w BS ( M A Work Instruction
l J Execute Transaction Report
PROCESS OVERVIEW

Purpose

Use this transaction to execute a transaction report. Transaction reports are customized reports that
users can run on a variety of topics: procurement, fulfillment, and finance. Users can determine search
criteria, sort columns in ascending or descending order, establish hidden and displayed columns, filter
search results, determine visual display, print specifications for the report, print the report, and export the
report to excel. Transaction reports can encompass a variety of topics. The topics of the reports will vary
based on your User ID and security access.

Process Trigger
Perform this transaction to run a Transaction report in WBSCM.
Prerequisites

. Transactions must have been completed in the WBSCM system before a report can be run on
them.

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

. Select Reports tab 2 Order Processing tab # Multi-Food Requisition Report link to go to
the Multi-Food Requisition Report initial screen,

Tips and Tricks

¢ 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.
o 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: Reports tab @ Order Processing tab <&
Multi-Food Requisition Report

Multi-Food Requisition Report Screen

USDA United States Department of Agriculture o NS ORGADMIN L i
_— Welcome FNS ORGADMIN y Of
Sl \\eb-Based Supply Chain Management =GN i e

s | oporsions | fance | naron [0S

Order Processing  Recall Administraton  Warshouse Managemeni  ComplaintAdministration

Multi-Food Requisition Report | Back For =
4151 5
[ oo [ ey vt crter ]
+ Incomig Orders | Bresecite |
+ Order, Daivery snd Sales Quantty
+ Top 10 Mstarials Warehouse Orders (Multi-food)
« Top 10 Customers with varere - -Multi.Food Requisition Report
+ Sales Volume far Product Hiersrchy Check |[FReset
+ Order Discrepency Repart between SC N
- Muti-Feee Shiamert Netification Report Frogram: R B | 4
+ Shipmart Nofiticatior Report Celivary Dste: @ ia] To 6] 2
+ Delivery Qrdler Status Repert Material @ Fr wifg
0! (A R AT A G Sold-To Party: O | [m] o ]| =
: Ship-ToParty: [ = To [u]} 4
. rice Suppord Rep -
Reclon: & ] o 3 g
[rormone — >
Status: @ i) L
Seles Dozumert: ¥ [ Tj To Iﬁl L4
4/ b/
&] bone 2 B Triemet
2, As required, complete/review the following fields:
Field R/O/C Description
Program R Acronym to identify a USDA program,
|[Example:
nslp
Delivery Date R Use the Delivery Date field to enter the desired delivery
date for the order.
Example:
9/01/2009
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Field R/O/C Description

To R Upper limit of the range to be selected from a list.
Example:
12/04/2009

Multi-Food Requisition Report Screen

noulture
Management

e | oporsions | fnance | naron J003

Order Processing  Recall Administraion  Warehouse Managemeni  ComplaintAdministation

Multi-Food Requisition Report | Back Forvare [,
[41r] o
[ ccuicunmen
+ Incoming Orders. [ E>Ezecute]
+ Order, Daivery snd Sales Quantty "
+ Top 10 Matarisls Warehouse Orders (Multi-food)
+ Top 10 Customers: with verere - -Multi.Food Requisition Repornt
+ Sales Volume far Product Hiersrchy Check |[Fes=t
+ Order Discrepency Repart betweesn SC .
+ Muti-Food Shiomert Netiication Repot | Froram: sk 3 4
+ Shipmart Nofificatior: Report Delivery Date: & [03mn2008 [ To {12miccod § 2
+ Delvery Croler Status Repert Material @ Bl o (nild
0! LA R T A Sold-ToPary: O | ] Tn ]} 2
Z siic Price Renott Ship-ToParty: | m)] To [m]] L4
' Reglon: o o & P
[ronremnes [ o
Status: ¢ 3 2
Soles Dozumert: ¥ [ I'f.l To @ L4
4 | 3
&) javascrptvoid(©); 2 B Iriemet

Click (the Execute button) to run a Multi-Food Requisition Report based on the filter
criteria you have established.
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Multi-Food Requisition Report Screen

US DA United States Depertment of Agriculture
Sl \\eb-Based Supply Chain Management

Welcome FNS

Reports
Oider Pi Recall Admini: Warehouse Managemeni

Mutti-Food Requisition Repert | Back =
»

ComplaintAdministration

Warehouse Orders (Multi-food) =
with ariant : Multi-Food Requisition Report

@ Go Bk view SLLRows [5] Yew ALL Colmns
A2V (Standard View] ::E Print Yersicrl | Exoort 4

Frod. Hirarcky % ShiptoParty §  Shio-to Name % ShibtoCity = Shipto Stats & Gty Raquested 5 Sales Uit & Net Dellar Velue § Raq. Delver
33,209.000 - 6392,331.96
YEGETABLESMYED VEGETARLESICANNED I 540000 | €S FS.66932 101172009
VEAT/BEEF £ANNED I 333.000 | €S MZAT35 100172009
CHEESEICHEDDARWHTE/SHRECDED Ny | 100.000 | €5 423650 09102009
INFANTFORMULA DRY CANNED 0 | 128.000 | CS [ 7050201 1010172009
FRUT/APPLESICANNED g 85.000 | €S 132719 101172009
FRUTPLUMSICANNED i | 85.000 | ¢S [ 1246634 100172009
FRUTIORANGEAUCE 0 | 168.000 | CS 2 101172009
VEGETABLES/TCMATOES!LICE 101172000

i 168000 | CS L
4324415 10112009

MLH/EVAPACANNED NI 480.000 CS
FRUT/APPLESMLICE 1% | 224.000 [ Ccs 3636612 1000172009
PASTAMACARON/BOX A 480.000  Cg 5760922 101172009
CHEESEPROCESSEDLOAVES OR | £0.000 [ TS 31480230  10M1/2009
IALKEVARICANNED OR 4n.000 | CS 3603535 100012009
IALK/NSTANT PACHAGE OR | £4.000  CE 2274453 1010172009
FRUT/APRICOT/ICANNED OR 40000  CS £,996.34 1010172009
FRUTFRUIT COCKTAILIZANNED OR 40.000 [ cs 660705 1000172008
FRUMIAPPLESUICE OR 20.000  CS 1298730 101172009
FRUTAORANGENUICE OR 20.000 [ cs 11,796.30  10/01/2009
VEGETABLESTOMATOESIIICE OR [ annon | CS 10,464 70 1000142009
VEGETABLES/OORMIZANMNED OR a0.000 | cg 433405 100152009 =
Ll . . i
&1 pone (= | D Triemret
4, Scroll to the right of the screen.
E,_B (Note) The report is organized in table format, with each column containing a unique type of data.
Scrolling to the right-hand side of the report will display some options for customizing the display
of the report. For example, columns in the report can be displayed or hidden by using the
Settings feature.
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Multi-Food Requisition Report Screen

US DA United States Depertment of Agriculture
Sl \\eb-Based Supply Chain Management

Welcome FNS

Reports

Oider Pi Recall Admini: Warehouse Managemeni ComplaintAdministration
Mutti-Food Requisition Report | Back =
»
‘s (Multi-food) =
Requisition Repeort
vALL Rowe  [5] View ALL Columns
I~ | Frint version | Export 4 Ellier. Seftings
% ShiptoParty & Ship-to Neme % ShiptoCity 5 ShipdoStete § Gty.Requested § Saes Uni 5 Masi Dolar Yals & Rag. Delivery Date § Crested Cn &
3.209.000 - 6,392,331.86
GETARLES/ANNED IL 540000 | €S 5366232 | 10112009 10,0112008
IL 333000 | €S 1347361 | 10012008 10172008
EASHREDDED Ny [ 100000 | €5 4125650 | 0973012008 096012008
SANNED Y [ 123000 | €5 7050211 | 1omifz0ce 10,012008
A 85000 | €S 132719 | 10/01 2008 100172008
Y [ as000 | ¢s 12,464.3¢ | 10012000 o008 | —
T [ 183000 | €S 2477223 | 1001 (2008 10.0112008
SUUCE n 153000 | €S 2197536 | 101 (2009 100172008
N [ 430000 | €5 4324415 | 10/01 2000 101012009
™ [ 224000 | €5 3/IEE12 | 10012008 10,01 2008
i 430000 | €S 5760022 | 101 1209 100172008
AVES QR [ 20,000 | ¢S 31 46090 | 10/01 2008 | 100112009
O 42000 | €3 360665 | 1001 (2009 10,012008
: R 54000 | €S 2274459 | 101 2009 100172008
: aR | 40000 | €5 599634 | 100172009 10)01/2008
SAARED aR 40000 | €3 860706 | 10/1 12009 [ 10012008
R 2000 | €8 12887.90 | 1001 (2009 10172009
aR [ 20000 | ¢S 1176630 | 100112000 100112008
SOUCE o [ 000 | ¢S 1046470 | 10/01 12009 10)0112003
NED R 40000 | cs 132405 | 10/01 2008 100172008
4 — — [
& Javascrpt:void@); (= | D Triemret
5. Click 'Eiter (the Filter link) to establish a filter for a column in the report.

