
WBSCM;  WaivadeJ Modify a Domestic Requisition

a

Purpose
The purposeof his transaction to modi domestic requision in WBSCM. Recigent Agencies (RA).
Cowops, Stata Distibuting Agencies (SOA). and indian Tribal Organizations (ITO) can mofy requisition
in Draf talus or tha has boon relumad 0 the user. Domestic requisitions can be modifeda the header
orline tom evel.
Process Trigger
Perform this transaction to modify a domestic requisition.

Prerequisites
+ Domestic requison must exist in WESCM.

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

+ Seloct Operations tab 3 Order Processing tab 3 Order Management cldor> Domestic:
Order Entry link 0 90 to the Domestic OdorEnty scroen.

Tips and Tricks
+ Tris transaction wil not alow modifications fo any fkds.
+ The RIOIC acronyms in th field tables reprosent Required, Optional, or Condiional fold entries.

">" Roauired (R) a mandatory field necessary o complete the transaction
© Optional (O)-anon-mandatory field not requiredtocomplete the transaction
© Conditional (C) - a field that may be required if certain conditions are met, typically

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

navigational raining and ps on creating favorites, performing searches, et.
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PROCEDURE
1. ‘Startthetransaction using the Portal path: Operationstab 3 Order Processing tab

‘Order Managementfolder » Domestic Order Entry Ink.
Image: Domestic Order Entry Screen
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2. Click * (the Hide Navigator arrow) to minimize the Portal menu, Note that this canbe done with
any transaction in WESCH.
Image: Domestic Order Entry Screen
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3. Click MyTransactions (ihe My Transactions link) to search for an existing domestic.
requisiion.

Bot)Th Tansotons ston ca lo bus 0sareesrr, hich comprise
Tecuisilons tht have been consalcated iio fll ruckoads by the SDA or ITC and then
Submited to FNS for approval an purchase. I coniras, domestic requisiions are created by an
RA, Coop, SOA,o 10 In quantile that fll he needs of tha organization regardless of ul
ruckoad quantile.
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4. Click * (the Search For drop-down).
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5. ‘Selectthe appropriateordertype optionfromthe Search For list. In this example, IEEE
(theOrdersoption)isselected.

yerts 1s rn, nr ct rte otra bl
number inthetextfield. Only orders that contain this product are displayedinthe results.

Image: DomesticOrder Entry Screen
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6. Click Iv] (the Status drop-down).
Image: Domestic Order Entry Scroen
——
ani
Ininscins come tte 8emcee
-—=
me (oF reson

|
- eeSr= T0 comremmersesmmesesmn—————

7. Select the appropriate status option rom the Status lst. In this example, EX the Any option) is
selected.

® (Note) The options for Status are:

+ Any displays al requisitions regardlessofstatus.
+ Open displays only requisitions in open status (i.e., drafted, submitted, or approved).
+ Closed displays only requisitions in closed status (i.e., delivered or cancelled).
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Image:DomesticOrderEntryScreen
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8. Click ] (the CreationDatedrop-down).
Image: DomesticOrderEntry Scroen
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9. Select the appropriate option fromthe CreationDatelst. Inthisexample,IEEE (the
Last 12 Monthsoption)isselected.
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search to only the requisitions created by their own organization (By Myself) or to include
requisitions created bytheir RAs and Co-Ops (By All Business Partners).
“The options for Created are:

«By Myself displays only requisitions created by the user's organization.
«By All Business Partners displays requisitions created by the user as well as ifs

associated suborganizations such as RAS.

[J —
+ Todaydisplaysonly requisitions created today.
+ Spocific Dato allows users to enter a specific date in the text field and displays

only requisitions for that date.
«In Period allows user toenter a From Date and To Date and displays only

requisitions that all between those dates.
«Since Yesterday displays requisitions created yesterday and today.«Last7 Days displays requisitions created in thelast 7 days.
«Last 30 Days displays requisitions creatod i the last 30 days.
+ Last 12 Months displays requisitions created in the last 12 months.

10. Perform one of the following:
" Then
The user does not know the requisition number Go to Step 11.
The user knows atleast partofthe requisition 1. Select the Transaction option from the ID.
number Type drop-down list.

2. Enter the requisition number of part thereof
inthe ID field, using the wildcard symbols
as needed.

3. GoloStep 11.

6D oto Retro tho kartandMichcodeSarco ob id or dona doa,
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Image:DomesticOrderEntryScreen
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11. clickIB heGobutton)toexecute thesearch.
Image:DomesticOrderEntryScreen
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12. Selecttheappropriatedomesticrequisition tomodify fromthelistofsearchresults. In this
example, 1000235555 (the 1000258985link)isselected.
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image: Domestic Order Entry Screen
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13. Click (the Hide Navigator button) to hide the search criteria and results.

6D (uote) thtoofthe sro, th har displays genoa norman abou th
customer, Glvery, and overai tatu and net pricortis ruin. If applicable, any
reference, description, or comments previously entered are also displayed. Below the
Header, detats about specie products ordered on this reauisiion are ied i may be
Recessany1o Scroll down0view the entre Is.

ED (tehdomest requiston dspays inthemanpane.
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Image: Domestic Order Entry Screen
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14. ClickIEXZZN (the Change button)toallow theuserto modify the domestic requisition.

oD (Note)Adomestic requisition can be modified only when the status is Draft, Returnedby COOP,or Returned by SDA.
IFALLof the ine items have the status of Ready for Approval, Approved by COOP, Approved
by SDA, or Cancelled, the requisition cannot be edited and the change button wil not bo
avalabe.

15. Perform one of the following:
i Then

The userneds tochangethestatus GotoStep 16.

girasisteyor Aprons
or Cancelled has been saved, the requsiion ine
cannot be edied further.

