
WBSCH WearsJ Maintain SDA Delivery Periods and Order Due Dates
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Purpose

‘When submitting an order, a State Distributing Agency (SDA) or Indian Tribal Organization (ITO) must
select a delivery period to identify the range of dates when the sales order should be delivered. Each
delivery period has an Order Date, which represents the due date for orders to FNS. In order to receive a
delivery during the specified period, the SDA must submit their sales order on or before the Order Date.
The purposeofthis transactionisfor FNS Order Managers to set the delivery periods and order due
dates for their SAS.

Process Trigger

A commodity is added to the domestic catalog for WBSCM. An FNS Order Manager needs to set delivery
periods and order due dates before the SDAS willbeable toorderit.

Prerequisites.

+ Commodity must exist in material master.
+ Commodity must exist in domestic catalog.

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.

Tips and Tricks

+ The RIOIC acronyms in the field tables represent Required, Optional, or Conditional ield entries.
© Required (R) — a mandatory field necessary to complete the transaction
© Optional (0) - a non-mandatory field not required to complete the transaction
© Conditional (C) - a field that may be required if certain conditions are met, typically

linked to completion of a mandatory field
+ Referto the WBSCM Portal Basic Navigation course for tips on creating favorites, performing

searches, etc.
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—
1. ‘Startthetransaction using the Portal path: Operationstab # Order Processing tab 3 Catalog.Waintanance der > Manian Dirsct-Ship Dovery Periods nk.

Image: Maintain Direct-Ship Delivery Periods (Change) Screen
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2. Click - (the Hide Navigator button)tominimize the Portal menu. Note this canbedone with
any ansacion in WBC.
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Image: Maintain Direct-Ship Delivery Periods (Change) Screen
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Image: Another entry Pop-Up
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4. As required, complete/review the following fields:

Field RIOIC Descriptio
: ; nical he program with which a parca order

eet:
ample:
SP
0 (Note) The
[7 1EA42E9620D548D187FD8B222DESSGE81DAE251305043EABBESANENTB0CCatalos Ares einates hgprogram. Ona basic commodly ka

Vegetable ols avatable 0mplCon
programs. EAAZEGG2SDSABD1STEDSESoDEesasabDAES51005343545860Spaarenrooee

R ceSd number opresenIng 8 hochataalcommodty in WESON.
ample:aoe

gy (Note) The
[7 1EA42E9629D548D187FD8B222DESSC581DAE25130604354BBESSAANTENTD0BCMatanal dosonales heCommocly forwhich set dove
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Field RioIC. Description

periods. 1EA42E9629D548D187FDBE22
2DE5565861DAE251395343548B6332
4476ATDOBC

po o ext 10 [dently and characterize an object or
tivity.

3) (Note) The
[07 1EA42E9620D548D187FD88222DESS

65861DAE25139534354BB63324476A
7DOBCDescription represents.
the name of the
‘commodity,1EA42E9629D548D187FD8
8222DES5565861DAE25139534354886
3324476ATDOBC

o Beginning date for specifying a delivery time
period.

ample:
fp/302021
cp) (Note) The

[07 1EA42E9620D548D187FD88222DESS
65861DAE25139534354BB63324476A
7DOBCFrom Date designates the first
date of the delivery period. Only
delivery periods that begin on or after
the From Date will appear in the results
table. 1EA42E9629D548D187FD8B222
DES565861DAE25139534354BB63324
476ATDOBC

D (Note) Entering a specific Catalog Area and Material will return a list of delivery periods for that
specific commodity. It is not necessary to search for a specific customer; the delivery period
applies for all customers within that program that wish to order that commodity.

Ifthe exact Material is unknown, refer to the Wildcard and Matchcode Searches Job Aid for tips.
to search for or select values from a list.
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Image:Anotherentry Pop-Up
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5. Clicki the Continue (Enter)button)toconfi the searchcriteriaentered.
Image: Maintain Direct-Ship Delivery Periods (Change) Screen
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6. ClickBES] the New Entries button)to create a new delivery period.
Image: Maintain Direct-Ship Delivery Periods (Change) Screen

WelcometoMalinDec Ship Delivery periods (change)
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7. Asrequired, completeireviewthe following fields:
Field RIOIC Descriptio

R ndicates the program with which a particular order
associated.

ample:
iSLP

a R nique Six-Jgit number representing a speci
aterial/commody in WBSCM.

ample:
100937

R ogining date for specitying a delvery time
period.

ample:
bara0i2021
£3) (Note)The From Dateis the first date

[29 ofthe delivery period, the earliest date
the SDA should expect to receive their
order.
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WBSCM)  WnanssJ Maintain SDA Delivery Periods and Order Due Dates

R nding date for specifying a delivery ime period.

ample:
beitarz021
3 (Noto)The To Dates the lastdateof

[39 the celvery period, tn latest cate tne:
‘SDA should expect to receive their
order.

order bate R ic dato for submiting orders.
ample:

bai31/2021
3) (Noto) The Order Date is the due date

[39 for SDAto lacethei orderto receive it
during the associated delivery period.
The Order Dato must be greator than
current date.

