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Purpose
The purpose of his transaction is for Organization (Org) and UserAdmirisraors (Adis) o review or
modify usr deals in WESC, Admins wil be able to updatetheusers name, conlact information, and
Sacurty oles for users within their own organization or sub-organizaton as folows:

+ Org Admins can manage a use in ther sub-organizatons.
+ User Admins can manage users only in their own organization.

The Adin can alo lock or unlock useraccesstoWBSCM or resend a reistratonconfirmation email to
aser as required.
Process Trigger
Use this procedure to display or modify a user in WBSCM.

Prerequisites
«User performing this transaction must have the Org or User Admin role.
+ User profile to be reviewed/updated must already exist in WBSCM.

Portal Path
Follow the Portal path belowtocomplete this transaction:

+ Sloot Admin tab Manage Users tab Manage Users ink go o the Manago Usrs
screen.

Tips and Tricks
+ The RIOIC acronyms nthe field tables represent Recuired, Optional or Conditional field ents.

© Required (R) - a mandatory field necessary to complete the transaction.
© Optional (0) - a non-mandatory field not required to complete the transaction.
© Conditional (C)-a field thatmayberequired if certain conditions are met, typically

linked to completion of a mandatory field.
+ Roferto WBSCM Help st, Froquantly Reforencad Training Materials secion fr basic

navigational raining and tps on creating faories, performing searches, ef.
+ the usersa Corporate Vendor Administrator (CUA) and noeds to review o change user

detaisfor thar own organization, rofor to ha Display and Manin User (Vendor work
instruction.

+ Refer to the WBSCMUserAdministrationjob aid for an overviewofthe User Administration
process.
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PROCEDURE
1. ‘Start the transaction using the following Portal path: Admin tab 9Manage Users tab Manage

Users ink.
Image: Manage Users Screen
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2. Click + (the Hide Navigator arrow) to minimize the Portal menu. Note this can bedoneon any
transaction in WBSCM.

® (Note) The Manage Users screen content dependsonthe user's assigned role(s). ForOrg.
‘Admins, the organization and sub-organization(s) are listed in the Organizations Selection panel
on theft. For both Org Admins and User Admins, th user Getals aro sted n the User
Solocton panel on the right.

3. Perform one of the following:

i “Then
Admin neods to raviowormodifyusordetails fora Go'to Step 4.
suborganization
‘Adminneods orovewormodfyuser GowSwps.
ott for own organization
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Image: Manage Users Scroon
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4. Click [¥ he Available Organizations arrow) next o the tree tem at the op of the Organization
Selection panel

5. Click the Organization Search Criteria field.

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

+ FSA-Vendors or oer sub-organizations (USAID, FAS, CPPAD, Private
Voluntary Organizations (PVOs), Stevedores, and Freight Forwarders)+ AMS- Vendors

+ FNS Ship-os, HQ Receiver, National WH (Warehouse), SOASITTOSs, and Third
Party Barter (SEAM)

+ SDA- Co-Ops and Recipient Agency
+ Co-Op- Recipient Agency
+ Recipient Agency - No sub-organizations
+ HQ Recaivers - Dom Ship-tos
+ Dom Ship-to- No sub-organizations
+ National WH - No sub-organizations

3 110 ny 1g Adin or USA agencies, an SOTO cn date srsrr
sub-organizatons. Co-Ops can view but cannot make updates {0 users form thei sub-
organizations (RAs). Other Admins can update users fortheir own organization only.

® (Note) In the Organizations Selection panel,for each organization,the Active
Organizations and Inactive Organizations tabs display is dependent on the sub-
organization statu. For example, fan organization only has active sub-orgarizations,

Tiuade, Sopononr21,2020 SWBSCH Trg -Prsremy Pogeat182023.5 00030 000562



WBSCM]  biayandJ Display and Maintain User

then only the Active Organizations tab will display and the Inactive Organizations tab
willbe hidden. In this example, the organization has both acive and nacive sub-
organizations: therefore both the Active Organizations and Inactive Organizations tabs
are displayed.

Image: Manage Users Screen
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6. As required, complete/review the following fields:

Field RIOIC Descriptioorganization Search R Tec on a WESCH screen Used o define The
erin ceriafor asearch.

amplo:
contal

(Note) Usethe wildcard symbl
[7 to search partofthe name. Refer to the

Wildcard and MatchcodeSearchesjob
aid for quidance on paral maich
Searches.
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7. Click [5555](theSearchbutton)tosearchfor the matchingsub-organization(s).
Image: Manage UsersScreen
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8. Select the appropriate sub-organization in the Organization Selection panel.

ED (tte Th urs for he select ubrganizaton wildly in he Users Sar pane.

6 (vce) contin rat he crroc arganizaton is sect in the Orgarizton Slcton pane
on the left. To return to the top-most organization, click| ResetToTopOrganzation| (no
Reset to Top Organization button).

