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WBSCM Help Documentation Job Aid

This job aid describes two methods for accessing help resources in WBSCM for on-the-job support. These

methods include:

e Context Sensitive Help — Displays transaction related help documentation while using a WBSCM
transaction.

e Online Help Documentation Library — Displays all materials organized by user community, business area,
and process; access to some items is limited by user role.

Additionally, this job aid provides instructions on how users can search for relevant training materials based
on keywords or phrases.
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Context Sensitive Help
WBSCM has an on-screen help feature to provide assistance related to the current transaction. To launch help:

Job Aid
WBSCM Help Documentation

s

e Click |9PlONs ¥ | (the Options button) on the right side of the screen.
e Select &P (the Help option).

A new window opens and displays the help materials that relate to the transaction. If more than one related help
document is available, users are prompted to select from a list. The selected document opens, and the selection screen
closes. In the example below, Context Sensitive Help for the Order Status Report launches the related step-by-step work
instruction. The default option is Work Instruction; however, users can use the drop-down menu in the upper right corner
to select another document type.

Home Operations Finance Admin Reports Tools & Monitoring Help Helpdesk

Procurement Operations Order Processing Recall Administration Supplier Mgt Warehouse Management Complaint Administration Ad-Hoc Reporting

" Reports > Order Processing > Order Status Report Full S\:reenl Options q
Open in New Window
Reports : Input Criteria Refresh
(I Execute | [X] Print PDF Output ol P
g Details
Order Status Report [T Add to Portal Favorites

(% Show Variants

Program: > = (2 Review Order Status Report - Internet Explorer = a x
Req. Delivery Date: ¢ To fa] 2 @ https://whscmintup.whscm usda.gov/gm/folder-1.11.3242 T application=SAP+ Portaiprim @
Material: & | &) 7o | & = USD. i
~
Sok-To pary: & @ o |USDA Q+$e
StipToPary. & | o | -
Region Code: ¢ To = Home >> WBSCM Training >> Work Instructions >> Internal >>
Purchasing Group: & =3 FUL >> Domestic >> Review Order Status Report
Status: u] L
s @ [2) work Instruction ¥ 8 &
Order Type: o
Order Number: & To L4
Incl. Re-Dist/Re-Don. Docs 7. =] B Review Order Status Report
Shipment Receipt Date: &> | 1] To | 251 =

PROCESS OVERVIEW

Purpose

The Order Status Report provides detail on orders throughout their |
delivery. The status code is updated as orders are entered, created,
their processors. The following status codes apply to sales orders:

- Approved by SDA - Requisit (i appli
- Returned by SpAgency - Order retumned to SDA by FNS
- C lled - Order ; entif credited to custome

- Approved by SpAgency - Orders have been approved by F
- On invitation - Order currently on a solicitation to be purchas
Purchased _Op 2 Purchace Ordar (conta

Home Glossary
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Expand the context sensitive help window to view the document in full screen. The drop-down document type menu
appears as a tile for document type selection.

SDA Search E Arvanced Log In | Language (en_Us)

== Search

Home >> WBSCM Training >> Work Instructions >> Internal >> FUL >> Domestic >:> Review Order Status Report

@ Work Instruction % Quick Reference E Simulation (HTML)

a Print PDF :n Download

Review Order Status Report

PROCESS OVERVIEW

Purpose

The Order Status Report provides detail on orders throughout their life cycle from initial entry to receipt. Use this report to see the expected date and iter
delivery. The status code is updated as orders are entered, created, approved, sent out for bids and purchased. State Distributing Agencies (SDA) shou
their processors. The following status codes apply te sales orders:

- Approved by SDA - Requisitions consolidated (if applicable) to create order and submitted to FNS for review

- Returned by SpAgency - Order returned to SDA by FNS

. Cancelled - Order cancelled; entitlement credited to customer account

- Approved by SpAgency - Orders have been approved by FNS for purchasing

- On invitation - Order currently on a solicitation to be purchased. No changes can be made at this time

- Purchased - On a Purchase Order (contract)

- Order Received - Order has been delivered to distributor

- Applied - Re-distribution/re-donation order applied (positive or negative change to customer's entitement account)

Process Trigger
This report is intended for FNS Order Managers, and SDA/ITO as well as Ship-Tos to review delivery dates, approval statuses, and other details for orde

Prerequisites

Home Glossary w|

Access Training Simulations
WBSCM offers simulations in HTML format which users can view or use to practice a WBSCM transaction.
Simulations are available for every transaction that has an associated Work Instruction. Simulations act as an

interactive audiovisual of the transaction and can be launched in two different ways:
e Auto Playback Tutorial allows the user to review as a playback movie.
e Standard Tutorial allows the user to review or practice the transaction as an interactive simulation.

Access the Help option and select Simulation (HTML) to open a new browser window containing the online
tutorial.
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Procurement  Operations

.

Reports : Input Criteria
(E» Execute |

Reset Values

Home Operations Finance Admin Reports Tools & Monitoring Help Helpdesk

Order Processing Recall Administration Supplier Mgt ‘Warehouse Management
Reports > Order Processing > Order Status Report

