WBS( M A Work Instruction
[ J Create Domestic Requisition RA
PROCESS OVERVIEW

Purpose

A domestic requisition is a request for items to be ordered by or on behalf of a customer organization,
including the specific material(s), quantities, delivery location(s), and delivery date(s).The purpose of this
transaction is for Recipient Agencies (RAs) and Cooperatives (Co-ops) to create a domestic requisition in
WBSCM. These requisitions are submitted to State Distributing Agencies (SDAs) and Indian Tribal
Organizations (ITOs), who will later consolidate these requisitions into full truckloads and submit the sales
order to FNS for approval.

Process Trigger
Perform this transaction to create a domestic requisition in WBSCM.
Prerequisites

. A catalog view must be assigned to the organization.
. Delivery periods must be assigned for the products.

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

. Select Operations tab @ Order Processing tab @ Order Management folder @ Domestic
Order Entry link to go to the Domestic Order Entry 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
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 @ Domestic Order Entry link.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Operations > OrderP ing > Order Manag > Domestic Order Eniry Full Screen | Opfions v
Ordor Management ) =
IM[ Transactions Catalog | Entitlement ¥ Transaction in Process
- Domestic Order Entry
Shipment Rocoipts
NW Delivery Calendar
I Welcome
Walcome to the order entry screan
ick Search
@ | gf: I;_a.gfg_ :';:a':sm:: l;:nr and spacify the ship-ta destination. Than choasa the items fram the
m Extondod Scarch
I Product Catalog
[+IcsFP
Ericacre Bl ivanstin i akin
2. Click « (the Hide Navigator button) to hide the Portal menu. Note that this can be done with any
transaction in WBSCM.
3. Perform one of the following:
If Then
The user needs to locate a specific product by Go to Step 4.
keyword
The user will browse the catalog for available Go to Step 7.
products
4. In the Product Catalog pane, enter at least part of the product name in the Quick Search field. In

this example, Beef was entered.
5. Click m (the Search button) to begin the Quick Search,

ﬁ' (Note) E Extended Search (the Extended Search option) allows the user to enter search
criteria for both the product name and product number.

@ (Note) Search results may include different programs and options. Refer to the Product
Number (Program / Sub=-Area) column when identifying which product(s) to order.

6. Go to Step 11.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operafions > Order Processing > Order Management > Domestic Ordar Entry Ful Screen Options v
luummﬂ.innz Catalog | Entitlement [ Transaction in Process
I Welcome
Walcome to the ordsr entry screan
Quick Search

E Click hare to create an ardar and specify tha ship-to destination. Then choosze the ftems from tha catalog located on the left.

[¥] eended Search

I Product Catalog

[+lcsFo

E:}‘IC.EA;“; E Browse in the Product Catalog
7. In the Product Catalog pane, click [+] (the Plus icon) next to the appropriate program. In this

example, [+]ICSFP (the CSFP option) was selected to place a domestic requisition through the
Commodity Supplemental Food Program (CSFP),

Q (Note) To review the list of materials available for ordering, the user will drill down through the
product catalog beginning with the program. The user should only see programs with which their
RA is affiliated.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operafions > Order Proceesing > Order Management = Domestic Order Entry Ful Scraen || Options »
|y transactions  catalon | Entitlement [ Transaction in Process
I Welcome
Vfelcome to the order entry screen
Quick Scarch

E Click here to create an order and specify tha ship-to destination. Then choose the tems from tha catalog Iocated on the left.
I Product Catalog

[-jcsFp
Multi-Feod

[+]Direct Delivery E Browse in the Product Catalog
[+]TEFAP
[+]cacee
8. Click [+] (the Plus icon) next to the type of order. In this example, [+]Direct Delivery (the Direct

Delivery option) was selected.

@ (Note) Depending on the program selected, options may include:

+ Direct Delivery - An order that is sourced from a vendor and delivered directly to the
customer.

¢ Multi-Food - An order that is sourced from a National Warehouse and delivered to the
customer, Multi-food orders are processed differently than domestic requisitions; refer to
the Create Multi-Food Order RA work instruction for more detail.

¢ Processing Diversion - An order that is sourced from a vendor and delivered to a
processor before being received in final form by the customer. For example, flour may be
processed into bread.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operafions > Order Proceesing > Order Management = Domestic Order Entry Ful Scraen || Options »
Im_Imnsaﬂkms | Entitlement [ Transaction in Process
I Welcome
Vfelcome to the order entry screen
Quick Scarch

Saarch 1
- E Click here to create an order and specify tha ship-to destination. Then choose the ftems from tha catalog Iocated on the left.
[¥] extended Saarch

I Product Catalog

[-csFp

Multi-Feod
[-IDirect Delivery E Browse in the Product Cetalog

[+]Meat
[+]Poultey
[+]Dairy
[+]Cereal

[+]TEFAP

[+]CAcFP

9. Click [+] (the Plus icon) next to the appropriate commodity group available to the user. In this
example, [+]Mezt (the Meat option) was selected under Direct Delivery order type.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operafions > Order Processing > Order Management > Domestic Order Entry Full Screen || Options v
IMmmﬂhni Catalog | Entitlement [ Transaction in Process
I Welcome
Vislcome to the ordsr entry scrsan
Quick Search

E Click hara to create an ordar and specify tha ship-to destination. Then choose the items from tha catalog Iocated on the left.
[¥] Extended Search
I Product Catalog

[-lesFe
Mudti-Feod
[-]Direct Dalivary ]  arowsein the product Catalog
[-1Meat
EntiElamark
Honus
[+]Poultry
[+]pary
[+]Ceraal
[+]TEFAD
[+lcacsp

10. Select the option that corresponds to how entitlement budget is impacted. In this example,
Entitlement (the Entitlement option) was selected under the Meat option.
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Q (Note) Depending on the program selected, options may include:

« Entitlement - Ordering these products will decrease entitlement balance.
* Bonus - Ordering these products will not impact the customer's entitlement. FNS
may offer bonus commodities when there is a surplus.

Q (Note) After an option is selected, the screen displays a list of all products available for the
selected criteria. At the bottom of the list, the user may adjust the number of products to
display on a page.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operafions > Order Processing > Order Management > Domestic Ordar Entry Ful Screen || Options v
l!ﬂ.y_'[mnxsﬁnni Catalog | Entitlement [¥ Transaction in Process
A
l Entitlement
Quick Search

Overview Product
[¥] extended search

: Full-Track
Product Number Price Detieesy ok Dus S
== Quantity (Program { Sub- Name Rl Nolater Than o antity
- roa
Medti-Feod
[~]Di'¢t Dalivary v 100127 BEEF CAN-24/29 01/01/2019 - 12/20/2018 - 3
[-IMeat 3 B fser / entiiement oz 297.61USD | nprpgj2019 | c2/iofz01s | 1090090
Entitlamant -
= BEEE CHILL W/O : 5
o 3 100138 LHILL 01/01/2019 - | 12/20/2018 -
[ = 1 CAR-7a : 2 00,
[+]P¢uh’y Ccs M (CSFFP / Entitiemment) -t HUZH e 42,3650 03/15/201% 02/20/2019 900,000
[+]Daiy
[+]Ceraal
[+]TEFAD
[+lcacep

Products Per page A1V

1. Click (the Shopping Cart icon) next to a product to view its details, including available
delivery dates. Do not enter a value in the Quantity field from the list of products.
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Image: Domestic Order Entry Screen

Home Operations Admin Reparts Help

Order Processing
Operaione > Order Proceesing > Order Management = Domestic Order Entry Full Scraen || Options v
Iuﬂmnﬁnsﬁnni Catalog | Entitlement [ Tramsaction in Process
o Eetum tor Entitiement
I Product Detalls
Qi Seanch r Product Number: 100127
Namwe: BEEF CAN-24/24 OZ
[¥] extended ssarch Price: 297,61 USD
Full Truck Load Quantity:
{-lcsep 1000.000
Multi-Feod cs
[-Toireet Dalivary
[-]Maat
Entitlement
s [ oeiveryoote | OndersyDaie | ouamuy |
u — el
{+]Dary [01r15/2019 |[1272012018
[+]Cersal
e (0113172019 |[p1/10/2019 |
CACER
e [02115/2015 | 0172072019 ]
[0212812019 |[p211012019 |

Move to Cart

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

Field R/O/C Description
Delivery Date R ange of dates when materials/commodities may
delivered.
xample:
1/15/2019
Order by Date O ast date to submit orders for the corresponding

elivery Date.

xample:
12/20/2018

Quantity R Number of items.

[Example:
10

(Note) Enter the required quantity in this
field.

@ (Note) Delivery Date and Order By Date are pre-populated from the catalog and are not editable
in Domestic Order Entry.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Operafions > Order Processing > Ordar Management > Domestic Order Entry Ful Screen Options v

lumm Catalog | Entitlement D-ﬂr Transaction in Process
o Retum to: Entticment
I Product Details
Quick Search Product Number: 100127

[¥] eended Search

Name: BEEF CAN-24/28 07
Price: 257.61 USD

Full Truck Load Quantity:

[-lcsep 1000.000
Mudti-Feod cs
{-IDirect Dalivary
[-Meat
Entilement
e
Hm‘[;l‘:mﬂ (0171512019 |[127202018 10 |
[+eacsp [01r3172019 |[01/1072019 |
[0211512019 |[01/20/2018 |
022812019 |[02/10/2019 |

Move to Cart

13. Click Move to Cart (the Move to Cart button) to add the selected product quantities to the
shopping cart.

Q (Note) A summary at the top of the screen displays the number and total value of products
contained in the shopping cart.

14. Perform one of the following:
If Then

The user will add another product to the cart Go to Step 3.
The user is ready to review the cart Go to Step 15.
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Image: Domestic Order Entry Screen

Home Operations Admin Reparts Help

Order Processing
Operatione > Order Processing > Order Management > Domestic Order Entry Full Scraen || Options +
Iuy_‘[mn:ns:!inns Catalog | Entitlement ¥ view Cart: 1 Ttem(s) to the value of 2,976.12 USD
Tronsactionz I Order: In Process £

Sold-To: 4001181
Total Net Pricar 1,976.12 UsD

Search For Orders Your Referencer

Your Dascription:
Dafault Delivery Sattings For Itams

Deliver To: M=

To change the destination on multiple line items; 1) Choose a destination ahove, 2) Check the "Deliver-To Selection™
checkbox for those line items to be updated, 3) dlick "Update” (Tip: to update all line items, check the "Deliver-To
Selection™ checkbox from the table header row below to check all items).

To change the destinstion on individual line items; 1) Expand the line items display below for a line item, 2) Sclect the
new destination, 2) Click "Updata".

Status Open
Creation Date | Since Yasterday

D Typa Transacten
o)

B ek

Once you have selacted the update button and the line items that you selected have been updated, tha Deliver-to at the
header level will be blank.

Deliver-
To S Requested
E Item Sejection Product Quantity Unit Program A Description User Status Delivery
— Date
[#] 100 O |1w0127 |[10 CS | CSFP  Ertitement e N | Ready for Approval[V] 017152018 | g

rem [ moretocrdoe | conce | oo |

15. Click the View Cart link to review the order. In this example,

View Cart: 1 Item(s) to the value of 2,976.12 USD (the View Cart: 1 Item(s) to
the value of 2,976.12 USD link was selected.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operations > Order Processing > Order Management > Domestic Ordar Entry Full Screen || Options v
lldy_’[[nniiu:ﬁnni Catalog | Entitlement [ view Cart: 1 Item(s) to the value of 2,976.12 USD
Trancactions I Order: In Process ~

Sold-To: 3001181

Total Net Price: 2,976.12 UsD
Search For | Orders ~] Your Refaranca
Status Open Your Dasenpbion:
Creation Date  Since Yesterday Dafault Delivery Settings For Items
10 Typ= Transacticn Deliver Toz ~ &

n To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection™
dsednl)ox fw those line items to be updated, 3) Click "Update” (Tip: to update all line items, check the "Deliver To

" checkbox from the table header row below to check all items).
T duangn the dactination on individual lina iteme) 1) Expand tha lina fteme display balow for a lina itam, 2) Salect tha
now dactination, 3) Click “Updata".

B «uw

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the

header level will be blank.
Deliver-
To e Requested
[¥] stem gelection Product Quantity Umit Program 5 Dascription User Status Dalivary
| Date
= 100 O |101zz |10 cs CsFP | Entitement et o0 | Ready for Approval[v ] 011372015 |5y

update [ et [ orier
16. To maximize the view of the cart, click  (the Hide Transactions button) to hide the
Transactions pane.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operatons > Order Processing > Order Management > Domestic Orcer Entry Ful Screen || Options v

IMy Iransactions Catalog | Entitlement [ view Cart: 1 Item(s) to the value of 2,976.12 USD

I Order: In Process

Sold-To: 4001181

Total Net Price: 2,976.12 USD
Your Reference; ]

Your Dazcription: |

Dafault Delivery Settings For Itams

Deliver To: .1] |§l

To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection” checkbox for those line items to be updated, 3)
Click "Update" (Tip: to update all line items, check the "Deliver-To Selection” checkbox from the table header row below to check all items).

To change the destination on individual line itemz; 1) Expand the linc items display below for a line itemy, 2) Select the new destination, 3) Click "Update®.

Once you have selacted the update button and the line itams that you selected have been updatad, the Deliver-to at the header level will be blank.

Deliver-

= To : : Sub- 2 Requacted Dalivary Total Prica
Ill Item  Galoction Product Quantity Unit Program R Description User Status D Unit Price
[]
=] 100 [0 |100127 [10 cs CSFP Enttlement oot CANZ4/24 | Mol forAppreval [V] 12/31/2018 ey Uy |

[ £ move o order | Cancet | orier

17. As required, complete/review the following fields:
Field R/O/C Description

Your Reference: o} free text field that allows for further clarification of|

n entry by reference to other sources of
nformation.

[Example:
A000011807

A free text field describing the order or complaint
ssue.

Your Description: O

xample:
00471672

(Note) This field can be used to enter a
description of the order.

@ (Note) The order pre-populates with the Sold=To number. The Your Reference and Your
Description fields are an optional way for an RA to recognize their orders in WBSCM later.
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Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing

Operatons > Order Processing > Order Management > Damestic Order Entry Full Screen | Options v

I_My Transactions Catalog | Entitlement ¥ View Cart: 1 Item(s) to the value of 2,976.12 USD

I Order: In Process
Sold-To: 4001181

Total Net Price: 2.976.12 USD
Tour Reference: | AD0DOL 1207

Your Descripticn: | 3000471672

Default Delivery Setlings For Items

Deliver To: MR
To chnge th ion on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection” checkbox for those line items to be updated, 3)
Click "Upd:‘n" (Tip: to update all line items, check the "Deliver-To Sclection” chackbox from the table header row balow to chedk all itams,

).
To change the dactination on individual lina items; 1) Expand tha line itams dicplay balow for a lina item, 2) Selact tha news dectination, 2) Click “Updata”.

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver-
- To : )
: : Sub- : Raquasted Dalivery Total Dric
[¥] ttem selection Product Quantity Unit Program Fe Description Usar Status = e o
& 10 | 100127 |[10 cs csFp Entitiement S CAN2Y2Y | 2oy for Approval [ 12/31/2018 Ty A

B82€.70 USD

[ more i ovder | Gancel [ e

18. Click - (the Dropdown button
location. In this example

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help
Order Processing
1 Operaions > Order Proceesing > Order Management =~ Domesfic Order Entry Full Screen | Options ~
Iuﬂmmmﬂmni Catalog | Entitlement ¥ view Cart: 1 Ttem(s) to the value of 2,976.12 USD

I Order: In Process
Sold-To: 4001181

Total Net Prices 2,976.12 USD
Your Reference: |agooo11807 |

Your Dascripticn: |5000471272 ]
Dafault Delivary Sattings For Itams

To change the destination on multiple line tems; 1) Choose a destination above, 2) Check the "Deliver-To Selection” checkbox for thosa line items to be updated, 3)
Clhick "Update” (Tip: to update all Ime tams, check the "Deliver-To Selaction™ checkbox from the table header row below to check all items).
To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the new destination, 3) Click "Update”.

Once you have selected the update button and the line items that you sclected have been updated, the Deliver-to at the header level will be blank.

Deliver-
To
[¥] mem olection Product Quantity Unit Program e Description User Status RelmestedDeliery ¥otal Price
| DSe
[ 00 ] |1o0127 |[10 cs CSFP | Entitlement S50 CAN2Y2Y [y for Approvel [V | 12/31/2018 o atzalaliEn

[ mer i order | Gancel [ s
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19. Perform one of the following:

If Then

The selected Ship-To location should be applied to  Click [ (the Deliver-To Selection checkbox) in
all line items the header row.

