WBS( M A Work Instruction
l J Maintain RA Delivery Periods and Order Lead Time

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 number of days prior to 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 available to the RAs and to set lead time for each commodity group.

Process Trigger

A commodity was added to the domestic catalog. An SDA/ITO 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 RA must 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 below to complete this transaction:

. Select Operations tab @ 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 R/O/C acronyms in the fields 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 Portal Navigation course for tips on creating favorites, performing searches,
etc.
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PROCEDURE

1. Start the transaction using the following Portal path: Operations tab @ Order Processing tab 9
Catalog Maintenance folder & Maintain Direct-Ship Delivery Periods link.

Image: Maintain Direct-Ship Delivery Periods Screen

Home Operations. Admn Reports Help

Order Ci Recall
Operatiens > Order Processing = Cstalog Msintenance > Msintsin Direct-Ship Delivery Periods Full Screen | Options «
Fils Uploads/Downloads o . . i .
Gatalog Mainienance Welcome to Maintain Direct-Ship Delivery Periods
Piease filter the Dafivery Pericd results using the selection fields below.
Display RA Catalog Dataz are formattad a5 MDD/ YYY
Search / Filter Delivery Periods |
Catalog Program: & | () ®
Cammadity: [ (] w
Entitlzment Management Froduct Description: <& | ] &
Shipment Receipts FromDate: < | lis To M »
; ToDaste: & | 5] To g
S0 Bckery Cefency Order by Date: 9 lig] To & 2
F Saarch / Filter | | Reset
2. Click « (the Hide Navigator arrow button) to minimize the Portal menu. Note that this can be

done on any transaction in WBSCM.
Welcome to Maintain Direct-Ship Delivery Periods

Home | Operations | Admn Reports Help

Order Processing  Complaint Administiation  Recall Administation
Operaticns » Crder Processing ™ Catalog Mairtenance ™ Mairtsin Direct-Ship Delivery Perioda Full Screan | Opfions
Welcome to Maintain Direct-Ship Delivery Periods
Plaaze fiter the Daivery Paried rasults using the salacton fickds below.
Dates sre formaited as MMDO/TYYY

Search | Filter Delivery Periods [=]
Cstslog Frogram. & " >
Cemmadity. ) >
Product Desoriptor: & =3
e Y — Y —
L — O —
Order by Dste. & (15 [ ®s

\F Search { Filier || Reset
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3. As required, complete/review the following fields:
Field R/O/C Description
Catalog Program R The program associated with the commaodity.
[Example:
ICSFP
Commodity R A Commodity is a substance that is bought or sold

on a commercial basis, or is used, consumed, or
created in production. It is usually identified by a
humber identifying its master record.

[Example:

100127
Product Description |0 Information used to characterize a material.
JFrom Date O Beginning date.

@ (Note) Users can enter a single date or
a range of dates. Enter end date of

range in the
1EA42E9629D548D187FD88222DES5
65B61DAE25139534354BB63324476A
7DOBCTo
field.1EA42E9629D548D187FD88222D
E5565B61DAE25139534354BB633244
76A7D0OBC

To Date O Ending date for specifying a delivery time period.

@ (Note) Users can enter a single date or
a range of dates. Enter end date of
range in the
1EA42E9629D548D187FD88222DE55
65B61DAE25139534354BB63324476A
7DOBCTo
field.1EA42E9629D548D187FD88222D
E5565B61DAE25139534354BB633244
76A7D0BC
Order by Date O Last date to submit orders for the corresponding
Delivery Date.

@ (Note) Users can enter a single date or

a range of dates. Enter end date of
range in the
1EA42E9629D548D187FD88222DES5
65B61DAE25139534354BB63324476A
7DOBCTo
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Field R/O/C Description

field.1EA42E9629D548D187FD88222D
E5565B61DAE25139534354BB633244
76A7D0BC

@ (Note) Refer to the Wildcard and Matchcode Searches Job Aid for tips to search for or select
values from a list,

Image: Maintain Direct-Ship Delivery Periods Screen

Home Operations Admin Repoits Help

Order Processing  Complaint Adminisiation  Recall Adminiskation
Operaticns » Crder Processing ™ Catalog Mairtenance > Mairtsin Direct-Ship Delivery Perioda Full Screan | Opfions
Welcome to Maintain Direct-Ship Delivery Periods
Plaaze fikter the Daivery Paried rasults using the salacton fickds below.
Dates sre formaited as MMDO/TYYY

Search ! Filter Delivery Periods

=]
Catslog Frogram. & |CSFP (] >
Cemmadily. 100127 a 4
Product Descriptor: & =
FomDate: @ [ 10 o[ me
ToDee @ 1M [ me
OderbyDae & [ 1 wl[___ ms

F Sesicn ( Fier || Reset

4, Click (the Search / Filter button) to perform the search. All available delivery
periods that match the selection criteria will display.

@ (Note) Delivery periods for a commodity are created by FNS; SDA/ITO Order Managers cannot
create new delivery periods.
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Image: Maintain Direct-Ship Delivery Periods Screen

Home Operations

Admin

Repors Heip

Order

Fecal

Operations > Order Frocessisg > Cawiog Nartenance > Maintain Divec-Sbip Delvery Periods

Full Sceen || Ogtions ~

~
imodity Delmery Periods by Program
s Seiectall
View: (5309378 Vanf - S |
Selkdt Program  Commedily Froduci Desciipton  FromDaie ToDawe ommi:f
[m) CSFP 100127 EBEEF CAN-24/24 OZ 0OC1201€ 06152018 00012013 IT
m] CSFP 100527 BEEF CAN-242{ OZ (6/132016 067202018 (06A0V2018
[N} CSFP 100127 BEEF CAN-24/2¢ OZ Q7012018 OT/IN2010 06012018
| CSFP 100127 BEEF CAN-24/24 OZ C7/13201€ 07/31/2018 (06/0%2013
[l CSFP 100127 EEEF CAN-24/2¢ OZ COO1201€ 00/152018 064012013
[l CSFP 100127 BEEF CAN-2426 0Z (2182016 027212018 08012013
[l CSFP 100127 BEEF CAN-24/2¢ OZ (012010 08152010 00012010
0 CSFP 100127 EEEF CAN-24/24 OZ CO/13/2018 00202018 (064012015
[l CSFP 100827 BEEF CAN-2424 OZ 10012018 10/152018 07263018
[l CSFFP 100127 BEEF CAN-24/2¢ OZ 1011312010 103172010 077222010 | w|
[T Submit Celissry Fasecs |
Maintain Lead Times
\iew; | [Siandard View] I~ 2
PIQ/EM  Gommodty Group  Lead Tma Lays =)
CSFP CEREAL 1]
CSFP DARY of
CSFP FiSH of
GSFP FLOUR 0
CSFP  FRUMS 2}
CSFP GRAINE 2 v
5. In the Commodity Delivery Periods by Program section, perform one or more of the following:

If

The user wants to select all delivery periods

Then

Click -1 Selectall | o Select all button)

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

The user wants to deselect all delivery period(s)  Click | L) De-Select all | (the De-Select all button)

The user wants to unselect specific delivery

period(s)

Click ¥l (the checked box icon) next to the line
item

Q (Note) SDA/ITOs determines which delivery periods will be available to their suborganizations.
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Image: Maintain Direct-Ship Delivery Periods Screen

Homa Oparations

Order F

Admin

Repots  Halp

Racal Adriais

Operations > OrdorFrocessieg > Catolog Nartenanco > Mantsin Drect Ship Daluay Farioés

Full Scan || Options +

A
Commodity Delivery Periods by Program

[[TD=Eestall]

Vhewr: [Snderd View] ~ 2

Sshket Progam Cemmedity Froduct Desoripton  FromDate ToDak  OrdorData )

W CSFP 100127  BEEFCAN-24/260Z (601208 08152018 oaomms[ |

M CSFP 100127  BEEFCAN-242¢0Z 00102010 00302010 0GOI2018 | |

Wl CSFF 100127  BEEF CAN-24/24 02 070112016 07452018 06032018

M  CSFP 100127  EEEFCAN242:0Z 07132016 07312018 06012015

M CSFP 100177  BEEFCAN-24200Z (£C12018 0252018 CEO1I018

Wl CSFP 100127  EEEFCAN-24240Z (810010 08312010 00:012010

M CSFP 100127  EEEFCAN-242¢0Z CO012016 00452018 060472013

Yl CSFP 100127  EEEFCAN242(0Z CO/32)16 00302018 064012013

M  CSFP 100127  BEEFCAN-242¢0Z 10012010 10452010 077202015

Wl CSFP 100127  BEEFCAN-242:0Z 10181216 10312018 07222018 5]
& Suomn Delwery Feseds |

intain Lead Times

View: [S9ndard Viaw] |-l 5,

PicgiEm  Commodiy Gioup Lead Time Dags =/

CSFP  CEREAL 1)

C3FP DARY o

CSFP FISH ol

CSFP FLOUR of

CSFP FRUTS 2

CSFP GRAINS 2} v

6. Click L=l Submit Delvery Periods | (the Submit Delivery Periods button) to apply the selected delivery
periods to all assigned RAs.

