WBS( M A Work Instruction
l J Display and Maintain User

Purpose

The purpose of this transaction is for Organization (Org) and User Administrators (Admins) to review or
modify user details in WBSCM. Admins will be able to update the user's name, contact information, and
security roles for users within their own organization or sub-organization as follows:

. Org Admins can manage a user in their sub-organizations.
o User Admins can manage users only in their own organization.

The Admin can also lock or unlock user access to WBSCM or resend a registration/confirmation email to
a user 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.
o User profile to be reviewed/updated must already exist in WBSCM.

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

. Select Admin tab @ Manage Users tab # Manage Users link to go to the Manage Users
screen.

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 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 review or change user
details for their own organization, refer to the Display and Maintain User (Vendor) work

instruction.
o 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 Qperations Admin Repoits Help

Manage Users  Master Data  Organization Maintenance

Admin » Merogs Usarz > Manage Users Full Screen || Options
Maintain User Erofils
~
T Report Welcome to Manage Users
H’Sﬁ!.liy DI
All required felds are marked with & red estersk ()
Organization Selection User Selection
Organization 5earch Crtera = | Sesreh | [Clear User Saarch Critena-* [Last Name |+
Active Organizations Insctive Orpanizstons El Fisthame  LastName Ls
SDA Alroles o)
E S0DA Alrgles 20
¥ TX Dept of Agncuttura — EDI St
SOA AlrolesEmsat 2o
SDA Autocomplaint Specisis: 20
Ram Esls
SDA Complant Spacialst 20
SDA Complaint Sperialst
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 user's assigned role(s). For Org
Admins, the organization and sub-organization(s) are listed in the Organizations Selection panel
on the left. For both Org Admins and User Admins, the user details are listed in the User
Selection panel on the right.

3. Perform one of the following:

If Then

Admin needs to review or modify user details fora Go to Step 4.
sub-organization

Admin needs to review or modify user Go to Step 9.
details for own organization

Thursday, September 21, 2023 © WBSCM Training = Proprietary Page 2 of 18
2023-AMS-00030-F 000561



[— ' Work Instructi
WBS(M J D?s;plr:ymacr;? Maintain User

Image: Manage Users Screen

Home Opcrafions Admin Reports Help

Manage Users ~ Master Data ~ Organization Maintenance
Admin > Manage Usams > Msnags Lisars Full Seraan || Opfions v

~
Welcome to Manage Users

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

Organizatian Selaation Uger Salaction
Organization Search Criteria:* || seasch || Clesr Resat To Top Oraanization User Search Criteria:* |LastNsme |+ | || searcn || Clesr
Active Oranizafions | Irsciive Orgerizations B FirstNam=  LastName Last Logon Date -
SDA Allicles 2021-00-8 10:31.03
|
» TXDept of re—EDI SDA Allrcles 2020-10-15 05.08:10
SDA AlliclesEmsil 2019-02-13 08.5%.33
SDA Aulocompisint Specislist  2019-02-14 08:34.52
| Hem Bais
SODA Compisint Specialist 2021-0%-27 12:42:28
SDA Complsint Specialist >
Croata New sar
v
< >
4, Click * (the Available Organizations arrow) next to the tree item at the top 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:

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

FNS - Ship-tos, HQ Receiver, National WH (Warehouse), SDAs/ITOs, and Third
Party Barter (SEAM)

SDA - Co-Ops and Recipient Agency

Co-Op - Recipient Agency

Recipient Agency - No sub-organizations

HQ Receivers - Dom Ship-tos

Dom Ship-to - No sub-organizations

National WH - No sub-organizations

e e o o o o

@ (Note) Only Org Admins for USDA agencies, and SDAs/ITOs can update users for their
sub-organizations. Co-Ops can view but cannot make updates to users form their sub-
organizations (RAs). Other Admins can update users for their 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 status. For example, if an organization only has active sub-organizations,
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A

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 the Active Organizations and Inactive Organizations tabs
are displayed.

Image: Manage Users Screen

Home Operafions Admin Reports Help

Manage Users  Master Data ~ Organization Maintenance
Admin > Manage Users > Msnags Usars Full Serson || Opfions v

~

Welcome to Manago Users
All requirsd fislds are marked nith a red msterisk (%)

Organization Selotion Ucar Sakeation
Organization Search Criteria:* || s2areh | [ Clesr Fesat To Top Organization User Search Criteria.* |Lasthsme |+ | || searcn || Clesr
Active Organ 3 | Irective Orgarizations A X FisiName  LastName Last Logon Date -
= E] . Soa Allicles 2021-00-8 10:31.03
- TXDept of e —EDI SDA Allrcles 2020-10-15 08.08:10
+ (Co-up) Food bank COOP, LANS-1, VN {0004DDSTEE) J SDA AlrclesEmsil 2019-02:13.08.39:05
+ {Co-op) South Texas Co-Op. COUTH TEXAS TX (000400£280] j8y SoA Aulocomgtsint Specialist | 2019-02-1408:34:42
+ (Co-0p) T Coop, ASHEURN, VA (0004000440) | Rem 8ai=
+ (Co-op) test coop pastaicode, PHLADELSHIA PA (0004017183) SOA Complsint Specialist 20210827 12:42:28
+ (Racipent Apency) ALEE TEST 0B137156 RA 001 New Beofora. MD (0004010251) SDA Complsint Specialist i
+ (Recipient Agency) ALEE TEST 0814186 RA 003, New Becford, MA (00D4010283) Craata New sar
* (Recipient Agency) ALEE TEST 0815186 RA 004, Naw Bedforc, MA {0004010254)
+ {Resipient Agency) ALEE TEST 0B1518E RA 008, Naw Bedford, MA {00D4010268)
+ {Rasipiont Agancy) ALEE TEST 0215188 RA007. Naw Bacfar, MA 10034010257)
+ (Razipiant Agency) ALEE TEST OR1518E RA 008 Naw Badford, MA (00D4010258)
+ (Recipient Apency) ALEE TEST 0815788 RA 008, Naw Becforc. MA 1000401026€)
+ (Recipient Agency) ALEE TEST OB13718E RA 011, Naw Becfora. MA (0003010201)
* (Recipien! Agency) ALEE TEST 0B1518E RA 012, Naw Becford, MA {0003010202)
*+ (Resipient Agency) ALEE TEST 0815186 RA 013, Naw Bedforc, MA {00D40102€3)
+ {Resipient Agency) ALCE TEST 0215100 RA 014, New Bedford, MA [0004010264)
+ {Rasipiant Agancy) ALEE TEST 0216188 RA 015, Naw Bacforc, MA {0004D10265)
+ (Racipiant Agency) ALEE TEST 0215148 RA (018 Naw Bacfare, MA {0004010266)
+ (Racipent Apency) ALEE TEST 08157186 RA 017. New Beofora, MA {0003010207)
+ (Recipien! Agency) ALEE TEST 0815188 RA 018, Naw Becforc, MA {0004010208) v
B (Resipie! Agency) ALEE TEST 0B1518E RA 018, New Bedford, MA /0004010268 v .
6. 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.
xample:
be *
central

@ (Note) Use the wildcard symbol

3 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 Qperations Admin Repoits Help

Admin > Manoge Users > Manage Users Full Sorsen || Opficrs ~

~
|
Welcome to Manage Users
All requirzd fiids sre marked with a red asterisk ()
Organization Selzstion User Selestion
Organization Search Criteria:* | “central” [ S=arch Resa To Top Organization | User Search Criterta:* |Lastlame | | | Searcn | [Cizsr |
5 | Inactive Orgsrizetions. ~ EL FistNems  LastNeme Last Logon Dste &
o SDA Allrcles 2021008 16:31 03 N
- 1 :08:
- TXDept A e  soa Allrcles 2020-10-15 08:08:18
+ (Co-0p) Food bank COOP, LANS-1, W (0C040057C0) i SOA AlirclesErmsit 2019-02-13-08:35:95
+ (Co-op) South Texas Co-Op. SOUTH TEKAS. TX (0004008330 = Sba Autocomptaiat Specisist.| 2019-02-14 09:34:92
+ {Co-op) Tx Ceap, ASHEURN, VA (0004008440) _ Rem Sais
+ (Co-op} tezt soop postalonde, PHILADELEHIA, PA (0004017123) | soa Complsint Spacistiat 20210427 12:62:28
+ (Rasipiant Agency) ALEE TEST 0215748 RA 001, Naw Bacford, MO (0004010251) SDA Camplsint Specislizt =
+ (Resipient Apency) ALEE TEST 08157188 RA 003 Naw Beotors. MA [0004010253) Crasts New Usar |

+ (Resipient Agency) ALEE TEST 0815185 RA 004, New Becforc M4 (0004010254)
+ (Resipieni Agency) ALEE TEST 0815188 RA 008, New Becforc, M4 10004010256)
+ (Resipicnt Agency) ALEE TEST 0216188 RA 007, Naw Becforc, MA 0004010267)
+ (Resipiont Agency) ALEE TEST 0216485 RA G08. Naw Bacford, MA [0004010268)
+ (Rasipiant Agancy) ALEE TEST 0B1518E RA 000, New Bacforc, MA {0004010250)
+ (Racipient Agency) ALEE TEST 0B13756 RA 011 Naw Beoforc, MA {0003010201)
+ (Recipient Agency) ALEE TEST 0815138 RA 012 Naw Becforc, MA (0004010202)
+ (Resipient Agency) ALEE TEST 0815188 RA 013, New Bedford, MA (0004010263)
+ (Resipient Agency) ALEE TEST 0215188 RA 014 New Becforc, MA {0004010264)
+ (Rasipiont Agancy) ALEE TEST 0216158 RA 015, Naw Bacforc, MA 10004010265}
+ (Rasipiant Agency) ALEE TEST 0215188 RA 018, Naw Bacfard, MA (000401 0268)
+ (Recipint Agency) ALEE TEST 0815788 RA (17. Naw Beoforo. MA 10004010267)
+ (Resipient Agency) ALEE TEST 0815185 RA 018, Naw Bectorc. Ma (0004010208) v

< + (Recipien! Agency) ALEE TEST 0815186 RA 018, Naw Becford, MA (0004010208} v >

7. Click

Image: Manage Users Screen

(the Search button) to search for the matching sub-organization(s).