GB te in isexaltCanta Texas Food Bank hasan actv crganzaton
therefore, only the Active Organizations tab displays.

Image: Manage Users Scroen

Ed — _—

== tm ==
a Ce 2

in) :

9. tnecassary, click I¥ (the Drop-down arrow) inthe User Search Criteria: field to select the first
name.

Ditero are many usar seco. may bo helt 1 pro sar tnd he
user profi(s) that needs to be reviewed or updated.

6D (woe) Last Namo i the dott cpton ortho srSars Citra fil. To usr can
select the First Name as a search option by cicking on| (the drop-down arrow) and
select First Name from the option lst. In this example, Last Name is used.
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TTimageManage Usersseen
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10. Performoneofthefollowing:

Adminneeds tosearchfor anexisting user by last Etor thoLast namo in tho UserSearchCriteria
name ok,LastName(noLast Name option)i he

defaultoption.

Adi eds S65 or 1 4503 5875 51gFINA (ne FirstNamooption)fom he
name UserSearchCriteria drop-down.
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Image: Manage Users Screen
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11. As required, completelreview the following fields:
Field RoC Descriptio
serSearch Crtera: R ist name or ast nameof he Userto Tocate.
value)

Example:
mith
3 (Noto) Uso thewildcard symbol

[53 to search partofthe name. Referto the
Wildcard and MatchcodeSearchesjob
ai for guidance on partial match
searches.
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Image: Manage Users Screen
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12. Click [555] heSearch button)togenerate a lst ofmatchinguserprofiles in WBSCM.
ManageUsersScreen
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13. Click (the Selection button) nexttothe user to be modified. In this example, Jane Smith is
sclocted.

® (Note) The User Details panel displays information for the selected user on the following three
tabs:

«PersonalData - ser name, organization, and contact information
© RoloData- Use secuty re details
= Adin Data - User account status and availabe actions

Image: Manage Users Screen
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14. Perform one of the following:

" “Then

Admin neods to raviow th usar profile detals Go fo Step 15.
without making changes

“Adminneedsto make changes othe wsers 1. CioIISILURE](newoaltyUser
name,contact information,andor secur roles a

2. Golo Step 15.
“Admin needs to perform other adminstaive  GooSwp20.
actions on the selected user profile
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Image: Manage Users Screen
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15. As required, complete/review the following fields:
Field RIOIC Descriptio

io 5 Heading used before @sumameor ul name.

© (Note) Use I=] (the Drop-down arrow)
[ in the field to select the title.

5 TeTrame of he User.
ample:

5 Tram of ha User
ample:min

5 a aadess Tor veer or organization:
ample:

Janesmith@email.com

(Note) This is the email address where
[7 the new registration email will be sent.

The new user must have access 1 this
omail account.

TreySoren18oWasoMTaigPrey ra2025AMS00050 000570



: Work Instruction
J Display and Maintain User

Field Roc Deseption
Co]"ax number for the user or business partner.

obile Phone: 0 llular phone number where the user orbraanizason can bo reached.

Z 5 Prone mumbar Tor 3 user or rganzaton.
ample:Fessisiziz

[FrostAddress o Too ox od To art he man setadaressofouser or organization.
amp:

50W Highway 30
= 5 Tywhere Te Gearor company1sTocaod.

ample:
sin

b 5 {i> codeToreocationofheusaror
broanizaton.

ample:
art
- (Note) Zip code is required even though
jr itis not marked with a red asterisk. If

he user leaves tis fel bankor antrs
he zp code n incorrect format. an enor
wil occur and entry wil neod to bo
corrected bore user can be rested.

uy, G uycode hat represents county name.
ample:
Sh
TD (Note) se I=] (the Drop-down arrow)

[ inthe fieldtoselectthecountry.
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Ftate Or Province: Jo fate where theuseror organization s ocated.
amp:

oxas
TD (Note) Use [7] (the Drop-down arrow)

f inthe field to sectthestatoor
province.

me Zone. 6 [Standard tme for a region throughout The world.

ample:
entral Time (Dallas)
ED) (Note) Use [=] (the Drop-down arrow)

b in the fled to select he time zone.

ED (vce esrt are grayed ut mayro bo de.
16. Click P04 (the Role Data tab) to revieworupdate user role details.

6D (vce) Tro Roe Dota1a pays woconn that contain th lowing dots:
«Available Roles-Al roles available butnotyet assigned based on the users

organization. Note that diferent oles are available for each type of organization; refer to
the WBSCM Role Assignment Matrix ob aid for more information.

+ Current Roles-All roles currently assigned to the new user.
Image: Manage Users Screen
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17. Perform the following as needed:

" “Then

‘Admin needsto assign aroleto the selected user 1. Click (the Selection button) nexttotheSik nde Selection tr)nr
PR 5ryeoa

D Once assigned, the role will appear inforty
TTT Ra reper

veer role in the Current Roles column.
2. Click Remo (ino Romove buon) toeeamas St

OD1assis vo roto wt sar neata
‘Admin has completed updates to Role Data Go to Step 20.

