
WBSCH) ceiliJ Create Multi-Food Order SDA

PROCESS OVERVIEW

Purpose
The purpose of this document is to create a mult-food order by State Distributing Agencies (SDAS) and
Indian Tribal Organizations (ITOs). Multi-lood orders are sourced from a warehouse; a mult-food order is
ot the same as a domestic requisition and is not consolidated. When navigating through the catalog, all
avaiable mulfood products are displayed after clicking on the multfood link. Currently mult-food is:
avaiable only to programs CSFP and FDPIR. Mult-food delivery calendars are set by the National
Warehouse Admin. The available delivery dates and Ship-To locations are displayed when creating a
mult-food order.
Process Trigger
Use this transaction when the user needs to create a multfood order.
Prerequisites.

«+ Acatalog view must be assigned to the organization.
+ Delvery dates mustbo assigned to Sold-To and Ship-To locations.

Portal Path
Follow the Portal path below to complete thi transaction:
«Select Operations tab % Order Processing tab % Order Management folderto go 0 theDomesticOrder Entry link

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

© Required (R) ~a mandatory field necessaryto complete the transaction
> Optional (0) —a non-mandatory field not requiredtocomplete the transaction
© Conditional (C) ~a field that may be required i certain conditions are met, typically

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

searches, etc.
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J Create Multi-Food Order SDA

1. Startthetransaction using the Portal path: Operations tab Order Processing tab 3 Order
Management oder Domestic. Order Entry ink.
Image: Domestic Order Entry Screen
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2. Click * (the Hide Navigator button)to hide the Portal menu.
3. Perform oneofthe following:

i Then
TheuserisorderingonbehalfofanRA GotoSteps.
Tho user is ordering for heir own organization Goto S1ep 5.

Horde oy. 2010 CWBSCM Trig- repre Pez182023AMS.00030 000508



(WBSCH | Work Instruction
J Create Multi-Food Order SDA

Image: DomesticOrderEntryScreen
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4. Enter the RA's BP number inth textboxorcick IB] the Binoculars icon). In this example,
4001181wasentered.

oe (Note)Ifthetextboxisnotdisplayed,theRAmaybeselectedfrom adropdownlistinstead.

Image: DomesticOrderEntryScreen
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5. ClickSontinue(theContinuelink) undertheWelcomesection,tobeginenteringtheorder,
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Image: Domestic Order Entry Screen
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6. As required, complete/review the following fields:

Field RoC Descriptio
our Reference: Jo reo text fig which allowsforfurther dlarfcation

bf an entry byreferencetoathe sourcesof
ormation.
ample:
000011807

our Description: [0 res ext Feld describingTh orderorcomplaint

ample:
ut-food Order

Ea (Note) This field can be usedtoenter a
jl descriptionoftheorderoran External

Sales order number.

Duce) Torr pr popuses wits th Slk-To Party Number cstomor nurToYour
Reference and Your Description fields are an optional way for an SDANTO to recognize orders
in WBSCM later.
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Image: Domestic Order Entry Scroon
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7. Glick [7 (the Dropdown button)in the Deliver To: field to seloc the desired Ship-To
destination.
Image: Domestic Order Entry Screen
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8. Select ino dosiad Shio-To destination fom tho Dolivar To: dropdown list in this oxample,
el)05
selected.
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Image: Domestic Order Entry Screen
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9. cickIEEE (ineupdatebuton)tosave theDeliverTo:destinationand anyoptional text
enteredintheheader.
Image: Domestic Order Entry Screen
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10. Inthe ProductCatalog, ick (thePlus icon) next 0the appropriateprogram. Inthisexample,
SEE (he CSFPopion)wasselected.
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9 (tt) Toronit tris vatsfcr,hsit ou trun he
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 availableonlytoCSFP and FDPIR.

image: Domestic Order Entry Scraon
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11. Click Wkrsd (tno Mult-Food Ink)aftrselecting th desired program, In this example,
Muki-Food (the Multi-Food option) under CSFP was selected.

6 ot)Arslcing hi ltFork aihvala rocucs vida on he righthand
sideof he screen.
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Imago: Domestic Order Entry Screen
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12. Ciick CJ the CheckBox icon)nextto the fineitem forthe requiredproducttoadd itothecart.
Inthis example, the linofomforproduct number 100893wasselected.
Imago: Domestic Order Entry Screen
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13. As required, compltelreviewthe folowing fields:
Field Rio Descriptio

3 R umber of tems.

ample:
0

GD (ote To avaible ty columns eect he cantly cron on hr at te atonal
warehouses and quantiles onorder or replenishment, Order thal exceed avaiable quantiies
maynotbe processedofaresubject to beingcancelled ordelayed.

