
WBSCH)  Recancie®J Reconcile NW to WBSCM Inventory Interface

a

Purpose
The NW Org Admin has the abil o seo theirwarehouses inventory asi documented in WBSCM.
This includes invenory hatwas increas duoto a receipto increment, decreased dus{0 a decrement,
scrap, or Post Goods Issue (PG). and inventory tha has boen blocked or ransfored. Administering the
National Warehouse to WBSCM Inventory Inerfac sa transacion tha allows you t view inventory
discrepancies and upload the appropriate inventory document to account for any discrepancies or
inaccuracies between the inventory documented in WBSCM and the inventory physically on the shelves
of your warehouse.
Process Trigger
Perform tis transacion to show inventory sinca th last Post Goods sue (or BOL upload) and last time
since NW receipted.
Prerequisites

+ Inventor lo be uploaded must exist in the corect XML format.
Portal Path
Follow the Portal path belowtocomplete this transaction:

+ Select Operations tab Warehouse Management tab File Uploads/Downloadsfokdor 3
Upload National Warshouse Inventory nk Upload National Warehouse Inventory nk to
900 ho Upload National Warohouse invontryscreen.

Tips and Tricks
+ The RIOIC acronyms in th fed tables represent Required, Optional, or Conditonal field

entries.
A Conditional fied: an entry that bocomes roguired as sult of otoring something
previous tof, which then deems f required
An Optional field: you may enter informatio in an optional field, but an entry s not
required for the completion of the transaction

+ Rofer to WBSCM Portal Basi Navigation courseor ps on creating favors, parorm
| searches, oc.

Reminders
+ Remember to check your work
+ Ror to the Halp Option (1 the right f the screen) nthe Portal for further assistance.
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WBSCM]  RecncionJ Reconcile NW to WBSCM Inventory Interface

1. ‘Start the transaction using the following Portal path: Operations tab Warehouse
‘Management tab 3 File Uploads/Downloads folder 3 Upload National Warehouse
Inventory link 3 Upload National Warehouse Inventory

ee [smu —C2»
r— 3

2 Click == (the Browse button).
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WBSCM]  ReconcienJ Reconcile NW to WBSCM Inventory Interface

Choose fle Popup
Choose file. kd bd

Lookin: [3 Uploads s] emSD

al 1
> [)Fsstpfor SDA%000164

MyRecen | FURPT-0028 Tab 1 Format Era
Documents |= py pr.002s Tab 2System Messages:
@ 2) 50A_NSLP_For_RA_BOTH

[BstorencoDesktop |=upload Recept

Wy Docmens

MyCompe

o) !
My Network Filename: > Openpe | FEET)fledvpe [Reeth Cocel

3. Navigate tothe older on your had drive to find the XML fl. Double-click the le. In tis case,
we double-cicked  FULRFT-015 12yenMesias (ie FUL-RPT-0025 Tab 2 System
Messages fle) to upload this XML fle.
Upload National Warehouse Inventory Screen

pi sh

bc a= ——=
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WBSCH}  ReconciomJ Reconcile NW to WBSCM Inventory Interface

4. As required, completeireviewthe following leds:
Field RoC Descriptio

p R ho fle you uploaded thal should account for all goods
ssuesirocaipts done in WBSCM through his particularKate.
Examplo:
212512010

= 3 Ti fleyou uploaded thal should account for allgoods
ssuosiracaipts done in WBSCM through this particular
fate.

ample:212512010

Upload National Warehouse Inventory Screen

rp —
—Eeaee

BEE wear won

Gi

ae—

5. Click[EERE](he Submit button)tosubmit your entries.
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(WBSCM | ‘Work Instruction
J Reconcile NW to WBSCM Inventory Interface

Upload National Warehouse Inventory Screen

[Ee E

=. z

bc a =
6. View the confirmation message.

(Note) A confirmation message displays, indicating that the file has been successfully uploaded
and an smal was sent. Have ihe relevantusers 109 in 0 access the Inventory Balance Report A
fink inthe email wil direct thento the below report.

Microsoft Excel- InventoryBalanceRpt_Plant2000-3 Screen
to tn
waseco) pr2 | Eg
eee}
BorsaSattar

7. Youhave completed this transaction.
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WBSCM]  RecncionJ Reconcile NW to WBSCM Inventory Interface

‘The transaction has been successfully completed.
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WBSCH) ReadeJ Redistribute Order Quantities

[GEERT

Purpose
Use this procedure to alow State Distribution Agencies (SDAS) and Indian Tribal Organizations (ITO) to
redistribute order quaniies to Recipient Agencies (RAS). SDAS and ITO can redistribute
requisitions, sales orders, and re-donated orders, SDAS can also cancel previously created
rodistrbutons.
Process Trigger
Perform this procedure when the SDAITO needs to redistribute order quaniities from one Sold-To Party
to another.
Prerequisites.

+ Order must exist in WBSCM
= SoldTo Patties are known and exist in WBSCM

Portal Path
Follow the Portal path below to complete thi transaction:
«Select Operations tab 3 Order Processing tab Order Management older  Redistribute

Order Quantities nk (0 go 1o the Redistribute Order Quantiies screen.
Tips and Tricks,
«The RIOIC acronyms in the field tables represent Required, Optional, or Conditional field enires.

Required (R) ~a mandatory field necessaryto complete the transaction
Optional (0)a non-mandatory field not requiredtocomplete the transaction

5 Conditional (C)a field tat may be required if certain conditions are met, typically
linked to completion of a mandatory field

+ Referto the WBSCM Portal Basic Navigation course for ips on creating favorites, performing
searches, etc.
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WBSCH  ResismoneJ Redistribute Order Quantities

PROCEDURE
1. ‘Startthetransaction using the Portal path: Operations tab 3 Order Processing tab 3 OrderVanagement oir > Radistioute Order Guanes soe.

Redisrbuta Ord Quarties Screen

aaa esses -
| ——

i
mEEEER © ==m= o y
Pah Se are =

2. Click + (the Hide Navigator arrow) to minimize the Portal menu. Note this can bedonewith anyFansacion n WESCH.
Select Orders

———— em— prsJ



(WBSCH r Work Instruction
J Redistribute Order Quantities

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

Field [1 Description
[Sold-To Party” 0 unique identiying number associated wih a

particular customer in WESCM. If the sold-o party
umber is unknown, use the search functionality to
Bearch for i.

Requisition Order: 0 Inique identifying number associated with a
aquisition order in WESCM.

Por 0 nique identifying number associated with a sales
brder in WBSCM.

ample:
[5000033828

Fodonation Oder. [0 riqus ering number associated wih a
Fodonaton order in WBSCM.

avery Date: 5 date when he commonly or commodiies aro
her requested tobe delivered t the customer or
ro delivered fo the customer.

oa (Note) In this example, the requested
jw date is the date the customer requests

delivery. IEA42E9629DS4ED167FDBB2
22DES565B61DAE2513953435488633
20476ATDOBC

HE2 G ony To dently3 USDA ood Gsibuon
program.

(Note) Some examplesofprograms are
js NSLP, TEFAP, SFSP, CACFP,

NSIP.1EA42E0620D548D 187FD88222
DESS65861DAE251395343548863324
476ATDOBC
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(WBSCM Work Instruction
J Redistribute Order Quantities

Fiold Rio Description
Fhip-To Party: o nique identiying number associated Wil a

person or company tha receives the goods.

GD oto nis example, the Demastc Orr: umber is usd a th sorerr
Rodistribute Order Quantities Scroen
re om i
neCRS

soon =
wn

“mlm —= — n
Wa ©
re.

4. Click [SBOESETH](ne Submit Search button) to locate orders based on the search criteria. In
{his example, a redonation order is localed by searching fo the domestic order number.

tt) Th lowing ror mossage days bot te domestic cer number and rdonain
order number aro used i the search:
© Pease otr ther Domest Order or Redonaton Order, not both

rr——— OWBSCM TrangPry Pope dor1s2023AMS.00030. 000061



(WBSCM Work Instruction
J Redistribute Order Quantities

I
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ont ocensen|CompaRama|Ro arin
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5. Perform one of the following:

" “Then

=  —

|J —orn re er Ss
action. In most cases, the requisition has already
been created and the Requisition Number displaysaeonavi

A requisition already exists and the user needs to Go to Step 6.BLT
itosham si RS GREy

® (Note)Therearefour optionsto sorttheSales / Redistribution Order results. Sort options retain
the relationship between the ZREQ (requisition) document andany ZRE (redistribution)eo

. SoratyZR #- REQ Hom Dott ionJ iy
+ Sorted by ZREQ Open Qty.
+ SortedbyZREQSold to (BP#)

rmewanrssoT



WBSCM] RedsJ Redistribute Order Quantities

Redistribut Order Quantities Screen
fom

rma

mE______Eeiie mn an en

Pr]

ss snss

6. Clicktherequisition numberintheRequisition #columntoselectthe lineitemforredistribution.
In this example, 9940141 (he 1000040141 requisiton number nk)isused fo begin
redistibution.
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(WBSCH p Work Instruction
L Redistribute Order Quantities

Redistribute Order Quantities Screen

Re eeeparerer epee 3

= J

7. Asrequired, completeireviewthe following fields:

RA Sold To R his isthe Recipient Agency (RA) Sokd-1o party.
umber. The order quantities will be redistributed
o this RA.

ample:
011033
3) (Note) Use the search functionalityto
[1 view theRAsokd-to number.