ED erroarsynosy mote, ci FEELTEE] to Most Unrate.
® (Note) Each role mustbeassigned/unassigned individually. In this example, the Org.ABetSe ain.
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18. Clik [53%] (the Save button) to save any changes to the Personal Data and Roles Data tabs.

oe (Note) This button will only appear if modify mode was activated.

EB (vce) Was ilar  mossag hat usr was dtd succes
19. Perform one of the following:

" Then

Admin needs to review account statusorperform Go to Step 20.
administrative actions on th selected usar profile
‘Admin needstodelete the selected user profile GotoStep 22.

‘Admin has completed all updates Go to Step 24.

20. Click  Amn0sa (the Admin Data tab) to lock/unlock the user profile or resend WBSCM new
user registration emal instructions to the new user.
Imago: Manage Users Scroon
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21. Perform any of the following:
i Then
Adminneedstolockthe user 1. Click [1038 User] (tne Modify User

button) to activate modify mode.
2. Click J (the empty checkbox) next to User

Locked fo lock the user profi, proventing
the user from accessing WBSCM.

3. As applicable, provide information in the

Tresor. Seponin 21.2025 owas TrangPopreny Pantsol182023AMS 00030F 000574
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i Then
Reason Locked: fed.

4. Click [53%] tne Savebutton) tosavethe
changes.

‘Admin nods to uiockheuser 1. Clo ISS0] (te Wty User
button) to activate modify mode.

2. Glick ¥ (ihochecked bo) next to User
Locked: to unlock the user profile, allowing
the user to access BSC.

3. As applicable, provide information in the
Reason Locked: fod.

4. Click [53%] the Save button) tosave the
changes.

‘Admin needs to send the WBSCM new user Ci[Resendew UserEmi](ne Resend New
registration ema to the user again User Email buton) to have the system resend the

new user registration email
“Admin has no further updates Goto Step 24.
Image: Manage Users Scroon

OT

ove or ore CSE SE TTR ence Clipe Re
——— ©

mn)

ett, rant

22. Click[5555](the DeleteUser bution) to remove the user.

® (Note) [BS]the Delete Userbutton)is active only in display mode. If the user is in modify
mode the button is grayed out andcannotbe used.
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Image: Confirm Delete User SMITHJ00247 Pop-Up

23. Click[5](tne Yesbutton)toconfirm intheConfirm Delete Userpop-upwindow.

(uote) atorausrpoo sdtsthoAdin wit nologorsslosorfoo
display theuser in the ManageUserscreen; however, theUserSecurity Reportshows
deleted users.

GD (uo) tertte serSecurityReportjo i 0rviowaistofser ndporto ayrequired analysis.
24. Thetransaciionicomplete.
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ere
User details haveboen reviewedof modified, This coukl include:

+ Roviowediupdated personal data
+ Reviewed/assigned/unassignedsecurityroles
© Lockedunlocked user
© Rosent WBSCM new user registration emai
© Deleted tho user

TySoper ms owsscuTang-men pean2025AMS00050 00057
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PROCESS OVERVIEW

Purpose
The purpose of his transaction is to display a delivery document in WBSCM. A defvery document is a
document issued by a warehouse when goods aro baing shipped to the customer, Remember that
delivery documents are only issued for goods coming out of a warehouse; they are not issued for goods
sourced from a vendor,
Process Trigger
Use this procedure when you wish to display a delivery document for review and analysis. If your securityaccess slows, ou may also use this procedure to make changes oa ley document.
Prerequisites

+ Delivery Document must exist in WBSCM.
Portal Path
Followthe Portal path belowtocomplete this transaction:

+ Select Operations tab 3 Warehouse Management tab 3 Delivery Management folder 3
Change Delivery Document ink (go 0 the Change Delivery Document screen.

Tips and Tricks
«This transaction will not allow you to modify any fields.

«The RIOIC acronyms in the field tables represent Required, Optional,orConditional field
entries.
© A Conditional field: an entry that becomes required as result of entering something

previous tof, which then deoms i required,
© An Optional field: you may enter information in an optional field, but an entry is not

required for the completion of the transaction.

+ Rofer to WBSCM Portal Basic Navigation course for tps on creating favors, parorm
| searches, etc.

Reminders
+ Romomborto check your work.
+ Referto the Help Option (to the rightofthe screen) in the Portalforfurther assistance.

