Job Aid
Domestic Fulfillment Processes

H.RAS, Co-ops, SDAs, and ITOs place domestic requisitions. This is done by navigating the WBSCM Catalog, and selecting
1 commodities that meet the customer’s specifications. After making all commodity selections, the customer will

1 display the shopping cart, and enter high level information like a delivery location.

| 2.SDAs & ITOs will consolidate these requisitions into a sales order. This is done using the Order Consolidation

i Workbench.

i 3.FNS approves sales order and may alter sales order type. An FNS Order Manager may transform a standard domestic

' sales order into a domestic emergency sales order, domestic offshore sales order, redonation sales order, third party
1 barter sales order, barter/exchange sales order, or FOB origin freight sales order.

1 4.FNS determines how the order is procured. This person may opt to source to a price support warehouse, execute a

| barter/exchange scenario, or perform a further processing scenario or issue solicitations to the vendor community.

i e If an item is being sourced direct delivery from a vendor, the sales order is transformed into a Purchase

i Requisition, and a bid invitation must be created. Bids will be solicited from interested vendors. Finally when a

i bid is accepted, the PR becomes a Purchase Order. The PO goes to the vendor for fulfillment. The vendor picks

w the goods and delivery begins.

1 e If an item is being sourced from a price support warehouse, FSA will create delivery document and post goods

} issue (PGI) the items to take it out of warehouse inventory. This indicates that the warehouse has issued the

\ goods out to a customer. This is all done in WBSCM.

i 5. Goods are delivered from one domestic location to another domestic location.

i ¢ In cases where goods are delivered to an offshore location, a slightly different procedure applies because of the
i offshore delivery location. Two POs are created — a commodity PO indicating the goods that are being

| purchased, and a freight PO indicating the cost for shipping. Vendors bid on the commodity and freight PO.

1 Shipping proceeds differently as the commaodity vendor (vendor supplying the product) will send the goods to a
| domestic location where the freight vendor (vendor supplying offshore shipping services) will ship them to the

i customer’s location, for example, in the Virgin Islands.

i 6. The RA, Co-op, ITO, or SDA, will confirm the receipt of goods by entering a shipment receipt in WBSCM.

i e If desired, you can upload one or multiple shipment receipts.

w *  For offshore orders, FSA will enter receipt of the commodity PO when it gets to the load port and enter
1 receipt of the freight PO when it gets to the final destination.

\

\
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Multi-food Order Management starts with the creation of a requisition by Order Managers in WBSCM. Upon completion,
WBSCM compiles the orders into delivery documents that will be used to provide shipment information to the
National Warehouses. These delivery documents are then sent to the appropriate National Warehouse.

. Multi-food requisitions are then downloaded by the National Warehouse. The National Warehouse Admin

downloads orders placed for processing. This process is also known as Exporting Orders to National Warehouse. The
file that is downloaded from WBSCM is a collection of requisitions that meet the National Warehouse’s selection
criteria. This is necessary to process orders from ITOs or SDAs.

The National Warehouse uploads a Bill of Lading (BOL) file. This process serves two purposes:

e First, it creates a delivery document which indicates to the National Warehouse and the customer which
goods are in the shipment.

e Second, it performs a goods issue in WBSCM against orders the warehouse has fulfilled. This updates
inventory levels for display and replenishment purposes. This process is useful in the event of a recall, as it
is immediately known which customers received inventory from which batch. The National Warehouse will
choose the source batch(es) within the appropriate storage location for the multi-food order. Information
as to which batch(es) were chosen, along with ship date, will be passed to the system. The batches that
were picked for the deliveries are then entered into the delivery document.

. Goods are shipped to the customer. Customers will know when goods are in transit via the delivery document.

. The customer plays an important role in the National Warehouse Fulfillment process by entering the receipt

information after the goods have been delivered.

The recipient will be required to complete a Goods Receipt transaction to close out the order in the system. The
consignee user (the person who received the order within the customer organization) will access WBSCM and enter
receipt information for orders. The receipt information is crucial to other processes such as creating complaints and
recalls.
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PROCESS OVERVIEW

Purpose

A domestic requisition is a request for items to be ordered by or on behalf of a customer organization,
including the specific material(s), quantities, delivery location(s), and delivery date(s).The purpose of this
transaction is for Recipient Agencies (RAs) and Cooperatives (Co-ops) to create a domestic requisition in
WBSCM. These requisitions are submitted to State Distributing Agencies (SDAs) and Indian Tribal
Organizations (ITOs), who will later consolidate these requisitions into full truckloads and submit the sales
order to FNS for approval.

Process Trigger
Perform this transaction to create a domestic requisition in WBSCM.

Prerequisites

. A catalog view must be assigned to the organization.
. Delivery periods must be assigned for the products.

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

. Select Operations tab & Order Processing tab & Order Management folder # Domestic
Order Entry link to go to the Domestic Order Entry screen.

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
o  Optional (O) — a non-mandatory field not required to complete the transaction
o  Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
o Refer to the WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.
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PROCEDURE

1. Start the transaction using the following Portal path: Operations tab 2 Order Processing tab =
Order Management folder & Domestic Order Entry link.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

F o] i > Order P i > Order > Domestic Order Entry Full Screen || Opfions «
Order Management R _ o
I My Transactions Catalog | Entitlement [E Transaction in Process
= Domestic Order Entry
Shipment Receipts
NW Delivery Calendar
I Welcome
Welcome to the order entry screen
Eu\ck Search
| search | (] Glick here to creste an order and specify the ship-to destination. Then choose the items from the

catalog located on the left.
[*] extended sesrch
I Product Catalog

[+]csFp

Eim E‘ Browse in the Product Catalog
[+IT™™_TE
[+]1TM_nsS
2. Click =+ (the Hide Navigator button) to hide the Portal menu. Note that this can be done with any
transaction in WBSCM.
3. Perform one of the following:
If Then
The user needs to locate a specific product by Go to Step 4.
keyword
The user will browse the catalog for available Go to Step 7.
products
4. In the Product Catalog pane, enter at least part of the product name in the Quick Search field. In

this example, Beef was entered.
5. Click @ (the Search button) to begin the Quick search.

_ia (Note) [»] Extended search (the Extended Search option) allows the user to enter search
criteria for both the product name and product number.

6 (Note) Search results may include different programs and options. Refer to the Product
Number (Program / Sub-Area) column when identifying which product(s) to order.

6. Go to Step 11.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Op i > Order P = Order > Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement [ Transaction in Process
I Welcome
Welcome to the order entry scresn
Qudessarch |
m E‘ Click here to create an order and specify the ship-to destination. Then choose the items from the catalog located on the left.

[®] Extended Search
I Product Catalog

[+]csFR

E:m E‘ Browse in the Product Catalog
[+ITa_TE
[+ITM_NS
7. In the Product Catalog pane, click [+] (the Plus icon) next to the appropriate program. In this

example, [+ICSFP (the CSFP option) was selected to place a domestic requisition through the
Commodity Supplemental Food Program (CSFP).

@ (Note) To review the list of materials available for ordering, the user will drill down through the
product catalog beginning with the program. The user should only see programs with which their
RA is affiliated.
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Image: Domestic Order Entry Screen

Home Operations Admin Repaorts Help

Order Processing

0 i = Order P = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement [ Transaction in Process
I Welcome
Welcome to the order entry screen
N
m BB Qi ficce to crasta an orter and =pacify the ship-to dastination. Then choose the items from the catzlog located on the left.

[®] Extended Search
I Product Catalog

[-lcsFe
Multi-Food
[+1Direct Delivery ]
[+ITEFAP
[+]CACFP
[+IM_TE
[+ITM_ns

Browse in the Product Catalog

Click [+] (the Plus icon) next to the type of order. In this example [+]Diract Delivery (the Direct
Delivery option) was selected.

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

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

e Multi-Food - An order that is sourced from a National Warehouse and delivered to the
customer. Multi-food orders are processed differently than domestic requisitions; refer to
the Create Multi-Food Order RA work instruction for more detail.

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

Home Operations Admin Reports Help

Order Processing
g Op > Onder P > Order = Domestic Order Entry Full Screen || Options +
I My Transactions Catalog | Entitlement ¥ Transaction in Process
I Welcome
Welcome to the order entry screen
e —
m E‘ Click here to create an order and specify the ship-to destination. Then choose the items from the catalog located on the left.

[¥] Estended search
I Product Catalog

[-lcsFp

Multi-Food
[-IDirect Delivery [P]  Browse in the Product Catalog

[+1Meat
[+Poultry
[+]pairy
[+]cereal

[+]TEFAP

9. Click [+]1 (the Plus icon) next to the appropriate commodity group available to the user. In this
example, [+]IM=zt (the Meat option) was selected under Direct Delivery order type.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

- 0 i = Order P = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement [ Transaction in Process
I Welcome
Welcome to the order entry screen
e —
m | e p—— specify the ship-to destination. Then choose the items from the catalog located on the left.

[#] Extended Search
I Product Catalog

[-lcsFp
Multi-Food
[-IDirect Delivery E‘
[-IMeat
Entitlement

Browse in the Product Catalog

Banus
[+1Poultry
[+]Dairy
[+]Cereal

[+]TEFAR

[+]cacer

[+ITM_TE

[+I™M_nS

10. Select the option that corresponds to how entitlement budget is impacted. In this example,
Entitlement (the Entitlement option) was selected under the Meat option.
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@ (Note) Depending on the program selected, options may include:

¢ Entitlement - Ordering these products will decrease entitlement balance.

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

e Trade Mitigation - Ordering these products will not impact the customer's
entittement. These commodities are available through USDA's Market Facilitation
Program, which supports domestic farmers faced with trade damages.

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

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

S 0 i > Order P > Order > Domestic Order Entry Full Screen || Options +
I My Transactions Catalog | Entitlement [ Transaction in Process
A
I Entitlement
Quick Search
Dl . Overview Product
Extended Search : Full-Truck
Product Number Price D:e'“’ﬁ;" N:"de' S
Quantity (Program / Sub- Name i Later Than o o ntity

[-lcsFe Area)

Multi-Food - _

[ IDirect Delivery [ F=g 100127 BEEF CAN-24/24 01/01/2019 - | 13/20/2018 -
[-IMeat o (CSFP / Entitlement) oz 2ELUSD 02/28/2013 02/10/2019 1000000
Entitlement = :
BEEF CHILI W/O
Bonus [ ] p= tomes e 01/01/2019 - | 12/20/2018 -

[+IPoultry = (CSFP / Entitlement) L&;«NZ“A 2. SenisE: 03/15/2013 02/20/2019 | 1000-000

[+]pairy =

[+]cereal
[+ITEFAR
[+lcacre
[+IT_TE
[+ITM_Ns

Products Per page | A%

1. Click (the Shopping Cart icon) next to a product to view its details, including available
delivery dates. Do not enter a value in the Quantity field from the list of products.

Thursday, April 25, 2019 © WBSCM Training - Proprietary Page 6 of 16



Jd Work Instructi
W‘BS(M ) Ccr)rea?:: rEI)CoKr)plestic Requisition RA

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
= s] il > Onder P > Order > Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement [ Transaction in Process
4 Return to: Entitlement
I Product Details
e Smhlm:| Product Number: 100127

Name: BEEF CAN-24/24 OZ

m Extended Search Price: 237.61 USD
Full Truck Load Quantity:
1000.000

[-IcsFP

Multi-Food cs

[-IDirect Delivary
[-IMaat
Entitlement

o

[+IDsiry [01152019 122012018 Il |

[+]cereal
[-ITeFAp [01/31/2019 |[01/10/2019 I |
P [02/1572019 | [01/20/2019 I |
[+HIm_NS [0272812019 |[02/10/2019 Il |

Move to Cart

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

Field R/O/C Description
Delivery Date R Range of dates when commodities may be
delivered.

Example:
01/15/2019

Order By Date R Last date to submit orders for the corresponding
Delivery Date.

Example:
12/20/2018

Quantity R Number of items being processed.

Example:
10

@ (Note) Enter the required quantity in this

field.

@ (Note) Delivery Date and Order By Date are pre-populated from the catalog and are not editable
in Domestic Order Entry.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
. 0 i = Order P = Order » Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement [E Transaction in Process
4 Return to: Entitlement
I Product Details
quekserch ]
m Product Number: 100127
Name: BEEF CAN-24/24 OZ
[#] Extended Search Price: 237.61 USD
Full Truck Load Quantity:
[-lcsFe 1000.000
Multi-Food cs
[-IDirect Delivery
[-IMeat
Entitlement
e
EEfea [o1/15/2019 |[12120/2018 [[10 |
[+ITEFAR
[+lcacep [p1/3172019 |[01/10/2019 I |
[+IM_TE
[+ITM_NS [02115/2019 |[01/20/2019 I |
[02728/12019 0271072019 Il |

Move to Cart

13. Click Move to Cart (the Move to Cart button) to add the selected product quantities to the
shopping cart.

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

14. Perform one of the following:

If Then
The user will add another product to the cart Go to Step 3.
The user is ready to review the cart Go to Step 15.
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Image: Domestic Order Entry Screen

Home Operations Admin Repaorts Help

Order Processing

7 0 = Order P = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement & view cart: 1 Ttem(s) to the value of 2,976.12 USD

al

I Entitlement

Quicksearch [ ]
Overview Product
|I| Extended Search S St Delteery e Full-Truck
Quantity (ng;am / Sub- Name Period NoLater Than g, ;e
[-lcsFp P
S — oz
- ] R 100127 BEEF CAN-24/24 01/01/2019 - | 12/20/2018 -
[']':["'ﬁ‘id"'ﬂw = (CSFP / Entitlement) oz 2L 02/28/2013 02/10/2013 2000.000
~Ite.
Entitlement |:| BEEF CHILT W/O
Ry 100138 = 01/01/2019 - 12/20/2018 -
i ?:_;‘“5 o) (CSFP / Entitlement) Lg;'\'“”z—‘ CEESE 03/15/2013 02/20/2019 dETINLL
ul oz
[+]Dairy
[+]1Cereal
[+ITEFAR
[+IcAcep
[+ITM_TE
[+ITM_NS

Products Per Dage al[v]

15. Click the View Cart link to review the order. In this example,

View Cart: 1 Item(s) to the value of 2,976.12 USD (the View Cart: 1 Item(s) to
the value of 2,976.12 USD link was selected.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
7 0 i = Order P = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions  Catalog | Entitlement [F view cart: 1 Ttem(s) to the value of 2,976.12 USD

m I Order: In Process "

Sold-To: 4001181

Total Net Price: 2,976.12 USD

Search For | Orders [v] Your Referanca: [ ]
Status Open [¥] ‘our Dascription: [ |
Craation Dats | Sinca Yesterday [v] Default Delivery Settings For Items
1D Type Transaction [v] Deliver To: [~]
© To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection™
checkbox for those line items to be updated, 3) Click "Update” (Tip: to update all line items, check the "Deliver-To
| co | Selection” checkbox from the table header row below to check all items).
To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the
new destination, 3) Click "Update™.
©Once you have selacted the update button and the line items that you selected have been updated, the Deliver-to at the
header level will be blank.
Deliver-
To Sub- Requested
IE‘ Item Selection Product Quantity Unit Program . Description User Status Delivery
D Date
= 100 O 100127 cs CSFE Entitlement gs;;cgg- Ready for Approval [ || 01/15/2019 ;.
(¥]
[cancot [ ovr |
16. To maximize the view of the cart, click  (the Hide Transactions button) to hide the

Transaction pane.
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Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
Full Screen | Options

) (o] i = Order Py > Order = Domestic Order Entry
I My Transactions Catalog | Entitlement [¥ view cart: 1 Ttem(s) to the value of 2,976.12 USD

I Order: In Process

Sold-To: 4001181
Total Met Price: 2,976.12 USD

YourReference: | ]

Your Description: | |

Default Delivery Settings For Items
Deliver To: [¥]

To change the destination on multiple line ftems; 1) Choose a destination above, 2) Check the "Deliver-To Selection” checkbox for those line items to be updated, 2)
Click "Update™ (Tip: to update all line items, check the "DeliverTo Salection” checkbox from the table header row below to check all ftems).

To change the destination on individual line items; 1) Expand the line items display below for 2 line item, 2) Select the new destination, 3) Click "Update”.

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver
To - :
L : : Sub- i Requested Delivery Total Price
[#] Tem gelection Product Quantity Unit Program e Description User Status e
2 BEEF CAN-24/24 2,976.12 UsD
= 100 O |1o¢az7 cs CSFP | Entitlement | oo / Ready for Approval [~ 12/31/2018 i T ionte)

i [ it o to order [ Goncet o |

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

Your Reference: O A free text field which allows for further clarification
of an entry by reference to other sources of
information.

Example:
,A000011807

Your Description: O A free text field describing the order or complaint

issue.

Example:

500471672
(Note) This field can be used to enter a
description of the order.

@ (Note) The order pre-populates with the Sold-To Party Number and Customer Number. The
Your Reference and Your Description fields are an optional way for an RA to recognize orders

in WBSCM later.
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Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
A 0 il > Order P i = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions  Catalog | Entitlement View Cart: 1 Item(s) to the value of 2,976.12 USD

I Order: In Process

Sold-To: 4001181
Total Met Price: 2,976.12 USD

Your Referenca: |moop011807 |
Your Description: [S000471672 ]
Default Delivery Settings For Ttems

Deliver To:

To change the destination on multiple line itams; 1) Choose a destination above, 2) Chack the "Deliver-To Selection” checkbox for those line items to be updated, )
Click "Update” (Tip: to update all ms, check the "Deliver-To Selection™ chackbox from the table header row balow to check all items).
To change the destination on ind a itams; 1) Expand the line items display balow for a lina itam, 2) Select the new destination, 3) Click "Update™.

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver
Ta : ,
L . 5 Sub- s Requested Delivery Total Price .
[#] Tem salaction Product Quantity Unit Program i Description User Status pm ey ]
=] 100 O 100127 cs CSFP Entitlement 3§EFC“N'24"24 Ready for Approval | v | 12/31/2018 S e

826,70 USD /[ 100 LB

piate [ it o o order 1 Concet | order |

18. Click L] (the Dropdown button) in the Deliver To: field to select the appropriate Ship-To
location. In this example, 5003642: ADVANCEPIERRE FOODS, CINCINNATL OH (the 5003642:
ADVANCEPIERRE FOODS. CINCINNATI, OH option) was selected.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
" Op i > Order P i > Order > Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement View Cart: 1 Ttem(s) to the value of 2,976.12 USD

I Order: In Process

Sold-To: 4001181

Total Net Price: 2,976.12 USD
Your Refersnce: [Aooo011807 ]
Your Description: [s000471672 |
Default Delivery Settings For Items
Deliver To: 5003642: ADVANCEPIERRE FOODS, CINCINNATL, OH [~]

Ta change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection" checkbox for those line items to be updated, 3)
Click "Update" (Tip: to update all line items, check the "Deliver-To Selection” checkbox from the table header row below to check all items).
To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the new destination, 3) Click "Update™.

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver
To . _
- = _ Sub- s Requested Delivery Total Price -
[*] Item Sclaction Product Quantity Unit Program e Description User Status e i i
[=] |10 O w0127 cs CSFP Entitlement giEFCAN-MZq Ready for Approval | v 12/31/2018 2,976,12 USD

826.70 USD [ 100 LB

[Updsic. [ hd e toorder Jf Conce [ order |
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19. Perform one of the following:

If Then

The selected Ship-To location should be applied to cjick ] (the Deliver-To Selection checkbox) in
all line items the header row.

The selected Ship-To location should be applied to cjick ! (the Deliver-To Selection checkbox) for
one or more specific line items each line item to be updated.

@ (Note) In this example, the Deliver-To Section checkbox in the header row was selected.

The user can click the |E| (the Arrow button) next to each item number to display, add, or
modify the Ship-To location at the line item level.

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing

: Operations > Order P ing = Order t = Domestic Order Entry Full Screen || Options
I My Transactions Catalog | Entitlement & view Cart: 1 Ttem(s) to the value of 2,976.12 USD

I Order: In Process

Sold-To: 4001181

Total Net Price: 2,976.12 USD
Your Reference: |A000011807 |
(5000471872 |

Your Description:

Default Delivery Settings For Items

Deliver To: 5003642: ADVANCEPIERRE FOODS, CINCINNATI, OH ﬂ

Ta change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection” checkbox for those line items to be updated, 3)
Click "Update" (Tip: to update all line items, check the "Deliver-To Selection” checkbox from the table header row below to check all items).

