WBS ( M A Work Instruction
l J Maintain SDA Delivery Periods and Order Due Dates

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 purpose of this transaction is for FNS Order Managers to set the delivery periods and order due
dates for their SDAs.

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 will be able to order it.

Prerequisites

. Commaodity must exist in material master.
o Commodity must exist in domestic catalog.

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

o Select Operations tab @ Order Processing tab @ Catalog Maintenance folder & Maintain
Direct-Ship Delivery Periods link.

Tips and Tricks

e 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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() Maintain SDA Delivery Periods and Order Due Dates

PROCEDURE

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

Image: Maintain Direct-Ship Delivery Periods (Change) Screen

Home Operations Fineme Admin Reports Tools & Montoring Help Helpossk
Order F ing P i i Recall Vi Supglier Mgt
Oparations > Order Pmessang > Cataing Naintensncs > Mantzin Direct-Shp Delirery Panods Full Soreen || Opons =
e Welcome to Maintain Direct-Ship Delivery Periods (Change)
oe i =l =] o [ ook [ £ ] Gonet [ Sy | | [ i > Dl P Bk [ opy .| Bt | o Chenge] »
Neintain Catalogs
e i
ff. Cafolo... Maferial  ProductD.. From Data ToDatc  OrderDete il
Crdar Wansgonnt CACFP 100002  CHEESE . 04/01/2017 ™/15/2017 0L/20/ 2007 =]
Processng CACFP 100002  GHEESE . 04/1€/20L7 4/30/200L7 OL/20/2017 i
Ensernent Mansgement CACFP 100002  CHEESE . 05/01/2017 05/15/2017 02/24/2027
Shipment Recsipts CACFP 100002  CHEESE .. 05/16/2017 03/31/2017 02/24 /2027
N s b CACFP 100002  CHEESE . 06/01/2017 06/15/201702/2¢ /2037
CACFP 100002 CHEESE 06 /16,7200 7 06/30/200703/24 /2017
CACFP 100002  GHEESE . 07/Q1/2007 07/15/2017 04/05/2017
CACFP 100002  GHEESE .. 07/16/2017 07/31/2017 04/05 /2027
CACFP 100002  CHEESE . 08/01/2017 08/15/2017 04/05 /2027
CACFP 100002  CHEESE . 08/16/2007 08,/31/20170¢ /05 /2017
CACFP 100007  CHEESE . 08/01/2017 08/15/201704/05 /2017
CACFP 100002 CHEESE - 08/16/2017 09,/30/201.708/05/2017
CACFP 100002  CHEESE .. 10/01/20L7 10/15/20L7 04/05 /2017
CACFP 100002 CHEESE . 10/16/20L7  10/31/20170%/05/2047
CACFP 100002  CHEESE. 13/G1/2017  11/15,201704/05/2017
CACFP 100002  CHEESE . 11,16/2017 11/30/201704/05 /2017
CACFP 100002  CHEESE .. 12/(1/2017 12/15/201708/05 /2017
CACFP 100002 CHEESE 12/16/200LT 12/31/2007 03/05/2Q27
CACFP 100002  GHEESE . 01/01/20L8 0L/15/201804/05 /2017
CACFP 100002  OHEESE .. 02/16/2013 01/31/201304/05/2047
CACFP 100002  CHEESE .. 02/01/2013 02/15/201304/05 /2047
CACFP 100002 CHEESE . 02,16/2018 02/28/201808/05/2017 -
Fostion Eniry 10623346
ISAP 4 b | crz@on IS_‘_
2. Click « (the Hide Navigator button) to minimize the Portal menu. Note this can be done with

any transaction in WBSCM.
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Maintain SDA Delivery Periods and Order Due Dates

Image: Maintain Direct-Ship Delivery Periods (Change) Screen

Home Operations

Firence

Reports  Toos & Mositoring  Help  Heldesk

Cpemsrs >

Croer Prozessing

> Cstaloy Wain:

e > \aintsn Diract-Stp Delvery Preats

Welcome to Maintain Direct-Ship Delivery Periods (Change)

| [Sve ) [Back | Tt Sarcot [ Syeimm 2| | [Crovngn > Dmpiay | Mow Ertior ] [ Cepy Ae ][ Dawin ]| Ui Charays || Select A | Solect iock || Deobet A1 |

Fui Screen | Options ¥

!
TEI0TIN CABSE FUp Dlvely PIeas
£ Cabo. Mxtersl  Froduct D From Dxie =
_leacrs 100002 cugess . 04/01/2007 =
cacke (100002 cHERRS . 04/152017 it
"~ leacrs 100002 CHEESS., 0570172017
" lescer 100002 GHERSS | (05/18)3017
__leacre 100002 cipEss.. 06/01/2007
_|cacre 100002 cwerss  |06/15/7017
__leacrs 100002 cHeEss . 07/01/2007
cacre 100002 GHFESE  07/15/2017
jeacrs 100002  ciEESS . (08/0:
cacre 100002 ciERes
~leacre 100002 oncEss
CACFP 100002  CHEESE
~leacer (100002 cheeas
|CACFF 100002  CHEESE
" lcacre 100002  cheros
CacFP (100002 CHEESS
~leacer 100002 cueras
CACFF 100002 CHEESS /2017
~lexcrr 100002 chicmes . Jz013
CACFP 100002  CHEESE . 5/2013
" |eacrr (100002 chEESS . /2013
CACFF 100002  CHEESE /2018
* |excrr 100002 chETsS /2013
CAcFP 100002 GHEESS yz018
 leacee (100002 checss /2013
CACFF 100002 CHEESS /2018
 leacre 10002 cHECES /2013
CACFF 100002 GHEESS.. 03/15/201%
~ lcacee (100002 chEcoec.. (06/01/301% =
 Posten. Eriry 1 of 23347
3.  Click! Postr.

list.

s

| (the Position... button) to locate the required catalog information in the
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Work Instruction

Maintain SDA Delivery Periods and Order Due Dates

Image: Another entry Pop-Up

Home Operations

Ordar Pr:

Finence

Admin

Repo!

s Tools & Monitering Heilp Helpoesk

Operanons > Crder Processing > GCatalog Maintenance > Mamntan Direct-Ship Delivery Pzricds

Suppliar Mgt

Full Screen | Opiions »

Welcome to Maintain Direct-Ship Delivery Periods (Change)

[War | | | [Carest [ Sysm L |
o S B e e e B
CACFP 100002 |CHEESE ... (04/00L/2017 04/15/20.. OL/20/2017 [«
CACFP 100002  CHEESE ... 04/15/2017 -
e e e o
b s ot eans
[ e e e o 5
CACFP 100002 CHEESE ... 10/16/2017 10/21/20.. D3/05/2007
CACFP 100002 CHEESE .. 11/00/2017 '.111:523 ::i:jﬁ;
B o e
b W i ey s i
CACFP 100002 CHEESE .. M/16/2018 01/21/20.. 04/05/2017
CACFP 100002 CHEESE .. 02/00/201% 02/1;/):.\ mg:;;g: i
B3 Posison... Enfry 1 0f 28.340
SAP4 » | ciziio0 2L, -
4, As required, complete/review the following fields:
Field R/O/C Description
Catalog Area R ndicates the program with which a particular order
s associated
xample
SLP
(Note) The
1EA42E9629D548D187FD88222DES5
65B61DAE25139534354BB63324476A
7D0BCCatalog Area designates the
program. Often a basic commodity like
vegetable oil is available to multiple
USDA
programs.1EA42E9629D548D187FD88
222DE5565B61DAE25139534354BB63
324476A7D0OBC
Material R Unique six-digit number representing a specific
material/commodity in WBSCM.
[Example:
100937
@ (Note) The
: 1EA42E9629D548D187FD88222DES5
65B61DAE25139534354BB63324476A
7D0OBCMaterial designates the
commodity for which to set delivery
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WBS ( M A Work Instruction
l J Maintain SDA Delivery Periods and Order Due Dates

Field R/OIC Description

periods.1EA42E9629D548D187FD8822
2DE5565B61DAE25139534354BB6332
4476A7D0BC

Description O Text to identify and characterize an object or
activity.

@ (Note) The
1EA42E9629D548D187FD88222DES5S5

65B61DAE25139534354BB63324476A

7D0BCDescription represents

the name of the

commodity,1EA42E9629D548D187FD8

8222DE5565B61DAE25139534354BB6

3324476A7D0OBC

JFrom Date O Beginning date for specifying a delivery time

period.

[Example:
3/30/2021

@ (Note) The

1EA42E9629D548D187FD88222DES5
65B61DAE25139534354BB63324476A
7D0OBCFrom 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.1EA42E9629D548D187FD88222
DE5565B61DAE25139534354BB63324
476A7DOBC

@ (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 commaodity.

If the exact Material is unknown, refer to the Wildcard and Matchcode Searches Job Aid for tips
to search for or select values from a list.

Thursday, April 29, 2021 © WBSCM Training = Proprietary Page 5 of 11
2023-AMS-00030-F 000815



m 1 Work Instruction
J Maintain SDA Delivery Periods and Order Due Dates

Image: Another entry Pop-Up

Home Operations Finence Agmin Repoits Tools & Montoring Help Helpoesk
Order F ing Pre i Recall s U3 - Bupplier Mgt
Opsetions > Crder Processing > Catabg Maintenance > Maintan Direst-Ship Delivery Pancds Full Sereen | Dptions «

Welcome to Maintain Direct-Ship Delivery Periods (Change)

Menu, || | ~|[ Carcel |[ System ,

Maintain Direct-Ship Delivery Periods.

