
(WBSCH j ecutsTaJ 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, fulfilment, and finance, Users can determine search
criteria, sort columns in ascending or descending order, establish hidden and displayed columns, fier
search results, determine visual display, print specificationsforthe report, print the report, and export the
report to excel. Transaction reporls can encompass a variety of topics. The topics of the reports wil 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 Order Processing tab  Multi+Food Requisition Report ink to go to

the Mult-Food Requisition Report initial screen.

Tips and Tricks.

«The RIOIC acronyms in the feld 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 field: 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 tips on creating favorites, perform
| searches, etc.

Reminders

+ Remember to check your work.
+ Refertothe Help Option (to the rightofthe screen) in the Portal for further assistance
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1. ‘Start the transaction using the following Portal path: Reports tab Order Processing tabTEEae
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Field RoC Descript
R per im of he ange obeselectedfroma Fe.

ample:
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3. tox [TBEEEEE] (tho Execute button) to un a Mult-Food Reduisiton Report based on th fir
criteria you have established.
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ih Work Instruction
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Mult-Food Requisition Roport Scroen
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4. Scroll tothe rightofthe screen.

LL —————
Scroling to the right-hand side of the roport wil display some options or customizing tho display
of the report. For example, columns in the report canbedisplayed or hiddenbyusing the
Sotingsfeature.
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. Execute Transaction Report

TTMutiFoodRequsMonReporSeresn
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5. Click 'EEEE (the Filter link) to establish a filter fora column in the report.

(Note) By clicking the Filter link, a filterrowis displayed. Afilter row isa blank row at the top of
the table. You may enter search criteria (filter criteria) into this row. For example, to view entries
withthe ship-to state of nos (1), enter IL ino this te row, an press the eter button on your
Keyboard. rly ems containing i. n tis lk wil cspay nn table.
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WBSCA| Work Instruction
Execute Transaction Report

Multi-Food Requisition Report Screen
awe = EWESCH
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6. As required, completeireview the following fields:
Field RIOIC Description
Req Devery Date Fler A ier forthe Req Devery Date column.

Example:
foio12008
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x Execute Transaction Report

Wuli-Food Requisition Report Screen
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7. Press the Enter key on your keyboard to establish the iter.
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Multi-Food Requisition Report Screen
USDA writs crn :
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8. Click SHB. (he Settingslink)toaccessfurtheroptions for personalizing thedisplayofthe
report.
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9. There are 2tables visible in the Column Selection tab of the Settings pop-up . One is.

dedicated to hidden columns, and theother to displayed columns. Moving columns from one:{etcnslo orcs so hosboro SloclesHogclinton oreetat eresarSonsente wot
vostrochr bt Smt swtmon porters acts 2]

(the Blue Box) next to each column.
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MultFood Requisition Report Screen
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10. Hold the Control button on your keyboard while you click (the Blue box)totheleftof Ship-to
Name 1 selec ns coun or ng.
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MultFood Requisition Report Screen
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11. HoldtheControl button on yourkeyboardwhile youclick (the Bluebox) tothe leftofShipto

City to select this column for hiding.
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MultFood Requisition Report Screen
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12. Hold the Control button on your keyboard while you click (the Blue box) to the lft of Ship-to

Stat toseleciscolumnforhang.
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MultFood Requisition Report Screen
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13. Click [EERE] (the Remove button)toremove these Ship-to information columns from the
Displayed Columns table and move them into the Hidden Columns table.
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Multi-Food Requisition Report Screen
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14. Navigate through the ther tabs next o the Column Selection tab to further customize the

report, When you have finished making selections, click [2] (ine OK button) to apply your
Glkiomized sings.

Ducettc rat ho Gotumn fetaas curonysco over abs in no Sotings
pop-up serve various functions:
Column Selection - choaso rom over tity availablo columns, Designate which columns aro
Hidden and which ara displayed i the report. Delemina the sequenceofclumns n your report.
Sort select a column name. Designate whether you would ike the column sorted in ascending
or descending oder.
Calculation - calculate the sums and averages for articular columns nthe report.
Filter- ad a er row. ier the rport by certain ceria documented on tis tab.
Display- dotermine the visual display of the repor, including the number of rows displayed n a
page, and tha colorationof the report.
Print Version - determine print specifications including page dimensions, landscape or oral
pining, and header and foster Gmansions
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15. You have completed this transaction.
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ere
"You have creatad and personalized a Muli-00d Requisition Report.
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WBSCH)  EoonceJ Export Orders to be filled by National Warehouse

