
WBSCHj  WanansaJ Maintain RA Delivery Periods and Order Lead Time

[GEESE

Purpose

‘When placing an order, a Recipient Agency (RA) must select a delivery period to identify the range of
dates when the sales order should be delivered. Each delivery period is associated with an order due
date that is set by FNS, To allow additional time for reviewing and consolidating orders, the State
Distributing Agency (SDA) or Indian Tribal Organization (ITO) has the option to set additional lead time for
each commodity group. RAs must place orders within the specified numberofdayspriorto the date.
orders are due to FNS. The purpose of this transaction is for SDA/ITO Order Managers to select the
delivery periods that will be avaiable to the RAs and to set lead time for each commodity group.

Process Trigger

A commodity was added to the domestic catalog. An SDAVITO Order Manager needs to select the
delivery periods to be available to RAs for ordering and/or update the lead time for the commodity group.

Prerequisites.

+ An RAmust exist as a suborganization to the SDA/ITO at the time delivery periods and lead time.
settings are updated.

Portal Path

Follow the Portal path belowto complete this transaction:

+ Select Operations tab 3 Order Processing tab Catalog Maintenance folder Maintain
Direct-Ship Delivery Periods link to go to the Maintain Direct-Ship Delivery Periods initial
screen.

Tips and Tricks

+ The RIOIC acronyms in the fields tables represent Required, Optional,orConditional field
entries.

© Required (R) -a mandatory field necessarytocomplete the transaction
© Optional (0)-a non-mandatory fied not required to complete the transaction
© Conditional (C)-a field thatmayberequiredifcertain conditions are met, typically

linked to completion of a mandatory field
+ Referto the WBSCM Portal Navigation course for tipsoncreating favorites, performing searches,

etc.
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(WBSCM ] Work Instruction
J Maintain RA Delivery Periods and Order Lead Time

1. ‘Start the transaction using the following Portal path: Operations tab 9 Order Processing tab 3ETrr
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2. Click « (the Hide Navigator arrow button) to minimize the Portal menu. Note that this can be
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J Maintain RA Delivery Periods and Order Lead Time

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

umber identifying its master record.

BNJnformation used to characterize a material.

in! arangeofdates. Enterenddateof

a
jd a range of dates. Enter enddateofrs
wei

0a (Note) Users can entera single date or
[709 a rangeofdates. Enter enddateof
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WBSCH;  iEnaniJ Maintain RA Delivery Periods and Order Lead Time

Field RIOIC Descriptio
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e (Note) Refer to theWildcardandMatchcodeSearchesJobAid for tips to search for or selectles roma ft
mage: Maintain Direct-Ship Delivery Periods Screen
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4 Clik (the Search/ Filterbutton)to perform the search. All available delivery
periods tht match th selecion ceria wil sly.

a (Note) Delivery periods for a commodity are created by FNS; SDA/ITO Order Managers cannotCreat now aabery perio.
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5. IntheCommodityDeliveryPeriods byProgramsection,performoneormoreofthefollowing:

" Then
ms ostal I,‘Theuser wantstoselectalldeliveryperiods cts [Sota] oui

The user wants to select specific delivery period(s) cick [I (the checkbox icon) next to the line item

The user wants to deselect all delivery period(s) Click |[]De-Selectal] (ino De-Select all bution)

“The userwants 1 unseloct spociicdelvery Glick[1(the checkedboxicon)nexttothe ne
period(s) item

6 (ot SOAITOS dotrmineswh dolvry prosieaveohsborgnizatons.
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TT image: Maintain DirectShipDelivery Porods Sareen
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6 oi (tho Submit Delivery Periods button)fo appythe selected dalvery
periods to all assigned RAs.

e (Note) When changes are applied, the message Data was saved successfully! displays at the
topof the screen.

Image: Maintain DirectShip Delivery Periods Screen
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WBSCM;  WeianraJ Maintain RA Delivery Periods and Order Lead Time

7. In the MaintainLead Times section enter the numberofLead Time Daysforthe appropriate
‘Commodity Group. In this example, a leadtimeof 5 days was enteredforthe FISH.