D (Note) The user can populate date fields using (7 (the Matchcode button) and selecting the date.
from the calendar too, or by entering t directly inoth field in a MM/DDIYYYY format.

Image: Maintain irect-Ship Delivery Periods (Change) Scroen

Welcometo Naintain DirectShipDetvery periods (Change)
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8. Pressthe Enter bution on the keyboard to confirm the entries.

GB (vote) rary err message appears athe botom of the screen, make corectons fo the
appropriate field. In tis example, there are no errors.
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(woe 1 4s example, th last dover pri or otalog Area NSLP and terol
100837 is connected to an Order Dateof 03/31/2021, This indicates thata customer must
place their order by 03/31/2021 to receive it betwoen 04/30/2021 and 06/19/2021.

Image: Maintain Direct.Ship Delivery Periods (Changs) Scroen
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9. Click [El the Save button) to save this delivery period in the system.

6 (ce) Tho message a the botom othescsenconfi thetywassaves
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Image: Maintain Direct-Ship Delivery Periods (Change) Screen
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10. This transaction is complete.
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[Eg
‘A delivery period and order due date have been set for a commodity.
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a

Purpose
Use this procedure to review and update user profile information if there is a change of address or
communication information inching email adaress (required) and aerate methods. Any.
WBSCM user may follow hose steps to update contact information and nofifcaton proferencas in theirown user profi, User Admiisrators (UserAdmins) create th inal user profi in WBSCH, and can
alo update the contact information for the use using te Maintain User Profle transaction.
Process Trigger
Perform tis procedure wher:

+ ausorhas a namo or address change
© a user needs to update communication methods.

Users may only update their own profile. This process is intended to be done by an individual WBSCM
user,
Prerequisites

+ The WBSCM user must exist in the system.
Portal Path
Follow the Portal path below to complet tis transaction:

+ Select Admin tab Manage Users folder> Maintain User Profle ink.
Tips and Tricks

+ The RIOIC acronyms in th field tables represent Reauired, Optional,o Condiional field entries.
© Required (R) —a mandatory field necessarytocomplete the transaction
© Optional (O)—anon-mandatory field not requiredtocomplete the transaction
© Conditional(C)—afild that may be requred i certain conditions are mat, typically

linked to complationof 2 mandatory fld
+ Referto the WBSCM Help site, Frequently Referenced Training Materials section for basic:

navigaion training and tps on creating favortes, performing searches, ac.
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PROCEDURE

1. Start the transaction using the Portal path Adin tab Manage Users folder Maintain User
Profile lnk.
Image: Maintain User Profile Screen

EI _

: 5

2. Click * (the Hide Navigator arrow)to minimize the Portal menu. This canbe done for ll
transactions in WBSCM.

tte) Roca Contacts rvs an aonston sto of th ssnus to
enter preferred communication method in case of recal. For instructions to review or edt
the recall communication methods, Recall Contacts should use the MaintainRecall

Notification Preferenceswork instruction.

6 ote) Uso coin th srre, srs wt se th foraaddy he User
Administrator a the time of creating the profile. The user can edit these fields as
appropriate.
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3. As required, complete/reviewthefollowing fields:

FieldROC Description; 5 Nis, Mo. Wi,orDr
Example:

R etmeofheveer
Example:

R Same ore we
Example:

ks 5 TowToxTel VA TooerTe seet dessbie useroorganization.
Example:
23wanSroet
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WBSCH} Wana vsJ Maintain User Profile

Field ROC Description
ouse Number. Jo Ti steel number of a house or Buldng, as

pplcable.

5 Ty where The User or company 1s ocated.
amp:
bile

Fegon 3 Tio Sate, Die, Province, County, o oer
gional lcale.

fate
ample:
bama

3) (Note)The Region State field is
[52 dynamically related to the Country fok,

and will display stateso regions
relevanto the country selected. To
locale thecorrect region or state, the
user must frst select the correct
country.

Fosar Code Fr Toode.
Example:
2345

Sant 3 iy Goda Tal represents County name.

ample:
SA

4. Perform one of the folowing:
" Then

Theuserneeds to add anewCommunication 1 ciel 1 (the Method
Method drop-down) to select the communication

method,
2. Enter the value in the Value (Number/E-

‘mail Address) field.