Foam oWesoMTangPes rerts2025AMS00030. 000575
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1. ‘Startthe transaction using the following Portal path: Operations tab 3 Warehouse
Management tab 3 Delivery Management folder & Change Delivery Document
‘Change Outbound Delivery Screen
[ToT 7 2

onPrarie Cinta Ric omanWars momen
er Tumre 8]
prom EE | Change Outbound Deliver
+e es omc rn og =Gre0map
somoor
ETE| omeeiouw [ESS+0revCmeeemetapertSriat——

aaa rT
“hems

SEAT]

2 As required, complete/review the following fields:

Field RIOIC Descriptio
Outbound Delivery R unique number assigned to each delivery document

als created.
amplo:

Fam owescuTanrg-Prsemy Prez2025 AS00030000570
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‘Change Outbound Delivery Screen
USDA urs , i

er Thares
pro [|| Change OutboundDeliver
Stata cd) (es ea com rr[55 SseTae I|oma aptmeowCor,
EERIE| omaesoww BOWL)+5ert|oemetSCreintorn

rr ol
Forties a
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3. PressEnteronyourkeyboard to processyour entry anddisplay thecorrespondingdelivery
document.
OutboundDelivery 80000004 Change:Overview Screen
USDA i

rE Adssiobon__ WarehoesaManagement |con me Tha es
Outbound Delivery 80000004 Change: Overview my

CieSav Gack [Em J Cancer] System; | [isp = ChangJOar utsoun Over | Ovi [Wore]
— SE SrTAWA

MSEC Pio Cong,TREN SOARS(CNT,Paves foie [aed Towwemt eon = z
ian Nastia

[in fos peer ress [jnlIb
[Tro ro0007 8000 C5(CHEESE CHEDwHT-BLOCK4018. z 08.2
A a oo

Sana

4. ikFED] (the Pickingtab) todisplay picking details.
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® (Note) The delivery document displays. At the top of the delivery document you can view
information on the soo and ship-t party as well 3 he specif warehouse from which goods
are boing sourced.
“Th frsttabyouwil see is th HemOverview tab.On th lemOverviewtabyouwil see
general information on ihe oder such a the planned and actual cate, th total weigh, and
ho totalnumberofpackages.Atale wil ouine ll fem bong delivered in th shipment (nL
necessary all ms on th sales order - only the ones being delverad wih this paricur
delivery).

‘Outbound Delivery 80000004 Change: Overview Screen

USDA ]

EEN operons. IE ETS
Cumprcesing companionRcromisiobn_ vsboneonsgenen
p= Co]

Outbound Delivery 80000004 Change: Overview _ u
Jer
noopany loosaes. FarmServicesAgency(FSA)1300independenceAve WashingtonDC20036. Io)
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Ten posi [nn

on  —r H =
ee waa

5. CioE3588] (ne Loading ab)to cisplay loacing dtads.
oP (Note)Ifyour security permissions allow, you will be able to post goods issued from thistab. A

postgoods issueis a transaction where the warehouse picksgoodsfrom their shelves and issues
Goadsoutofthe warehouse, handing inemovr 0. ransporaton provider0ransport hem to
{i customer, You may wish (0 pk and post goods sue (PGT) 90ads, of you may Spl wish to
View hista for review and analysis, 1 S06 which materials and which quanties have poen
picked and ssid.

Fon 12.252 WESC Tn Prony reetas2023es ase en



WBSCH}  oisiay benJ Display Delivery Document

‘Outbound Delivery 80000004 Change: Overviow Scroon
USDA i

|res met oo - = — r= =

Outbound Delivery 80000004 Change: Overview LT]
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6. Click Transior (the Transport tab) to display transport information.

ED [TosLost ive iu fortiesantsgudwireloaded aio a
truckorrailcar. This includes the loading point and loading date,aswellas the materials,
weighs, and batches that were includedinthe shipment.

‘OutboundDelivery 80000004 Change:OverviewScreen
USDA i

| rere — — 1tak roars (8)

OutboundDelivery 80000004 Change: Overview C1]
HE  .os Coe sn[Gtr= Coeom [owe Tas J 1
won lie FamSica ow 30 00 skandrc Washo CCT =]

AA ELTR 0 rrr.
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ll =

Sand

7. Clk SEEN nestatus Overviow tab)to displaystatus information on theorder.
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Die) Transportaprovide amaton.on he deo nd mewh vragen
scheduled,the route thatwil beused.theschedule orthatroute, and al tems{0betransported
alongthat route.

‘OutboundDelivery 80000004Change:OverviewScreen
[U5 i

|crowrc a]vio aimee Womens
Tearerrant r=

OutboundDelivery 80000004 Change: Overview =
rmJ [So ss EtGonSon] crn =Gongcom Gsnaot  oo [w J1

a] :moon ssi Fam Sica ow 401100sarcfos shinOG2038
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8. CloSHEMGHTENTN(ro Goods MovementData ab)o displayavansacton historyof
goods movements.
OD a CumSnSsTOSRbAS

delivery document number, andthestagetheorder isin.
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‘Outbound Delivery 80000004 Change: Overview Screen
USDA i

|LorercesaEr
con me Tha es
| nos a a =54
|[idem] [Back [£2 Cancel] [Systamy | [Display <>Change | Cover OutboundDoty|Dette[ore]

SE Fr——————
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9. cick[SE](ne save button)tosaveanychangesyouhave made.
D (Note) On the Goods Movementtab, you are providedwith an in-depthlookatthe materials

being delivered, including theplant, storage location, batch, material, quaniy, andunitof
measurefor the commodiies being moved.

