
J Display RA Catalog Views

pee
The purpose of this procedure is for a user logged in as a State Distributing Agency/indian Tribal
Organization (SDA/ITO) to view and export a domestic catalog view maintained for their Recipient
Agencies (RAs). SDAITOs can ensure that the catalog has been set up accurately by viewing it as it
‘would appear to an RA; they also have the ability to download a catalog to either communicate thea.
process steps toreview a catalog prepared for an RA as well asexport the catalog.omoas———TE}Ei

+ CSFP - Commodity Supplemental Food ProgramTk...
Perform this transaction after creating or updating an RA catalog view.Fm

+ The RA Catalog view must exist in WBSCMoe
Follow the Portal path belowtocomplete this transaction:

A
Trer

© 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, Froquently Referonced Training Materials section for basic:

Frome oz  owesoMTwegmess ometasPT



WBSCM; baraJ Display RA Catalog Views

PROCEDURE
1. ‘Start the transaction using the following Portal path: Operations tab 3 Catalog Maintenance

folder 3 Display RA Catalog link to go to the Display RA Catalog screen.

Image: Display RA Catalog Screen

- , ——— ——
a a

BRETECI ........
r= “regu & 2 oe

pe

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

Foam owssowTangPrem rezra2025AS00030. 00003



WBSCH;  bisiavenJ Display RA Catalog Views

Image: DisplayRACatalog Screen

omar =

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

Fiokd Roi Descriptio
RA Organization: * R e Recipient Agency.

ample:
001181
> (Note) Only oneRAOrganization can
jo be selected at a

ime. IEAIZED629DS48D187FD88222D
E5555851DAE25130534354BB633244
76ATDOBC

program.

clude WaiFood7 [0 er Checked, mUli-food Commodies are
clued.

3 (Note) The
jo 1EA42E9620D548D187FD8B222DESS

G5B61DAE25139534354B863324476A
7D0BCinclude MultiFood?: fold
defauls to
unchocked1EAZES629DS48D187FD8
B222DES565861DAE25139534354556
332A4TOATOOBC

Frome owssowTangprem re3rs2025Av 00030 £30368
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Image:DisplayRACatalogScreen

fy

Ee ,s.-hh
onwig 11
——t

4. Click [SSB]tne Submitbutton) todisplaythecatalogfo theselectedRAOrganization.
Image:DisplayRACatalogScreen

on Joy

a,LL
Jr —nt ne

pose
i— [

mp

Foe arn11,2022 SWESCHTrangProse Pre sats2023.05 00030. 000622



(WBSCM 3 Work Instruction
J Display RA Catalog Views

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

Fioid RoC Descriptio
program.

rogram SubType Jo ii a USDAprogram, diinguishes hasub-program used t process and Geler products.

- (Note)
ja 1EA42E9620D548D187FD88222DESS

G5B61DAE251395343548863324476R7DOBCProgram Sub-Types induce
th folowing

+ Direct Delivery
© Processing Dnersion
ty
Food1EA2E9620D548D187F
DA6Z22DESS6SBDAE2ST39
534354BB63324476ATD0BC

aoa Typo 5 Typoofproduct included I acatalog.

> (Note)All catalog types do not applyto
jo all programs. Each programhas a

uniquesetofcatalog types associated
with
IIEAIZE620D548D187FDB0222DES
S65B61DAEZ51305UIS4BBEI24476
ATD0BC

£3) (Note) For multifood enties and the DA
{2 Program,thisfieldwillbe

blankJEAG2E9G20DS4AD 16788222
DESS65861DAEZ51305M3545863324
476ATDOBC

program Tyee G Ti maer In Which & rogram 1 onded:

(ow)
je 1EA42E9629D548D187FD8B222DESS

6506 1DAEZ5130534354BBE3I24476A
77DOBCProgram Types include:

+ Entllament
+ BonusTERG2ESG26DSADIETF

D88222DESS65861DAEZS130
S34354BB63324476ATDOBC

aa (Note) For Multi-Food entries and
[9 the DA Program, this field will be

blankEAZE620D548D187F088222
DESS65861DAE251395343545863324s7oATD0BC

Foo an 1.202 osc Tang esr rests2025 AMS00050. 000085



(WBSCM. 3 Work Instruction
J Display RA Catalog Views

Fiokd RoC Deserption
iN foup to which Te product or material belongs.

Co nique identifier assigned to a product.

Product Description’ |]Information used to characterize a material.

0 Init of measurement (such as cases or pounds)or ordering products.

FAGderBy Die Jo Gateby which Tre RA must place he order
ample:

0 (Note) The
{8 1EA42E9620D548D187FD88222DESS

G5B51DAE25130534354BB63324476A
7DOBCRA Order By Dat i calculated
by subiraciing tho SDA Lead Time from
tho FNS Order By
Dato. IEA(2E0620D548D1677D822
DESS65861DAE251305M3548B63324
4TGATDOBC
(Noto) For Muli-Food anti, tis fokd

[ ‘will be "Not

Applicable”.1EA42E9629D548D187FD88722DE5565861DAE2513950435488
63324476ATDOBC

[SDA Lead Time 0 ‘he number of days priorto the FNS Order ByDato tha the RA hasto submit thei requisitions to
ho SOA foreviewand consolidation.

2) (Noto) For Mult-Food enti, tis fold
js will be

2610,1EA42EOG29D548D187FD88222D
E556501DAE25139534354BB633244
T6ATDOBC

Frome owssowTampa roars2025Av5.00030.£ 005534



WBSCM; baraJ Display RA Catalog Views

NS Order By Date [o Tio date by Which FNS requires the consolicated
brder to be submited.

£5) (Note) For MuliFood entries, is ils
[9 vise

blank1EA4ZE9629D48D187FD88222
DESS65861DAE251395343548863324
476A7DOBC

Palivor By Date 0 Tio datoby which the products Should be
Helvered.

£3) (Note) The 'NO Delivery Dato Ser"
[© value wil appear under

the 1EA42E0629D548D187FDE8222D
E5565B61DAE2513953435488633244
76ATDOBCRA Ordor By Dato column
fild when SDAs do not assign o their
RA
View.1EA42E0620D548D 187085222
DESS65861DAE251395343548863324
476ATD0BC

£5) (Note) For Muli-Food ene, tis field
[D  virse

blank1EA42E0629DS48D187F088222
'DES565B61DAE251395343548863324
4TGATO0BC

6. Perform any ofthe folowing
W Then
The user needs to download RA catalog view 1. Crk [EE ne Export ution 1 export

tho catalog view data.
2 onpenn(ho Export

to Microsoft Excel buon).
3. Click 2" (tne Open bution).

Review and save the spreadsheet as
appropriate.

6 cullto close ancove
sproadsheat and retum to the ansaction.

The use needs to customize the appearance of 1. Glick9% (ne Open Settings bution)
theRAcatalog located on the right sideof the screen.

2. As appropriate, select fields in the Hidden
Columns and cick2(ne
Add button) to add columns to the
displayed view.

3. As appropriate select fields in the
Displayed Columns and clck

(he Remove button) to

Foca rn11,2022 SWBSCH Trang Prem Page 7ot92023.05 00030 000625



WBSCH)  biiRieJ Display RA Catalog Views

i Then
remove columns fom the displayed view.

4. As appropriate, select fields in the
Displayed Columns and click
[TET IE (ne ypipownamows)to
change the column order.

5. Click=](ng Saveas.buton)
save the now view.

6. Name thenewview in the Description
fold.

7. cick [98 (ne ok button).

va) 100 vovoan bo sis tom
the Views field the nex! time the transaction is
required.

i)mowaco conse
downloaded after making changes to the columns.