R R Recipient Agency (RA) Quantity indicates the
huaniity of orders being redistributed.

ample:

£3) (Note)In this example, § cases will be
[9 redistributed from SDA8011127 to RA

8011033. Users will receive an orror if
attempting to redistribute order
quantiles in excessofthe open quantity
on the requisition.

8. Perform any of the following:
[3 Then
The redistribution impacts the entilements of both Select| (ihe Impact Entitlement check box).
business partners.

Foy, Moreh 12.2021 ©WBSCHTring - Prproary Pagel 15
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(WBSCA | Work Inston
J Redistribute Order Quantities

w Then
The order quanti need t be dred to more a
han oneRA 1. Cie MRR 4aggaRowbaton).

2. Comet theRA Solio field wit the RA
Socio umber.3. Compets iheRAQuantity field wih theedisbuton Quanity.

4. Sect (ho Impact Entitlement check50%) f appropriate.
The userneeds remove an RATOM Be 1s 1 ic | (selectionben)forheRA

ne om t be removed.
2. tok "ORE 16 Remove a RowSuton.

There are moe than 10 RAs on he fst Seton © fv Provess Orders in
Background chock box)

D110) rt sche tok um,ino SOA can navigate to ancther screeno 10g outGWBSCM. The SOA Ordor Manager wil recovan ema notfcaion wih a st of he editionorders and creas crealed at completion of he
Background task as wal a any oor generateduringth process, fappicabl.
Approximate processing ime forte background
ob15 based on henumoorofRAs an SDATedistiuing quanies to, 2 lows
#RAs Approximate Processing TimeTo 23mndes
2 &omnes© sizmines
80 tedminwes 00

fer aso Torry remasusvsou omnes



(WBSCH | Work Instruction
J Redistribute Order Quantities

Rodistributo Ordor Quantities Scroon
my

tenon,CR EAS

orc &mn
Fi

nyP|
mEsoerE

A
Crvmoeeimmes

mr on ooo
FamERE

—— 5 bi

9. Click [Pis6s550 (no Process Orders button) to redistibuta the ordor quanties.

GD otoRoviow anymossagesatotopfhscreen.

Foca rn12.2021 owas TrangPopreny Pogeot152023.50003 F000008



WESCH, Work niucion
J Redistribute Order Quantities

TT Redesoer aunties seen
CE

ore couse |Compa Ramen|| aam 11

————; hi

ri
ERE

7

10. oe (ie Back to Summary ton) rou ote tofrutin underoe spaiiodSsTo.

® (Note) A redistribution order and redistribution credit order have been created. Redistributionimambers beg win 16000000 Tha edsmen rae Eeied or ne recent RArin rocoto coh romeoSonAGone rd ors
1". Performone ofthefollowing:

W hen
heuser nea ocance ardsbutonorder Goto Sep 12,
The usris fished rodisibuing rdquanttes_Gotostepte.

———— em — perssaad



(WBSCM j RedistriteJ Redistribute Order Quantities

tat OrderGuan Son
a
rsecnaesER Rea

Dem

= ErEre Ee ss

Be me Smet SL REGI EEE Ce
[Swoon

rea

12. To cancel a redistribution order, click | (ihe Selection bos) beside the redistribution ord 0te a em
a (Note)Aline item was created with the Transaction Type ZRE (Redistribution Order).

13. Performoneofthe following:

" Then

‘Theuserneedstoselectmultiple redistribution 1. Holddownthe Ctrlkey
orders 2. Click the selection boxes to select

individual redistribution orders (ZRE) topo
Toerooo ORTON93 ova rw SetAo.
Toee aeRSRT 7. cro Br settA

I Codon cm
3. Click the requisitions (ZREQ) to de-select.

rm ew meransass



WBSCHj  ReisvioieJ Redistribute Order Quantities

RedistributeOrder Quantities Screen
om fon wore

en Rt

em

l= me To in memes won a ous tion mamon
re

14, Click[CSmESTREE] (no Cancel Rodis. button)tocancel theredistribution order.

GB ote Te Radiation Documents arautomaticaly canceled wh ihe corosponding aes
Requisition Line liems are canceled.

Fedo,Moreh 12.2021 OWBSCMTring» Propraany Page 20115
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WBSCM}  RedicioueJ Redistribute Order Quantities

ersrecurroey
or

ove conse |ConanAim |Ro Raa

Be eSETTs

rmmr—_ so mE

lm mm =IEEE:
[swoon

PE

15. Click [YE] (the Yes button) to confirm the cancelation.

® (Note) A confirmation message indicating that the redistribution credit order (ZRCR) and
redistribution order (ZRE) were canceled is displayed at the top of the screen. The canceled
Quantiy has been ated back 1 ho original raquo open quanty. and fs avalible 1 beSR srAan

rEem mnarsmal



\ Work suction
(WBSCM | Redistribute Order Quantities

RedistributeOrdorQuant Screen
i

ov eceveve |Corp Ram |Barwa,

A;ime

= Se xa mover memes “em 13 | sem apm mms

fo )

mm

16. Thetransactioniscomplete.

TreJ



WBSCM; ResseJ Redistribute Order Quantities

Resur
The order quantities have been redistributed by the SDA from oneRAto another,Aredistribution order—

rm om manre



: Work Instruction
WBSCM| Remove Delivery Block from Price Support Order

- (Non-Federal Customers)

Er

Purpose
The purpose ofthis transaction isfo an Order Manager to remove the Delivery Block rom a Price
Support Order, Prio to creating is ype of order, he Price Support Specalst must block he spaced
auanityof the specified commodity ili te warehouse by perorning a goods movement 344 (fr to
appropriate work instruction). Tho Order Manager must then crato no salesordorwitha deer block.
After receiving payment from the customer, the Price Support Specialist may remove the block on stock
by performing a goods movement 343 (refer to appropriate work instruction) and the Order Manager may
remove the delivery block from the Order. The Price Support Specialist willnotifythe warehouse about
ihe sale. Tho warehouse personnel wil pick he Goods and praparo he or shipment. The Price Support
Specialist il iho croate dary document and pos goods 1546 ha commodities. Note hat is
process applies onlyforsales to non-federal customers;salesto federal customers utilizea slightly
different process. In thisparticularwork instruction, we will only cover the steps the Order Manager must
pero 1 romove delivery block tom a Price Support Order.
Process Trigger
Use tis procedure when you are working ith  non-ederal customer and would ike to remove the
delivery block on a pico support order.
Prerequisites

+ Order Manager must know Price Support Order.
© Delivery Block must exist on th Price Support Order.

Portal Path
Follow the Portal path below 0 completo tis transaction:

+ Selot Operations tab» Order Processing fb Order Management older3 Maintain
Sales Documents Ink t Go to the Malntin Sales Documents scroen.

Tips and Tricks
+ Refer to WBSCM Portal Basi Navigation couse fo ps on creating favris, perform

| searches, et.
Reminders

+ Ramombor to hock your work
+ Referto the Help Option (to the rightofthe screen) in the Portalforfurther assistance.

ere TTT]2025S 00030. 000075



. WorkInstruction
(WBSCM Remove Delivery Block from Price Support Order

(Non-Federal Customers)

1. Start the ransacion using the following Portal path: Operations tab Order Processing fab >
‘Ordr Managementfolder » Maintain Sales Documents
Maintain Sales Documents Scroen

— me
a

2. Click (the Hide Navigationarrow)to hide thePortal menu. Notethatyoucan do thiswithany
transaction in WBSCM - not just order management transactions.

Facey arc 12,200 Towson Tangropremy Page 2o102023.4500030. 000674



Work Instruction
(WBSCMJ Remove Delivery Block from Price Support Order

(Non-Federal Customers)

Search: Sales Orders Screen

3. Enter search criteria. In thiscasewe enteredthe SalesOrder ID and changed the Create Date
to Today.

Glick S211 (ne Soarch button) to search for the Sales Order.

