WBS( M A Work Instruction
[ J Create Multi-Food Order SDA

Purpose

The purpose of this document is to create a multi-food order by State Distributing Agencies (SDAs) and
Indian Tribal Organizations (ITOs). 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 programs CSFP and FDPIR. 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 when the user needs 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:

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

Tips and Tricks

o 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 Reporls Help

Order Processing
F O i =~ QOrder P ing >~ Order M > Domestic Order Entry Full Screen | Opfions ~
Pl Upliacs ; IM.VlLdﬂidLLlﬂnh Catalog | Emitlement [E! Transaction in Process
Catalog Maintenance —_—
Order Managament
Consolidate Requisitions

- Domestic Ordor Entry | weicome

Welcome to the order entry screen

Full Truck Load and Transfe... ik Search
-———\ Ag an SDA/ITO you have the option of creating orders for your SDA/ITO
Redistribute Order Quantiies organization or on behalf of indwidual RAs.
Returnad FNS Ordars
Entitisment Management [I Dxtended Search ')_ Select Continue to enter an arder for your SDA/ITO organization
IT. If you would like to enter an order on behalf of ane of your RAs, enter/choose their
Shipiment Receipls [+icsee y ; Lo Sl
Business Partner number/name here: \ |, and then select
. [+]FDPIR
NW Delivery Calendar [+]TerAP the Continue button above.
[+Inste
[+]cacrp
+]SFSP
Edus"n I Product Catalog
[+]oA ¥
[HM_TE |2
=
[HTMNS Browse in the Product Catalogq

2. Click * (the Hide Navigator button) to hide the Portal menu.

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.
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Image: Domestic Order Entry Screen

Home Operations Admin Reporls Help

Order Processing
Operafi > Order Pr ing > Order gt =~ Domestic Order Eniry Full Screen | Options ~
Iuy_Imnsﬂs;mm Catalog | Entitlement I Transaction in Process
I Welcome
Welcame to the order entry screen
Quicic Sazrch As an SDA/ITO you have the option of creating orders for your SDA/[TO
Saarch organization or on behalf of individual RAs,

[1] Extended Saarch
[E Select Continue to entar an order for your SDA/ITO organization

[+]csre E] If you would liks to enter an order on behalf of one of your RAs, enter/chocse their Business Partner
EI}:::: number/name here: |El and then select the Continue button above,
[t]nsip
[+]cAcrp
EI}fansL: | product catalog
[+]oA
E:rm—'{é [*]  erowsein the Product Catalog
4. Enter the RA's BP number in the text box or click [l (the Binoculars icon). In this example,

4001181 was entered.

ﬁ (Note) If the textbox is not displayed, the RA may be selected from a dropdown list instead.

Image: Domestic Order Entry Screen

Home Operattons Admin Reports Help

Order Processing
a Operaions > Order Processing = Order Management > Domeslic Order Eniry Full Screen | Options ~
IMy Transactions Catalog | Entitlement ¥ Transaction in Process
I Welkome
Welcome to the order entry screen
Quick Search ———-] As an SDA/ITO you have the option of creating orders for your SDA/ITO
orgenization or on behalf of individual RAs,

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

Et}f_g:“m IE‘ 1f you would like to enter an order on behalf of one of your RAs, enter/choose their Business Partner

[+]TErAR number/name here: @, and then select the Continue button above.

[+insie

[+]cacep

E:}f::'; I Product Catalog

[+IoA

Et]q::;; E] Browse in the Product Catalog
5. Click Continue (the Continue link) under the Welcome section, to begin entering the order.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Operatons > Order Precessing > Order Management > Domestic Order Entry Full Scraan | Options v

Ilﬂy,'[mnsm'ums Catalog | Entitl t &} view Cart: 0 Ttem(s) to the value of 0.00
I Order: In Process
Sold:TTo: 4008578, Total Nat Drica: 0.00 USH
Customer Number: 4001181 ) i
Subject: Certral Texas Food Bank
Your Referance: [
Quiksearch[ ] Yaur Dazcription: [
Defauit Delivery Settings For Items
[ i S oeler To: o4 | el
[+]csFe
[+]FDPIR.
[+]TEFAD
(ricaces ] stem  product Quantty umit Program U Description g IERSSSS. (PR
e
[+]DA
[+]TM_TE
[+IT™M_NS
Your Basket is empty
Update
6. As required, complete/review the following fields:
Field R/O/C Description
Your Reference: O A free text field which allows for further clarification
of an entry by reference to other sources of
nformation.
[Example:
A000011807
Your Description: O A free text field describing the order or complaint
ssue.
xample:
ulti-food Order
(Note) This field can be used to enter a
description of the order or an External
sales order 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 SDA/ITO to recognize orders
in WBSCM later.
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Image: Domestic Order Entry Screen

Home Operations Admin Raports Help

Order Processing

Full Screen | Opticas v

Operations Order Processing > Order Management > Domestic Order Entry
I My Transactions Catalog | Entitl k! view Cart: 0 Item(s) to the value of 0.00

I Order: In Process

Sold-To: 4000578

Total Net Price: 0.00USD
Customer Number: 4001181
Subject aotral Texa
Your Reference: ADOCC11007
Quick Search Your Description: Multi-food Order
Default Delivery Settings For Items
[’ R Oeliver To ] ﬁ
[+)CsFp
[+]FOPIR
[+]TeFap
[+Ins1P ] Sub- User Requested Total Price
[+]cAcFP [¥] Tem product quantity Umit Program XU Description gt GEURNSS Unit Price
[+]sFsP
[+INsL
[+10A
[+I_TE
[+ NS
Your Basket is empty
== | Add more to order [l Cancel I Onder |

7. Click .| (the Dropdown button) in the Deliver To: field to select the desired Ship-To

destination.
Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing

Operaions > Order Processing > Order Management = Domesfic Order Eniry

|y Transactions  catalos | Entitlement

Full Screen | Options ~

I view Cart: 0 Ttem(s) to the value of 0.00

I Order: In Process
Sold-To: 4000578
Total Net Prices 0.00 USD
Customar Number: 4001181
Subjects Central Texa= Food Bank
Your Referenca; | Accoo11807 |
Quick Search Your Description [Multi-food Order ]
Default Delivery Sctti
Deliver Tor =
[+]csre
[+]FOPIR
[+]TEFAP
[+inse 2 S Sub- = User Requested Total Price
[+]CACEP =] Ttem Product Quantity Unit Program Arca DeSPton g he  Delivery Date Unit Price
[+]sFsp
[+jnse
[+]oa
[+ITh_TE
[+ITM_NS
Your Basket is empty
[Cancet [ orcir |

8. Select the desired Ship-To destination from the Deliver To: dropdown list. In this example,
“epﬁon) was

selected.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operatons > Order Precessing > Order Management > Demestic Order Entry

| 1y Transactions  cataloa

| Entitl t

[Z view Cart: 0 Item(s) to the value of 0.00

Full Scraan | Options v

I Order: In Process

Sold-To: 4000578
Customer Number: 4001181

Subject: Certral Texas Food Bank
Your Referance: [a0o0011807
Your Dazcription: [ Muitifood Ordar

Quick Search

[¥] extended search

[+]esFe
[+]FDRIR.
[+
[+Insie
[+]CACER

Sub-

[¥] stem Product Quantity Unit Program e

Description
[+]sFsp

[+INSLD

[+]DA

[+1TM_TE

[+ITN_nNS

Your Basket is empty

9.

entered in the header.
Image: Domestic Order Entry Screen

Home Operations Admin Raports Help

Order Processing

Operations > Order Processing > Order Management > Domestic Order Entry

Tetal Mat Price: 0.00 Use

Default Delivary Setti s
elver To: b@ =

Total Price

Status  Delivery Date Unit Price

Click ( the Update button) to save the Deliver To: destination and any optional text

Full Screen = Opticas v

lu_y_]_ggsg_cﬁgus Cataloq | Entitl i/ view cart: 0 Item(s) to the value of 0.00
Product Catalog I Order: In Process
Seld-To: 4000578 Total Nat Prioss 0.00 USD
Customer Number: 4001181
Subject: Central Texas Food Bank
Your Reference: ADOOO11807
Quick Search Your Description: Multi-food Order
Search Default Delivery Settings For Iteme
e Sl
1 e
[+
[+)FOPIR
[+]TEFAR
[+Ins1P Sub- User Requested Total Price
I+ B Item  Product Unit ogr Aren Status  Delivery Date Unit Price
[+]srsp
[+nsLe
[+]0A
[+ITM_TE
[+ Ns
Your Basket is empty
[ Concet I oréer |

10.

+IEGE  (the CSFP option) was selected.

In the Product Catalog, click =1 (the Plus icon) next to the appropriate program. In this example,
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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
SDA, ITO, or RA is affiliated. Multi-food orders are available only to CSFP and FDPIR.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
Of > OrderF g > Order > Deomestic Order Entry Full Screen | Options ~
IMy Transactions  Catalog | Entitlement [ view cart: 0 Ttem(s) to the value of 0.00
l order: In Process

quit smlm—_1

[+]Diract Delivery

[+]FDPIR

[+]TEFAD

[+]nsI

[+]eacsp

[+]sFsp

[+]nso

[+]oA

[+J™_TE

[+I™_us

Sold-To: 4000578

Custornar Number: 4001181

Subject: Certral Taxas Food Bark
Your Reference! | ADO0OLLEOT

Your Description: | Multi-food Order

Dafault Delivery Settings For Ttamz
Delivar To:

[¥] Tem Product Quantity Unit Program 5ub

Your Basket is empty

Tetal Net Prices 0.00 USD
M &
Usar Requested Total Price ;|
Statuc Dalivary Data Unit Prica =

[ i more o sricr i Concel I ordr |

1. Click Mutti-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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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
3 Of > OrderF = Order > Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement No items in the shopping basket
A
~
I Multi-Food
Quick Search | |
E—
Overview Product Available Qty
[®] etended Search
Product Number Price Pendi
Quantity (Program / Sub- Nama Whousa g
[-ICsFP Area) Replanishmeants
Multi-Food
+]0trect Delive 1] 100853 APPLE JUICE PLST =
[+][Fl)1m i ] =) = (CSFP [ Multi-Food) BTL-0/64 FLOZ Saviem. || =ear 1023
Hebeieg —
Rl 100207 :
E:}ggp O = [CStr f vult-Foog)  APPLESAUCE CAN-24/300 | 13.43 USD 0 1230
[+]sFsP 100210 APRICOT HALVES CAN- i 6
}*‘}"5“ O cs (B (G657 mut-rooe) 24/300 126 UsD
+IoA
[+1TM_TE o 100380 BEANS GREAT NORTHERN
[=I_ns tl S (CSFF / Multi-Food) DRY PKG-12/2 LB TRy o o
100306 BEANS GREEN CAN-24/200
O = {CSFP 1 Mutt-Food) 200USD | 16506 °
100383 BEANS LIGHT RED KIDNEY
L1 & (CSFP/ Multi-Fosd) DRY PKG-12/2 LB 13.25UsD | 4767 ° 0
SR R ——Y P AR OTATA. A1 oM
v
ordces e paga | 415 =X

12. 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.