[ Catelo... Mateial  Produst D... From Dete To Date Crder Date i |
CACFP 100002 CHEESE .. G4/ /2017 04715720, 01L/20/2007
CACFP 100002 CHEESE 04/16/2017 04/30/20.. 0L/20/20.7

CACFP 100002 CHEESE 05/0L/2017 Anoties entry
CACFP 1000C2 CHEESE ... 05/15/2017

CACFP 100002  CHEESE ... 06/01/2017 S NSLF_ ’
; Matecisl 100037 al
CACFP 100002  OuEESE .. 06/15/2017 . b
CACFP 100002  CHEESE .. (/0t/2m7
CACFP 100002 CHEESE . 07/16/27
CACFP 100002  CHEESE . 08/0L/2017
CACFP 100002  CHEESE ... 08/15/2017
CACFP 100002  CHEESE .. 09/01/2017 W] \
CACFP 100002  CHEESE .. 09/16/2017 V720720, 0L 72017
CACFP 100002  CHEESE .. 10/00/2017 10/15/20.. 04/05/2007
CACFP 100002  CHEESE .. 10/16/207 10/71/20. D3/05/2017
CACFP 100002  CHEESE . 11/0L/z017 11/15/20.. D3/05/2017
CACFP 100002  CHEESE . 11/15/2017 11/30/20.. D%/05/2017
CACFP 100002  CHEESE .. 12/01/2017 12/15/20.. 04/05/2007
CACFP 100002  CHEESE ... 12/16/2017 22/31/20.. 04/05/2007
CACFP 100002  CHEESE .. 01/01/201% 01,/15/20.. 04/05,2017
CACFP 100002  OHEESE ... (1/16/2(% 1/31/20.. 03708,/2017
CACFP 100002 CHEESE . 02/0L/2008 02/15/20.. D4/05/2017
CACFP 100002 CHEESE . 02/15/2018 02/28/20.. D3/05/20L7 ~
[ EH Posifon... Entry 1 of 28.340

1

= P e

5. Click ¥Z] (the Continue (Enter) button) to confirm the search criteria entered.

Image: Maintain Direct-Ship Delivery Periods (Change) Screen

Home Operations Finence Admin Reports Tools & Montoning Help elpossk
P B PPUVISE e S q use Manageme Supplie: Mgt
Oparations > Crder g > Cstabg 3 Maintan Dirext-Ship Delivery Pericds Full Screen | Dptions =

Welcome to Maintain Direct-Ship Delivery Periods (Change)

[Mana, || [ ~|[ Seva || Back || Ect || Cence! || Syztem, | | [ Changa = Cicplay || Naw Ertrcz || Copy As... || Dalata || Unds Crangs |[ Saket Al | Seice! Biook | Cezsiast Al |
Maintsin Diract-Ship Delivery Periods
1. Catdlo. . Material  PredustD.. FromDeta ToDalm  CrderDate i}
[NS.P 100537 WHOLE. . 10/0L/Z013 UEWTRAUR(Y/23/2008 =
INSLP 100537 wWHOLE  11/01/2018 11/30/201810/28/2018
_ NSP 10937 wmOLE. 12/00/2018  12/30/201811/28/2018
INSLP 100938 WWHOLE.. 10/01/2018  10/30/201309/28/2018
 NSPp 100838 wwmDLE. 11/01/2018 11/20/200810/28,2018
NSP 100938 VMOLE  12/0L/Z018  12/30/200811/28/2008
INSLP 100980 SWEETR . 08/0L/2017  08/15/201703/30/2017
 NSLP 100380 SWEETP. 08/15/2007  08/31/200703/30/2017
© NSLP 100980 SoWEETR. 05/00/2017 03,/15/201703/30/2007
NS 100880 | SWEETR. 05/15/2017  09,30/201703/20/2017
INSP 100880 SWEETP. 10/01/2017  10,15/201703/10/2017
NSLP 100580 SWEETP. 10/15/2017 10/21/2017 03/ 30/20L7
INSLP 100380  SWEETE. 11/0L/2017 11/15/2017:03/30/20L7 —
© NSP 100980 | SWEETP. 11415/2017  41/30/200703/30/2017
NS 100980 SwEETR. 12/01/2017 12/15/201703/30/2017
| NSP 100880 oWEETP. GL/OL/2ME  01/15/201202/20/2017
NSP 100980 | OMEETP. (A8/2018 |G1/31/200303/20/2017
 NSLP 100580 SWEETF. 02/QL/2018  02/15/201803/30/2017
 NSLP 100980 SwWEETR. 02/15/2018  02/26/201803/30/2017
NS 100980 SWEETR. 03/00/2018  03/15/201303/30/2017
" NP 100880 oWEETR. 03/15/201% 03,/21/200203/20/2017
NGLP 100880 CWEETP. 04/0L/201% 04,15 /200 803/20,2017 =l

0 Posisor... Entry 13778 of 28,340

d
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WBS ( M A Work Instruction
l J Maintain SDA Delivery Periods and Order Due Dates

6. Click (the New Entries button) to create a new delivery period.
Image: Maintain Direct-Ship Delivery Periods (Change) Screen

Home Operations Finence Admin Repots ools & Montoring Help =elpossk

P i in istrat Rezall vrisret Supgliar Mgt
> Maintan Dirext-Ship Delivery Pericds Full Screen | Dption

Order F
Opsrations > Order Processing > Catalby Mamtenance

Welcome to Maintain Direct-Ship Delivery Periods (Change)
LA =][Seve ] Back [ Ect || Canod! [ Systam , ||| Change > Cicplay |[Bidka][ Sacct AY | Sclect Biook |[ Desdaal AU

Maintain Dirset-Ship Delivery Periods
H' Caotdlo... Material  PreduxtD.. FromDate To Data Ordar Dota i}
o ~

B Posisor i Eniry 00F 0

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

Field R/O/IC Description
Catalog Area R ndicates the program with which a particular order

s associated.

xample:
SLP

Material R nique six-digit number representing a specific
aterial/commodity in WBSCM.
xample:

100937

JFrom Date R Beginning date for specifying a delivery time
period.

[Example:

04/30/2021

@ (Note) The From Date is the first date
of the delivery period, the earliest date
the SDA should expect to receive their

order.
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WBS ( M A Work Instruction
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Field R/OIC Description
To Date R Ending date for specifying a delivery time period.
xample:
06/19/2021

@ (Note) The To Date is the last date of

the delivery period, the latest date the
SDA should expect to receive their
order.

Order Date R Due date for submitting orders.

[Example:
03/31/2021

@ (Note) The Order Date is the due date

for SDA to place their order to receive it
during the associated delivery period.
The Order Date must be greater than
current date.

@ (Note) The user can populate date fields using = (the Matchcode button) and selecting the date

from the calendar tool, or by entering it directly into the field in a MM/DD/YYYY format.
Image: Maintain Direct=Ship Delivery Periods (Change) Screen

Home Operations Fhance Admn Repors Teols & Monfiong Help Helpdask

Order P i Pr Complsint ini S Recall i Supgier Mgt
Operatens > Ordar Prccassing > Catalog Mamienance > Martan Diract-Ship Dalwery Perinds

Full Sarean || Optons
Welcome to Maintain Direct-Ship Delivery Periods (Change)
[Menaa] | ][ Save |[Back][ €t | Cancel |[ System , || [ Chang= -> Dpley |[ Delete || Select Al || Select Block || Deselect Al
Mointain Direct-Ship Delivery Periods
B Coisio... Metesiel  ProductD... From Daie ToDete  Order Dol 5l
nSLP 100937 04730/201 06/19/201.03/31/2021 -l

Position Entry 0 of0

8. Press the Enter button on the keyboard to confirm the entries.

@ (Note) If any error message appears at the bottom of the screen, make corrections to the
appropriate field. In this example, there are no errors.
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Maintain SDA Delivery Periods and Order Due Dates

Q (Note) In this example, the last delivery period for Catalog Area NSLP and Material
100937 is connected to an Order Date of 03/31/2021. This indicates that a customer must
place their order by 03/31/2021 to receive it between 04/30/2021 and 06/19/2021,

Image: Maintain Direct-Ship Delivery Periods (Change) Screen

Home Operations. Finance Admin Repori=z Teclz & Monitoring Help Helpdesk

Order o o istrste Recall

F ‘Supoier Mgt
Opersticns > Ordar Processing > Catzlog Mami=nance > Maitam Dirzct-Ship Delvery Periods Full Scrm=n | Option: v

Welcome to Maintain Direct-Ship Delivery Periods (Change)

[wenail] | ][ Save | [Esck | [Sat | Cancel |[System , | | [Chiange > Deolay Select Al || Salect Block
Naintan Direct-Ship Daitvery Pariods
S Cstslo . Msterisl  ProductD.. From Dae ToDste  Owei Dale i |
[NSLP 100937  WHOLE .. 04/30/2021 €6/19/2021 03/21/2021 Al
| o
52
£l Posibon. Entry 1 of 1

sl = il -

9. Click [5=+=1| (the Save button) to save this delivery period in the system.

@ (Note) The message at the bottom of the screen confirms the entry was saved.,
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Image: Maintain Direct-Ship Delivery Periods (Change) Screen

Homa Operations Finance Admin Reports Teols & Monsonng Help Helpdask

e = » = ST (R s 5 A, t  Supgier Mgt

Operations > Ordar Procassing > Catslog Mandenance > Martam Dirsct-Ship Dalvary Perinds

Welcome to Maintain Direct-Ship Delivery Periods (Change)

Full Scraan || Optons =

[Menad] | © ~|[Sa%8] [ Beck | [ £5# | Cancel [ System, | | [ Changs > Dplay | [ Daista || Selast A | Saluct Bick || Dacalsct A1
Maintain Direct-Ship Delivery Pariods
HY Catalo... Material ProductD... From Data To Dste Ordar Data i
}NSLP 100937 W-OLE 03/30/2021 06192021 03/31./2021 ;E}
(= |
& Positon.. | Entry 1ot 1
[ Dt was seved SAP » | czeo0 2L I-
10.  This transaction is complete.
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RESULT

A delivery period and order due date have been set for a commodity.
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l J Maintain User Profile

Purpose

Use this procedure to review and update user profile information if there is a change of address or
communication information, including email address (required) and alternate methods. Any

WBSCM user may follow these steps to update contact information and notification preferences in their
own user profile, User Administrators (User Admins) create the initial user profile in WBSCM, and can
also update the contact information for the user using the Maintain User Profile transaction.