@ (Note) By clicking the Filter link, a filter row is displayed. A filter row is a blank row at the top of

»e the table. You may enter search criteria (filter criteria) into this row. For example, to view entries
with the ship-to state of lllinois (IL), enter IL into this filter row, and press the enter button on your
keyboard. Only items containing IL in this field will display in the table.
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Multi-Food Requisition Report Screen

USDA United States Depertment of Agriculture

Sl \\eb-Based Supply Chain Management

Oider P " Recall Admini:

Reports

Warehouse Managemeni

Welcome FNS O

ComplaintAdministration

ADMIN

Multi-Food Requisition Report
¥

‘s (Multi-food)
Requisition Repeort

vALL Rowe [ View ALL Columns

___k [ Print ersion | Eaport 4

% ShiptoParly 5 Shipto Name

| Back

St

S Shipto Cify § ShipdoStats & Gty Reuestsd & Seles Unit © NetDollar Vaiue 5 Req, Delvary Dste §  Created On ¢

. 33,209.000 * 5,392,331.96
¥ WECETABLESICANNED £40.000  CS €0,660.32  10/01/2009 1001/2000
) 333.000 CS 113,473.61 | 10/01/2008 1010172009
NHTESHRECCED 100000  CS 41,236 .50 | 09202008 33052009
RYICANNED 128000 CS 70,502.41 | 10/01/2009 1010172009
{ED 85.000 | CS 1,327.13 | 10)01/2008 100172008 —
ED as.000 [ cs 12,464 34 1000152008 100152009
E 168.000 | CS 24,772.23 | 100172009 10101/2009
ATOESMACE 166.000  CS 21,975.66 100172008 10/01/2008
1 480000  CS 4324415  10X12008 100152009
2 224000  CS CE,366.12 | 10/01/2009 100172009
0K 430.000 [ cs 57,609.22 | 100172008 10/01/2009
INOAVES 80000 Cs 101152008 100152009
40.000  CS 2,603.88 | 10)01/2009 1010172009
54.000 CS 22,744.53 | 100172008 1010172009
INED 40000 | CS £,996.34 1000172008 100152009
ALACANNED 40.000  CS E,607.08 | 10.)01/2009 1010172000
80.000 [ cs 12,967.90 ' 10)1/2008 1010172009
E do.000  CSs 11,796.30 | 100012008 100152009
\TOESIJICE 80.000 [ cs 10,464.70 | 100172009 1000172000
4 . ) | v
&) = B Triemret
6. As required, complete/review the following fields:
Field R/O/C Description
Req Delivery Date Filter R A filter for the Req Delivery Date column,
[Example:
10/01/2009
Friday, March 12, 2021 © WBSCM Training = Proprietary Page 6 of 16

2023-AMS-00030-F 000704




i Work Instructi
WBS(M J E;:acr:;t: el'l:)gnsaction Report

Multi-Food Requisition Report Screen

US DA United States Depertment of Agriculture
Sl \\eb-Based Supply Chain Management

Welcome FNS

Reports
Warehouse Managemeni

Order P it Recall Adrm ComplaintAdministration

MultiFood Requisition Report | Back
>
‘s (Multi-food) =
Requisition Repeort
vALL Rowe  [5] View ALL Columns
___k [ Print ersion | Eaport 4 Delel Filer S=trgs
% ShiptoPerly 5 Shipto Name % ShiptoCily © ShiptoStats S Gty Requestsd & SslesLint © Net Collar Vaiue 5 Req. Delvary Dote © Creatad On ¢
= 33,209.000 * 5,392,331.95
» YECETABLES/ICANNED £40.000 | CS EQ,660.32 | 10.01/2009 1040172009
) 332.000  CS 113,473.51 | 10,01/2008 100172003
MHTESHRECCED 100000  CS 41,236 .50 | 09202008 33052009
RYICANNED 128.000 ' CS 70,502.41 | 10)01/2009 1010172009
IED 85.000 | C3 132713 | 10:01/2008 1001/2008 —
ED as.000 [ cs | 12,464 34 1000152008 100152009
E 168.000 | CS 24,772.23 | 10)01/2009 10101/2009
ATOESIACE 160.000 €S [ 21,975.66 | 10.01/2008 10101/2003
' 480000 CS [ 4324415  10X12008 100152009
224.000 ' CS ZE,366.12 | 10.01/2009 1010172009
0K 4@0.000 [ Ccs [ 57,609.22 | 10,01/2008 100172003
INLOAVES 80000 Cs =1,480.90 | 1010152008 100152009
40.000 [ cs 260388  10.01/2009 1001/2009
iAGE 34.000 | C3 22,744.53 | 100172008 100172003
IMED 40000 CS £,996.34 1000172008 100152009
ALICANMED 40.000 | CS E,807.08 ' 10.1/2009 1010172009
80.000 [ Ccs 12,967.80 | 10.01/2008 100172009
E do.000  CSs 11,796.30 | 100012008 100152009
\TOESIJICE 80.000 [ cs [ 10,464.70 | 10,01/2000 1000172000
L]l — — |
&] Done 2 ® Iveret
7. Press the Enter key on your keyboard to establish the filter.
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Multi-Food Requisition Report Screen

Welcome F

US DA United States Department of Agriculture

Sl \\eb-Based Supply Chain Management

Oider Pi i Recall Adm Warehouse Managemeni

MultiFood Requisition Report | Back
¥

ComplaintAdministration

Orders (Multi-food) a
i-Food Requisition Report

T ¥ew ALl Rows [ View ALL Columns

Yisw] |> | | Prin Yersion || Export 4| Dekete Filer Seffinas
ky % ShiptoPsriy § Shipto Name % ShiptoCity 5 ShipdoStete § Gty.Requested § Saes Uni 5 Masi Dolar Yals & Rag. Delivery Date § Crested Cn &
| | \ L 10m1 0ca

. 3.943.000 . 768,974.51

SMYED VEGETABLESICANNED L 510000 | €S 5066032 | 1001000 101012009
CANNED L 33,000 | €5 11347261 | 1001 12009 | 10012008
MULA CRY CANNED () [ 123.000 | cs 7050211 [ 10 A0S 10012008
ISICANNED I [ 35000 | ¢8 1327.40 | 100172009 100112008
SICANNED h | 85000 | €5 12.464.3¢ | 100172009 10101#2008
GESUCE () [ 153.000 | cs 24772.23 [ 1001 s [ 100152008
SMOMATOESULICE I 183000 | ¢S 2107586 | 10012000 1010142008
SANNED Y [ 430000 | €5 4324416 | 100112009 10:01/2008
SSMUCE () [ 224000 | CS 3636612 | 10001 A0S | 10112008
ARON/BOK I [ 430000 | ¢S 5760022 | 100112000 100142008
JCESSEDLOAVES R [ 0000 | €5 3146090 | 100112009 | 100122008
CANNED OR 40000 CS 360568 100012009 1012008 —_
TPACKAGE R [ 51000 | €S 2074450 | 10012000 | 10012008
OT/CANNED aR [ 40000 | ¢5 5856.3¢ | 100172009 1010172008
COCKTAIL/CaNNED OR 40000 CS 6607.08  10/01 72009 10112008
1SMUCE aR [ 20000 | ¢5 12957.90 | 10012009 10,01/2009
GEAUKE aR [ 0000 | ¢s 1178630 | 1001 t2008 | 100112008
SMOMATOESALICE OR 1000 CS 1046470 100012009 10X 2009
SICCAN/ANNED R [ 40000 | ¢8 4,324.08 | 10/1 72000 [1octmoes |

4 R —— [

&) javascrt void(@); (= | D Triemret

8. Click =ettings (the Settings link) to access further options for personalizing the display of the
report.
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Multi-Food Requisition Report Screen

USDA I_, nited States Department of Agriculture Welcome FNS ORGADMIN Loy OF m

Order P i Recall Admini Warehouse Managemeni  ComplaintAdministration

Mutti-Food Requisition Report | Back Forvard [E
¥

Warehouse Orders (Multi-food)
vt Yariant : Multi-Food Requisition Report

] view ALl Fows 5] Yiewr ALL Colers:

Settings
View [Stencierd View] =] [E=w | [Save ns... || Celete | [ Propsres.. |
m.m.wmm.fm.mm Fritversin <] ]el
EL Hdcen Colurns > B Displayed Celumns
Matarial
Material Desc.
Frod Hierarchy
add b ShiptoPaty —
[€ Remave | Shiip-to Neme
Ship-to City
Ship-to Stats
Qty. Requested
| =11 FRowioiofo] - | - -} |z][=]=] Row! 9eta7 [~i=iz]
r{ m Cherges Sequence ’:] [?
[ Gancal|
View |[Standare View] v| | Frint Versicn | Exoort 4 | Dele
Prog. Hererchy € ShpdoParty £ Ship-to Name % ShibaCily = ShiptoStats 5 Gty. Roquested 5 Salos Uit S Net Dellar Velue 5 Roq. Delvery Dote ©
(7] | | | [ [ [ | 100122008
- 3843000 . 768,97451
NMEAFTLARI FEMIYEN VEART AR P26 AR _ | n | L4n nnn | ~e | RG ARA T2 1NN 20NG s
< v
&] Done (= | B Inieret
9. There are 2 tables visible in the Column Selection tab of the Settings pop-up . One is

dedicated to hidden columns, and the other to displayed columns. Moving columns from one
table to the other using the Add and Remove buttons, determines whether the column will be

displayed or hidden in the report. To move a column, highlight (the Blue box) next to the
desired column you wish to move.

g (Note) To select multiple columns, hold the Control button on your keyboard and click -
(the Blue Box) next to each column.
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Multi-Food Requisition Report Screen

Welcome F

USDA United States Department of Agriculture

Sl \\eb-Based Supply Chain Management

Hnance Adrmin

ComplaintAdministration
| Back: Forvrar

Warehause Managemeni

Recall Administiation

Order Processing
Multi-Food Requisition Report

Warehouse Orders (Multi-food)
vt Yariant : Multi-Food Requisition Report

I

I

[ view SLL kows 5] Yiew ALL Colars
Settings
View [Stencierd View] =] [E=w |[Save ae... || Dalete | [ Propsrties... |
L=l
Matarial
Mat=rial Desc.
Frod Hierarchy
Al b —
[€ Remave | Shiip-to Netme
Ship-to City
Ship-to Stats
Qty. Requested
HER RS [z][=]=|Row| slotaz|~|=|z]
r? m Cherges Sequence ‘:] I"?
Cancel
View |[Standare View] v| | Frint Versicn | Exoort 4 | Dele
Praci Hererchy £ SipioPaty £ SnpdoMame & ShibtoCity 5 ShipdoTtats S Gty. Requested & Salos Uit S NetDollar velue 5 Rog. Delvery Deto ©
(7] | 1010142008
= 3943000 168,974.51
NMEAFTLARI FEMIYEN VEART AR P26 AR _ | n | can nnn | ee | RG ARA T2 1NN 20NG s
< o
&] Done (= | B Inieret
(the Blue box) to the left of Ship-to

10. Hold the Control button on your keyboard while you click
Name to select this column for hiding.

Page 10 of 16
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Multi-Food Requisition Report Screen

us DA United States Depertment of Agriculture

Sl \\eb-Based Supply Chain Management

Hnance [ Adrmin
Order Processing  Recall Administraion  Warehouse Managemeni  ComplaintAdministration
Mutti-Food Requisition Report | Back Forvard [E
¥
-

Warehouse Orders (Multi-food)
vt Yariant : Multi-Food Requisition Report

[ view SLL kows 5] Yiew ALL Colars
Settings
[Seva | [Save ns... || Celete | [ Propsres.. |

View [Stencerd View] =]

I

I

L=l
Matarial
Mat=rial Desc.
Frod Hierarchy
Add b Ship-to Peety —
4 Remove ’ Ship-to Neme
Ship-to City
Ship-to Stats
Qty. Requested
|11 Vrowlolofo] - | -] -] [z][=]=|Row| slotaz|~|=|z]
r? m Cherges Sequence ‘:] I"?
Cancel
View |[Standare View] v| | Frint Versicn | Exoort 4 | Dele
Procl. Heravchy € ShptcParty & Stip-to Name S ShiptoCiy S ShiptoStats 3 Gty. Reguested 3 Salos Liit 5 Net Dollar Velue & Roq. Delvery Dote :
(7] | 1010142003
= 3943000 . 76897451
NMEAFTLARI FEMIYEN VEART AR P26 AR | '_ | n | can nnn | ee | RG ARA T2 1NN 20NG s
< o
&] Done (= | B Inieret
(the Blue box) to the left of Ship-to

Hold the Control button on your keyboard while you click
City to select this column for hiding.