Image: Domestic Order Entry Screen

Home Operations Admin Raports Help

Order Processing
Y O > Order > Order > Domestic Order Entry Ful Screen | Opticas v
| My vronsactions  cataloa | Entitiement # No items in the shopping basket
A
A
| Mutti-Food
Quick Search |
Overview Product Available Qty
E Extended Seacch
Product Number Price
Quantity (Program ‘ Sub- Name Whouse m
[-icsep Area
ICE PLST
] 100893 APPLE UL g
[+ [+]Direct Delvery v = (CSPP / Muter-Food) LN O 2.33 UsSD 2657 1025
[+]TEFAR = | 100207 :
E:)usw = == [ (Corp ) Mutt-Foog) APPLESAUCE CAN-24/200  13.45 USD ° 3280
[+]srse — I ] 2 T 3
E:m’ J = M sy PO Bl e 1.26USD | 8634 0
+ITM_TE M0 ] 100380 BEANS GREAT NORTHERN
{0)’:_16 W (CSFP / Multi-Food) ORY DWG-12/2 L8 12.15 Uso o o
— ] 10006 BEANS GREEN CAN-24/300
0 = h+A (CSFP 7 Multi-Food) 200USD 16506 °
| ] 100385 BEANS LIGHT RED KIONEY
= 5 (5357 mot-rood) ORY PKG-12/2 LB 13.29Us0 4767 o v
roduct s mge ] W
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13.  Asrequired, complete/review the following fields:

Field R/O/C Description
Quantity R Number of items.
Example:
10

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

Image: Domestic Order Entry Screen

Home Operattons Admin Reports Help

Order Processing
Operaions > Order Processing > Order Management = Domestic Order Eniry Full Screen | Options ~
IMy Iransactions Catalog | Entitlement ¥ No items in the shopping basket
A
A
l Multi-Food
Quick Search
Overview Product Available Qty
[.Tl Extended Search
. Product Number Price Pending
_y Quantity (ng;.':; { Sub- Name Whowse gl hmants
Multi-Food
+IDirect Deli 100892 ADDLE JUICE OLST =
[+]E'u%m i % (CSFR / Muki-Food) aTL-8/64 £ 07 233US0 | 267 ax
[+]TEFAR
Et%gls‘gp ! = | ?%;Mub‘-ﬂwd) APPLESAUCE CAN-24/300 | 13.45 USD o 3240
[+]srsp 100210 APRICOT HALVES CAN-
Et%g}s\u’ O [;I (CSFP { Mukti-Foed) 24/300 T2608D. (| B39 "
[+I™M_TE 100330 BEANS GREAT NORTHERN
[+I™_ns O s l (CSFP / Multi-Food) DRY PKG-12/2 LB e 2 g
0 - fE ?gggzs, sy BEANS GRESN CAN-24/300 | 5 oo uen anne &
100335 BEANS LIGHT RED KIDNEY
O = (CSFP/ Mulki-Feod) DRY DRE-12,2 LB 13.23UsD 4767 G v
L] | e, AR AT e reee
prodacts par pace. | 115] [rovetocar ¥
14. Click (= (the Shopping Cart button) to add the product to the cart.
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Image: Domestic Order Entry Screen

Home Operations Admin Reporls Help
Order Processing
Operaions > Order Processing > Order Management ~ Domestic Order Eniry Full Screen | Options ~
l!dy_'[musa.c!.lnn& Catalog | Entitlement ¥ view cart: 1 Ttem(s) to the value of 23.32 USD
A
~
| Mutti-Food
Quick Scarch |
- Overview Product Available Qty
[»] extended sazrch
Product Number Prica —
s Quantity (Program { Sub- Nama Whousa Replenishments
Multi-Food |
+1Direct Delive: 100893 APPLE JUICE ALST . .
(ﬂ[rppm ¥ O s = (CSFP / Multi-Food) aTL-5/64 FLOZ 233VED | 2657 025
b —
=3 | 100207 | .
qugp O = {CSeP / Mubi-Feod) | APPLESAUCE CAN-24/300 | 13.43 USD 0 3240
[+]sFsp — | 100210 APRICOT HALVES CAN-
E+}"3U’ O & [CSFP / Mubi-Food) 24/200 1.26UsD 8694 9
+]DA
[+IM_TE [ ] p= 100380 BEANS GREAT NORTHERN
LS N = B 7235 tubireod) - DRY BRE-2/2 L8 Szamusn 0 o
100206 BEANS GREEN CAN-24/200
O = 1050 7 iokt-Food) 5 : 200USD 15506 0
100385 BEANS LIGHT RED KIDNEY
0 = D [oem ) mui-recd) DRY DKE-12/2 LB 13.23UsD 4767 g v
T—

15.

- )
products er pace | 41¥] [roretoca |

Click on ' _View Cart: (the View Cart: link) to view the items added to the cart. In this example,

B vi -
View Cart: 1 Item(s) to the value of 23.32 USD (the View Cart: 1 ltem(s) to the
value of 23.32 USD link) was selected.

Image: Domestic Order Entry Screen

Help

t > Domestic Order Entry

Home Operations Admin Reports
Order Processing
Operaions > Order Pr > Order M
I My Transactions Catalog | Entitlement

Full Screen || Options v

[ view Cart: 1 Item(s) to the value of 23.22 USD

Search For | Ordarz [V
Status Open [+]
Crestad By Myzel [v

Creetion Date | Since Yesterdey [~
1D Type Transaction [+~]

pte)

16.

I Order: In Process A

TN nesTe, Total Net Frice: 23.32UsD

Custorner Number: 4001181

Sublect: Cegtral Texas Food Bank

Your Raferancat [ Apooo11207

Your Description: [ Mutti-food Order

Default Delivery Settings For Items

S =@

Requested Delivery 127, T

P s jcar27/2019(8)

[¥] Ttem Product Quantity Unit Program SUC —— IDelivery Date  |oia Prce

APPLE JUICE

[ 100 |100s3 [0 cs | csrp MU BT ar WA [0372772019 T BT
oz

[Concet | o |

Click on '™ (the Dropdown button) in the Requested Delivery Date to select a delivery date. In

this example, 03/27/2015 18 (the 04/03/2019 date) was selected.
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Q (Note) Click . (the Hide Navigator button) to hide the Transaction Pane to maximize the

screen.

Q (Note) If there are no delivery dates listed, possible reasons include:

e The user has missed the window for the next delivery date.
e The user has selected a delivery location that only has non-delivery dates,

Q (Note) Once selected, the delivery date for each product will be displayed in the
Requested Delivery Date column.

17. Perform one of the following:
If Then
The user needs to add another item to the order Go to Step 18.

The user needs to update quantity for an item in Go to Step 23.
the cart

The user needs to delete item(s) from the order Go to Step 27.

The user is ready to submit the order Go to Step 30.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
(o] > Order P = OrderM > Deomestic Order Entry Full Screen || Options ~
IMy Transactions  Catalog | Entitlement [ view cart: 1 Ttem(s) to the value of 23.32 USD
Transactions I Order: In Process ~
Sold-Ta: 4000578
Total Net Prices 23.32USD
Search For Orders ‘_1] Customer Number: 4001181
Statiis e vl Subject: Certral Tasas Food Bark
P By Wyselt = Your Reference: AD000L180T
O o = Your Descriptions [Mti-food Order
Ao
fRENO e (| nce TSIy = Default Dalivary Scttings For Itomz
1D Typs Transaction [v] arar For 28]
]

EI Item Product Quantity Unit Program x Description ;:;'s Requested Delivery Date Total Price

Uniit Price
APPLE JUICE
Musti- | PLST 23,32 USD
[¥] 100 100833 [w0 Jics CSFP | mod |emicareers |VA 0470312019 |lsi0usD/1001m
oz
[pdic [Concet J"orir |
v

18. Click (the Add more to order button) to add a new product to this order,
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Image: Domestic Order Entry Screen

m,m‘m Raports Help

Ovderrocssmn [

O > Order > Order > Domestic Order Entry Full Screen | Opticas
quj.mnm&n: Catalog | Entitlement i view Cart: 1 Item(s) to the value of 23.32 USD
A
A
| Mutti-Food
Quick Search
m Overview Product Available Qty
Extended Search
Preduct Number Price
Quantity (Program ‘ Sub- Name Whouse m""‘
[-lcsep Area’
| 100893 APPLE JUICE PLST

- (m:-no-huy () = (cse/ Food) STL-8/64 ML OZ 2.33USD 2657 1025

i — T

:Nﬂ’ O 5 E(M/”. Foog) APPLESAUCE CAN-24/300  13.45 USO ° 3290

+]5FSP -

Fris 0!l - 1002:3MM m%mcm s3cve0 | wesi °

+]OA
+]TH_TE {10 BEANS GREAT NORTHERN
+ITu_ns % =] (cs‘v/w ORY PKG-12/2 L8 12.15 UsO o o

ol cs b= (‘(:v/ Multi-Food) GREEN CAN-24/300  500us0 16308 °
O :’:] D5 (307 mar-rood) - ORYPRGa2a L 1329USD 4767 o &
PR JRO—————— G

bt e 0 [T Y Y

19.
item for product 100385 was selected.

Click O (the Check Box) next to the line item for the required product. In this example, the line

ﬁ (Note) All checked products can be added to the cart at the same time.

