
WBSCH)  cebomJ Create Domestic Requisition RA

[LEE

Purpose
A domestic requisition is a request for tems to be ordered by or on behalf of a customer organization,
including the specific material(s), quantities, delivery location(s), and delivery dates).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 wil ater consolidate these requisitions nto 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 assignedtothe organization.
«Delivery periodsmustbeassigned for the products.

Portal Path
Follow the Portal path below to complete this transaction:
«Select Operations tab 3 Order Processing tab 3 Order Management folder Domestic:

Order Entry link to go o the Domestic Order Entry screen.
Tips and Tricks
«The RIOIC acronyms in the field tables represent Required, Optional, or Conditional field entries.

© Required (R) - a mandatory fied necessaryto complete the transaction
© Optional (0) - a non-mandatory field not required to complete the transaction
© Conditional (C) —a field that may be required if certain conditions are me, typically

linked to completion of a mandatory field
« Rofor to the WBSCM Holp sito, Froquently Referenced Training Matorials section for basic

navigational training and tips on creating favorites, performing searches, etc.
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1. Start the transaction using the folowing Portal path: Operations tab 3 Order Processing tab >
‘Order Management folder % Domestic Order Entry Ink.
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2. Click - (the Hide Navigator button) to hide the Portal menu. Note that this can be done with any.
ransaction in WBSCM.

3. Perfor one of the following:
i Then
Tho user needs fo locale a specific productby Goto Stop 4.
keyword
Tho user wil browse the catalog or avallable Go 10 Siop 7.
products

4. Inthe Product Catalog pane, enter atleastpartofthe product name in the Quick Search field. In
his oxample,Boefwas entered.

5. Chek (the Search button) to begin the Quick Search,

o (Note)[2]ceedccc (ie Extended Search option) allows the user to enter search
itera fo both the product name and product numer.

(woe) sre ests may incu dirt prams and cps, Rotor toh Product
Number (Program / Sub-Area) column when ideniifying which product(s) to order.

6. Gowswp1l.

Todor anny 25,2024 OWBSCH TrangPry Poge20l17
2023AMS00030 000424



(WBSCM | Work Instruction
J Create Domestic Requisition RA
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7. Inthe Product Catalog pane, lick 4] the Plus icon) next o the appropriate program. In this
example, [+1557 (Ine CSFP option) was selected o place a domestic requistion though the
‘Commodity Supplemental Food Program (CSFP).

GD ote To rviow votomaori aval ocrdrin, he user iil down uh he
produc catalog beginning with the program. The user should ony see programs with which their
RAs affliated.
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Image: Domestic Order Entry Screen
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8. Click [+] (the Plus icon) next to the typeoforder. In this example, [+10irect Daivery (the Direct
Delivery option) was selected.

SD vote) Doping ante program selected, aptons may incu:
+ Direct Delivery- An ordor that is sourced from vendor an delivered directly to he

customer.
+ Mult-Food-Anorder tht is sourcedfrom a National Warehouse and delivered o the

‘customer. Multi-food orders are processed differently than domestic requisitions; refer to
ho Create MuliFood OrderRAwork insruction for more detal

+ Processing Diversion -Anorder hat is sourced from avendor and delivered fo a
processor befors bing received in final form by the customer, For example, our may be
processed nto bread.
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9. Click [+] (the Plus icon) next to the appropriate commodity group available to the user. In this
‘example, [+]Meat (the Meat option) was selected under Direct Delivery order type.
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10. Select the option that corresponds to how entitlement budget is impacted. In this example,
Enttlemant. (theEntitlement option)wasselectedundertheMeatoption.
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P (Note) Dependingonthe program selected, options may include:

+ Entitlement- Ordering these products wil decrease eniilement balance.
+ Bonus -Ordering these products wil notmpacthecustomer’ entilement, FNS

mayofferbonuscommoditieswhen thre i asurplus.

tte) Ata an apn stot screen poy stof procs vateforth
selected criteria,At thebottomofthe ls the usermay adjustthe numberof roduc to
displayonapage.
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11. lick I (the Shopping Carticon)next o aproduct to view isdetail,includingavailable
deliverydates.Donotenteravaluginthe Quantity fied fromthe list ofproducs.
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12. As required, complteiroviewthe folowing fields:
Field Rio/C: Descriptio
Pelivery Dats R Range of dates when materlsicommodiies may

be delvered.
ample:

1152019
order by Date 6 257 date To subi ordersfor1s Gomesponding

Poivery Date.
ample:

2202018
arty R mbarof ers.

ample:
0

(Note) Enterthe required quantity in this
[D fea.

Duce Dtvry te and Order By Dat arprpopuito rom to cate andar dae
in Domestic Order Entry.
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13. Clie [toustoCart (the MovetoCartbutton)toaddtheselectedproductquaniies tothe
shopping cart.

