WBS( M A Work Instruction
l J Set NW Non-Delivery Dates

Purpose

The purpose of this transaction is for State Distributing Agencies (SDAs) and Indian Tribal Organizations
(ITOs) who place multi~food orders in WBSCM to establish non-delivery dates (dates when they will not
be able to receive deliveries from the national warehouse). Using this transaction, an SDA or ITO may
also display their current delivery calendar including all delivery and non-delivery dates and times already
established in WBSCM.

Process Trigger
Use this procedure to display your warehouse delivery schedule and to set up non-delivery dates.
Prerequisites
o None.
Portal Path
Follow the Portal path below to complete this transaction:
o Select Operations tab @ Order Processing tab & NW Delivery Calendar folder ® Maintain
National Warehouse Delivery Calendar link to go to the Maintain National Warehouse Delivery

Calendar screen.

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o A Conditional field: an entry that becomes required as a result of entering something
previous to it, which then deems it required
o  An Optional field: you may enter information in an optional field, but an entry is not
required for the completion of the transaction
. Refer to WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.

Reminders

. Remember to check your work
. Refer to the Help Option (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
NW Delivery Calendar folder & Maintain National Warehouse Delivery Calendar

Maintain National Warehouse Delivery Calendar Screen

ne n
Maintain Rational Warehouse Dedvery Calendar
oL 4
Setecton/Source Deltvry Calendar
rgenzasen

O e UpicadsDowriceds 0304002038 X Dept of Agriculure 'w.
$rons musiony
0O Shoment Recests C .‘,(D
2. Click # (the Hide Navigator button) to minimize the Portal menu. Note that you can do this with

any transaction in WBSCM - not just fulfillment transactions.
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Maintain National Warehouse Delivery Calendar Screen

D e WBSCM

Operations
Order Processing

Maintain National Warehouse Devery Calendar | Back =
»

Seloction/Source Defivery Calendar

Done V/ Truzted stes #100% -

3. In the Organization field, click = (the Dropdown button) to select the name of your SDA/ITO.

For this example, we selected (the 0004000038: KY Dept. of Agriculture option) from the list to
set up non-delivery dates for the Kentucky Department of Agriculture.
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Maintain National Warehouse Delivery Calendar Screen

D o : WBSCM

Done V' Trusted stes R100% -

4. In the Ship=To Location field, click ™ (the Dropdown button) to select a ship-to location.

For this example, we selected th_ption.
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Maintain National Warehouse Delivery Calendar Screen

- WBSCM

V Truited stes Hioow -

5. Click @] (the Matchcode button) next to the Program field to select a program from a list of your
associated programs.
@ (Note) You can enter the program abbreviation directly into the field. For example, CSFP.
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Maintain National Warehouse Delivery Calendar Screen

USDA United States Depatment of Aghcuture
SR \Veb-Based Supply Chain Management

I 108 1 1 1 I I

bare  Truted stos Hioo% v -

6. Click = (the Blue Box) next to the appropriate program option. In this case, we selected
the CSFP option.
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Maintain National Warehouse Delivery Calendar Screen

O e e e T R WBS CM
e e e T e |

Order Processing

Maintan ationl Viarehouse Detvery Caendar

L L I
; is

(B8] [ cancer] |
Irvasrgkid o)  Trasted stos #100% -+
7.  click [9€] (the OK button) to select the highlighted program.
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Maintain National Warehouse Delivery Calendar Screen

D2 ; e WBSCM

Do V Truited stes Hoow -

8. Click T (the Calendar button) next to the Calendar Start Date field to select the date from the
calendar.

@ (Note) You can enter the date directly in the Calendar Start Date field.
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Maintain National Warehouse Delivery Calendar Screen

2 : : WBSCA

jrrasoghovod0); V Trusted stes w00% -

9. Click [Go] (the Go button) to display a calendar that corresponds to the Organization, Ship To
Location, Program, and Calendar Start Date listed in your criteria.
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Maintain National Warehouse Delivery Calendar Screen

) WBSCM

Order Processing

Setocton Source Defivery Calencar

Day of Weet ¥ rrequency: (01 Start Date [ A

€ Provious veur | vewi your 3]

Dacember 2012 b
M T e T R a5
@ 1|2
Bl s|eizis)s
B0 11 1213 14596
17 0 9020 2 22
B 24 25 20 27 28 23 30
W

A [ on Daivary Dase

Save Chasges || Cancel Changes || Back to Selection |

10. Scroll to the bottom of the screen. You will be able to see the current delivery calendar. Dates
when you can receive deliveries at any time during the day are indicated in light blue. Dates
when you can receive AM deliveries are indicated in yellow. Dates when you can receive PM
deliveries are indicated in green. Non-Delivery Dates are indicated in red.
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Maintain National Warehouse Delivery Calendar Screen

2 WBSCM

Save Changes || Cancel Changes || Back 1o Selection

Dore J/ Trused stes 00w -

1. Click 2 (the Matchcode button) next to the Day of the Week field to select a non-delivery day
of the week or enter the day directly into the field.
As required, complete/review the following fields:
Field R/O/IC  Description
Day of the Week: R Day of week when you do not want to receive deliveries.
This could be a recurring date (i.e. | do not want to receive
deliveries on any Tuesday in the winter) or one-time dates
(i.e. I do not want to receive deliveries on Tuesday, the 30th
of October).
Example:
Tuesday
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12.

Maintain National Warehouse Delivery Calendar Screen

USDA irmosemomummstrgens - PP WBSCM
[tone WEEl sgoio | pegots fpp [ |

Order Processing

Martam Raticeal Warehouse Desvery Cabendar

Selection/Source Defivery Calendar

Repeat On
Calendar
Mo Ty Ve T Br Se S Mo Te W Th & 5 5S¢ Mo Te e Th & Sa Sy
W ::as e M 1234 W 2
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Click | (the Blue Box) next to the appropriate day option. In this case, we selected the
Tuesday option.
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Maintain National Warehouse Delivery Calendar Screen

e oo Sonet gty e anog ome kY Orderdanage: T WBS (M
Lpone Il s | Reots J b0 1 |

Order Processing

Maintan Haboesl Warehouse Devery Catendar

o

Selecton Source Delivery Calendar

Repeat On

13. click [2€ (the OK button) to select the highlighted day.
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Maintain National Warehouse Delivery Calendar Screen

D: WBSCM
e e e ] |

Order Processing

| Back =
»
Selection/Source Delivery Calendar
Repeat On
Day ofWeet [TUESDAY Y Frequency: [ ] starDate: i (A
Calendar

Save Changes | [ Cancel Changes || Dck 1o Selection

Dore V Trusted stes H1o% -

14. Click (the Frequency text box) to enter the frequency. In this case, we entered 08 in the
text box.
As required, complete/review the following fields:
Field R/O/C  Description
Frequency R Frequency of Tuesdays when you do not wish to receive
deliveries. For example, we entered 8 in this field, which will
block off the next 8 Tuesdays, so that we do not receive
deliveries on those dates.
Example: 8
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Maintain National Warehouse Delivery Calendar Screen

DA
WBSCM
e e
Order Processing
1 Back =
Selection/Source Delivery Calendar
——
Repeat On
Day of Weet [TUESDAY Y Frequency: [ ] starDate: i (A
Calendar

Nea-Debvery Dates

Decerber 2012 »

N il il st
- Fl s L_EICE) T 3
;-: ::? 12 4 11 W
“ - 2 s
a -« W
15. Click (the Start Date text box) to enter the start date orclick the calendar icon to
select a date from the calendar. In this case, we entered 10/23/12.
As required, complete/review the following fields:
Field R/O/C  Description
Start Date R Date when the non-delivery dates should start. By entering
10/23/2012 in this field, we have indicated that the eight
Tuesdays following 10/23/2012 will be blocked out as non-
delivery dates.
Example:
10/23/2012
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Maintain National Warehouse Delivery Calendar Screen

Ordar Processing

WBSCM

Setecton Source Detivery Calerar

Date funcsens:
& Nen-Detvery Dates

ALL Day 4
LY I ¥on aimary Dase

Save Changes | Cancel Changes || Back to Selection |

[ Prevous vear | ext yeur 3]

| mash =)

Ivasoekorod0);
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Click (the Add button) to add the new non-delivery dates to the calendar.
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Maintain National Warehouse Delivery Calendar Screen
2 : = WBSCM

Repeat On
Day of Weet [TUESDAY D Frequency: [0 | stepate (o202 [ Ase
Calendar

Date funceas.
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Save Changes | [ Cancel Changes | [Back 1 Sewction
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17. After adding any non-delivery dates click Save Changes (the Save Changes button) to save your
changes.

Q (Note) The non-delivery dates are indicated in red.
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Maintain National Warehouse Delivery Calendar Screen

o e WBSCM

Operations
Order Processing
Maintain Nationsl Warehouse Dewery Calendar | Bask =
» —
[ changes Saves Suzcesstuy M
Selection Source Delivery Calendar
Repeat On
Day of Weet [TUESDAY Y Frequency: (08 | sumpate (10232012 Iy [Ad6]
Calendar
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Save Chonges | Cancel Changes | [ Back to Selection | =
Done / Trated stes #ioon -
18. Confirmation Message Displays.
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Maintain National Warehouse Delivery Calendar Screen

ply Ch anagement

Admin | Reports

Weicome KY User

»

Maintain National Viarehouse Delivery Calendar

Selection/Source Defivery Calendar

|

0] Frequency. [0

November 2012
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Save Changes || Cancel Changes || Back o Selecton |
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B [ad]

4 Previous Year | Next year b

You can select individual non-delivery dates by clicking the dates directly on the calendar. The
day will turn orange to identify that it has been selected. If you select multiple dates on the
calendar this way, the previously selected date will change back to its initial status color.

In this case we clicked 22 (the 29th day).

@ (Note) Refresh the calendar when finished to confirm your changes (Steps 20-23).