Image: Domestic Order Entry Screen
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14. Click[IZ(the Shopping Cart button)toadd the productto the cart.
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Image: Domestic Order Entry Scroon
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15. Clickon iYiswCart (iheView Cart: link)toview the temsaddedtothecart Inthisexample,
5ViewCort: 1 Item(s)tothevalueof23.32USD. (1gview Cart: 1 hems)tothe
value of 23.32 USD lnk) was selecied.
Image: Domestic Order Entry Screen
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16. Glckon ¥ (theDropdownbutton)inthe Requested DeliveryDate to select adelivery date. In
hisexample, FEED](ne 04/03/2019date)was selected.
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LO
scroen.

GD) (woe tro ro no celery dest, poss reasons nce
+ The user has missedthewindow forthe next delivery date.
+ The user has selected a delivery location that only has non-delivery dates.

GD ote Oncslot, thdvr ditofor each prosuc wibo diay in
Requested Delivery Date column.

17. Performoneofthe following:

W Then
The user needs to add anotheritemtothe order Go toStep 18.

“Tho userneedstoupdate quantiy fran temin_ GotoSwep23.
he cart
Theuserneedstodelete item(s)fromtheorder Go toStep 27.

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

Image: Domestic Order Entry Screen
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18. ClickIEEEESIXETI(theAdd more to order bution)to add a new productto this order.
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Image:DomesticOrderEntryScreen
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19. Click[J(the CheckBox)nexttothe lineitemfor therequiredproduct. Inthisexample,the fine:
itemforproduct 100385 wasselected.

GD oto ttchock products canbo add 0hcartatthsamo mo.
Image:DomesticOrderEntryScreen
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20. IntheQuantityfieldenterthe desired quantiy. In thisexample, 5wasentered intheQuantity
fllfor product 100385.
Image: Domestic Order Entry Screen
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21. cick IEZEXIXETH (ne MovetoCart button)on thebotomof the screen.
Image: Domestic Order Entry Screen
ny

EEE
ims con tt cote tem oh et1 00
am 0

pense
em
Bre — Le
em — EEE —
Fa, OC Wry PURE iow ww
= Cg)Seng romans [mo 3|
E OCmm re ae
Ee OC) Bg|“HET ms |» | 0

0Ca)3Bar em sme
0) Bag EEE mae 7| 0 |

rere 5) Er EEEEN ~

andy ay. 2019 SWBSCHTrangrst [rr2023.500050F000520



WBSCM)  ceaehichJ Create Multi-Food Order SDA

22. Click viewCart:(the ViewCart:link)toviewitemsadded tothecart. In this example,
4 View Cart: 3 Item(s) to the value of 211.24 USD (1g view Cart: 3 em(s) to the
Valueof211.24 USD ln) wasselected.
Image: DomesticOrderEntryScreen
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23. Click (the HideNavigatorbutton) to hidethe Transaction Pane
Image: DomesticOrderEntryScreen
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24. Update the Quantity field, as appropriate, for the required line item.
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Image: Domestic Order Entry Scroon
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25. cickIEEE (ne Update button)toapply changes.
26. RetumtoStep17.
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27. click J (the Check Box) undemeatnthe Trashcancolumn toselect a inetobedeleted. Inthis
‘example,thesecondlineitemwasselected.
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28. ctxIEEE (ne uptoter)to lt sci.
29.  Retumto Step17.

Image: Domestic Order Entry Screen
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30. cick IEE (ne Orderbutton) to submitthisorder.
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Image: Domestic Order Entry Scroen
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31. cio[20] tne ok bution) onthe popup screentocontin oxdr submission
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32. The transaction is complete.

ED oteTort rumborwit beru ocislay or myhadorn th tare. For
reference, record the order number displayed on the Confirmationfor Receipt screen.
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(WBSCM Work Instruction

J Create Recipient Agency (RA)

PROCESS OVERVIEW

Purpose
A Recipient Agency (RA) is a domestic customer organization tha can create domestic requisitions in
WBSCM, RA organizations are created and maintained by State Distributing Agency (SDA) Org Admin.
SDAOrgAdmins use ts ransacion fo creat a new RA Organization i the WESCM system. This
includes adding adress information a5 well 8s assigning business Parnes, and programs for he new
RA organization.
Nots: An SOA cannot delete an RA, Contact the WBSCM Sarvice Dosk for assistance fo delet an RA|
rom WBSCH.
Process Trigger
Use tis transaction to creale a now RA Organizaon in the WESCM system.
Prerequisites
SDA must exist in WESCM.
Portal Path
Follow the Portal path below to complete this transaction:

+ Select Admin ab » Organization Maintenance folder & Maintain Organization lnk » Croato
RA Organization fink0got theCreateRA Organization screen.