Theuserneeds to change theDelivery Point___ GotoStep20.
Thauserneeds lo sdjust 6GuentiyOFAIoductBASe —
Theuserneeds to addmoreproducts tothecart _ GotoStep29.
The user needs to remove one or more product(s) Go to Step 37.
from the cart

5iors cancers en
ep epeepeel 80,10V6uiSio0K€c800otbt editedfurbier,,

Thouserisreadyto save themodifications GotoStep4t.
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Image: DomesticOrder Entry Screen
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16. ClicktheUserStatusdropdown.
Image:DomesticOrder Entry Screen
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17. Selecttheappropriatestatusoption romthe UserStatus is. In thisexample,
Randy orA](iheReadyforApprovaloption)isselected.

® (Note)Whenmodifying areturnedorder,theusercanonlysetthe UserStatus fieldtoReadyfor
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ApprovalorCancelled.
Image: DomesticOrder Entry Screen
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18. ClickKEEN(theUpdate button)tosave changes.

P (Note)Once statusofReadyforApprovalor Cancelledhasbeensaved, the requisitionline.
‘cannotbeedied further.

19.  RetumtoStep 15.
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Image:DomesticOrderEntryScreen
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20. ick [¥] tne DisplayAditionalFieldsdrop-down)for the appropriate ne temtodisplayfs
dotais.

8 (Note) Toview detailsforal inetems,click =] theDisplay Al AdditionalFieldsdrop-down)in
thetop row.
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21. Click 7 (the Delivery Point drop-down).

Image: Domestic Order Entry Screen
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22. Selecttho appropriate delivery address from the drop-down ist, In this examplo,
A— neEN

pion) s selecled.
Image: Domestic Order Entry Scroen
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23. cickEZZEIN (the Update button) to save the new Delivery Point.
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24. RetmioStep15.
Image: Domestic Order Entry Screen
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25. ClicktheQuantityfield.
Image: Domestic Order Entry Screen
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26. Enteranewvaluefor the appropriate in item in the Quantity fel. In this example, 12 was.
enteredinthe Quantity fieldfor ine tem 100.
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Image: Domestic Order Entry Screen
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27. click EEN(the Update button)to savethe modifications.
28. RetumioStep15.
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29. In theProductCatalogsection, cick +] (the Plus icon)next otheappropriate program. In this
example, 4155 (the CSPF option) s seloced.
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DucoTomont of mati valersring ho usrii ownrh ho
productcatalog beginningwiththe program.

Image: Domestic Order Entry Screen
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30. Click [+] (the Plus icon) next to the type of order. In this example, [+10¥sctDeivery (the Direct
Delivery option) is selected.

® (Note) Domestic requisitions are used for the following types of orders:

+ Direct Delivery - An order tht is sourced from a vendor and delivered directly to
te customer.

+ Processing Divarsion-Anorder that sourced from a vendor and delivered 0a
processor before being received in final form by he customer. For oxample, four
may bo processed ino broad.

® (Note) Multi-food orders sourced from a national warehouse are processed differently than
domestic requisitions and cannot bo modifed va the process described in this document.
Refer to theCreateMulti-FoodOrderRA orCreateMulti-FoodOrderSDA work:
instructions for additonal deta.
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31. Click [+] (the Plus icon) nextto the appropriate commodity group. In this example, [+t (the.
Meatoption)isselectedundertheDirectDeliveryordertype.
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32. Selecttheoptionthatcorrespondstohowtheentitlementbudgetis impacted. Inthisexample,
Entitlement (the Entitlement option) is selected underthe Meat option.

ew meansso
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(vce) Dapeng on th program sete, options may nce:
+ Entitlement - Ordering these products will decrease the entiloment balance.
+ Bonus- Ordering these products will not impact the customer's enitement. FNS

may offer bonus commodies when there s a surplus.

6D tte) Ata an apn stock screen poy st of procs vate for th
selected criteria. At he bottomof the lst, the user may adjust the number of products to
display ona page.
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33. cick (the Shopping Cart icon) next to a product to view details, including available delivery
dates. Do notenteravalue in the Quantity field fromthe lst ofproducts.
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Image: Domestic Order Entry Screen
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34. As required, compltalreview the following fields:

Paivory Date 3 Rangeofdatos whan commodiies may be detvered.
ample:briisiz01e

order By Date R ast Gate 1 submit orders or he corresponding Detver
pate.

ample:partar201e

cary R umber of Toms.
ample:

0
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Image: Domestic Order Entry Screen
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35. lok [1101219Cart neMovetoCartbutton)to add the selectedproduct quantities othe
shopping cart.

6D (toe) A summary at thto of th screen dpa tho number and ta vale of routs
contained in the shopping cart

36. RetmioStiep 15.
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Image:DomesticOrderEntryScreen
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37. Clickthe User Status drop-down n the appropriate line tem to update.
Image:DomesticOrderEntryScreen

re fon
I

Drm _cabe ttn 821mero sazsime
renmemt11
— —— —

51 aa | ri | te
© =
BE oerfor ie ma
= ET

38. Select IETEIMISS] (hoCancelledoption)fiomthe drop-down is forUserStatus.

ED (uc) Ones Cancalehas beansaves vest fina cnr ood
futher.
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Image: Domestic Order Entry Screen
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39. clickIEZEEN (ine Updatebutton)tosavethe modifications.
40. RetmtoSiep15.

Image: Domestic Order Entry Screen
a
a
Dotan cote tat 02 evetrea
iscsi saan

EEE EEE ETT
TET dS oT

Bn oR co lr ame
= =e

41. cickIEEEH(ne Save button)tosavethe modified domesticrequisiion.
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GD ote in is example, aiff hein omwor ups1 Ready for Approval sas, Oo
saved, the requisition issentto the SDANTO forconsolation and can no longerboeedby an
RA.