Process Trigger
Perform this procedure when:

. a user has a name 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 complete this transaction:
o 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 Help site, Frequently Referenced Training Materials section for basic
navigation training and tips on creating favorites, performing searches, etc.

Thursday, July 28, 2022 © WBSCM Training = Proprietary Page 1 of 8
2023-AMS-00030-F 000822



NAIDCC A ! Work Instructi
WBS(M ) M(:in:;irr:cLTger Profile

PROCEDURE

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

Image: Maintain User Profile Screen

Home Operstionz Admin Reports Help

Manage Users Master Datn
4 Admin > ManageUzers > Maintsin Usar Profia Full Seraen | Options »

Welcome to Maintain User Profile
Al requirad fi2ids sre marced Weh 3 red 3sensk (7). Dates ane formated 35 MAWDD Y Y Y Y
My Profile Details El
Name
e [ w

 FirstName. [Jonn |
~ LasiName: [Do= |

Addrass

Straat: House Numbas:
Cay:
Reglon or State: |A=bama -~ Fostal Code: [z2032
county: [Usa I+

Communicaticn
Method Value { Number / E-mail Addrezz )

B [Jonn Cos@emai cem ]

[20z-v1-am7 @
[ ! i |

= | §5 §

Optout from o-mailz:
NOTE: To unsubscribe from an email - check one or more cption below:
[l Orger Changa Netifieation
[ IMis=ng GR Netficaton

[ Upcate

2. Click * (the Hide Navigator arrow) to minimize the Portal menu. This can be done for all

transactions in WBSCM.

@ (Note) Recall Contacts have an additional section at the bottom of the screen used to
enter preferred communication method in case of recall. For instructions to review or edit
the recall communication methods, Recall Contacts should use the Maintain Recall
Notification Preferences work instruction.

@ (Note) Upon opening the user profile, users will see the information added by the User
Administrator at the time of creating the profile. The user can edit these fields as

appropriate.
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Work Instruction

Maintain User Profile

3.

Image: Maintain User Profile Screen

fore Operstions Admin Reports Help
Manzge Users  Mastes Dain

Admin > Manage Uzers > Maintain User Profile
’

Welcome to Maintain User Profile

L1 raqurad falds are marked witk 3 red aztarizk 7). Dataz 3re formates 23: MWDDYYYY
My Profile Detalls
Name

Titla: -l

* FrstName: | Jorbn

* LastName | Dos

sueer | ] House Humber: [

y: |

Fegion or State: [Alsbams I~ Postal Coce: |

Co
County: [USA =l
Communicaton
Method Valus { Number | E-mail Addrecs )
Emata [ZonnDosmemailcom ]
. = [202-111-1111 15}
[ = il |
[ = |

Opt-cut from s-mails:

NOTE: Te unzubzeribe from an amail - chack ane or mare option below:
[[]Ordiar Cranga Wetificaton

[_1Mssng GR Naxfficaton

B Urdze

As required, complete/review the following fields:

Field

R/O/C

Description

Fu

i Screen | Options ~

Title:

O

ﬁxample:

r.

Mr., Mrs., Ms., Miss, or Dr.

JFirst Name:

First name of the user.

[Example:
John

|_ast name:

Last name of the user.

[Example:
Doe

Street:

[Example:
123 Main Street

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
House Number: O he street number of a house or building, as
pplicable.
City: O City where the user or company is located.
ﬁxample:
obile
Region R The State, District, Province, County, or other
regional locale.
State:
[Example:
Alabama
@ (Note) The Region / State field is
dynamically related to the Country field,
and will display states or regions
relevant to the country selected. To
locate the correct region or state, the
user must first select the correct
country.
Postal Code: R A ZIP code.
[Example:
12345
Country R Country code that represents country name.
[Example:
USA
4. Perform one of the following:
If Then
The user needs to add a new Communication 1.  Click! [*] (the Method
Method drop-down) to select the communication
method.
2. Enter the value in the Value (Number / E-
mail Address) field.

6 (Note) The Method for the first line in this

section is for Email Address and cannot be
changed. This is a required field.

The user needs to edit the value of an existing
Communication Method

1. Click in the Value (Number / E-mail
Address) field for the existing
communication method.
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If Then
2. Type the new value.

The user needs to change or delete an existing

Communication Method Click L) (the Trash Can icon) to clear saved

fields.

ﬁ‘ (Note) To add a new Communication
Method to replace the one removed, see steps
above.

The user does not need to make any changesto  Go to Step 6.
Communication Methods

@ (Note) All users are required to enter an email address as a Communication Method;
additional methods are optional.

@ (Note) In this transaction, Method refers to a communication method. Users may select
from Fax Number, Email Address, Mobile Phone, and Telephone.

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 Order
Change Notification checkbox is selected, the user will not receive notifications.

@ (Note) The Missing GR Notification checkbox applies to SDA Order Managers, Ship-
to, HQ, and NW Org Admins. If the Missing GR Notification checkbox is selected, the
user will not receive notifications.
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Image: Maintain User Profile Screen

Home Cperstions Reports Help

| Fuli Screen | Option= ~ |

" Admin > MansgeUsers  Maintsin User Profil
»

Weicome to Maintain User Profile
Al requrac flalds are markec wih 2 red astensk (7). Datas are farmazea as MWDD Y YYY

Streat: [123 Main Stee: |Housa Mumbes [ |
cty: [Mokia ]
Regin or Ss: P e
Country: [USA =
Method Velue { Number ! E-mail Address )
Ema1 a3dwas | [Tohr Dos@emailoom ]
[Felephora | 2021111111 Iy
Viooie Frone | [202-0595-1218 ks §
Ik |

NOTE: To unsubscribe from an email - check one or more option below:
|| Ordar Cranga Netification

[[IM=zing GR Netifiestion

"% (the Update button).

6. Click B

” (Note) A confirmation message "Data was saved successfully" displays.
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7.

Image: Maintain User Profile Screen

Home Operations .A‘l!h‘ Reports Help

_Niesi o My times ¥ M ER Uiyt

Full Screen || Options ~ |

[ Data vias saved

A

Welcome to Maintain User Profile

All required Sields are marked with a red asferizk (*). Dates are formatted as: MWOLD/YYYY.

My Profilo Dotails

Tise:

= First Name: [John

* Last Name: |T)l)e

Stresi: 123 Man Straat

| House Mumber: ||

Ciy: [Mablie

B w—

Postal Code: |12345

Country: USA

~

c icat

Method Value { Number / E-mail Addraas )

[Email address [Joh Doe@email.com

[Mobile Phone | [202-5551414

[Teiephone ] [2e211m

[ 1]

|| Order Change Notificaton
[ ] Missing CR Netifization

The transaction is complete.

NOTE: To unaubscribe from an cmail - check one or more option below:

Thursday, July 28, 2022
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RESULT

The User Profile has been reviewed and updated, including changes to name, address, contact methods,
and subscriptions. Users who are Recall Contacts may also have updated their Recall Communication
Method settings. All updates entered by an individual user will be applied to the user's profile in

the Maintain User Profile transaction (for User Admins) as well.
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Purpose

State 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
applies to all USDA Domestic programs, although steps and graphics may refer to specific examples.
Where applicable, navigation guides and related notes indicate which steps apply for different types of
catalog items, including Multi-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)
o Update existing catalog
o Add/remove commodities on a list of available products in catalog (View)
o  Assign/unassign RAs and Co-ops who may access the catalog through Domestic Order
Entry (Organization)
o  Save catalog updates
o  Delete an RA catalog
. For Direct Delivery and Processing Diversion items, the SDA/ITO will also need to set or update
available ordering and delivery dates. See related training material, Maintain Direct-Ship
Delivery Periods for instructions.

Process Trigger

SDA/ITO Org Admins perform this procedure when they need to create or maintain a catalog to support
ordering by the assigned RA and Co-ops. This may be triggered by internal decisions or external factors
such as a notification from FNS that the master catalog for a program has been modified.

Prerequisites

. SDA Org Admin must have a program assigned by FNS,

. SDA must be linked to RA/Co-op as a sponsoring agency. Refer to the training
documents, Create Recipient Agency (RA), Maintain Recipient Agency (RA) and Create Co-
op Organization.

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

. Select Operations tab @ Order Processing tab & Catalog Maintenance folder  Manage RA
Catalog Views link to go to the Manage RA Catalog Views screen.

Tips and Tricks

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

PROCEDURE

1. Start the transaction using the following Portal path: Operations tab & Order Processing tab 9
Catalog Maintenance folder @ Manage RA Catalog Views link.
Image: Manage RA Catalog Views Screen
Home Operations Adin Help
e , Operston: > Order Frocessing » Catalog Maienance > Mansge RA Caisiog Viens Full Scre=s || Otions ~
iz Ugloadz Downlcadz Cataiog Salaction
Catslog Maintersnce [|_Choosz Cstnlog
et
e Catalog Abeaty ysed Saus
4000I73C-ZFNS_CATALOG, FNS Master Catalog. FNS Yariant Y:j o0
l My Views
Calafog: $000578C-ZFNS_CATALCG, FNS um Catelog, FNS Varisnt :
CC::_::. = Dirzct oeivery CSFF Ne Manags VenOmarizalions Oelete
2. Click « (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with
any transaction in WBSCM.
3. Perform one of the following:

If Then

The user wants to create a new RA catalog Go to Step 4.

The user wants to update an existing RA catalog  Go to Step 10.