Image: Domestic Order Entry Screen

m'm‘m Raports Help

owmecssms

o > Order > Order > Domestic Order Entry Full Screen | Optioas ¥
| My vransactions  cCatalog | Entitlement 7 View Cart: 1 Itam(s) to the value of 23.32 USD
~
A
l Multi-Food
Quick Search
Overview Product Available
(3] extanded seacch oy
(Program / Sub- Name frics Whouse Pending
Quantity
[-Jcsep N-‘ Replenishments
WICE ST
. (m.:n Delvery 0O :a ) ;g:} Mok-Food) m“ e 233US0 2657 1025
.t 100207
s 0O = =) (CorP ) Mt-Food) APPLESAUCE CAN-24/300 1345 USD ) 24
et ol | 13T strrony | PPN | 126us0 | 06 0
+]0A
+ITH_TE [10 100380 GREAT NORTHERN
4%3 =R [ (CSFP / Muty-Food) ORY PXG-12/2 LB ALY L 8
O ’T} E ;g:);ww BEANS GREEN CAN-24/300 o0 o 16506 °
00383 BEANS LIGHT RED
Mi'—s 0 13357 mutrrond) © ORY PHG-12/2 L8 13.29Us0 4767 9 v
| I— PSPV AT ALS AT AR s
prodects e e 1] [T ¥
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20. In the Quantity field enter the desired quantity. In this example, 5 was entered in the Quantity
field for product 100385.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Of 1 > Order Pr g > Order 1

~ Damostic Order Eniry Full Scraen | Options v

IMX_'[mnﬁnﬂinnz Catalog | Entitlement ¥ view Cart: 1 Ttem(s) to the value of 23.32 USD
A
~
| Muiti-Food
Quick Search
Overview Product Available Qty
[¥] extended Search
Product Number Prica Pen
Quantity (Program / Sub- Name Whouse nding
[-lesFe Area) Replenishments
Multi-Food
[+]Direct Delivery 0 B 0022 APPLE JUICE PLST 222050 | 2657 e
[+FDPIR = B rcerp/ ubi-Foed) am-g/ea FL OZ : 102
[+]TEFAP
[+Insie | ;,cs =] }'gst’f.l,‘?; Muki-Food) | PPPLESALCE CAN-24/300 | 13.43 USD o 3240
[+]CACFP
[+]sFsp 100210 APRICOT HALVES CAN-
EI}gi'—F O = [CSFP / Mubi-Food) 24/300 oo UED | Dee "
[+ TE 10 R=7 100380 BEANS GREAT NORTHERN
[+ NS v = (C57P { Multi-Food) DRY PKG-12/2 LB 20 2 g
0 |;] ?ggggi i BEANS GREEN CAN-24/300 o0 o .
s 100335 BEANS LIGHT RED KIDNEY
1] =] IS {CSFP / Muki-Feod) DRY DKGE-12/2 LB 13.29UsD 4767 = v

] -
e v
Products per page A1 V| [Tl TR | Move to cant |

21. Click (the Move to Cart button) on the bottom of the screen.
Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing

Operatons > Order Processing > Order Management > Damestic Order Eniry Full Sereen | Options ¥

Il_dy Transactions Catalog | Entitlement ¥ View Cart: 3 Item(s) to the value of 211.24 USD

Piceeoducs Catatonl 7

A
| Multi-Food
Quick Search
=
Overview Product Avallable Qty
[] extended search
Product Number Price
—— Quantity (Program 5 Sub- Name Whouza o Pending
Multi-Food
+]Diract Caliver 100833 APPLE JUICE PLST =
[+1ED]9m i (N e 1= (CSFP / Mulki-Food) aTL-8/64 FLOZ 233USD | 2637 1023
[+1TEFRR
[+HNSIP O l? }2;’:;’; pubt-rood) | APPLESAUCE CAN-24/300 | 13.45 USD 0 2740
[+]cacrr Food)
[risFse 100210 APRICOT HALVES CAN-
E*‘}"SU’ | s D5 (2357 mussrece) 24/200 126UsD | 8634 g
+1oA
[+ITh_TE = 100380 BEANS GREAT NORTHERMN
[S2LLEL o = = (CSFP { Muki-Foed) DRY PKG-12/2 LB 12 AFUSD a o
100208 EEANS GREEN CAN-24/200
O = CSFR £ Mubi-Foed) 200080, | 16506 o
100383 EEANS LIGHT RED KIDNEY
N = (CSFP 7 Muki-Faad) DRY PKG-12/2 LB 13.29UsD | 4767 < v
—| - AN AT i

N 7 v
prducs per e 1Y) e
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WBSCM |

Work Instruction

Create Multi-Food Order SDA

22,

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 211.24 USD (the View Cart: 3 Item(s) to the

value of 211.24 USD link) was selected.
Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
Operaions > Order Pr g > Order > Domesfic Order Enfry

| My Transactions  catalog

Full Screen | Opfions v

| Entitlement [ view cart: 3 Ttem(s) to the value of 211.24 USD l
Tranzactions I Order: In Process
Sold-To: 4000578 . W I
Search For | Orders v Customer Number: 4001181
Statis Open vl Subjact: Cantral Tavac Food Bank
— Ye : A000011607
Created By Myself v ot MR |
i Your Description: Mulki-food Order ]
Erention Since Yasterds v
Date = 14 Badl Dafauit Delivery Settinge For Itame
Do [Trsachon 9 e ~
D
m Requested Ddlivery P 1
Dat= for Ttems 04/03/2013[¥ |
s Sub- User = Total Price
[*] tem Product Unit Program oo e Requested Delivery Date Lot
APPLE JUICE
y Multi- 2LST ; . 23.32 L
[#] i100 100893 [0 cs csre O EToear, WA (040372019 OB T
oz
2EANS
— GREAT
[¥] 200 100380 12 | cs cere | MU SORTHERN WA 04/03/2019 . Rzt AeL
Food [ RN TS 30,61 USD / 100
12/218
BEANS LIGHT g
i Multi- | RED CIDNEY nar 66.46 L
[#] 300 com:ss 5 ] les corp | R et wa (0470312019 ..
< >
—

23. Click

Image: Domestic Order Entry Screen

Home

Order Processing

Operations

Admin Reports Help

Operations > Order Processing > Order Management > Domestic Order Entry

. (the Hide Navigator button) to hide the Transaction Pane

Full Screen || Options v

IM! Transactions  Catalog | Entitlement [ View Cart: 2 Item(s) to the value of 211.24 USD
Sold-To: 3000578
Total et Pricar 211,24 USD A
Customer Numbar: 4001181
Subjact: Cantral Texas Food Bank
Your Reference! JANE SMITH ]
Your Dezcription: Multi-food Order ]
Dofault Delivery Settings For Ttams
Requested Dalivery : v
Date for Items os/3/2019 v |
; : Sub- e Usar % Total Prica -
[¥] tem product Quantity Unit Program e Deseription Statye  Requestad Dalivery Data A i
= 100 scogse 20 cs CS™ | Multi-Food ADOLE JUICE PLSTETL-3/€4FLOZ  W/A 04/03/2019 P e |
870 UsSD [ 100 LB
e BEANS GREAT NORTHERM DRY DKG- 121.46 USD
[#] 200 0020 [0 s 5P MultiFood S5O NIk [pam3r2018 e Al
< = 7 BEANS LIGKT RED KIDNEY DRY PKG- . 85.46 USO
[ 300 w0383 s cS®  Nult-Food (7 NiA 04/03/2019 55.38 USD | 100 L8 O
bpe [comee J orie
v

24,

Update the Quantity field, as appropriate, for the required line item.
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WBSCM |

Work Instruction

Create Multi-Food Order SDA

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
O > Order P g > Order M: » Domestic Order Entry Full Screen || Options ~
IMy Transactions Catalog | Entitlement View Cart: 3 Item(s) to the value of 211.24 USD
Sold-To2 AN00T7E, Total Net Prics: 211.24 USD A
Customer Number: 4001181
Subject: Central Texas Food Bank
Your Referencet JANE SMITH ]
Your Dazeriptiont Multi-food Order ]
Dafault Delivery Satti
A _ ;El ‘gl
Requested Delivary I
R ueeiies 04/03/20t9 v |
[+] item product Quantity unit Brogram e Description s‘.’:ﬁ‘; Requestad Delivery Date Lﬁ'm i
E] 100 1008€2 10 cs OS> Nulti-Fond ADDLE JUICE PLST BTL-8/64 FLOZ M/A |04.’03/2019 &70 ‘,__2-3"35,.[,'?5 O
[¥] 200 w0zs0 | [10 cs csFP Mult-Food Eg,‘z"f:“&” MOKPHERN.ORY PKEF, | o070 [ai372019 e Jg‘t‘f’u})’slg 0O
= a0 100285 |[3 cs cs | MultirFood |2 te o Reo KIDNEYORYPRG™ | gy 04/0372019 e st L
[carcet Jf onser|
v

25,

26. Return to Step 17.

Click (the Update button) to apply changes.

Image: Domestic Order Entry Screen

Home Operations Admin

Order Processing
Operations > Order Processing

| py vransactions  cataloa

Raports Help

> Order Management > Domestic Order Entry

| Entitlement

Full Screen  Opticas v

i view Cart: 3 Item(s) to the value of 211.24 USD

Sold-Tor 4000578

Customer Number: 4001181

Subject: Central Texas Food Bank
Your Reference: AD0C011807

Your Description: Mult-food Order

Default Delivery
T

Requested Delivery
Date for Items

Sub-
[¥] 1tem Product Quantity Unit Program  ee.

