
WBSCHj saiJ Set NW Non-Delivery Dates
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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.

+ Nore.

Portal Path

Follow the Portal path below to complete this transaction:

+ Select Operations tab 3 Order Processing tab 3 NW Delivery Calendarfolder 3 Maintain
National Warehouse Delivery Calendar link to go to the Maintain National Warehouse Delivery
Calendar screen.

Tips and Tricks

+ The RIOIC acronyms in the field tables represent Required, Optional, or Conditional field entries.
© A Conditional field: an entry that becomes required asa result of entering something

previous to it, which then deems it required
© An Optional field: you may enter information in an optional field, but an entry is not

required for the completion of the transaction
+ Refer to WBSCM Portal Basic Navigation course for ips on creating favorites, performing

searches, etc.

Reminders

+ Remember to check your work
+ Refer to the Help Option (to the rightof the screen) in the Portalforfurther assistance.
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ProcepuRe
1. ‘Start the transaction using the following Portal path: Operations tab 9 Order Processing tab 3NW DryGlendai> Waitan Naionl arouse Debary Colander

Maintain National Warshouse Davey Glenda Srsen

=a

tl

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

=

3. Inthe Organization fieki, dick=(the Dropdown button) to select the nameofyour SDAITO.

For this example, we selected (the 0004000038: KY Dept. of Agriculture option) from the list to
Set up non-delivery dates for the Kentucky DepartmentofAgriculture.
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4. In the Ship-To Location field, click * (the Dropdown button) to selecta ship-to location.
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Maintain National Warehouse Delivery Calendar Scroon

er

5. Click the Matchcode bution) next to the Program field to select a program from a lst of your
associated programs.

(ED) (hee Youn ntorth ream abbreviation direct nto tefl For example, CFP.
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Maintain National Warehouse Delivery Calendar Screen
Fr Foro = (EC)

Cp
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6. Click (the Blue Box) next to the appropriate program option. In this case, we selected

the CSFP option.
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Waintain National WarehouseDeliveryCalendar Screen
ariEa rer ne (THCY)

EEEt

Frrmomcny

_—_—————
7. cick [58] (he OK button)toselect th highiighted program.
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Wain Raton Warshouso Dover Caerdar Semen

8. Click TJ (the Calendar button) next to the Calendar Start Date field to select the date from theGa
® (Note) You can enter the date directly in the Calendar Start Date field.
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Waintain National Warehouse Delivery Calendar Screen

T—-

9. ciick[Ene Go bution) to displayacalendar that correspondstothe Organization, Ship To
Location, Program, and CalendarStart Date listed in your criteria,
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Waintain National Warehouse Delivery Calendar Screen
BY Wech]

fie
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10. Scroll to the bottomofthe screen. You will be able tosee the curent delivery calender. Dates.
whenyou can receive deliveries at any me during the day are indicated n ight blue. Dates
when you can receive AM deliveries are ndicaled n yellow. Dates whenyoucan receive PM
deliveries are ndicaled n green. Non-Delivery Dates are indicated in red.
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Maintain National Warehouse Delivery Calendar Screen

—

|
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11. Click (the Matehcode button) next o the Dayof the Week fild to select a non-dolivery day.
of the week or enter the day directly into the field.

As required, completlreview the follwing ik:

Field RIOIC Description

DayoftieWeek:  R Dayo weekwhenyou do notwantto receive deliveries.
This could be a recurring date (i. | do not wan to receive
deliveries on any Tuesday in the wiiar) or one-ime dates
(i.e. | do not want to receive deliveries on Tuesday, the 30th
of October).
Example:
Tuesday
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12. Click|"(theBlue Box) nexttotheappropriateday option. In thiscase, we selected the
Tuesday option.
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Waintain National WarehouseDeliveryCalendar Screen
I — BG)

—

—_—

13. Click[5K(the OKbutton)toselectthehighlightedday.
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Maintain National Warehouse Delivery Calendar Screen

TI

eV]
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14. cick[5] (heFrequencytextbox)toenterthe frequency. In this case, we entered 08 in the.
extbor.

As required, completereview the following fies:

Field RIOIC Description
Froquency R Froquency of Tuesdays when you do not wish to receive

deliveries. For example, wo entered 8 in ths field, which wil
blockofthonoxt 8 Tuesdays,5 thatwe do nol receive
delvries on those dates.
Example: 8
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Waintain National Warehouse Delivery Calendar Screen

—
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15. ciok| (the Start Date text box) to enter the startdateorclickthe calendar iconto
Selecta date from the calendar. In tis case, we entered 10/23/12.

Asrequired, complateireviewthe folowing fies:

Field RIOIC Description

‘Start Date R Datewhen the non-delivery dates should start. By entering
1012372012 in hs lld, we have inlcated tha the ight
Tuesdays folowing 10/23/2012 will beblockedoutasnon-
delivery dates.
Example:
102302012
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Wainain National Warehouse Delivery Calendar Screen

—
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16. ick 258noAd button) to ad thenewnon-dolvery dates to the calendar.
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Maintain National Warehouse Delivery Calendar Screen

—
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17. After adding any non-delivery dates click Save Changes (the Save Changes bution) to save your
changes.

ED (roe Tho noncolvery dates ar nite nr.
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Waintain National Warehouse Delivery Calendar Screen
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18. Confimaton MessageDisplays.
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19. Youcanselect individualnon-deliverydatesbyclickingthedatesdirectlyonthecalendar.The.
day will turn orange to identify that it has been selected. If you select multiple dates on theEe eat
Inthiscaseweclicked2(the29th day).