To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the new destination, 3) Click "Update™.

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver

Ta i .
- . . Sub- ) Requested Delivery Total Price s
[¥] 1ttem Selection Product Quantity Unit Program i Description User Status o et |
BEEF CAN-24/24 T 2,576.12 USD
= 100 [l 100127 cs CsFP Entitlement | o / Ready for Approval | v 12/31/2018 06,70 UsD 7 100 18| L
| Update | Add more to order |l Cancel I Order |

20. Click (the Update button) to apply the selected delivery location to the line item(s).
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21.
22.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

i O i > Order Py i = Order = Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement View Cart: 1 Item(s) to the value of 2,976.12 USD

I Order: In Process

Sold-To: 4001181

Total Net Price: 2,376.12 USD
Your Reference: [A000011807 ]
Your Description: [s000471672 |
Default Delivery Settings For Items
Deliver To: 5003642: ADVANCEPIERRE FOODS, CINCINNATI, OH v

To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection” checkbox for thase line items to be updated, 3)
Click "Update” (Tip: to update all line items, check the "Deliver-To Selection” checkbox from the table header row below to check all items).
To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the new destination, 2) Click "Update".

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver
To . .
5 ¥ 4 Sub- . Requested Delivery Total Price
[#] 1ttem Selection Product Quantity Unit Program e Description User Status e et |
BEEF CAN-24/24 2,576.12 USD
=l 10 I 100127 cs CSFP | Entitlament o Ready for Approval [ v | 01/15/2019 e e |
=3 = e

Confirm that the User Status for every line item is set to Ready for Approval.

Perform any of the following:
If Then

The user wants to add more products to the cart 1 Click (the Add more

to order button).
2. Goto Step 4.

The user wants to adjust the quantity of the product 1.  Enter a new value in the Quantity field for
already in the cart the line item.

2. Click (the Update button).

3. Click IES2S3 (the Order button) to submit
the domestic requisition.
4. Go to Step 23.

The user wants to remove one or more line 1. Click (the Check Box button)
items from the cart underneath the Trashcan column to select
the lines to be deleted.

2.  Click (the Update button).

3. Click IE== (the Order button) to submit
the domestic requisition.
4. Go to Step 23.

The user is ready to submit the domestic 1. Click IESS28 (the Order button) to submit

requisition the domestic requisition.
2. Goto Step 23.

Thursday, April 25, 2019 © WBSCM Training - Proprietary Page 13 of 16
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

X O > Order > Order

> Domestic Order Entry

IMy Transactions

Full Screen | Options ¥
Catalog | Entitlement [ view Cart: 1 Item(s) to the value of 2,976.12 USD
I Order: In Process
Sold-To: 4001181 I M ' X Total Net Price: 2,976.12 USD
Your Reference: [a000011807 essage from webpage
Your Description: (5000471672
Default Delivery Settings For Items
Deliver To: | o Do you really want to send the order? ~]
To change the destination on multiple line items; 1) Choou! on" checkbox for those line items to be updated, 3)
Click "Update” (Tip: to update all line items, check the " v below to check all items).
To change the destination on individual line items; 1) Expa ct the new destination, 3) Click "Update”.
Cancel
Once you have selected the update button and the line item at the header level will be blank.
Deliver-
i Sub-~ Requested Delivery Total Price
E Item Selection Product Quantity Unit Program A Description User Status Date Unit Price
O
[ 100 [0 100127 [10 cs CSFP  Entitlement Dot CAN-24/24 | 2 aady for Approval [ | 01/15/2019 W L T

[ mors to orier | Concel [ order |

23. Click (the OK button) when the pop-up window displays to confirm.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

i Op i > Order P ing > Order = Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement Transaction in Process
I Confirmation of receipt

Sold-To: 4001181
Order:

Your Referenca:

1000258986 from 12/07/2018 11:54

Total Net Price: 2,976.12 USD
A000011807
Your Description: 5000471672
- User Total Price
Item Item Details QTY Unit Status Unit Price
100127 : BEEF CAN-24/24 OZ
100 Delivery Point: 5003642: ADVANCEPIERRE FOODS, CINCINNATIL, OH , CINCINNATL, OH 10.000/ cs | Ready for $2,976,12 USD
Requested Delivery Date: 01/15/2013

Approval B526.70 USD/ 100 LB

24. click IS (the Print button) to print the order for the user's records as appropriate.

@ (Note) The domestic requisition order number is displayed at the top of the screen. The user will
need to know the order number to display or modify this order in the future.

Thursday, April 25, 2019
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Image: Domestic Order Entry Screen
Home Operations Admin Reports Help
Order Processing
o o] > Order Py > Order = Domestic Order Entry
I My Transactions Catalog

| Entitlement

Transaction in Process
I Confirmation of receipt

Full Screen || Options *
Sold-To: 4001181
Order: 1000258986 from 12/07/2018 11:54 Total Net Price: 2,976.12 USD
Your Reference: ADODD11807
Your Description: 5000471672
Item Hem Details
100127 : BEEF CAN-24/24 OZ
100 Delivery Point:

. User Total Price
QY Ut ot Unit Price
= Ready for $2,576,12 USD
5003642: ADVANCEPIERRE FOODS, CINCINNATI, OH , CINCINNATI, OH 10.000 CS Approval 826,70 USD / 100 L8
Requested Delivery Date: 01/15/2019
25. Click | Close | (the Close button) to close the transaction.
Image: Domestic Order Entry Screen
Home Operations Admin Reports Help
Order Processing
i O i > Order Py = Order = Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement Transaction in Process
I Confirmation of receipt
Sold-To: 4001181
Order: 1000258386 from 12/07/2018 11:54 Total Net Price: 2,976.12 USD
Your Reference: ADODO11807
Your Description: 5000471672
- User Total Price
Item Ttem Details QIY  Unit ST it
100127 : BEEF CAN-24/24 0Z
100 Delivery Point: 5003642: ADVANCEPIERRE FOODS, CINCINNATL, OH , CINCINNATL, OH 10,000 CS Raady fer
Requested Delivery Date: 01/15/2019

$2,576.12 USD

Approval B826.70 USD / 100 LB

26.

The transaction is complete.

Thursday, April 25, 2019
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RESULT

A RA has successfully created a domestic requisition using Domestic Order Entry, including adding items
to the order as well as selecting Ship-To destination(s) and delivery date(s). As applicable, quantities

and items may have been updated before submitting the requisition, which the SDA/ITO will later review
and consolidate into sales order for USDA (FNS) approval.
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PROCESS OVERVIEW

Purpose

A domestic requisition is a request for items to be ordered by or on behalf of a customer organization,
including the specific material(s), quantities, delivery location(s), and delivery date(s). The purpose of this
transaction is for State Distributing Agencies (SDAs) and Indian Tribal Organizations (ITOs) to create a
domestic requisition in WBSCM for their own organization or on behalf of a Recipient Agency (RA). The
SDA/ITO will later consolidate these requisitions into full truckloads and submit the sales order to FNS for
approval.

Process Trigger
Perform this transaction to create a domestic requisition in WBSCM.
Prerequisites

. A catalog view must be assigned to the organization.
. Delivery periods must be assigned for the commodities.

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

. Select Operations tab & Order Processing tab & Order Management folder # Domestic
Order Entry link to go to the Domestic Order Entry screen.

Tips and Tricks
eThe R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries

o Required (R) — a mandatory field necessary to complete the transaction

o  Optional (O) — a non-mandatory field not required to complete the transaction

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

¢ Refer to the WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.
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PROCEDURE

1. Start the transaction using the following Portal path: Operations tab 2 Order Processing tab =
Order Management folder & Domestic Order Entry link.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
b (8] i = OrderP: i = Order M, t = Domestic Order Entry Full Screen || Options
File Uploads/Download: =
o Lnloi=Damnilot I My Transactions Catalog | Entitlement [@ Transaction in Process
Catalog Maintenance
Order Management
Consolidate Requisitions
- Domestic Order Entry I Welcome
- Full Truck Load and Transte ey Welcome to the erder entry screen
IS:| As an SDA/ITO you have the option of creating orders for your SDA/ITO
Redistribute Order Ciuantities m organization or on behalf of individual RAs.
Refumned FNS Orders
Shipment Receipts E Extended Search E‘ Select Continue to enter an order for your SDA/ITO erganization
NW Delivery Calendar e E‘ If you would like to enter an order on behalf of one of your RAs, enerf’choose their
[+]FDRIR Business Partner number/name here: l:l , and then select
[+]TEFAR the Continue button above.
[+InsIP
[+]CACFP
[+]SFse I Product Catalog
[+]nsLe
[+]Da
[+ITM_TE .
LHITMLNS E‘ Browse in the Product Catalog
. - . . . . .
2. Click (the Hide Navigator button) to hide the Portal menu. Note that this can be done with

any transaction in WBSCM.
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WBSCH.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
. Op i > Onder P > Order = Domestic Order Entry Full Screen || Options
I My Transactions Catalog | Entitlement ¥ Transaction in Process
I Welcome
Welcome to the order entry screen
Quice Samh: As an SDA/ITO you have the option of creating orders for your SDASITO
m organization or on behalf of individual RAs.

[¥] Estended search
E‘ Select Continue to enter an order for your SDA/ITO organization

[+]csFe E‘ If you would like to enter an order on behalf of one of your RAs, enter/choose their Business Partner
EEE'ES\'; number/name here: M, and then select the Continue button above.
[+INSIP
[+lcacFe
[+]sFsp I Product Catalog
[+InsLp
[+loa
Hﬁj‘é E‘ Browse in the Product Catalog
3. Perform one of the following:

If Then

The user is ordering on behalf of an RA Go to Step 4.

The user is ordering for their own organization Go to Step 5.

@ (Note) In this example, a requisition was created for the SDA/ITO organization.

4. Enter the RA's BP number in the textbox or click | (the Binoculars icon) to search for the
organization.

@ (Note) If the textbox is not displayed, the RA may be selected from a dropdown list instead.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
A Op i > Onder P = Order > Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement Transaction in Process
I Welcome
Welcome to the erder entry screen
ake tebng) I:l As an SDA/ITO you have the option of creating orders for your SDA/ITO
m organizatien or on behalf of individual RAs.
[®] Extended Search
E‘ Select Continue to enter an order for your SDAJITO organization
[+]csFe E‘ If you would like to enter an order on behalf of one of your RAs, enter/choose their Business Partner
+]FDPIR 5
E-&TEFAF number/name here: |, and then select the Continue button above.
[+Ins1P
[+]CACFP
[+]sFsP I Product Catalog
[+InsLe
[+1oa
[+ITM_TE "] Browse inthe product Catalog
[+ITM_ns

5. Click Continue (

Image: Domestic Order Entry Screen

the Continue link) under the Welcome section, to begin entering the order.

Home Operations Admin Reporis Help
Order Processing
g O i = Order Pi = Order = Domestic Order Entry Full Screen || Options
I My Transactions  Catalog | Entitlement View Cart: 0 Item(s) to the value of 0.00
| order: 1n process
Sold-To: 4000578 x
Total Net Price: 0.00 USD
Customer Number: 4000578
Subject: TX Dept. of Agriculture
Your Referance:
QuickSearch ] Your Dascription: | |
m Default Delivery Settings For Items
Deliver To: 5001155: ADVANCE FOOD COMPANY INC, ENID, OK
[*] Extended Search
[+]csFP
[+]FDRIR
[+]TEFAR
[+Insie 2 - Sub- S User Requested Total Price -
[+icacFp [F] mem Product Quantity Unit Progrem Area Description  gop.  Dalivery Date Unit Price o
[+]sFsP
[+INSLP
[+Ioa
[+ITM_TE
[+ITM_Ns

Your Basket is empty

[ dd more to order J Cancel

Thursday, April 25, 2019
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6. As required, complete/review the following fields:

Field R/O/C Description

Your Reference: O A free text field which allows for further clarification
of an entry by reference to other sources of
information.
Example:
A000011807

Your Description: O A free text field describing the order or complaint
issue.
Example:
5000471672
@ (Note) This field can be used to enter a
b description of the order or a State order

ID number.

@ (Note) The order pre-populates with the Sold-To Party Number and Customer Number. The

Your Reference and Your Description fields are an optional way for an SDA/ITO to recognize
orders in WBSCM later.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Op i > Onder P = Order e = Domestic Order Entry Full Screen || Options +
I My Transactions Catalog | Entitlement [ view cart: 0 Item(s) to the value of 0.00
I Order: In Process
Sold-To: 4000578
‘Customar Nurmber: 4000578 Aekal e Eoces R840
Subject: T Dept. of Agriculture
Your Referenca: A00DOD11807
QuickSearch[ ] “Your Dascription: [so00471672 ]
m Default Delivery Settings For Items
IIl 5 Deliver To: 5001155: ADVANCE FOOD COMPANY INC, ENID, OK ﬂ
Extended Search
[+]csFe
[+IFDRIR
[+ITEFAP ;
Ejcacre [7] sem product Quamtity unit Program NV Desciption oI oIS (PRITRE
[+1sFsP
[+InsLe
[+loA
[+ITM_TE
[+HITM_NS
Your Basket is empty
Update ==
7. Click (the Update button) to save any optional text entered in the header.
8. Perform one of the following:
If Then
The user needs to locate specific product by Go to Step 9.
keyword
The user will browse the catalog for available Go to Step 12.
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If Then
products
9. In the Product Catalog pane, enter at least part of the product name in Quick Search. In this

example, Beef was entered.

o

- (Note) The [¥] extended search (Extended Search option) allows the user to enter search
criteria for both the product name and product number.

@ (Note) Search results may include different programs and options. Refer to the Product
Number (Program / Sub-Area) columns when identifying which product(s) to order.

10. Click @ (the Search button) to begin the search.
1. Go to Step 16.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

0 il = Order P = Order = Domestic Order Entry Full Screen || Options

I My Transactions  Catalog | Entitlement E view Cart: 0 Ttem(s) to the value of 0.00
I Order: In Process

Sold-To: 4000578

Total Net Price: 0.00 USD

Customer Number: 4000578

Subject: T Dept. of Agriculture

Your Reference: ADOOD11807

QuickSearch | Your Descriptiont [soo0471672 |
Ee Default Delivery Settings For Items
Deliver To: 5001155: ADVANCE FODD COMPANY INC, ENID, OK [~]
[P] Extended Search
[+]CSFP
[+IFDRIR
[+ITEFAR = _— ;
+InsIe = L Sul i u. Reque: Total Price
E+%Cn,(]:p E Item  Product Quantity Unit Program =~ Description o Delivery Date Unit Price
[+1SFsP
[+INSLP
[+1oa
[+IM_TE
[+ITM_ns
Your Basket is empty
updste [ e o |
12. In the Product Catalog pane, click [+1 (the Plus icon) next to the appropriate program. In this

example, [+ICSFP (the CSFP option) was selected to place a domestic requisition through the
Commodity Supplemental Food Program (CSFP).

@ (Note) To review the list of materials available for ordering, the user will drill down through the

product catalog beginning with the program. The user will see only programs with which their
SDA, ITO, or RA is affiliated.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

o 0 i > Order P i > Order gt > Domestic Order Entry Full Screen | Options
I My Transactions Catalog | Entitlement El View cart: 0 Item(s) to the value of 0.00
Product Catalog I Order: In Process
Sold-To: 4000578 3
Total Net Price: 0.00 USD
Customer Number: 4000578
Subject: TX Dept. of Agriculture
Your Reference: A0DDD11807
QuickSearch| | Your Dascription: [Sooe71672 ]
@ Default Delivery Settings For Items
Deliver Tos 5001155: ADVANCE FOOD COMPANY INC, ENID, OK v [
[¥] Extended Search
[-lcsre
Multi-Food
[+]Direct Delivery

[+]FDRIR = " Sub- e User Requested Total Price

[+ITEFAR [¥] mem Product Quantity Unit Program Arag Description o b Delivery Date Unit Price

[+Ins1e

[+lcacre

[+IsFsP

[+InsLp

[+Ioa

[+ITM_TE =

[+ITM_ns Your Basket is empty
[ pdone | ==1

13. Click I+1 (the Plus icon) next to the type of order. In this example, [+]lirect Delivery (the Direct
Delivery option) was selected.

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

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

e Multi-Food - An order that is sourced from a National Warehouse and delivered to the
customer. Multi-food orders are processed differently than domestic requisitions; refer to
the Create Multi-Food Order SDA work instruction for more detail.

e Processing Diversion - An order that is sourced from a vendor and delivered to a

processor before being received in final form by the customer. For example, flour may be
processed into bread.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

2 0 il = Order P i = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement B view Cart: 0 Item(s) to the value of 0.00

Sold-To: 4000578
Taotal Met Price: 0.00 USD

m A ‘Customer Nurmber: 4000578

Subject: TX Dept. of Agriculture

|I| Extended Search Your Reference: AD00D11807
Your Dascription: [soo0471672 |
[-icsee Default Delivery Settings For Items
Multi-Food Deliver To: 5001155: ADVANCE FOOD COMPANY INC, ENID, OK [~] &
[-IDirect Delivery
[+]Meat

[+]Poultry
[+]Fish
[+]Vegetables

. g Sub- _ . User  Requested Total Price
E:}]F.:‘,Z,‘: [¥] mem Pproduct Quantity unit Program Area DeSOPHON  otws  Delivery Date Unit Price
[+]Dairy
[+1Grains
[+]Cereal
[+]Pasta/Rice
[+ Peanut/Sunflower
[+JFDRIR =
[+ITEFaP Your Basket is empty
+]NSIP
[ it E=x1
[+]sFsR
[+InsLp
[+IoA
[+ITM_TE
[+ITM_NS o

&

14. Click [+1 (the Plus icon) next to the appropriate product group available to the user. In this
example, [+1M=zt (the Meat option) was selected under the Direct Delivery order type.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
1 0 i = Order P i = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement [E view cart: 0 Item(s) to the value of 0.00

Sold-To: 4000578

Total Met Price: 0.00 UsD
‘Customer Mumber: 4000578

Subject: T Dept. of Agriculture

Your Reference: AD0D011807

[-]csFR Your Description: [s000471672 |
[—]gx:;;;jmw Default Delivery Settings For Items
[-IMeat Deliver To: 5001155: ADVANCE FOOD COMPANY INC, ENID, OK ~ =
Entitlement
Bonus
[+1Poultry
[+]Fish
[+]Vegstables
[+]Beans Sub- User Requested Total Price
EH;‘;‘;‘:‘: ] mem product Quantity unit Program Area Descripbon  giie Deli:]ery Date Unit Price L
[+]Dairy
[+]Grains
[+]cereal
[+]Pasta/Rice
[+]Peanut/Sunflower
[+]FDRIR =
[+ITEFAP Your Basket is empty
[+Ins1e
[rcacre Update [ Cancel |
[+1sFsp
[+InsLp
[+loa
[+ITM_TE
[+ITM_NS v

[¥] Extended Search ~

15. Select the option the corresponds to how entitiement budget is impacted. In this example,
Entitlement (the Entitlement option) was selected under the Meat option.
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@ (Note) Depending on the program selected, options may include:

o Entitlement - Ordering these products will decrease the customer's entitlement
balance.

e Bonus - Ordering these products will not impact the customer's entittement. FNS
may offer bonus commaodities when there is a surplus available.

e Trade Mitigation - Ordering these products will not impact the customer's
entittement. These commodities are available through USDA's Market Facilitation
Program, which supports domestic farmers faced with trade damages.