100 10083 [10
[ 200 100300 (12
[#] 300 100385 5
Update

27,

example, the second |

04/03/2019 v |

Description

€S CSFP  Muki-Food APLE JUICE PLST BTL-8/64 FLOZ

€S CSPP  Muhi-Food BEANS GREAT NORTHERN DRY G-
12218

CS S Mubi-Food BEANS LGHT RED KIDNEY DRY PKG-

ine item was selected,

Tckal Net Price: 211.24 USD A
MR
oo Requested Delivery Date O
WA 0410372019 -l
WA 0410372019 e T ]
WA 040372019 o A O )
v

Click [ (the Check Box) underneath the Trashcan column to select a line to be deleted. In this

Monday, May 6, 2019
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NAIDCC 1A ! Work Instructi
WBS(M ) C?;artg rll\l/(I:tIJ(i'?i-Food Order SDA

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
1 Operatons > Order Precessing > Order Management > Demestic Order Entry Full Scraan | Options v
Ildxlmnsncﬁnns Catalog | Entitl t [# view Cart: 3 Item(s) to the value of 235.54 USD
_I Order: In Process
A
Sold-To: 4000578
Total Net Price: 235,54 USD
Cuztomer Number: 4001181
Subject; Centrsl Texas Food Bank
Your Refarenca: A000011807 ]

Your Description: Multi-food Order

Default Delivery Settings For Items
e _ - @

Requested Delivery
P st 04/02/2019 V|
7 2 Sub- L User Total Price o
[¥] mem Product Quantity Unit Program  pon. Description G2eT Requested Delivery Dote i i
[ 100 sc0ese  [z0 cs €SP MultiFood APPLE JUICERLSTBTL-3/64 FLOZ  N/A 04/03/2019 o Al
z EEANS GREAT NORTHERM DRY PKG- 145.76 USD
[ 200 100380 |[12 cs CS  Multi-Food [SINES WA 04/03/2018 ey nas anninl M
EEANS LIGKT RED KIDNEY DRY PKG- 65.46 USD
|z| 300 100285 S s CSFR | NultiFood | 15 N/A @4103!2019 3.38:USD J 200 18 O

oo | [ moreto over [ corce [ oriee S

28.  Click (the Update button) to delete the selected line(s).
29. Return to Step 17.
Image: Domestic Order Entry Screen

Home Operations Admin Raports Help

Order Processing
‘] Operations > Order Processing > Order Management > Domestic Order Entry Full Screen | Opticas v
Ig_y_l_(_anﬂmm Catalogq | Entith i view cart: 2 Item(s) to the value of 89.78 USD
I Order: In Process N

PelTey J00or Tetal Nt Price: 89.78 USD
Customer Number: 4001181
Subject: Cantral Texas Food Bank
Your Reference: AD00011807
Your Description: Muit-food Order

Default Delivery Settinge For Tteme

Requested Delivery "
Date for Items 04R3/20191 ]

Sub- User Total Price
[¥] 1tem Product Quantity Unit Program  or Description Status  Requested Delivery Date Unit Price
E] 100 100893 10 cs CSFP  Multi-Food APPLE JUICE PLST BTL-8/64 FL OZ NA 04/03/2019 €.70 US ;.‘332:}50
1 BEANS LIGHT RED KIDNEY DRY PKG~ 66,45 USD
& 200 100385 [3 cs CSFP Mut-Food 3o n ' WA 04/03/2019 55.38USD/ 100 L8 I

[pduee | Add more o orier [ Concet [ orier SN
. ord s

30. Click (the Order button) to submit this order.
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WIDCC A | Work Instructi
WBS(M J C?:ea?; r;\J/(l:tlJclTi-Food Order SDA

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
_ Operations > Order Processing > Order Management > Domestic Order Entry Full Screen | Options v
IMy Iransactions Catalog | Entitlement View Cart: 2 Item(s) to the value of 89.78 USD

I Order: In Process

A
Eold-To RO Tokel Net Pri 89.78 UZD
' el Net Price: .
Customar Numbart 4001181 P o riWetipag s x
Subjects Central Texas Food Bank
Your Reference: |#o00011507 |
Your De=cription: \MukHood Order | 0 Do you really want to send the arder?
Default Delivary Settings For Ttams
Delivar To: v [
Requested Delivery 03/,
Date for [ems DAfOY20LI
% Sub- o User Total Price o

¥| TItemn Product Quantity Unmit Program a0 Description Ctatas Requested Delivery Dat= srdteans ;|

[¥] 100 100853 | |10 s C5FP  Multi-Food APSLE JUICE PLST BTL-8/64 FLOZ N/A 04/03/2019 6.70 %’”3123;’55 O
— " EEANS LIGHT RED KIDNEY DRY PKG- 66.46 USD
[#] 200 | 10czes 5 cs s Mulroed SolES A 04/03/2019 ssesuand sn et
| Update | | Add more to order Jif Cancel |
v

31. Click (the OK button) on the pop-up screen to confirm order submission.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Operations > Order Processing > Order Management > Domestic Order Entry Full Screen | Options v

IMy Transactions  Catalog | Entitlement [ Transaction in Process

I Confirmation of receipt

Sold-To: 4000578

Orders 1000259482 from 03/12/2019 11:54

Total Net Price; £65.78 USD
Customer (Number):  Central Texas Food Bank (4001181)
Your Reference: A000011807
Your Description: Multi-food Order
= User Totol Price
Ttam Itom Details QTY Rt | g i
100893 : APPLE JUIC! $23.32 USD
100 Delivery Point: 10.000 €5 N/A 570USD/ 10015
Requested Delivery Cabe: 04/0372019 =
100383 : BEANS LIGHT =
il =t somies | W | o SRS
Raguastad Delivary Cate: 04/02/2018 X -

32. The transaction is complete.

@ (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 for Receipt screen.
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NAIDCC 1A ! Work Instructi
WBS(M J Ccr):eart:‘ rIL\l/(I:tIJ‘i'?i-Food Order SDA

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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WBS( M A Work Instruction
[ J Create Recipient Agency (RA)

Purpose

A Recipient Agency (RA) is a domestic customer organization that can create domestic requisitions in
WBSCM. RA organizations are created and maintained by State Distributing Agency (SDA) Org Admins.
SDA Org Admins use this transaction to create a new RA Organization in the WBSCM system. This
includes adding address information as well as assigning business partners, and programs for the new
RA organization.

Note: An SDA cannot delete an RA. Contact the WBSCM Service Desk for assistance to delete an RA
from WBSCM.

Process Trigger

Use this transaction to create a new RA Organization in the WBSCM system.
Prerequisites

SDA must exist in WBSCM.

Portal Path

Follow the Portal path below to complete this transaction:

. Select Admin tab & Organization Maintenance folder & Maintain Organization link & Create
RA Organization link to go to the Create RA Organization screen.

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
o Optional (O) — a non-mandatory field not required to complete the transaction
o Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
. 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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AMDCT A3 ' Work Instructi
WBS(M ) Ccr):ea:érll'l\’ce“:;ri\pient Agency (RA)

PROCEDURE

1.

2.

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

Image: Maintain Organization Screen

HoTe Opersions Admin Fegorts FHelp

Manege Users. Mzster Dats Organization Meint=nance
< Admn > Organizaton Mainteranoe > Maintain Orgarization Full Soraen | Options »

« Maintain Organizaton

Upload New RA Orgarizations Welcome to the Maintain Organization Application

Upioad RA Updstes

Yadats my Organizaten

Creste RA Organization
Updats RA Crpanization

Creste Co-op Orgenizafion

Uodats Co-0p Os

Ma3s AssignUn-assign Shio-To

Click * (the Hide Navigator button) to minimize the Portal menu. Note that this can be done
with any transaction in WBSCM,
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WBS(M ;

Work Instruction

Create Recipient Agency (RA)

3.

Image: Maintain Organization Screen

> Maintsin Org

Weicome to the Maintain Organization Application

Uadats my Organization
Craste A Omanzaion
Update RA izaton
Crazs Co. o
Uséate Co-op Crganizaton
Mass Assignin-sasigr ShipTo

[ Fii Serean | Optionz |

Click Steste 22 Omanzaton (the Create RA Organization link).

Image: Create RA Organization (Address) Screen

Hore Oparations. 'M‘ Repans Hap

Admin > Organization Maintznanee = Mainain Orgavzation

smomreee [

MR, rewostiy | 1

Al reguirec Telds are markad with & fed asteris< (7).

“ Name. |
Additional Nama: ]

Address

* StreetAcdress 1
Streat Addrass 2:
SuestAodess 3

= Ciy: | ]
* Country: [ =
* Sate: [ W) * Poctal Coda’

* County: [

* Zona®

| Full Screer | Oprions ¥ |

Monday, February 5, 2024
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: Work Instructi
WBS(M J c?éa?é rIuRaeKc):riwpient Agency (RA)

4. As required, complete/review the following fields:
Field R/O/C Description
Name: R erson or business partner's name.
xample:
iverdale RA
(Note) Enter the name of the RA's
organization.
Street Address 1: R free text field in which to enter the street address
f the user or organization.
xample:
(Note) Enter the street address for the
RA's headquarters.
City: R ity where the user or organization is located.
xample:
iverdale
(Note) Enter the city for the RA's
headquarters.
Country: R ountry code that represents country name.
xXample:
USA

(Note) Enter or select the name of the
country where the RA is located.
Typically this field is populated with
USA unless it is a domestic offshore
location.

State: R The abbreviation or name of United States
territory, district, or state.

xample:
alifornia

County: R Eegion or geographical area.

9

xample:
Fresno

Postal Code: R A ZIP code.

[Example:
93656-9408

Monday, February 5, 2024 © WBSCM Training = Proprietary Page 4 of 17
2023-AMS-00030-F 000529



i Work Instructi
|WBS(M ) C?:ea?érllétcel(::?pient Agency (RA)

Field R/O/C Description

Zone: R dentifying number assigned to an RA by their
DA.
xample:

(Note) Zone where the RA is located.

The RA should be assigned the same
zone as its SDA.
e Zone 1is NERO (Northeast
Regional Office)
e Zone 2 is MARO (Mid-Atlantic
Regional Office)
e Zone 3 is SERO (Southeast
Regional Office)
e Zone 4 is MWRQ (Midwest
Regional Office)
e Zone 5is SWRO (Southwest
Regional Office)
e Zone 6 is MPRO (Mountain
Plains Regional Office)
e Zone 7 is WRO (Western
Regional Office)
e Zone 8 is HQ (Headquarters)

Image: Create RA Organization (Address) Screen

—are Oparstions Admin | Bepons Halp

Manzge Users  MasterData  Organizafion Maintnance

Admin > Omgarizaton Mamznance > Mantzir Organization Ful! Screen | Options ¥
’

Create RA Organization
@0 Sack
Address Reatonship Pregrams Miscellaneous
Al required Telds are marked with a red astesisk (%)
Name

Submz

5. Click ~ T==tenshe  (the Relationship tab) to assign relationships such as sub-orgs, plants, and
ship-to locations to the RA.
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WBSCM ) C?:ea?;r;celcc);ri‘pient Agency (RA)

Image: Create RA Organization (Relationship) Screen

Home Operstions Admin Repors Hep

Manzge Uzers. Master Data Organization Maintznance

Admn > Organizatcn Mainienance * Maitisin Organization Full Screan  Opiionz +
3

Create RA Organization
[@5st]
hodes i Erostna i Piecintecss |
Business Pariner Relatcn. |Has Plant I+
Assigned Businass Farners Avallabie Business Fariners
T »EF
2 Businez= Pariner (Nama City State, 2P Number) || £ Business Partner (Name/City Siste, BP Numiter)
| NW PARIS SROTHERS-MO 2200 / KANSAS CITY MO (4000C04)
[Submz |
6. Click |/ (the Business Partner Relation drop-down) to add business partner relations to the

RA organization.