10. You have completed tis transaction.
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ere
‘The transaction has been successfully completed.
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a

Purpose
The purpose of his transaction sto search for and display a domestic requisition in WBSCM. Recipient
‘Agencies, Co-op, State Distributing Agonciss, and Indian Trioal organizations would use this procedure
whan thoy wish o see ho tems on a requisition, chock the status, orfind out header level details such as
ho shipro locationo nt pricing. he roquisiion fs n “Draft” stafus or has boon retumed fo the user,
individuals with access to modify the requisition may click “Change” and make edits to it. Using this
procedure, you may make modifications to the domestic requison which includes editing both header
level and transactional cetals.
Process Trigger
Perform tis transaction when you need o search for or display a domestic requisition.
Prerequisites

+ Domestic Reauision must exist in BSC.
Portal Path
Follow the Portal path below to compote tis transaction:

+ Scloct Operations tab % Order Processing tab 3 Order Management oldor 3 Domestic
Ordo Entry ink 0 go tothe Domestic Orr Enty screen.

Tips and Tricks
+ This transaction will not allowyou to modify any fields.

+ The RIO/C acronyms in the field tables represent Required, Optional, or Conditional field
entries.
oA Conditional field: an entry that becomes required asa resultofentering something

previous tof, which then deems i required.
on Optional field: youmaysnr information in an optiona ik, but an entry is not

required for the complation of the ansacton.
«Refer to WBSCM Portal Basic Navigation coursefortips on creating favorites, perform

| searches, etc.

Remindors
+ Rememberto checkyour work.
+ Refer to the Help Option (to the right of the screen) in the Portal for further assistance.
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1. ‘Startthetransaction using the following Portal path: Operations tab 9 Order Processing tab 3
‘Order Management folder » Domestic Order EntrySe

————— -= =
r—r rn

2. Click i (the Hide Navigator bution) to hide the Portal menu. Note thatthiscan be doneon
almost any transaction in WBSCM -not just Order Management transactions.

——————CE



WBSCM;  bisiay BorJ Display Domestic Requisition

Domestic Order Entry Screen

EEE
|[————— © essenroca. .

—
=

3. Click MyTransactions (ineMyTransactions link)toperform asearch for existing
transactions.

® (Note) The My Transactions screen can be used to search for domestic requisitions. The
difference between a domestic requisition and a sales order is that a requisition is created by an
RA. Go-op, SDA,o ITO, and needs to bo consolated and escalated 0 FNS for approval. A
domestic requisition is not yet a sales order until it has been approved by the Sponsoring Agency.
‘sales odor is created by an FNS Order Manager fiom tho Maintain Sales Documents screen
‘or from a consolidated set of requisitions.

Tam owsomtemrmem reese2025AMS00030 £03053
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My Transactions Screen

|[———— © asnctenserocan.

—_— ee ——
re

7 a

4. In the Search For field, click on the Dropdown button.

My Transactions Screen

||————  —

—_——
np I I

5. From the Dropdown list, selectEERE(ihe Orders option).
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oD (Note)The Order Items from the dropdownlistcan be selectedifthe material ID is known. The
Order tems option allows you to search for requisitions by material. Selecting this option will
display a subsequent free-text field to enter a material ID number, Only orders that contain this
material ID rumbar wil display in the resus.

My Transactions Screen

se see sis Bssannret
FP —
TF fre

=" or
BB | 5 conssamomsereso resem eres eo bomeen ee

6. In the Status field, click on the Dropdown button. From the Dropdown list, select
EETRSSS—(the Any option).

(ice) Slcing Any wil ensure ht he ross ot coin isons in bth hem and
completed statuses.
Selecting Open will display only those requisitions that are in open status (i.e. those that are
drafted, submitted, or approved).

Selecting Completedwill display only those requisitions that are in completed status (i.e. those
that have been delivered or cancelled).

TemowssowTampa rao2025 AMS00030 £03069
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My Transactions Screen

|————— essenroca. .
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7. In the Creation Date field,clickon the Dropdown button. From the Dropdown list, select
[ESISERIERIIN (the Last 12 Months option) to display requisitions created in the last 12
months.

® (Note) Select Todayto display requisitions created today.

Select Specific Date to display requisitions created on a specific date. If you select this option, a
free-text field will display asking you to indicate the specific date.

Select In Period to display requisiions crated in a specific prod. If you select this option,a
rae-text fold wil display asking you o indicate the spociic period.
Select Since Yesterdayto display requisitions created yesterday and today.
Select Last 7 Days to display requisitions created in the last 7 days.