Home Operations Admin Reports Help

Admin > Manage Users > Manags Userz Full Seroan | Opficns ~

~

|
Welcome to Manage Users
All requirad fislds are marked with a red asterisk (%)

Organization Selastion Usar Sakeation
Oranization Search Crteria:+ [cesr  |[5E50G] [Clear|  [RessiToTopOmsnization | || User Search Ciitertar+ [Lesthiame [ — —|[sesich][Glewr |
EL FirstNsme  LastNeme Last Logon Date Al
@ | || SDA Allicles 2021-00-8 10.31.:03
X et ot Sy e _soa Allicles 2020-10-15 08:08:10
« (Recipien! Agency) Centrsl Teses Food Bark, Ausén TX (0004001181 I SOA ek SU1$0215 W0
= SDA Aulocompigint Specislist  2019-02-14 08.34.92
_d Rem Baia
- SDA Compleint Specisiist 2021-03-27 12:42:28
| SDA Complaint Specialist -
[Crsts w |
v
< >
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8. Select the appropriate sub-organization in the Organization Selection panel.

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

@ (Note) Confirm that the correct organization is selected in the Organization Selection panel

on the left. To return to the top-most organization, click | Reset To Top Organzation | (the
Reset to Top Organization button).

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

Image: Manage Users Screen

Home Operations Admin Reports Help

Manage Users Masfer Data  Orgawnization Maintenance
Admin > Manage Users > Manage Uzer= Full Soreen || Options ~

A

Welcome to Manage Users
All requirad NSCs sre marked with a red astensk (7)

Organization Selection User Selection
[Samch |[Clear|  [Reset To Top Omganization | User Search Criteria-* [LastNama | | | Saarch | [Claar |
B First Name Last Name Last Logon Date =
[' '] RA AlRcles 2018-01-4 12 40:18
Kennia Craig 2011-11-2 11:43:40
Jane Jonaz o
RA OrdarMancger
__RA OrdarMancger
ATRA OrdarManeger 2019-07-18 10.08:44
RA OrderManager 2021-04-3 12.26.31 -
Create New Uset
v
< >
9. If necessary, click Rd (the Drop-down arrow) in the User Search Criteria: field to select the first

name.

@ (Note) If there are many users selected , it may be helpful to perform a search to find the
user profile(s) that needs to be reviewed or updated.

@ (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 Rd (the drop-down arrow) and
select First Name from the option list. In this example, Last Name is used.
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Image: Manage Users Screen

Home Opcrafions Admin Reports Help

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

Welcome to Manage Users
Al requirsd fislds ars marked nith = red ssterisk (%)

Full Seraan || Opfions v

~

Organization Selastion Usar Salaction
Sesic |[Clesr Fese! To Top Ormanization | User Search Criteria® |Lasthame |+ | || =esren | [Clesr
B First Name t’::x:: Last Logon Date -
E | RA AlFcles 2018-01-4 12 1€:10
= Keone Craig 2011-11-2 11.43:40
L1 Jane Jones i
2 RA OrdeMansger
Il RA OrdaMansger
0! ATRA OmaMansger 2018-07-10 1006 44
RA OrgaMansger 2021-04-8 1222:31 E
v
< >
10.  Perform one of the following:
If Then
Admin needs to search for an existing user by last Enter the Last name in the User Search Criteria
name

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

Admin needs to search for an existing user by first
name

Click FirstName (o First Name option) from the
User Search Criteria drop-down.
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Image: Manage Users Screen

Home Operaiions Admin Reports Help

Manage Users Master Data Organization Maintenance

Admin > Manage Users > Manage Users Full Seroen | Opfions ~

~
Welcome to Manage Users
All requir=d fislds ars marked nith = r=d ssterisk (%)
Organization Selastion Usaer Selection
on Search O [Seaich |[Clear | Reset To Top Omanizeton User Search Criteria* |LastNsme | | | Search | [ Clear
Active Organizations EL First Name Last Name Last Logon Dale B
= ] RA AbROles 2018-01-4 12.48:10
2 ;xnﬁ!FooﬂBam» | Kenne Craig 2011-11-2 11.43.40
Fapy e e it Jane Jones =
RA CrdeMansger
A OrderMansger
ATRA OrdarMansger 2018-07-16 1006 44
RA Omaansger | 2021-04-8 1228:37 -
v
< >
11. 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) 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 Qperations Admin Repoits Help

Admin > Manage Users > Manage Uzer= Full Sor==n || Opficrs ~
~
Welcome to Manage Users
Al required figdds gre marked with a red asterisk ()
Organization Selzation User Seleation
“Saacn |[Clear Reset Tn Top Organization | User Search Criteria:* |Lastiama  |» [smtn| || Searcn | [Clesr |
EL First Nama Last Name Lest Logon Date &
Er‘ _RA AbRcies 2018-01-3 12 98:16
Komne Craig 2011-11-2 114340
i' Jana Jonas
= RA OrdarMansger
L OrdaMansger
= ATRA OrdarMansger 2019-97-18 10068 42
= RA OmarMansger 2021-04-8 1220:31 E
[Cres ew e |
v
< >
12, Click (the Search button) to generate a list of matching user profiles in WBSCM.
Manage Users Screen
Home Operafions Admin Reports Help
Manage Usere ~ Masier Data  Organization Maintenance
Admin > Manage Usar > Msnsge Lisars [ Full Sersan || Opfione »
~
Welcome to Manage Users
All requirsd fislds are marked with & r=d ssterisk (%)
Organization Selestion Usar Salection
Sesco || Clear Rese! To Top Oranization | User Search Criteria» [Lasthiame |+ [smin Clear |
EL First Name Last Name La=t Logon Daie =
@ 17l Jane Smith
Craate New User | B
v
< >
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13. Click = (the Selection button) next to the user to be modified. In this example, Jane Smith is
selected.

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

e Personal Data - User name, organization, and contact information
e Role Data - User security role details
e Admin Data - User account status and available actions

Image: Manage Users Screen

Home Operations Admin Reports Heb

Manage Users  Master D= Orgenizstion Maintznance
Admn > Manage Users > Marage Users FullScreen | Dptions «

~
Welcome to Manage Users

All mquirec fislds sra marked with 5 red ssierisk (%)

Organization Selection User Selection
rganization Search Critera: [“oerra! [Sesrcn Reset 70 Top Orpsnization User Search Criteria* [Lasthame || [smtn |[Searcn]| [Geer]
 Active Organizations B FistNeme Last Nerme Last Logon Dete
| | Jane St
* Cenfral Texas Food Bark

Create New User

User Details

Company ocw ’?f Straat Adcrecs 230 V\ Hihguay 30
::lm ;m:m@ﬂmlmm i::zc:-:m e rc::m-’-ninglhs)
vy e G User =
< >
14. Perform one of the following:
If Then
Admin needs to review the user profile details Go to Step 15.
without making changes
Admin needs to make changes to the user's 1. Click | Modify User |(the Modify User
name, contact information, and/or security roles button) to activate modify mode.
2. Goto Step 15.
Admin needs to perform other administrative Go to Step 20.

actions on the selected user profile
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Image: Manage Users Screen

Home Operalions Admin Reports Heb

Manage Uzers  MazterDate  Organization Maintanansc
Aimn > Manage Users > Manage Users FullScreen | Opliens «

Welcome to Manage Users £
All requirec feias are marked with s red ssiensk [7)
Organization Sclection User Salection
[E0i|[Cesr] [ResiToTopCenition] || User search Citeria [Losthsme [ [sor [ [Ses]
Active Organizations. & FrstNeme Lazt Mome Lezt Logon Dete
]"I Jane Srnith
+ Canfral Taxas Food Bark
[Crete Naw Usar |
User Details
PersoraiDats | Fcle Dab Admin Data
Company. 0004001 181 Sfre=t Adcres= | 250 W Hihgway 30
User ID: SMTHI0024 City: | Austin
Titla: = Zip Code: ]
FitName* [Jse | Coumny® T¥l
Lest Name | Smith | Stat= OrFrovinoe |Tesas =l
Emai:* [iane smith@amal.oom | Time Zane: | Cantral Time (Dallaz) =
Fax \ |
MontePron [ |
Fhone [soo805-1212 |
Wity User || Do User] S ] [Concal] .
< >
15.  Asrequired, complete/review the following fields:
Field R/O/C Description
Title: O A heading used before a surname or full name.
@ (Note) Use ‘¥ (the Drop-down arrow)
in the field to select the title.
[First Name: O First name of the user.
[Example:
ane
_ast Name: O _ast name of the user.
ample:
mith
Email: O Email address for user or organization.
[Example:
anesmith@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.
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Field R/O/C Description
JFax: O Fax number for the user or business partner.
[Mobile Phone: O Cellular phone number where the user or

prganization can be reached.

Phone: O Phone number for a user or organization.
ample:
55-555-1212
Street Address: O A free text field to enter the main street address of

the user or organization.

[Example:
280 W Highway 30

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

[Example:
Austin

Zip Code: O 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

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

Country: O Country code that represents country name.

[Example:
USA

@ (Note) Use [=] (the Drop-down arrow)

in the field to select the country.
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Field R/O/C Description
[State Or Province: O [state where the user or organization is located.

[Example:
Texas

@ (Note) Use [~] (the Drop-down arrow)
in the field to select the state or
province.