@ (Note) Select the Has Plant option when the business partner has a National Warehouse location
that needs to be added. The options provided for possible National Warehouse locations are
those assigned to the SDA.

Select the Has Ship=To option when the business partner has a Ship-To location that needs to
be added. This could include any delivery locations for goods. The addition of new Ship-To
locations allows the RA to select the delivery location when creating a requisition.
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WBS(M ) C?:aa?; rIgfeucjzri‘pient Agency (RA)

Image: Create RA Organization (Relationship) Screen

Hore Operationz Admin Reports Hep

Mansge Uszers  Master Data Organization Maintenance
Admin = Organizatcn Mainienanse = Mainisin O-ganizstion
’

Create RA Organization
[¥88ssk]

Addrezz

Pregrams | Miscailanaous

Buzines=z Pariner Relation: [Has Piant b
Has Flant
Haz Srip-Te
Assigned Business Avalladie Business Pariners
Y T » T
B Buzinezz Parinar (Nama/City State, SF Numbar) = B Businazz Partner (Name/Ciy Siste. BP Nuriar) =

| NWPARIS SROTHERS-MO 2200 / KANSAS CITY MO (4000C04)

=
o

|

7. Select ##2F#"  (the Has Plant option) to assign plant locations to the RA.

Image: Create RA Organization (Relationship) Screen

Mansge Users  MasierData  Organization Maintenance
Admn > Omanizatcn Mamenance > Mantain Organization
»

Create RA Organization

Address 14 Pregrams . Miscellansous

Buzinezz Pariner Relaten

Assigned Business Partners Available Business Pariners
r T r T
B Business Pariner (Mama/City State. 2P Numoar) | . Busnass Partner (Name/Cey State, 8P Numter) =
| NWPARIS BROTHERS-MO 2200 / KANSAS CITY MO (4000C04)

Fui Screan | Options «

Ful Screen  Ootions »

8 A==
[Unsssign 8]
= =
i'swmtl
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w B S( M A Work Instruction
() Create Recipient Agency (RA)
8. Click (the Select button) to assign a Business Partner from the Available Business Partners

column. In this example, the Business Partner NW PARIS BROTHERS-MO 2200 / KANSAS

City MO (4000004) is selected.
Image: Create RA Organization (Relationship) Screen

Home Operaticns Admin Reports Help

Manzge Users Master Data Organization Maint=nance

Admn > Organizatcn Mainknanee > Mainisin Organization
’
Create RA Organization
[§8 80k |
Address IRl Programs Mizcellaneous

Business Pariner Relatcn. |Has Plant I+
RSSNM Business Pariners Avallabie Business Fariners
(-4 -4
[ Businez= Pariner (Nama'City State, 2P Numbes) | | £ Dusinasz Parner (Nama/Cey Siste, 5P Numier) ]

NW PARIS SROTHERS-MO 2200 / KANSAS CITY NIO (4000C04)

[Scemz |

FuiScrean  Options «

9. Click (the Assign button) to assign the selection to the RA organization.
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WBSCM ) C?;a?;rlg:elgri‘pient Agency (RA)

Image: Create RA Organization (Relationship) Screen

~ove Operaicns Admin | Fepons Hep

Manzge Uzers. Master Data. Organization Maintznance
Admin = Organizatcn Mainienanse = Mainisin O-ganizstion
»

Create RA Organization
[§8 80k |

Address Pregrams  ,  Misceilaneous
Business Pariner Relaton. |Has Plant I+
Assigned Businass Fariners Avalable Business Partners
» &7 »F
B Businez= Pariner (Nama City State, 2P Numbaar) = EL Busness Parne (Name/Cidy State 2P Nember: ||
J N PARIS BROTHERS-NO 2200/ KANSAS CITY MO {2000004) | hereFouna

4 Assign

[Onassian )

[

[Siemz |

Fui Screan | Optionzs «

10. Click = (the Business Partner Relation drop-down) to add business partner relations to the RA

organization
Image: Create RA Organization (Relationship) Screen

Home Oparzions Admin Reports Hap

Manzge Usars Master Data Organization Maintenance
Admin > Orpanization Malienance > Mantsin Organization
) 4

Croate RA Organization
4p Sack |

sdoress || Refationship | =crams Miscelianeous

Business Parner Retaton: |Has Plant hd
Haz Plart
Has Ship-To
i i ors Available Buziness Partners.

'é o » F

BA Business Fartner NameiCity State. 5P Numver) | |

B2 Business Parner (Name Gty State, SF Numboe)
J NN PARIS BROTHERSMO 2200 ( KANSAS CITY WO ([4000004) Nena Found

Asgigr
4 Assig!

Onazsign b

Full Screen  Dptions v
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) Work Instructi
lWBS(M ) C?:ea:;nl;icé(é?pient Agency (RA)

1. Select "#=="FT° (the Has Ship-To option) to assign Ship-To locations to the RA.

@ (Note) The Business Partners are listed in alphabetical order, Use the vertical scrolling to
find the appropriate Business Partners. To select business partners:

e To select business partners from consecutive rows, hold down the Shift key and
click the first and last Select buttons.

e To select business partners from non-consecutive rows, hold down the Ctrl
key and click each Select button.
The multiple selection also applies to the Programs tab,

@ (Note) To filter the list of Business Partners, click on the column Business Partner
(Name/City State, BP Number) field. Select (User-Defined Filter...) (the User-Defined
Filter... option) and enter required criteria. Use * (the Asterisk symbol) at the beginning
and end of a search term (e.g., “Craven* or *5001716*) to search for a Business Partner
that contains the term. The asterisk searches part of a word as well (e.g., *Califor*). See
also the Wildcard and Matchcode Searches job aid. To remove the filter, select the (All)
option

Image: Create RA Organization (Relationship) Screen

Home Cparations Admin Reports Hap

Manags Users Mazter Data Organization Maintanance

Admn > Organizaticn Maivenance > Mantain Dganization Full Screen  Dptions ¥
»

Create RA Organization
@0 Back
Addresz | Relationshin Sregrams Miseallansous

Businezz Parner Ralaten: foiaz Ship io 1%

Assigned Business Parmers Available Business Pariners
VT 3

B2 Business Pariner (Nam='City State, F Numbe) B Buzinazz Parner (Nawa/Cty Sizte, BP Nuvier) (&

20TH CENTURY / NONTCLAIR CA (5001416) B
== ADVANCE FOOD COMPANY INC / ENID OK (5001155]
?” ALDINE 13D / HOUSTON T (2004831)

ALMA SCHOOLS | ALMAAR (2004174)
ASIAN FOOD SOLUTIONS. INC / LOS ANGELES CA (5004772)

AUSTIN ISD / AUSTIN T [S001000)
B2 RFOOD SERVICE | SALLINGER TX {3002100)

B8& RFOOD SERVICE | EARLY TX (2002114) [«

12. Click ! (the Select button) to assign a Business Partner from the Available Business Partners
column. In this example, ASIAN FOOD SOLUTIONS, INC / LOS ANGELES CA (5004773) is
selected.
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Work Instruction

Create Recipient Agency (RA)

Image: Create RA Organization (Relationship) Screen

Hore Operaticns Admin Reports Hep
Mansge Uszers  MasterData  Organization Meintznance
Admin > Organiz: faintenance > Maintsin Organizat
»
Create RA Organization
[E =20
Pregramz | Mizcallaneous

Address

Business Pariner Relaton. |Has SHip-To | »)
Assigned Business Partners

vy
B Business Parner (Name/City State, SF Numbe) ||

Avalladle Business Fariners
» &F

£ Dusimess Padner (Nawa/Cey Siste, 5P Nuvicer) ]
| 20THCENTURY / NONTCLAIR CA (3001410) &

Fui Screan | Options «

_J ACNVANCE FCOD COMPANY INC / ENID OK (3001133)

|
ALDINE 15D { HOUSTON T [2004831)
]

| ALMA SCHOOLS | ALMA SR (5004174)

ASIAN FOOD SOLUTIONS. ING { LOS ANGELES CA (5004773)

| AUSTIN ISD/AUSTIN TX (5001500)
__| B2 RFOOD SERVCE | BALLINGER TX (5002100)

i B84 RFOOD SERVICE | EARLY TX (5002114)

Click (the Assign button) to assign the selection to the RA organization.

13.
Image: Create RA Organization (Relationship) Screen

Hep
Full Screen | Options ~

Admin Repors
Organization Maintznance

Home Operations

Admn > Omanizaton Mankenance > Mantain Organization

»

Create RA Organization

Address Programs. Miscelianaous
Business Pariner Relaten: [Haz Ship-To | ]
Assigned Business Farmers Available Business Partners
T ' T
B! Business Partnar (Nama City State, 2F Numbsr) (3] R Business Parinar Nama/City Stass, 37 Number) @
| 20T CENTURY | MONTCLAIR CA [5001418)

| ASIAN FOOD SCLUTIONS, INC / LOZ ANOELES CA (5004772)
ADVANCE FOOD COMPANY INC / ENID OK (800118
L1 e
,_J ALDINE ISD / HOUSTON TX (5004821

Unassign
| ALMASCTHOOLS / ALNA AR (3004174
_J AUSTIN IS0 / AUSTIN TX (5001000}

J E & R FOOD SERVICE / BALLINGER TX (3002100)

| B & R FOOD SERVICE / EARLY TX (3002114)
’ BASIC AMERICAN FOODS - BLACKFOOT / BLACKFOOT 1D (3002742) E]

Page 11 of 17
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m j Work Instruction

Create Recipient Agency (RA)

14.  Click | Free=ms

(the Programs tab) to assign programs to the RA organization. Only
programs assigned to the SDA by FNS can be assigned to the RA.