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

Image: Domestic Order Entry Screen

Home Operations Admin

Order Processing

Reports

0 i > Order P > Order M:

Help

t > Domestic Order Entry

I My Transactions Catalog

| Entitlement [ No items in the shopping basket

Full Screen || Options +

Product Catalog

[#] Extended Search

[-lcsFe

Multi-Food
[-IDiract Delivery
[-IMeat
Entitlement
Banus

[+1Poultry
[+IFish
[+]vegstzbles
[+]Beans
[+]Fruits
[+1uice
[+]Dairy
[+]Grsins
[+ICereal
[+]Pasta/Rice
[+]Peanut/Sunflawer

[+IFDPIR

[+ITEFAP

[+InsIP

[+Icacer

[+1sFse

[+INsLP

[+1oA

[+ITM_TE

[+ITM_NS

~

I Entitlement

Overview Product
Product Number Price

‘Quantity {Program / Sub- Name
Area)

Q w0127 BEEFCAN-28/24 | 257,61 usp

(CSFP/ Entitlzment)

l?l o EEANS CAN-24/24 | 42.56 USD

(CSFP / Entitlement) o

Products Per Page All[v]

Delivery
Period

01/01/2019 -

02/28f2019

01/01/2019 -

03/15/2019%

Ol D Full-Truck

Load
Mo Later Than Quantity

12/20/2018 -
oz/10/2019  1000-000
12/20/2018 -

02/20/2019 | 1000:000

16. Click B (the Shopping Cart icon) next to a product to view its details, including available
delivery dates. Do not enter a value in the Quantity field from the list of products.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

g Op i > Onder P > Order e = Domestic Order Entry Full Screen || Options +
I My Transactions Catalog | Entitlement [ No items in the shopping basket
4 Return to: Entitlement
[®] Extended Search A
I Product Details
[Fcsfe Product Numbaer: 100127
Multi-Food
[-IDirect Delivery Name: BEEF CAN-24/24 0Z
[']”e:tm“mm Price: 237.61 USD
Bonus Full Truck Load Quantity:
[+1Poultry 1000.000
[+]Fish
[+]vegstables s
[+]Beans
[+IFruits
[+liuice
[ omky
+1Grai
e 1152019 2202015 I |
e [01/31:2019 |[0110/2013 I |
+IFDPIR
Bne [021152019 |[01/2012019 Il |
EENETH [02128/2019 |[02/10/2019 I |
[+lcacep
[+]sFse
E:%gi”j Move to Cart
[+ITM_TE
[+ITM_NS v

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

Field R/O/C Description
Delivery Date R Range of dates when commodities may be delivered.

Example:
01/15/2019

Order By Date R Last date to submit orders for the corresponding Delivery
Date.

Example:
12/20/2018

Quantity R Number of items being processed.

Example:
10

@ (Note) Delivery Date and Order By Date are pre-populated from the catalog and are not editable
in Domestic Order Entry.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
A Op > Order P = Order > Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement No items in the shopping basket

Product Catalog

o Return to: Entitlernent

[#] Extended Search A
I Product Details
[_]cs’:ulll—Fou i Product Number: 100127
[-IDirect Delivery Name: BEEF CAN-24/24 OZ
[’]Me:t"ﬁ“m“t Price: 257.61 USD
Bonus Full Truck Load Quantity:
[+IPoultry 1000.000
[+]Fish
[+]Vegstables =
[-+]Beans
[+]Fruits
[+1luice
-
A [01115:2019 |[12:2012018 |[10 |
el [01/3172019 |[01/10/2013 I |
S [027152019 [01/20/2019 Il |
S [0212812019 |[02/10/2019 I |
[+1sFse
S Move to Cart
[+ _TE
[+ITM_NS v

18. Click Move to Cart (1he Move to Cart button) to add the selected product quantities to the
shopping cart.

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

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
. 0 i = Order P = Order » Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement [F view cart: 1 Ttem(s) to the value of 2,976.12 USD

A

[¥] extended search ~
I Entitlement

[-]csFe
Multi-Food
[-IDiract Delivary
[-IMeat Overview Product

Entitlement i el s Full-Truck
Bonus = Product Number Price pel"\':;v ~ err ]I‘;:an Load
[+IPoultry Quantity (Program i' Sub- Name Rty Quantity
a

[+IFich

|t — cauz

10127 BEEF CAN-24/24 01/01/2019 - 12/20/2018 -

EI%F i cs W | ELGER Bt oz 25TELUSD | gragra01s Dz/10/2019 | 1000-000
rui

[+11uice |:| BEEF CHILI W/O
8 Ry 100138 L 01/01/2019 - | 12/20/2018 -
[+]Dairy = (CSFP / Entitlernent) | BEBNSCAND4/24 | 42.56UsD | Lo Saranante | 1000.000

[+1Grains oz
[+1cereal
[+]Pasta/Rice
[+IPesnut/Sunflower
[+IFDPIR
[+ITeFaP
[+InsIP
[+lcacep
[+]sFsP
[+nsLp
[+IpA
[+IT4_TE
[+ITM_Ns =
v Products Per Page an[v] ot
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19. Click the View Cart link to review the order. In this example,
View Cart: 1 Item(s) to the value of 2,976.12 USD (the View Cart: 1 Item(s) to

the value of 2,976.12 USD link) was selected.

20. Perform one of the following:
If Then
The user will add another product to the cart Go to Step 8.
The user is ready to review the cart Go to Step 21.
Image: Domestic Order Entry Screen
Home Operations Admin Reports Help
Order Processing
7 (o] > Order > Order > Domestic Order Entry Full Screen || Options v
IM[ Transactions Catalog | Entitlement [ view Cart: 1 Item(s) to the value of 2,976.12 USD
m I Order: In Process A
T Joe Total Net Price: 2,976.12 USD
Search For | Orders [v] Customer Number: 4000578
Status Open iJ Subject: IX Dept. of Agriculture
i rr—" = Your Reference: A000011807
: v Voue Dascriptions 5000471672
Creation Date | Since Yesterday v Dafault Delivary Settings For Ttame
ID Type Transaction v] i ]
D To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection™
E checkbox for those line items to be updated, 3) Click "Update” (Tip: to update all line items, check the "Deliver-To
Selection” checkbox from the table header row below to check all items).
To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the
new destination, 3) Click "Update”.
w.ymmn:-uwum.uunmnmmzmmmm"hmummmmﬂanm
Deliver-
To Sub- Requested
[¥] Item selection Product Quantity Unit Program Ares  Description User Status Delivery
Ij Date
[ 100 [0 100127 [10 | cs CSFP  Entitlement gﬁfz‘fgg" Ready for Approval[V] 01/15/2019 .
v

21. To maximize the view of the cart, click  (the Hide Transactions button) to hide the
Transaction pane.

Thursday, April 25, 2019
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Image: Domestic Order Entry Screen

Home Operations Admin Repaorts Help

Order Processing

7 0 = Order P = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement & view cart: 1 Ttem(s) to the value of 2,976.12 USD
I Order: In Process ~
Sold-To: 4000578
Total Net Price: 2,576.12 USD

Customer Number: 4000578

Subjact: TX Dept. of Agriculture

Your Referance: ADODD11807

Your Description: |s000471872 |

Default Delivery Settings For Ttems

Deliver To: [v]

To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection™ checkbox for those line items to be updated,

2} Click "Update” (Tip: to update all line items, check the "Deliver-To Selection” checkbox from the table header row below to check all items).

To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the new destination, 2) Click "Update".

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver-
To e > Sub- i Requested Delivery Total Price
[#] Tem Solection Product Quantity Unit Program e Description User Status e et
BEEF CAN-24/24 T 2,976.12 USD
= 100 Il 100127 cs csFe | Entitlement | o Ready for Approval | v | 01/15/2013 e by )
= = v

22. Click -~ (the Dropdown button) in the Deliver To: field to select the appropriate Ship-To
location. In this example, B Rl megisroaviapma mn I eReil (the 5003642:

ADVANCEPIERRE FOODS, CINCINNATI, OH option) was selected.

@ (Note) The order pre-populates with the Sold-To and Customer Number. The Your Reference
and Your Description fields are an optional way for an SDA/ITO to recognize their orders in

WBSCM later.
23. Perform one of the following:
If Then
The selected Ship-To location should be applied to Click [ (the Deliver-To Selection check box) in
all line items the header row.

The selected Ship-To location should be applied to Click [ (the Deliver-To Selection check box) for
one or more specific line items each line item to be updated.

6 (Note) In this example, O] (the Deliver-To Selection check box) in the header row was checked,
to apply the same Ship-To location to all line items.

The user can also click E| (the Arrow button) next to each item number to display, add, or
modify the selected Ship-To location at the line item level.

Thursday, April 25, 2019 © WBSCM Training - Proprietary Page 13 of 18
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Full Screen || Options +

. Op i > Onder P = Order > Domestic Order Entry
I My Transactions Catalog | Entitlement [ view cart: 1 Item(s) to the value of 2,976.12 USD
I Order: In Process o)
Sold-To: 4000578
Total Net Price: 2,976.12 USD
Customer Number: 4000578
Subject: T Dect. of Aoriculture
Wour Reference: A000011807
Your Description: [s000471672 |
Default Delivery Settings For Items
[+]

Deliver To: 5003642: ADVANCEPIERRE FOODS, CINCINNATI, OH

To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection™ checkbox for those line items to be updated,
3) Click "Update” (Tip: to update all tems, check the "Deliver-To Selection” checkbox from the table header row below to check all items).
To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the new destination, 2) Click "Update”.

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver-

To % . Sub- = Requested Delivery Total Price
[*] Tem Solection Product Quantity Unit Program el Description User Status e e
¥
BEEF CAN-24/24 a 2,976.12 USD
Iz‘ 100 ! 100127 CSFR | Entitlement | o Ready for Approval| v | 01/15/201% 826,70 USD / 100 LB 1

[ oo | [ more toorier [ cance i orier SR

24. Click (the Update button) to apply the selected delivery location to the line item(s).

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
Full Screen | Options ¥

7 0 = Order P = Order = Domestic Order Entry
I My Transactions  Catalog | Entitlement View Cart: 1 Item(s) to the value of 2,976.12 USD
I Order: In Process ~
Sold-To: 4000578
Total Net Price: 2,976.12 USD
Custorner Number: 4000578
Subject: TX Dept. of Agriculture
Your Referance: AD0DO11807
Your Description: [Soo0a71672 ]
Default Delivery Settings For Items
2

Deliver To:
To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection"” checkbox for those line items to be updated,
3) Click "Update” (Tip: to update all tems, check the "Deliver-To Selection” checkbox from the table header row below to check all items).

To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the new destination, 3) Click "Update™.

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver-

To . 5 Sub- Al Requested Delivery Total Price -
[#] Tem salaction Product Quantity Unit Program o Description User Status Surn e L]
L1
: BEEF CAN-24/24 i 2,976.12 USD
= 100 Il 100127 cs CSFP Entitlemant | o Ready for Approval| v | 01/15/2013 e

[ oot | [ e mre to order i Concet l orier JZ

25. Confirm that the User Status for every line item is set to Ready for Approval.
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26. Perform any of the following:

If Then
The user wants to add more products to the cart 1 Click (the Add more
to order button).
2. Goto Step 8.
The user wants to adjust the quantity of product 1. Enter a new value in the Quantity field for

already in the cart

the line item.
Click (the Update button).

Click m (the Order button) to submit
the domestic requisition.

4. Goto Step 27.
The user wants to remove one or more line items 1. Click [ (the Check Box) underneath the
from the cart Trashcan column to select the line
items to be deleted
2.  Click (the Update button) to save
the changes.
3. Click m (the Order button) to submit
the domestic requisition.
4. Goto Step 27.
-rreheuiussit(iaérlms ready to submit the domestic 1. Click m (the Order button) to submit
q the domestic requisition.
2.  Goto Step 27.
Image: Domestic Order Entry Screen
Home Operations Admin Reports Help
Order Processing
R Op > Order P i > Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement B view cart: 1 Item(s) to the value of 2,976.12 USD
I Order: In Process ~
fratd Toz S0 /3 Total Net Prica: 2,976.12 USD
Customer Number: 4000578 Message from webpage X
Subject: TX Dept. of Agriculture
Your Reference: A000011807
Your Description: [5000471672 ] dvoiirealkwant o send thearder?
Default Delivery Settings For Items e ey & & iheiprd
Deliver To: ﬂ
35 ek Tepates frvm bo ot ol e ey cherk e o4 Gancel | [ betow oo chach o famege - 17 0% vpdated:
To change the destination on individual line items; 1) Expan ct the new ination, 2) Click "Update".

Once you have selected the update button and the line items that you selected have been updated, the Deliver-to at the header level will be blank.

Deliver
To 3 _ Sub- o Requested Delivery Total Price -
[¥] 1Item Solection Product Quantity Unit Program Pl Description User Status S ey ]
; BEEF CAN-24/24 T 2,576.12 USD
= 100 O 100127 cs CSFP | Entitlement | = Ready for Approval| v | 01/15/2019 e A

[ dc more to order i concei J orier [

Thursday, April 25, 2019 © WBSCM Training - Proprietary
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27.

Click (the OK button) when the pop-up window displays to confirm

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help
Order Processing
. Op i > Order P = Order = Domestic Order Entry Full Screen || Oplions ~
I My Transactions Cataloq | Entitlement Transaction in Process
I Confirmation of receipt
Sold-To: 4000578
Order: 1000258887 from 12/12/2018 11:44 Total Net Price: 2,976.12 USD
Customer (Number):  TX Dept. of Agriculture (4000578)
Your Referance: ADODD11807
Your Description: S000471672
Ttem Ttem Details QTY Unit S'U:ﬁ':s {"’:Izt' ::I'::
100127 : BEEF CAN-24/24 OZ
100 Delivery Point: 5002642: ADVANCEPIERRE FOODS, CINCINNATL, OH , CINCINNATI, OH 10.000 CS ':;:‘:z:::’ 52.976.12 USD
Requested Delivery Date: 01/15/2013

826,70 USD / 100 LB

28. Click m (the Print button) to print the order for the user's records as appropriate.

6 (Note) The domestic requisition order number is displayed at the top of the screen. The user will

need to know the order number to display or modify this order in the future.
Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help
Order Processing
2 0) il = Order P = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Cataloq | Entitlement Transaction in Process
I Confirmation of receipt
Sold-To: 4000578
Ordar:

1000258987 from 12/12/2018 11:44
Customer (Number): T Dept. of Agriculture (4000578)
Your Reference:

Total Net Price: 2,976.12 USD
ADDDD11807
Wour Description: 5000471672
. User Total Price
Ttem Ttem Details QTY  unit SRR Dt s
100127 : BEEF CAN-24/24 OZ
100 Delivery Paint: 5003642: ADVANCEPIERRE FOODS, CINCINNATL, OH , CINCINNATL, OH 10.000 €S ':;:‘:z:::’ $2.97642 5D
Requested Delivery Date:01/15/2013

826.70 USD / 100 LB

Thursday, April 25, 2019
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29.

Click m (the Close button) to close the transaction

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
A Op i = Order P = Order > Domestic Order Entry Full Screen || Oplions ~
I My Transactions Catalog | Entitlement Transaction in Process
I Confirmation of receipt
Sold-To: 4000578
Order: 1000258987 from 12/12/2018 11:44 Total Nat Price: 2,376.12 USD
Customer (Number):  TX Dept. of Agriculture (4000578)
Your Reference: ADDDD11807
Your Description: 5000471672
Item Item Details QTY Unit S'U::"B L":t' 5:5:
100127 : BEEF CAN-24/24 OZ
Ready fc 2,376.12 USD
100 Delivery Point: 5003642: ADVANCEPIERRE FOODS, CINCINNATL OH , CINCINNATL, OH 10,000 CS Ap:"‘;':;' #
Requested Delivery Date:01/15/2015

826.70 USD / 100 LB

30.

This transaction is complete.

Thursday, April 25, 2019

© WBSCM Training - Proprietary

Page 17 of 18



YaTe Work Instruct
WBSCM Create Domestic Requisition SDA

RESULT

An SDA or ITO has successfully created a domestic requisition using Domestic Order Entry, including
adding items to the order as well as selecting Ship-To destination(s) and delivery date(s). As applicable,
quantities and items may have been updated before submitting the requisition, which the SDA/ITO will
later review and consolidate into a sales order for USDA (FNS) approval.
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PROCESS OVERVIEW

Purpose

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

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

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

. Select Operations tab & Order Processing tab & Order Management folder # Domestic
Order Entry link to go to the Domestic Order Entry screen.

Tips and Tricks

This transaction will not allow modifications to any fields.

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

linked to completion of a mandatory field
o Refer to the WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.
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PROCEDURE

1. Start the transaction using the following Portal path: Operations tab 2 Order Processing tab =
Order Management folder & Domestic Order Entry link.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

X 0 il = Order P = Order = Domestic Order Entry Full Screen || Options ¥
Order Management . - = P
g I_I My Transactions Catalog | Entitlement [ Transaction in Process
= Domestic Order Entry
Shipment Recoits
NV Delivery Calendar
I Welcome

Welcome to the order entry screen

|?ui&:lc Search

| Search | [F]  Glick here to create an order and specify the ship-to destination, Then choose the items from the
catalog located on the left.

[*] estended search
I Product Catalog

[+]csFp
[+]nsI?
[+]cacer (2] Browse in the Product Catalog
[+]usLe

[+]_TE
[+ITM_nus

2. Click -* (the Hide Navigator button) to hide the Portal menu. Note that this can be done on any
transaction in WBSCM.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

| 0 i > Order P i > Order > Domestic Order Entry Full Screen | Options
I My Transactions Catalogq | Entitlement & Transaction in Process
Product Catalog
I Welcome
Welcome to the order entry scresn
e —
@ II' Click here to create an order and specify the ship-to destination. Then choose the items from the catalog located on the left.

[®] Extended Search
I Product Catalog

[+lcsFe

[+Ins1e
[+IcAcFe D] Browse in the Product Catalog
[+InusLe
[+I™M_TE
[+I™M_ns
3. Click | My Transactions (the My Transactions link) to search for an existing domestic

requisition to be modified.

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

Home Operations Admin Reporis Help

Order Processing
T 0 i = Order P i = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Cataloq | Entitlement Transaction in Process
Ploienz e |
Search For Orders ﬂ I P o T
Status Open [~]
Q=diniDaie gl Sns Yestery ﬂ |I| Browse in the Product Catalog
1D Type Transaction [~]
= I New T cti
ew Transaction
=
(] Glick here to create 2n order and specify the ship-to destination. Then choase the items from the catalog located on the left,
4. Select the appropriate option from the Search For list. In this example, (the Orders option)

was selected.

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

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
_ Op > Order P g > Order g > Domestic Order Entry Full Screen || Oplions ~

I My Transactions Cataloq | Entitlement Transaction in Process

Search For Orders ~

J I Product Catalog
Status Open [v]
Creation Date | Since Yasterds [+
4 J (] Browse in the Product Catalog
1D Type Transaction [~]

o}
I New Transaction

|I| Click here to create an order and specify the ship-to destination. Then choose the items from the catalog located on the left,

Monday, May 6, 2019 © WBSCM Training - Proprietary
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5. Select the appropriate option in the Status field dropdown list. In this example, EE (the Any
option) was selected.

@ (Note) Status options include:

¢ Any displays all requisitions regardless of status.
e Open will display only requisitions in open status (i.e., drafted, submitted, or approved).
e Completed will display only requisitions in closed status (i.e., delivered or cancelled).

Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

0 = Order P = Order = Domestic Order Entry Full Screen || Options
I My Transactions Cataloq | Entitlement ® Transaction in Process
Search For Crders [~
et — ﬂ I Product Catalog
Creation Date | Since Yesterday [~ m 7
Browse in the Product Catalog
1D Type Transaction [~
D
I New Transaction
| co |
Dl e here to create an order and specify the ship-to destination. Then choose the items from the catalog located on the left.
6. Select the appropriate option in the Creation Date dropwdown list. In this example, . (the Last

12 Months option) was selected.

@ (Note) SDAs and ITOs will also see a Created field, which allows them to limit the
search to only the requisitions created by their own organization (By Myself) or to include
requisitions created by their RAs and Co-Ops (By All Business Partners).

The options for Created include:

o By Myself displays only requisitions created by the user's organization.
o By All Business Partners displays requisitions created by the user as well as its
associated suborganizations such as RAs.