Friday, March 12, 2021

© WBSCM Training = Proprietary

Page 19 of 24
2023-AMS-00030-F 001057



NAIDCC 1A ! Work Instructi
WBS(M ) Sgt I\rl1\slvmlzlg:1-Delivery Dates

Maintain National Warehouse Delivery Calendar Screen

Welcome KY User

Management

Maintain National Warehouse Delivery Calendar
»
Selection’Source Defivery Calendar

Day of Wast: 5] Frequency. [01 | Star Date T [Add]
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[Save Changes || Cancel Changes || Back o Selecton |

20. We clicked 22 (the 30th day) to be non-delivery date. Notice that the 29th is no longer orange.

Click (the Save Changes link).
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Maintain National Warehouse Delivery Calendar Screen

Welcome KY User

Maintain National Warehouse Delivery Calendar | Bagt F =
»

Selection/Source Delivery Calendar

(=)

Repeat On
Day of West I0] Frequency: [0f Start Date I [Add
Calendar
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& Non-Delivery Dstes

ALL Day A
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21.  Click (the Back to Selection link).
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Maintain National Warehouse Delivery Calendar Screen

Welcome KY User

»

Grganizaton: *

Ship-To Locabon
Program * |csFe [w]
Calendar Stari Dats: * [10232012 [T

22. click [€2] (the Go link) to refresh the calendar.
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Maintain National Warehouse Delivery Calendar Screen
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[
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23. Notice that the 29th and the 30th are both indicted as non-delivery dates. The 30th will change
from orange to red when the next non-delivery date is selected.

You have completed this transaction.

@ Use the same process to remove non-delivery dates. (Click the non-delivery date and it will turn
orange. Save your changes and refresh the calendar. The date will change to white, which

signifies no status.)
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RESULT

The transaction has been successfully completed.
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Purpose

The purpose of this transaction is for SDA/ITO Recall Specialists to fill out and submit the Recall Survey
Response Form on behalf of their RAs and Ship-Tos. This form is generated in WBSCM to account for all
inventory that is being recalled. This procedure describes the steps to access and submit findings for a
recall. SDA/ITOs should communicate all recall information with their RAs and Ship-Tos,

Process Trigger

Use this transaction to display, complete, modify, or submit a response form on behalf of the organization
and suborganizations in WBSCM.

Prerequisites

Recall case must exist in WBSCM.

Current date must be before the response deadline.

SDA/ITO accessing the form must be assigned to the recall case.

Recall Specialists and Recall Contacts have at least 2 Recall Communication Methods set up in
their User Profile.

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

o Select Operations tab @ Recall Administration folder @ Access Recall Survey Response
Form link to go to the Access Recall Survey Response Form 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 Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.
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PROCEDURE

1. Start the transaction using the following Portal path: Operations tab @ Recall Administration
folder & Access Recall Survey Response Form link.

Image: Access Recall Survey Response Screen

Home Operations Admin Help

Recall Administration

! Operafions > Recall Adminisirafion = Access Recall Survey Responsc Form Full Screen || Opfions v
- Access Recal Survey Response |}
Disgiay FNS Recall Welcome to the Recall Survey Response Form
View Business Partners Impact... Organization

ORI ) |

Liat of Recall Reaponses

Note: Select any row below to view the cetalls of that rasponse
Case ID Product Preduct Description Vendor  Vendor name Rosponse status  Lac
136 100428 = PASTA MAGARONI PLAIN ELBOVY PKG-24/1 LB | 1010108 Gomplete 1"
135 100008 | CHEESE CHED RDU FAT YEL CUTS4/0LB | 4005792 In-Process 11/
42 100397 | PEANUT BUTTER SMOOTH DRUM-500 LB 1000750 10/
131 100425 PASTA MAGARONI PLAIN ELEOVY PKG-24/1 LB | 1002487 In-Process 1"
138 100428 | PASTA MACARGNI PLAIN ELBOV PKG-24/1 LE 1002497 In-Process 11/
135 100008 | CHEESE CHED RDU FAT YEL CUTS-4/10 LB 1010109 Complete 1/
135 100428  PASTA MACARONI PLAIN ELEOW PKG-24/1 LE 1002497 1"
42 100397 | PEANUT BUTTER SMOOTH DRUIM-500 LB 1000286 10/
42 100387 = PEANUT BUTTER SMOOTH DRUIM-500 LB 1000251 10/
91 100158 | BEEF FINE GROUND FRZ CTN.40 LB 1000634 09/
Vic

< >

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: Access Recall Survey Response Screen

Home Operations Admin Help

Recail Administration

Operafione > Recall Administraton > Access Recall Survey Responzs Form Ful Scraen || Optiona «

Welcome to the Recall Survey Response Form
Organization

List of Recall Responzes

Nate: Select any row below [o view the delails of that response

Caee D Product Product Descnption Vender  Vendor name Response statue  Last update -
136 100425 PASTAMACARONIPLAIN ELBOW PKG-24/1 LB 1010103 Jomplete 11152017
138 100008 CHEESE CHED RDU FAT YELCUTS.4/10 LB 4005792 In-Process 111812017
42 100397 PEANUT BUTTER SMOOTH DRUM-500 LB 1000750 10/11/2012
131 100425 PASTAMACARONIPLAIN ELBEOW PKG-24/1 LB 1002497 In-Process 11152017
136 100428 PASTAMACARONI PLAIN ELBOW PKG-24/1 LB 1002497 In-Procase 1116/2017
135 100008 CHEESE CHED RDU FAT YEL CUTS-4110LB 1010109 omplete 111612017
1358 100425 PASTAMACARONI PLAIN ELEOW PKG-24/1 LB 1002497 1TIN62017
42 100397 PEANUT BUTTER SMOOTH DRUM-500 LB 1000288 10/11)2012
42 100397 PEANUT BUTTER SMOOTH DRUM-500 LB 1000251 10/11/2012
91 100158 BEEF FINE GROUND FRZ CTN-40 LB 1000634 09/20/2013 =
3. SDA/ITO Recall Specialists use the Access Recall Survey Response Form screen to select recall

response forms assigned to their organization by an FNS Recall Specialist.Click s (the Vertical
scrollbar) to display additional cases as necessary.

@ (Note) To ensure the recall is properly communicated, Recall Specialists and Recall
Contacts must have at least 2 Recall Communication Methods set up in their User
Profiles. Recall Communication Methods may only be set up by the Recall Specialist or
Recall Contact on their own profile. For more information on how to configure Recall
Communication Methods, refer to the Maintain User Profile work instruction.

@ (Note) In the List of Recall Responses section, Response Status refers to the status of
the response form, which may be one of the following:

e Open (or blank) - Forms that have not been started.
In-Process - Forms that have been saved but not yet submitted by a Recall
Specialist. These forms can be accessed and modified by the assigned Recall
Specialist at any time. Forms in this stage have not been submitted to the USDA.
¢ Completed - Forms that have been saved and submitted to the USDA, and can
be modified only by an FNS Recall Specialist.
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4. As required, complete/review the following fields:
Field R/O/C Description
Case ID R unique identifying number associated with the Hold or
Recall case.
Example:
1
Product R ubstance or commodity that is bought or sold on a

mmercial basis, or is used, consumed, or created in
production; a product can also be a service. Also, a
number identifying a material master record.

Example:
100158

Product Description R Information used to characterize a material.

Example:
Ground Beef -100158 4/10 Ib Chubs

Vendor R Business partner that provides materials or services.

[Example:
1000634

\Vendor name R Business partner that provides materials or services.

|Examile:

Response status R Status of the Recall Survey Response form.

Last update R IMost recent date for update.

Example:
9/20/2016
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Image: Access Recall Survey Response Screen

Home Operations Admin Help
Recall Administration
Operations > Recall Administraten > Access Recall Survey Reeponse Form Full Scraen || Options ¥
Welcome to the Recall Survey Response Form
Organization

Sold-to party. 4000578 Name _

List of Recall Responses

Note. Select any row Delow Lo view [he delails of thal respense.

Case ID Product Product Descnption Vendor  Vendor name Response status  Lastupdate &
135 100008 CHEESE CHED RDU FAT YEL CUTS-4/10 LB 1010109 Complete 1111612017
135 100428 PASTAMACARONI PLAIN ELBOW PKG-24/1 LB 1002497 11182017
42 100307 PEANUT BUTTER SMOOTH DRUM-5C0 LB 1000238 107112012
42 100397 PEANUT BUTTER SMOOTH DRUM-500 LB 1000251 107112012
91 100158 BEEF FINE GROUND FRZ CTN-40 LB 1000534 09202013
112 1003432 CORN FRZ CTN-30 LB 1000550 Complete 06/06/2016
12 100351 BEANS GREEN FRZ CTN-30 LB 1000550 Gomplete 06/06/2016
122 100008 CHEESE CHED RDU FAT VEL CUTS-4/10 LB 4005792 Complete 0872212017
133 100496 RICE US#1 MEDIUM ORAIN BAG-25 LB 1010109 1141312017

137 100496  RICE USE1 MEDIUM GRAIN BAG-25 LB 1002497

| = View Detais

TNY2007 =

5. Click (the Selection box) next to Case ID "91" to display the Access Recall Survey
Response Form.

_@ (Note) The Response Header section identifies the product, vendor, and other details about the
recall. The Recall Specialist enters disposition quantities for the recalled product and related
information in the Product Inventory / Disposition section.
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Image: Access Recall Survey Response Form Screen

Home Operations

Recall Administration

Admin Help

Operatons > Recall Administration > Access Recall Survey Response Form Full Screen || Options ¥
Welcome to the Recall Survey Response Form
Organtzation
List of Recall Responses
Note: Salect any row below to view the defails of that respenae.
CaseID Product Product Descripfion Vendor  Vendor name Response stalus  Last update  *
138 100008 CHEESE CHED RDU FAT YELCUTS.4110 LB 1010109 Complete 11/15/2017
135 100428 PASTA MACARONI PLAIN ELBOW PKG-24/1L8 1002497 11/15/2017
42 100397 PEANUT BUTTER SMOOTH DRUM-500 LB 1000256 10/11)2012
42 100397 PEANUT BUTTER SMOOTH DRUM.SCO LB 1000251 10/11/2012
i 91 100158 BEEF FINE CROUND FRZ CTN-40 LB 1000534 09/20/2013
12 100343 CORN FRZ CTN-30 LE 1000550 Complete 06/06/2016
112 100351 BEANS GREEN FRZCTN.Z0LB 1000550 Complete 06/05/2016
122 100008 CHEESE CHED RDU FAT YEL CUTS-4/10 LB 4005792 Gomplete 087222017
133 100496  RICE USE1 MEDIUN GRAIN BAG-25 LB 1010109 1MA132017
137 100496  RICE USH1 MEDIUM GRAIN BAG-25 LE 1002497 1142017 |~
= View Detaids
; @p View Details . H
6. Click [ = View Details | (the View Details button).
Image: USDA Recall Response
Home Operations Admin Help
Recail Administration
Operafions > Recall Administraton > Access Recall Survey Responss Form Ful Scraen || Optiona v
Recall Survey Response Form: Inventory and Disposition Details A
Response Header
@ Back save [de Submitto USDA
Case: |91 DN - 100155 410 b Crubs
Sold To Crganization: 4000578 _
Product [100158 BEEF FINE GROUND FRZ CTN-40 LB
Vendor. 1000634
Respongze Status:
Reeponae Last Updated: 109/20/2013
Response Deadline: |09/30/2013
Product Inventory and Dispoaition
Unit of Measure. CS
Quantity of preducts received
Cuantity served pnor fo recall
Quanlity on hand
Quantity on hold or raturned fo vendor:
Quantty re-donated I
Quantity destroyed
Quanfity unaccounted for.
Destnicaon documentation on file: [
Comment for unaccounted product ‘
Number of ilinesses orinjuries: q\
Descripfion of liness or injury ‘ v
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7. As required, complete/review the following fields:
Field R/O/C Description
Product R ubstance or commodity that is bought or sold on a

mmercial basis, or is used, consumed, or created in
production; a product can also be a service. Also, a
number identifying a material master record.