GD oteAsummary ath op th screen dislysth number and oat value of rocucts
contained inthe shopping cart

14. Performoneof thefollowing:
i Then
The user wil add another productto the cart____ Goto Stop 3.
The user is ready o review the cart Goto Step 15.
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15. Click the View Cartlink to reviewtheorder. In this example,

ViewCart: 1 Item(s)tothe valueof 2,976.12 USD.(the View Cart:1 emis)to
thevalueof 2976.12 USD nkwas selected.
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16. Tomaximize theviewofthecar,cick (the Hide Transactionsbutton)tohidethe
Transactionspane.
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Image: Domestic Order Entry Screen
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17. As required, completalreviewthe following fiokis:

o ree text field thal allows for further darfication o
n entry by referenceto other sources of
formation.

ample:
000011807

our Description: [0 ee text fied describing the orderor complaint
suo.

amplo:
00471672
3) (Note) Tis field can be used to enter a

[ED description of the order.

6B (uote) The ort pr-populatswith he Solet-To umber. Th Your Reference and Your
Description fields aro an optionalwayfor an RAto recognize their orders in WBSCM later.
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18. click“J(the Dropdor To
location. In this example]
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19. Perform oneofthe following:

" “Then

‘The selected Ship-To location shouldbeapplied to Click [ (the Deliver-To Selection checkbox) inaline toms To noader rou:
The selected Ship-To location shouldbeapplied 10 Click (the Deliver-To Selection checkbox) for
one or morespecificline items ‘each line item to be updated.

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

‘The user can click the (%] the Arrow button) next to each item number to display, add, or
modify the Ship-To location at the line item level.
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20. click IEE (the Update button) to apply the selected delivery location to the ine item(s).
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Image: Domestic Order Entry Screen
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21. Confirm that the User Status for line toms that are ready tobesent to the SDAarosat to Ready
for Approval

EB (roe ino tems ca bolt rat status alow th usor to com back and dt ho crc
before submiting {0 the SDA. f the ne toms aro not nthe status of Ready for Approval, then
tho SDA will not receive the request.

22. Perform anyofthe folowing
i Then
Theuserwantstoadd more productsfo thocart 14 IEEE(theAcidmore

to order button).
2 Gowosteps.

Tho user wants 0 adjust the quantity of he product 1. Enter a new value in the Quantity fed for
already in the cart theline tem.

2. tek IEEE (the Update bution).
3. cickIEEE (ne Order button)to submit

the domestic requisition.
4. GotoStep2s,

The userwants o removeoneor more ine 1. Click LJ (ihe Check Box bution)
items from the cart ‘undemeath the Trashcan column to select

thelines io bo deleted.
2. cickIEEE (no Update button).
3. ClickIEZZZ (the Orderbutton)to submit

the domesiic requisition.
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" Then

4. GotoStep23.

Theuserisready o subithedomestic 4. Cok IEEE (heOrderbutton) tosubmitrequisition the domesticrequisiion.
2 GoloStepZ3.
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23. ick[9](the OKbutton)whenthepop-upwindowcisplaystoconfi.
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Image: Domestic Order Entry Screen
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24. click IGN (the Print bution) to print the order for the user's records as appropriate.

® (Note) The domestic requisition order number is displayed at the topofthe screen. Theuserwill
need to knowtheordernumbertodisplayormodifythisorderinthefuture.
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25. GlekIEEE (he Close button)to lose the transaction.
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26. The transaction is complete.
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[LOE

Purpose
A domestic requisition is a request for tems 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 thelr own organization or on behalfof a Recipient Agency (RA). The
'SDAITO wil later consolidato these requisitions nto full truckloads and subi 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 assignedtothe organization.
«Delivery periodsmustbeassigned for the commodities.

Portal Path
Follow the Portal path below to complete this transaction:
«Select Operations tab 3 Order Processing tab 3 Order Management folder Domestic:

Order Entry link to go o the Domestic Order Entry screen.
Tips and Tricks

«The RIOIC acronyms in the field tables represent Required, Optional, or Conditional field entries
© Required (R) a mandatory fied necessary to complete the transaction
> Optional (0)- a non-mandatory field not required to complete the transaction
© Conditional (C) —a fied that may be required f certain conditions are me, typically

linked to completion of a mandatory field

« Refer 1o the WBSCM Help sits, Frequently Referenced Training Materials section for basic:
navigational raining and tips on creating favorites, performing searches, etc.
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1. ‘Startthetransaction using the following Portal path: Operations tab 9 Order Processing tab 3
‘Order Management folder » Domestic Order Entry link.Shoe
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Image: Domestic Order Entry Screen
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3. Perform one of the following:
" Then

Theuserisorderingon bohalfofanRA GotoStep.
The userisordering for therown organization Go 10 $1695.

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

4. Enterthe RA's BP number in the textbox or lick Bl (the Binoculars icon) to search for the
organization.

Ducetntoto iosi RA mayo slotom aoptnts,
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Image: Domestic Order Entry Screen
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5. Click“At (ine Continue link) under theWelcomesection, tobegin enteringthe order.
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6. As required, complete/review the following fields:
Field Roi Description

four Reference: o oo taxt fod that allows for furor clarfication ©
n entry by reference to other sources of
formation.
ample:
000011807

four Description 0 roa ext fed describing the orderorcompat

ample:lE00047 1672
a (Note) This field can be usedtoenter a

[0 description of the order or a State order
1D number.