@ (Note) Creation Date options include:

o Today displays only requisitions created today.

o Specific Date allows users to enter a specific date in the text field and displays
only requisitions for that date.

e In Period allows user to enter a From Date and To Date and displays only
requisitions that fall between those dates
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¢ Since Yesterday displays requisitions created yesterday and today.
o Last 7 Days displays requisitions created in the last 7 days.
o Last 30 Days displays requisitions created in the last 30 days.
o Last 12 Months displays requisitions created in the last 12 months.
7. Perform one of the following:
If Then
The user does not know the requisition number Go to Step 8.
The user knows at least part of the requisition 1. Select the Transaction option from the ID
number Type dropdown list.

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

3. Goto Step 8.

@ (Note) Refer to the Wildcard and Matchcode Searches job aid for additional detail.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Op i > Order P i > Order gt = Domestic Order Entry Full Screen || Oplions ~
I My Transactions Cataloq | Entitlement & Transaction in Process
Search F Ord
=aren Far reerE ﬂ I Product Catalog
Status Any [~]
Creation Date | Last 12 Months
S —— = ﬂ (] Browse in the Product Catalog
1D Type Transaction [~]
iv)
I New Transaction
Dl ik here to create an order and specify the ship-to destination. Then choose the items from the catalog located on the left.
8. Click E (the Go button) to execute the search.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
| 0 i > Order P i > Order > Domestic Order Entry Full Screen | Options
I My Transactions Catalogq | Entitlement Transaction in Process
Transactions

Search For | Orders

Status Any

Creation
Date

~ I Product Catalog

Last 12 Months |I| Browse in the Product Catalog

IDType | Transaction

He; I New Transaction

B coEr

31 Documents Found lI‘ Click here to create an order and specify tha ship-to dastination. Then choose the items from the catalog located on the left.

Status
. Your
Transaction "

~Date
Open

1000253480
03/08/2019

Open

1000258588
12/17/2018
Open

1000258986
12/07/2018
Open

1000258985
12/07/2018

9. Select the appropriate domestic requisition to modify from the list of search results. In this
example, 1000258355 (the 1000258985 link) was selected.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
ol 0 il > Order P > Order = Domestic Order Entry Full Screen || Options ~
I My Transactions  Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 24.28 USD
 Transactions| | order: 1000258985 from 12/07/2018 11:46
h =) v Your Reference: Total Net Price: 425.56 USD
Search For | Orders [~] I Your Description: 5 =
Status Any [~] Delivery Address: 5003642 ADVANCEPIERRE FOODS, CINCINNATI, OH
Craati =
Data | |Lest12 Manths [+] Shipping Conditions:  standard
ID Type | Transaction [~]
o Additional Comments:
31 Documents Found
Status
. Your
Trensaction | ool . —
+Date . . - ser rice
o O Ttem Product Quantity Unit Description i Program syl
1000255480 BEEF CHILI W/O BEANS CAN-24/24 425.56 USD
03/08/2010 [ =] 100 100138 10.000 0z Draft CSFP | 4101 DiSD 7 100 LB
Open -
12/17/2018
Open
10002585986
12/07/2018
Open
1000258585 v
12/07/2018

10. Click  (the Hide Navigator button) to hide the search criteria and results. The domestic
requisition displays in the main pane.
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@ (Note) At the top of the screen, the header displays general information about the customer,
delivery, and overall status and net price for this requisition. If applicable, any reference,

description, or comments previously entered are also displayed. Below the header, details about
specific products ordered on this requisition are listed; it may be necessary to scroll down to view

the entire list.
Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

Op i > Order P = Order

g = Domestic Order Entry

I My Transactions Cataloq | Entitlement

Full Screen | Options

Bl view cart: 2 Item(s) to the value of 24.28 USD

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

Your Reference:
Your Description:

Delivery Address:

Shipping Conditions:  standard

additional Comments:

Total Met Prica: 425.56 USD

5003642: ADVANCEPIERRE FOODS, CINCINMNATI, OH

Total Price

] Item Product Quantity Unit Description User Status Program P
-, 4 425.56 USD
O [ 100 100138 10,000 €S| BEEF CHILI W/C BEANS CAN-24/24 02 Draft csFP 118,71 UZD / 100 LB

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

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

or Returned by SDA.

If ALL of the line items have the status of Ready for Approval, Approved by COOP, Approved
by SDA and/or Cancelled, the requisition cannot be edited and the change button will not be

available.

12. Perform one of the following:
If
The user needs to change the status

Then
Go to Step 13.

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

The user needs to change the Delivery Point

Go to Step 16.

The user needs to adjust the quantity of a product

Go to Step 20.

The user needs to add more products to the cart

Go to Step 23.

Monday, May 6, 2019
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If Then

The user needs to remove one or more product(s) Go to Step 31.
from the cart

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

The user is ready to save the modifications Go to Step 34.

Image: Domestic Order Entry Screen

Home Operations Admin Reportis Help

Order Processing

1 Operations > Order P ing = Order t = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement E 1 1tem(s) to the value of 425.56 USD

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

Your Reference: [ | Total Net Price: 425.56 USD
Your Description: [ |

Message

Additional Comments:

[*] Ttem Product Quantity Unit D User Status e "“""’";uk""e"" Ll

Unit Price
] 100 1001 s Dimar VOSSN o [“] i oyisraois 118.21 4an/ 100 18
| update | | Close I Save |
13. Select the appropriate option from the dropdown list for User Status. In this example,
Draft

v (the Ready for Approval option) was selected.

@ (Note) When modifying a returned order, the user can only set the User Status field to Ready for
Approval or Cancelled.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
il 0 i > Order P i > Order > Domestic Order Entry Full Screen | Options
I My Transactions Catalog | Entitlement 1 Item(s) to the value of 425.56 USD

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

Vour Raferenca: \ | Total Net Price: 425.56 USD
Your Description: [ |
Message
Additional Comments:
: Total Price
[*] Ttem Product Quantity Unit Description User Status Program m“’g“:‘;k'“’""
Unit Price
BEEF CHILI W/O BEANS CAN- = $425.56 USD
= 100 100138 €8 | Samare Ready for Approval %] CSFP/  01/15/2019 qE e bR e

14. Click EEE (the Update button) to save changes.

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

15. Return to Step 12.
Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
g Op = Order P i = Order = Domestic Order Entry Full Screen || Oplions ~
I My Transactions Catalog | Entitlement 1 Item(s) to the value of 425.56 USD

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

Your Reference: [ | Total Nat Price: 425.56 USD
our Description: [ |
Message
idditional Comments:
. Total Price
[#] Ttem Product Quantity Unit Description User Status Program m“’g“:‘:e""e"’
Unit Price
BEEF CHILI W/O BEANS CAN- T $425.56 USD
=] w0 1001 C  sapaor Ready for Approval[ V] CSFP/  01/15/2018 118.21 USD / 100 LB

Monday, May 6, 2019 © WBSCM Training - Proprietary Page 10 of 22
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16. Click E (the Display Additional Fields button) for the appropriate line item to display its details.
In this example, line item 100 was selected.

ﬁ- (Note) To view details for all line items, click the |E| (the Display All Additional Fields button) in
the top row.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
g Op i > Order P i > Order = Domesfic Order Entry Full Screen || Oplions ~
I My Transactions Catalog | Entitlement & 1 rtem(s) to the value of 425.56 USD

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

our Referance: [ |

Total Net Price: 425.56 USD
Your Description: [ |
Message
Additional Comments:
: Total Price
[*] Ttem Product Quantity Unit Description User Status Program "“"'“:)e:t;k'“’e“’
Unit Price
BEEF CHILI W/O BEANS CAN- - $425.56 USD
= 100 100138 8! | Smate Ready for Approval[v | CSFP/  0u/15/2018 e
* Delivery Point: 5001331: CAPITAL AREA FOOD BANK OF TEXAS INC, AUSTIN, TX |

Additional Comments:

17. Select the appropriate option from the Delivery Point dropdown list. In this example,
S001331: CAPITAL AREA FOOD BAMK OF TEXAS INC, AUSTIN, TX Ed (the Ready for Approval
option) was selected.

Monday, May 6, 2019 © WBSCM Training - Proprietary Page 11 of 22



Work Instruction

WBSCA ;

Modify a Domestic Requisition

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
. 0 il = Order P = Order = Domestic Order Entry
I My Transactions Cataloq | Entitlement

Full Screen | Options ¥

1 Item(s) to the value of 425.56 USD

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

Wour Referencet [ ]

Your Description: [ |

Message
Additional Comments:

=] tem
[=] 100

* Delivery Point:

Product Quantity Unit

e

5005062: CAPITAL AREA FB, AUSTIN, TX

Description

0188 24/24 OZ

Additional Comments:

Return to Step 12.
Image: Domestic Order Entry Screen

Home Operations

BEEF CHILI W/O BEANS CAN-

Total Met Price:

425.56 USD
: Total Price
User Status Program Rﬂlneshedn Delivery
ate .
Unit Price
Ready for Approval | v | CSFR/ 01/15/2013 £425.56 USD

118.21 USD/ 100 LB

~E

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

Admin Reporis Help
Order Processing
" Op i > Order P > Order = Domesfic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement E 1 1tem(s) to the value of 425.56 USD

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

Your Reference: [ ]

Your Description: [ ]

Message

Additional Comments:

=] ttem
=] 100

* Delivery Point:

Product Quantity Unit

T e

5005062: CAPITAL AREA FB. AUSTIN, TX

Description

BEEF CHILT W/0 BEANS CAN-
24/24 0OZ

100138

Additional Comments:

20.
entered in the Quantity column for line item 100.

Total Met Price:

425.56 USD
: Total Price
User Status Prmrain "“"'e"ndn Dilwcery
ate _ .
Unit Price

$425.56 USD

Ready for Approval[ v | csFp/ 118.21 USD/ 100 LB

ME

01/15/2019

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

Monday, May 6, 2019
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
il 0 i > Order P > Order > Domestic Order Entry
I My Transactions Catalog | Entitlement E1 Item(s) to the value of 425.56 USD

Full Screen | Options v

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

Your Referenca: [ ] Total Net Price:

Your Description: [ |

Message
Additional Comments:

Requested Delivery
Date

Product

=] Ttem
= 100

* Delivery Point:

Quantity Unit

2 e

5005062: CAPITAL AREA FB, AUSTIN, TX

Description User Status Program

BEEF CHILI W/O BEANS CAN-

100138 24/24 OZ

Ready for Approval [~ ] | CSFP/

S

01/15/2019

Additional Comments:

Click EEZEN (the Update button) to save the modifications.

22. Return to Step 12.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

0 i = Order P = Order

= Domestic Order Entry

I My Transactions Catalog | Entitlement View Cart: 1 Ttem(s) to the value of 510.67 USD

425.56 USD

Total Price
Unit Price

$425.56 USD
118.21 USD/ 100 LB

Full Screen | Options

Product Catalog

I Product Catalog

You are in our product catalog.
Select a product categary from the left area.

quick search ]
[ search |

[P] extended search

[+]csFR
[+InsIP
[+]CACFP
[+INSLP
[+IM_TE
[+ITM_Ns

23.
example, [+]E5FP (the CSPF option) was selected.

In the Product Catalog pane, click [+] (the Plus icon) next to the appropriate program. In this

Monday, May 6, 2019 © WBSCM Training - Proprietary
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@ (Note) To review the list of materials available for ordering, the user will drill down through the
product catalog beginning with the program.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

0 il = Order P = Order = Domestic Order Entry Full Screen || Options
I My Transactions  Catalog | Entitlement B view Cart: 1 Ttem(s) to the value of 510.67 USD
| Product catatos
You are in our product catzlog.
Select a product category from the left area.
S

[P] extended search

[-lcsFe
Multi-Food
[+]Direct Delivery
[+Ins1e
[+]cacFe
[+InsLp
[+Im_TE
[+ITM_NS

24.  Click [*] (the Plus icon) next to the type of order. In this example, [+]Direct Delivery (the Direct
Delivery option) was selected.

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

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

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

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

Monday, May 6, 2019 © WBSCM Training - Proprietary Page 14 of 22
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25.

26.

Home Operations Admin

Order Processing

Image: Domestic Order Entry Screen

Reporis Help

(] i = Order P ing = Order t = Domestic Order Entry

I My Transactions Catalog

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

Full Screen | Options *

Euid< Search
[ search |

[®] Extended Search

[-lesFp
Multi-Food
[-IDiract Delivery
[+IM=at
[+]Poultry
[+IFish
[+]Vegetables
Beans
[+]Fruits
[+1iuice
[+]Dairy
[+]Grains:
[+]Cereal
[+]Pasta/Rice
[+INSIP
[+]cacer
[+INsLP
[+IM_TE
[+ITM_NS

Home Operations Admin

Order Processing

I Product Catalog

You are in our product catzlog.

Select a product categery from the laft area,

Click [*] (the Plus icon) next to the appropriate commodity group. In this example,
Meat option) was selected under the Direct Delivery order type.

Image: Domestic Order Entry Screen

Reporis Help

0 > Order P

I My Transactions Catalog

= Order = Domestic Order Entry

| Entitlement [El view cart: 1 Item(s) to the value of 510.67 USD

[+IMeat (the

Full Screen | Options

Product Catalog

Euid: Sesrch
[ Search |

[P] Extended Search

[-IcsFp

Multi-Food
[-IDirect Delivery
[-IMeat
Entitlement
Bonus
[+]Poultry
[+]Fish
[+]Vegetables
Beans

[+]Fruits
[+1luice
[+]Dairy
[+]Grains
[+]Cereal
[+]1Pasta/Rice

[+InsIP

[+Icacep

[+INSLP

[+]TM_TE

[+ITM_Ns

I Product Catalog

You are in our product catalog.

Select a product ctagory from the left area.

Select the option that corresponds to how the entitlement budget is impacted. In this example,
Entitlement (the Entitlement option) was selected under the Meat option.

Monday, May 6, 2019

© WBSCM Training - Proprietary

Page 15 of 22



Td T Work Instructi
W‘BS(M ) Mc:)rdi?; raUCIIDOOHmestic Requisition

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

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

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

e Trade Mitigation - Ordering these products will not impact the customer's
entittement. These commodities are available through USDA's Market Facilitation
Program, which supports domestic farmers faced with trade damages.

@ (Note) After an option is selected, the screen displays a list of all products available for the

selected criteria. At the bottom of the list, the user may adjust the number of products to
display on a page.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

g Op i > Order P i > Order gt = Domesfic Order Entry Full Screen || Oplions ~
I My Transactions Catalog | Entitlement B view cart: 1 Ttem(s) to the value of 510.67 USD
A
uick Search
— ~
= | Entitiement
[#] Extended Search
- Overview Product
-JcsFe : Full-Truck
e et | B | e,
[-]Direct Delivery Quantity (Program / Sub- Name e rihan  guantity
[-IMeat Area)
Entitlement
s ] 100127 BEEF CAN-24/24 OF | 5o o0 o | 07/04/2018-  04/18/2013- | o000
s B (csrry entitlement) i : 12/31/2019 07/18/2018 '
[+1Poultry
[+JFish BEEF CHILL W/O
- [ ] F= too13s e 07/01/2019 - 04/15/2019 -
Lel gl =3 (CSFP/ Entitlement) | BEANSCZM-ZA/28 [ 4236 USD | “yamyjpndg  ozjigjaois | 1990000
+]Fruits
E&JQE | 100168 BEEF ROASTROUND | o co \yqp | 04/01/2013- | 03/15/2018- | o0 o0
Giias = = (coer / entitiement) | Frz criv-3a-az e s 06/15/2019 05/15/2018 :
[+]Grains
[+]Cereal
[+]Pasta/Rice
[+]uste
[+]cacre
[+InusLp
[+HITM_TE
[+HITM_NsS
v e W
Products Par page A1 [v]

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

Monday, May 6, 2019 © WBSCM Training - Proprietary Page 16 of 22
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
O il = Order Py = Order = Domestic Order Entry Full Screen || Options

I My Transactions Catalog | Entitlement [ view Cart: 1 Item(s) to the value of 510.67 USD

Product Catalog ~

uick Search 4 Return to: Entitlement
— ~
m I Product Details

Product Number: 100138

Name: BEEF CHILI W/O BEANS CAN-24/24
oz

[#] Extended Search

[-lcsFp
Multi-Food Price: 42.56 USD

[-IDirect Delivery Full Truck Load Quantity: 1000.000

[-IMeat
Entitlement cs
Bonus
Corn
EeDs
EEIERT [07/152019 |[04119/2019 [[10 |
Hﬁﬂﬁ; [o7/3112019 |[o4/19/2019 I |
e [08/15/2019 | 0492018 I |
[ I}ﬁi{:mg = 0813112019 |[04/19/2019 I |
Fiinic [parsr2019 |[o4r19/2019 i |
Eipw“ﬁ [0a/30/2019 |[04/19/2019 Il | "
7 [1015r2019 |[0719r2019 Il |
28.  Asrequired, complete/review the following fields:
Field R/O/C Description
Delivery Date R Range of dates when commodities may be delivered.
Example:
07/15/2019
Order By Date R Last date to submit orders for the corresponding Delivery
Date.
Example:
04/19/2019
Quantity R Number of items.
Example:
10

Monday, May 6, 2019 © WBSCM Training - Proprietary Page 17 of 22
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
| 0 i > Order P i > Order > Domestic Order Entry Full Screen | Options
I My Transactions Catalog | Entitlement View Cart: 1 Ttem(s) to the value of 510.67 USD
oz
prce 2.3 U0 A

Full Truck Load Quantity: 1000.000

uick Search s
— o)

E
Wi
[07/15/2019 |[04719/2019 [[10 |
[-lcsFe S [07/3112019 |[04r19/2019 I |
[-J0Avect Dalivery 081512019 |[0ar192019 I \
i 083172019 |[04/19/2019 Il \
i pr‘f;;'“ [0s/1512019 |[04119/2019 I |
[+Fish [09/30/2019 | (047192019 I |
[+]Vegetables
— [10/15:2019 |[07/19/2019 I |
ruits
[+luice [10/31/2019 |[07/19/2019 Il |
[+]Dainy
[+]Grine [11/15/2019 |[07/19/2019 I |
e [11/3012019 |[0711972019 I \
e [12/1572019 |[07119/2019 Il |
Ei%:“;tpm 1273112019 |[o7719/2019 I |
[+ITM_NS v
W ¥ Move to Cart

29. Click Move to Cart (1he Move to Cart button) to add the selected product quantities to the
shopping cart.

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

30. Return to Step 12.
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Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
T 0 i = Order P i = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions  Catalog | Entitlement 2 Item(s) to the value of 936.23 USD

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

Your Referenca: [ ] Total Net Price: 936.23 USD

Your Description: [ |

Message
Additional Comments:

: Total Price
[¥] 1tem Product Quantity unit Description User Status g e v
Unit Prica
BEEF CHILI W/O BEANS CAN- = $510.67 USD
[ 100 100138 € | e Ready for Approval[v | | csFe / o01/15/2019 IO 1 -
BEEF CHILI W/O BEANS CAN- csFe/ $425.56 USD
& 20 oz € 2spaoz Draft 7] enetiemant (el 118.21 USD / 100 LB

31. Select (the Cancelled option) from the dropdown list for User Status.

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

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
g Op > Order P i > Order = Domesfic Order Entry Full Screen || Oplions ~
I My Transactions Catalog | Entitlement 2 Item(s) to the value of 936.23 USD

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

Your Referenca: [ ] Total Net Price: 936.23 USD

Your Description: [ |

Message
Additional Comments:

Total Price
[*] Ttem Product Quantity Unit Description User Status a s
Unit Price
BEEF CHILI W/O BEANS CAN- = $510.67 USD
= |10 00138 S L4240z Ready for Approval V'] C57P / 017152019 118.21 USD / 100 LB
BEEF CHILI W/O BEANS CAN- csrp/ $425.56 USD
[*] 200 100138 e |Fiet Cancalled Ell 07/15/2015 et ot

32. Click (the Update button) to save the modifications.
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33. Return to Step 12.
Image: Domestic Order Entry Screen

Home Operations Admin Reportis Help

Order Processing
] 0) i = Order P i = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement 2 Item(s) to the value of 510.67 USD

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

| Total Met Price:

Your Referencat

Your Description: I |

Message
Additional Comments:

Requested Delivery
Date

] Tem Product Quantity Unit Descraptim User Status Programs
i i ;
=] 100 100138 cs | BEEF CHILIW/O BEANS CAN- | "o or Approval v | | CSFP / 01/15/2019
24/24 0Z
BEEF CHILI W/O BEANS CAN- CSFP
[*] 200 100138 T | AR Cancelled e 07/15/2019

34. Click m (the Save button) to save the modified domestic requisition.

510.67 USD

Total Price
Unit Price

£510.67 USD
118.21 USD / 100 LB

£0 USD
0.00 USD /1 LB

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

RA.
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Image: Domestic Order Entry

Home

Operations Admin Reports Help
Order Processing
Z o] i > Order P > Order > Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement 2 Ttem(s) to the value of 510.67 USD
I Order: 1000258985 from 12/07/2018 11:46
Your Reference: [ | Message from webpage % Total Nat Prica: 510.67 USD
Your Description: [ |
™M
es=ane o Do you really want to save the transaction?
Additional Comments:
Concel
z Total Price
[*] mem product Quantity Unit Description User Status Program “’q“’ﬁ:’e""”
Unit Price
BEEF CHILL W/O BEANS CAN- T $510.67 USD
= |00 100138 G5 a42e0z Ready for Approval [V ] csFe / 017152019 118.21 USD / 100 LB
BEEF CHILI W/O BEANS CAN- CSFP [ 30 USD
] 200 100138 1068 | e oz Cancelled I imat 07/15/2019

35. Click

(the OK button) to confirm the modifications.
Image: Domestic Order Entry

Home

0.00USD/ 1LB

Operations Admin Reports Help
Order Processing
g Op i = Order P = Order = Domestic Order Entry Full Screen || Oplions ~
I My Transactions Catalog | Entitlement Transaction in Process
I Confirmation of receipt
Sold-To: 4001181
Order: 1000258985 from 12/07/2018 11:45 Total Nat Price: 510.67 USD
Your Reference:
Your Description:
& : User
Item Item Details QY umit
100138 : BEEF CHILI W/0 BEANS CAN-24/24 0Z
100 Delivery Point: S001331: CAPITAL AREA FOOD BANK OF TEXAS INC, AUSTIN, T , AUSTIN, TX 12.000 €S Ready f‘T $510.67 USD
Approval 118.21 USD [ 100 LB
Requested Delivery Date: 01/15/2019
100138 : BEEF CHILI W/O BEANS CAN-24/24 0Z o
200 Delivery Point: 5003642: ADVANCEPIERRE FOODS, CINCINNATL OH , CINCINNATL, OH 10.000 CS. Cancelled
Requested Delivery Date: 07/15/2019

Chack last possible delivery date 07/15/2019

36.