Example:
100158

Product Description R Information used to characterize a material.

Example:
round Beef - 100158 4/10 Ib Chubs

Response Status: R Status of the Recall Survey Response form.

Response Deadline: R Designated deadline for SDA to provide a completed
Recall Survey Response form.

[Example:
09/30/2013

Unit Of Measure: R Unit by which quantities are to be measured.

[Example:
CS

Quantity of products R Number of items received by RA/Ship-to.
Feceived:
[Example:
2,000.00

Quantity served priorto JO Quantity of product that was served prior to the recall
recall: being issued.

[Example:
100

Quantity on hand: R Quantity of product that is currently on hand based on
the most recent inventory count.

[Example:
2,000.00
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Field R/O/C Description
Quantity on hold or O uantity of product that is currently on hold or has been
returned to vendor: eturned to the vendor.
Example:
0
Quantity re-donated: 0 uantity of product that has been or will be re-donated to
nother organization.
Example:
20
Quantity destroyed: 0o Quantity of product that has been or will be destroyed.
[Example:
10
8. Perform one of the following:
If Then
A record of the quantities being destroyed is on file Click [/ (the Destruction documentation on file
checkbox).
There is no record of the quantities being Go to Step 10.

destroyed on file

@ (Note) The Recall Specialist enters disposition quantities for the recalled product in the Product
Inventory / Disposition section.
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Image: Access Recall Survey Response Form Screen

Home Operations Admin Help

Recall Administration
Full Screen || Options ~

Operafions > Recall Administraton > Access Recall Survey Response Form
Recall Survey Response Form: Inventory and Disposition Details ~
Reeponse Header
@ Back [H] Save [f Submitto USDA
Case: |91 ound Eeef-100152 4/10 Ib Chubs
Sold To Qrganization: 4000578
Product 100158 BEEF FINE GROUND FRZ CTN-40 LB
Vendor. 1000634
Response Stalus:
Response Last Updated: | 09/20/2013
Response Deadine: [09/3012013
Product Inventory and Dizposition
Unit of Mcasure: CS
Quantty of preducts recerad 2,000.000
Quantity served prior fo recall 100
Quantity on hand 2,000.000
Quantity on hold or raturmed fo vendar _450‘
Quanfity re-donated 20
Quantity destroyed i 10
Quantty unaccounted for: 2,000.000
Desirucion decumentation on file V)
Comment for unaccounted product:
Numbear of inessas or Injures >—0}
Descripfion of liness or infury. ‘ v
9. As required, complete/review the following fields:
Field R/O/C Description
Comment for C ree form text field to enter a comment for any
unaccounted product: naccounted product.
(Note) The Recall Specialist must enter
a comment in the Comment for
unaccounted for product field for all
unaccounted for product that is or will
be destroyed.
Number of ilinesses or |O The number of people who reported illnesses or
njuries: njuries related to the consumption of the product
being recalled.

[Example:

2

Description of lliness |C Free text field used to summarize the symptoms
or injury: that were experienced by the people who reported
linesses and injuries.

@ (Note) If the recall caused any illnesses
or injuries, the Recall Specialist must
include the number of injuries in
the Number of iliness or injuries field
and a description of the injuries in the
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Field

R/O/C Description

Description of lliness or injury field.

10. Perform one of the following:

If

Then

The form will be completed later and the user Go to Step 11.
needs to save progress without submitting to

USDA

The form is complete and needs to be submitted to Go to Step 12.

the USDA

@ (Note) Note the three buttons in the Response Header section: each button can be used as

follows:

Back - Returns to the previous screen without saving. Does not save any changes to the
form. When reviewing a previously submitted form, the Back button may be the only
available option in the toolbar.

Save - Saves progress on the form and changes the status to "In-Process". FNS will be
able to view the responses; however the SDA/ITO Recall Specialist can make changes to
the form as needed.

Submit to USDA - Submits the form to USDA for review and changes the status to
"Complete". At this stage, the SDA/ITO Recall Specialist can no longer edit responses,
but an FNS Recall Specialist can make changes as needed.

11.  Click =538 (the Save button) to save the entries.

@ (Note) After clicking the Save button, the status changes to "In-Process" and a message displays
"Response Saved / Updated".
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Image: Access Recall Survey Response Form Screen

Home Operations Admin Help

Recall Administration
Operafions > Recall Administraton > Access Recall Survey Response Form Full Screen || Options ~

~
Your responac was updated and Saved.

Recall Survey Response Form: Inventory and Disposition Details

Responsc Header

¢! [ Submitto USDA

Case: |91 ound Becf -100158 4/40 b Chubs
Sold To Organization: 4000575

Product 100158 EEEF FINE GROUND FRZ CTH-40 LB
Vendor. |1000624
Response Stalus:
Response Last Updated: |07/24/2018
Response Deadline: |09/30/2013

Product Inventory and Dizposition
Unit of Measure. €S
Quantity of preducts receivad 2,000.000
Quantity served pnor to recall: 100.000

Quanlity on hand 1,900.000

Quantity on hold or retumned fo vendor: 50.000
Quantity re-donated 20000

Quantity destroyed 10.000

Quanfity unaccounted for 1,820.000
Desiruction decumentation on file: V]
10 CASES LOST IN WAREHOUSE, 100 CASES BEING DESTROYED.
Comment for unaccounted product ‘

12.  Click [ Submitto USDA 40 5bmit to USDA button) to submit the form to FNS.

ﬁ (Note) After clicking the Submit to USDA button, the status changes to "Complete" and a
message displays "Response Submitted to USDA". Once submitted, the SDA/ITO Recall
Specialists will no longer be able to modify the form.

13.  The transaction is complete.
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RESULT

A response form associated with a recall case assigned to the organization has been submitted.,
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WBS( M A Work Instruction
l J Upload Bill of Lading (BOL) for National Warehouses

Purpose

The purpose of this transaction is to upload a bill of lading (BOL) file into WBSCM. A BOL is a packing
slip that accompanies the order when it ships. This slip documents the materials, batches, and quantities
included in the shipment. National Warehouse users upload a BOL file to create delivery documents and
process post goods issue (PGI) for Multi Food orders. Additionally, the uploaded BOL can be exported to
a Microsoft Excel file for review.

Process Trigger
Use this procedure to upload a BOL file into WBSCM.
Prerequisites
. XML or TXT File for the BOL must exist on the user's workstation or shared drive.
Portal Path

Follow the Portal path below to complete this transaction:

o Select Operations tab @ Warehouse Management tab @ File Uploads/Downloads folder 2
Upload BOLs from National Warehouse link to go to the Upload BOLs from National
Warehouse screen.

Tips and Tricks

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

1. Start the transaction using the following Portal path: Operations tab & Warehouse
Management tab 2@ File Uploads/Downloads folder & Upload BOLs from National
Warehouse link.

Image: Upload BOLs from National Warehouse Screen

Home Operations Admin Reports Help
Order ng Warch
< QOperations > Varehouse Management > File Uploads/Dowanieads > Upioad BOLS from National Warehouse Full Screen | Oplions ¥
Delivery Management 5
Inventory Management Welcome to Upload Bill of Ladings from National Warehouse
Piease Upload the BOLS from National Warehouse to Proceed
Batch Management

File UploadsDownloads File Selection
Choose File No flz chos=n
Nationa! Warehouse Orders o be Fillad = Submit

+ Upload BOLe from National Warehouse

Uplozd National Yarehouse Inventary

Bill of Lading Details
View;|5354_Reovefleds  |w|| Export 4

2 Bl of Lading Type R D i Raf lfem Delivery Iltom Malerial Post Goods Issus Status Mee';
a o
2. Click * (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with

any transaction in WBSCM.
Image: Upload BOLs from National Warehouse Screen

Homea Operations. Agdmin Reports Help

Order Processing Warchouse Manapement
Operalions > \Warehouse Management > Fie Uploads/Dosnieaos > Upload BOLS from National Warehouse Full Screen | Options v
»
Welcome to Upload Bill of Ladings from National Warehouse
Please Upload the BOLe from National \Warshouse to Proceed
Flle Selection
| Choose File | No fie chosen

[ = Submit

Bill of Lading Details
View:| 5354 Reovefleds ||| Export 4 » B

B Billof Lading Type D liem Delivery  flem  Maferial  Post Goods Issue Status essage Text

3. Click | Choose File | (the Choose File button) to locate the BOL file to upload.

4, Locate and select the appropriate file to be uploaded. In this example, BOL 1000129681.xml
was selected.
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Image: Upload BOLs from National Warehouse Screen

Full Screen | Options ~

Home Operations Acmin REpors Help

Order ]

Operations > Warchouse Management > File Uploads/Dovnloads = Upload EOLs from National Warchouse

»

Welcome to Upload Bill of Ladings from National Warehouse
Flease Upload the BOLs from National YWarehouse to Proceed

File Selection
Cheasa File  BOL 1000129681 xm|

| = Submit
» 8
IMeszzage Text =]

tem  Material Post Goods Issua Status

Bill of Lading Details
Item Delivary

Vlew:|6354_Qeavemed; v | Export 4
o a

EL Bill of Lading Type

[«

Click (the Submit button) to submit the upload.