Image: Messagefrom webpage Pop-Up Screen
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42. cio9]tne OK button) to conf the mosicatons.
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43. cickEZhe Close button).
44, The transaction s complete.
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ere
‘An existing domestic requisition has been modified, This may have included updating the order status,
livery location, andlor product quanity a5 well as addingorremoving ne toms.
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Purpose
This transaction will demonsirate how to modify and resubmit retured sales orders from FNS. As the.
‘SDA Order Manager, you have the abilty to go ino the Returned FNS Orders Workbench and access the
orders retumed by FNS, From this screen, you are able to view and make updates to the order, After
modifying the returned order, this wil be submittedback to FNS for approval.
Process Trigger
Perform this transaction to display, modify, decline, return to workbench and resubmit returned sales
orders from FNS.
Prerequisites
«Sales Order must be retumed by FNS.
«Original Sales Order must have been created by SDA from consolidating requisitions or Sales.

Order Upload.
Portal Path

Follow the Portal path below to complete this transaction:
«Select Operations tab 3 Order Processing tab 3 Order Management folder3 Returned

FNS Orders link to go to the Returmed FNS Orders screen.
Tips and Tricks

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

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

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

«Referto WBSCM Portal Basic Navigation course for tps on creating favorites, perform
searches, etc.

Reminders

«Rememberto check yourwork
«Refer to he Help Opion (to the right of the screen) in the Porta fo further assistance.

FederMarch 12.2021 ©WBSCHTring - Prprory Pogo 1 14
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1. ‘Startthetransaction using the following Portal path: Operations tab 9 Order Processing tab 3
Order Management older > Returned FS Orders
Returned FNS Orders Scroen
J Er —

-

2. Click "(the Hide Navigation arrowbutton)to minimize the Portal menu. Note that you can doswith any ansacton i WBSOM «nt ust lliment ransacons.
Roturmed FNS Orders Scrsen
JEr———————————

3. Inthe OrderedProduct field, dick (the Down arrow) to display products tied to orders thatJou nav submited at have Soo efectodirournd oy FNS.

rnow mmaJ
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TTRewmedmsommsaen
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4. ‘Selectthe productyouwishtoreallocate fromthislist.Forthisexample,click
ECEESAT NPEEO ERATE (ne A30010.CHEESE NATURAL AMER
FFBD BARREL-500 LB option).
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Returned FNS Orders Screen

maee———

5. Click [ESI] (he Submit button) to continue with the reallocation.
FNS Returned Orders Screen
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6. Alistof FNS Relumed orders wil display. Next 0 each consolidated order, there is an arrow
icon. Youcanusethis con to displayal the requisiionsthatweropartofthatsalesorder,For
this example, click (ihe Arrow icon) beside the first sales order to display the requisitions.
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kA Allrequisitionsassociatedtothesalesorderinlineitem 1aredisplayed.

Modifications that can be made to sales order line items include:

+ Changing Quantity, Ship Date and Ship-To information
+ Removing Group No. by deselecting the Multi Stop checkbox.
+ Unallocating a sales order from the listofsales orders displayed
+ Declining a sales orderReming sales oder o Workbench

mn ower memeJ
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FNS Returned Orders Scroen
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8. As required, compltelreviewthefollowing fekis:

5 2 lumber of tems being processed.

imple:

GB ote) When changing sf xr tho Quant, Sip Dot an Shp-To folds can bo mor.
For this step, the quantity will be changed. When modifying the quantiy, users may change from
FTL to Split orfrom Split to FTL quantity. When changing quaniiy from Spit to FTL, adjust the
‘quantity to FTL and uncheck the Mult Stop checkbox. After refreshing, the Group No. values will
bo deleted automatically.
‘The changes made here will automatically update the associated requisition line items when the
salesorder isupdated andthentheRAs and Co-opscanviewthechangeson their Domestic
‘Order Entry scroen under My Transactions. They may also view the updated quaniie in the
Requisition Status Report & Order Status Report.
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Returned FNS Orders Screen

TA ——
Teme

9. Asalesordercanbe unallocatedfom theworkarea fuserchooses toworkonitat alater ime.
First, click L (the Checkbox) beside the desired salesorderor aggregate fine, in this case for
aggregate in fom 2.
Returned FNS Orders Screen

ermeime

TTA————________________________
Cee

10. cic ICHUSHIGESE] ne unatiocate buon).
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Returned FNS Orders Screen

IS |

ATTA————__________
Cee
Co ed

11. Thesalesorderhasboenremovedfromthe top rameandisnowvisiblein theUnallocatedtab.
inthelowerportion of thescroenfor this transaction.Whenyou un the transaction again it will
be visible in theupper ram.

Ifyouwould like torestore thissales ordor to the upperframe,cickthechackboxbesidothe
salesordor in the Unallocatedtabandthenclick the Allocatebutton.

Nexttodecline asalesorder,cick (the Checkbox)beside thedesiredsalesorder.

Returned FNS Orders Screen

5557557mtEC |

TTA————__________

Lemme memos

12. Click BEIDEETE] (ne Declinebution) fyouchoose tocancelth salesorderand theassociated
requisitions).
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RoturnedFNSOrders Scroen
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13. Thesalesorderhasbeenremovedfrom the topframeandisnowvisibleintheDeclined toms
tab inthelowerportion ofthescreen.Ifyouwould ike 10 estorethe sales order o theupper
frame,click thecheckboxbesidethesalesorderandthenclick theAllocatebutton.

Important:oncethe screen is updatedbyclicking the UpdateOrderiReq button,anydeclined
salesorderswill becanceledandremoved from theIstofreturmedsalesordersfor thsmaterial.

Nextto retum asalesorder to the Workbench,cick (theCheckbox)besidethedesired sales
order.