The selected Ship-To location should be applied to Click [ (the Deliver-To Selection checkbox) for
one or more specific line items each line item to be updated.

ﬁ (Note) In this example, the Deliver=To Section checkbox in the header row was selected.

The user can click the IZI (the Arrow button) next to each item number to display, add, or
modify the Ship-To location at the line item level.

Image: Domestic Order Entry Screen

Home Operattons Admin Reports Help

Order Processing
Operations > Order Processing > Order Management » Domestic Order Endry Full Screen | Options ~

lMy Iransactions Catalog | Entitlement & view Cart: 1 Item(s) to the value of 2,976.12 USD

I Order: In Process

Sold-To: 4001181

Total Net Price: 2,376,12 UsD
Your Reference: ABDROAL20R |
Your Desaripticn: RNFTAGTZ |
Default Delivery

To change the destination on multiple line items; 1) Chouse a destination above, 2) Check the "Deliver-To Selection™ checkbox for those line items to be updated, 3)
Click "Update" (Tip: to update all line items, check the "Deliver-To Selection” checkbox from the toble header row below to check all items).
To change the ion on individual line itame; 1) Expand the lina items display below for 3 lina item, 2) Scloct tha new destination, 2) Click "Updata”.

Onca you have selacted the update button and the line items that you salected have been updated, the Deliver-to at the header level will ba blank.

Daliver
Sub- = Requested Delivery Total Price .
(]| mean | saiocsian || Product! | quantity | ‘Uit | Progesm . Description User Status » Yot Price i)
1]
[ 100 ¥ |100127 |10 ce CSFP  Entitlemant JET CANRA2 I nnay o apprenal [V ] 12/21/2018 R ot LA |
= 23

20. Click (the Update button) to apply the selected delivery location to the line item(s).
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Image: Domestic Order Entry Screen

Home Operations aamin Reports Help

Order Processing
Opcrafions > Order Processing = Order Management > Domestic Ordes Enfry Full Screen | Options ~
IMy Iransactions Catalog | Entitlement [ view Cart: 1 Item(s) to the value of 2,976.12 USD

I Order: In Process
Sold-To: 4001181

Total Met Price: ,375.12 USD

Your Refarenca: A00D011807 ]

Your Description: 3000471672

Default Delivery Settings For It=ms

e oL

To dlatg: the destination on multiple line items; 1) Choose & destination above, 2) Check the "Deliver-To Selection™ checkbox for those line items to be updated, 3)

Click "Update" (Tipi to update all line items, check the "Deliver-To Selection” checkbox from the table header row below to check all items).
To change the dactination on individual line itams; 1) Expand the lina #tams dizplay below for 2 lina itam, 2) Sclact the naw dectination, 2) et "Update™.

Once you have selacted the update button and the line items that you selectad have been updated, the Deliver-to at the header level will be blank.

Daliver-

1o = . Sub- = ested Deli Totel Pri
[*] mtem selection Product Quantity Unit Program et Description User Status Ry = ey Attt
4] D
® 100 & 100127 [0 cs cs  Eatilement poo M2t Ready for Approval [V ] 01/15/2019 e |
=3 3

21. Confirm that the User Status for line items that are ready to be sent to the SDA are set to Ready
for Approval.

Q (Note) Line items can be left in Draft status to allow the user to come back and edit the order
before submitting to the SDA. If the line items are not in the status of Ready for Approval, then
the SDA will not receive the request.

22. Perform any of the following:
If Then

The user wants to add more products to the cart 1. Click (the Add more

to order button).
2. Goto Step 4.

The user wants to adjust the quantity of the product 1.  Enter a new value in the Quantity field for
already in the cart the line item.
2. Click (the Update button).

3. Click m (the Order button) to submit
the domestic requisition,
4, Go to Step 23.

The user wants to remove one or more line 1. Click (the Check Box button)
items from the cart underneath the Trashcan column to select
the lines to be deleted.
2. Click (the Update button).

3. Click m (the Order button) to submit
the domestic requisition.
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If Then

4. Go to Step 23.
The user is ready to submit the domestic 1. Click IEZZ2 (the Order button) to submit
requisition the domestic requisition.

2. Goto Step 23.

Image: Domestic Order Entry Screen

Home Opernations Admin Reports Help
Order Processing
O > Order g > OrderM > Domestic Order Entry Full Screen  Options v
lux_tuuas!i\ms Catalog | Entitlement 4 view Cart: 1 Item(s) to the value of 2,976.12 USD

I Order: In Process

Sold-To: 4001181
Total Net Price: 2,976.12 USO

Your Referencer ADOY011807 Message from webpage X
Your Description: |S000471672
Default Delivery Settings For Ttems
Deliver Tot 0 Do you really want to send the order? ~ =

To change the destination on multiple line items; 1)
Click "Update™ (Tip: to update all line items, check the ™
destination

" checkbox for those line items to be updated, 3)
below to check all items).

To change the on individual line items; 1) the new destination, 3) Click "Update™.
cance
Once you have selected the update button and the line at the header level will be blank.
Deliver-
To e
E Item  Selection Product Quantity Unit Program “I Description User Status wnlu"" m:"" ¥
& 100 0 0022 [10 CS  CSPP  Enttlement SEEF ANV oy o approval V] 01/15/2019 Lol
[ovane |

23.

Click (the OK button) when the pop-up window displays to confirm.
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Image: Domestic Order Entry Screen
Home Operations admin Reports Help
Order Processing

Opcrafions > Order Processing = Order Management > Domestic Ordes Enfry

IMy Iransactions Catalog | Entitlement

[& Transaction in Process
I Confirmation of receipt

Full Screen | Options ~
Sold-To: 4001181
Orderi 1000253986 from 12/07/2018 11:54 Total Net Price: 2,376.12 USD
Your Refererce; ADDD0LLE07
Your Description: 5DDD471672
User Total Price
Ttem Tom Details QTY Unit Stat Unit Price
100127 ;: BEEF CAN-24/24 OZ
100 Delivery Point:
Ragquestad Delvery Data: 03/15/2019

10,000 Cs

Ready for $2,976.12 USD
Approval E26,70 USD / 10C LB

24, Click | Print | (the Print button) to print the order for the user's records as appropriate.

@ (Note) The domestic requisition order number is displayed at the top of the screen. The user will
need to know the order number to display or modify this order in the future.
Image: Domestic Order Entry Screen

Home

Operations Admin Reports Help
Order Processing
Op = OrderF > Order Mar > Domestic Order Entry Full Screen | Options +
Iw Catalog | Entitlement [¥! Transaction in Process
I Confirmation of receipt
Sold-To; 4001181
Orcer: 1000258986 from 12/07/2018 11:34 Total Nat Orice: 2,876.12 USD
Your Refaranca: ADDD011807
Yeur Dascription: S00DA71672
User Total Price
Ttem Item Details QTY Unit Status Unit Price
100127 : BEEF CAN-23/24 OF
% 3 Ready for $2,976.12 USD
100 Delivary Pointt 10.000 €S Appraval | 82673 USh / 100 L8
Reguestad Delvery Date: 03/15/2019

25, Click (the Close button) to close the transaction,

Thursday, January 25, 2024
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26.

Thursday, January 25, 2024

Catalog | Entitlement

I Confirmation of receipt

Sold-To: 4001181
Orcer:

Image: Domestic Order Entry Screen
Home Operations Admin Reports Help
Order Processing
Opcrafions > Order Processing = Order Management > Domestic Ordes Enfry
I My Transactions

[& Transaction in Process

Full Screen | Options ~

1000253986 from 12/07/2018 11:54
Your Refererce; AQDD0LLE07
Your Description: 5DDD471672

Ttem

100127 ;: BEEF CAN-24/24 OZ
100 Dslivery Point:

Requestad Delvery Dats: 03,/15/2019

The transaction is complete.

© WBSCM Training = Proprietary

Total Net Price:

2,376.12 USD
User Total Price
QY umit T Unit Price
Ready for $2,976.12 USD
DI o5 Approval 826,70 USD / 100 LB
=
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RESULT

An RA has successfully created a domestic requisition using Domestic Order Entry, including adding
items to the order as well as selecting Ship-To destination(s) and delivery date(s). As applicable,
quantities and items may have been updated before submitting the requisition, which the SDA/ITO will
later review and consolidate into sales order for USDA (FNS) approval.

Thursday, January 25, 2024 © WBSCM Training = Proprietary Page 17 of 17
2023-AMS-00030-F 000439



WBS ( M A Work Instruction
[ J Create Domestic Requisition SDA

Purpose

A domestic requisition is a request for items to be ordered by or on behalf of a customer organization,
including the specific material(s), quantities, delivery location(s), and delivery date(s). The purpose of this
transaction is for State Distributing Agencies (SDAs) and Indian Tribal Organizations (ITOs) to create a
domestic requisition in WBSCM for their own organization or on behalf of a Recipient Agency (RA). The
SDA/ITO will later consolidate these requisitions into full truckloads and submit the sales order to FNS for
approval.

Process Trigger
Perform this transaction to create a domestic requisition in WBSCM.
Prerequisites

. A catalog view must be assigned to the organization.
. Delivery periods must be assigned for the commodities.

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

. Select Operations tab @ Order Processing tab @ Order Management folder @ Domestic
Order Entry link to go to the Domestic Order Entry 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

* 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 @ Domestic Order Entry link.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operations > Order P ing > Order Manag > Domestic Order Eniry Full Screen | Opfions v
s llﬂx_T_Lmﬁs;ug.ni Catalog | Entitlement [ Transaction in Process
Catalog Maintenance - "4d I
Ordor Managsment
Consolidate Requisitions
- Domestic Order Entry | weicome
Full Truck Load and Transfo... — Welcome to the order entry screen
QuideSearch As an SDA/ITO you have the option of creating orders for your SDA/ITO
Redictribuie Order Quantities m organization or on behalf of individual RAs.
Retumed FNS Orders :
Shipment Raceipts M Erided Sch ] Select Continue to =nter an order for your SDA/ITQ organizetion
NW Dolivery Calendar e _Ll If you would like to enter an order on behalf of one of your RAs, enterjchaose their
. [+IFDRIR. Business Partner number/name here: Rl and then select
[+ITEFAR the Continue button above.
[+INeTP
[+1Caco
E:;SFSD l Product Catalog
[+1oa

] Browse in the Praduct Catalog

2. Click ..*_ (the Hide Navigator button) to hide the Portal menu. Note that this can be done with
any transaction in WBSCM.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operagons > Orrer Processing > Order Management > Domestic Ordar Entry Full Screen l);xbn%v
lMy Transactions Catalog | Entitlement @ Transaction in Process
I welcome
welcome to the order entry screen
QuickSearch| ______ | As an SDA/TTO you have the option of creating orders for your SDA/ITO
Search organization or on behalf of individual RAs.
[¥] extended search
[I =Select Continue to enter an order for your SDA/ITO organization
[+]csrp E 17 you would like to enter an order on behalf of one of your RAs, enter/choose their Business Partner
E:%.‘::ﬁ number/name here: B, and then selec: the Continue button above.
[+]usie
[+]cacep
[+]SFsP I Product Catalog
[+]uste
[+IDA i
E Erowse in the Product Catalog
3. Perform one of the following:
If Then
The user is ordering on behalf of an RA Go to Step 4.
The user is ordering for their own organization Go to Step 5.

@ (Note) In this example, a requisition was created for the SDA/ITO organization.

4. Enter the RA's BP number in the textbox or click 5 (the Binoculars icon) to search for the
organization.

@ (Note) If the textbox is not displayed, the RA may be selected from a dropdown list instead.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
5 Operagons > Orrer Processing > Order Management > Domestic Ordar Entry Full Screen l);xbn%v
lMy Transactions Catalog | Entitlement @ Transaction in Process

Praduct Catalog

I Welcome

welcome to the order entry screen

m— As an SDA/TTO you have the option of creating orders for your SDA/ITO
Search organization or on behalf of individual RAs.

Quick Search

[¥] extended search
[I Select Continue to enter an order for your SDA/ITO organization

[+]csrp E 17 you would like to enter an order on behalf of one of your RAs, enter/choose their Business Partner
E:%:.ED;RP number/name here: B, and then selec: the Continue button above.
ek
E:}:?L: I Product Catalog
[+IDA
E Erowse in the Product Catalog
5 ., Continue . . . . .
. Click (the Continue link) under the Welcome section, to begin entering the order.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
7 QOperaions > Order Processing > Ordes Management > Domestic Order Entry Full Screen Options ¥
l My Transactions Catalog | Entitlement [ view Cart: 0 Item(s) to the value of 0.00

Sold-To: 4000378

Total Nat Prica: 0.00 USD
Customer Number: 40005738
Subgect: 1X Dept. of Agrcuitere
Your Reference:
Quick Search Your Daseription:
Seardh Dafault Delivery Sattings For tams

- ] @
Extended Search

[+]csFP
[+IFDPIR
[+ITEFAR

[+nswe : Sub- = User Requested Total Price o
Feciten [¥] ttem Product Quantity Unit Program U0 Desciption uer S L %
[+]sFsp

[+NsLe
[+IoA

Your Basket is empty

Update Add more to order [l Cance |
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6. As required, complete/review the following fields:
Field R/O/C Description

Your Reference: O free text field that allows for further clarification of|
n entry by reference to other sources of
nformation.

[Example:
A000011807

Your Description: O A free text field describing the order or complaint
ssue.

xample:
000471672

(Note) This field can be used to enter a
description of the order or a State order
ID number.

@ (Note) The order pre-populates with the Sold-To Party Number and Customer Number. The

Your Reference and Your Description fields are an optional way for an SDA/ITO to recognize
orders in WBSCM later.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
QOpesaions > Order Processing > Order Management > Domestic Order Entry Full Screen || Options ¥
IMy Transactions Catalog | Entitlement [[@ view Cart: 0 Ttem(s) to the value of 0.00
Lorder: tn process
Sold-To: 4000378
Total Nat Prica: 0.00 USD
Customer liumber: 4000378
Subgect: . of
Your Referencei
Quick Search Your Daccription: 5000471672
m Dafault Dolivery Sattings For Itams
Detuer o O@ ] 7).
m Extended Search
[+]csFp
[+]FDPIR
[+]TEFAP
[+usw . Sub- o User Requested Total Price
[+ICACEP [] mem  Product Uit |Evogwes )cs Do Statuz  Dolivery Date Unit Drice
[+]sFsP
[+usLe
[+]loA
Your Baskat is empty
[ order |

7. Click (the Update button) to save any optional text entered in the header.

8. Perform one of the following:
If Then
The user needs to locate specific product by Go to Step 9.
keyword
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If Then
The user will browse the catalog for available Go to Step 12.
products
9. In the Product Catalog pane, enter at least part of the product name in Quick Search. In this

example, Beef was entered.

ﬁ' (Note) The [] extended search (Extended Search option) allows the user to enter search
criteria for both the product name and product number.

@ (Note) Search results may include different programs and options. Refer to the Product
Number (Program / Sub=-Area) columns when identifying which product(s) to order.

10. Click m (the Search button) to begin the search,
1. Go to Step 16.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Operasons > Order Processing > Order Management > Domestic Order Entry Full Screen || Options ¥

IMy Transactions Catalog | Entitlement [ View Cart: 0 Item(5s) to the value of 0.00
|Lorder: 1n process

Sold-To: 4000578

Total Net Price: 0.00 USD

Customer Number: 3000378

Subject: TX Degt. of Agriculture

Your Reference: [Aocco11207

Quick Search Your Deszription: [scc0s71672 |
Default Delivery Settings For Items
. &
[¥] extended search
[+]csrp
[+]FOPIR
K Imee b- quacted otal
[+usie I = B Sul S Usar Ro Total Price
[+]cacep =] mem  Pproduct Doat Brogea: (rss Status  Delivory Dato Unit Prica
[t+]sFsP
[+Inste
[+1loA
Your Basket is empty
[ odate | [Corct I oroer |

12. In the Product Catalog pane, click [+1 (the Plus icon) next to the appropriate program. In this

example, [+ICSFP (the CSFP option) was selected to place a domestic requisition through the
Commodity Supplemental Food Program (CSFP).