5.
Image: Upload BOLs from National Warehouse Screen
Home Operations Admin Reporta Help
Order
Qperations > \Warehouss Managemsnt > Fie Uploads/Dosrloads > Upioad BOLs from National Warehouse Full Scraan | Options v
»
[«
Filz Selection
Chogse File | No fie choszn
| @ Supmit —
Bill of Lading Detalis
View: | 5353_Raovetieds ~|| Export, » &
& Billof Lading Typ2 Ri L ltem Delivary ltem Matenal Post Goods lssus Status Message Text -]
1000254545 400 80033512 10 100385 X Detivery crealed.

| Z324567768 S

6. Review the uploaded BOL file in the results table.
Q (Note) No changes can be made directly in the table. To change the bill of lading information,
National Warehouse will need to send a request to the Warehouse Manager (FNS) to reverse
Post Goods Issues, so they can re-upload the BOL file with the correct information.
7. Click = Export 4 (the Export button) to export the BOL information to a Microsoft Excel file.
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2023-AMS-00030-F 001077

Friday, March 11, 2022



’m 1 Work Instruction . .
() Upload Bill of Lading (BOL) for National Warehouses

Image: Upload Bill Of Lading from National Warehouse Screen

Homa Operations. Admin Reports Help

Order Processing Warchouse Management

Operalions > \Warehouse Management > File Uploads/Dosnieaos > Upload BOLS from National Warehouse Full Seran Options ¥

2 —
Welcome to Upload Bill of Ladings from National Warehouse B

Please Upload the BOLs from National Warehouse to Proceed

Fll2 Selection
| Choosz File | No file chosen

[=b Submit

Bill of Lading Details

View: 5354 Reovefleds  |w|| Export 4

{ e
2 il orLading e AL E E e flem  Delwery  fem Maena  PostGoodsissusStats  Message Text
Delivery created,

1‘4 2324567789 s 1000264545 400 80038512 10 100385 X

» &

8. Click | Exportto Microsoft Excel (the Export to Microsoft Excel option).

Image: Upload BOLs from National Warehouse Screen

Home Operations. Admin Reports Help

Order 3 Warch

Oparatio > M. > File Uploadz/Dewnloads > Upload BOLs from Natonal Warshouse Full Screan | Opticns ¥

Welcome to Upload Bill of Ladings from National Warehouse
Please Upload the BOLs from National Warchouse io Proceed.

File Selection
[ Choose Fike | No file chosen

P Submit

Bill of Lading Detailz
View: 6354_Reovefieds  |w| | Export 4

liem  Delivery liem Malerd  Post Goods Issue Status  Message Texd

E. il of Lading Type D

2324567789 E 1000264515 400 100385 Upload ie no longer possible for thie Requisitionting itam sinca it has be
< Do you wantto open or save export20220203105827 xdsx from wbscmintdsl.wbscm.usda.gov? Open Save ¥ Cancel X >
. Open
9. Click

' (the Open button).

Q (Note) Export file download prompt may appear different based on the user's browser. To
download in Chrome, refer to the Download/Export Document section in the WBSCM

Portal Navigation job aid.,

(Note) If a warning message appears, click 25 (the Yes button) to continue.
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10.
1.

12,

Image: Microsoft Excel Screen

AutoSave @ Ea £

File m Insert Page Layout Formulas Data Review View Help 1= Share ~ Comments
l_‘;’D A Calibri J1 o olAr A = = EE General v m(ondwionalFovmam’ngv Elnssn - Z v 27*

e @~ = = =B~ | $-9% 9 | BiformatasTable~ X Delete ~ | [T~ P~

. g [ﬂ U~ |a~ A = e <0 -5 [T Cell Styles ~ [EH]Fomaty | £~

Clipboard & Fort 1] Alignment 1~ Number 1] Styles Cells Editing Sensitivity ~
Al ~ e Bill of Lading %
y A 8 c D | & [F|] & | H | | (]
1 ll!illa'uding lMewgg_!y_pe ' D L Item : livery 'Item 'Miterial Post Goods Issue Status Message Text
2 73245567789 S 1000254645 400 80038512 10 100385 X Delivery created.
3
e
5
-
7
8,
g
10
1
12
13
14
15
16
17
18
19 L
20

5 -]

21

Data ® [ ] L]

Ready @

Review or save the Excel file as appropriate.

Click (the Close button) to return to the Upload BOLs from National Warehouse screen,
Image: Upload BOLs from National Warehouse Screen

Home Operations Admin Reports Help

Order

Openations > Warehouse Management > File Uploads/Downloads > Upload BOLs from Natonal Warehouse Full Screen | Options v
»’

File Selecton
Choose Fie | No file chosen
LS Submil |
Bill of Lading Details
View: 6354_Reovefieds | v | Exports » S
B Bl of Lading Type D R Mem  Delivery flem  Material  Post Goods Issue Status Message Text
2324567789 S 1000264645 400 80038512 10 100385 X Delivery created

The transaction is complete.
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RESULT

The user has successfully uploaded the Bill of Lading (BOL) file into WBSCM and reviewed the uploaded
BOL information.
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[ J Upload Domestic Shipment Receipts

Purpose

Domestic recipient organizations (or USDA on behalf of a recipient) use this procedure to upload a file
with shipment receipt information for a purchase order, sales order, or delivery order in lieu of manually
entering each line item in WBSCM. The shipment receipt, also known as the goods receipt (GR), is the
method by which the recipient confirms that materials/commodities that were requested in WBSCM have
been delivered. The shipment receipt contains:

. When the shipment was received
¢  Who signed for the receipt
. Good, over, short, or damaged (O/S/D) quantities

Timely entry of a shipment receipt is a critical step in WBSCM. Current ENS policy requires entry of
shipment receipts within two calendar days of receiving a delivery.

Users can enter a shipment receipt in WBSCM two ways:

1.  Use the Upload Shipment Receipt transaction to upload a shipment receipt from a comma
separate value (CSV) or extensible markup language (XML) file.
2. Use the Enter Shipment Receipt transaction to create a shipment receipt manually.

This transaction is beneficial to the receiving organization as personnel often enter this data in other
systems as well, and it is much easier to transfer the file than to redo the manual entry.

Process Trigger

Perform this procedure when a recipient has received a direct shipment and needs to upload the
shipment receipt to WBSCM.

Prerequisites

. The PO or sales order must exist in WBSCM.
e  The upload file in XML or CSV format must exist.

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

. Select Operations tab @ Order Processing tab @ Shipment Receipts folder & Upload
Shipment Receipts link & Upload Shipment Receipts 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.
o If the user needs to enter a shipment receipt directly into WBSCM instead of uploading, refer to

the Enter Domestic Shipment Receipt work instruction.
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PROCEDURE

1. Start the transaction using this Portal path: Operations tab @ Order Processing tab 2
Shipment Receipts folder @ Upload Shipment Receipts link to open the Upload Shipment

Receipts screen.
Image: Upload Shipment Receipts Screen

Home Operations Acmin Fepots H=p

Order Processing Comglaint Admitisyation Reca Adrinistration

Ope:ations > Orcer Processing > Shigmeni Reveipts. » Usiosd Shipment Receit

Ful Screen | Opticns =

File UnoadsDoanioads
Catsiog Mantensce Weicome to Upload Shipment Recelpt
Order e Al requrad falds are markec weh 3 rec astanck (%) Datas are formates 25 MMODD/ Y YY
Sastemert Maragerant File tc Upload Ugiosded Dats
ereent Racainte (=] Ploazo saleot your XMLICSV filo for uplaad
Enter Stipment fecept
z * Domesic GR Fiie: [ Chooas File | No fie chosen
|¥ Header Row exists ( sppiicatie 0 CSY fie only )
H g LastUglosd by Usar |0234/2021 Kate AlRcles
Organzaton: 0331 202‘ TX Ceot. of Agricuiture - EDI
2. Click .. (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done

with any transaction in WBSCM.

3. Navigate to the upload file and open.

@ (Note) If the user requires a template to populate for the upload, refer to:

e Upload Goods Receipt XML Template is located at WBSCM 2 Help 2 Job Aids

folder & Fulfillments (JA) @ Upload Goods Receipt SCM Template.

o This template is provided as a guide for the required fields that must be output

from the users' system if an XML file will be uploaded into WBSCM.

o The user should upload a new file with only new receipt data each time. (Do not

resubmit the same receipts).

+ Upload Goods Receipt CSV Template is located at WBSCM 2 Help @ Job Aids

folder & Fulfillments (JA) @ Upload Goods Receipt CSV Template.

o The user should upload a new file with only new receipt data each time, (Do not

resubmit the same receipts).

o The GR upload file has several columns that will not contain any information. All
column headers that appear in the template are required for the upload: do not
delete or change columns. No blank rows should be inserted between data sets.

o Note for AMS users only: Specialists cannot upload a GR file for invoices that
they will be approving. E-mail the completed GR upload file to another specialist
for uploading. Make sure the file stays in CSV format.

Friday, March 11, 2022 © WBSCM Training = Proprietary

Page 2 of 7

2023-AMS-00030-F 001082



m 1 Work Instruction . .
) Upload Domestic Shipment Receipts

Image: Microsoft Excel (PO_XXXXXXXXX_XX.csv) Screen

PO_4100003000K_01.csv - Excsd

File Home Insert Page Layout Formulas Data Review View Help 2 Tell me what you want to do & Share - Comments

LA - - 3 5 v iti natti - < $ - v
LD & Calibri 9 ETE - == - EE General [EE conditional Forr natting Hinsen > %v p

1 [y - 9 +% 9 | F#Fomnatas Table - @EDelete - | 1]~
Paste BT U- <l Ris |l === E' P Sort & Find &

- 4 - - - - - - = I [ Ce Styles~ [ElFormat= | €~ Fperv select~
Clipbeard & Font F Alignment L Number o Styles Cells Editing A
Al ~ b2 Document number Y

A B C D E F G H | J K L M N =

1
2
3
4
5
6
7
8

9
10
1
12
13
i4
15
16
17
18
19
20
21
22
23
24

ac

Document number [ITEM & Railcar/BC Signed By Entered B Comment pod_gty  pod_gty uDate receiReject QtyD ge CD gebD ge DD g AAg‘F

4100007029 1 TEST 20190828

| po4t000000X01 | @ . y
B B3 M - ] + 100%
4, Populate the data and save the upload file, as described in the file definition reference. Data
entry is required for the following fields:
. Document number
e ITEM#
. Signed By
. Date received
. Good Quantity (in PO UoM) - items purchased by weight only
. Good Quantity (in CS) - items purchased by case and variable weight items

ﬁ (Note) Before uploading a CSV or XML file, open the file to be sure all fields above are
included and displayed in the proper order.