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

© Required (R) —a mandatory field necessarytocomplete the transaction
© Optional (O)-anon-mandatory field not requiredtocomplete the transaction
© Conditional (C)- a fildthat may bo requred i certain conditions are mat, typically

linked to completion of a mandatory field
+ Roferto tho WBSCM Felp io, Froquenty Roforonced Training Material section for basic

navigational aning and ps on creating favorites. perorming searches. elo
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PROCEDURE
1. ‘Start the transaction using the Portal path: Admin tab 3 Organization Maintenance folder 3

Maintain Organization nk.
Image: Maintain Organization Screen

2. Click * (the Hide Navigator button)to minimize the Portal menu. Note thatthiscan be done.
with any transaction in WBSCM.
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Image: Maintain Organization Screen
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f ico totheMaintainOrganizationApplication

3. Click“swe240mmsatan(the Create RA Organization link).

Image: CreateRAOrganization (Address) Screen
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4. As required, complete/review the following fields:

Fioid Roi Descriptio
R Person or business partners name.

ample:
Riverdale RA
a (Note) Enter the nameof the RA's.
J organization.

reAdgess TR Tree ext held in which o enter Te seat adress
bf the user or organization.
amp:

£3) (Note) Enter the sreat acess for the
a RA's headquarters.

or R Tywhere Teuser or organizalon Ts ocated.
ample:Example:
- (Note) Enter the city for the RA's

[22 headquarters.

a R Sunycode ha represents county name.
ample:
SA
- (Note) Enter or select the name of the

je country where the RA is located.
Typical this ied is populated with
USA unless 5 a domestic offshore
location.

5 R = sDbroviaton or mame of United States
orrtory, distnct, orsate
Example:
alfomia

uy R Fogon or geographical area.
ample:

postal Code: R TFcode.
ample:asse.0408

ony Fay 2 owasouTangPre rt2023AS00030 £00063



J Create Recipient Agency (RA)

"7 Fed ROG Description
fo R Jdentifying number assigned to anRAby their

koa.
ample:

a (Note) Zone where theRAis located.
jx TheRA should be assigned the same

2000 85 is SDA
+ Zone 1is NERO (Northeast

Regional Offce)
+ Zone 21 MARO (Mid-Atlantic

Regional Office)
+ Zone 3s SERO (Southeast

Regional Office)+ Zone 4 1s MWRQ (Midwest
Regional Office)+ Zone 51s SWRO (Southwest
Regional Office)+ Zone 61s MPRO (Mountain
Plains Regional Office)

«Zone7 is WRO (Western
Regional Office)

«Zone Bs HO (Headquarters
Image: CreateRAOrganization (Address) Screen

en owt ures sara vee nc

—
a

ee.E—

oe ee

5. Click FW (ine Relationship tab) to assign relationships such as sub-orgs, plants, and
ahipro locations fo the RA.
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Image: CreateRAOrganization (Relationship) Scroen
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6. Click (the Business Partner Relation drop-down) to add business partner relations to the
RA organization.

Dot)etc th Has lant option when th business arnr has National Warshus locaton
thal needs to be added. The options provided for possibie 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 o select the delivery location when creating a requisition.
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Image: Create RA Organization (Relationship) Screen
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7. SelectMP5 (the HasPlantoption)toassignplant locations totheRA.
Image: Create RA Organization (Relationship) Screen

ERT
re——ee—————

AV——"
[Ep—

mein mee

oy.Fry. 202 SWoSCHTangPosremy ra
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8 Click (the Select button) to assign a Business Partner rom the Available Business Parinors
column. In this example, he Business Parinor NW PARIS BROTHERS-MO 2200 KANSAS
City MO (4000004) slocted.
Image: Create RA Organization (Relationship) Screen
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9. click [5557] (ine Assign button) to assign the selection to theRAorganization.
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Image: Create RA Organization (Relationship) Screen
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10. Ciick*/ (the BusinessPartnor Relationdrop-down)toaddbusiness partnerrelations to the RA
organization
Image: Create RA Organization (Relationship) Scroen
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11. Select “**="=7 (the Has Ship-To option)toassign 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 businoss partners:

+ To select businoss partners from consecutive rows, hid down the Shit key and
click ho frst and fst Sect butions.