10) thotrnstn vs
section is for Email Address and cannot bo
changed. This s a required field.

The user needs to edi he value ofan existing 1. Click in the Value (Number/ E-mail
Communication Method Address) field or the existing

communication method.
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" “Then Wesson.
TVETHIS ci te Ta om on

oD (Note) To add a new Communication
Method to replace theoneremoved, see stepstn

Tors eTaRa Son0 }
® (Note) All users are requiredto enteran email address as a Communication Method;be

(hte nt ansacton, Method tes 0a commricaton men. sors maysoflo ctoradenomnes
5. If applicable, review and update the user preferences in the Opt-out from emails: sectio

® (Note) The Order Change Notification checkbox applies to Order Managers. If the OrderSo lasSr
® (Note) The Missing GR Notification checkbox applies to SDA Order Managers, Ship-{leMiss Seaton erloSA 0 NorBaeonan
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Image:MaintainUserProfileScreen
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o (Note) Aconfirmationmessage"Datawassavedsuccessfully” displays.
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Image: Maintain User Profile Screen
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7. “The transaction is complete.
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WBSCM 3 Work Instruction .
J Manage RA Catalog Views

a

Purpose
Stat Distributing Agency (SDA) and Indian Tribal Organization (ITO) Organizational Administrators (Org
Admins) use this procedure to create and maintain catalogs for their Recipient Agencies (RAs) and Co-
ops to allow ordering commodities from the Domestic Order Entry application, Maintenance includes
updating the view, as well as assigning/unassigning RAs and Co-ops from catalogs. This work instruction

appliesto all USDA Domestic programs, although steps and graphics mayreferto specific examples.
‘Where applicable, navigation guides and related notes indicate which steps apply for differenttypesof
catalog tems, ncuding Muli Food, Direct Delivery, and Processing Diversion.
The procedure to create and maintain an RA catalog view includes the following key steps:

«Create and name new catalog (if applicable)
+ Update existing catalog

© Addiremove commodities on a list of available products in catalog (View)© AssigniunassignRAS and Co-opswho may access the catalog through Domestic Order
Entry (Organization)

© Save catalog updates
5 Delto an RA catsog

+ For Direc Delivery and Processing Diversion tems, the SOAITO wil also need o set or update
available ordering and delivery dates. See related training material, MaintainDirect-Ship
DeliveryPeriods or instructions.

Process Trigger
SDATITO Org Adrins perform tis procedure when they need to crete or maintain a catlog to support
orderingby he assignedRA and Co-ops. Tis maybe iggeredby internal decisionsor extemal factors
scha5 a nlffcaion fom FNS that the mastr catalog fora program has been modified.
Prerequisites

+ SDA Org Admin must have a program assigned by FNS.
© SDA must benked to RACorop as a sponsoring agency. Refer th training

documents, CreateRecipientAgency(RA).MaintainRecipientAgency(RA) andCreateCo:
‘opOrganization.

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

+ Select Operations tab Order Processing tab » Catalog Maintenance folder » Manage RA
Catalog Views ink0 goto teManageRA Cataiog Views scroen.

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

© Required (R) —a mandatory field necessarytocomplete the transaction
© Optional (O)—a non-mandatory field not required to complete the transaction
5 Conditional(C)—afold thal may bo required certain conditions are mat, typically

linked to complation of a mandatory fold
+ Referto the WBSCM Help sie, Frequently Referenced Training Materials sectionfobasic

navigation raining and ts on creating favores, performing searches, ec.
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PROCEDURE
1. ‘Startthetransaction using the following Portal path: Operations tab 9 Order Processing tab 3

Gatalog Maintenance folder Manage RA Catalog Views Ink.
Image: ManageRACatalog Views Screen

EE _—
—_—

2 Click + (the Hide Navigator arrow) to minimize the Portal menu. Note that this canbe done with
any vansacton in WBSCH

3. Perform one of the following:

" “Then

The userwants tocreate anewRAcatalog GotoStep.
‘The user wants to update an existing RA catalog Go to Step 10.

Tho user wants o delete an existg RAC800 select 2“ (1 Delete button). Tho coals
immediately deleted.

Tyen owWasoM TangPre ra2025A 00030 F053691



WBSCHj VienJ Manage RA Catalog Views

Image: Manage RA Catalog Views Screen
ER
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4. Tocreate anewRAcatalog,click CesteNewVien)(theCreateNewViewbutton).