Q (Note) For variable weight items, the Good Quantity (in LB) will be calculated
automatically in WBSCM based on the number of cases for eINV receipts. Any value
entered in Good Quantity (in PO UoM) for variable weight items will be ignored during the
upload.

For non-eINV receipts, both the Good Quantity (in LB) and the Good Quantity must be
entered.
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Image: Upload Shipment Receipt Screen

=ome Operations Aomin Reports =Hap
OroerF = R
Operatiors » Order Processing = Shipment Receipts > Upioad Shipment Raceipt

Full Screen | Ogtions *
’

Welcome to Upload Shipment Recelpt
All required ficlds ara markad with 3 rad astensk (*). Daies are formattad as: MM/DDYYYY.

FilefoUpload | Uploacec Daia

£+ Pleaze solect your XMLICSV file for upload

* Domestic GR Fre: | Choose File | No fiie chosen

V| Header Row exists | applicable 1o CSV 12 onfy

Lzt Upioad by User: |08212021 Katis AllRokes
Last Upoad far Organzation Diqu:fz)zrl TX Dept of Agreuture - £0
E Uplcad Fils

5. Click (the Choose File button) to locate the CSV or XML file to upload.

6. Locate and select the appropriate file to be uploaded. In this example, PO_41000XXXXX_01.csv
upload file was selected.

Q (Note) Users have no restrictions on naming an upload file; however, a best practice

recommendation is to name the file using the ten digit PO number, underscore, followed by the
line item number.

Image: Upload Shipment Receipt Screen

Tore ‘Ogerations Admin Reports H=p

OrderF =

Operstiors > Order Processing > Shipment Recepts > Upload Shiomert Receist Full Screen | Ogtions =
»

Welcome to Upload Shipment Receaipt

All raquirad Fields are markad with 3 red astenisk (). Dates sre formattad az: MM/DDYYYY.

d' || Upioaded Daia

\[a]] Please select your KMLICSV fils for upload

* Domestic GR Fia: | Cnoose File | PD_310900XXx %X _01.csv |

V| Heaner Row exsts | applcani= ta CEV 12 ony

Lozt Upload by Uzes: (087312321 Hatie AllRoles
Last Ugioad for Organzation: |08/212321 TX Dagt. of Agrouitura - Z0

7. Click (the Upload File button) to upload the shipment receipt to WBSCM.

ﬁ (Note) If the upload file contains a header row, and the upload file is in CSV format, check the
Header Row exists (applicable to CSV file only) check box.

Friday, March 11, 2022 © WBSCM Training = Proprietary Page 4 of 7
2023-AMS-00030-F 001084



’m 1 Work Instruction . .
() Upload Domestic Shipment Receipts

Image: Upload Shipment Receipt Screen

Home Operations. Admin Reports Help

Order Processing

Operations > OrderF ing » Receipts » Upload Shipment Receipt Ful Screen | Opfions +

Welcome to Upload Shipment Receipt
All required felds are marked with 3 req astenigk [*)

File fo Upload

Uploaded Data
Please select a file 1o upload to view data. Data will be dispiayed below

View: |CSV_UPLD_LAYOUT ¥ Export 4

Char &« ltemas Batch s CoodQuantly Good Quantity {CS) Rejected Quantity Damage Quandity FcD Good Qty. PoDUoM RaicanBOL Signed By Entersd By Other Comme
TEST

4100007029 1 1,080 000

Processed Data
Submit Receipt

Viewr:| PO_BASED_RX v | Export.

Order# & Item# » Matenal Matenal Descr.
| 4100007029 1 100449 CEREAL CORN FLKKS 1080 PKS-1218 0Z CSFP 5002663 TEST 06/292019

Program  Oelivery Point  Signed by Date Recieved Prav. Qfy. OpenQty. Good Qty. UoM Entry Good O
0.000 1.080.000 0000 CS 1

8. Review the Uploaded Data tab to verify the uploaded data.

(Note) (Optional) Click R (the Export button) in the Uploaded Data section to download
an Excel file for reference and review prior to submitting the receipt to USDA.

9. Click IRERSEESRtas (the Submit Receipt button) to submit the shipment receipt to USDA.

Image: Enter Shipment Receipt (Goods receipt Messages) Screen
Home Operations Admin Reporls Help

Order Processing
Operstions > Order Processing > Shipment Recsigts > Uplcad Shipmen! Receipt Full Scr=en | Ogtions «

Goods receipt was successfully processed  Additonal messages might be availahle balosd

Welcome to Upload Shipment Receipt
All required fields are marked with a red astensk (%)

FiletoUpload - Uploaded Bata |
Uploaded Dsta
Pladse aelact a fié i uplodd 1o vias dta. Daka Wil be okl bela
View:CSV_UPLD_LAYOUT ||| Expart 4
Bach & GOOU Quanilly  Good Quaniily (CS) Relected Quanily Damage Quanily PoDGood Qly. PODUoM RailcavBOL Sigred By Enlered By Omer Comime

Char & ltem

4100007029 1 1,080.000 TEST

View. [MESSAGES [~]| Exwert. 2 |

Order Number Item  MsgType  Message text

4100007029 18 5000215562 - Malerial Document (s} were successiully posied for Goods receipl

< >
10. The transaction is complete.
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Q (Note) If an error occurred during an upload, an E is displayed in the MsgType column,
Additional information regarding the error is provided in the Message text column. Review the
information provided and make corrections if needed. For assistance, contact the WBSCM
Helpdesk.
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RESULT

A shipment receipt for a purchase order, sales order, or delivery order was uploaded to WBSCM.
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Purpose

The purpose of this transaction is to upload and store National Warehouse batch detail information in
WBSCM, including a material's Manufactured Date, Best If Used-by Date, and quantities on hand. This
information allows FNS to generate real-time inventory reports, by coupling it with existing National
Warehouse inventory data in WBSCM, This transaction is performed by National Warehouse Org Admins
and FNS Inventory Specialists.

Process Trigger
Perform this transaction to upload batch details from the National Warehouse to WBSCM.
Prerequisites

o Lot/Batch exists in WBSCM for the materials for which the upload transaction is being run.
Portal Path
Follow the Portal path below to complete this transaction:

o Select Operations tab @ Warehouse Management tab = File Uploads/Downloads folder 2
Upload National Warehouse Batch Details link.

Tips and Tricks

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

1. Start the transaction using the Portal path: Operations tab # Warehouse Management tab &
File Uploads/Downloads folder & Upload National Warehouse Batch Details link.

Image: Upload National Warehouse Batch Details Screen

Hove | Operations | Firancs | Admin Feports Halp

OrdarProzaszing  Procuement  Wisrchouse Marogement  Supaler Mgt

< Oparationz = Warshouse Managemert > File Uploads/Downloads > Upload Nasoral Waraheusa Bstch Datals Ful Seraan | Optons =
Bawh Mansgemet
iy Moo Welcome To Upload National Warehouse Batch Detalls
Inveniocy Management

To update batch (lot) information in WBSCM. use the Upload from Excel button below to select your file. Resolve any ermrors that
Warehouss Seplenishment result from the validation, and raupload the file if necessary. Selact the Update Batches button to update WBSCM with the lot
information from the spreadsheet.
Fie Upoads/Downloads
Nationai Warahouze Ordars io be Filed The Download to Excel zllows saving information in the table to & spreadshest
Upioad BOLs from National Waranouse

[ 2 uptoad from Em{] ® " o 1 Download to Excel
& Pt e

Ui S 2 _Bastif allet Cas
VDA el NSoue Avenion), Material Material Description Plant i’:cr;lgfn Batch ‘;?gt;écm §Sardb/ Eg‘;\:{ :{EZZ Status/Message
No Batch Data to Updata.
2. Click ¢ (the Hide Navigator button) to minimize the Portal menu, Note this can be done with

any transaction in WBSCM.
Image: Upload National Warehouse Batch Details Screen

Home Operations Finance Admin Repotts Help

Order Processing Supslier Mgt

Operations > Warshouse Managemenrt > Fie UploadsDommicads > Upload Naxional Warehouse Eaton Datwils Full Screen | Optionz «

Welcome To Upload National Warehouse Batch Details
To update batch (lot) information in WBSCM, use the Upload from Excel button below to select your file. Resolve any errors that result from the validation, and reupload
the file if necessary. Select the Update Batches button to update WBSCM with the lot information from the spreadsheet

The Download to Excel allows saving information in the table to 2 spreadsheet.

T Upload from Excel | | & 2 Download to Excel

Storage Batch Manufactured Best If Used-by Pallets Cases

Material Material Description Plant o ton Date Date ar;nd a:m Status/Message
No Batch Data to Update.
. i Download to Exceﬂ
3. If necessary, click [ = (the Download to Excel button) to download a blank

copy of the National Warehouse Batch Details Upload File to complete for upload.
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Upload National Warehouse Batch Details

4. Open the National Warehouse Batch Details Upload File from where it is stored locally.
Image: National Warehouse Batch Details Upload File
File Home nsert Page Layout Formulas Data Review View Help Acrobat | & comments | | # Share
n X Arial -1 = :E ap l?} [ Conditional Formatting ~ E’ m IEI [h
| == == - [mjm] +
-~ B I Us|[AA|=ZS Bl Number {3l Formak s bl Cells | Editing Add-ins Cleal:aESluv:
<« Hiv Oy A~ & = ($e ~ &2 Cal Styles - v ~ Adobe PDF
Cliphoard = Font o] Alignment N Styles sensitivity | Add-ins Adobe Acobat A
a3 - fx -~
| A ] B | C ] B S ] F | G | H ) I Al
1 Material - Plant |~ StorageLlocation |~ Batch |~ Manufactured Date - BestifUsed-byDatz |~ Pallatesontand |~ Caseson Hand :_,,5!0!",9"493359@"7'
2
3]
4
5
(]
7
8
9
10
1
12
13
14
15
16
17
18
19
20
21
22
23
24
25 {[+]
SAP Document Export ® [{] >
5. As required, complete/review the following fields:
Field R/O/IC Description
Material R nique six-digit number representing a specific
aterial/commodity in WBSCM.
xample:
100001
Plant R nternal plant number that identifies the external
arehouse or processor.
xample:
2300
[Storage Location R The physical location within a plant where the
material is stored. For National Warehouses, this is}
the commodity program such as CSFP.
xample:
000
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Field R/OIC Description
Batch R Iso known as Lot, it is a number that uniquely

ssigns a material manufactured in a lot. The batch
aterial is managed separately from other sets of

he same material. Also, used to describe the

unning of multiple non-manual transactions in
BSCM.

xample:
0100755

Manufactured Date R The date on which the product was produced by
the vendor,

[Example:
11/18/2012

@ (Note) Use date format MM/DD/YYYY

Best If Used-by Date |R The date before which the product shall be used.