+ To sect business partners from non-consecuive ows, hold downtheCtrl
Koy and clic each Select button.
The multiple selection also appliestothe Programs tab.

GD) te To ier tht of Buin Priors, kon he conn Business Partner
(Name/City State, BP Number) fold. Slact (User-Oened Fier.) (ino Usar-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 theterm.The asterisk searches partofaword as well (e.g., *Califor*). See
also iho Widard and Maichcode Searches job ad. To remove he filer, elect the (Allopton -

Image: CreateRAOrganization (Relationship) Screen
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12. Click (tne Select button) to assigna Business Partner from the Available Business Partners
column. In tis example, ASIAN FOOD SOLUTIONS, INC / LOS ANGELES CA (S004773) 5
Solociod.
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Image: Create RA Organization (Relationship) Screen
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13. Click[255] theAssignbutton)toassigntheselectiontotheRAorganization.
Image:CreateRAOrganization(Relationship) Screen
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14. Click! PSF (the Programstab)to assign programsto the RA organization. Only
programs assignedto the SDA by FNS canbeassignedfoheRA.
Image: CreateRAOrganization (Programs) Screen
ia

emotegaer, er pn, ree

[z=]
Gen (vn,

loser

15. Click (theSelectbutton)toassign a Program fromthe Available Programs column. In this
xamplo, Charitable Institutions is solected.
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Image: Create RA Organization (Programs) Screen
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16. Click [E5551](the Assign button)toassignthe selection totheRA organization.
Image: CreateRAOrganization(Programs) Screen
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17. Click Mseslanesus (the Miscellaneous tab) to enter identifiers for theRAorganization.

Image: Create RA Organization (Miscellaneous) Screen
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18. As required, completelreview the following fields:
Fiokd RoC Descriptio
RAFIPS Coder Jo unique code Thal s assigned To The ecient

gencybythe Federal government.

Example:bossa771
iO urbor RA [0 donicaton number Tal SOAS use o Wort To
denier) Ris inother systems.

ample:
par-sez.268

JDO Number: (Alternate [0 dditional identification number that SDA use to
RA identi) ent RAs in other systems.

aa (Note)The ID Number field in the
fe Alternate RA Identifiersection is

optional. Thisfield is avaiable for SOAS
{o enter an atemate ID for the RA if
necessary. In Us example the field fs
loftblank.

Von Fay 2 owasowTangPre a12023AMS00050 0035%
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Image: Create RA Organization (Miscellaneous) Screen
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19. Click[555] (the Submitbution) to createthe RA.

6 (tAcontrmaton mesgdlswisth Rs Bios Pao I.

onde,Febrony 5 2024 owas TrangPopreny Foon 151172023.500050 000540
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Image: Create RA Organization (Miscellaneous) Screen
j=

ion eerie
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20. The vansactonis complete.
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ere
‘An SDA has created a newRAorganization with address, business partner assignments, and
identification information in WESCM.
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PROCESS OVERVIEW

Purpose
The purpose of this transaction is for Organization (Org) andUserAdministrators (Admins) to create a
new user in WBSCM,Admins will be able to create a new user and assign security oles in their
organization or sub-organization as follows
«Org Admins can create any user in their sub-organizations.
= User Admins can create or updale users only in their own organization.

After folowing these saps to create a naw usar, the now user wil ecaive instructions 1 Sol up
aLogingov ID and login to WBSCM using Login.gov. The new user will then be asked to accept the rules.
of behavior upon ther ital login to WBSCM.
Process Trigger
Use this procedure to create a new user in WBSCM.
Prerequisites.

+ User performing this transaction must have the OrgorUser Admin role.
Portal Path
Follow the Portal path below to complete thi transaction

+ Seloct Admin tab Manage Users tab Manage Users irk to go 0the Manago Users
screen.

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

Required (R) ~a mandatory field necessaryto complete the transaction.
5 Optional (0)—a non-mandatory fel not requiredtocomplete the transaction.
5 Conditional (C) —a field that may be reared if certain conditions are met, typically

inked to completion of a mandatory field.
«Refer to WBSCM Help ite, Froquently Referonced Training Materials section for basic

navigational raining and ips on creating favorites, performing searches, fc.
+ Ithe users a Corporate Vendor Administrator (GVA) and needs to create users for their own

organization, refer 0 the Create User (Vendor work instruction.
+ Refer to the WBSCMUserAdministrationjob aid for an overview of the User Administration

process.