The user wants to delete an existing RA catalog Select 2kt (the Delete button). The catalog is

immediately deleted.
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Image: Manage RA Catalog Views Screen

Home | Opecafions = Admin  Help

Order Processing

Operatons > Order Processrg > Gataing Mahienance > Marage RA G3i30) Views
Catalog Selction

| _Choose Catalog

Full Sereen | Opions ~
Updata
Cataleg Already usad Status
ADDD57RC-ZFNS_CATALOG, FNS Mactsr Cafalog, FNS Variant Yoz oo
wl\hwu
Catzlog: A0EI7BC-ZFNS_CATALOG. FNS Master Catalog. FNS Variant
Ve Descuption Slendard Actuities
CACFP_DSLY CACFP View Ne Nanage VieneOrganzations Celte
CSFP_DD irest daivery CSFP No Nanage ViewCreanzations ek
Create New View |
4, To create a new RA catalog, click CreatzNew\i=w| (the Create New View button).
Image: Manage RA Catalog Views Screen
Home Operations Agmin Help
Order Processing ‘
Operatons > QOrder Processing > Catalog Malvinance > Marage RA Caiaiog Views Ful Sereen | Opdons ~
Catalog Sglection > Craste Viaw
Catalog 4000578C-ZFNS_CATALOG, FNS Master Catalog FNS Vanant
| Create View
| Viaw*
| Desription
Creane| Cancel|
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5. As required, complete/review the following fields:
Field R/O/C Description
View* R The name given to the catalog view being created.
[Example:
NSLP Materials
Description 0 Text to identify and characterize an object or activity.
[Example:
National School Lunch Program Materials
6. Click Creatz| (the Create button) to create the new view.

Image: Manage RA Catalog Views Screen

Homs | Operaions | Admin  Hdlp
Order Processing
Full Sersen | Opions v

> OrderProcesang > Catalog Maivenancs > Marage RA Catsiog \iews

Operatons
Thaak yos!

Yaur view National Sohoel Lunch Pregram Materials for cataiog 4000573C-2FNS_CATALOG, FNS Master
Catalog. FNS Vanant vias sent. Fleass be patent 3s this can fake some fime

Back 1o Catalop View Mansgement|

Click Back to Catalog View Management| (the Back to Catalog View Management button) to return to the
catalog selection screen.

7.

Page 4 of 18

Thursday, January 26, 2023 © WBSCM Training = Proprietary
2023-AMS-00030-F 000833



r—m Ja Work Instruction
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Image: Manage RA Catalog Views Screen

Home Opecations. Admin Help

Order Proceszing
Operatons > Order Processrg > Gataing Mahienance > Marage RA G3i30) Views
Catalog Selection

| _Choose Catalog
Update

Cataleg

Ful Seraen | Opaons ¥

ADDDS7RC-ZFNS_CATALOG, FNS Mactsr Cafalog, FNS Variant

Hrady vzd
o The caiaiog is 12mporadly usavaizbie Try again lates.

Status.
Yas ece

8. Click Update (the Update button) after the waiting period to refresh the list of available RA

catalog views. In this example, a new catalog view called National School Lunch Program
Materials was created to which the user can add commodities for an RA to view and order.

Q (Note) The waiting period is approximately 2-3 minutes. When the catalog has successfully

updated, the Status light will turn green after
is available to view.

Update (the Update button) is clicked, to indicate it

9. Perform one of the following:

If Then

The user wants to create another new RA catalog Go to Step 4.

The user wants to update an existing RA catalog  Go to Step 10.
(including newly created)
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Image: Manage RA Catalog Views Screen

Home | Operaions | Admin  Hdlp

Order Processing

Operatons > Order Procsesng > Catalog Manmnance > Marage RA Catsiog \iows

Full Szreen | OpAons
Catalog Selecton
I Choosa ('z\zlnn
Updata
Catzlog Aiready uzad Status
400DS72C.2FNS_CATALOG, FNS Master Catalog, FNS Variant Yoz ono
l M‘\ﬂw:
Catalog: ADOSTRC.ZFNS_CATALOG, FNS Mastor Catalng, FNS Variant
Vew Deascription Standard Actvies
CACFP_DSLt CACFP View Neo Marage VierdOrganeasons Oolete
CSFP_DD Direct delvary CSFP Mo Marage VewsOrgnomens  Delets.
NSLP_NATERIALS Navonal Schoel Lunch Program Maneials He Marage ViesOrgarizasons Deiete
Crezte Naw View
10. Click ManageViewOgaczatens (the Manage View/Organizations link) under the Activities column,
next to the catalog view to be reviewed and/or updated. In this example, National School Lunch
Program Materials is selected.

Image: Manage RA Catalog Views Screen

Home Operations  Admin

Help
Order Proceszing

Operatons > Order Processing > Catalog Maivenance > Marage RA Cataiog Views Full Screen | Opdors

Qatalog Safeotion > Mairtsin Viaw

Catalog: 4000573C-ZFNS_CATALOO, FNS Master Ctelog FNS Variart

| Maintsin View

Iven NSL®_MATERIALS

| Daseripton Nationa! Schoed Lunch Program Materas

Frocess| Cancsl

Thursday, January 26, 2023 © WBSCM Training = Proprietary

Page 6 of 18
2023-AMS-00030-F 000835



[— ' Work Instructi
WBS(M ) M(:nr:;: (;QI?O’: Catalog Views

11.  Asrequired, complete/review the following fields:

Field R/O/C Description
Description O ext to identify and characterize an object or

ational School Lunch Program Materials

(Note) If needed, the user can change
the description of the view by entering
new text in this field.

12. Click Proc=ss (the Process button) to open the selected RA catalog view.

13.  Perform one of the following:

If Then
The user wants to update commodities available in Go to Step 14.
this catalog,

The user wants to update RAs/Co-ops assigned to Go to Step 21.
this catalog,

Image: Manage RA Catalog Views Screen

Home | Operations = Advin  Help

Order Procescing
. Operstons > Order Processng » Catalog Masiwmance > Marege RA Catsiog Vises Ful Screen | Opiors =
Cataleg Selecton > Mairtze Ve > Wanaga \iew 3nd Organizations
Catalog: 4000570C-ZFNS_CATALOG, FNS Master Catalog, FNS VeriaatView: Nafional Schaol Lunch Pragram Materials
| Manage View and Organiaations

| Find Produc: OK|

No Products found

Save Vew nd Organzaion

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

@ (Note) The user can toggle between the screens for updating the list of materials (View)
and assigning RAs and Co-ops to a catalog (Organization) by clicking on the respective
tab.

(Note) Clicking ’ (the Arrow button) to the left of the Catalog also opens the catalog.
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Image: Manage RA Catalog Views Screen

Home Operations Admin Help

Order Processing
Operstons > Order Processng » Catalog Marmenance > Maresge RA Catsiog Viens Full Screen | Opfions ~
Catalog Sefecton > Mairtam Vew > Wanaga View and Organcanons
Catalog: 4000573C-ZFNS_CATALOG, FNS Mazter Catolog, FNS VoriaatView: Nafional Schaol Lunch Program Materials
[ Mansge View and Organizations
Az o
Satioh Find Produc
» Dlesee ! =
» Ll eoem o Proucts found
+ O resae Sawe Vew nd Organzadon
» Doaze
» (geee
» [nae

15.

Click the link for the desired program to update the materials available in the catalog. In this
example, NSLP was selected.

Image: Manage RA Catalog Views Screen

Home Operations Admin Help

Order Procescing :
Operston: > Order Frocessing » Catalog Maiwenance > Marege RA Catsiog Views Full Scrzen | Opfons ~
Catalog Sslecoon > Mairtae Ve > Manags \iew 3nd Organzanons
Catalog: 4000573C-ZFNS_CATALOG, FNS Master Catolog, FNS Voriaat View: Nafional Schaol Lunch Program Materials
[ Manage View and Organizationz
n Crgnzain
bm Find Produc
» Dlesee L =
» [l opm Hers you can edt your view by S2lectng the C39800Mes 37 fems M3t 3re 10 be contined. E3ch selection 15 ranst=nad anomatcaly \When you have sasad your
v [1esap catalog view, chocse Orgenization n order to disghay ¢ 10 assign fam o the selacted view
» __J AR Search Resuls.
» [lsree Canosl Salsfon Frogram SabAvas Produst Name
~ nar Save View end Crganizaicn
* U Diect Daivary
» [ Processing Dhuarsion
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16. Perform one of the following:

If Then
The user wants to add Direct Delivery 1. Select Direct Delivery (the Direct Delivery
commodities to the catalog link).

2. Goto Step 17.

ﬁ‘ (Note) Direct Delivery commodities are
available for the NSLP, CACFP, SFSP, NSIP,
CSFP, FDPIR, and TEFAP programs.

The user wants to add Processing Diversion 1. Select Processing Diversion (the Processing
commodities to the catalog Diversion link).

2. Goto Step 17.

@ (Note) Processing Diversion commodities
are available for the NSLP and CACFP programs.

The user wants to add Multi-Food commodities to  Catalog

the catalog '-DE%#F y
U 0

1. Select W99 (the Multi-Food link)
2. Goto Step 17.

@ (Note) Multi-Food commodities are available
for the CSFP and FDPIR programs.

@ (Note) Direct Delivery and Processing Diversion items are sourced directly from a vendor, and
RA orders undergo review, consolidation, and approval by the SDA/ITO. Multi-Food items are
sourced from the assigned National Warehouse, and orders do not require an approval process.
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Image: Manage RA Catalog Views Screen

Haome Operations Admin Help
Ordor Proceszing
Operatons > Order Processing » Catalog Mahienance > Marage RA Cataiog Viens Full Serzen | Opdons ~

Catalog Safeation > Mairtaie Vigw > Managa View and Organiztions
Catalog: 4000573C-ZFNS_CATALOD, FNS Mate: Catalog, FNS Varsat View: Nafional School Lunch Program Meterials.
l Manage Visw and Organizations

Caealng

» Dlcsee | Find Produc oK

’-;' EDPR Her2 you CENI‘IMIVENW?EGM neeemonesmﬂ lﬂ'lS MH& 0 be contained. E3ch seleciion |5 rans'ened automatcally. \When you have eatd your
v [lremap catelog view, chy i order to disglay d 10 @32ign Fram 10 the selected view

» Ogager Search Rozulis

r Classe Czncel Saston| Frogram Sab-Ama Procust Name

AR NELP Sawe Vi end Organizsicn|

- [ Divect Delivery

[~ ~*%v~ww~ovw~
o L]

|

17. Select the corresponding link to view the list of available commodities. For this example, Meat
(the Meat link) category is selected.