Q (Note) When changes are applied, the message Data was saved successfully! displays at the
top of the screen.

Image: Maintain Direct=-Ship Delivery Periods Screen

Homa | Opegtions

Admin

Reports Help

Order

.

Comelei

Selkat Program  Commedily  Product Descripton  From Daie

L[5 Submit Deliery Faneds |
Maintain Lead Times

CSFP 100127
CSFP 100127
CSFP 100127
CSFP 100127
CSFP 100127
CSFP 100127
CSFP 100127
CEFP 10027
CSFR 100127
CSFP 100127

EEEF CAN-2424 OZ 06012018
EEEF CAN-2024 0Z  CB/1312016
BEEF CAN-24/2¢ OZ 07012018
EEEF CAN-24/24 OZ C7/18.201€
BEEF CAN-24/24 OZ (C@.0112018
BEEF CAN-24/2¢ OZ  (RNEI2018
EEEF CAN-24/2¢ OZ CQC12010
EEEF CAN-24/2¢ OZ Co/13201€
BEEF CAN-24/2¢ OZ 10012018
EEEF CAN-24/24 OZ 101102010

Operatons > Order Frocesseg > Catsiog Nareenance > Maniain Dreck-Seip Delvery Fanos

ToDak O Date =
DB/152018 0B/0120153 [:]
08302018 06012018
0TIA2N0 06012015
073172018 081032013
08152018 (6012013
08212018 064012018
081152010 00012010
087202018 0E042018
10152018 07267018
10312010 (7222010 |3

Full Scsan || Optians »

~

View: | [S1andard aw] I

2

Piogiem  Commodly Group  Lead Time Days =

CSFP
czFp
CSFP
CSFP
C5FP
CSFP
csFP
cerp
csep
CSFP

CEREAL
DARY
FISH
FLOUR
FRUTE
GRAINE
Juce
MEAT
MisC
OIS

[TE Submit Lead Tme

1
o
0
o
2}
21
I
0
2
o

=l
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Work Instruction

Maintain RA Delivery Periods and Order Lead Time

7. In the Maintain Lead Times section enter the number of Lead Time Days for the appropriate
Commodity Group. In this example, a lead time of 5 days was entered for the FISH.

@ (Note) Lead time is entered as a number of days in advance of the date orders are due to FNS

for a delivery period. This gives the SDA/ITO additional time to review and consolidate orders.
For example, if orders are due to FNS on 10/1 and the SDA/ITO has set the Lead Time Days at
5, the RA must submit their order to SDA/ITO no later than 9/25.

Lead time is always set for the commodity group—not a specific commodity; for example, all
“MEAT” would have the same lead time.

Image: Maintain Direct-Ship Delivery Periods Screen

Homa Operations

Admin  Repots  Help

Order

e f=raas Reosk Admini

Operatons > OrderFrocesseg » Cataiog Nartenance > Mantain DreckSeim Delvery Famns Full Sceean || Options »

Sekat Pogam Commedity Froduct Desciiption  FromDaie  ToDake Order Date ‘7

vl
5]
M
w
5
152
w
15
%
M

CSFP
CSFP
CSFP
CSFP
CSFP
CSFP
CSFP
CSFP
CSFP
CSFP

~
100127 BEEF CAN-24240Z COO12010 DO/152010 00K012010 | |

100127 EEEF CAN-24/24 OZ (06132018 08202018 (6012013
100137 BEEF CAN-24/2¢ OZ 07002018 O7TA52018 064012018
100127 EEEF CAN-24/2¢ OZ (7102010 07/31/2010 00/012010
100127 BEEF CAN-24/24 OZ CO012016 08152018 (06/012013
100127 BEEF CAN-24/2¢ OZ (8182018 08212018 06011018
100527 BEEF CAN-24/2¢ OZ 0COO12010 DRAN2010 06032010
100127 BEEF CAN-24/24 OZ (Ce1312016 08302018 06/012013
100127 BEEF CAN-24/2¢4 OZ 1000112018 10/152018 (072672018
100127 BEEF CAN-24/2¢ OZ V182010 10312006 07/222018 | w|

= R )
Maintain Lead Times

“View| [Sandard Vian] |+ o

Program
oSFP
CeFP
CEER
CSFP
CSFP
CEFP
GSFP
CSFP
C3FP
CsFP.

Gommodry Group  L2ad Tim2 Cays:

CEREAL
DAIRY
FISH
FLOUR
FRUITS
GRAIRE
JUIcE
MEAT
MisC
OiLs

1
<
5
o

I3 Ssbnit tead Tame | v

8. Click L=l Suemittead Tme | (e Sybmit Lead Time button) to apply the selected lead time to all

assigned RAs .

ﬁ (Note) When changes are applied, the message Data was saved successfully! displays at the top

of the screen.

9. This transaction is complete.
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RESULT
An SDA/ITO Order Manager selected delivery periods and entered lead time for all assigned RAs,
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WBS( M A Work Instruction
l J Maintain RA Entitlements

Purpose

The purpose of this transaction is for a State Distributing Agency (SDA) Organization Administrator (Org
Admin) to maintain entitlements for active Recipient Agencies (RAs) in WBSCM by downloading a
template and then uploading an updated version of the entitlement data file. For an inactive RA, existing
entitements can be changed, but no new entittements can be created.

Maintenance activities can be performed by:

1. Manually entering entittement budget information for the current year.
2. Uploading an entilement data file to WBSCM using a new data file or one that is created from a
download of the previous year's entitlement.

The following programs require maintenance of RA entitlements:

TEFAP - The Emergency Food Assistance Program
NSIP - Nutrition Services Incentive Program

NSLP - National School Lunch Program

SFSP - Summer Food Service Program

CACFP - Child and Adult Care Food Program

Use the RA Entitlement Budgeting by Program Job Aid for a list of field definitions and portal paths for
each of these programs.

Process Trigger

Perform this transaction when entitlements need to be updated in WBSCM. Entitlement programs are
most often updated based on a yearly schedule. Program entitlements are based on different year
calculations:

. Calendar year (CY) - TEFAP
o Fiscal year (FY) - NSIP, SFSP
. School year (SY) - NSLP, CACFP

Prerequisites
o FNS must have previously assigned an entitlement budget to the SDA.
Portal Path
Follow the Portal path below to complete this transaction:
o Select Operations tab @ Order Processing tab 2 Entitlement Management folder & SDA

Entitlement Budgeting for (Program) link to go to the SDA Entitlement Budgeting for (Program)
initial screen.

ﬁ‘ (Note) The link will 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

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
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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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Maintain RA Entitlements

PROCEDURE

1. Start the transaction using the following Portal path: Operations tab & Order Processing tab &

Entitlement Management folder.

2. Perform one of the following:
If
The user needs to upload CACFP entitlement data

Then
Select SDA Entitlement Budgeting for CACFP.

The user needs to upload NSIP entitlement data

Select SDA Entitlement Budgeting for NSIP.

The user needs to upload NSLP entitement data

Select SDA Entitlement Budgeting for NSLP.

The user needs to upload SFSP entitement data

Select SDA Entitlement Budgeting for SFSP.

The user needs to upload TEFAP entitlement data

Select SDA Entitlement Budgeting for TEFAP.

@ (Note) This work instruction uses NSLP as an example; however, the steps provided apply to all
programs. Use the RA Entitlement Budgeting by Program job aid for a list of field definitions and
portal paths for each of these programs.

Image: SDA Entitlement Budgeting for NSLP Screen

Home Operations Agmin Feports ==p

Order Processing

Sie Usoads Daanioads
Cstsiog Msinterance
Crder Manzgamant
Ensfemert Maragem=nt
‘SDA Enftiermant Sudgatng for CACFP

Variabls Entry

Avalable Vanants: Show \Naradie Personal@aton
General Variables

Varizbles*

SDA Enttiemen: Budgetng for NSIF

+ SDA Enftioment Budgeting for NSLP

SDA Enttievent Budgetng for SFSP
SDA Enstiomant Budgstng for TEFAR

Srovent Receots

NV Deivery Caiendar

3. Click * (the Hide Navigator arrow) to minimize the navigation menu as necessary. Note that
this can be done in any screen in WBSCM.
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Image: SDA Entitlement Budgeting for NSLP Screen

Home Operations Acmin Fepots H=p
Order Processing
Operatiors = Order Processing > Enttlement Management > SOA Entileman: Budgeting for NSLF Full Screen | Ot
Variable Entry
Avatable Vanants: [Save |[Saveds | [Daiie | Show \izriabis Persoralzation
Geaeral Variables
Variatle*” Current Selection Descrigtion
*  Program yesr (=]
Crece
4, As required, complete/review the following fields:
Field R/O/C Description
Program year R Year when the customer will be able to use the funds
allocated for the specific program.
|[Example:
2020

@ (Note) The program year may be a fiscal year, school year, or calendar year, depending on the
program.