Pome oWesowTampmeem ewius2025AS00050. 000075



y Work Instruction
(WBSCMJ Remove Delivery Block from Price Support Order

(Non-Federal Customers)

B..

4. Click 2000055559 (1he5000033639 ID number)toopenthe Sales Order.
Maintain Sales Documents Scroen

so EN ila :

rr IE Te Te ne pee

5. Glick [theEditbutton) under theItemswindow. This will displayasubsequent screen where
youcan removetheDelivery Block.

Fodor arc 12, 200 SWBSCHTagProstate Prett2025 AMS00050. 000075



) Work Instruction
Remove Delivery Block from Price Support Order
(Non-Federal Customers)

Waintain Sales Documents Screen

6. Click | the Dropdown button) intheDIv. Block Reason field under the Shipping window.
Maintain Sales Documents Screen

Fm oWewaTans:mem rossarsonTan



Work Instruction
(WBSCMJ Remove Delivery Block from Price Support Order

(Non-Federal Customers)

7. From the Dropdown list, change the Delivery Block Reason from Check down paymentto

(the Blank opin).
Maintain Sales Documents Screen

130-3Sas 193BEANSGREENCAN20308 me =

= smn oe |

8 oie (ho Back button).

Pome oWesowTampmeem ewous2025AS00050. 000075



y Work Instruction
(WBSCMJ Remove Delivery Block from Price Support Order

(Non-Federal Customers)

Maintain Sales Documents Screen

BEee =

i

9. cick[E1525] tne Save button) to save your sales order.
Maintain Sales Documents Screen

| a

wo i — =

RE Cs. Tn BT RR RNre,

10. You have completed this transaction.

Frome owssowTang.Premn ras2025 AS00030. 000575



y Work Instruction
(WBSCM | Remove Delivery Block from Price Support Order

(Non-Federal Customers)

o rome EEE thetopof the screen: "SO - PS Sales: 5000033639,

Fam wesc Tang Prem ]2025AMS00050 500995



Work nstncton
Remove Delivery Block from Price Support Order
(Non-Federal Customers)

‘The transaction has been successfully completed.

Fm oWewTans:mem =]arsona



WBSCH) ReimersJ Return or Decline a Domestic Requisition

PROCESS OVERVIEW

Purpose
The purpose of this transaction s to turn or decline domestic requisitions. Order Managers from State
Distributing Agencies (SDAS). Co-ops and Indian Tribal Organizations (TOs) receive domestic
requisitions from thelr Recipient Agencis (RAs). They are tasked with consolidating these requisiions.
along with any requisitns they create in order to make Sales Ordors with ful truckloads.
An SDA, Co-op, or ITO should return a equisitn if there is a change that the Sold-To Party (RA) should
make. This feature retums the requisiion to the RAwith the Returned by Co-OporReturned by.
SDA status.
An SDA, Co-op, or ITO should decinea requisition it was entered incorrectly, duplicate requisitions.
were accidentally croated, o thera is not enough demand to lace a sales order for that commodity and
delivery date, This fealurs wil cancel the requisition.
Process Trigger
Perform this transaction o return or decline domestic requisitions.
Proraquisites.

+ Domestic requisitions with a status of Ready for Approval must exist in WBSCM.
«Requisitions must be from an RAICo-0p or SDAITO as part ofthe user's SDATTO

organization.
Portal Path
Follow the Portal path below to complete this transaction
«Select Operations tab Order Processing tab Order Management folder Consolidate

Reauisitionslink o go t the Consolidate Requisitions screen.
Tips and Tricks

+ The RIOIC acronyms i the fed tables represent Required, Optional, or Condilonal field entries.
‘s Required (R) ~a mandatory fied necessaryto complete the transaciion
> Optional (0)—anon-mandatory field not required to complete the transaction
5 Conditional (C) -a field that may be required if certain conditions are met, typically

linked to completion of a mandatory field
+ Ror to the WBSCM Help site, Froquontly Roforonced Training Matorias section, for basic:

navigational raining and ips on creating favorites, performing searches, tc.
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WBSCH) RemorseJ Return or Decline a Domestic Requisition

1. ‘StartthetransactionusingthePortalpath: Operationstab 3OrderProcessingtab Order
Management folder 3 Consolidate Requisitions link
Image: Consolidate Requisitions Scroen
J
re

Be = : i——=0 eR

2. Click + (the Hide Navigatorarrow)tominimizethe Portal menu. Note this can be done with any
transaction in WBSCM,
Image: Consolidate Requisitions Screen
ETT
ees

eo .

fr 3 atwn 8 ==od 8 =
we
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WBSCH; Reimers.- Return or Decline a Domestic Requisition

3. As required, compltelreviewthe following fields:
Field Roi Description
ordered Product. |R 0 malarial numberofthe product that has been

equested Lobe ordered.
ample:

100207
Program: G ony Used to entlyaUSDAfooddistAbuton

program.
ample:

iSLP
3 (oe)
[®  Gick teatzeosz0ps48D187F088222

DESS565861DAE251305343548863324
476A7D0BC ¥ (the Advanced
‘Options button) to enter or oxclude
multiple selections.

fsaiaTo party G que dentiying number associated Wilh
particular customer in WBSCM.

(Noto) Users can antor a Sold-To Party
[7 ora range of Sold-To Parties. Click #

(tho Advanced Options bution) to
enter or exclude mulipl sections.

[SFT Party: G que dentiying number associatod Wil a
person or company tha receivesthe material or
Fommodiis.

ample:
001600
3 (Note) Users can entera Sold-To Party
I ora range of Sold-To Parties. Click #

(the Advanced Options button) to
enter or exclude muliple sections.

[§Fip-To Davery Dat: [0 dae upon which the dlvery is expecied 1955
komploted.

3) (Note) Users can enter a Ship-To
[5 Delivery Dateor a range of Ship-To

Delivery Dates. Click ¥ (the Advanced
Options button) to enter or exclude
multiple selections.

ED te) Th user com uso 3 tho Mateheod con i ach fk1 see he approve
valuos.

GD (noi) To vor can sar by rangofata or th SoléTo ary, Ship-To Party, and

Toate, Decanter 18,2023 SWBSCH Trg -Prsremy Peper122023AMS 00030. 000684



WBSCH}  ReunorceJ Return or Decline a Domestic Requisition

Ship-To DeliveryDatefields by entering values in these fields and the corresponding To
fields for each one. For example, entering 11/01/2023 in the Ship-To Delivery Date field
and 11/30/2023 in the corresponding To field will retur al results thatmet all the other
fitring requirements and fl into the specified Ship-To Delivery Date range.

5D (ote) user can teraoa1 sar by for he Program, SokTo Pry,
Ship-To Party, and Ship-To Delivery Date fields by clicking ¥ (the Advanced Options
button) and entering thel ls of daa i th table that appears in the pop-up screen.

Image: Consolidate Requisitions Screen

wimetovose

J _.

ren SEE aoR 3 .
er Sg : a

win

4. Click [S557](the Submit button).

6D tt)inn th user uit th etd Products,WBS automaticaly bcs te
associated records, This provents multplo users from consolidating the shipments a thesame
time until the ProductMaterial i unlocked. To unlock theProductMatera, perform ono of the
following

«Log out of WBSCM using the Logoffbutton
+ Switch from one material fo another
+ Gick onaiflerent InkiView in WBSCM.

Toate,Decanter 18,2023 oWBSGH TrangPopreny Popett 122023.500030 000865



WBSCH | Work Instruction
J Retum or Decline a Domestic Requisition

Image: Consolidate Requisitions Screen

A

————

5. Perform one of the folowing
" Then
The user wants to retum a roquison Goto Steps
The user wants o decline a requisition GoloStep 10
The user wants 0 updalo the requisitions (0 Gotostep 14
complete the Retum and Decline ransactions.
Image: Consolidate Requisitions Screen

SrmE) seve wo — _—
li Gp;

FE

6. Click * (the Arrow button) on the appropriate ine to expand the proposedorderto be worked.

Train, Decora 14.2023 SWaSCHTrangProstate Pose srrz2023.5 00030.0003



WBSCM Work Instruction
J Return or Decline a Domestic Requisition

Image: Consolidate Requisitions Scroen

a fw gw

EE ——

7. Click (tne Select button) next to the requisition or proposed order to be retumed, I tis
example, the lne tem for Req No 1000631498 is selected.