ﬁ (Note) Any commodity groups that have commodities already selected for RA ordering will show
i (a checked Checkbox) to the left of the catalog.

Image: Manage RA Catalog Views Screen

Home | Operafions | Admin  Help

Order Processing
, Opsratons > Order Procsesng > Cataiog Mamienancs > Marage RA Catsiog \fews Ful Sersen | OpAons ¥
Catalog Selecion > Mairkain Very > Maneg= Vien ard Orgarizations
Catalog® 4000575C-ZFNS_CATALDG FNS Masir Catalng. FINS Variant View: Nanona! School Lunch Frogram Nateras A
Manzge View and 231ons
- R
caimog Find Preduct oK
» [lcare k ok
* Denen Hasa you o3 adit your view by salooting the cstagories and itam: that ars to ba coniinad. E: ! olly. Whan you hava adited
» Clieeap your catalag view, choosa Organization in oedse to dsplay organizations 3nd to 35597 them 1o the :dama e
» Cloacp ‘Search Results
» [zrse SeleciAll|  Progam Sub-Aea Preduct Nane
pANTT [ NeLP Er— 100127 BEEF CAND4DEQZ
'-[—‘dﬁw O NEL® Entitament 10013¢ BEEF CRUVE ES VISPP PKG-AM01LE
- [ Meat
0 O NeLP Enliternen 100158 BEEF FINE GROUND FRZ CTN-40 LB
Mg O NELP Eniitemant 100183 SEEF PATTY LEAN FRZ CTN.40L3
) [ Povity O NSLP Entitement 100130 SEEF SPP PATTY HOMESTYLE CKD CTNA4Q LE
¢ Crish O NELP Entifement 100181 mmmmm
+ [ vegeenes [ NSLP Entttement 10018¢ PORK TERAD FRZ PKG 4110 LE
2 _B Esanz (Cansed ard Dy} O NeLP Enlitement 100187 PORK HAM WATERAD SLO FRZ PRO-¥5L8
: Eruits {Canved Dried, Fresh, Frozsn! [m] NeLP Entitament 100122 PORK HAM WIRADCAEDFRY PKG-410OF 2518
e O NSLP Enitemen 100173 PORK ROAST LEG FRZ GTN-32-40 18
¢ [ paig = & e
) [ Graine O NSLP Entiterent 100139 PDRKCAN 2424 O
* [ Posta/Rice O NeLP Entitamen 100144 PORK CRUMEL ES W SFF PKG-411D15
* [ fiour O NSLP Entitement 110730 PORK FULLED CKD PKG-3518
' [Cose [} NELP Entitamant 110082 BEEF RRADIATED PATTY FRZ CTN-4DL3
} [ Peanst Sunows: O NSLP Eniteren 110083 BEEF BEADIATED FINE GRND FRZ CTN-401L8
* [ Processing Oivecsion O Nep P 110281 cer o - o
[ NSLP Entitement nozro BEEF LEAN PATTY |FT OFT FRZCIN-4DLE
O NeLP Enfitenent 110204 BEEF CRUMBLES V'SPP LFT OPT PKO-4/10 LB
o NSLP Entitament 110208 PORK HAM WTRAD ROLEOD SLC KG.8%5 LB
O NSLP Eniitemen 110240 BEEF 100% PTY 80/10 FRZ 2.00MMA GTH-50 LB v
() NELP Entitement 1102347 EEF 5op sR7 o
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18. Select the corresponding link for the funding option to view the list of available commodities. For
this example, Entitiement (the Entitlement link) category is selected.

@ (Note) The Entitlement option includes only commodities that can be ordered against the SDA's
and RA's entitlement balance. The Bonus option includes only commodities that do not impact
entitlement balances when ordered.

19. Perform one of the following:

If Then

The user wants to select specific commodities from ggject | (the empty Checkbox) next to each

the product list for the catalog view desired commodity to include in this RA catalog
view.

The user wants to select all the commodities from  Click _SelectAll (the Select All button).
the list for the catalog view

Gj' (Note) Always use this option for Multi-Food
commodities.

The user wants to de-select specific commodities Un-check ™ (the checked Checkbox) next to
from the product list for the catalog view each desired commodity to remove from the RA

catalog view.
The user wants to de-select all the commodities Click _Cancel Selection| (the Cancel Selection
from the list for the catalog view button),

@ (Note) To limit the list to a specific commodity or commodities that match search criteria,
enter the commodity number or name into the Find Product field. Then, click OK to
perform the search.

@ (Note) Although a checkmark is not automatically applied next to the category in the
Catalog section on the left, selections are saved. The checkmark will appear after either
the Save View and Organization button is selected or another category is selected.

20. Perform one of the following:

If Then

The user would like to add other commoditiesto  Go to Step 14.
this catalog view

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

The user would like to save changes to the catalog Go to Step 27.
view
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Image: Manage RA Catalog Views Screen

Home Operations Admin Help

Order Procescing

Operstons > Order Processirg » Catalog Msiwmance > Marege RA Catsiog Views Ful Sareen | Opions =
Catalog Sefecnan > Mairtan Vere > Wanzge View and Organizaions

Catalog: 4000570027 NS_CATALOS, FNS Master Catalag, FNS Voriaat View: National School Lunch Program Materiais
[ Manage View and Organizations

g e
Saioh Find Produc

» Mosee ! =t

+ [l eopR

+ O resae

No Products found

Sawe View znd Organzaten
» Doaze
» [lgrse

»Mnae

21. To add/remove organizations assigned to this catalog view, select _Z#"***" (the Organization
tab) if not already active.

Q (Note) The user can toggle between the screens for updating the list of materials (View)

and assigning RAs and Co-ops to a catalog (Organization) by clicking on the respective
tab.

Q (Note) Users can perform the search without making any entries in the search fields. To

narrow the search results, enter data in one or more of the fields in the Search section. In
this example, the search fields are left blank.
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Image: Manage RA Catalog Views Screen

Fome Operations Adrvin Help
Order Processing
, Operston: > OrderProcessing * Catalog Maivienance > Maroge RA Catalog Views Ful Sarsen | Opfions =
(a3 Ssiechon > Mantan View > Manage Visw and Organzatons
Catalog: 4000573C-ZFNS_CATALOG, FNS Maztwr Catalog, FNE VarzatView: Nafienal School Lunch Pragram Naterais
|| Manzge View and Organizations
o ST
Ssarcn
| Crgenizstion Name I Pragiam | Additicral Name
1200 [ | County
Saarch 21557‘61\
igaseation | SelectAl| Un-Select Al
22.  Asrequired, complete/review the following fields:
Field R/O/C Description
Organization Name |0 he legal name of the approved participating
rganization in a USDA food program.
xample:
Food Bank

@ (Note) Enter full or partial RA or Co-

op Organization Name. Wildcard
search is available for this field.
Program O Acronym used to identify a USDA food distribution
program,

@ (Note) Enter the exact Program name.
Wildcard searches are not available for
this field.

Additional Name O Text to identify additional name.

@ (Note) Enter the full or
partial Additional Name. Wildcard is

available for this field.

Zone O Identifying number assigned to an RA by their
SDA.
(Note) Enter the exact Zone if known,
Wildcard search is available for this
field.
Thursday, January 26, 2023 © WBSCM Training = Proprietary Page 13 of 18
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Work Instruction

Manage RA Catalog Views

WBSCM |

Field RIO/C
City o

Description
City where the user or company is located.

[~

Region or geographical area.

-~

(Note) Enter the full or partial City or
leave the field blank. Wildcard seacrh is
available for this field.

County O

(Note) Enter the full or partial County if
known, Wildcard search is available for
this field.

23. Perform one of the following:

If Then

The user has entered search criteria in any of the  Click -222=%| (the Search button).
Search fields

The user would like to display all organizations
and programs

Click DispiayAll| (the Display All button).

@ (Note) Refer to the Wildcard and Matchcode Searches Job Aid for advanced search options.

Image: Manage RA Catalog Views Screen

Hore | Operaions | Admin  Help
1 Order Processing
|, Opestions » Orcer Processing > Cotalog Maistenance > Nenage RA Catalog Views Fuf Sarsan | Cptiora =

Catalng Selection > Maintan \iew > Manage View and Oigascatons
Cataleg: 400CE7TEC-ZFNS_CATALDG, FNS Mastar Catalog, FNS Varaat View: Nafional School Lunch Program Materals
l Manage: View and Orgaaizagons

| Organizaton Name | Food Bank | Frogran
| Zerz Jciy | Courry
Soarch| Display All

Savs Uiew and Crganization| Select Al| Un-Saisot All|
Choose the users who can aooess this view

| esitonsl Name

Assign Susiness Farner Orgaraaton Name Aadmona Name Program Zone
(] 0004001181 Certral Texas Food Bk CACFP CFP STIN TEFAP T
[m] 0004001947 Feod Bank of Cerpus Christ CACFP CSFPETIN TEFAP ¢
(] 00040019¢4 Food Eank of the Rio Grande Valey TEFAP CACFP CSFP STIN TEFAP &
(=] 0004002422 Heusion Faod Bark CACFP CSFP NELP NEIP STIM SFSP N Heusion
O 0004003257 Nerth Tesxas Focd Eank/Abiene Foos Bank CACFPCSFPSTIM TEF, & Abikens
[m] 0004003044 Regicns| Eas! Texas Food Bark CACFP CSFP STIN TEF, ¢ Heusin
|| 0004002344 San Artorio Focd Bank CACFP CSFP ETIN TEFAP 4 San Aroric
=] Q004004062 South Plains Foed BankHch Plaes Food CACFP CSFPSTIN TEFAP :
O 0004004103 Soutnesst Texas Food BasFocd Sank CAFE CSFP STIN TEFAP 4 orange
=] 0004004830 Tomant Area Foed Bank\Wichita Falz CACFP CEFPETIN TEFAP 5 Wichita Falls
0 0004005487 \West Texas Food Bank CACFP CSFPSTIM TEFAP 8 Lubbock
O 0004003942 S0LN Texas Food Bank CASFP CSFPTEFAP 5 Bronnzville
Save Vimw snd Crgsrization| Select Al | Un-Seiect All
Thursday, January 26, 2023 © WBSCM Training = Proprietary Page 14 of 18
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Work Instruction

Manage RA Catalog Views

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

Field R/OIC Description
Business Partner O [Number or name assigned to SDAs, ITOs, Co-ops,
and RAs in WBSCM.
Organization Name |O The legal name of the approved participating
organization in a USDA food program.
@ (Note) The Organization Name field
indicates the RA or Co-op name.
Program O Acronym used to identify a USDA food distribution
program.
Additional Name O Additional text for the organization's name.
Zone O dentifying number assigned to an RA by their
DA.
City O City where the user or company is located.
County o] Region or geographical area.