GD ote Rofo he calendar when fish to cont your changes (1092025.
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Taian tons Warehouse Dover Carder sereen
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20. Wedicked(the 30th day) tobenon-delivery date. Noticethatthe29th is no longer orange.

lox[STEGHEES](ve Save Changes in).
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Waintain National Warehouse Delivery Calendar Screen

A ,,
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21. Clix[EEEISSESET](neBackto Selection ink).
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Maintain National Warehouse Delivery Calendar Screen

CU—

22. click[EE] the Go link) torefreshthe calendar.
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Maintain National Warehouse Delivery Calendar Screen

—
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23. Not tat he20th and the 30tha both indicted as non-<delver dates. The 30th wil change
from orange toredwhen the next non-celvery dat selected.
You have competed his ransacton.

© Usomssamspocsseto omensornds Clk boonce toanit
orange, Save your changes and eresincalendar. Th dat wil chang two, whichSnites no satus)

rrr Swann Pay ronsussoO van



WBSCM;  s&tvwienJ Set NW Non-Delivery Dates

ResuLr
‘The transaction has been successfully completed,
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WBSCM; SimicJ Submit Recall Survey Response Form

PROCESS OVERVIEW

Purpose
The purpose of his transaction for SOATITO Recall Specialists o fil out and submit the Recall Survey
Response Form on behalfof herRAS and Ship-Tos, Tis form i generated in WBSCM to accountfo ll
inventor nats being recalie. Ths proceciure describes th steps to access and submit findings for a
recall. SOAITOS should commaricata il call iormaton wi theirRAsand Sh-Tos.
Process Trigger
Use this transaction to display, complete, modify, or submit a response form on behalfof the organization
and suborganizations in WBSCM.
Prerequisites

+ Rocall case must exist in WBSCM.
© Current date must bo before the response deadline.
+ SDAITO accessing the form mustbe assigned to the recall case.
© Rocall Specialists and Recall Contacts have at east 2 Recall Communication Methods setup in

their User Profle.
Portal Path
Followthe Portal path belowtocomplete this transaction:

+ 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 RIOIC acronyms in th feld tables represent Reaured, Optional,o Condiional field entries.

© Required (R) — a mandatory field necessarytocomplete the transaction.
© Optional (0)-anon-mandatory field not requiredtocomplete the transaction.
2 Conditional(C)—afield that may be required i certain conditions are met, typically

linked to completionofa mandatory fold.
+ Roforto tho WBSCM Poral Basic Navigation courss or ps on creating favoritos, poforming

searches, ac.
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J Submit Recall Survey Response Form

pro—
1. ‘Start the transaction using the following Portal path: Operations tab 9Recall AdministrationFAR WCHAAS

Image: Access Rocall Survey Response Screen

EEREcsr

2. Click + (the Hide Navigator arrow) to minimize the Portal menu. Note that this canbedone withoo anacion WR.
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J Submit Recall Survey Response Form

Image: Access Recall Survey Response Screen

nie om RR

3. 'SDANTO Recall Specialists use the Access Recall Survey Response Form screen to select recall

response forms assigned to their organizationbyan FNS RecallSpecialist.Click (the Vertical
scrollbar) to display additional cases as necessary.

6D 1010 To anus th rca is ror communicate, Roca Spats anc Rat
Contacts must haveatleast 2 Recall Communication Methods set up in ther User
Profiles. Recall Communication Methods may only beset upbythe Recall Specialist or
Recall Contact on thir own profi. For more information on how to configure Recall
Communication Methods, refer to the MaintainUserProfile work instruction.

(uote) th Listor Focal Fosonsos secon, Response Status eer fo esas of
he response form, which may be oneof the folowing:

+ Open (or blank) - Forms that have not been started,
+ In-Process Forms that have been saved butnot yet submitted by a Recall

Specialist. These forms can be accessed and modified by the assigned Recall
Specialist at any me. Forms in this stage have not boan submited to the USDA.

+ Complated- Forms that have been saved and submited to the USDA, and can
be modified only by an FNS Recall Specials.
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4. As required, complete/review the following fields:

Field Rioic Deserption
R unique denying number associatedwi 1 Foi or

Recal case.
xample:bi

F 3 [Substance or commodity Tats Boughor sol ona
Fommerial bass, or s used, consume,or created n
production; a product can alsobo a service. Also,
mbar Genifying a material masterrecor
ample:

00755
produc Descrpion JR oration Used to haraciarzea material

3 round Beef 1001584/10 Ib Chubs

3 Fuses parner Ta provides malariae o sorices.
ample:

[1000534

|[Business partner that provides materials or services.