Print PDF Output
Order Status Report [T

[T Show Variants

Complaint Administration

Ad-Hoc Reporting

Full Screen || Options

Open in New Window
Refresh

Help

Details

Add to Portal Favorites

USDA e ~
Search ! Log In | Language (en_US)
Req. [ ol
Home >3> WBSCM Training >> Work Instructions >> Internal >> FU| estic >> Review Order Status Report
S
Bk et ¥ ik ok
5
& print poF o Dovmioad
Purcl
Review Order Status Report
0
PROCESS OVERVIEW
Incl. Re-Dist./Re v
Shipment Purpose
The Crder Status Report provides detall on orders throughout their life cycle from initial entry to receipt. Use this report lo see the expected dale and iter
delivery. The status code is updated as orders are entered, created, approved, sent out for bids and purchased. State Distributing Agencies (SDA) shou
their processors. The following status codes apply to sales orders:
- App! d by SDA - Requisili lidated (If apphi 1o create order and submitted to FNS for review
. Returned by SpAgency - Order returned to SDA by FNS
- Cancslled - Order cancelled, entitlement cradited to customer account
- Approved by SpAgency - Orders have been approved by FNS for purchasing
- On invitation - Order currently on & solicitation to be purchased No changes can be made at this time
- Purchased - On a Purchase Order (contract)
- Order Received - Order has been delivered to distributor
- Applied - Re-distributionire-donation order applied (positive or negative change to customer's entitlement account)
Process Trigger
This report is intended for FNS Order Managers, and SDA/ITO as well as Ship-Tos to review delivery dates, approval statuses, and other details for ords
Prerequisites
v
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A window displays enabling the user to access one of the two simulation playback options.

USDA m Advanced
= Search e Log In | Language (en_US)

Home >> WBSCM Training >> Work Instructions >> Internal >> FUL >> Domestic >> Review Order Status Report

@ Work Tnstruction ¥ Quick Reference E Simulation (HTML)

> Auto Playback Tutorial

Standard Tutorial

WY Perform

Description
Review Order Status Repart

Created by Icarpenter
Date Published Friday, July 6, 2018
Copyright

If you are experiencing difficulties viewing this simulation, please open the
Adobe Flash Player Global Security Settings Panel and select the Always allow

Home Glossary V|
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Selecting one of the options launches the Simulation in the browser window. Users can pause, repeat, or

advance automated steps during replay using the navigation icons at the bottom of the screen.

& Review Order Status Report - Internet Explorer - [m| X
H & https://wbscmintup.wbscm.usda.gov/ucontent/7d3d28945cc64316be1b28f4f1ab3b33_en-US/sim/html/sim_standard.htm
2 http bscmintup.whb da.g 7d3d28345cc64516be1b28f4f1ab3b33_en-US html/si lard.h ]
[4]¥]
Detailed Navigation I b Yindo
U ¥ [ Entitlement Management | . - = Drdet PO Po
e Click ¥ (the Hide Navigation Do
A (o e pers Qusntes Bl button)rtro minimize the Portal
= Top 10 Matenials 4
* Sales Volume for Product Hierarchy Eezciiaties
= Order Discrepancy Report between a gauon button) Lo
Po 0 4o mis
= Customer Business Partner Relation; B o
dcuo 0 po
- Goods Receipt Detail Report Frogram: =
+ Material Qutiay Report Req. Delivery Dats: & ol [ =
[ Orde po
0N Order Status Repord] Material: & | [&IECH I
SN ey e ent Sold-ToParty: & To
* Stocks at Subcontractor
; : Ship-To Party: To
= Internationsl Transportation Report
= Multi-Food Received Shipment Repol Region Code: To
= Multi-Food Reguigition Report Purchasing Group:
= Domestic Price Support Report Status:
. Rﬁ:ei;:;SIImRepﬂ‘l Order Type: 3
= Requisition Status Report
s Gl Order Number: O @
= Redistribution/Redonation Detail Rep
T | Incl. Re-Dist /Re-Don. Dots 7 =
+ alue of Materials Received - Multi-F Shipment Reteipt Date: <& ol [H
= “alue of Matesials Received - Dome:
= Domestic Ship-To Contacts Report v I
. te Sales and Di Dc
< ] >
< >
Audio Enabled [3] 00:00/00:10 (iIEISIERS) Step10f 4

Online Help Documentation Library

A library of training materials is available under the Help module tab of WBSCM. Training materials are categorized by

training product type, including Course Materials, Job Aids, Work Instructions, and Release Notes.

Home Operations Finance Adrmin Reports Help
Training Helpdesk

Help > Training > Welkome

= Walcome
Impertant Training Announcy
As of October 30, 2017, WBS(

WBSCM Iraining maternials hav
functional changes as a result

For your convenience, a short
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Course Material

Course Material includes self-paced eLearning modules and materials from WBSCM instructor-led training courses. Each

Job Aid
WBSCM Help Documentation

course covers the USDA business process and the WBSCM transactions for a particular area and/or user role. Course

materials are available on various topics, including WBSCM overview, submitting offers, advanced shipping notifications,

invoices, process flows, reports, vendor-related topics, and much more.

Course Material is organized into folders based on user community and functional area. Some courses are further divided

into multiple lessons.

To browse to relevant Course Material, select the user community (Internal or External), then select the business area and
focus (Domestic or International). Review the list of courses to identify which topic is of interest; select a course to view it

or a list of lessons.

Example: Course Material 2 External # Fulfillment (CM-Ext) ® Domestic # EXT300 - SDA Order Management

M exT315
W £xT330
W £xT340
M £xT350

M EXT310 -

Help Content

Home Operations. Finance Admin F
Training Heipdesk
L e > T
I 1
Course Material Sportans
Interal A
USDA Search o] Log In | anguage (en_uS)
Bo = :
Home >> WBSCM Training >> Course Material >> EXTERNAL >> Fulfillment >> Domestic
Job Aids 2
Domestic
‘Work Instructions
Release Notes Content Type
8 EXT100 - SDA Org Admin
8 EXT110 - RA Co-op Org Admin
8 EXT130 - Ship To Party
W ExT140 USDA
A
U search B Log I 1 Language (en_US)

NW Order Management
SDA/PVO Complaints Administratios
Recall Administration

National Warehouse Administration

Show Filtered Documents V'

eLearning Courses

Home

Thursday, August 30, 2018
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Home >> WBSCM Training >> Course Material >> EXTERNAL >> Fulfillment >> Domestic >> EXT300 - SDA Order Management

EXT300 - SDA Order Management

Help Content

Show Filtered Documents V'

eLearning Courses
& EXT300 - SDA Order Management - Lesson 1
& EXT300 - SDA Order Management - Lesson 2
& EXT300 - SDA Order Management - Lesson 3
& EXT300 - SDA Order Management - Lesson 4
& EXT300 - SDA Order Mana nt - Lesson 5
& EXT300 - SDA Order Management - Lesson 6
8 EXT300 - SDA Order Management - Lesson 7
Glossary M

Page 7 of 13
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Job Aids

Job Aids are quick reference documents that provide guidance for reports, processes, general navigation, and many more
topics that do not require an in-depth work instruction.