25, Perform one of the following:

If

The user would like to assign a specific

Then

Click (the empty Checkbox) next to each

organization from the list to this catalog view desired organization.

The user would like to assign all the listed
organizations to this catalog view

Click _SekectAl] (the Select All button).

The user would like to unassign a specific

Uncheck ¥ (the checked Checkbox) next to each

organization from the list from this catalog view desired organization,

Thursday, January 26, 2023
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' Work Instructi
WBS(M ) Mzng;g (ECE Catalog Views

If Then

The user would like to unassign all the listed Click Un-seectAl] (the Un=Select All button).
organizations from this catalog view

26. Perform one of the following:

If Then

The user would like to add or remove commodities Go to Step 14.
in this catalog view

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

The user would like to save changes to this catalog Go to Step 27.
view

Image: Manage RA Catalog Views Screen

Hore | Opersions | Admin  belp

| Onder Processing .
[ (5 Operations’ 3 Oreer Procesnbig. > Cotalog Maintenaroe > Norsge RA Galalog Vicws. Ful Sarsen | Optiors =

Catalng Selection > Maintan \iew > Manage View and Oigascatons
Coataleg: 400CE7TEC-ZFNS_CATALDG, FNS Mastar Catalog, FNS Varaat View: Nafional School Lunch Program Materals
I Manage: View and Orgaaizafons

| Organizaton Name | Fgod Sank | Frogran | Accitional Nam=
| Zors | ciy | Courry
Szvs Wew and Orpanization| Select Al | Un-Ssieot Al

Choose the users who can asoess this view

Assign Susiness Farner Orgaraaton Name Sddmonal Name Program o= Cry County
0004001 181 Gertral Texas Food Benk CACFP CSFP.STIN TEFAP 7 Austin Trevs
[m] 0004001087 Feod Bank of Cerpu Christ CACFP CSFPETIN TEFAP . Cerpuz Chrizt Nuases
[m] 0004001984 Food Banl of the Rid Grande Villey TEFAP CACFP GSFP STIN TEFAP . Sounsvlle Cameron
(] 0004002422 Heuston Faod Bark CACFP CSFP NELP NEIP STIM SFSP . Hewston Harris
[m] 0004002247 Nerth Texas Focd Eank/Abikna Foos B2nk CACFP CSFPSTIM TEFAP . Atikene Tayier
(] 0004003024 Regicns| Eas! Texas Food Bark CACFE CSFPSTIN TEFAP ¢ Hewston Harr
(] 0004002344 San Artoric Focd Bank CACFP CSFPETIN TEFAP 4 San Artoric Eear
] 0004008082 Sauth Plans Foed BankHgh Plaes Food CACFP CSFPSTIN TEFAP : . EiPass
O 0004004165 Southesst Texas Food BasFood Eank CALFE CSFP STIN TEFAP 5 Oamge Crange
(] 0004004840 Tarmant Arsa Foed BankWichita Fals CACFP CSFPETIN TEFAP § Wichita Fails Vicrit
0 0004005437 \West Texas Food Bark CACFP CSFPSTIM TEFAP 5 Lutbock Lubbock
O 0004003342 0L Texas Food Bank CASFR CSFP TEFAP 5 Eronmsvlle Cameren

Save Viess and Crganization| Select Al| Un-Select Al

27. Click SaveView and Organization| (the Save View and Organization button) to save any updates.
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Image: Manage RA Catalog Views Screen

Home Operations Admin Help

Order Procezzing
= Operatons > Order Processing > Catalog Malvenance > Marage RA Cataiog Views Full Sc¢reen | Opdons v

Thaak yos!

Your vizw National School Lunch Program Matenials for catziog dDDOSTSC-ZFNS_CATALOG. FNS Master
Catalog, FN3S Varient vess sent. Flease be patent 53 ths can lake some time

28. Click Backto Catalog View Management| (the Back to Catalog View Management button) to return to the
catalog selection screen.

ga (Note) Click _Update | (the Update button) in the Catalog View Management screen to refresh the
list of available RA catalogs. The waiting period is approximately 2-3 minutes. When the catalog

has successfully updated, the Status light will turn green after _UPdate (the Update button) is
clicked again. This will allow the user to release the catalog for other users within the agency.

29. The transaction is complete.

@ (Note) For RA catalogs that contain Direct Delivery and Process Diversion materials, the next
step is to set delivery periods and lead time to allow the SDA/ITO to review and consolidate RA
orders. Refer to the Maintain Ship-To Delivery Dates work instruction.
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2023-AMS-00030-F 000846



NAIDCC A ! Work Instructi
WBS(M ) Mc;n;gs;g (;‘X Catalog Views

RESULT

The user has successfully completed the steps to Manage RA Catalog Views by either creating a new
catalog view, or updating the products listed in and/or the organizations assigned to an existing one, or
deleting an RA catalog that is no longer needed.
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WBS( M A Work Instruction
l ) Manage WBSCM Forums

Purpose

The purpose of this transaction is to display or post messages to a discussion forum on the WBSCM
Home Page.

Process Trigger
Use this procedure to display or post messages to a discussion forum on the WBSCM Home Page.
Prerequisites
. None.
Portal Path
Follow the Portal path below to complete this transaction:
o Select Home tab & News and Alerts link to go to the Forums : Forum Home screen.
Tips and Tricks
. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.

o A Conditional field: an entry that becomes required as a result of entering something
previous to it, which then deems it required

o An Optional field: you may enter information in an optional field, but an entry is not
required for the completion of the transaction

. Refer to WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.

Reminders

. Remember to check your work
) Refer to the Help Option in the Portal for further assistance.

Tuesday, January 31, 2023 © WBSCM Training = Proprietary Page 1 0of 9
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WIDCC A | Work Instructi
WBS(M J Moe:\rng;: WESCM Forums

PROCEDURE

1. Start the transaction using the following Portal path: Home tab & News and Alerts

Forums : Forum Home Screen

e

hain Management

o, I e R e I

News and Alerts Inbox.

lews and Alerts I Back T 81 EI
0¥ 4
;
| Forums [#] Mv Control Pane
| - e | romrens
Portal Favorites & =] Forum ! Category Views Toples / Messages Last Post
WBSCM News and Announcements 750 35 Aug 20, 2009 3.24 PV
! Last Fost By: ADIS-01, AMS01
» |ENS News and Announcements 515 824 Aug B 2009 1:24 PN

Last Post By: FNS-12 Training >

» |ENS News and Announcements (RA 47 23 Aug 5, 2009 1;54 PN
Last Fost By: Queer, Testing »
» |ENS News and Announcements (SDA) a7 oro GRS

» | Full Truck Load Requests 105 216 Mar 2, 2010 7:16 PM

Last Post By: DFX. SDA | TRAIN »

@ USDA Holds and Recalls P Jun 22, 2010 12:35 P
68 77 Last Post By: DFZ OM , TRAIN»

@ New contant since your last viet

https://whscrtstwebl, usda.gov/Torums/forum jspalforumiD=2 € Intemet | Protected Mode: OFf H100% ~
2. Click =115 Hews and Announcements (the FNS News and Announcements link) to go to that
particular forum.

@ (Note) The forums that a user can see will depend on the user's agency, whether they are an
internal or external user, and whether they are domestic or international. Some users will have
posting rights whereas others will have view-only rights.

Tuesday, January 31, 2023 © WBSCM Training = Proprietary Page 2 of 9
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WIDCC A | Work Instructi
WBS(M J Moe:\rn.ar:ggJ WESCM Forums

Forums : FNS News and Announcements Screen

anagement =

e I Y Y S

News and Alerts  Inbox

Hews and Alerts I Beck Forwerd [S)
41¥ 4

Detsiled Nawgation 1~ - . . il
Forums » FNS Newes and Announcemenis [#) My Controt Pane) |
| bl News and Alerts) | Forum: Fii & Sens 30 Annoancenants

Portal Favorites =100 S

@ watchFoum @, Search Fonum (Go
Thread Author Views Replies Last Post
. |test
Posted By: ENS-O1. FNS-01 — Aug 5, 2009 3:29 P -

. |which stop for the white house???
Postad By: ENS-25 Training - Aug £, 2008 1:53 PH

Eat at Cosilll
Posted By: FNS-25. Training — Aug S, 2005 1:54 PH

rsday

i Postad By: FNS-25, Training - Aug £, 2008 1:52 PH
. |pegay can'tfill any wbscm orders... |

=d By: FNS-25, Training — Aug 5, 2009 1:50 PH

Let's talk about Ray
Posted By ENS-04 Training — Aug S, 2009 1:43 PM

. |WBSCM Training
Postad By: ENS-15, Training -- Aug S, 2008 1:47 PH

Aug 8, 2000 1:24 P

happy hour thursday 4:00 Asian bistro ENS-03, Training| 41 3 |Lost Post By: FNS-12, Traming s

Aug 6, 2009 328 AM

Llike chocolate DH3-13. Training | 30 3 |LastPost y. £i5-05. Tranina s
Monuments by Moonlight ENS-0S Tranmg| 16 (S R A T i
https://whscmtstwebl,usda.gov/Terums/annpost!default jspa?forumiD=2 € Intemnet | Protected Mode: OFf H100% ~
3. Click —2slz2nnouncemnsnt (the Post Announcement link) to post an announcement.