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 time zone.

@ (Note) Fields that are grayed out may not be edited.

16. Click FRel=Dst= (the Role Data tab) to review or update user role details.

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

¢ Available Roles - All roles available but not yet assigned based on the 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.
Image: Manage Users Screen

Home: OCperalions Admin Reports Helo

Manzge Usars Masztar Dats Organization Mzintanance
Admin > Manage Users > Masage Users Full Screen | Opliens v

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

User Selection
[Ss=e] Raset To Tap Crgsrization User Search Critaria# [LastNare  |w|[zmith |[Search]
Active Organizations B FustNeme Last Name: Lest Logon Dete
o Jane smity
« Cervral Texcas Food Bark
Creste New User
User Detalls

Avazilabie Roles. Current Roles.
Ordar Manager - RA Add b Ordar Manager - RA
Owg Acimin - RA
Usar Agmin - RA
Visw-Only - RA

4 Remove

fy User | | Dofete User | [Sava | [Cancd |
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17.

Perform the following as needed:
If

Admin needs to assign a role to the selected user

Then

1. Click

(the Selection button) next to the

role in the Available Roles column.

2. Click (the Add button) to assign
the role to the user.

ﬁ (Note) Once assigned, the role will appear in
the Current Roles column.

Admin needs to unassign a role from the selected

user

1.  Click

(the Selection button) next to the

role in the Current Roles column.
2.  Click Remove (the Remove button) to
unassign the role from the user.

ﬁ Once unassigned, the role will appear in the
Available Roles column.

Admin has completed updates to Role Data

Go to Step 20.

@ (Note) If not already in modify mode, click (the Modify User button).

@ (Note) Each role must be assigned/unassigned individually. In this example, the Org
Admin = RA role is added. Repeat the steps above as needed.

Image: Manage Users Screen

Home: Operslions Admin Reports Helo

Manage Users  Master Dats  Organization Msintanancs

Admin > Manage Users > Masage Users

Welcome to Manage Users
All required fields ere marked with 2 red esterisk [*)
User Updsted Sucoassfully

Organization Selection
[Search]

* Cenral Texas Food Bark

Razet To TaE g-rﬁ:ﬂim

[

User Selection

User Search Critaria® [Lasthave | [zmik

8. Frstieme
Jane

Create Naw Ussr

Fersonal Dsts

Current Roles:
B

Full Screen | Dptiens v

A

Last Name.
Smith

Lest Logon Dete

‘Fole D3 | Admn Dsts

Ordar Manager - RA

g Ackin - RA

Nodfy User |[ Dalete Uzer | [ Save | [ Canca | v
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18. Click (the Save button) to save any changes to the Personal Data and Roles Data tabs.

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

@ (Note) WBSCM displays a message that the user was updated successfully.

19. Perform one of the following:
If Then

Admin needs to review account status or perform  Go to Step 20.
administrative actions on the selected user profile

Admin needs to delete the selected user profile Go to Step 22.
Admin has completed all updates Go to Step 24.

20. Click #dmnDsts (the Admin Data tab) to lock/unlock the user profile or resend WBSCM new
user registration email instructions to the new user.

Image: Manage Users Screen

Home: OCperalions Admin Reports Helo

Manage Users  MasterDats  Organization Maintananss

Admin > Manage Users > Masage Users Full Screen | Opliens v

Welcome to Manage Users
All required fields ere marked with 2 red esterisk (%}

Organization Selection User Selection
[o|[Gor]  [RetToTopCogareation] || Wser Soareh Crtorz [Lasthiama ] o | o] (]
= i [ sene Smith
« Cervral Texas Food Bark
Creste New User

User Lackee: [
Ressonlocked: |
Res=nd New Uzer Email
< >
21. Perform any of the following:
If Then
Admin needs to lock the user 1. Click (the Modify User

button) to activate modify mode.

2. Click - (the empty checkbox) next to User
Locked to lock the user profile, preventing
the user from accessing WBSCM.

3. As applicable, provide information in the
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If Then

Reason Locked: field.

4. Click (the Save button) to save the
changes.

Admin needs to unlock the user 1. Click (the Modify User
button) to activate modify mode.
2. Click ¥ (the checked box) next to User
Locked: to unlock the user profile, allowing
the user to access WBSCM.
3. As applicable, provide information in the
Reason Locked: field.

4. Click (the Save button) to save the

changes.
Admin needs to send the WBSCM new user Click L Resend New User Email | (the Resend New
registration email to the user again User Email button) to have the system resend the

new user registration email.

Admin has no further updates Go to Step 24.

Image: Manage Users Screen
Home Operations Admin Report: Hebo

Manage Users  Master Dats  Organzation Maintanancs.

Admn > Manage Users > Manage Users Full Screen | Options »

Weicome to Manage Users
Al ragquied fikdz ora merkied with & rad eoterik (*)
Usar Updsted Sucosasfully

User Selection
[Seach | [Geer] Reset To T rization User Search Criteria:* [Lasthame | ¥ [smidh |[Seach| [Cesr]
B FustNeme Last Meme Lest Logon Dete
E | Jane Smith

Admin Dsta

StreetAdcress | 250 W Hingway 30

Gity Austin
Zip Code: 78701
Country: =Y
State Or Frovnoe: | Texss
Time Zone: Cenval Tinme (Dsllas)
Fex
Mobia Phona:
Fhons 205-205-1212
_ v
Modfy User || Daete User | | Sove || Cancel
< >

22, Click (the Delete User button) to remove the user.

@ (Note) (the Delete User button) is active only in display mode. If the user is in modify
mode the button is grayed out and cannot be used.
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Image: Confirm Delete User SMITHJ0024? Pop-Up

Confirm Delete User SNITHJ0024? ]

Flease confirm you wart io delete this user.

23. Click (=] (the Yes button) to confirm in the Confirm Delete User pop-up window.

D (Note) After a user profile is deleted, the Admin will no longer be able to search for or
display the user in the Manage User screen; however, the User Security Report shows
deleted users.

0 (Note) Refer to the User Security Report job aid to review a list of users and perform any
required analysis.

24, The transaction is complete.
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RESULT

User details have been reviewed or modified. This could include:

Reviewed/updated personal data
Reviewed/assigned/unassigned security roles
Locked/unlocked user

Resent WBSCM new user registration email
Deleted the user
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Purpose

The purpose of this transaction is to display a delivery document in WBSCM. A delivery document is a
document issued by a warehouse when goods are being 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 security
access allows, you may also use this procedure to make changes to a delivery document.

Prerequisites

. Delivery Document must exist in WBSCM.
Portal Path
Follow the Portal path below to complete this transaction:

. Select Operations tab @ Warehouse Management tab @ Delivery Management folder &
Change Delivery Document link to go to the Change Delivery Document screen.

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

e The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field
entries.

o A Conditional field: an entry that becomes required as a result of entering something
previous to it, which then deems it required.

o An Optional field: you may enter information in an optional field, but an entry is not
required for the completion of the transaction.

o Refer to WBSCM Portal Basic Navigation course for tips on creating favorites, perform
searches, etc.

Reminders

¢ Remember to check your work,
¢ Refer to the Help Option (to the right of the screen) in the Portal for further assistance.
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PROCEDURE

1. Start the transaction using the following Portal path: Operations tab & Warehouse
Management tab @ Delivery Management folder @ Change Delivery Document
Change Outbound Delivery Screen
USDA United States Department of Agriculture
— Web-Based Supply Chain Management Niskiome S8 Der S L3t
tome WLILERR finance | Admin | Reports [bew ] |
Order Processing ~ Complaint Administration  Recall Administration ~ Warehouse Management
Change Delivery Document | Back =
[41r] 4 -
=TS | | Change Outbound Delivery
» 0 Batch Management [ menu |} | Back || Exit || Cancel | [ System] | [ Display <= Change || More...]
v [ Delivery Management
+ Outbound Defivery Monior
« Create Delivery Document
. Outbound Delivery ﬁ al
» O3 Inventory Management
» OO Warehouse Replenishment
» O File Uploads/Downloads
I Portal Favorites =~
* News and Alerts |
LR @30)E |
2. As required, complete/review the following fields:
Field R/OIC Description
Outbound Delivery R unique number assigned to each delivery document
hat is created.
Example:
0000004
Friday, March 12, 2021 © WBSCM Training = Proprietary Page 2 of 8
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Change Outbound Delivery Screen

USDA United States Department of Agriculture Wel ENS U 1 Log Of
eicome ser 0g
— Web-Based Supply Chain Management

R overmons [ e e I

Order Processing ~ Complaint Administration ~ Recall Administration =~ Warehouse Management

Change Delivery Document
|41¥]

: 4
=N\ | change Outbound Delivery

» T Batch Management l[ Menu |p | Back || Exit || Cancel | [ System | [ Display <> Change ][ More...)
' O Delivery Management
+ Outbound Delivery Monor
« Create Delivery Document
. Outbound Delivery [B0000004 [u]
» 3 Inventory Management
» OO Warehouse Replenishment
» 3 File Uploads/Downloads

I Portal Favorites =1~

« News and Alerts I

| Ba yrd [E)

20C% -

C[Ri1(230) 2

3. Press Enter on your keyboard to process your entry and display the corresponding delivery
document.
Outbound Delivery 80000004 Change: Overview Screen

USDA United States Department of Agriculture
Weilcome FNS User 1

— Web-Based Supply Chain Management

e Ry eeves | s | oo | v

Order Processing  Complaint Administration ~ Recall Administration ~ Warehouse Management

Change Delivery Document | Back =)
Outbound Delivery 80000004 Change: Overview
] Menu ) |} | Save |[ Back || Exit || Cancel | | System, | | Display <> Change ][ Other Outbound Delivery || Delete || More...]
Ship-to party 4005166 ; I—E_/ Farm Services Agency (;SE 1ﬁlndependence Ave | Washington DC 20036 il
ML, Picking | Loading |, Transport | Status Overview  Goods Movement Data _
Planned GI 03/31/2009] [12:00] Total Weight |356.000 LB | o
Actual Gl date No.of packages
All tems
Jtm  [Material [Detiv. Oty lun [Description . Jryp 1.1 IBat{T
:110 1100007 8.000 [CS |CHEESE CHED WHT-BLOCK 40 LB | [zPssc DB.s —
| ] s
< | >
>[Ri1 (230) (2]
sy
4, . (the Picking tab) to display picking details.
Friday, March 12, 2021 © WBSCM Training = Proprietary Page 3 of 8
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Q (Note) The delivery document displays. At the top of the delivery document you can view
information on the sold-to and ship-to party as well as the specific warehouse from which goods

are being sourced.