The user needsto Imit the amountof formation 1. ick (the Open Settings button)
displayed located on the right side of the screen.

2. Click (Fi (the Fittor tab).
3. Click= (the Drop-down button) in the first

fot{oslo thocomob redfom
the a st.

4. Glek (he Matcheode buton) in the third
fied to selecta value for which firing is
required.

5. Roviow tho fiterod display as appropriate,

0 (Note) Only records that match the applied
fitr(s) will b displayed.

10)mewncaoanve
= downloaded after applying a fier.

6 (tt) Exon he ours romp may sprare based on eur rower
7. Thetransaction is complete.

Foca rn11,2022 SWBSCH Trang -Prsretmy Pagesor92023AMS00030 000628



WBSCM; baraJ Display RA Catalog Views

ere
"The SDAITO has reviewed the RA cataog deta, using tha avaliable tools 0 customize tho appearance
oforaply fies the catalog,as applicable.If approprat, the SOA/TO may also have axportad he
Viow 5a spreadshest for futher rewew, record-keeping, or sharing outside of WESCH.

Frome owssowTangPrem re2025Av5.00030 £30508



WBSCM;  bisiayRecJ Display Recall on Discussion Forum

PROCESS OVERVIEW

Purpose
The purposeofthis document is to displaya recall thread on the WBSCM Discussion Forums. Discussion
Forums are cated on tha WESCM homapage, so users wil bs able 0 500 them immediatly upon
logging into WBSCH. Thereis a speci forum just or addressing recal cases.
Process Trigger
Perform this transaction when you would like to display a recall thread in the Discussion Forum.

Prerequisites
+ Recall message must be posted by USDA to the Discussion Forum.

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

+ SlotHoma tab News and Alerts ta» News and Alerts lnkto go t the WESCM
Homepage screen.

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

+ The RIO/C acronyms in the field tables represent Required, Optional, or Conditional field
ents.
oA Conditional field: an entry that becomes required as result of entering something

previous tof, which then deems i required
© An Optional field: you may ent information i an optional field, but an sy s not

fequied or tha complaton of tha transaction
+ Refer to WBSCM Portal Basic Navigation course for tips on creating favorites, perform

| searches, etc.

Reminders
+ Remember to check your work
© Roforo he Hap Option (to the igh f the crear) nthe Portal for further assistance.

Frome owssowTan Prem rerte2025AS00050. 000035



WBSCM;  bisiayRecJ Display Recall on Discussion Forum

1. ‘Startthetransaction using the following Portal path: Hometab 3 News and Alerts tab 3 News
and Alerts ink
WBSCM Homepage Screen

—- Gosmnn
—

Ses A Forums: &

2, Click SDA HoldsandHecalls (the USDA Holds and Recalls link) to enter this forum.

10) roc ott rumorstetnsnotaonato
since the last visit. Other columns in the table provide additional detail, as follows:

Views-number of combined mes ll WESCM users have viewed tis particular forum.

Topics / Messages - number of topics and number of messages (respectively) in the forum.

Last Post. date and time when last post was added and userwho last posted othe forum.

FannoWesoH Tang:Prem Prez2025AS00050. 000035



WBSCM;  bisiayRecJ Display Recall on Discussion Forum

Forums: USDA Holds and Recalls Screen
[— ws
Forum: USDA Holds and Recall

in Riis ®

wo a ww wo =
Je USon 10 am cal

3. Abstof all treads in tho forum wil display. CickFSCase £514: amHacall tne FNS Case
#514: Ham Recall in) to view this tread.

OD Tosranchorycling th watch Foam. 5
Choosing this option heuseribe updated via email whenever new posts added. Another
option sto search the forum fo spocifc keywords, Use he Search Forum free (ox id 0 ener
in keywords. Click the Go button to display your search results.

Frome owssowTang.Premn Pre3te202A 00050. 3000%
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TTFoums:PNSCasedstaHam Recall Soroon
SET .

ami aA |

tr Srneeee:om cme atest fs
CIETECT

4. You arenowdisplaying the discussion forum post. Click“1.12.2.(theBackto Forum link) to
4010 the previous screen.

oP (Note)Asyou are an externaluserwith view-only accesstothe forum, youwillnotbe able to
respond tor may the contentsofthis forum.

mmm owowrenmrmen mea03soo ny



WBSCM;  bisiayRecJ Display Recall on Discussion Forum

em R——
Po ri neori (WBSCM|

TE

ICT —

5. You have completed this transaction.

em oosrlES
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re
‘The transaction has been successfully completed.

Frome owssowTang.Premn Prosrs2025AS00050. 000055
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PROCESS OVERVIEW

Purpose
The purpose of his transaction isfo Recal Specialists to dislay a rocal for review purposes. Through
this transaction, you can perform a searchfor a recall, and then display general data as it relatesto the
‘specific recall. You willbeableto see anycase notes on the recall, and informationonthe partners,
activities, documents, products, and transactions inked fo he rocal
Process Trigger
Perform tis transaction when you need o review a recall tha has been created.
Prerequisites

+ Recall case must exist in WBSCH.
Portal Path
Followthe Portal path belowtocomplete this transaction:

«Select Operations tab 3Recall Administration tab  Create/Display Recall linktogo to
he Soarch Cases screen.

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

+ The RIOIC acronyms in th field tabs represent Required, Optional, or Condiional fod
entries.

A Conditional field: an entry that becomes required as result of entering something
previous tof, which then deems i required.

© An Optional field: you may enter information i an oponsl fel, but an entry s not
required for the complation of the ansacton.

+ Rofor to WBSCM Portal Basi Navigation course or ps on creating favors, perform
| searches,tc.

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

Frome owssowTan prem rors2025AS00050. 300554
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1. ‘Startthetransaction using the Portal path: Operationstab 3 Recall Administration tab 3
Create/Display Recall

i SadSuc 52 v Be Abend—

2. Click the Case ID field.

—————————



WBSCM;  bisiayRecJ Display Recall

Search: Cases Screen
Sawch:Cases. 3 ;

3. As required, complete/review the following fields:
Field RIOIC Descriptio

o A unique identifying number associated with the recallae.
ample:

Frome owssowTangprean re3ts2023AS00050. 0000%



WBSCH) bikeJ Display Recall

Search: Cases Screen
touch:Cases. - ;

4. Click [SEEN (the Search button) to process your entry.

ED eTownsou rst, areapril rata. You can serby se.
Case Type, Case Description, or Status.

When searchingfor areca, you can alo usa the following search method located nthe seconddrop down box. 1s, is nol, contains, and stars with. Tho search criteria has to maich exactly when
using is When you are ookingfo a recal hat does not haveacertain search crieri, then you
Woulduseis not. When using confins, the output that willbe lsted wil include the word entered
in the search ceria. Whatever was entered in he search criteria when using starts with, wil
have the search output beginning wih what was eniorod.

From ren 12.202 SWoSCH Tang rosea prevent2025Av 00030500097



WBSCM;  bisiayRecJ Display Recall

Search: Cases Screen
tauren:Cases. =

——-— gg

5. Click 27 (the 552 link) to display the recall information. This number represents the Recall Case
0
Diesendlrs aot fects rn is cram av rca.Sheweard to

‘exact Case ID number, we only received one search result.

The results table contains information such as the Recall ID, Recall Description, Status, and
Response Deadine.