@ (Note) To review the list of materials available for ordering, the user will drill down through the

product catalog beginning with the program. The user will see only programs with which their
SDA, ITO, or RA is affiliated.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operafions > Order Processing >~ Order Management > Domestic Order Entry Ful Séraen Options v
l!ﬂ.y_Imms;!.inni Catalog | Entitlement [ view Cart: 0 Ttem(s) to the value of 0.00
I Order: In Process
Sold-To: 4000578 _
Totel Net Price: 0.00 USD
Customer Numberi 4000578
Subject: TX Degk. of Agricubture
Your Referancat [Aooo011807 ]
Quick Search Your Dascription: (3000871872 ]
| Saarch | Default Delivery
Delivar To: b v &
[¥] extended sesrch &
-lcsep
Mudti-Feod
[+]Direet Dalivary
[+]FDPIR T : = Sub- = Uzer Requasted Total Prica
[+]TERAD ] tem  product L 9" Araa Statuz  Delivery Date Unit Price
[+nsw
[+lcacsp
[+IsFep
[+InsLe
[+IDA
Your Basket is empty
| Update | | Add more to order | Gancel |

13. Click [+1 (the Plus icon) next to the type of order. In this example, [+]Direct Delivery (the Direct
Delivery option) was selected.

@ (Note) Depending on the program selected, options may include:

¢ Direct Delivery - An order that is sourced from a vendor and delivered directly to the
customer.

e Multi-Food - An order that is sourced from a National Warehouse and delivered to the
customer, Multi-food orders are processed differently than domestic requisitions; refer to
the Create Multi-Food Order SDA work instruction for more detail.

¢ Processing Diversion - An order that is sourced from a vendor and delivered to a
processor before being received in final form by the customer. For example, flour may be
processed into bread.
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Image: Domestic Order Entry Screen

Home Operations

Admin Reports Help

Order Processing
Operaions > Order Processing > Order Management > Domestic Order Entry Ful Screen Options v
anms;ﬁnn: Catalog | Entitlement [ view Cart: 0 Ttem(s) to the value of 0.00
l Order: In Process

[¥] extanded Sazren

[-lcsFp
Mutti-Food
[-10irect Delwary

[+1Meat
[+]0oultry
[+1Fish
[+]Vegetablas
[+]Beans
[+]Fnsts
(+]iuice
(+]Dairy
[+]6Grzins
[+]Ceraal
[+]Pacta/Rice
[+]Peanut/Sunficwar

[+]FDPIR

[+]TEFAP

[+insp

[+lcacep

[+]sFsp

[+]nste

[+]oA

Sold-To: 4000578

| Total Net Price: 0.00 USD
A CustomerNumbers 4000578
Subject: TX Dept. of Agriculture
Your Referanca: |~o00011807 ]
Your Deszription: [2cc0s71572 |
Default Delivery Settings For Items
o oL
T - S Sub- S Usar Raquasted Total Price 5
] Ttem Product Unit  Progr e Sl | i S i
Your Baskat is empty
Update | Add more to order [l Cancel Jf order |
v

14, Click [+1 (the Plus icon) next to the appropriate product group available to the user. In this
example, [+]Mezt (the Meat option) was selected under the Direct Delivery order type.

Image: Domestic Order Entry Screen

Home Operations

Admin Reports Help

Order Processing
Operafions > Order Processing > Order Management > Domestic Ordar Entry Ful Screen || Options v
IMmu:nﬂjnni Catalog | Entitlement [ view Cart: 0 Ttem(s) to the value of 0.00
l Order: In Process

[¥] extended Saarch

[-Joirect Delivary
[-1Meat
Entilament
Bonus

[+]0aulry
{+]Fich
[+]Vegetablas
[+]Beans
[+)Fritz
[+]iuice
(+]Dairy
[+]Grainz
[+]Ceraal
[+]Pacta/Rice
[+]Peanut/Sunficwer

Sold-To: 4000578

Totsl Net Price: 0.00 USD
A CustomerNumberi 4000578
Subject: TX Dept. of Agriculture
Your Refarenca: 000011807 ]
Your Descriprion: 000471672 |
Default Delivery Settings For Items
elver T 0@ | ~ =
2 Sub- Usar Requestad Total Price B
] mem product Hoit | Peoge Arca Status  Dalivary Date Unit Price 4
Your Basket is empty
Uit [ 74 more 10 order [l Conce |
v

15. Select the option that corresponds to how entitlement budget is impacted. In this example,
Entitlement (the Entitlement option) was selected under the Meat option.
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Q (Note) Depending on the program selected, options may include:

+ Entitlement - Ordering these products will decrease the customer's entitlement
balance.

e Bonus - Ordering these products will not impact the customer's entitlement. FNS
may offer bonus commodities when there is a surplus available.

Q (Note) After an option is selected, the screen displays a list of all products available for the
selected criteria. At the bottom of the list, the user may adjust the number of products to
display on a page.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operafions > Order Processing > Order Management > Domestic Order Entry Full Screen || Options «

l!ﬂx_'r_mnﬁnﬂ.inni Catalog | Entitlement [}d No items in the shopping basket

A

[] extended Saareh A
| Entitiement

[-1Meat Overview Product =

Entitlement . Full- Truck
Product Numk Pri Delrv':gy Order f?;"le Loed
£ .“ue"'lw“s Quantity (Dwg;:m { Sub- Name R Nolater Than  guantity
rea

[+]Fish

[+]Vegetablas =) 100127 BEFF CAN-24/70 01/01/2019 - | 12/202018 -

E: ::: s (CSFF / Entitienent) Qz 02/28/2019 02/10/2015

[+ ]uice BEEF CHILI WO ; 5

3 100138 e 01/01/2019 - 12/20/2018 -

i — = 1] -2 5 e

E: g"f" s = (CSEF £ Entitiement) oo ":‘:” 4[23  42.36USD | gar15p019 02/20/2019
rainz

[+]Cercal

[+]Pacta/Rice

[+]Peanut/Sunfiower

237.61 USD 1000.020

1000.000

v ] v
Products Per Page LUKZ

16. Click E (the Shopping Cart icon) next to a product to view its details, including available
delivery dates. Do not enter a value in the Quantity field.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Operafions > Order Processing > Order Management > Domestic Order Entry Ful Screen || Options v
I!ﬂ.ﬂmmgﬁm Catalog | Entitlement [ No items in the shopping basket
— o Retum to: Enttiement
[»] extended Saarch A

I Product Details

HCSF: e Product Number: 100127
[-1Direct Delivary Name: BEEF CAN-24/23 07
[-IWeat Price: 257,61 USD
Bonus Full Truck Load Quantity:
E" '901::“"1 1000,000
+Fi
[+ -V:gmbh: s
[+]Beans
(+)Fruts
[+]iuics
ey
{+]Careal 0171572019 |[127202018 ]
Sl [0173172019 | pH/10/2019 ]
St [02115/2019 | (0172012019 |
ik 0212812019 ||02/10r2019 |
[+]sFep
Et}giu’ @ Move to Cart

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

Field R/OIC Description
Delivery Date R Range of dates when materials/commodities may be
elivered.

Example:
01/15/2019

Order By Date R Last date to submit orders for the corresponding Delivery
Date.

[Example:
12/20/2018

Quantity R Number of items.

[Example:
10

@ (Note) Delivery Date and Order By Date are pre-populated from the catalog and are not editable
in Domestic Order Entry,
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Qperaions > Order Processing > Order Management > Domestic Order Entry Full Screen || Options ¥

l My Transactions Catalog | Entitlement [ No items in the shopping basket
— 4 Retumn to: Entitiement
[¥] extended Search (o]
| Product Details
[']C“:dﬁ‘m Product Number: 100127
[-IDirect Dalivary Nama: BEEF CAN-24/24 0Z
R e Price: 267.61 USD
Bonuz Full Truck Load Quantity:
[+]Poultry 1000.000
[+Fizh
[+]Vagatablaz cs
[+]Beans
[HFruts
[+]luica
[+1ooer
)it (0111572019 |[1212012018 10 |
D [01/31/2019 |[pir0/2018 ]
[+IFDPIR
Fperas [0211512019 |[01720/2019 |
[+usie 0212812019 |[02/1012019 |
[+CACFP
[+]sFsp
EI}:i"p Move to Cart

Click Move to Cart (the Move to Cart button) to add the selected product quantities to the
shopping cart.

18.

ﬁ (Note) A summary at the top of the screen displays the number and total value of products
contained in the shopping cart.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Operafions > Q-&ef Processing > Order Management > Domestic Ordar Entry FulSéfeen Options v

| ¥y Transactions  cataloa | Entitlement ¥ View Cart: 1 Ttem(s) to the value of 2,976.12 USD

Product Catalog ~

[¥] extanded Sasreh A
I Entitlement

[-IcsFP
Multi-Food
[-Joirect Delivary
[-1Meat

Overview Product

Entitiement

Bonus
[+]9aultry
[+]Fish
[+]Vegetablas
[+]Beans
(+)Fruts
[+]ivice
[(+]Dairy
[+]Grainz
[+]Cercal
[+]Pacta/Rice

[+Pesnut/Sunfiover

[+]FDPIR

[+ITEFAR

[+usie

[+]cacep

[+]sFsp

[+]usLe

[+IDA

Product Number
{Program / Sub-
Area)
l— @ 100127 BEEF CAN-24/24

cs

(CSFP ( Entitiement) Qz

— F CHILY WO
=4 100138
= =

P & NS CAN-2&/
(CSFP 1 <) | DEANS CAN-24/24

Quantity Name

237.61 USD

42.56 USD

v —
Products Per Page Alv]

Delivery
Period
01/01/2019 -

02/28/2019

01/01/2019 -
oz 03/15/2019

Order Due SR s

No Later Than

12/2ms- |
oz/10/2015 | 1000090
12/20/2018 -

02/20/2013 30900
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19. Click the View Cart link to review the order. In this example,
View Cart: 1 Item(s) to the value of 2,976.12 USD (the View Cart: 1 ltem(s) to
the value of 2,976.12 USD link) was selected.

20. Perform one of the following:

If Then
The user will add another product to the cart Go to Step 8.
The user is ready to review the cart Go to Step 21.

Image: Domestic Order Entry Screen

Home Operations Admin Raports Help

Order Processing
Operations > Order Processing > Order Management > Domestic Order Entry Full Screen | Opticas v
lm.!.mummm Catalog | Entitlement i view Cart: 1 Item(s) to the value of 2,976.12 USD
m I Order: In Process A
Scld-To: 400057
- - Total Net Price: 2,976.12 USO
Search For | Orders 2| Custormer Number: 4000578
Status Open ﬂ 1X Degt. of Agricukture
& By ~ Your Reference: |A000011007
= Your Description: [s000471672
Y ~
Crestion Date  Since Yesterday faul ' For I
1D Type Transaction ] R MR
-2 To change the destination oa multiple line a destination above, Z)Chodtl\' oolv.v-l‘osobdlon
m wmmwnmbhmnou Updah (npunupdmah line items, check
checkbox from the table header row below to check all items).

Selection™
To change the destination oa individual line items; 1) Expand the line items display below for a line item, 2) Select the
new destination, 3) Click "Update”.

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the
header level will be blank.

Deliver-

To Sub- Requested
[¥] Ttem Ceiection Product Quantity Unit Program 3 Deccription User Status Delivary
[ 100 [0 100127 [10 cs cs®  entitement S5 AN peady for Approval[V] 011372019

21.  To maximize the view of the cart, click  (the Hide Transactions button) to hide the
Transactions pane.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
Operations > Order Proccasing > Order Management = Domestic Order Entry Full Screen || Options ~
IMy Transaclions  Catalog | Entitlement [ view cart: 1 Ttem(s) to the value of 2,976.12 USD
I Order: In Process A
Sold-To: 4000578
Total Net Prices 2,976.12 USD
Customar Numbart 4000578
Subject:
Your Reference: |
Your Descripticn: |5000471672 |
Default Delivery Settings For Items
Deliver Tos ~ 5

To change the destination on multiple line items; 1) Choose 3 destination above, 2) Check the "Deliver-To Selection” checkbex for those line items to be updated,
2) Click “Updata" (Tip: to updata all lina items, chack the *Dalivar-To Salaction® chackboy from tha tabla header row below to chack all items).
To change the destination on individual line items; 1) Expand the line items display balow for 2 line item, 2) Select the new destination, 3) Click “Update™.

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver
To Sub- ivery Price
|l Item  Solaction Product Quantity Unit Program FEES Description User Status m'":::':"' Tl:::lm %
F] 100 ] 100127 [10 ] cs CSFP Entitlement (E;EZEF CAN:2%/24 Ready for Approval| v | 01/13/2019 826 712U§‘4[')612..l:!5?\ 1
it move o o I8 cancel | v

22. ropriate Ship-To

Click (the Dropdown button) in the Deliver To: field to select the a

ption) was selected.

@ (Note) The order pre-populates with the Sold=To and Customer Number. The Your Reference
and Your Description fields are an optional way for an SDA/ITO to recognize their orders in
WBSCM later.

23. Perform one of the following:

If Then

The selected Ship-To location should be applied to Click [_] (the Deliver=To Selection check box) in
all line items the header row.

The selected Ship-To location should be applied to Click [_| (the Deliver-To Selection check box) for
one or more specific line items each line item to be updated.

@ (Note) In this example, 1 (the Deliver-To Selection check box) in the header row was checked,
to apply the same Ship-To location to all line items.

The user can also click E] (the Arrow button) next to each item number to display, add, or
modify the selected Ship-To location at the line-item level.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operations > Order Processing > Order Management > Domestic Order Entry Ful Séfaen Options v
IMy_'[mnsm:ﬁnns Catalog | Entitlement [F view Cart: 1 Item(s) to the value of 2,976.12 USD

I Order: In Process ~
SOk ¥o: S0 Total Nat Prica: 287642 USD
Customer lumbar; 4000573
Subjact: TX Dapt. of Agricuitura
Your Reference: |A000011807
Your Daseripticn: (5000472672

Dafault Dalivary Sattings For Ttems

e (R o]

To change tha dectination on multipla line items; 1) Choosa 2 destination above, 2) o.xuu.- “Dalivar-To Salaction” chackbox for thosa lina itame te b updated,
3) Click "update” (Tip: to update all kne items, check the "Deliver-To Selection from the table header row below to check all items]
To change the destination on individual line items; 1) Expand the line items dlsdav below for a line item, 2) Select the new destination, 3) Click “update™.

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver
To Sub- Requested Deltvery Total Price -
= T
[¥] 1tem colaction Product Quantty unit program o0 Description User Status s Hetoelztils
v
= 100 ¥ 100127 |[10 cs CSFP | Entitlement BEEF CAN2424 | g Tor Approval ] 01/15/2019 297612 US04 1

626,70 USD / 100 LB
[ paee | v

24, Click (the Update button) to apply the selected delivery location to the line item(s).
Image: Domestic Order Entry Screen

Home Operattons Admin Reports Help

Order Processing
= Operations > Order Processing > Order Management » Domestic Order Eniry Full Screen | Options ~
IMy Iransactions Catalog | Entitlement ¥ View Cart: 1 Item(s) to the value of 2,976.12 USD
l Order: In Process A
Sold-To: 4000578
Total Net Prica: 2,976.12 UsSD

Customner Number; 4000578
Subject: TX Dept., of Aarcultice

Your Reference: MT—I

Your Dascripticn: [scacaziezz2 |

Dafault Delivery Settings For Items

Deliver To: ) I'§J

o change the destination on multiple Iine tems; 1) Choose a destination ahove, 2) Check the "Deliver-To Selection™ checkbox for thosa line items to be updated,
3) Click Undﬂe (Tip: to update all line items, check the "Deliver-To Selection" checkbox from the table header row below to check all items).
To change the destination on individual line items; 1) Expand the line items display belowr for a line item, 2) Select the new destination, 3) Click "Updat=".

Onca you hava zalacted the update button and the lina iteme that you solected have baen updated, the Deliverto at the haader level will ba blank.

Deliver-
o To .
[¥] mem olackon Product Quantity Umit Program U Description User Status mn““""‘"" catal Price %
| e £
BEEF %
= 100 | 100127 |[10 cs CsFP | Entitlement 250 CANZH2Y Ip g for Approval v oifis/zots 297612 us0| (|

826,70 USD/ 100 LB

Update [ orier
25. Confirm that the User Status for the lines ready to order are set to Ready for Approval.

Q (Note) Line items can be left in Draft status, which allows the user to come back and edit the
order before submitting to the SDA. If the line items are not in the status for Ready for Approval,

Thursday, January 25, 2024 © WBSCM Training = Proprietary Page 14 of 18
2023-AMS-00030-F 000453



' Work Instructi
WBS(M J C?:ea?; rIlZJ)cc;?rr;estic Requisition SDA

then the SDA will not receive the request.

26. Perform any of the following:
If
The user wants to add more products to the cart

Then
1.

2.

Click (the Add more

to order button).
Go to Step 8.

The user wants to adjust the quantity of product
already in the cart

Enter a new value in the Quantity field for
the line item.

Click (the Update button).
Click m (the Order button) to submit

the domestic requisition.
Go to Step 27.