Duce eas mesomre as armor days in aanceofoda orders re du 0 FNS
fora delvery period. Ths gives the SDAITO additional ime t review and consoldate orders.
Forexample,ifordersaredueto FNS on 10/1 and the SDA/ITOhasset the Lead TimeDaysat
51 the RA must submit tel orderto SOAITOna alr than 9125.
Load time is abuays set forthe commodity goup-nt a speci commodiy; for example, all
MEAT” would have th same lead time.

Imago: Maintain Direct-Ship Delivery Periods Screen
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8. Click[EISESIS3T52](tho SubmitLead Timebutton) toapply theselected lead timetoall
assigned RAs.

ED ote)hn changes are appt, th message Dat was saved sucsstlydlsath op
of the screen.

9. ‘This transaction is complete.
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[Eg
An SDAITO Order Manager selected delivery periods and entered lead time for al assigned RAS.
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WBSCM) WannaJ Maintain RA Entitlements

[GEEREY

Purpose
The purpose of this transaction s for a State Distributing Agency (SDA) Organization Administrator (Org
Admin) to maintain eniitlements for aciive Recipient Agencies (RAs) in WBSCM by downloading a
template and then uploading an updated version ofthe enilemont data fl, For an inactive RA, existing
entifements can be changed, but no new entifements canbe created.
Maintenance activities can bo performed by:

1. Manually entering entidement budget information for the current year.
2. Uploading an entilement data file to WBSCM using a new data file o one thats created from a

download of the previous year's entitement.
The following programs require maintenance of RA entillements:

= TEFAP - The Emergency Food Assistance Program
+ NSIP-Nutriion Services Incentive Program
+ NSLP-National School Lunch Program
+ SFSP-Summer Food Service Program
+ CACFP-Chid and Adult Care Food Program

Use theRAEntilementBudgetingbyProgramJobAd fora ist of fiekd definitions and poral paths for
each of these programs.
Process Trigger
Perform this transaction when entiements need to be updated in WBSCM. Entilement programs are
most often updated based on a yearly schedule. Program entilements are based on different year
calculations:
«Calendar year (CY)-TEFAP
+ Fiscal yoar (FY) -NSIP, SFSP
«School year (SY) - NSLP, CACFP

Prerequisites.
+ FNS must have previously assigned an enitementbudget [0 the SDA.

Portal Path
Follow the Portal path belowtocomplete thi transaction:
«Select Operations tab Order Processing tab Entitlement Management folder SDA

Entitlement Budgetingfor (Program) ink to go to the SDA Entitlement Budgetingfo (Program)
Inia screon.

oD (Note) The lnk wil include the name of the program: CACFP, NSIP, NSLP, SFSP, or TEFAP.
Throughout this document, the NSLP path is used as an example.
Tips and Tricks
«The RIOIC acronyms in the field tables represent Required, Optional, or Conditional field entries.

© Required (R) - a mandatory field necessaryto complete the transaction

TosserMaen 16,2023 ©WBSCHTrang Proprany Pogo 1119
2023AMS.00030. 000767



WBSCM)  WianraJ Maintain RA Entitlements

© Optional (0) - a non-mandatory fieki not required to complete the transaction
© Conditional (C)- afield that mayberequired if certain conditions are met, typically

linked to completion of a mandatory field.
«Refer tothe WBSCM Help site, Froquently Referenced Training Materials section for basic:

navigation training and tips on creating favorites, performing searches, etc.
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(WBSCM. Work Instruction
J Maintain RA Entitlements

1. ‘Start the transaction using the following Portal path: Operations tab 3 OrderProcessingtab

2. Perform oneofthefollowing:

" “Then

The user needs to upload NSLP eniifement data_ Select SDA Entitlement Budgeting for NSLP.
The user needs to upload SFSP entilement data Select SDA Entitlement Budgeting for SFSP.