© WBSCM Training = Proprietary Page 11 of 16
2023-AMS-00030-F 000709

Friday, March 12, 2021



Wm Ja Work Instruction

Execute Transaction Report

Multi-Food Requisition Report Screen
us DA United States Depertment of Agriculture

Sl \\eb-Based Supply Chain Management

Welcome Loy Of

Fnance [ LU T Roports
Order Processing  Recall Administration

Warehouse
MultiFood Requisition Report | Back Folvrare E
L
Warehouse Orders (Multi-food) =
vt Yariant : Multi-Food Requisition Report
[ view SLL kows 5] Yiew ALL Colars
Settings
View [Stoncerd View] || | Seva |[Save re.. |[ olste | [ Propartes... |
(<] ]I
Ll Matzrial
Matzrial Desc.
| Frod Hierarchy
Zad ] | | ShiptoPary =
[ Remve | ™ shiptoneme
Ship-to Stats
i— Qty. Requested
| =11 FRowioiofo] - | - -} |=[z]= | Ron| sofar|~|=|=]
r? r:] Cherges Sequence -:] F—'—
Cancel
View |[Standare View] v| | Frint Versicn | Exoort 4 | Dele
Praci Hererchy £ SnpdoPaty £ SptoNams 5 ShibtaCly S ShiptoTtats S Gty Rosuosicel 5 SalesLiit S NetDollar Velue 5 Req. Delivery Date :
E I I | 1010142008
3,943,000 « 76897451
VEART AR FQMILER VEART A1 F2A AR | _ u | sannon | on | RO RRA I, ANN4HANG i
< o
&] Done (= | B Inieret
12. Hold the Control button on your keyboard while you click  (the Blue box) to the left of Ship-to
State to select this column for hiding.
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Multi-Food Requisition Report Screen
us DA United States Depertment of Agriculture

Sl \\eb-Based Supply Chain Management

Welcome F Loy Of

Hnance [ Adrmin
Oider Processing Recall Administration

Warehouse Managemeni  ComplaintAdministration
Mutti-Food Requisition Report | Back Forvard [E
L
Warehouse Orders (Multi-food) =
vt Yariant : Multi-Food Requisition Report
[ view SLL kows 5] Yiew ALL Colars
Settings
View [Stencierd View] =] [E=w | [Save ns... || Celete | [ Propsres.. |
L=l
Matzrial
Mat=rial Desc.
Frod Hierarchy
YT | Ship-toParty =
B stip-to neme
| Shiptacity
Ship-to Stats
Qty. Reguested
HER RS [z]=]=JRom| 9lotan(~]=]z]
r? m Cherges Sequence ‘:] I"?
Cancel
View |[Standare View] v| | Frint Versicn | Exoort 4 | Dele
Praci Hererchy £ SipioPaty £ SnpdoMame & ShibtoCity 5 ShipdoTtats S Gty. Requested & Salos Uit S NetDollar velue 5 Rog. Delvery Deto ©
(7] | | | [ [ 1010142008
= 3943000 . 76897451
NMEAFTLARI FEMIYEN VEART AR P26 AR _ n can nnn | ee RG ARA T2 1NN 20NG s
< o
] savascript:void();

(= | B Inieret

Click (the Remove button) to remove these Ship-to information columns from the
Displayed Columns table and move them into the Hidden Columns table.

13.
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Multi-Food Requisition Report Screen

USDA United States Depentment of Agriculture . ENS ORGADMIN Low OF
— Welcame FNS ORGADMIN ay OF
Sl \\eb-Based Supply Chain Management R * w

Hnance [ Adrmin
Order P Recall Admini Warehouse Managemeni  ComplaintAdministration

Multi-Food Requisition Report | Back Forvar [5,
¥

Warehouse Orders (Multi-food) =
vt Yariant : Multi-Food Requisition Report

[ view ALL Bows 5] Yiewr ALL Colns

Settings
View [StencerdView]  [v| [Seva|[Save ae... || Delote | [Proparties.. |
AT ot Celoulstion ( Fitst ( DiSplay (et Versin | L=
T Hdcker Colamniz ) B Displayed Columns
Ship-to Paety Matarial
| Shipdoneme | Material Desc.
Ship-to City Frod Hirarchy
| Ship-to Stets a0 3] | Gty Reguested =
] BE
et Dcllar Value
T Rec. Celivery Date
| Createon
|1 Rowl tlofd| ||| (== [ Row| 9loras|~|=[x]
[Z1[=] crenge sequerce [~] [
View |[Standare View] v| | Print Version | ot 4 | Cele
Prog. Hererchy € ShpdoParty £ Ship-to Name % ShibaCily = ShiptoStats 5 Gty. Roquested 5 Salos Uit S Net Dellar Velue 5 Roq. Delvery Dote ©
(7] | | | [ [ [ 1010142003
- 3843000 . 768,97451
NMEAFTLARI FEMIYEN VEART AR P26 AR _ | n | L4n nnn | e | RG ARA T2 1NN 20NG s
< v
] savascript:void(); (= | D Triemret

14. Navigate through the other tabs next to the Column Selection tab to further customize the

report. When you have finished making selections, click (the OK button) to apply your
customized settings.

@ (Note) Notice that the Column Selection tab is currently selected, the other tabs in the Settings
pop-up serve various functions:

Column Selection - choose from over thirty available columns. Designate which columns are
hidden and which are displayed in the report. Determine the sequence of columns in your report.

Sort - select a column name. Designate whether you would like the column sorted in ascending
or descending order.

Calculation - calculate the sums and averages for particular columns in the report.
Filter - add a filter row. Filter the report by certain criteria documented on this tab.

Display - determine the visual display of the report, including the number of rows displayed in a
page, and the coloration of the report.

Print Version - determine print specifications including page dimensions, landscape or portrait
printing, and header and footer dimensions.
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Multi-Food Requisition Report Screen

Loy Off

FHinance Adrmin

Order Processing  Recall Administraion  Warehouse Managemeni  Complaint Administration
Multi-Food Requisition Report | Back Forvard [S
L
Warehouse Orders (Multi-food) =

vt Yariant : Multi-Food Requisition Report

[ view ALl Fows 5] Yiew ALL Colars

View [[Standard View] (| | Print Versice | Exoort 4| Dele
Prac. Hererchy 5 Oty.Requestsd % SaseUntS Net Dolar Vals 5 Res,Delivary Date 3 Created On 3 CrestodBy § Plan Daso. 5 Pregran
¥ [ | 100112063 [
. 3.943.000 . 768,974.51

VEGETABLESMIKED VEGETASLESICANNED 540000 | ¢S 50€032 | 10012000 1010172008 | RANDOLPHM 2000 MW AmoriCol Syrscuss | CIFP
MEAT/BEEFICANNED [ 20000 | ¢S 1347361 | 100112009 | 100122005 | RENDOLPHM 2000 N Americold Svicoase | CIFP
IMF ANT FORMULA DR VAC AMNED [ 123.000 | cs 7050211 | 10001 s | 10112008 | WFHATCH 2200 N Pars Brother KC CSFP
FRLIT/AFPLESICANNED [ 35000 | ¢5 1327.40 | 100112000 | 100122000 | WFBATCH  2200NwPericBrcthor KG PP
FRUITALUMS/CANNED | 95000 | ¢5 124643¢ | 10172008 | 10012008 | WFEETCH  2200NWPersBicther KG SR
FRUTICRANGELICE | 163.000 | cs 2077223 | 10001 s | 101012008 | WFSATCH 2200 MW Pars Brother KO CSFP
VECETABLESTOMATCESALICE | 183000 | €5 2187586 | 10012000 | 10012008 | WFBATCH  2000NWPerisBrathor KG  CZFP
MILKEYAPZANNED [ 430000 | ¢S 4324416 | 1000112009 | 10012008 | WFBATCH  2200NWPersDicther KG 3PP
FRUTAFPLESIUICE | 224000 | cs 3536612 | 10001 A8 | 10X12009 | WFHATCH 2200 N Pars Brother KC C=FP
PASTAMACARONIEOX [ 430000 | ¢S5 5760022 | 10/01 00O | 10012000 |WFBATCH  2000MwPersBrcthor KG  CSFP
CHEESEPROCEISEDAOAVES | 0,000 | ¢5 3142090 | 10/01 2009 | 100122008 | RENDOLPHM | 2200 NWFeris Brcther KC CSFP
MILKEVAPLCANNED 40000 Cs 360368 1001 00e 100152008 RANDOLPHM 2200 MW Fars Brother KC CSFP —
MILKANSTANTPACKAGE [ s4.000 | ¢s 2074450 | 1001000 | 101012000 | RANDOLPHM 2200 MW/Periz Brcther K& CZFP
FRLIT/AFRICOTICANNED [ 40000 | ¢S 5956.3¢ | 100112009 | 100122008 | RENDOLPHM 2200 NwFerisBrcther KG CSFP
FRUTFRUT COCKTAILIC ANNED 40000 CSs 6607.08  10/01 2009 1011152008 RANDOLPHM 2200 N Pars Brother KC C=FP
FRUIT/AFPCESAUICE [ 20000 | ¢s 12987.00 | 100112009 | 100122000 | RANDOLPHM 2200 Nw/Periz Brcthor KG PP
FRLIT/SRANSELLICE [ 0000 | ¢5 1176630 | 100112008 | 1010172008 | RENDOLPHM 2200 NwPerisBrcther K& C3FP
VEGETABLES/TOMATCE=AUICE F1000 Cs 1046470 100172009 101012008 RANDOLPHM 2200 MW Pers Brother KC CSFP
VECETABLES.CORNCANNED [ 40000 | €8 433408 | 100112000 | 100122000 | RANDOLPHM | 2200 NWPoris Brathor KC CZFP _