LT
Tope FR oat recent dato Tor update.

ample:barz0rz016
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J Submit Recall Survey Response Form

Image: Access Recall Survey Response Screen

I—

i;

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

6B oto Te Rasponso Hoarsecon denies he product, vendor, and ter dota about he
recall. The Recall Specialist enters disposition quaniies for he recalled product and related
information i the Product Inventory/ Disposition section.
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Image: Access Recall Survey Response Form Screen

Ea

6. Click (the View Details button)
Image: USDA Recall Response

Sat vyspon om. rindDienst pl

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

Fioid Rioic Deseription
Product R Substance or commady Tals Bough!or scl on aFommeria bass, or s Used. consume,orcreaied n

production:aproductcan alsobe service. Also,a
umber identifying a material master record.

ample:
[00155

produc Deserion oration Used To characterizea material

N roundBeef - 1001584/10IbChubs

LT
Response Deadline: R Designated deadline for SDA to provide a completed

Rocal Survey Response form.
amp:barsorz013

R by Wich quails ore 158 measured
ample:
S

oantty or products JR armbar of Toms eceivedbyFAVSo.
ves:

xample:[200000

arty served porto Jo (oan of product Fal was Served pora ha recaloca: being issued.
xample:

foo
Quantity on hand: R [Quantity of product that is currently on hand based on

no most recent inventory coun.
ample:

[000.00
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Fiokd RoC Deserption
Quantityon hold or o [Quantity of productthatiscurrently onholdor hasbeen
ctu tvendor. atumedfoine vendor.

ample:

sanity redonaiod Jo (Euan of product Ta has been or wil be edonaiod
nother organization.
ample:

ko
oanty destoyes (Ruan of productFrat Fas been orwilbe Gosiayea.

ample:
0

8. Perform one of the following:

" “Then

A recordofthe quantities being destroyed is on file Click| (the Destruction documentation on file
checkbox).

Therefs norecordof the quaniesbeing Goose.
destroyed on fle

® (Note) The Recall Specialist enters disposition quantitiesfor the recalled product in the Product
Inventory. Disposition scion.
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image: Access Recall Survey Response Form Screen

FR — )
om Ge tenn

EEE, al

9. As required, completiroviewthe folowing fields:

ommentTor 0 fom tox Told To orfra commentfoany
accounted product accounted produc,

(Noto) Tho Recall Specialist must enter
[£2 comment n heCommentfor

unaccounted for product field for all
unaccounted or produc tha is or wil
be destioyed.

formerof nesses or [0 Ti amber of peoplewho eporad Tnesses orries rites related to the consumption of the product
being recalled.

ample:

oscrpton oriness ro Tot Fel Used o Summarize Te sympomsbr inary: nat wore oxporioncod by thepeoplewho reported
nesses and injuries.

(Noto) th recal caused any nesses
[E39 or inries tno Recall Specialist must

include iho number of ries in
the Number of lness or injuries field
and a desorptionof he nies in the

Fr an 1.202 osc Tang esr rcs2023 asasoSon
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Field RIOIC Descriptio

|] Description of liness or injury fel.

10. Perform one of the following:
" Then
The form wil be completed lter and the user Go fo Sep 11.
needs to save progress without submiting to
Usa
‘Theformiscomplete andneedstobe submitted to Goto Step 12.
the USDA

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

+ Back Returnstothe pravious screen without saving. Dos not save any changes to the
form. When reviewing a previously submitted form, theBackbutton may be the only
available option in the toolbar.

+ Save-Saves progressonthe form and changes the satusto “In-Process". FNS willbe
able to view the responses; however the SOAITO Recall Specialist can make changes (0
he form as necded.

+ Submit to USDA- Submis th form to USDA for review and changes the status to
“Complete”. At this stage, the SDAATO Recall Specialist can no longer edi responses,
butan FNS Recall Specials can make changes as nooded.

11. click EIS (no save button)tosave the entries.

® (Note) After clicking the Save button, the statuschangesto “In-Process” and a message displays
“Response Saved / Updated".
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Image: Access Recall Survey Response Form Screen
mT
re ar]
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12. CickBFSmt1aUSOA. (no Submitto USDAbutton)to submitthe form fo FNS.

6 tt)tr cling th Submitto USDAbuonte sstu changes “Compe nd
message displays "Response Submitedto USDA’. Once submited, the SDAATO Recall
Specialistswil nolongerbeable omosifythe form.

13. Thetransactions complete.
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re
‘Aresponse form associated wilh recall case assigned to he organization has boen submited.
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WBSCM;  UiioacsireJ Upload Bill of Lading (BOL) for National Warehouses

a

Purpose
The purpose of his transaction is to upload a il of lading (BOL) fe 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) forMulti Food orders. Additionally, the uploaded BOL can be exported to
2 Microsoft Excel flefo roview.
Process Trigger
Use this procedure to upload a BOL file into WBSCM.

Prerequisites
+ XMLorTXT Fil for the BOL must exist on the user's workstation or shared dive.

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

+ Select Operations tab 3 Warehouse Management tab 3 File Uploads/Downloadsfolder 3
Upload BOLs from National Warehouse link to go to the Upload BOLs from National
Warehouse scroan.

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

© Required (R) —a mandatory field necessary to complete the transaction
© Optional (0)-anon-mandatory field not required to complete the transaction
© Conditional (C) - a field that may be required if certain conditions are met, typically

linked to complation of 2 mandatory fold
+ Refer to the WBSCM Help site, Frequently Referenced Training Materials section for basic

navigation raining and tps on creating favores, performing searches, ac.
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WBSCM 3 Work Instruction ) 3
J Upload Bill of Lading (BOL) for National Warehouses

1. ‘Start the transaction using the following Portal path: Operations tab 3 Warehouse
Management tab 3 File UploadsDownloads folder % Upload BOL from NationalWarehouse ink.
Image: Upload BOL from National Warehouse Scroon
RT