The user wants to remove one or more line items
from the cart

Click [_] (the Check Box) underneath the
Trashcan column to select the line
items to be deleted

Click (the Update button) to save
the changes.

Click m (the Order button) to submit
the domestic requisition.
Go to Step 27.

The user is ready to submit the domestic
requisition

Click m (the Order button) to submit
the domestic requisition.
Go to Step 27.
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Image: Domestic Order Entry Screen

Home Operations Admin Reporls Help

Order Processing
Operaions > Order Processing > Order Management > Domasfic Order Eniry Full Screen | Options v
lellmnﬁn.cﬁnns Catalog | Entitlernent ¥ view Cart: 1 Item(s) to the value of 2,976.12 USD

I Order: In Process
Sold-To: 3000578

>

” Total Net Prica: 2,976,12 USD
Customer lumbar: 4000578 Meszage from webpage X

Subjact: TX Dept. of Agricultirs

Your Reference: |AO0W11837 |

Your Descriptica: 5000471672 0 Do you really want to send the ordar?

Dafault Delivery Scttings For ltams

Dalver Tor , &

To changa tha dactinstion on multiple lina itams) 1) Choocal lon" chackbox for thoza line itoms to be updated,

3) Click “Update™ (Tip: to update all line items, check the "€ “ Cancel row balow to check all items).

To change the destination on individual line items; 1) Expar. rt the new destination, 3) Click "Update™.

Once you have selacted the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver-
To Sub- Requested Delivery Total Price
B Item  Solection Product Quantity Unit Program [ Description User Status Date Uit Price
]
[ 100 [ 00127 |[10 cs CSFP | Entitlement :EZEF“"'Z"/Z‘ Readly for Approval v | 01/15/2019 8 702,_;236/'%";'5_; |

[updere | [ dd e o onir J corcet [ ovier S

27. Click (the OK button) when the pop-up window displays to confirm,
Image: Domestic Order Entry Screen

Home Operations Admin Reporls Help

Order Processing
Operaions > Order Processing > Order Management =~ Domeefic Order Eniry Full Screen | Opticna v
Luy_lmu:nﬂhnz Catalog | Entitlement 2 Transaction in Process

I Confirmation of receipt

Sold-To: 4000578

Order: 1000258387 from 12/12/2018 11:44 Tetal Mat Orice:

2,976.12 USD
Customer (Number):  TX Dapt. of Agriculbure (4000578)
Your Refarence: A000011807
Your Descripticn: 5000471672
User Total Price
tem Item Details Qry Unt  Siatus Unit Price

100127 : 0228 CAN-24/,
100 | Delivary Poik: e _ so00/cs | ey fer A
% o | 82€.70 USD /100 LB
Requested Delivery Detei 01/15/2019 Agprova!

28. Click m (the Print button) to print the order for the user's records as appropriate.

Q (Note) The domestic requisition order number is displayed at the top of the screen. The user will
need to know the order number to display or modify this order in the future.
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WBSCM |

Create Domestic Requisition SDA

Image: Domestic Order Entry Screen

Home Operations Admin

Reports Help
Order Processing

> Operaions > Order Processing = Order Management = Domestic Order Eniry

l My Transactions Catalog | Entitlement

& Transaction in Process

Full Screen | Options ~

I Confirmation of receipt

Sold-To: 4000578

Order: 1000258987 from 12/12/2018 11:44 Total Net Price: 2,976,12 USD

Customer (Number): T Dept. of Agriculture (4000378)

Your Reference: AO00011807

Your Descripbon: D000471572

Ttem Ttem Details QY  Unit s':::" Lﬁlm

100127 : BEEF CAN-24/24 OZ

O L e e | 000 65 el 2675 050 100 6
Raguested Delivery Data! s

29, Click E (the Close button) to close the transaction.

Image: Domestic Order Entry Screen

Home Operations Admin Reporis

Help
Order Processing
Operatons > Order Processing > Order Management > Domesfic Order Entry
l!{ly_T&nzqtj s Catalog | I

¥ Transaction in Process

Approval 826,70 USD /100 L8

Lo o |

Full Screen | Options v

I Confirmation of receipt

Sold-To: 4000578
Order: 1000258987 from 12/12/2018 11:44 Total Net Price: 2,976.12 USD
Customer (Number):  TX Dept. of Aariculture (4000578)
Your Reference; AODDO11807
Your Description: 5000471672
o Ttem Details av ue g TmbEs
100127 : 3EEF CAN-24/,
Ready for $2,576.12 USD
100 Delivary Ponk: 10,020 CS o 7100 |
Raquestad Delivery Data: 01132019 Appraval | 626 USDY 00 LA
[ e [ cioms
30.  The transaction is complete.
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RESULT

An SDA or ITO has successfully created a domestic requisition using Domestic Order Entry, including
adding items to the order as well as selecting Ship-To destination(s) and delivery date(s). As applicable,
quantities and items may have been updated before submitting the requisition, which the SDA/ITO will
later review and consolidate into a sales order for USDA (FNS) approval.
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Purpose

The purpose of this transaction is to create complaints on orders received by domestic customers.
Reasons may include damaged goods, damaged packaging, foreign materials found in products, over- or
under-delivery (shortfall), or quality issues. Complaints are created by State Distributing Agencies (SDAs)
and Indian Tribal Organizations (ITOs) and are then routed to the appropriate FNS party for

resolution. FNS Complaint Specialists can also create complaints on behalf of SDAs/ITOs.

Process Trigger

Use this transaction to create a complaint for a completed order that has been purchased and/or
receipted.

Prerequisites

. FNS Sales Order must exist in WBSCM.
. Customer has received or refused delivery for the FNS Sales Order.

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

. Select Operations tab @ Complaint Administration tab 2 Create/Display FNS
Complaints link to go to the Complaint/Display FNS Complaint 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 following Portal path: Operations tab & Complaint
Administration tab & Create/Display FNS Complaints link.

Image: Create/Display FNS Complaints Screen

Home Operations Acmin Help

Complaint Administration
Operations > Comglain{ Adminisirafion > Creale/Display FNS Complainis Full Screen | Options ~

“«
+ Create/Display FNS Complaints Irom lainiardor Saarch

Search

For Orders A I Complaints

19::2( Comestic 3rd Party To create 3 new complaint, search for the order or product you viould liks to
create the complaint for using the Order Search

Crested | By Myzelf o zearch for a complaint, use tha Complsint Search.

Pleaza entar one of tha two of
balow

Crestion
Date
10 Type | Crder Number
n
OR

Goods
Receipt
Date

Requested
Delivery
Date

1D Typa | Praduct Number 4

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

Image: Complaint/Order Search Screen

Home Operations Admin Help

Complaint Administration
Operations > Complant Administration > Create/Dicplay FNS Complaints Full Screen | Options v

| complaint/order Search

Search For  Orders v

A I Complaints

Order o
Domestic 2rd Pa
Type = To create a new complaint, search for the order or product you would like to

(v
Crestad By Mysalf 2 creste the complaint for uzing the Order Sea
— T saarch for 2 complaint, uss tha Complaint Search.

Pleaze enter ona of the two options
below

Creation
Date

o
1D Type Order Numbar v
D

Goods
Receipt
Date
Raquastad
Dalivery v

<]

Date
IDType  Product Number ¥~
7]
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3. Click [ | (the Down arrow) to show the Search For options.

Image: Create/Display FNS Complaints Screen

Home Operations Aomin Help

Complaint Administration
Operafions > Comglainf Adminizirafion > Creaie/Dispiay FNS Complainia Full Screen | Opfions ~
I Complaint/Order Search
Search For S "
5 ~ I Complaints
= Domestic 3rd Party [V
Type mestic 3rd Party __[+7] To craste 3 nev complsint, zaarch for the order or product you would like to
Created | By MyseF ] creata tha complaint for using tha Ordar Search

To search for a comglaint, use the Complaint Search,

Please enter one of the two options
balow

Creation

Date [>]
IDType  Order Numbar v]
™

OR
Goods
Receipt ~]
Date
Requested
Delivery [~]
Date
D Type | Product Numbar |2

D

4. Select EEZE5M (the Orders option) to search for an order for the complaint.

Q (Note) The default for this field is Orders. Each FNS Complaint must reference an FNS
Sales Order (or Multi-food Order).

Q (Note) Complaints is used to search for and display an existing complaint. SDA/ITO users
may only edit existing complaints that were saved as drafts and not yet submitted. Refer to
the Display FNS Complaint work instruction for additional information.
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Image: Complaint/Order Search Screen

Home Operations Admin Help

Complaint Administration
Opcrafions > Complaint Administration > Create/Display FNS Complaints Full Screen | Options ~

lCumglalnl /Order Search

Transactions

create the complaint for using the Order Search
To z=arch for = complsint, us= the Complaint Search.

Search For  Orders [v] <
A I Complaints
Order Domestic 3rd Party vl
Type — To create 3 new complaint, s2arch for the order or product you would lie to
v

Crestad By Mysalf

Please enter one of the two options
balows

Creation
Date

D Typa Order Numbar

[<] [

D

Gaods
Racelpt
Date
Raquastad
Dalivary
Date
IDType  Product Number M o

[ [

[

D

5. Click | (the Down arrow) to show the Order Type options.
Image: Create/Display FNS Complaints Screen

Home Operations Acmin Help

Complaint Administration
Operations > Comglaini Administrafion > Creale/Display FNS Comgplainis Full Scieen | Opfions ~

I Complaint/Order Search

Fi roers [v
Search o O :I A l Complaints
Drdex Domestic 3rd Pa
Type To craate 3 new conplzint, search for the order or product you would like to
Crosted By Ve T create the complaint for using the Order Search

To saarch for a complaint, uze the Complaint Search.

Ploace anter ona of the two optionc
below

Creation ro
Date [¥]
IDType | Orcer Number I~]
i)

OR
Goods .
Receipt ~]
Date
Requested —
Delivery ~]
Date
IDType | Product Numbar > v

D

6. Select the appropriate Order Type. In this example, (the Domestic 3rd Party
option) is selected.

9 (Note) Complaints can be created for Domestic 3rd Party order line items in Purchased or Order
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Received status; complaints can be created for Multi-food orders in any status other than

Cancelled.
Image: Complaint/Order Search Screen

Home Operations Admin Help

Complaint Administration
Ogperaions > Complaint Administration > Create/Display FNS Complaints

l Complaint/Order Search

Transactions

Full Screen | Options ~

Search For  Orders l =
A~ I Complaints
Order Domestic 3rd Party [v
Type — To creata 3 naw complaint, ssarch for the order or product you would i to
v

create the complaint for using the Order Search

Creatad By Mysalf
To s2arch for o complsint, us= the Complaint Search,

Please cnter one of the two options
balow

Creation
Date

D Typa Order Numbar
D

v
vl

Goods
Racelpt
Date
Raquastad
Daiivary
Date
IDTyoe  Product Number ~ v

e}

(<]

] [

7. Click | (the Down arrow) to show the Created options.

Image: Create/Display FNS Complaints Screen

Home Operations Aomin Help

Complaint Administration
Operafions > Complaini Admini2iraion > Creaie/Display FNS Complainia

| comolaint/order search

Full Screen | Opfions

Search For  Orders ~
~ Icumolam!s

<| [<]

Ordar

Type me, To create & new compleint, search for the order or product you would like to
coeaed DY AL BLmnes: B2 creata tha complaint for uzing tha Ordar Search
By Specific Business Partner To search for a comglaint, use the Complsint Search.
Please enter one of the two options
balows
Creation T
Date [~]
IDType | Order Numbar V]
o
OR
Goods
Receipt I~
Dste
Requested
Delivery ~]
Date
IDType | Product Number M v

D

8. Select the appropriate option in the Created field. In this example, (the By Myself
option), which displays sales orders created by the user's organization, is selected.
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@ (Note) The options available under the Created drop-down list depend on the user's organization.
SDA/ITO Complaint Specialists can access only the following option:
o By Myself is used to display only complaints created by the user's organization.
FNS Complaint Specialists also have the following options:

By All Business Partners is used to display all orders created by all business partners.
* By Specific Business Partner may be used to select for orders for a specific
organization when the business partner is known. Enter the number in the text field after

selecting this option.
Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration
Operatons > Compiant Administration > Creale;l}lsplay FNS Caompiaints Full Screen (Jpﬂcm v

I Complaint/Order Search

Search For  Orders

~ I Complaints

%”::' Domactic 3rd Party

Creatad By Mysaif

[<] [<] [¢

To creste 2 new complaint, s=arch for the order or product you viould lik= to
creata the complint for uzing the Ordar Saarch

To s=arch for 2 complaint, us= the Complaint Search,

Please antar ona of the twa options
below

Creation ol
Date [ Bl
IDType  Order Numbar [v]
D
OR
Goods
Raceipt Lv]
Date
Raquestad
Delivery tvl
Date
IDType  Product Number ). W
0
9. There are different methods to search for a sales order including: Creation Date, ID Type, ID,

Goods Receipt Date, Requested Delivery Date. In this example, click the ID field to search by
order number.

10.  Perform one of the following:

If Then
Sales Order number is known Go to Step 11.
Goods Receipt Date is known 1.  Click .™_ (the Down button) in the Goods

Receipt Date field.

2.  Click Specific Date (the Specific Date
option) in the Goods Receipt Date field.

3. Enter the date the Sales Order was
received.
Enter the Product ID number in the ID field.

Click ﬂ (the Go button) to execute the
search.
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If

Then
6.

Go to Step 13.

Requested Delivery Date is known

Click |¥_(the Down button) in the
Requested Delivery Date field.

Click Specific Date (the Specific Date
option) in the Requested Delivery Date
field.

Enter the date the Sales Order was
requested to be delivered.

Enter the Product ID number in the ID field.

Click E (the Go button) to execute the
search.
Go to Step 13.

Image: Create/Display FNS Complaints Screen

Home Operations

Complaint Administration

Admin

Help

Operatons > Complant Administiation > Create/Display FNS Compiaints

I Complaint/Order Search

Full Sereen | Options ¥

Search For Orders

Order
Type

Created By Myself

Domestic 3rd Farty

o1

o

~ I Complaints

v

To saarch for 2 complaint, use the Complaint Search.

Please enter one of the two options
below

Creation
Date

IDType  Ordar Numbar

v

Goods
Receipt
Date
Raquastad
Dalivary
Date

IDType  Product Number

jiv}

1. As required, complete/review the following fields:
Description

Field

v

v

R/O/C

To ceata 3 naw complaint, zaarch far the arder or product yau weuld liss ta
creata tha complaint for using the Ordar Search

[D

C

umber associated with the Sales Order, Multi-
ood Order, or Complaint,

xample:

(Note) If the Search For field is set to
Orders then a complaint number will
not return any results.
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WBSCM |

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration
Operatons > Complant Administration = CreateiDisplay FNS Compiaints

I Complaint/Order Search

Full Sereen | Options ¥

Mysclf
Erested By Myodl ~ IComDIainb

To creata 3 naw complaint, zaarch for the order or product you would lika to
creata the complaint for using the Ordar Ssarch

To search for & complaint, use the Complaint Search.

Pleaze enter one of the two options
balow

Crestion
Date

IDTypa  Order Mumbar
o

OR

[< [¢

Goods

Receipt v

Date

Requestad -
Delivery vl
Date

ID Type Produzt Number (vl

D

12, Click ﬂ (the Go button) to execute the search.
Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration
Opeorafions > Complaint Administration > Create/Display FNS Complaints

| comntaint/order Search

Transactions

Full Screen | Options ~

Creation

Date A I Complaints

_( |(\

T Order Numier
b S To creata 3 new complaint. search for the order or product you would lie to
0 creste the compleint for using the Order S=arch

To zsarch for 2 complsint, usa tha Complaint Search.

Goods =
Receipt <]
Date

Requestzd

Delivery

Date

IDTyps  Product Number

D

[«

[<]

1 Document Found

Status

5 Your
Trancaction R etk
vDalte
R
11/09/2018 v

13. In the Transactions panel, select the Transaction number (Sales Order number) for the

complaint. In this example, the

link) is selected.