RoturnedFNS Orders Scroen
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14, Clo[CTROMIOMGESRIE](roReturn to Workbenchbuon)to cance thslesordrand
fetur the requisiion(s) back to the Consolidation Workbench.
RoturnedFNS Orders Scroen

ET ree CEE A

_——rp| Ee

EE—

eas >

15. Thesalesorder hasbeenremovedfrom the topframeand isnow visibleintheReturnto
Workbench tab inthe owerportion ofthescreen. fyou would like orestorethe sales order fo
theupperframe,cick | (the Checkbox)besidethesalesorderandthenclick the Allocate
button.Oncethescroen isupdated,anyreturntoworkbenchsalesorderswil be removedfrom
the lstofretumedsalesordersfor this material andyouwil notbeable to Allocatebackagain.
RoturnedFNS Orders Scroen

ET ree CEES a

a re pee +e SER

i

Lt >

16. Click BES (1 Allocatebutton).

Fry aren 12.2021 SWBSCHTrangPry Page 100118
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FNS Returned Orders Screen

FE q

: — = S&S : :

17. ThesalesorderhasboenremovedfromtheReturnto Workbench taband isnow visible inthe
upper frame.

Afr any modifications have been madeto the sales orders), click122UBGHEOTBSTRER (1n
Update Order/Req button)toexecutethe changes.

PD (Note) Intheeventthatyoureceivetheerrormessageshownbelowafterclickingthe Update
‘Order/Req button, waitafew minutesand ty again. Theeroroccurswhen the SalesOrder is
lockedbyanotheruser(orsystemprocess).

“Request Failed: Following Document(s)arebeing processed : Transaction <Document
Numbers is being processed by user <USER ID>"

rr——— oWBSGHTrangPopreny poe 11a2023.500050 000808
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FNS Returned Orders Pop-up

18. click [TE]ge Yes button)tocontinue to submitheorder(s).
FNS Returned Orders Screen

EEanECE
SrPe Se meeisisan mo sa

19. Final, boforesubmitingforFNS approval,sectthe checkboxbesidethe order(s)to which
You are making the changes.

® (Note) Noticethegreencheckmarkattheupperleftsideofthescreen indicatingthatthe.
requisition item(s) were updated successfully.

® (Note)Intheeventthatyou receivetheerror messageshownbelowafter clickingthe
SubmitOrderforApproval buon wai  fow minuies andtyagain Thseror occurs

Foden ar 12,200 SWoscHTang rosremy Fe2a2025AMS00050 000000
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‘when the Sales Order is locked by another user (or system process).

“Request Failed: Following Document(s) are being processed : Transaction
<Document Number> is being processedbyuser <USER ID>"
(No you donot suit yuredors for approval hey wil ct be processed FNS.

FNS Returned Orders Scroen

20. You have completed this transaction.
(ED) (eteoho message bat indeate th ord was proved succes

Fedo,Moreh 12.2021 ©WBSCHTring - Prproary Page 130114
2025 AMS.00030 000010
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‘The transaction has been successfully completed.

Er———p—



(WBSCM Work Instruction

J Modify Co-op Organization

a

Purpose
A Co-op Organization is an organization that places orders in WBSCM on baa of member Recipient
Agencies (RAS). The purpose of a Co-op is to leverage buying power by consolidating orders based on
he noesof their RAs. Usa tis ansacion 0 modify pre-existing Co-op Organization in
WBSCM, Modifications can include:

+ Name and address
© Assignorunassign Business Partner relationships
+ Activate or activate Business Partner

Process Trigger
An existing WBSCMCo-op Organization must be updated.

Prerequisites
+ ACo-0p Organization must exit in the WBSCM system before is information canbealtered.

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

+ Select Admin tab 3 Organization Maintenance tab 3 Maintain Organization 3 Update Co-
op Organization ink 0 goto the Maintain Organization inl screen.

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 (G) a fold thal may bo required certain conditions are mat, typically

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

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

Tete ee2a owWasoMTangPrien rr2025 AS00030 F000013
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1. ‘Startthetransaction using the following Portal path: Admin tab 3 Organization MaintenanceEmSR
=

2. Click + (the Hide Navigator button)tominimize the Portal menu. Note that this can be done

etait
po

3. ClickVsCs05a. (the Update Co-op Organization link).

—————Co
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Image: Select Sub-Organization Screen
So

—————

w=

4. click he cop drop-down).

® (Note) WBSCM defaults to display active Co-op Organizations in the drop-down menu when

@ Acte (the Active radio button) s selected. To display inactive Co-Op Organizations in the drop-
down menu, select "(ine Inactive radio button).

Image: Select Sub-Organization Screen
J— I

——

Be,ata]

5. ‘Selectthe appro Organizationfromthedrop-downlist. Inthis example,

BE 2Farge Senool DitTempeAZ(61060)
option) is selected.

GD (woe) onyoneGoro Organizationcanbemidaa me.

Tor Fema 228 SWB Trgroy rats2023ws one F000
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® (Note) The available Co-op Organizations are listed in alphabetical order by name.

Image: Select Sub-Organization Screen
TT

Re  —SS ib
I—

w=

6. Cick[S55] (thoNextbution).
7. Perform one of the following:

I" “Then

Theuserneedstoupdateanexisting Co-op. GotoStep8.
Organization

“The user neods oacivaloinactvalean oxstng Goosen 15.
Coop Organization
“Theuserneedstosubmitthe updates GotoStep19.

Image: Update Co-op Organization (Address) Screen

TT
ESre———

ES——mma

a ——EE
BL a,

=
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8. As required, completelroviewthe following fields:
Fioid Roi Descriptio

R Person's or crganzatons name.
ample:
empe School Dist 3

reetAdaess TR rae Txt eld Which o on he Svatad
bt the user or organization.

ample:F205 S Rural Rd
[ree Adaossz Jo Trew Tox old Which To enter adaionaT sat

bdress information.
ample:Pn Floor

R Ty where The User or organization s ocaed.
xample:
empo

Sart R ny Goda Tal represents County name.
ample:
SA
TD toto)Ciick ithe Countrydrop-I down) to display a stofcountries.

5 R o sBbroviatn or name of United States
oriory,disict or stale.
ample:

TD (Note) Ciick= (he State drop-down)I" 40 isply alistofsates and terres
Fos Code R Zi code.

ample:
=

Tete.Fen. 228 SWBSCHTaigrst Pests2023.500030F000816
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Image: Update Co-op Organization (Address) Screen

een

9. Click~~ stn. (the Relationshiptab)to review or change the business partner relationships
for tis Co-op Organization.

® (Note) The user may toggle between the Address, Relationship, and Status tabs without losingunsaved changes.
Image: Update Co-op Organization (Relationship) Screen

p———ee cose

10. Click (the Selectbutton)to select the business partner being unassigned. In this example,
‘Community Food Bank is selected.