Select Last 30 Days to display requisitions croatod in the last 30 days.
Select Last 12 Months to display requisitions created in the last 12 months.

you know the specif requisition number, you may include tis in your search criteria. To do so,
select Transaction from the ID Type field. Then enter the requisition number intheIDfield.
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My Transactions Screen

EEE
|————— © asnctenserocan.

-_— 0-0
pp

i wltoe

8 cick (he Go button)toexecutethe search.
My Transactions Screen

| mmc stim mnprose .

FP —
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[ Tl

9. ‘Selectthe requisition fromthe listof search results. Inthiscase,weselected 120003174 (the
1000031744 link).
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Domestic Order Entry Screen

|——— i 9 amc pres
en, Es
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£

10. The requisition displays inthe main pane. Glick 4 (he Hide Navigator button) to hide the search
results.

Domestic Order Entry Screen

|——— 9 mactoni rcs .
i:
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11. Atthe top of the screen, view the header level details on the requisition including the customer
‘number, reference, description, delivery information, overall status, and net price. Scroll downto
display more information on the requisition.

Domestic Order Entry Screen

ieames. coin... Bsa
—————
mi, Sr — ——

12. You have completed this transaction.
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ere
You have %s.

TemowssowTangprem e0102023S00050 000595



WBSCM;  bisiayEnJ Display Entitlement Balance

a

Purpose
The purpose of his transaction for SDA and RA Order Managers to view eniflement, oder balances
and totals, Using this transaction, SOAS and RAS wil bo able to view the balance from the curent and
provious program years, This is the same as reviewing an Enifoment Bonus Summary report, Additonal
actions nce:

+ Fitr and customize balance output
+ Export to spreadsheet format
«Save as PDF or print output

Process Trigger
Use this procedure to display, print, or save entiflement balance information.

Prerequisites
+ SDA must have entitlement signeortransactionsposted for the specified program year in

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

+ Select Operations tab 3 Order Processing tab % Order Management oldor3 Domestic
Ordo Entry link 0 go to the Domestic OdorEntry screen.

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

© ARequired field (R): a mandatory field necessary to complete the transaction
5 An Optional field (0): a non-mandatory flak no required to completa the transaction
© AConditional field (C): a field that may be required if certain conditions are met,

typically linked to completion of a mandatory field
+ Roferto the WBSCM Poral Basi Navigation course or tis on creating favorites, perform

searches. ac.

Frome owssowTang.Premn rors2025 AS00050. 300595
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1. ‘Startthetransaction usingthefollowing Portal path: Operationstab3 Order Processingtab
‘Order Management folder3 Domestic Order Entry Ink.
Image: Domestic Order Entry Screen
we
ornrecone
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ee
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2. Click - (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done:
wilh any ansacton in WBSOM.
Image: Domestic Order Entry Screen
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3. Click! Entitlement (ne Entitlement link) to executea query on entiflement balances, which
opens the search ina new window.

6 tt) Fam ti cen, th owing incon ar lo ava
+ Click MyTransactions (the My Transactions link) to search for and display

requisitions that have previously created.

«Click Catalog (ie Catalog nk) to view the FNS Catalog, where they can select
commis and create a new requisition.

+ Click TransactioninProcess (ne Transaction in Process button) to return to an
active shopping cart hat hasnot yet boen submited.

Image: Entitioment/Bonus Summary Report Scroen
vr pes na ew
Ser tu TITY a

I sis 0
|

EnstomentGonce Summary Report
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htt 60) :

so WET :
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4. As required, completelreviewthe following fields:
Field RIOIC Descriptio
pi R \bbreviation for the specific program throughich he user places their orders. If he program

Eioreviation is Unknown, se the WBSCH search
nctionaly to locate i.
ample:
LP

Foc rn12.2021 SWBSCH Trang -Prsretmy Page 30102023.05 00030 000508
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Fiokd RoC Deserption
Program Year R ear when the customer wl be abe To usa Te

nds alocated fo the specific program.
amp:Bote
> (Note) To select a rangeofyears when
= generatinga report enter the endingear in thaTo fk.

[SDA Region Code:[ ode assigned to SDA based on their location,

RATSOR Nurser Jo Timber assigned 15 RAT SOA based on Tor 0.

> (Note) The RA/SDA Number is pre-
[1 populatedtothe organization linked to

ho users login ID.
TT‘ofthe user's customer organization.

Frome owssowTangprea eran2025AMS00050. 300505
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Image: Entitioment/Bonus Summary Roport Scroen
550 em nan z x
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5. Clik @Ee (no Execute button) toreview thereport details.

ED (ote To flowing opons are vata:

+ Use[P=i7or oust (ine Print PDF Output button) to generate the report as aformatted
PDF file to pint, save, or share.

+ Use [Bessie] (no Reset Valuesbutton)to learth fields and reset the selection
criteria.