5. Click (the Check button) to determine if the value entered in the Program Year field is
valid. WBSCM defines the year as a four-digit number between 0 and 9999. An error is displayed

if a value is entered outside of the expected range.

6. Click (the OK button) to view the entitlement budgeting.
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Image: SDA Entitlement Budgeting for NSLP Screen

Hove Operations Aom ecc Help
Order Frocessing
Operatiors > Order Preoessing > Enttement Management > SDA Entiverent Sudge: P Fi =

NSLP Entidamant B

A -
Retesh |[Re-Caicuizee |[Save |[Unco | [Upioac | [ Downioad | [Mantain | New Record |
Mesi Rale™  FNS Meal Rate Adj®
BF E0A Enttiement Pragram® Programyear + 5 :
TXOepl.of NSLP  NATIONAL SCHOOL LUNCH PROGRAM 2020 12755 ) 00K
Meai Courts, 60% of Meal Estmated  Total - Vea S vaue® Enttement &g, *  Enttlament Casn'CLOC Meal Count®'  Previous ¥e
Aotz Haosher ncreasz Neal Sount Sub-Total Pre-Yr Actual Carry-Over
35 SDA = S EL =4 5 3 s s EA =3
T Dept. of
Meal Count  Inival Allonatad B Amt Acjustmant netaean Rés  DOD Fresh  Fnal Commocity Entelamant
£a s s
Snitemant 10 SDA by FNS
Shstiementto RA by SDA
SDA Erttiomant Unsliocated
Meal Count®'  Ent Arvt Distriouted per Meal Count®s  Adjostment batween RAs Final Commedty Entremant®
Business Parrer 4 EA 3 s 5
-
»

7. Perform one of the following:
If Then
The user needs to return to the search screen Click [Refresh | (the Refresh button).

The user needs to include any RAs that may not be gjick (the New Record button) to
displayed display newly entered RAs.

The user needs to enter entitlements manually Go to Step 8.

The user needs to create a new upload file by Go to Step 12.
using previous year entitlements

The user needs to upload the entitlement for one or Go to Step 22.
more RAs for the current year by uploading a file

Image: SDA Entitlement Budgeting for NSLP Screen

= Operations Admin Serocts Help

Ordor Processing

Operations > Ordar Procsssing > Enttement Management > SDA Enttisrent Sudgeting for NSLP oon -
’
Ratesh || Re-Calcuizte | [ Save | [Undo | [Upioad | [ Dawnioad | [Mantain | [ Naw Record |
Vesl Ratet  FNS Meal Rate Az
BPSDA®  Enttieman: Programs Program year « $ 5
TX Dept. of NSLP  NATIONAL SCHOOL LUNCH PROGRAM 2020 02755 0.0000
Mas Courts,  B0% of  Maal Estmatad Total . VealSValuet  Cntifemertlat  Erttleman:, CzznCLOC | CazhCLOC meslz | MeaiCeunt'  Pravious ve
Attua Kosher ncrease Meai Count Sub-Total Fre-yrActual nt tor SDA Ad) Carry-Over
52 SDAs = A EA =18 3 3 s s EA EA

MaaiCount  Initial Aliocatad Ent. Amt.  Adjustmant betwean RAz  DOD Frezh  Final Cormadity Enttlamant

EA s 3

Enstamant to SDA by FNS

Enstamant to RA by S0A

S0A Enttiement Unalioc

Mzal Count®s  Ent Amt Distriduted per Mesl Count®*  Adjuctmert botwean RAz#¢  DOD h*  Final Commedity Entifemant®

Buzinass Partrar 2 EA s s 3
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8. Click (the Maintain button) to enable edit mode to enter entitlement details.

). ___; (Note) Use [New Record | (the New Record button) to add an entry for every active RA who
has the program assigned (from Organization Maintenance) and does not already have an

existing entry (for the given program / year).

! _.—a (Note) The (the Maintain button) allows users to modify existing entries for both
active and inactive RAs.

Image: SDA Entitlement Budgeting for NSLP Screen

~ome Operations Aomin Reports Hep
Oroer Frocessing
Operations > Order Preoessing > Enttement Management = SOA Entterent Sudgelng for NSLP Fuli Screen | Opions »
’
MSLP Sntidemant Sucgat for RA -
[ Refesh |[ Re-Calcuizte |[ Save |[ Unco |[ Uploac | [ Download | [ Mantsin | [ New Record |
MesiRate®*  FNS Mesl Rate Ad*
BPE0A*  Enttlament Pragram* Program yesr & 5 B
TXDept.of  NSLP  NATIONAL SCHOOL LUNCH PROGRAM = 2020 02755 0.C000
MesiCourts, | €0% of,, Wesl Estmated,, Total .. WVesi3Vsluet  EnifementAdit’  Enttlement, CasvCLOC ,, CeshiCLOC mesls . MealCountt'  Frevious Ve
Aotz Wogher  Inareaza Nea! Count Sub-Total PraNrActusl|  AugCeuntjor SDA A Carry-Over

= 3 s S EA EA

27 SDAs EA EA EA EA 3

MealCount  Initisl Allocated Ert. Amt. Adjustment between RA= DOD Fresh  Final Commadity Enttlamant

EA s s

Castemant o SDA by FNS
Enstementto RA by SDA
SOA Erttiement Unsliocated

WMsal Count®”  Ent Aret Distriouted per Mozl Count®*  Adjostment batween RAz#*¢  DOD Frezh®  Final Commedity EntZamant®

9. As required, complete/review the following fields:
Field R/O/C Description
Meal Count R he number of meals expected to be consumed

uring the entitlement budget period.

(Note) Meal Counts to RAs by SDA
cannot exceed amount allocated to
SDA by FNS.,

Adjustment between |0 Adjustment amount for all RAs assigned by an
RAs SDA.

[Example:
0.00

Q (Note) This amount is the amount

S moved from one RA to another, The
amount cannot exceed the amount
allocated to SDA by FNS,
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Field R/O/C Description

DOD Fresh O he amount of the entitlement that has been
llocated to spend on the USDA DoD Fresh
rogram,

xample:
2250.00

Q (Note) This amount is subtracted from
LS the total available entittement to be
used in WBSCM. DOD Fresh is an
editable field for NSLP only.

Q (Note) USDA DoD Fresh is a program

T 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.

_'1 _.»; (Note) Each line represents an RA. The fields listed above should be populated for every RA
receiving entitlement funds for the current year.

Image: SDA Entitlement Budgeting for NSLP Screen

Order Processing

—y T
= | [Save | [Undo | [Uplozo |[ Downiozs | [Wainian | [Tew Reco

Meal Rata®*  FINS Mesi Rae=AGH
BP S0A® Entitiement Programs Progiam year s 3 3
TADeot.of NSLP NATIONAL SCHOOL LUNCHFROGRAN 2020 0.2753 0.0900
MeaiCounts, 00%of, ~ MealEstivated, Tota e Meal3 Yalier EnttlemaniAdj.#*  Eniitement, CashiCLOC | Cash/CLOC meals «s Meai Countt' PreviousYi
Actusl “osher  Incresse Mesi Count Sub-Totsl Pre-Y1 Actual Avg.Count for SDA A Cary-Over
5P SOA* E4 EA EA EA 3 3 3 5 ZA EA

oy > _______________________________________________|

Meal Count ritsl Allocated Eni. Amt.  Agjustment between RAs = DOD Fresh  Final Commodity Entitement

== s s
Ensternent to S04 by FNS
Sntement i RA by SOA

SDA Entitiemert Unallocated _

Mazal Count*s  Ent Amt Distributed por Maal Count**  Adjustmant batmsan RAz#*  DOD Frech*:  Fina! Commodiy Entitiamant®

Buziness Parirer & EA s 3 3

10. Click [ReCetouate | (the Re=Calculate button) to update the tentative entittement budget based on
the changes made. Re-Calculate updates the Ent Amt Distributed per Meal Count and Final
Commaodity Entitlement columns. In addition, the totals on the yellow highlighted Result line
are re-calculated based on the changes made. Scroll down to view the totals line if it is not
visible.