6 tt) Th trp gopltes with ho Sl To Paty Number an Customar Number. The
Your Reference and Your Description fields are an optional way for an SDATO to recognize
orders in WBSCM ater.
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7. cick (the Update button) to save any optional text entered in the header.
8. Perfor one of the following:

" Then

The user needs fo locate specific product by Goto Step.
keyword
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" “Then

The user will browse th cataog for avalible Goto Sep 12.
products

9. In the Product Catalog pane, enteratleast partofthe product name in Quick Search. In this
‘example, Beefwas entered.

o (Note) The [2] Extssiet Seu (Extended Search option) allows the userto enter search
rena for both the product name and product number.

GD ote) Sar results may inclu frat programs and apn. Rf th Product
Number (Program| Sub-Area) cours when Gentiying which POUCH) to orier.

10. cickIE (ne Search button)to begin th search.
11. GotoStep 16.
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12. Inthe Product Catalog pane, click #1 the Plus icon) next to the appropriate program.I this
example, [+ICS (the CSFPoption)wasselected toplace a domestic requisition through the

Commodity Supplemental Food Program (CSFP).

ED vt) Tooi ofmtrvalorcri, eur wit downs tru th
product catalog beginning with the program. The user will see only programs with which their
SDA. TO, or RA s afliied.
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Image: Domestic Order Entry Screen
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13. Click I+] (the Plus icon) next to the type of order. In this example, [+10irect Delivery (the Direct
Delivery option) was selected.

GD) (it oeponng on he proram sl, cotsmynce:
+ Direct Delivery - An order that is sourced from vendor and delivered directly to the

customer.
+ Mult-Food-An order that is sourced from a National Warehouse and delivered o the

‘customer, Multi-food orders are processed differently than domestic requisitions; refer to
hoCreate Muli: DA work instrucilonformoro tai.

+ Processing Diversion - An order that is sourced from a vendor and delivered fo a
processor before being received in final formbythe customer. For example, flour maybe
processed into read.
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Image: Domestic Order Entry Screen
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14. Click [+] (the Plus icon) next to the appropriate product group available to the user. In this
xample, 414s (tnaMoatoption) was selected under the Direct Deliveryorder type.
Image: Domestic Order Entry Screen
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15. Select the option that corresponds to how entitlement budget is impacted. In this example,

Element. (tne Entitlement option) was selected undertheMeatoption.
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P (Note) Depending on the program selected, options may include:

+ Entitlement - Ordering these products wil decrease the customers entilement
balance.

+ Bonus- Ordering these products will ot impact the customers entifemen. FNS
‘may offer bonus commodities when there is a surplus available.

® (Note) After an option is selected, the screen displaysa listofall products available for the
‘selected criteria. At the bottomofthe list, the user may adjust the number of products to
display on a page.
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16. Click1 (the Shopping Cart icon) next to a product to view ts details, including available
delivery dates. Do not entera value in the Quantity field,
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17. As required, complete/review the following fields:

Fiokd RoC Descriptio
Pelvery Date R Rango of dates when materialscommodties may beHolvered.

ample:
bi/is2019

order By Date R 251 Ga 1 submit odors for 6 corresponding Dole
pate.

ample:
2202018

b FR bor of ms.
ample:

0

® (Note) Delivery Date and Order By Date are pre-populatedfromthe catalog and are not editable
in Domestic Order Entry.
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Image: DomesticOrderEntryScreen
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18. Glok [5M0210Cart(ne MovetoGartbutton) to add theselectedproduct quanites to the
shopping cart.

Duce sumanavooft srsnttytho br and laoofpris
contained in the shopping cart
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19. Click the View Cartnkto reviewthe order. In thi example,
i View Cart: 1 Item(s) to the value of 2,976.12 USD (ne view Cart: 1 Hem(s) to
the valueof 2976.12 USD ink) was sclected.

20. Perform one of the following:
" Then

The user wil add another productto he cart Go'o Step.
Theuserisreadytoreviewthecart Go toStep 21.
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21. Tomaximizetheviewof the cart, click (the Hide Transactions button) tohidethe
Transactions pane.
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22. Click (the Dropdown bution) in the Deliver To: field to select the appropriate Ship-To

oP (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/ITOto recognize their orders in

23. Performone ofthe following:5 -
“The selected Ship-To location should be applied to. Click (the Deliver-To Selection check box) in

‘The selected Ship-To location should be applied to Click |_| (the Deliver-To Selection check box) for

pao rg netaaetnaesronsescross
to apply the same Ship-To location to all line items.

The user can also click [¥] (the Arrow button) next to each item number to display, add, or

———————————nl
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Image: Domestic Order Entry Screen
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24. ciIEEE (no Update buton)to apply the selected deliverylocation to the ine tem).
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25. Confirm that the UserStatusforthe fines readytoorderaresetto Ready for Approval.

Duce) Line ams can bo ttn Drat statu, which allows th usr come back andihe
ordor before submitingothe SDA. If he lne emsarenotn th status forReadyfor Approval,
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Sr S————
26. Perform anyofthe following:

" “Then

The userwants to add moreproducts othecart 1. cyIECEEEETIXEEN (tnoAddmore
to order button).» ST

The userwantsto adjust the quantityofproduct 1. Enter a new value intheQuantity field for
already in the cart the line item.