Image: Manage RA Catalog Views Screen
———

ee ———
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WBSCM; WanarnJ Manage RA Catalog Views

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

Fioid Rioic Deseriptio
ow R Ti namegiven to TocatalogviewBeing croatod.

ample:
SLP Materials

pose 5 oxo Gen and charactersanobjectorSEV.
ample:

atonal School Lunch Program Matrils

6. Click Cae] (the Create button) to create thenew view.

Image: Manage RA Catalog Views Screen

rr——————————

mT——

7. ClickBisCus ew sssgumr] (the Back to Catalog View Management button) to return to the.
catalog selection screen.

Tyan owWesoMTangPrean rma2025AMS00030 7030855
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Image: ManageRACatalog Views Screen

ee————————————

us

8. Click Update (the Updatebutton) afterthewaitingperiod torefreshthe listofavailableRA
catalog views. In tis example a now catalog view called National School Lunch Program
Materials was created to which th usar can add commacies for an RA o view and order.

(ice) Tho wating prod is sporsimaely 2:3 minutes. When to cate has sucess
updated, the Status light will turn green after Update (the Update button) is clicked, to indicate it
is avallabl to view.

9. Perform one of the following:

" “Then

The user wants to create another new RA cataog_Go 0 Step 4.
The user wants to update an existing RA catalog ~~ Go to Step 10.
(including newly created)

Tyen owWasoM TangPre rma202A 00030 F030598
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Image: Manage RA Catalog Views Screen
a
re —————————————

ns
a —— Sa————

10. Click MassageVenCgmcsioos(theManageView/Organizationslink)undertheActivities column,
next to tha catalog view tbe reviewed andlor updated. In this example, National School Lunch
Program Materials is solocted.
Image: ManageRACatalogViews Screen

I
ee————
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WBSCM; WanarnJ Manage RA Catalog Views

11. As required, completelreview the following fields:
Field RoC Descriptio
Poscrpton 5 ext 0 dently and characterizean obctor

civ.
ample:

atonal School Lunch Program Materials
a (Note) If needed, the user can change

{709 the description of the view by entering
nov tot in ths ek.

12. Click Feces (the Process bution) to open the selectedRAcatalog view.

13. Perform one of the following:

i “Then
The user wants to update commodities avatable in Go fo tap 14.
this catalog,

“The user wants 0 update RASICoops assigned lo Goto Sepzi.
this catalog,

Image: Manage RA Catalog Views Screen

ee

a

14. To addiremove products in the RA catalog view, select the View tab if not already active.

® (Note) Theusercan toggle between the screens for updating thelistofmaterials (View)
and assigningRAsand Co-ops to a catalog (Organization)byclicking on the respective
ab.

§ (Note) Clicking "(the Arrow button) to the left of the Catalog also opens the catalog.

Tyan owWasoMTangPre eT2025AMS00030 F0008%
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Image: Manage RA Catalog Views Screen
fuee————————————————————————
= I—————
aa = EB= wa
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15. Clickithelink orthedesired programto update thematerials available in thecatalog.Inthis
example, NSLP was selected.
Image: Manage RA Catalog Views Screen
HRC
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16. Perform one of the following:

" “Then

The user wants to add Direct Delivery Dicoeiverycommoitiesfo the catalog 1. oct (the Direct Delivery

2 GoloStep 17.

OD0)as svoryomson wo
available for the NSLP, CACFP, SFSP, NSIP,
SFP, FOPIR, and TEFAP programs.

Tho user wanistoaddProcessing Diversion 1, ESSPADEN(ne ProcessingEr SE ora
2. Golo Step 17.

9 (Note) Processing Diversion commodities
are avaiable for the NSLP and CACPP programs.

Tho wevarts oad WiFoodcommodo Swe
hecatalog “Hose

Olsens
1. Select “““¢ (the Multi-Food link)2. GotoStep 17.

oD (Note) Multi-Food commodities are available
= forthe CSFP and FOPIRprograms.

LT——————
Ri orders undergo review, consoldation. and approve by the SDAITO Mul-Food ems are
sourced from the assigned National Warehouse, and orders do not require an approval process.

TyenowWasoMTangPre rT2023AS00030 7 0008%
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Image: Manage RA Catalog Views Screen
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17. Selectthe correspondinglinktoviewthelistofavailable commodities.For this example, Met
(the Meat link) categoryisselected.

6 it)Ary commosy grouptat ave commode aeacyselect frRA rdorgwi show
7 a checked Chackbox) othe ofhocats.

Image: Manage RA Gtalog Views Screen
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18. Select the corresponding link for the funding option to view the list of available commodities. For
hs example,Eten (he Entitloment ink) category is selected.

6D ce hn Ertoment ato rtsay commode tata bo crore agaist te SOK
and RA' enifement balance. The Bonus option induds only commodites that do not impact
enitament balances whan ordered.