Tre owssoutem men remean2025 AS00030 £03001]
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Image: Update Co-op Organization (Relationship) Screen

NBID

11. Click [E553] (he Unassignbutton) to unassign the seloctod business partner from the Co-op
Organization.
Image: Update Co-op Organization (Relationship) Screen

spe men

12. Click (the Select bution) to select the business partner being assigned. In this example, Ill
s selected.

9) mot) Tobusines aterartoin phatase, Us th vortctscar
olocate the appropriate business partners.
To select multiple business partners:

+ the business partners are listed in consecutive rows, hold down the Shift key
and cick the first and las selection buttons.

Toor Feary 6.228 SWBSCH Trig -Prscemy Peper12
2023AMS. 00030. 00016
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+ the business partners are listed in non-consecutive rows, hold down the Ctr key
while cicking each selection button.

GD) (ote To iar tho tof Businss Parner cick on he conn Business Partner
en )
WserDeines Fier.)(Name/City State, BP Number) ild. Seloct (the User-Defined

Filter... option) and enter required criteria. Use” * (the Asterisk symbol) a the
beginning and atthe end of a search term (e.g. ‘Craven or 5001716") to search for a
business partner that contains the ten, The asterisk searches part of a word as well (e.g.,
“Califor. See also the Wildcard and Matchcode Searches job ad.
To remove ite select he (Al) option.

Image: Update Co-op Organization (Relationship) Screen

em

w wv

13. Click (the Assign bution) to assign the selected RA to the Co-op Organization.

Tension6,2024 ©WBSCHTringProgra Pogetol2
2023AMS.00030 000015
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Modify Co-op Organization

Image: Update Co-op Organization (Relationship) Screen

ee ns,

14. RetumtoStep7.

Image: Update Co-op Organization (Relationship) Screen

ec

—— aPL FR ——

15. Click S55 (the Status tab) to activate or inactivate a Co-op Organization.

Toe rota owsouTaem re pemoan2025 AS00030 £03003
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Image: Update Co-op Organization (Status) Screen

abuso
reRT ——

SE—etomen

=

16. Ifnecessary,click | (the Inactivecheckbox)to inactivate theCo-opOrganization.

® (Note) If (the Inactive checkbox) defaults as selected, deselecting it reactivates the Co-op.‘Organization and thInactivated On date clears.
Image: Update Co-op Organization (Status) Screen

we
Pe— ——
——
Cese

17. If necessary, enter business reasons for activelinactive changes in the Comments field. For this
example, no comments are entered.

18.  RetumtoStep7.

Tete eea owWasoMTangPre 0122025AS00050 030031
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Image: Update Co-op Organization (Status) Screen
PT a TR

————
FEa

=

19. Clok TSE](tho Submitbutton)tosavethechangos.
Image: Update Co-op Organization (Status) Screen
fg
EEee

em
I

20. The transaction is complete.

rrr SESHTres Pep Fe2023AS00050 000033
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ere

An existing Co-Op Organization has bo reviewed and updated as needed, including:
+ Contact information
«Business pariner elationship(s)
+ Active or Inactive satus

Tete ee2a owWasoMTangPrien 222023AMS00050 050033
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J Modify Domestic Shipment Receipt

PROCESS OVERVIEW
Purpose
Domestic recipient organizations (or USDAon behalfofa recipient) use this procedure to modifya
recently entered elnvoice (€INV) shipment receipt for a purchase order or sales order. The shipment
receipt, also knownas theGoods Receipt (GR), is the method by which the recipient confirms that
materialsthatwere requested in WBSCM havebeendelivered. Recipients can modify the quantity or
othe information fra recently etarod shipmant. Same-day modifications do not require USDA
approval; changes after 24 hours of initial entry require USDA review before they are applied.

INV functionality does not applyto services, third-party barter shipments, or multi-food outbound
Shipments from 2 national warehouse.
The following additional work instructions allow recipients to enter domestic shipment receipts in specific
droumstances:

+ Enter Domestic ShipmentReceipt used when the ecient wishes to enter shipment recipts
manualy.

+ Enter MutFood Shipment Receiptuse for mufood shipment, whenth recipient wishes to
‘enter shipment receipts manually.

+ Upload Domestic Shipment Receipt - used to upload shipment recip for any PO using a CSV
or XML file. This functionalitycannotbe used for Multi-ASN PO Line Items.

«CancelShipment Receipt- used whenan ASN does not exist (BOL# field is not populated) fora
ne tem.

Process Trigger
Perform this procedure when the recipient needs to modify a received shipment receipt.

Prerequisites
+ ThePOor salesorder must exist in WBSCM.
+ eINV must be enabled for one or more line item(s) on the PO.
+ Arecaipt was previously submited.
+ Recipients can only view and modify receipts within 7 days after initial receipt. After7days, the

recat line wil notbo visible and the recipient willnead tocontact the WESCH Service Desk to
ontar a ticket for modifications at WESCM,ServicaDesk@CACI com or cal (877) WBSCMAU or
(677) 927-2645, 3AM to 6PM ET Mon «Fr, excluding holidays.

Portal Path
Follow the Portal path belowtocomplete this transaction:

+ Soloct Operations tab Order Processing tab Shipment Receipts oder Enter
Shipment Receipt fn to go the Entor Snpmont Receipt screen.

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

> Roguired (R) a mandatory field necessaryto complto he ransaciion.
5 Optlonl (0)a non-mandatory fed no required t complao the transaction.
© Conditional (C) - a field that may be required if certain conditions are met, typically

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

navigational raining and ps on creating favorites, performing searches, et.