PROCESS OVERVIEW

Purpose
The purpose of this ransacton is for a National Warehouse Org Admin to export multfood orders placed
by SDAS, TOs, RAs, or Co-ops from WBSCM to a download fl in CSV, XML, or XLS formal, After
exporting the orders, they can use the tools available in thei spreadshet applicationo ofher software to
customize the layout and content using settings, ltrs, and search criteria.
Process Trigger
Use this transaction to export mult-ood orders that need to be filed by the National Warehouse.
Prerequisites.

+ Mult-food orders must exist in WBSCM.
Portal Path
Follow the Portal path below to complete this transaction

+ Seloct Operations tab Warehouse Management tab File Uploads/Downloads folder 3
National Warehouse Orders to be Filled nk to go 0 te National WarshouseOrders tba

Filedscreen.
Tips and Tricks

+ The RIOIC acronyms in the fed tables represent Required, Optional, or Condilonal field entries.
‘© Required (R) ~a mandatory fied necessaryto complete th transaction
> Optional (0)—anon-mandatory field not required to complete the transaction
5 Conditional (C)a field that may be required fcerain condions are mel, typically

Inked to completion of a mandatory field
+ Referto the WBSCM Portal Basic Navigation coursefo ps on creating favorites, performing

searches,

Tess re5 200 RT — Page ot2023AMS.00030 F 000715
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1. ‘Start the transaction using the following Portal path: Operations tab 3 Warehouse

eerieee

== ?ea
=

2. Click -*. (the Hide Navigatorarrow)to minimize the Portal menu. Note thatthiscan be donewithens idines
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WBSCH)  EooneeExport Orders to be filled by National Warehouse

3. As required, completlroviewthe folowing fiekis:
Fioid RoC Description

Co]or

program.

every Dats 5 Range of dates when mateTal commas maybe dekvered.

£3) (Note) hiss the date the customer
[9 requested or delivery of materias/

commode tothe specified Ship-0
party locaton.
Use the © (the Calendar button) to
solo dates fom a calendar.

5 TTa08Sxnumber ropresenting a specie
terialcommodity in WBSCM.

[Eero Party 5 ius dentiying number Fssodaled wih abaricuar customer in WBSCM.

[Soro Party 5 ueGang TUTeT S5S0aled iT aperson or company tha receives the goods.

it) Th routs st il ly alt rr that mach sarc ror, nis xan,a Delivery Date range of 0501/2019 to 0610112020 was entered.
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Image: National WarehouseOrderstobeFilled Screen
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4. Click[FESS](theExecutebutton) to startthesearch.
Image: NationalWarehouse OrderstobeFilled Screen
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5. Roviewthe esultist
6. Performanyofthefolowing:

“Theuserneeds to download theresuslsas XML 1, ick JOSS XM 7.(ne DownloadXML
fo Filebutton)todownloadth fl.

2cick 5 savebution to save re
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J Export Orders to be filled by National Warehouse

" Then
fe.

. Enter ite name and lok= ne
Save button) to close the pop-up window

The userneedstodownload the results lst as CSV. 1. CkBIDECVE. (ne Download CSV
fio Filo button) to download the fe.

0 g
2.click| 7 (te Savebutton)to save the
fle.

. Ener lle nam and tk ™
Save button) to close the pop-up window.

The user needs to download the results list as 1, Cick |EXPO. the Export button)o view exporta spreadsheet flo options.
2. ClickExvartioMerosotExcel (ineExportto
Microsoft Excel option).

[sme [+3. Click (the Save button) to save the
fe.

4. Enon lo namo anak ne
Save buon) to close the pop-up window.
Note: This generates an XLS fle, which is
compatible wih Microsoft Excel and many other
spreadsheet applications.

7. The transactions complete.
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[Eg
“The user exported the list of ordersto the specified download format for offine use.

Toston25,2020 ©WBSCMTrang  Prgroay Pagesate
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WBSCM;  imporewJ Import New RA Organizations

PROCESS OVERVIEW

Purpose
A Recipient Agency (RA) is a domestic customer tht has access o creas orders in WESCM. SDA Org
‘Admins ar rosponsiblfo creating now RAs in WBSCM. They can do this in two ways «by manually
antaing in tho RA data or by mportng an XML fle. Most commonly. ty wil usa he -Croato RA
Organization” procedure, except when they wish f transfer informatio slorage in USDA's logacy
systems. Use this transaction to import a new Recipient Agency organization via an XML file upload.