2 CooKEEN oo ptt ut,
5 cio KEEN gn oartomuntono Deir

Theuserwantstoremoveoneormore line items 1. Click (the Check Box) underneaththepa nsTon
PR...ten
3 clo to erentostmAo Diemer

Tha ors ody oirdorsi © crocKE re cre utr owt
Rquisiion the domestic requisition.o Diemer
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Image: Domestic Order Entry Screen
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27. cia[5]tne 0K button) when the pop-up window displays0confi.
Image: Domestic Order Entry Screen
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28. cli IEE (ne Printbutton) to printtheorder for the user’ recordsas appropriate.

3 tt)Th comostc eis rd rumors ilaedi oop fhston.Th sar wi
nocd o know he order number odisplayormodify Isorderinthe fuure,
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Image: Domestic Order Entry Scroon
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29. cickEEN (heClose button)todosethe transaction.
Image: Domestic Order Entry Screen
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30. Thotransactionis complete.
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ResuLr
ASr10hs sucess Coed ost oquilion vaio Ogrestc Ornin nkoSin er rrwe Scho SH To Goaand dbvry ot Soaae las oy ha oo eto Som os open,wc SOATRO
later review and consolidate into a sales order for USDA (FNS) approval.

TmmrmanPN



WBSCM; chesJ Create FNS Complaint

a

Purpose
The purpose of this transaction is to create complaints on orders received by domestic customers.
Reasons may incuds damaged goods, damaged packaging, foreign materials found in products, ver or
under-delivery (shortfall), or quality issues, Complaints are created by State Distributing Agencies (SDAs)
and Indian Tribal Organizations (TOs) andarethen routedto the appropriate FNSpartyfor
resolution. FNS Complaint Specialists can also create complaints on behalfof SDAs/ITOs.

Process Trigger
Use this transaction to create a complaint for a completed order that has been purchased and/or
roceiped.
Prerequisites

+ FNS Sales Order must ist in WESCM.
© Customer has received or refused dolvery for the FNS Sales Order.

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

+ Select Operations tab 3 Complaint Administration tab 3 Create/Display FNS
Complaints link to go to the Complaint/Display FNS Complaint screen.

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

© Required (R) — a mandatory field necessarytocomplete the transaction
© Optional (O)—anon-mandatory field not requiredtocomplete the transaction
© Conditional (C)- a fild that may bo required certain conditions are met, typically

linked to completion of a mandatory field
+ Referto the WBSCM Help ie, Frequently Referenced Training Materials sectionfo basic

navigation raining and ts on creaing favores, performing searches, ec.

Trey Dont 57 oWasoMTangri rT)2025AMS00030 F0034%5
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PROCEDURE

1. Startthe ransaction using the folowing Portal path: Operations tab Complaint
‘Administration ab» Create/Display FNS Complaints ink.
Image: Create/Display FNS Complaints Screen

Eh. =
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i (a A [compteEen |re

2. Click « (the Hide Navigator arrow) to minimize the Portal menu. Note that thiscanbedone
with any ransacionin WBSCM.
Image: ComplaintiOrder Search Screen
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3. Click] the Down arrow) to show the Search For options.
Image: Create/Display FNS Complaints Screen
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4. ‘Select[EXIM(theOrders option)tosearchforanorderforthecomplaint.

Doctloriks is Oder. Each FS oman must recoan FNS
‘Sales Order (or Multi-food Order).

6 tte) Complaints s sas src fran dla an ttn cmt, SOIT wars
‘may only edit existing complaints that were saved as drafts and not yet submitted. Refer to
the Display ENSComplainwork instruction for addtional infomation.

Toate,Decanter 15,2022 SWBSGH TrgPosner Poa2023.500030 000400
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Image: ComplaintOrder Search Screen
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5. Click 2] (theDownarrow)toshowtheOrderTypeoptions.
Image: Create/Display FNS Complaints Screen
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6. Select the appropriateOrderType. In this example, ISFESTEETENN(the Domestic 3rd Party
option) is selected.

(roe) Complaint canbecessforDomestic rd Parycror ne ems in PurchasedorOrder

Toate,Decanter 16,2022 SWBSCHTrang -Prsremy Popett
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Rocelvad status; complaints canbocreated for Muli-iood orders in anysatusother than
Cancalled.

Image: Complaint/Order Search Screen
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7. Click/¥ (the Downarrow)toshow the Createdoptions.
Image: Create/Display FNS Complaints Screen
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8. Selecttheappropriateoption in the Created field. In thisexample,EYEE (the By Myself
option), which displays sales orders created by the users organization, is selected.

TosserOoconter 16.2022 SWBSCHTrang -Prsretmy Popes33
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6D (oto Tho options avetale underh Created trep-downls depend on tho users organization.
SDAITO Complaint Specialists can accoss onlyth following opin:

+ By Myself is usedto displayonly complaints credbythe user's orgaizaton.
FNS Complaint Specialists also have th folowing options:

+ By Al Business Partners i use to display al orders created by a business partners.
+ By Specific Business Partnor maybe used [0 selec or orders for a specific

organization when the business parner is known. Entr the number in thetex field after
Sealing this option.