< [

&1 https:f febscrint. woscm, usda, govirroetale =) B Irieret

15. You have completed this transaction.
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RESULT

You have created and personalized a Multi-Food Requisition Report,
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WBS( M A Work Instruction ' .
l J Export Orders to be filled by National Warehouse

Purpose

The purpose of this transaction is for a National Warehouse Org Admin to export multi-food orders placed
by SDAs, ITOs, RAs, or Co-ops from WBSCM to a download file in CSV, XML, or XLS format. After
exporting the orders, they can use the tools available in their spreadsheet application or other software to
customize the layout and content using settings, filters, and search criteria,

Process Trigger
Use this transaction to export multi-food orders that need to be filled by the National Warehouse.
Prerequisites
. Multi-food orders must exist in WBSCM.
Portal Path
Follow the Portal path below to complete this transaction:
o Select Operations tab & Warehouse Management tab & File Uploads/Downloads folder &
National Warehouse Orders to be Filled link to go to the National Warehouse Orders to be
Filled 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
o Refer to the WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches,

Thursday, June 25, 2020 © WBSCM Training = Proprietary Page 1 of 6
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WBS( M A Work Instruction ' .
() Export Orders to be filled by National Warehouse

PROCEDURE

1. Start the transaction using the following Portal path: Operations tab @ Warehouse
Management tab @ File Uploads/Downloads folder & National Warehouse Orders to be

Filled link.
Image: National Warehouse Orders to be Filled Screen

Home Operations Admin Reporits Help

Order Processing  Warehouse Management

Operati > V > File Upl > National ¥ Orders to be Filled Full Screen | Opticns ~
Debvery Managament
Inventory Management Welcome 10 the National Warehouse Orders 1o be Filled Application
: Al required fields are marked with a red asterisk ()
Batch Management Dates arc formatted as MIADDYYYY
File Uploada/Downloads
Input Search Criteria e
« Natonal Warehousa Orders 1o iy
Upload BOLs from National .. aehouse. [NW AMERIGOLD-SYRACU
Upload Netional Warehouse. . pogem. | [
Delivery Date: & | 5] To | s} 2
matera: O | Bl7o | &l &
sold-ToPaty. & | ] To [ ) B
snp-ToPaty: O | ) To | )} £
Exascule
2. Click - * (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with

any transaction in WBSCM
Image: National Warehouse Orders to be Filled Screen

Home Operations Admin Raports Help

Ordar F i L

Operati > Warah ! > File Uploads/Downloads > National Warehouse Orders to be Filled Full Screen || Opfions v

Welcome to the National Warehouse Orders to be Filled Application
Al required ficlds are marked with a red asterisk (*)
Dates are formatted as MMDD/YYYY

Input Search Critoria

Program: | w)

Delivery Dale [ iu] To | [is}
Materia: & | &7 | ]
[
[

Sold-To Party: 3 Tao | 5
Ship-To Paity: w) 7o | u)

B Eces |

OO ¢ ¢

Lane

Thursday, June 25, 2020 © WBSCM Training = Proprietary Page 2 of 6
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WBS ( M A Work Instruction
l J Export Orders to be filled by National Warehouse

3. As required, complete/review the following fields:
Field R/O/C Description
Program O Acronym to identify a USDA food distribution
program.
Delivery Date o] Range of dates when materials/commodities may
be delivered.

@ (Note) This is the date the customer

requested for delivery of materials/
commodities to the specified Ship-to
party location.

e

Use the 0 (the Calendar button) to
select dates from a calendar.
Material O Unique six=digit number representing a specific
material/commodity in WBSCM.

Sold-To Party o] Unique identifying number associated with a
particular customer in WBSCM.

Ship-To Party O Unique identifying number associated with a
person or company that receives the goods.

@ (Note) The results list will display all orders that match the search criteria. In this example,
a Delivery Date range of 05/01/2019 to 06/01/2020 was entered.

Thursday, June 25, 2020 © WBSCM Training = Proprietary Page 3 of 6
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Work Instruction

Export Orders to be filled by National Warehouse

Image: National Warehouse Orders to be Filled Screen

Home Operations Adme

" Reports

Order Procaasing Warehouce Management

Help

Operalions > > File Upioad: 7 Natoral YWasshouse Orders © ba Filed Ful Sareen | Optons ~
Woalcame to the National Warehcuse Orders to ba Filled Application A
A¥i raquirad feldz ara markad with a red sstarizk ()

Dates ars formatied as MM/DOYYYY
Input Search Critera
Progam | 5]
Oelvery Ozte: ) [030172000 13 Te [DOOVZC20 [~
Meterisl & | e | o
SoisToPaty & | |u] Te [ [w] [~
Ship-To Paty: 9 | u:} Te [} 9
(& Execute
Natonal Warehouse Orders to be Filled
() Dowrvcad CSVFile | () Downioad XML File
iaw:| 1S1andar iea] El| Eqot, g
Soles OrderNumioer  kem  Matesl  Materisl Desorgtion Ordar Quontity SolesUnt Pock Bize  Program  SoldToFaty  Nome (Sold-To) Ship-ToPady  Name (Ship-To)
1000331145 100 100380 BEANS GREAT NORTHERN DRY PKG 122 LE 10,000 CS 1030 CSFR 4000578 TX Dept of Agrisafre
1000331148 100 100330 BEANS GREAT NORTHERN DRY PKG-12Z LB 10000 CS 1030 CSFP 2000578 TX D=pt of Agricaiure
1000251148 300 100362 BEANSPINTO DRY FKO-122 LB 10000 €S 1030 CSFP 4000578 TX Dept of Agrizsiure
1000231071 100 100380 SEANG GREAT NORTHERN DRY PKG122LE 1000 CS 1030 CSFP 4000578 TX Dept of Agrivalare v
(mu:»smz 100100204 APPLE JUICE CAN-12/40 OL 10000 CS 0330 CSFP 4000073 TX D0t of ATicuiure
7
i i Execute |
4. Click L (the Execute button) to start the search.,
Image: National Warehouse Orders to be Filled Screen
Home Operations Admin Reporis Help
Order F Wareh: M
3 Operati > Wi . > File Uploads/D: = National Warchouse Orders to be Filied Full Screen || Opfions ~
Input Search Criteria A
Program: |7 E
Delwery Date: g (050172019 [ Ta (060012020 T =
Materia: & | [0 7o | o =
Sold-To Party: & | |m] Ta | )] ®»
Ship-To Party: & | 2 To | Il <
(@ Exceuts |
National Warehouse Orders to be Filled
] Download CSV File | ;fnlj Dowrdoad XML Fic
View [[Standard View] | ~|| export |
Sales Orcer Number  llem  Matedal  Matesial Description Order Quantity  Sales Unit  Pack Size  Program  Sold-To Party  Name (Soki-To) Ship-To
1000331145 100 100380 BEANS GREAT NORTHERN DRY PKG-122LE 10.000 CS 1030 CSFP 4000578 TX Dept. of Agriculture
1000331149 100 100320 BEANS GREAT NORTHERN DRY PKG-1222LE 10000 CS 1030 CSFP 4000578 TX Dept. of Agriculture
1000331149 300 100382 EEANS PINTO DRY PKG-12.2 LB 10.000 CS 1030 CSFP 4000578 TX Dept. of Agriculture
1000331971 100 100380 ESEANS GREAT NORTHERN DRY PKG-12/2LE 1000 GS 1030 CSFP 4000578 TX Dept. of Agriculture
< >

5.

6.
If

file

Review the result list.

Perform any of the following:

Then

The user needs to download the results list as XML 1_ Click #m] Download XML File (the Download XML

File button) to download the file.

2. Click

Save

(the Save button) to save the

Thursday, June 25, 2020
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Work Instruction

Export Orders to be filled by National Warehouse

7.

Then
file.

3. Enter File name and click o (the

Save button) to close the pop-up window.

The user needs to download the results list as CSV
file

1. Click 2] Downioad CSVFile  (the Download CSV
File button) to download the file.

2. Click | > |7 | (the Save button) to save the
file.
3. Enter File name and click S (the

Save button) to close the pop-up window.

The user needs to download the results list as
a spreadsheet file

1. Click Bxport . (the Export button) to view export
options.

2. Click Exportto Microsoft Excel (the Export to
Microsoft Excel option).

3. Click dove [T l (the Save button) to save the
file.
4. Enter File name and click save (the

Save button) to close the pop-up window.

Note: This generates an XLS file, which is
compatible with Microsoft Excel and many other
spreadsheet applications.

The transaction is complete.

Thursday, June 25, 2020
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() Export Orders to be filled by National Warehouse

RESULT

The user exported the list of orders to the specified download format for offline use.
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2023-AMS-00030-F 000720



WBS( M A Work Instruction
[ J Import New RA Organizations

Purpose

A Recipient Agency (RA) is a domestic customer that has access to create orders in WBSCM. SDA Org
Admins are responsible for creating new RAs in WBSCM. They can do this in two ways - by manually
entering in the RA data or by importing an XML file. Most commonly, they will use the "Create RA
Organization" procedure, except when they wish to transfer information storage in USDA's legacy
systems. Use this transaction to import a new Recipient Agency organization via an XML file upload.

Process Trigger

After an XML file has been created and contains all required data for the new RA, use this transaction to
upload this file and create the new RA in WBSCM.