(tte) hen ecing an sree arousing of runsge no). he rcuisions
within the grouping (white ines) wil automatically be selected as wel

fall he ne items on the screen noed to be selected, lick (= (the Table Selection Menu
button) and click the Select All opon. The user can aso select the Deselect All option to
deselectal ine tems.
1 muliple consecutive rows need tobe selected, the user can hold down the Shi key and select
the begining and end row Select buttons. To select non-consecuive fows, the user can hold
down the Crkeyand select individual Select buttons.

Train, Decora 14.2023 OWaSCHTrgPrsramy Peers2023AMS00030 F 000087



.WBSCH | Work Instncton
7 Return or Decline a Domestic Requisition

TT image: Comodo Requisitions Screen

A ————
Die smna : = 5B =

es ts

8. Click £77 (ine Returnbutton) tomovetherequisition to the Returned Itemstabinthevorkbeneh,
9. Retum to Step 5.

image: Consolidate Requisitions Screen

A——

10. Click * (the Arrow button) in the appropriate line to expand the proposed order tobeworked.

STarson Tond



WBSCM Work Instruction
J Return or Decline a Domestic Requisition

Image: Consolidate Requisitions Screen

eR

1. Click (the Select button)nextto the requisition,orproposed order tobedeclined. In ths.
‘example, the lino item for Req No 1000631501is selected.

9 1101 nn sect ansoot rousing of ousons rennaores
within the grouping (white fines) wil automaticaly be selected as wel.

fall the line tems on the screen noed tobeselected, lick = (tho Table Selection Menu
button) and click the Select Al option. The user can also select the Deselect All option to
deselect al ine tems.
multiple consecutive rows need to be selected, the user can hold down the Shift key and select

the beginning and end row Select buttons. To select non-consecutive fows, the user can hoki
down the Cir key and select individual Select buttons.

Teste, Doce 14,2023 ©WBSGHTrinngPropreay Pogetor2
2023. AMS 00030.F 000069



WBSCA | Work Instruction
J Return or Decline a Domestic Requisition

Image: Consolidate Requisitions Screen

Ee

12. lick % 5% (tno Decline button)to move the requisiion to the Declined tems tab in the
workbench.

13. RetumtoStep5.
Image: Consolidate Requisitions Screen

Ep

14. Click #755 (ine Update Req button) to update the entire workbench.

6D (ute thor emaror cine in toms ood to bo higher te upto to
occur,

Teste, Doce 14,2023 ©WBSCHTrane-Progra Pogear2
2023.45.00F 000000.



WBSCH | Work Instruction ) oo
J Return or Decline a Domestic Requisition

GD (ote tering te Update Ro suton, th user wil no onger bo abl 0 mks
changestotheproposedorder unless they exit andreenterthe workbenchwithout
Submiting the entriesfor order croalion. Thauseris no required to submit requisitionsfor
ordar creation at this im, but the changes wilborotained.

Image: Order Consolidation Pop-Up Screen
Ee
[emEIETT———

comers
EES) orcrun TT 0re

C= n Imm

rs

itl

15. Click [EE](theYesbutton) toconfirm therequisitionreturn.
Image: Consolidate Requisitions Screen

re

A, E
comer nnn
Ce ss REET 3rnGE a 5

GR ———
er me om fre

[i BR BR 2EEE te Eydao Zn —— =

SE
i Bb

ee of

16. Reviewthe confirmation message and ensure no errors exist updating th requisiton fines.

Toate,Decanter 18,2023 SWBSCH TrangPrey Poon10122023AMS.00030F 000061



(WBSCM Work Instruction
J Return or Decline a Domestic Requisition

5D) (oto retuned ouisivon witb sotsack0hRAwith he satus Returned by Co
Op/Returned by SDA. A retumed roquisiion is sil located in tho Returned tems tab, but
it can no longer be selecied for changes, Once you leave the Consolidation Work Bench,
he retumd tems wil no longer display.

GD ote dctnos rouision witb cancoliod an h status fh ruison wi change
{o Cancelled. A decined requisiion is stl located i the Declined lems ta, bu can no
longer be seleced for changes.

17. The transaction is complete.

Trsr econo 14,2023 oWBSGH TrgPosner poe 1122023AMS 00030F 000087
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ResuLr
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TmomirmanPE



WBSCH)  RevevonJ Review Order Status Report

PROCESS OVERVIEW

Purpose
The Order Status Report summarizes the i cycle of an order fom nial entry through receipt. In
aditon to the current ordor status, his report provides deta abou the order, including the expected
delivery dato and the type and quanty of fom(s) ordered. State Distributing Agoncies (SDAS) and Indian
Tribal Organizations (ITOs) may use tis information to coordinate deliveries with processors or other
partners. The status code are described in theSalesOrderandComplaintStatuses ob ai.
Process Trigger
This report is intended for FNS Order Managers, SDASITOS, and Ship-Tos to review delivery dates,
approval statuses, and other rdor deta.
Prerequisites.

+ Orders must existin WBSCM.
Portal Path
Follow the Portal path below to complete this transaction

+ Select Reports tab Order Processing folder3Order Status Report ink
Tips and Tricks

+ The RIOC acronyms i the fed tables represent Required, Optio, or Conditional field entries.
= Required (R) ~a mandatory ied necessary to complete th transaction
<= Optional (0)~anon-mandatory field not required to complete the transaction
= Conditional (C)a field tat may be required if certain conditions are met, typically

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

navigation training and ps on creating favorites, performingsearches,etc.
+ Referto theReporing Navigation JobAd or ps fo using WBSCM reports.

Fro a 1.2022 SWBSCH TrangPry pope 11a2023.4500030 £00004



(WBSCM} Work Instruction
7) Review Order Status Report

1. ‘Start the transaction using the following Portal path: Reports tab Order Processing folder 3.

ecient
EaeS

fi
[Somers b icEe.—-oo
ae
lien =!

2. Click * (the Hide Navigator arrow)to minimize the Portal menu. Note this canbe done with

(vt) Atvmustered tas on fhlingselectionfli: Re,Be EYpS
6D (ote Us th Tofk fo dct the por valu ofa range when noded. For example,

to search fororderswitha requested delivery date between March 1,

ErESS 5kEE



(WBSCH Work Instruction
J Review Order Status Report

Image: Order Status Report Screen

Wometorrsms ep
——cw— ©Gn me Boner [©

Sime
[gd 5 nf—s nl at

SEE = iTh :core SB :
rn1B 5

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

Field RiO/C: Descriptio
p 0 ronym used to dentlyaUSDAood disirbulon

Example:
SFP

Fog. Dalvery Date. [0 ate requestedbycustomerfordaveryofordered]
hoodsor services.

ample:
bsioti2021

G que Sidi Uber representing a Specie
terialcommodiy in WESCM.
ample:

30603
[Sold-To Party: 0 nique identifying name associated witha

particular customer in WBSCM.
ample:Bo0967

Foca rn11,2022 SWBSCH Trig Poge3t1s2023.500030 000380



WBSCH} ReviewerJ Review Order Status Report

Fiokd RoC Deserpon
[Ship-To Party: o Inique identifying number associated with a

berson or company that receives the goods.
ample:Boi 1355

Region Code: 5 ber coressendingTooneof he seven
gions whe FNS delves orders.
ample:

Forces Gros 0 Foyerorgroup of buyers response or
purchasing aciviies. Also signsa group of
pecialiss who purchase simiar foms.
ample:

20
fs 5 Ti codefor satus ofhedocument

ample:
\pproved by SDA.

3) (Noto) For more information, refer to the
{xd job aid,SalesOrderandComplaintStatuses.

reer Toe 5 assTcation coda Tor i ype oforder
Focument. Type of odors include
homesilintematonal sles order, entilement
redildebi, andro donation.
ample:loom

£2 (Note) For more information, refer to the
LA job aid, Domestic Order Code

Dofnitons.
Grae Namber Jo = Ganbe asales order RUmBer, pUrCTESE order

umber,o delivery document nurber, When
tering hs number, the recent ensures hat
rey ars recoiping again! tho corct order. I he
50of inbound to warehouse recat, oly enter

E purchase order number i hs filer
ample:Fo00050408

(Noto)In this work instruction th Order
io Number refers to a sales order.

oem owsowtemrmeen rete2025Av5.00030 £03000



(WBSCH Work Instruction
J Review Order Status Report

cl Re-DsL/Re-Don. 0 cluding re-GEiTouon o re-donaton documents.pecs 7
Example:
Es
3) Thereportautomaticallyincludes the

[i ReDisibuionRe-Donaton
documents. Change the ld value to
NO 10 omit hesedocumentsromthe

homer Recait—0 date he shipments reseed.
ample:

biisz022
(Note) Usersneedtolimit date ranges

[ED to witin ono year.
Image: Order Status Report Screen
TT
re eee ee

Weemstorrsept ~
presi ©
Goma me oe [0

Sse
ovo n .sore SEE v33 nt abwmi—a :
em +H = :as SR :ey :wn = :Dn .——mensues REE—ER yam»

4. Click Dee. 1nq Execute button)to generate the report.

Fodor ah 1.2022 SWoSCH Tang Program Pesata2023AMS00030700009



WBSCM Work Instruction

J Review Order Status Report

TTimgowersmusRoor

Sg iviET
a i

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

Field RIOIC Descriptio
FoToNams Po iaue denting name scaWTbaricuar customer im WaSCH.