Trey Dont hs oWasoMTangri ra2025 AS00030 F030034
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[LOE

1. Startthetransaction using this Portal path: Operations tab Order Processing tab 3
‘Shipment Receipt folder Enter Shipment Receipt ink.
Image: Enter Shipment Receipt Screen

——— =

2. Click * (the Hide Navigator arrow) to minimize the Portal menu. Note that this canbedone with
any transaction in WBSCM,

Trrsdo,December 14,2025 ©WBSCHTring - Prprery Pogo zai12
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Image: Enter Shipment Receipt Screen

es

_— =

3. As required, complete/review the following fields:
Field RIOIC Descriptio
5 R Vscanbe sales odor number, purchase oder

umber, or delivery document number.
ample:Foocsro67s
> (Note) For modification, the user can

ja ‘entera salesorderor a purchase
order. In this example, a purchase
order number s entered. when the
modification 0 a shipment recoil for
product 0.2 national warehouse, enter
the purchase order number to complete
the Shipment recep

Trey Dont hs oWasoMTangri ras2025 AS00030 £03003
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Image: Enter Shipment Receipt Scroen
o_o
re A

Tom TT

omens —

4. Click [E55] (neSearchbutton)to executethesearch.
Image: Associated Order Summary Screen
TyTT
ee A yy

|Associated Order Summary. pm
fm ee

5. Clickthe applicable purchase order number in the Associated Document column to continue. In
this example, £12091275 (the 4100012875 lnk) is selected.

GD (oto Rcionts aro cy abl 0500 nic on PO Ines, USA users can so lines,
6. Perform one of the folowing:

it Then
NoPOlines are displayedorthe desired receipt is The receiptcannotbemodifiedusing this process.
nolongerviewableonthe list of POlines because AGR reversalandlorre-entry of thereceiptmaybe.

TosserOoconter 14.2029 SWBSCHTrang -Prsremy Popett 12
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" “Then

theseven-daythreshold has passed. required,Contactthe WBSCMService Desk for
assistance.

“ThePOline(s) tobemodifiedaredisplayed. GotoStep 7.

Image: Enter Shipmont Receipt Screen
— p——
ovens

Wm te

em

3RR S X

LA Click|](theCheck box)intheFurtherActionscolumntoselectthe shipmentreceiptlineitem
being modified.

(tte ny povusyect in toms (Rap Process stats) can bo mic.
® (Note)Ifthe receipt does not appear in the list or the checkbox in theFurtherActions

column isnotavailable, a GR reversal and/or re-entryofthe receiptmayberequired.
Contact the WBSCM Helpdesk for assistance.

Fe rama202A 00030 £00003
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Image: Enter Shipment Receipt Screen

Yi T_T
omens

Smt

r= iy fn

= -

155 a PR =ttnte ate
TE oea WSra 3 X

8. Clio [Zod Recs]tne ModifyReceiptbutton)to mofy the receipt.

D (Note) The line item status codes for submitted receipts are:

+ ProcessingRecpt.Thereceiptwas submited and is processing in WBSCM.
Receiptswith the Processing Recpt status cannot be modified until processing is
complete.

+ Pending Review-The submitted receipt will be reviewed by USDA. This may
reflect a difference in quantity between recipient and vendor or a modification after
the initial day of entry. Receipts with the Pending Review status cannot be
modified unl review is compels,

+ Recpt Processed - Th receipt for delivery by vendor toth initial destination has
been updated in WBSCM.

© Fordeliveries directly to the customer, the destination is the Ship-To.
© Fordeliveries with additional transportation services (e.g., Offshore), the

inlil dosinaton fs wha the vendor transfers materia fo the
transportation provider (e.g., Port).

+ Reept 2 Processed - For deliveries that included additional transportation
services (e.g., Offshore), the receipt for delivery to final destination has been
updated in WBSCM.

SD (uote) WECMi ors an ma notation ote vendor whana ectsrtrd wit
over, short, damaged (O/S/D),orlate materials/commodities.

Trey Dont hs oWasoMTagPrean ramos2023AMS00030 7000035
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Image: Enter Shipment Receipt Screen

g pe

5

SITE we vm on me

en ion same amis Ema mami mT Romomc mL

9. As required, complete/review the following fields:
Field RIOIC Descriptio
[Signed By R he name of the individual that signed for thecceipt.

ample:ohn Boo
pre Rocoved Gate he matorials were ecoed.

ample:barzsrz01o

aaa.  SmounTofmaterial 19caed 1 Goodbondiion, equaloorless than the ordered
amount, in pounds (LB).

Eh (Note) This field is used for receipting
jx ‘materials reported in pounds. When

Tecaipting variable woh tems, his
fikd fs automaticalycalculated once
tho modified Good Qty (n CS) is
applied.

ES (Note) When modifying this value, enter
jx the total weight (including quantities

shipped separately) and not an
incremental change. For example, to
change a recep!fom 100Is.to 150

Trey DonthsoWasoMTangri ra2023AMS00030F0000%
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"7 Fed ROG Description

CL]
00d Qty (in CS) he amountof materials received in good

pondition, in cases (CS). The Good Qty (in CS) is
ot required when receiptng in pounds.

Example:
00.000
a (Note) When receipting material in

f= pounds, the Good Qty (in CS) field is
Pot entered.
(Note) This field is auto-populated

j= ‘based on the corresponding ASN
quanti and can bo updated. However,
for orders with a missing ASN, th field
wil be blank.

- (Note) When modifying this value, enter
{the full quantity (including quantiles

shipped separately) and not anincromental change. For example, to
change a recapt from 10cases 10 15
cases, enter 15(not5.

over Gy G amount of material recoiled for a PO re 35
oodQty or Good Qty (in CS) that exceeds thebrdered amount.

~~ (Note) This field is auto-populated when
{7 the amountentered in GoodQtyor

‘Good Qty (in CS) s over the expected
delivery quantiy when
Za el (the Modify Receiptbutton) is licked.

+ tems that ae receipted over
the PO Ine ASN
quanti appear in red.