Prerequisites

. An XML file containing all required data for the new RA must exist.
Portal Path
Follow the Portal path below to complete this transaction:

. Select Admin tab ® Organization Maintenance tab & Upload New RA Organizations to go
to the Upload New RA Organizations initial 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..
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PROCEDURE

1. Start the transaction using the following Portal path: select Admin tab &
Organization Maintenance tab @ Upload New RA Organizations

Image: Upload New RA Organizations Screen

“ore Operstions Admin | Repotts Help

Manege Users. Mzster Dats Organization Meint=nance
« Admn > Organizaton Mainteranoe > Upload New RA Organizations Full Sorsen | Options =

Maiman Organizaton

. Uposd NewRAOrganizofons | Welcome to the Upload New RA Organization Application
wmum Al reguirag Neids are marced wih 3 red asensk ().
RA File Upload Selection
* Fla Nance _T:‘EEFIE No fie chesan
2. Click * (the Hide Navigator arrow) to minimize the Portal menu. This can be done with any
transaction in WBSCM.
Thursday, June 1, 2023 © WBSCM Training = Proprietary Page 2 of 6
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Image: Upload New RA Organizations Screen

~ove Operaicns Admin | Fepons Hep

Manzge Uzers. Master Data. Organization Maintznance
Admin = Organizatcn Mainienanse > Upload Naw RA Organizstions
»

Weicome to the Upload New RA Organization Application

Al required fields are marked with 3 red ssterisk {*).

RA File Upload 3election

* Sia Name | Choose Fie | No fie chosen

Scbmit

3. Click (the Choose File (button) to locate and select the file.

Fui Screan | Optionzs «

@ (Note) RA upload XML file can contain a maximum of 200 RAs.
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Image: Upload New RA Organizations Screen

~ove Operaicns Admin | Fepons Hep

Manzge Uzers. Master Data. Organization Maintznance
Admin > Organizaticn Mainienanee > Upload Naw RA Organizations Fui Screan | Options «
’

Welcome to the Upload New RA Organization Application

Al required fields are marked with 3 red ssterisk {*).

RA File Upload 3election

* Sia Name | Choose Fie | New RA Organizalion Flledm

Scbmit

4, Click (the Submit button) to upload the file. In this example, the New RA Organization
File.xIm file is selected for upload.

Image: Upload New RA Organizations Screen

Home Operations Admin Reports Help

Manage Users  Organization Maintenance
Admin > Organization Maintenance > Upload New RA Organizations Full Screen | Options ~

New RA Organizations Result Screen

Business Partners Successfully Created

RA Name RA Identifier BPID

DSLY_NEW_RA_11 ABY11 8015180

DSLY_NEW RA 12 ABY12 8015181
['RA Download XML File |

Business Partners Not Created

RA Name Message RA Identfier

BLEE TEST 0815188 RA 001 Dupiicate RA Identifier BLEE0315188001

BLEE TEST 0315188 RA 002 Dupiicate RA Identifier BLEE0315138002

Recipient Agency Admin Data for Business Partners Sucessfully Created

EPID RA Identifier First Name Last Name Emall Address 1 Address 2 Address 3 City State ZipCode Phone Phone Ext  Fax
mfhehueaoesmlconuhmdah
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5. The transaction is complete.

Q (Note) A list of RAs successfully created will appear in the Business Partners Successfully
Created screen section. A list of any RAs not created will appear in the Business Partners Not
Created screen section.

Thursday, June 1, 2023 © WBSCM Training = Proprietary Page 5 of 6
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RESULT

SDA/ITO org admin has created a new RA organizations using the upload option in WBSCM.
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l J Maintain Full Truck Load and Transfer Requests

Purpose

The purpose of this transaction is to maintain full truck load requests in WBSCM. The Full Truck Load and
Transfer Requests forum is a message board where State Distributing Agencies (SDAs) and Indian Tribal
Organizations (ITOs) can communicate with one another regarding split shipments. It is best practice

to list the material number, group number, and ship-to location in a forum post.

Process Trigger
Use this procedure to coordinate a split shipment with another SDA or ITO.
Prerequisites
. None
Portal Path
Follow either Portal path below to complete this transaction:

. Home tab @ Forums tab < Full Truck Load and Transfer Requests link
o Operations tab & Order Management folder @ Full Truck Load and Transfer Requests link

Tips and Tricks

o The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
o Optional (O) — a non-mandatory field not required to complete the transaction
o  Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
. Refer to the WBSCM Help site, Frequently Referenced Training Materials section, for basic
navigational training and tips on creating favorites, performing searches, etc.
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PROCEDURE

1. Start the transaction using either of the above Portal paths. In this example, Home tab &
Forums tab @ Full Truck Load and Transfer Requests link portal path is selected.

Image: Forums Screen

Harre Ogerations Aderin Ragorz Halo
News sr Alets | Forums | Inbex
Home * Forum Full Screen | Optionz =
* My Conteol Sanel
i
Forum Home
s=arch All Forums: | G|
Forum / Category Views Threads [ Maccages Last Pact
WESCM News and Announcements - | Sep 22, 2023
ENS News and Announcements 4 ! Sep 23, 2022 ;21 AM
1018 515 Last Post By: Ziegler, Daniells

FNS News and Announcements ( SDA| 4524 7.7 Sep 23, 2022 3:19 AN
’ Last Post By: Ziegler, Daniells
* Eull Truck Load and Transfer Requests 51510 /0

USDA Holds and Recalls

Jun 13, 2022 11:35 AM

| Oct 26, 2017 3:34 P4
14175 16/16 La=t ot By Forkner, Charlsia »

@ MNew corbent since your lest vasit

2. Click Eull Truck Load and Transfer Requests (the Full Truck Load and Transfer Requests link)
to open the Full Truck Load and Transfer Requests forum.

Image: Forums: Full Truck Load and Transfer Requests Screen

Home Oserstions Adrin Resorz Halo

News snd Alerds Forums Inbax

Home > Forums Full Sgreen | Options «

* My Contral Eane!

ransfer Requests

Forum: Full Truck Load and Transfer Requasts

& Fost New Thresd @9 Wotch Forum  # Back To Forum List

Messages: 0 - Threacs: O - Filter: | Al Threads v
Thread Author Views Replies Last Post Search Forum
No threads n this forum or filter Go
® MNew conkent since your last vsit
@ Upcatad Cortant Sinc2 Your Last st
& Answerad Questicn
%! Unensvrersd question with helcful or correct distinctiors nesced
@ Unanzvierad Question
3. Click Pest MNew Thr=ac (the Post New Thread link) to add a new thread.
Friday, December 1, 2023 © WBSCM Training = Proprietary Page 2 of 7
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Maintain Full Truck Load and Transfer Requests

i

(Note) The benefit of posting a thread is that other SDAs or ITOs can respond to the post with
questions or offers to split. For FNS users, it is also possible to post an announcement; however,
an announcement does not allow others to reply.

Use ™ Watch Forum (the Watch Forum link) to watch the forum. Whenever a response,

new thread, or an announcement is posted, users will receive an email notification.

Search Forum

| | [e]

Use (the Search Forum field) to perform a search
for keywords on the discussion forum.

For more information on WBSCM forums, refer to the WBSCM Forums Notification Settings
job aid.

Image: Forums: Full Truck Load and Transfer Requests Screen

Herme Operations

Agvir Repors Helo

NewsandAlads  Forums  Iabex

Hems > Forums

10¢ Control Fanga!
Forums Truck Load and Transfer Requests
Post Massags: New Thread
Type 'gc\.' Irr.m;age uzing the form belov, When you have finshed, you can optionally previen your post by choosing the "Previe” tab, Othervise, chocss "Post Messace" to submi your message
Subject:
|1 Mark this thread as a question - this encourages paople o participate and nelps you track answers
Message Rich Test || Plem Text || Preview Plain text help
Bz L!. o Mo Result
*bokd* bold
+italics+ italics
_underline_ uncerline
Superscript: 3 ~rd™
Subscript: 2 ~na
~-strike-- e
btk ABC
Heading 2: h2. ABC =
4, As required, complete/review the following fields:
Field R/O/C Description
[Subject: R |Subject of the message being posted to the forum.
Example:
ICereal Shipment in Southwest Region
[Message: C IMessage being posted to the forum. This is a free text
field that allows entry of a message.

Example:
re you interested in splitting with us? We have 500
ases of cereal (material code 100530) going to Houston
n 12/31/2023. We need someone to order 400 more
ses to make a full truck. When you are consolidating,
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Field R/O/C Description

lenter group number 50000193 to link your order with
ours so that they go on the same truck.

Image: Forums: Full Truck Load and Transfer Requests Screen

Horme Operations Admin Repors Halo

News and Alerts Forums Inbox

Homa > Forums Full Scroen | Options «

Forums » Full Truck Losd and Transfer Requests
Post Message: New Thread

Type your messege uzing the form below, When you heve finished, you can optionally previen your pest by cheesing the 'Previsr

/" tab, Othervizse, chooss "Post Messace” to submik your mezssae
immadiately.

Supject: [Cereal n Southwest Region

() Mark this thread 2s a question - this encourages paople to participate and neips you track answers

Message. ich Text || Pleim To5% | Peeview Plain text help
B J U = Markup Result
*bold* bold
Are you interested in spiitting with us? We have 500 cases of cereal (malerial code 100530) going to Houston on Healics+ aahes
12/31/2023. We need someons 10 order 400 more casas in order 1o make 2 fuk lruck VWhen you are consolidating, enter e ==
group numbar 50000193 to 1INk your order v/th ours o that they go on the same truck. _underlina_ unceciine
g
--strike-- strive
Ling: --—-
Heading 1: hi. ABC
Heading 2: h2. ABC =
( " . . . P
5. Select |/ (the "Mark this thread as a question - this encourages people to participate and

helps you track answers" check box).

Image: Forums: Full Truck Load and Transfer Requests Screen

Horme Oserstions Adrin Reporz Help

MNews snd Alerds Forums Inbax

Home > Forums Full Screen | Optionz «

& My Control Fane:

Post Message: New Thread

Type your message using the form belowr, When you have finshed, vou can optionally previen your pest by chcosing the "Previen” tab, Othervise, chocss "Post Iessace” to submik your message
immediately.

