WBS ( M A Work !nstruction . o
[ J Modify a Domestic Requisition

Purpose

The purpose of this transaction is to modify a domestic requisition in WBSCM. Recipient Agencies (RA),
Co-ops, State Distributing Agencies (SDA), and Indian Tribal Organizations (ITO) can modify a requisition
in Draft status or that has been returned to the user. Domestic requisitions can be modified at the header
or line item level.

Process Trigger
Perform this transaction to modify a domestic requisition.
Prerequisites

. Domestic requisition must exist in WBSCM.
Portal Path
Follow the Portal path below to complete this transaction:

o Select Operations tab @ Order Processing tab @ Order Management folder @ Domestic
Order Entry link to go to the Domestic Order Entry screen.

Tips and Tricks

. This transaction will not allow modifications to any fields.

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

linked to completion of a mandatory field
. 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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PROCEDURE

1. Start the transaction using the Portal path: Operations tab @ Order Processing tab &
Order Management folder @ Domestic Order Entry link.

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
(o] i ~ Order Py ing >~ Order M > Domestic Order Entry Full Screen | Opfions ~
e i ummnmmus Catalog | Entitlement ¥ Transaction in Process
~
Shipment Rocoipts
NW Dalivery Calendar
I Welcome
Welcome to the order entry screen
ick Search
Ei E Click here to create an ordar and specfy the ship-to destination. Then choosa the items from the
catelog loested on the left,
m Bxtended Saarch
I Product Catalog
[+csre
[+Iusie
[+lcacer []  orowse in the Product Catalog
[HNSLe
2. Click * (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with

any transaction in WBSCM.
Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Operasons > Order Processing > Order Management > Domestic Order Entry Full Screen | Options v
I My Transactions Catalog | Entitlement ¥ Transaction in Process
Product Catalog
I Welcome
Welcome o the crder entry screen
Quick Search
m ll] Click here to create an order and specify the ship-to destinstion. Then choose the items from the catslog located on the left,

[

I Product Catalog

[+]csrp
[+]nsiP =
[t]cAcFP m Brovrze in the Product Cotaleg
[+Inse
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3. Click My Transactions (the My Transactions link) to search for an existing domestic
requisition.

Q (Note) The Transactions section can also be used to search for sales orders, which comprise
requisitions that have been consolidated into full truckloads by the SDA or ITO and then
submitted to FNS for approval and purchase. In contrast, domestic requisitions are created by an
RA, Co-op, SDA, or ITO in quantities that fulfill the needs of that organization regardless of full

truckload quantities.
Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operaions > COrder Processing > Order Management > Domestic Order Endry Full Screen | Options ~

& Transaction in Process

lMy Transactions Catalog | Entitlement

Saarch F Ordarz [V
e o I Product Catalog
Status Open v
Crezticn Date | Since Yesterday [~] D] oo e
T Wse In Erodyct Cataleq

1D Type Transection [+~]
0

I New Transaction

m Chck here to create an order and spacfy the ship-to destinztion. Then choose the items from the catalog ocated on the left.

4, Click ¥ (the Search For drop-down).
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Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Operatons > Order Processing > Order Management > Damestic Order Entry Full Sereen | Options ¥

IMy Transactions Catalog | Entitlement ¥ Transaction in Process

Saarch For Ordars
Ordar items I Product Catalog

fl

Status
Crecticn Date | Since Yestarday

m Browse In the Product Cataicq
ID Type Transection

0
I Ncw Transaction

B mc

IE Click here to create an crder and specify the ship-to destinztion. Then choose the items from the catalog located on the left,

5. Select the appropriate order type option from the Search For list. In this example, X000
(the Orders option) is selected.

ﬁ (Note) If the material ID is known, the user may select the Order Items option and enter the ID
number in the text field. Only orders that contain this product are displayed in the results.

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Operafi > Order Pr g > Order =~ Domestic Order Eniry Full Screen | Opticns ~
|y transactions  cataloa | Entitlement ¥ Transaction in Process
Transactions

ST i) 1, I Product Catalog
Status Open [v]
Creation Date | Since Yestarday ¥ [y
vy — = [2]  Brewzeinthe Product cotateq
pio]
I New Transaction
[B]  Cick hese to create an arder and specy the ship-to destination. Then choose the items from the catalag located on the left.
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6. Click ! (the Status drop-down).
Image: Domestic Order Entry Screen

Home Operattons Admin Reports Help

Order Processing

Opesaions > Order Processing > Order Management » Domestic Order Endry Full Screen | Options ~

lMy Transactions Catalog | Entitlement & Transaction in Process
Saarch F Ordars [v
=2 er (] I Product Catalog
Status
Creats Dat
cn Date
Lomplctad - |T| Browse in the Product Cataog
1D Type Transection [~]
D
m I New Transaction

[ﬂ Chck here to create an crder and spacfy the ship-to destination. Then choose the items from the catalog located on the left.

7. Select the appropriate status option from the Status list. In this example, X (the Any option) is
selected.

Q (Note) The options for Status are:

e Any displays all requisitions regardless of status.
« 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: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operafions > Order Proceesing > Order Managsment = Damastic Order Enry Full Screen | Options ~
llﬂy_Imnsnﬂinn.i Catalog | Entitlement ¥ Transaction in Process
Trancactions
Search for | Orders [~] E
I Product Catalog
Status Any [~]
Creetion Date | Since Yesterday \Cl [B]  Srowse in tha Draduct Cata
1D Type Transaction [~]

0
I New Transaction

E] Cick here to create an order and specty the ship-to destinztion. Then choose the Items from the catalog located on the left,

8. Click ! (the Creation Date drop-down).
Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operaions > COrder Processing > Order Management > Domestic Order Eniry Full Screen | Options ~

IMy Transactions Catalog | Entitlement & Transaction in Process

| Product catalog

m Browse in the Prodyct Catalog

I New Transaction

LT] Chck here to create an order and spacfy the ship-to destinztion. Then choose the items from the catalog ocated on the left.

9. Select the appropriate option from the Creation Date list. In this example, I=25 5005000 (the

Last 12 Months option) is selected.

ﬁ (Note) SDAs and ITOs will also see a Created field, which allows them to limit the
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search to only the requisitions created by their own organization (By Myself) or to include
requisitions created by their 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 its
associated suborganizations such as RAs.

@ (Note) The options for Creation Date are:

Today displays only requisitions created today.
Specific Date allows users to enter a specific date in the text field and displays
only requisitions for that date.
¢ In Period allows user to enter a From Date and To Date and displays only
requisitions that fall between those dates.
Since Yesterday displays requisitions created yesterday and today.
Last 7 Days displays requisitions created in the last 7 days.
Last 30 Days displays requisitions created in the last 30 days.
Last 12 Months displays requisitions created in the last 12 months.

10.  Perform one of the following:

If Then

The user does not know the requisition number Go to Step 11.

The user knows at least part of the requisition 1.  Select the Transaction option from the ID
number Type drop-down list.

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

3. Goto Step 11.

@ (Note) Refer to the Wildcard and Matchcode Searches job aid for additional detail.
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Image: Domestic Order Entry Screen

Home Operations Admin Reporls Help
Order Processing
Operafi > Order Pr ing > Order =~ Domestic Order Eniry Full Screen | Options ~
luﬂmnsaﬂlnn& Catalog | Entitlement I Transaction in Process
Transactions
R rdars [v
L 0 = I Product Catalog
Status Any [v]
Creabion Date | Last 12 Months ¥ E’ & e e S
= rovize in the Product Cotaleg
D Typs Transackion [v

e

1.

l New Transaction

[P]  csck here to crente sn crder and specky the ship-bo destinotion. Then choose the items from the catalag located on the left.

Click ﬂ (the Go button) to execute the search.

Image: Domestic Order Entry Screen

Home Operations Admin Reporls Help
Order Processing
Operafi > Order Pr ing > Order gt =~ Domestic Order Eniry Full Screen | Options ~
luﬂmnsaﬂlnn& Catalog | Entitlement I Transaction in Process

Transactions

Search For  Orders

A~ I Product Catalog

Status Any

Creation s ]

Date Lozt 12 Vonths [*]  Browzeinthe Product cotsieq
IDType  Transaction

D

31 Documents Found
Status
Iransaclion o.goconce
+Date
Open
1000259480
02/08/2010
Open
Q00238988
12/17/2018
Open
1000238986
12/07/2018
Open

1000258985
12/07/2018

12.

l New Transaction

[P]  csck here to crente sn crder and specky the ship-bo destinotion. Then choose the items from the catalag located on the left.

Select the appropriate domestic requisition to modify from the list of search results. In this

example, 1000255285 (the 1000258985 link) is selected.
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Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing

Operafions > Order Processing > Order Management ~ Domestic Order Eniry Full Screen | Options ~

luy_‘[musaﬂlnn& Catalog | Entitlement ¥ view cart: 2 Ttem(s) to the value of 24.28 USD
Transactions I Order: 1000258985 from 12/07/2018 11:46
o Nour Reference:
Search For  Orders ] | YourDeseription: Total Net Prices 425.56 USD
g:e:um LEsk 32 Mot =4 Shipping Condittons:  standard
IDType  Transaction [v]
xo Additional Comments:
31 Documents Found
Status
Your
l . Us Total Pril
Date - el ar rice
0“;’— O Tterm  Product Quanmtity Unit Description Stotee  Program s
1000259480 ) el :
wjesjete [1 & 100 100135 10.000, €S gEZEF CHILI W/O BEANS CAN-24/24 |\ o - n-:.:-_s‘;gé:’,"‘_e:ﬂ
Open
12/17/2018
Open
10002358986
12/07/2018
Open
1000250985 v
12/07/2018

13. Click  (the Hide Navigator button) to hide the search criteria and results.

Q (Note) At the top of the screen, the header displays general information about the
customer, delivery, and overall status and net price for this requisition. If applicable, any
reference, description, or comments previously entered are also displayed. Below the
header, details about specific products ordered on this requisition are listed; it may be
necessary to scroll down to view the entire list.

@ (Note) The domestic requisition displays in the main pane.
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Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Operasons > Order Processing > Order Management > Domestic Order Eniry Full Screen | Opticns v

I!gu Transactions Catalog | Entitlement & View Cart: 2 Item(s) to the value of 24.28 USD

l Order: 1000258985 from 12/07 /2018 11:46

Your Reference:

Kbyl otal Nt Drica: 425,56 USD:
Delivery Address: &
Shigping Conditions:  standerd
Additional Comment=:
O Hem  Product Quantity Unit Deccription Usar Status Program ol pew
nit Praco
O =] 100 100138 10.000 ©S| BECF CHILI W/O BEANS CAN-24/24 0Z Draft csre i lsD
| prine | =

14. Click (the Change button) to allow the user to modify the domestic requisition.

@ (Note) A domestic requisition can be modified only when the status is Draft, Returned by COOP,
or Returned by SDA.

If ALL of the line 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 will not be
available.

15. Perform one of the following:

If Then
The user needs to change the status Go to Step 16.

@ (Note) Once status of Ready for Approval
or Cancelled has been saved, the requisition line
cannot be edited further.

The user needs to change the Delivery Point Go to Step 20.
The user needs to adjust the quantity of a product Go to Step 25.

The user needs to add more products to the cart  Go to Step 29.

The user needs to remove one or more product(s) Go to Step 37.
from the cart

Gj’ (Note) Once status of Cancelled has been
saved, the requisition line cannot be edited further.

The user is ready to save the modifications Go to Step 41.
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Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Operations > Order Processing > Order Management > Domestic Order Entry Full Sereen | Options v

¥ 1 Item(s) to the value of 425.56 USD

lMy Transactions Catalog | Entitlement
I Order: 1000258985 from 12/07/2018 11:46
Your Refarance: | Total Nat Price: 425.56 USD
Your Dascription: ]
Meszage
Additional Commants:
e Total Price
[¥] ftem Produst Quantity Unit Description User Status Program “"“""g:eo"'"" )
Unit Price
100 00138 |10 cs 255;%‘;“ WO BEARECAN: Draft [¥] csps  owisfzess i ‘j;ésfggig
| Update | E3a
16. Click the User Status drop-down.
Image: Domestic Order Entry Screen
Home Operations Admin Reporis Help
Order Processing
Op > Order Pr g > Order t > Domestic Order Eniry Full Screen | Options v
I_lﬂylmnsm:ﬁnn: Cataloa | Entitlement ¥ 1 Item(s) to the value of 425.56 USD
I Order: 1000258985 from 12/07/2018 11:46
Tetal Nat Prices 425,56 USD

Your Reference: |

Your Dazcripticn: ]

Message
Additional Comment=:

3 Total Price
[¥] ttem oroduct Quantity Unit Daccription Usar Status Program ““"“";“:‘""‘"’
unit Price
BEEF CHILI W/O BEANS CAN- £425.55 USD
100 w0013e |10 cs ' Raady for Appro csp/  ow1s/2018 p
= 24/24 0Z 118,21 USD / 100 LB
Craft
o [Gooe 5o |

17. Select the appropriate status option from the User Status list. In this example,
Ready for Approval v | (the Ready for Approval option) is selected.

9 (Note) When modifying a returned order, the user can only set the User Status field to Ready for
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Approval or Cancelled.

Image: Domestic Order Entry Screen

Home Operations Admin Reporls Help

Order Processing
Operaf > Order Pr g > Order = Damestic Order Eniry Full Scraen | Options v
I_m.Imnxﬂimu Catalog | Entitlement 1 Ttem(s) to the value of 425.56 USD

I Order: 1000258985 from 12/07/2018 11:46

Your Reference: ] Total Nat Prica: 425,56 USD

Your Dascripticnr ]

Message
Additionsl Comment=:

: Total Price
Fhr Dali
[¥] rtem Droduct Quantity Unit Daccription Usar Status Program  Requasted Dalivary
unit Price
BEEF CHILI W/O BEANS CAN- o~ ; £425.56 USD
=] 100 00138 10 e |y Raady for Appreval [V | CSD/  03/15/2018 P e TG T

18. Click (the Update button) to save changes.

9 (Note) Once status of Ready for Approval or Cancelled has been saved, the requisition line
cannot be edited further.