Fr an 1.202 — Prosar202A 00050 0000%
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J Display Recall

TT FNSRecalls:Ss2 ChickenRecaliSereen

6. The recall case displays. Scroll down to display more.

(Note) This scroan shows the case deta fr the racal The upper lft sideof the screen shows
Ganeral Data such as po of rect recall I, description, who ne recall was roatod by. and
Who he roca was Ia! changed by. On he upper ant 566 f (he Steen s the processing data
Such 2 ihe status, cast naficaton date, response deadline te recal creation dal, and he
dato the rocall was as changed on.
Below tho case deta sa st of Parties Involved. Parties Involvedar the soo pares, thir
names, ID's and contact formation.

FoamowssouTanm-pay en2023ws ous Eos



WBSCM Work Instruction

J Display Recall

FNS Recall: 552, Chicken Recall Screen

1 You have completed this transaction.

(Noto) Displayod below tho casa datas ro tho partios involved, nos, ansactions, rferanco
objects, and attachments rolted to he roca.
The Notes section contains notes on the investigation, complains led, an reasons or the
recall investigation Transactionsaro the complants, sales orders, and entiement increments
and decrements elated oth recal, Reference Objects show 1h products afeciedby he
recall. Attachments is documentation related to the focal

Frome owssowTampa re7te2025 AS00030 000840
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re
"You have successful viewed a fecal.

Frome owssowTang.Premn rots2025AM 00030 £30064
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a

Purpose
This transacion enables a State Distributing Agency (SDA)o Indian Tribal Organization (ITO) fo export a
catalog fom WBSCM to their computer. The catalog can bo iered by program, delery dates, and NLT
dates, Results are generated in XML or CSV format and may be displayed, printed, or saved.

Process Trigger
Use this procedure to download the catalog in XML or CSV format.

Prerequisites
«Catalog view must be assigned to SDAITO.
«Materials must oxist in WBSCM.
«Deliveryperiods and NLT dates mustbeset upfor the materials.

Portal Path
Follow the Portal path belowtocomplete this transaction:

+ Select Operations tab 3Order Processing tab 3 File Uploads/Downloads folder 3Download
Catalog link t go t0 the Download Catalog screen

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

© Required (R) - a mandatory field necessarytocomplete 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.
+ Refer to the WBSCM Help site, Frequently Referenced Training Materials section for basic

navigation training and tps on creating favores, performing searches, ec.

Frome owssowTangPrem rerrs2025 AS00030. 000843



(WBSCM.it Work Instruction
J Download Catalog

PROCEDURE
1. ‘Startthetransaction using the Portal path: Operations tab 3OrderProcessing tab 3

File Uploads/Downloads folder 3Download Catalog link.

Image: Download Catalog Screen

EET
cman ESvam =scout re geoo
cof

2. Click * (the Hide Navigator button) to minimize the Portal menu. Note that this canbe donevith any vansacion n WBSON.
Image: Download Catalog Screen

—

—o— Be onwomens Se—

3. ‘Select the appropriate option from the Program drop-down list.

9 (ue tks th Ct ko 0scmore tan no program. A USDA roam catalogs are
vaiabl for slocon,

Famowmonmeromenmera2023 ws ous Es
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J Download Catalog

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

ad oie A: oor ale eared WhenecgBere
aml:Fomine
- (Note) Use the To Date: fieldto enter
1 the end value for the date range.

LT Date (Order by |R lo Later Than Date. The date by which an order2k oocyte po eed n rontoros 4 postedoondu.
Frame:Fomine
- (Note) Use the To Date: field to enter
i the end value for the date range.

Dot)Entries in MMIDDIYYYY formato ck th calendar con adacnt oefkLeasCina:
Image: Download Catalog Screen

re ——
go

£-ere BereeTERETE
pe

—
5. Under File Type Selection, select (the Radio button) beside the desired download format for

the file. In this example, CSV File is selected.

® (Note) XML is usually used to upload the file into another system. CSV displays data in aCe

=anes



WBSCH;  bowmesdcJ Download Catalog

Image: Download Catalog Scroon
re oman ewe
na

fem

reElomreama
—

6. cick[55%] (tho Submitbutton) to applythe selectedoptionsand initiatethedownload.
Image: Download Catalog Screen
ep nee
nae

EE.

ro
renoanise Biv WBromeGen Ein 81

Crm

7. An option display to slot a dowload actin. nis example, OP%% the Open bution
selected.

EB oe) rion to romptmayaafensas one users rower To
download in Chrome, refer totheDownioad/ExportDocumentsection in theWBSCM
Portal Navigation job aid.

FoyMaen 11,2022 SWBSCHTrang Prey Paget
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(WBSCM Download&J Download Catalog

a (Note) Options include:

+ Open displays the downloaded data in the appropriate application. For CSV files,
this is the user's default spreadsheet software (for example, Excel). The file is noteo:

+ Savepromptstheuserto selectalocation tosavethe file. Thefileis not
automatically opened for viewing.

= Cancel exits the process without downloading the catalog.

Image: Microsoft Excel Spreadsheet

D2 om harmo eon er ECE DGTT ear em a [Bre [Ee 5 BD

mmiLTAHA

mac a
8 Rovwtve dowloaded tate, For fons formation on encod ith doriond fo,

refer toENSresourcesfor WBSCMdata files.

9. ‘The transaction is complete.

=ssascond
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re
The user has downloaded acopyof the catalog based on the program and date selections, Dependingon
tho fle format and downloaded action selected, he catalog may bo viewed, printed, or saved a5 8
spreads (CSV)o saved fouploading(0 another system (XML).

Frome owssowTangPrem Proscrs2023ws ons £0000
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[LEE

Purpose
The purposeofths transaction istodownload Purchase Order Data from WBSCM. This can be used for
reporting purposes.
Process Trigger
Perform this transaction when you need to download data from a specifi purchase order,
Prerequisites
«Purchase order data must exist in WBSCM.
«ASN information must exist in WBSCM.

Portal Path
Follow the Portal path below to complete this transaction:
«Select Operations tab 3 Order Processing tab 3 File Uploads/Downloads folder 3

Download Purchase Orders fink to go to the Download Purchase Orders screen.
Tips and Tricks

«The RIOIC acronyms in the field tables represent Required, Optional, or Conditional field
entries.

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

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

«Referto WBSCM Portal Basic Navigation course for tps on creating favorites, perform
| searches, etc.

Reminders

«Remember to check your work.
«Refertothe Help Option (o the right ofthe screen) in the Portafo further assistance.

FederMarch12.2021 ©WBSCHTring - Prprory Pog 1019
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WBSCM | Work Instruction
Download PO Data from WBSCM

1. Start ne tansacion using the pat; Operation tab 3 Order Processing tab > Fie
Uploads/Downloads older > Download Purchase Orders
Download Purchase Orders Screen
A—————

Ee edie =

EEE. ; i

I——

2 As required, complete/review the following fields:
iol Roc pescrigh
[FDA Partner ID R nique number automatically assigned to each SDA.

ample:
koooirz

fever owe 3 ee The Devry Date ld Wo eter Te Gesved emeryiste for the order.
ample:bioiios
pertoTange beseca fom 3 Tot
ample:baioiios

omytan eso Trgry rezts2023ws oust Ey
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DownloadPurchaseOrders Screen

EE ee . :
==Ef
EE = iT

3. cick[SEH](heSubmit button)to view the purchase order data for the desired PO. This will
lookforanypurchaseorderinformationfrom01/01/09up to08/01/09.

DownloadPurchaseOrders Screen
LL —————

poy Si i

=f if
EE oP Lo

EE rr
a

Eee EE =

4. Click[EABSAESSIE](tne DownloadXML button)to download in XMLformat.

omowmswtamresemia2025 wsous oat
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Filo Download Screen
File Download [£3

yes ont ta ape arrove isi
oF Nom thenoteberomd
2 oe 0am,250

Foreaa

‘Whi files fromthe Intemetcanbeuseful,somefiescanpotential©) hom con maene.ds on
‘savethisfle.What'sthe tisk?