Supject: [Cereal n Southwest Reglon

Mark this thread as a question - this encourages paopie to participate and halps you track answers

Message Rich Text || Fain Text || Preview Plain text help

B 7 U = Markup Result
“bold* bold

Are you interested in splitting with us? We have 500 cases of cereal (malerial code 100530) going to Houston on Htalics+ nafics

12/31/2023. We need somaone 10 order 400 more cases in order 1o make 2 full truck \When you are consolidating, enter

group numbar 50000192 to link your order with ours so that they go on the same truck. —underiine_ uncerline
Superscript: 3 “rd™ b g
Subserigti 2 ~n 2
--strike-- =trive
Line: --—-
Heading 1: hi, ABC
Heading 2: h2. ABC =
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6. If necessary, click ~ (the Down arrow) on the vertical scrollbar to scroll to the bottom of the
page.
Image: Forums: Full Truck Load and Transfer Requests Screen

Horme Ogerations. Admrin Reports Help

NewsandAleds  Forums  Iabox

Homa > Forume Full Sersan | Optionz
PMark tis tread a5 3 QUeston - this @ncourages paopie to Participats and NSIPs you track answers A
Message Rich Text || Flain Text || Preview Plain text help
B Z U Markup Result
“bold* bold

Are you interested in splitting with us? We have 500 cases of cereal (material code 100530) going o Houston on

12/31/2023. We need Somaona 10 ofder 400 More CA3S In order to Maka a full uck \Wnen you are consolidating, entar g iz

group number 50000193 to link your order with ours so that they go on the same truck. —underine_ nceriine
Suparszript: 2 “rd 3
Subseripti 2 ~n~ 2
--strke-- trtie
une: =-—-
#eading 1: bl ABC
H2ading 2: h2. ABC
Heading 3: h3. AB(
Hzading 4: hé, ABC
H=zading 5: A5, ABC
Heading 6: 16,

h 1;’?:?[ Jpest.pif <
Post Message | - i -

Link: [Name]URL] Nams

Link: [Name|URL|Tip] B

W
£l
I

E-Mail: [foo@barcom]  fooSbarcom

7. Click (the Post Message button).

Image: Forums: Full Truck Load and Transfer Requests Screen

Home Operations Aderin Reporis Halp

News spd Alets  Forums | Inbax

Home *> Forums Full Screen | Options

&7 ¢ Control Fane:

Thread: Cereal In Southwest Reglon
2. Yeur quastion iz not answered

Y% Mark As Answered
% Yeu have 15 minutes to un-merk this thresd =2 & question if yeu did not mesn to mark % es one

# BeQyToThis Thread A, Ssarch Forum W Vaich Thiz Thread % Back To Thresd Liss
ligles » Cereal in Southwest Region o Edie @ Reele

Posted: Nov 27, 2023 4:16 PM
Posts: L
foglstacad: 1U/Z0/22 Ara you interasted in spiitting with us? We have 500 cases of cersal (matenal code 100530) geoing to Houston on 12/31/2023. Wa need someona to

order 400 more cases in order {0 make a full truck. When you are consofidating, enier group number 50000193 fo link your order with ours so that
they go on the same truck.

Pages: 1 @= Back To Thraad List
@ New content since your last visit
@ Updeted Corkent Since Your Last Visit

8. Review the displayed information.

ﬁ (Note) A thread will be deleted 90 days after the most recent post. This means that once the most
recent post is 90 days old, the entire thread will be deleted. Each time there is a new post, the
90-day counter starts over.
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Work Instruction
Maintain Full Truck Load and Transfer Requests

Use % Watch This Threzd (the Watch This Thread link) to receive an email notification whenever
a response is posted.

Use ~ BescleThre=c L=t (the Back To Thread List link) to return to the Full Truck Load Request
forum page.

For more information on WBSCM forums, refer to the WBSCM Forum Notification Settings job
aid.

9. The transaction is complete.

Friday, December 1, 2023
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RESULT

A thread has been successfully posted on the Full Truck Load and Transfer Requests forum,
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WBS( M A Work Instruction
l J Maintain National Warehouse Delivery Calendar
PROCESS OVERVIEW

Purpose

The purpose of this transaction is for a National Warehouse Org Admin to determine delivery dates for
the SDAs and ITOs ordering out of their warehouse. After the National Warehouse Org Admin performs
this transaction, the SDA and ITO users may log in and create non-delivery dates off the same calendar.

Process Trigger

Use this procedure to set the delivery calendar in WBSCM after the NW Org Admin and the customer
have agreed on delivery dates.

Prerequisites
. SDA/ITO must be part of a multi-food program.
Portal Path
Follow the Portal path below to complete this transaction:
. Select Operations tab @ Order Processing tab @ NW Delivery Calendar folder & Maintain
National Warehouse Delivery Calendar link to go to the Maintain National Warehouse Delivery

Calendar screen.

Tips and Tricks

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.

Friday, March 12, 2021 © WBSCM Training = Proprietary Page 1 of 8
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PROCEDURE

1.

Start the transaction using the following Portal path: Operations tab & Order Processing tab &
NW Delivery Calendar folder @ Maintain National Warehouse Delivery Calendar

Maintain National Warehouse Delivery Calendar Screen

USDA  unitad States Daparment of Agricutura

=

Sl \'/eb-Based Supply Chain Management
Operations [T IETT
Ordar i

Haintain National War ehouse Delivery Calendar | Back =
%1% 4
St s e i

fipmert Recepes rganaatio * JOCC4000043 1 Ced - of Echcabon

wnermyr . Stio-To Lozatiore * (8 :KY Agpice

000300004304 Dt of Educatin

Progrsm
0004000054 INC Dige. of Ag and Conaumer Suca
Cebandar Stert D818 * | nnnannonsa pa, Desk. of Apiculiae
0004000079V Dag. of Educeticn
0009000064 :DC Dept. of Heskh SVC -
T 00K DoMORy COIBY 104100065y Office of Lt. Governor
Arganization * [0 00080001 01 (NH Dage. of Heelbh and Hanan Serdces
| . [0008000110:VT Dagk. of Cizsises, AL
She-Te Lot *Lnu-\wﬂ 00 Dt of Human Serdoas [~
Proggem * Cirr T
Copy Caleres

<
Eloom (T ) S @ et

=

Select an organization from the Organization dropdown list. In this case, we selected
LSRN IS g = TR (the 0004000043 :MI Dept. of Education option).

@ (Note) After you select an organization, the Ship-To Location field (a dropdown list) will become
populated with the ship-to locations that correspond to the organization. These will be displayed
in ascending order numerically.

Maintain National Warehouse Delivery Calendar Screen

fura
in Management

Order Processing  Yarshouse Managemant
Haintain National War ehouse Delivery Calendar | Back Foewmd (=)
1131 ]
S sy o
ppment Receyez Organzation * Q004000343 1l Cepd. of Echacabion
R L i St To Locater: *
Proggsm
Tae gt Delivery Cal
Anganizstin *
Stip-To Locatior: * |
Program *
i) o]
Bowe [T EE
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Work Instruction
Maintain National Warehouse Delivery Calendar

3. Select the ship-to location from the Ship-To Location dropdown list. In this case, we selected
(tne [KERE
ption).
Maintain National Warehouse Delivery Calendar Screen
M Selection Source Delivery Calendar
Hupmert Receits |COCACO0043 I Dol of Eccstion -
S ) ) —
Calendar Start Date: * (200472010 T
=
Target Defivery Calendar - Copy To
:;:LLE.NU‘ : -:\:er Bl
q Bl
&loom (I . S @ nterat
4. As required, complete/review the following fields:
Field R/OIC Description
Program: * R bbreviation for the specific program through which you
re placing your orders. If you do not know the program
bbreviation, use the WBSCM search functionality to
ocate it.
Example:
ICSFP
Calendar Start Date: * R Date when you would like the delivery calendar to start.

This is a free text field. You may use the calendar icon to
display calendars of upcoming months and select the
appropriate date.

anmple:

3/04/2010

«

(Note) Remember that required fields have a red asterisk adjacent to them. If you do not enter
data in a required field, you will receive a hard stop and an error message; you will be prompted
to enter the missing information.

To perform the Selection/Source Delivery Calendar query, you will need to select an
Organization, Ship-To Location, Program, and Calendar Start Date. Use this to create an initial
delivery calendar, or to modify an existing delivery calendar.

To perform the Target Delivery Calendar - Copy-To query/transaction, you will need to select an
Organization, Ship-To Location, and Program. Use this to copy details over from an existing

Friday, March 12, 2021
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() Maintain National Warehouse Delivery Calendar

delivery calendar, and create a replica for a different organization.

For purposes of this transaction, we are only performing the Selection/Source Delivery Calendar
query.

Maintain National Warehouse Delivery Calendar Screen

Taintain Hattonal War ehouse Delivery Calendar | Back Fowers =)
€151 ]

——

#ipmert Recetes Qrganizatio * [COCH000D43 I Cepd. of Echcatin =

aintain National Warehous e Delivery €4

Progrsim [csep |

Care o+ T

Target Defivery Calendar - Copy To

0004000033 KV Dyt of Agncuture -

ShoTaLosatiors A |
Program * (i )

Copy Caiercer

1| []
] javasoin vodio); {[IITD S @ et

5. Click (the Go button) to display the calendar specified by your criteria.

Maintain National Warehouse Delivery Calendar Screen

Agricuture

Sl V/eb-Based Supply Chain Management

Taintain Hational Warehouse Dellvery Calendar | Back foowes )
1«15 4«
o [T .
Fipmert Recetes e CO0000043 MiDet o | =
B e N
aintain National Warehouse Delvery G4 .
Repeat on
Doy of Waek: {9 Fraquency: [0 St Dnte: 17 [ o
Calerdar
(4 Previous Yesr | Nexd yest b
Cebvity Tina
© A1 Day AWM O
4 MeechI0i0 gl 2010 Moy 2010 »
o T Wie TH (FF Ba U W a0 THOFr Sa 50 Mo T Wi TH (Fr 58 U
Bz 3(a]5|0|7 Bl 23 (s| Wl 3|=0[1|2
Bz 0o 1011121214 § ol7|s0o/1011| §8z a s(o|7]s]o
Bl15 1517 18 18jmz1 48] 14/18 1517 18| WBl10 11 12 13[1a)1el1e
8273 22025 2627 26 [E 21|22/23/24 26| @7 13 10 20|21(22(23
L ETIETE 5] Wz ] B]23/25 28 27 [28 |29 |20
4o ¢ [io]t] B A DIEE BEat (25 [a]z]e —
ALL Day AW
4 B - M Non Delivery Date [=]
oo S @ nterat

6. Select the radio button beside the PM field under Delivery Time to indicate that you wish to add
afternoons for the specified dates to the regular delivery calendar.