0 Jhe

os n a

2. Click * (the Hide Navigator arrow) to minimize the Portal menu. Note that this canbedone with
any transaction in WBSCM.
Image: Upload BOL from National Warehouse Scroen
J
I"Reees —

eo am———— B

Troewe=

faitesHe,em seer em ym em

3. Click [ChooseFie |the Choose File button) to locate the BOLfileto upload.

4. Locate and selectthe appropriatefiletobeuploaded. Inthisexample, BOL 1000129681.xml
was selecled.
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WBSCM;  UoadsiieJ Upload Bill of Lading (BOL) for National Warehouses

Image: Upload BOL from National Warehouse Screen

ERED oc

etft

me=

| =

5. Click[SE] ne Submitbutton)tosubmittheupload.
Image: Upload BOLS from National Warehouse Screen
oo fy
RE mec erese _
mr =—

I =

6. Review theuploaded BOLfle i te results table.

SB oto changescan somado act netable. To chan hei fading information
National Warehouse wil need to send a raquest to the Warshouse Manager (FNS) to reverse

PostGoods Issues.so they anre-upload theBOLflewiththe corect information.
7. Clik |E9514 (hoExportbuton) to export the BOL information to aMicrosoft Excel le.
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J Upload Bill of Lading (BOL) for National Warehouses

Image: Upload Bill Of Lading from National Warehouse Screen

pT
EEE]mess

Ee
Be

I .

8. Clik Emotions Excel.(ne Exportto MicrosoftExceloption).
Image: Upload BOLS from National Warehouse Scroen
YT

Sis 3

8. cick 2% (noOpenbuton).

oe (Note)Exportfile download promptmayappeardifferentbasedontheuser's browser. To
dowload n Chrome,refer otheDownloadExport Documentsection in theWESC

Portal Navigation ob ad.

(Note)If a warning message appears, click | (the Yes button) to continue.
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TT imageMoroso Eeetsareen
ETE,
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TNCr Sr SrSETI NTN
i a — |

2 |
3 {
3 {
5 {
2 {
z {
2 {
% {

il Low TO a 57= er -
10. RevieworsavetheExcelfileasappropriate.

11. cick Ell(the Closebutton)toreturntothe Upload BOL romNationalWarehousescreen.
image: Upload BOLfromNational Warehouse Screen
 ——
Ee EEESW————

BE re ’=

fre tlea a”

12. Thetransactioniscomplete.
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(WBSCM. A Work Instruction
J Upload Bill of Lading (BOL)for National Warehouses

ere
The user has successfully uploaded the Bill of Lading (BOL) file into WBSCM and reviewed the uploaded
BOL information.
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WBSCM;  Uiioad tomJ Upload Domestic Shipment Receipts

a

Purpose
Domestic recipient organizations (or USDA on behalfofa recipient) use this procedure to upload a file
‘with shipment receipt information fora purchase order, sales order,ordelivery order in lieu of manually
entering each in fom in WBSCM, The shipment recap. also known as the goods recap! (GR, 5 he
method by whichth recipient conms that materislsicommodies thal were requested In WESCM have
Been delivered. The shipment receipt contains:

+ When theshipmentwas received
© Wino signed forth receipt
+ Good, over, short, or damaged (O/S/D) quantities

Timely entry of a shipment receipt is a critical step in WBSCM. CurrentENSpolicy requires entry ofshipment receipts with wo calondar Gays of roceing 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) fie.

2. Use tne Enter ShipmentReceipt ransaction to create a shipment receipt manualy.
“Tis transaction is beneficialto th receiving organization as personnel ofen ener his data in other
systems as well, and 5 much easier o transfer he fle than 1 160 the mana entry.
Process Trigger
Perform tis procedure when a recipient has receivedairet shipment and noadsto upload the
shipment receipt 10 WESC.
Prerequisites

+ ThoPOor sales ordor mst exist in WBSCM.
© The upload fle in XML or CSV format must exit.

Portal Path
Follow the Portal path belowtocomplete this transaction:

+ Select Operations tab 9 Order Processing tab 3Shipment Receipts folder3Upload
Shipment Receipts nk Upload Shipman Receipt screen.

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

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

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

navigational raining and ts on creating favorite, performing searches, et.
+ Ifthe user needs to enter a shipment receipt directly into WBSCM instead of uploading, refer to

he Enter Domestic Shipment Receipt work nsructon.

Frome owssowTangprem rett72023 esasonen



(WBSCM Work Instruction

J Upload Domestic Shipment Receipts

PROCEDURE
1. ‘Start the transaction using this Portal path: Operations tab 9Order Processing tab 3

‘Shipment Receipts folder Upload Shipment Receipts link to open the Upload Shipment
Receipts screen.

Image: Upload Shipment Receipts Screen

Gs "si

2. Click * (the Hide Navigatorarrow)to minimize the Portal menu. Note that this can be done
wilh any transaction in WBSCM.

3. Navigate to the upload file and open.

e (Note) If the user requiresa template to populate for the upload, refer to:

+ UploadGoodsReceiptXMLTemplateislocated at WBSCM 3 Help 3 Job Aids
folder 3 Fulfiliments (JA) 3 Upload Goods Receipt SCM Template.

© This template is provided as a guideforthe required fields that mustbeoutput
from the users’ system an XMLflewil be uploaded into WBSCM.

© The user should upload a new file with only new receipt data each time. (Do not
resubmit the same receipts).

+ UploadGoodsReceiptCSVTempialais kocaled at WBSCM Help > Job Aids
folder 3 Fulfiliments (JA) 3 Upload Goods Receipt CSV Template.