+ Quantiies that are
rocoiplod undor tho Good Qty
or Good Qty (in CS) amount
are included in the Open Qty
otal or that ine.

F 5 Tie amount of materials Thal were previously
cceipied on the ine fem.

Test Oncor 14,2073 owas TrangPosner Popes122023.4500030 £00031
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Fiokd RoC Deserption
nen Gy 5 Tie amountofmaterial TatFave not yetbeen

citod for the na fem.

(Noto) This elds auto-
fs populatedbasedontheGoodQtyor

‘Good Qty (in CS) fields and the
corresponding ASN quantity. However,fororders witha mising ASH, the fold
wil populate vith he PO quaniiy.

T 6 Ti amountofmaterials hat are nol usable and
ros rected.

® (Note) Before entering values in the GoodQtyfield, always check the values in the
PreviousQty and Open Qty fields.

For Domestic Direct Ship Orders, users can enter receipts agains orders containing LB,
CS. andlor variable weight materiiscommodiies.

® (Note) If the user attempts to modify a receiptthatdoesnothave an ASN submitted yet, it
will generate the following eror message: Tho slactad ine orm cannot bo modified at tis
lima, Recoipt onorodfor PO fom 4100/000U000cex with status Missing ASN cannot bo
modifiedunianASNis enterobythe Vendor.
© Recut eterna or PO Hom 41000076780000 wih satus asin SH cannot bo mdi unt an A

ow mE [5]
Sect Fuechctons ReceptSubs  SsesDoc Wem PuchDoc» lems Matera
In this case, cancel the receipt by clicking the Cancel Receipt button and re-enter the
receipt, The user can alo wait or the vendor fo submit an ASN. When the receipts
entered without an ASN,a ntfication emai 1 sent automaticallyto the vendor 0 remind
hem to submit an ASN.
Once the ASN is avaiable, the user should be abl fo make modifications. fhe recaipt is
0 longer available for review, contact {he WBSCM Service Desk. USDA il perform anyChanges outside the modifcaion timeframe.

TreyDvn hs oWasoM TangPre rms2025S00030 F0000%3
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Image: Enter Shipment Receipt Screen

fy
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—
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10. ifnecossary,cick < (the Leftarrow)on thehorizontal scrolbar whentheupdatesare complete
andthe userisreadyto submitthemodifiedreceipt.

Image: Enter ShipmentReceiptScreen
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1M. Click[2ZSmReseit](neSubmitReceiptbutton)tosubmitthemodified receiptto USDA.

oe (Note) WBSCMwillsendanemailnotificationtothevendorwhen areceiptisenteredwithover,

Toate,Decanter 18,2023 OWaSCHTrangPrsramy Foon 10122023.500050 000838
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short, damaged (O/S/D),orlatematerials/commodities oriftherewasnoASNatthetimethe
receiptwassubmitted,

Image: Enter Shipment Receipt Screen

i AML} rit CP Aki - 2

[Som aaa i
Teen=ro
=]
kanmeme

12. Reviewtheconfirmation messageatthetopofthe screen.

GD (ice)The Mgrypecolumn, i the Goods coltMessages secon providesdeta or sachrin
+ Sindicatesthereceiptwassuccessfullysubmitted.
+ Eindicatesanerror.Basedonthetypeoferrorreceived,instructionsaredisplayedsuch
as PleaseretryGoodReceiptforthelineitemorPleasecontacttheWBSCM
HelpdesktocompleteGood Receiptfortheitem.

13. Thetransactioniscomplete.

SA—
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ere
"Ashipment rocapt for a utchase ore ine tem was modified in WESC, Optional and required
information was reviewed and changedon a shipment receipt, possibly including:

+ DateReceived
+ SionedBy© Quanttesreceived or rected
© DamagedGoods information

Comments

Trey Dont hs oWasoMTangri 2122025AMS00050 050055
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[GEEREY

Purpose
The purpose of this transaction i to modify a Domestic Ship-o (DSH) Organization in WBSCM. A
Domestic Ship-to Organizalion is a physical address where a customer would ike goods to be shipped.
Process Trigger
Use this transaction to modify the address or relationships for a domestic ship-to organization.
Prerequisites.

+ Domestic ship-to organization must exist in WBSCM.
Portal Path
Follow the Portal path belowtocomplete this transaction:

+ Select Admin tab Organization Maintenance tab Maintain Organization link 3 Maintain
Ship-to Organization ink {0 go to the Maintain Ship-To Organization screen.

Tips and Tricks,
«The RIOIC acronyms in the field tables represent Required, Opliona, or Conditional fel entries:

© Required (R) ~a mandatory field necessary to complete the transaction.
Optional (0) - a non-mandatory field not requiredtocomplete the transaction.

© Conditional (C) -a field that may be required i 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 ts on creating favorites, performing searches, otc.

[r—r— ©WOSCHTrangProgra Pogo1116
2025AMS.00030F 000038
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PROCEDURE
1. ‘Start the transaction using the following Portal path: Admin tab 9 Organization Maintenance

15> Maintain Organization nk.
Image: Maintain Organization Screen

Er

2. Click + (the Hide Navigator button)to hide the Portal menu. Note this can be donewith any
ansacton in WBSOM.

er eyee "TTusvsoo ny
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Image: Maintain Organization Screen
TR
EY ve —S—SS————S—SS—-_-CTTTIEI

sanoarnrn psn

3. CioMasi Setaia (he Maintain Ship-To Organization nk) oupdate.

® (Note) This work instruction reviews the steps to update a Domestic Ship-To Organization (DSH).

To view the information for a DSH without making changes, click 233-355 0SIsan (the
Display Ship-To Organization ink). In cisplay mode, eds are not ocable and wil appoarwin
a gray background.

Weert Jaan.2028 EE2025AS00030 F0300%
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Image: Select Sub-Organization Screen
a

-

i =
==

4. Click I¥ (the DSH drop-down) to display the DSH lstofoptions.

9 (Note) WBSCM defaults to display active Ship-To Organizations in the drop-down when * Acie.
(the Active radio button) is selected. If the user needs to display inactive Ship-To Organizations,

click "(tne Inactive radio bution) priorto lickingI¥(ine DSH drop-down).