The transaction is complete.

Monday, May 6, 2019
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RESULT

An existing domestic requisition has been modified. This may have included updating the order status,
delivery location, and/or product quantity as well as adding or removing line items.
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PROCESS OVERVIEW

Purpose

The Requisition Status Report lists all requisitions created by RA Order Managers or by SDA Order
Managers on behalf of their RAs. The report provides order information and status for each line item and
related documents (sales order, purchase order, etc.). This report can be used to monitor activity on
requisitions through the order life cycle. Status codes and their description are described in the Sales
Order and Complaint Statuses job aid.

FNS Order Managers can view all requisitions in the system. SDA and USAID Order Managers can view
only requisitions that they or their RAs created. RAs can view only their own requisitions.

Frequent execution of the Requisition Status Report for an organization's plants and/or warehouses,
allows users to monitor material statuses, and delivery schedules.

Process Trigger
Use this report to review delivery dates, approval status, and other details for requisitions.
Prerequisites
. Requisitions must exist in WBSCM
Portal Path
Follow the Portal path below to complete this transaction:

o Select Reports tab % Order Processing folder % Requisition Status Report link to go to the
Requisition Status Report (Selection) screen..

Tips and Tricks

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

Friday, March 11, 2022 © WBSCM Training - Proprietary Page 1 of 11
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PROCEDURE

1. Start the transaction using the following Portal path: Select Reports tab & Order Processing
folder # Requisition Status Report link.

Image: Requisition Status Report Screen

Home Dperations

Order Processing

Admin Reports Help

" Reports = Order Processing = Requisition Status Report Full Screen | Oplions +
Entitlement Management
Demestic Price Support Report Welcome to Requisition Status Report
Domestic Ship-To Contacts Report All required fields are marked with a red asterisk (*). Dates are formatted as: MM/DDNYYY'Y.
Material Outlay Report Search Criteria =
Multi-Food Received Shipment Report (B Execute % Reset | [¥[Printto PDF | [i]
Multi-Food Requisition Report & Show Variants
NMational Warehouse Delivery Schedule Progam: & o
Oncer s eport Req. Delvery Dt & o ®
Processing Status Report Material: < [ 3] 7o | o =
e Sold-To Party: < =
Ship-To Party: < =
Redistribution/Redonation Datail
Hpsa Region: & T & S
RecRedst umoer. 1 e— R
Stocks at Subcontractor Req/Redist. Doc.Type: < 2
Value of Commodities Received - RA Reg/Redist # Status: & &
Req. Entile / Bonus: &
Walue of Materials Received - Domestic &...
Sales Order Number: & ) I = | %
LSRR SREE L Purchase Order: ¢ ) I | %
Shipment Receipt Date: < ol [E =
2. Click 4 (the Hide Navigator arrow) to minimize the Portal menu. Note this can be done with any

transaction in WBSCM.

o
o

(Note) At least one value must be entered in one of the following selection fields: Req.
Delivery Date, Requisition Number, Sales Order Number, Purchase Order Number,
or Shipment Receipt Date. Additional search criteria can be used to narrow the results.

(Note) Use the To field to indicate the upper value of a range when needed. For example,
to search for orders with a requested delivery date between March 1, 2021 and January
24,2022, enter "03/01/2021" in the Req. Delivery Date field and "01/24/2022" in the
adjacent To field.

Friday, March 11, 2022
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3.

Image: Requisition Status Report Screen

Home Operations Admin Reports Help

Order Processing

Reports = Order Processing =

Requisition Status Report

Welcome to Requisition Status Report
All required fields are marked with a red asferisk (*). Dales are formatied as: MM/DD/YYYY.

Full Screen | Options

Search Criteria =1
(Er Execute 7 Reset | Printto PDF | (5]
[ Show Variants
program: & | =
Req. Delivery Date: ¢ . To g =)
Material: < [ 3] To | & =
Sold-To Party: & 2
Ship-To Parly: & g
Region: & ol 3 %
Req/Redist. Number & . To o
Req/Redist Doc Type: < L4
ReqRedist # Status: & >
Req. Entills / Bonus: & ]
Sales Order Humber: <> . To o
Purchase Order: . To =
Shipment Receipt Date: > Tl [E =
As required, complete/review the following fields:
Field R/O/C Description
Program: O Acronym used to identify a USDA food distribution
program.
Example:

NSLP - National School Lunch Program

Req. Delivery Date: |0

goods or services.

Example:
01/24/2022

Date requested by customer for delivery of ordered

Sold-To Party:

Example:
8004967

O Unique identifying name associated with a
particular customer in WBSCM.

Ship-to Party:

Example:
1030631

O Unique identifying number associated with a
person or company that receives the goods.

Friday, March 11, 2022
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Field R/O/C Description

Region: O In the U.S., state in which the vendor or customer
resides.
Example:
VA

Req / Redist. Number: |0 The Requisition or redistribution number for the

associated order.

Example:
1000039427

Req / Redist. Doc. O A classification that distinguishes between different
Type: types of requisition or redistribution document
types.

Example:
ZREQ

@ (Note) For more information, refer to the
(. job aid, Domestic Order Code
Definitions

Req / Redist. # Status: |O Code for the current status of order.

Example:
E0001

@ (Note) For more information, refer to the
[yoL job aid, Sales Order and Complaint
Statuses.

Req. Entitle / Bonus: |O Indicates the type of funds.

Example:
All

Sales Order Number: |O Unique identifying number associated with a sales
order in WBSCM.

Example:
5000050962

Purchase Order: O Unique number identifying the Purchase Order.

Example:
4100008931

Shipment Receipt O The date the shipment is received.
Date:
Example:

05/05/2021
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Image: Requisition Status Report Screen

Home Operations Admin Reports Help

‘Order Processing

Reports = Order Processing = Reguisition Status Report Full Screen | Cptions

Welcome to Requisition Status Report
All required fields are marked with a red asterisk (). Dates are formatted as: MM/DDAYYY'Y.

Search Criteria =

(ErExecute 7 Reset | [E]Printto POF | [5]

[ Show Variants

Program. < 2

Req. Delivery Date: To 01242022 [f3 Lo

Material: [ o

Sold-To Party: =

Ship-To Party: =

Region: B

Reg/Redist. Number: _ =

Req/Redist. Doc Type: =

Req/Redist. # Staus: =
Req. Entitle / Bonus:

Sales Order Number: =

Purchase Order: e

Shipment Receipt Date: [ mH o

4. Click & Execute (1ho Execute button) to generate the report.

Image: Requisition Status Report Screen

Home Operations Admin Reports Help

‘Order Processing

Reports > Order Processing > Reguisition Status Report Full Screen | Options

Requisition Status Report
42 GoBack |

J Printto POF | [1)

View [REGUISTION_STa[~] | Espor &

Reqg/Redist. Doc.Type = Reg/Redist. Order# - Reg/Redist ltem# - RegRedist Stalus Sold-ToParly -  Sold-To Name RAID  Ship-Te Party lE'

ZREQ 4 100 Draft 4000578 TX Dept. of Agriculture — EDI 4000578
1000258987 Approved by SDA TX Dept. of Agriculture — EDI 5003642
1000259470 Approved by SDA TX Dept. of Agriculture — EDI 5002114
1000259483 Approved by SDA TX Dept. of Agriculture — EDI 5003642
1000259484 Approved by SDA TX Dept. of Agriculture — EDI 5001155
1000260012 Approved by SDA TX Dept. of Agriculture — EDI 5004656
1000260436 Approved by SDA TX Dept. of Agriculture — EDI 5003599
1000262696 Approved by SDA TX Dept. of Agriculture — EDI 5002260
1000262697 Approved by SDA TX Dept. of Agriculture — EDI 5002260
10002626398 Approved by SDA TX Dept. of Agriculture — EDI 5002260
1000262699 Approved by SDA TX Dept. of Agriculture — EDI 5002260
1000262769 Approved by SDA TX Dept. of Agriculture — EDI 5001120
1000262770 Approved by SDA TX Dept. of Agriculture — EDI 5001120
1000282771 Approved by SDA TX Dept. of Agriculture — EDI 5001120
1000262772 Approved by SDA TX Dept. of Agriculture — EDI 5001120 El

[«]] 0]
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Review Requisition Status Report

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

Field R/O/C Description

Reg/Redist. Doc.Type |0 A classification that distinguishes between different
types of requisition document types.
Example:
ZREQ

Reqg/Redist. Order # [R Requisition or redistribution order number.
Example:
1000258987

Reg/Redist. Item # O The item number identified on the requisition or
redistribution order number.
Example:
100

Reg/Redist. Status O The approval process stage for the line item on the
requisition or the redistribution.
Example:
Approved by SDA
Q (Note) For more information, refer to the
p 5 job aid, Sales Order and Complaint

Statuses.

Sold-To Party O Unique identifying name associated with a
particular customer in WBSCM.
Example:
4000578

Sold-To Name O Unique identifying name associated with a
particular customer in WBSCM.
Example:
TX - Dept. of Agriculture - EDI

RA ID O Unique identifier assigned to a particular RA by the
SDA.
Example:
4000632

Ship-to party O Unique identifying number associated with a
person or company that receives the goods.
Example:
5001120

Friday, March 11, 2022
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Field R/O/C Description
Ship-to Name O Unique identifying number associated with a
person or company that receives the goods.

Example:
AMOROSO BAKING COMPANY

Material O Unique six-digit number representing a specific
material/commodity in WBSCM.

Example:
130530

Material Desc. O Text containing up to 40 characters that describes
the material/commodity in detail.

Example:
CEREAL CORN FLKS -SUBST

Product hierarchy O Alphanumeric character string for grouping
materials by combining various characteristics
used for valuation and pricing purposes.

Example:
CEREAL/CORN AND RICE/BOX

Requested Del. Date |O Date requested by customer for delivery of ordered
materials or commodities.

Example:
01/24/2022

Program O Acronym used to identify a USDA food distribution
program.

Example:
CSFP

Entitlement/Bonus Ind |0 Indicates whether the document is Entitlement or
Bonus order and the program year.

Example:
ENTITLE-CY16

Requested Qty. O Number of sales units of material requested by the
customer.

Example:
250.000
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Field R/O/C Description
Sales Unit O Unit of measure upon which the price is typically
based.

Example:
CS

Net Dollar Value O Dollar amount of the line item.

Example:
4,289.96

Sales Order # O Unique identifying number associated with a sales
order in WBSCM.

Example:
5000050706

Sales Order Item # O The item number identified on the Sales Order.

Example:
600

Sales Order Status O The approval process stage for the line item on the
sales order.

Example:
Approved by SDA

@ (Note) For orders that have been

bt receipted with a missing ASN, the
Sales Order Status field will display the
status of Order Received.

@ (Note) The most common order

-t statuses are listed below. For more
information refer to the job aid, Sales
Order and Complaint Statuses.

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

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

e On Invitation - Sales Order is
currently on a solicitation to be
purchased. No changes can be
made until purchased.

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

e Cancelled - Order was
cancelled. Entitlement returned
to customer account.

e Order Received - Order has
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Review Requisition Status Report

6.

Field R/OIC

Description

been delivered to distributor.

Purchase Order # O

Unique number identifying the Purchase Order.

Example:
4100008939

PO ltem # O

2

Line item on the Purchase Order.

Example:

Date Received O

i g

The date the materials were received.
Example:
05/09/2021

(Note) This date reflects the most
recent goods receipt date.

Perform any of the following, as needed:
If
The user needs to customize the report output

Then
1.

Use * s (the Open Settings Dialog
icon) to display the Settings dialog.

Select ( LolumnSelection | o Column
Selection tab) to add/remove columns and
change the sequence of the displayed
columns.

Select (the Sort tab) to sort the
results by specified field and direction.

Calculation
Select (the Calculation

tab) to insert a calculated value based on
available report fields.

Select! & | (the Filter tab) to apply

filter(s) to your report.
Click (the Apply button) to
generate the results.

As necessary, click (the Save

as... button) to save your selections as a
new View. In the save prompt window,
enter a descriptive name.

Click (the OK button) to go back to

Friday, March 11, 2022
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If Then
the previous screen.
The user needs to export the report
1. Select Bt (the Export button).
2 click Export to Microsoft Excel
(the Export to Microsoft Excel option) to
open the report data in Excel or a
compatible application.
3. Click ™ (the Arrow button) in the dialog
box.
4. Click Open (the Open option) in the dialog
box.
5. Review and modify the report as needed.
6. As necessary, save the Excel spreadsheet
for later reference.
7. Close Excel.
The user needs to print to PDF 1. Select [l Print to PDF (the Print to PDF
button).
2. Click ™ (the Arrow button) in the dialog
box.
3. Click OPen (the Open option) in the dialog
box.
4. Review, print, and save the PDF output as
needed.
5. Close the PDF document.

7. The transaction is complete.

Friday, March 11, 2022
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RESULT

The Requisition Status Report for the selected criteria has been displayed and reviewed. As applicable,
the report may also have been customized and/or exported to Excel or PDF format.
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W\BS( MJ Consolidate Requisitions to Create Standard Domestic
Sales Order
Purpose

The purpose of this transaction is to consolidate domestic requisitions to create a standard domestic
sales order. Order Managers from State Distributing Agencies (SDAs) and Indian Tribal Organizations
(ITOs) receive domestic requisitions from their Recipient Agencies (RAs). They are tasked with
consolidating these requisitions along with any requisitions they create in order to create full truckloads.
The requisitions can be consolidated by Material, Ship-to, and Delivery Date and linked together via the
group number field.

Process Trigger
Perform this transaction to consolidate domestic requisitions into standard domestic sales orders.
Prerequisites

. Domestic requisitions in Ready for Approval status must exist in WBSCM.
. Requisitions must be from an RA/Co-op or SDA/ITO as part of your SDA/ITO organization.

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

. Select Operations tab # Order Processing tab & Order Management folder % Consolidate
Requisitions link to go to the Consolidate Requisitions screen.

Tips and Tricks

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

PROCEDURE

1. Start the transaction using the following Portal path: Operations tab 2 Order Processing tab =
Order Management folder # Consolidate Requisitions

L

Image: Consolidate Requisitions Screen

USIDA  united States Department of Agriculture

ﬁ Web-Based Supply Chain Management

Weicome SDA OrderManager

[ Home Wt ol Admin | Reports

Order Processing

Consolidate Requisitions. | Back =)

ol 1
Detailed Navigation = o,
Ordered Product: [100002-CHEESE CHED WHT SHRED BAG-E/S LB =
M Consclidate Requisitions) [

Portal Favorites

2. Click 4 (the Hide Navigator arrow) to minimize the Portal menu. Note that you can do this with

any transaction in WBSCM - not just fulfillment transactions.
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WBS(M

Image: Consolidate Requisitions Screen

L

Unie e
USDA . N Welcome SDA OrderManager

‘ Web-Based Supply Chain Management

opratons IR I M

‘Order Processing

Consolidate Requisitions. | Back =
| ]

Selections for CONSOLIDATION

Ordered Product: [100002-CHEESE CHED WHT SHRED BAG-6/S L8 =

[ Submt

3. In the Ordered Product field, click on the Dropdown button to select a product.
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Image: Consolidate Requisitions Screen

nagement

Consolidate Requisitions | Back =)

Selections for CONSOLIDATION

Ordered Product: | 100218-PEACHES CLING SUICES CAN-24/300 =]
100158-BEEF FINE GROUND FRZ CTN-40 LB B
100173-PORK ROAST LEG FRZ CTN-32-40 LB

100184-PORK HAM WATERAD FRZ PKG 410 LB

100187-PORK HAM WATERAD SLC FRZ PKG-8/5 LB

100153-PORK PICNIC BNLS FRZ CTN-60 LB D
100206-APPLE SLICES CAN-6M0

[ = Submt

100210-APRICOT HALVES CAN-24/300
100218-PEACHES CLING SLICES CAN-247300

100241-PEACH FREESTONE DICED FRZ CUP.96/4.4 OZ
| 100252-5TRAWBERRY FRZ CTN-30 LB _

4, Select the material you wish to consolidate from the dropdown list. In this case, we selected
100218-PEACHES CLING SLICES CAN-247300 (the 100218-PEACHES CLING SLICES CAN-24/300
option).
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Image: Consolidate Requisitions Screen

Censolidate Requisitions | Back =
¥
Selections for CONSOLIDATION
Ordered Product [100218-PEACHES CLING SLICES CAN-24/300 =]
[ Subme]
5. Click | =#submt | (the Submit button) to submit your selection.
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Image: Consolidate Requisitions Screen

USDA  united States Department of Agricutiure

Welcome SDA OrderManage!
S \Veb-Based Supply Chain Management iccons. S04 Ordeshanager

Consslidate Requisitions | Back =
¥

(4 Back R G By Dab Ovrdered Product | 100218-PEACHES CLING SLICES CAN-24300 =] Unit Of Measare: €S FTL Quantity- 1,620

Viewn [Stancard view] | v| T3 Expand Al () Unatocate £} Retary 3 Decine | 7 Updste Req

EL Rowl1 ForFIL CQuantty ShpDate  ShipTo  Ship-ToName Ship-To City Shp-ToRg MutiStop GroupNo SolTo  Sold-To Name ReqNo  ReqRemMo ntemaiOrd  Prog
P 0D 1620 04152015 ¥ 5002050 » WEMBERGNEPAREGIONA  WLKES-BARRE  PA 17753616 4000559 PADEPT. OF AGRCULTUR 1000130667 200  EMTLECY1S TEF)
P B0 10 0411572015 5003626 ~ GREATERPTTSBURGH COM  PITTSBURGH Pa [ 395272037 4000559  PADEPT.OF AGRCULTUR | 1000130677 100  ENTILECY1S TEF)
P 0H0 3,240 041152015 w 5002052 w YORK COUNTY FOODBANK  YORK Pa [ 10441369 4000553 PA DEPT. OF AGRICULTUR 200 | ENTWLE-CY15 TEF
» 00 1,620 04/152015 ~ 5003048 ~ SOUTHCENTRALPAFODD  CHAMBERSBURG PA [ 63982726 4000569 PADEPT.OF AGRCULTUR 1000130653 200  ENTTLECY!S TEF)
» 00 1620 04152015 ~ S002047 ~ GREATERBERKS FODDBAN READNG PA §15390104 4000559 PADEPT. OF AGRCULTUR | 1000130652 200  ENTILECY1S TEF)
» +810 /-0 B10 041572015 + 5003255 w COMUUNTY FOOD BANKWA FARRELL Pa L 919218704 4000559 PA DEPT, OF AGRICULTUR 1000130676 100 ENTITLE-CY1S TEF|

Wiewe| [Standard View] ~| Alocate F &

E. ReqNo ReqlemHo ShipDate OQuanily Ship-To Ship-ToMame Ship-ToCly ShipToRg MuliStop GroupNo Sold-ToMame Order By Date InternalOrd Program Customer Functional Area

_[=
| ] [

6. When RAs, Co-ops, SDAs, or ITOs submit their requisitions, WBSCM automatically consolidates
all requisitions by material (which is selected on the previous screen), ship date, and ship-to
location. For example, all requisitions for the same ship-to location that are scheduled to ship on
5/30/2011 will be displayed beneath, an aggregated line (a proposed order is indicated by a
green line item).To view all fields, use the horizontal scrollbar and scroll to the right.