(Note) In some cases, you will have the option to post an announcement or a thread. The
difference between announcements and threads is as follows: an announcement does not allow
users to respond to it, whereas a thread allows for questions, replies, and responses.
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Forums : Post Announcement Screen

Z2 \\eb-Based anagement

e

News and Alerts  Inbox

lews and Alerts
S0 4

Detsiled Nawigation 1~ - A IEj
Forums » FNS Newes and Announcemenis %] My Control Pane
l Ll News and Alerts] | Post Arsouncement

I ook Forwers []

Portal Favorites =100

Use the form below fo post & new announcement. Note that HTHL i slbwed, 20 make aure that you edit any HTNL content carefully. Use the date fields to
specify when the announcement is to become aclive and expire. By defauk, an announcement is active immediately

Create In:  Forum: FNS News and Announcemeants
Subject

Body

Actve Date: @ Make announcement active now

Make announcement active on a spcific date: i
Expires @ Announcement never expites or expires later
= Set announcement to exgire in 2 specific number of days after making t active
| Set announcement to exgire on a specific date '
Post Announcement I [ Discard
€ Intemet | Protected Mode: OFf H100% ~
4, As required, complete/review the following fields:
Field R/OIC Description
Subject R Field used to identify the subsequent message or note.
Example:
pples Available for Bonus!
Body R he message to be posted on the discussion forum.,
Example:
ranny Smith Apples in 5/2 Lb bags will be available for
onus under the NSLP program starting today!
Tuesday, January 31, 2023 © WBSCM Training = Proprietary Page 4 of 9
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m J: Work Instruction

Manage WBSCM Forums

Forums : Post Announcement Screen

R oerons | oo

News and Alerts  Inbox

News and Alerts | Back Forwerd [E]
140¥] 4
: : 2
Forums » FNS Newes and Announcemenis [#) My Controt Pane) |
| - [
Portal Favorites =100 Use the form below fo poet & new anncuncement. Note that HTHL ia slbwed, 20 make aure that you edit any HTNL content carefully. Use the date fields to

specify when the announcement is to become aclive and expire. By defaul, 2n announcement is active immediatel

Create In:  Forum: ENS News and Announcemsants
Subject: Apples Available for Bonus!
Body Granny Smith Apples in §5/2 Lb bagas -
will be available for bonus under the
NSLP program scarting today!
=
Actve Date: @ Make announcement active now
Make announcement active on a spcific date: FHje]
Expires:

@ Announcement never axpires or expires later
= Set announcement to expire in 2 specific number of days after making it active
]

Set announcement to exgire on a specific data. B

[ Post Announcement |[ Discard |

€ Intemet | Protected Mode: OFf RI10% ~

Ensure that the Make announcement active now radio button is selected to make the
announcement active now.

(Note) If desired, you can also choose to make the announcement active starting on a specific
date in the future.
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r—m Ja Work Instruction

Manage WBSCM Forums

Forums : Post Announcement Screen

anagement

R oerons | oo

o [won o] |
News and Alerts Inbox

Hews and Alerts I Beck Forwera [E]
14]¥] 4
: :
Forums » FNS Newes and Announ S0l

| Ll News snd Alertsy

[#] My Control Pane
| Postarseuncemsnt

Portal Favorites =100

Use the form below fo post & new announcement. Note that HTHL i slbwed, 20 make aure that you edit any HTNL content carefully. Use the date fields to
specify when the announcement is to become aclive and expire. By defauk, an announcement is active immediately

Create In:  Forum: ENS News and Announcemeants

Subject: Apples Available for Bonus!
Body Granny Smith Apples in §5/2 Lb bagas

wWill ke available for honus under the

NSLP program scarting today!

=
Actve Date: @ Make announcement active now
Make announcemsnt active on a spacific date: [

Expires:

@ Announcement never axpires or expires later
= Set announcement to exgire in a specific number of days after making  aclive
| Set announcemernt to exgire on a specific data Bl

[ Post Announcement |[ Discard |

€ Intemet | Protected Mode: OFf RI10% ~
6. Ensure the Announcement never expires or expires later radio button is selected to allow the
announcement to stay active indefinitely until you delete it.

@ (Note) If desired, you can also set the announcement to expire on a specific date or within a
specific number of days.
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Manage WBSCM Forums

Forums : Post Announcement Screen

USDA United States Department of Ag e

Weicome TRAIN DFZ_OM Log Of
S \Veb-Based Supply Chain Management SECOITES Z_OM_ Log Of m‘

R oertons | roonce | o | veors | e

News and Alerts  Inbox

Hews and Alerts | =
ation _ . o
Forums » NS News and Announcemenis [#) My Controt Pane) |
| - e —
Portal Favorites Use the form below fo poet & new anncuncement. Note that HTHL ia slbwed, 20 make aure that you edit any HTNL content carefully. Use the date fields to
specify when the announcement is to become aclive and expire. By defaul, 2n announcement is active immediatel
Create In:  Forum: ENS News and Announcemsants
Subject: Apples Available for Bonus!
Body Granny Smith Apples in §5/2 Lb bagas -
will be available for bonus under the
NSLP program scarting today!
=
Actve Date: @ Make announcement active now
Make announcement active on a spcific date:
Expires: @ Announcement never expires or expires later
Set announcement to exgire in 2 specific number of days after making t active
2 Set announcement to axpire on a specific dats
Post Announcement Discard |
-
annpost.jspa

€ Intemet | Protected Mode: OFf RI10% ~

7 Click [ Post Announcement

] (the Post Announcement button) to post the
announcement.
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Forums : Apples Available for Bonus! Screen

anagement =

e I Y Y S

News and Alerts  Inbox

Hews and Alerts I Beck Forwerd [S)
41¥ 4

Detsiled Navigation 1~ - . . r
Forums » FNS Newes and Announcemenis » Announczment [#) My Control Pane)
| Ul News snd Alerts] | Ansouncement: Appies Avalatie for Banud
Portal Favorites =10 &= BackTofoum |o Edt ) Expre @@ Dsiete
A Apples Avail for Bonus!

Posted By: DFZ_OM__ TRAIN
Created In:  Forum: FNS News and Announcements
Posted: Jun 23, 2010 4:04 PM

Granny Smith Apples in 5/2 Lb bags will ba available for bonus under the NSLP program starting today!

https://whscmtstwebl, usda.gov/Terums/forum jspa’forumiD=2 € Intemet | Protected Mode: OFf H100% ~

8. You have completed this transaction.

@ (Note) Notice that your message has been posted.
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RESULT

The transaction has been successfully completed.

Tuesday, January 31, 2023 © WBSCM Training = Proprietary Page 9 of 9
2023-AMS-00030-F 000856



WBS( M A Work Instruction
l J Mass Assign Ship-To's to Recipient Agencies (RAs)

Purpose

The purpose of this procedure is to assist State Distributing Agency (SDA)/Indian Tribal Organization
(ITO) Org Admins in assigning or un-assigning Ship-To Organizations to the Recipient Agencies (RAs)
within their organizational hierarchy. While SDA/ITO Org Admins may manually update Ship-To
Organization business partner relationships for RAs individually when needed, they can efficiently 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

. Ship-To organization must exist in WBSCM.
. RA must exist in WBSCM.
. The user's SDA/ITO must have RAs.

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

o Select Admin tab & Organization Maintenance tab & Maintain Organization link & Mass
Assign/Un-assign Ship-To link to go to the Mass Assign/Un-assign Ship-To screen.

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
o  Optional (O) — a non-mandatory field not required to complete the transaction
o Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
o Refer to the WBSCM Help site, Frequently Referenced Training Materials section, for basic
navigational training and tips on creating favorites, performing searches, etc.
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m 1 Work Instruction
) Mass Assign Ship-To's to Recipient Agencies (RAs)

PROCEDURE

1. Select Admin tab @ Organization Maintenance tab @ Maintain Organization link.

Image: Maintain Organization Screen

Home Operafions Admin Help

Users o] e
n Admin > Organzation Mair = Maintain Organiz

« Maintan Organization

Upload New RA Organizatiens  YVeICome to the Maintain Organization Application

Upload RA Updates

2, Click * (the Hide Navigator arrow) to minimize the Portal menu

transaction in WBSCM.

Full Screen | Options v

. Note this can be done on any
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m ! Work Instruction _ o .
() Mass Assign Ship-To's to Recipient Agencies (RAs)

Image: Maintain Organization Screen

Home Operations Admin Heip

janage User o jzation Mai
Admin > Organizi 1 Mai > Maintain O i Full Screen | Opfions ~

Welcome to the Maintain Organization Application

Update my Oigangation
Craate RA _*‘gan:mor
Update RA Omanzaton

Creste Co-op Omangation

Update Co-op Organizston

Mazs Azzgn'Un.azsipn Snip.To

3. Click “essfssgnuressan SN2 (the Mass Assign/Un-assign Ship-To link) to mass
assign/un-assign RAs to Ship-To Locations.
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() Mass Assign Ship-To's to Recipient Agencies (RAs)

Image: Select Ship-To Organization Screen

Home Operafions Admin Help

Manage Users Organization Maintenance

Admin = O i > Maintain Org; Full Scraen | Opfions
Select Ship-To Organization
Soloct the appropriate radio butfon to dizplay 3 list of active or inastive sub-organization(z| to choosa from.
 Azive Inactiva
DSH. [15TH AVENUE FOOD COR” / BROOKLYN NY (§0C2299) hd
 Next

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

Q (Note) Type the first letter of the Ship-To Organization to go to the Ship-To Organizations
that start with that letter.