Image: Create RA Organization (Programs) Screen

Home Cporztions Admin Reports Hap

Manzge Usars. Master Dzt Organization Maintanance

Admn = Omanizaton Mainienance > Mantsin Oganization
»

Full Screen  Dptions ¥
Create RA Organization
[@5=0r]
Addrecs == P
Aczsigned Programs Available Programs
= | chantapi insttutons =]
Covid Sunpierental ASssiance
| Trade Magston - NSLP
E
| Trade Misgston - CSFP
= =
| Trade Misgston - CACFP -
| Trada Misgaton - TEFAR
| Soup Ktenen ans Food Banks
= | Nutrion Senvices ncertve P 3]

15. Click (the Select button) to assign a Program from the Available Programs column. In this
example, Charitable Institutions is selected.

Monday, February 5, 2024
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Image: Create RA Organization (Programs) Screen

Home  Opersion: | Admin | Reports telp
Manege Users O
4drin > Orgarizatcn Maimienance > Maitain Organizstion Ful Screen | Option= =
Creale RA Organization
[488szk]
Address y Relstonship Miscellaneous
Assigned Programs Availabls Programsz
= | Chariaba insttutens -
] Covid Susplarental Azzztancs
| Trade Misgaton - NSLP
i
- S | Trade Misgston - CSFP
_—‘HZSE =
o | Trsde Misgston - CACFR -
| Trsse Misgaton - TEFAR
| Soup Kitchen arx! Foud Banks
= | Nubrivon Senvices hicentve P 7]
Subme

16. Click (the Assign button) to assign the selection to the RA organization.
Image: Create RA Organization (Programs) Screen

soms Oparstions Admin Reports Hap

Manzge Uszars  MasterData Organizafion Maintonance

Admn > Omanizaticn Maimenance > Mantair Organization Fuli Screen | Ootions ¥
Create RA Organization
@ Sack
Address Restonship < Progrms | Miscelaneois
Ascigned Programe Avallable Frograms
Crariavie instutons || |7 chartasie nstutcns =

| Covie Suooementz| Assisiznce
| Trade Miagaton - nsLP

4 Azgn
o | Trade Nisgaton - CsFP
[Ur=en | Trade Nisgaton - cacFF
| Trage Mitgaton - TEFAF
| Soup Ktchen and Fooc Banks
= _L Nutrition Sanices Incentive P ]
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17. Click =~ Misesllanzous  (the Miscellaneous tab) to enter identifiers for the RA organization.

Image: Create RA Organization (Miscellaneous) Screen
<<<<< Opersicns Admin Reports
Mansge Uzers  MasterData Organization Maintenance

Admn > Organizatcn Mainknance = Ma

nisin Organization
L3

Create RA Organization
& 2=
Address Relstionship Pregrams Mizcailansous

RA Attributes

RAFIPS Cote

RA Igentifier

© numper: |

Alternate RA Idantifier

O numbdar:

Sueme

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

Field R/O/C Description
RA FIPS Code: O unique code that is assigned to the recipient
gency by the Federal government.
ample:
08341771
ID Number: (RA O ldentification number that SDAs use to identify the
Identifier)

RASs in other systems.

[Example:
237-562-2838

|IID Number: (Alternate |O

Additional identification number that SDAs use to
RA Identifier)

dentify RAs in other systems.

@ (Note) The ID Number field in the
Alternate RA Identifier section is

optional. This field is available for SDAs
to enter an alternate ID for the RA, if

necessary. In this example, the field is
left blank.
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Work Instruction

Create Recipient Agency (RA)

WBSCA ;

Image: Create RA Organization (Miscellaneous) Screen

Homre Oparations Admin Reports Hap

Manzge Uszars  MasterData Organizafion Maintonance

Admin > Organizaton Mamenance > Mantair Organization
»

Create RA Organization

Programs 4 |

Address Reatonship |

RA Attribute s
RAFIPS Coce |(08341771

RA Idantificr

D number: [237-582-2833
Alternate RA Identifier

O number.

[Sutmz |

19. Click (the Submit button) to create the RA.

Full Screen  Options ¥

@ (Note) A confirmation message displays with the RA's Business Partner ID.

© WBSCM Training = Proprietary
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w Bs ( M j Work Instruction

Create Recipient Agency (RA)

Image: Create RA Organization (Miscellaneous) Screen

Hore Operaticns Admin Reports Hep

Admin > Organizi faivienanee > Maintsin Organiz
»

Organization Maintenance

Fui Screan | Options «
(@ Business Parner 004017281 creates successiusy

Creale RA Organization
EB::&
Addiess | Relsfomship | Programs
RA Attributas.
RaFIPS Coce: BT ]
RA lgentifier

O numbar: [227522-2828

Alternate RA Identifier

O number.

20. The transaction is complete.
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RESULT

An SDA has created a hew RA organization with address, business partner assignments, and
identification information in WBSCM,
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WBS(M | Create User

Purpose

The purpose of this transaction is for Organization (Org) and User Administrators (Admins) to create a
new user in WBSCM. Admins will be able to create a new user and assign security roles in their
organization or sub-organization as follows:

. Org Admins can create any user in their sub-organizations.
o User Admins can create or update users only in their own organization.

After following these steps to create a new user, the new user will receive instructions to set up
a Login.gov ID and login to WBSCM using Login.gov. The new user will then be asked to accept the rules
of behavior upon their initial login to WBSCM.

Process Trigger
Use this procedure to create a new user in WBSCM.
Prerequisites
. User performing this transaction must have the Org or User Admin role.
Portal Path
Follow the Portal path below to complete this transaction:

o Select Admin tab & Manage Users tab # Manage Users link to go to the Manage Users
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 WBSCM Help site, Frequently Referenced Training Materials section for basic
navigational training and tips on creating favorites, performing searches, etc.
. If the user is a Corporate Vendor Administrator (CVA) and needs to create users for their own
organization, refer to the Create User (Vendor) work instruction.
. Refer to the WBSCM User Administration job aid for an overview of the User Administration
process.
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1. Start the transaction using the following Portal path: Admin tab ® Manage Users tab <&
Manage Users link.

Image: Manage Users Screen

Home QOperalions Admin Reponts Help

Manage Users  Master Data  Organizalion Maintenance
Admin > MarogeUsers > Manage Users Full Screen || Ogtions ~

Mainiain User Frofils
-
= = Welicome to Manage Users
SRS Al raquired felds are markad with s red sstersk (7)
Organization Selection User Selection
Organization Search Critoria:=* | Scarch | [ Claar Razat To Top Organzation Usar Saarch Critoria:* [Loct Nama | |
Active Organizati Insctisa Orpanizatens R Fithame  LastNama [
M SDA Alralez 0
» TX Dept of Agricuftara — EDI j 508 Svles =X
SDA AlkalesEmai 0
| sDA Autocomplaint Specialist 20
Ram Belz
SDA Complsint Speciaist z0
SDA Complaint Specialst
v
< >
2. Click * (the Hide Navigator arrow) to minimize the Portal menu. Note this can be done on any

transaction in WBSCM.

@ (Note) The Manage Users screen content depends on the assigned role(s). For Org Admins, the
organization and sub-organization(s) are listed in the Organizations panel on the left. For both
Org Admins and User Admins, user details are listed in the User Search panel on the right.
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Image: Manage Users Screen

Home QOperalions Admin Reports Help

Manage Users  MasterData  Organizalion Maintenance
Admin > Manage Users > Mansge Users Full Screen || Opfions ~

-~
Welcome to Manage Users
Al requirzd figlos sre marked with a rad astensk (%)

Organization Selection User Selection
Organization Search Criteria:* | Saarch |[Clear | [FRasat To Top Organzation | Usor Search Critaria:* [LastNoma |» | | Scarch | [Clsar |
 Active Grganiations | Insctive Orgerizstions B FitNama  LastName Last Logon Dsta g
1 SDA Allrcles 2021-08-€ 13:00:55 M
Acriout SDA Allrcles 2020-10-15 08:08:18
YIREertt e i SDA Allrcle=Emeil 2019-02-12 08:56:53
= SCA Autocomplaint Specislist  2010-02-14 0€:24:42
L1y Ram Bals
__ SoA Complzini Specialist 2021-04-27 12:42:28
| SDA Compleint Specislist -
Craate New Usar
v
< >
3. Perform one of the following:
If Then
Admin needs to create a new user for a sub- Go to Step 4.
organization.
Admin needs to create a new user for own Go to Step 8.

organization.

Q (Note) Only an Org Admin for USDA agencies or SDAs/ITOs can create new users for their sub-
organizations. Other Admins can create new users for their own organization only.
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Image: Manage Users Screen

Home Operations Admin Reports Help

Manage Users Master Data Organization Maintenance
Adein > Manage Users > Manages Uzars Full Seroan || Options ~

~

Welcome to Manage Users
Al required fics sre marked with a red asterisk (%)

Organization Selastion Usaer Seleation
Orpanization Search Critaria-* | "S=arcn | [Glear | [[Reset 7o Top Orpanzation User Search Criterta* [Lastama | = | | Search | [Clzar
% ‘Active Organizations  Irscive O EL FirstNsme  LastNeme Last Logen Date Bl
E] S0DA Allrcles 202100-8 13:00:30
» TX Dept of T e —EDI | SDA Allrcles 2020-10-12 03:08:18
S0A AltrclesEmsil 20190213 05:55°53
SDA Autocompisint Specieiist  2019-02-14 08:34:82
Ram Hals
SDA Complsint Specisliat 202104.27 12:42:28
SOA Complsint Spacialist -
v
< >
4, Click * (the Available Organizations arrow) next to the tree item at the top of the Organization

Selection panel.