19. Perform one of the following:

" “Then

The user wants to select specific commodities fom elect I (tne empty Checkbox) next 0 each
the product listforthe catalog view desired commoditytoinclude in this RA catalog

vow.
The user wants toselectall the commodities from Click SektAl (ihe Select All button).
the list for the catalog view

D(Note)Always use this optionfor Multi-Food
commocitis.

The user wars 0 de-select spaciic commodies check¥ (the checked Checkbox) next 1
fromtheproductlst forth catalog view Coch trod commoty tremors om teRA

catalog view.
The usr wanisto de-select al the commdiies Glick Canessein] (ne Cancel Selectionfromthelst forthe catalog view button).

® (Note) To limit thelistto a specific commodityorcommodities that match search criteria,
ante the commodity numberorname ino the Find Produc ied. Then, lick OK fo
perfor the search.

GD ote rough a checkmark is not atomically appli nxt 0h catogry in he
Catalog section on the ef, seleclons aro saved, The checkmark wil appear afer etr
he Save View and Organization buon is selectedor another categoryis selecod.

20. Perform one of the following:

" “Then

The userwouldlkto add other commodiies 0 Goto Step 14.
this catalog view

The userwouldlike to update RAs/Co-ops Go to Step 21.
assigned to this catalog view

The userwouldliketosave changes tothecatalog Go to Step 27.
view

TyenowWasoMTangPre rc2023AS00050 003840
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Image: ManageRACatalog Views Scroen
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21. To addiremove organizations assigned to tis catalog view, select {#52 the Organization
ab) f not already active.

tte) oe user can tage bawesn ths sreens or pang h tof tarts View)and assigningRAs and Co-ops to a catalog (Organization)byclicking onthe respeciive.
tab.

(uote) users ca prt tess wthout making any aves nh sarcsTo
narrow the search resuls, enter data in one or mora ofthe fields in the Search section. In
this example, the search feds are left blank.

Toate. ares 20.223 OWBSCHTrangPrey Poon120182023AMS 00030F 000641
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Image: ManageRACatalog Views Screen

—_—

22. As required, completelreview the following fields:
Field RIOIC Descriptio
5 > o Tegalname ofi approved pariopaiingbrganizaton in a USDAfood program.

@mple:
20d Bank
> (Noto) Enter full or paralRAorCox

je op Organization Name. Wildcard
search is available for this field.2 5 roy Used to idoaUSDAfooddbutonprogram.

ra (Note) Enter the exact Program name.
je Wildcard searches are not available for

his fil.
dditional Name 0 ‘ext to identify additional name.

(Noto) Entr the ful or
[0 partial Additional Name. Wildcard is

avaiabl for tis fied.
2 0 Jdentifying number assigned to an RA by their[soa

3) (Note) Enter the sxact Zone i known.
f= Wildcard search is available for this.

fold.

Tiny ony 8.2023 TowsonTangreser tc2025AS00050 033843
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J Manage RA Catalog Views

Field RIOIC Descriptio
o itywheretheuserorcompany is located.

> (Note) Enter the full or partial City or
[ leave the field blank, Wildcard seacrh is

avallabl for tis fied.
ry 5 Region or geographical area.

(Noto)Entrthe ful or partial County if
fo known.Wildcardsearchisavailable for

this field.

23. Perform one of the following:

i Then
‘The user has entered search criteria in anyofthe Click #22] (the Search button).
Search fields

‘The user would liketodisplay all organizations Click spiayA1l(the Display All button).
and programs

o (Note)Refer to theWildcardandMatchcodeSearchesJobAid for advanced search options.

Image: ManageRACatalog Views Screen

es

=
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(WBSCM 3 Work Instruction
J Manage RA Catalog Views

24. As required, completelreview the following fields:

Field RoC Description
E > umber o name assigned to SOAS, TO, Co-ops]

nd RAS in WESCM.

rgamzaton Name Jo Ti Tegal nameof io approved paricpaing
broanizaton in a USOAfood program.

ey (Note)The Organization Name field
[7 indicates the RAorCo-op name.

To Acronym used to identifyaUSDAfooddistribution

NNdditional text for the organization's name.

i 0 Jdentifying number assigned to an RA by their[SoA

Cl

Co]CS
25. Perform one of the following:

i “Then
The userwould lke to assign aspecific Cick (tne emptyChackbox)nexttoeachorganization rom th isto 1s calaog View Seskod orpauemton.

“The userwouldie to assignallth fisted Cick 525123] (he Select All button).
organizations to ths catalog view
The user would keto unassign a specific Uncheck ¥ (the chocked Checkbox) next 0sach
organization rom th is om hs catalog view__esd organization.