© The user should upload a newfilewith only new receipt data each time. (Do not
resubmit the same receipts).

© The GR upload file has several columns that will not contain any information. All
column headers that appear inthetemplate are requiredforthe upload: do not
elt or hang cours. Noblank rowsshot bo inserted between data ets.

o Note for AMS users only: Spocialiss cannot upload a GR flo for invoices iat
hey willbe approving. E-mail he completed GR upload fle 0 another specialist
for uploading. Make sure the file stays in CSV format.

FromMantZzz| owesoMTmmngpessemy pagerar2025AS00050 001383



WBSCM 3 Work Instruction . .

J Upload Domestic Shipment Receipts

Image: Microsoft Excel (PO_XXXXXXXXX_XX.csv) Screen

ET
en rege [5 [Eo] Boueerneenr: [eee [ROs0 LENE amr oF Beer |Be (2 47 ©AREER Cet oe

ee rn

E : mao rm

4. Populate the data and save te upload fl, as described nth fl definion reference. Data
enty i required for the following fields:

+ Document number
I omems
+ Signed By© Date received
+ Good Quantity (in PO UoM)-items purchased by weight only
+ Good Quantity (in CS)- items purchasedbycase and variable weight items

® (Note) Before uploading a CSVor XML file, open the file tobesure all fields above are
included and displayed in the proper order.

rst trs, ouGood uty er
automaticaly in WBSCM based on the number ofcasesfor SV receips. Any vaio
entered in Good Quantity in PO UM) for variable weigh tems wi be gnored dung the
upload.

For non-INV receipts, both the Good Quantity (in L8) and the Good Quantity must be
entered.

Fiz owssouTanm-pee reas2023ws oust Eres



WBSCMn ) Work Instruction
J Upload Domestic Shipment Receipts

Image: Upload Shipment Receipt Screen
fm
ee

H——e———————————S
prt

Cmmmpemsnnn

eeEE.

5. Click[©2527] heChooseFilebutton)tolocate the CSVorXMLfileto upload.
6. Locato and sect the appropriate fl fo bo uploaded. In hs example, PO_1000XKKXX_O0.csv

upload flo was selected.

Duce) srs hve no rstitons an rain an lo lo: however a bes pracico
recommendation to nams the fe using the ten digit PO number, underscore, followed by the
fine ftom number.

Image: Upload Shipment Recaipt Screen
J

i—
J
Sammpenenns

7. Click [FEES] (he Upload Filebutton) touploadtheshipment receipt to WBSCM.

SD ot) upload heconan oader row.andte uploados in GVformat check heHeader Row exists (applicable to CSV fil only) check bo.

From wen 1.2022 SWosCHTang rosea ret2025Av 00050501304



(WBS( p Work Instruction . .
Upload Domestic Shipment Receipts

Image: Upload Shipment Receipt ScreenRi
aremceesa aA
thkeraieed MemmBe

Cen

Ermsmrenmae
8. ReviewtheUploadedDatatabto verifytheuploadeddata.

(Note)(Optional) ick E994. (tng Exportbutton)intheUploadedDatasectiontodownload
anExcelfleforreferenceandreviewpriortosubmittingthereceipttoUSDA.

9. Clo|SREB(1, SubmitReceiptbutton)tosubmitthe shipmentreceiptto USDA.

Image: Enter Shipment Receipt (Goods receipt Messages) Screena
ia

mnRemi.

Gwe
(ES

EE eeaa]
a 2 ie

10. The transaction is complete.

———



WBSCM]  Upioad omJ Upload Domestic Shipment Receipts

® (Note) If an error occurred during an upload, an Eis displayed in the MsgType column.
‘Additonal information rogarding tho ror is provided in tho Messagetext column.Review the
information provided and make correcionsfneeded, For assistance, contact the WBSCM
Helpdesk.

2025AS00050 001585



WBSCM;  Uiioad tomJ Upload Domestic Shipment Receipts

ere
"Ashipment receptor purchase oder, sales ordar,odelivery order was Uploads to WBSCH,

Frome owssowTangPrem er2025Av5.00050.£ 301387



(WBSCM Work Instruction
J Upload National Warehouse Batch Details

PROCESS OVERVIEW

Purpose
The purposeofthis ransacton so upload and store National Warchouso batch detail information in
WBSCM, nclucing a materials Manufactured Date, Bestif Used-by Date, and quantieson hand. This
information allows FNS to generate eal-ime 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 ths transaction to upload batch details from the National Warohouseto WBSCM.
Proraquisites.

+ LotBateh exists in WBSCM for the materials or which the upload transaction is being run.
Portal Path
Follow the Portal path below to complete thi transaction
«Select Operations tab Warehouse Management tab 3 File Uploads/Downloads fokder 3

Upload National Warehouse Batch Details link.
Tips and Tricks

+ The RIOIC acronyms in the fed tables represent Required, Optional, or Condilonal field entries.
‘© Required (R) ~a mandatory fied necessaryto complete the transaction
> Optional (0)—anon-mandatory field not required to complete the transaction
5 Conditional (€) ~a field that may be required fcerain condions are mel, typically

Inked to completion of a mandatory field
+ Roer to the WBSCM Help site, Froquantly Roforoncad Training Material section, for basic:

navigation training and tps on creating favorites, performing searches, ole.