Bote)iswork nui uses NLP a an example: however, hesaps provided apyfo
programs. Use the RA Entitlement Budgeting by Program job aid fora listoffield definitions and

ore

TH| =e

3. Click « (the Hide Navigator arrow) to minimize the navigation menu as necessary. Note that

7



WBSCH) WannaJ Maintain RA Entitlements

Image: SDA Entitlement Budgating for NSLP Scroen

=n

4. As required, completeeviewthe following fields:
Field Riolc Descriptio
Program year R oar when the customer wil be able 1 use the funds

falocated for the specific program.
ample:

ozo

Duceha roam vos may bo cot yr, cnt you,o clonoe dapncing anh
program.

5. Click [5] (the Check button) to determineif the value entered in the Program Year field is
valid. WBSCM defines the year as a four-<igit number between 0 and 9999. An error is displayed
fa value is entered outsideof the expected fange.

6. Click [5] (the OK button) to view the entitlement budgeting.
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J Maintain RA Entitlements

image: SDA Entiiomont Budgeting for NSLP Screen
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7. perfor one ofthe folowing
W Then
Tho user neods to retum the search scroon Clk [SESE] (the Refresh button)
The user neads to include any RAs hal may note Gj, (5 55252] (he Now Record baton)0

displayed display newly entered RAs.

Tho user noods 1 oer aniomarts manualy Goo Step.
Theuser neads to create a now upload fle by Goto Step 12.
phpbbbk
The user needs 1 upload the enilement or no or Goto $169 22.
mors RAS for the current yearby uoaong a le
Image: SDA Entitlement Budgeting for NSLP Screen
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WBSCM | Work Instruction
J Maintain RA Entitlements

8. Click [M3555] (the Maintain bution) to enable edit mode to enter entitlement details.

Dt)Le EE tr owRecast ater)0 an ry cv cvRi ah
has the program assigned(fromOrganizationMaintenance) and does not already have an
existing entry (for the given program / year).

ED ute) me (5555) ne waitin ton shows usersomy existing nisrbot
active and inactive RAs.

Image: SDA Entitlement Budgeting for NSLP Screen

[oa PR . . PA

9. Asrequired, completelreview the following fields:
Field RiOIC. Description

teal Count R he number of meals expected to be consumed
uring the entitlement budget period.

xample:
[500.000
G3) (Note) Meal Counts to RAs by SDA

{72% cannot exceed amount allocated to
SDA by FNS.

Gustment between [0 Adjustment amount for all RAS assigned by an
RA [SDA.

xample:
p.oo
G3 (Note) This amountis the amount

{70% moved from oneRAto another. The
‘amount cannot exceed the amount
allocated to SDA by FNS.

Thursday, March 16,2023 ©WBSCM Training -Propriary Pogesal19
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WBSCM : Work Instruction
J Maintain RA Entitlements

Field ROC Description
BOD Frosh o Tie amount of he entllement hal has been

bilocated to spend on the USDA DoD Fresh
program.

xample:
250.00
G3 (Note) This amount is subtracted from

[= the total available entitlement to be:
used in WBSCM, DOD Frosh is an
editable fold for NSLP only.

£3) (Noto) USDA DoD Frosh is a program
fi ‘operated in partnership with the

Defense Logistics Agency within the
Departmentof Defense that allows
schools to purchase frosh fruits and
vegetables using entifement funds.

ED (uc) Each ne rprsents an A Todst above shou be poplar every RA
receiving enilement funds or the current year.

Imago: SDA Entitlement Budgating for NSLP Scroen

eRBER

10. Click [FSH] (ino Re-Calculate button) to update the tentative entifement budget based on
the changes mado. Re-Calculte updates tho Ent Amt Distributed per Meal Count and Final
‘Commodity Entitlement columns. In addition, he totals on the yellow highlighted Result ne
are recalculated based on the changes made; Scroll down t view te totals ne i not
visible.

(uote) Deparing on he ruber of Business Partners std, maybe necessary o
navigate o the last page of records to view the totals.