Process Trigger
Aft an XML flo has boon created and conains al required data for the now RA, se this ransacton to
upload this file and create the new RA in WBSCM.

Prerequisites
+ An XML flo containing all required data or the new RA must exit.

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

+ Select Admin tab Organization Maintenance tab 3 Upload NewRAOrganizations to
to the Upload New RA Organizations initial screen.

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

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

linked to complation of 2 mandatory fold
+ Refer to the WBSCM Help site, Frequently Referenced Training Materials section for basic

navigation raining and tps on creating favors, performing searches, oc.

Team owssowTangPremn rere2005Av 00030 £30073



WBSCH)  imponriewJ Import New RA Organizations

PROCEDURE
1. ‘Startthetransaction using the following Portal path:selectAdmintab 3

‘Organization Maintenance tab » Upload NewRAOrganizations
Image: Upload New RA Organizations Screen

J
or—

2. Click « (the Hide Navigator arrow) to minimize the Portal menu. This canbe done with any
transaction in WBSCM.

Toseowsoutammreeeyemus2023es nse EES



(WBSCM3 ‘Work Instruction
J Import New RA Organizations

Image: Upload NewRAOrganizations Screen

i
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3. Click[55575](he Choose File (bution)tolocateand selectthfle.

6D (roe)RA sons 0. cancoinamaimof200 RAs.
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WBSCH;  imornowJ Import New RA Organizations

Image: Upload NewRAOrganizationsScreen

I a sates
pe————
=

4. Click [5555] (theSubmitbutton)touploadthefl. In thisexample, theNewRAOrganization
Filo.xim floissoociedfor upload.
Image: Upload NewRAOrganizations Scroon
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(WBSCH}  imporivewJ Import New RA Organizations

5. The transaction is complete.

® (Note) A list of RAs successfully created will appear in the Business Partners SuccessfullyGroatedscrensscton,AstofanyRASnotcreatedilappear in th Business Partners Not
Created screen section.
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ere

'SDAITO org admin has created a new RA organizations using the upload option in WBSCM.
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WBSCH) amrJ Maintain Full Truck Load and Transfer Requests

[LEE

Purpose
The purpose of this transaction is to maintain full ruck load requests in WBSCM. The Full Truck Load and

TransforRequests forum is a message board where State Distributing Agencies (SDA) and Indian Tribal
Organizations (TOs) can communicate with ono another regarding split shipments. It s best practice
to1ist 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 3 Forums tab Full Truck Load and Transfer Requests link
«Operations tab 3 Order Management folder 3Full Truck Load and Transfer Requests link

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

© Required (R) -a mandatory fied necessary o complete the transaction
© Optional (0)- a non-mandatory field not required to complete the transaction
© Conditional (C) - a field that may be required f certain conditions are me, typically

linked to completion of a mandatory field
«Refer to the WBSCM Help sit, Frequently Referenced Training Materials seciion, fo basic

navigational raining and tips on creating favorites, performing searches, etc.

Fido, December 1.2023 ©WBSCHTring - Prprery Page 10172025AMS.00030F 000727



WBSCM] JohnJ Maintain Full Truck Load and Transfer Requests

1. ‘Startthetransactionusingeitheroftheabove Portal paths. Inthis example, Home tab 3STSr as
ra
ES

YYST

2. Click FullTruck LoadandTransferRequests (the Full Truck Load and Transfer Requests link)rereportso rh
a—

Co —

3 Click sat teTosas (the PostNewThreadlink) toadd anewthread.

em od



WBSCH}  WananraJ Maintain Full Truck Load and Transfer Requests

ote Thoboneofposing a ead is nat otherSOASor705 ca respond othe post wis
questionsoroffers to sp. For FNS users, Is also possible to post an announcement; however,
an announcement does not alow others t reply.

Use “i550 (the Watch Forum link)to watch the forum. Whenevera response,
new thread, o an announcements posted, users wil receive an emal notification.

eet Forums
Use 1%] tne Saarch Forum fig) to perform a search
for keywords on the discussion forum.
For more information on WBSCM forums, refer to theWBSCMForumsNotificationSetings
job aid.