@ (Note) You will be able to view the following information about each line item on each requisition:

Row L1 - This column contains an arrow that corresponds to each proposed order (each green
row). Clicking the arrow lets you minimize or maximize the line item detail on the proposed order.

For FTL - This column indicates the quantity of items required to make a full truckload as is
defined for each material in the Material Master. For example, if this cell reads "+200/-600" that
means you may either add 200 units of the item to the order, or remove 600 units from the order
if you wish to consolidate to a full truckload. You may have multiple Full Truckloads (FTLs) on a
consolidated sales order.

Quantity - The quantity of items being ordered.

Ship Date - The date when goods will ship from the vendor to the recipient. Note that all line
items on a proposed order must have the same ship date for them to be included in the order.

Ship-To - The ID number associated with the Ship-To Location. Note that there may be multiple
Ship-To Locations on a given order, such as where there is a multi-stop. Remember that the
order will consist of requisitions that are being shipped to multiple different Sold-To Parties.
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Ship-To Name - The name of the Ship-To Location for each of the line items.
Ship-To City - City where the ship-to location is located.
Ship-To Rg - State where the ship-to location is located.

Multi-Stop - This column contains a checkbox that corresponds to each proposed order (each
green row). When a multi-stop is created between two orders shown on this screen, the system
automatically checks this box. When a multi-stop is created between states, you must manually
check this box. This box indicates that the order has multiple ship-to destinations.

Group No - This is the group number, a unique identifying number associated with a proposed
order.

Image: Consolidate Requisitions Screen

USDA  united States Department of Agricuiture

" Web-Based Supply Chain Management

[ ome R o | epors | o |

Weicome SDA OrderManager

Order Processing
Consolidate Requisitions | Back =
Ordered Product: [100218-PEACHES CLING SLICES CAN-24/300 ¥ Unt Of Measure: (€S FTL Quantty: [1,620

ew]  |v| B Epandal (Pyunsiocate A Return 3 Decine | /7 Update Req AT

L Quantty ShipDale Shia-Te Ship-To Name: Ship-To City Shp-TeRg WuliStop CroupMo  Seld-To  Sekd-To Name Reqlo  ReqRemNo lInternal Ord Program  Order By Date
1620 04/152015 + 5002050 ~ WEMNGERG NE PAREGIONA  WILKES-BARRE PA 317753616 4000559 PA DEPT. OF AGRICULTUR = 1000130667 200 ENTITLE-CY1S TEFAP 04152015

4 810 041152015 ~ 5003626 ~ GREATERPTSBURGH COM  PTTSBURGH Pa 355272037 4000559 PA DEPT. OF AGRICULTUR 1000130677 100 ENTMLE-CY1S | TEFAP 04152015
3,240 04152015 ~ 5002052 ~ YORK COUNTY FOODBANK  YORK PA [ 610441365 4000559 PA DEPT. OF AGRICULTUR 200 ENTILE-CY15 | TEFAP 04152015
1,620 04/15/2015 5003045 ~ SOUTHCENTRALPAFOOD  CHAMBERSBURG PA [ 663993725 400DSSS | PA DEPT. OF AGRICULTUR 1000130653 Z00  ENTMLECY1S | TEFAP | 040152015
1620 047152015 ¥ 5002047 + GREATER BERKSFOODBAN READNG PA [ 815390104 4000559 | PA DEPT. OF AGRICULTUR 1000130852 00 ENTMLECY1S | TEFAP | 04152015

2 810 041152015 » 5003255 w COMMUNTY FOOD BANK WA  FARRELL A [0 919216704 4000559  PA DEPT. OF AGRICULTUR 1000130676 100 ENTMLE-CY1S | TEFAP | 04152015

DOl Retmedtems | Decinedtems

- B

emNo ShipDate Quantty Ship-To ShipToMame ShipToCty Shp-ToRg MuliStop GroupNo SokiToName OrderByDate InternalOrd Program Customer Functional Area

) [

If desired, click the " ¥ (the Settings icon) to change the display. The Settings feature allows

you to add/remove columns from the output, change the order of columns, change the sorting (A-
>Z, Z->A, etc.) for each of the columns, add totaling/subtotaling functionality, or change the color
scheme of the table

Clicking " &

(the Filter icon) will add a filter row to the report. Specific filtering criteria can then

be entered. For example, if you wish to filter the results only to include items related to Ship-To
City, click inside the blank filter row in the Ship-To City column. Type York in the field. The
results only containing York as the Ship-To City will display.

Scroll back to the left of the screen.
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_G_g (Note) Additional information about each line item on each requisition include:

Sold-To - This is the Sold-To Party Number, a unique identifying number associated with the
Sold-To Party for each line item.

Sold-To Name - This is the name of the Sold-To Party for the requisition.

Req No - A Requisition is a proposed order submitted by RA, SDA/ITOs before consolidation.
Each white line item underneath an aggregate line represents a requisition line item. Each
requisition has a unique identifying Requisition Number that was assigned to it when the
requisition was placed.

Req Item No - Requisition Item Number is a sequence line number on each requisition. This
denotes the order of the line item on the requisition. For example, line 100 was the first line item
on the requisition, line 200 was the second item, etc. Selecting the Req Item No button allows
you to see the details of the particular line item.

Internal Ord - This refers to an account assignment that will be used for the particular order. It is
used by finance personnel. It will automatically be derived based on the program and ship date
combination. Different values for this field will point to different account assignments.

Program - This refers to the program through which the commodity was ordered.

Order By Date - Date when the requisition must be consolidated into a Sales Order and
submitted to FNS for it to be considered valid. Requisitions that are not consolidated by the order-
by date will be automatically moved into a separate queue, the Req's Past Order-By Date

queue. You will be able to revisit these requisitions by clicking the Req's Past Order-By Date
button (see Step #22 for instructions on how to view and update requisitions in this queue so that
they may be reprocessed for order creation).
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Image: Consolidate Requisitions Screen

USDA  united States Department of Agricutiure

Welcome SDA OrderManage!
S \Veb-Based Supply Chain Management iccons. S04 Ordeshanager

Consolidate Requisitions
¥

(4@ Back

Viewn [Stancard view] | v| T3 Expand Al () Unatocate £} Retary 3 Decine | 7 Updste Req

EL Rowl1 ForFIL CQuantty ShpDate  ShipTo  Ship-ToName Ship-To City Shp-ToRg MutiStop GroupNo SolTo  Sold-To Name ReqNo  ReqRemMo ntemaiOrd  Prog
P 0D 1620 04152015 ¥ 5002050 » WEMBERGNEPAREGIONA  WLKES-BARRE  PA 17753616 4000559 PADEPT. OF AGRCULTUR 1000130667 200  EMTLECY1S TEF)
P B0 10 0411572015 5003626 ~ GREATERPTTSBURGH COM  PITTSBURGH Pa [ 395272037 4000559  PADEPT.OF AGRCULTUR | 1000130677 100  ENTILECY1S TEF)
P 0H0 3,240 041152015 w 5002052 w YORK COUNTY FOODBANK  YORK Pa [ 10441369 4000553 PA DEPT. OF AGRICULTUR . 200 | ENTWLE-CY15 TEF
» 00 1,620 04/152015 ~ 5003048 ~ SOUTHCENTRALPAFODD  CHAMBERSBURG PA [ 63982726 4000569 PADEPT.OF AGRCULTUR 1000130653 200  ENTTLECY!S TEF)
» 00 1620 04152015 ~ S002047 ~ GREATERBERKS FODDBAN READNG PA §15390104 4000559 PADEPT. OF AGRCULTUR | 1000130652 200  ENTILECY1S TEF)
» +810 /-0 B10 041572015 + 5003255 w COMUUNTY FOOD BANKWA FARRELL Pa L 919218704 4000559 PA DEPT, OF AGRICULTUR 1000130676 100 ENTITLE-CY1S TEF|

Wiewe| [Standard View] ~| Alocate F &
E. ReqNo ReqlemHo ShipDate OQuanily Ship-To Ship-ToMame Ship-ToCly ShipToRg MuliStop GroupNo Sold-ToMame Order By Date InternalOrd Program Customer Functional Area

8.

Refer to the Row L1 column. Click

| Back (=

Ovrdered Product | 100218-PEACHES CLING SLICES CAN-24300 =] Unit Of Measare: €S FTL Quantity- 1,620

4 (the arrow button) to expand a proposed order. This

will display all of the requisitions that are a part of the proposed order.

o

(Note) If your Co-ops or RAs under a Co-op (if applicable) create requisitions, these reqgs will be
grouped under a blue line when a proposed order (green row) is expanded.

There are several buttons on this screen which can benefit you in the order consolidation
process. These buttons are as follows:

Expand All - This button will expand all the proposed orders so you can view all the white line
items (the requisitions) beneath each proposed order (green aggregated line item) without having
to expand each individually. This button will not display when all proposed orders are already
expanded.

Collapse All - When all proposed orders are expanded, this button appears, allowing you to
collapse (minimize) the line items.

Unallocate - If you wish to remove a line item from a proposed order, or an entire proposed line
item select the box next to the line item, and click Unallocate. This button will remove the line
item from the proposed order, and move it to the queue at the bottom. You may then reallocate
the line item back into the workbench now or at a later time during this session, if desired.

Return - If you wish to return a requisition to the Sold-To Party that submitted it, use the Return
functionality. Generally you would return a requisition if there is a change that you would like the
Sold-To Party to make. Select the blue box next to the line item you wish to return, then click the
Return button. The requisition will be returned to the Sold-To Party when you have clicked the
UpdateReq button. The Sold-To Party can make the corrections and then resubmit the requisition
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for processing.

Decline - Use this button if you wish to decline a line item from a proposed order. Select the blue
box next to the line item and click Decline. This button will remove the line item from the
proposed order. It will also cancel the line item for this commaodity and notify the Sold-To Party
once the UpdateReq button has been selected. Generally, the Decline feature will only be used
when a requisition was entered incorrectly, duplicate requisitions were accidentally created, or
there is not enough demand to place a sales order for that commodity and delivery date.

Update Req - Use this button to update the requisitions with any changes and reallocations that
have been made (including regs that have been returned or declined). Note that after you click
the Update Req button, you will no longer be able to make changes on the Order Consolidation
screen for the commodity you are working on unless you exit out of the workbench and come
back into the workbench. If the commodity is still being processed for requisition update, an error
message will display.

Submit for Sales Order Creation - Use this button to submit your order for confirmation and
processing. You must select the proposed orders (aggregate green lines) that you wish to submit
for sales order creation. However, you do not have to submit any orders if you do not want to at
this time. The updates that you have made are saved after you clicked the UpdateReq button.
This button only displays after you have updated the requisition by clicking the Update Req
button. That is why you do not see it in the screenshot above.

Req's Past Order-By Date - Requisitions have an expired order-by date. When it is past the
order-by date, and no order has been placed, the requisition is no longer included in the Order
Consolidation table, but is available on a separate screen for the commaodity you are viewing in
the workbench. Click the Req's Past Order-By Date button to access this screen (see Step #22
for instructions on how to view and update requisitions in this queue so that they may be
reprocessed for order creation).
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Image: Consolidate Requisitions Screen

U__SDA United St

Sl \Veb-Based

hain Management

[ Home JETETIERM Admin | Reports [ Hol |

Welcome SDA OrderManager

Order Processing
Consolidate Requisitions | Back =)
L] —
E@g.“ Ordered Product | 100218-PEACHES CLING SLICES CAN-24/300 =] Unit Of Weasure: [CS FTL Quantty: 1620
Views| [Standard View] ~| %% Expand A1 (P Unalocate 43 Return 3¢ Decine | 7 Update Req
B Rowll ForFTL CQuantty ShipDste  ShipTo Ship-To Name: Ship-To Cey ShipToRg  MutiStop GroupHo Soki-To  Sokt-ToHame ReqNo  RegqkemMo intemalOrd  Prog
» 010 1,620 Q4152015 = SD020S0 ~ WENBERG NE PA REGIONA WILKES-BARRE PA 317753616 4000559  PA DEPT. OF AGRICULTUR 1000130887 ENTITLE-CY1S  TEF|
b 8100 810 041152015 = SO03526 ~ GREATERPATSBURGH COM  PTTSBURGH A 305272037 4000559 PA DEPT. OF AGRICULTUR 1000130677 100  ENTMLE-CY1S | TEF,
fwl | +0r0 3,240 04152015 ¥ 5002052 v YORK COUNTY FOODBANK  YORK Pa 610441359 4000559 PA DEPT. OF AGRICULTUR . 200  ENTMLE-CY1S | TEF,
1,620/ 041152015 ~ 5002052 = | YORK COUNTY FOOD BANK | YORK PA 610441360 4000559 | PA DEPT. OF AGRICULTUR | 1000130851 200 | ENTILE-CY1S | TEF,
1,620 D4/152015 v 5002052 | YORK COUNTY FOOD BANK | YORK PA 610441363 4000559 | PA DEPT.OF AGRCULTUR | 1000130854 | 200  ENTLE-CY1S | TEF,
P 0 1,620 D4/152015 v 5003045+ SOUTH CENTRALPAFOOD  CHAMBERSBURG  PA 663993726 4000550 PADEPT.OF AGRCULTUR 1000130653 200  ENTLE-CY1S | TEF.
P +0k0 1,620 0452015 v 5002047 w GREATER BERKSFOOD BAN READNG A 315390104 4000550 PA DEPT. OF AGRICULTUR 1000130852 200  ENTMLE-CY1S | TEF,
b 81040 810 041152015 w 5003255 v COMMUNITY FOOD BANKWA FARRELL A 919218704 4000559 PA DEPT. OF AGRICULTUR 1000130676 100  ENTMLE-CY1S | TEF,
Unaliocated Hems RetunedRems |, Decined tems
Views| [Standard View) |=| Asocate AT
EL ReqMo ReqlemMo ShipDate Quantty Ship-To Ship-ToMame ShipToCly ShipToRg MuliStop GroupMo SokiToName OrderByDate InternalOrd Program Customer Funcional Area
[«X O]

Select the Blue box beside line items to choose the aggregated grouping you wish to work on.
By selecting the blue box for each proposed order, the white line items beneath it will
automatically be selected as well. If you wish to select all the line items on the screen, instead of

selecting each individually, click & (the Table Selection Menu button) and click the Select All
option. You can also select the Deselect all option to deselect all line items.

@ (Note) You do not need to select the Blue Box beside the line item to edit the line item.

If you wish to select multiple consecutive rows, hold down the Shift key and select the beginning
and end row boxes. If you wish to select non-consecutive rows, hold down the Ctrl key and select
each blue box.

If you have a change that applies to all the requisitions within the aggregated group, you do not
need to expand the row. Simply making changes the aggregated line (e.g., Quantity change,
Ship-to change, Ship Date change) will update all associated requisitions within the aggregated
group.

When deselecting requisition line items for unallocation, return, or decline (applies to both SDAs
and Co-ops):

If the aggregate lines are on expanded mode:

e Click B (the Table Selection Menu button) to select all the aggregate and req line
items in the workbench

o While pressing the Ctrl key on your keyboard, first deselect the aggregate line(s)
followed by the individual requisition line item(s) underneath that aggregate group
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Click the Unallocate/Return/Decline button

This will keep all the deselected requisition line item(s) on the workbench while moving the
rest of the reqs down to the queue at the bottom of the screen.

If the aggregate lines are on collapsed mode:

e Click B> (the Table Selection Menu button) to select all the aggregate line items in the
workbench

e While pressing the Ctrl key on your keyboard, deselect only the aggregate line(s) (you
don't need to select individual requisition line item(s) underneath that aggregate group)

e Click the Unallocate/Return/Decline button

This will keep all the deselected aggregate line item(s) on the workbench while moving the
rest down to the queue at the bottom of the screen.

Image: Consolidate Requisitions Screen

Welcome SDA OrderManager

l@ gm*] Req’s Pas By Dale Ordered Product: |109218-PEACHES CLING SLICES CAN-24/200 [=] untofMeasure: [CS FTL Quantty. 1,620

View: | [Standard View] ~| G Expandal (fyUnalocale &£ Retun 3§ Decine | 7 Update Req

E. Rowli ForFTL Quanity ShpDate  Ship-To Ship-To Name Ship-To City Ship-ToRg MuliSiop GroupMo  Sold-To  Sokd-To Name Reqlo  ReqlemNo ktemalOrd  Prog
P k0 1,620 041S/2015 * 5002050 + WENBERGNEPAREGIONA  WLKES-BARRE  PA TTSI616 4000559 PA DEPT. OF AGRICULTUR | 1000130667 200  ENTLE-CY1S | TEF,

P B0 810 04152015 ~ 5003626 ~ GREATER PTTSBURGH COM | PITTSBURGH PA 395272037 4000559 PADEFT. OF AGRICULTUR 1000130677 100  ENTTLECY1S | TEF)

v w0 3,240 041152015 ~ 5002052 > YORK COUNTY FOOD BANK | YORK PA E10441369 4000559 PA DEPT. OF AGRICULTUR . 200 ENTLE-CY1S | TEF|

1,620 0411572015 + 5002052 v | YORK COUNTY FOOD BANK | YORK PA O €10441369 4000559 PA DEPT. OF AGRICULTUR | 1000130651 200 ENTITLE-CY15 | TEF|

1,620 041152015 ~ 5002052 | YORK COUNTY FOOD BANK | YORK PA [] | 610441369 4000558 PA DEPT. OF AGRICULTUR | 1000130854 200 ENTLE-CY1S | TEF

P w000 1620 041152015 5003048 ~ SOUTHCENTRALPAFOOD | CHAMBERSEURG PA £63993726 4000559 PADEFT. OF AGRICULTUR 1000130883 200  ENTMLE-CY1S | TEF,

[ It 1,620 0411572015 ~ 5002047 ~ GREATERBERKSFODDBAN = READNG P 815390104 4000559 PA DEPT.OF AGRICULTUR | 1000130652 200  ENTTLECY1S | TEF.

b B0 810 041152015 ~ 5003255 ~ COMMUNITY FOOD BANK WA | FARRELL PA 919218704 4000559 PADEPT, OF AGRICULTUR | 1000130676 100 ENTTLE-CY1S | TEF,

A e (s

Views: [Stondsrd view] | =| Alocate —

. Reqho ReqlemNo ShipDate CQuantty Ship-To Ship-ToMame Ship-ToCty Shp-ToRg MuliStop GroupMo Sokd-ToName OrderByDate InfenalOrd Program Customer Functionaldrea

10. After you have selected the Blue box next to a line item you wish to work on, click the
appropriate button from the options listed in Step #8. In this case, we need to unallocate several
line items, as we do not want to work with them at this time. This will move the selected line
items to the Unallocated Items queue at the bottom of the screen. To do this, click (3 Unatocate
(the Unallocate button) after selecting the line items.