(uote) Th Re-Caleuat ton doo ot save changes; show th resultsof changing
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WESC, Work Instruction
lj Maintain RA Entitlements

entitement budget figures.
11. Perform one of the following:

i Then
The user neads to reverse changes made during Gk [555] (ne Undo button).

ro-cakeulation .
Tho user needs (osave changesmade Using ec. [53%] (no save bution

ro-calulationoption Click MR neswveruten),
The user s finished maintaining entitlements Goo Step 31.
Image: SDA Entitlement Budgeting for NSLP Screen

12. Clik [5555] (tne Download button) to go to the BlIntograted Planning: Filo Download

Tues ar 16,2023 WBS Tainrg-Propraaey Pogesr1a2003.A05.000%F 000774



(WBSCA Work Instruction
J Maintain RA Entitlements

Image: BHntegrated Planning: File Download Screen

ares 8S

13. As required, completelreview the following fiekis:

Program Year |R earwhen the customer wil be able © use the
ds allocated for the specific program.
ample:

bots
(Note)Intisexample,theyear 2019

[50 was used to update year 2020.
14. Ifnecessary, click (the drop-down arrow for Fle Format field) andselectthe appropriate

option. In this example, the defaulted Text (Tab delimited) option is kept.

ED vce Tho Fie format aps are:
«Text (Tab delimited)
«Text (Fixed length)
« Text(csv)
. xm
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J Maintain RA Entitlements

Image: BHntegrated Planning: File Download Screen

15. Click °°" (the Download button) to download the entitlement budget dat.
16. Review the messages at the top ofthe screen. If error mossages appear, the download did not

occur. Roview the error message for recommended actions before ying again. Contact the
WBSCM Service Desk with any questions.
Image: Bi-Integrated Planning: File Download Screen

=n
= SG Bl «x
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WBSCn : Work nstrucion
7 Maintain RA Entitlements

17. click “(ho Save Fill button).

(Note) I theFiloProviewsection of thescreen *"** (tne Export button)canbousedto
dowload entilement data in a spreadsheet compatible version. This version cannot be
uploaded.

18. Open the downloaded fle in Excel.
Image: Microsoft Excl Screen

Dp. fo EE ECE mere ll]-odll E34
EA FEBred La EAR |vom Be |

amet mre ——
19. As required, complteireview the folowing fields:

Field Rioic Description
nillement Program JR Ti acronymfor he entlement program.

ample:
sip

program vear R oar when Tho Customer wl bs ab To 05a Te
nds alocatod for the specific program.
ample:

bozo
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J Maintain RA Entitlements

Field RIOIC Description
Business Parner [0 {umber or Name assigned to State Distibution

gencies (SDAS), Indian Tribal Organizations.
(TOs), Co-ops, and Recipient Agencies (RAs) in
BSC.

ample:
1001181
3) (Noto)In this example, the Business

[09 Partnerisdisplayed as a number and
appliesonly o the RA.

Veal count 6 ie number of meals expecied tobeconsumed
Huring the entitlement budget period.

ample:
2,000.00

6 he Total amount of entilement dollars assigned o|
RAS by an SDA.

Frame:

3) (Note) This amount s the amount
[2 moved fromone RAtoanother.The

‘amount cannot exceed the amount
allocated to SDA by FNS.

[500 Freeh 6 Ti amountofthe entilement thal has been
bllocated to spend on the USDA DoD Fresh
program.

ample:

3) (Note) DOD Frosh is used for NSLP,
[9 SFsp, and CACFP. Entllement

allocation for SFSP and CACFP is
performed via file upload.

3) (Note) USDA DoD Freshis a program
[0 operated in partnership with the

Defense Logistics Agency within the
Department of Defense that allows
schools to purchase fresh fruits and
vegetables using entitlement funds.

GD (ce) Upto tre dormnt toetsce year ning for och RA
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Image: Microsoft Excel Screen

BE EE yr
© SEER [TTR Bea |Ee | 5
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1]
- ar x rut oommono| iT &- Ee

20. cli Ell(ne save icon)tosave the fle locally once all data has been entered.

® (Note) In this example, the 2019 data was updated for use in 2020. The user updated the
Program year, Ent Meal count and DOD Fresh columns.