Tyen owWasoM TangPre tc2025AMS00050 030644



WBSCHj VanesaJ Manage RA Catalog Views

" “Then

“The user wouldlike to unassign all the listed Click un-s=ea4] (the Un-Select All button).
‘organizations from this catalog view

26. Perform one of the following:

" “Then

The user would lk to add or remove commodities Goto Step 14.
inthis catalog view
Theuserwould like to update RAs/Co-ops: Go toStep 21.
assigned to this catalog view

Tho userwouldke lo save changes o iscaiog GotoSiep27.
view
Image: ManageRACatalog Views Screen

———
esSE

 —

27. Click SsweVewssogcain] (the Save View and Organization bution)tosave any updates.

TyenowWasoMTangPrem rc2025AMS00050 000845



WBSCH;  ViresernJ Manage RA Catalog Views

Image: ManageRACatalog Views Screen

re

28. Click SaskioCaoViewManagement] (the BacktoCatalog View Management button)toreturntothe
catalog selection screen.

oe (Note) ickU8(tno Update button) in the Catalog Viow Management screen to refresh the
listofavailable RA catalogs. The waiting period is approximately 2-3 minutes. When the catalog

has successfully updated, the Status light wil tum groan ator UBS5_ (the Update button) is
licked again. This wil allow the user to release he catalog for ther users wii te agency.

29. The transaction is complete.

® (Note) ForRAcatalogs that contain Direct Delivery and Process Diversionmaterials, the next
stop sto sot dlvery poriods and ead tm to allow the SANTO to review and consolidate RA
orders. Refer to the Maintain Ship-To Dolvery Dales work instruction.

Tyen owWasoM TangPre CT2025AMS00050 003845
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re
The user has successfully completed the steps to Manage RA Catalog Views by either creating a new
catalog viow, or updating the products ised in andlor the organizations assignad fo an existing ons, or
Geleting anRAcatalog hat no onger needed.
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Work Instruction
Manage WBSCM Forums

Purpose

The purposeof is vansctan is diplay or post messages oa discussion frum on i WESC
ome Page.

Process Trigger
Use tis procedure o dispay o post messages to a discussion forum on the WBSCM Home Page.
Prerequisites

© Nowe.
Portal Path
Follow the Portal path below to complete this transaction:

+ Select Homa tab News and Alerts nk to go to the Forums: Forum Home screen.
Tips and Tricks

+ The RIOIC acronyms in th field tables represent Reauired, Optional, o Condiional field entries.
© A Conditional fed: an entry that becomes required as a result of entering something

previous ot, which then deems required
on Optional iki: you may enter information in an optional fi, but an entryisnot

ocuired for the completion of th transaction
+ Refer to WBSCM Portal Basic Navigation course for tips on creating favorites, performingsearches, ot.

Reminders
+ Remember to check your work
+ Roferto he Help Option nthe Portal for further assistance.

Toe ay022 oWesOMTweng-pmesy  owetas2025ws 00s Eves



(WBSCM; Work Instruction
J Manage WBSCM Forums

Er

1. Start the ransaction using the following Portal path: Home tab News and Alerts
Forums : Forum Home Screen
SDA 5 1

—- ——

w— ——

tant tain wow mE §

—— Cr—— =

2. Cli FSMewes andAnnouncements (the FNSNews and Announcements Ink)o go tothat
particular forum.
D100)Too foums tatauser can soo dopa rhe ers agrey whaler roy ron

intemal or extemal user, and whether they are domestic or international. Some users wil have
posting rights whercas othors will have viow-onl rights.

Tonsdn, ary 3.2023 owas TrangPopreny Page 20102023.500030 b00840



WBSCM;  WonecewsJ Manage WBSCM Forums

Forums : FNS News and Announcements Screen
USD: 1

Sr — emesis Dae

aoni tn %mates -

* Ben non mses min ]

+foo imsmton
ny nam

» Em———,
Cl

———— ——

3. Click“:“0c (the Post Announcement link) to post an announcement.

D100)insome cases youwi havhoopto post an amourcamentora tres. The
ference between announcements and threads i as follows: anannouncementdoes not alow
users to respond to it, whereasa thread allowsforquestions, replies, and responses.

Tonsdn, ary 3.2023 oWBSGHTrangPopreny Prin3ots2023.500030 300850



WBSCM  iioneseWiaJ Manage WBSCM Forums

Forums : Post Announcement Screen
USD: ]

ET TToren wvse

|

tts sok =
Sor enti ——

serra macs =
Cm

Crp wr

4. As required, completereview the following fields:
Field RIO Descriptio
[Subject R eld used o dently Te subsequent message or note.

ample:
oles Avaiable for Bonus!

Fo FR Tiomessage10beposted on the discussion forum.
Example:
anny Smith Apples in 5/2 Lb bags wil be availabe for

bonus under the NSLP program staring today!