The first tab you will see is the Item Overview tab. On the Item Overview tab you will see
general information on the order such as the planned and actual Gl dates, the total weight, and
the total number of packages. A table will outline all items being delivered in the shipment (not
necessarily all items on the sales order - only the ones being delivered with this particular
delivery).

Outbound Delivery 80000004 Change: Overview Screen

USDA United States Department of Agriculture
Weicome FNS User 1

_ Web-Based Supply Chain Management

Cvome I reonce | rarn | ovors | e

Order Processing  Complaint Administration ~ Recall Administration ~ Warehouse Management

Change Delivery Document | Back Forwa E,]
Outbound Delivery 80000004 Change: Overview @y
[ Menu |} | Save || Back || Exit || Cancel | [ System, | | Display <> ChangeJ[ Other Outbound Delivery || Delete || More...}
Ship-to party 4005166 [ﬂ Farm Services Agency (FSA)/ 1300 Independence Ave / Washington DC 20036 =)
. : _Loading | Transport | Status Overview , Goods MovementData
Pick Date/Time |03/31/200¢ [12:00 OwrlIPickStatus lc  Fully picked =
Warehouse No. OverallWMStatus [ No WM trnsf ord reqd
All items
jtm ]Material Pint ]SLoc]Deliv. Qty TUn 1Picked Qty }Jn batch ] ] ] Stag. Date ﬂ_
:|1o 1100007 13000 1000/8.000 lcs [8.000 (CS DB-1001682| C |04/02/2009 « —
I f=] . I i
<| | »
/I RI1(230) 2|

. (the Loading tab) to display loading details.

(Note) If your security permissions allow, you will be able to post goods issued from this tab. A
post goods issue is a transaction where the warehouse picks goods from their shelves and issues
goods out of the warehouse, handing them over to a transportation provider to transport them to
the customer. You may wish to pick and post goods issue (PGI) goods, or you may simply wish to
view this tab for review and analysis, to see which materials and which quantities have been
picked and issued.
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WBSCM |

Outbound Delivery 80000004 Change: Overview Screen

USDA United States Department of Agriculture

— Web-Based Supply Chain Management e ERe

S o e I

Order Processing  Complaint Administration ~ Recall Administration =~ Warehouse Management
Change Delivery Document | Back ird |
»

Outbound Delivery 80000004 Change: Overview

[ Menu) |} [ save |[ Back || Exit || Cancel | [System | [ Display <> Change [ Other Outbound Delivery || Delete || More._.)

Ship-to party 4005164 E‘ Farm Sernvices Agency (?5/55300 Independence Ave / Washington DC 20036 il
Loading Date 03/31/2009| [12:00 Loading Point B
Door for Whse ‘ Staging Area

All tems
Jtm  |Material [Deliv. oty lun [Gross Weight Jun Volume V.. JBaten [
:|1i 1100007 8.000 |cs [356.000 LB [DB-1001(2 —
:| a| B
<« >
>[Ri1 (230) (2]

p " (the Transport tab) to display transport information.
@ (Note) The Loading tab gives you information on when and where goods were loaded onto a
truck or railcar. This includes the loading point and loading date, as well as the materials,
weights, and batches that were included in the shipment.
Outbound Delivery 80000004 Change: Overview Screen
USDA United States Department of Agriculture

Welcome FNS User 1

/ Web-Based Supply Chain Management

S o e

Order Processing  Complaint Administration ~ Recall Administration =~ Warehouse Management
Change Delivery Document | Back =
¥
Outbound Delivery 80000004 Change: Overview
[ Menu) |} [ save |[ Back || Exit || Cancel | [ System | [ Display <> Change [ Other Outbound Delivery || Delete || More...)
Ship-to party 4005166 : [;1 Farm Services Agency (FSA)/ 1300 Independence Ave / Washington DC 20036 il
TransptnPlanng 103/31/2009] |12:00 Route | ] B

Trns.plan.stat. Not rel transp.plan. Route Schedule

All items

hm ]Maten'al ]Gross Weight IUn T\Iolume ]V }Jelw Qty JUn ]Descn‘ptiEL_
:|10 /100007 |356.000 LB | | [8.000 |CS |CHEESE= —
| o | -

»

| RI1 (230) 2]

. (the Status Overview tab) to display status information on the order.

Page 5 of 8
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(Note) The Transport tab provides information on the date and time when transportation is
scheduled, the route that will be used, the schedule for that route, and all items to be transported

along that route,
Outbound Delivery 80000004 Change: Overview Screen

USDA United States Department of Ag ture
Welcome FNS User 1

— Web-Based Supply Chain Management s
overaions [N IR I

Order Processing ~ Complaint Administration ~ Recall Administration =~ Warehouse Management

Change Delivery Document | Back ird [E]
Outbound Delivery 80000004 Change: Overview
[Menu) [ [ Save || Back || Exit |[ Cancel | [ System |[D|splay<-> Change ][ Other Outbound Dehveryl[ Delete || More.. J
Outbound deliv. 7392@2& Document Date bi[g/zoug -
Ship-to party 4005166 Farm Services Agency (FSA)/ 1300 Independence Ave / Washington DC 20036

_ltem Overview | Picki g | Transpor
Y ) D [ = ) 2 =)
‘Overall Status - Delivery
elivery lops [ ps |ww | ¢ [ o | BS [ sta [ TS |ovcs poD.. | =
80000004 c | ¢ [BE | | ©
< | >
DR (230)08 | |

-

8. Click ==== ~ (the Goods Movement Data tab) to display a transaction history of
goods movements.
(Note) The Status Overview tab provides information on the status of the delivery including the

delivery document number, and the stage the order is in.
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10.

Outbound Delivery 80000004 Change: Overview Screen

USDA United States Department of Agriculture
Welcome FNS User 1

— Web-Based Supply Chain Management

Order Processing  Complaint Administration  Recall Administration ~ Warehouse Management

Change Delivery Document | Back =
L]
Outbound Delivery 80000004 Change: Overview |8
[Menu [} [Save ] Back ]@[Cancel |['system | [ Display <> Change || Other Outoound Delivery || Delete || More...)
Ship-to party 4005166 . Farm Sernvices Agency (FSA) /5300 Independence Ave / Washington DC 20036 il
- ltem i "p’%’@( TGV Goods Movement Data
Pl. gds mvmt |03/31/2009| [12:00] TotalGdsMviStat 2 Notyetstarted i~
Act gds mvmt ‘
All tems
Jtm  fiTyp Pint [SLociMaterial [Deliv. Qty Jun .. [ |Batch | vaLType  IcostCenter I{TT_
LA 55 St i s 8000 = |SSNERIRIDB-1001682180 | = —
[ | | Q] i : -
<« | >
DRI (230)C8 ||

Click (the Save button) to save any changes you have made.

(Note) On the Goods Movement tab, you are provided with an in-depth look at the materials
being delivered, including the plant, storage location, batch, material, quantity, and unit of

measure for the commodities being moved.

You have completed this transaction.
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RESULT

The transaction has been successfully completed.
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Purpose

The purpose of this transaction is to search for and display a domestic requisition in WBSCM. Recipient
Agencies, Co-ops, State Distributing Agencies, and Indian Tribal organizations would use this procedure
when they wish to see the items on a requisition, check the status, or find out header level details such as
the ship-to location or net pricing. If the requisition is in "Draft" status or has been returned to 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 requisition which includes editing both header
level and transactional details.
Process Trigger
Perform this transaction when you need to search for or display a domestic requisition.
Prerequisites

. Domestic Requisition must exist in WBSCM.
Portal Path
Follow the Portal path below to complete this transaction:

e  Select Operations tab @ Order Processing tab 2 Order Management folder & Domestic
Order Entry link to go to the Domestic Order Entry screen.

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

e  The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field
entries.

o A Conditional field: an entry that becomes required as a result of entering something
previous to it, which then deems it required.

o An Optional field: you may enter information in an optional field, but an entry is not
required for the completion of the transaction,

. Refer to WBSCM Portal Basic Navigation course for tips on creating favorites, perform
searches, etc.