[Example:
11/18/2013

@ (Note) Use date format MM/DD/YYYY

Pallets on Hand R allet count in the warehouse.

xample:

Cases on Hand R Case count in the warehouse.

[Example:
042

@ (Note) Complete the National Warehouse Batch Details Upload File with all necessary
information.

DO NOT modify, delete, or rearrange the spreadsheet columns.
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WBSCA |

Image: National Warehouse Batch Details Upload File

| I Comments | \ #% Share

3

File Home Insert Page Layout Formulas Data Review View  Help Acrobat

[* & | Al M =E=Ew W & Conditional Formatting ~ g‘ m

= - Format as Table v
= Number %

Cells Editing Add-ins | Create and Share
= e ~ i el styles ~ . g Adobe PDE
Clipboard ™ Font 1] Alignment ] Styles Sensitivity Add-ins Adobe Acrobat A~
K22 v fe A
A 8 c [le mula le £ F G H |

1 Material _~ Plant |~ Slorage Location |~ Baich | ~|Manufactured Date ~ BestIfUsed-byDate |~ Pallateson Hand |~ Cases onHand |~ | StatusMessage| |
2 100001 2300 2000 "5100758 111182012 111812013 5 242

3 100001 2300 72000 100783 1112112012 1112172013 1 20

4 100001 2300 2000 0101266 11372012 102014 20 1077

5 100001 2300 %2000 105026 519/2013 5112014 20 1095

6 100001 2300 2000 0105065 501112013 511112014 21 1140

7 100001 2300 %2000 1100903 3132013 37312014 1 539

8 100035 2300 1000 0100162 10/8/2012 104312013 1 50

9 100035 2300 1000 0100120 101812012 107312013 1 2

10 100035 2300 1000 "0100463 111312012 111312013 1 20

1 100035 2300 1000 "0100880 1112972012 1112912013 1 3

12

13

14

15

16

17

18

19

20

21

22|

23

24
= -]

SAP Document Export [ (&) [4] | [
Rezdy T!’)Ar(s;;lmmy Goodto go E E E - 4%
6. Save the National Warehouse Batch Details Upload File locally and note the location where

the spreadsheet is saved.

ﬁ (Note) The upload file must be in Excel format (.xlsx). Other formats will result in an error during

the upload and validation process.
Image: Upload National Warehouse Batch Details Screen

Home Operations. Finance Admin Feports Holp

Operations > Warghouss Management > Fie UploadsDomnicads > Upload Nationsl Warahous:
»

Dasilz Full Scraan | Opionz =

Welcome To Upload National Warehouse Batch Detalls

To update barch (lot) information in WBSCM. use the Upload from Excel button belaw to select your file. Resolve any errors that resuit from the valication, and reupload
the file if nacassary. Select the Update Batches bution to update WBSCM with the Lot information from the spreadsheet.

The Download to Excel ellows saving information in the table to & spreadsheet.

1 Upload from Excel | | @ Update Batche | L poanload to Excel

Pallets Cases

Material Materizl Description Plant Et‘]?:t%:‘ Batch g‘:‘g“‘radu'g’ gzi; Wiisad-y ﬁ:; L zr;m Status/Massage
Ne Batch Data to Update
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7. Click [ N ] (the Upload from Excel button) to upload the National
Warehouse Batch Details Upload File to WBSCM.

Image: Select File Pop-Up Screen

Home | Operations | Finanse | Admin Fepot:  Hap

Operatiors > Warghousa Managemenrt > Fle Uploads/Comnioads > Unload Natiensl W
»

Full Sersan | Optionz »

Select File

‘ [ Browse. I

Upload cancel

8. Click (the Browse... button) to select the upload file.

ﬁ (Note) The upload file must be in Excel format (.xlsx) to be uploaded. Other formats will result in
an error during the upload process.

9. Locate and select the appropriate file to be uploaded. In this example, the National Warehouse
Batch Details Upload.xlIsx file was selected.

Image: Select File Pop-Up Screen

Home ‘Operations. Finanze Admin Feports Holp

Operations > Warghouss Managemant > Fie Uploadz/Domnicads > Upload Nationsl Warshousa Esteh Datsilc Full Sersen | Options «

Select File

National Warehouse B.. Brovse I

Upload cancel
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10.  Click Urload (the Upload button).

Image: Success Pop-Up Screen

Home Operations Finsnze Adrmin Fepots =i

Suppler Mgt

Operationz > Warshouze Management > Fle UploadsDomnicads > Usload National Warshouze Eatoh Dewils Full Screen | Options «

¥ Success

Batch details validated successfully.

1
11.  Click L. (the OK button).

ﬁ (Note) The upload file goes through a validation process. After the process is completed, any
records containing errors are listed at the top of the display table for easy identification. These
errors must be corrected or the records removed from the file before it is re-uploaded to WBSCM,;
otherwise, the update with error records will be prevented.

Image: Upload National Warehouse Batch Details Screen

Home Operations. Finance Admin Feports Holp

Operations > Warghouzs Management > Fie Uploadz/Comnicads > Upload Natiensl Warshousa Esteh Datsilc Full Sereen | Options «
»

Welcome To Upload National Warehouse Batch Detalls

To update barch (lot) infermation In WBSCM. use the Upload from Excel button belaw to select your flle. Resolve any errors that resuit from the validation, and reupload
the file if nacassary. Select the Update Batches bution to update WBSCM with the Lot information from the spreadsheet

The Download to Excel ellows saving information in the table to a spreadsheet.

f 2 Upload from E)(el} [ @ Update Baiches - Download to Excel

Storage Manufactured  Best If Used-by :‘”e“ Cases

Material Matarial Description Plant NRE Batch on Status/Message
Location Date Date Hand Hand
5 i
100001 gé"ITLEER PRINTSALTEDCTN- 5306 2000 0100755 11/18/12 11/18/13 5 242 Material can be updated
INT SA C
100001 BUTTER PRINTSALTEDCTN oo 2000 0100783 1/21/12 1/2113 1 20 Material cen be updated
31 LE
s &
100001 ;‘g‘.?f; PRINTSALTEDCTN- - 5300 2000 0101266 /313 Y314 20 1077 Material cen be updated
TT! PRINT TED CTN- :
100001 f; A LEER NTSALTEDCTN- 5300 2000 0105026 s/9/13 si9/14 20 1096  Material can be updated
L NT SA CTN- s oan: - %
100001 ?é’?f; PRINTSALTEDCTN: o566 2000 0105065 51113 511714 21 1140  Material can be updated
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@ Update Batches

12. Click [ ] (the Update Batches button) to update the batch information in

WBSCM.
Image: Success Pop-Up Screen

Home | Operations | Finanse | Admin Fepot:  Hap

Order Procassing

Operations > Warghouse Management > Fic UploadziDownicads > Upload Nationsl Warshousa Eateh Datsils Full Seroen | Options »

[¥] Success

Batch informaticn updated successfully.

13.

ﬁ (Note) The Status/Message column is updated with the current status of the uploaded
records. In this example, Success: Material Updated. is the status showing for each row.

ﬁ (Note) Any records with errors will be listed at the top of the display table.
Image: Upload National Warehouse Batch Details Screen

Home | Operations | Finance | Admin Fepot:  Hop

Operatiors > Warchouse Managemart > Fie UpkadsDonnicads > Uspload Nationsl Warshouza Eateh Datsils Full Scrsan | Optionz »
Welcome To Upload National Warehouse Batch Detalls

To update barch (lot) infermation In WBSCM. use the Upload from Excel button belaw to select your flle. Resolve any errors that resuit from the validation, and raupload
the file if nacaessary. Select the Update Batches bution to update WBSCM with the Lot information from the spreadsheet

The Download to Excel ellows saving information in the table to a spreadsheet.

2 Upload from Excel | | @ Updaie Batche - Download to Excel

Pallets Cases

Material Matarizl Description Plant fg’:’:ng:n atch g‘:{:"f“‘“'ed gii; IFtised-by -.::; L zn; L Status/Message
100001 SEITLEER PRINTSALTEDCTN- 5306 2000 0100755 111812 11/18/13 5 242 Success: Material Updated
10CC01 35?5; PRINTMIEDCTN 2300 2000 0100783 11/21/32 11/2113 1 20 Success: Material Updated
100001 fg?f; PRINTSALTEDCTN- - 5300 2000 0101266 1313 V314 20 1077 Success: Materal Updsted
100001 f;?f; FRINT SALTED GTN- 2300 2000 0103026 5/9/13 5/9/14 20 1096 Success: Material Updated
100001 ?;ITLEBR PRINTSALTEDCTN- 5000 2000 0105065 51113 511714 21 1140  Success: Material Updated
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14. Click [ R ] (the Download to Excel button) to download the status results of
the uploaded batch information.

ﬁ (Note) An Excel file containing the uploaded batch details with the updated Status/Message
information for each record is downloaded to the user's local download storage location.