Toate.For 25,2024 SWBSGH TrangProgra Pope 1102023AMS.00030 001068



(WBSCM| Work Instruction
J Upload National Warehouse Batch Details

1. ‘Startthetransaction using the Portal path: Operationstab 3 Warehouse Management tab 3aBRant
SN TA

5 EE Ba |

2. Click * (the Hide Navigator button) to minimizethe Portal menu,Notethis canbedonewithiAA
RI rteEE

aeees vo ntfo he ln. soda

(Em) + fr)

3. necessary, cok[=210%©Ee] 1poynioadto Excel button)to download a bankCo TSEn

————————Co



WBSCM  Uiioad weJ Upload National Warehouse Batch Details

4. Open the National Warehouse Batch Details Upload File from where it is stored locally.

Image: National Warshouse Batch Detail Upload File
x ae ==@nr 3%] |BlCorton Fret o
D814 AN (STTE | pe|Bremner: 2 = B ieCl ERE EE5 Ld EE em oy

3

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

Fila woe Description
R nique six-digit number representing a specificteralcommodty in WESCH:

ample:odor
Fla R Jnternal plant number that identifies the external

Eo
Example:

[Fogo Tommi Aoi Faovai sire. Fo Nation Warehouses, is5 commodiy program such as CSP.
ample:

Torro ows TangPy rT]rs



(WBSCH A Work Instruction
J Upload National Warehouse Batch Details

Fiold RIOIC Description
E R iso known as Lo, 11s a number thal uniquely

ssigns a material manufactured ina lo. The batct
terial is managed separately from othersetsof

0 same materia. Also, usedto describe the
inningof multiple non-manual transactions in
BSC.

amplo:
b1o7ss

nufaciured Date R io date on which The product was produced by
vendor,

ample:
1118/2012

(Note) Use date format MMIDDIYYYY

est 1 Usedby Date |R The date before Wich the product shall be Used.

ample:
18/2013
3) (Note) Use date format MMIDDIYYYY

pF R Palel count In The warehouse.

ample:

R 256 Count In he warehouse.

ample:
paz

(ot) Complete h Nationa Warehouse Batch etal Upload Fle wi al necessary
information.
DO NOT modify, delete, or rearrange the spreadsheet columns.

———— ©WBSCHTring - Prprioary Pogo10
2023AMS.00030 001001



WBSCM)  UpoaaatJ Upload National Warehouse Batch Details

TT image: National Warehouse Batch Details Upload Fle

8. [rains|2 20.|2] |Beem [®)| 2] & 1H] @
Eda [BE || Beemer ond] catn | em

son | co SID . - " CnET
oR om Fo aes Rh = wr

i i
oars wm one ay Taam : 2
Ed Ie nna pec) i 5

>

oy Bann contro 2 E mea ==

6. ‘Save the National Warehouse Batch Details Upload File locally and note the location where:
hosproadshoot saved.

o (Note)The uploadfilemust beinExcelformat (sx). Otherformats willresultinan errorduring
‘the uploadandvalidationprocess.

Image: Upload National Warehouse Batch Detals Screen
TTT

EERIE]weesI —
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WBSCA| Work Instruction
j Upload National Warehouse Batch Details

EL —
Warehouse Batch Details Upload File to WESCM.
Image: Select File Pop-Up Scroen

8. cick22|tno Browse... buttontoselectthe upload file.

® (Note) The upload fle must be in Excel format (sx) be uploaded. Other formats wil result in
an error during the upload process.

9. Locate and selec the appropriate fl tbo uploaded. In this example, he National Warehouse
Batch Datail Upload xix fl was seleced.
Image: Saloct File Pop-Up Screen

Tonio Fon 0220 SSHTang repre reco2023wsone Fos



WBSCH | Work Insruction ’
J Upload National Warehouse Batch Details

10. Clik Uslo3 (the Upload button).
Image: Success Pop-Up Screen
a i

EE —re—— 4» i

1. cick 9] tne 0Kbutton).

BoteTe plod le gos trough a validation proces. Ater he process complete, anyrecords containing erors are listed a the top of the display table for easy identification. These
errors must be correctedorthe records removed from th flebefore ti re-uploadedto WESCM;
otherwise, the updal with error records will be prevented.

Imago: Upload National Warshouse Batch Details Scroon

ISSR reer,

Erion (gra EEE |

Test For 8208 oWBSGH TrangPopreny Pope 7t 102023.45 00030 £00104



(WBSCM 3 Work Instruction ;

J Upload National Warehouse Batch Details

12. Clie|2UPB 1g pate Batches bution)toupdate the batch information in
WBSCM.
Image: Success Pop-Up Screen

ye.ee

13. click 2 the Okbutton).

® (Note) The Status/Message column is updated with the current status of the uploaded.
records. In this example, Success: Material Updated. is th sialus shoving for cach row.

9 (Note) Any records with errors wil be listed at the top of the display table.

Image: Upload National Warehouse Batch Details Screen

RABA] vemos[E555]

EEE IFriii |

Test For 8,208 SWBSGH TrgPosner pre2023.500030F001085



(WBSC0 Work Instruction }
J Upload National Warehouse Batch Details

14. Cli = 227100 0ZC yg poyniad to Excel buon) to download the status resuls of
the uploaded batch information.

oe (Note)An Excel file containing the uploaded batch details with the updated Status/Messageinformation for each record is downloaded o the user's loca download storage locaton.
Image: Information Pop-Up Screen

= maT TT
IS TR rete.ENE

15. Click OX (the OK button).

Image: Upload National Warehouse Batch Details Screen
TT

TG]meteSEE

TE = |

16. The transaction is complete.

Test For 8208 oWBSGH TrangPopreny Peso2023.500030 001088
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ResuLT
atonal arouse Gch Otada hoe upload, vakdtc. and sre in ESCH. To rssiaose vat voSassoBoa
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WBSCM;  UiioasiatJ Upload RA Updates

a

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 withtheMaintainRAOrganization 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.