(Note) Depending on the number of Business Partners listed, it may be necessary to
navigate to the last page of records to view the totals.

o9

3. (Note) The Re=Calculate button does not save changes; it shows the results of changing
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entitlement budget figures.
1. Perform one of the following:
If Then

The user needs to reverse changes made during  gjick (the Undo button)
re-calculation ’

The user needs to save changes made using the Click (the Save button)
re-calculation option

The user is finished maintaining entitlements Go to Step 31.

Image: SDA Entitlement Budgeting for NSLP Screen

move Operations Agmin Feports ==p

Order Processing

Operatio > Enttleresi Management » SOA Erttiemant Bucgeting for NSLF creen | Options ~
’
NSLP £ Budge A -
Rafach Calouizte | [ Save | [ Undo |[Uglcad |[ Download |[ Mainizin | [ New Record
Mazl Ratas FNS Viaa Rase Acy®
SPCSOA®  Enttlemant Pregram® Frogran year s s
TADept.of NSLP  NATIONAL SCHOOL LUNCH PROGRAM 2020 0.2766 0.0000
Maa Courts,  B0%of_  MealEstivated,  Tots . MealS Vst  EntilemsnAdj*c  Sniflement, CashiCLOC | CashiCLOCmaals . Meal Courth!  Pravicus ¥
Actual Xosner Incrazse Meal Count Sup-Toral Pre- VT ACA Avp Gount for SDA Ay Cary-Over
SPSDAs EA EA EA EA s s $ $ EA EA
TX Dapt of

D Fresn | Final Commooty Entibement
5
Enwtement to S0A by FNS
Enstiement to R4 by SOA

S04 Enttiement Unalocsted

Mea! Count Ent Amt Distributed per Vsl Count? Adjustmen! betaeen RA=S DOD Frash* Fina! Commodity Entitement®

Business Parirer & EA 2 3 3

12. Click (the Download button) to go to the Bl-Integrated Planning: File Download

screen.
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Image: Bl-Integrated Planning: File Download Screen

E‘E;' Ei-Integrated Planning: File Download

Data Selection

Entar the selection criteria for your downltoad. This selection will be locked temporarily untl the downlozd Is completad.

* Program year: # 2T 2z

Format Selection

File Format  Text (Tab delimitad) ~

Download

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

Field R/O/C Description
“ Program Year R ear when the customer will be able to use the
nds allocated for the specific program.

xample:
019

(Note) In this example, the year 2019
was used to update year 2020.

14. If necessary, click “ ' (the drop-down arrow for File Format field) and select the appropriate
option. In this example, the defaulted Text (Tab delimited) option is kept.

@ (Note) The File format options are:

Text (Tab delimited)
Text (Fixed length)
Text (CSV)

XML
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Image: Bl-Integrated Planning: File Download Screen

"i(" Bi-Integrated Planning: File Download

Data Selection

Enter the selection criterla for your download. This selection will be locked temporarily until the download is completed

* Programvyear: 4 (2019 ' To e

Format Selection

File Format: | Text (Tab delimited)

Download

15.  Click “®"°*| (the Download button) to download the entitlement budget data.

16. Review the messages at the top of the screen. If error messages appear, the download did not
occur. Review the error message for recommended actions before trying again. Contact the
WBSCM Service Desk with any questions.

Image: Bi-Integrated Planning: File Download Screen

AP S . D3
SR Bl-Integrated Planning: File Downl m
(@ USDA ENT DOWNLOAD NSLP SDA executad

Format Selection

records read, 0 ge =d, 0 changed, 0 del.

v
File Format: | Text (Tab delimitad) | Open File | | Save File ) FIL_SDOWN CACF e A without errors

File Preview

View: [Standard View] v | | |Print Version | | Export s/

Entitlement Fmg'an‘ FY"E!A')\ year Business Partnar Ent Meal count entitlemant between DoD- Frash
NSLP 2019 4001181 0.00 .00

NSLP 2019 4001987 0.00 0.00

NSLP 2019 4001994 0.00 500.C0
NSLP 2019 4002423 200 Q.00

NSLP 2019 4003287 0.00 94356
NSLP 2019 4003684 000 .00

NSLP 2019 4003044 0.00 0.00

NSLP 2019 4004092 0.00 Q.00

NSLP 2019 4004105 0.00 0.00

NSLP 2019 4004630 000 0.00

NSLP 2019 0.00 0.00

NSLP 2019 0.00 0.00

NSLP 2019 0.00 0.00

NSLP 2019 000 0.00
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S Fi
17. Click : (the Save File button).

. . . Export
(Note) In the File Preview section of the screen Xport v (the Export button) can be used to

download entitlement data in a spreadsheet compatible version. This version cannot be
uploaded.

18. Open the downloaded file in Excel.

Image: Microsoft Excel Screen

AuteSave @ 0D [F] £ ~ = SAP_BEX_FILE_ DOWNLOAD et ~

File Hc£ Insert Page Layout Formulas Data Review View Help - Comments & Share

L‘;‘,_‘ A Calibri J A A ’? General v E Conditional Formatting v E nsert v > v Iv~

= = & ~ $ v % 9 | FZiFormatas Table - B Delete ~ | [T~ P~
gt 03 B I U |iFe| v A ‘ o -
& = = - = = B L [ el styles~ ft] Format v &
Clipboard & Fort & Alignment & Number & Styles Cells Editing Sensitivity ~
- f‘ -~
A E c ) E F G H I J K L (2]
1 Entitlement Program Program year Business Partner EniMeal count Entitleme DoD- Fresh
2 NsLP 2019 4001181 o 0
3 NSLP 2019 4001587 0 0
4 NSLP 2019 4001934 0 500
5 NSLP 2019 4002423 o 0
6 NSLP 2019 4003287 0 94356
7 _NSLP 2019 4002684 o o
8 NsLP 2019 4003544 0 0
9 NsLP 2019 4004032 o 0
10 NSLP 2019 4004105 ] 0
11 NSLP 2019 4004630 o 0
12 NsLP 2019 4005487 o o
13 NSLP 2019 4005942 o o
14 NsSLP 2019 4009261 o 0
15 NSLP 2019 4009362 0 0
16
17
18
19 L
20
71.] - - - - - - - ‘I;,
| SAP_BEX_FILE DOWNLOAD | ® [«I ]

rReacy @ EH ] ] -—a— 100%

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

Field R/O/C Description
Entitlement Program  [R The acronym for the entitlement program.

[Example:
INSLP

Program Year R Year when the customer will be able to use the
funds allocated for the specific program.

xample:
020
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Field R/O/C Description

Business Partner O umber or Name assigned to State Distribution
gencies (SDAs), Indian Tribal Organizations
ITOs), Co-ops, and Recipient Agencies (RAs) in

(Note) In this example, the Business
Partner is displayed as a number and
applies only to the RA.

Ent Meal count O The number of meals expected to be consumed
during the entitlement budget period.

[Example:
42,000.00

Entitlement Between |0 The total amount of entilement dollars assigned to
RAs by an SDA.

[Example:
0

@ (Note) This amount is the amount
moved from one RA to another, The

amount cannot exceed the amount

allocated to SDA by FNS.

DOD Fresh o] The amount of the entitlement that has been

allocated to spend on the USDA DoD Fresh

program.

[Example:
0

@ (Note) DOD Fresh is used for NSLP,

SFSP, and CACFP. Entitlement
allocation for SFSP and CACFP is
performed via file upload.

@ (Note) USDA DoD Fresh is a program
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.

@ (Note) Update the document to reflect selected year funding for each RA.
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20.

21.

Image: Microsoft Excel Screen

AutcSave B B« e SAP_BEX_FILE DOWNLOAD.xt ~
File ﬂ Insert Page Layout Formulas Data Review View Help ! Comments & Share
L:Jﬂ 251 Calibri J1 ol A f E %’ 2'(" General v Ffandmcnai Formatting v Eihi?ff v IR 57*
i [D v = — E ~ $ v % L B Format as Table ~ 3% Delete ~ &~ )O >
“«ﬁe & B2l i gt = 5= | $- b =N [ Cell Styles ~ [E]Fomaty | £~
Clipboard & Font 1] Alignment 1~ Number 1] Styles Cells Editing Sensitivity ~
> I A
A B g D E F G H I J K L (=]
1 Entitlement Program Program year Business Partner Ent Meal count Entitleme DoD- Fresh
2 NSLP 2020 4001181 0 0
3 NSLP 2020 4001987 0 0
4 NSLP 2020 4001994 0 500
5 NSLP 2020 4002423 0 0
6 NSLP 2020 4003287 o 0
7 NSLP 2020 4003684 o [
8 NSLP 2020 4003944 0 0
9 NSLP 2020 4004092 0 0
10 |NSLP 2020 4004105 0 0
11 NSLP 2020 4004630 0 0
12 NSLP 2020 4005487 o0 0
13 NSLP 2020 4005942 0 ]
14 NSLP 2020 4009361 0 0
15 NSLP 2020 4009362 0 0
16
17
18
19 ||
20
21 | 'l
SAP_BEX FILE DOWNLOAD ‘ ® [T |
Ready [@ #H E [ —+ 100%

Click (the Save icon) to save the file 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.