21. click BB (the Close bution to dose the data fle and retum to the NSLP Entitlement Budget for
Rascreen,

GD ot necossry: cos the BLP trate Planing: Filo Downioad seen.
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WBSCM Work Instruction
J Maintain RA Entitlements

Image: SDA Entitlement Budgeting for NSLP Screen

— a . . . . PRE

22. Click [5552] (the Upload button) to upload RA Entitlements from a data file.

o (Note) This file may be created as a new fle or by downloading a previous year's
entitlement and updating the information (Steps 12-21).

6D mot) To pons tos must ect ten
«Each entry must have a BP ID, program, year
« RAmust be under the SDA
«+ RAmust have the instance program assigned (via Organization Maintenance)

Data information, including data structures, elements, and definitions, as well as sample
files for uploading entitlements are avaliable from FNS.

D0nanups romero ate, WSC cote ew warts
nothing exists in the Program Year for an RA. If the fle upload is a change to an existing
entry for the Program Year, the existing entry is updated to reflect the changes from the
fie,

Dot)Exoentscanbochang or an ctv, ut no ew rans
can be created.

Thursday, March 16,2023 ©WBSOMTrang -Prosreary Page t4of 19
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WBSCH)  Veian®aJ Maintain RA Entitlements

Image: Bi-Integrated Planning: File Upload Screen
=

23. Click (the Browse button) to locate the data fle with the current year entilement.
24. Locate and select the appropriate file to be uploaded. In this example, the file named

‘SAP_BEX_FILE_DO....txts selected.
Image: Bl-integrated Planning: File Upload Screen

=
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WEBSCM | Work nstrucion
Maintain RA Entitlements

25. cick 7 (tno upload button).

GD ote To user cated an slot happropriet upload.
26. Review the upload deta.

GD ote Review th mossages ath op fis scrson. arr messages appear, he ulond
not oceu, Correct the issue and return o Step 22to attempt the upload again.

Image: Blintagratod Planning: File Upload Screen
=

= —

27. clk “| (ne Save button).

Trey.to 6275 SSC Tang repre 12025S00050 005185
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Image: Blintegrated Planning: Filo Upload Scroon

gra

28. Cick X (theClosebution).
Imago: NSLP Entitiomont BudgotforRA Scroen

29. Click [EE5055] (ine Re-Calculate button) to display the updated data.

Turse 16,2023 WBS Tainrg-Propraay Pan 718
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J Maintain RA Entitlements

Image: SOA Entitlement Budgeting for NSLP Screen

30. ick 55] (he Save bution)to save the changes.
31. Tho ransacion is complete.
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J Maintain Recall Notification Preferences

ro
meere rr peen,

+ SMS (text message)TrTETE:ERRaa
promnT
Perform this procedure to review or update recall communication methods. Users must update their ownSE

rir
Follow the Portal path belowtocomplete this transaction:

+ Select Admin tab & Manage Usersfolder 3 Maintain User Profile link.

eTse.er
© Optional (0)- a non-mandatory field not requiredtocomplete the transaction
© Conditional (C) - a field that may be required if certain conditions are met, typically

linked to completion of a mandatory field

eit

EE PT



WBSCM; WaareJ Maintain Recall Notification Preferences

PROCEDURE
1. ‘Startthetransaction using the Portal path Admin tab 3 Manage Usersfolder 3 Maintain User

Profile nk.
Image: Maintain User Profil Screen

Ieee —
i 5

Be Lm] :. 4

2, Click « (the Hide Navigatorarrow)to minimize the Portal menu. Note this can bedoneonany
transaction in WBSCM.

GD ote) Oly urs with th Roca Gontact ole ar tl 10 500 ani folds i th Focal
Communication section.

® (Note) This document describes the use of the Recall Communication fields. To review
and ocit ther partsof the usar profi, use theMaintainUserProflework nsrucion.

TnowasoMTangPrean rezre2025Av 00030 £00577



WBSCH;  Vananrey Maintain Recall Noification Preferences

Image: Maintain User Profi Screen
T_T
ren

Ra fr ——
i an 5En =
emme

ena:
Somme

a Katie,= -: = ] =
Te

EEL

3. Performoneofthefollowing:

Then
The userneeds to add anewrecalcommuricaton 1. In th Methodfil,choose th ypeof
method communicatonfomthe avaiatie beof

options.2. Ent tho vale in tho Value (Number E-
‘mail Address) field.