TosserSoptontor 21,2029 ©WOSCHTrangProgra Pope117
2023AMS.00030 000543



WBSCH}  CeweleerJ Create User

—
1. ‘Start the transaction using the following Portal path: Admin tab 3 Manage Users tab 3Wanage Users nk.

Image: Manage Users Scroan

a— 5
me RTi a]

Eom

2. Click * (the Hide Navigatorarrow)tominimize the Portal menu. Note this can be done on any.
Fansacion n WBSCN.

oP (Note) The ManageUsersscreen content dependsonthe assigned role(s). For Org Admins, the
‘organization and sub-organization(s) are listed in the Organizations panelonthe left. For both
Org Admins and User Admins, user details are listed in the User Search panel on the right.

To soar owner reaarseTia
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Image:ManageUsersScreen
eT” pa
eA

meester,

iLE

mm—|= = ml

: a -

3. Perio oneofthefolowing:

Adminneedstocreate anewuserforasub GoroStep 4.
organization.

“Adminnods 0create anow userforown GotoStens.
organization.

® (Note)Only anOrgAdminfor USDAagenciesor SDAS/ITOscancreatenewusersfortheirsub-organizations. OtherAdminscancreatsnew usersfor their wnorganizationonly.

Tin,Sponon 71.2020 osc Tang repre Pret2025AS00030F030545
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Image: Manage Users Screen

ere —— —

em ern EE EE|mem: —
J A

 — .

4. Click [¥ (the Available Organizations arrow) next to the tree item at the top of the Organization
‘Selection panel.

ED (uote) Too sutorgaizatons to in tho Craiations Soon panel forse typo 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-os, HQ Receiver, National WH (Warohouses), SOA, and Third

Party Barter (SEAM)
+ SDA-Co-Ops and Recipient Agency
+ Co-Op- Recipient Agency
«Recipient Agency-No sub-organizations
+ HQ Recovers - Dom Ship-o
+ Dom Ship-to - No sub-organizations
+ National WH - No sub-organizations

GD (oto in 0 Organization siocton palo ach organization, h Active
Organizations and Inactive Organizations tabs display is dependent on the sub-
organization status. For example, fan organization only has active sub-organizations,
then only the Active Organizations tab wil display and the Inactive Organizations tab
will bo hidden. In this example, the organization has both active and inactive sub-
organizations, therefore both Active Organizations and Inactive Organizations tabs
are displayed.

Tosser Sooner 21,2029 ©WBSCHTringProgra Pogoor17
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5. Asrequired, completelreviewthefollowing fields:

rrr] Te; EE
awl
[ tosearchpartofthename. Referto the

WildcardandMatchcodeSearchesjobBe=

meTE
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Image: Manage Users Screen
oy

[rr

J me:

er — E Bn
TE ne oom eet.

=== E

6. Click[555](theSearchbutton)tosearchforthematchingsub-organization(s).
Image:ManageUsersScreen
oa
me

[——

ie 5) mim

F == 2

7. Select the appropriatesub-organization inthe Organization Selectionpane.

TosserSoptontor 21,2029 SWBSCHTrig«Pca Pogeet17
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5D) ct To usr ore sectssurgicalinh sas Sac par.
ED (woe) org Adin soukct rt hecrect ganization is scien ho

‘Organizations Selection panel on the let, To retu to the topmost organization, click
[esetTaTopOrganization | (the Reset to Top Organization button).

8. Perfor one of the following:
i Then
Admin needstosearch for an existing userbylast Enter the Last name in the User Search Criteria
name fie, LastName (ine Last Name option) is the

default option.
‘Admin needs to search for an existing userby frst_ Click FFSLNaM® (he First Name option) from the
name User Search Criteria dropdown. .

ED 110 10 is asamp, thCtr Tas Food Bank hs an sce
organization; therefore only the Active Organizations (ab displays.

ED (woe) To provent cron ptt usr protorh sama pers, aways parton a
user search to ensure thata user profile does not already exist in WBSCM.

6D (vce) Last amo is tho dof cpon ortho Usa Search Ctra fl. Th usr can
select the First Namo as a search option by ccking on * (ie drop-down arrow) and
select First Name from the opion lis. In tris example, Last Name is used.