Click (the Close button) to close the data file and return to the NSLP Entitlement Budget for
RA screen,

@ (Note) If necessary, close the BI-IP Integrated Planning: File Download screen.
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Image: SDA Entitlement Budgeting for NSLP Screen

sore Operations Adin Feowts Hp

Order Processing

ittiement Management > SOA Entiiemani Budgetling for NSLF Full Screen | Options v

| Refesh || Re-Caculme || Save || Undo | Uplosd || Downloac || Maintsin | [ New Recoxd

MeaiRata®®  FNE Measi Rade Aci*

BPSCA®  Ertlement Drogramt Progran yazr s s s
TX Oept.of MNSLP NATIONAL SCHOOL LUNCH PROGRAM 2020 0.275§ 0.0000
MeaiCounts, . 80% of,  Mes! Estivated, Toisl . Meal 3 Valuet Entitlemant Adj.# Entilement, Cash/CLOC | Cash/CLOC meals . Mesal Count® Previous Yo
Actual “ozher incraass Mgai Count Sub-Total Pre-Yr Actual Avg.Countfor SDA AL Carry-Over
BPSDA* EA EA Ea EA 3 2 3 3 EA EA
TX Dept. of

rital Allocated Ent. Amt.  Adjustment between A= DOD Fresh  Final Commodity Entiiement

$ S

Enstiement to SOA by FNS
Enstemect to RA by 30A
s

DA Enttiemert Unslocated

Meal Count®*  Ent Ant Distributad per Meal Count®®  Adjustmant between RA=#¢  DOD Frash**  Final Commodiy Entitlament*
EA

Busines: 3 s 3

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

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

‘» _.-a (Note) The upload files must reflect the following:

e Each entry must have a BP ID, program, year
¢ RA must be under the SDA
e RA must 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 available from FNS.

9

(Note) When uploading entitlements from a file, WBSCM creates new row entries if
nothing exists in the Program Year for an RA. If the file upload is a change to an existing
entry for the Program Year, the existing entry is updated to reflect the changes from the
file.

‘ _.-a (Note) Existing entitlements can be changed for an inactive RA, but no new entitlements
can be created.
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Image: Bl-Integrated Planning: File Upload Screen

==-| ',' Bi-Integrated Planning: File Upload

File Selection
Entar the file name or "browse" 10 select the file.

File Nama: No file chosan

Upload

23. Click L. (the Browse button) to locate the data file with the current year entitlement.

24, Locate and select the appropriate file to be uploaded. In this example, the file named
SAP_BEX_FILE_DO.....txt is selected.

Image: Bl-Integrated Planning: File Upload Screen

==~|',I Bl-Integrated Planning: File Upload

File Selection

Entar the file name or "browse™ to select the file.

File Name: | SAP_BEX _FILE_DO...txt

I_a

Ugload

Thursday, March 16, 2023 © WBSCM Training = Proprietary Page 15 of 19
2023-AMS-00030-F 000781



g Work Instructi
IWBS(M J Mc;inrt];irrl:cgz\ Entitlements

. Upload
25, Click (the Upload button).

@ (Note) The user located and selected the appropriate file to upload.
26. Review the upload details.

@ (Note) Review the messages at the top of this screen. If error messages appear, the upload did
not occur. Correct the issue and return to Step 22 to attempt the upload again.

Image: Bl-Integrated Planning: File Upload Screen

@ 3 s
:_.,’-" BlIntograted Planning: File Downl m e 2
(@ USDA: ENT DOWNLOAD NSLP SDA executed
File Preview @ 15 records re
1{
View: [Standard View] v| | Print Version | | Export v
Entitlement Program Program year Business Partner Ent Mesl count Entitiement between Dab- Fresh
NSLP 2020 0.00 0.0
NSLP 2020 0.00 0.00
NSLF 2020 0.00 500.00
NSLF 2020 00 0.00
NSLP 2020 0.00 943,56
NSLP 2020 00 0.0C
NSLP 2020 0.00 0.0
NSLP 2020 0.00 0.00
NSLP 2020 0.00 .00
NSLP 2020 00 0.0
NSLP 2020 0.00 0.00
NSLF 2020 0.00 0.0
Save | | Undo
Save
27. Click (the Save button).
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Image: Bl-Integrated Planning: File Upload Screen

==r BI-IP File Uploa X

AL

File Sele

Enter the ) FIL_SDOWN CACF executad without arrors

File Name: | No fite chasen !

28. Click * (the Close button).
Image: NSLP Entitlement Budget for RA Screen

Hore Operations Adin Feports =2p

Order Processing

Operstiors * Owder Processing > Enttlemen: Mansgement > SOA Ertiiemant Bucgeling for NSLF

’
NSLP Enifement Sudze! for RA
[Refazh |[ Be-Calouizic | [ Sava | [ Undo | [ Upicad || Download | [ Mainizin | [ New Racord

Mazi Ratas FNS Vea Rase Ac®

8P CSCA®  Erttieman: Pregrams Prograre year s B
T Oept.of MNSLP  NATIONAL SCHOOL LUNCH PROGRAN - 2020 0.2766
Meai Counts,, B0%of, MealEstivated, Toid ., MaalS Vatiaht  Entilement Adj CashiCLOC . CashiCLOC maals
Antual Xosner”  increase NMea Count Sre-vractiall | Avg.Gountfor SDAAQ
5P S0A = EA =4
TX Dept of

rital Allocated Ent. At Agjustmant betwaen RAS  DOD Fresh - Final Commodty Entitement

S 5
nitement to SOA by FNS

wtemeant to RA by SOA

@ mom
&

04 Enttiement Unglocated

Meal Count Ent Amt Distributed per Meal Count Adjustment betaeen RAS DOD Frash

EA 3

Fira Commodiy Entitiement®

29. Click [F=-Calei== | (the Re-Calculate button) to display the updated data.

Prasious ¥
Camy-Ouer
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Image: SDA Entitlement Budgeting for NSLP Screen

Home Operations Acmin Feports ==p
Orger Processing
Operations > Ovder Processing > Enttiement Management = SD& Entbizmeni Budgeling for NSLFP

MELP Snitamant Sudgat for 2
Re-Cacuae | [ Save | [Undo |[Upicee |[ Downioad | [ Mainizn | [New Recoo

Meal Rate

FNS Mes! Rtz Ag

BPSCAM  Erfitement Program Frogram yeara

TXDept.of NSLP NATIONAL SCHOOL LUNCH PROGRAM 2020 0.2782 0.000
Me= Counts,, 30%of,, MesiEstivated,, Tois .. M2l Valers  Entilemsnt Adj
Actual “osher increass Meai Count

3

s

En:
Sub-Total

cr=en | Ogtions
-

CozhiCLOC meals . Meal Count™ Previous Ye

Avg.Count for SDA AL Carry-Ovet

BP SDA* EA EA EA EA 3 A EA

Meal Count  Irital Allocated Eni. At Adiustment betwsen RAS
= B
Hement o SOA by FNS

nstament fo RA by SOA

womom

DOC Frasn  Final Commodty Entitemert

5

DA Erttiomant Unsloosted _

Finat Commocry Enttamants=

Meal Countt®  Ent Amt Distributed par Meal Count®s  Adjustmant batmwsan RAs®

Business Parres 4 EA s

30. Click L5222 (the Save button) to save the changes.

31. The transaction is complete.

$
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RESULT

Entitlement for the selected program year has been updated for one or more RAs, This may have
included manually entering values in WBSCM or uploading a data file to update multiple line items.
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l J Maintain Recall Notification Preferences
PROCESS OVERVIEW

Purpose

Users with the WBSCM Recall Contact role follow this procedure to update recall contact information.
Recall contacts receive a notification when a commodity is put on hold or recalled. When a recall occurs,
a user with the FNS Recall Specialist Notification role administers a recall notification that is sent to the
recall contact user. The notification is delivered according to the Recall Contact's notification preferences,
which may include:

. Email

o Telephone

. SMS (text message)
. Mobile Phone

Recall Contacts must have a minimum of two contact methods. The notification will initially be delivered
through the Recall Contact's first notification preference. If no confirmation is received, the notification will
be delivered through the second notification preference.

Access to the recall communication fields in the user profile only appear for those users with the Recall
Contact role. Other users will not see these fields displayed in their user profile.