19. Return to Step 15.
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Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Operatons > Order Processing > Order Management > Damestic Order Entry Full Sereen | Options v

¥ 1 Item(s) to the value of 425.56 USD

I!/Jy Transactions Catalog | Entitlement

| order: 1000258985 from 12/07/2018 11:46
Your Refarencet ] Total Nt Price: 423.56 USD
Your Dascripbon: |

Message
Additonal Comments:
. Total Price
[*] ttem Product Quantity Unit Description User Status Program  Reauested Delivery
Unit Prica
=] 100 100138 |10 cs g::;zrchgu W/O BEANS CAN- Resdy for Approval |V CSFP/ | 03/15/2018 . lf;gs/'s.sogig

[ Gose Jf o |

20. Click [~ (the Display Additional Fields drop-down) for the appropriate line item to display its
details.

Q (Note) To view details for all line items, click EI (the Display All Additional Fields drop-down) in
the top row.

Image: Domestic Order Entry Screen

Home | Operations = Admin Reports Help

Order Processing
Opcrations > Order Processing > Order Management » Damestic Order Entry Full Screen | Options ~

¥ 1 1tem(s) to the value of 425.56 USD

lldy Transactions Catalog | Entitlement

I Order: 1000258985 from 12/07 /2018 11:46
Your Reference: | Totsl Net Price: 425.56 USD
Your Deseription: ]
Massage
Additional Comiments:
: Total Price
[¥] mtem Product Quantity Unit Description User Status Program  Reduested Delivery
Unit Prica
S . . -
[%] 100 100138 [10 fo; | DEET oL W/OBEANS AN Resdy for Approval | v] (CSP/ | 03/15/2019 e e

* olery Pt D |

Additional Comments;

| update | B3 E3

Thursday, March 28, 2024 © WBSCM Training = Proprietary Page 13 of 26
2023-AMS-00030-F 000884



: Work Instructi
IWBS(M J Mc:;di?)s/ rajclil;)onmestic Requisition

21.  Click -2 (the Delivery Point drop-down).
Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Full Screen | Options ~

Operafions > Order Processing > Order Management = Damesfic Order Eniry

| Entitlement 1 Item(s) to the value of 425.56 USD

IMy Transactions Catalog

| order: 1000258985 from 12/07/2018 11:46
Your Reference: | Totsl Net Price: 425.56 USD
Your Description: |

Massage
Additional Cormments:
5 Total Price
[F] mem Produc Quantity Unit Description User Status Program hw‘;r‘"“"
Unit Prica
: $425.56 USD
/: 2019
oxfsiz019 116,21 USD/ 200 LB

o / s =
?EEF CHILI W/O BEANS CAN Ready for Approval VJ s/

=

=] 100 00138 |10

* Dalivary Paintt
Additional Commerts:

22, Select the appropriate delivery address from the drop-down list. In this example,
(the AR

option) is selected.

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Operations > Order Processing > Order Management > Domestic Order Entry Full Screen | Options ¥
¥ 1 Item(s) to the value of 425.56 USD

lMy Transactions Catalog | Entitlement

Additional Commerts:

I Order: 1000258985 from 12/07/2018 11:46
Your Referencet ] Total Nat Drice: 425.56 LSO
Your Dascripticn: ]

Message
Additionsl Cemmantzt
Tatal Price
[#] ttem Product Quantity Unit Daccription Usar Status Program "“"‘“"D‘:tn"""‘"’
e
Unit Price
L . o | BEEF CHILI W/O BEANS CAN- < £425.55 USD
=] 10 sc013e 10 Cs: |Sejoaoz Raady for Approval | V| CSp/ | ow/15/2018 118,21 USD / 200 LB
~ME

Update

23. Click (the Update button) to save the new Delivery Point.
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WBSCM |

24. Return to Step 15.
Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Opcrafions > Order Processing > Order Management > Daomesfic Order Entry
I 1 Ttem(s) to the value of 425.56 USD

|y aransactions  cataloa | Entitlement

I Order: 1000258985 from 12/07/2018 11:46

Full Screen | Options ~

Your Reference; ]
Your Dascripticnt |

Message
Additional Comments:

[*¥] mem Product Quantity Unit Description User Status
- BEEF CHILI W/O BEANS CAN- = T
=] 100 wo01ze |10 CS' |3ed oz Ready for Approval [ v | cs=p /
e _ — [ﬂ]

Additional Comments:

25. Click the Quantity field.
Image: Domestic Order Entry Screen
Home Operations Admin Reports Help

Order Processing
Operations > Order Processing > Order Management = Domesfic Order Entry
¥ 1 1tem(s) to the value of 425.56 USD

l My Transactions Catalog | Entitlement

Total Mat Drica: 425,56 USD
Requasted Delivery Total Price
o Unit Price

01/15/2019 $425.36 USD

118,21 USD / 100 LB

Full Screen | Options ~

I Order: 1000258985 from 12/07 /2018 11:46

Tour Reference: |
Your Description: |

Maccage
Additional Convments:

[¥] mem Product Quantity Unit Description User Status

— = . =
] 100 00138 [12 €5, | Ay WORBEANS AN

* Dalivary Pointt
Additional Comments;

Program

Ready for Approvsl| v | cs7@/

DI o

Total Net Price: 425.56 USD
Requeasted Delivery futal. B
Coie Unit Prica
$425.56 USD

04/152049 118,21 USD / 100 LB

B3 E3

26. Enter a new value for the appropriate line item in the Quantity field. In this example, 12 was

entered in the Quantity field for line item 100.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Operafione > Order Processing > Order Management =~ Domestic Order Eniry Full Scraen | Options v
Lux_Imn:ms;!ismz Catalog | Entitlement E 1 Ttem(s) to the value of 425.56 USD

I Order: 1000256985 from 12/07/2018 11:46

Your Reference: | Tetal Nat Prica: 425,56 USD

Your Dascripticar ]

Message
Additionsl Comment=:

: otal Pri
[¥] tem Droduct Quantity Unit Daccription Usar Statuc Pragram “"'""‘"D‘:[:""'"V Totalprics
unit Price
[&] 100 10013e |12 cs gjls;c;:;u W/ BEANS CAN- Raady for Approval (V| CSD/  0u/15/2018 — Sggs/s_%gig
Additional Comments:
| Update | | Close | Save |
27. Click EEEZ (the Update button) to save the modifications.
28. Return to Step 15.
Image: Domestic Order Entry Screen
Home Operations Admin Reporis Help
Order Processing
Operasons > Order Processing > Order Management > Domestic Order Entry Full Screen | Options v
Iﬂy Transactions Catalog | Entitlement & view Cart: 1 Item(s) to the value of 510.67 USD
|LProduct catalog
You are in our product catalog.
Select a product category from the left area,
Quick Search
[+]csR
[+]nsip
[+]cACFP
[+Inste

29. In the Product Catalog section, click [+] (the Plus icon) next to the appropriate program. In this
example, [+]CsF? (the CSPF option) is selected.
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Q (Note) To review the list of materials available for ordering, the user will drill down through the
product catalog beginning with the program.

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Operasons > Order Processing > Order Management > Domestic Order Entry Full Screan Op\cm v
IMy Transactions Catalog | Entitlement & View Cart: 1 Item(s) to the value of 510.67 USD
| Product catalog
You are in our product catalog.
Select a product category from the left area,
Quick Search

\I’ Extended Search

[-]csFe
Mot
[+]Direct Delivery
[+InusiP
[+]cAceP
[+uswe

30. Click [*] (the Plus icon) next to the type of order. In this example, [*]Pirect Delivery (the Direct
Delivery option) is selected.

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

« Direct Delivery - An order that is sourced from a vendor and delivered directly to
the customer.

e Processing Diversion - An order that is sourced from a vendor and delivered to a
processor before being received in final form by the customer. For example, flour
may be processed into bread.

Q (Note) Multi-food orders sourced from a national warehouse are processed differently than
domestic requisitions and cannot be modified via the process described in this document.
Refer to the Create Multi-Food Order RA or Create Multi-Food Order SDA work
instructions for additional detail.

Thursday, March 28, 2024 © WBSCM Training = Proprietary Page 17 of 26
2023-AMS-00030-F 000888



WBSCM |

Work Instruction
Modify a Domestic Requisition

Image: Domestic Order Entry Screen

31.

Home Operations Admin

Order Processing

Operafions > Order Processing > Order Management > Domeslic Order Entry

l My Transactions Catalog

Reports Help

| Entitlement & view Cart: 1 Item(s) to the value of 510.67 USD

Full Screen | Options ~

Product Catalog

|9" ik Search
=

m Extended Search

[-icsFp

Milti-Food
[-IDirect Delivery

[+IMeat
[+]Pauitry
[+]Fish
[+]Vegetables

Bears
[+)Fruts
[+]Juice
[+]Dairy
[+]Grein:
[+]Ceresl
[+]Pesta/Rice

[+Insie

[+]CACFP

[tinsLe

I Product Catalog

You are in cur product catalog.

Salect 3 product catagory from the loft arca,

Meat option) is selected under the Direct Delivery order type.

Image: Domestic Order Entry Screen

Home Operations Admin

Order Processing

Operatons > Order Processing > Order Management > Damestic Order Eniry

I My Transactions Catalog

Reporis Help

| Entitlement & View Cart: 1 Item(s) to the value of 510.67 USD

Click [+] (the Plus icon) next to the appropriate commodity group. In this example, [+1Meat (the

Full Screen | Options ¥

[Qui:k Search
[ Search |

[»] extended sasrch

I Product Catalog

You ere in cur product cstelog.

Select 2 product catgory from the left area,

[-ICsFp

ruilti-Food
[-Ioirect Delivery

[-IMeat

Entitlement
Bonus

[+1Paultey
[+]1Fish

[+]Vegetables

Bears
[+]1Fnsts
[+]uice
[+]Dairy
[+]Grains
[+]Ceresl

[ +]Pesta/Rice

[+]nsie
[+]cacrp
[+Inste

32. Select the option that corresponds to how the entitlement budget is impacted. In this example,
Entitlement (the Entitlement option) is selected under the Meat option.
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WBS(M ) M°<;dirf1; r.'l\ll‘:lil;)gmestic Requisition

Q (Note) Depending on the program selected, options may include:

+ Entitlement - Ordering these products will decrease the entitlement balance.

* Bonus - Ordering these products will not impact the customer's entitlement. FNS
may offer bonus commodities when there is a surplus.

@ (Note) After an option is selected, the screen displays a list of all products available for the
selected criteria. At the bottom of the list, the user may adjust the number of products to
display on a page.

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing

Operasons > Order Processing > Order Management > Domestic Order Entry Full Screen | Options v

I!{Ix Transactions Catalog | Entitlement & view Cart: 1 Item(s) to the value of 510.67 USD
A
uick Scarch
G — ~
m I Entitlement
[¥] extended Saarch
i Overview Product
-JCSFR - Full-Truclk
' Product Number Price Delivery Order Due S ond
Period No Later Than
[-J0irect Delivery Quantity (Ptogm‘ Sub- Name Quantity
[-Imeat Area,
Entitiement {—|
100127 BEEF CAN-24/24 0Z 07/01/2019- | 04/15/2019 -
Hl’wm“ cs = (CSFP ] Entitloment) = €00USD. | “4or21)3019 07/19f2019 = 100000
[+]Fish I BEEE CHILT W/O
100138 R 07/01/2018-  D4/15/2013 -
[+lmbles = [5] ey ——— ssAusg.n-:a.- 24 42.56 USD 12/21/2019 07/15/2019 1000.0C0
[+]Fruts — e F e
100166 BEEF ROAST ROUND 04/01/2019-  03/15/2013 -
E:}g’;ﬁ = [ (cotp) ontitomant) Tzciceanie. *2YS® | iisacse | osjidiaose | 1000660
[+]Grains
[+]cereal
[+]Pasta/Rice
[+nsie
[+]cacFp
[+InsLe
v v
Products Per Page A z]

33. Click (the Shopping Cart icon) next to a product to view details, including available delivery
dates. Do not enter a value in the Quantity field from the list of products.
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Work Instruction
Modify a Domestic Requisition

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
Op: = Order & > Order Manag t > Domestic Order Entry Full Screen | Opbons v
IMy_ Transactions Catalog | Entitlement [ view Cart: 1 Item(s) to the value of 510.67 USD
A
Quick Ssarch 4 Retum to: Entitlemnent
~
m I Product Details
] extended Sea Product Numbar: 100138
[»] extended searh
Nama: 355F CHILD W/0 BEANS CAN-24/24
[-JesFP oz
Mult-Food Price: 42,55 USD
[']E[’";":::d"’“y Full Truck Load Quantitys 1000.000
Entitlement cs
Bonus
[+]Peultry
[+]Fizh
S [ Debveryots | omierByoot | Quenty |
Beenz
[ [077152019 |[04/19/2019 |[10 |
+]uica
[+]Dsiry [o713112019 |[0ar1912019 Il |
o [08/4512019 |[04/1912019 I ]
[+]Pasta/Ri =
[Hnem = [08/3172019 |[04/19/2019 | |
e [09/1512019 |[oar1912019 I ]
[03r3072013 |[0471912013 I |
) [10/1522019 |[07r1912019 10 | e

34. As required, complete/review the following fields:
Field R/O/C Description
Delivery Date R Range of dates when commodities may be delivered.
Example:
7/15/2019
Order By Date R Last date to submit orders for the corresponding Delivery
Date.
Example:
4/19/2019
Quantity R Number of items.
Example:
10

Thursday, March 28, 2024
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Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Operasons > Order Processing > Order Management > Domestic Order Eniry Full Screen | Options v
I My Transactions Catalog | Entitlement & view Cart: 1 Item(s) to the value of 510.67 USD
OZ
prce 5235 U0 A

Full Truck Load Quantity: 1000,000

uick Scarch (=]
~

E| Extended Search
071152019 |[04119,2013 [[10

Llcsre 073172019 |[02/19/2019 I
- ¥bect Daitvery 18152019 |[04719/2019 I
s 08312019 |[04r13:2013 I
EE R 09/152019 |[04r1912013 Il
e — 19/2022019 (04192019 I
e 10/15/2019 |[07/19/2019 I

+
[+luice 10/3172019 |[07/1922019 Il
e 1152019 |[07/4972019 I
St o 1172012019 |[o7/19:2019 I
i 121152019 (077192019 I
FEIHSED 12312019 |[07/1912019 I

v
v Move to Cart

35. Click “= Move to Cart (the Move to Cart button) to add the selected product quantities to the
shopping cart.

Q (Note) A summary at the top of the screen displays the number and total value of products
contained in the shopping cart.