5. You can eithercickL225] (the Opon button)or_S2(the Save button)to view
he information. Saving and apering he fle wil show th siructure of the purchase order data,
Th folowing are saps or bo opions.
C:lDocuments and Setings\AdmiistratoriLocalSettingsTemporary Internet

Filos\Content IESEELQ Screen
EE ———

6. Click 5 (the Close button) to close the structure data.

Fon 12.252 Wes Trgry rani0svsoo en
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DownloadPurchaseOrders Screen

Si EeEe

— : :
EE R——FEELea—

| eR i

= oF

7. Click [EEIBSHHESIESY](tne Download CSVbutton)to download in CSV format.
File DownloadPop-up.

File Download [=

D0youwant10 penorsavetis i?
Name: notices_to_dekver.csv

= Type: csv_auto_fie, 2.60K8.
Fon: wbscndemeblusd 0ov

Come]

9 ‘Whi files fromthe Intemetcanbeuseful,someflescanpotentialPm conpae 70st1 sce,doropen
‘savethisfle.What'sthe tisk?

8. cok[522] (ne Savebuton) 0save he PO Data.

Foden oWesoMTem-Pewess  ___pewsas2023.500030 000652



WBSCM;  bowcaarJ Download PO Data from WBSCM

Save As Popup
Save As 0

Svein [@Deskin 5 oem
[E31 Documents  EoraalesDesop 4.0.3

OD Imcomm Senor
WyRocent ||Networklaces Eprepationfo lot
Documents | 3 paralelssharedFolders. DaagTen
Ty| oweTeer Sreawinto
@ Sen Susans emt
Deskiop |[CCecka elearning E3usDAwescH

Scarse Switwsmo
Decks CWISummary,EG,DRA

LD Sots Wrsorst, £53
MyDoomerts [SECS

|[amosOffice2007 EnterpriseEdition [Gervine] [blazes]
5 (Mscelanecus

bit
MyComputer [Br

LL u i

« Florane |EEN ~ Ged
Mylo Soveattpe condole “vos

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

Field RioiC Descriptio
R name that ef 3Tobesaved 55.

ample:otces o_delver

Fado arc 12,200 TT owasoMTangPrey Prost2023.500030 F000653
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SaveAsPopup
Save As Rx
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TT NoliowotoDever -Notwpaasareen
orRSPWEL
PEGETERRE Ey
SeaSerio ina ob eneerae

asSoaion Tile SRLS Sei hedav dasa |
Ba
EE aw
BEan
SEEMNeee
SanHERE Ma RaBE aa
SEiesaeSEa
LLoDalean aa
BE aE
BEBE EE

12. You have completed this transaction.
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WBSCM;  boumieassJ Download Sales Orders

[GEESE ET

Purpose

State Distribution Agencies (SDAs), Indian Tribal Organizations (ITO), and third-party barter Order
Managers can generate orders in separate systems and then upload those orders into WBSCM.
Periodically, Order Managers will download order information from WBSCM and then upload this data to
their system of record to capture order status, updates, and other changes. The purposeof the
transaction described in this document is to download all pertinent sales order data in a format that can
be uploaded into third-party systems. The download file includes only sales orders from the Order
Managers own organization.

Process Trigger

Use this procedure to download sales orders from WBSCM.

Prerequisites.

«+ Sales orders from the SDA/ITO or third-party barter company must exist in WBSCM.

Portal Path

Follow the Portal path belowtocomplete this transaction:

«+ Select Operations tab 3 Order Processing tab 3 File Uploads/Downloads folder
Download Sales Orders link to go to the Download Sales Orders screen.

Tips and Tricks

+ The RIO/C acronyms in the field tables represent Required, Optional, or Conditional field
entries.

© Required (R)-amandatory field necessarytocomplete the transaction.
© Optional (0)- a non-mandatory field not required to complete the transaction.
© Conditional (C)- a field that may be requiredifcertain conditions are me,

typically linked to completion ofa mandatory field.
+ Referto the WBSCM Portal Basic Navigationcoursefortips on creating favorites,

perform searches, etc.
+ Refer to theUploadSDASalesOrder work instruction for instructions on how to upload

sales orders into WBSCM.

Thursday,Soplombe 26,2020 ©WBSCM Training - ropritay Page 1017
2023AMS.00030.F 000657
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1. ‘Startthetransaction using the following Portal path: Operations tab 3 Order Processing tabiBR a
Ore ecru EA a

Dourdan SooCriesSebctionChua =

=
SnSy" :

=ET]

[Tce=]ga TS

Senet

2, Click + (the Hide Navigator arrow) to minimize the Portal menu. Note that thiscanbedone

ET ——— ——
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TT imegeoownond sales Orderssereen

——— =
em
i SEB, oH

rz S—8 1—F 2mnie i=% i}===" ==" }tom In

sp —:
we -
a

3. As required, complete/review the following fields:
Field woe Descripti
[Bold-To Party: R nique identifying number associated with aarin customer n WESOM.

Fxampl:aocaon
- (Note) Order Managers can only display
3 sales ordersfortheirown organization.

Requested Delivery. Pate when customer would like thepte atralcommodtytoamie ai the ShipTo
ample:beiaiz017

[Foren Roca = Gat he sen Tocapete
EN (Note) Usersneed to limit date ranges
jd to within one year.

st Updated: ] fost recent date for update.

I TT]usvsoo sy
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Field RIOIC Descriptio —
order Number: his Gan bea sales order number, purchase order

umber, or delivery document number. When
tering this number, the customer ensures that
y are receipling against the correct order. In the|
se of inbound to warehouse receipts, only enter

b purchase order number in his field.

£3) (Note)The order number here
[5 represents the sales order number.

oD (Note) Users are required to enter either Requested Delivery Date, Shipment Receipt
Date, or Order Number and other criteria as appropriate.

ED 110 To sortor rdr va tt wii aang, orter th lost alu nh rcs
field on the left; then, enter the highestvaluefor the range after “Tor. For example, to
searchfororders requestedfordelivery between June 12, 2017 and June 12, 2018, enter
"6/12/2017" next to Requested Delivery Date and "6/12/2018" after To inthesame row.

Image: Download Sales Orders Screen
om ns oe

rnsCR,

Oot esOoSci Ci =

cn)

wire 3 asrere Bn asCtaron o GITEGE ©
a 3 = me- a nm

mre © = meol 3 3

ii (Bias)

ss Ea
Dreamsmtee

4. Clio[@ExecuteGer] ine Execute Query button) to generate a list of sales orders.

Ducetrasca ourions sls ressn0CS. Excl le, Slctsl
format based on upload requirements for the organization's system of record.

Trusday,Septomber24,2020 ©WBSCHTring - Prproary Page oT
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" “Then

Thea rots 0 doukndsosrr3g,[ADOETHLTEtr Deriond HL
XML fle File button) to save the XML file locally.

The user needs to download the sales orders 10a Cj[EDBAEMIESVEIE(no Download CSV
CSV file File button) to save the CSV file locally.

Theva vsoma TET3ca Es Emeryeter 1. Click E964 (ino rn
2. Click! (the Exportoso Excre 0svBa

e (Note) The headings in the Excel
‘spreadsheet specify the information that
is displayed in each column.