Image: Information Pop-Up Screen

Home ‘Operations Finance Admin Feports e

Orer g Pro Supslier Mgt

Operations > Warshouse Management > Fie UploadsDommicads > Upload National Warehouse Bstoh Dadsils Full Sgreen | Options «

i Information

Bstch data downloaded

15.  Click 9K (the OK button).
Image: Upload National Warehouse Batch Details Screen

Hore ‘Operations Finance Admin Reports Hap

Oparationz > Warghouze Managemart > Fic Uploadz/Doanicadz > Upload National Warahouza Eateh Datils Full Seraan | Options »
»
Welcome To Upload National Warehouse Batch Detalls
To update barch (lot) information in WBSCM. use the Upload from Excel button belaw to select your file. Resolve any emrors that resuit from the valication, and reupload
the file if nacassary. Select the Update Batches button to update WESCIM with the Lot information from the spreadshaet

The Download to Excel ellows saving information in the table to & spreadsheet.

T Upload from Excel | | @ Updaie Batche - Download to Excel

Pallets Cases

Storage Manufactured  Best If Used-by
Material Matarial Description Plant S5 Batch 7 on on Status/Message
Location Date Date Hand Hand
tooco1  BUTTERPRINTSALTEDCTN:- - a0 2000 0100755 11/18/12 11/18/13 5 242
361 LB
= =
wor  DLTCRPRNTSATEDCTN oo 2000 0100783 1/21/12 11/21/13 1 20
36/ LB
T SALTED C ;
toocoy  SJTTERPRINTSALEOCTN: 2300 2000  omowes w33 314 20 1077 Success Material Updated
BUTTER PRINT SALTED CTN- .
100001 SARLR = 2300 2000 0103026 5/9/13 5/9/14 20 1096  Success: Material Updated
UTTER PRINT SALTED CTN-
100001 3(:1 LEB FNEAAIEDCIY 2300 2000 0102065 51113 5/11/14 21 1140  Success: Material Updated.
16.  The transaction is complete.
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RESULT

National Warehouse Batch Details data has been uploaded, validated, and stored in WBSCM. The results
of the process have been downloaded locally.
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Purpose

The purpose of this transaction is to update a Recipient Agency (RA) organization in WBSCM by an SDA
Org Admin, There are two options for updating:

1.  Enter updates with the Maintain RA Organization transaction.
2. Upload an XML file containing the information to be updated.

This document reviews steps to upload an XML file.
Process Trigger

An update to an RA Organization is required.
Prerequisites

. The RA must exist in WBSCM.
. An XML file must exist on the user's computer.

Portal Path
Follow the Portal path to complete this transaction:

) Select Admin tab & Organization Maintenance tab @ Upload RA Updates link to go to the
Upload RA Updates screen

Tips and Tricks

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
navigation training and tips on creating favorites, performing searches, etc.
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PROCEDURE

1. Open the XML file.

Q (Note) The XML file must contain all RA maintenance fields and data in the correct format
to for a successful upload.

Image: Notepad Screen

7| RA_UPLOAD_UPDATES.txt - Notepad - O X

File Edit Format View Help

<recipient-agencies>
<recipient-agency>
<raBPId>40889362</raBPId>
<raName>Placer County</raName>
<raldentifier>RA101</raldentifier>
<raCounty>Placer</raCounty>
<raZone>5</raZone>
<raFipsCode>99</raFipsCode>
<raDeliverylocations>
<raDeliverylLoc>58083184</raDeliveryloc>
</raDeliverylocations>
<raPrgmld>
<raProgram>CACFP</raProgram>
</raPrgmld>
</recipient-agency>
</recipient-agencies>

Ln 8, Col 31 100%  Windows (CRLF) UTF-8
2. Update the XML as necessary. In this example, the <raName> field is changed to Placer
County Food Bank.
Thursday, May 26, 2022 © WBSCM Training = Proprietary Page 2 of 8
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Image: Notepad Screen

| *RA_UPLOAD_UPDATES.txt - Notepad

File Edit Format View Help
<recipient-agencies>
<recipient-agency>
<raBPId>4889362</raBPId>

<raldentifier>RAl181</raldentifier>
<raCounty>Placer</raCounty>
<raZone>5</raZone>
<rafFipsCode>99</rafFipsCode>
<raDeliverylocations>
<raDeliverylLoc>5883184</raDeliveryloc>
</raDeliveryLocations>
<raPrgmld>
<raProgram>CACFP</raProgram>
</raPrgmld>
</recipient-agency>
</recipient-agencies>

Ln 4, Col 35 100%  Windows (CRLF)

Select File (the File menu option).

<raName>Placer County Foocd Bank</raName>

UTF-8
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Image: Notepad Screen

| *RA_UPLOAD_UPDATES.txt - Notepad - m| > 4
File Edit Format View Help
New Ctrl+N
New Window Ctrl+Shift+N 8089362</raBPId>
0 Ctrl+0 lacer County Foocd Bank</raName>
CPEn... Y Ifier>RA101</raldentifier>
Save Ctrl+S  y>Placer</raCounty>
. “5</raZone>
Save As... Ctrl+Shift+5 de>99</raFipsCode>
Page Setup... eryLoc>
Print... Ctrl+P
Exit m>CACFP</raProgram>
</recipient-agency>
</recipient-agencies>
Ln 13, Col 25 100%  Windows (CRLF) UTF-2
4, Select Save (the Save option),
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Image: Notepad Screen

g
u

| *RA_UPLOAD_UPDATES.txt - Notepad — O X

File Edit Format View Help
<recipient-agencies>
<recipient-agency>
<raBPId>4889362</raBPId>
<raName>Placer County Foocd Bank</raName>
<raldentifier>RA181</raldentifier>
<raCounty>Placer</raCounty>
<raZone>5</raZone>
<rafFipsCode>99</raFipsCode>
<raDeliverylLocations>
<raDeliverylLoc>5883184</raDeliveryloc>
</raDeliverylocations>
<raPrgmld>
<raProgram>CACFP</raProgram>
</raPrgmld>
</recipient-agency>
</recipient-agencies>

Ln 4, Col 35 100%  Windows (CRLF) UTF-8
5.  Clck * (the Close button).
ﬁ (Note) After closing the XML file, navigate to the Upload RA Updates screen on the portal to
upload the XML file.
6. Start the transaction using the Portal path: Admin tab & Organization Maintenance tab &
Upload RA Updates link.
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Image: Upload RA Updates Screen

Home Operations Adrmin Repons Haly

Manage Users Master Data Organization Maintznance

Acmin = Organizaton Maintznance = Ugload RA Upaates Ful Scieen | Optens ~

‘

Maintain Crganization
Giath i Update RA Information
it o v =
[ Chosze Fie | No fie shozen | & Uplc=d Fie |
7. Click * (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done

with any transaction in WBSCM,
Image: Upload RA Updates Screen

Hore Operstiions Admin Reporis Helo
Mansge Usars Master Dais Organization Maintenance

Admin > Orgsrization Maintmnance > Upload RA Updstes
»

Full Screen | Ogtions =

Update RA Information

] RA Update File Selaction =
| Cheose Fis | No fie ohozen | &b Uele=a Fie |
8. Click | Choss=Fie | (the Choose File button) to locate the file to be uploaded. In this example, the
RA_UPLOAD_UPDATES.txt file was located.
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Upload RA Updates Screen

Manage Users  Master Data Organization Maintznance

Admin > Organizaton Maintmnsnce » Upload RA Updsies
»

Update RA Information

Full Scrmen | Oftions ~

/=] RA Update File Selaction -
[Cheeza Sila [ RA_UPLOA. POATES be | & Uplosa Fik |
9. Click (the Upload File button).
Upload RA Updates Screen
Home Operations Admin Repons Helo
Manage Users Master Data Organization Maintsnance
Admin = Organization Maintanance > Uploac RA Updates Full Screen | Options ¥
RAz Suoccessfully Updated
RA RA ldentier =1
2009352 RAN0%
=l
RA=z Not Updated
RA RA ig2nater RAAErEue Ermor Massage (=]
=
10.  Review the RAs Successfully Updated section.
Q (Note) The following display:
e Business Partner Number in the RA column
¢ RA Identifier of the RA that was modified.
11.  The transaction is complete.
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RESULT
The RA organization was updated by uploading an XML file to WBSCM,
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Purpose

The purpose of this transaction is to update an SDA sales order by uploading sales order XML files to
WBSCM.,

Process Trigger
Use this procedure to upload an XML file containing updated information for one or multiple sales orders.
Prerequisites

. An XML file containing sales order information (such as valid Sold-To, Ship-To, correct delivery
date, material ID, Program Code, Quantity, UOM, Entitlement/Bonus, Correlation ID) must be
available to the SDA user.

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

o Select Operations tab @ Order Processing tab @ File Uploads/Downloads folder & Upload
SDA Sales Order link to go to the Upload SDA Sales Order Screen

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
o Optional (O) — a non-mandatory field not required to complete the transaction
o Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
. Refer to the WBSCM Help site, Frequently Referenced Training Materials section for basic
navigation training and tips on creating favorites, performing searches, etc,
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1. Start the transaction using the Portal path: Operations tab @ Order Processing tab < File
Uploads/Downloads folder @ Upload SDA Sales Order link.