Image: Manage Users Scroen

eeSn]
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9. As required, complete/review the following fields:
Field RoC: Descriptio

R istnameor fast nameofheuser locate.
ample:

mith
a (Note) Enter the name or use the

[0 ‘wildeard symbol to match partofthe.
name. Reer to the Widzard and
Matcheode Saarches job aid for
guidance on paral match searches.

Imago: Manage Usars Scroon

te, at

— === crv ee rr,
ns See -

10. Click [5555] (he Searchbutton)to check for matching user profie(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 MaintainUsorwork instrucon for guidance on
reviewing and updaling the exising user profle, as needed.

Tresor.Soper 21.2025 owas TrangPopreny Pogesr172023.500030 000550
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Image:ManageUsersScreen
eT” pa

ven,a

Wetec to ManageUsers T

Yee
a |Ee

I =

1. Click[CEENGUser] the CreateNow Userbutton)tocreate anewuserID.

a(Note) Inthis example,asthemessageofthesearchis "Nosearchresultsfoundmatching
{hoentered criteria. thenewusarcanbecrated as t does nol akeady exist i the
system.

a(Note)TheUserDetailspaneldisplays.

TreySoren18 oWasoMTagPrien rama2025Av00030T0305
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Image: Manage Users Screen

rr er ER
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12. As required, completelreview the following fields:
Field Rio: Descriptio

ompany. jumeric code assigned by The system for
broanization.

ample:
boo4c01181
£3) (Note) System generated business
[partner number
Gontication assigned toa user.

G3) (Note)The system wil create the User
ge? ID after the record is saved.

G Treading used before a sumame or fll ame.

TP (Note) UseI the Drop-down arrow)[Fin the fed to select he ite.
3 ramofheuser.

ample:
ane

Tresor. Seponon 21.2025 SWBSGH TrangProgra pose 00172023.500050 000557
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Fiold RIOIC Descriptio
a R ast name of the User.

ample:
[smith

hall addross for the User of organization.

amplo:
Janesmith@email com
£3) (Noto) This is the email address where

[09 the new registration email will be sen.
“The new user must have access to this
omail account.

INanumber for the user or organization.

obi Phone: o efluar phone number where the User or
brganization can be reached.

HE
[Street Address: R Tres Text eld In which 10 enter the Steet adaress|

bf theuser ororganization.

ample:
[p80 W Highway 30

Hy: R tywhere the Userofcompany s located.

ample:
ustin

[gi code: R [Ei code for the locationofthe useror
roanization.

ample:
8701
£3) (Note) Zip code is required even though

[09 itis not marked with a red asterisk. If
the user leaves this field blankor enters
thezip code in incorrect format, an error

Torso, September 21,2025 ©WBSCHTring - Prsreary Page 117
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Field ROC Descriptio
will ocour and the entry wil need to bo
corrected before the user can be
created.

Say R Suniry God That roprosorts courty name.
ample:
SA
TD (Note) Use I=! (the Drop-down arrow)

I" in the fod toselectthe country.
[Fate or Province: JR EE

xample:
eas
TD (Note) Use [=] (the Drop-down arow)Inthe fod toselectth country.

5 FSancard ime fora region throughout the word.
ample:

ventral Time (Dallas)

7 (Note) Use =] he Drop-down arrow)
I in the fog toselectthe county.

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

Tresor. Seon 21.2025 oWBSGH TrangPropreny poe 20172023AMS 00030F 000554
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Image: Manage Users Screen
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13. Click!RO% | (heRoleData tab) toselectoles forthe new user.

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

+ Available Roles -Al roles avaiable, but nt yet assigned, based on the now user's
organization. Note tha diferent ols are avallablefor each type of organization fer (0

theWBSCMRoleAssignmentMatrixjob aidformore information.
+ Current Roles -All roles currently assigned to the new user.

Test Sotaron 71.2073 OWaSCHTrangProse poe 30172023.05 00050 F 000555
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14. Click |(the Selectionbutton)nextto arole tobeassignedtothenewuserinthe Available
Rolescolumn.Inthisexample,the OrderManager -RA role sselected.vea arnvrssr
|SRA
ot waa me—Tee==
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15. Click [253] (theAddbutton)toassigntheselectedrole,which wilappearinthe CurrentRoles
column.

16. Repeatsteps 14 and 15toassign eachaddtionalrol, as needed.
Image: Manage Users Screen
Tp
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17. Click[5]theSave button)tosavethenewuser.

ED (tte Th system dopays a message “ser Crested uccnssty’
6 (woe) toro UserSecurityRopero aid Fo rviowaitofrst sorand

perform any required analysis.
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Times
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18. Thetransactioniscomplete.
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