36. Return to Step 15.
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WBSCM J Modify a Domestic Requisition

Image: Domestic Order Entry Screen

Home Operations Admin Repors Help
Order Processing
Operafions > Order Processing » Order Management = Domeslic Order Entry Full Screen | Options ~

| Entitlement E 2 Item(s) to the value of 926.22 USD

I My Transactions Catalog

I Order: 1000258985 from 12/07/2018 11:46
Your Reference: | Total Net Price: 936.23 USD
Your Descripticn: |

Maccage
Additional Comments:
< Total Price
[¥] mem Droduc Quantity Unit Description Uscr Statuz Program R’"”m““"" e
nit Prica
:] BEEF CHILI W/O BEANS CAN- — i 3 £510.67 USD
EI 100 100138 |12 S upsoz Ready for Approval| v | CSFP [ 01/15/2019 148,21 USD / <00 LB
- "o CSFR £425.55 USD
fv] BAAaR00 118,21 USD / 200 LB

BEEF CHILI W/O BEANS CAN
[#] 200 100138 |10 S |simaor Drsft AT

[ Glooe | Seve |

37. Click the User Status drop-down in the appropriate line item to update.

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Operatons > Order Processing > Order Management > Damestic Order Eniry Full Screen | Options v

& 2 Item(s) to the value of 936.23 USD

IMy Transactions Catalog | Entitlement

I Order: 1000258985 from 12/07/2018 11:46
Your Refarence: ] Total Net Price: 936.23 USD
Your Descripbon: |
Message
Additonal Comments:
Z Total Price
IE‘ Item  Product Quantity Unit Deszcription User Status Program mtwm
Unit Price
BEEF CHILI W/O BEANS CAN- g | . s $510.67 USD
[ 00 100138 |12 &S |Smeoz Ready for Approval| ¥ | |CSFP / 04/15/2019 samet (o aon o
ceFp / £425.55 USD
& ) 118.21 USD / 100 LB

H] 1 - —
E 200 100138 10 s gf/EfC ILI \W/O BEANS CAN: Draf ; 2
m -5""'=

38. Select (the Cancelled option) from the drop-down list for User Status.

ﬁ (Note) Once the status of Cancelled has been saved, the requisition line cannot be edited
further.

Page 22 of 26
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Modify a Domestic Requisition

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
O ] > Order Pr g > Order t = Dcmesﬁé t)rder Eniry Full Scraen | Options v
qumnxsﬁnnx Catalog | Entitlement [ 2 Ttem(s) to the value of 936.23 USD

I Order: 1000256985 from 12/07/2018 11:46

Your Reference: ]

Tetal Nat Drica: 93€.23 UED
Your Dascripticnr ]
Message
Additionel Comment=:
5 Total Price
[¥] tem Droduct Quantity Unit Deceription User Statuc DProgram ""“ﬁ:’"""‘”
Unit Price
=] 100 100138 |12 cs gsls;cgéu WIO BEANS CAN- |5 for Approval [V ] | CSFD 01/15/2015 — Szjbc'/'s:";gfg
[#] 200 100138 |10 lfest (B o BEAMS LN | Cancatiod V] et ent 073572019 LN
3 e
" ate . .
39. Click | Update | (the Update button) to save the modifications.
40. Return to Step 15.
Image: Domestic Order Entry Screen
Home Operations Admin Reporls Help
Order Processing
Operafi > Order Pr g > Order = Daomestic Order Eniry Full Screen | Options ~
Immmmu Catalog | Entitlement ¥ 2 Ttem(s) to the value of 510.67 USD
| order: 1000258985 from 12/07/2018 11:46
Your Reference: | Tetal Net Prices 510.67 USD
Your Descriptica: ]
Message
Additonal Comments:
b Total Price
[¥] rem Product Quantity, Unit Dascription Usor Stabus Program  Reauested Dalivery
Unit Price.
] 100 10010 [12 s |z WIOBEANS CAN- | peady for Approval[ ] CSFP / 01/15/2019 118.21 08D/ 200 L8
E 200 100138 10 S gsls;‘(::;ll W/Q BEANS CAN-- Cancellad csEfﬂf:GJﬂ\On( 07/15/2:9 0.00 USD’? ;J?_[;
| Updete | E3 3
41. Click m (the Save button) to save the modified domestic requisition.
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WBS(M J Modify a Domestic Requisition

Q (Note) In this example, all of the line items were updated to Ready for Approval status. Once
saved, the requisition is sent to the SDA/ITO for consolidation and can no longer be edited by an
RA.

Image: Message from webpage Pop-Up Screen

Home Operations Admin Reports Help

Order Processing
= Operations > Owder Processing > Order Management > Domeslic Order Entry Full Screen | Options ¥
IMy Transactions Catalog | Entitlement & 2 1tem(s) to the value of 510.67 USD

I Order: 1000258985 from 12/07/2018 11:46

Your Reference: [ N X Total Net Prices 510,67 USD

ge from 0ag

Yeur Dezcription: [

Message

[
Do yau 'Eilly want to save the transaction?
Additional Comments: ‘
[
!
|

Total Price
[*] 1em Product Quantity unit Description User Status ar Dote ¥
Unit Price
= 100 w0138 (12 s |SEE i WO BEANS CAN- | eady for Approval v | CsFP / 01/15/201% 1821 e
‘ BEEF CHILI W/O BEANS CAN- osFe/ oy 30UsD
[*] 200 100120 1ntes; [BECT Cancell=d ol o omsios S R

| Close i save |

42, Click (the OK button) to confirm the modifications.

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Operatons > Order Processing > Order Management > Damestic Order Eniry Full Screen | Options ¥
.
I!'jy;[ransactjgng Catalog | Entitlement ¥ Transaction in Process

I Confirmation of receipt

Sold-To: 4001181

Order: 1000258385 from 12/07/2018 11:46 Total Net Price: 310,67 USD
Your Reference:
Your Desaription:

Usar Total Price

Team Ttem Details QTY Unit Status Unit Prica

1001238 : BEEF CHILI W/O BEANS CAN-24/24 02 S —
7 AR " y $310.5:

100 Celivery Poir: [ 12:000] €3 Approval 118,21 USD / 100 LB
Requested Delivery Dat2: 01/13/2019
100138 : BEEF CHILI W/O BEANS CAN-24/24 OZ

200 Celivary Doire: 10000 €S Cancelled
Ragsastad Delvery Data

Chack last possible delivery date 07/13/201%

SO USD
$0/100130.00USD/ 118

et [ cioe
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43. ciick E23 (the Close button).

44, The transaction is complete.
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RESULT

An existing domestic requisition has been modified. This may have included updating the order status,
delivery location, and/or product quantity as well as adding or removing line items.
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l J Modify and Resubmit Returned FNS Orders

Purpose

This transaction will demonstrate how to modify and resubmit returned sales orders from FNS. As the
SDA Order Manager, you have the ability to go into the Returned FNS Orders Workbench and access the
orders returned by FNS. From this screen, you are able to view and make updates to the order. After
modifying the returned order, this will be submitted back 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 returned 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 & Order Processing tab @ Order Management folder @ Returned
FNS Orders link to go to the Refurned FNS Orders screen.

Tips and Tricks

e 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

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

Reminders

e Remember to check your work
« Refer to the Help Option (to the right of the screen) in the Portal for further assistance.
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PROCEDURE

1. Start the transaction using the following Portal path: Operations tab @ Order Processing tab 9
Order Management folder @ Returned FNS Orders

Returned FNS Orders Screen
I LD Agmin | Ropors [ betp | |
Ordor inistrati Recall inistrati

Complaint

Returned FNS Orders I
jLiel

Sedections for CONSOLIDATION

* O Catalog Mainterance Ordered Product | 130005-CHEESE CHED WHT BLOCK-40 LBS I~

& Submit |
B Roturned FNS Order:

* Full Truck Load Requests
* Redstritute Order Cuantties

Portal Favorites =10

2. Click ™% (the Hide Navigation arrow button) to minimize the Portal menu. Note that you can do
this with any transaction in WBSCM - not just fulfillment transactions.

Returned FNS Orders Screen
I Oporations [T

Returned FNS Orders

»
Selections for CONSOLIDATION

Ordered Product (130005 CHEESE CHED WHTBLOCK40L8S [¥]

Submit

3. In the OrderedProduct field, click E] (the Down arrow) to display products tied to orders that
you have submitted that have been rejected/returned by FNS.
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Modify and Resubmit Returned FNS Orders

Returned FNS Orders Screen

Operations JEUIIT] Reports

Returned FNS Orders.
»

Selections for CONSOLIDATION

Ordered Product [130005-CHEESE CHED WHT BLOCK-40LBS
130005-CHEESE CHED WHT BLOCK-40 LBS

-

Submit 130010-CHEESE NATURAL AMER FBD BARREL-500 LB
130125-TURKEY ROASTS FRZ CTN-32-46 LB
130133-PORK CAN-2424 0Z
130159-8EEF FINE GROUND FRZ PKG~40/1 LBS
130530-CEREAL CORN FLKS -SUBST

4, Select the product you wish to reallocate from this list. For this example, click

(the 130010-CHEESE NATURAL AMER
FBD BARREL-500 LB option).
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J Modify and Resubmit Returned FNS Orders

Returned FNS Orders Screen
I OO Admin | Ropots [ MWelp [ |
»

Returmned FNS Ordars. 1 (=)

Selections for CONSOLIDATION

Ordered Product: [130010-CHEESE NATURAL AUER FED BARREL-500]¥]

5. Click L2 Submit| (the Submit button) to continue with the reallocation.
FNS Returned Orders Screen

Operations.
Order Recall Administraticn
Returned FNS Orders | (=)
¥
= ~
,QBacl] Req's Past Order-0y Date | Orgered Product | 130010-CHEESE NATURAL AMER FBD BARREL-500 v !
View: [Standard View] ~| B EpandAl [ Seletl (Qyunaliocate £ Retum 3¢ Decline (& Returnto Workbench | 22 Update OrderReq
Rowl1 Seled Rowl2 ForFTL Quantty ShipDate Ship-To Ship-ToName  Ship-To Ciy SnipToRp OrderedProduct  Product Description MulStop  GroupNo  Sold-To  Soid-ToName
» | +0/0 60 021292015 w 8102818 w VIVA SHIP  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TESTSDA 1
Fi
BARREL-500 LB
> { +0 /-0 80 021252015 + 8102818 « VIVA SHIP  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TESTSDA 1
AMER F
BARREL-500 LB
» ] +0/0 80 03012015 « 2102817 ~ VIVA TEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
» +20 /140 60 11182015 w 2011031 + DEV UNIT DEV UNIT TESTSDA VA 130010 CHEESE v 515117671 8011031 DEV UNIT
TEST SDA 1 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
Unailocated hems LT T L0 E LD
Views (StancardView] || Adocale
Seled Rowl2 Quantity 'ShipDate ”-"ro Ship-ToName Ship-ToCily Ship-ToRg Produd ProductDescripton GroupNo  Sole-To  Sold-TeP
v
< >
6. A list of FNS Returned orders will display. Next to each consolidated order, there is an arrow

icon. You can use this icon to display all the requisitions that were part of that sales order. For
this example, click 4 (the Arrow icon) beside the first sales order to display the requisitions.
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FNS Returned Orders Screen
I Oy Admin | Repos [Help [ |
»

Order Processing ~ Complaint Administration  Recall Administration

Returmod FNS Ordors 1[=)
~
[ Back] [ Req 1 0ccor By Dale | Ordered Product [120010-CHEESE NATURAL AMER FBD BARREL-500/%]
View: (Standargview, | v| B EpandAl [ SelectAl (YUnaliosate SYRewm 3¢ Decine & 2 | 2
RowL1 Seloct Rowl2 ForFTL Quantity ShipDate  ShipTo ‘Ship-ToName  Ship-To City ShipToRg OrderedProduct  Produdt Description MumStap GroupNo  Soid-To  Sokd-ToName
v 0 +0/0 1 027252015 v 2102818 v VIVASHIP  FAIRFAX VA 120010 CHEESE 8011031 DEV UNIT
70 08 NATURAL TEST SDA 1
AMER F8D
BARREL-500 L8
a] 3002262015 3102818 | VIVASHIPTO | FAIRFAX VA 130010 | CHEESE NATURAL 8011034
05 AMER FED
BARREL-500 LB
y 2010 90 02252015 ~ 2102018 ~ VIVASHIP  FAIRFAX VA 120010 CHEESE 8011031 DEV UNIT
70 05 NATURAL TEST SDA 1
AMER FBO
BARREL-500 LB
» O +0/0 80 03012015 » 3102817 w VIVATEST  FAIRFAX va 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TEST SDA 1
E
| | | | BARREL-500 LB
» O 42010 80 11152015 v 3011031 + DEVUNIT  DEVUNIT TESTSDA VA 130010 CHEESE v 515117671 8011031 DEVUNIT ||
TEST SDA 1 NATURAL TEST SDA 1
AMER FBD
BARREL-500 L8
Unaliocated lems v" 1
View: (Stancard View] ~  Adocate
Seied Rowl2 Quarty ShipDate ShipTo SnipToName ShipToCly Shp-ToRg Produd GroupNo | SoldTo | SoldTon
<| >
7. All requisitions associated to the sales order in line item 1 are displayed.

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 list of sales orders displayed
« Declining a sales order

« Returning sales order to Workbench
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FNS Returned Orders Screen
Oy Admio | Repots [Melp [ |
»

Returned FNS Orders | (=)

ned FNS Orders

~

[@Back] [T Reqs PasiOrdor By Dale | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500]]
View: (Standard View) v| Zevanaal [ seletal (Qyunaliocste SYReum 3¢ Decline {7 RetumtoWorench | 7 Update OrdenReq
RowL! Select Rowl2 ForFTL Quantty ShipDate  ShipTo  Shp-ToName Ship-ToCdy ShipToRy Ordersd Product  Product Description MulStop  GroupNo  SoldTo  Soid-ToName
v ] +0/0 I 021252015 w 2102818 v VIVA SHIP  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
T0 05 NATURAL TESTSDA 1
AMER FBD
BARREL-500 L8
| 80 0212522015 3102818 VIVASHIP TO | FAIRFAX VA 130010 CHEESE NATURAL 8011034
05 AMER FED
BARREL-500 LB
» ] 4010 80 02262015 ~ 2102818~ VIVA SHIP  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 08 NATURAL TEST SDA 1
AMER FBO
BARREL-500 L8
» 400 80 03012015 w 8102817 w VIVATEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TESTSDA 1
AMER FED
| BARREL-500 L8
» +20 10 50 11152015 2011031 + DEVUNIT  DEV UNIT TESTSDA VA 130010 CHEESE [v 515117671 8011031 DEVUNIT L
TESTSDA 1 NATURAL TESTSDA 1
AMER FBO
BARREL-500 L8
_Rewmedflems | Dachnediems | Relumio Ve
Wiew: (StancardView] v Allocale
Seied Rowl2 Quantity ShipDate ShipTo ShipToName ShipToCy Ship-ToRg Produd ProductDescipion GroupNo | SolaTo Sdﬂ‘orv
< >
8. As required, complete/review the following fields:
Field R/OIC Description
Quantity R Number of items being processed.
Example:

@ (Note) When changing a sales order, the Quantity, Ship Date and Ship-To fields can be modified.
For this step, the quantity will be changed. When modifying the quantity, users may change from
FTL to Split or from Split to FTL quantity. When changing quantity from Split to FTL, adjust the
quantity to FTL and uncheck the Multi Stop checkbox. After refreshing, the Group No. values will
be deleted automatically.