—

7 5 Feaoar Shea
tatabcomposty n WEG:
—ooona

ap oRCarag Uo 0 areca Fat Gosooeso matenalcarodty n deal
ample:EEE CHED WHT CUTS 41018

fae 5 empTeooFor

ample:Br viaion
- (Note) For orders that have been

[709 received with a missing ASN, the fieldil ila he tates of Order

ram ower meanArsenTin



WBSCH]  RevewonJ Review Order Status Report

Field RoC Desergion
Received.

En (Note) The most common order
{53 ‘statuses are listed below, For more

information refertothe job aid, Sales.
Order and Complain Statuses,

+ Approved by SDA - SDA has.
‘applied the RATS requision in a
Consoldated sales order.

+ Approved by SpAgency - FNS
has approved the consolidated
Sales order from the SDA.

+ On Invitation - Sales Order is
currently on a solicitation to be.
purchased. No changes can be
made unti purchase.

+ Purchased- Purchase Order
(contact) has boen created.

+ Cancelled - Order was.
cancelled. Entilement retuned
{o customer account.

+ Order Received - Order has
been delivered to distributor,

Foquesied el Date [0 Pate requosted by customer for deliveryofordered]
sterols or commodiies.
ample:

britsiz0z1

Requested Oty. 0 {umberofsales units of mataral equesied by ha
ustomer.
ample:

40.000
3 5 i of measure upon which the price 1s typicallybased.

ample:
Ss

TE G ost of material o commodity measured in
bound.

ample:
21

GolarVaso oar amount of he Tne Tom.
ample:

pa.21.69

Fo en 11.202 owas TrangPosner Pope 71s2023.50003 F001000



(WBSCM. A Work Instruction
J Review Order Status Report

Field RioIC. Descriptio
p o Acronym used to identifyaUSDAfood distribution

ample:
iSLP

ntUBonus Indicator [0 ndicates whether the document is Entilement or
Bonus order and the program year.

ample:
BONUS-SY17,

[Ship-To Party 0 nique Identiying number associated with a
person or company that receivesthe goods.

xample:
p101252

[Sip-To Name 0 nique identlying number associated with a
person or company that receives the goods.

[Ship-To City o ie city to which the tem Is shipped.

ample:

[Ship-To State 0 ie stale lo which the materials or commodities
fare shipped.

ample:
I

[Sales Order # 0 inique identifying number associated with a sales
border in WBSCM.

ample:
[5000051561

ki o The flem number identified on the Sales Order.

ample:
00

Fllocation #/ Corr. [0 nique number to group ine ffems nto Full Truck
oads (FTL) for creating mult-stop deliveries.

ample:
913892820

Friday, March 11,2022 © WBSCM Training -Propritay Pogesal14
2023AMS.00030-F 001001



(WBSCM 3 Work Instruction
J Review Order Status Report

Field RoC rE
= (Note) For more information, refer to the

joo ‘work instruction, Consolidation fora
Molt-Stop Domésti Sales Order.

Foren Requaion? Jo ocirment Used To equest materia and Savcas.
purchase requisitions are converted o purchasebrdorsso materials can ba procured extemal.
Example:000039427

2 5 Tnefomon Topurchase reqUsIion eringothe matarialcommodty.
ample:
0

Fray. 5 ST Quanity on he purchase equEon.
Example:6.994.590

FR Base Tow 5 base nit of measurefor ha Toms on hepurchase requisition.
ample:

Purchase Order # 0 nique number identifying the Purchase Order.

ample:
100008660

FGTine Tom 5 Ti Tne amon Thepurchase ardor refering o hf
aterialsicommrty order Ine fem.
ample:

0
p 5 ST Quanityonhe purchase oder

Example:
fs.000

Frome owssowTampa rcs2025AMS00030 £00100



WBSCM | Work Instruction
Review Order Status Report

Field RIOIC Descriptio
PO Base UoM o Base unt of measure on the purchase order.

ample:
8

fondor # o Business partner number ass1gned by WBSCH
on a vendor's master records aro created.

ample:
1200030

fondor Name 6 Business partner thal provides matorials or
ervices.

ample:
mperial Freezer Services.

Purchasing Group [0 Buyerorgroup of buyers responsible for
purchasing activites. Also signifies a group of
pecialsts who purchase simiar tems.

ample:
30

5 Unique number assigned (o an Advanced
[Shipment Notification (ASN) when iti created.

ample:
fp100015132

SN aly o [Avanti on the Advanced Shipment Notfcation.

ample:
[39,950.00
£3) (Note) The ASN Qty. field displays the

{09 updated quantiyifthe vendor has
updated the ASN. For muliplo ASN,
‘each quantity is separated by a
semicolon.

ar. We Matera? [0 naicator that one package for the flem may havea|
Hiferent weigh for the same material,

ample:

pate Received 6 ie date the materials were received.

ample:
1/03/2021
3) (Note) This date reflects the most

[0  recent goods receipt date.

Foday ar 11,2022 ©WBSCHTring - Prsreary Page 001142023 AMS.00030F 001003



(WBSCM. A Work Instruction
Review Order Status Report

Field RioIC. Descriptio
ood Qty. (CS) Jo he amount of materiallcommodity received in

lodcondition, ready for use entered in cases.
isfieldisonly used when the material is a
variable weight.

ample:
[940.000

ood Qty. o The amount of materials/commodiles received in
jpoodcondition, equal tooless than the ordered
amount, in pounds (LB).

Example:
[69,950.00

Over Qty. 0 ie amount of malerials/commodiies receipted for
fo PO lineasGoodQtyor Good Qty (in CS) that
ceeds the ordered amount.

ample:
p.oo

pb o otal quantly of materials/commodities damaged
fue to transport, unloading, or improper storage.

ample:
b.oo

Received Qty UM [0 ie unit of measureof the received lems.

ample:
8

Ul. Ropts exis? [0 Report output indicating muliple receipt status.

ample:
res

[Statistical Rx.7 o [Statistical receipt refers to a non payment related
eceipl.

ample:
res

Order Type 0 Classification code for the type of order
Hocument. Type of orders include
Homestic/interational sales order, entitlement
redit/debit, and re-donation.

@mplo:
room

Friday, March 11,2022 © WBSCM Training -Propritay Page t1ol14
2023AMS.00030.F 001004



(WBSCM Work Instruction
J Review Order Status Report

(Note) For more information efer to the
IE jo sid, Domestic Order Cote

Definitions.

oc Type Deseo ecrpon of i document ypekey ar Harties
0 which group of documents this document wil be
signed:
ample:Fo -Bomestc

3 5 Gasscallon al dliguiahos between difern
pes of fama and determines how the systemProcesses he om.
ample:

fos.

6. Perfo any of the folowing, as nesced:
it “Then
The user needs to include the fields relevant to WM |
processing order modfioations and order relums 1. Click MEWELORDER, eC
from SDAS to FNS View: dropdown arrow)to displayalomativ viows for is report.

2. Solo the following view:
50_SDA_MODIFICATION_REQUEST.

The user needs to customize the report ouput.porou 1. Uso * (ho Open Settings Dislogcon)to display the Setings dialog. Select
[ColimaSEecEn| (1 Column
Selection tab) to adiremove columns and
chang he sequence of tha displayed
Columns.

sont2. Select 5 (ne Sorttab) to sor ine
rls by specifed field and direction.

3. SelectSUN(ne Calculation tab)
{oinsert a calculated vlus based on
available report ids.

Fite4. elect(no Filtr tab)to applyfiter() to your report.
5. Gick 228] (ho Apply buton) to

generat the results
6. As necessary, dick 22%(ne save

as... buon) osave your selections a5 8
new View. In the save prompi window,

Foo an 1.202 OSC Tang repre ze2023AMS00050 051005



WESCH, EniJ Review Order Status Report

" Then
enter a descriptive name.

7. cick C9 (tnoOKbutton)to go backto
he previous scroen.