@ (Note) Notice that the page displays a delivery calendar beginning with the start date you
specified. You can select a specific day of the week and frequency (i.e. entering Wednesday and

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 4 of 8
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four will select the next four Wednesdays following the start date). You can scroll to the Previous

Year and Next Year using the respective buttons,

If the Next Year button is clicked to add dates to a future year, a Pop-up box will open asking "Do

you want to save changes" with "yes", "no" and "cancel" options.

*Yes: Dates in the current year and next year are saved, and the user will be directed to the

next year's screen.

* No: None of the dates are saved and the user will be directed to the next year's screen,

* Cancel: User continues to stay on the same screen

Maintain National Warehouse Delivery Calendar Screen

Order Processing  Warehouse Mansgemert

Maintain National War ehouse Delivery Calendar | Bagk Forwse
1419 K

aintain National Warehouse Delivery Ci
recees

oty OF Wk 03 Frequency: [01 | StartDate: 179 [ 2|

Calendar

4 Presious Yeer | Nedyeer b

Cebuery Tme
CAIDay AN ia P

< Mechioin Agri 2010 Hay 2010 »
*Ni.leﬁO]Ii Fr 528y
v 2

| M3 +s6|7|8ls
| A48 10 14 12 13 1415 18

il]+5 48 17 78 _
2420/ 001718 1020 21 22|28

#2122 23 2428 20|27
a8 320 31

=31

AL Day a

Pr 0 Non Dalivary Datw
[« Bl Sseon Changee | | Cancel Changes || Sk 10 Ssectin | =l
Eloos S @ et
7. As required, complete/review the following fields:
Field R/O/C Description
Day of Week: R Enter a day of the week that you wish to include on the
elivery calendar.
Example:
Monday
|Frequency: R Frequency with which you want the delivery date to
occur.
[Example:
3
Start Date: R First delivery date.
[Example:
5/04/2010
Friday, March 12, 2021 © WBSCM Training = Proprietary Page 5 of 8
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@ (Note) The National Warehouse Org Admin may use the “Repeat On” functionality to add multiple
Delivery Dates that fall on the same day of the week.

Maintain National Warehouse Delivery Calendar Screen

USDAl 9 Stales Department of Agricultura

S \'eb- haqed lpny\ nam Management

Operations
Ordes Pracessing  Varahouse Managemant
Maintain National War ehouse Delivery Calendar | Back Foewmd (=)
1131 "
— Gl
pmert Recetes N
WV Dervery Colendar X Bt ¢ (oG i
]
Repeat on
Doy ot Week:  Werdey [ Fraquency: [03 | =vtome: (Sosooio] 5 [Sm]
Calendar
14 Previous Year | Nexdyesr b
Cebvery Te
AlDay AW GRM
| @3 3 s 8(7|e|a
8115 %6 17 8 02021 | 1910 11 12 13 1a]1¢ |10
B2 23 20 28 20 27|22 | 20, Bi713 02 |z2
3 | Bilza/29 (20 27 ; =
| B3
an
0 Non Dalivwry Dale
|1 — &l Seecw Cherpes || Cancal Chenges | Beck 10 Salectin | =l
5 @ et

é] Javaserion o)

8. Click (the Add button) to add the delivery date to the calendar.

@ (Note) You may also select single delivery dates (instead of using the "Repeat On"
functionality) by clicking the desired delivery date directly on the calendar. Use the left and right
arrows next to the displayed calendar months to go to the previous or to the next month within the

same calendar year.
Maintain National Warehouse Delivery Calendar Screen

USDA Uritad States Department of Agnculture

— Web-Based Supph y( hain Mma’;eamani

Order Processing  Yarshouse Managemant
Hational Warehouse Dellvery Calendar | Back =)
113 ] )
g — E
Hipmert Recetes o * c
U Detvery Colsndar . " -
[Ga]
Repeat On
vy of Week: O Frequency: [01 | Start Dste: |25 [Eea]
Calendar
14 Presias Yest | Novt yase b
Detvery Time:
A Dy OO B S |
4 Warch 2010 Apet 2010 Moy 2010 »
ﬁvfu&‘ﬂl Fl!l!u &Tlfﬁfhftilﬁd - Bﬁ'l'lﬂt!ll'l!alll
Bz zr— | | 2
2 9 ‘1 3.4 0 0|7|e|s
2 [896711 12 13 [1415 |18
A2 22 23 24 25 28|27 25| ﬂnn 18 10 20 (21|22 |23
4820 30 31 | 212425 20 27 |28 |20 |20
L E =
AL Day Am
PN I Non Dalivery Date
4 5] [Sm Charmes | | Gl Changes || Bk 1o Seection | =
& et vodo); S @ et
9. Click LSave Changes | (the Save Changes button) to save your changes.
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@ (Note) When displaying the calendar, notice there is a color-coding system, as follows:

Blue boxes indicate you are available to deliver to this organization and ship-to at any time

during the day.

Green boxes indicate you are available to deliver to this organization and ship-to at any time in

the afternoon.

Yellow boxes indicate that you are available to deliver to this organization and ship-to at any

time in the morning.

Red boxes indicate that this is a non-delivery date (such as a holiday) specified by the SDA and

that the SDA is unavailable for deliveries.

Maintain National Warehouse Delivery Calendar Screen

Taintain Hational War ehouse Dellvery Calendar | Back =
1131 «
TR 1o 3
Fipmert Recetes
[RHESRrY olenter Selection Source Delivery Calendar
L | Cepto |
. DI
(o]
Repeat on
Dy ot Week: 3] Fraquency: [ | Start Daste: s I
Calaiwdar
14 Previos Yewr | Nexd yest b
ety T
S Day wAM CRM
4 wEechZ0i0 gl 2010 My 2010 »
4o Tl Wik Th IFE 63 & Mo [Tl e TH (Fr Sa 50 Mo Tu e T Fr Ga By L
Bt 2 3[als|e|7 [ 11123 4] > RIEIKIE
‘IQ‘SO‘CN!ZB‘M | o|7|2 o H8 11 :tljsaan‘?so
il 15 15 17 18 18 20|21 [12[1415 16 47 18| WE40011 12 13 |14]18 )16
23 24 25 26|27 |8 3 21|22 73124 25| BOT{1a 18 20 =]
8 3 31 47 26|27 @8 2w #2425 26 27 |28
q ] | s i ; | [ [=]
€ S @ et

10.  You have completed this transaction.

@ (Note) A confirmation message displays: "Changes Saved Successfully"
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RESULT

The transaction has been successfully completed.
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Purpose

The purpose of this transaction is to modify or display a Domestic HQ Organization in WBSCM. The
updates can include:

. Name and address
. Assign or unassign Business Partner relationships
. Activate or Inactivate Business Partner

Process Trigger
The information for an existing Domestic HQ has changed.
Prerequisites
e A Domestic HQ must exist in WBSCM.
Portal Path
Follow the Portal path below to complete this transaction:

. To Maintain the Domestic HQ - select Admin tab 2 Organization Maintenance tab < Maintain
Organization link 2 Maintain HQ Organization link to go to the Maintain Organization screen.

e To Display the Domestic HQ - select Admin tab 2 Organization Maintenance tab @ Maintain
Organization link @ Display HQ Organization link to go to the Display Organization 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 the WBSCM Help site, Frequently Reference Training Materials section for basic
navigational training and for tips on creating favorites, performing searches, etc.
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PROCEDURE

1. Start the transaction using the following Portal path: Admin tab @ Organization
Maintenance tab @ Maintain Organization link.

Image: Maintain Organization Screen

Home Operslions Finance Admin R=poris Help

Mansge Users Master Data. Organization Maintenance
Admin > Orpanizaien Mainenance = Mariain Organizaton Ful Screza || Opuens v

Welcome to the Maintain Organization Application

Mantein SDA Omanization
Dispiay SOA Qroanzaden
Creste Ship-To Osganization
Mesrdsin Stip-To Osganization
Dizplay Ship-To Orpanizalion
Crecte HQ Organizaticn
Mairtsin HO Oepanzation
Meipgein Plenl/ RA Assooment

2. Click « (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with
any transaction in WBSCM.
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Image: Maintain Organization Screen

Home  Opersiions  Finance | Admin = Repois  Hep

Mansge Users Master Data Organization Maintenznce
Admn > i > Naintain O i Full Screen | Doticns v

Welcome to the Maintain Organization Application

Craste SOA Oeganzabon
NMsingzin SOA Osnizalicn
Disglsy SDA Orgarizstion
Creete Ship To Orponaaden
Migirkain Stip To Orperizaiion

sy Ship-To nizetion

Disgley HQ Organizaion
Mainkain Plert / RA_Assignmert

3. Click Msintsin HO Omsnzston  (the Maintain HQ Organization link) to update.

@ (Note) This work instruction reviews the steps to update a HQ organization. To view the
information for a HQ without making changes, click Z=2lerHdOmanizsion  (the Display HQ
Organization link). In display mode, fields are not editable and will appear with a gray
background.

Page 3 of 17
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Image: Select Sub-Organization Screen

Home Operations Finance Admin Raports Halp
Mansge Users Mzster Dets  Organization Maintenance

Admin > Organization Mantenases > Naintain Organization Full Soreen | Opticrs =

Seloct Sub-Organization

Select the approprate radio button to dsplay 3 list of active or inactive sub-organization{s) to choose from
 Actve Inective

N st
[@7ed]

4, Click *! (the HQ drop-down).