@ (Note) Any errors will appear in a red box at the bottom of the screen.
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Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Compiaint Administration
Operafione > Complant Administration > Create/Display FNS Complaints Full Scraen | Options v
I Complaint/Order Search
Iﬂ_ﬂ)m 11/09/2018 09:00 <
Creation - Ordar Numbar:
Date £ x Your Deszription:
1D Typ= Order Numbser (vl Default Delivery Settings for items

Shipping Conditions:  standard
Recuested Delivery o
Dabsi 11/0s/2018

Goods

Raceipt 4] Additional Order Data
Date

Request=d .
Dalivery v Your Message To Us:

Date
IDTyps  Product Number (v

0] E Ttem Product Quantity Description

| co | [ | 100 110946 S00.000 CS MILK 1% FRESH CTR-4/128 FL OZ-Baza LB

e

A/ Document: Fojnd Raquasted Dalivery Data: 12/15/2018

Status Follow-on Document: Order 1000314882 / 100
Trancaction  YOUF
Retforence
vDale
Complated
| v v
==

14. Click  (the Hide Navigator arrow) to minimize the search panel.
Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Compiaint Administration
Operafione > Complant Administration > Create/Display FNS Complaints Full Scraen | Options v

Complaint/Order Search

()rder_frnm 11/09/2018 09:00

Order Number:

Your Description:

Dafault Delivery Scttings for Ttems
Shipping Conditions:  standzrd

Requested Delvery
Date:

11/0%/2018

Additional Order Data

Your Massage To Us:

[¥] 1tam Droduct Quantity Description
[ ® 1o 110945 300.000 CS| MILK 1% FRESH CTR-4/123 FL OZ-Baze LB

Fp—

Requested Delivery Dates 12/15/2013

Fellaw-on Documant: Order _

[ Cloce | T P C—"——y v

15. Select [ (the Item checkbox) to the left of the commodity in the Additional Order Data section.

@ (Note) Each complaint must reference only one line item. If a sales order has multiple line items,
and a complaint is required for more than one of them, a separate complaint for each line item
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must be created. Repeat this transaction as many times as needed.
Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Compiaint Administration
Operafions > Complaint Administration > Create/Display FNS Complaints
Complaint/Order Search

()rder_from 11 /ug)?(ilﬂ 09:00

Full Scraan | Options ~

Order Number:
Your Description:
Dafault Delivery Scttings for Ttams

Dalivery Addrazz: [
Shipping Conditions:  standard

Requestad Deltvery 11/09/2018
Date:

Additional Order Data

Your Massage To Li:

[¥] 1tem Product Quantity Description
M = 10 11094 0D.000 €S | MILK 1% FRESH CTR4/128 FL 02-Base LB

Delivery Addrass:

Requested Delivery Dates 12/15/2018

Fellow-on Docummant: Crder_

Teancior Droduct to New Complaint v

16. Click (the Transfer Product to New Complaint button) to

enter complaint details.
Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration
Operations > Compiant Administration > CreateiDisplay FNS Campiaints

I Complaint/Order Search

Full Screen | Options v

l Complaint: In Process A
—— ) )]
Subject: X Depk. of Agriculture
Order Numbsr: _
Your Description: |
Incident Date: [ Jtwoorvwn B
Date Raciiert Agency Recaived Commadity: | (Mn/oD v ]
The Complainant is the person filirg the complant.
Complainant Name: [5DA Complaint Specialist ]
Complainant Talar
Complainant Phona:
Complainant Fax:
Complainant Emeil: |whsom_fl2@sre.com |
If someone other than the Complainark is the contact for thiz complaint, please entar the Contact informaticn belor.
Contact Name:
Contack Organization: |
Phone: |
Emrail: ]
Addiional Remarks
Stroat Addresz of
Remaining Product: v

17. Click ¥ (the Down arrow) on the vertical scrollbar to scroll through the page and complete the

appropriate fields.
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@ (Note) The Customer Number, Subject, and Order Number fields are pre-populated based on
information from the Sales Order (or Multi-food order).

The Complainant contact information is pre-populated based on information in the User Profile.
To update the profile, refer to the Maintain User Profile work instruction for additional information.

If creating the complaint on behalf of another party, enter the individual's contact information in
the appropriate fields.

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration

Operatons > Complant Administration > CreateiDisplay FNS Compiaints Full Screen | Options v
l Complaint/Order Search
I Complaint: In Process A
P [(0)(4) ]
Subject: X Depk._of Agriculture
Ordes [ —

Your Description:
Incident Data:

(MM/DD/ VYY)

Date Recipiert Agency Fecsived Commadity: | (nyonsvvve) 5]

The Complainant is the person fling the complsint.

Complainant Name:
Complainant Trle:
Comgpleinant Phone:
Complainant Faxi
Complainant Email:

[SDA Complaint Spacialist ]

s ]

1f someone other than the Complainant is the contact for this complaint, please enter the Contact informaticn belon.

Contact Nama:
Contact Organzation:
Phone:

Email:

Additional Ramarks

Street Addreas of
Remaining Product:

|

|
[
[

L 1

]

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

Field R/O/C Description

Your Description: 0 IA free text field describing the order or complaint issue.
Example:
Quality Issues - Milk 1%

|Incident Date: 0 The date when the incident was first identified.
[Example:
11/10/2018

Date Recipient Agency [O Date when the customer received the commaodity.

Received Commodity:
[Example:
11/09/2018
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Field R/O/C Description
Additional Remarks 0 Additional comments about the complaint that are visible
only to FNS.
Example:
ur agency has been contacted by two separate food
ervice directors who have expressed dissatisfaction
with the 1% Milk. Complaints included odor and expired
milk.
Street Address of 0 The street address where remaining product is located.
Remaining Product:
[Example:
123 Cleveland Ave Dallas, TX 78219
Quantity Affected R The amount of the product that was affected by the
reason listed in the complaint,
[Example:
120
Quantity Remaining R [The amount of non-affected product in the order that is
lstill in possession. The quantity that has not been
consumed, donated, or destroyed yet, and that was not
affected by the issue.
[Example:
780

Image: Create/Display FNS Complaints Screen

Home Operations Admin

Compiaint Administration

Help

Operaions > Complaint Administration > Create/Display FNS Complaints Full Screen | Optiona v
Lﬂuumlnin_u_ar_dﬂ&:nﬂ_h
Complainant Email: [whsem_f2 @sra.com ]
~
If scrmeone other than the Complainant is the contact for this complaint, please enter the Contact information belors.
Contack Nama: |
Contac: Organzation: I |
Phone: |
Emreil: [ |
g ez Our agency has been contacted by tvic separate focd service directors who have expressed dissetisfaction with the 1% A
Addtional Remarks. | g1 & molaints induded odar and axpired milk. v
Street Address of 123 develand Ave Dallas, TX 78219
Remaining Product:
Ttam  Product Ordarod Q #: 2 Prog Unit Description
1000 110945 <00.000 =[120 ] *[790 | csEp €S | MILK 19 FRESH CTR-4/128 FL OZ-Basa LB
You may attach any digital pictures or support documents of the affected
product by dicking the "Attach"” button. Please retain the object until the
complaint is resolved or you have been contacted by USDA to dispose of the
product. If USDA requires the foreign object, the complainant will be contacted
with mailing instructions.
v
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19.

20.
21,

22.

Click m (the Attach button) to attach any supporting documents, such as photographs,
inspection reports, lab results, or miscellaneous documentation.

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Compiaint Administration

Cperations >~ Complaint Administration > Creata/Display FNS Complainte Full Scraen | Cptions v

I Complaint/Order Search Welcome to Complaints Application

I Complaint: Tn Process -> Fileupload

Chocse a file to upload. File size can not be greater than 10 MB.

MNote: File pame can not be move than 35 characters

Choose File | No file chosen

Click lM' (the Choose File button) to search the computer for a file to upload.
Locate and select the appropriate file to attach. In this example, the Photos of Tainted
Commodities.pptx file was selected.

Image: Create/Display FNS Complaints Screen

Home Operations. Admin Help

Complaint Administration
Full Scieen | Cpticns v

Ogerations > Complaint Administration = Creale/Display FNS Complaints

IﬁnmnlnintLQtdeLSgnﬂ:h Welcome to Complaints Application

I Complaint: In Process -> Filcupload

Choose a file to upload. File size can not be greater than 10 MB.

Note: File name can not be more than 35 characters
Choose File | Photos of Ta... odities ppix

Click m (the Attach button) to attach the file. To add additional attachments, repeat steps
19 -22.
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Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration
Operatons > Complant Administration > CreateDisplay FNS Complaints

I Complaint/Order Search

Full Screen | Options v

Complainant Email; |whsam_fulz@sra.com |

If zomeone other than the Complainant is the contact for thiz complzint, plezze enter the Contact informaticn below.

Contact Neme:
Contact Organization: |
Phones |

Email: |

=

Additional Remarks Ous aoe;\ncg':as baan contactad by two separate food service directors who have exprassed dissatisfaction vath the 1% c

Milk. Co ints induded odor and expired milk,

Strest Address of
Remaining Product:

Tt=m Product Ordered il ity Aff:
1000 110346 500,000 *[120 *|780 CSFP

You may attach any digital pictures or support documents of the affected
product by dicking the "Attach” button. Please retain the object until the
complaint is resolved or you have heen contacted by USDA to dispose of the
product. If USDA requires the foreign object, the complainant will be contacted
with mailing instructions.

Unit Description
€S | MILK 1% FRESH CTR-4/128 FLOZ-Base LB

23. Click (the Continue button) to enter complaint details.

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Compiaint Administration
Operaions > Complaint Administration > Create/Display FNS Complaints

' Compleint/Order Search

| complaint: 1n process

Full Screen | Options ~

Please select all that apply from one or more of the problem categories described below:

Quality
of
Product:
| Taste/Qder L.} Appearance/Color Defects
| Mald L Excess liquid by volume {canned products)
! Other
Haterial
in
Product:
J Bones [ MetalfMachines Parts O Stems, Leaves, ctc.
! Insects/Insect parts [ Glass L) Plastic/Rubber
! Rock
* 1i & foraign material in procuct has baen identified. then vou must input the oijact’s dimension
Object Di
) Other
|
Packaging
Condition:
[ Cens dented beyond use ) Corrosion in cans | Bulging cans
L Leaking (ans ! Bags tear/pin holes Not properly sealed
[ possible evidence of tampering Exposure to contaminant
|| otner

24, Select the appropriate options that correspond to concerns regarding the Quality of the

Product. In this example, the Taste/Odor option is selected.
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ﬁ (Note) Some options will prompt the user to complete the Food Safety Survey when submitting
the complaint.

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration
Operatons > Complant Administration > CreateiDisplay FNS Complaints Full Screen | Options v

I Complaint/Order Secarch

I Complaint: In Process

Please select all that apply from one or more of the problem categories described below:

Quality
of
Product:
Tacta/Odor | Appearance/Color Defects
L Meld | Excass liquid by velume (cannaé products)
[ Other
[
Haterial
in
Product:
J Bones O Metal/Machines Parts L] Stems, Leaves, etc.
| Insects/Insact parts [ Glass [ Plastc/Rubber
Rack
* 1§ 3 foraign matenal in product has baan identiied. then you must iaput the soject’s dimension
Object Cimansion
) Other
|
Packaging
Condition:
| Cens dented beyond use Corrosion in cans L] Bulging cans
L) Leaking cens | Bags tearjpin holes L ot properly sealed
[7] possible evidence of tampering Exposure to contaminant
L otner

25. Select the appropriate options that correspond to concerns regarding Foreign Material in the
Product. In this example, no foreign materials are included in this product; therefore, no options
are selected.

ﬁ (Note) If any foreign materials are identified, the user will be prompted to complete the Food
Safety Survey when submitting the complaint.
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Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Compiaint Administration
Operafions > Complaint Administration > Create/Display FNS Complaints Full Screen | Options ~
I Complaint/Order Search

| complaint: 1n process
Please select all that apply from one or more of the problem categories described below:

Quality
of
Product:
Tacta/Odor | Appearance/Color Defects
[ Meld | Excess liquid by volume {canned products)
LJ other
|
Forcign
Haterial
in
Product:
! Bones [ Metol/Machines Parts ! Stems, Leaves, ctc.
! Insects/insect parts Glass L) Plastic/Rubber
! Rock
* 1f 3 foraign matenial in roduct has baan identified. then you must input the obact’s dimension
Object Ci |
| other
|
Packaging
Condition:
[ Cens dented beyond use ! Corrosion in cans ) Bulging cans
Leaking cans Bags tearjpin holes [ reot properly sealed
(] Possible evidence of tampering Exposure to contaminant
|| Other

26. Select the appropriate options that correspond to concerns regarding Packaging Conditions. In
this example, no options are selected.

ﬁ (Note) The following options will prompt the user to complete the Food Safety Survey when
submitting the complaint:

Leaking cans

Bulging cans

Possible evidence of tampering
Exposure to contaminant
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Create FNS Complaint

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Compiaint Administration
Ogperafions > Complaint Administration > CNMmDieplayktls Complaiﬁ(s

| comolaint/order search
Cooking or
Preparation
Issue:
) wrong color when cookad ) product dees not perform well [7) Excess breading
[0 undercooked
) other
Commodity
caused:
[ Altergic Reaction OJ Hiness [ njury
[ Other
Pallet
Issue:
) Poor quality pallets at delivery (] Pallets lacking sufficient shrink wrap to secure load
U other
Delivery
Issue:
L Carrier no appointment Driver performance
L) other
Demage
Issue:

[} pamages found dering unload process
L) other

[ Padiity damages from camrier trucktrailer

Full Scraan | Optxma .

27. Select the appropriate options that correspond to concerns regarding Cooking or Preparation
issues. In this example, the Product does not perform well option is selected

Image: Create/Display FNS Complaints Screen

Home Operations ~ Admin Help

Compiaint Administration
Operafions > Complaint Administration > Create/Dieplay FNS Complaints

l Complaint/Order Search

Cooking or
Preparation
Issue:
() wrong color when cooked Product dees not perform well [ Excess braading
[ undercooked
[ other
Commaodity
caused:
[ Allergic ==acton Hinass [ 1mury
[ other
Pallet
Issue:
L Poor quality paliets at delivery [T Pailets lacking sufficient shrink wirap to secure load
| othar
Issue:
L) carrier no appointment Driver performance
) other
Damage
Issue:

) Damages found during unload process
() other

|| Facity damages from camier truck/trailer

Full Scroen | Options ~
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28. Select the appropriate options that correspond to concerns regarding Commodity caused if the
commodity caused injury, iliness, allergic reactions, or other health impacts. In this example, the

lliness option is selected.

@ (Note) If any of the commodity-caused health issues are selected, the user will be prompted to
complete the Food Safety Survey before submitting.

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Compiaint Administration
Operaions > Complaint Administration > Create/Display FNS Complaints Full Screen | Options ~

I Complaint/Order Search

Cooking or
Preparation
Issue:
() wrong color when cooked Product dees not perform well L] Excess breading
[ undercooked
(] other
Commodity
caused:
[ Aliergic zeaction Flnass [ 1nury
[ ather
Pallet
Issue:

L Poor quality paliets at delivery | Pallets lacking sufficient shrink wrap to secure load

L other

Issue:
L) Camier no appomtment Driver performance

[ other

Damage
Issue:
|} Damages found during unload process Faciity damages from camier truck/trailer

() other

29. Select the appropriate options that correspond to concerns regarding Pallet Issue if the
commodity issue was caused by pallet quality or was insufficiently secured. In this example, no

options are selected.
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Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Adminisiration
Operatons > Complant Administration > Create/Display FNS Complaints Full Screen Opticns v

I Complaint/Order Search

Cooking or
Preparation
Issue:
(] Wrong color when cooked Product does not perform well [ Excess breading
[} undercooked
) other
Commodity
caused:
L Allesgic Reaction Hlness L Injury
[ _other
Pallet
Issue:
| Poor quality paflets at delivery I Pallets lacking sufficent shrink virap to secure load
[L Other
Delivery
Issue:
LJ carrier no appointment Driver performance
) other
Damage
Issue:
[_) Damages found during unload process |) Faciity damages from camier truck/trailer
[ other

30. Select the appropriate options that correspond to concerns regarding Delivery Issue if the
commodity issue was caused by carrier or driver performance. In this example, no options are
selected.
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Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Compiaint Administration
Operaions > Complaint Adminictration > Create/Display FNS Complaints

| Complaint/Order Scarch
wue
Damage
Issve:
O Damages found during unload process = Faality damages from carrier truck/trasler
L) Other
Leak
Issue:

) Faulty packaging/cans leaking even though nct damaged
| Other

Full Scraen | Options ~

Lood
Issue: Infestations/Pest Gocds net delivered ot proper temperature () Majerity of load shifted
L) Qther
Do you feel thic complant raises a food cafety concen?
Yez @ No
1f this compleint is for information and trend analysis only, please chedk here: |
Ttis not always possible to replace product, but if you wish to request replacement, please check here: |

31. Select the appropriate options that correspond to concerns regarding Damage Issue if the
commodity issue was caused by damage found during unloading or damaged by facility during

unloading. In this example, no options are selected.
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Image: Create/Display FNS Complaints Screen

Home Operations Admin Help
Complaint Administration
Operafions > Complaint Administiation > CreateDisplay FNS Gomplaints

l Complaint/Order Search

ouie

Full Screen | Options ¥

Damage
Issue:
[} Demages found during unload process | Fadiity demages from carrier truck/trailer
LI other
Leak
Issuc:
Faulty packeging/cans leaking even though not dameged
Other
\
Refused
Load
ssue: [ Infestations/Pest [ Gocds net delivered ot proper temperature L] Majority of load shifted
L Other
Do you feel this complaint raises a food safety concern?
Yes @ No
1f this complaint is for information and trend analysis only, please check here: [
Tt is not always possible to replace product, but if you wish to request replacement, please check here:

| Seve [ Continen |

32. Select the appropriate options that correspond to concerns regarding Leak Issues if the
commodity issue was caused by leaking. In this example, no options are selected.