Image: Create/Display FNS Complaints Screen
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9. There are diferent methodstosearch or a sales order including: Creation Date, ID Type, ID,
Goods Rocaipt Dato, Requested Delivery Date. 1 ris example, lic heID lk 0Search by
order number.

10. Perfor one of the folowing:
W Then
SalesOrdernumberisknown Gototep 11.
Goods Receipt Date is known 1. Click I (the Down button) intheGoods

Receipt Dato fick,
2. Click Suche cue (he Specific Date

aplon) n tho Goods Receipt Date lek.
3. Entor the dato the SalesOrderwas

receives,
4. Enter he Product ID number in the ID field.
5. ickIZ (he Go button)to execute the

search.

Trey.Doar 5.2028 SWB Trgroy reas2023wsoui Foon
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W Then
6. Gotosipia.

Requested Delvery Date is known 7. Click [ino Down button) nthe
Requested Delivery Dato fold.

2. Click Suche toe (the Specific Dateoption) in the Requested Delivery Date
fy

3. Enter the dato the SalesOrdorwas
requosiad to bo delered.4. Entor the Product ID number in the I fied.

5. lickIB (he Go button)to execute the
Search,

6. GoloSep a.

Image: Create/Display FNS Complaints Screen
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a=
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1. As required, completireiewthe folowing fiekl:

umber assocated wih he Sales Order, WUT
0d Order, or Complain.
ample:

> (Noto) Ifthe Search For iid is sotto
[Orders then a complaint number wil

not rotum any resis.
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Image: Create/Display FNS Complaints Screen
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12. clicI (he Go button) to execute the search.
Image: Create/Display FNS Complaints Screen
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13. Inthe Transactions panel, select the Transaction number (Sales Order number) for the
complaint. nti oxampe,ERR [DNR loci.

6D (ce)Anors wit appear ina od ox tebotomotho csen.
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Image: Croata/Display FNS Complaints Scroen
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14. Click (ihe Hide Navigator arrow)to minimize the search panel.
Image: Create/Display FNS Complaints Screen
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15. Select (the Item checkbox) to the leftofthe commodity in the Additional Order Data section.

GB (uote) ach complain mst reference nly onnom. als order has mull no fas,
and acomplaintisrequired for more thanoneofthem, a separate complain or each fine tem

Toate,Decanter 16,2022 OWBSCHTrangPry Pogeoan2023AMS.00030 00466
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must be created. Repeat this transaction as many times as needed.
Image: Create/Display FNS Complaints Screen
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16. Clo IEEEEIEIEXITEETN(ne Transfer Productto New Complaintbutton)to
enter complaint details.
Image: Create/Display FNS Complaints Screen
ne om ron on

I
Comtesens
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17. Glick V (the Down arrow) on the vertical scrollbartoscrol throughthe page and complete the
appropiate 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 nthe User Profle.
To update the profile, refer to theMaintainUserProfile work instruction for additional information.

creating the complaint on behalfofanther pay, entr he individual's contact information in
the appropriate fields.

Image: CreateiDisplay FNS Complaints Screen

Jesse
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18. As required, completelreview the following fields:
Field Rio Descriptio
ourDescrpton: po roe ext fe13describingTeorderorcomplat 550s.

ample:(ua Issues - Mik 1%

dentDate: 5 a GatewhanTe ident was rat Genie.
amplo:

Hor2018

Pate Recipient Agency [0 [Date when the customer received the commodity.
Received Commodity:

ample:
Touz01s

TreyOvni 67 oWasoM TangPre ras2025AMS00050 005438
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Fiokd RoC Description
dditional Remarks o dditional comments about the complaint that are visible|

bry to FNS.
ample:

[Our agency has been contactedbytwoseparate food
benvice directors who have exprossed dissatisfaction

the 1% Milk. Complaints included odor and expired
ik.

reetAdasss orp Set addesswhere remaing product ocated.
Remaining Product

amplo:
23 Cleveland Ave Dallas, TX 78219

Quantity Affected R 'e amountof the product that was affected by the
cason sted nthe complaint.
ample:

20
Goanty Romans JR amountof ronaFeced product Tr ho oder Thatsbil in possession. The quanity tha has not been

onsumed, donated,or destroyed yet, andthatwas not
fect by the issu.
ampla:

80

Image: Create/Display FNS Complaints Screen
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19. clk (ine Attach button) to attach any supporting documents, such as pholographs,
inspection report,la resus, or miscellaneous documentation.
Image: Create/Display FNS Complaints Screen
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20. cre £1205 Fle|16 Choose File button)osearch thecomputer fora fle to upload.
21. Locate and select the appropriate fle to attach. I this example, th Photos of Tainted

Commodities.pptx flo was selected.
Image: Create/Display FNS Complaints Screen
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22. ciiok IE(tne Attach button)toattach the fl. To add additional attachments, repeat steps.19-22.