Image: Forums: Full Truck Load and Transfer Requests Screen

4. Asroquired, complete/rview the following leds:
Field RoC Descriptio
B R [Subjectofthe message beingposted otheforum.

ample:
1 Shipment in Southwest Region

= 055350bang postod 1 Thoforum. This Ts a 100fort
ld that allows entryof a message.
ample:
you interested i sping with us? We have 500

505ofcereal (material code 100530) ging to Houstonbn 12/31/2023. We need someone toorder400 more.
ases to make a full ruck. When you are consolidaiing

Foca,Dncombor,2023 SWBSCH Trang Prem Page 30172023.500030 F 000728
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J Maintain Full Truck Load and Transfer Requests

Field ROC Descript
ter Group number 50000193 Lo irk your order with
burs so that they go on the same truck.

Image: Forums: Full Truck Load and Transfer Roquosts Scroen
TT
SR] ee

win ABE

5. Select [ (the "Mark this threadas a question -this encouragespeople to participate and
helps you track answers" check box).
Image: Forums: Full Truck Load and Transfer Requests Screen

I
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———is ABC
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WBSCH;  VananrJ Maintain Full Truck Load and Transfer Requests

6. Wnecassary,click ~ (theDownarrow)ontheverticalscrollbar{0solothebottomof he
page.
Image: Forum: Full ruck Load and Transfer Requests Screen
ETT
aa

wiv. ABC

f— Fo s |

7. Clik[Post essae| no post Message buton).
Image: Forums: Full Truck Load and Transfer Requests Screen

TT
Ee —,———rl

f—

ET —

8. Review the displayed information.

6 tt)A sad wit 5alte 0 ay tertr mostectpst. Ti meanthot nce herst
recentpost s 90 days old,theentire threadwillbe deleted. Eachtimethere i anewpost, the
50-day counter starts over.
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Use  uiaichThsTesss (the Watch This Thread link) to receive an email notification whenever
aresponse i posted.
Use =E57Tess (tno Back To Thread List link)to tur to the Ful Truck Load Request
forum page.
For more information on WBSCM forums,refertotheWBSCMForumNotificationSettingsjob
aid.

8. Tho transaction i complet.
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[Eg
‘A thread has been successfully posted on the Full Truck Load andTransfer Requests forum.
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(WBSCM ata NaJ Maintain National Warehouse Delivery Calendar

a

Purpose
The purpose of his transaction fo a National Warehouse Org Admin to determine delivery dates or
the SDAS and ITOs ordoring out of ther warehouso, Afe the National Warahouse Org Admin performs
this ransacion, the SOA and ITO users may log in and create non-delvry dates off ho sam 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.
Proroduisites

+ SAITO must be part ofa muli-food program.
Portal Path
Followthe Portal path belowtocomplete this transaction:

+ Seloct Operations tab Order Processing tab 3 NW Dalivery Calendarfolder 3 Maintain
National Warehouse Delivery Calendar link to go to the Maintain National Warehouse Delivery
Galondar screen.

Tips and Tricks
+ The RIOIC acronyms in th field tabos represent Required, Optional, or Condiional field

entries.
oA Conditionalfield: an entry that becomes required as  rsult of entering something

previous tof, which then deems i required
An Optional field: you may enter information i an optional field, but an en s not
required for the completion of the transaction

+ Rofer to WBSCM Portal Basi Navigation course or ts on creating favorites, parorm
| searches, oc.

Reminders
+ Romemberto checkyourwork
+ Ror o he Halp Option (1 the rightfthe screen) nthe Portal for further assistance.

Fm en 2.201 SWoSCH TangPopremy Preto2025Av 00030 £ 300754



WBSCH) WannaJ Maintain National Warehouse Delivery Calendar

1. ‘Start the transaction using the following Portal path: Operations tab 3 OrderProcessingtab 3
NW Delivery Calendar older Maintain National Warehouse Delivery Calendar
Maintain National Warehouse Delivery Calendar Screen

SEE _

Ee TT i—
E—

_t = =

2. Select anshfrom the Organization dropdown list. In this case, we selected
(the 0004000043 :MI Dept. of Education option).

oD (Note) After you select an organization, the Ship-To Location field (a dropdown list) will become
populated with the shp-o locations hat correspond to the organization. These willbe displayed
In ascending order numerical.