Tensor sey 31.2020 OWBSCH Trang Psd Pose sa102023AMS.00030. 000851



WEBSCH | Work Instruction
J Manage WBSCM Forums

Forums : Post Announcement Screen
USDA

ES LITeens weassse me

Spin
Td

Winamee——— =
4 o—————

Seomm—————— =
[Er——=[r

Pl =
5. Ensure that the Make announcement active now radio buttonisselected 0 make the

announcement active now.
oD (Note)Ifdesired, you can alsochooseto make the announcement active starting on aspecific.

dato nthe future.

TeteanowWasoM TangPre Prost2025AMS00050 000355



WBSCHj  iinesewaJ Manage WBSCM Forums

Forums : Post Announcement Screen
[Tony 1

fo

hermetic =
So ———

seman macs =
a

Cri wr
6. Ensure the Announcement never expires or expires later radio button i selected 0 allow the

‘announcementto stay active indefinitelyuntilyou delete it.

oD (Note)Ifdesired, you can also set the announcement to expire on a specific date or within a
specific number of days.

Tensorsey31.2020 oWBSGHTrangPopreny Page sa102023.05 00030 000853
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Forums : Post Announcement Screen
[Tony 1

A AT Setem tot

in
hr Geyder

Vivm————— =
4A————

mci spt =

oro a =

7. Click asSse (the Post Announcement button) to post the
announcement.

Tonsin, ary 3.2023 SWBSGHTrgProgra eT)2023.45 00030. 000651
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Forums :Apples Available for Bonus! Screen

USDA 1

bain Pan Sim Om

ty 2.0

——— Sr— =

8. You have completed this transaction.

D (Note)Noticethatyourmessagehasbeenposted.

Toesdn, ary 3.2023 oWBSGHTrangPopreny [re2023.500030 000855
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resuir
‘The transaction has been successfully completed,

———rssoon



WBSCM  WessheserJ Mass Assign Ship-To's to Recipient Agencies (RAS)

PROCESS OVERVIEW

Purpose
The purpose of his procedure i to asist State Distributing Agency (SDAYindian Tribal Organization
(ITO) Org Admins in sssining or un-assigning Ship-To Organizationto the Recipient Agancies (RAS)
within thar organizational hierarchy. Whi SOATTO Org Admins may mandall updals Snip-To
Organization busines partner relationships for RAs indidualy when needed, hy can efcietly mass
‘assign or un-assign Ship-To Organizations to multiple RAs in one transaction.

Process Trigger
Use this transaction to mass assign or un-assign Ship-To Organizations to RAs.

Prerequisites
+ ShipTo organization must exist in WESCM.
© RAmustexst in WBSCH.
© The users SDAITO must have RAs.

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

+ Scloct Admin tab Organization Maintenance tab » Maintain Organization nk » Mass.
AssigniUn-assign Ship-T lnkto go tthe Mass AssigniUn-assign Ship-To screen.

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

© Required (R) —a mandatory field necessarytocomplete the transaction© Optonal (0) now-mandatory field not reaued to complet te 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

navigational raining and tps on creating favorite, performing searches, et.

TeyFmowWasoMTangPrien re2025 AM5.00030 £00085



WBSCM  WessheserJ Mass Assign Ship-To's to Recipient Agencies (RAS)

PROCEDURE
1. ‘Select Admin tab # Organization Maintenance tab 3 Maintain Organization link.

Image: Maintain Organization Screen

I. -_
or

|

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

Teyrm owWasoMTangPrien eT2025AMS00030 £00085



(WBSCA : Work Instruction
J Mass Assign Ship-To's to Recipient Agencies (RAs)

Image: Maintain Organization Screen
re om fa vo
REE coonore I

Wesmato sanors Appcsten

3. Click MsmAmanleaninSie (the Mass AssignUn-assign Ship-To link) to mass.
assigniun-assign RAS to Ship-To Locations.

TosserFoor 29,2008 SWBSCHTrangPry Pogoral
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WBSCH; WasaJ Mass Assign Ship-To's to Recipient Agencies (RAs)

Image: Select Ship-To Organization Screen
a” fa

BERETneem es

an

=

4. Click [=] the DSH drop-down).

GB (vt ype tho rst tr he Shi-To Organization go 0 he Sh-To Organizations
that start with that lttr.

ED (110 To outa nw1To Organizationfor the SOATO, domestic business
partners should email FNS at SM.EN.WBSCM-Ship-To@usdagov. FNS wil create or
modi the Ship-To Organization, as needed, and assign (0 the organization.