Test Oncor 15,2022 SWosCHTangPosen [rere2025S00050 093470
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Image: Create/Display FNS Complaints Screen

faa
Comer amet

msretorsSa Em 3
=e =
= mr

ye eene———

=
ea ==

23. cick IEZIEEN (ne Continue button) to enter complaint details.
Image: Create/Display FNS Complaints Screen
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24, Selecttheappropriateoptionsthatcorrespondtoconcerns regardingtheQualityofthe
Product. In this example, the Taste/Odor option is selected,

TonioOvra5 2 oWSsoTape ian2023ws ocak 0904
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® (Note)Someoptions will prompt theusertocomplete the Food Safety Survey when submitting
the complain.

Image: Create/Display FNS Complaints Screen
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25. Select the appropriate options that correspondtoconcems regarding Foreign Material in the
Product. In this example, no foreign materials are included in this product; therefore, no options
aro selected.

Dt) ryfran matorl aonistouswi5 prompt 0 compet th Food
‘Safety Survey when submitting the complaint.

Tyvim owssouTenm men peersas2025AMS00050 030473
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Image: Create/Display FNS Complaints Screen
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26. Select the appropriate options tha correspond to cones regarding Packaging Conditions. In
{his example, no options are selected.

® (Note)Thefollowingoptionswillprompttheusertocompletethe FoodSafety Surveywhen
‘submitting the complaint:

+ Leaking cans
+ Bulging cans
+ Possible evidence of tampering
+ Exposure to contaminant

Toate,Decanter 16,2022 owas TrangPopreny Foon t6t232023.500050 F 000413
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Image: Create/Display FNS Complaints Screen
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27. Select theappropriateoptions that correspondto concerns regardingCooking or Preparation
Issues. In this example, the Product does not perform well option is selected

Imag: Croate/Display FNS Complaints Scroen
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28. Select the appropriate options that correspond to concerns regarding Commodity caused if the
‘commodity caused injury. ness, allergic reactions, or other health impacts. In this example, the.
lines option i selected.

69 tyay orn commostycaused besthisues as sls usr wl be prompt to
‘complete the Food Safety Survey before submiting.

Image: Create/Display FNS Complaints Scroen
fom oe

Corsten
[——

29. Select the appropriate options that correspond to concerns regarding Pallet Issue ifthe
‘commodity issue was caused by pallet quality orwas insufficient secured. In this example, no.
options are selected.

TosserOoconter 16.2022 OWBSCMTring -Propraany Page 100133
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Image: Create/Display FNS Complaints Scroen
on
Cmte
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30. Select the appropriate options that correspond to concerns regarding Delivery Issue i the
‘commit issue was caused by carrier or diver performance. In this example, no options are.
selected.

TosserOocomter 16.2022 OWBSCMTing -Propraany Page 190133
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Image: Create/Display FNS Complaints Scroen
oe fo on
Comme
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31. Select the appropriate options that correspond to concerns regarding Damage Issue i the
‘commit issue was caused by damage found during unloading or damaged by facilty during
unloading. In this example, no options are selected.

TosserOocomter 16.2022 ©WOSCHTrang Proprany Pave 200133
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Image: Create/Display FNS Complaints Screen
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32. Select the appropriate options that correspond to concerns regarding Leak Issues ifthe
‘commodity issue was caused by leaking. In this example, no options are selected.
Image: Create/Display FNS Complaints Scroen
fy
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33. Select the appropriate options that correspond to concerns regarding Refused Load Issueif 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
omy

meson
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34. Select the appropriate response to Do youfoalthe complaint raises afood safety concern?
In tis example, Yes (the Yes radio button) i selected.

ot) Ysi stect, thus pram0 compete th Fd Stay Survey bofore
submiting.
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Image: Create/Display FNS Complaints Screen
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35. Respond to thefinal questionsonthesurvey.asneeded. In thisexample, thesecond questionis
selected.
Image: Create/Display FNS Complaints Screen
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36. Click IEEE (no Continue button)tocontinue.
37. Perform one of the following:

it Then
Responses indicate afood safety concem The Continuebutton will open the Food

SafetySurveyform.GotoStep38.
Responsesdonot indicate a food safety concer The Continuebuttonwill submit the complaintto

USDA. Go to Step 5t.
Image: Create/Display FNS Complaints Screen

mn
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cop tn ents -
‘Submit Complaint Food Safety.
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38. As required, complotelreview the following fields:
Field RIOIC. Descriptio

p bo Tie name of he manufacturing company for he product
ample:
era's Best Dairy

5 oc batch in which he product has been manufactured
br processed.

ample:
loss? 2528, 2524

5 Timber Thal 7 automatically assigned to Te customer.

ample:
at1asse

TorOoconter 16.2022 ©WBSGHTrinng Progra Poe280133
2023AMS.00030F 000481



WBSCM| Work Instruction }
7 Create FNS Complaint

Image: Create/Display FNS Complaints Screen
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39. SelecttheappropriateresponsetoDoyouhavetheoriginal packaging?In thisexample,

© No (the No radio button) is selected.
Image: Create/Display FNS Complaints Screen
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40. As required, completelreview the following fields:
Field RIOIC Descriptio
lumberofpeople po '@ numberofpeoplewhoreportedfeeling l after

porting iiness: nding or consuming the product.

ample:

Image: Create/Display FNS Complaints Scroen
fo ron

Cem
|——

#1. Select as many options as neededto indicate all Reported Symptoms. In this example, the
Nausea and Abdominal pain options are selected.