User Administrators (User Admins) can update general contact information through the Manage Users
transaction; however, they cannot update recall contact information, which is only accessible to a Recall
Contact through the Maintain User Profile transaction.

Process Trigger

Perform this procedure to review or update recall communication methods. Users must update their own
profiles. This process is intended for the WBSCM user whose profile needs to be managed.

Prerequisites

. The WBSCM user must exist in the system.
. The user must have been assigned a USDA or SDA Recall Contact role.

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

. Select Admin tab @ Manage Users folder @ Maintain User Profile link.
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 Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.
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PROCEDURE

1. Start the transaction using the Portal path Admin tab & Manage Users folder & Maintain User
Profile link.

Image: Maintain User Profile Screen

Home Opcrations Finance Admin Reports Help

Manage Users Master Data

«
« Maintain User Profie

Admin > Manage Users > Maintain User Prcfie Full Screen | Options ~

Welcome to Maintain User Profile A
All required Selds are marked with a r2d asterisk (*)
Cates are formatted as MMIDDYYYY

My Profile Details [l

Tise ﬁ:‘

* First Name: | John

* Lest Neme.  Doe

Address

straa11 [123 Main Street | House Number ]
City: |Sgeingfielt

Region or State. [Viginia - Pesisl Cade: 12343 ]
Gountry: [UsA 1=l

Communication

Wethod Value ( Numbar { E-mall Address )

E dre lickr.dce@emsil com |

\ = s §

[ = |3

[ = Ik |

Recall Communication

MOTE: ¥ applicabls, enter phone number axiensions using format, o.g. 122 456 7980EXTA00.

Method Value ( Number ) E-mall Aadress ) Recall Contact Preference
E i lion com |Preferred Method #1 I~ &
[702-555-1234 |Preierred Method #2 [~ & )
| i ]
2, Click « (the Hide Navigator arrow) to minimize the Portal menu. Note this can be done on any

transaction in WBSCM,

@ (Note) Only users with the Recall Contact role are able to see and edit fields in the Recall
Communication section.

@ (Note) This document describes the use of the Recall Communication fields. To review
and edit other parts of the user profile, use the Maintain User Profile work instruction.
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Maintain Recall Notification Preferences

Image: Maintain User Profile Screen

Home Operations Finance Admin Reporls Help

Manage Users  Master Dala
Admin > Manspe Users > Msintain User Froflle2
1itie: v

= First Nama: [Jonn

= Lazt Nama® |Doe

Addrass

Ful Screen | Options ¥

~

Streetl” |123 Main Strast

| House Number

Reglon or Stet2: | Viginis

Fostsl Codz [12343

Ceuntry: [USA

[=

Communication
Value ( Number | E-mall Addrass )

|iohn.doe@emait.oom

li =

Meathod

\ =l

\ [=l

Recall Communication

3
|

NOTE: If spplicable, ertar phona numbser extencions using format, ¢.g. 123-456-7890EXT100

Method Value | Number / E-mali Address |

Recall Contact Preference

3.

Em john dos@emai.com | [Prefer=d Method #1 B2k |
sepho 702-565-1234 | [Preferrad Method#2 [+
\ = | S ]
Opt-out from e-mails:
NOTE. To unsubscribe from an email - Check the option below:
[ ] Order Change Noffication
] voaste
Perform one of the following:
If Then
The user needs to add a new recall communication 1.  In the Method field, choose the type of
method communication from the available list of
options
2. Enter the value in the Value (Number / E-
mail Address) field,
3. Select the Recall Contact Preference.
The user needs to edit the value of an existing 1.  Click in the Value (Number / E=mail
recall communication method Address) field for the existing
communication method.
2. Type the new value.
3. Select the Recall Contact Preference.

The user needs to change or delete an existing

recall communication method

Click L (the Trash Can icon) to clear saved
fields.

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

above.
The user does not need to make any changesto  Go to Step 4.
recall communication methods
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Q (Note) Available recall communication methods are Email Address, Mobile Phone, SMS
(Text Message), and Telephone.

Q (Note) It is critical that the user regularly maintain their recall contact information to ensure
that recall notifications are received immediately when a material has been placed on hold
or recalled.

At a minimum, a Recall Contact must select at least two recall communication methods.

The Recall Preferences allow Recall Contacts to determine the order of the method in
which recalls are communicated. Preferred Method #1 is the communication method that
is used first when products are recalled. If confirmation of receipt isn't received, the
notification will be distributed via the next preferred method.

Image: Maintain User Profile Screen

Home Operations Financs Admin Reports Help

Manage Users Master Data

- Admin > Msanspe Users > Msmtain User Froflls Full Screen | Optons v
e | -
= First Name: [Jonn ~

= Last Nama: [Doe

Address
Street! \ 123 Msin Streat | House Number
city. [Seri
Region or Stet=. |Virgiie - Fosial Code 12345
Country. [USA ]
Communication
Meihod Value { Number | E-mail Address )
AT (o coa@amatcom
[ = 3
[ [ i
[ = 3
Recall Communication
NOTE: If spplicable, enter phone number extznsions wsing format, e.g. 123-458-7890EXT100.
Meihod Value | Number / E-mail Address | Recall Contact Preferenca
Eman & 3s John doe@emal com | [Freferag metoa =1 [k |
Tekephone 703-555-1234 |[Preferea metodns [+ @
|3Ms mextMessage) |+ 7035557378 | |Prefemed Method #2 2k |

Opt-out from e-mails:

NOTE: To unsubscribe from an email - Check the option below:
[7] Order Chenge Notfication

& upaste
4.  Click BHUssste 4o ypdate button).
Q (Note) A message that the data was saved successfully is displayed.
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Maintain Recall Notification Preferences

Home Operations Finance Admin Rapons

Manage Users  Master Datz

Admn > Manage Users > Mantain User Frofle

Image: Maintain User Profile Screen

Haip

Full Screen | Dptions »

Cista was zaved A
Welcome to Maintain User Profile
All raquired fisids mre markad with @ rad astansk (7)
Dstes are formerted 85 MMDDYYYY
My Profite Detsile (i}
Nama
Tee: v
+ First Name: | Jehn |
* Last Nama:  Doe |
Address
Stieet. [123 Nain Street | House Number. [
Ciy. [Springhaid
RegonorStmeer [Vignie v Postal Codar [12385
County. [USA o
Value { Number | E-mail Address |
[Email scide=: | john.doe@amail.com
[ 1 [ i)
[ ¥ i ]
[ = a
Recall Communication
NOTE: If applicable, enter phone number extersions using format, e.g. 123-458-7830EXT100.
Method Vzlus [ Number [ E-mail Address ) Rezcall Contact Preference
lign doe@email com |Prefemed Method #1 52k}
7035557878 [Frefamad Vathod#2 |+ 1]
7030551234 Frefamad Viechod 83 I~ 3
v
5. The transaction is complete.
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RESULT

The recall communication information has been updated, including method, contact information, and the
order of preference.
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l J Maintain Recipient Agency (RA)

Purpose

A Recipient Agency (RA) is a domestic customer organization that can create domestic requisitions in
WBSCM. RA organizations are created and maintained by State Distributing Agency (SDA) Org Admins.
SDA Org Admins use this transaction to modify an existing RA Organization in the WBSCM system.
Some attributes can also 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
from WBSCM.

Process Trigger

Use this transaction to alter information for an existing RA Organization in the WBSCM system.
Prerequisites

The RA Organization must already exist in the WBSCM system before its information can be changed.
Portal Path

Follow the Portal path below to complete this transaction:

o Select Admin tab & Organization Maintenance folder & Maintain Organization link <&
Update RA Organization link to go to the Update RA 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 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 Portal path: Admin tab & Organization Maintenance folder &
Maintain Organization link.
Image: Maintain Organization Screen
Home Operations Aomin Reports Heb
Mansge Users Mazzter Data. Organization Maintenance
7 Admin > Organzaicn Mainenancs > Martsin Organcaton Full S2maa || Optons -
Upload New RA O 5 Welcome to the Maintain Organization Application
Upload RA Updates Update my Organizabicn
Crecte RA Orpanization
Updats A Cegonizadion
Crecte Co-cp Organizaton
'mua(&g()mmnm
Mass AssignUn-assgn Ship-T10
2, Click « (the Hide Navigator button) to minimize the Portal menu. Note that this can be done
with any transaction in WBSCM,
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Maintain Recipient Agency (RA)

Image: Maintain Organization Screen

Home Operalions Admin Repons Hely

Manege Users sta O
Aimn >

> Naintan O

Welcome to the Maintain Organization Application

Uedoéo my Organizalion
Crasta RA Ompaneaton
Lindae A Crgenoarion
Creste Co-0p Omanizaicn
Updsi: Co-op Organizsion
Mo Assign/Unrsssion Ship To

3. Click Usedst= RA Orgenzation  (the Update RA Organization button).
Image: Select Sub-Organization Screen

Hame Operations Admin Repars Hab

Mapsge Users  MestesDets O

Admn > ioe Mai > Naintain Organization

Sefect Sub-Organization

Select the appropriate radlo bufton to display a list of active of Inactive sub-organization(s) to cheose from.
S Actve Irective

RA: [ALEE TEST 021515 RA CO1  NEW BEOFCRD MO (4010251 ]

Full Screen | Opiions v

Full Scveen | Dptices »
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4, Click [*! (the RA drop-down).