. wl—- (he Savutren heowricdpionswind and sve
® =

(Note) (The Save button) appears after the initial selection.

oD (Note) In the Purchase Order column the numberstartswith a 4. In cases where saleseeme eae SreeOto hatwoSe

Tmomm—mmsasasd
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document number whichbeginswitha7 instead ofthe purchase order number.
Image: Download Sales Orders Screen

pany ew
rons Ra

— m ~

m=

wil 3 an oH
—ET EER +
Thee gf ne=g dlat ia” f—— sm nm 5SE—5 —h .

ena Bs)

FE

7. This vansaction is complete.

Tiuade,Soptonon 24, 2020 oWBSGH TrgPosner Pose sar72023.500030 000067



WBSCH) bocaJ Download Sales Orders

resuir
ar ar ehoma 1m SSE oT CO, ofMetsooc

Tosewerrssoo



WBSCM : Work Instruction . .

J Enter Domestic Shipment Receipt

a
Purpose
Domestic recipient organizations (or USDAon behalfofa recipient) use this procedure to
manually enter a shiomen roceip or purchase order, sales order, or delivery document, The shipment
receipt, also known as the Goods Receipt (GR), is the method by which the recipient confirms that
materials requested in WBSOM have been delered. The shipment receipt provides celal such as
who the shipment was raceived, who signed or, and f he shipment was damaged andlor ejected.
“The recipient also uses this procedure to document quaniiies of material received. reporting both good
quantities and Over, Short, Damaged (O/S/D)orlate quantities.

Timely entry of ashimant recipis a rial step in WESC, Current ENS policy requires entryof
shipmentreceipts withintwo calendardaysofreceivingadelivery.

“The receiping procedure described in this document appliest orders that contain one or more line tems
supplied by avendor wih slectronic invoicing (6INV) capabiltios in WBSCM. The shipment receipts
matched agains ho Advanced Shipment Notation (GN) submitedbythe vendor and other
information associated with the purchase order (PO) to generate a payment invoice for the vendor. Late
‘entry of the shipment receipt will cause delays and inaccuracies in the downstream process. Users will
receive an email notification if the recipient hasn't entered a goods receipt.

GINV functional doos not apply o services, id party bartr shipments, or multfood outbound
shipments from a national warehouse.
Users can enter a shipment receipt in WBSCM two ways:

1. Use theEnter Shipment Receipt transaction to create a shipment receipt manually. This work
instruction reviews the steps to perform theEnter ShipmentReceipttransaction.

2. Use the Upload Shipment Receipt transaction to upload a shipment receipt from a comma-
‘separated values (CSV) or extensible markup language (XML) file.

“The following work instructions provide guidance orworking with domestic shipment receipts in specific
circumstances

+ Modi Domasic Shipment Receipt-used when the user needs to modia recently entered
shipment receipt.

+ Cancel Shipmen Receipt used when an ASN does not exist (BOL # field is not populated)fora
ne tem.

+ Enter MuliFood Shipment Receipt - sed for mutfood shipments, when the usar needs to enter
shipment receipts manually.

+ UploadDomesticShipmentReceipt -used to upload shipment receipts for any PO using a CSV
or XML file. This functionality cannot be used for multiple ASN for the same PO line items.

Process Trigger
Parform tis procsdure when a recipient needs enter a goods receipt for a domesii shipment.
Prerequisites

+ ThoPOor sales order must exist in WBSCM.
+ eINV mustbe enabled for one or more line item(s) on the PO,

Portal Path
Follow the Portal path belowtocomplete this transaction:

Trey.Doar 4.2025 SWBSCHTaigProgram Poe te2025 AMS00030 F030604



(WBSCM A Work Instruction
J Enter Domestic Shipment Receipt

+ Select Operations tab 3 Order Processing tab 3Shipment Receiptsfolder 3 Enter
‘Shipment Receipt link to go to the Enter Shipment Receipt screen.

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

© Required (R) — a mandatory field necessarytocomplete the transaction.
© Optional (0)-anon-mandatory field not requiredtocomplete the transaction.
© Conditional (C) - a field that may be required if certain conditions are met, typically

linked {0 complatonofa mandatory fold.
+ Roferto ho WBSCM Help sie, Froquenty Roforonced Training Malorial section for basic

navigational raining and ts on creating favories, performing searches, et.

Trey Dont hs oWasoMTangri rama2025AS00030 £05088
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Procepure
1. ‘Start the transaction using this Portal path: Operations tab 3Order Processing tab 3

‘Shipment Receipts folder &Enter Shipment Receipt link.

Image: Enter Shipment Receipt Screen

re

— -Ee—
2, Click « (the Hide Navigator arrow) to minimize the Portal menu. Note that this canbedone withon niacin i WBSOH:

Image: Enter Shipment Receipt Screen

mn

rn .

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

Field RIOIC Descriptio5 ; acohrdrchmer or deer docu: ner
ample:Boossroers

G3) (Note) To enter a domestic shipment
{= receipt, only sales order and purchasehoot mamrs rs alc

en omsowmmeen panJ
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Image: Enter Shipment Receipt Screen
TT

a

ermmans
Toma EE
ei om

4. Click [555] (the Search button)toexecute the search.
Image: Associated Order Summary Screen
= Yay =
on RE

|Associatedordersummary...=

5. Clickthe appropriate document nk i the Associated Document column for th fine em being
receipied. In this example, “109012755 (1 £100012785 lnk) s selected.

uc)Recon ar ony aistoviow he om prchas rrin fos. USDA sors
an view all purchase order ne tems.

Trrser econo 14,2023 OWaSCHTrangProse Pose dite2023.500030 000087
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Image: Enter Shipment Receipt Screen

fy
oeteerens-

Oe

= a
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6. Performoneofthefollowing:

" “Then

Thedisplayedviewis DOMESTIC_VIEW ReviewtheEnterMulti-Food ShipmentReceiptwork instruction.
Theuserisentering anewreceiptwith thesame GotoStep7.
Signed By and/or Received Date applied to

multiple fine itemsusing fieldsintheReceipt BD
Header (Note) his option susefulwhen receiping

multiple PO line items with the same receipt date.
Whenthe POhasmultiplelineswith different
information, the best practice is to receipt one line
at atimeto avoid inadvertently entering incorrect
information.

Theuser isentering shipmentreceipt information GotoStep 10.
for individual line item(s) only

Theuserisreadyto submitthereceipt GotoStep20.

Trey Dont hs oWasoMTangPre rama2025AMS00030 £03068
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Image: Enter Shipment Receipt Screen

aesrecsnny- ———¥

= :
ITE ———
—
Tn a

a.
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7. As required, complete/review the following fields:

Field Roi Descriptio
RaicaroL: > Ral car numberor31 of Lading numberfom the

ping document.

[Feresy R ame of he Tnaidual at Signed fr oecco.
Example:ohn Bos
eh (Note)The Signed By field is optional

[I when using the header information to
Receipt All tis information can bo
entared manual for each ine
tom prior to submiting thereceipt

3 R Ga he material were recaed.
Example:bazsiz0to
Ee (Note) The Date Received: field cannot
jd be adate in thefuture. This datecanbe

{days date or an sarier date
3 (Noto) ThoDate Received: field is
ju ‘optional whenusingthe header

information to Recap AL nis
information canbeentered manually for

Trey.Doerr 4.2028 osc TangPosey rma2023ascouse F000
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each line item prior to submiting the:
receipt.

= 5 706 Tox 1610 To describe dealsrelated 1o ho
hipment, i necessary.

ample:
oods received

8. Clio (FESR (ng Rocaipt All button) to copy all neader data nto al ne tems associated
with the order. In this example, the header and Receipt All buon are not used the shipment is
fecelpted as an individual ine fom.

9. RewmtoStept.
Image: Enter Shipment Receipt Screen
pa ea

en
on conten Cy

==)

RTBeotro Fn tn Pri ire aicar

10. Glick I (tho Checkbox) in theSelectcolumn tosaltthe desired lino tom(s)to entera
shipment receipt

o (Note) To deselect lines thal shouldnotbe receipted at this time, click (the Checkbox).