Reminders

. Remember to check your work.
. Refer to the Help Option (to the right of the screen) in the Portal for further assistance.
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PROCEDURE

1. Start the transaction using the following Portal path: Operations tab & Order Processing tab 9
Order Management folder & Domestic Order Entry

Domestic Order Entry Screen

Sl Veb-Based Supply Chain Management

[ ome Admin | Reports | Help |
Order Processing
Domestic Order Entry | Back wo [=]

| welcome
Eov X apOik =12 Vielcarne te the crder entry screen
Quick Search
[B] Click bace 5 create an order and zpacéy the ship-to destination, Than chaoze the items from the catalog located on the
[] Extandsd saact etk
:E:;v |Product catalog
[¥] Ecovwse in the Broduct Catalog
/ Trusted sites - Kook -
2. Click 4 (the Hide Navigator button) to hide the Portal menu. Note that this can be done on

almost any transaction in WBSCM - not just Order Management transactions.
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Domestic Order Entry Screen

Reports | Help

Domestic Order Entry | Back Foward [<]
»

lmu.mnss:nlqns Cataloa | Entitlement [¥ Transaction in Process
1

| welcome

Walcarme to the crder entry screen
Quxk Search

[3] Click haca to crmats an ordar ane =pedfy the =hia-te dastination, Then chaoss the ftams from tha catalog lacatad on the laf

[P] Extanded seact
Z%S;p |Product catalog
ttps: fwdos: by 503,000 b 7 J Trusted stes ac- Hioow -
3. Click My Transactions (the My Transactions link) to perform a search 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, Co-op, SDA, or ITO, and needs to be consolidated and escalated to FNS for approval. A
domestic requisition is not yet a sales order until it has been approved by the Sponsoring Agency.
A sales order is created by an FNS Order Manager from the Maintain Sales Documents screen
or from a consolidated set of requisitions.
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My Transactions Screen

upply Chain Management

Home Admin | Reports | Help
Domestic Order Entry | Back Forwaro [=]
»

l My Transactions  Catalog | Entitlement [¥ Transaction in Process

| _franzactions |

Search For | Orders e | #roduct catalog

Status Open v

C | = Eroduct Cataioq

Crmation Date Since ¥ v 3] sromseinthe

1D Type |

10

| tew Transaction
[3] clicc hace to create an order and zpecfy the =hip-to destination. Then choose the items from tha catalog located on the left
J Trusted stes Ya- K0o% ~

In the Search For field, click on the Dropdown button.
My Transactions Screen

USDA  sites Stses Dopsrirert of agrcutise

ﬁ Web-Based Supply Chain Management

Welcome Regs

Home

Reports | Help |
Order Processing
Domestic Order Entry | Back Forward [5]
»

| My 1ransactions  cataloa | Entitiement [< Transaction in Process

[P ransacon: |

Search For | Froduct catalog

:t::-\ et [¥] erorezinthe Product Cataleg

i | Hew Transaction

— -
(3] Clickc hare to craste an order and =pecify the ship-to destination. Then choose the items from tha catalog located on the lef.
J Trusted sites - Kok -~

5. From the Dropdown list, select (the Orders option).
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(Note) The Order ltems from the dropdown list can be selected if the material ID is known. The
Order ltems 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 number will display in the results.

My Transactions Screen

Admin Reports

Domestic Ordar Entry I Back Foowars [S]
¥
l My Transactions  Catalog | Entitlement [H Transaction in Process

| _iranzactions |

Saarch For | Froduct catalog

Status

= . [¥] erorezinthe Product Cataleg
Creation Date (SO
ID Type Complated
©
| tew Transaction

[3] click hara to craste 2n order and specify the =hip-to destination. Then choose the items from tha catalog located on the lef.
J/ Trusted stes - Kok -~
6. In the Status field, click on the Dropdown button. From the Dropdown list, select
Anv (the Any option).

@ (Note) Selecting Any will ensure that the results list contains requisitions in both the open 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 Completed will display only those requisitions that are in completed status (i.e. those
that have been delivered or cancelled).
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My Transactions Screen

nagement

3 Help

Domestic Order Entry | Back W =]
»

I My Iransactions  Catalog | Entitlement [¥ Transaction in Process

| #roduct catalog

[¥] ecorezinthe Product Catalcg

| tew Transaction

[B] Click hace to craate an order and specify the shin-to destination. Then choose the items from the catalog locsted on the lef

V' Trusted sites Ya- Rwoon -

7. In the Creation Date field, click on the Dropdown button. From the Dropdown list, select
(the Last 12 Months option) to display requisitions created in the last 12
months,

@ (Note) Select Today to 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 requisitions created in a specific period. If you select this option, a
free-text field will display asking you to indicate the specific period.

Select Since Yesterday to 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 created in the last 30 days.
Select Last 12 Months to display requisitions created in the last 12 months.

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

USDA

Home Ademin Reports Help
Domestic Order Entry | Back Forwaro [=]
»
l My Transactions  Catalog | Entitlement [¥ Transaction in Process
| L iransactions |
Search For | Orders - | #roduct catalog
Status Ay =~ 000000~
= D] 2 Product Cataleg
Creation Date v (3] eroree in the
1D Type Tranwmction v
10
| tew Transaction
[3] click hara to craste an order and specfy the =hin-to destination. Then choose the items from tha catalog located on the lef.
|Star t Selecbion - Button
e DeOHE WbECTUBC, DV TR b doF

V' Trusted stes Ya- K0o% ~

8. Click m (the Go button) to execute the search.
My Transactions Screen

USDA

= A\ C Welcome Regression CoopRA
S \Veb-Based Supply Chain Management R

[ Home Admin | Reports | Help |

Order Proceasing

Domestic Order Entry | Back Fooward (<)
¥

I My Transactions  Catalog | Entitlement [i4 Transaction in Process

| L Trancaction: |

Semrch For | Orders

M | Product catateg
Status Any v )
B s Dot nl Eact 12 Moatha = »| Ecomea inthe Product Catsleg
10 Typa Tranzaction v
10

| new Transaction

] Click hers to create an arder and specify the ship-to destination. Then chacse the items from tha catalog located on the left

2% Documents Found

Status
Teanmaction  Your Rufermsce
~vDate
Open ”
03/05/2013

Complatad
02/21/2013

Open o
02/12/2003 ~*F

open %
$000031744 Orange
01/31/2013 T
opan .
0173172013 HLI00IITIS blus

open .
01/29/2013 °°

Open o
01/20/2013

Complated  _ Test: Multi Facd
01/08/2013 ~ S5 Outbound test

[ by Ga,g0vh b

y MOTSTSIE et = V' Trusted sites éa - Hiwoon ~

9. Select the requisition from the list of search results. In this case, we selected 1800031742 (the
1000031744 link).
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Domestic Order Entry Screen

1 of Agriculture

Supply Chain Management

Ademin Reports Help

Domestic Order Entry | Back Forwaro [=]
¥
l My Iransactions  Catalog [H Transaction in Process
4
| L iransactions | er: 1000031744 from 01/31/2013 13:14
P
A Total Xat Pricat 482,344.54 USD
Search For | Orders PR
Delivery Addrexs 50025431 12-07 Ragras=ion, SPRINGFIELD, ¥+ [
Status Ay 0000 00=
Creation Date | Last 12 Months v Additions) Comments
1D Type Tranaaction v
©n
T P
29 Dowments Found O Item Product Quantity Umit Description User Status Program :‘ni"',, —
Statuz . N
e e M 1 & 10 130142 3,000,000 CS|BEEF W/TOMATO SAUCE CND-24/24 OZ Oraft CACE® | Enttlamant
= T
Open
93/03/2013 0 = 200 130330 679.000 S5 CEREAL CORN FLKS -SUBST Oraft CACFER / Enttlamant
Campleted .. Veg S 10m.[H
02/21/2013 5 0.00 USO
210 130927 679.000 CS CEREAL CORN FLKS 1344 PKG- Draft CACFP / Entitlamant 00 L oc
Open . L
02/12/2013 ~
o 220 130445 542.000 €S CEREAL CORN FLKS 1080 PWG-12/18 02 Draft CACFR | Enttlerment 500
pan
8173173818 | Li92021734 Omnge
opan 230 130926 723.000 CS CEREAL CORN FLKS 1440 PNG-B/18 02 Dramft CACFR | Enttlement 500
10031745 blue
173172013 102900178 blue =
52
Open o [0 [*] 300 130748 540.000 €S| CEREAL RICE CRISS -SUBST Oraft CACFD | Enttlament
©01/29/2013 5 st Sl
0,00 USD
Open 1000031 3 310 130458 540.000 CS CEREAL RICE 1080 PKG-16/12 02 Drmft CACFR /| Entitlement $0.00 L 100
01/20/2013 ~ P LE v
Completed . Test: Multi Food
01/08/2013 —————= Quthound tast
v
Itne:/wbamint. whi 5. b _organizer Jep® J Trusted stes éa- EKiwoon ~

10. The requisition displays in the main pane. Click \ (the Hide Navigator button) to hide the search
results,

Domestic Order Entry Screen

QSDA Jrite rimant of Agriculture

Sl \Veb-Based Supply Chain Management

Home Adimin Reports Help

Order Processing
Domestic Order Entry | Back Fooward [5]
¥
mensnnlons Catalog | Entitlement [H Transaction in Process
| order: 1000031744 from 01/31/2013 13:14
A
Orange Total Net Prica 452.244.54 USD T
rle
Delivery Addreas 30025431 12-07 Regres=ion, SPRINGFIELD, NH [
Additional Commentsi
] Item Product Quantity unit Description User Status Program 'o"l:‘ s
. $
0 =l 100 130142 5,000,000 C5 BEEF W/TOMATO SAUCE CND-24/24 OZ Drafe CACFP | Entitlemant 0.00 USD
30.00 USD / 1€
- § 38.097.09 USD
0O [=l 200 130230 675,000 C5 CEREAL CORN FLKS -SUBST Draf CACFR / Entitlemant
$18.07 USD / 1¢
5 0.00 USD
210 130927 673.000 CS CEREAL CORNM FLKS 1344 PKG-12/18 OZ Draft CACFP / Entitlement £0.0C 10¢
LE
$ 0.00 USD
220 130423 542.000 CS CEREAL CORNM FLKS 1080 PKG-12/18 OZ Draft CACFS | Enttlmment $0.00 10C
LE
3 0.00 USD
230 130926 723.000 CS CEREAL CORNM FLKS 1440 PWG-8/18 O2 Draft CACFD | Erttlmment $0.00 USD J 10C
LE
- $29,562.37 USD
] =] 300 130749 5$40.000 €S CEREAL RICE CRIS® -SUBST Draft CACFD / Entitlerment
456.50 USD £ 1(
3 0.00 USD
30 130455 S540.000 CS CEREAL RICE 1080 PXG-16/12 02 Draft CACF2 | Enttlament s0.0c 10(
LE v
/ Trsted sites a- Koow -

Tuesday, July 11, 2023 © WBSCM Training = Proprietary Page 8 of 10
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1.

