assign button)toassign the selected RA o the new Co-op Organization.

Duceteretort i rests arr, sc th businessprtnr romteAsined
BusinessPartnorpanel and cick (the Unassign button) to remove the assigned
business partner,

Test For 5.208 oWBSGH TrangPopreny Pane sars2023.500030 b00417
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Image: Create Co-op Organization (Relationship) Screen
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8. Click [E55] (the Submitbutton)tocreatethenewCo-opOrganization.

Image: Create Co-op Organization (Relationship) Screen
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9. “The transaction is complete.
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re
"The new Co-op Organization wilh the specified business partner relationship has boen created n
WBSCM.
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[GEESE ET

Purpose

The purposeofthis transaction is for an FNSOrgAdmin 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
+ 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.

+ FNS Org Admin Role

Portal Path

Follow the Portal path below to complete this transaction:

+ Select Admin tab Organization Maintenance tab 3 Maintain Organization link togoto the
Maintain Organization screen.

Tips and Tricks

+ The RIO/C acronyms in the field tables represent Required, Optional, or Conditional field
entries.

© Required (R) - a mandatory field necessarytocomplete the transaction
© Optional (0)-a non-mandatory fiekd not requiredtocomplete the transaction
© Conditional (C)-a field thatmayberequiredifcertain 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.

Trudy.Fotrry22.2004. ©WBSCM Training - ropritay Page 1018
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Er

1. Startthe ransaction using the following Portal path: Admin tab Organization Maintenance
ab > Maintain Organization lnk.
Image: Maintain Organization Screen

a —

2. Click « (ho Hide Navigator arrow) to minimize the Portal Menu. Note that this can be dono with
any transaction in WBSCM.
Image: Maintain Organization Screen

Toate.For 22. 024 SWBSCH TrangPry Page2t2023AMS.00030 F 00416
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3. Click Goss.0nmcaten (the Create HQ Organization link) to create an HQ Organization.

Image: Create HQ Organization (Address) Screen
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4. As required, complete/review the following fields:
fis oe beset; Berarer:

amp:er
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WBSCH)  cebomCreate Domestic HQ

Fiold RioiC Descriptio Ee
treet Address 3: 0 free text field in which t ener addiional steel

dress information.

3 Ty Where The User of organization = located.
amplo:

usa

Suny: R unt God That epresants County name.
ample:
SA
79 (Note)The Country (the Drop-down

i button) displays a lst of countries in
alphabetical order. Use the vertical
scrollbar to locate the USA
option. Domestic HQs should always
use USA.

5 R Tio abbreviaton or name of United States
orrtory, district, or state.

amplo:fpriahoma

TD (Note)The State (the Dropdown
i button) displays a list of US states in

alphabetical order. Use the vertical
scroll bar to loca the desired state.

Postal Code: R ZF code.
ample:

4172
3) (Noto) The postal code must be valid

[59 and belong to the state selected.

Toate. Fern22. 024 SWBSCH Trang Prey Page tots
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Image: Create HQ Organization (Address) Screen
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5. Clk Maks (ho Relationship ab) to assign a S1p-To cation othe Domestic HO.

o (Note)Theusermaytogglebetween theAddress and Relationshiptabswithoutlosing unsavedChanges.
Image: Create HQ Organization (Relationship) Screen
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6. Click (theSelectbutton) nex!to the appropriate Ship-To from the AvailableBusinessPartners
panel. In this example, the 20th Century/ Montclair CA (5001416) option is selected.

Tornoe ovoTansPeay razaarsonTn
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9 (Note) The available Business Partners are listed in alphabetical order on the right-hand
panel. Use the vertical scrollbar to find the appropriate business partner.
To select multiple business partners:

«Ifthe business partners are listed in consecutive rows, holddown the Shiftkey
‘and click the first and last select buttons.

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

DP (Note) To fiter the list of available Business Partners click on the column Business.
wnParinramor Sie BP Numba)ftSolrUr

Defined Filter...) option) and enter search criteria. Use ™* (the Asterisk symbol) at the
beginning and at the endof asearch term (e.g., "20th"or *5001416") to search fora
business partner that contains the term. The asterisk searches part of a word as well (6.9...
“Califor*). See also the Wildcard and Matchcode Searches job aid for additional
information.

To remove the filer, select the (All) option.
Image: Create HQ Organization (Relationship) Screen

rom
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or LE

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

ED) woe tnltrsrst nor, stho sins prtnrnhAsigrod
Business Partner panel and click (the Unassign button) to remove the assigned
business partner.

Thursday.Fotrary22.2004. © WBSCM Training -Propritay Pagesols
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Image: Create HQ Organization (Relationship) Screen
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8. Cick[S5 (he Submit button) ocreatethenewDomestic HO.
Image: Create HQ Organization (Relationship) Screen
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9. “The transaction is complete.
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