Image: Upload SDA Sales Orders Screen

=ome Operations Admin Eeports Hap
Ordor o Compiant Raczl
P Operations > Oroer Processing > Fie UploaosDowninads = Uploso SDA Saes Orders Ful Scraen | Optons v
Fie Uploads/Downloads
Downioad Gataiog Welcome to the Upload SDA Sales Orders Application
d & Al requred fields are marked with & red asterisk (*
Filo Sclection
Downioad Sales Oroars

* Sl Nawe' | Croose Fle [ No fie shozan
+ Uplosd SDA Sales Orders

e [@ Sibme Orima | [ 5 Submi for Easkgraand Srosasang |

Recults
Orcer Management e

ew:[[Standard View) I~ * &
Enttiament Vanagement

B Extamnzl Seferance Number Mazzzga Tyos Mazzzge Taxt Salez Ordar Mom  Sistus Statuz Desoripton [=]
Shiprent Raceipts
NW Dasvery Calendar

[ [3 Cownicad Results to XML || #) Doanicad Results to C3V |
2. Click « (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with

any transaction in WBSCM.
Image: Upload SDA Sales Orders Screen

Home Oparations Acmin Feports Halp
Ordor g  Comp: Raesi
Operatons > Orler Processng > Flie Uploads/Downinacs > Upiozd SDA Saes Ooes Full Screer | Oprions »

Welcome to the Upload SDA Sales Orders Application
Al regured felds sre marked with = rec astedisk (%)

File Sclection

# Fia Name: [ Croose File | N fie chosen ]

[ Sabme Orina || (45 Submi for Eankgraund Srecazzng |

Results
View: |[Standard View] | » &
B Sviarnal Seferance Mumbar Mezzage Type Mazzoga Text Salez Order tarn Stz Stazuz Daserition

| [23 Downivad Resuits to XML || #3) Downiced Resuits to CSV

3. Click | Gree==Fiie | (the Choose File button) to locate the SDA Sales Order XML file to be
uploaded.
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Image: Upload SDA Sales Orders Screen
Home Operations Aomin Reports Hep

Operations > Order Processing > File Uploads/Downloads = Upioad SDASaks Oiders
»

Welcome to the Upload SDA Sales Orders Application
Al requrad fialds are marked with 3 red astarisk (%)
File Selection

“ =iz Name: [ Croose File | Crder pioac_100008_50.11

| /&® Submz Onine | [ A5 Submit for Backeround Processing
Results

V| [Standard View) -

E. Sxiemal Referance Number

Message Type Message Text

[ T3y Downicad Resuts to XML | [ Somnicad Resuts to Csv |

Perform one of the following:
If

The Sales Order XML document contains fewer
than 50 records

The Sales Order XML document contains
50 records or more

Full Screen | Ogtions

» &%
Sales Oroxr Staus Stzus Descriovon

Then
Go to Step 6.

Go to Step 9.

@ (Note) The user located and selected the XML file. In this example, Order

upload_100008_50.txt was selected.
Image: Upload SDA Sales Orders Screen

Home Operations Acmin Reports Help

Order F =

Opersiiors > Order Precessing > File Uplosdy/Downlosds > Uplosd SDA Saies Orde
»

Welcome to the Upload SDA Sales Orders Application

Full Screen

Ogtions ~
A1 requirad fialds are marked with a red astarisk (*).
File Selection
+ iz Name: | Choose File | Crder upicac_100008_50.1xt
| & Submz Orline || A3 Submit tor Background Srooessing
Results
View:|[Standzrd View] - » O
T Evtarnsl Sefaranes Mumbar Meszage Type WMaszage Text Sxles Order ftam Status Stzus Deceription =
[ 2 Sonn'oad Resuits to XML |[#68) Comniozd Resuts to CoV
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5. Click (the Submit Online button).

@ (Note) The Submit Online option is used to upload or process an XML file with fewer than 50
orders or records. If there are more than 50 orders, and (the Submit Online

button) is used, an error message displays asking to use L& Submi for Sackground Processng | (the
Submit for Background Processing button):

"Your file has more than 50 Records. Please use the 'Submit for background processing' option
to process the XML file."

Image: Upload SDA Sales Orders Screen

Home Operations Agmin FEpoTts Hep
OroerF Compant Recail
Operations > Order Processing > File Uploads/Downloads = Upioad SDASaks Oiders Full Screen | Ogtions

Welcome to the Upload SDA Sales Orders Application
Al requrac fialds are sarked with 3 red astarizk (*)

File Selection

| /&b Submz Onine | [ A5 Submit for Background Processing

Results
Visw:[[Standard View] ¥ » 8
B =Sxtemal Referance Number Message Tyoe Message Text Sales Oroer tem Status Staius Descripson
CORPUS CHRISTI FOCO BANK s 5000337600 100 ASDe Approved by SD&
HOUSTON 00D SANK S 5000337681 100 ASDA Approved by SDA
DALLAS FOOD BANK s 5000337602 100 ASD2 Approvad by SDA
ELFASO FOOD BANK < 50003387802 100 ASDE Appraved by SDA
| [33 Downioad Resuits 1o XML |[ 6 Downioad Resuits to CSV
6. As required, complete/review the following fields:
Field R/O/C Description
External Reference |0 he Sold-To Party's external reference information,
Number
xample:
Corpus Christi Food Bank
[Message Type O [Specific interpretation scheme for electronically
tfransmitted data,
xample:
(Note) Options for this field are S
(Success), E (Error), W (Warning), |
(Information), or A (Abort)
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Field R/O/C

Description

Message Text 0

The text of the system message. Note that this
field may not populate if there is no message
provided,

Sales Order o]

| egal document created with sales information
lsuch as name of customer, materials purchased,
quantities requested, and price.

xample:
000387690

litem o]

The line item on the document.

[Example:
100

IStatus O

The code for status of the document.

[Example:
ASDA

[Status Description O

The definition of the status code.

[Example:
Approved by SDA

Image: Upload SDA Sales Orders Screen

Home Operations Acmin Fepots Help

Order Processing Comglaint Admisisyation Recal Adrinisiration
Ogerstiors > Saie= O

Orde Processing >

Weicome to the Upload SDA Sales Orders Application
Al requrad fialds are marked with a red astarick {*

File Selection

* File Nave: | Croose File | No file chosen

File Uploads/Downlosds > Uplosd SDA Saies Ordes

Full Screen | Options «

[[&h Submi Orline | [ A Submit for Background Processing

Results

Views| Standard View]  |¥] » 2
E‘ Exiemnal Reference Number Message Tyoe Message Text Sales Croer tem Status Stalus Descripion
CORPUS CHRIST! FODD BANK B 5000387600 100 ASD Approvec by SDA
L] 91 100 Approved by SD&
100 Approved by SDA
100 ASDA Approved by SD&

| [33 Downioad Resuits to XML |[ %) Domnicad Resuits to CSV
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7. Perform one of the following:
If Then
To download results in XML format Click | [§] Bewnload Resuits ' XML | (the Download
Results to XML button).
To download results in CSV format Click [ Bawnlead Resuis 0 €5V (4he Download
Results to CSV button).

D

the Submit Online button.

8. Go to Step 12.
Image: Upload SDA Sales Orders Screen

Home Operations Aomin Feports Hep

Operations > Order Processing > File Uploads/Downloacs > Upioad SDA Sakes Onders

Weicome to the Upload SDA Sales Orders Application
Al requrac fialds are sarked with 3 red astarizk (*)
File Selection

“ =iz Nawe: [ Croose Flle | Crder uplcad_100008_50.1x1

| /&b Submz Onine | [ A5 Submit for Background Processing
Results

Viaw: | [Standard View] -

E =xiemal Referance Number Message Type Message Tex!

[ T3y Domnicad Resuts to XML | [ Somnicad Resuts to Cov

9.

te) Note | 3] Downlozd Resutts 1 XML | (the Download Results to XML) and
Dawnlozd Resuts 12 €SV | (the Download Results to CSV button) are only enabled after clicking

The download step is optional. Perform the download to validate the upload results.

» &
Sales Oroer tem Staws Staus Descriotion (=

Click |44 Submit for Background Proces=na | (the Submit for Background Processing button) to

process the Sales Order XML file with 50 or more records.

@ (Note) The system performs validations to ensure the XML file formatting is correct, data is valid

(i.e. Sold-To, Ship-To, and Material ID, Program Code, Req Delivery Periods, FTL quantity, UOM,
Correlation ID, Ent/Bonus indicator) and that the user has a valid email address on their profile.
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Image: Upload SDA Sales Orders Screen

—ome ‘Operations Aamin Feports Hap

UploadsiDawnloacs

Operanors > Order Processing Full Screer | Options »
»

You have suceszsfully submitted Salas Ordar ine items jor bath processing

@ once precassing & complets you will recanve an e-mzil with the resuits st whaemsautn@gmail.com

Welcome to the Upload SDA Sales Orders Application
Al requirad fialds are marked with a red astarisk (%),
Fils Selection

* Flz Nave: [ Croose =le | No fie chosen |

[ &P Subme Orine || A} Submit tor Background Processing |
Resuits

\iew:|[Standard View] - » O

R Sxtarnal fefrance Mumbar Mezzage Type Mazzage Text Salez Order ftem Stz Stzius Deseristion =

[[3 Downlcad Rezults to XML || 3] Cownicad Resuts to CSV |

10. Review the confirmation messages.
Image: WBSCM Notification

=1 R SO Saies Ovdor UploaT Was iy Wicsrage T VAT T — Ll
B oo =@
= 5 -
R Meetng N3 0 DO % ToManager 3 (5 Rukes - » B Y a A Fina €
Igrore ) )
wee X G Q@oie |5} reom ket ] ; o D rmea-|
k- Delete  Regly Repy Feewsed e ; " Mark Categarize Folow | aniiat Zaan
R T R - 0 [t vl Bl

relete Reipors

From # WBSCM Netfication Sk Wed 497014 1228
To # SOA Order Marager
ce
Sublect SDA Sates Orer Upioad Results
I Message | TN Order Upload Revatt.con (5 £8) Order L) ¢ HIM (S oy

» @1

This email is necification that your Order upioad file was processed, Please review the results below. Output Resuls files are artached as “TXT  and “CSV™ files.

Submitted Date Time : 2022-05-05 a1 08:15.00 CST

Submitted User: ORDERMAS0001

Please contact the WBSCM Help Desk with any questions.

Due 10 issues susrounding the emailing of “XML"  file attachments, the “ XML™ is antached as 2 ".TXT" extension. Touse asan “XML" , please save the " TXT" file with an " XML" extension.

Extemal Reference Number Msg Type Message Text D Ttem Status [Starus Description

WESCMA000 s 5000191178 0000000100 ASDA |Approved by SDA
WBSCMAO01 s 5000191178 |0000000100 ASDA |Approved by SDA
WEBSCMA002 S 5000191179 0000000100 ASDA Approved by SDA
WBSCMA003 S 5000191180 0000000100 ASDA |Approved by SDA
WBSCMAI s 5000191181 /0000000100 ASDA Approved by SDA
WEBSCMA003 S 5000191182 (0000000100 ASDA |Approved by SDA
WBSCMA00S S 5000191183 |0000000100 ASDA |Approved by SDA

1. Access the email account linked to the WBSCM User ID used when performing the sales order
update. Locate and view the WBSCM Notification email.

B (Note) The order upload results will be attached in CSV, TXT and HTM file formats.

12. The transaction is complete.
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RESULT

The SDA sales order has been updated by uploading an XML file. The XML file has been uploaded one
of two ways:

. Less than 50 files — Submitted online
o More than 50 files — Submitted for background processing
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