Q (Note) SDA Org Admins are able to choose from the RAs within their organization
hierarchy,

If the user is an RA Org Admin, their own organization's profile will display, and they do
have the option to select other RAs.

ﬁ (Note) WBSCM defaults to display active RAs in the drop-down when * Actve  (the Active
radio button) is selected. If the user needs to display inactive RAs, click = '"s=t“= (the
Inactive radio button) prior to clicking = (the RA drop-down).
Image: Select Sub-Organization Screen

Homa Oparationzs Admin Reports Habo

Mapege Users  MesterDets  Orpanization Maintenance
Admin > Organizatios Manicnancs = Naintain Organization Full Screen | Dpticns +

: e
Salect the appropriate radio button to dwsplay a list of active or inactive sub-organization{s) to choose from
s Actve Iractive
RA: |ALEE TEST (21518E RA CO1/ NEW BE0FCRD MD (4010251) I+
FOCO BANK OF QAS CSL 2 /FOCATELLO ID ($017081)
@ FOCO BANK OF THE RiQ GRANDE VALLEY / MCALLEN TX (4001384) ~

HOUSTON FOOD BANK ! HOUSTON TX (4002423,

RECIONAL EAST TEXAS FOOD EANK / TYLER TX (4003084)

SAN ANTONID FOOD BANK / SAN ANTONIO TX (4003344)

SOUTH PLAINS FOOD BANK/HIGH PLAINS FOOD / LUEBOCK TX (4004002)
SCOUTH TEXAS FOOD BANK | LAREDO TX ($002842)

SOUTHEAST TEXAS FOOD BANK/FOO0 BANK OF / BEAUMONT TX (4004103)
TARRANT AREA FOOO BANK/WICHITA FALLS / FORT WORTH TX (£004830)
WEST TEXAS FOOO EANK | ODESSA TX (4005487)

5. Select the appropriate RA from the list. In this example, EST TEXAS FOOD BANK/ ODESSA TX (4005487)
(the WEST TEXAS FOOD BANK / ODESSA TX (4005487)) is selected.

Q (Note) Only one RA can be modified at a time.

Q (Note) The available RAs 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 RA
organizations that start with that letter.
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Image: Select Sub-Organization Screen

Home Operslions Admin Reports Heb

Mansge Users Master Data Organization Maintenance
Admin = i # Naintain Organization

Sclect Sub Organization

Selest e appropriate radio button to display 2 lizt of active or inastive sub-organization(s) to sheose from.
- Actve Iractive

RA: WEST TEXAS FOOD BANK | ODESSA TX (4005487) —

6.  Click (the Next button).

7. Perform one of the following:
If Then
The user needs to update an existing RA Go to Step 8.

organization

Full Screen | Optiens v

The user needs to activate/inactivate an existing Go to Step 20.

RA organization
The user needs to submit the updates Go to Step 24.
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Image: Update RA Organization (Address) Screen

Home Cperationz Admin Reports Helo

Msnege Users  MssterDats  Organization Mantenance

Admn > Organcation Mantenaace > Naintsin Organization Full Screen | Options =

Updatc RA O ization - O ization 10: 4005437
@8 Back.
Addre=s | Relsforshic Progems | Misoellaneous Stz

Al required telds ar= marked with 8 rec astensk (7).
Name
* Name: | West Taxaz Food Bank
Additcnal Name: |

Adaoress

= Cirast Address 1: | 1003 East Second Stre=t |
Ctraat Addrazs 2 | ]

Street Address 3: | — ]
* Country: VU—;\V&J - =
8. As required, complete/review the following fields:
Field R/O/C Description
Name: R erson or business partner's name.
xample:
est Texas Region RA Food Bank
Additional Name: O A free text field to enter an additional name or
hame of recipient.
Street Address 1: R A free text field in which to enter the street address
of the user or organization.
[Example:
123 Main Street
Street Address 2: O A free text field in which to enter the street address
of the user or organization.
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Field R/O/C Description
[Street Address 3: o] A free text field in which to enter the street address
of the user or organization.

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

[Example:
Odessa

Country: R Country code that represents country name.

[Example:
USA

(Note) The Country [~/ (Drop-down
button) displays a list of countries.

State: R he abbreviation or name of United States
erritory, district or state.

xample:
Texas

@ (Note) The State [*| (Drop-down
button) displays a list of states and
territories.

Postal Code: R A ZIP code.

[Example:
79765

County: R Region or geographical area.

[Example:
Odessa

Zone: R Identifying number assigned to an RA by their
SDA.

anm ple:
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Image: Update RA Organization (Address) Screen

Home Operations Aomin Repons Heb

Organization Maintenance
> Nazintain Organization Full Screen | Dptions »

Manoge Users  Ma=ter Data
Admn > Organcatios Wantenases

Update RA Organization - Organization 10: 4006487
[@oEeck]
Rolaforchip | Progoms | Misodlencas | Shs

Al required Felds are marked with & rec asterisk (7).
Name
+ Name: | ezt Taxaz Ragion FA Focd Bark

Additicna Name: [
Address
* Ctrast Address 1 | 123 Main Street
Strest Addreas 2
Street Adoress 2. | |
=City:  Odesss
+ Courtry: |USA =
* State: | Toms - * Peatel Code: | 76785
= 2000 B

* County: [Odesza

Submit

9. Click 1 Relstionship  (the Relationship tab) to review and modify relationships between the RA

and the Business Partners.
Image: Update RA Organization (Relationship) Screen

Admin Reports Help

Home Operations
Manege Users  MasterDats  Organization Mamtenance :
Admn > M > Naintain O Full Screen | Optiens »
Update RA tion 10: 4005487
@9 Beck

Acdress w: Progrems | Miscdllonco | Stafuz

Business Parinar Raisfion: |Has Flant -

Assignad Business Partnors Availablo Buinezz Partners
& &F
fi- Busine=s Periner (Neme/Cy State, BP Number) i Business Perbar (Name/Ciy Staie. BP Number) [
| None Found
|4 Azzign
[Eubit]
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2023-AMS-00030-F 000799

Thursday, February 22, 2024



) Work Instructi
lWBS(M ) Moarinrt];irr‘\]cl'fgcipient Agency (RA)

10. Click [* (the Business Partner Relation drop-down).

@ (Note) Business Partner types include:

¢ Has Plant - Each RA is associated with an SDA, The SDA can have one or more
National Warehouse Plants assigned to it. The plant(s) assigned to the SDA are
listed under the Available Business Partners section, from which the user may select
when assigning a plant to their RA.

¢ Has Ship-To - Each RA can have one or more Ship-To locations where the RA will
receive ordered materials.

Image: Update RA Organization (Relationship) Screen

Home  Opersfions | Admim = Reporls  Heb
Mansge Users  MasterData  Organization Maintenance

Admin = Organizatios Manienasce = Naintain Organization Full Screen | Dotions v

Update RA Organization - Organization ID: 4005487

Aodress Reiationsnip Froyems | Misceilisnsous Saus

Eusiness Pariner Relstion. [I‘-a: Flant hd

Has Plant
3z Ship-Ta
Assigned Business P. rs Available Business Partners
F =3
Fl. Business Fermer (Nema/Cry Stai. B2 Number) 1 H. Business Farher (NamelGry Staie. BF Number) |
None Fauns
4 Assgn

1. Click the appropriate relationship type to select Business Partner(s) to assign/unassign to the
RA. In this example, |Hz= Ship-To (the Has Ship-To option) 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:

e If the business partners are listed in consecutive rows, hold down the Shift key
and click the first and last select buttons.

o |fthe business partners are listed in non-consecutive rows, hold down the Ctrl key
while clicking 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
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(Name/City State, BP Number) field. Select (User-Defined Filter..) (the user-Defined
Filter... option) and enter required criteria. Use * (the Asterisk symbol) at the beginning

and 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. Select the (All) option to remove the
filter.