@ (Note) The sub-organizations listed in the Organizations Selection panel for each type of
organization include:

¢ FSA - Vendor and other sub-organizations (USAID, FAS, CPPAD, Private
Voluntary Organizations (PVOs), Stevedores, and Freight Forwarders)
AMS - Vendors

FNS - Dom Ship-tos, HQ Receiver, National WH (Warehouses), SDA, and Third
Party Barter (SEAM)

SDA - Co-Ops and Recipient Agency

Co-Op - Recipient Agency

Recipient Agency - No sub-organizations

HQ Receivers - Dom Ship-to

Dom Ship-to - No sub-organizations

National WH - No sub-organizations

@ (Note) In the Organization Selection panel, for each organization, the Active
Organizations and Inactive Organizations tabs display is dependent on the sub-
organization status. For example, if an organization only has active sub-organizations,
then only the Active Organizations tab will display and the Inactive Organizations tab
will be hidden. In this example, the organization has both active and inactive sub-
organizations, therefore both Active Organizations and Inactive Organizations tabs
are displayed,
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Work Instruction
Create User

Image: Manage Users Screen

Home Opcrafions Admin Reports Help

Manage Users Masier Data  Organization Maintenance
Admin > Manage Usams > Msnags Lisars

Full Seraan || Opfions v

~
Welcome to Manage Users
Al requirsd fislds ars marked nith = red ssterisk (%)
Organization Selestion User Selection
Organization Search Criteria:* ST Feset To Top Organization User Search Criteria:* [Lasthisme | | | =earen | [Clesr
2 genicafions | Irsciive Orgerizstions A || B FimiName  LastNeme Last Logon Date =
E] - SDA Allicles 2021-00-8 13.00:30
= ﬁneuof A iei-Eth = SDA Allicles 2020-10-15 08.08:10
 (Comup) Food bank COOP, LANS-1, WM (0CO400576€) B oA N Eliae e
+ {Co-op} South Texas Co-Op. BOUTH TEXAS, TX (0004006080] _ soa Aulocomgrsint Specistist  2019-02-14 08:34:42
+ {Co-op) T Cecp, ASHEURN, VA (000400D440) | Rem Bais
+ (Co-op) test coop pastaloode, PHEADELFHIA, PA (0004017133) .| SDA Complgint Specialist 2021-04-27 12:42:28
+ (Recipent Agency) ALEE TEST 0815188 RA 001 Naw Bedfor, MD ([0004010251) SDA Complsint Specislist -
+ (Recipient Apency) ALEE TEST 0812718E RA 003 Naw Becford, MA (0003010253) Crasta New Ussr
+ (Recipien! Agency) ALEE TEST 0815188 RA 004, Naw Becforc, MA {0004010204)
+ (Recipieni Agency) ALEE TEST 0B1518E RA 008, New Bedford, MA {00D4010258)
+ {(Resipient Agency) ALEE TEST 0215186 RA 007. Naw Badford, MA {00D4010267)
+ (Rasipiont Agency) ALEE TEST 0215188 RA 008 Naw Badford, MA {00D4010258)
+ (Recipiant Agency) ALEE TEST 0815788 RA 000 New Bacford, M4 [0004010250)
+ (Racipent Agency) ALEE TEST 0B15786 RA 011. Naw Beofora. MA (D0D3010207)
+ (Reciplent Apency) ALEE TEST 08137136 RA 012 Naw Becford, MA {0003010262)
+ (Recipient Agency) ALEE TEST 08151368 RA 013, New Becforg, MA {0004010203)
* {Recipient Agency) ALEE TEST 0315186 RA 014, Naw Bedford, MA {0004010264)
+ {Resipient Agency) ALEE TEST 0B1518E RA 015, Naw Bedford, MA {00240 0265)
+ {(Rasipiant Agency) ALEE TEST 0215186 RA 016, Naw Badford, MA {00D40102668)
+ (Racipiant Agency) ALEE TEST 02157188 RA 017 New Bacford, MA (0004010267)
+ (Recipient Apency) ALEE TEST 08157188 RA 018 New Beofora. MA 10003010268) Vv
+ (Recipien! Agency) ALEE TEST 031518E RA 018, New Becford. MA {0004010208) v >
5. As required, complete/review the following fields:
Field R/O/C Description
Organization Search [R ield on a WBSCM screen used to define the
Criteria riteria for a search.
ample:
-3 %
central
(Note) Use the wildcard symbol
to search part of the name. Refer to the
Wildcard and Matchcode Searches job
aid for guidance on partial match
searches.
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Image: Manage Users Screen

Home Operations Admin Reports Help

Manage Users  Masfer Data  Organization Maintenance:

3 Admin > Manage Users > Manags Usarz Full Sersan || Opfions =
A
Welcome to Manage Users
All required Ni2ics 812 MSrked with 8 r2d esterisk )
Organization Selastion User Saleation
Organization Search Critania:* | “central” | S=arch Fesat To Top Organzation | User Search Criterta> [LastName | | |[ Search | [Clear |
Inactive Orgerizstions A EL First Nsme Last Neme Last Logon Dste =l
S0A Alrcles 2021058 13:0050 ]
2 e W 08
- TX Dept of Dk | soa Alrcles 2020-10-1% 05:08:16
+ (Co-0p) Food bank COOP, LANS-1. M (00040057€0) L 'SoA AfrclesEmsil 2019-02-13 08:39:93
+ {Co-op) Sauth Tex=s Co-Op. SOUTH TEXAS TX (000400£330) __|SDA Autocompisint Specisist.  2019-02-14 08:34:42
+ (Co-op) Tx Ceop, ASHEURN, VA (000400D440) | Rsm Bals
+ (Co-op) test soop postaloode, PHILADELFHIA. PA (0004017123) | spa Complsint Spacislist 2021.04:27 12:42:28
+ (Recipint Agency) ALEE TEST 0R15188 RA 001, New Bacforc, MD (0004010251) SDA Complsint Spacislist -
+ (Recipient Agency) ALEE TEST 0815158 RA 003 Naw Beoforo. MA [0003010253) Crasta New Usar |

+ (Resipient Agency) ALEE TEST 0815185 RA 004. New Becford. M4 (0004010204)
+ (Recipien! Agency) ALEE TEST 0815185 RA 008, New Becforc, MA (0004010256)
+ {Resipient Agency) ALEE TEST 0816188 RA 007, New Becford, MA 0004010267)
+ {Racipiont Agancy) ALEE TEST 0B1513E RA 008, Naw Bacford, MA 0004D10258)
+ (Rasipiant Agency) ALEE TEST 0215188 RA 000, Naw Bacford, MA {0004D10250)
+ (Resipient Agency) ALEE TEST 0815788 RA 011, Naw Becforc. MA 10004010261)
+ (Recipent Agency) ALEE TEST 0815188 RA 012 Naw Bectorc. MA 10004010262)
+ (Resipient Agency) ALEE TEST 0815138 RA 013 New Becforc M4 (0004010203)
+ (Resipien! Agency) ALEE TEST 0315188 RA 014, New Becford, MA (0004010264)
+ (Resipient Agency) ALEE TEST 0815168 RA 016, New Becford, MA /0004010265)
+ {Resipiant Agency) ALEE TEST 0216188 RA 018, Naw Bacford, MA 10004010268)
+ (Recipiant Agency) ALEE TEST OR1518E RA (17, New Bacfors, MA [0004010267)
+ (Ractplent Apency) ALEE TEST 0815786 RA 018 Naw Beofora. MA {0003010268) v

< + (Recipien! Agency) ALEE TEST 0815186 RA 018, New Bedford, MA {00040 102C£) v >

6. Click (the Search button) to search for the matching sub-organization(s).
Image: Manage Users Screen

Home Operations Admin Reports Help

Manage Users  Masfer Data  Organization Maintenance:

3 Admin > Manage Users > Manags Usarz Full Sersan || Opfions =
A
Welcome to Manage Users
Al required fics sre marked with a red asterisk (%)
Organization Selastion User Saleation
Organization Search Critaria* |“cenmral” |[ Search Fes= To Top Organzation | User Search Criteria* [Lastlsme | = | |[Search | [Ciear |
EL FirstNsme  LastNeme Last Logon Dste =
E | | SDA Allrcles 2021-00-8 13:00:0 M
w TX Dept of Agricutura — EDI | SDA Allrcles 2020-10-15 05:08:16
* (Recipient Agency) Central Texss Food Berk Austn. TX (0004001181) | soa AllrclesEmsil 201902413 08:30:53
| - SDA Autocompisint Specieiist  2019-02-14 08:34:32
i Ram Bas
=1 SDA Complsint Specisliat 202104.27 12:42:22
_ sDA Complsint Specialist -
[Crasta tiew Uzar |
v
< >
7. Select the appropriate sub-organization in the Organization Selection panel.
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WBSCM |

@ (Note) The users for the selected sub-organization will display in the Users Search panel.

@ (Note) Org Admins should confirm that the correct organization is selected in the
Organizations Selection panel on the left. To return to the top-most organization, click

| Reset To Top Orgsnzstion | (the Reset to Top Organization button).

8. Perform one of the following:
If

Admin needs to search for an existing user by last
name

Then
Enter the Last name in the User Search Criteria

field. LastName (the Last Name option) is the
default option.

Admin needs to search for an existing user by first
name

Click FirstName (the First Name option) from the
User Search Criteria drop-down.

@ (Note) In this example, the Central Texas Food Bank has an active
organization; therefore only the Active Organizations tab displays.

=

(Note) To prevent creating duplicate user profiles for the same person, always perform a

user search to ensure that a user profile does not already exist in WBSCM.

e

(Note) Last Name is the default option for the User Search Criteria field. The user can

select the First Name as a search option by clicking on ! (the drop-down arrow) and
select First Name from the option list. In this example, Last Name is used.

Image: Manage Users Screen

Home Opcrafions Admin Reports Help

Manage Users
Adein >

Masier Data  Organization Maintenance
Manage Ussrs > Msnags Lisars

Welcome to Manage Users
All required fisids are marked nith = r=d ssterisk (%)

Full Scraan || Opfions v

Organization Selostion User Sekeation
7—,;@] Resel To Top Ormanization User Search Criteria® [Lssthame |= || | =earen | [Clesr
EX First Name Last Name Last Logon Dale =
RA AlRcles 2018-01-4 121€:10
Kecone Craig 2011-11-2 11.:43:40
_ Jane Jones W
RA OrdeMansger
1 RA OrdaMansger
ATRA Omd=rMansger 2019-07-18 10:06 44
RA OrdarMansger 2021-04-8 122¢:31 -
Crasta New Ussr
v
< >
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9. As required, complete/review the following fields:
Field R/O/C Description
User Search Criteria: [R irst name or last name of the user to locate.
Value)
xample:
mith

(Note) Enter the name or use the
wildcard symbol to match part of the
name. Refer to the Wildcard and
Matchcode Searches job aid for
guidance on partial match searches.