Q (Note) To request a new Ship-To Organization for the SDA/ITO, domestic business
partners should email FNS at SM.FN.WBSCM-Ship-To@usda.gov. FNS will create or
modify the Ship-To Organization, as needed, and assign it to the organization.
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Work Instruction

Mass Assign Ship-To's to Recipient Agencies (RAs)

Image: Select Ship-To Organization Screen

Home Operations

M. Users O

Admin > Organization Mainlenance

> Maintain Organzation

Select Ship-To Organization

Select the appropriate radio button to display a list of active or inactive sub-organization(s) to choose from.
. Actve nactve

05 [18TH AVENUE FOOD CORP / BROOKLYN NY (£002000) -

15TH AVENUE FOOD CORP / BROOHLYN NY (5002000)

EN;;:C'-‘ CENTURY Y/ PALMER Y CA (5001414)
~|21ST CEN

NTURY FOODSLTO / DALLAS TX (300270%)
32 COLD 7 LOS ANGELES CA (5004520)

AL DCOLDSTORAGE INC / WORCESTER MA (5002837,

A& VPASTA PRODUCTS / CLEVELAND O (5001859,
ACCESS INC / MEDFORD OR (5002417)
ADVANCE PIERRE FOO0S / EASLEYZ SC (5003642)
ADVANCEPIERRE FOODS / CINCINNATI O (5000844)
ADVANCEPERRE FOOOS / ENID Ox( (500280

:

Full Screen | Options v

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

selected.
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’m 1 Work Instruction . o .
() Mass Assign Ship-To's to Recipient Agencies (RAs)

Image: Select Ship-To Organization Screen

Home Operations Admin Help

Aanage Users O m e
Admin > Organizaton Maintan: = Maintain Org Full Screen | Oplions »

Solect Ship-To Organization

Selact the appropriate radio hutton to cisplay a list of active or inactive sub-arganizaticn(s) to choose from

® Actua

DOSH: (32 COLD/ LOS ANGELES CA (5004520) -

6. Click [ & Net | (the Next button) to view details for the selected Ship-To Organization.

Q (Note) The Ship-To Organization details display on the Address tab in view-only mode 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
SDA/ITO's organizational hierarchy.

«

(Note) Use (i) (the Back button) at any point in the transaction to return to the list of
Maintain Organization transactions (Step 3).
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Image: Ship-To Organization (Address) Screen

Home Operafions Admin Help

Manage Users  Organization Maintenance

Aomin > Organizaton Maimtenance > Maintain Organization Full Screen | Opfions v
Ship-To Organization - Org ID : 5004520 @ Back
R e
Name

Mame: * 32 COLD
Addiional Name: |-G/ DON LEE FARMS '

Address
Street Address 1: * 318§ East Washinglon BNd

Street Address 2
Strest Address 3.

City: * |LOS ANGELES

Country * [USA |
State: * [Calfornia Postal Code: * 900234223 |
County: | | Zane:
Contact Information

Phone: |909-210-3966
Emal: |
Fax: |
Scheduling Wabste: |

7. Click [ Relationship ( the Relationship tab) to access the existing business partner
relationships.
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Image: Ship-To Organization (Relationship) Screen

Home Operafions Admin Help

Manage Users Organization Maintenance

Admin > Organizaton Mamtenance > Mantain Organizaton Full Screen | Opfions v

Ship-To Organization - Org ID : 5004520 @& Back
Addrass Relationship

Assigned Business Partners Avatiable Business Partners

T B

B Business Partier(Nama/City Stato, #) Program(s) & E. Business Partner{Name/City State, #)

NSLP
NSLP

NSLP _—
4 Assign

SR Unassign b

NSLP
NSLP
NSLP
NSLP
NSLP

Submit
< >
8. Perform one or more of the following:
If Then
The existing relationship between the Ship-To Go to step 9.

Organization and the RAs needs to be removed.

New relationships need to be assigned to the Ship- Go to step 12,
To Organization and RAs,

No other changes are needed. Go to step 15.

‘ _.-a (Note) The RAs are listed in ascending order by business partner number. Use the vertical
scrollbar to find the appropriate RAs.

‘ __3 (Note) To select multiple business partners:

If the business partners are listed in consecutive rows, hold down the Shift key and click
the first and last selection boxes.

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

. _.-; (Note) The Available Business Partners panel will not include RA organizations that have
been archived or marked for deletion.
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Image: Ship-To Organization (Relationship) Screen

Home Operations Admin Help

Manage Users  Organization Maintenance

Admin > Organizagon Maintcnance = Maintain Organization

Ship-To Organization - Org ID : 5004520 @9 Back
Address Relationship
Assigned Business Partners
¥

E. Businees Partner(NamaiCity Stats, #)
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP

Submit

9. Click

Program(s) (4

Full Screen | Opfions ~

Available Business Partners

E

B} Busineas Partner(Name/City Staie, #

4 Assign

Unaszign )

(the Select button) in the Assigned Business Partners panel next to the appropriate

RA(s) to be removed from this Ship-To Organization. In this example, the following four business

artners are selected:

- (Note) Use (the Filters icon) to quickly search for an RA. Additionally, use "*" (the Asterisk
symbol) as a wildcard at the beginning of the search term (e.g., *DEPT) to search for an RA that
ends with the term or use the asterisk symbol at the beginning and the end of the search term

(e.g., *SCHOOL*) to search for an RA that contains the term,

Thursday, February 29, 2024
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Image: Ship-To Organization (Relationship) Screen

Home Operations Admin Help

Manage Users  Organization Maintenance
Admin > Organizagon Maintcnance = Maintain Organization Full Screen | Opiions ~
Ship-To Organization - Org ID : 5004520 [ Back |

Address Relationship

Assigned Business Partners Available Business Partners

E. Business Pariner(Nama/City Stats, #) Program(s) |4 E} Business Partner(Name/City State, #)
NSLE
[NSLP
NSLP _—
4 Assign
NSLE

NSLP

Submit

10. Click (the Unassign button) to remove the relationship.

3 _.B (Note) The selected RAs are moved to the Available Business Partners panel.

1. Go to step 8.
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Image: Ship-To Organization (Relationship) Screen

Home Operafions Admin Help

Manage Users  Organization Maintenance

Admin > Organizaton Maintanance > Maintain Organizaton Full Screen | Options ¥

Ship-To Organization - Org ID : 5004520 & Back
Address Relationship

Aszsigned Business Partnere Available Buzinesas Partnors

F ¥

E. Business Parner(NameiGily State. %) Program(s) |- Bl Business Partner(Name/City State, %)

NSLP
NSLP
NSLP

4 Assign
NSLP
Unassion b
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP -
Submit
< >

12. Click (the Select button) in the Available Business Partners panel next to the appropriate
RA(s) to be assigned to this Ship-To Organization. In this example. the following four business
artners are selected:

ol (Note) Use (the Filters icon) to quickly search for an RA. Additionally, use "*" (the Asterisk
symbol) as a wildcard at the beginning of the search term (e.g., *DEPT) to search for an RA that

ends with the term or use the asterisk symbol at the beginning of the term.
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Image: Ship-To Organization (Relationship) Screen

Home Operafions Admin Help

Manage Users Organization Maintenance

Admin > Organization Maintanance > Maintain Organization Full Screen | Opfions ~

Ship-To Organization - Org ID : 5004520 & Back
Address Relationship

Assigned Business Partners Available Busincas Partners
H. Business Parmen(iName/Clty State, ) Program(s) = EL Business Partner(Name/City State, )

NSLP
NSLP
NSLP

P A Assign | ..
Unassion b *-
NSLP
NSLP
v
< >

13. Click (the Assign button) to create a relationship between the Ship-To Organization
and the selected RAs.

). _.—; (Note) The selected RAs are moved to the Assigned Business Partner panel.
14. Go to Step 8.
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Image: Ship-To Organization (Relationship) Screen

Home Operafions Admin Help

Manage Users  Organization Maintenance

Admin > Organizaton Maintanance > Maintain Organizaton Full Screen | Options »

Ship-To Organization - Org ID : 5004520 & Back
Address Relationship

Aszsigned Business Partnere Available Buzinesas Partnors
E. Business Pamner(NameiCily State, #) Program(s) |+ B Business Partnei(Mame/City State, #)

NSLP
NSLP
NSLP

4 Assign
NSLP
Unassion b
NSLP
NSLP
NSLP
v
< >

15. Click (the Submit button) to update the Ship-To Organization's business partner
relationships.

. _.—; (Note) A confirmation message "Business Partner 000500xxxx updated successfully” displays,
confirming that business partner relationships for this Ship-To Organization were updated in
WBSCM.

If there is a problem with the update, an error message displays: Error updating ship-to
relationships. Repeat this transaction from Step 3.
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Image: Ship-To Organization (Relationship) Screen

Home Operafions Admin Help

Manage Users Organization Maintenance

Admin > Organizaton Maintanance > Maintain Organization
@ Busineas Partner 0005004520 updated succeasfully

Ship-To Organization - Org ID : 5004520 & Back
Address Relationship

Assigned Business Pariners

hi 2

B Business Partner(Nama/City Statz, #) Programi(s)

NSLP
NSLP

Full Screen | Opfions

Avzilable Business Partners

F

Bl Business Partner(Name/Clty State, 2)

4 Assign
Unzssign b
[ Submit]
< >
16. The transaction is completed.
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RESULT

The Ship-To Organization has been assigned or unassigned to multiple Recipient Agencies (RAs) within
the user's organizational hierarchy.
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