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Compiaint Administration
Operaions > Complaint Administration > Create/Display FNS Complaints

I Complaint/Order Search
Sy
Damage
Issue:
[T} Damages found during unload process [ Fadiity damages from carrier truck/trailer
L) Other
Leak
Issue:
) Faulty packaging/cans leaking even though not damaged
| Other
Refused
Load
Issue: Infestabons/Pest Gocods net delivered at proper tempersture () Majerity of load shifted
L) Qther

Full Scraen | Options ~

Do you feel thic complant rases a food cafety concemn?
Yez @ No

1f this compleint is for information and trend analysis only, please chedk here: |

1Uis not always possible to replace product, but if you wish to request replacement, please check here:
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33. Select the appropriate options that correspond to concerns regarding Refused Load Issue if the
commodity issue was caused by pest damage, temperatures issues, or load shifting. In this
example, no options are selected.

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration

Operaions > Complaint Administration > Create/Display FNS Complaints Full Screen | Options ~

I Complaint/Order Search
Damage
Issue:
) Damages found during unload process [ Fadiity damages from camier truck/trailer
L] Other
Leak
Issue:

) Faulty packaging/cans leaking even though nct damaged
Other

Refused
Load
Issue: Infestations/Pest Goods net delivered ot proper temperature LJ Majerity of load shifted
L Qther

Do you feel this complant rasses a food safety concern?
() Yes @ No

1f this complaint is for information and trend analysis only, please chedk here: |

It is not always possible to replace product, but if you wish to request replacement, please chedk here:

34. Select the appropriate response to Do you feel the complaint raises a food safety concern?

In this example, O Yes (the Yes radio button) is selected.

Q (Note) If Yes is selected, the user will be prompted to complete the Food Safety Survey before
submitting.
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Image: Create/Display FNS Complaints Screen

Home ’omum‘ Admin Help

Compiaint Administration
Op > C int Adminigtration > Create/Display FNS Complaints Full Scraen | Optiona v |
| complaint/order search
o 5
Damage
Issve:
] Damages found during unload process O Fadlity damages from carrier truck/trafler
[ other
Leak
Tssue: .
- Faulty packaging/cans leaking even though nct damaged
) Other
Refused
Load
ISSUET [ nfestations/Pest ) Goods ot delivered at proper tempersture [ Magority of load shifted
[ other
Do you feel thic complamt raises a food cafety concern?
® Yez (O No
1f this compleint is for information and trend analysis only, please chedk here: |
Ttis not always possible to replace product, but if you wish to request replacement, please check here: |

35. Respond to the final questions on the survey, as needed. In this example, the second question is
selected.

Image: Create/Display FNS Complaints Screen

Home ’m‘ Admin Help

Complaint Administration

Operaions > Complaint Administration > Create/Display FNS Complaints Full Scrsen | Options ~ |
Damage
Issue:
0O Damages found dunng unload process O Fadlity damages from camer truck)/tradler
L other
Leak
Issuc; oo
| Baukty packaging/cans leaking even though not damaged
) Other
Refused
Load
TSSUS [ nfesatonsipest () Goods not delivered st proper temperarure () ragity of load shifted
[ otner
Do you feel this complaint raises a food safety concern?
® Yes O No
1f this complaint is for information and trend analysis only, please check here: [
1t 15 not always possible to replace product, but if you wish to request replacement, please check here:
= | suve [ Coutinue |
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36. Click K (the Continue button) to continue.
37. Perform one of the following:
If

Then
Responses indicate a food safety concern

The Continue button will open the Food
Safety Survey form. Go to Step 38.

The Continue button will submit the complaint to
USDA. Go to Step 54.

Responses do not indicate a food safety concern

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration

Operations > Complant Administration > Create/Display FNS Compiaints

Full Screen | Options v
l Complaint/Order Search

I Complaint: In Process -> Food Safety

Submit Complaint - Food Safety

Please enter any information that may apply to your complaint and select Submit.
Select Back to return to the Submit Complaint - Froblem Dascription screen. Select Save to save tha complaint as work in prograss.

You are submitting a complaint for Sales Order

110946 MILK 1% FRESH CTR-4/128 FL 0Z-Base LB
Brand Name: |
Lot Number:

Establishment Number:

“ Do you hava the original packaging? () ves () No

If the suspected commodity caused illness or injury, please enter any/all information that applies

Number of people reporting illness: :]

Reported
Symptoms: v
[T \tamitinn M1 MhAline 71 Cravear Mamnas 101 4
38.  Asrequired, complete/review the following fields:

Field R/O/C Description

Brand Name: 0 [The name of the manufacturing company for the product.
[Example:
America's Best Dairy

| ot Number O

The batch in which the product has been manufactured
or processed.

|[Example:
2557, 2528, 2524

Establishment Number [O

Number that is automatically assigned to the customer.

|Example:
23114559
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Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration
g Operafions > Complaint Administration = CreateiDisplay FNS Complaints

Full Screen | Options ~
I Complaint/Order Search

I Complaint: In Process -> Food Safety

Submit Complaint - Food Safety

Please enter any infermation that may apply te your complaint and select Submit.
Select Back to return to the Submit Complaint - Problem Description screen. Select Save to save the complaint as work in progress.

You are submitting a complaint for Salas Order

Salec Order Number Product 1D Product Dascription
110946

MILK 1% FRESH CTR-4/128 FL O7-Base LB
Brand Name: [America's Best Dairy

Lot Number: 2557, 2528, 2524

Establishment Number: 23114559

= Do you hava the original packaging? O Yes O No

If the suspected commodity caused iliness or injury, please anter any/all information that applies
Number of people reporting illness:

Reported
Symptoms:

v
[T Aamitina M rnlina 71 Cavar fhamn 101 4\

39. Select the appropriate response to Do you have the original packaging? In this example,
J No (the No radio button) is selected.

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help
Compiaint Administration
Operafions > Complaint Administration > Create/Display FNS Complaints

Full Scraan | Options v
l_cnmp.himmr_dﬂ&m

I Complaint: In Process -> Food Safety

Submit Complaint - Food Safety

Please enter any information that may apply te your complaint and select Submit.
Salect Back to return to the Submit Complaint - Problem Description screen. Select Save to save the complaint as work in progress.

You are submitting a complaint for Sales Order

Sales Order Number Product ID Product Dascription
110946

MILK 1% FRESH CTR-4/128 FL OZ-Base LB
Brand Name: |America’s Best Dairy

Lot Number: 2557, 2528, 2624

Establishment Number: 23114559

“ Do you have the original packaging? O ves ® No

If the suspected commodity caused iliness or injury, please entar any/all information that applies
Number of people reporting illness: :]

Reported
Symptoms: v
] Mamitinn M alina 7] Crmene Mamns- 101 4
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40.  As required, complete/review the following fields:

Field R/O/C Description
umber of people 0 he number of people who reported feeling ill after
eporting illness: handling or consuming the product.
Example:
1

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Compiaint Administration
Ogperaione > Complaint Administiation > Create/Display FNS Caomplaints Full Screen | Options v
Lcnnnﬂnim&r_dﬂm
If the suspected commodity caused illness or injury, please enter any/all information that applies S
Number of people reporting illness: |:]
Reported
Symptoms:
[ ] vomiting [] choking [ ] Fever (temp>101.4)
[] Headache [[] pleeding-sputum ] Numbness
[ mausea [ Laceration [ oifficuity breathing
[ Dizzy/fainting L] Bleeding-vomit L] musde pain
[ piarrhea [T Broken tooth [ Rash
["] abdominal pain 1 8leeding stool [T Musde weakness
] other
When was the onset of symptoms:  -Select- [¥]

Did this person seek medical assistance? ' Yes O No
Did the Health Department investigate? ) Yes O No
Was lab tests ordered? ) Yes (O No

If yes, please identify the type of lab test(s)?
Lab v
Tests:

41. Select as many options as needed to indicate all Reported Symptoms. In this example, the
Nausea and Abdominal pain options are selected.
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Image: Create/Display FNS Complaints Screen

Home Operations Admin Help
Complaint Administration

Operasons > Complant Administration > CreateiDisplay FNS Compiaints Full Screen | Options v

l Complaint/Order Search

If the suspected commodity caused iliness or injury, please enter any/all information that applies A

Number of people reporting illness: |1

Reported
Symptoms:

[ vomiting [ choking [ Fever temp=101.4)
[J Headache [ 8leeding-sputum ] numbness
[V nausea [] Laceration || pifficuity breathing
[[] Dizzy/fainting [[] Bleeding-vomit [] Musde pain
[ pizrrhea [T 8roken tooth [ rash
(v abdominal pain [] Bleeding stool [] musde weakness
[D Other

When was the onset of symptoms: | -Select- [v]

Did this person seek medical assistance?  Yes (U No
Did the Health Department investigate? ) Yes ) No
Was lab tests ordered? ) Yes ) No

If yes, please identify the type of lab test(s)?

Lab v
Tests:

42, Click ll (the Down arrow) in the When was the onset of symptoms: field to select the
appropriate response from the list.

43, Select the appropriate response from the list. For this example, Immediate (the Immediate
option) is selected.

44, Select the appropriate response to Did this person seek medical assistance? In this example,
O Yes (the Yes radio button) is selected.

45, Select the appropriate response to Did the Health Department investigate? In this example,
O Yes (the Yes radio button) is selected.

46. Perform one of the following:
If Then
Yes is selected There are additional questions in the survey. Go to

Step 47.

No is selected Go to Step 49,
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Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Compiaint Administration
Operafione > Complant Administration > Create/Display FNS Complaints Full Screen | Optiona v
men!ninu_Qmmnn.h
If the suspected commodity caused illness or injury, please enter any/all information that applies A
Number of people reporting illness: D
Reported
Symptoms:
[ ] vomiting [] choking [ ] Fever (temp>101.4)
[[] Headache [C] sleeding-sputum [l Numbness
Nausea [ Laceration [ oifficuity breathing
[ Dizzy/fainting [ Bleeding-vomit L] musde pan
[ piarrhea [ Broken tooth [ Rash
[V abdominal pain ["] Rleeding stool [7] Musde weakness
[D Other
When was the onset of symptoms:  Immediate v

Did this person seek medical assistance? © Yes O No

Did the Health Department investigate? ® Yes O No
Department Contact: |

Health Department Phone: |
Was lab tests ordered> O Yes O No v
T vimr alanca idandif Ham binm af lah dardl -\

47. As required, complete/review the following fields:
Field R/O/C Description

Department Contact: 0 Name of the person who is serving as the point of
ntact at the Health Department.

Example:
Harrietta Browridge

Health Department O Phone number for the Health Department.
Phone:

Example:
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Image: Create/Display FNS Complaints Screen

Home Operations Admin Help
Complaint Administration

Operaions > Complant Administration > CreateiDisplay FNS Compiaints Full Screen | Options v

l Complaint/Order Search

If the suspected commodity caused iliness or injury, please enter any/all information that applies A

Number of people reporting illness: D

Reported

Symptoms:

[ vomiting [ choking [ Fever (temp>101.4)
[] Headache [ sleeding-sputum ] numbness
[V nausea [] Laceration ["] pifficuity breathing
[[] Dizzy/fainting [[] Bleeding-vomit [] Musde pain
[ pirrhea [ 8roken tooth [ rash
|| abdominal pain [ Bieeding stool [ ] musde weakness
[D Other

When was the onset of symptoms: Immediate [¥]

Did this person seek medical assistance? ® Yes () No
Did the Health Department investigate? ® Yes O No

Department Contact: |Hadena Brownrid
Health Department Phone: [
Was lab tests ordered? O Yes O No v

TEvinr nlanca idantific Hhn funa af Inh tackl~\2

48. Select the appropriate response to Was lab tests ordered? In this example, ) No (the No
radio button) is selected.

Q (Note) If Yes is selected, provide information about the type of lab test(s) and results in the
remaining survey questions.

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration
Operafions > Complaint Administration = CreateiDisplay FNS Complaints Full Screen | Options ~

I Complaint/Order Search

Did this person seek medical assistance? ® yes O No A
Did the Health Department investigate? ® yes () nNe
Department Contact: Harietta Brownridge
Health Department Phone:|
Was lab tests ordered? ©) Yes @ No
If yes, please identify the type of lab test(s)?

Lab
Tests:
[T Blood [ urine O Feces
[ other
|
Did test(s) identify the cause? _ Yes O No
If yes, please explain:
[Maximum character=: 180)
You have {180 characters left.
[0t | =
v
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49, [T Submit (the Submit button) to submit the complaint to USDA.

Q (Note) If m (the Save button) is clicked, the complaint will be assigned a complaint number
and will be saved as a draft. The complaint may be displayed and/or modified at a later time, but

it will not be submitted to USDA until (the Continue button) is clicked.
Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration

Dperal = Complaint Administrat = Creale/Display FNS Complainis Full Screen | Options ~

| comptaint/order search

Did this person seek medical assistance? ® Yes (J No

Did the Health Department investigate? @ Yp= Mo
Department Contact: Harietta Brownridge Meszage from webpage x
Health Department Phone: ‘
Was lab tests ordered? (' Yes @ No 0 o 3
. ~ Are you sure you want to submit this complaint?
If yes, please identify the type of lab test(s)?
Lab

Tests:
[ Bloed Cancel

[ other
I

Did test(s) identify the cause? () Yes () No
If yes, please explain:

[Maximum characters: 130)
You hava 180 characters loft.

50. Click (the OK button),

Q (Note) This assigns a complaint number and submits it to USDA for processing. The complaint
can no longer be modified by the SDA/ITO.
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Image: Create/Display FNS Complaint Screen

Home Operations Admin Help

Compiaint Administration
Operaions > Complaint Adminictration > Create/Display FNS Complaints Full Scraen | Options v

I Complaint: Completed

Submit Complaint - Confirm
Your complaint number 5001953 has been submitted. FNS will start processing the complaint.

Note: Once the complaint has been submitted, it can not be modified by the customer. However if you require additional changes to the complaint, you
may contact FNS personnel to add the details on your behalf.

If your commadity contains foreign material, please retain the object
until the complaint is resolved. You may attach a high resaolution
picture of the object to this complaint.

=0

51. Click m (the Print button) to print the confirmation page, as needed.

ﬁ (Note) Review the confirmation message and record the complaint number for reference; this
number will be needed to locate the complaint at a later time.

Image: Create/Display FNS Complaint Screen

Home Operations Admin Help

Complaint Administration
Operaions > Complaint Administration > Create/Display FNS Complaints Full Screen | Options ~

lmmnlammr_dgr_m

I Complaint: Completed

Submit Complaint - Confirm
Your complaint number 5001953 has been submitted. FNS will start processing the complaint.

Note: Once the complaint has been submitted, it can not be modified by the customer. However if you require additional changes to the complaint, you
may contact FNS personnel to add the details en your behalf.

If your commadity contains foreign material, please retain the cbject
until the complaint is resolved. You may attach a high resolution
picture of the object to this complaint.

52, Click (the Close button) to close the screen,
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53. The transaction is complete.
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RESULT

A complaint about a received (or rejected) commodity has been entered, including the Food Safety
Survey if applicable. The complaint may have been saved in draft status (for further review and editing) or
submitted to FNS for review.
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Purpose

The purpose of this document is for a Recipient Agency to create a multi-food order. Multi-food orders are
sourced from a warehouse; a multi-food order is not the same as a domestic requisition and is not
consolidated. When navigating through the catalog, all available multi-food products are displayed after
clicking on the multi-food link. Currently multi-food is available only to CSFP and FDPIR programs. Multi-
food delivery calendars are set by the National Warehouse Admin. The available delivery dates and Ship-
To locations are displayed when creating a multi-food order.

Process Trigger
Use this transaction to create a multi-food order.
Prerequisites

¢ A catalog view must be assigned to the organization.
¢ Delivery dates must be assigned to Sold-To and Ship-To locations.