The userneeds to export hereport 1
1. Select (the Export button).
2. Clik| Ewortio Meroso Exo | (ne Export

to Microsoft Excel option)to open
the report daa in Excel or a compatible
application.

3. Click ™ (the Arrow button) in the dialog.box.
4. cick OPEN ne Open option) nthe

gilog box.
5. Review and modify the report as needed.
6. As nocessary, save the Excel spreadsheet

for ater ference.
7. Close Excel

Theuserneedstoprint to PDF 1. Select EIPILOFOF (he print to POF
button) o open a formated printeady
document.

2. Clk” (ie Arrow button) in the dialog
box.

3. cick OPEN (no Open option) inthe
disog bor.

4. Roview, pint and save the PDF output as
needed.

5. Close the PDF document.

7. Tho ransacion is completo.

Fodor ah 1.2022 owas TrangPopreny [rere2023.05 00050 001008



WBSCM; ReviewJ Review Order Status Report

ResuLr
TherStu pot 1 selected CelshreTumor, aveGiroeco dle
has been displayed and reviewed, As applicable, the report may also have been customized and/orpoitebeaiiey

rmmrmarE



WBSCM;  RevewineReview Processing Status Report

a

Purpose
The Processing Status Report provides a summaryofdemand forecast for bulk material, including
those createdbyconvering ales ordors. This reporti usedfo tracing allocations of materials against
those forecasts throughout he processing lfecyce. In addition fo th forecast summary. is report
provides the expected delivery date and the type and quantity of item(s) ordered, Processor HQs, State
Distributing Agencies (SDA), and Indian Tribal Organizations (ITOs) can use this information to
coordinate dlveries with Processors or other partners.
Process Trigger
This report is ntonded for FNS, AMS, SDASITOS, Processors, and Processor HQ oreview deliverydates, approval statuses, and ther forecast and allocation Gtalk.
Prerequisites

+ Forecasts must exist in WESCM.
Portal Path

Follow the Portal path below to complete tis transaction:
+ Select Roports tab Order Processing older 3 Processing Status Report nk.

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

© Required (R) —a mandatory field necessary to complete the transaction
= Optional (O)-anon-mandatory field not requiredtocomplete the transaction
© Conditional (C) — a field that may be required if certain conditions are met, typically

linked to completion of a mandatory field
+ Roferto the WBSCM Help site,Frequent Refaronced Training Materials section, for basic:navigation traning and tps on creating favores, performing searches, oc.
+ Rolerto th Reporting Navision Job Ad for ps for sing WBSCM reports

Frome owssowTangPrem rr2025 AMS00030 £00100



(WBSCMn Work Instruction
J Review Processing Status Report

1. ‘Startthetransaction using the following path: Reports tab Order Processingfolder 3IEE
orevenees —

f—
rt =ETT —

85 :Bs =, |Bi 2

2. Click* (the Hide Navigationbutton)to minimize the Portal menu.Thiscan be done with any

9 Note Avotmustbo tres na ast neofh lovingselection fields: Roa.famnHS
® (Note) Use the To field to indicate the upper value of a range when needed. For example,

SE——rE



(WBSCM it Work Instruction
J Review Processing Status Report

Image: Processing Status Report Screen

arrvenees-—

Wkons tracesSos esr
smaron 5So 1
Ey .——— Pn 3ay nt nsie :me :

vayons 5 01 : >mE, pg—_—r——f 3 i= ip :
——trty w= }

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

F > ronym to Gentry a USDA food Grbuion
Froaram.
ample:
LP

5 ieSIG RUDRT opreRening & Speci
aterialcommdity in WBSCM.

[Sold-To Party: 0 Inique identifying number associated withaparticular custome in WESC.

[Bhip-To Party: 0 Inique identifying number associated with aBerson or company that receivesthe materials or
Bommotics.

Frome owssowTangprem ras2023 AS00030 F001015



0 Work Instruction
J Review Processing Status Report

Field RioIC. Descriptio
Region Code: o ode assigned within WBSCM hat defines a

[specific region.

purchasing Group: [0 Buyerorgroup of buyers responsible for
purchasing activites. Also signifies a group of
fepecialists who purchase similar items.

Req. Delivery Date: [0 Pate requested by customer for deliveryofordered|
aterials or commodities.

@mplo:
piot/2021

order Number: 0 is canbe a sales order number, purchase order
umber,ofdelivery document number.

£3) (Note) In this work instruction, the Order
['07 Number refers to a sales order number

that was converted into a forecast.
orecast Number: [0 unique document number which specifies the.

orecast details.

Ei 0 ie Code for status of the document.

£3) (Note)The order statuses are listed
£57 below.

«Purchased (PURC) - No
allocations have been created
‘against the forecast.

«Cancelled (CANC) - Forecast
‘was cancelled. Entitlement
returned to customer account.

«Order Received (OREC)-
Allocations) has been created
by the Processor against the
forecast.

oc. Type: 0 ythat identifies (o which group of documents
is document will be assigned.

£3) (Note)Thedocumenttypesare listed
9 below.

«Customer Forecast (ZPFR)
«Proc Transfer (ZPPA)
+ _ Proc Transfer-Credit (ZPPR)

Friday, March 11,2022 © WBSCM Training -Propritay Pogool12
2023AMS.00030-F 001011



WBSCH; revereJ Review Processing Status Report

Field ROC D ption
locaton Creation 0 o Gatewhen a Processor alocales 3Quantpate. gainst aforecast.

Image: Processing StatusReportScreen

TT
rE

Wokons Processingsa ert

ym
roe 11 .i vam}nemR em gl

pre | :mim ® acm :di itw wm 3|
ie eB :ny we}

4. ClickDesi (no Exacutobutton)togeneratethe report.

Frome owssowTangprem ras2023AS00030F051013



WBS(Mm Work Instruction .

J Review Processing Status Report

Image: Processing Status Report Screen

[——

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

Fiokd RoC Description
[Bold-To Name lo Inique identifying number associated with abartcuar customer in WBSCM.

[Sold-To Party lo Inique identifying number associated with a
bartcuar customer in WBSCM.

6 ie STG ADR apreRaning 3 Speci
atarialicommodiy in WBSCM.
ample:
00506

orarDese Sr containg Up To 10 haraciers Tal Gescrbes
materalcommodiy in detal
ample:

FOTATO BULK FOR PROCESS FRZ

Frome owssowTangPrem reais202s ws ous Foot



WBSCH; ReeveJ Review Processing Status Report

Field RioIC. Descriptio
Fratus Text o The code for status of the document.

ample:
Purchased
£3)  (Note)The only forecast statuses are.

[IF listed below.
«Purchased (PURC) - No

allocations have been created
‘against the forecast.

«Cancelled (CANC) - Forecast
‘was cancelled. Entitlement
retuned to customer account,

«Order Received (OREC)-
Allocation(s) has been created
by the Processor against the.
forecast.

Requested Del. Date [0 Pate requested by customer for deliveryofordered|
terials or commodities.

ample:
p1/1512021

Requested Qty. 0 [Quantity requested by the customer.

@mple:
10,000,000

FE o Ini of measure upon which the price 1s typically
based.

ample:
8

osULB 0 ost of material or commodity measured in
pounds.

ample:
b3s

fot Dollar Value. o Polar amount of the fine fem.

ample:
18,228.00

p o Gronym (0identify a USDAfood distribution

ample:
iSLP

Friday, March 11,2022 © WBSCM Training -Propritay Pageol12
2023AMS.00030-F 00101.



] Work Instruction
J Review Processing Status Report

Fiokd RoC
nilBons Tdcator 0 ncicatss whetherTedocument = EntlementorFons order and the program year.

ample:
TITLESY21

[EFTo Par 5 rue denying number sssogaled wihaberson or company tha receives the materials or
Fommodiics.

ample:Fooz60
5) (Noto)In this work instruction the Ship-
1k To Party refers to the Processor.

Frrrorame Jo iss Honing number ascosaled wihBerson or company tha receives the materials or
Fommodiies.

5) (Noto)In ths work instruction te Ship-
x To Name refers to the Processor.

[FroCy 6 lyTowhich The materials o commotesare
ripped.
_

[Fro sie G Ti SateToWhich the matorlsorcommodies
bre shipped.

ample:
€

5 True document maarWH species Te
orecast.
ample:[000000005

Seen? 0 que ruber denying he orecasied Tam
Example:
00

R 5 R uniausdocumentwhieh represents Te alosator]
by a Processor.
xample:
000000015

Frome owssowTampa rms2s ws use Foor



i Work Instruction
Review Processing Status Report

Field RIOIC Descriptio
location Tem # [0 ho identiication number of the flem on the

location document.

ample:
0

Tocaton Qty. 0 'e amount allocated by he Processor for the
bate.

ample:
0,000.000
3 (Note) The allocation quantity may not

[2 always match the Requested Qty.
Tocation Uo 0 it of Measure used for the allocation.