Q (Note) WBSCM defaults to display active HQs in the drop-down when @® Active (the Active radio

~ Inactive (the

button) is selected. If the user needs to display inactive HQs, click Inactive radio

button) prior to clicking 2 (the HQ drop-down).
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Image: Select Sub-Organization Screen

Home Operations Finance Admin Regorts Help
Manoge Users  MesterDets  Organization Maintenance

Afmn > Crganzatios Manienascs > Nalntan Oranizaton FufiSceen | Optiors v

Select Sub-Organization

Select 0w appropriate radio button to display a list of active of inactive sub-organizationds) to choose from.

* Actve resctive

5. Select the appropriate HQ from the drop-down list. In this example,
T [ )

selected.

‘_; (Note) Only one HQ can be modified at a time.

9

=7 (Note) The available HQs are listed in alphabetical order by name. Use the vertical
scrollbar to search through the list, or type the first letter of the name to select from HQ
organizations that start with that letter.
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Image: Select Sub-Organization Screen

Home Operalions Finance Admin Regonts Heip

Manoge Users  MesterDets  Organization Maintenance
Aimn > 2 Naintan Organizal

Full Sceen | Options »

Select Sub-Organization

Select 0w appropriate radio button to display a list of active of inactive sub-organizationds) to choose from.
* Actve Irective

2

6. Click (the Next button) to open the record for the selected HQ.

7. Perform one of the following:
If Then
The user needs to update an existing HQ Go to Step 8.
organization
The user needs to activate/inactivate an Go to Step 15.
existing HQ organization
The user needs to submit the updates Go to Step 19
Tuesday, February 6, 2024 © WBSCM Training = Proprietary Page 6 of 17
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8.

Image: Maintain HQ Organization (Address) Screen

Home Operstions Finance Admin RagoMs

Mansge Users Master Data. Organization Maintenance
Admn > Organostios Mantenascs > Naintain Organization

[#9Back]
Addrecs. Relaforchio Stohs

Al required Telds ar2 merked with 8 rec ssterisk (7).

Name
* Name: _

Additcnal tame: |

Addrass

* Strast Adarass 1 _—‘

Ctrat Addrezs 2 | - |
Street Adgress 2. | |

=cir

Hap

* Courtry: |USA
* State: | Mimnescte -

Cowunty

Subait

« peztal Code: ([N
Zone

As required, complete/review the following fields:

Field R/O/C Description

Name: R erson or business partner's name.

Additional Name: O A free text field to enter an additional name or
hame of recipient.

IStreet Address 1: R A free text field to enter the main street address of
the user or organization.
[Example:
123 Main Street

Street Address 2: o] A free text field to enter an additional row of street
address of the user or organization,

Tuesday, February 6, 2024
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Field R/O/C Description
[Street Address 3: o] A free text field to enter an additional row of street
address of the user or organization.

City: R City where the user or company is located.
Country: R Country code that represents country name.
[Example:
USA

@ (Note) The Country [= (Drop-down

button) displays a list of countries.
IState: R The abbreviation of United States territory, district
or state.

xample:
innesota

(Note) The State E (Drop-down
button) displays a list of states and
territories.

Postal Code: R A ZIP code.
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Image: Maintain HQ Organization (Address) Screen

Home Operations Finance Admin Reports Haip

Mansge Users  Master Det=  Organization Maintensnce
Admn > Organcatior Mantenascs > Naintan Organization FullScreen | Dptions «

mhm&wiﬂm-&mﬁmb:-
[@9Eck]

-

il

Al required Felds ar= marked with a red asterisk (7).
Name

) Hsme:_
Aoditcnal Name:

Address

* Street Adcress 1- | 123 Main Stract |
Strast Address 2 | |

Strest Addrezs & —J'

iy I
* Courtry: [USA #]
e - — S (D)
9. Click  Relsienship  (the Relationship tab) to review and modify a relationship between the HQ

and the business partner(s).

ﬁ (Note) The user may toggle between the Address, Relationship, and Status tabs without losing
unsaved changes.
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Image: Maintain HQ Organization (Relationship) Screen

Home Operations Finance Admin Regons Help

Monege Users  MasterData  Organization Maintenanco
Aimn > Crganzatior Manienasce > Nalntan Omanzstoa FullScreen | Opilens

HQ Or -0 no:-

@ Eack
Aoriess Relationship Fas

Susiess Partnes Reion: [Fas Reporbng ShpTo v

Assigned Businass Partners Avallable Businass Partners
(4
K\ Buginess Parinar (N-mﬁﬂy Staie, BP Number) F' Businass Partner (Name/City Stste. 8F Number)

m&gw | -

[ Submit]

10. Click — (the Select button) beside the approrpriat ' i i i
with the selected business partner. In this example,

is selected.

_‘ ,_; ; (Note) The business partners are listed in alphabetical order. Use the vertical scrollbar to
find the appropriate business partners.

To select multiple business partners:

o [f the business partners are listed in consecutive rows, hold down the Shift key
and click the first and last selection buttons.

e To select business partners from non-consecutive rows, hold down the Ctrl key
while clicking each selection button.

‘:_' B (Note) To filter the list of Business Partners click on the column Business Partner
(All} |

(Name/City State, BP Number) field. Select | 2S"Deined Fler-.) | e User-Defined

Filter... option) and enter required criteria. Use "" " (the Asterisk symbol) at the
beginning and at the end of a search term (e.g., *Craven* or *5001716*) to search for a
business partner that contains the term. The asterisk searches part of a word as well (e.g.,
*Califor*). See also the Wildcard and Matchcode Searches job aid.

To remove the filter, select the (All) option.

1. Click [Unsssign & (the Unassign button) to remove a relationship between the HQ and the
selected business partner.

Tuesday, February 6, 2024 © WBSCM Training = Proprietary Page 10 of 17
2023-AMS-00030-F 000751



; Work Instructi
IWBS(M ) Mc;in?;ir;com:'nDisplay Domestic HQ

Image: Maintain HQ Organization (Relationship) Screen
Home Operations Finance Admin Reportz Help

Mansge Users Master Dats Organization Maintenance

Admn > Organizatior Mantenance > Naintsin Organizstion
& Back
Adrezs  Relabonship Status

Business Parinar Raisfion: [Has Peparing Ship-To v

Aszigned Business Partnors Avaitable Business Partners
& 5
H Business Parnes (Nu-ne‘fi Staie, aﬂwi B Dusinezs Parinar [Neme/Ciy Stale, 57 Number) -
(4 Azsign
Unassign &

| Submit |

Full Screen | Optiens -

12. Click ' (the Select button) beside the appropriate business partner to assign a relationship with
the selected business partner. In this example, * is

selected.
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Image: Maintain HQ Organization (Relationship) Screen

Home Operations Finance Admin Regorts Hap

Mansge Users Master Data Organization Maintenance
Admn > Organostios Mantenascs > Naintain Organization Full Screen | Dptions »

it 40 organization - organization oSNNI
[ #oEecic]

Acodrezz - Relationship | Stohs

Susiness Parinar Raistion: [Has Reporng Ship-To ||

Ascigned Business Partners Available Business Partners
oF o
B Business Parines (Narme/Ciy State, B° Humber) Ef. Dusines= Periner [Neme/Ciy Stote. 5° Number| a

4 Assian
[ Une=sign &

13. Click |# Assian | the Assign button) to create a new relationship between the HQ and the selected
business partner.

14. Go to Step 7.
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Maintain or Display Domestic HQ

Image: Maintain HQ Organization (Relationship) Screen

Home Cperationz Finance Admin Reporiz Help
Mansge Users Master Dats Organization Maintenance
Admn > Organcatior Mantenasce > Naintain Organization

Full Screen | Optiens »
@8 Beck

Address  Relsborship  Ctetus

Business Parinar Raisfion: [Has Peparing Ship-To v

Aszignad Business Partnars

Avzilable Business Partners

&

Ef Dusiness Perinar [Neme/Ciy Stale. 57 Number|

[Submit]

15.

If necessary, click Shnios (the Status tab) to activate or inactivate an HQ.
Image: Maintain HQ Organization (Status) Screen

Home Operations Finance Admin Reporiz Help
Msnege Users  MssterDats  Organization Maintenance
Admin > Organization Mainienaace > Naintsin Organization

Full Soeen | Opliors »
@8 Back

Aodiess Relatarshio Status
Select 4] i e
Inactive: |
Inactivated On:
Comements:
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16. If necessary, click L (the Inactive checkbox) to select and inactivate the existing HQ.

@ (Note) If L] (the Inactive checkbox) is selected, deselecting it will make the HQ active. Also, the
date from the Inactivated On field will be cleared automatically, as the organization is not
inactive anymore.

Image: Maintain HQ Organization (Status) Screen

Home Operalions Finance Admin Regorts Heip

Manege Users Master Dats  Organization Maintenanoe
Almn > Crganeatios Manienascs > Nalntan Organizaton Fufi Screen | Optiors

S——

[@Eas]
Aoz Relatorenip ‘s&ng,
Seleot okbox fo inaetivate the
Inadtive: 12
On: (047152021
Commants:

[Submit ]

17. If necessary, enter any business reasons for active/inactive change in the Comments field. In

this example, no reason was entered.
ﬁ' (Note) When ;'i (the Inactive checkbox) is checked, the Inactivated On field is auto-populated
with the date the organization was inactivated. This field is not editable.

18. Return to Step 7.
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Image: Maintain HQ Organization (Status) Screen

Home Operations Finance Admin Regons Haip

Manoge Users  MosterDets  Organization Maintenance
Admn > O 2 Naintan Organiz: " Full Screen | Opliors »

R — ) ) |
[@Eacx|
Aodesz | Relatarehip m
Select the chackbox in inactivate the arganization.
On. [041672021
Comments:

19. Click (the Submit button) to save the modifications.

9 (Note) A confirmation message displays: "Business Partner XXXXXX updated successfully."
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Image: Maintain HQ Organization (Status) Screen

Home Operalions Finance Admin Regonts Heip

Manege Users Master Dets  Organization Maintenance
Aimn > > Naintan Organtx:

@ Eusness Parner 0005003348 upcsted sucsessnly

Maintain m&minlim-()mminﬂmn-

Select ©
insctive: ¥l
Inagtivated On: | 041572021
Comments.

20.  The transaction is complete.

Full Screen | Optiors »
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RESULT

An existing HQ Organization has been reviewed and updated as applicable, including:

. Contact information
. Business partner relationship(s)
. Active or Inactive status
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