+ Use = (ino Yellow Arrow bulton)toener additional selection criteria, such as
expanding a fod to include a rangeof values.

+ Use © (the Matchcode button) to view a lst of available values in a popup window.
+ Use [isiuuianiss (the Variants ink) to displaya previously saved customized report

output associated with the user's login ID.
+ Use © (the Export button)togenerate a spreadsheetfrom report data, which can

bo further organized and analyzed using Microsoft Excel or another spreadsheet tool.

Fon aren 12.2021 ©WBSGATringPropreay Pages t9
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Image: EnitlementBonus Summary Report Screen
8 cows net ew
See a . g . .
Enttementonus Summary Reprt[ous|Brera

oe EES) a ve |

6. As required, complete/review the following fields:
Field RoC Descriptio

ol]-

program.

[Eee Pay 5 ueGaming ram aSsoded wiha
baricuar customer in WESCM.

(Noto) RAs can view only ther own
[3 entitement. SDAs can view any

Subordinals RA' entlement by
changing he Sold-To Party field.

FaaoRame Jo rique dentiying name associated wihabaricuar customer in WESCM.
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Fiokd RoC Deepen
TT]Hy of the users customer organization.

TTSTG Users Customer organo.

program Year 5 arwhen To Customerwil be ab To Usa Te
nds allocated fo the specific program.

pes 5 Falanco Talwas granted 1 hoorganization ahlbeginning of the program year «not the current
balance.

BE\mount allocated for USDA DOD Fresh orders.

omont Order 0 aT arent doar amount al has been
otal pentfo ordersforth respective programbind program year.

omont Pounds 0 Sra wer ( pounda) for cammodiiosTat
ave boen orderedby he User's organization
rough tis entilement program during hisprogram year.

ntitlement Balance [0 Remaining balance (in dollars) for this program
nd program year.

Bonus Order Total 0 otal (in dollars) spent on bonus ordersfor the
especie program and program year. Bonusbrders do not deduct from entiment

balance.This field 1 for racking purposes.

Frome owssowTampa rors2025 AMS00030. 000305
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Fiokd RoC Description
For o otal weight (in pounds) for the commodities that

ave boen orderedby the user's organization asbonus.

rade Pounds. 0 [otal (in dollars) spent on Trade Mitigation orders.
orthe respective program and program year.
ado Migation orders 60 not deduct fom
iment balance. This fied s for rackingpurposes.

rade Order Tol [0 ota weg (pound) for he commodies Tal
ave been orderedby the user's organization for
ade Mitigation.

® (Note) Click ¥ (the Filter icon) to enter criteria to filter the report output.

Click & (the Settings icon) to change the appearanceofthe report, This includes changing the
colors of the report and which columns aro isplayed or hddon. The Customized viow may bo
names and saved for futuro use.

7. The transaction is complete.

Frome owasowTangPrem reer2025AS00050. 000305
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re
The user has accessed and reviewed the entitlement balances from the catalog. If applicable, the user
may have customized the report output andlor has exported hei eniilement balance to a spreadsheet or
253 POF fle.

Frome owssowTang.Premn ren2025Av.00030.£305508
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J Display FNS Complaint

a

Purpose
The purposeofthis transaction is to display an FNS complaint in WBSCM. FNS complaints are created
by State Distribution Agencies (SOAS) and Indian Tribal Grganizaions (TOS) or by an FNS Complaint
‘Specialist on behalf of an SDA/ITO regarding the quality ofa USDA commodity.

Users may search for a complaint based on any of the following:

+ Tho organization that coated it
© Tho dato it was created
© Tho commodiles on the complaint
+ The complaint umber

Process Trigger
Use tis transaction o display an FNS complaint for review and analysis.
Prerequisites

+ FNS complaint must exist in WBSCM.
Portal Path
Follow the Portal pathbelowto complete this transaction:

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

Tips and Tricks
+ The RIOIC acronyms in th field tables represent Reauired, Optional, o Condiional fold entries.

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

linked to completion of a mandatory field
+ Refer to the WBSCM Help site, Frequently Referenced Training Materials section for basic

navigaion raining and tps on creating favores, performingsearches,ec.

Trey Dont 67 oWasoMTangri re2023AS00030 F000605
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—
1. ‘Start the transaction using the following Portal path: Operations tab % Complaint

Administration ah > Creae/Dispay FNS Complaints ink.
Image: Create/Display FNS Complaint Screen

EEE coin.
—
P=

2 Click * (the Hide Navigator arrow) to minimize the Portal menu. Note that this canbedone withany transaction n WBSGM
Image: CreatoDisplay FNS Complaints Screen

J
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3. Click [J theDownarrow) in the Search For field.
Image: Croata/Display FNS Complaints Screen
re fo mr
comms vuyvwwer~ =.

Cotttr
—= rr
fo = TN

4. select the Complaints option).