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

o Select Operations tab @ Order Processing tab @ Order Management folder to go to the
Domestic Order Entry link

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 Portal Basic Navigation course for 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 @ Order
Management folder & Domestic Order Entry link.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operations > Order Processing > Order Management > Domestic Order Entry Full Screen || Opfions v
Order Management
I&VM Catalog | pntitlement [ Transaction in Process

« Domestic Order Enry

Stipment Receils

NW Delivery Calendar

l Welcome

Walcome to the order entry screan
Quick Saarch

m (] Click hora t5 craats an ardar and spacify tha ship-to dactinstion. Than choasa tha ibams from Hha
catalog located on the left.

m Extondsd Search
I Product Catalog

[+1CSFR

[+INETD
[+iCaceP —’| Browss in the Product Cakabog
[+INELD
[+ITM_TE
[+ITM_NS

2. Click + (the Hide Navigator button) to hide the Portal menu. Note that this can be done with
any transaction in WBSCM.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operaions > Order Processing > Order Management > Domestic Order Entry Ful Scraen || Options v
| My Transactions  Cataloa | Entitlement [¥ Transaction in Process
I Welcome
Welcome to the order entry screen
Quick Search

m——

[¥] extended saarch

E Click here to create an order and specify the ship-to destination. Then choose the items from the catalog located on the left,

I Product Catalog

[+]csre

[+]nse IL

Eqﬁ;ﬁ? Browse in the Product Cstalog
¥

[+I™M_TE

[+ITM_NS
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3. Click here (the here link) under the Welcome section to begin entering the order.
Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing

Operafions > Order Prccessing >~ Order Management > Domestic Order Entry Full Scroen || Options ~

Iuy_[mg_-,gm;m_g Catalog | Entitlement [# view cart: 0 Ttem(s) to the value of 0.00
I order: In Process
Sold:To: 4001121 Tokal Net Prices 0.00 USD
Your Refersnces | ADooo11207
Your Dascription: [ Mudti-Food Ordar
i g Defaalt Dalivary Sotti v
e m ‘ Delivar To: v &
ILl Extended Search
[+)csFR b ed otal Pri
e B ttem  product Quentity Unit Progm [0 Desciption g RS (PRITTe
[+]nsLe
[+I™_TE
[+IT™M_NS
Your Basket is empty
[ Update | [ Cancel [ Order |
4. As required, complete/review the following fields:
Field R/O/C Description
Your Reference: O free text field which allows for further clarification
f an entry by reference to other sources of
nformation.
xample:
000011807
Your Description: O free text field describing the order or complaint

uIti-food' Order

(Note) This field can be used to enter a
description of the order or an external
order ID number,

@ (Note) The order pre-populates with the Sold-To Party Number (customer number). The Your

Reference and Your Description fields are an optional way for an RA to recognize orders in
WBSCM later.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Opcrations > Order Proceasing > Order Management > Domestic Order Entry

IMy Transaclions  Catalog | Entitlement [ view cart: 0 Ttem(s) to the value of 0.00

Ful Screen || Options ~

Product Catalog | order: ta Process

Sold-To: 4001181

Your Reference; AD00011807
Your Dezcription: Muti-focd Order

QuickSearch . | - very Sattings For Itams
ui Dafault Deli Satti
m % I—

[t]csrp
E:{gﬁg“p [#] 1tem Product ity Unit Prog st Ip
[+]NsLP
[+Im_TE
[+ITNS

Your Basket is empty

Total Nat Price: ©.00 USD

~ME

Requested Total Price

Delivary Date Unit Price

dd more o order [ Concst [ orie |

5. Click ./ (the Dropdown Arrow button) to change the Deliver To: location.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operafions > Order Processing > Order Management = Domestic Order Entry

IMy Transactions Catalog | Entitlement [E view cart: 0 1tem(s) to the value of 0.00

Ful Screen || Options

Product Catalog I Order: In Process

Sold-To: 4001181

Your Reference: AU00D011807
Your Description: Mditi-focd Order
Default Delivery Setti

E Deliver Toi
[*] extended seart

[+icsee

Quick Search

%’}gf‘::“:p [¥] tem Product Quantity Umit Program :‘:e"; Description
[+ustp
[+IT_TE
[+I™M_NS

Your Basket is empty

was selected.

Total Net Price: 0.00 USD

=
Requested Total Price
Delivery Date Unit Price

[ more o order I Conce f o |
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Image: Domestic Order Entry Screen

Home | Operations = Admin Reports Help

Order Processing
Opcrations > Order Proceasing > Order Management > Domestic Order Entry Full Screen || Options «

IMy Transactions Catalog | Entitlement [ view cart: 0 Ttem(s) to the value of 0.00

I Order: In Process
Sold-To: 4001181

Total Net Price: €.00 USD

Your Reference: AD00011507
Yeur Dezcriptions Mt focd Order

Quick Scarch _— Dafault Delivery Settings For Itams

[¥] estended saarch

[+]csre

+]NSIP S 5 Sub- 5 Uzer Requested Total Price ar
E+}o\crp [] mem  product Linits | Wroo Area D Statuz  Dolivary Date Unit Price g
[+INSLP
[+ TE
[+ITM NS

Your Basket is empty

| Add more t0 order il Cancel [ Order |

7. Click ( the Update button) to save the Deliver To: destination and any optional text
entered in the header.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Opcrations > Order Proceasing > Order Management > Domestic Order Entry Full Screen || Options «

IMy Transactions  Catalog | Entitlement [ view cart: 0 Ttem(s) to the value of 0.00

[Lorder: ra process
Sold-To: 1001181

Total Nat Price: ©.00 USD

Your Reference; 000011507
Yeour Dezcription: Mutifocd Order

QuickSearch | Dafault Delivery Sattings For Itams -
Deliver To: ¥ 8

[¥] estonded Saarech

Eicarp Sub u: sted Total Price B
E:}gﬁ; (] mem  Product A HoiE 9 Aras  Descripth Statuz D:I?::ylhh Unit Price g
[+]nsLe
[+ITM_TE
[+IT™M_NS
Your Basket is empty
Updete [ Cancel | Order |
8. In the Product Catalog, click t«: (the Plus icon) next to the appropriate program. In this example,

'+icsre  (the CSFP option) was selected.
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Q (Note) To review the list of materials available for ordering, the user will drill down through the

product catalog beginning with the program. The user will see only programs with which their RA
is affiliated. Multi-food orders are available only to the CSFP and FDPIR programs.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Opesations > Order Processing > Order Management > Domestic Order Entry Full Screen || Options ¥

I My Transactions Catalog | Entitlement & view cart: 0 Item(s) to the value of 0.00

AT [Lorder: in erocess

Sold-To: 4001181

Total Net Price: ©.00 USD
Your Reference: ADODDLLB0T
Your Description: Muiti-focd Order
ok ehcrch Defoult Delivery Setlings For Items
ey Deliver To: F
[®] extended search
[-Jcsep
Multi-Feod Sub- User Requested Total Price
[+1Direct Dalivary E Item Product Quantity Unit Program Area Desciption oo o Delivery Date Unit Brice
[+]uSie
(+]cacFp
[+]usw
[(+I™_Te
[+I™M_NS
Your Basket is empty

id more to order [l Concet [l orie |

9. Click Multi-Food (the Multi-Food link) after selecting the desired program. In this example,
Multi-Food (the Multi-Food option) under CSFP was selected.
Q (Note) After selecting the Multi-Food link, all the available products will display on the right-hand
side of the screen.
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Home Operations

Order Processing

Admin

Reporls

Image: Domestic Order Entry Screen

Help

Operafions > Order Processing > Order Management = Domestic Order Entry Full Screen || Options ~
|1y sransactions  catalon | Entitlement [ No items in the shopping basket
b ket &
~
| Multi-Food
Quick Search
Overviev Product Avzilable Qty
[¥] extended search
Product Numbar Price 2
Quantity (Program / Sub- Mama Whouse i
-lcsEp Area) Replenishments
Multi-Food
+]0irect Daliva Ko 100893 APPLE JUICE FLST -
[+]£JS]lD % s (CSFP/ Multi-Food) BTL-5/64 FLOZ 233usD: | 26A2 23
[+]CAcsR
= 100207 280
E:}:"ngawrs 0O = = (CSFR Mb-Food) | APPLESAUCE CAN-24/300  13.45 USD o 2240
EEEINMES = 100210 AFRICOT HALVES CAN-
= = (CSFP/ Mulb-Food) 24/300 L26usD | €704 o
- 100280 BEANS GREAT NORTHERN
= = (CSFF / Muiti-Food) DRY DKG-12/2 LB AL LSAE 0 i
100306 BEANS GREEN CAN-24/300
= = {CoFPg Mlt-Food] 2.00USD | 16506 0
M 100285 BEANS LIGHT RED KIDNEY
- (CSFF/ Miti-Food) DRY PKG-12/2 LB g || o " v
T v

Products Per Page Al Y| ESTESYTE s

Click [ (the Check Box icon) next to the line item for the required product to add it to the cart.
In this example, the line item for product number 100893 was selected.

10.

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help
Order Processing
Operations > Order Processing > Order Management > Domestic Order Entry Full Screen || Options ¥
lMy Iransactions Catalog | Entitlement [ No items in the shopping basket
A
A
| Multi-Food
Quick Search
Search
Ovarview Product Available Qty
[¥] extended sesicn
(P'vdnd la-b: Price o Pending
8 MNa -
_— Quantity le{ ul me ouse  poolomichments
Mu
-+ IDirect Deli — 5 100882 ADDLE JUICE ELST S
EHSIS]“’I i v cs i po— BTL-8/64 FLOZ 2B00 | 2662 1025
[+]cacsp
100207 : 5
Ei}:l:L:_E = = {CorP t-Food) | APPLESAUCE CAN-24/300  13.45USD [ 3240
IS M 100210 APRICOT HALVES CAN-
U = (CSFF/ Multi-Food) 24/300 L26UsD | €704 N
= 100260 BEANS GREAT NORTHERN
= cs = (CSFR/ Mutt-Food) DRY PKG-12/2 LB e o o
- 100306 BEANS GREEN CAN-24/300
O|—s— S i) 2.00USD | 16306 [
M 100285 BEANS LIGHT RED KIDNEY
U o | {csee) mut-roody DRY PKG-12/2 LE 13.20UsD | 4757 ! v
Products PerPage A1 et %
s ey
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11.  Asrequired, complete/review the following fields:

Field R/O/C Description
Quantity R Number of items.
Example:

Q (Note) The Available Qty columns reflect the quantity currently on hand at the national
warehouses and quantities on order for replenishment. Orders that exceed available quantities
may not be processed or are subject to being cancelled or delayed.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operations > Order Processing > Order Management > Domestic Order Entry Full Screen || Oplions ¥
IMy Transactions Catalog | Entitlement [ No items in the shopping basket
Prceikaraston| e
A
l Multi-Food
Quick Search
Search
Ovarview Product Available Qty
[¥] extended search
Product Number Price e
_— Quantity (Program { Sub- Name Whouse w,’."“.‘hm"‘w
Multi-Food —_—
+ IDirect Deli o [s 5 100882 ADDLE JUICE ELST o
[*'15!'5]1“I i o cs i (CFF / Multi-Food) BTL-8/6¢ FLOZ 2.33UsD | 2662 1025
Erickcen r = 100207 : 25
Eimmﬁ = = (CSFP) Wiult-Food) | APPLESAUCE CAN-24/300  13.45USD a 3240
IS M = 100210 APRICOT HALVES CAN-
= E cser/ mult-Food) 24/300 L26UsD | €704 0
M =5 100360 BEANS GREAT NORTHERN
- c= =) (CSFP / Mut-Faod) DRY PKG-12/2 LB L2 ID0E0 2 g
- = 100306 BEANS GREEN CAN-24/300 ’
O|—e— E {CFP 7 it-Fiod) 2.00USD | 16306 [
M — 100385 BEANS LIGHT RED KIDNEY
U o B {cerey sab-Food) DRY PKG-12/2 LB 13.20UsD | 4757 ! v
R — i e e "
Products perpage. MY
12. Click [ (the Shopping Cart button) to add the product to the cart.
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Image: Domestic Order Entry Screen

Home | Operations = Admin

Order Processing
Opcrations >

l My Transactions Catalog

Reports

Help

Order Proceasing > Order Management > Domestic Order Entry

| Entitlement

View Cart: 1 Ttem(s) to the value of 11.66 USD

Full Screen || Options «

~
| Muiti-Food
Quizk Scarch
= y Overview Product Available Qty
[®] extended Saarch
Product Numbar Price nd
[icsr Quantity (Program { Sub- Name Whouse mle: Isd.h sents
[+1irect Delivery M = | 100893 APPLE JUICE FLST i
r+nse - cs = (CSFR/ Mut-Faod) 8TL-8/64 FLOZ SRV | e 1025
[+]cacer
o 100207 o -
EI%_II_J:LPTE == E (CSPPy Mult-Food) | APPLESAUCE CAN-24/300  13.43 USD 0 3240
[HITM NS M —; | 100210 APRICOT HALVES CAN-
= cs || (CSFF / Muiti-Food) 24/300 e a
= 100380 EEANS GREAT NORTHERN ,
i s B (Core) ste-Food) DRY PKG-12/2 LB LY @ =
0 - B oy | O SRER CAN-28/300 0o esos P
- 100305 BEANS LIGHT RED KIDNEY
(] s = (CSFP Mustt-Food) DRY PKG-12/2 LB 13.29usp 4757 D v
S S S "
erotnts P poge. MY

13. Click '™ _view Cart: (the View Cart: link) to view the items added to the cart. In this example, the
¥ view Cart: 1 Item(s) to the value of 11.66 USD
value of 11.66 USD link) was selected.

Image: Domestic Order Entry Screen

(the View Cart: 1 Item(s) to the

Home Operations Admin Reports Help

Order Processing

Operafions > Order Proceesing > Order Management =~ Domestic Ordar Entry Ful Scraen || Options »

Imx_‘[muxﬂmi Catalog | Entitlement [ view cart: 1 Ttem(s) to the value of 11.66 USD

Tronsacbons I Order: In Process
Sold-To: 4001181 .
- Total Nat Prica: 11.66 USD
Search For | Orders ] Notr ReFarences ADOODLLE07
Status Open v Your Dascription: Mult-feod Order
Creation Date | Since festerday > Dafault Delivery Sattings For Itams
D Typs Transacken ] Daliver To: v E
»
m Requested Delivary 120/ |
Date for Items 03f20/2013 ¥ |
[¥] 1em produt Quantity unit g ws"" m"“'ms d Delivery Date ‘U""HK i . i
APPLE JUICE
" N
[#] 100 100es3 [ Jcs csFp :;‘o‘:l ;‘;f_'s‘,“ f e 03/20/2019 i 0551/‘5%?3 C
oz

[t more o oder [ Cancet [ ovier

< >

[ https//wbsemintesl whsem us6z gav/wbscmb2b/b2bheader.do% |

14. Select the appropriate delivery date from the Requested Delivery Date dropdown list. In this

example, (the 03/20/2019 date) was selected.
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Work Instruction

WBS(M

J

Create Multi-Food Order RA

Q (Note) Click  (the Hide Navigator button) to hide the Transaction Pane to maximize the

view.

Q (Note) Once selected, the delivery date for each product will be displayed in the

Requested Delivery Date column.

15. Perform one of the following:
If Then
The user needs to add another item to the order Go to Step 16.
The user needs to update quantity for an item in Go to Step 22.
the cart
The user needs to delete items from the order Go to Step 25.
The user is ready to submit the order Go to Step 28.
Image: Domestic Order Entry Screen
Home Operations Admin Reports Help
Order Processing
Operations > Order Processing > Order Management > Domestic Order Entry Full Screen || Options ¥
IMy Transactions Catalog | Entitlement [ view cart: 1 Item(s) to the value of 11.66 USD
m I Order: In Process
Sold-To: 4001181
Search For | Ordars ] Your Referencet ADODDLL807 e ———
Statuz Open v Your Desaription: Mult-food Order
Crestion Date | Since Yesterday ~] Default Delivery Settings For Items
i s T | | asens IO Sl:)
0
Lo Requested Delivery  '03/20/2015[7]
EI Item Product Quantity Unit g ﬁ ;_’:’ i Delivery Date L"S;’:‘: 3]
APPLE JUICE
(1 sec socess 3 Jes s RO ST e (03202019 670 uss 7 t001a|
oz
[ cancel il Order |
< >
| https://wbscmintdsl.wbscm usda.gov/wbsemb2b/b2b/header.do® §
. Add to order .
16. Click (the Add more to order button) to add a new product to this order.
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g Work Instructi
WBS(M ; Create Multi-Food Order RA

Image: Domestic Order Entry Screen

Home Operattons Admin Reports Help

Order Processing
> Operations > Order Pr 7 Order t > Domestic Order Eniry Full Screen | Options ~
IMy Iransactions Catalog | Entitlement ¥ View Cart: 1 Item(s) to the value of 11.66 USD
A
)
I Multi-Food
Quick Search
L - B
Overview Product Available Qty
[®] extended search
Product Number Price Pendi
" Quantity (Program ‘ Sub- Name Whowse o FPending
Multi-Food
+]Direct Delive ] 100892 ADDLE JUICE BLST E
[+15!S]l° i = = B 1055 mupr-reocy aTL-8/64 FLOZ a33uED | 2663 Lovs
[+]cacep
E+}Nsu’ 1 [ = J = ;gsD£;MuE-r«d) APPLESAUCE CAN-24/300  13.45 USD 0 3240
+TM_TE
LB 100210 APRICOT HALVES CAN-
1% = (CS7P / Multi-Foed) 24/300 1.26USD | 8704 o
1003830 BEANS GREAT NORTHERN
| s B (22577 mans oo DRY PKG-12/2 LB e & g
= NS GRESN CAN-24,
O = B sy | TONCANAAW)  Si0iusn | dsone o
100385 BEANS LIGHT RED KIDNEV
0 = = (CSFP / Mulki-Foed) DRY PKE-12/2 LB 13.25 USD 4767 o v

— ¥
17. Click [ (the Check Box icon) beside the product(s) to add it to the order.