Topics are sorted within folders by category, including general help, reports, and specific business processes.

To browse for a Job Aid, select the applicable business unit, general, or reports folder. Each folder displays all quick
reference documents for the selected topic.

Example: Job Aids ? Fulfillment (JA) # Domestic Fulfillment Processes

Home Operations Finance Admin Reports

Training Helpdesk
Help > Training > We

«

USDA

TR Important Training Search
Internal As of July 16, 201€
reporting), and inte . o - -
External (Sigﬁ%cagt)improver Home >> WBSCM Training >> Job Aids >> Fulfillment
i functionality to easi
Job Aids -
Finance (JA) A short WBSCM P¢ F u Ifl I I ment
help site. The asso
Fulfillment (JA) psi | Help Content [Show Filtered Documents Vv

General Help (JA)
Internal — Protected (JA)

Three key WBSCM
for each,; review the

Other Documentation
- FNSand

Procurement (JA) : N
= A multiple form B Approve PrePo Purchase Requisition using WBSCM App
A user B Consolidation for a Multi-Stop Domestic Sales Order between two States
Work Instructions .
. Create PrePo PR using WBSCM App
Release Notes =

‘ Delivery Acknowledgement Notification Email Option
E Display Change PrePo PR using WBSCM App
m Domestic Fulfillment Processes I

i Domestic Fulfillment Terms & Definitions

B Domestic Order Code Definitions

B External National Warehouse Movement Types

B Internal National Warehouse Movement Types

‘ Internal_Sample FAS Upload Scenarios

I Movement Type 311 Multiple Materials Excel Template
E Order Change Notification Email Option

‘ PrePo Overview

Home Glossary

Work Instructions:

The Work Instructions folder contains documents with various topics that provide procedural step-by-step instructions with
screenshots on how to execute a specific task or transaction. These documents guide users through a transaction from start
to finish.

Work Instruction sub folders are organized by user role and functional area. Internal folders display work instructions for
USDA/USAID users and other authorized internal users. External folders display work instructions for vendors, customers,
and other business partners.

. . Page 8 of 13
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When a Help topic is opened, users can select the document type that suits their needs. The default option is Work
Instruction; however, users can use the drop-down menu in the upper right corner to select another document type.

Home Operations Finance Admi

Training Helpdesk
Help =

Im
Course Material po USDA Search
=_
Job Aids '(“5 of il
) repo
R signil  Home >> WBSCM Training >> Work Instructions >> External >> EXT FUL >> Domd
functi
Internal
External Asshc Domestic
Fulfilment (WI-Ext) =0
Help Content ‘Show Filtered Documents V|
Procu (WI-Ext) Thret

Release Notes
Simulations and Documents

ﬁ Consolidate Requisitions to Create Standard Domestic Sales Order
ﬁ Consolidation for a Multi-Stop Domestic Sales Order

& Create Co-op Organization

a Create Domestic HQ

ﬁ Create Domestic Requisition

ﬁ Create FNS Complaint

a Create Multi-Food Order

ﬁ Create RA Catalog Views

&) Create Recipient Agency (RA)

a Create User

|ﬁ Review Order Status Report |

a Display Domestic Requisition

a Display Entitlement Balance

Home Glossary

From the document selection tile, users can select from several formats for the training material:

e  Work Instruction: Detailed step-by-step instructions, which include transaction details, screenshots, notes, and
field definitions. Additionally, work instructions are available in PDF and Microsoft Word formats

e Quick Reference: Summarized step-by-step instructions, which include transaction details, but do not include
screenshots or field definitions. Additionally, quick references are available in PDF and Microsoft Word formats

o Simulation (HTML): An interactive simulation of the transaction. Select Auto Playback Tutorial to review as a
playback movie. Select Standard Tutorial to review or practice the transaction as an interactive simulation.

Example: Work Instructions # External ? Fulfillment (WI-Ext) ® Review Order Status Report # (Select document type)

. . Page 9 of 13
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USDA a Advanced A~
= _— Search St Log In | Language {en_US)

Home >> WBSCM Training >> Work Instructions >> Internal >> FUL >> Domestic >>> Review Order Status Report

@ Work Instruction % Quick Reference E Simulation (HTML)

6 Print PDF -"'- Download

Review Order Status Report

PROCESS OVERVIEW

Purpose

The Order Status Report provides detail on orders throughout their life cycle from initial entry to receipt. Use this report to see the expected date and iter
delivery. The status code is updated as orders are entered, created, approved. sent out for bids and purchased. State Distributing Agencies (SDA) shou
their processors. The following status codes apply to sales orders:

- Approved by SDA - Requisitions consolidated (if applicable) to create order and submitted to FNS for review

- Returned by SpAgency - Order returmed to SDA by FNS

- Cancelled - Order cancelled; entitlement credited to customer account

- Approved by SpAgency - Orders have been approved by FNS for purchasing

- On invitation - Order currently on a solicitation to be purchased. No changes can be made at this time

- Purchased - On a Purchase Order (contract)

- Order Received - Order has been delivered to distributor

- Applied - Re-distribution/re-donation order applied (positive or negative change to customer’s entitlement account)

Process Trigger

This report is intended for FNS Order Managers, and SDA/ITO as well as Ship-Tos to review delivery dates, approval statuses, and other details for orde

Prerequisites

Home Glossary (¥

Release Notes
A Release Notes document is an official WBSCM document that summarizes the implementation of system upgrades, fixes,
new features, and enhancements to the WBSCM system. The release notes document is distributed monthly to all WBSCM

users through an email broadcast message.