Maintain Nationsl Warehouse Delivery Calendar Screen

See =r

— BR

WEEE a Tew
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(WBSCMpg Work Instruction
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3. Select the ship-to location from the Ship-To Location dropdown list. In thiscase,we selected

fg———— voECpon
aia onalWars Devry Galante Scroon

B Hr E

E—

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

ae oc ST
3 R bbreviationforthe specific program through which youane vot ponot popa

ample:

Torso Ee yo a AaaWa
Kisplay calendars of upcoming months and select the

ample:mss

® (Note) Remember that required fields have a red asterisk adjacenttothem. If you do not entered pe ne eaTo isem:
Toprom te Sti Sourn Dlr Caloruy you wil oosloct an
delivery calendar, or to modify an existing delivery calendar,

To performtheTarget 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

rmewerrssono



WBSCM; WannaJ Maintain National Warehouse Delivery Calendar

delivery calendar, and create a repica fora diferent organization.
For purposes of tis transaction, we are only performing the Selecton/Source Delivery Calendar
query.

Maintain National Warehouse Delivery Calendar Screen

— STp—

— =&

— mE

5. cick [52] the Go button) to display the calendar specified by your criteria.
Maintain National Warehouse Delivery Calendar Screen

See -

Ee —
E— 5

LSS

Erp Res

B1 ee

6. Seloct the radio button besido the PM fio under Delivery Tim to indicate that you wish to add
afternoonsfo the specified dates o the regular delivery calendar.

te) Noi rat th age dislys a clury clos bogiving wit ni str ou
‘specified. You can select a specific day of the week and frequency (i.e. entering Wednesday and
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(WBSCM. 3 Work Instruction
Maintain National Warehouse Delivery Calendar

four wl sect ho next ur Wocosdiys ling esade. You an srl 1 he Previousear an Ha Your sigh especie bos.
1h Next Year bution clk 0 04 dts 8 urs yor. a Popup bos wll opn asking 0
you want to save changes" with "yes", “no” and “cancel” options.

Vos: Datesinthe caren yea and est year ar save, and he use wil be decd to heropes sanNo! Neneh cto ar save an th ser wil dre thexyrs sce.Cancel: Uso cones stay on sams screen

Maintain National Warehouse Dolvery Calendar Screen

—
J———

pi grin pd |

= 1 a=
7. As required, complete/review the following fields:

Field RIOIC Descriptiopoy rv R ro dooe woo BatyviockFever cand
ample:nies

eer F encWATGove

ample:

= : ra
ample:Boum
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WBSCHj WannaJ Maintain National Warehouse Delivery Calendar

5D ote he atonal Warshouse Og Adin my us he “Repaat Onctnay to dd mullDelvery Dates that fall on the same day of the week.
Maintain National Warehouse Delivery Calendar Screen

Lo] — 8
Ee =
E—

ie re SEER

PrrN

fies Banh Bln

_—

8. Click [EE] (no Add button) to add the delivery date to the calendar.

GD (ue You may lo stot singe dorats stead ot sing ho “Rees On
functionality) by licking tho desired delivery dato directly on the calendar, Uso the loft and right
arrows next (0 the displayed calendar months o go to the previous or {o the next month within the
Same calendar year.

Maintain National Warehouse Delivery Calendar Screen
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9. Cliok[SEER](the Save Changes button) to save your changes.

Foe rn12.2021 oWBSGH TrangPopreny Fase oors2023.500030 000730



WBSCH) WannaJ Maintain National Warehouse Delivery Calendar

ED) ote) When dislying th calndar, nc hres a closing sysom, as olows:
Bluo boxes indicate you are avaiable o deliver to hs organization and ship-to at any timeduring the day.
Groen boxes indicate you are available to deliver o this organization and ship-to at any time in
the afternoon.
Yellow boxes indicatethatyou areavailableto deliverto this organization and ship-to at any
time in the morning.
Redboxes indicate tha 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
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10. You have completed this transaction.
De) comtmaton massage dspiys: “Changes Saved Susasshy
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WBSCH) WannaJ Maintain National Warehouse Delivery Calendar

[
‘The transaction has been successfully completed,
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(WBSCM Work Instruction

J Maintain or Display Domestic HQ

a

Purpose
The purpose of hi ransacton is to mod or display a Domestic HQ Organization in WBSCM. The
updates can include:

+ Namo and address
+ ssinorunassign Business Partner relationships
+ Activate or nacivalo Business Partner

Process Trigger
The information or an existing Domestic HQ has changed.
Prerequisites

+ ADomestic HQ must exist in WESCM.
Portal Path
Follow the Portal path below to complete this transaction:

+ To Maintain the Domestic HQ - slect Admin tab Organization Maintenance tab Maintain
Organization lnk >Maintain HQ Organization Ink 0.90 0 the Maintain Organization soon.