12.

At the 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 down to
display more information on the requisition.

Domestic Order Entry Screen

!:_lSDA Jnited States Daperiment of Agriculture

Sl \Veb-Based Supply Chain Management

Home Adimin Reports Help

Order Processing
Domestic Order Entry | Back = |f‘]
¥
meunnlons Cataleg | [¥ Transaction in Process
| order: 1000031744 from 01/31/2013 13:14
A
e Total Nat Pricat 452.244.54 USD
ele
30025431 12-07 Regres=ion, SPRINGFIELD, NH [
ntsi
] Item Product Quantity unit Description User Status Program 'uo.?\‘ s
,,,,, $
0O &0 130142 3,000,000 C5 | BEEF W/TOMATO SAUCE CND-24/24 OZ Draft CACFP / Entilemant 270,000.00 USD
30.00 USD / 1€
- § 38.097.09 USD
0O [=l 200 130230 675,000 C5 CEREAL CORN FLKS -SUBST Draf CACFR / Entitlemant
£18.07 USD /
5 0.00 USD
210 130927 673.000 ©5 CEREAL CORN FLKS 1344 PKG-12/18 OZ Drafe CACEP / Entilemant $0.00 10¢
LE
$ 0.00 USD
220 130423 542.000 CS CEREAL CORN FLKS 1080 PKG-12/18 02 Draft CACFS | Enttlmment 20 L 10C
LE
3 0.00 USD
230 130926 723.000 CS CEREAL CORNM FLKS 1440 PWG-8/18 O2 Draft CACF? | Ertitlmment )0 USD 7 10C
LE
- $29,562.37 USD
] =] 300 130749 5$40.000 €S CEREAL RICE CRIS® -SUBST Draft CACFD / Entitlerment
456.50 USD £ 1
3 0.00 USD
30 130455 S540.000 CS CEREAL RICE 1080 PXG-16/12 02 Draft CACF2 | Enttlament s0.0c 10(
LE v
V' Trusted sites a- Koow -

You have completed this transaction.
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RESULT

You have %s.
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WBS( M A Work Instruction
l J Display Entitlement Balance

Purpose

The purpose of this transaction is for SDA and RA Order Managers to view entitlement, order balances
and totals. Using this transaction, SDAs and RAs will be able to view the balance from the current and
previous program years. This is the same as reviewing an Entittement Bonus Summary report. Additional
actions include:

o Filter and customize balance output
o Export to spreadsheet format
. Save as PDF or print output

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

. SDA must have entitlement assigned or transactions posted for the specified program year in
WBSCM.

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

. Select Operations tab & Order Processing tab # Order Management folder  Domestic
Order Entry link to go to the Domestic Order Entry screen.

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o A Required field (R): a mandatory field necessary to complete the transaction
o An Optional field (O): a non-mandatory field not required to complete the transaction
o A Conditional field (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, perform
searches, etc.

Friday, March 12, 2021 © WBSCM Training = Proprietary Page 1 of 9
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PROCEDURE

1. Start the transaction using the following Portal path: Operations tab @ Order Processing tab 9
Order Management folder @ Domestic Order Entry link.

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
T Oparati ~ Order P ing >~ Order M. > Domestic Order Entry Full Screen | Opfione ~
e 3 Iuy Transactions Catalog | Entitlement ¥ Transaction in Process
Catalog Mainienance FIi i
o omasannt
Consolidate Requisitions
- Domestic Order Entry I Welcome
Full Truck Load and Trangfo.. Py Welcome to the order entry screen
— Ag an SDA/ITO you have the option of creating orders for your SDA/ITO
Redistribute Order Quanities organization or on behalf of indwidual RAs,
Returnad FNS Orders
Snipment Recelpts m Dxended Search LE Select Continue to enter an arder for your SDA/ITO organization
NW Dalivery Calendar [#]csre ITJ If you would like to enter an order on behalf of one of your RAs, enter/choose their
: : [+IFDPIR Business Partner number/name here: \ B, and then select
[+]TEFAR the Continue button above.
[+Inste
E+}CACFP
+]sFsp
[HNse I Product Catalog
[+]oA -
e ‘L Browse in the Product Catalog
2. Click - (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done

with any transaction in WBSCM.

Image: Domestic Order Entry Screen

Home | Operations = Admin Reports Help

Order Processing
. Opcrations > Crder Proccasing > Order Management > Domestic Order Entry Full Screen || Options «
IMy Transactions Catalog | Entitlement Transaction in Process

Product Catalog

I Welcome

Welcome to the order entry screen

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

Quick Scarch

m Extended Saarch )
IL Select Continue to enter an order far your SDA/ITO organization

[+]csrP ’I 1f you would like to enter an order on behalf of one of your Ras, enter/choose their Business Partnar
EIK:; number/name here: | 5], and then select the Continue button above.
[t]nse
[+]CAacsFp
E:}ﬁ;s.; I Praduct Catalog
[+]oA
[+ym_Te [¥)  erowse in the Product Catalog
Friday, March 12, 2021 © WBSCM Training = Proprietary Page 2 of 9
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3. Click | Entitlement ¢ Entitlement link) to execute a query on entitiement balances, which
opens the search in a new window.
@ (Note) From this screen, the following functions are also available:
e Click My Transactions (the My Transactions link) to search for and display
requisitions that have previously created.
« Click Catalog (the Catalog link) to view the FNS Catalog, where they can select
commodities and create a new requisition.
e Click [l Transaction in Process (the Transaction in Process button) to return to an
active shopping cart that has not yet been submitted.
Image: Entitlement/Bonus Summary Report Screen
' = WBSCM ¢ Reports - Internet Explorer — X
& htips://whscmintdsl.wbscm.usda.gov/sap/bc/webdynpro/sap/zecc_whscm_reports?variant_name=VAR_034&sap-client= 100
| Reports : Input Criteria [
| (P Execute | []PrintPDF Outout
Entitlement/Bonus Summary Report [T
& Showv Variants
Program: * < | [m]} L
Program Year: * < ’ ‘ To { ! =
SDARegion Code: < N
RA /SDA Number =I[4000578 [ o
Sokd-To State: < | ] To [ m]s
4, As required, complete/review the following fields:
Field R/O/C Description
Program: * R bbreviation for the specific program through
hich the user places their orders. If the program
bbreviation is unknown, use the WBSCM search
nctionality to locate it.
xample:
SLP
Friday, March 12, 2021 © WBSCM Training = Proprietary Page 3 of 9
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Field R/O/C Description
Program Year R ear when the customer will be able to use the
nds allocated for the specific program.

xample:
2016

@ (Note) To select a range of years when
generating a report enter the ending

year in the To field.

SDA Region Code O Code assigned to SDA based on their location,

RA / SDA Number O Number assigned to RA / SDA based on their ID.

@ (Note) The RA/SDA Number is pre-
populated to the organization linked to
the user's login ID,

[Sold-To State O [State of the user's customer organization.

Friday, March 12, 2021 © WBSCM Training = Proprietary Page 4 of 9
2023-AMS-00030-F 000599



WBSCM |

Work Instruction
Display Entitlement Balance

5.

Image: Entitlement/Bonus Summary Report Screen

{2 WBSCM : Reports - Internet Explorer - X

& hups://whscmintdsl.wbscm.usda.gov/sap/bc/webdynpro/sap/zecc_whbscm_reports?variant_name=VAR_034&sap-client=100 &

| Reports : Input Criteria

| (B Execute | [EPrintPDF Output

Entitlement/Bonus Summary Report [T

[ Show Variants
Program: * < [NSLP =] o
Progran Year.* O [2016 ] v 5@ | @
SDARegion Code: < o
RA /SDA Number =I[4000578 [ <
sodToState ¢ [ [l [ A®

Click @ Execute (the Execute button) to review the report details.

@ (Note) The following options are available:

Use IPrint POF Output (the Print PDF Output button) to generate the report as a formatted
PDF file to print, save, or share.

Use (the Reset Values button) to clear the fields and reset the selection
criteria.

Use = (the Yellow Arrow button) to enter additional selection criteria, such as
expanding a field to include a range of values.

Use (the Matchcode button) to view a list of available values in a popup window.
Use [ Show Varsnts (the Variants link) to display a previously saved customized report
output associated with the user's login ID.

Use =Por< (the Export button) to generate a spreadsheet from report data, which can
be further organized and analyzed using Microsoft Excel or another spreadsheet tool.

Friday, March 12, 2021
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Work Instruction
Display Entitlement Balance

Image: Entitlement/Bonus Summary Report Screen

& WBSCM : Reports - Intzrnet Explorer - X
& https://wbscmintdsl. woscm.usda.gov/sap/bc/webdynpro/sapizecc eport e=VAR 034 ent= =
Entitlement/Bonus Summary Report [7)
42 Go Back | Print PDF Output
View; [ENTITLEMENT_SUMI | | Export 4 ¥ &
Program = Sold-ToParly Sok-To Name Sold-To City Sold-To State = Program Year = Begqining Balance = DOD Fresh Amountﬂ
NSLP | 4000578 | TX Dept of Agricutture - AUSTIN ™ | 2016 | 2,000,00000 50,000.00
4000578 TX Dept. of Agriculture AUSTIN 2017 200,000.00 50,000.00
4000578 TX Depi. of Agriculture AUSTIN 2018 1,440,061.48 500000
HIC - - _ ) E— [¥]
6. As required, complete/review the following fields:
Field R/O/C Description
Program O Acronym to identify a USDA food distribution
program.
[Sold-To Party O Unique identifying name associated with a
particular customer in WBSCM.
(Note) RA's can view only their own
entitlement, SDAs can view any
subordinate RA's entitlement by
changing the Sold-To Party field.
Sold-To Name o] Unique identifying name associated with a
particular customer in WBSCM.
Friday, March 12, 2021 © WBSCM Training = Proprietary Page 6 of 9
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Field R/O/C Description

[Sold-To City O City of the user's customer organization.
Sold-To State C State of the user's customer organization.
Program Year O Year when the customer will be able to use the

funds allocated for the specific program.