To view the current release notes, click the Release Notes link on the left-hand navigation pane. To view the release notes
from previous releases, click the Release Notes ? Release Notes # Previous Releases link, and select the desired year.

Example: Release Notes ? Release Notes # (Select the current Release Notes document)

. . Page 10 of 13
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Home Operations Finance Admin

Training Helpdesk

, Hep>T
Course Material et
JEDAEE 55 DA Search
Work Instructions = |

Release Notes -
Home >> WBSCM Training >> Release Notes

Release Notes

Release Notes
Content Type

I8 Previous Releases

Help Content [Show Filtered Documents v

Dther Documentation

I E 2018R4.1.04 - Monthly (Maintenance) Release Notes - April 26 2018

Home Glossary

Online Help Documentation Library - Search
The Online Help library has a robust search functionality. Once accessed, the selected resource(s) is displayed in a new
window or in a new tab, depending on the browser settings. The Search feature is in the top center of the window.

Search E Advanced Log In | Language (en_US)

Search

)
|2

Home >> WBSCM Training

Enter a keyword to search both the title and content of the materials in the online help library. Search can be performed

using any of the following criteria:

e Type the whole keyword
e Use quotes (““) to search a specific phrase
e Use the asterisk (*) for wildcard searches

In the example below, a search for “order status” returned matches in the training materials where only the exact phrase is
referenced. In contrast, a search without the quotation marks would also have included every document that included the
words "order" and "status" separately.

. . Page 11 of 13
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Qé__[.)_é Log In | Languag

Search Results

Search terms should be separated by spaces, and phrases delimited by quotes, unless indicated otherwise.

New Search
Terms: order status
> Type: IAII ﬂ
Location: IAII ﬂ
SEARCH

Search Results

Results shown 1 - 10 of 39.

Title Added or Modified
i Sales Order and Complaint Statuses 6/29/17 1:01 PM
aj Review Order Status Report 7/6/18 12:49 PM

Home  Glossary

Online Help Documentation Library - Glossary
A glossary is available from the online help documentation library. To launch, select the Glossary button at the bottom of

the screen and search for a required WBSCM term.

. . Page 12 of 13
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QS DA Search

Advanced

Search

Log In | Language (en_US)

Home >> WBSCM Training

WBSCM Training

USDA Web Based Supply Chain Management (WBSCM) Project

Content Type

> 8 Course Material
8 Job Aids
B Release Notes
@ work Instructions

SDA

—_—

Search

m Advanced
Search

Glossary

Find Term:

Thursday, August 30, 2018
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PROCESS OVERVIEW

Purpose

The purpose of this transaction is to display or post messages to a discussion forum on the WBSCM
Home Page.

Process Trigger
Use this procedure to display or post messages to a discussion forum on the WBSCM Home Page.
Prerequisites
o None.
Portal Path
Follow the Portal path below to complete this transaction:
o Select Home tab & News and Alerts link to go to the Forums : Forum Home 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 in the Portal for further assistance.

Tuesday, January 31, 2023 © WBSCM Training - Proprietary Page 1 of 9
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PROCEDURE

1. Start the transaction using the following Portal path: Home tab # News and Alerts

Forums : Forum Home Screen

Welcome TRAIN DFZ

ire
Based Supply Chain Man

News and Alerts Inbox

News and Alerts | Back Forward
[4]v] 4
Havigation |

Forums My Control Pane!
| L) Hews and Alerts| | Forum Home
I Portal Favorites =10l Forum / Category Views Topics | Messages Last Post
& |WBSCM News and Announcements 752 35 Aug 20, 2009 2:24 FM
! Lest Post By: AMS-01, AMS01 »
% |[ENS Mews and Announcements Aug 6, 2009 1:24 PM
546 /24 Lest Post By: ENS-12, Training »
@ |ENS News and Announcements (RA) a7 203 Aug 5, 2008 1:54 FM
! Lest Post By: Queen, Testing »
> |ENS News and Announcements (SDA) a7 070 Jul 25, 2009 2:25 Pl
@ | Eull Truck Load Requests 105 205 Mar 3, 2010 T:16 FM

Last Post By: DFX SDA |, TRAIN »

® |USDA Holds and Recalls Jun 22,2010 12:35 PM
68 rr Lest Post By: DFZ OM |, TRAIN »

@ New content since your last visit

https://whscmtstwebl .usda.gov/ferums/ferum.jspatforumID=2 & Internet | Protected Mode: Off H100% -

2. Click ENS News and Announcements (the FNS News and Announcements link) to go to that
particular forum.

6 (Note) The forums that a user can see will depend on the user's agency, whether they are an
internal or external user, and whether they are domestic or international. Some users will have
posting rights whereas others will have view-only rights.