TaserFoor 29,2004 SWBSCHTrang -Prsremy Popett 15
2023AMS.00030 000660
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J Mass Assign Ship-To's to Recipient Agencies (RAS)

Image: Select Ship-To Organization Screen
eo

HE —

Be

EEE o

5. ‘Select the appropriate Ship-To Organization from the drop-down list. In this example,
3200LD/LOSANGELESCA(5004520) (the 32 COLD/ LOS ANGELES CA (5004520) option) is
‘selected.

Tmeen oWesMTamepowen eeesans2025Av 00030 F030861
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J Mass Assign Ship-To's to Recipient Agencies (RAs)

Image: Select Ship-To Organization Screen
ei” ft
RTmeewee IT

eros

w=

6. Cick (the Next button) to view details for the selected Ship-To Organization.

(woe) To sip-To organization tas slay on th Adressaniwrly mod and
contain the location and contact information for the Ship-To Organization. The
Relationship tab displays the Ship-To Organization's relationships with RAs in the
SDAVITO's organizational hierarchy.

o (Note) Use. (the Back button)atany point inthe transaction to returntothe fist of
Maintain Organization transactions (Step 3).

Toate.Ferny 25,2024 SWBSCHTrangProscar Pogosalts2023AMS00030 000667
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Image: Ship-To Organization (Address) Screen
ef

rsp ou =
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Gemp———
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7. Clickl Reonshd | (yo Relationshiptab) to access the existingbusinesspartner
relationships.

Test Fora 8,208 SSCTangPegreey eT2025AMS00030 F003855
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J Mass Assign Ship-To's to Recipient Agencies (RAs)

Image: Ship-To Organization (Relationship) Scroen

Speman 30 —
fp]

5 5
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8. Perform one or more of the following:
Then

The existing rlationship between the Ship-To Goto step .
Organization and the RAs needs to be removed.
Now relationships need to bo assigned to the Ship- Go 0 step 12.
To Organization and RAs.
No other changes are needed. Goto step 15.

6D (tte) ho Ras arte nascnaing ardor b business prin umber. Usa he vrical
scrollbarto find the appropriate RAS.

ED (ot) Toso milo businss parnrs:
Ifthe business partners are listed in consecutive rows, hold down the Shift key and cick
the firs and lat selection boxes.
To select business partners from non-consecuive rows, hold down the Ctrl key while
clicking each selection box.

Dot) Tho AvaBusinosPartrers ane wl nt cucaRi rganzatons ht hve
been archived or marked for deletion.

Turse Fess 20,2024 WBS Taina -Propraaey Pogesr1s
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J Mass Assign Ship-To's to Recipient Agencies (RAs)

Image: Ship-To Organization (Relationship) Screen

a A

9. Click (the Select button) in the Assigned Business Partners panel nex to the appropriate

D150 IF] tr Ftrs ony ctsro a ot.Analy. erAst
symbol) as a wildcard at the beginning of the search term (e.g., *“DEPT) to search for anRA that

oa



WBSCA. WorkInstruction » .
Mass Assign Ship-To's to Recipient Agencies (RAs)

Image: Ship-Te Organization (Relationship) Screen

Seren EE
|
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10. Click [DSS] (the Unassign button) to remove the relationship.

ED ite Th sectos Ras aro mova oo Avail susie trenar
11. Gotosteps.

TrioFob9.204 GWeSOM Tanag propre Pao 1001152023AMS 00030F000666
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J Mass Assign Ship-To's to Recipient Agencies (RAs)

Image: Ship-To Organization (Relationship) Screen

vere -ee
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12. Click (the Select button) in the Available Business Partners panel next to the appropriate

Dee]tr Ftrs ony cust sro a ot. Analy, erAstseta ren oop srsmn emptyoes
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J Mass Assign Ship-To's to Recipient Agencies (RAs)

Image: Ship-To Organization (Relationship) Scroen
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13. Click [E2550] (the Assign bution) to create a relationship between the Ship-To Organization
and the selected RAs.

GD (ote) Th slociod Ras ar moved th Assigned Businss Parner panel
14. Gotsteps.
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Image: Ship-To Organization (Relationship) Scroen
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15. Click[SE] (ne Submit button) to update the Ship-To Organization's business partner
relationships.

ot) Acontmaton mossago Business Parner 00500000 updatd succassut diss
confirming that business partner relationships for this Ship-To Organization were updated in
WBSCM.
Ifthero i a problem with the update, an error message displays: Erfor Updating ship-o
relationships. Repeat tis transaction from Stop 3.
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Image: Ship-To Organization (Relationship) Screen

we
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16. The transaction is completed.
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re
The Ship-To Organization has been assigned or unassigned to multiple Recipient Agencies (RAs) within
tho users organizational hierarchy.
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