Beginning Balance O Balance that was granted to the organization at the
beginning of the program year - not the current
balance,

DOD Fresh Amount |0 Amount allocated for USDA DOD Fresh orders.

Entitlement Order O Total entitlement dollar amount that has been

Total Ispent for orders for the respective program

and program year.

Entitlement Pounds |O Total weight (in pounds) for the commodities that
have been ordered by the user's organization
through this entitlement program during this
program year.

Entitlement Balance |0 Remaining balance (in dollars) for this program
and program year.

Bonus Order Total O Total (in dollars) spent on bonus orders for the
respective program and program year. Bonus
prders do not deduct from entittement
balance. This field is for tracking purposes.

Friday, March 12, 2021 © WBSCM Training = Proprietary Page 7 of 9
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Field R/O/C Description

Bonus Pounds O Total weight (in pounds) for the commodities that
have been ordered by the user's organization as
bonus.

Trade Pounds O Total (in dollars) spent on Trade Mitigation orders

for the respective program and program year.
Trade Mitigation orders do not deduct from
entitlement balance, This field is for tracking
purposes.

Trade Order Total o] Total weight (in pounds) for the commodities that
have been ordered by the user’s organization for
Trade Mitigation.

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

Click € (the Settings icon) to change the appearance of the report. This includes changing the
colors of the report, and which columns are displayed or hidden. The customized view may be
names and saved for future use.

7. The transaction is complete.

Friday, March 12, 2021 © WBSCM Training = Proprietary Page 8 of 9
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RESULT

The user has accessed and reviewed the entitlement balances from the catalog. If applicable, the user
may have customized the report output and/or has exported their entitlement balance to a spreadsheet or
as a PDF file.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 9 of 9
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WBS( M A Work Instruction
l J Display FNS Complaint

Purpose

The purpose of this transaction is to display an FNS complaint in WBSCM. FNS complaints are created
by State Distribution Agencies (SDAs) and Indian Tribal Organizations (ITOs) or by an FNS Complaint
Specialist on behalf of an SDA/ITO regarding the quality of a USDA commodity.

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

The organization that created it
The date it was created

The commodities on the complaint
The complaint number

Process Trigger
Use this transaction to display an FNS complaint for review and analysis.
Prerequisites
o FNS complaint must exist in WBSCM.
Portal Path
Follow the Portal path below to complete this transaction:

o Select Operations tab & Complaint Administration tab @ Create/Display FNS
Complaints link to go to the Create/Display FNS Complaints 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
navigation training and tips on creating favorites, performing searches, etc.

Thursday, December 15, 2022 © WBSCM Training = Proprietary Page 1 of 14
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PROCEDURE

1. Start the transaction using the following Portal path: Operations tab @ Complaint
Administration tab & Create/Display FNS Complaints link.

Image: Create/Display FNS Complaint Screen

Home Operations Admin Help

Complaint Adminisiration

Operatione = Complaint Administraton > Creata/Display FNS Complainte Full Screen | Opfione ¥
« Create/Display FNS Complainis I .
Complaint/Order Search
Saarch
For Ordars A I Complaints
$""°’ Domastic 3rd Darty To craate 3 new complaint, zearch for the crder or preduct you would like to
ype creata tho complaint for uzing the Order Scarch
Craatedl ;5| By Mysalf To search for 3 comglaint, use the Compiaint Search,

Flease enter one of the two of
below

Creation
Dats
ID Type Orcer Number

e}

Geeds
Receipt
Data

Fequested
Delivery
Dsts

IDType  Product Number v

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

Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

Complaint Administration
Operatons > Complant Administiation > Create/Display FNS Compiaints Full Screen | Options v

I Complaint/Order Search

Search For  Orders [v E
= . I Complaints
?”d” Domactic 2rd Barty 2
vpe = To creet= & new complaint, s=arch for the order or product you would li= to
v

creata the comglaint for uzing tha Ordar Ssarch
To s=arch for 2 complaint, us= the Complaint Search,

Creatad By Mysaif

Please antar ona of the twa options
below

Creaticn =
Date Sl
IDType  Order Mumbar (v
D

Goods

Receipt v

Date

Raquastad —
Dslivery v

Date

IDType  Product Number & o

D

Thursday, December 15, 2022 © WBSCM Training = Proprietary Page 2 of 14
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3. Click ! (the Down arrow) in the Search For field.
Image: Create/Display FNS Complaints Screen

Home Operations Admin Help

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

I Complaint/Order Search

od ~ I Complaints
— —
Domestic 3rd Fa: v
Type L — To creata 3 naw complaint, zearch for the order or product you would lika to
Creatsd By Myself % creata the complaint for using tha Ordar Ssarch

To szarch for & complaint, use the Complaint Search,

Please enter one of the two options
below

Creation
Date

ID Type Ordar Numbar v
pe]

Goods _—
Racelpt vl

Date

Raquestad —
Dalivary [v]

Date

IDType  Product Number ¥

v}

4, Select | Complaints | (the Complaints option).

Q (Note) This drop-down list contains two options:

¢ Complaints is used to search for and display existing complaints.
e Orders is used when creating a new complaint. Refer to the Create FNS Complaint
work instruction for additional information.

Thursday, December 15, 2022 © WBSCM Training = Proprietary Page 3 of 14
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Image: Create/Display FNS Complaint Screen

Home Operations Admin Reparts Help

Order F Comp Recall Adménistration
Cperatons > Compiant Administrabon > Create/Dizplay FNS Complaints. Full Screen | Optiones v

I Complaint/Order Search

Trancactions

z:;:;w :r:'zl::b :: I Complaints
Creation Date | Since Yasterday <] D e e o Pty e b
1D Typ= Complaint Number L] To search for a comglaint, use the Complaint S=arch,
=
5. As required, complete/review the following fields:
Field R/O/C Description
Created O he organization that created the document,
xample:
y All Business Partners
(Note) The Created field is populated
with the organization that created the
complaint document.
@ (Note) The options available under the
: Created drop-down list depend on the
user's organization.
FNS Complaints Specialists have the
following options:
¢ By All Business Partners is
used to display all complaints
by all business partners.
« By Specific Business Partner
may be used to
select complaints for a specific
SDA/ITO when the business
partner is known. Enter the
number in the text field after
selecting this option.
Thursday, December 15, 2022 © WBSCM Training = Proprietary Page 4 of 14
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Field R/O/C Description

All other users can access only the
following option:

e By Myself is used to display
only complaints created by the
user's organization. FNS
Complaints Specialists cannot
use this option because all
complaints, even those entered
by FNS, are associated with a
customer organization.

Creation Date O Date or range of dates the document was created.

[Example:
Last 12 Months

@ (Note) To search for a complaint

created more than a year ago, select In
Period to enter a date range in the
provided fields.

|IID Type O The criterion used to locate a document.

[Example:
Complaint Number

@ (Note) For FNS complaints, ID Type
options are:

e Complaint Number

e Complaint Material

|IID O INumber associated with the Sales Order, Multi-
Food Order, or Complaint.

xample:
003366

(Note) If the ID field is left blank, all
complaints that satisfy the criteria are
displayed.

Page 5 of 14
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Image: Create/Display FNS Complaints Screen

Home Operations Admin Reparts Help

Order Frocessng  Complaint Administration  Recall Admémistration

.Cpefznons > Complant Administrabon > Creatw[);splayvFNS”C’omplav‘i\‘is ﬁnll"S“cwen Ophéns'

l Complaint/Order Search

Trancactions
Search For Complaints v
z e ‘J I Complaints
Created By All Business Partners | v |
oo -1 To create a new comglaint, s=arch for the arder or product you vould like to
Creation Date | Last 12 Nonths > croata tha comglaint for using tha Ordar Saarch
1D Typ2 Complaint Number L, To search for a complaint, use the Complaint Search,
D 5003388

6. Click E (the Go button) to execute the search.
Image: Create/Display FNS Complaints Screen

Home Operations Admin Reports Help
Order Processing.  Complaint Administration  Recall Administration
Operatons > Compiaint Administrztion > Creata/Display FNS Complaints Full Screen | Options v

lCom laint/Order Search

Search for | Comphaints ]

I Complaints
Created By All Business Fertners v | -
Ousbeniue [mt2tente 3] | TRTSTR T Sty et v vl e
ID Tyo= Complaint Number LI To search for a complaint, use the Complaint Search,
1] 303355
1 Document Found
Status
Iransaction partnar Kgg
~Date
Completed
5002366 4000572 SDDO34'
06/07/2018
Thursday, December 15, 2022 © WBSCM Training = Proprietary Page 6 of 14
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Display FNS Complaint

WBSCM |

7.

3366

Select the Complaint Number to display from the Search panel. In this example, 2002365
5003366 link) is selected.

(the

8.

Perform one of the following:

If Then
The user does not need to select additional search 1. Click (the Hide Complaint/Order
criteria Search arrow) to minimize
the Search panel.
2. Goto Step 9.
The user may still need to view the search criteria  Go to Step 9.