The changes made here will automatically update the associated requisition line items when the
sales order is updated and then the RAs and Co-ops can view the changes on their Domestic
Order Entry screen under My Transactions. They may also view the updated quantities in the
Requisition Status Report & Order Status Report.
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Returned FNS Orders Screen

Operations
Order wplai Recall Administration
Returned FNS Orders | (=)
»
. . A
bBau] Reqs Past Order-Dy Dale | Ordered Product | 130010-CHEESE NATURAL AMER FBD BARREL-500 »
View: (Standard View, | 3 ExpandAl R SoledtAl (RyUnallocate £ Retum 3 Decline 7 RotumtoWorksench | /2 Update OrdarReq
Rowl1 Seledt Roewl2 ForFTL Quantity ShipDate  ShipTo Ship-ToName  Ship-To Cay MumStop GroupNo  Sold-To  Sokd-ToName
- ] 40 /-0 70 021252015 w 3102818 + VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TESTSDA 1
AMER FBD
BARREL-500 LB
0 80 021252015 3102818 VIVASHIPTO  FAIRFAX VA 130010 CHEESE NATURAL 2011034
05 AMER FBD
| | BARREL-S00LB
» | +0/0 80 027292015 « 8102818 ~ VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
» L] +0/-0 80 03012015 w 2102817 « VIVATEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TESTSDA 1
F
BARREL-500 LB
» L] +20 /0 60 11152015 + 8011031 ~ DEV UNIT DEV UNIT TEST SDA VA 130010 CHEESE Ic3 515117671 8011031 DEV UNIT
TESTSDA1 NATURAL TESTSDA 1
AMER FBD
BARREL-500 LB
Unallocated Nems I
View (stancaraview] v | Aocala
Select Rowl2 Quanlity ShipDate ShipTo ShipToName ShipToCy Ship-ToRg Produd Os GroupNo  Sold-To MTOPV
<| >
9. A sales order can be unallocated from the work area if user chooses to work on it at a later time.

First, click || (the Checkbox) beside the desired sales order or aggregate line, in this case for
aggregate line item 2.

Returned FNS Orders Screen
| Xy Adwio | Repos [Hep | |

Order Processing ~ Complant Administration  Recall Administration

Returned FNS Orders | (=)
~
@@ Back] [ Roqs Pasi Ordor By Dale | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500]|
Viow: (Stndardview]  v| BEwanaAl [ Selectal [ Unallocate | £*Retm 3¢ Decine €7 Retumto | 2
RowL1 Select Rowl2 ForFTL Quantty ShipDate  ShipTo [\ o\ ... joip-ToCly ShipToRy OrdersdProduct  Produd Description MuStop  GroupNo  Sold-To  Sokd-ToName
- ] +10 /0 70 021252015 w 2102818+ VIVA SHIP | FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
T0 05 NATURAL TEST SDA 1
AMER FBD
BARREL-500 L8
0 70 0272622015 3102818 VIVASHIP TO = FAIRFAX VA 130010 CHEESE NATURAL 8011034
05 AMER FED
BARREL-500 LB
> “ 4010 80 02262015 ~ 2102818 ~ VIVASHIP  FAIRFAX VA 130010 CHEESE 8011031 DEVUNIT
0 05 NATURAL TEST SDA 1
Fi
BARREL-500 LB
» | O +0/-0 80 03012015 5102817 w VIVATEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TEST SDA 1
F
| | | | BARREL-500 L8
» | D +20 10 50 11152015 ¥ 8011031 ~ DEVUNIT  DEV UNIT TESTSDA VA 130010 CHEESE [¥ 515117671 8011031 DEVUNIT L
TEST SDA 1 NATURAL TEST SDA 1
AMER FBD
BARREL-500 L8
Unaliocated tiems I TR CS
Wiew: (StancardView] | w | Allocale
Seied Rowl2 Quantty ShipDate SnipTo ShipToName ShipToCly ShpToRg Produd ProductDescipton Groupa | SaldTo | SaldTel
< >
10. Click |®—I (the Unallocate button).
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Returned FNS Orders Screen
I Oy Admio | Repots [Melp [ |
»

Order Processing ~ Complaint Administration  Recall Administration

Returned FNS Orders | (=)
~ - S— A
Qo Bac| ([ Foi Fasl Graiiy Dl | Ordered Product [130010-CHEESE NATURAL AER FED BARREL-500[%.

Viow: (stancardview]  v| BEwanaAl [ Selectal | Unallocate | & Retum 3¢ Decline €7 RetumtoWonench | 7 Update OrderReq
Rowl! Select Rowl2 ForFTL (Quanty ShipDate  ShipTo | Ship-ToNams ShipToCly ShipToRg OrdorsdProdudt Produd Description MuBStp GroupNo  SoidTo  SokkToName
v ] +10/0 70 02252015 w 2102818 w VIVA SHIP  FAIRFAX VA 120010 CHEESE 8011031 DEV UNIT
005 NATURAL TEST SDA 1
AMER F8D
BARREL-500 L8
8] 7002252015 8102818 | VWASHIPTO | FARFAX vA 130010 | CHEESE NATURAL 8011034
05 AMERFED
BARREL-500 LB
» ] 2010 80 03012015 ~ 2102817 = VIVATEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TEST SDA 1
AMER F8D
BARREL-500 LB
» | 42010 80 11182015 ¥ 5011031 ¥ DEVUNIT  DEV UNITTESTSDA VA 120010 CHEESE [ 515117671 8011031 DEVUNIT
TEST SDA 1 NATURAL TEST SDA 1
AMER FED
BARREL-500 LB
e T
“f[sunua.d\r_m; v ASocate
Select Rowlz Quantty SnpDate ShipTo SnipToMama  Sp-ToCHy Ship- Product GroupNo SolsTo  Salo-ToName 1aen
80 02262015 | 8102818 VIVASHIPTOO0S FARFAX VA 130010 | CHEESE NATURAL AMER FBD BARREL-500 LB 8011031 DEVUNITTESTSDA1
v
< >

1. The sales order has been removed from the top frame and is now visible in the Unallocated tab
in the lower portion of the screen for this transaction. When you run the transaction again, it will
be visible in the upper frame,

If you would like to restore this sales order to the upper frame, click the checkbox beside the
sales order in the Unallocated tab and then click the Allocate button,

Next, to decline a sales order, click || (the Checkbox) beside the desired sales order.

Returned FNS Orders Screen
I Oy Admin | Repots (Melp [ |

Order Processing ~ Complant Administration  Recall Administration

Returned FNS Orders | (=)
»
- - y— A
@ Back] [ Roqs PasiOrdar By Dale | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500]%
View: (Standard View) ~| % Epanaal Esmcu (Qunaliocate £ Reum Ig_gu_clule. | Update
Rowl1 Select Rowl2 ForFTL Quantity ShipDate  ShipTo ‘Ship-ToName  Ship-] - ool BhipToRg OrdersdProduct  Produd Description MuStp GroupNo  SokdTo  SokToName
- ] +10 /0 70 021252015 v 2102818 v VIVA SHIP  FAIRFAX VA 120010 CHEESE 8011031 DEV UNIT
70 05 NATURAL TESTSDA 1
AMER FBD
BARREL-500 LB
u] 70 02262015 3102818 | VIVASHIPTO | FAIRFAX VA 130010 CHEESE NATURAL 8011034
05 AMER FED
BARREL500 LB
» i 4010 80 03012015 ~ 2102817 ~ VIVATEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TEST SDA 1
AMER FB0
BARREL-500 LB
» 0 +20 10 50 11152015 ¥ 5011031 ¥ DEVUNIT  DEV UNIT TESTSDA VA 130010 CHEESE [V 515117671 8011031 DEV UNIT
TESTSDA 1 NATURAL TEST SDA 1
F
BARREL-500 LB
_ Ml Retumedtiems | Dedinedfiems |~ RelmioWe
Miews [Stancard View] |~ | Allacale
Selsd Rowl2 Quantty ShipDate  ShipTo  Snip ip-To City g Product GroupNo  Sols-Ta  Sole-To Name Igen
80 02252015 8102818 VIVASHIPTOOS FAIRFAX VA 130010 | CHEESE NATURAL AMER FED BARREL-500 LB 8011031 DEVUNIT TESTSDA1
o
<[ >

12. Click K Decline (the Decline button) if you choose to cancel the sales order and the associated
requisition(s).
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Returned FNS Orders Screen

Operations
Uvder ur ini 1 Recall Administration
Returned FNS Orders N ?J
»
~
Back] | Reqs Pasl Oroor8) Dale | Ordered Praduct [130010-CHEESE NATURAL AMER FBD BARREL-500/%) M

P p— v

Viow: (Standard View) ~| B ewsndM R seletl (Qunaliocste £ Retum | ¢ Decline] €7 Ratum to Workbench | 2 Updale OrderReq

et
Rowl1 Select Rowl2 ForFTL Quantty ShipDate  Ship-To Ship-ToName  Ship-To Cfy Ship-ToRp OrdersdProduct  Product Description  MumiStop  GroupNo  Sold-To  Said-ToName

v +10/0 70 0272672015 w 8102818 w VIVA SHIP  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 TURAL TESTSDA 1

0 70 027252015 8102818 VIVASHIP TO | FAIRFAX VA 130010 CHEESE NATURAL 8011034
05 AME

» ] +20 140 60 1111522015 + 2011031 ~ DEVUNIT  DEVUNITTESTSDA VA 130010 CHEESE v 515117871 8011031 DEV UNIT
TESTSDA 1 NATURAL TESTSDA1

View: [Stancard View! v Asocale

Select Rowl2 Quantity ShipDate Ship-To  Ship-ToName ShipToCity Ship-ToRg Product Product Descripion GrowpNo  SoldTo  Sold-To Name
80 02012015 8102817 VIVATESTSHIPTO FARFAX VA 130010 | CHEESE NATURAL AMER FED BARREL-500 L8 8011031 DEVUNIT TESTSDA1

< >

13. The sales order has been removed from the top frame and is now visible in the Declined ltems
tab in the lower portion of the screen. If you would like to restore the sales order to the upper
frame, click the checkbox beside the sales order and then click the Allocate button.

Important: once the screen is updated by clicking the Update Order/Req button, any declined
sales orders will be canceled and removed from the list of returned sales orders for this material.

Next, to return a sales order to the Workbench, click | (the Checkbox) beside the desired sales
order.

Returned FNS Orders Screen
I Oy Admin | Repots (Melp [ |

Order Processing ~ Complant Administration  Recall Administration

Returned FNS Orders I (=)
- - A
[@Back] [T Reqs PasiOrdorBy Dale | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500]%]
Viow: (Standardvien] | v| BEwanaAl [ SeletAl (yunalocate & Rewm 3¢ Decline & Retum to Workzench | | 7 Update
RowL1 Seloct Rowl2 ForFTL Quantity ShipDate  ShipTo  Ship-ToName Ship-ToCay $h(O* Ro OrdersdProduct |Produd Description MulStop | GroupNo  SokdTo  SodToName
- ] +10 /0 70 02252015 w 2102818 v VIVA SHIP  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
T0 05 NATURAL TEST SDA 1
AMER FBD
BARREL-500 L8
(u] 7002262015 (3102818 | VIASHIPTO | FARFAX VA 130010 CHEESE NATURAL 8011034
05 AMER FED
BARREL-500 LB
[ | 42010 80 11182015 ~ 2011021 ~ DEVUNIT  DEVUNITTESTSDA VA 130010 CHEESE [¥ 515117671 8011031 DEV UNIT
TEST SDA 1 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
Viewe [Stancard View! ~  ANocate
Select Rowl2 Quanlity ShipDate Ship-To  Ship-ToName ShipToCity ShipToRg Product  Product Descripion GrowpNo  SoldTo  Sold-ToName Idu{
80 02012015 | 8102817 VIVATESTSHIPTO FARFAX VA 130010 | CHEESE NATURAL AMER FED BARREL-500 L8 8011031 DEVUNITTESTSDA1
[\
< >
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14, Click [QRM t“'W""‘”“"’”‘z‘:l (the Return to Workbench button) to cancel the sales order and
return the requisition(s) back to the Consolidation Workbench.

Returned FNS Orders Screen

Operations.
Order Processing Recall
Returned FNS Orders 1 [=)
¥
N— ~
[@8Back] [ Reqs Past Oraerby Dale | Ordered Product [130010-CHEESE NATURAL AMER FED BARREL-500/% .

Rowl1 Selet Rowl2 ForFTL Quanty ShipDate  ShipTo ShipToName Ship-ToCly ShipToRp OrderedProduct ProductDescription MulliStop GroupMNo Sold-To  Sokd-ToName  Idensfication §
v | +10 /0 70 022572015 w 3102818 v VIVA SHIP  FAIRFAX VA 120010 CHEESE 8011031 DEVUNIT
TO 05 NATURAL TESTSDA 1
AMER FBD
BARREL-500 LB

0 70 0212512015 8102818 VIVASHIP TO | FAIRFAX VA 130010 CHEESE NATURAL 8011034
05

Retumn 1o WB

View: [StancardView]  w | Allocale

Seled Rowl2 Quantly ShipDste ShipTo  Snip-ToMame ShipTo cay Ship-ToRp Produdt  Product Descripton GioupNo  SoldTo  SoldToName iden
60 11152015 8011031 DEVUNITTESTSDA1 | DEVUNIT TESTSDA VA 130010 CHEESE NATURAL AMER FBD BARREL-S00LB | 515117671 8011031 DEVUNIT TEST SDA1

<[ ] >

15. The sales order has been removed from the top frame and is now visible in the Return to
Workbench tab in the lower portion of the screen. If you would like to restore the sales order to
the upper frame, click o (the Checkbox) beside the sales order and then click the Allocate
button. Once the screen is updated, any return to workbench sales orders will be removed from
the list of returned sales orders for this material and you will not be able to Allocate back again.