Proroduisites
+ TheRAmust exist in WBSCM.
© An XML flo must existon the user's computer,

Portal Path
Followthe Portal pathtocomplete this transaction:

+ Select Admin ab » Organization Maintenance tab 3 UploadRA Updates link 0.60 0 the
UploadRA Updates screen

Tips and Tricks
+ The RIOIC acronyms i te fed tables represent Required, Optional, or Condilonal field 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
+ Refer to the WBSCM Help site, Frequently Referonced Training Materials section for basic:

navigation training and tps on creating favores, paformingsearches,ac.

Tein oy 5.202 BE Pre tts2025 AS00050. 001008



(WBSCM Work Instruction
J Upload RA Updates

PROCEDURE

1. Openthe XML fle.

Dice) Tho XM lo must conan all RA maitonance fies an dita in thcoreformat
fora successful upload.

Image: Notepad Screen

0) RAUPLOAD UPDATES xt - Notepad - oo x
Fle Edt Format View Help
cectpient agencies»recipient.spency>

Craspassoeszeac/ratp1a>
Croasespiacer. County ratase>
CraldentirieroRAIO1C/ralaentiier>
Cracountyspiscer</raCountys
<rozone>se/razone>(ratipicodessae/raripscode>

cadeziverytocations>
<raDeliveryLoco5003104¢/FadelveryLocs
<Iraderiverytocotions>

<roprgntar
<roProgramACEP /raProgram>

</raprenta>
<recipient-agency>

</rectpient-sgencies>

tnd, Cal31 10% Windows CR) UTES

2. Update the XML as necessary. In this example, the <raName> field is change o Placer
County Food Bank.

Trsr oy20202 OWaSGHTrgPrsramy Page 2ar82023.500030 00100



WBSCH)  UhoadatJ Upload RA Updates

Image: Notepad Screen

7) “RA_UPLOAD_UPDATEStxt -Notepad - oOo x
Fle Et Format View Hep
crecipient-agencies> 7

recipiem-agency>Cratprarsonsseac/raspiesCratamePiacer County Food Bank/raase>Craldentier RALOL ratdent riersCracoumty>Placer</racoumty>Cratonesseyratanesraroscasrsad/raripscade><eaveriveryLocations>PavelfveryLoco5p03104¢/ravelveryLocsraderivery ocationssparabrogamACEP roProgram></raprgmics<recipient-agencysrecipient agencies

nd,Col 35 100% Windows(CRLF) UTF-8

3. Select File (the File menu option).

Tee.toy28. 202 TT owas Tangremy rotors2025AS00030501700



WBSCH GhoseJ UploadRAUpdates

Image: NotepadScreen

3) “RAUPLOAD_UPDATEStxt - Notepad - oOo x
File Edit Format View Help
- So ’
i |

Open... C10 feiersna101c/raldentifier>

SaveAs... CrsShifts 1€>99¢/raFipsCode>

re ie

rT Tween Toms
4. select! SWE (theSave option).

rraod,



(WBSCH Upload RALJ Upload RA Updates

Image: Notepad Screen
3) "RA.UPLOAD UPDATEStt - Notepad - oO x
Fle Edt Format View Help
crecipient-agencies>

recipient.agency>
<raBp1a>4009362¢/ragPIe>
<raanesplacer County Food Banic/raiane>
<raldentiiersRAlaLe) raldentifiers
<raCountysPlacer</raCounty>
<razone>se/ atone)
rafipaCadessa raripscode>

<cadeniveryLocotions>
<raDeliveryLoc>503104¢/rabelveryLoc>
raderiveryLoctions>

roprgnter
Crabrograss(ACEPreprogram

<rapreates
</recipent-agency>

rectptent- agencies

tnd, Cols 100% Windows (CRF) UTF-3

5. Clik (ie Close buton).

9) (ice) Aer cosing he XML le, navigate tothe UpioadA Update screen on th portal 0
upload the XML fle.

6. Startthetransaction using the Portal path: Admintab % Organization Maintenance tab >
Upload RA Updates ink.

Ths,May20.2022 owas TrangPopreny Page sars2023.500030 F 001102



WBSCH)  GolosdmitJ Upload RA Updates

Image: Upload RA Updates Scroen
iia i

SRE eres

perTs——Inman

7. Click * (the Hide Navigator arrow) to minimize the Portal menu. Note tha tiscan be done
with any transaction in WESC.
Image: Upload RA Updates Screen
J

RSE vee

8. Cick (the Choose File bution) to locate the file to be uploaded. In this example, the
RA_UPLOAD_UPDATES.tx fle was located.

Tosser ay 20.2022 SWBSCHTrig«Prt Paesor
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(WBSCM | WorkInstruction

J UploadRAUpdates

UploadRAUpdatesScreen

ET

9. Click[FEF](noUploadFillbutton).
UploadRAUpdatesScreen

To —_

————

”

=
J

10. ReviewtheRAs SuccessfullyUpdatedsection.

® (Note)Thefollowingdisplay:

+ BusinessPartner Number in theRAcolumn
+ RAdontiirofthoRAthatwasmodifed.