TosserOocomter 14.2029 OWBSCMTrangPry Poge7ol18
2023AMS 00030. 000670
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Image: Enter Shipment Receipt Screen

pT
oereeens
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a
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11. Performoneof thefollowing:

" “Then

Theuserneeds oreview andlorener information Goo Step 12.
fora singlePOline item(s)

“The userneeds to review andlorener information Golo Step 14.
for single PO line item with multiple BOL numbers

Theuserneedstoreport damage GotoStep 16.

Thousersreadytosubmttherocept_ Gotoswp20.

6D te) ThEner Shimon captsro is sre th detaued dr: Purch Do number,
then Item number, andfinallyASN.

12. Asrequired, completelreviewthefollowing fields:
Field RIOIC Descripti
FinedBy R nameof he didual at Signed for he

ceipt.
Example:ohn Doe
a (Note) Enter Signed By for the line item
4 ifit hasnotalreadybeenpopulatedbyan onty inthe Recopt Headersection.

Tyov owssouTenm men reese2025AS00030 T0006
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EEE——br FE ome:er
f=! line itemifit has not already been

populated by an entry in the Receiptroe meLi
£3) (Note) This field is used for receipting

j= ‘materials reported in pounds. When

theGood Qty (in CS) is applied.

- (Note) The unit of measure (UoM) is
1A applied basedonthe Sales Order.

00d Gly (in CS) ie amount of materials received in good
kondition, in cases (CS). The Good Qty (in CS) is

- (Note) This field is auto populated
f= based on the corresponding ASNSE

eo (Note)The unit of measure (UoM)is
jo appliedbasedon the PO.

ood Qty or Good Qty (in CS) that exceeds

in (Note) This field is auto-populated
{7 basedon theGoodQtyor GoodQty

(in CS) fields and the corresponding
ASN Quantity.

nn
p oc 6 amountofmaterials that were previously

me iEpcr
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Field RIOIC Descriptio
open Gy > To amountofmaerals Tat Fave roto on

copied for te In fom.

> (Note) This field is auto-populated
pu basedon theGoodQtyorGoodQty.

(in CS) fields and the correspondingASN quaniiy. For orders witha missingASN, th fd wil populatewit the PO
T c Te amountofmaterials Tat a1 ol Usa andis rejected.

6 tt) srs ating vee th Good ty lk, chckhves inh Previous ty ans
Open Qty fields.

theASN has not yt bean entered,tho Goo Qty (in GS) il display as ro, and the user wil
need oenteraval quant.
Domestic Direct Ship Orders are receipted by domestic customers (or AMS due to prompt pay
time constraints) usinganyofthe above methods.

13. Retum to Step 11.

Image: Entor Shipment Receipt Screen
fa

Eea iSs

er rr a Br)Samm ome manUIL SB omc ona mem (5 = menel ce EEee me muni ZZ 8 mm DOa inns mm Bt mde
um WRN SE os mea

ToDoreoWesoHTang Posey roca2023AS00050 000675
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14. As required, compltelroviewthe folowing fields:
Field Roi Descriptio
[Signed by R nama of he Individual hat signed for te

cceipt.

ample:
ane Doo
3) (Note) Entor Signed By for the in item
[3 iithas not already been populated by

an entry in the Recoipt Header section.
pate Recaned R Tio das the maeias wera recoived.

ample:
2125/2019
3) (Note) Enter Date Received: for the
[© ine tom it has not areacy been

populated by an entry in the Rocaipt
Header section.

aay. Tie amaunt of materials recoed n good
bonditon, equal o or less than the ordered
mount, in pounds (LB).

£3) (Note) This field is usedfo receipling
[5 materials reported in pounds. When

receipling variable weight tems, this
value is automaticaly calculated once
the Good Qty (in CS) is applied.

3) (Note)The Unit of measure (UoM)is
I applied based on the Sales Order.

ood Gy (n CS) @ amount of materials received in good
kondiion, in cases (CS). The Good Qty (in CS) is
ot required when receiping In pounds.

3) (Note) This fied is auto populated
[5 basedon the corresponding ASN

quanti and can be updated. However,
for orders witha missing ASN, th field
willbe blank.

£3) (Note)The Unitof Measure (UoM)is
[© applied basedon the PO.

vera 6 amount of material recoiled for a PO Te a5
00d Qty or Good Qty (in CS) that exceeds thebrdered amount.

3) (Note) This field is ato-popuated
[© basedontheGood ty or Goodaty

(in C8) felis and the corresponding
ASN Quantity.

Trser econ 14.2023 SWBSGH TrangProgra pose 1182023AMS 00030F 000674
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Field RIOIC Descriptio
p 3 he amountofmaterialsthatwerepreviouslyceipledonthe In fem.

ren Gy 5 Ti amountofmeal Titave ntyerbeen
ceipte forthe ne fe.

> (Note) This field is autopopulated
jd ‘basedontheGoodQtyorGoodQty.

(in CS) fields and the correspondingASN Quantity. For orders wih a missing
ASN.th fold wi populate with the PO

3 5 Ti amountofmaterialsa ara not aie andus rected,

GD (roe) PurchaseOrders wi liloASN wit hav  soarato 80 ruber for
‘achASN. During tho recepting process,selec he BOL numbor documentod on the

provided paperwork.Asapplicable, complete receipt details for each line item.

15.  Retumto Step 11.

Image: Enter Shipment Receipt Screen

—

oo EEa EE aE eeel
Koes [wel tam wat a)wo =
pa EEE es een
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J Enter Domestic Shipment Receipt

16. Click the number icon in the Damage Qty column comesponding o the ine with damaged or
rejected material. In this example, [52] (the DamageQtybutton for ine item #58) is selected.

Duce) To rer Damage otis ope can bo sed fo document deals about mater at
were reported as Reject Qty. The Damage Quantity fie is loft bank.

Image: Enter Damage Details Pop-up

—— 5

rom fim ee mm
ee mr I ata Saar]Ei frames om Tse mn

To Bian BL whe Be

17. As required, compltairoviowthe folowing fields:
Field Rioic Description
Pamage Quanity. otal amount of materials damaged due To

spor, unloading,o improper storage.

> (Note) Do not etera rejected quantiy[5 in this fil; documenting reasons for
rejecting material, leave this field
blank.

fefore Unloading. [0 “Checkboxto indicate Thal The damaged material
ve received "before unloading" from the carer.

ing Unloading. [0 “Checkborto ndcate hat he damaged materia
ere received "during unloading: from the carer.

Trser econo 14,2023 owas TrangPopreny poe 30182023.5 00050 000870
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J Enter Domestic Shipment Receipt

Field RoC Descriptio —W
fer Unloading: 0 checkbox to Tndcate rat he damaged material

oro received “aftr unloading: rom the carer.

5 5 agent who Ts responaibe Tor dover he
aterals o the recipient.

Fovigeraion 5 Treckbor To dca Tal he efgaraton
Quipment Running: bauipment was running at the time of receiving the

tars.

or Present 0 Checkbox 1 dicate Thal he person who
Helivered the materials was present a the time of
ecaiving the materials,

nit Temp(F): ] e temperature of the unit at the timeofreceiving]

riaror Toma(ey 0 o ermperatur ofi lero container or
ruck wharo the materials were kepl.

ommodity Temp(F): ] ie temperature of the materials received.

5 5 rou Tox] id To descr detals elated o Te
pment, necessary.

18. cick [%] (ne OK button) to acospt the damage tai an retum to the Entor Shipment
Receipt scroen.