Returned FNS Orders Screen

Operations.
Order Recall Administration
Returned FNS Orders 1 [=]
»
o ~
[@@Back] [ Reqs Past Ordery Dale | Orgered Proguct [130010-CHEESE NATURAL AMER FBD BARREL-500/. m

View: [Standard View] ~| S EpandM [ SelectAl (Qunaliocate £ Retum 38 Decline € Retuen to Workdench | 22 Update OrderReq
Rowl1 Seled Rowl2 ForFTL Quanity ShipDate  ShipTo  ShipToName ShipToCy ShipToRp OrderedProduct ProductDesciption MuliStop GroupMo SoldTo  Sokd-ToName  Idendfication {
v ] +10/0 70 021252015 ¥ 3102818 v VIVASHIP  FAIRFAX VA 120010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TESTSDA 1
AMER FBD
BARREL-500 LB
0 70 02252015 8102818 VIVASHIPTO  FAIRFAX VA 130010 CHEESE NATURAL 8011034
05

Return 1o WB

Views [Stancard View] T‘:

Seled Rowl2 Quantly ShipDste ShipTo  Stip-ToMame Ship-To Cay ShipToRg Product  Product Description GioupNo  SoldTo  SoldTo Name 1den

e 60 11152015 8011031 DEVUNITTESTSDA1 | DEVUNIT TESTSDA VA 130010 CHEESE NATURAL AMER FBD BARREL-S00LB | 515117671 8011031 DEVUNIT TEST SDA1

< >

16.  Click AlIOCaE 4o Ajiocate button).
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FNS Returned Orders Screen

Operations

Order Processing pla inistrati Recall

Returned FNS Ordors
»

o Back| sle | Ordered Product | 120010-CHEESE NATURAL AMER FBD BARREL-500 v
View: (Stundardview, v | B EmpandAl R SeletAll (PyUnaliocate £ Retum 3¢ Decine €& Retum toWorkbench | 22 Update OrdenReq
Rowl1 Select Rowl2 ForFTL OQuanty ShipDate  ShipTo  ShipToName Ship-ToCwy ShipToRg  Order MasSIp GroupNo  SoldTo  Sold-ToName
v | O +10 /0 70 027252015 v 8102618 v VIVA SHIP  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
T0 05 NATURAL TEST SDA 1
AMER FBO
BARREL-500 L8
8] 7002262015 8102818 | VIASHIPTO | FAIRFAX VA 130010 CHEESE NATURAL 8011034
05 AMERFBD
BARREL-500 LB
» ] 420 /-0 80 11152015 ¥ 8011031 ~ DEVUNIT  DEVUNIT TESTSDA VA 130010 CHEESE v 515117671 8011031 DEV UNIT
TEST SDA 1 NATURAL TEST SDA 1
AMER FBD
BARREL-500 L8

_ Unaocatedbems | Rewmedlems | Decinednems TR

1[=)

Wiew: [Stancard View! ~ i Aocate!
Seled Rowl2 Quantity ShipDate ShipTo ShipToMame ShipToCy ShipToRg Produd Product Desciption GroupNo  SaldTo SoldTo

ey

<

>

17. The sales order has been removed from the Return to Workbench tab and is now visible in the

upper frame.

After any modifications have been made to the sales order(s), click & Update OrderReq (the
Update Order/Req button) to execute the changes.

«

(Note) In the event that you receive the error message shown below after clicking the Update
Order/Req button, wait a few minutes and try again. The error occurs when the Sales Order is
locked by another user (or system process).

@ Request Failed: Following Requisition(s) are being processed : Transaction 5000269560

“Request Failed: Following Document(s) are being processed : Transaction <Document
Number> is being processed by user <USER ID>”

Friday, March 12, 2021
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FNS Returned Orders Pop-up

o more changes possidle aler Update Req.
Continug to Submit Order?

18.  Click LY€5. (the Yes button) to continue to submit the order(s).
FNS Returned Orders Screen

o © ! Admin | Reports | Help

Returned FNS Orders. 1 (=)

1>

[# Requisiion ftems Updated Successhully

[@@Eack] [T Raqs Past Oroor-6y Daln | Ordered Product [130010-CHEESE NATURAL AMER FE0 BARREL-500]%)
[(Standard View) | w |18 3 @

CHEES!
TO 05 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
» ] +20 10 80 11162015 5011031 DEVUNIT  DEV UNIT TESTSDA VA 130010 CHEESE v 15117671 8011031
TEST SDA NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB

Eisncaaview] |7
|Ssect Rowlz Quartly SnpDate SnpTo  SnpToName SnpToCh SNO-TORG Produd Grouwpto SoleTo

<[ ] >

19. Finally, before submitting for FNS approval, select the check box beside the order(s) to which
you are making the changes.

ﬁ (Note) Notice the green checkmark at the upper left side of the screen indicating that the
requisition item(s) were updated successfully.

ﬁ (Note) In the event that you receive the error message shown below after clicking the
Submit Order for Approval button, wait a few minutes and try again. This error occurs

Friday, March 12, 2021 © WBSCM Training = Proprietary Page 12 of 14
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when the Sales Order is locked by another user (or system process).
@) Request Fased Document SOD02E9560 is beng processed by user REZAMO00T
“Request Failed: Following Document(s) are being processed : Transaction

<Document Number> is being processed by user <USER ID>"
9 (Note) If you do not submit your orders for approval, they will not be processed by FNS.

FNS Returned Orders Screen

Order Processing  Complaint Administration  Recall Administration
Retumed FNS Ordars | (=)

Documents Approved Successfully

[@8Back] [T Raqs Past Oroar-6y Daln | Ordered Product [130010-CHEESE NATURAL AMER FED BARREL-500]%)

VoW Sancaravient

Rowl1 Selet Rowl2 ForFTL Quanty ShipDate  ShipTo  Ship-ToName Ship-ToCtr ShipToRy Ordarsd Product | Product Description. Mul Stop  GroupNo | Soki-To  Sokd-ToName
» Ll 420 /-0 60 111152015 + 8011031 ~ DEV UNIT DEV UNIT TEST SDA VA 130010 CHEESE v 515117671 8011031 DEV UNIT
TESTSDA1 NATURAL TESTSDA 1
AMER FBD
BARREL-500 LB

WView: (Stancard View] - :
Sslet Rowl2 Quantly SnipDate ShipTo Snip-ToName ShipToCly Shp-ToRg Produd ProcuctDesciption | GroupNo  S0laTo  Sela-Te

<[

20.  You have completed this transaction.

9 (Note) Notice the message that indicates the order was approved successfully.
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RESULT

The transaction has been successfully completed.
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Purpose

A Co-op Organization is an organization that places orders in WBSCM on behalf of member Recipient
Agencies (RAs). The purpose of a Co-op is to leverage buying power by consolidating orders based on
the needs of their RAs. Use this transaction to modify a pre-existing Co-op Organization in

WBSCM. Modifications can include:

. Name and address
o Assign or unassign Business Partner relationships
. Activate or Inactivate Business Partner

Process Trigger
An existing WBSCM Co-op Organization must be updated.
Prerequisites
o A Co-op Organization must exist in the WBSCM system before its information can be altered.
Portal Path
Follow the Portal path below to complete this transaction:

. Select Admin tab 2 Organization Maintenance tab @ Maintain Organization & Update Co-
op Organization link to go to the Maintain Organization initial 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
navigational training and tips on creating favorites, performing searches, etc.
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PROCEDURE

1. Start the transaction using the following Portal path: Admin tab @ Organization Maintenance
tab @ Maintain Organization link.

Image: Maintain Organization Screen

Home Opentors Admin Recorts Hep

Macage Users  Master Data  Organazason Mantenance

— - « Aom OrgdnZaton Marsenance > Mantn Oganassce Ful Scrwen | Ogoons v
wum——u Welcome to the Maintain Organization Application
Upload RA Updates

2. Click « (the Hide Navigator button) to minimize the Portal menu. Note that this can be done

with any transaction in WBSCM.

Image: Maintain Organization Screen
Homa Cparstions Admin Repoits Hap

Nanage Ussrs  Masier Dats Orpanization Maintenance

Admn > Organzaton Mairterasce > Manian Oarization Full Sersen | Options

)
Wolcome to the Maintain Organization Application

e myy Crgsnzaton

e
d:

)
Y
2p Organizstion

¥Yoazascn

s Assglin-assian Shie-Ty

3. Click “==st=CoeOmanizs=ion (the Update Co-op Organization link).
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Image: Select Sub-Organization Screen

Home Opentors Adrmun Recots Hep
Macage Users  Master Data  Organazason Mantenance

Admn > Organzaton Mamterance > Maintain Organizs Full Screen | Optons ~

Select Sud-Organizaticn
Select the appropriate deo betton to display 3 ist of actve of Nactive sub-organaation(s| to choose from
. Actve nave

Cop. [ TEMPE SCHOOL DiST 1/ TENPE AZ(404100) v

(@hs)

4. Click ™! (the COP drop-down).

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

* Active (the Active radio button) is selected. To display inactive Co-Op Organizations in the drop-

" Inactive

down menu, select (the Inactive radio button).

Image: Select Sub-Organization Screen

Homa Oparatcns Admin Reports Fap
Manage Users
Admn > Omgancston Warsenarce > Nartas Oganizstion Full Sereen | Cppors
0
Selact Sub-Orgerization

Select the 3ppropniate radic button to dispay 3 I1st of active or inactive sub-orpanizatonis) to chodse from.
@ Aztvz Iroztve
CoF: [TEMPE SCHOOLDIST TTTERPE A7 4031000) [+
KYRENE SCHOOL DISTRCT / TEMFEAZ (£041007)
@EWE SCHOCL DIST 3 / TEMFE AZ (4041000}

5. Select the appropriate Co-op Organization from the drop-down list. In this example,
| TEMPE SCHOOL DIST 3/ TEMPE AZ (4041080) (the Tempe School Dist 3 / Tempe AZ (4041090)
option) is selected.

@ (Note) Only one Co-op Organization can be modified at a time.
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@ (Note) The available Co-op Organizations are listed in alphabetical order by name.
Image: Select Sub-Organization Screen

Home Creions Admin Feoons Fep

Manage Uses  MsierData  Organization Maindenance

Admin > Crganzaton Mamerase > Wsnian Organizaton
v

Full Sce=n | Cprions ¥
Select Sub-Organizaton

Salcot tha aparopriate radia button to dizplay a fict of aofive er inactiva sub-organization() to ohoesa from.
® Acme O inactive

Co= [TENFE SCHOOL DIST 3/ TENFE AZ (4041080) |w.

P hiex

6. Click (the Next button).

7. Perform one of the following:
If

Then
The user needs to update an existing Co-op Go to Step 8.
Organization

The user needs to activate/inactivate an existing Go to Step 15.
Co-op Organization

The user needs to submit the updates Go to Step 19.

Image: Update Co-op Organization (Address) Screen

Homa  Opamiow | Admin | Fesorz  Hdp

MarsgeUses  MasterDats Organization Mainterance
Admin > Crganiation Mainenance > Maniain Organizatios Ful Scesn | Optoas ¥
’
Update Co-op Organization - Organization 10: 4041090
[@Ea]
| Addess  Fetonship Status

All required fiids 2re Marked win 3 red astensk (7]
Name

* Name: [Tempe Scheol Dist 3 |
Addtionsl Name: |

Addrsss

* StrestAddress 1: | 2206 S Rural R4

= city: [TEWPE

* Courtry: [U3& =l
* Stata [Arzena - * Boctsl Code- [25227 ]
Seunty: |

Zone: |

Submat
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8. As required, complete/review the following fields:
Field R/O/C Description
Name R [erson's or organization's name.
xample:

Tempe School Dist 3

IStreet Address 1 R A free text field in which to enter the street address
of the user or organization.

[Example:
3205 S Rural Rd

Street Address 2 O A free text field in which to enter additional street
address information.

[Example:
Pnd Floor

City R City where the user or organization is located.

[Example:
Tempe

Country R Country code that represents country name.

[Example:
USA

@ (Note) Click m(the Countrydrop-

down) to display a list of countries.
State R The abbreviation or name of United States
territory, district or state.

[Example:
Arizona

@ (Note) Click E (the State drop-down)

to display a list of states and territories.

Postal Code R A zip code.
xample:
5282
Tuesday, February 6, 2024 © WBSCM Training = Proprietary Page 5 of 12
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Image: Update Co-op Organization (Address) Screen

Homa COparatons Admin Faoons Help

Mazage Uses Master Dotz Organization Maintenance

Admin > Crganiation Maimenance > Manian Organization Ful Scresn | Opoas ~

’
) Susiress Partner 0004041000 upsated sucnassily
Update Co-op Organization - Organization 10: 4941050

Addrozs Faiationzhip Status

All rzaured fizids are marcea wm 3 red asteesi "
Name

“ name: [Tempe Scheol Dist 3 ]
Fdaticnal hNam: | ]

~

I~ ‘ostal Code: (36282
[
9. Click = Relationship . (the Relationship tab) to review or change the business partner relationships

for this Co-op Organization,

@ (Note) The user may toggle between the Address, Relationship, and Status tabs without losing
unsaved changes.

Image: Update Co-op Organization (Relationship) Screen

Homa Oparaton: Admin Faoons Help

ManogelUser  MasterDatz  Organization Maintenance

Admin > Crganeation Maimenance > Manian Organization Ful Screan | Oproas v

Update Co-op Organization - Organization 1D: 4041090
Aotmss Relationship Status

Busness Paner Relator: [FEsRAs |w)
Aszignad Buziness Partrers Availablz Business Partners

» g VOF

@ Eusmes: Parner (Nama/City St BF Nunmbar)

Bl Susn=ss Paciner Nam=Ciy State, BP Numioer|

A As=gn

unassgn b

Subent

10. Click ' (the Select button) to select the business partner being unassigned. In this example,
Community Food Bank is selected.
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Image: Update Co-op Organization (Relationship) Screen

Homa Oparatons Admn Faoons Help

Marogelses  MastwrDam  Organizaion Maintenance

Admn > Crganiation Maimenaso2 > Manian Organizztion
0

ul Screen | Opoas v
Update Co-op Organization - Organzation 10: 4021090

Adtmss Relationship Status

Busness Pamner Relator: [F2sRAs |w)

Aszignad Buziness Partrers Availablz Business Partners

» g

B\ Busn=ss Pacner \\mC’.I State. BF Number]

Subert

11.  Click

(the Unassign button) to unassign the selected business partner from the Co-op
Organization,

Image: Update Co-op Organization (Relationship) Screen

Homa Cparston: | Admin | Fepors Help

Masogelses  MasterDate  Organization Maintenance

Admn > Cyganiation Maimenasoz > Manian Organization Fi
»

ul Screen | Opoas

Update Co-op Orgamization - Organization 10: 4041090

Aodess Relationshin Status

Business Patner Relatios: [HasRAs e

Aszignad Buziness Partrers Availzble Busness Partners
» T »
B\ Busnzss Farines (Nan=Cry Stase, BF Numier FC Buzinesc Pastrer (Name(City State, B° Number)
Nare Faurd

1 A

Submit

12. Click the Select button) to select the business partner being assigned. In this example,-
—s selected.

2=  (Note) The business partners are listed in alphabetical order. Use the vertical scrollbar
to locate the appropriate business partners.
To select multiple business partners:

¢ [f the business partners are listed in consecutive rows, hold down the Shift key
and click the first and last selection buttons.
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o If the business partners are listed in non-consecutive rows, hold down the Ctrl key
while clicking each selection button.