Image: Create/Display FNS Complaints Screen

Home Operations Admin Reparts Help
Order F C Recall Adménistration
Operatons > Complaint Administrzbon = Creata/Display FNS Complamis Full Screen | Optione v
I Complaint/Order Search
Trancactions | Complaint: 5003266 from 06/07/2018 17:24 )
o P =] Order Numbar: 5000243540
earch For mplain v ) e —zz
Creatad By All Business Fartners | v | YRLE. DSl 19835 QA DS PR = o
Creation Date | Last 12 Months v] Tcidenk Dete: (RwoorenN)
e iy Nunie ) Date Received: | (amyoor vy [
L IORIRE Complsinant Nama:  SDA Complaint Spacialict
m Complainant Title:
Complainant Phone:
Complainant Fax:
kit Compleinant Emsil;  whsem_ful2@sra.cem
Status =)
lransachon bastner gofere Contact Name: 13823 QAS_DSL PREI
c,c.—n'pz.l: Contact O 13823_QAS_DSL_PREJ
5003366 4000572 SDDO24' Contact Dhone: 1
06/07/2018 Contact Ernailt 13875_QAS_DSL_PRES
Additional Order Data
History:
Street Address of S_DSL_PREJ STREET, HOUSTON, TX
Remairing Product:
Resclution Code: ]
Racommandad Sokustion
Solution Notaz Histaryt FNS Complaint Spacialist {0/ DM Cantral) ¢ v
Soiution notes e be anterad by FIS
9. As required, complete/review the following fields:
Field R/O/C Description
Your Description: O A free text field describing the order or complaint
ssue.
|Incident Date: O The date when the incident was first identified.
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Field R/O/C Description

Date Received: O The date the materials were received.

Contact Name: O The name of the contact.

Contact Organization: |O The organization of the contact.

Contact Phone: O The phone number of the contact.

Contact Email: O The email address of the contact.

Additional Remarks: |0 Additional comments about the complaint that are
visible only to FNS.

Street Address of O The street address where remaining product is

Remaining Product: focated.

Resolution Code: O The manner in which the issue was resolved.
@ (Note) Refer to the Complaint Statuses
. and Resolution Codes Job Aid for

additional information.
Complaint Type: O The type of complaint.
Thursday, December 15, 2022 © WBSCM Training = Proprietary Page 8 of 14
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Field R/O/C Description
IStatus o] The code for status of the document.

(Note) Some codes include the
@ agencies and teams involved:
¢ FNS Complaints Team (CT)
¢ FNS Food Safety Team (FST)
e Agricultural Marketing Service

(AMS)

¢ Food Safety and Inspection
Services (FSIS)

¢ Food and Drug Administration
(FDA)

Refer to the Complaint Statuses and
Resolution Codes Job Aid for additional

information.
Image: Create/Display FNS Complaints Screen
Home Operations Admin Reports Help
Oriter P C ation Recall Adménistration
Operatons > Complaint Administiztion > Create/Display FNS Compiainis Full Screen | Options v
I Complaint/Order Search
Transactions I Complaint: 5003366 from 06/07/2018 17:24 A
-— Order Number: 000343340
Saarch For | Complaints 2 e
= Your Deseripbion: 3825_QAS_DSL_PRES
Creatad By All Business Partners | v
idont . NM/DD/Y
Crastion Date | Lazt 12 Months v] Trickent Osts famm !
i mm/0D VYY) [
1 Typ= Complsint Number || Dats Baceived (o) (B
10 2009366 Complainant Name: SDA Complaint Specialist
=3 Compleinant Titl:
Complainant Phones
i e Complainant Fax:
Complainant Emal: wibscm_ful2@sra.com
status
Transacion Partner . 12U
~Emmancion Refere Contact Name: 13
viate
Comnplated Contact Organization: | 12825
30033656 4000373 300034 Contact Phone:
96/07]2018 Contact Email: 13825_QAS_DSL_PRES
Additional Order Data
History:
Strost Address of 13825_QAS_DSL_PRES STREET, HOUSTON, TX
Remairing Product:
Resclution Code: Entitlement Credted [~
Racommended Solution
Solution Netes History: NS Compleint Specislist (06/11/2018 at 5:18 PM Central) = L

Solution notes to be entered by FNS

10. Click ¥ (the Down arrow) to scroll to the bottom of the screen to view the entire order.

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

Home Operations Admin Reports Help

Order Proces c Recall Adménistration
Operatons > Compiaint Administiztion > CreateiDisplay FNS Complaints

Full Screen | Options v

I Complaint/Order Search

Additional Order Data A
Hiskoryr
Street Address of 13825_QAS_DSL_PRE3J STREET, HOUSTON, TX
Remaining Product:
Rezolution Cods: Entlemerk Cradited [~]
Recommended Solution
Soktion Netaz Histery: FNS Complaint Spocializt (06/11/2018 at 5112 PN Cantral) «
Solution nokes to ba antared by FNS
Complaint Type: | CT-Re-Inspectior 2|
Item  Product Quantity Daccription Program Status Quantity Affectad Quantity Remaining
1cc0 100443 10,000 C5 CEREAL CURN FLKS 1080 PKG-12/18 OZ  TEFAP Closed ] 1200.000 1200.000
Preceding Document: Order 5000349540 / 100
Status History
SDA Complaint Speoalist, 2018-06-07 17:24:47 : Draft
SDA Complaint Specalist, 2018-06-07 17:41:42 : Submit
y 2018-06-07 17:46:59 : CT-Review
FNS Complaint Specialist, 2018-06-11 17:18:25 : Closed
[ Clce |
v

11. Click (the Continue button) to review details of the complaint, such as specific
problem(s) previously entered and Food Safety Survey responses.

Q (Note) Once submitted, previously entered data will be displayed in gray. Previously submitted
complaints can be edited only by an FNS Complaints Specialist.
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Image: Create/Display FNS Complaints Screen

Home 'W‘ Admin Reports Heip

Complaint Administration

Cperations > CompaintAcminsratien > Ciea/Display FNS Compaints

Fui Screen | Oplions ~ ]7

| complaint: 1n Process =
Please select all that apply from one or more of the problem categories described below:
Quality
of
Product:
Taste/Odor Appearance/Color Defects
Mald Excass hquid by volume (canned products)
Other
[
a
HMateriol
in
Product:
Bones Meta/Machines Parts Stems, Leaves, etc.
Insects/Insect parts Glass Plastc/Rubber
Rock
* If » foregn material in product has been dentifiec. then you must nput the obiect's dmension
Cbject Dimension | )
Other
Packaging
Condition:
Cans dented beyond use Corrosion in cans Bulging cans
Leaking cans Bags tear/pin holes Net proparly szalad
Possible evidence of tampering Exposure €0 contaminant
Other
12. If necessary, click ¥ (the Down arrow) on the vertical scrollbar to review additional fields.

Image: Create/Display FNS Complaints Screen

Home 'Ouniom«‘ Admin Reporis Help

Complaint Administration |

it Adminaraten = CraataDispay FUS

Cooking or
Preparation
Issue:
Virong color when cooked Preduct does not perform wel Excess breading
Undercooked
Other
Commadity
causad:
Allergic Reaction tlness Injury
Cther
Pallct
Issuc:
Poor qualty pallets at defivery Pallets acking sufficient shrink wrap to sacure load
Delivery
Issue:
Carrier no gppointment Driver performance
Other
Damage
Issue:

Damages feund dunng unload process
Other

Faclity damages from carmier truck/trailer

[ Full Sersar | Options »

Thursday, December 15, 2022
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13. If necessary, click ™ (the Down arrow) on the vertical scrollbar to review additional fields.

Image: Create/Display FNS Complaints Screen

Home Operations Admin Reports Help

Order Processing  Complaint Administration  Recall Adminisiration

Cparations » ComplaintAdministration > Creste/Display FNE Complaints Ful Ecreen | Options ~

Lamer no appointment UrIvar permormance %
Other
Damage
Issue:
Damages found during urload process Facility damages from carrier truckjtraller
Other
Leak
Issue: '
Fauky packaging/cans leaking even though net damaged
Other
Refused
Load
Issue:
Infectations/Past Goods not delivered at proper temparature Majority of load chiftad
Other
Do you feel this complaint raises a food safety concern? Yes to
1f thi laint is for inf ion and trend analysis only, please check here:
It is not always possible to replace produdt, but if you wish to request replacement, please check here:

14.  ciick 223 (the Back button) to return to the previous screen.
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Image: Create/Display FNS Complaints Screen

Home Operations Admin Reports Help

Order Processing  Complaint Administration  Recall Adminisiration

Operatons > Complaint Administrztion > Create/Display FNS Complaints Full Screen | Options v

l Complaint/Order Search
Additional Order Data ]
History:
Street Address of 13823 QAS_DSL_PREJ STREET, HOUSTON, TX
Remasining Froduct:
Resclution Cods: Entilemerk Cradited ]
Recommended Solution
Soksion Netes Kistery: ENS Complaint Spacializt (06/11/2018 3t 5112 PN Cantral) «
Solution nokes to ba antercd by FNS
Complaint Type: | CT-Re-Tnspection >
Item  Product Quantity Daccription Program Status Quantity Affectad Quantity Remaining
1000 100443 10.000 €S CEREAL CORN FLKS 1080 PKG-12/18 0Z  TEFAP Closed ] 1200.000 1200.000
Preceding Document: Order 5000343540 / 100
Status History
SDA Complaint Speoalist, 2018-06-07 17:24:47 : Draft
SDA Complaint Specalict, 2018-06-07 17:41:42 : Submit
y 2018-06-07 17:46:59 : CT-Review
FNS Complaint Speciolist, 2018-06-11 17:18:25 : Closed
v
15. Click (the Close button) to exit the transaction.
16.  The transaction is complete.
Page 13 of 14
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RESULT

The details of an FNS complaint have been successfully displayed.
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