Tuesday, January 31, 2023 © WBSCM Training - Proprietary Page 2 of 9
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Forums : FNS News and Announcements Screen

Home [OLEEIIIE

Welcome TRAIN DFZ

News and Alerts Inbox

News and Alerts

| L) News and Alerts|
I Portal Favorites =10

[4]+] 4

Forums » FNS News and Annguncements

| Forum: FN$ News and Announcsments

Search Forum

- Post Announcement % Watch Forum @, Search Forum

Thread Author

test
Posted By: FNS-01, FNS-01 — Aug 5, 2009 3:29 P

which stop for the white house???
Posted By: FNS-25, Training — Aug 5, 2009 1:38 PM

Eat at Cosi!l!
Posted By: FNS-25, Training — Aug 5, 2009 1:54 PM

Asian Bistro Thursday 4:00 Happy Hours
Posted By: FNS-03, Training — Aug 5, 2009 1:54 PM

cow joke
Posted By: FNS-25, Training — Aug 5, 2009 1:52 PM

peggy can't fill any whscm orders...
Posted By: FNS-25, Training — Aug 5, 2009 1:50 PM

Let's talk about Ray
Posted By: FNS-04, Training — Aug 5, 2009 1:42 PM

WBSCM Training
Posted By: FNS-19, Training — Aug 5, 2009 1:47 PM

happy hour thursday 4:00 Asian bistro FNS-03, Training

L like chocolate. FNS-13, Training

Monuments by Moonlight FNS-05, Training

Views Replies

4

30

16

3

3

0

My Control Panel

Last Post

mn

Aug 6, 2009 1:24 PM
Last Post By: FNS-12, Training »

Aug 6, 2009 9:28 AN
Last Post By: FN5-05, Training »

Aug 5, 2009 1:57 PM

https://whbscmtstwebl .usda.gov/forums/;

annpost!default.jspa?forumlD=2 @ Internet | Protected Mode: Off #100% ~

3. Click Fozt Announcement (the Post Announcement link) to post an announcement.

(Note) In some cases, you will have the option to post an announcement or a thread. The
difference between announcements and threads is as follows: an announcement does not allow
users to respond to it, whereas a thread allows for questions, replies, and responses.

Tuesday, January 31, 2023
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Forums : Post Announcement Screen

SDA v

Sl ‘/Veb-Based Supply Chain Management

Welcome TRAIN DFZ_OM_

reme. I e I

News and Alerts Inbox

News and Alerts | Back Forward
[4]¥] 4
I . ‘
Forums » FNS News and Announcements My Control Panel
| W licwe and Alorts) | st knnouncement
I Portal Favorites a E Use the form below to post a new announcement. Note that HTML is allowed, so make sure that you edit any HTML content carefully. Use the date fields to
specify when the announcement is to become active and expire. By default, an announcement is active immediately.
Create In:  Forum: FMS News and Announcements
Subject:
Body: -
Active Date: @ Make announcement active now
~' Make announcement active on a specific date: E-
Expires: @ Announcement never expires or expires later
7 Set announcement to expire in a specific number of days after making it active:
) Set announcement to expire on a specific date: il
Post Announcement ] [ Discard I
@ Internet | Protected Mode: Off ®100% -
4. As required, complete/review the following fields:
Field R/O/C Description
Subject R Field used to identify the subsequent message or note.
Example:
Apples Available for Bonus!
Body R [The message to be posted on the discussion forum.

Example:
Granny Smith Apples in 5/2 Lb bags will be available for
bonus under the NSLP program starting today!

Tuesday, January 31, 2023
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Forums : Post Announcement Screen

USDA unite e nent of ure
= - Welcome TRAIN DFZ_OM Log Off
Z \\'eb-Based Supply Chain Management Hel et ~ea st m

News and Alerts Inbox
News and Alerts

| Back Forward
|41+ 4

-
Forums » FNS News and Annguncements My Control Panel
| Ll Hews and Alerts Post unnouncement

I Portal Favorites Use the form below to post a new announcement. Note that HTML is allowed, so make sure that you edit any HTML content carefully. Use the date fields to
specify when the announcement is to become active and expire. By default, an announcement is active immediatefy.

Create In:  Forum: FMS News and Announcements

Subject:  Apples Available for Bonus!
Body: Granny Smith Zpples in 5/2 Lb bags P
will be available for bonus under the
NSLP program starting today!
Active Date” @ Make announcement active now
~' Make announcement active on a specific date: E-
Expires:

@ Announcement never expires or expires later

7 Set announcement to expire in a specific number of days after making it active:

) Set announcement to expire on a specific date: il

Post Announcement ] [ Discard I

@ Internet | Protected Mode: Off #100% -

5.

Ensure that the Make announcement active now radio button is selected to make the
announcement active now.

(Note) If desired, you can also choose to make the announcement active starting on a specific
date in the future.

Tuesday, January 31, 2023 © WBSCM Training - Proprietary Page 5 of 9
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Forums : Post Announcement Screen

USDA Unite e nent of ure
_—— ~ Welcome TRAIN DFZ_OM Log Off
Sl ‘Veb-Based Supply Chain Management oo == = Eﬂm

News and Alerts Inbox

News and Alerts
[4]+]

-
Forums » FNS News and Annguncements My Control Panel
| Ll Hews and Alerts Post announcsment

I Portal Favorites Use the form below to post a new announcement. Note that HTML is allowed, so make sure that you edit any HTML content carefully. Use the date fields to
specify when the announcement is to become active and expire. By default, an announcement is active immediately.

Create In:  Forum: FMS News and Announcements

Subject:  Apples Available for Bonus!
Body: Granny Smith Zpples in 5/2 Lb bags B
will be available for bonus under the
NSLP program starting today!
Active Date: @ Make announcement active now
~' Make announcement active on a specific date: E-
Expires:

@ Announcement never expires or expires later

7 Set announcement to expire in a specific number of days after making it active:

) Set announcement to expire on a specific date: il

Post Announcement ] [ Discard I

@ Internet | Protected Mode: Off #100% -
6. Ensure the Announcement never expires or expires later radio button is selected to allow the
announcement to stay active indefinitely until you delete it.

6 (Note) If desired, you can also set the announcement to expire on a specific date or within a
. specific number of days.