_.;_@ (Note) Unallocating provides one method for reducing the number of line items you are working
with, however, an alternative method is to create a filter for the table. To do this, scroll to the right

side of the screen. Click the Filter link. A filter row will display, and you will be able to enter

criteria that you wish to filter by. For example, if you wish to display line items with a ship date of
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04/15/2015, enter 04/15/2015 in the blank filter row of the Ship Date column and press enter.
The table will reorganize accordingly.

To remove the filter, click the Delete Filter link.

Image: Consolidate Requisitions Screen

= oo i, y Welcome SDA OrderManager Log of

| tomo JEEEREN Asenn | Roports | e |

Order Processing
Consolidate Requisitions | Back =
[ Back Ordered Product [100218-PEACHES CLING SLICES CAN-247300 [=] untOfmeasure: [CS FTL Quantty: [1,620
Wiews| [Standard View| | DExpand Al (T Unalocate £ Retum 3¢ Decine | 7 Update Req
B Rowl! ForFTL Quantty ShipDate  ShipTe  Ship-ToName ShipToCly ShipToRg MuliStop GroupNo Sok-To  Sok-ToName ReqNo  ReqlemNo WntemalOrd  Program
> 0N B10 0411572015 ~ S003626 * GREATERPTSBURGHCOM  PITTSBURGH PA [ 395272037 4000559 PADEPT.OF AGRICULTUR 1000130677 100  ENTTILECY1S TEFAP
P 431010 B10 0411572015 ¥ 5003255~ COMMUNTY FOODBANKWA FARRELL  PA 919218704 4000559 | PA DEPT, OF AGRICULTUR 1000130676 100 | ENTMLE-CY1S TEFAP
AT (e | e
Viewe:| [Standard View] || Asocate
E! Reqlo ReqlemMo ShipDate  Quanity ShipTo  ShipTo Hame Ship-To Ciy ShipToRg MuliSiop GroupNo  Sokd.To Name Order By Date InlernalOrd  Program  Cy
1000130851 200 041152015 1,620 5002052 | YORK COUNTY FOOD BANK YORK PA £10441369 PA DEPT. OF AGRICULTURE | 041152015  ENTITLE-CY1S | TEFAP
1000130652 200 04ns2015 1,620 | SD02047 GREATER BERKS FOOD BANK READNG Pa 815390104  PA DEPT. OF AGRICULTURE | 041152015 ENTITLE-CY1S | TEFAP
1000130653 200 0ans2015 1,620  S003048 SOUTH CENTRAL PA FOOD BANK CHAMBERSBURG PA 663993726  PA DEPT. OF AGRICULTURE | 04152015 ENTITLE-CY1S | TEFAP
1000130654 | 200 041152015 | 1,620 | 5002052 | YORK COUNTY FOOD BANK YORK PA 10441369 | PA DEPT. OF AGRICULTURE | 041152015 ENTLE-CY1S | TEFAP
1000130667 | 200 04152015 1,620 5002050 | WEMBERG NE PA REGIONALFOODB | WILKES-BARRE | PA 37753616 | PA DEPT. OF AGRCULTURE | 04152015 ENTITLE-CY1S | TEFAP

2]

1. We are now only working with two proposed orders in the workbench. All other requisitions have

moved to the Unallocated Queue at the bottom of the screen. Click ' E#ad Al (the Expand All
button) to expand all the rows beneath the proposed orders (the green aggregated line items).

6 (Note) Requisitions that have the same ship date, and ship-to location will automatically be

consolidated together. To do an automatic consolidation, make changes to the ship date and
ship-to location to ensure that your two line items have the same ship date and ship-to location.
The Ship Date field can be modified by clicking the field, and selecting a new ship date. The
Ship To field can be changed by clicking the field, and selecting a new ship-to location.

There may be cases where you wish to create a multi-stop shipment where a truck is routed to
two different locations to drop off commodities. In situations like these, you will need to manually
copy and paste the group number. The group number is a value that unites all requisitions to be
included in the same truckload. To do this, highlight the first group number. Hold down the Ctrl
button and the C button on your keyboard at the same time. This will copy the value to your
computer's clipboard. Locate the second group number field. Highlight or delete the value in the
field and then hold down the Ctrl button and the V button on your keyboard at the same time.
This will paste the value into the blank field.

The rows displayed could include automatically merged cells. This occurs when the same data
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applies to multiple rows. However, the rows are still independent and can be selected separately.

After you have manually copied and pasted the group number into both fields, press Enter on
your keyboard. Then continue with the subsequent steps to update the requisitions and submit for
sales order creation.

In this example, we will practice consolidating to a multi-stop order.

Image: Consolidate Requisitions Screen

Weicome SDA OrderManager

Consolidate Requisitions | Back =]

‘ o Back| R Pa: By Date | Ordered Product |100218-PEACHES CLING SUCES CAN-24/300 [=] unk 0f Measure: €S FTL Quantty: 1,620

View: [Standard Vew] | v| %3 COLLAPSE Al (Jy Unalocate &) Retum 3¢ Decine | 7 Update Req

B Rowl! ForFTL Quantty ShipDate  ShipTo  Ship-ToName ShipToCly ShpToRg MuliStop GroupNo Sok-To  Sokd-To Name Reqlo  ReqlemNo IntemalOrd  Program
w | +B10L0 810 04/15/2015 = 5003826 ~ GREATERPNTSBURGH COM  PITTSEURGH PA [ 385272037 4000558 PADEPT. OF AGRCULTUR 1000130677 100  ENTLE-CY1S TEFAP

810 041152015 ¥ 5003526 + GREATERPTSBURGH COM  PTTSBURGH PA [ 395272037 4000559 PADEFT.OF AGRICULTUR 1000130677 100  ENTTLE-CY1S TEFAP

w | +B10L0 210 04152015 v 5003255 ~ COMMUNTY FOOD BANK WA FARRELL  Pa [] 518218704 4000558 P DEPT. OF AGRCULTUR 1000130876 100  ENTMLE-CY15 TEFAP

810 041152015 = 5003255 | COMMUNTY FOOD BANK WA | FARRELL | PA []  515218704| 4000559 | PA DEPT. OF AGRICULTUR | 1000130876 1 ENTMLE-CY15 | TEFAP

Views| [Standard View] | v | Allocate.

B Regho ReqtemNo ShipDate  Quantty Shp-To  Ship-ToName Ship-To City ShipToRg MuliStop Groupho  Sold-To Name Order ByDate lternalOrd  Program  Cu
1000130651 200 041152015 1620 5002052 YORK COUNTY FOOD BANK VORK PA 744965593 PA DEPT. OF AGRICULTURE 041152015 ENTITLECY1S TEFAP
1000130652 | 200 041152015 1,620 5002047 GREATER BERKS FOOD BANK READNG Pa 97685409 | PA DEFT. OF AGRICULTURE 04152015 | ENTMLE-CY1S TEFAP
1000130653 | 200 041152015 1,620 5003048 SOUTH CENTRALPAFOODBANK  CHAMBERSBURG PA 930009480 | PA DEPT. OF AGRICULTURE 041152015 | ENTNLE-CY15 TEFAP
1000130654 | 200 041152015 1,620 | 5002052 | YORK COUNTY FOOD BANK VORK PA 744965593 | PA DEPT. OF AGRICULTURE | 041152015 | ENTITLECY1S  TEFAP
1000130667 200 04152015 1,620 S002050 WENBERG NE PA REGIONAL FOODB WILKES-BARRE Pa T42S8ST10  PA DEPT. OF AGRICULTURE 04152015 ENTWLE-CY1S = TEFAP

]
ol IO
12. As required, complete/review the following fields:
Field R/O/C Description
Group No O A unique identifying number that links together all
requisitions that are part of the same proposed order.
Example:
651362746

6 (Note) In this example, both proposed orders have the same ship-to date. However, they have
different ship-to locations. This is an example of a multi-stop order where multiple requisitions will
be combined on the same order, and a truck will stop at multiple locations to drop off product.

In this step, we are copying the group number from one proposed order to the other. As the
proposed orders do not have the same ship-to location, they will not automatically group. The
group number manually links the two lines together. Using the group number, you can manually
combine proposed orders with different ship-to locations.

The multi-stop checkbox will automatically be checked if you have grouped together aggregated
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lines to create a multi-stop.

13. Press the Enter button your keyboard to process your entries.

@ (Note) After entering a new value in the Group No or Quantity fields, it is critical that you press
Enter on your keyboard, as this will process the entries. If you do not press Enter, your changes
may not be saved and you will need to redo them.

Image: Consolidate Requisitions Screen

Department of Agriculture

== i S Welcome SDA OrderManager
S \Veb-Based Supply Chain Management i e IR
Y oveiors NN
Order Processing
Consolidate Requisitions | Bock E
. .
[ Back] [ 2l S Tais| Ordered Product: [100218-PEACHES CLING SUICES CAN-24/300 [=] unkOf ueasure: [C5 FTL Guantty: (1,620

View: |[Standard View] || %5 COLLAPSE AN (PyUnallocate £ Retumn 3¢ Dechne | . Update Reg

& Rewl! ForfTL OQuantty ShipDste  Ship-To Shig-To Name Ship-ToCty Shp-ToRg MuliStop GroupNo Sold-To  Sekd-To Name Reqlo  ReqlemNo InfernalOrd  Program

| b g <0 K0 1,620 04152015 « * bl | A - vl 385272037 4000559 PA DEFT. OF AGRICULTUR . 100 ENTITLE-CY1S TEFAP
| 810 04152015 + 5003255 ~ COMMUNITY FOOD BANK WA | FARRELL PA O 385272037 4000558 PA DEPT OF AGRICULTUR = 1000130676 100 ENTITLE-CY15 = TEFAP

[ 810 04/152015 + 5003626 +~ GREATER PMTTSBURGH COM | PTTSBURGH PA O 395272037 4000555 PA DEPT. OF AGRICULTUR = 1000130677 100 ENTITLE-CY15 = TEFAP

BV cicarems BT

View: [Standard Vier] || Alocate
B ReqMo  Reqtembo ShpOste Quanity ShpTo  Shp-ToMame SipToCly  ShpToRp MubiSitop GroupMo  Sokk-ToName OrderByDate iemaiOrd  Program  Cy
1000130651 200 0411572015 1620 5002052 YORK COUNTY FOOD BANK YORK PA T44865553 PA DEPT. OF AGRICULTURE  04/152015 ENTITLE-CY15 TEFAP
1000130652 200 04152015 1620 | 5002047 GREATER BERKS FOOD BANK READNG PA 97685409  PA DEPT. OF AGRICULTURE = 04/152015 ENTITLE-CY15 | TEFAP
3 1000130653 200 04182015 1620 | 5003048 SOUTH CENTRAL PA FOOD BANK CHAMBERSBURG  PA 930009480 PA DEPT. OF AGRICULTURE = 04152015 ENTITLE-CY1S | TEFAP
1000130654 200 04152015 1620 5002052 YORK COUNTY FOOD BANK YORK Pa T44965503 PA DEPT. OF AGRICULTURE = 0411572015 ENTITLE-CY1S  TEFAP
1000130667 200 04152015 1620 5002050 WWENBERG NE PA REGIONAL FOOD B  WILKES-BARRE PA T42585710 PA DEPT. OF AGRICULTURE = 04/152015 ENTITLE-CY1S | TEFAP

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

Field R/O/C Description

Quantity R Number of items being processed.
Example:
940

@ (Note) The For FTL field provides you with two numbers - a positive value and a negative value.
The positive value represents the quantity of items that must be added to the proposed
order to create a full truckload. The negative value represents the quantity of items that must be
removed from the proposed order to create a full truckload. Notice that the full truckload quantity
is also displayed at the top of the screen along with the ordered product and unit of measure.

You may need to add items or you may need to remove items in order to get to the correct
amount, as indicated in the For FTL (For Full Truckload) column. When you reach "+0/-0", the
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15.

16.

order is ready to be submitted.

There are two ways to modify the quantity. The first way is shown here. In this case, we knew
that the FTL quantity was 1620 (refer to the top of the screen to see the FTL quantity for the
material). Therefore, we changed the order quantity for the proposed order (the green row) to
1620. Then press the Enter key on your keyboard. An algorithm on the back end will redistribute
the 1620 items between the requisitions to ensure each recipient gets the appropriate quantity,

based on the quantity originally ordered.

The second way is to manually change each recipient's quantity. To do this, alter the value in the
Quantity field for each of the line items (the white rows). Then press the Enter key on your

keyboard.

Continue to make changes as needed, altering the Quantity, Ship Date, and Ship-To Location.

Also note that an asterisk displays on the proposed order (green row) if multiple values exist

under the same column within a group.

Press the Enter button your keyboard to process your entries.

@ (Note) After entering a new value in the Group No or Quantity fields, it is critical that you press
the Enter button on your keyboard, as this will process the entries. If you do not press Enter,

your changes may not be saved and you will need to redo them.

Image: Consolidate Requisitions Screen

LJ_SDA L it of Agriculture

ﬁ Web-Based Supply Chain Management LB AR e T

| tome JESETRRN acein | Reports | ke |
Order Processing
Consclidate Requisitions. | Back

I+ [w

[@9{ dor-E Ordered Product | 100218-PEACHES CLING SLICES CAN-247300 [=] untorueasure: [CS FTL Quantty: 1,620

Bl Rowl! ForFTL Quantty Ship Date Ship-To Ship-To Name Ship-ToCty ShipToRg MultiStop GroupNo Soid-To  Sokd-To Name Req No ReqtemMe  Internal Ord Program
- +040 1620 04152015 = * hd s = & |7} 355272037 4000559 PA DEPFT. OF AGRICULTUR > 100 ENTITLE-CY15S  TEFAP
810 0411522015 w 5003255 w COMMUNITY FOOD BANK WA = FARRELL PA O 395272037 4000559 | PA DEPT. OF AGRICULTUR | 1000130676 100 ENTITLE-CY1S | TEFAP
810/04/152015 » 5003626 v GREATER PTTSBURGH COM  PTTSBURGH PA O 395272037 4000558 = PA DEPT. OF AGRICULTUR | 1000130677 100 ENTITLE-CY15  TEFAP

O iearens BT

Wiewe| [Standard View] [=| Asocate

El ReaMo ReqlemMo ShpDate  CQuanily ShixTo  Ship-To Hame Ship-To City Shig-ToRg MuliStop GroupNo | Sokd-To Name Order By Date ktemalOrd  Program Cu

[ 1000130651 200 041152015 1,620 5002052 YORK COUNTY FOOD BANK YORK PA 744965593 PA DEPT. OF AGRICULTURE | 041152015 ENTITLE-CY1S  TEFAP
1000130652 200 04nS2015 1,620  S002047 GREATER BERKS FOOD BANK READNG L 97685409 Pa DEPT. OF AGRICULTURE | 041152015 ENTITLE-CY1S | TEFAP
1000130653 | 200 041152015 1,620 5003045 | SOUTH CENTRAL PAFOODBANK  CHAMBERSBURG PA 330009480 | PA DEPT. OF AGRICULTURE | 041152015 ENTFLE-CY1S | TEFAP
1000130854 | 200 04152015 1,620 | 5002052 | YORK COUNTY FOOD BANK YORK PA 744385583 | PA DEPT. OF AGRICULTURE | 041152015 ENTLE-CY1S | TEFAP

| 1000130887 | 200 0411572015 1,620 | S002050 | WEMNBERG NE PA REGIONALFOODB  WILKES-BARRE  PA 742585710 | PA DEPT. OF AGRICULTURE | 041152015 ENTLE-CY1S | TEFAP

Click - & UsdsteRea  (the Update Req button) to update the requisitions with any changes.
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6 (Note) You do not need to select records for update before clicking the UpdateReq button. All
records with changes made in the workbench will be updated.

Clicking the Update Req button serves two purposes. First, it updates the requisition with
changes you have made to the quantity, ship date, and ship-to location. The second purpose is
to confirm that you are done with the entries you are working on and are ready to submit for order
creation. After clicking the Update Req button, you will no longer be able to make changes to the
proposed order, unless you exit and reenter the workbench without submitting your entries for
order creation. You do not have to submit requisitions for order creation at this time, but changes
will be retained.

Image: Order Consolidation Pop Up

17.  Click [¥%] (the Yes button) to confirm.

6 (Note) A confirmation message displays at the top of the screen indicating that the Requisitions
have been submitted for update in Background task.
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Image: Consolidate Requisitions Screen

SDA OrderManager Log off m

Consolidate Requisitions. | Back (=]
¥ e
[# Recusitions submitted for update in Background Task
Ordeted Product: [100216-PEACHES CLING SLICES CAN-247300 [¥] untoruessure: [€S FTL Quantty: [1,620
| [Standard View] || %2 Expand Al || €7 Submi for Sales Order Creation V¥ &
. RowlL! ForFTL Quantty ShipDste ShipTo Shp-ToNsme Ship-ToCty Shp-ToRg MuliStop GroupNo SokiTo  Soid-To Hame ReqNo ReqRemMNo internaiOrd  Program  Order By Date
| P 0M 1620041572015 * 5 = % (4 395272037 4000559 PA DEPT. OF AGRICULTUR | * 100 | ENTMLECY1S | TEFAP | (4HSR01S
Unallocated tems Refumedtems | Decined Rems
Wiews | [Standard View] |
Req Ho ReqlemNo ShipDste  CQuantty Ship-To  Ship-To Name Ship-To Ciy Ship-ToRg MukiStop GroupNo  Soid-To Name Order By Date Internal Ord  Program  Custon
1000130651 | 200 04152015 | 1,620 | 5002052 | YORK COUNTY FOOD BANK YORK Pa 744965693 | PA DEPT. OF AGRICULTURE | 04152015 | ENTILE-CY1S  TEFAR
1000130652 | 200 04152015 | 1620 | S002047 | GREATER BERKS FOOD BANK READNG PA 97685409 | PADEPT. OF AGRICULTURE | 0415/2015 | ENTTLE-CY1S | TEFAP
1000130653 | 200 0452015 | 1620 | 5003048 | SOUTH CENTRAL PAFOOD BANK | CHAMBERSBURG | PA 930009480 | PA DEPT. OF AGRICULTURE | 041572015 | ENTITLE-CY1S | TEFAP
1000130654 | 200 041152015 | 1620 | 5002052 | YORK COUNTY FOOD BAHK YORK Pa 744965593 | PA DEPT. OF AGRICULTURE | 04/MSi2015 | ENTITLECYIS | TEFAP
1000130657 | 200 04n52015 1,620 | 5002050 WEINBERG NE PA REGIONAL FOOD B | WILKES-BARRE Pa T42585710 P4 DEPT. OF AGRICULTURE | 04/1572015 ENTITLE-CY1S | TEFAP

18. Select the blue box beside the proposed order(s) that you wish to submit for sales order
creation.

ﬁ (Note) You can click ‘B (the Table Selection Menu button) and choose the Select All or
Deselect all option when you have a long list of requisitions or proposed line items to Update or
Submit for Sales Order Creation.
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Image: Consolidate Requisitions Screen

USDA S
S \\eb-Based Supply Chain Management YiSEome S CrceTNanaoeT S
|m LTl Aamin | Roports | o |

Order Processing
Consclidate Requisitions. | Back

2] [w]

[ Reguisions submited for update in Background Task

[ Back] [T e G fyaia] Ordered Product [100Z1B-PEACHES CLIG SUCES CAN-ZWA00 [¥] unt Of Measwre: [€5 | FTL Quantty: [1820
View: [Standard view] | w| 3 Expand Al | (Z7 Subme for Sales Order Creation g &

Bl Rowl! ForFL Quantly ShioDate Ship-To Shi-ToName ShpToCly SheToRg MuliStop GroupNe SoktTo | Sokd-ToMame ReqMo ReakemMo hternalOrd  Program Order By Date
» +010 1620 04152015 * = o+ o 1% 395272037 4000558 PA DEPT. OF AGRICULTUR - 100 ENTITLE-CY15 TEFAP  D4MS/2015

Unallocated ltems Retumedbems | Decined kems.