Fxample:

focation Created On [0 To Gate when a Processor allocatesa quant
hgainsta forecast.

ample:
812612020

location Created By [0 Te user IDof the porson who created the.
hilocation.

ample:
PROCESSH0001

far. We Matera? [0 naicator thal one package for he flem may havea|
Hiferent weigh for the same material,

ample:

order Type Classification in WBSCH whose value
hiferentiates order lines according to their
purpose.

ample:
pPFR

Poc. Type. Desc. [0 Pescriptonof the document type key that identiies}
0 which group of documents this document wil be
ssigned.

ample:
ustomer Forecast

Foday ar 11,2022 ©WBSCHTring - Prsreary Pogooal 12
2025AMS.00030F 001016



WBSCH;  ReveveeJ Review Processing Status Report

Fiold RioiC Descriptio ——
orocast lem Cat. [0 Tie flom category for the forecasted fem.

amplo:
fere
3) (Note) The item categories include:
es + ZPFE -Allocationwith

entilement consumption
+ ZPFX.- Alocaton without

entilement consumption
+ ZPPE- Realocation with

entilement consumption
+ ZPPX-Reallocation without

entilement consumption
3 5 aus [ening number associated with a sales

brder in WBSCM.
ample:

J5000375633
3 5 Tio lor number 1Gentiied on the Sales Order.

Example:
00

6. Perfo any of the folowing, as needed:
i Then
The user needs to view the report by breakdown DEFAULT_VIEW |]
of Ship-to parties: 1. Click = » (theView: dropdown arrow) odisplay

altemative views for this roport.
2. Seloct the MAT_OUTLAY view.

Tho userneeds(oview he report byorders that DEFAULT VIEW |]
have been received 1. Click a (theView: dropdown arrow) odisplay

altomative views for this report,
2. Select the RECEIVED_SHIPMENT view.

The userneedstocustomize the report outputRAE 1. Use © (he Open Settings Dialog icon)1o display the Settings dialog. Select
[ColumnSSR|1g Column
Selection tab)to addiremove columns and
change the sequence of the displayed
columns.

2. Select*™(tne Sort tab) to sort the
results by specified fiekd and direction.

3. SelectSHUNing Calculation tab)
to insert a calculated value based on
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i Then
avaiable report llds.

Fite4. Select"(ne Fiter tab) to apply a
iter(s) to your report.

5. Cick 29] ne Apply bution) to
generate the resuls.

6. As necessary, ick 22 (ne save
as... buon) 0 save your selections as a
nw View. In the save prompt window,
entera descriptive name.

7. cick 29] ho OK buton)togo back to
the previous screen.

Tho user needs to export heroport Pom
1. Select “#1 (ino Export buton).
2 Click] BworttoMcroson Excel| the Export

to Microsoft Excal button) 0 open
the report data in Excel or a compatible
application.

3. Click ™ (the Arrow bution) in the dialog
box.

4. Click OP" (tne Open option) in the
dialog bor.

5. Review and modify the report as needed.
6. As necessary, save the Excel spreadsheet

for latr reference.
7. Close Excel.

The user needs to pint 0 PDF 1. Seloct PRY30 (no print Version
button) to open a formatedprint ready
document.

2. Click" (the Arrow bution) in the dialog
box.

3. Click OPE1 (tho Open option) in the
dialog box.

4. Review, pint, and save the PDFoutput as
needed.

5. Close the PDF document.

7. Thetransaction is complete.

Foca arn11,2022 OWBSCH TrangPry Foon110122023AMS 00030F 001016



WBSCM;  RevewineJ Review Processing Status Report

re
The Processing Status Reportfor theselected criteria has been displayed and reviewed. As applicable,
the report may also have bean customized andlor exported o Excel or POF format.

Frome owssowTangPrem 2122025AS00050 051015
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PROCESS OVERVIEW

Purpose
The Requisition Status Report sts all requisitions created by RA Order Managers or by SDA Order
Managers on behalf of their RAs, The ropor provides order information and satus for each ine ftom and
related documents (sales order, purchase order, etc.. This report can be used to monitor activity on
roquisitions through the ordor If cycle, Status codes and their descriptionare described in the Sales:
OrderandComplaintStatusesjob ad.
FNS Order Managers can view al requisions in the system. SDA and USAID Order Managers can view
only requisitions that they or their RAS created. RAs can view only their own requisitions.
Froquent execution of the Requisition Status Report for an organization's plants andlor warehouses,
allows users to monitor material statuses, and delivery schedules,
Process Trigger
Use tis report to review delivery dates, approval status, and other deta for requisitions.
Prerequisites.

+ Requisitions must exist in WBSCM
Portal Path
Follow the Portal path below to complete this transaction

+ SelectReports tab » Order Processing folder3 Requisition Status Report nkto go 0 the
Reguisiion Status Report (Selection) screen.

Tips and Tricks
+ The RIOIC acronyms i the fed tables represent Required, Optional, or Condiional field entries.

© Required (R) ~a mandatory field necessaryto complete the transaction
5 Optional (0)~anon-mandatory field not required to complete the transaction
5 Conditional (€) ~a field that may be required f certain condiions are met, typicalylinked to complotion of a mandatory field

+ Refer othe WBSCM Help ste, Froquontly Roferenced Training Materials section, for basic
navigation training and tps on creating favorites, performing searches, etc.
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1. ‘Start the transaction using the following Portal path: Select Reports tab Order Processing

Se
rr eeners —

ee
Sowch itt iEaeet—
=e

posi 3 be
ton a » a *Ea= ;
Eye

2. Click 4 (the Hide Navigator arrow)to minimize the Portal menu. Note this canbe done with anysm
(tt) test oe valu mustbo enero incrfhlevi selocton fli:peee,Er

GD ote Us th Tofk fo dca the por valu ofa range when nsded. For example,
to search fororderswitha requested delivery date between March 1, 2021 and JanuarySL

aCo
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TeeRensa Repose

ARH
pT =

oo
iE. f721 ’. a}iy $0
TEs }ms,
ig I= i

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

id wore desc; 5 eae Henly+USORTordeotonFoam.
compl:SLE tonal scrotunen Program

Fox Says p pr Tease coer SeST]Pov oem.
ample:branes:

Fer eeER TE SSSRParia cosors sS:
aleEsmee

[Ship-to Party: 0 Inique identifying number associated with ai
ample:sso

——— TT — pnPO
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Fiold RIOIC Descriptio
Reg 0 1 the U.S. state in which the vendor or customer

esides.

ample:
A

Rea’ Reaist Number: O 75 Requisition or redistibulion number for Tie
bssociated order.

ample:
1000039427

Req/Redst Doc. [0 assiication Tat distinguishes between afferent]
ye: pes of requisition or redistribution document

pes.
ample:

reQ
> (Note) For more information, refer to the

PP job aia, Domestic Order Code
Definition

Req / Reds# Status: [0 5d for the current statusoforder.

Example:
0001
3 (Note) For more information, refer o the.
f0  job aid, Sales Order and Complaint

Statuses.
Rea. Eni/ Bonus: [0 ndicates the typeof nds.

ample:
"

[Sates Order Number: [0 nique dentiying number associated with a sales
brder in WBSCM.

ample:
l5000050962

pF G nique number identiying the Purchase Order.

ample:
100008931

[Shipment Receipt fo 7 Gate the shipment is reconved.
pate:

xample:
psi0si2021

Fedo, Moreh 11,2022 ©WBSCHTring - Prsreary Pogo ct 11
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Image: Requisition Status Report Screen

Weicneto Reuttion sa sort

Gre me Sr [0 5

s— Bo: no

4. cick @ Beetle (ine Execute button) to generate the report.
Image: Requisition Status Report Screen

[op—
Sei Bonn 10
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5. As required, complete/review the following fields:

Field [1 Descriptio
ReqRedit.DocType [0 R classification that distinguishes between afferen]

pes of requisition document types.

xample:
reQ

oaRedsl Order? fk Froauiston or redsibulon order number.
ample:

000258987

eared Tem [0 Ti fom number idontied on he requisTion or
edistibuion order number.
ample:

00
oqredst Sas [0 Tio approval process stagefor the Ine em on tl

roauisilon or the redistribution.
ample:

poroved by SDA
Ea (Note) For more information, refer to the
I" job aid, Sales Order and Complaint

Statuses.
[foieTo Party G rique entiying name associated wih a

particular customer in WBSCM.