2. Selo ih Recall Contact reference.
“The userneeds oad hevalus of anexisting 1. Cick nieValue (Number Email

recall commanicaton meinod Address) flforie exsingCommunication meinod.
2. Type the new value.
5. Stic he Recall Gontact reference.

Thouser ods ochange or 10 31 S10 crx Toe Traum Cam kor comsovagBite Mebb "0 Gio (ve TrashConontoclosr evs

DP (Note) To add a new recall communication
method to replace the one removed, see steps

wee
“The serdoes notneed to makeanychangesfo Goo Sep .
Tovall communication moods

Toaa owssouTanmg-Pay rariusvsoo ore



WBSCM;  VananreJ Maintain Recall Notification Preferences

(vote) Avtave roca communication metros ar Email Adress, Mobile Phone, SHS
(Text Message) and Telephone.

9) (uote) i riot ht te sor rgulry maintain hoe ecll contact information to sure
nt roll ications are receved Immedisaywhen a malarial as been laced on hod
orrecated.
Ata minimum, a Recall Contact must select a eas wo recall communication methods.
TheRecall PrferancesallowRecallContacts to determin hoorderof hemethodin
which fecal ars communicated. Profered Method #1 is tho communication mood hat
1s usod rstwh products aro ecalld. Iconimaton of ocean coved, he

notificationwillbedistributedviathe next preferred method.

Image: Maintain User Profile Screen
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4. Clo EIU (no Update button).

GD (ice)Amessageatthedtwas saved successdips
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J Maintain Recall Notification Preferences

Image: Maintain User Profile Screen

a 2%

i
eeEEEEEEEEE—————————

———————

eSLSE
Ea SEESeHEg= or
Se

ig pee(==
a ——

Ey
sae

|

5. ‘The transaction is complete.

Tm own ossrood
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ResuLr
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(WBSCM | Work Instruction

Maintain Recipient Agency (RA)

PROCESS OVERVIEW

Purpose
A Recipient Agency (RA) is a domestic customer organization tha can create domestic requisitions in
WBSCM, RA organizations are created and maintained by State Distributing Agency (SDA) Org Admins.
SDAOrgAdmins use this transaction to mod an existing RA Organization in ihe WESCM system.
Some alibutes can aso be maintained by the RA Org Admin.
Note: An SDA cannot delete an RA, Contact the WBSCM Service Desk for assistance to delete an RA
rom WBSCH.
Process Trigger
Use tis transaction o aher information for an existing RA Organization in the WBSCM system.
Prerequisites
“The RA Organization must already exist the WBSCM system before ts information can be changed.
Portal Path
Follow the Portal path belowtocomplete this transaction:

+ Sclect Admin ab » Organization Maintenance folder > Maintain Organization lnk 3
Update RA Organization kt got the Update RA Organization scroen.

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

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

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

navigation raining and tps on creating favortes, performing searches, el.

TeyFw owWasoM TangPrien ra2025 AMS00030 F000103



WBSCM; WaareJ Maintain Recipient Agency (RA)

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

Maintain Organization nk.
Image: Maintain Organization Screen

re S— _—
|

2. Click « (the Hide Navigatorbutton)to minimize the Portal menu. Notethatthis canbe done.
with any transaction in WBSCM.

TeyFw owWasoMTangri rama2025AMS00030 F000195
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J Maintain Recipient Agency (RA)

TageMananogeesereen
S—————

ein

3 Click Ussste54Cniatien (the Update RA Organization button).

Image:SelectSub-OrganizationScreen
Us ie

55555575
mms
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(WBSCH. 2 Work Instruction
J Maintain Recipient Agency (RA)

4. Click Il (theRA drop-down).

® (Note) SDA Org Admins are abletochoose from theRAswithin their organizationHerarchy.
If the user is an RA Org Admin, their own organization's profile will display, and they do
have ine option to select other RAS.