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

(All) 1

User-Defined Filter...

(Name/City State, BP Number) field. Select e (the User-Defined

Filter... option) and enter required criteria. Use o . (the Asterisk symbol) at the
beginning and at the end of a search term (e.g., *Craven* or *5001716*) to search for a
business partner that contains the term, The asterisk searches part of a word as well (e.g.,
*Califor*), See also the Wildcard and Matchcode Searches job aid.
To remove filter select the (All) option,

Image: Update Co-op Organization (Relationship) Screen

~ome Opeasons Admen Rapory g

Macage Users  Mastr Data  Organaation Mainterunce

Update Co-op Organization - Organization 10: 4041090
[ ¢pBax

Aszess Relstonsup S

Busneis Parer Relston: s RAs v

Assigned Business Partners. Avaladie Business Partners
(¥4 » T
e Business Pariner (Nama Cay Stase. 89 Numbar) £ Busness Parmer (Name Cay State. 87 Number)

None Found
[ A

Tesog 3]

13. Click (the Assign button) to assign the selected RA to the Co-op Organization.
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2023-AMS-00030-F 000919



W

:

BS( M A Work !nstruction _ .
J Modify Co-op Organization

14.

15.

Image: Update Co-op Organization (Relationship) Screen
Home Cparatons Admin Renoris Help
Maeage Usss MasterO3tz Orpanization Maintenance

Admn > Crganatier Mairtensrcs > Manisin Organization
v

Update Co-0p Organization - Organization 1D: 4041090
Addmess Relationship Status

Business Panner Relaton: [HasRAs [

Azzignod Basiness Partrers Avallzble Busness Fartners
yiZ »
E\ Dusn=ss Pactner (Name Gty State, B Numiser Bl _Business Parrar Nams/Ciy State. 35 Number)
Nore Fourd

Submit

Return to Step 7.
Image: Update Co-op Organization (Relationship) Screen

e Ooeascns Admin Bagoms [y

Macage Users  Master Data Organization Mainterance

arsecance »

@ susness ;r'-::re: successtuly

Update Co-op Organzation - Organization 1D. 4041090
o Back

Acsess Relationship Seus

Busness Parser Relaton: a3 RAs v
Assigned Business Partrers Available Business Partners
' & -4
2 Busmass Pasmer (NamaTay Stase. 32 Number 2. Buscess Pamrer Name Cay State BP Numbed
(€ Assgn)
210 3]
S

Click == (the Status tab) to activate or inactivate a Co-op Organization.
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Image: Update Co-op Organization (Status) Screen

Homa  Opamton: | Admin | Feoms  Hdp

Masage e MastwrDas Organization Maintenance

Admin > Cyganizstion Maimenasoz > Manian Organizzzion Ful Screen | Optoas v
0

Update Co-op Organization - Organization 10: 4041090
[@E]

Aodess FeEtonskip []ﬂi?

Select the checibox to inactivate the organization.
fnsctva: ]

Insctivated On:

Comments:

Sutma

16. If necessary, click | | (the Inactive checkbox) to inactivate the Co-op Organization.

@ (Note) If ¥ (the Inactive checkbox) defaults as selected, deselecting it reactivates the Co-op
Organization and the Inactivated On date clears.

Image: Update Co-op Organization (Status) Screen

Macage Users  Mastr Daa  Organaavon Maintenance
Admn > Organzaten Vanterance > Mastan Oganzason

. 2

Update Co-op Organization - Organization 1D: 4041090
‘,Eh_
Ascess Rescosno [ Staig
Select the checkbox 1 nactvate the organization

Insctve: ¥
Inactvated On: 01/1872024
Commants:

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

18. Return to Step 7.
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Image: Update Co-op Organization (Status) Screen

Home Cperston: Admin Fiegorts Help

Miasage Users Master Dats Organization Maintenance

Adman > Organezaton Maintenarce > Msnian Onganzation
,

Update Co-op Organization - Organization ID: 4041090
$5ack

Addrasz Feltionship

Select the chackbox to inactivate the organization
Inzcwe: (v]
Inzcovazed On; (011872024
Corments:

Subrez

Ful Screan [ Cptoas ¥

19.  Click (the Submit button) to save the changes.
Image: Update Co-op Organization (Status) Screen

Homa  Opamtor | Admin | Fesors  Hdp
Maezgelsez  MastwrDam  Organization Maintenanco
Admin > Crganation Maimenance > Mainiain Organization

’

Susire:s Fartner 1004041090 up<ated succassiuly

Update Co-op Organization - Organization 10: 4041090
[@E]

Addwasz Raissonchip | [l8EaHiE ]

Sefect the checkbox to nactivate the organization.
Inactve: [
Inactvared On: | D1/18/2024
Cermants:

Subrmit

Fi Sceen | Oprons ¥

20. The transaction is complete.
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RESULT

An existing Co-Op Organization has been reviewed and updated as needed, including:

. Contact information
. Business partner relationship(s)
. Active or Inactive status
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Purpose

Domestic recipient organizations (or USDA on behalf of a recipient) use this procedure to modify a
recently entered elnvoice (eINV) shipment receipt for a purchase order or sales order. The shipment
receipt, also known as the Goods Receipt (GR), is the method by which the recipient confirms that
materials that were requested in WBSCM have been delivered. Recipients can modify the quantity or
other information for a recently entered shipment. Same-day modifications do not require USDA
approval; changes after 24 hours of initial entry require USDA review before they are applied.

elNV functionality does not apply to services, third-party barter shipments, or multi-food outbound
shipments from a national warehouse.

The following additional work instructions allow recipients to enter domestic shipment receipts in specific
circumstances:

o Enter Domestic Shipment Receipt - used when the recipient wishes to enter shipment receipts
manually.

o Enter Multi-Food Shipment Receipt - used for multi-food shipment, when the recipient wishes to
enter shipment receipts manually.

. Upload Domestic Shipment Receipt - used to upload shipment receipts for any PO using a CSV
or XML file. This functionality cannot be used for Multi-ASN PO Line Items.

o Cancel Shipment Receipt - used when an ASN does not exist (BOL # field is not populated) for a
line item.

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

The PO or sales order must exist in WBSCM.

elNV must be enabled for one or more line item(s) on the PO.

A receipt was previously submitted.

Recipients can only view and modify receipts within 7 days after initial receipt. After 7 days, the
receipt line will not be visible and the recipient will need to contact the WBSCM Service Desk to
enter a ticket for modifications at WBSCM.ServiceDesk@CACI.com or call (877) WBSCM-4U or
(877) 927-2648, 8AM to 6PM ET Mon - Fri, excluding holidays.

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

o Select Operations tab @ Order Processing tab @ Shipment Receipts folder ® Enter
Shipment Receipt link to go to the Enter Shipment Receipt 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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PROCEDURE

1. Start the transaction using this Portal path: Operations tab @ Order Processing tab 2
Shipment Receipt folder & Enter Shipment Receipt link.

Image: Enter Shipment Receipt Screen

Home Operations. Adrmin Reports Help
Order Proceszing Comglas inistrat Regak
q Oparationz > Ordar Processing > Shipment Resdipts > Snter Shipment Recapt Full Seraon | Optionz

Fie Upkads/Downoads

Caslcg Mainksnanse Welcome to Enter Shipment Receipt

F Al required Nelds are markad with 2 red astensk (%) Dates 3 formatiec ass MMDDYYYY

O NagaE Order Search

Enttievent Vanagemant WB3CM has the atility 1o recaigt S3es Oroers, Delivery Docuvents, and Furchase Of0ers.Ta search for an gpen order in the System 10 receipt plaase entes

YOur oiger nurber and cick “Search”
Shizwent Receipts
olosd Shipment Receipt

NI Dalivery Calendar

2, Click * (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with

any transaction in WBSCM.
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Image: Enter Shipment Receipt Screen

Home ‘Operations Admin Feports Help

Order F i Comglas i Recalk,

Operationz > Ordar Precassing > Shipment Receipts » Enter Shipment Receipt Fui Screen | Option= «

Welcome to Enter Shipment Receipt
All raquired felds are markad with = red 3stensi (7). Dates 3ra fommatiad 35 MMIDO/Y Y VY
Order Search

WBSCM has the stility 1o recaipt Sakes Orders, Dalivery Decuments, and Furchase Ordrs. To search for @0 cpen order in the system 1o recsigt. please enter your order number and dick "Search”

* Order Number. |ET|

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

Field R/O/C Description
Order Number: R his can be a sales order number, purchase order
umber, or delivery document number.

xample:
000370678

(Note) For modification, the user can
enter a sales order or a purchase
order. In this example, a purchase
order number is entered. When the
modification to a shipment receipt is for
product to a national warehouse, enter
the purchase order number to complete
the shipment receipt.
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Image: Enter Shipment Receipt Screen

Home Operations. Finance Sugoiers Admin Seoons Hep
OrgerF e Suooier Mgt
Operations > Order Precessing > Shipment Receipts > Enter Shioment Reoceldt Full Screen | Options »

Welcome to Enter Shipment Receipt
All required felds are markad with & red asterisk (*). Dases are formartad as: MWDIDYYYY,

Order Search

WESCM has tha abifty %o recaipt Sales Ordars, Dalivery Documantz, and Purchaze Crdarz To saarch for an open ordarin tha systam %o raceipt, pleasa anier your ordar numbar and cliok “Saarch”.

* Oréar Number: | E000270678 | Sa;»:nl

4, Click (the Search button) to execute the search.
Image: Associated Order Summary Screen

Homs | Opertions | Admin Rsacrts ek
Order Proceszing dntskati Recall Adnici
Operations > Order Processing > Shipment Reosipis > Enter Shipmant Recapt =ull Sorsan | Opticns «

Sack 1o Search |

Associated Order Summary

View [Drauivew || —
Salez Decumant Azzosizted Documant Troe Azzeciztad Docsumant -
‘ $000370878 Standard Domestic 4100012785
5. Click the applicable purchase order number in the Associated Document column to continue. In

this example, 4100012785 (the 4100012875 link) is selected.

Q (Note) Recipients are only able to see their own PO lines, USDA users can see all lines.

6. Perform one of the following:

If Then

No PO lines are displayed or the desired receiptis The receipt cannot be modified using this process.
no longer viewable on the list of PO lines because A GR reversal and/or re-entry of the receipt may be
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If Then

the seven-day threshold has passed. required. Contact the WBSCM Service Desk for
assistance.

The PO line(s) to be modified are displayed. Go to Step 7.

Image: Enter Shipment Receipt Screen

Home Operations Admin Raports Hap

Order Processing
0 > Order > Receipts > Enter Shipment Receipt Full Screen || Opbons «
= A
: =
[[1] Back to Summary | (4] Sack to Search
Receipt Header
Orcer Number: 4100012785 Entered By: |ORDERMA. . RalcarBOL: |
Signed By: | | Date Received: | (65
r
Commants:
Receipt All
View [EINV_VIEW ~|
Salect Further Actions  Raceipt Status SalesDoc.  Hem  Pwi.Doc. = ftem . Material Material Deacripfion ASN Number = Signedby Dats Recaved
] 0 Recpt Processed 5000370886 100 4100012735 9 100166 BEEF ROAST ROUND FRZ CTN-33-42LB 6100030995 JaneDoz 12232018
] a Ready to Recelpt 5000370855 100 100166  BEEF ROAST ROUND FRZ CTN-33-42 LB 6100030995  JaneDos 12252012
] (] Recpt Processed 5000370671 100 14 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB t 11252018
] ] Recpt Processed 5000370672 100 15 100166 BEEF ROAST ROUND FRZ CTN-33-42 LB i 12052018
(] ] Roady to Raceipt 000370833 100 58 100166 BEEF ROAST ROUND FRZ CTN-33-42 LB 6100027553
] (] Ready fo Receipt 5000370634 100 59 100166  BEEF ROAST ROUND FRZ CTN-33-42LB 400027553
- v
@' Submif Raceipt | [ /7 Modfy Recaipt || 3¢ Cancel Receipt
< >
7. Click [ ! (the Check box) in the Further Actions column to select the shipment receipt line item

being modified.
Q (Note) Only previously receipted line items (Recpt Processed status) can be modified.

Q (Note) If the receipt does not appear in the list or the checkbox in the Further Actions
column is not available, a GR reversal and/or re-entry of the receipt may be required.
Contact the WBSCM Helpdesk for assistance.
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Image: Enter Shipment Receipt Screen

Home Operations |~ Admin Reports Halp

Order Processing
0 > Order > Receipts > Enter Shipment Receipt Full Screen || Opbons «
E A
[1] Back to Summary | (i Back to Search
Receipt Header
Orcer Number: (4100012785 Enfered By: |ORDERMA... RailcarBOL: | i
Signed By: | | Datc Received: | (65
T
Commonte:
Receipt All
View: |SINV_VIEW -
Salect Further Actions  Raceipt Status SalesDoc.  Hem  Pwr.Doc. = ftem » Material Material Deacripfion ASN Number = Signedby Dats Recaved
(m] v Recpt Processed 5000370866 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-35-42 LB 6100030995  JancDoc 122252019
0 O Ready to Recelpt  S0D03706566 100 100166 BEEF ROAST ROUND FRZ CTN-35-42 LB 6100030995 JaneDoe | 12/2572018
] ] Recpt Processed 5000370571 100 14 100166 BEEF ROAST ROUND FRZ CTN-38.42 LB t 1172572018
] ] Racpt Processed 5000370572 100 15 100166 BEEF ROAST ROUND FRZ CTN-38-42LB T 12052018
] ] Roady to Raceipt 5000370833 100 58 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100027553
0 0 Ready fo Receipt - 5000370634 100 59 100166 BECF ROAST ROUNDFRZ CTN-33-42LB  gqq0027553
v
@ Submit Receipt| | /7 Modify Recaipt || 3¢ Cancel Receipt
< >

8. Click |# Modify Receipt | (the Modify Receipt button) to modify the receipt.

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

* Processing Recpt - The receipt was submitted and is processing in WBSCM.
Receipts with 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 until review is complete,

* Recpt Processed - The receipt for delivery by vendor to the initial destination has
been updated in WBSCM.

o For deliveries directly to the customer, the destination is the Ship=To.

o For deliveries with additional transportation services (e.g., Offshore), the
initial destination is where the vendor transfers materials to the
transportation provider (e.g., Port).