Tuesday, January 31, 2023 © WBSCM Training - Proprietary Page 6 of 9
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Forums : Post Announcement Screen

USDA u»

_—— . Welcome TRAIN DFZ_OM
Sl ‘Veb-Based Supply Chain Management oel et

TR cooraions | Fnanee | arin | Gopors | o |

HNews and Alerts  Inbox

News and Alerts
0]

Har g
Forums » FNS News and Announcements Iy Control Panel
Ll News and Alerts| Post Announcemant
I Portal Favorites Use the form below to post a new announcement. Note that HTML is allowed, so make sure that you edit any HTML content carefully. Use the date fields to
specify when the announcement is to become active and expire. By default, an announcement is active immediatefy.
Create In:  Forum: FMS News and Announcements
Subject:  Apples Available for Bonus!
Body: Granny Smith Zpples in 5/2 Lb bags B
will be available for bonus under the
NSLP program starting today!
Active Date” @ Make announcement active now
Make announcement active on a specific date:
Expires: @ Announcement never expires or expires later
Set announcement to expire in a specific number of days after making it active:
Set announcement to expire on a specific date:
Post Announcement ] [ Discard I
annpost.jspa & Internet | Protected Mode: OFf ®100% ~
. Post Announcement ]
7. Click (the Post Announcement button) to post the

announcement.

Tuesday, January 31, 2023 © WBSCM Training - Proprietary Page 7 of 9
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8.

Forums : Apples Available for Bonus! Screen

USDA Unite e nent of ure
= ~ Welcome TRAIN DFZ_OM
Sl ‘Veb-Based Supply Chain Management oel et

HNews and Alerts  Inbox

News and Alerts
[4]+]

Eorums » FNS News and Announcements » Announcement

| L) Hews and Alerts| A4nnouncsmant: Appies Avakzbis for Bonusl

I T ST = BackToForum | Edt &) Expire @ Delete
A Apples il for Bonus!

Posted By: DEZ_OM_, TRAIMN
Created In:  Forum: ENS MNews and Announcements
Posted: Jun 23, 2010 4:04 PM

My Control Panel

Granny Smith Apples in 5/2 Lb bags will be available for bonus under the NSLP program starting today!

https://wbscmtstwebl .usda.gov/forums/forum. jspatforumiD=2

You have completed this transaction.

@ (Note) Notice that your message has been posted.

@ Internet | Protected Mode: Off #100% -

Tuesday, January 31, 2023
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RESULT

The transaction has been successfully completed.

Tuesday, January 31, 2023 © WBSCM Training - Proprietary Page 9 of 9
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1 Purpose
The purpose of this document is to provide guidance for accessibility! features in
WBSCM. Once activated, users can navigate using the hot keys associated with their
preferred screen reader. Additionally, detailed tooltips and instruction boxes, which
describe useful hot keys, become available to screen readers. This guide will be updated
as accessibility guidelines change, and new methods of conformance are available.

2 Set up Accessibility in WBSCM

Users can activate accessibility features from any WBSCM screen as follows:

USDA un

ﬁ Web n Management

History  Favorites

Home Operstions Finance eports Tools & Monitoring Help Helpdask

1. Click Personalize; then click Portal from the drop-down menu.

Welcome to Accessibility Settings — Transactions

« Enable Accessibility - Transaction

Enable Accessibility - Reports

| Modify | | | Save || Cancel| 2

General Information

Last Mame: Allroles
First Name: FNS
Activate Accessibility Feature: [ |

2. Depending on the user’s browser and settings, the Welcome to Accessibility
Settings — Transactions screen may open in a new window or a new tab.

1 Section 508 of the US Rehabilitation Act of 1973 is the law governing accessibility of
electronic and information technology (EIT) in the Federal government to give disabled
employees and members of the public access to information comparable to the access
available to others. The concept of accessible design and the practice of accessible
development ensures both unassisted access and compatibility with assistive technology (e.g.,
computer screen readers). To conform to the requirements of Section 508, WBSCM is guided
by the Web Content Accessibility Guidelines (WCAG) 3.0 as well as principles of Universal

Design.

Thursday, March 30, 2023 © WBSCM Training - Proprietary Page 3 of 13
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Welr ., ~to Accessibility Settings — Transactions

IMod'ﬁI | Save || Cancel
General Information
Last Mame: Allircles

First Mame: FNS
Activate Accessibility Feature: [ ]

3. Click (the Modify button).

Welcome to A 5 sibility Settings — Transactions

Modify | l Save I Cancel

General Information

|Activate Accessibility Feature: [v] | 4
| —

4. Click Activate Accessibility Feature: [ 1 (the Activate Accessibility Feature checkbox).

5. Click (the Save button).

Welcome to Accessibility Settings — Transactions

I_@ User attributes modified I 6
|Mndil1_.' | | | Save || Cancel|

6. WBSCM displays the message, “User attributes modified.”

Note: If the system displays a “No extension entered’ warning message, the user
may disregard it.

7. The accessibility feature must be turned on separately for transactions and for
reports. Repeat steps 1-6 for the Enable Accessibility - Reports option in the
Detailed Navigational Panel.

8. Click (the Close button) to close the accessibility settings window or tab.

Thursday, March 30, 2023 © WBSCM Training - Proprietary Page 4 of 13
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Note: To apply changes, refresh the browser after returning to the WBSCM portal.

If additional assistance is required, contact the WBSCM Help Desk and open an incident.

Phone: 877-WBSCM-4U or 877-927-2648; Email: WBSCM.servicedesk@CACI|.com

3 Accessibility in WBSCM

WBSCM consists of navigation menus, transactions, and documentation. In general,
menus and transactions respond to most screen readers. WBSCM Help documentation
responds to a specific set of hot keys, described in Section 4.

3.1 Tips and Tricks

3.1.1 Screen Readers and Keyboard Navigation
Hot keys are used to navigate using a keyboard through the menus and transactions.
Hot keys may be associated with a screen reader or an operating system, or they
may be customized by individual users. This document does not list all possible hot
key menus for a user’s individual setup. The table below provides WBSCM hot keys
to navigate through the transactions.