ED cysdtut vay actin Rsinth rop-toun whan +m ho Actin
radio button) i selected. fheuserneeds to display inacive RAS, click "<= (te
Inactive radio button) prior to clicking = (the RA drop-down).

image: Select Sub-Organization Screen
a

ES en

5. Selectthe appropriate RA from the list In his example, WEST TESO00 4k COESSATE ess)(ihe WEST TEXAS FOOD BANK/ODESSA TX (4005487) s selected.

PD (Note)OnlyoneRAcan be modified at a time.

6D ote To vata rasar tte in alphabetical ardor by name. Use th vertical
Scrollbar to search troughth Is,o ype the frst lerof re name o selec fom RA
organizations hat start wih tha ater.
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Image: Select Sub-Organization Screen
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6. Click (the Next button).
7. Perform one of the following:

" “Then

Theuserneedsto update an existingRA Go toStep 8,
organization
The user nods oacvalinactvaleanexistng GotoSiep20.
RA organization
“The userneedstosubmitthe updates Go toStep 24.

TeyFwowWasoMTangPre ra2025AS00030 £03019
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Image: UpdateRAOrganization (Address) Screen
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8. As required, complete/review the following fields:

R Person or business pariners name.
ample:
Jos Texas RegionRA Food Bank

Saorai Name: [0 Trew ox old1or am addonal name or
am of ecient.

FreAdgess TR row ox FoldI whieh To ater Tha sot addressbf the user or organization.
ample:

23 Main Street
5 5 ros Tox Fold Tn Whe To anlarTe set addressbf the user or organization.

TreyFw owWasoM TangPre ramos2025A 00030 £03519
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Fiokd RoC Deserption
Feet Address o free text id mn which o ent Te set dros

bf the user or organization.

R Ty where TeGearor company 5 ood.
ample:bossa

Sy R ni6038 Tal represents Coun mame.
ample:
Sh
oR (Note)The Country I=] (Drop-down
ju button) displays alistofcountries.

5 R o sBbroviaion or name of United Sites
tory, districto state,
ample:

CD (Note)TheState I=! (Drop-down
jd button) displays a list of states and

torioris.
postr Code R Tir code.

@mple:
765

a, R Fiogon or geographical area.
ample:essa

A 3 Going number assigned to anRABy TorIson.
ample:

Tyrm owsscuTan meen rere2023ws ous Foor
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Image: Update RA Organization (Address) Screen
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8. Clik Ma (noRelationship tab)to roview andmacyrelationships betweentheRA
and the Business Partners.
Image: Update RA Organization (Relationship) Screen
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10. Click (the Business Partner Relation drop-down).

® (Note) Business Partner types include:

+ Has Plant Each RA s associated wih an SDA. The SDA can have oneo more
National Warehouse Plants assigned 1 i. The pan(s) assigned (0 he SDA are
listed under the Avaliablo Businass Partners secon, fom which the ser may select
when assigning a plant to their RA.

+ Has Ship-To- EachRAcan have ono or more Ship-To locations wharo the RA wil
receive ordered materas.

Image: UpdateRAOrganization (Relationship) Screen
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11. Click the appropriate relationship type to select Business Partner(s) to assign/unassign to the
RA. In this example, | s: 5%-Te (the Has Ship-To option) is selected.

6D te Th Busines Partners aro tod in lphatcal rd. Us he varia srr to
find tho appropriate Business Partners.
To select multiple business partners:

+ Ifthe business partners aro listed in consecutive ows, hold down theShift keyand click th frst and las select buttons.
+ Ifthe business partners aro listed in non-consecutive rows, hoddown the Ct keywhi cicking each select button.

‘The multiple selection also applies to the Programs tab.

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

Ty re owssouTen men remsan2025S00030 7030800
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J MaintainRecipientAgency (RA)

(NamelCity State, BP Number) field. Select (User-Defined Filter.) ine User-Defined
Filtr.. option) and enter required criria. Use* (tho Asterisk symbol) at the beginning
and end of8 search term (ag, “Craven”or “5001716°) 0 search for a Business Parner
that contains theterm. The asterisk searchespartof a word as well (e.g., *Califor’). See
also the Wildcard and Matchcode Searches job aid. Select the (All) option to remove the.
fier.