TorOoconter 16.2022 OWBSCMTring -Propraany Page 200153
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Image: Croata/Display FNS Complaints Scroen
fom

mtb
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42. Click theDownarrow) in theWhenwas the onsetof symptoms: fed toselectthe.
appropriate response from the fst.

43. Select the appropriate response rom the lst. For this example, Immediate (ine Immediate
option) selected.

44. Select the appropriate response to Did ths person seek medical assistance? In this example,
© Ye (he Yos radio button) is selected.

45. Select th appropriate response 1 Did the Health Department investigate? In tis example,
© Ye (ihe Yos radio button) is selected.

46. Perform one of the folowing:
it Then
Yos is selected Thero aro additonal questions in the survey. Go to

Step 47.
Nosselected GotoStep45.

Toate,Decanter 16,2022 SWBSCHTrangPsst Ponzi2023AMS 00030F 000434
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Image: Create/Display FNS Complaints Scroen
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47. As required, completelreviewthe following fields:
Field RiOIC. Descriptio
PepartmentContact: Jo fame ofthepersonwho1s servingas heportof

fontact at the Health Department.
Example:
iarrietta Browridge

foal Department 0 [Prone number for he Heal Department.
Phone

TorOoconter 16.2022 OWBSCH Trang Psd Page 200133
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Image: Create/Display FNS Complaints Screen
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48. Select he appropriate responsetoWaslabtests ordered? In this example, © (the No
radio button) is selected.

® (Note)IfYesisselected,provide informationaboutthe typeof lab test(s)andresultsinthe
remaining survey questions.

Image: Create/Display FNS Complaints Screen
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49. cick IEEE (he Submit button) to submit the complaint to USDA.

Br)rE saestricto. conteatowut a cometror
and wil be saved as a raf. The complaint may be displayed andor modifieda a ater ime, but
Totten einese055rtEEEtr sommesityts

Image: Create/Display FNS Complaints Screen
pt
rr
Nomis. ~

Tmt] @mena
= om Ex ew

= men

50. ick (the OK button.

G9 ote is assignsa compli numb and submit 10 USDA or processing Th complaint
Can no longer be madiied by the SOAITO.

Trey.Doar 5.228 OWES Tr Pay rectus2025asonsS007
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Image: Create/Display FNS Complaint Screen
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51. lickIEE(he Print button to printtheconfirmation page, as needed.

LT——
number will be needed to locate the complaint at a later time.

Image: CreatelDisplay FNS Complaint Screan
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52. ctok IEE neclosebuton) to cosethescreen.
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53. The transaction is complete.

Trrsdo,December 15,2022 ©WBSCMTrang  Prgroay Pago220123
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LE
‘A complaint abou a received (or rejected) commodity has boen enfered, including the Food Safety
Survey if applicable. The complaint may have been saved in draft status (or further review and ediing) or
submited to FNS for raview.

Tursr econ 15,2022 OWBSCH TrangPry poe 2r332023AMS 00030F 000400
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[GEESE ET

Purpose

The purpose of this documenti for a Recipient Agency to create a multifood order. Multi-food orders are
sourced from a warehouse; a multi-ood 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 mukifood is available only to CSFP and FDPIR programs. Mult
food delivery calendars are set by the National Warehouse Admin. The available delivery dates and Ship-
Tolocations are displayed when creating a multi-food order.

Process Trigger

Use this transaction to create a multfood order.

Prerequisites.

« Acatalogview mustbe 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:

+ Select Operations tab 3 Order Processing tab Order Managementfolderto go to the.
DomesticOrderEntry link

Tips and Tricks

+ The RIOIC acronyms in the field tables represent Required, Optional, or Conditional field entries.
© Required (R) - a mandatory field necessary to complete the transaction
© Optional (0)-a non-mandatory field not required to complete the transaction
© Conditional (C) a field that may be required if certain conditions are met, typically

linked to completion of a mandatory field
+ Referto the WBSCM Portal Basic Navigation course for tips on creating favorites, performing

searches, etc.
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1. ‘StartthetransactionusingthePortal path: Operationstab 3 Order Processingtab3 Orderrraeraone
oreroceners

locimeacas cose | enon 8 womactontatvocsssEo2peso]_
a= eeEe

2. Click « (the Hide Navigator button)tohidethePortal menu. Note that this canbedonewithon cone
Image: Domestic Order Entry Screenom
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3. Clk 3 (vo hore nk) under the Welcome section to begin entering the order.
image: Domestic Ordor Entry Screen
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4. As required, complete/review the following fields:

Field RIOIC Descriptio
ou Reference oo text hod ich aows or arth JareatonBianentry by referenceto ther sources of

romain:
ample:hooooisor

four Description: 0 free text field describing the order or complaint

@mplo:
RiHood Order

(Note) Ths fild can be usedto rer a
jo descriptionofthe order or an external

order 0 number.