+ To Display the Domestic HQ - select Admin tab 3 Organization Maintenance tab Maintain
Organization nk 3Display HQ Organization nk 0 goto the Display Organization screen.

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

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

linked to completion of a mandatory field
«Refer to the WBSCM Help site, Frequently Reference Training Materials section for basic:

navigational raining and for ps on craling favorles, performing searches, olc.

Tote. Fen.228 owas TagPrien re2025AS00030 F0%5143



WBSCM;  WaanortJ Maintain or Display Domestic HQ

PROCEDURE
1. ‘Start the transaction using the following Portal path: Admin tab 3Organization

Maintenance tab Maintain Organization nk.
Image: Maintain Organization Screen

WeiccretoheMornOrganaasonAssieston

2. Click + (the Hide Navigator arrow) to minimizethe Portal menu. Notethatthis canbe done with
any transaction in WESCH.

Tete ee2a owWasoM Tangri ra2025 AS00030 T0001



(WBSCH | Work Instruction
J Maintain or Display Domestic HQ

Image: Maintain Organization Screen
TT

————————————]
[—

3. ClickMecten12.0meiaten (the Maintain HQ Organization link)to update.

® (Note)This work instructionreviewsthe steps to update a HQ organization. Toviewthe

information for a HQ without making changes, clickZei00menztes (the Display HQ
Organization link). In display mode, fields arenoteditable and will appear witha gray
background.

Tete eea owWasoMTangPre ret2025AS00030 F0%5144



(WBSCA Work Instruction
J Maintain or Display Domestic HQ

Image: Select Sub-Organization Screen
TT
SESEARree

 — -

4. Click¥ (the HQ drop-down).

o (Note) WBSCM defaults to display active HQs in the drop-down when “A (the Active radio
button) i selected. Ifthe user needs to display inactive HQ, lick ™*** (ihe Inactive radio
button) prior to clicking [/ (the HQ drop-down).

Tension 6,2024 OWBSCH TrangPry Pogosol72023AMS.00030 OO74S



WBSCM i Work Instruction

J Maintain or Display Domestic HQ

Time setsorgansero

5. Selecttheappropriate HQ from the drop-down list. In this example,

I.0)elses

a (Note) Only one HQ can be modifiedat a time.

6D (ote) Tho vata as re st in alphatcel rr by name. Use the verticalriesoaos booye tofoeshema eeeon HGenor posnattr

rremeryPN



WBSCHj  VananortJ Maintain or Display Domestic HQ

Image: Select Sub-Organization Screen
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6. Cick[7] (no Nextbuon) to openthe recordforth selected HQ.
T Perform one of the following:

I" “Then

The user needs to update an existing HQ Go to Step 8.
organization
Theuserneeds to acivata/nacivalean Gotosien 15.
existing HQ organization
The userneedstosubmitthe updates Go toStep 19

Tete ee2 owWasoMTangPre rec2025Av 00030 £00514



WBSCH}  ananor:J Maintain or Display Domestic HQ

Image: Maintain HQ Organization (Address) Screen
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8. As required, complete/review the following fields:
Field RIOIC Descriptio

R Person or business parinors namo.

Ha

5 5 row ox Tel 1 ont am addonal name or
am of ecient.

[reerAdgess TR Trou Tox Tol To oor The ma sree! addressoFo user or organization.
ample:

23 Main Steet
[reetAsaessz rae ext Fel To arto an addon!owof Seer

hcressof the user or organization.

Tete ee2aowWasoMTangPre ra2023 wsousFoon



WBSCH) WannaJ Maintain or Display Domestic HQ

Fiold RioiC Descriptio ——1
treet Address 3: 0 free text fel To on an additonal ow of seal

dress of the usar or organization.

HEww
Suny: R Suny code hat represents country name.

ample:
SA
TD (Note) The Country[¥] rop-down

§ button) displays alist ofcountries.
5 3 Te abbreviation of United Sales territory, district

br sate.

sample:
innesota
TP (Note)The State =] Drop-down

f button) displays a list of states and
terrories.