Test Oncor 14,2073 SWBSCHTrigProgram Feats2025 AS00050 03067
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Image: Enter Shipment Receipt Screen

———————— i
AN.Seeeeee
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19. Performoneofthefollowing:

We me
“Theuserneedstocontinueworkingonthecurrent GotoStep 11.

mpCOREPRT
Theuserisreadytosubmitthereceipt GotoStep20.

Image: Enter Shipment Receipt Screen
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WBSCH| Work Instruction i i
J Enter Domestic Shipment Receipt

20. Clik (the Submit Receipt button) to submit the receipt to USDA.

ED (noe) To oo fam status cods for smitod rocops ar
+ Processing Recpt-The receipt was submitted and is processing in WBSC.
+ Panding Review-The submited receipt wil be reviewed by USDA. This may

reflect a difference in quantly between recipient and vendor or a modification ater
the inital day of entry.

+ Rocpt Processed - Tha recaipt for delivery by vendorto the nial destination has
been updated in WBSCM.

For dalvries dirty o the customer, the destination is the Ship-To.
© For deliveries wilh additonal ransporitionservices (5. Ofshore), he

inl dosinaton is whero the vendor ransiers materials fo the
transportation provider (0.9. port).

«+ Reept2 Processed- For deliveries that included additonal transportation services
(2:3. Offshore), the receipt for doliveryto final destination has been updated in
WBSCM.

6 tteBt sands anmatcaton th vendor when rosrtrd win
Over, Short, or Damaged (O/S/D) materialsicommodiles or i there was no ASN a the
ime ihe receipt was submited.

Image: Enter Shipment Receipt Screen

I

eo 3Domi | Bein

—— corm gy

—— C]
Er —

ee D

21. Review the system message at the opof the screen.

GD oto in he Goods root Mossagos secton th MsgType coum provid dota foreach
Order Number and tem;
+S indicates the receipt was successfully submited.
+ Eindicates an error. Based on the type of ror received, instructions are displayed such

Toate,Decanter 18,2023 SWBSCH Trang Prem Foon tot 182023.500050 000670



(WBSCH ) Work Instruction
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as Please retry Good Receipt for the line item or Please contact the WBSCM
Helpdesk to complete Good Receipt for the item.

22. The transaction is complete.

Trrsdo,December 14,2025 ©WBSCHTring - Prproary Page Tt 16
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WBSCM;  EferSomeJ Enter Domestic Shipment Receipt

re
A shipment receipt for a purchase order line item was created in WBSCM by manual data entry, Optional
and required information was snared in a shipment recap, including:

+ Date Received
+ Sioned By© Quanttes received or rected
© Damaged Goods information

Comments

Trey Dont hs oWasoMTangri 02025AMS00050 300601



WBSCM 3 Work Instruction .
J Enter Multi-Food Shipment Receipt

a

Purpose
Domest recipient organizations (or USDAon behalfofa reigint) use his procedure to manually rier
a mli-food shipment receipt fo a salesorderor a dolvery order, Th shipment recip, also known ac
‘the goods receipt (GR), is the method by which the recipient confirms the materials requested in WBSCM
hae been delivered. The shipment recapt provides deli, uch a5 whan he shipment was received,
‘who signed for it, andif anypartofit was damaged and rejected. The recipient also uses this procedure
to document quantitiesofmaterials received, reporting both "good" quantities and Over/Short/Damaged
(OrS/D) quantities.

Timely entry of a multi-food shipment receipt is a critical step in WBSCM. Current ENS Policy requires.

Users can enter a mulfood shipment receipt in WESCM two ways:
1. Use the Enter ShipmentReceipt ransaction to create a shipment receipt manual.
2. Use the Upload ShipmentReceipttransaction to upload a shipment receipt from a comma

‘separated value (CSV) or extensible markup language (XML) file. Refer to theUploadDomestic
Shipment Recaitswork nsiruction foadditional etal.

Process Trigger
Perform tis procedure when a recipient hs receiveda shipment and needs to create a mulfood
shipment receiptfohe recaived materials.
Proroduisites

+ The salesorderordelivery document must exist in WBSCM.
Portal Path

Follow the Portal path below to complete this transaction:

+ Select Operations tab 3 Order Processing tab 3 Shipment Receipts foder 3 Enter
‘Shipment Receipt link to go to the Enter Shipment Receipt screen.

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

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

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

navigational ining and ps on creating favorites. perorming searches, elo

TreyNomi 67 owWasoMTangri rr2025 AMS00030 £03063
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Eo
1. ‘Startthetransaction using the Portal path: Operationstab 3 Order Processing tab 3

‘Shipment Receipts folder 3 Enter Shipment Receipt link.

Image: Enter Shipment Receipt Screen

he ————

ra =

2. Click * (the Hide Navigator arrow)to minimize the Portal menu. Note that this can be donewith
any transaction n WBSOM:

Taiowssoutamm reer meezan0svsou ns
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Image: Enter Shipment Receipt Screen

EES

ee

Sr -

3. Asrequired, completeireviewthe following fiekis:

o R is canbe a sales order NUMDer, purchase order
umber, or delivery document number.

ample:
000264118
73) (Note)In thecaseof muliifood

[29 shipment entera sales order number or
a delivery document number.

9 oto in is example, he sles dor numbers aero. Only ne ams associated vith ho
sales order are displayed on the Enter Shipment Receipt screen.

Trrsdo,November 16,2025 © WBSCMTrang - Propretay Pogo3ot17
2023AMS.00030F 000064
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Image: Associated Order Screen
a

re

I eer errs ier
Cm

Ro =

4. lick [E55] (theSearchbutton)toexecutethe search.
Image: Associated Order Summary Screen
or ay
tn Ra |

|AssoclotedOrdersummery [=m

Trusday,Noveriber 16,2023 ©WBSCHTring - Prprery Pogo tot17
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5. Click the appropriate link in the Associated Document column to continue. In this example,

(S043 (the 0080038473 link) is selected.

EB (uctv soaring by slordruber or dlvrydosmnt sur to Asocitod
OrderSummary screen displays Clk the document ink in the Associated Document column
to continue to theEnter Shipment Receipt screen.

Image: Enter Shipment Receipt Detail Screen
EE —————]
EE -
L

=

En

6. Perform one of the following:
i “Then
The displayedview is oINV_VIEW ReviewthoEnter Domestic Shipment Receiptwork

instncion.

D(Note) For multi-food orders the view is.
always DOMESTIC_VIEW.

Thouseris nieringanowrecoptwih he same  GoloSep7.
Signed By andlor ReceivedDatopplactc  €)
multiple line items using fields in the Receipt (Note) This option is useful when receipting

Header multiple deliveries or sales order lines. For multiple
nes with ferent information, the best practice 5
10 receipt ono ine fem at a te to avoid
inadvertent enleing incorrect information.

The users emering shipment receipt information Go 0 step 10.
for individual ne om(s) only

nie 62 owssH TangPy ra2025AMS00030703069
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" “Then

The user ready submit th rocopt Gotostep 5.

Duce) srs can rot thir ownayut and saves tor Prsoal View for uso i otro
TT——Hochnius 0 acho! the content and arrof10 PA1 500 a porsonal view:

Image: Enter Shipment Receipt otal Screen

EEE
— ~
SER

owen

7 As required, complete/review the following fields:

Field RIOIC Descriptio
Foneasy Te name of he WavauaT ha Sedor acop

ample:om Boe
EN (Note)The SignedByfield is optional
j= ‘when using the header information to

Receipt Al nis infomation can bo
‘entered manually for each line prior toSubmiing he roca

pr Rcoved aireneeBET
anspe/t25031

Ec (Note) The Date Received: field cannot
- be adate in thefuture. This datecanbe

inovinereaarscnTin
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Field RIOIC Descriptio

today’s date or an earlier date.