Image: Manage Users Screen

Home Operations Admin Reports Help

Manage Users Master Data  Organization Maintenance

Admin > Manage Users > Manage Userz Full Seraan || Opficns ~

~

Welcome to Manage Users
Al requirsd fi=os gre marked with a red asterisk ()

Organization Selestion Uzar Saleation
[Saamn | [Clesr Feset To Top Organkzaton User Search Criterta> [Lastisme [ [sman| | search | [Cizer |
Active Organizations EL First Name Last Name Last Logon Date -
E] AA AFRoles 2018-01-3 12€:10
i 1-11-2 114341
* Cantral Texas Food Bank B Creig b bl Al il
Jana Jones
RA Oremiansger
RA OrdarMansger
ATRA OrdarMansger 2019-07-18 100844
RA OmarMansger | 2021-04-8 1230:31 -
Craata New Usar
v
< >

10. Click (the Search button) to check for matching user profile(s) in WBSCM.

@ (Note) If the user already exists for the selected organization, do not continue with the steps to
create a new user. Refer to the Display and Maintain User work instruction for guidance on
reviewing and updating the existing user profile, as needed.
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Image: Manage Users Screen

Home QOperalions Admin Reports Help

Manage Users  Masier Data  Organization Maintenance
Admin > Manage Users > Mansge Users

Welcome to Manage Users
Al requirzd figlos sre marked with a rad astensk (%)

£y Mo zasroh resutz found matching tha anterad citaria

Organization Selection

|| Search | [ Ciear |

[ Re=et T Top Organization |

b

Full Screen || Opficrs ~

-~

User Seiection

User Search Criteria:® |LastName [ [zmih {Eearch || Clear |

B First Nama Lozt Nama Lact Logon Date =
[Creste tiew user |

11.  Click | Create New User | (the Create New User button) to create a new user ID.

Q (Note) In this example, as the message of the search is "No search results found matching
the entered criteria." the new user can be created as it does not already exist in the

system.

@ (Note) The User Details panel displays.
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Image: Manage Users Screen

Home Opcrafions Admin Reports Help

Manage Users ~ Master Data ~ Organization Maintenance
Admin > Manage Usams > Msnags Lisars

Welcome to Manage Users

All requirsd fislcs sre marked nith a r=d msteris (%)

Organization Selestion

Seaich | Reset To Top Oranization
St e

0|

* Cantral Texas Food Eank.

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

Full Seraan || Opfions v

~

Usar Salection

User Search Criteria* |LastNsme |w [smih |[ =earen | [Clesr

EL First Name Last Name Last Logon Date

{ Craats New Usar §

User Detaila
PersonalData = RoieDsta | AdmnData

Company: 0004001181 Cirast Addrass:

User - City | ——
e | Zip Goge: 1
Frstheme* | | Counmy® ™
LestNeme* | | SwsteOsPowince |
Emsil* 7\ Time Zong: —[
Fax: ]

ModlePnone: |

Phone: |

Field R/O/C Description

Company: C umeric code assigned by the system for
rganization.

ample:
004001181

(Note) System generated business
partner number

User ID: C ldentification assigned to a user.

@ (Note) The system will create the User
ID after the record is saved.

Title:

A heading used before a surname or full name.

@ (Note) Use | ™! (the Drop-down arrow)
in the field to select the title.

JFirst Name:

First name of the user.

[Example:
Jane

Thursday, September 21, 2023
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Field R/O/C Description
| ast Name: R Last name of the user.
xample:
Smith
Email: C Email address for the user or organization.
[Example:

ane.smith@email.com

@ (Note) This is the email address where
. the new registration email will be sent.
The new user must have access to this
email account.

|Fax: O Fax number for the user or organization.

[Mobile Phone: O Cellular phone number where the user or
prganization can be reached.

Phone: O Phone number for user or organization.

Street Address: R A free text field in which to enter the street address
of the user or organization.

[Example:
280 W Highway 30

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

[Example:
Austin

Zip code: R Zip code for the location of the user or
organization.

[Example:
78701

@ (Note) Zip code is required even though
. it is not marked with a red asterisk. If

the user leaves this field blank or enters
the zip code in incorrect format, an error
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Field R/O/C Description

will occur and the entry will need to be
corrected before the user can be
created.

Country: R Country code that represents country name.

[Example:
USA

@ (Note) Use || (the Drop-down arrow)

in the field to select the country.
[State or Province: R [State where the user or organization is located.

[Example:
Texas

@ (Note) Use E] (the Drop-down arrow)

in the field to select the country.
Time Zone: O [standard time for a region throughout the world.

[Example:
Central Time (Dallas)

@ (Note) Use [~ (the Drop-down arrow)

in the field to select the country.

@ (Note) As a best practice, Admins should populate all known fields on the Personal Data tab.

Page 12 of 17
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Image: Manage Users Screen

Home Operalions Admin Repons Hely

Manage Users  Mazter Data  Organization Maintanance

Aimn > Manage Users > Manape Users Full Screen | Optiens v

A
Welcome to Manage Users
All required fisids are marked with 2 red asterisk (%}

User Selection

|[Saarch] [Cieer Razet To Top Orgarization | User Scarch Critoria# [Lasthawe || [zmih |[Search] [ Clear
B FrstiNeme Last tisme Lest Logon Dste.
Creste Naw User

. Admn Dsta
Company. 0004001 161 Streot Adcress:  [280 W Hingway 30
UserID. City. AusLn
Tifle: = Tp Code: [aror ]
First Names®  [Jere | Country* |usa ||
Lsst Nama*  [Smith | StateOrProvires [Tases — |v]
Emai:* [jane smith@geral com | Time Zone: [Contrsl Time (Dsllas) — [w
Fex 1
Mobik Phene | |
Phona: 565661212
[Save] [Carcel| v

13.  Click| R®=P== | (the Role Data tab) to select roles for the new user.

@ (Note) The Role Data tab displays two columns that contain the following details:

« Auvailable Roles - All roles available, but not yet assigned, based on the new user's
organization. Note that different roles are available for each type of organization; refer to
the WBSCM Role Assignment Matrix job aid for more information.

e Current Roles - All roles currently assigned to the new user.
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m J. Work Instruction

Create User

Image: Manage Users Screen

Home Operations Admin Reports Heb

Manage Users  Master Dotz Orgenizsbion Maint=nance

Admin > Manage Users > Manage Users

Welcome to Manage Users
All requirec fesds are marked wiih & red ssiersk ()

[Ee=ai] [Ceer] Resel To Top Orgsrizstion |

14. Click

Image: Manage Users Screen

Home Operslions Admin Reports Hebo

Manzge Users Mastar Dats  Organization Mzintsnanse
Admin = Manage Users > Masage Users

Welcome to Manage Users
All required fields ere marked with 2 red esterisk [*}

Saarch Raset To Top Orgsrization |

x|

Full Screen | Dpticns «

User Salection
User Search Criteria+ [LastName [ [seuth |E=T0
B FrstNeme Last Nama Lozt Logon Data =
=
[ Creete Naw Uzer |
User Details.

| FeseiDats  RoleDala | AdminDsts

Availabie Roles: Current Role=:
B % 1= 1
| Oslar Mansger - RA (3] o Cusront Reles Assgnad
| OmAamin-RA
| User Admin-RA
| View-Oniy-RA
4 Remows

[Sxve] [Cone ]

User Selection

i (the Selection button) next to a role to be assigned to the new user in the Available
Roles column. In this example, the Order Manager - RA role is selected.

Full Screen | Dptions v

User Search Critaria# [LastNave || [smith

| (Searh] [Ge=]

B FustNeme Last Name

Create New User

User Detalls

Availabie Roles.

£, Ordor Manager - RA [Ada 3]
| Owg Admin - RA

7| Usar Agmin - RA

| Viewony -RA

Lssi Logon Dete |

(5]

Current Roles:

(3] No Curmert Roles Assigned

=

[Eave] [Canedl]
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15. Click (the Add button) to assign the selected role, which will appear in the Current Roles
column.

16. Repeat steps 14 and 15 to assign each additional role, as needed.

Image: Manage Users Screen

Home: Operslions Admin Reports Hebo

Manzge Usars Mastar Dats  Organization Mzintsnanse

Admin > Manage Users > Masage Users Full Screen | Oolions »
Welcome to Manage Users
All required fieids ere marked with o red esterisk (%
User Selection
Saarch Razet To Top Orgarizstion User Search Critaria# [LastNave |w]|[smith |[S=arch]
B FrstNeme Last Name Lest Logon Dete 1=

x|

Available Roles: Current Roles.

Ordar Managor - RA | Ordor Manioger - RA

A Rerove

17. Click . (the Save button) to save the new user.

Q (Note) The system displays a message "User Created Successfully”.

Q (Note) Refer to the User Security Report job aid to review a list of created users and
perform any required analysis.
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Image: Manage Users Screen

Home Operslions Admin Reports Heb

Manzage Users Iluhrblh ~ Organization Maintanance
Admin > Manage Users > Masage Users Full Screen | Dotions v

~

Welcome to Manage Users
All required filds are marked with 2 red esterisk [*)
Uszer Craated Succeszily.

User Selection
|[Sesch|[Gesr]  [RasetToTop Crgenasion| User Search Critaria'* [LactNama [¥] [zmith J[Ssarch]
5 Frstieme Last Name Lest Logon Dete =
w _|ra AiRoes 2013014 12:19:16
e S ‘ | Konnie Craig 2011112 11:43:40
| dare Jones
| Ra OrderMenager
] RA OrderManager
ATRA Ordar\anager 20100716 100644
RA OrderManager R2V04-5 12:29°31 [+
Create New Usar
User Details.
Farconal Data || Admn Dsta
Current Roles:
B (5]
(5 Mo Curant Relez Azsigned
(]
v
18. The transaction is complete.
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RESULT

A new user profile has been created in WBSCM. The new user will receive an email with instructions to
set up a Login.gov ID. After completing the steps described in the registration email, the new user will be
able to access WBSCM. Guide new user to the USDA WBSCM page for additional instructions and
tutorials describing the WBSCM registration process.
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