Image: Update RA Organization (Relationship) Screen
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12. Click (the Select bution) to assign a Business Partner under the in rtners
Sacton. In his example, he Busingss Partner js
Selected.

TreyrmowWasoMTangPrean e01020230s00oy



(WBSCM/ A ‘Work Instruction
Y Maintain Recipient Agency (RA)

Image: Update RA Organization (Relationship) Screen
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13. Click [£251] (tne Assignbutton) to assign the selected Business Partner to the RA. The.
Business Partner is move to the Assigned Business Partner section.

DeTonan sins Prin)csrStony sotam Assis
Business Partners section, and then dick (the Unassign button).

Test For 25208 OWaSCHTrangrsa Fe 11s2023.500050 000802
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Image: Update RA Organization (Relationship) Screen
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14. Click/ Pe (the Programstab)toassigniunassign programsto the RA.

9 (tte) Olyprogram tht hav booassgneto to users SOA By FNSwi ily.

Toate. Ft 2.2550 SWBSCH Trang -Prsremy Fe 201s2023.05 00050 000803
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Image: Update RA Organization (Programs) Screen
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15. Click (theSelectbutton)toselecttheProgramunderthe AvailableProgramssection.In this
example, the Summer FoodService Program i select.
Image: Update RA Organization (Programs) Screen
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16. Click (the Assignbutton)to assign the selected programto the RA. The program is.
‘moved to the Assigned Programs section.

ED ue Tounmsionrgrams cs thStct tony slthi rogram om
asgned rogram scion. and hn cis oe Unasign ony.

Image: UpdateRAOrganization (Programs) Screen
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17. Click| Mssslasecis (the Miscellaneous tab) to enter information, such as identifiers, for thea

rmomenpeanPE
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Image: UpdateRAOrganization (Miscellaneous) Screen
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18. As required, completelreview the following fields:

RAFIPS Coder o unique code hal s assigned 0 he recipient
bgency by the Federal goverment.

ample:
piszs

omerRAO oniicaton number Tal SOAS Use To ory Te
dente) Ris inother systems.

ample:pers
5 rormber (erate [0 Saonal Gentication umberhat SOASaTo
RA idenier) entyRAs inother systoms.

(Note)The ID Number fied nthe
fo Alternate RA Identifiersection is

optional. This field is avaiable for SOAS
{0 enter an atemato D for the RA if
necessary. i hs example, the fd is
lef blank.

19.  RetumtoStep7.
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Image: Update RA Organization (Miscellaneous) Screen
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20. ifnecessary,cick|S355 (theStatustab)tochangethestatusoftheRA.
Image: Update RA Organization (Status) Screen
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21. Click| (the Inactive checkbox) to change the statusofthe RA.

® (Note) If L_ (the Inactive checkbox) is selected, deselecting will make theRAactive. Also, the
ato from the Inactivated On fis wil be cleared automaticaly, as the organization s no
longer mactve.

22. If necessary, enter any business reasons for active/inactive change in the Comments field. In
this example, Inactivated from 2/7 is entered.

® (Note) When (the Inactive checkbox) is checked, the Inactivated On field is aulo-populated
with tho ate the organization was macivated. Ths fiek is not edtable.

23. RetumtoStep7.

Image: Update RA Organization (Status) Screen
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24. Cick [S554] (the Submit button) to update the RA record.

6D (ote A contimaton massage islys: Business Pano 000Kupdatedsuccess.
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Image: Update RA Organization (Status) Screen
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25. The transaction is complete.
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ere
Updates to the RA organization were made in WBSCM, which may include changes to the address
information, assigned national warehouse(s), ship-to location(s) andior program(s), optional identifiers
for the organization, a5 wel as aciaton or inactionofthe RA organzaton.

TeyFw owWasoMTangri e0102025AS00050 030815