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

@ (Note) WBSCM will send an email notification to the vendor when a receipt is entered with
over, short, damaged (O/S/D), or late materials/commodities.
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Image: Enter Shipment Receipt Screen

Home Operations Admin Reporis Help

Order Processing

Operali > Order F i = Receipts = Enter Shipment Receipl Full Screen | Options »
E o)
-?l‘
I ASN Number : Signed by Dale Received Prev. Gty OpenQly. Good Ofy. UoMEntry Geed Qly (in CS) Damage Oty Reject Qty OverQly  Qty UoM  BOL #
4218 6100030995  Jana Doe | 12/25/2018 0.000 1000.000 39,985.000 LE 1,000.000 |—9— 0.000 0.000 CS BOL 103
4218 6100030996  Jonc Doe | 12/25/2018 0.000 100.000 4,000.000 LE 100.000 [9 0.000 0.000 CS BOLI87654
4218 t 117252018 1,000.000 0.000 0.000 LB 1,000.000 |_4_] 0.000 0.000 CS
4218 T 12/05/2018 1.000.000 0.000 0.000 LE 1,000.000 E 0.000 0000 CS
4218 6100027553 1,000.000 0.000 40,000.000 LB 1,000.000 E 0.000 0000 CS BOL3
21B  §100027553 0000 1.000.000 40,000.000 LE 1000000 [59] 0000 0000 CS BOL3
4218 6100027553 0.000 1,000.000 40,000.000 LE 1,000.000 m 0.000 0.000 CS BOL354 v
AR 0o nnn 1annann  ANOAD AN LR 4 000 ann Rt 1 n nnn nnann 0D )
9. As required, complete/review the following fields:
Field R/O/C Description
Signed By R he name of the individual that signed for the
eceipt.
xample:
John Doe
Date Received R The date the materials were received.
[Example:
02/25/2019
Good Qty. C The amount of materials received in good

condition, equal to or less than the ordered

[pmount, in pounds (LB).

@ (Note) This field is used for receipting
materials reported in pounds. When
receipting variable weight items, this
field is automatically calculated once
the modified Good Qty (in CS) is
applied.

@ (Note) When modifying this value, enter
the total weight (including quantities
shipped separately) and not an
incremental change. For example, to
change a receipt from 100 Ibs. to 150
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Field R/O/C Description
Ibs., enter 150 (not 50).

Good Qty (in CS) C The amount of materials received in good
condition, in cases (CS). The Good Qty (in CS) is
hot required when receipting in pounds.
[Example:

100.000

@ (Note) When receipting material in
pounds, the Good Qty (in CS) field is
not entered.

@ (Note) This field is auto-populated
based on the corresponding ASN
quantity and can be updated. However,
for orders with a missing ASN, the field
will be blank.

@ (Note) When modifying this value, enter
the full quantity (including quantities
shipped separately) and not an
incremental change. For example, to
change a receipt from 10 cases to 15
cases, enter 15 (not 5).

Over Qty O The amount of materials receipted for a PO line as
|Good Qty or Good Qty (in CS) that exceeds the
prdered amount.

@ (Note) This field is auto-populated when
the amount entered in Good Qty or
Good Qty (in CS) is over the expected
delivery quantity when
| & Modify Receipt | (the Modify Receipt
button) is clicked.

e |tems that are receipted over
the PO line ASN
quantity appear in red.

¢ Quantities that are
receipted under the Good Qty
or Good Qty (in CS) amount
are included in the Open Qty
total for that line.

Previous Qty O The amount of materials that were previously
receipted on the line item.

Thursday, December 14, 2023
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Field

R/O/C Description

Open Qty

o] The amount of materials that have not yet been
receipted for the line item.

6 (Note) This field is auto-
populated based on the Good Qty or

Good Qty (in CS) fields and the
corresponding ASN quantity. However,
for orders with a missing ASN, the field
will populate with the PO quantity,

Reject Qty.

O The amount of materials that are not usable and
thus rejected.

i

i

(Note) Before entering values in the Good Qty field, always check the values in the
Previous Qty and Open Qty fields.

For Domestic Direct Ship Orders, users can enter receipts against orders containing LB,
CS, and/or variable weight materials/commodities.

(Note) If the user attempts to modify a receipt that does not have an ASN submitted yet, it
will generate the following error message: The selected line item cannot be modified at this
time. Receipt entered for PO Item 4100XXXX/000xxx with status 'Missing ASN' cannot be
modified until an ASN is entered by the Vendor.

0 Recejpt entered for PO ltem 410000?6?9/00008 with status 'Missing ASN' cannot be modified until an A
View: | EINV_VIEW [+]

Select Further Actions Receipt Status Sales Doc. Item Purch.Doc. = Item = Matenal

In this case, cancel the receipt by clicking the Cancel Receipt button and re-enter the
receipt. The user can also wait for the vendor to submit an ASN. When the receipt is
entered without an ASN, a notification email is sent automatically to the vendor to remind
them to submit an ASN.

Once the ASN is available, the user should be able to make modifications. If the receipt is
no longer available for review, contact the WBSCM Service Desk. USDA will perform any
changes outside the modification timeframe.
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Image: Enter Shipment Receipt Screen

Home Operations Amin Raports Help

Order Processing
O > Order P ing > Shi Receipis > Enter Shipment Receipt Full Screen | Opticns ~
=l A
&
[ ASN Number = Sgnedby Dale Received Prev. Qly.  OpenQfy.  Good Qly.  UoM Entry  Good Qiy (in CS) Damage Qty. RexctGly. OverQfy. Qfy. UoM EBOL#
4218 6100030005 Jehn Doe 100182022 0.000 1,000.000 39985000 LB 100.000 [E 0.000 0000 CS BOL103
-4218 6100030996  JanaDoe 12252012 0.000 100.000 4,000.000 LE 100.000 m 0.000 0.000 CS BOL987654
-421LB t 1172512018 1,000.000 D.000 0.000 LE 1,000.000 L' 0.000 0.000 CS
-4218 ™ 1210512018 1,000.000 0.000 0.000 LB 1000000  [15] 0000 0000 CS
-3218 6100027553 1,000.000 0000 40,000.000 LB 1.000.000 E 0.000 0000 G5 BOL3
2LB  g100027553 0.000 1,000.000 40,000.000 LB 1,000,000 [59] 0.000 0.000 CS BOL3
-21B | gy00027553 0.000  1,000.000 40,000.000 LE 1000000  [60] 0000 0000 CS BOL3S4
a2n N nan tAfRANN  ANOON AN 1 R 1 000 ann Rl n ann nann OS2

10. If necessary, click € (the Left arrow) on the horizontal scrollbar when the updates are complete
and the user is ready to submit the modified receipt.

Image: Enter Shipment Receipt Screen

Homea Operations ~ Admin Reports Halp

Order Processing
[o] > Order > Receipts > Enter Shipment Receipt Full Screen || Opbons «
E A
[[1] 8ack to Summary | (3] Sack to Seareh
Receipt Header
Orcer Number: (4100012785 | Entered By: |ORDERMA. . acarBoL: ||
Signed By: | | Date Received: | 65
[
Commants:
Receipt All
View: |€INV_VIEW =
Salect Further Actions  Raceipt Status SalssDoc.  Hem  Pwr.Doc. = Hem .  Material Material Deacription ASN Number = Signedby Dats Recanved
O v Recpt Processed 5000370686 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030995  JohnDoe 10/1ovzoz2
O O Ready to Receipt 5000370656 100 100166 BEEF ROAST ROUND FRZ CTN-35-42 LB 6100030995 JaneDoe | 12/25/2019
0 | Recpt Processed  S0D0370671 100 14 100166 BEEF ROAST ROUND FRZ CTN-38.42 LB 1 112572018
(W] ] Racpt Processed 5000370572 100 15 100166 BEEF ROAST ROUND FRZ CTN-38-42LB T 12052018
a (] Roady to Raceipt 5000370533 100 58 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100027553
(] 0 Ready fo Receipt - 5000370634 100 59 100166 BECF ROAST ROUNDFRZ CTN-33-42LB  gq00027553
- v
@ Submit Recaipt ‘/7 Modify Receipt | 3¢ Cancel Receipt
< >

11.  Click L& Submit Receipt | (the Submit Receipt button) to submit the modified receipt to USDA.

9 (Note) WBSCM will send an email notification to the vendor when a receipt is entered with over,
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short, damaged (O/S/D), or late materials/commaodities or if there was no ASN at the time the
receipt was submitted,

Image: Enter Shipment Receipt Screen
Home Operations Admin Reports Help

Order Processing

O = Order Pr g > Receipts = Enter Shipment Recapt Full Screen | Options
B Goods raceipt was m|9'|| be avaliable below!
l’j el
[f]Backto Summary  (§} Back to Search
Receint Header
Order Number: [$100012755 Entzred By | ORDERMA. OL: ‘
Signed By: | | Date Racaned is}
Commente:
Recey All
Goods receipt Messages
View: [Defoul: Vew <l | Ssport,
Order Number ltem MsgTyps Message text
4100012735 9 < Receipt was successfully postad for ASN 5100030998
View: | eINV_VIEW =
Select Further Acfions  Receipt Status Sales Doc.  Mem  Pur.Doc. = tom -  Materidl Material Description ASN Number = Signzd by Date Received
| (| Recpl Processed 5000370666 100 4100012735 9 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030995 JchnOce 1onoz0zz VY
2 fine

12. Review the confirmation message at the top of the screen.

Q (Note) The MsgType column, in the Goods receipt Messages section, provides detail for each
Order Number and ltem:

¢ S indicates the receipt was successfully submitted.

e E indicates an error. Based on the type of error received, instructions are displayed such
as Please retry Good Receipt for the line item or Please contact the WBSCM
Helpdesk to complete Good Receipt for the item.

13. The transaction is complete.
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RESULT

A shipment receipt for a purchase order line item was modified in WBSCM. Optional and required
information was reviewed and changed on a shipment receipt, possibly including:

Date Received

Signed By

Quantities received or rejected
Damaged Goods information
Comments
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2023-AMS-00030-F 000935



WBS( M A Work !nstruction _ _ . .
[ J Modify Domestic Ship-to Organization

Purpose

The purpose of this transaction is to modify a Domestic Ship-to (DSH) Organization in WBSCM. A
Domestic Ship-to Organization is a physical address where a customer would like 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 existin WBSCM.
Portal Path
Follow the Portal path below to complete this transaction:

e  Select Admin tab 2 Organization Maintenance tab @ Maintain Organization link @ Maintain
Ship-to Organization link to go to the Maintain Ship-To Organization 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
navigational training and tips on creating favorites, performing searches, etc.
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PROCEDURE

1. Start the transaction using the following Portal path: Admin tab @ Organization Maintenance
tab @ Maintain Organization link.

Image: Maintain Organization Screen

Home Oparztions Francs Admin Feparts Help

Manags Usars Magter Data Organization Maintsnance

< Aomn > Oranizaton Mantergnce > M3intain Orgarizaton Full Sereen | Optons
Create Ship-To Replacement (Forasasting]
Change Ship- e (F Wel to the Maintain Organization Application
Dizplay Ship-To Replssement (Forecasting)

Create S04 Oganation

« Maintai Organizaton

Martain Shin-To Crganizaton
Disgian Shi Qrpanization

Mairsain HO Croanizaton
HQ Omanization

Marsain Flant { BA Assignmant

D

2. Click « (the Hide Navigator button) to hide the Portal menu. Note this can be done with any
transaction in WBSCM.
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Image: Maintain Organization Screen

Hore Operstions Finance Adiiin | FRepsrts Help
Mansge Users  MesierDasts  Organization Meintsnance
4drin > Orgarizatcn Maimienance > Maitain Organizstion

Fui Screen | Options «
»

Welcome to the Maintaln Organization Application

Disoiay Shie-To Qroanizaton
Crexe =0 Organaanion
Mairain S Organization
Dispay HQ Orpanization

Maimezan Siart ! A Ascignmant

3. Click Maintan Sha-To Orgenizslien  (the Maintain Ship-To Organization link) to update.

9 (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 Z5#2.50e-lo Omanzston  (the

Display Ship-To Organization link). In display mode, fields are not editable and will appear with
a gray background,
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Image: Select Sub-Organization Screen

Hore Opersticas Finance Adkmin Reports Help.

Manzge Uzers Master Data Organization Maint=nance

Admin > Organizaticn Mainienanee > Maintsin Organization Fui Screan | Options «
’

Select Sub-Organization

Select the approprists radio button fo display a lizt of active or inactive sub-crganization(s) te shoose frem.

® Active (" Inactive

OSH. |000_NO OFFSHORE-NO ATTRIBUTE / FAIRFAX VA (5000225) =

& foxt

4, Click [*] (the DSH drop-down) to display the DSH list of options.

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

click - ""3& (the Inactive radio button) prior to clicking [*! (the DSH drop-down).
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Image: Select Sub-Organization Screen

Hore Operstions Finance Admin Feports Help

Manage Users Master Data. Qrganization Maintenance
Admin > Organizaticn Maivienance > Msintsin Organization Fuli Screen | Options ~
»

Select Sub-Organization
Select the appropriate radio button 10 display a list of active or inactive sub-organization(s) te choose from.
@ Actire O Inactve
DSH: | 000_NO OFFSHORE-NO ATTRIBUTE / FAIRFAX UA (5005223)
000_NO OFFSHORE-NC ATTRIEUTE / FAIRTAX VA (500522€6)
W 000_NO OFFS-ORE-/NTHATTRIBUTE / FAIRFAX VA (3003223 i
000_OFFSHORE_WITH ATTRIEUTE J FAISFAX VA (E005220)
20TH CENTURY Y/ PALMER ¥ CA (50014 1§)
21ST CENTURY FODCS LTD | SAN ANTON'O CHANGE TX (5002803)
32 COLD TEST 2/ ATLANTA GA (6004620)
4U2U 7 JACKSTN MN (30029851)
A 2D COLD STORAGE INC / WORCESTER MA (5002227)
AS Y PASTAPRODUCTS / CLEVELAND CH (520185€)
AC WAGNER YOUTH CORRECTIONAL FACILITY / BORDENTOWN N (5320060) E]

5. Select the appropriate Ship-To Organization from the list. In this example,
21ST CENTURY FOODS LTD / SAN ANTONIO CHANGE TX {5002008) (the 21ST CENTURY FOODS LTD /

SAN ANTONIO CHANGE TX (5002908) is selected.