Cl-
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(WBSCM Work Instruction
J Maintain or Display Domestic HQ

Image: Maintain HQ Organization (Address) Screen
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8. Click R55 (ng Relationship tab) o review and modifya relationship between theHQ
and the business partner(s).

6 ot)Th user may elobtwaenth Aces, Raton and tts wiht singpuicibiseoniy

oTsasasco Tor



(WBSCM i Work Instruction 3

Maintain or Display Domestic HQ

Image: Maintain HQ Organization (Relationship) Screen
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10. Click (the Select button) beside the approrpriats
ih the soeciod business panne. In hi example
[ER<cloctod.

(vce) To business panesartoin alpabotia ade. Use th vera sebarto
find he appropriate Business partners,
To select multiple business partners:

+ Ihe business partners are ised n consecutive rows, hod down the Shift key
and clickth frst and lst seloton buttons.

+ To select business pariners from non-<onseculv rows, had down the Ctl key
whi licking each selection bullon.

® (Note) To filter the list of Business Partners click on the column Business Partner
» \

(Name/City State, BP Number) field, Select| /**0% 24Fer.)|4rq yger.Defined

Filter... option) and enter required criteria. Use” * (the Asterisk symbol) at the
Beginning and al the end ofa Seach ern (0.5. “Craveno -6001716°)10 seach or a
Business parner that conta he fer. The aserisk sears parof aword as wel (6...
*Califor*). See also theWildcardandMatchcodeSearches job aid.

To remove the fie, select the (Al option.
11. Clk [G58 (ne Unassign button)t removea relationship betwen the HQ and the

selcted business partner.

Teor Fora aowssouTanmg-peey TT2023es dRren



(WBSCA. : Work Instruction
Y Maintain or Display Domestic HQ

Image: Maintain HQ Organization (Relationship) Screen

ee
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12. Click (the Select button) beside the appropr a jonship with
tho selected business partner. In this example, is
selected,

Tons For. 2028 OWBSCH Toor Prey Fert172023.45 00050 000753



(WBSCA. s Work Instruction
Y Maintain or Display Domestic HQ

Image: Maintain HQ Organization (Relationship) Screen
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13. Click [£4557] the Assign button) to createa new relationship between the HQ and the selected
business partner.

14.  GotoStep7.

Tons For. 2028 SWBSCHTrangProstate [rr2023.4500050 000753



WBSCM | Work Instruction }
Maintain or Display Domestic HQ

Image: Maintain HQ Organization (Relationship) Screen
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15. Ifnecessary,click “2. (the Status tab) to activate or inactivate an HQ.
Image: Maintain HQ Organization (Status) Screen

pe—_—___esfoos cooa
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WBSCM)  WananorJ Maintain or Display Domestic HQ

16. Ifnecessary, cick (the Inactive checkbox) to select and inactivate the existing HQ.

Bu) tho natv chuckslotoslo ima tho HQ act,Ao ho
dato from the Inactivated On field will be cleared automatically, as the organization is not
inaclive anymore.

Image: Maintain HQ Organization (Status) Screen

ceo

re

17. If necessary, enter any business reasons for actvefinactve change in the Comments fo. In
this example, no reason was entered.

oe (Note) When "(the Inactive checkbox) is checked, the Inactivated On fied is autc-populated
with the date the organization was inactivated. This field is not editable.

18. ReumioStep?.

Tension6,2024 OWBSCH TrangPry Page141172023AMS00030F 000755.



(WBSCH | Work Instruction
J Maintain or Display Domestic HQ

Image: Maintain HQ Organization (Status) Screen
Te TT
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19. Click [S25] (the Submit button) to save the modifications.

GD (oto A contimaton message displays: “Businass Partnor000Kupdatedsuccasstuy

Tension 6, 2024 OWBSCHTrangPry Page 150117
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(WBSCA h Work Instruction
J Maintain or Display Domestic HQ

Image: Maintain HQ Organization (Status) Screen

TTpT
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20. The transaction is complete.
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(WBSCM. : Work Instruction
J Maintain or Display Domestic HQ

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

+ Contactinformaton
+ Business partner relationship(s)
© Active or Inactive status

Tete ee2a owWasoMTangri ra2025AMS00050 00015