ED vt)iopto et contain wo tons:
+ Complaints i used to search for and display exising complains.
+ Ordorsisusedwhencreating anewcomplaint. Refer {0theCreateENSComplaint

work nsructon for additonal Information.
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Image: Create/Display FNS Complaint Screen

IYcov —ET,
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== Lee]

pe,

=

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

Field RIOIC Descriptio

° 0 Teorganization Thalcreatedhe document.
Example:By Al Business Partners

(Note) The Created fields populated
[0 ‘with the organization that created the

‘complaint document.

- (Note) The options available under the
jx Created drop-downlistdepend on the.

usar organization.
FNS Complaints Specialists have the
follwing options:

+ ByAll Business Partners is
used to display all complaints
by all business partners.+ By Specific Business Partner
may bo used to
Select complaints fora specific
SOAITO when the business
parinor is known Entor tho
umber in the tox ld afer
Solocing tis option.
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Field RoC Deserption

Al other usors can access only the
following option

+ By Myself is used to display
‘only complaints created by the
User's organization. FNS
‘Complaints Speciists camot
use thi option because all
‘complaints, even those entered
by FNS, are associated with a
customer organization.

: 5 ateo rangeof dates thedocumentwas created.
ample:112 Months

£3) (Noto) To search for a complaint
jd ‘created more than a year ago, select In

Period 0 entera cate ange ntheprovided ies.
5p c rion used olocals@ document.

ample:
omplaint Number

£3, (Note) For FNS complaints, ID Type.
jo ‘options are:

+ Complaint Number
+ Complaint Materal

5 mbar associatedwih the Sales Order, WUT
ood Order, or Complaint.

ample:Foosaes
- (Note) If theIDfield is left blank, all

js «complaints that satisfy the criteria aredinplayed.

TreyOvni 67 oWasoM TangPrean rma2025AS00030 7000600
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Image: Create/Display FNS Complaints Screen
ee oma

comboss —
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aregimeJSEnS]||RRRTenn. | mmm

=

6. cick (heGobutton) toexecutethesearch.
Image: Create/Display FNS Complaints Screen
re fom mn
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7. Select the ComplaintNumberto display fom the Search panel. I this example, 22355 (ine
5003366 lnk) is selected.

8. Perform oneofthe folowing:
i Then
The userdoesnotneed to select addional search 1. Gjck (the Hide ComplaintiOrder

criteria ‘Search arrow) to minimize
the Search panel.

2 GoloStepo.

The user may stil need 1 view thesearch creria_Go fo Slop 8.
Image: Create/Display FNS Complaints Screen
a

coms eeeBR,
Jomwiioncsmas
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9. As required, complteiroviewthe folowing fields:
Field RoC Descriptio
|]reotox eld oscrbing The orderorcompat

ve.

CC ]
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Fiokd RoC Deepen

Co ]

IE

IE

IEGaional Remarks: [0 Sonal comments abou he compa Tal are
isible only to FNS.

[eet Addressoo Shoat address where ramaiing produce
Remaining Product cated.

Resauion Code: o ane TWh The Tous was resolved.

ER (Note) Refer to theComplaintStatuses
[0 and Resolution Codes Job Aid for

adaitonal nformaton.

CL
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J Display FNS Complaint

Field RIOIC Descriptio
5 > Tecode for satus ofhe document.

“a (Note) Some codes include the
[ agencies and teams involved:+ FNS Complaints Team (CT)

© FNS Food Safety Team (FST)
© Agricultural Marketing Service

(AMS)
+ FoodSafetyand Inspection

Services (FSIS)+ Food andDrug Adminisraion
(FDA)

Rofo to the Complaint Statuses and
ResolutionCodes Job Aid for additional
information.

Image: Create/Display FNS Complaints Screen
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10. Click V (the Downarrow)toscrolltothebottomof thescreen toviewtheentireorder.

® (Note) The Search panel has been collapsed to display complaint details in full screen.
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Image: Create/Display FNS Complaints Screen
oma ws

I —————....,
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11. click JEEZ (he Continue button)toreviewdetails ofthecomplaint, suchas specific
problem(s) prviously entered and Food Safety Survey responses.

LaTr——
‘complains can bo edited only by an FNS Complaints Specials,
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Image: Create/Display FNS Complaints Screen
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12. Ifnecessary,dick ~(theDownarrow)ontheverticalscrollbartoreviewadditionalfields.
Image: Create/Display FNS Complaints Screen
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13. Ifnecessary, click ~ (the Down arrow) on the vertical scrollbar to review additonal fields.
Image: Create/Display FNS Complaints Scroen
re om ee
SHIRES]rem seers.

= = |

14. cick IEE (the Back button)toretumtotheprevious screen.
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Image: Create/Display FNS Complaints Screen
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15. click IEEE (tne Closebutton)toext the transaction.
16. Thetransactions complete.
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ere
‘The detailsof an FNS complaint have been successfully displayed.
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