Q (Note) Only one Ship-To Organization can be modified at a time.

Q (Note) The available DSHs are listed in alphabetical order by name. Use the vertical
scrollbar to search through the list, or type the first letter of the name to select from Ship-

To Organizations that start with that letter.

Page 5 of 16
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Image: Select Sub-Organization Screen

Hore Cperztions Fihancs Admin Feports Help

Manape Users Master Data Organization Maintenance

Admin > Orpanizaticn Maienance > Mantain Organization

Ful Screen | Options
’

Select Sub-Organization

Selsct the appropnats radio button to display 2 list of active or inactive sub-organa@ation(s) to chooss from

© Actrra (7 Inactve

6. Click (the Next button) to open the record for the selected Ship-To Organization.

7. Perform one of the following:
If Then
The user needs to update an existing Ship-To Go to step 8
Organization

The user needs to activate/deactivate an existing  Go to step 14
Ship-To Organization

The user needs to submit the changes Go the step 16
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Image: Maintain Ship-To Organization (Address) Screen

fome Operstions Finance

Menege Users  MesierDats  Organization Meintnance

Admin > Orgarizatcn Mainienance >

Ship-To Or

Msiiain Organizstion

[§oBsek |

Address  Restonship

All raquired fisldz 37 markad with 3 rec ssterisk (*).

Adtributes

Help

Fui Screen | Option= «

1D: 5002908

Status

* Name: |21ST CENTURY FOODS LTD

Acdtonal Name: |-T/0 GOTD HEART SPECIALTY MEATS

Addrecs

1: [11122 NACOGDOCHES

* State

County

Contact information

Phore [210-477-1121

|  Addifonal Prone: | \

Emait |

Addticnal Emall: [ ]

| Additionsl Fax: | |

Senaduing Websna [nine iwarehozs 252 5o

Goods Receiving Hours (in Ship-to Local Time. 24 hour format)

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

[erson's or company's hame.

xample:
21ST CENTURY FOODS LTD

Additional Name

Text to identify additional name.

[Example:
LC/O GOOD HEART SPECIALITY MEATS

IStreet Address

A free text field in which to enter the street address
of the user or organization.

[Example:
11122 NACOGDOCHES

Street Address 2

[Example:
Ste 1000

Wednesday, January 31, 2024
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Field

R/O/C

Description

[Street Address 3

0

City

City where the user or company is located.

ample:
AN ANTONIO

Country

Country code that represents country name.

[Example:
USA

@ (Note) Click [ (the Country drop-

down) to display a list of countries.

State

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

xample:
Texas

@ (Note) Click [¥] (the State drop-down) to
display a list of states and territories.

Postal Code

A zip code.

[Example:
78217-2314

Phone

[Example:
210-477-1121
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Image: Maintain Ship-To Organization (Address) Screen

Hore Operaticns Finance Admin FReports Help.
Manzge Uzers. Master Data Organization Maintznance
Admin > Organizaticn Mainienanee > Maintsin Organization Fuli Serean  Options »
»
[«
Maintain Ship-To Organization - Organization |D: 5002308
[55]

‘Address | Raiationchip Attributas Status

Al raquired fislds a1 markad with 3 red astarisk (%)
Name

* Nama: [216T CENTURY FOODE LTD
Acduonal Name. ]-;"O GOCD HEART SPECIALTY MEATS

Addrese

* SirsatAdcrazs 1 [11122 NAZOGDOCHES |
SieetAdcress 2 Egte 1000 ]

et Accrazs 2 | |

= City: [SANANTONIO CHANGE ]

= Country: [USA -
* st * Postal Cece: [78217-231
County Zene
Contact Information
Phone: [210-477-1121 | Addifional Praae: [ |
Email: | Acdtional Email: | |
Fax. | ] Additionsl Fax: | ]

Scnegueng Webse [nttps /aarehouse 300.00%

Goods Receiving Hours (in Ship-to Local Time, 24 hour fermat)

Monday Frem: [00:00 | 7o [D020 |
Tuesday From: [00:00 To: [0000
Wecresday Frem: [00:00 | To- [00:0D
Thurzday Frem: [00:00 | To: [D
Friday Frem: [00:00 | To: 0000

9, Click =25 (the Relationship tab) to review and modify a relationship between the Ship-
To Organization and the business partners.

@ (Note) The Relationship tab is where the user links the sold-to and ship-to organizations
together. Linking them together will aid in the order management process. When an Order
Manager creates a sales order for a particular non-profit / sold-to organization, he or she will see
any ship-to organizations linked to that non-profit. The Order Manager can easily select a ship-to
location from the options instead of re-entering this location every time an order is created.

A ship-to organization may have multiple sold-to organizations linked to it. For example, if the
ship-to location is a state warehouse, common storage location, or processing center, it may do
business with multiple sold-to parties.
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Image: Maintain Ship-To Organization (Relationship) Screen

Home  Opersions Fnance | Admin'| Fepts  Help

Manags Users Mzster Datz Organization Maintanance

4dmn = Orparizatcn Mamsenanse > Mamiain Organization Full Screen  Options »

Maintain Ship-To Organization - Organization ID: 5002908
@8 Sack

sddress | [Relationship | Attibute Status

Buzinezz Parner Aiaten: [iz Snio. 7o For ~

Assigned Busin=ss Partners Available Business Partners
» (T » 7
R Business Partnar (Nama/City State, SF Nlumbar) ‘ R Businazs Partnar (Name/City Stats, BP Numbar) 3\
| 161012022R4.2.08 C1TA CT7E | FAIRFAX VA (4040820) AAFES | ALEXANDRIA VA (40004C1)
ALBERT RA 1 / NEW EEDFORD DC (4040872 e Al DEPT. OF EDUCATION (2] / JUNEAU AKX (40004 13)
& Assgn
| ALBERT RA 2/ NEW EEDFORD DC (4040074) [Onasson ] — A DEPT. OF EDUCATION ! JUNEAU AK (4000412}
ALBERT RA 3/ NEW EEDFORD DC (404C675) AK DEPT. OF HSS, NSU / JUNEAU AK (4000411
ALBERT RA 4/ NEW EEDFORD DC (4040872 A NATNVE TRIEAL HEALTH CONSORTIUM / ANCHORAGE AK (4000414)
| ALEE 101122 DEMO 001 / ALEXANCRIA VA (4040880) AL DEPT. OF EDUCATION / MONTGOMERY AL (4000410)
ALEE 101122 DEMO 002 / VIENNA CA (4040890) ALSERT LEE S0A / WRASHINGTOMN DC (4007 133)
ALEE 101122 DEMO 003 / FALLS CHURCH VA (4040584) & ALZE CM-D TEST 2 | WASHINGTON DC (4040500, =]
Submi

Select the appropriate business partner from the Assigned Business Partner section. In this
example, 16101 2022R4.2.06 C17A C17B / FAIRFAX VA (4040820) is selected.

@ (Note) If necessary, select organizations from the Available Business Partners section and
click the Assign button to create the linkage between the sold-to party that is selected and
the ship-to party that is created or modified.

@ (Note) The business partners are listed in alphabetical order. Use the vertical scrollbar to
find the appropriate business partners.

To select multiple business partners:

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

o [f the business partners are listed in non-consecutive rows, hold down the Ctrl key
while clicking each selection button.

@ (Note) To filter the list of Business Partners, click on the column Business Partner
(Al |

(Name/City/State, BP Number) field. Select | e o Toer) (the User-Defined
Filter... option) and enter required criteria. Use "" (the Asterisk symbol) at the beginning
and at the end of a search term (e.g. "Craven" or "5001716") to search for a business
partner that contains the term. The asterisk searches part of a word as well (e.g. "Califor").
See also the Wildcard and Matchcode Searches job aid. To remove filters, select the (All)
option.
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Image: Maintain Ship-To Organization (Relationship) Screen

Home Opersiions Finance Admin Feports Help

Manage Users  MasterDeta  Organization Maintenance
Admin > Orgsnization Mainienance > Mainisin Organization Full Screen | Cptions ~
s X -

Maintain Ship-To Organization - Organization 1D: 5002008
E Back

Address

Atibutes | Ststus

Business Panner Retaton s Ship-To For v
Assigned Business Pariners Avaiabie Business Partners
YT » iy
B Buzinaz= Pariner (Nama/City State. 2P Numbas) - B Business Parinar (Name/City State, BP Number| E]
| 101012022R4.2.00 CITAC 178 | FAIRFAX VA (4040520) | AAFES | ALEXANDRIA VA (4000401) i
| ALBERT RA 1 / NEW EEDFORD D (4040672 S ies| | AKDEFT.OF EDUCATION (2)/ JUNSAU AK (4000413)
| ALBERTRA 2/ NEW BEDFORD DG (4040874) | AKDEPT. OF EDUCATION | JUNEAL AK (4000912
J ALBERT RA 3/ NEVY EEDFORD DC (404C573) || AK DEPT OF HSS. NSU / JUNEAU AK (4000411)
| ALBERT RA 4/ NEW EEDFORD DC (4040872) AK NATIVE TRIBAL HEALTH CONSORTIUM / ANCHORAGE AK (4000414)
| ALEE 101122 DEMO 001 / ALEXANDRIA VA (4040382) AL DEPT. OF EDUGATION { MONTGOMERY AL [4000%10)
I ALEE 101122 DEMO 002 / VIENNA CA (4040304 ) ALSERT LEE SD& | WASHINGTON DC (4007133)
| ALEE 101122 DEMO D02 / FALLS CHURCH VA (4040204) & ALEE CALD TEST 2| WASHINGTON DC (4040200) =

1. Click 2o2ssign ¥ (the Unassign button) to remove a relationship between the Ship-To
Organization and the selected business partner.

12. Returnto Step 7.
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Image: Maintain Ship-To Organization (Relationship) Screen

Hore Cperations Fihanos Admin Feports Help

Managelsers  MasierData  Organization Maintenance

Admin > Organization Mainenance > Mainiain Organization
’

Maintain Ship-To Organization - Organization |D: 50020028
53tk |

Address

Artributes. | Status

Business Parner Relaten | = Saip-To For :

Azsigned Buziness Partners
» T
B Business Pariner (Nama City State, 2F Numaer)
l ALBERT RA 1/ NEW EEDFORD DC (4040873
| ALBERTRA 2/ NEW EEDFORD DC (4042074)

_A[ ALBERT RA 3/ NEW EEDFORD DC (4040675
7| ALBERT RA 4/ NEW EEDFORD DC (4040872)
| ALEE 101122 DEMO 0Dt / ALEKANDRIA VA (40408€5)
1 ALEE 101122 DEMO 002 / VIENNA CA (4040398)
_i ALEE 101122 DEMO 003 / FALLS CHURCH VA (4040884)

i ALEE RA UPDATE 001X/ WHEATCN MD (4041023) -

Subme

13.

If necessary, click |

A4 Assgn
Unsssign ]

Avlﬁk Business Partners
' T
B Busnsss Partner (Name/City State. BP Number] fel
AK DEPT. OF EDUCATION (2) / JUNEAU AK (4D00413)
Al DEPT. OF EDUCATION | JUNEAU AK (4000412
AKX DEPT. OF HSS, NSU / JUNEAU AK (4000411}
AK NATVE TRIBAL HEALTH CONSORTIUM / ANCHORAGE AK (4000414)
AL DEPT. OF EDUCATION | MCNTCOMERY AL [4000410)
ALSERT LEE SDA / WASHINGTON DC (4007133)
ALEE CV-DTEST 2/ WASHINGTON DC (S040800)
ALEE SDAAFRIL 2021/ SILVER SPRING MD ($040220)

T
L

Image: Maintain Ship-To Organization (Status) Screen

Hove Operaticnz Finance Admin Reparts Help
Mansge Users  MasterData Organization Maintenance
Admin = Organiz e > Maintsin Organizat

Maintain Ship-To Organization - Organization |D: 5002308

[¥8 85k ]
Address y Raistionzhip | Adributes
Sefect the to the
inaciive: [~
Inactivatad Or:

Commerts: [ALEE Reactvared on 10-20-21

Full Screen  Oplions ~

i (the Status tab) to activate or inactivate a Ship-To Organization.

Fui Screan  Options «
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14. If necessary, click [_! (the Inactive checkbox) to select to inactivate the existing Ship-To
Organization.

Q (Note) If L_! (the Inactive checkbox) is selected, deselecting it will make the Ship-To Organization
active. The date from the Inactivated On field will be cleared automatically, as the organization is
not inactive anymore.

15. Return to Step 7.

Image: Maintain Ship-To Organization (Status) Screen

Home Operstions

Manags Users Master Dtz

Admn > Orpanizatcn Mamenance > Ma

’

Finance

Admin Heports Help

Organization Maintanance

t3in Organization Full Screen | Options v

Maintain Ship-To Organization - Organization |D: 5002908

Address

Select the

Reatanship |

atibutes < Stabue |

box to i

ractive; [v

Inzctivated On
Commerts:

01/16/2029

the

ALEE Raactuated

or 10.20.21

16. Click | Swemit (the Submit button) to save the modifications.

Q (Note) Prior to 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

‘Unaszigning the ship-to from the SOA.
will automatically unassign the ship-to
from the subordnate RA()

Continue fo Submit in beckground 2

17.  click =1 (the Yes button) to confirm the message.
Image: Maintain Ship-To Organization (Status) Screen

Home  Operstions  Fiance Reprts  Help
Admin > Orgarizati i > Maintain Or i | Fuli Screen | Option= + |
»
[ susiness Panrer upoated spwo for Email wil b sem: aner

 Comments: |ALEE Resctvated on 10-20-21
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18.  The transaction is complete.
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RESULT

An existing Domestic Ship-To Organization has been reviewed and updated as applicable, including:

. Contact information
. Business partner relationship(s)
. Active or Inactive status
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