Image: Update RA Organization (Relationship) Screen

Home Operslions Admin Reports Helo

Mansge Users  MasterData  Organization Maintenance
Admin = Organizatios Manienaace > Naintaih Organization Full Screen | Optiens v

Update RA ization - O ization ID: 4005437
@ Esck

Aodress Relationship Progems Misceliansous Stats

Eusiness Pariner Relion, |Has Ship-To v

Assigned Business Partners Available Business Partners

& (58

B. Business Parnar (Nams/City State, 8P Number) 5 Business Parrer INeme/Cty State. EF Number| -
_

Ungssign b

Submit

12, Click  (the Select button) to assign a Business Partner under the Available Business Partners

section. In this example, the Business Partner is
selected.
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Image: Update RA Organization (Relationship) Screen

Home Operstions Admin Reports Helb
Mansge Users Mester Data Organization Maintenance

Admn > Organcatios Mantenases > Naintain Organization Full Screen | Dptions »

Update RA Organization - Organization ID: 4006487
[@9Back]

Acdresz Relationship Progrems Mizcilancous Skahs

Business Parnar Raimion: [Fes ShipTo | »

Aszigned Buginess Partnars Available Business Partners,

& &

| Une==ign &

13. Click (the Assign button) to assign the selected Business Partner to the RA. The
Business Partner is moved to the Assigned Business Partner section.

_E 3 (Note) To unassign Business Partner(s), click the Select button) to select from the Assigned
Business Partners section, and then click LU"2558" ¥| (the Unassign button).
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Image: Update RA Organization (Relationship) Screen

Home Operstions Admin Reparts Heb
Manoge Users  Mester Dt Organization Maintenance

Admn > Organcatios Mantenases > Naintain Organization Full Screen | Dptions »

Update RA Organization - Organization ID: 4006487
[@9Back]

Acdresz Relationship Progrems Mizcilancous Skahs

Susiness Parnar Raimion: [Fss Ship-To | »

Ascigned Business Partnars Available Business Partners
& 4
. Business Pariner (Name/Ciy State, BP Number) i ER Business Perer [Neme/Cly Stote, EP Number| I

| Une==ign &

14. Click | Pregrams  (the Programs tab) to assign/unassign programs to the RA.

E a (Note) Only programs that have been assigned to the user's SDA by FNS will display.
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Image: Update RA Organization (Programs) Screen

Home Operalions Admin Repons Hely

Manege Users  MasterDsta  Organization Maintenance
Aimn > > Nalntan Of

Updaie RA Organizafion - Organization ID: 4005457

Actiress Relstorsnb - Piograms || Misoslaneos | Swns

Assigned Programs Available Prograss
The Emergancy Food Amsztanse | | Trade Mtigsson - CSFP -
| Sewp Kitohar and Food Banks | Summaer Focd Sanice Progriam
Commadity Food Pr T I | Commodity Suppiaments! Food Pr
E=y
ChIls st Ackt Care Food P = Chentatie Insttutons
- = Unazsign il

| Trade Mtigsien - TEFAF L
| Trade Mitigsion - CACFP
| Trade Mtigston - HSLP
| Nubitcn Serdsez Inoertin P %

Full Screen | Opiions »

15. Click  (the Select button) to select the Program under the Available Programs section. In this

example, the Summer Food Service Program is selected.
Image: Update RA Organization (Programs) Screen

Home Cperations Admin Reports Help

Msnege Users M_ﬂﬁynﬂl Organization Maintenance

Admn > > Naintain O
Update RA izatil ization 1D: 4005487
&9 Back
Addre=s | Relsforshic m[ Misodllancos | Stafus
Ascignad Programs Available Programe
| Tne Ememency Food Assstamse | Trade Mtigaton - CSFP -
- e =
| Seup Kiichen and Food Benks § | Summes Food Senvice Frogrem
= Food Pr e Food Pr
Child end Adut Care Food Prog 4 Ao | Cheriteble Insftutiors
[Unession 3]

| Trade Mtigasion - TEFAP

| Trade Witigation - CACFP

| Trage Mtigston - HSLF

| Mutiton Services Incertive P v

Full Screen | Optiens »
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Maintain Recipient Agency (RA)

16.  Click [ Assign] (the Assign button) to assign the selected program to the RA. The program is

moved to the Assigned Programs section.

Q (Note) To unassign programs, click  (the Select button) to select the program from the
Assigned Programs section, and then click (the Unassign button).

Image: Update RA Organization (Programs) Screen

Home Cperationz Admin Reports Helo

Msnege Users  MssterDats  Organization Maintenance

Admn > Mai > Naintain Organization

Updatc RA izati i 10: 4005487
@8 Back.
Addreas Relsforship  Programs || Misodllncows | Gtas
Accignad Programs. Auvailable Programs
| TheEmemeancy Food Asssiama | Trade Mtgton - CSFP b
| Soup Kitchen and Food Benks | Summer Food Senvice Frogram
Food Pr | Food Pr
I y
Child rdl Adhst Cere Food Prog % | Cheriteble Inzftutcrs
| Summar Feed Scrvise Pregram | Trade Mtigation - TEFAR =

| “Trade WAtigason - CACFP
| “Trade Mtigston - HSLF
\ MNutiiton Services Incertice P v

17. Click | Miscellsneous
RA.

FullScreen | Opticns «

(the Miscellaneous tab) to enter information, such as identifiers, for the
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Image: Update RA Organization (Miscellaneous) Screen

Home Oparations Admin

Manzge Users  MasterData  Organk

Admin > Organization Maimenance > Mantair Drganization
’

Update RA Organization - Organization ID: 4005487
@8 Sack
Address Reatonship Pregrams Miscallaneous |~ Status
RA Attricute s

RAFIPS Coce: [€6

RA Identificr

D numoer: |
Alternate RA Identifier

O numper.

Submz

18. As required, complete/review the following fields:
Field R/O/C Description

RA FIPS Code: O

unique code that is assigned to the recipient
gency by the Federal government.

left blank.

ample:
39-723
ID number: (RA O ldentification number that SDAs use to identify the
Identifier) RAs in other systems.
[Example:
239-723
|ID number: (Alternate |O Additional identification number that SDAs use to
RA Identifier) dentify RAs in other systems.

@ (Note) The ID Number field in the
Alternate RA Identifier section is
optional. This field is available for SDAs
to enter an alternate ID for the RA, if
necessary. In this example, the field is

19. Return to Step 7.
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Maintain Recipient Agency (RA)

Image: Update RA Organization (Miscellaneous) Screen

~ove Operaicns Admin | Fepons Hep

Manzge Uzers. Master Data. Organization Maintznance
Ldmin = Orgarizaten Mainiznanze =

Maintzin Organization
»

Ful Screen  Optionz «
Update RA Organization - Organization 1D: 4005487
[55]

Address Raistonship | Pregrams

RA Attributes
RaFIPS Coce (68

RA Igentifier

O numdar: |238-723

Alternate RA Identifier

C numbdar:

20.

If necessary, click ~ S%s  (the Status tab) to change the status of the RA.
Image: Update RA Organization (Status) Screen

=ome Operations Admin Reports Hap

Manzge Usars Master Data Organization Maintanance

Admn > Omanizatcn Mahsenance > Mantain Organization
»

Fuli Screen  Options ¥
Update RA Organization - Organization 1D: 4005487
49 5ack |

Address

Restonship | Programs Viscelanecis Stats |
Scloct the
inzctive: |

Inactivated On:

to i i the

Comments:
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21. Click |- (the Inactive checkbox) to change the status of the RA.

@ (Note) If L (the Inactive checkbox) is selected, deselecting will make the RA active. Also, the
date from the Inactivated On field will be cleared automatically, as the organization is no

longer inactive.

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

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

23. Return to Step 7.
Image: Update RA Organization (Status) Screen

Home Oparatiors Admin Reparts Halb

Mansge Users  MasterDets  Organization Maintenance

Admin > Crganistior Mantenascs > Naintain Organization Full Screen | Dsticns ~

Update RA Organization - Organization ID: 4006437
&9 Back
Stotus EFA
iR, o b vt A
Insclive: (7

\nactiveed On: |02/67/2023
Comments: |Inaztivatas fram 27

[ Submit |

24, Click (the Submit button) to update the RA record.

@ (Note) A confirmation message displays: "Business Partner XXXXXX updated successfully."
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Image: Update RA Organization (Status) Screen

Home Operations Admin Reports Help

Manage Users  MasterData  Organization Maintenance
Admn > Omanizatcn Malenance > Mantsin Organization

Buzinezs Partiner C004006487 updated succassfully

Update RA Organization - Organization ID: 4005487

sovs o e
Select b to i i the i i
ipsctive: [
On: | 02/07:2023
Comments: | Inaclivated from 2/7

[ScEmz]

25. The transaction is complete.

Full Screen | Options >
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RESULT

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) and/or program(s), optional identifiers
for the organization, as well as activation or inactivation of the RA organization.
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