® (Note) The order pre-populates with the Sold-To Party Number (customer number). The Your
Reforence and Your Description fies are a optional way for an RAo recognize orders in
WBSOM air.
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Image: Domestic Order Entry Scroon
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5. Click "J (the Dropdown Arrowbution) to change the Deliver To: location.

Image: Domestic Order Entry Screen
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6. . " 3
on)

was selecied.
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"image:DomesticOrderEmry Sereen
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7. cic EEN (no update button)to save the Diver To: destination and anyoptional text
entered inte header.
image: DomesticOrdorEntry Screen
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8. In the Product Catalog, click 1) (the Plus icon) nexttotheappropriate program. In this example,
“+icses (the CSFP option)was selected.
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ot) To evincmater valorror, eur wit down trou he
product catalog beginning with the program. The user will see only programs with which their RA1 ato. Ml 1003 argos ao avalalo oly 1 he CSFP and FOPIR programs.

image: Domestic Ordor Entry Screen
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9. Click MikFosd (the Multi-Food link)afterselecting the desired program. In this example,
Muki-Food (the Multi-Food option) under CSFP was selected.

GD ote)erslong tho MltFood nk, te avaiable productswi display on he hand
ideof the screen.
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Image: Domestic Order Entry Screen
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10. Ciick CJ the CheckBox icon)nexttothe fine item forthe requiredproducttoadd itothecart.
Inthis example, the linofomforproduct number 100893wasselected.
Imago: Domestic Order Entry Screen
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11. As required, completelreviewthefolowing fields:

3 R umberoftems.

ample:

e (Note) The AvailableQtycolumns reflect the quantity currently on hand at the national
warehouses and quantiles onorder or replenishment. Orders hatexceed avaiable quantiies
maynotbeprocessedoraresubjecttobeingcancelledordelayed.

Image: Domestic Order Entry Screen
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12. Click 1 (theShopping Cartbutton)toaddthe producttothecart.
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Image: Domestic Order Entry Scroon
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13. lik view Car: the ViewCart: nk) to view the ltams addedtothecart. Inthsexample, the
15 ViewCort:1 Item(s) tothevalueof 11.6 USD. view Gart: 1Hom)tothe

Valuoof 11.66 USD Ink)wasselected.
Image: Domestic Order Entry Scroen
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14. Sot re sppropritdobry atfomth RequestedDtvryDate dopdownbst.ns
example, (iho 0372012019date)wasselected.
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LN,
vow.

(roe) onceslot.th fryditofo ach product wile dislayod in th
Requested Delivery Date column.

15. Periooneof thefollwing:
i Then
The user needstoadd anthertemtothe order Goto Sep 15.
The user needs to update quantity for an fem in Go fo Sp 22.
the cart
“Tho user needs to deletfom from the order Go to Sep 25.
The useris ready to submit the order GotoStep 26.
Image: Domestic Order Entry Screen
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16. Clie (theAddmoreto orderbutton) t add a new product0thisorder.
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Image:DomesticOrderEntryScreen
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17. clickIJ the Check Boxicon)besidethe product(s)toadditotheorder.

6 te) At chase procuct canbadto th cart same me
Image: DomesticOrderEntry Screen
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18. Enterthedesiredquanti inthe Quantity field. In thisexample, 5wasenteredinthe Quantity
ld.
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Image:DomesticOrderEntryScreen
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19. ClickIEEXIXETA the MovetoCart button)onthebottomofthescreen.
Image:DomesticOrderEntryScreen
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20. Click ¥ ViewCart: (theView Cart: ink) to viewitemsadded to thecart. Inthsexample,
View Cart: 3 Item(s) to the valueof34.29 USD(hoView Cart: 3 Rem(s)tothe

valueof34.29 USDlink)wasselected.
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Image:DomesticOrdorEntry Screen
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21. Cick (the HideNavigatorbutton)to idethe Transaction Pane.
Image: Domestic Order Entry Screen
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22. UpdatetheQuantityfield, as appropriate,fortherequiredlineitems.
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Image: Domestic Order Entry Scroon
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23. cickIEEE (he Updatebuton)toapplychanges.
24. RomoStep 15.

Image: Domestic Order Entry Scroon
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25. cickLJ(the CheckBoxicon) undemeaththeTrashcan columntoselect a linetodelete. Inths
xample, thelast ine item wasselected.
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Image: DomesticOrderEntryScreen
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26. cickIZZIE (he Updatebution)tocele theselected ines).
27. ReumtoStepis.
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28. ClickIEEE (ne Orderbutton)to submitthisorder.
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Image: DomesticOrder Entry Screen
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29. cic[5(neOK button) inthe popupwindowtoconfirm rder submission.
Image: DomesticOrder Entry Screen
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30. The ransaciioniscomplete.

(roe) Torr rumbawi rowedto diay omyth rrinh tare.For
reference, record theorder number displayedon the Confirmationofreceipt screen.
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ResuLr
‘A multi-foodorder was created, including selecting a Ship-To destination, adding items to the order,Scares sevasdn ptesus ad em at veso pave erebro bons
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