ﬁ (Note) All checked products can be added to the cart at the same time.
Image: Domestic Order Entry Screen

Home Operations Admin Raports Help

Order Processing
% Operations > Order Processing > Order Management > Domeslic Order Entry Full Screen | Options ~
IMy Transactions Catalog | Entitlement & view cart: 1 Item(s) to the value of 11.66 USD
A
~
| Multi-Food
Quick Search ]
Overview Product Available Qty
[¥] extended Sosrch
Product Number Price Panding
i Quantity (Program { Sub- Nama Whousa ol ments
Mul
+otract Delve ——1 100993 APPLE JUICE PLST -
[ﬂE.s],p 4 0 = B (oom masirood) aTL-g/c4 FL OZ 2SS [ 2662 e
[+]CacrP —
[+nsLe O @ 5 (202 mitirooq) | APPLESAUCECAN-24/300 | 13.43 USD 0 2290
[+HITM_TE
[rimins 10 100210 APRICOT HALVES CAN-
= B (2557 muss-reod) 24/200 426480 | B704 o
=7 100380 BEANS GREAT NORTHERN
L] = DA (077 ki rood) | DRY K- 1202 L0 i 2 o
— 100205 BEANS GRESN CAN-24/300
%] = [CSFP/ Muki-Food) 200050 | e °
100385 BEANS LIGHT RED KIDNEY
| = (CSFP/ Mulki-Food) DRY PKGE-12/2 LB 323usp 4767 0 v

smnman A na A e e

” alv] v
Products Per Page Select All Cancel Selection Move to Cart

18. Enter the desired quantity in the Quantity field. In this example, 5 was entered in the Quantity
field.
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Work Instruction

Create Multi-Food Order RA

WBSCA ;

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
i Operations > Order Processing > Order Management > Domeeué Order Entry Ful S&een Optiong v
IMxlmnsnsﬁnns Catalog | Entitlement ¥ view Cart: 1 Item(s) to the value of 11.66 USD
A
~
| muits-Food
Quick Search
Ovarvicw Product Available
m Extended Search o Rt
Product Number Price b Pending
antity Program / Sub- Name ouse =
[-lesr = ¢ hm{ et
S coesa APDLE JUICE FLST
+]Direct Del 0 = 1 102
[HE,S]JF e = 3 (CSFP / Muiti-Food) aTL-876¢ FLOZ RaEn, || P e
[+]cacsp
100207 ==
H]mu’“ = =) {CSPP) Mult-Food) | APPLESAUCE CAN-24/300  13.45 USD 0 3240
[+ITM NS Z [10 100210 APRICOT HALVES CAN-
v 5 (CSFF / Multi-Food) 24/300 12e0%y | Sma o
- 100380 BEANS GREAT NORTHERN
. cs = (CSFP/ Mut-Food) DRY PKG-12/2 LB AESHED 0 8.
o 3 = | 100306 BEANS GREEN CAN-24/300
£ = B ez wusto-rood) Zo0UsE; (| £6505 B
— 100288 BEANS LIGHT RED KIDNEY
Ll = = (CSFE/ Muit-Food) DRY PKG-12/2 LB 1223usD 4757 o v
A . v
A
19. Click Bastii A=l (the Move to Cart button) on the bottom of the screen.
Image: Domestic Order Entry Screen
Home Operations Admin Repotls Help
Order Processing
Operafions > Order Processing > Order Management = Domestic Order Entry Ful Screen || Options ~

IMy Transactions Catalog | Entitlement [E view cart: 3 Item(s) to the value of 34.29 USD

Product Catalog A

~
| Muiti-Food
Quick Search
Overview Product Avallable Qty
[¥] Extended Search
Product Number Price =
Quantity (Program / Sub- Name Whouse Besd
[-jcsep Araa) Roplenichments
[+)Direct Dalivary M 5 100893 APPLE JUICE FUST _ .
[+]use — cs N M (CSFF / Mult-Food) BTL-8/64 FLOZ 2.33 UsD 2652 1023
[+leacsp
— — 100207 o
Eﬂ;ﬁ"’m 0 = =) (CSFR ) Mulb-Food)  APPLESAUCE CON-24/300  13.45 USD 0 3240
[HImns M = 100210 BERICOT HALVES CAN-
= A (CSFP / Mult-Food) 24/300 L26usD | E7O4 o
— — 100380 BEANS GREAT NORTHERN
— cs &= (CSFP ) Mult-Food) DRY PKG-12/2 LB LIS LA, o o
0 - 200303 . BEANS GREEN CAN-24/300 5 000 | oo &
= ] 100285 BEANS LIGHT RED KIDNEY
L ce = (CSFR J Muiti-Food) DRY PKG-12/2 LB 1z.29usD | 4757 o v

Al v . v
Products Per Page Select All ] Cancel Selection

20. Click ' _view Cart: (the View Cart: link) to view items added to the cart. In this example,
View Cart: 3 Item(s) to the value of 34.29 USD (the View Cart: 3 ltem(s) to the

value of 34,29 USD link) was selected.
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Work Instruction

Create Multi-Food Order RA

WBSCM |

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
A O > Order P > Order > Domestic Order Entry
IMy Transaclions  Catalog | Entitlement [# view cart: 3 Item(s) to the value of 34.29 USD

Full Screen || Options ~

I Order: In Process

~
Sold-To: 4001181
— Total Net Prica: 34.25 USD
Search For | Orders 54 Vour Referencer [Aoooo11807
Status Open [v] Your Dascriptiont [ Multiood Order
Creation Date  Since Yestarday [v] Default Delivery Settings For Items
D Typs Transaction i] Celivar To: V] [§]
o
m Requested Delivery T
Date for Items co/20/2013( v |
" Sub- u - Total Price
[¥] Tem Product Quantity Unit Program v Lt d yDate Lo Price
s | APPLE 2UICE
ti- | PLST 11,66 USD
[F] 100 100893 5 |ics corp POl Beareer. (VA [0372012019 T ST
oz
APRICOT
Muiti- ' 12.62 USD
[¥] 200 100210 cs csFp oy ?:};lésm wa (0312012019 sk
. BEANS
Mudti- 10,01 USD
[F] 300 100306 [5 cs esrp ol gzxssuw- A 03/20/2019 5,20 USD / 100 1B
/300 S |
v
. . . . o
21. Click  (the Hide Navigator button) to hide the Transaction Pane.
Image: Domestic Order Entry Screen
Home Operations Admin Reports Help
Order Processing
I Operafions > Order Processing > érdevMansgemmt > Domestic Order Entry Full Scraen || Options v
l_uylmn:m:ﬁnns Cataloa | Entitlement [¥ View Cart: 3 Item(s) to the value of 34.29 USD
I Order: In Process A
Seld:Yo: 4001183 Total Net Pricar 34.23 USD
Your Referance: | Aococo11207
Your Dascriptica: [ Multifood Order
Dafault Delivery Saettings For Items
Delver To: oe | ] &
Requestad Deltvsry 03/20/2019] v I
Dste for Items d L
Total Price .
Iz] Item Product Quanmtity Unit Program Sub-Area Description User Status  Requested Delivery Date Unit Price y
& 100 woses 5 | oS €S | Multi-Food | ADELE JUICE PLST BTL-8/64 FLOZ WA (03202019 ﬁ_,,,.,_,‘f,"ﬁigsﬂ O
=] 200 100210 |10 cs CSFP  Multi-Food  APRICOT HALVES CAN-24/300 A 03/20/2019 551 Lsé2/.6120553 (|
= 200 100306 |5 cs CSFP | Multi-Food | BEANS GREEN CAN-24/300 /A 03/20/2019 5.20 L:;";"I‘C‘Qsj (|
0

22. Update the Quantity field, as appropriate, for the required line items.
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NAIDCC 1A ! Work Instructi
WBS(M ) C?;artg rll\l;I:tL?E-Food Order RA

23.
24,

25.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
i Operafions > Order Processing > Order Management > Domestic Order Entry Full Screen || Options ~
lMy Transactions Catalog | Entitlement [ view cart: 3 1tem(s) to the value of 34.29 USD
I Order: In Process A
Sold-To; 4001181
Total Net Price: 34.23 USD
Your Reference: | Ao0c011307
Your Descripticn: Multi-food Order
Default Delivery Scitings For Items
Requested Deli j2019]
Date for romz 03/20/2018[V |
N . o Total Price b
[¥] Ttem Product Quantity Unit Program Sub-Area Description UserStatus  Requested Delivery Dote e i
3 11,65 USD
= 10 100893 | [5 |cs CS | Mult-Food | APFLE JUICE PLST BTL-8/64 FLOZ N/A 03/2072013 P Al
=] 200 100210 [10 cs CSP  Multi-Food | APRICOT HALVES CAN-24/300 A 03/20/2019 A |
5,61 USD / 100 LB
; YT T I | 10.01 USD
= 200 100306 [5 cs CSFP | Mult-Food |BEANS GREEN CAN-24/300 WA 0312012019 Haaen rinaea] L1
== v
Click BEEEEES (the Update button) to apply changes.
Return to Step 15.
.
Image: Domestic Order Entry Screen
Home Operations Admin Reports Help
Order Processing
B Operations > Order Processing > Order Management > Domestic Order Entry Full Screen || Options ¥
lMy Iransactions Catalog | Entitlement [E view Cart: 3 Item(s) to the value of 34.29 USD
I Order: In Process A
Sold-To: 4001181
Total Net Price: 34,23 USD
Your Referencet | Aooco11807
Your Descriptica: | Multi-food Order
Default Delivery Settings For Items
e al
Requested Deli T
Loty (@[]
> - S Total Price 5
[¥] ftem Product Quantity Unit Program Sub-Area Description User Status  Requested Delivery Dute ke i |
[ 10 100893 |3 cs CSFP | Mult-Food | APFLE JUICE PLST BTL-8/64 FLOZ /A 0372072019 670usd/ 008 L
[+ 200 100210 (10 cs CS7P  Multi-Food | APRICOT HALVES CAN-24/300 A 03/20/2018 561 u,gz;iﬁgsj (|
|7| 300 100306 |5 |lcs CSFP | Mult-Food | BEANS GREEN CAN-24/300 A 03/20/2019 55 Lr‘})(’/-ﬂlio‘ciﬁg ]
== g

Click L] (the Check Box icon) underneath the Trashcan column to select a line to delete. In this

example, the last line item was selected.
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Work Instruction

WBSCM |

Create Multi-Food Order RA

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
T Operations > Order Processing > Order Management > Domestic Order Entry Ful Séfeen Optiong v
lmlmnﬂﬂinns Catalog | Entitlement ¥ view Cart: 3 Item(s) to the value of 34.29 USD
I Order: In Process ~
Setd Xa:200K1 5 Total Nt Drica: 3423 USD
Your Refarancet [ Acoo011£07
Your Daseriptico: | Multi-foad Ordar
Dafault Delivery Sattings For Items
Deliver To: [v] [§
Requested Delivery 7 T
Dete for Ttems 03/20/2019| v |
1 Total Price =
E Item Product Quamtity Unit Program Sub-Area Description User Status  Requested Delivery Date Unit Price k|
[¥] 100 o893 | [5 cs CS®D | Multi-Fosd | ADELE JICE BLST BTL-8/64 FLOZ /A 03/20/2019 S T
[=] 200 100210 10 cs CS | Multi-Food APRICOT HALVES CAN-24/300 A 03/20/2018 561 L=‘1)1/.sjzcgs:g O
[ 300 100306 |5 Jics CSP | Multi-Food | BEANS GREEN CAN-24/300 NA 03/20/2015 B prorr |
[ vpdte | [ Coocei [ ovicr [N
26 . Update .
) Click (the Update button) to delete the selected line(s).
27. Return to Step 15.
Image: Domestic Order Entry Screen
Home Operations Admin Reports Help
Order Processing
o Opecrations > Order Proccasing > Order Management = Domestic Order Entry Full Screen || Options ~
lMy Transactions  Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 24.28 USD
I Order: In Process
Sold-To: 4001181
Total Met Prices 24,20 USD
Your Reference: | A00001 1807
Your Descripticr: [Muitifood Ordar
Dafault Dalivary Sattings For Ttems
S——— gl
Raquestad Dalivary 12019]
Date for Ttems os20/z019 (v |
[*] stem product unit  Prog ub- Description User Status  Requestad Delivery Date m'm i §
=] 100 100803 |5 cs CSFP | Muki-Food | APPLE JUICE PLST BTL-8/64 FLOZ N/A 0372012019 | g ,Jﬁ‘%,‘;’?ﬁ O
— ) 12.62 USD
[ 200 100210 10 cs CSFP Mult-Food APRICOT HALVES CAN-24/300 A [03/20/2019 | e Ul

28,

Click m (the Order button) to submit this order.
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m J. Work Instruction

Create Multi-Food Order RA

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Of i » Order Pr g > Order t = Domesfic Order Enfry Full Screen | Options ~
IMy Transactions  Catalog | Entitlement ¥ view can: 2 Ttem(s) to the value of 24.28 USD

I Order: In Process
Sold-To: 4001181

| Tetal Nat Prices 24.28 USD
f T
Your Reference: AD00011807 | Message from webpage ®
Your Dascriptica: Multi-food Ordar |
Dafault Dalivary Satti

ings For Itamc

ME
Raquestad Delivary . ~1
Date for Ttems 03/20/2013| v | Cancel
Total Price 5
[z] Item Product Quantity Unit Program Sub-Area Description User Status Requested Delivery Date Unit Price o
[*] 100 00882 | [5 cs CSFP Multi-Focd | ADPLE JUICE PLST BTL-§/64 FLOZ | N/A 03/20/2019 || ereussricssarl
El 200 100210 10 cs CSEP Mult-Food | APRICOT HALVES CAN-24/200 A 03/20/2019 ] 1265050

5,61 USD [ 100 LB

[

29. Click (the OK button) in the pop-up window to confirm order submission.
Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Operafions > Order Processing > Order Management > Domestic Order Entry Full Scraen || Options v

I_My_’[mnsnﬂinns Catalog | Entitlement [¥ Tramsaction in Process

I Confirmation of receipt

Sold-To: 4001181

Order: 1000253480 from 03/08/2019 08:18 Tatal Met Prica: 2428 USD
Your Referencs: A000011307
Your Dascripbicn: Muki-food Order:
User Total Price
Ttem Ttem Details QTY Uit ey it
100893 : APPLE JUICE PLST BTL-8/04 FL OZ 11.66 USD
100 Delivary Poink: 5D05062: CAPITAL AREA FB, AUSTIN, TX , AUSTIN, TX 5.000 ¢cs NfA €701 _:(,1} El;ﬂ L8
Requasted Dalivery Datar 03/20/2019
100210 : APRICOT HALVES CAN-24/200 oz
200 Delivery Point: 5005062: CAPTTAL AREA FB, AUSTIN, TX , AUSTIN, TX 10.000 €S NfA
FRequasted Delivery Date: 03/20/2013

5.61 USD / 100 LB

(ot I coes

30. The transaction is complete.

ﬁ (Note) The order number will be required to display or modify the order in the future. For
reference, record the order number displayed on the Confirmation of receipt screen.
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RESULT

A multi-food order was created, including selecting a Ship-To destination, adding items to the order,
and selecting a delivery date. As applicable, quantities and items may have been updated before
submitting the order.
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