ES (Note)The Date Received: field is
[B® optional when using the headerarseeenytmnorrp ARCA

mm—————
ro —————
A B

EE

Ix

8. Click| (the Receipt All button) to copy all header data into the line items associated with
the order. In this example, the Receipt All button is not used;the shipmentisreceipted as anoe
® 0 Barat A doA SASSO

9. Return to Step 6.

em — ranJ
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Image:Enter Shipment Receipt Details Screen

Op
i———————————————

po)

-—

A rr BB at Ew

10. Click |(theCheckbox)intheSelectcolumntochoosethedesiredlineitem(s)toentera
‘shipmentreceipt.

®(Note)Dependingonpreviouslycompleted steps, oneormorelineitemsmayalreadybe

BD 1 cnettetan mnvr,chx 9
Chocks)inteSelect column.

11. Performoneofthe following:

Mo Ten
‘Theuserneedstoreview and/or enter information GotoStep 12.
for line item(s)

“Theuserneedstoreportdamage GotoStep 14.

Theuser isreadyto submitthereceipt GotoStep 18.

msoremoWesouTangrome era0svsou ony
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Image: Enter Shipment Receipt Detals Screen

rr——— _—cree ~
Pa

—]

12. As required, completelreview the following fields:
Field RIOIC Descriptio
[ioneaby R o namofThe Tanidualhal signedfor hocapt.

ample:ohn boo
3) (Note) Ener Signed By for the ne fem

(= if it has not already been populated byan enry in he Rocoio Header secon.
5 R 5 Gate he malorials were eco.

ample:barizrz021
- (Note) Enter Date Received for the line

[tom ft has not aeady beenpopulated
by an entry inthe Recolpt Header
sacton.

aoa. R amountofaera eceved 15500bondiion, equal o or loss than tha rdored
mount, in pounds (LB).

in (Note) The unit of measure (UoM)is
j= applied basedon the Sales Order.

Tonto Norra 16.523 Was TagPrpenny Poesy2025AMS00030700069
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Fiold Rio Description
00d Qty (in CS) Tho amount of materials received in good

ondition, in cases (CS). The GoodQty (in CS) isot recited when receipting in pounds.

ample:
bos
2 (Note) The unit of measure (UoM)is

I" applied basedon the Sales Order.
5 The amount of materials receipted for a PO Te as

00dQtyor Good Qty (in CS)thatexceeds the
bored amount.

3) (Noto) For mult-ood, the Over ty.
[9 column is auto-populated based on the

Good Qty.orGood Qty (in CS) fields
and the corresponding Sales
Order quanti.

prev. ay. 3 Tia amount of materials Tal were previouslyccelpted on the ne tem.

open ay. Tio amount of materials Tat ave not yet boen
receipted for the fine tem.
amplo:

000.000
3 (Note) The Open Qty. column is auto-

[139 populatedbasedontheGoodQty.or
GoodQty(in CS) fields and the
corresponding PO quanii

3 5 io amount of material that are not usa and
s rejected.

6 it)vattr anesnhPrevious ty. an Opn.eds iro ating aes in
the Good Qty. field.
Multi-Food Outbound Orders are receipted by domestic customers using any of the
following eniry methods to enter a receipt. The method of eniry is based on the unit of measure
forthe materiak

+ When recoipting LB materials: Enter only the Good Qty. field (in LB).
+ When receipting CS materials: Enter oly the GoodQty (in CS) field. When the receipt

is entered, the system converts the number of casos ino pounds using the standard
conversion rato for the material.

+ When recoipting variable weight materials: Enter both the Good Qty. andGoodQty
(in CS) folds.

Todor Novonter 16.2029 ©WBSCHTringPropraay Page 100117
2023AMS.00030 F 00061
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13. Retmiosiep11.
Image: Enter Shipment Receipt Details Screen
fT

0]

I—

CLL == ===

14. Clickthe numbericon inthe Damage Qty.column. Inthisexample, (the DamageQty.
button)forline item#10isselected.

® (Note)TheEnterDamageDetailsPop-Upcanbeusedtodocumentdetailsaboutmaterialsthat
werereportedasRejectQty.TheDamageQuantityfieldshouldremainblank.

p— SWaSCHTrangrsa Fae 1172023.05 00050 000687
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Image:EnterDamageDetailsPop-UpScreen

Emoe

15. Asrequired,completelreviewthefollowingfields:

Pamage Quart R otal amount of matarilsdamageddueranspor, unloading,o improperstorage.

£3) (Note)Donotenter a rejected quantity
I inthisfield;ifdocumentingreasonsfor

rejectingmaterials,leavethisfieldblank.

Haas

received"beforeunloading”fromthecarrier.

CTT

received"duringunloading"fromthecarrier.

Toews owssouTangmeen meena2025AS00050050695
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Fiold RIOIC Descriptio
fier Unloading: JO A checkbox to indicate thal the damaged materials

ere received after unloading" from the carrer.

5 G i agent who 1s responsible for delivering he
aterials 0 the recipient.

Refrigeration o “Gheckbox 1 Indicate that the refrigeration
quipment Running: fquipment was running at the time of receiving the

terials.

rior Prosent. o Checkbox to indicate thal he person who.
Helivered the materials was present at the time of
ceiving the materials,

init Temp(F): ] e temperature of the unit at the timeofreceiving.

orion Temp). 0 To Temperature of the Interior container or
ick where the materials were kept.

Sommodity Temp(F): ] ie temperatureofthe materials received.

5 6 Too ext fold 10 describe details related © he
hipment, if necessary.

ample:
ventory damaged during storage process in
ouse

Trrsdo, November 16,2025 ©WBSCHTring - Prsreary Page 317
2023AMS.00030F 000604
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Image:EnterDamageDetailsPop-UpScreen

a

16. Click [5 (theOKbutton)to acceptthedamage details and returntotheEnterShipmentReceipt
Dota screen.

17. Performoneofthefollowing:

wo me
“Theuserwillcontinueworkingon thecurrent GoroStep 10.
receipt

Theuser isreadytosubmitthereceipt GotoStep 18.

Tomam | owssouTenm mem peerean2025AMS00050 033695
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Image: Enter Shipment Receipt Details Screen

oor
re—————————————————

eeCe  —

comm

18 cle (the Submit Receipt button) to submit he receipt USDA.

® (Note) Once submitted, the completely receipted line items cannot be displayed through the
Enter Shipment Receipt transaction and thereceipt can no longerbeedited.Ifthe line item has
‘an Open Qty, the user is able to view the line item and continue entering subsequent receipts.
“The Multi-Food Received Shipment Report can be used to display receipted line items.

Contact theWSC HelpDeskfor assistance withmodifications orocancel apreviously
‘submitted receipt.

Toranowmsoutan ren mean0sAsoO nn
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Image: Enter Shipment Receipt (Goods receipt Messages) Screen
py
a

(Cm

19. Reviewthesystemmessageat the topofthe screen.

PD (Note)The MsgTypecolumn,intheGoods receiptMessagessection, provides detailforeach
‘OrderNumberand Item:

+ Sindicates thereceiptwassuccessfullysubmitted.
«+ Eindicates anerror.Basedonthe typeoferrorreceived,instructionsare displayed.

Examplesare:Pleaseretry GoodsReceiptforthe lineitem orPlease contactthe
WBSCMHelpdesktocompleteGoodsReceiptfortheitem.

20. Thetransactioniscomplete.

Thursday November 16,2023 ©WBSCMTraining -Propritay Page 16017
2023AMS.00030.F000697
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