Key Action

F4 Open pop-up for available editable and selection fields for data entry.
The user can select from a list of available values, narrow search
criteria, or open a calendar to select dates. Press F4 to close the pop-
up.

Open drop-down menus from buttons with additional submenu options.

Tab key Navigate through fields in the main content area, including table data.

Select a row of data in a pop-up.

Arrow keys | Navigate through data in a pop-up, in a table, or read letter by letter, if
needed.

Exit a pop-up without data updates.

Thursday, March 30, 2023 © WBSCM Training - Proprietary Page 5 of 13
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Key Action

Enter or Take action using specific buttons and links in main content area and in
Space Bar | pop-ups.

An alternative to F4 to open pop-up for certain editable or selection
fields, and subsequently to highlight and select values.

Populate selected data value from the pop-up into the selected input
field.

Open drop-down menus from buttons with additional submenu options.

F6 Skip through content hierarchy, navigation, and repeated elements on a
page in order to land in the main content area for transaction
processing.

Skip through blocks of content within the main content area.

Skip through within a pop-up to take final action.

Esc Exit a pop-up, a menu, or a table without data updates or saving,
wherever exit is needed.

e For some screen readers, the user may need to select an item from the drop-
down menu to read the selected value.

e Some screen readers do not read certain text elements on the main screen or
a pop-up (such as an error message) when navigating using the Tab key; use
the right arrow button on the keyboard instead.

¢ Using advanced screen readers such as JAWS may alleviate some of the
issues listed above. WBSCM is tested using Narrator and NVDA.

3.1.2 Other Tips

e WBSCM offers a universal search field at the top of the WBSCM Home page
to search for WBSCM transactions. Users can enter keywords in the search
field and click the Search icon to directly navigate to a specific WBSCM
transaction.

¢ When entering dates in WBSCM, use the MM/DD/YYYY (two-digit month,
slash, two-digit day, slash, four-digit year) format for best results.

4 WBSCM Help Documentation Accessibility

WBSCM documentation is available through third-party software in multiple formats,
including HTML, Microsoft Word, and Adobe PDF. For best results, select the HTML
format (default), which is most conformant with Section 508 guidelines.

Thursday, March 30, 2023 © WBSCM Training - Proprietary Page 6 of 13
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Requests for alternative formats can be made through the WBSCM Help Desk.

4.1 Navigating to a Document
When accessing WBSCM work instructions and quick reference guides, use standard
hot keys to navigate to the HTML document.

4.2 Navigating within a Document
WBSCM allows users to navigate to Help documentation using their own screen reader
hot keys. Additionally, use the following hot keys within both the document menu and
document content.

To navigate through the document menu:

Key Action

Enter Move to the selected page from the menu navigation.
Tab Advance to the next section in the menu navigation.
Shift & Tab Advance to the previous section in the menu navigation.

To navigate within the document content:

Key Action

Tab Advance to the next document section.
Shift & Tab Advance to the previous document section.
Ctrl & + Increase the text size.

Ctrl & - Decrease the text size.

Ctrl & 0 Reset the text size.

4.3 Simulation Navigation
Each Help document has an associated simulation. Simulations allow users to navigate
through a transaction without entering actual data in WBSCM. Simulations have their
own navigation keys.

Use the following keys to navigate through a simulation in Auto Playback mode:

Key Action

Enter Navigate to the selected step in the step window.

Right Arrow | Open the next step in the step window or open the next page.

Left Arrow Open the previous step in the step window or open the previous page.
M Toggle the step window.

T Toggle the transcript pane.

Ctrl & + Increase the text size.

Ctrl & - Decrease the text size.

Ctrl &0 Reset the text size.
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4.4 Course Navigation

Some transactions in WBSCM have associated eLearning courses available through
the Help menu. When WBSCM accessibility is activated, course menus are navigable
using the following keyboard commands:

Key Action

Enter or Spacebar | Move to the selected page from the menu navigation.
Right Arrow Open submenu items.

Left Arrow Close submenu items.

Up Arrow Navigate to the parent of the current menu option.
Tab Advance to the next section in the menu navigation.

Once a course has been selected from the Course menu, use the following keys to
navigate through an individual course:

Key Action

Right Arrow Open next page.
By default, the focus is on the Next button, allowing the user to
click Enter or spacebar to move through the course.

Left Arrow Open previous page.

Tab Advance to the next course section.

M Toggle the Menu.

H Toggle the History.

T Toggle transcript pane.

Ctrl & + Increase text size.

Ctrl & - Decrease text size.

Ctrl & 0 Reset the text size.

Escape Exit course.

Tab / Tab & Shift

Drag and Drop: Press the Tab key to move between draggable
elements and click Spacebar or Enter to “pick up” a draggable
element. Then, press the Tab key to select a target. Click
Spacebar or Enter to drop the element on that target. Once
complete, press the Tab key to move focus directly to the
Continue button.

Multiple Choice: Press the Tab key to enter the radio button
group, if it is not already focused. Click the Up/Down Arrow keys
to move the selection between radio button choices. Once a
selection is made, press the Tab key to move focus directly on
the Continue button.

Multiple Correct: Press the Tab key to move between
checkboxes. Click Spacebar to select or deselect the choices.
Once all selections have been made, press the Tab key to move
focus directly to the Continue button.
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5 Open Accessibility Issues

Improving accessibility of the WBSCM system and associated help documentation is an
ongoing effort. However, with changing requirements and dependency on interaction with
third-party software(s), users may experience some of the following outstanding issues. In
most cases, third-party vendor tickets have been opened with ANCILE uPerform and SAP.

5.1 WBSCM Help Documentation — Open Issues

¢ The language metadata tag is not established for HTML outputs.

e Images may not be fully legible at 200% magnification.

¢ WBSCM transactions, simulations, and documents depend on cascading style
sheets (CSS) and may not fully render when CSSs are removed.