[Sold-To Name o nique identifying name associatedwith aparticular customer in WBSCM.
amplo:

R 5 igus ortier assigned 1 a partcular FA byISDA.

[Ship-to party o Inique identifying number associated with a
person or company tht raceives the goods.

ample:

FoMaen 11.202 SWBSCH Trig Prremy prem2023.500030F 001025
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Field RioIC. Descriptio
[Ehip-to Name o Inique identifying number associated with a

person or company that receives the goods.

ample:

G nique Sx-digit number representing a speciic.
aterial/commodity in WBSCM.

ample:
130530

a 0 "ox containing Up 0 40 Characters thal describes.
the material/commodity in detail

ample:
EREAL CORN FLKS -SUBST

product hierarchy [0 Iphanumeric character string for grouping
aterials by combining various characteristics.

ssed for valuation and pricing purposes.

ample:
EREALICORN AND RICE/BOX

Requested Del. Date [0 pate requested by customer for deliveryofordered|
aterials or commodities.

ample:
pi2412022

p 0 Gronymused (0 identify a USDAfood distribution
program.

ample:
SFP.

nilementBonus Ind [0 ndicales whether the document is Entilement or
Bonus order and the program year.

ample:
NTITLECY16

Requested Qy. o {umberofsales units of material requested by the
ustomer.

ample:
[250.000

Friday, March 11,2022 ©WBSCM Training -Propritay Pagal11
2023AMS.00030.F 001026
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Field ROC Desergion
E > nit of measure upon which the price 1s typicallybased.

ample:
s

Dota vate 0 Pofar amount of hr ne Tom.
ample:

260.96

fs 5 nique Tdeniying number associated wih a salesbrder in WBSCM.
ample:

5000050706

[Eales Order tomo em number dentiied on he Sales Order.
ample:

boo

[Fetes Order Status o Tia approval process stage for ha Ine tem on thel
bales order.

ample:
\pproved by SDA

al (Note) For orders that have been
[2 receipted with a missing ASN, the

‘Sales Order Status field wil display the
status of Order Received.

3) (Noto) The most common order
sd ‘statuses are listed below. For more

information refer to the job aid, Sales
Order and Complaint Statuses.

+ Approved by SDA - SDA has
applied the RA's requisition in a
consolidated sales order.

+ Approved by SpAgency - FNS
has approved the consolidated
sales order from the SDA.

+ On Invitation - Sales Order is
curently on a sofcation fo bo
purchased. No changes can be
made unti purchased.

+ Purchased- Purchase Order
(contract) has been created.

+ Cancelled - Order was.
cancelled, Entifement retuned
to customer account.

+_ Order Received- Order has

Fo en 11.202 owas TrangPosner Peper112023.4500030£ 001037
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Field RioiC Descriptio 1

CL]
Furchase Odor? 0 que Auber Gentiing Te Purchase Order.

amplo:100008939

F 5 ne lem on the Purchase Order.
ample:

pate Rocaned 6 Tio Gate Th materials wore recanved.
ample:

bsioar2021
3) (Note) This dato reflects the most
[© recent goods recoipt date.

6. Perfo any of the folowing, as needed:
it Then
The user needs to customize the report output 1. Use" (to Opon Settings Dialog

icon) to display the Setings dialog.
2. Select COMMASSIEEHN| (ne Column

Soloction tab)to addiremove columns and
change the sequence of the displayed
columns.

3. Selectl>I (ne Sorttab)tosort the
resulsbyspecified field and direction.

Cacuiston
4. Select “EL (the Calculation

ab) to insert a calculated value based on
avaiable report fields.

5. Select! Pr tne Filter tab) to apply.
iter(s) to your report.

6. cick 21] no Apply buon) 0
generate the resuls,

7. As necessary. cick S955 (no Save
as... button) o save your selections as a
new View. In the save prompt window,
entera descriptive name.

5. click [96] (he OK bution)togo back to
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i Then
the previous screen.

Tho user needs to export he roport Toned
1. Select P14 (the Export bution).
2. Click EXPortto Microsoft Excel

(iheExport to MicrosoftExceloption) to
open the raport data in Excel ora
compatible application.

3. Gick * (theArrow button) in the dialog
box.

4. Click OPE" (tho Open option) inthe dialog.
box,

5. Review and modify the report as needed.
6. As necessary, save the Excel spreadsheet

for later reference.
7. Close Excel.

Theuserneeds pIOPOF 1. solout SPIBFOR (ng printto POF
button).

2. Click * (the Arrow button) in the dialog
box.

3. Click OP" (tne Open option) in the dialog.box.
4. Reviow, print, and save the PDF output as

needed.
5. Close the PDF document.

7. Thetransacton is complete.
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Resur
The Requisition Status Report for the selected criteria has been displayed and reviewed, As applicable,remy hs ve hhcuorenhpana ret SOot
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PROCESS OVERVIEW

Purpose
The purposeofthis ransacton isto sat the entitlement thresholds or tolerancefor a Sate Distribution
Agency's (SDA's) Recipient Agencies (RAs). The SDA Org Admini able (0 set the entilsment tresholds
by going int the Maintain Organization screen. Eniilemont threshold notification allows SDAStobe
oti when RAs reach dofined enlifement threshold porcentage. Entilment threshold stop order
allows SDAS to ensure that RAS do not ent orders in WBSCM beyond the defined threshold
percentages definedfo the Program.
Process Trigger
Perfor ths transaction to set nolfication and stop order percentage thresholds.
Prerequisites.

+ Sold-To Party must exist
+ Sold=To Party mustbo assigned underan entilement program

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

+ Select Admin tab Organization Maintenance tab Maintain Organization ink > Update
my Organization ink to go to the Update my Organization scree.

Tips and Tricks
+ The RIOIC acronyms in th fod tables represent Required, Optional, or Condilonal field entries.

‘© Required (R) ~a mandatory fied necossaryto complete the transaction
5 Optional (0) — a non-mandatory fisld not required to complete the transaction
© Conditional (C) —a fild that may be required fcerain condions are met, typically

inked to completion of a mandatory field.
+ Rofor to the WBSCM Help sito, Froquantly Roforonced Training Materials section for basic

navigation taining and tis on creating favorites, performing searches, etc.
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——
1. ‘Start the transaction using the Portal path: Admin tab 9 Organization Maintenance tab 3Wana organization

nsge: Wantan Organization Screen

2. Click * (the Hide Navigator button) to minimize the Portal menu. Note that this canbe doneionarancon  BSON.

rrmromJ
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Image: Maintain Organization Screen
eoa oT
ET]eee
[——

3. Click beecmuussais (ino Update my Organization lnk).
Image: Update my Organization (Address) Screen
a—

rmsem
naam,

Chae

=

4. Click Mss(the Miscellaneoustab)to viewtheEntitlementThresholds.

FonFoor 2.2008 OWBSCMTing-Propraany Pagesor
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Image: Update my Organization (Miscellancous) Scroon

oe ema
m—
Cm, ==
——SS. -

ser a

=

5. Cloapproprit ed nn Notation Praniges secon ostth notcaion
percentagefor the desired program. In ths example,= (the NSLP Notification% drop-down) is
selected,

(vce) 50 order manageri recoio a weekly ama can fo ach antoment rogram
With a consolidated ls of allRASwho have exceeded the notification percentages threshold of
their entilement budge.
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Image: Update my Organization (Miscellaneous) Screen
a —
aii

spe———
om, ma =n
Pe

—
fa ==

6. ‘Select the appropriate notification percentage fromthe list. Inthis example, * (the 90%option)
is selected.

Image: Update my Organization (Miscellaneous) Screen
i ST

— =a
ie
es
FEE)

Isom—
rmpmEE
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7. Clickthe appropriate field in th StopOrder Percentages section 0 st the stop order percentage
for the desired program. In this example, 1 (the NSLP Stop Order% drop-down) i selected.

9 it) Orcs ant hs spnnso rrprcentges ysl i entender
a particular program, they wil no longer be able to place orders. When attemping to submit a
requisition fo approval, a hard stop error message displays.

Image: Update my Organization (Miscellaneous) Screen
ere ye

a—
Cm =n

8. Soloct the appropriate stop order percentage fom the drop-down lis In this oxample, = (iho
90% option is selected.
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Image: Update my Organization (Miscellaneous) Screen
a

SS,ree

s——
Ee my
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9. Click[55% (the Submitbutton)tosavetheselectednotification andstoporderpercentages.
Image: Update my Organization (Miscellaneous) Screen

di
TS,ree
Sous.
me sn
erm wn
mn
mn
mommy

Issn
EEmmienmad

w=

10. The transaction is complete.
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resuir
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