11. Thetransactioniscomplete.

rniniy20.222 TT owasouTangPre Tre7te2025Av00030501108
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ere
The RA organization was updated by uploading an XML file to WBSCM.

SRERea rotors2025AS000500105



WBSCH)  Uiioaa'staJ Upload SDA Sales Orders

[GEEREY

Purpose
The purpose of this transaction i to update an SDA sales order by uploading sales order XML fies to
WBSCM.
Process Trigger
Use tis procedure to upload an XML fle containing updated information fr on of mulile sales orders.
Prerequisites.
«An XML fl containing sales order information (such as valid Sold-To, Ship-To, correct delivery

date, material ID, Program Code, Quanity, UOM, EntilementBonus, Correlation ID) mustbe
available 10 the SDA user.

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

+ Seloct Operations tab Order Processing tab File Uploads/Downloads folder Upload
SDA Sales Order Ink to go o the Upload SDA SalesOrder Screen

Tips and Tricks,
«The RIOIC acronyms in the fied 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 that may be required if certain conditions are met, typically
linked to completion of a mandatory field

«Refer to the WBSCM Help ite, Froquently Referenced Training Materials section for basic
navigation training and ips on crealing favorites, performing searches, etc.

Trader oy 20,2022 ©WBSCHTrangProgra Page ot
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(WBSCM 3 WorkInstruction

Upload SDA Sales Orders

1. Startthe transaction using thePortal path: Operationstab 3Order Processingtab File
Uploads/Downloads folder 3 Upload SDA Sales Order fink.
Image: UploadSDASalesOrdersScreen
= TT
re sl

econ152pss$0 sav AptstonSh
mem

CT

2. Click« (the Hide Navigatorarrow) to minimizethe Portal menu. Notethat tiscanbe donewith
any transaction in WBSCM.
Image: UploadSDASalesOrdersScreen
ff
ee Tl

om
eeemee

3. Click[ESTE] (heChooseFil button) to locate the SDA SalesOrderXMLfle to be
uploaded.

Tosser ay 20.2022 SWBSCHTrig«Pray Pagezots
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WBSCH;  UnosasonJ Upload SDA Sales Orders

Image: UploadSDASalesOrdersScreen
=

Crem]

|

4. Performoneofthe folowing:
Woo me
‘The SalesOrderXMLdocumentcontainsfewer Go to Step6.
than50records
“The Sales OrderXMLdocumentcontains GotoStep.
50recordsormore

GD ote hosor cat an slctod heXi lo. n his ame,Order
upload_100008_50.txtwasselecied.

Image: UploadSDASalesOrdersScreen

msm spe1 ara psn

Ili

i
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WBSCH)  UiioaasoaJ Upload SDA Sales Orders

5. Click (the Submit Online button).

GD (ote) Tho Submit Onin option is usd 0 load o process an XL flo wih ower han 50
orders or records. there are more than 50 orders, and [557%55%| (ihe Submit Online
button) is used, an error message displays asking to ToEeePE (ne
Submit for Background Processing buton):
"Your ile has more than 50 Records. Please usethe ‘Submitfor background processing’ option
10 process the XML fle."

Image: Upload SDA Sales Orders Scroon

emSS

cant psssss psn

fre -

6. As required, completelreviewthe following felis:
Field RoC Descriptio

o he Sold-To Parts extemal reference information]

ample:
orpus Christi Food Bank

Ssage Type G [Specific terpretation scheme for electronically
ransmitied data.
Example:

(Note) Options for this fled are
PP (Success), E (Error), W Warming),

(Information). orA (Abor)

Tosser ay 20.2022 SWBSCH Trang Prem Pagesare
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WBSCH;  Upoaa'staJ Upload SDA Sales Orders

7. Performoneofthefollowing:

" “Then

Todownload resultsinXV format ClkISSSS](no Download
Results to XML bution).

To download resus in CSV format Click[EiBemaFes 5 S57] (the Download
Results to CSV button).

BD nro [I ——
(the DownloadResultsto CSV button) are only enabledafterclickingne Submit Online butn.

“The download step is optional. Perfor the download to validate the upload resus.
8. Goto Step 12.

Image: UploadSDASales Orders Screen

atti
omnes[CoRR aaa 1 nn

SRi
rr]

5. cia (the Submit fo Background Processing buon)
process theSalesOrder XML filewith50ormorerecords.

® (Note) The system performs validations to ensure the XML file formatting is correct, data is valid
(i. S06-To. Ship-To, and Material I, Program Code, Req Delvery Period, FTL quantty, UOM,
Correlation 0, EniBonus indicator) and rat he user has 8 val sma agar on thle proie.
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Image: UploadSDASalesOrdersScreen
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10. Reviewtheconfirmationmessages.

Image: WBSCM Notification
rmee —ony
CEA mm SE EYSE RS

11. Accessthe email account linkedtothe WBSCMUser ID usedwhenperformingthesalesorder
update. Locateandviewthe WBSCMNotificationemail.

® (Note) Theorder uploadresultswillbeattached in CSV,TXTandHTMfileformats.

12. Thetransactioniscomplete.

Tosca. ay 20.2022 SWaSGHTrangrsa eT]2003.0500030 F001112
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ResuLr
The SDA sales order has been updatedbyuploading an XML file, The XMLfile has been uploaded oneCa

+ Loss anothes-Sbritodri1 an 50 flo Submit ofcron rosssing

——— ———PR