¢ WBSCM documentation is dependent on the WBSCM Portal system time out
rules. Help documentation may time out without notice if/when users’ session
times out in WBSCM.

e WBSCM elLearning courses do not have <h1> element.

¢ WBSCM eLearning courses do not have Skip links.

5.2 WBSCM Application — Open Issues

e Screen reader issues with certain tools reading select user interface
components such as Page titles, Table titles, Column titles.

e Screen reader may not read items in drop-down fields when using the Tab
key. Refer to the tip in Section 3.1.1.

e Screen reader may not read certain text elements such as an Error message
on the main screen or a pop-up when using the Tab key. Refer to the tip in
Section 3.1.1.

6 WBSCM Terms and Acronyms

The table below includes a list of terms and acronyms and their short descriptions
generally useful in the context of WBSCM and its use by USDA, USAID, and all user
groups. These acronyms may be useful when navigating within WBSCM.

Acronym Description

AA Account Assignment

ACDA American Commodity Distribution Association
ADA Americans with Disabilities Act

AIS Automated Inventory System

ALM Application Lifecycle Management

AMS Agricultural Marketing Service

APHIS Animal and Plant Health Inspection Service
ASN Advance Shipping Notification
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Acronym Description
AVC Availability Control
BBB Build Back Better Initiative
BEOS Bid Evaluation Optimization Solution
BI Business Intelligence
BMI Business Management Improvement
BP Business Partner
CACFP Child and Adult Care Food Program
CACI International Prime contractor for the WBSCM Program
Inc.
CARE Cooperative for Assistance and Relief Everywhere
CBO Country Backstop Officer (International Ordering)
CCB Change Control Board
CCC Commodity Credit Corp
CCR Central Contractor Registration
ChaRM Change Request Management
COR Contracting Officer Representative
COSUP Covid Supplemental Assistance
CR Change Request
CRM Customer Relationship Management
CS Case (See also UoM)
CSFP Commodity Supplemental Food Program
CSR Country Specific Requirements
DA Disaster Assistance
DATA Act Digital Accountability and Transparency Act of 2014
DLA Defense Logistics Agency
DMS Document Management System
DOD Department of Defense
DPM Deputy Program Manager
DRB Defect Review Board
DUNS Dun & Bradstreet Number System
E2E End-to-End Visibility (International Commodity Shipments)
EC Executive Committee
ECC ERP Central Component
EDC Encourage Domestic Consumption
EDI Electronic Data Interchange
eINV Electronic Invoicing
EIT Electronic and Information Technology
ERP Enterprise Resource Planning
FAS Foreign Agricultural Service
FC Funds Commitment
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Acronym Description
FDA Food and Drug Administration
FDPIR Food Distribution Program on Indian Reservations
FPDS Federal Procurement Data System
FEDSIM Federal Systems Integration and Management Center
FEMA Federal Emergency Management Agency
FFAVORS Fresh Fruit and Vegetable Order Receipt System
FFFB Farmers to Families Food Box
FFP/BHA Food for Peace / Bureau for Humanitarian Assistance
FIN Finance
FIPS Federal Information Processing Standards
FM Funds Management
FMBB Funds Management Budgeting Workbench (specific SAP
module)
FMMI Financial Management Modernization Initiative
FNS Food and Nutrition Service
FOIA Freedom of Information Act
FPAC Farm Production and Conservation
FPRS Food Program Reporting System
FS Financial Services
FSA Farm Service Agency
FSIS Food Safety and Inspection Service
FUL Fulfillment
GAL Gallon (See also UoM)
GIPSA Grain Inspection, Packers, and Stockyards Administration
GMin Guaranteed Minimums
GR Goods Receipt (also called Shipment Receipt in WBSCM)
GSA General Services Administration
HANA High-Performance Analytic Appliance
IFMS Integrated Food Management System
IR Invoice Receipt
ITO Indian Tribal Organization
JA Job Aid
KM Knowledge Management
LIQ Liquidated Value Adjustments
LOI List of Invoices reports
LRP Local and Regional Food Aid Procurement Program
MARAD Maritime Administration
MOU Mass Order Update
MRP IT Marketing and Regulatory Programs Information Technology
MT Metric Ton (See also UoM)
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Acronym Description
NAFDPIR National Association of Food Distribution Programs on Indian
Reservations
NAICS North American Industry Classification System
NGO Non-governmental Organization
NPS National Payment Services
NRRS National Receipts and Receivables System
NSLP National School Lunch Program
NW National Warehouse
O0&M Operations and Maintenance
OCFO Office of the Chief Financial Officer
OCIO Office of the Chief Information Officer
OCM Organizational Change Management
OCN Order Change Notification
OMB Office of Management and Budget
PCA Procurement Contract Award
PM Program Manager
PMO Program Management Office
PMT Program Management Team
PNR Problem Notification Report
PO Purchase Order
PoP Period of Performance
PPA Prompt Pay Act
PR Purchase Requisition/Request
PRO Procurement
PVO Private Voluntary Organization
QM Quality Management Value Adjustments
RA Recipient Agency
RCN Requisition Change Notification
SAC SAP Analytics Cloud
SAM System for Award Management
SAP Systems Applications and Products
SDA State Distributing Agency
SDVOSB Service-disabled Veteran-owned Small Business
SEPDS Summary End Product Data Schedules
SFSP Summer Food Service Program
SKA Skills, Knowledge, and Abilities
SME Subject Matter Expert
SO Sales Order
SolMan Solution Manager
SRM Supplier Relationship Management
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Acronym Description

SSO Single Sign On

TEFAP The Emergency Food Assistance Program

™ Trade Mitigation

TPOC Technical Point of Contact

UEI Unique Entity Identifier

UoM Unit of Measure

URI Unique Request Identifier

USAID United States Agency for International Development
USDA United States Department of Agriculture
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