[re——— OWBSCHTrangPry Popett 162023AMS00030 000038
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Image: Select Sub-Organization Screen
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5. Select the appropriate Ship-To Organization from the lst. In this example,
215TCENTURY70008LTO!SANANTON CHANGE TK 5529%) (tho 21ST CENTURY FOODS LTD|
‘SAN ANTONIO CHANGE TX (5002908) is selected.

vtnycn 5-0 Organization cam bo moda ata ie.
® (Note) The available DSHs are listed in alphabetical order by name. Use the vertical

scrollbar tosearchthroughthe lst, or ype the fst eterof the nametoselectfrom Ship-
To Organizations that tart with that eter.
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Image: Select Sub-Organization Screen
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6. Click [EH] (1no Next button) to open the record for the selected Ship-To Organization.
T Performone ofthefollowing:

" “Then

The userneedstoupdate an existing Ship-To Gotostep8
Organization
‘The userneedstoactivate/deactivatean existing Goto step 14.
‘Ship-To Organization

“Theuserneedstosubmitthechanges Gothestep 16
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Image: Maintain Ship-To Organization (Address) Screen
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8. As required, complete/review the following fields:

Field RIOIC Descriptio

R Person's or company’s name.

ample:BAST CENTURY FOODS LTD

5 5 xTTo dentlyaadonal mame.
ample:

C10 GOOD HEART SPECIALITY MEATS

[FroetAdaess RR Troe TxtFold in When a one Te seat addons
bf the user or organization.

@mple:
1122 NACOGDOCHES

[reetAcaessz
ample:fe 1000

Werte yaa owWasoMTangri eT2025 AS00030 F 000043
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Fiokd RoC Deserption

R Ty where Te Gear or company Ts ood.
amplo:[EAN ANTONIO

Sy R ni6038 Tal represents County mame.
amplo:Sh

(Note) Cick ¥ tne Country crop-I'D down) to display a lstof counires.
5 R abbreviation o name of Unlad States

orory, istic or stato.
ample:

3) (Note) Click 3] he Statedrop-down)to
I" display a isof sates and tortorios.

= R Zod.
ample:82172314

= 5
ample:

proarritzs

estoyaaowWasoMTampa rma2025 AMS00030 F000045



WBSCH;  WeaioomJ Modify Domestic Ship-to Organization

Image: Maintain Ship-To Organization (Address) Screen
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9. Click R25 (ino Relationship tab) to review and modify a relationship between the Ship-
To Organization andthebusiness partners.

6D tt) Th aationshipa ls whore tr user rks th oso and ship organizations
together. Linking them together wil aid in the order management process. When an Order
Manager creates a sales orderfora particular Non-profit sok{o organization, he or she will see
any ship-o organizations linked 1o that non-profit, The Order Manager can easly selecta ship-0
location from the options instead of re-entering this location every tme an order fs created.
A ship-o organization may have multiple sold-to organizations linked to i. For example, if the
ship-o locaton s a state warehouse, common storage locaton, or processing center, fl may do
business with mullplesoko parties.
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Image: Maintain Ship-To Organization (Relationship) Screen
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10. Select the appropriate business partner from the Assigned Business Partner section. In this
example, 16101 2022R4.2.06 C17A C178 / FAIRFAX VA (4040820) is selected.

GD (vce nocassry.soloct organizations fom he vaio Business Parnas section an
click the Assign button to create the linkage between the sold-to party that is selected and
ho ship-to party that created or modified.

® (Note) The business partners are listed in alphabetical order. Use the vertical scrollbarto
find tho appropriate business partners.
To select mullle business partners:

+ Ifthe business partners aro listed in consecutive ows, hold down the Shift key
and clk th frst and fas selection butons.

+ Ifthe business partners are listed in non-consecutive rows, hold down the Ctl key
‘while clicking each selection button.

® (Note) Tofilterthe list of Business Partners, click on the column Business Partner
Tew }

(Name/City/State, BP Number) field. Select | (“2%FL.) | 1g yer.Defined
Filter... option) and enter required criteria. Use * (the Asterisk symbol) at the beginning
and at the endof a search term (e.g. “Craven or "5001716)tosearchfor a business
partner that contains the term. The asterisk searches part of a word as well (e.g. "Califor’).
SeealsotheWildcardandMaichcode Searchesjobaid. Toremove filters,selectthe (All)
option.
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Image: Maintain Ship-To Organization (Relationship) Screen
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11. Click IESEEIE(ihe Unassign button)to removea relationshipbetween the Ship-ToOrganizationandhe selecied business parinr.
12.  RetumtoStep7.

Sere wn owner weraPp
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Image: Maintain Ship-To Organization (Relationship) Screen
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13. necessary, lickl 2 (ine Status tab)to activateorinactivatea Ship-To Organization.
Image:Maintain Ship-ToOrganization(tatu)Screen
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14. If necessary, clickI (the Inactive checkbox) to select to inactivate the existing Ship-To
Organization.

® (Note)If (the Inactive checkbox) isselected, deselecting itwill make the Ship-To Organization
active. The Gate fom the Inactivated On ik wil be cleared automaticaly, as he organization 1s
not inacive anymore.

15.  RetumtoStep7.

Image: Maintain Ship-To Organization (Status) Screen
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16. Click [S57] (the Submit button) to save the modifications.

o (Note)Priorto submitting the Domestic Ship-to Organization, the user may toggle between the
Address, Relationship, and Status tabs without losing unsaved changes.
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Image: Ship-to unassigned process Pop-Up Screen
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17. click 5] (theYes button)toconfirmthemessage.
Image: Maintain Ship-To Organization (Status) Screen
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18. The transaction is complete.

estoy yaa owWasoMTangri re20253AMS00050 03005
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ere
‘An existing Domestic Ship-To Organization has been reviewed and updated as applicable, including:

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