Wiews| [Standard View] -]

ReqHo ReqlemNo ShipDaste  Quantty Ship-To  Ship-To Name Ship-To Cly Ship-ToRy MukiStop GroupHo  Sold-To Name Order By Date  IntemnaiOrd  Program  Custon
1000130651 | 200 04152015 1620 | 5002052 YORK COUNTY FOOD BANK YORK Pa 744865593 | PA DEPT. OF AGRICULTURE | 0411572015 ENTITLE-CY15 | TEFAP
1000130652 | 200 041152015 1620 5002047 GREATER BERKS FOOD BANK READNG Pa 87685409 | PA DEPT OF AGRICULTURE | 04152015 ENTITLE-CY15 = TEFAP
1000130653 | 200 04152018 1620 | 5003043 SOUTH CENTRAL PA FOOD BANK CHANMBERSBURG | PA 930009480 PA DEPT. OF AGRICULTURE | 04152015 ENTITLE-CY1S | TEFAP
1000130654 | 200 Q4152015 1620 | 5002052  YORK COUNTY FOOD BANK YORK PA 744955593  PA DEPT. OF AGRICULTURE | 041572015 ENTITLE-CY1S | TEFAP
1000130657 | 200 04152015 1,620 | 5002050 WEINBERG NE PA REGIONAL FOOD B | WILKES-BARRE Pa 742585710 PA DEPT. OF AGRICULTURE | 041572015 ENTITLE-CY15 | TEFAP
=]
:
19. After selecting the order(s), click © (the Submit for Sales Order

Creation button) to submit the proposed order(s).

_.;_@ (Note) Notice the Submit for Sales Order Creation button is now visible on the screen. Use
this button to submit your order for confirmation and processing. This button only displays after
you have updated the requisition by clicking the Update Req button.

Remember that the unallocated requisition remains unaffected, and is still in the queue at the
bottom of the screen. When you exit the transaction, the unallocated requisitions will return to the
Order Consolidation Workbench; they do not remain in the Unallocated queue.

Returned requisitions go back to the Sold-To Party that submitted it. Generally you would return a
requisition if there is a change that you would like the Sold-To Party to make. The requisition will
be returned to the Sold-To Party when you have clicked the Update Req button. The Sold-To
Party can make the corrections and then resubmit the requisition for processing.

Declining a requisition will remove that line item from the proposed order. It will also cancel the
line item for this commodity. Generally, the Decline feature will only be used when a requisition
was entered incorrectly, duplicate requisitions were accidentally created, or there is not enough
demand to place a sales order for that commodity and delivery date. The requisition is cancelled
after you have clicked the Update Req button.

Thursday, September 22, 2022 © WBSCM Training - Proprietary Page 19 of 38
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Image: Consolidate Requisitions Screen

USDA v

Sl \\Veb-Bas

Im Ll din | Reports | ke |

ed Supply Chain Management

f Agriculture

Welcome SDA OrderManager

Order Processing
Consolidate Requisitions | Back =]
[#] The identified Reqs have been sent successfully for Sales Order creation. Reference the Order Status report for updated status.
i 4@ Back Ordered Product. [100218-PEACHES CLING SLICES CAN-24/300 ' Unit Of Measure: CS FTL Quantty: | 1,620
S ——
View: [Standsrd View] || %3 Expand Al | | €7 Subent for Sales Order Creaton| LT,
B\ RowlLi ForFTL Quantty ShipDate ShipTo ShipToName ShipToCly Ship-ToRg MutiStop GroupNe Soki-To Soki-ToName ReqNo ReqfemNo internalOrd Program  Order By Date
[T The tabie does nat contain any data
Unaliocated ltems Returned tems. [ Decined tems.
Views| [Standard View] | =]
Req o ReqlemNo ShipDate  Quantty Ship-To  Ship-To Name Ship-To City Ship-ToRp MuliStop GroupHo  Sold-To Name Order By Date  Iintemal Ord  Program  Custor|
1000130651 | 200 0411572015 | 1,620 | 5002052 | YORK COUNTY FOOD BANK YORK P 744955583 | Pa OEPT OF AGRICULTURE | 0415/2015 | ENTLELCY1S | TEFAP
1000130652 | 200 04152015 1620 5002047 GREATER BERKS FOOD BANK READNG Pa 97685409 | PA DEPT. OF AGRICULTURE | 041152015 ENTTLE-CY15 = TEFAP
1000130663 | 200 0415208 1620 | S003048 SOUTH CENTRAL PA FOOD BANK CHANBERSBURG | PA 530008480 PA DEPT. OF AGRICULTURE | 0412015 ENTITLE-CY1S = TEFAP
1000130654 | 200 4152015 1,820 | 5002052 | YORK COUNTY FOOD BANK YORK PA 744965593 | PA DEPT. OF AGRICULTURE | 041152015 ENTITLE-CY'15 | TEFAP
1000130667 | 200 04152015 1620 | 5002050 WENBERG NE PA REGIONAL FOOD B | WILKES-BARRE | PA 742585710 | PADEPT. OF AGRICULTURE | 04M5/2015 | ENTITLE-CY1S | TEFAP

[~]

] O]

View the confirmation message: "The identified regs have been sent successfully for Sales Order
creation. Reference the Order Status Report for updated status." This confirms there were no
errors updating the requisition lines.

We will now go over the process of submitting requisitions past order-by date to the consolidation

workbench.

o

(Note) Note, when a user from your SDA organization is working with a specific material on the
Order Consolidation screen, that material will be locked for editing. Another user from your SDA
may not make changes to requisitions that contain this material at the same time. Only one user
can make changes to a specific material at a time. If you arrive at the Order Consolidation screen
for a material while another user is already in the process of consolidating the same material, you
will receive an error message which will tell you the User ID that is currently consolidating this
material. You can then speak to the user outside of WBSCM and find out when the screen will be
available for your changes.

Another error message you may receive indicates that the requisitions are being updated in the
background process. You will receive this message if any line item on the requisition is currently
undergoing processing (e.g., requisition update or sales order creation). If you receive this
message, you will need to return to the screen at a later time to process the entries. The average
wait time varies with the number of regs.

Whenever you submit a proposed order, you must exit the Order Consolidation screen for the
material - either by performing a different transaction, logging out of WBSCM, or beginning
consolidation for a different material. After submission, that material will remain locked until the
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order is created.

Image: Consolidate Requisitions Screen

USDA United States Department of Agriculture Nelc Log off
@l \Veb-Based Supply Chain Management elcome SOA Oraernager =

PRI i | pors | i |
Order Processing
Consolidate Requisitions | Back Forward
¥
Fiogs Pasi Order By Dalg | Ordered Product: [100218_PEACHES CLING SLICES CAN-24/300 ~| Unt Of Measure: €S FTL Quantity: [1,620
100002-CHEESE CHED WHT SHRED BAG-615 LB
View: [Standard View] | +| %2 Expand Al (7} Unallo| 100011-CHEESE CHED RDU FAT WHT SHRED BAG-6/5 LB Y &
100012-CHEESE CHED RDU FAT YEL SHRED BAG-6/5 LB
B Rowll ForfTL Quantty ShipDate ShipTo Ship oooo o ueoeopodvasnr el o vsae g dTo Sok-ToName ReqNo ReqemMo InternalOrd Program Order By Date
[ The table doss not contain any data 100021-CHEESE MOZ LM PART SKM SHRD FRZ BOX-30L5
100022-CHEESE MOZ LM PART SKIM FRZ LVS-8/6 LB
100034-CHEESE MOZ LITE SHRED FRZ BOX-30 LB
100036-CHEESE BLEND AMER SKM YEL SLC LVS-5/5 LB
ot Eeumed o) €€ 100037.CHEESE BLEND AMER SKM WHT SLC LVS-8/5 LB
View [Giandard view] 1= Alacaie 100046-£6GS WHOLE FRZ CTN-6/5 LB =]
EL Reqo ReqtemNo ShipDate  Quantty Ship-To  Ship-To Name Ship-To City Ship-ToRg MWutiStop GroupNo  Sokd-To Name OrderByDate InternalOrd  Program  Cy
| 1000130851 200 041152115 | 1620 5002052 YORK COUNTY FOOD BANK YORK PA 605269986 PA DEPT. OF AGRICULTURE | 041152015 | ENTITLE-CY15 | TEFAP
|| 1000130652 | 200 041152015 | 1620 | 5002047 | GREATER BERKS FOOD BANK READING FA 914771136 | PADEFT. OF AGRICULTURE | 04/152015 | ENTITLE-CY15 | TEFAP
|| roonraves3 | 200 041152015 | 1620 | 5003048 | SOUTH CENTRAL PAFOOD BANK | CHAMBERSBURG | PA 183219502 | PA DEPT. OF AGRICULTURE | 04/15/2015 | ENTITLE-CY15 | TEFAP
|| 1000130654 | 200 04152015 | 1620 | 5002052 | YORK COUNTY FOOD BANK YORK FA 605263986 | PA DEPT. OF AGRICULTURE | 04/152015 | ENTITLE-CY15 | TEFAP
|| roou130e87 | 200 041152015 | 1620 | 5002050 | WEMNBERG NE PA REGIONAL FOOD B | WILKES-BARRE | PA 837670917 | PADEFT. OF AGRICULTURE | 041152015 | ENTITLE-CY15 | TEFAP
[-]
[« [

21. Since the Req's Past Order-By Date button is grayed out for this material, we know that this
material does not have any requisitions that have passed the order-by date. We will need to
Y T =R [l =10 a W g =L =1 MO Tel @ 1 00002-CHEESE CHED WHT SHRED BAG-6/S LB (the 10002-
CHEESE CHED WHT SHRED BAG-6/5 LB option).
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Image: Consolidate Requisitions Screen
USDA United Sf Ame

ture

/ Web-Based Supply Chain Management

Welcome SDA OrderManager

T

Order Processing

Consolidate Requisitions
¥

1D No Requisitions to Consolidate, Past Order by date entries exist

[ Reg's Past Order-By Date|  Ordered Product S e YAl: [=] Unit Of Measure: [CS

FTL Quantity: [1,280
View: | [Standard View] [~| %5 Expand Al (TjUnaliocate &3 Return 3¢ Decline || ;7 Update Req

¥ &
FL Rowl1 ForfTL Quantty ShipDate Ship-To Ship-ToName ShipToCty Ship-ToRg MWukiStop GroupNo SokdTo Soid-ToName ReqMo ReqhtemMo IntenalOrd Program Order By Date
[T The table does not contain any data

Unallocated ltems Retumedtems  Decined kems

View: | [Standard View] || Allocate

¥ &
EL RegNo RegltemNo ShipDate Quantiy Ship-To

Ship-To Name  Ship-To City Ship-ToRg MulliStop GroupHo Sold-ToName Order By Date InternalOrd Program Customer Functional Area

22,

Click [ Req's Past Order-By Date (the Req's Past Order-By Date button) to view requisitions that
have passed the order-by date.

Thursday, September 22, 2022
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Image: Consolidate Requisitions Screen

USDA  united st culture
Welcome SDA OrderManager

Sl \Veb-Based Su hain Management
PR i | g | v |
‘Order Processing
Consolidate Requisitions | Back Forward
¥ —
View: [Standard View] |~ | 32 Decine (2P Submit to CWE-
E. RegMNo ReqltemNo Quantty Ship-ToDate Unit Ordered Product InternalOrd  Sold-To  Product Description Program  Functional Area  Ship-To Name ShipTo  City Rg Order By Date Group
r 1000130642 100 1 04152014 v CS 100002 ENTITLE-SY14 4000559 NSLP BE-NSLP BASIC AMERICAN FOODS 5002742 BLACKFOOT ID 0372012014 834389

[«

23. All requisitions that have an order-by date in the past are displayed. Scroll to the right to view
additional fields.

@ (Note) Fields that are displayed are the Req No, Req ltem No, Quantity, Ship-To Date, Unit,
Ordered Product, Internal Ord, Sold-To, Product Description, Program, Functional Area, Ship-To
Name, Ship-To, City, Rg, Order By Date, Group No, Split Ship, Customer, and Sold-To Name.

Refer to Steps 6-7 for definitions of these fields.

Thursday, September 22, 2022 © WBSCM Training - Proprietary
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Image: Consolidate Requisitions Screen

Welcome SDA OrderManager

USDA unt of Agrcules
Sl ‘Veb-Based Supply Chain Management
ol i | g | i |

Order Processing

Consolidate Requisitions | Back Forward
¥ —

o CWB & ]

nt OrdersdProduct IternalOrd  Sold-To  ProductDescripion Program  Functional Area  Ship-To Name shpTo  Ciy Ry OrderByDate GroupNo  SpitShip Customer Sokd-To Name =]

S | 100002 ENTITLE-SY14 4000559 NSLP | BE-NSLP BASIC AMERICAN FOODS | 5002742 | BLACKFOOT 1D | 03/202014 834369164 PA DEPT. OF AGRICULTURE

[ ]

24. Scroll back to the left of the screen.

Page 24 of 38
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Image: Consolidate Requisitions Screen

Welcome SDA OrderManager

rersions. IETTRICETRT
‘Order Processing
Consolidate Requisitions | Back Forward
¥ —
View: [Standard View] |~ | 32 Decine (2P Submit to CWE-
§. Reqlo ReqlemNo Quantty Ship-ToDate Unit OrderedProduct InternalOrd  Sold-To  Product Descrigtion Program  Functional Area  Ship-To Name ShipTo  City Rg Order By Date Group
|| 1000130842 | 100 1 04152014 v €S | 100002 ENTITLE-SY14 | 4000553 NSLP | BE-NSLP BASIC ANERICAN FOODS 5002742 BLACKFOOT D | 03202014 | 834388

[«

25. In the Ship-To Date field, click on the Dropdown button.

@ (Note) In order to move these requisitions to the consolidation workbench, you are required to
change the Ship-To Date field to a future date. If you do not change the Ship-To Date to a future
date, you will get the error: "Select future date for the following Requisitions : XXXXXXXXXX-

XXX".
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Image: Consolidate Requisitions Screen

QS DA United Si rime ture

U . TS y Log of
ZEME \Veb-Based Supply Chain Management B S E L ST < m
(B o EES

Order Processing

‘Consolidate Requisitions

B

View s vmsi (<] o Do G Subm i
B RegNo RegltemNo Quantty Ship-ToDate Unit Ordered Product Internal Ord Sold-To  Product Description Program  Functional Area  Ship-To Name Ship-Te  City Rg Order By Date  Group N
|— 1000130642 100 1 NGNSIZEH" Cs 100002 ENTITLE-SY14 = 4000558 NSLP BE-NSLP BASIC AMERICAN FOODS 5002742 BLACKFOOT 1D 03/202014 834369
0411572014
051572014
0543172014
06152014
&
[« O]
26. From the Dropdown list, select EElEZNES (the 06/15/2014 option).

@ (Note)There may be no ship-to dates available and therefore the order may need to be declined
which is the same as cancelling the order.
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Image: Consolidate Requisitions Screen

USDA unieds fime ture

== Welcome S ! Log of

ZEME \Veb-Based Supply Chain Management B S E L ST < m
sore [T i | s | v |

Order Processing

Consolidate Requisitions | Back Forward
¥
View: 1standara View] _|~| 3 Decine [P Submi to CWB
B Reqho ReqemNo Quantty Ship-ToDate Unit OrderedProduct IntemalOrd  Sold-To  ProductDescription Program FunctionalArea  Ship-To Name Ship-To  City Rg OrderByDate Group N
|| 1000130842 | 100 1 [EEAE ~| €5 | 100002 ENTITLE-SY14 | 4000559 NSLP | BE-NSLP BASIC AMERICAN FOODS | 5002742  BLACKFOOT 1D | 03202014 | 834369
[« o]

27. Select the blue box beside the requisition you wish to submit to the consolidation workbench.
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Image: Consolidate Requisitions Screen

Welcome SDA OrderManager Log off m

tur
upply in Management

home RSN i | reports | v |
‘Order Processing
Consolidate Requisitions | Back Forwa
¥ —
View: [Standard View] |+ 3¢ Decine (3 Submit to CWB: [ ]
Sold-To  Product Description Program  Functional Area  Ship-To Name Ship-To  City Rg Order ByDate Group

B RegNo ReqemMNo Quantty Ship-ToDate Unit Ordered Product Internal Ord

[—: 1000130642 | 100 106152014 ~ €S 100002 ENTITLE-SY14 | 4000558 NSLP | BENSLP BASIC AMERICAN FOODS | 5002742 BLACKFOOT 1D | 03/20/2014 | 834369,

[«

28.  Click 2P SubmitioCWE . o\\bmit to CWB button).

@ (Note) When you successfully submit a requisition past order-by date to the consolidation
workbench, the requisition will disappear from the Requisitions Past Order-By Date screen and

will reappear in the consolidation workbench.
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Image: Consolidate Requisitions Screen

Welcome SDA OrderManager

ture

S \Veb-Based Supply Chain Management

[

‘Order Processing

Consolidate Requisitions
¥

G\ ReqNo ReqltemMo Quantiy Ship-ToDate Unit Ordered Product InternalOrd Sold-To

[ e AT
| Back Forward

View: |[Standard View] ~| 3% Decline (3¢ Submitto CWB
Product Description  Program  Functional Area  Ship-ToName Ship-To City Rg OrderByDate GroupNo SpiitShip Customer Sof

[ javascriptvoidio); |

Now, we want to decline a requisition past its order-by date. Click | Back (the Back button) to

return to the Consolidate Requisitions screen.

Page 29 of 38
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Image: Consolidate Requisitions Screen

-
= Nelcome S Vian: Log of
ZSl \Veb-Based Supply Chain Management \Welcome SDA Orderhfanager e m
[ oo MDY

‘Order Processing

Consolidate Requisitions | Back Forwa
¥

I No Requistions to Consolidate, Past Order by date entries exist

[ Back | [ Reqs Past Order-By Date|  Ordered Product. [100002-CHEESE CHED WHT SHRED BAG-6/5 LB [+] UntOfMeasure: [C5 | FTL Quantiy: (1,280
View:|[Standard View] || %2 Expand Al (fyUnaliocats g9 Retun 3¢ Decline || o7 Update Req Y &

E. Rowl1 ForFTL Quantly ShipDate ShipTo Ship-ToName ShipToCly ShipToRg MWuliStop GroupNo SoldTo SoldToName RegMo ReqhiemMo InternalOrd Program Order By Date
[T The table does not contain any data

Unallocated ltems Retumedfems | Declned kems
View: | [Standard View] || Allocate ST

EL ReqNo ReqtemNo ShipDate Quantty ShipTo ShipToName Ship-ToCty Ship-ToRg MuliStop GroupMNo SokiToName OrderByDate InternalOrd Program Customer Functional Area

30. Click control In the Ordered Product field, click on the Dropdown button to select a product.
Select the material you wish to consolidate from the dropdown list. In this case, we selected
100002-CHEESE CHED WHT SHRED BAG-6/5 LB (the 100046-EGGS WHOLE FRZ CTN-6/5 LB
option).
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Image: Consolidate Requisitions Screen
USDA United Sf Ame

ture

/ Web-Based Supply Chain Management

Welcome SDA OrderManager

T

Order Processing

Consolidate Requisitions
¥

[E3 Reg's Past Order-By Date|  Ordered Product ([P ITENEAGAIGIEEE  [=| untOfMeasure: [CS

FTL Quantity: 1,334
View: [Standard View]  [~| %5 Expand Al (FyUnallocate 4% Retum 3¢ Decine | 7 Update Reg

AT
E. Rowl1 ForfTL CQuantty ShipDate ShipTo ShipToName ShipToCty ShipToRg MukiStop GroupMe SoldTo SoldToName ReqMo ReqtemMo InternalOrd Program  Order By Date
3 Row LI does not contain any data

Unallocated ltems Retumed fems  Decined kems

View: | [Standard View] || Allocate

V&
E. RegNo RegtemMNo ShipDate Quantity Ship-To Ship-ToName Ship-ToCity Ship-ToRg MuliStop GroupMo Sold-ToMame Order By Date Internal Ord Program Customer Functional Area

31.

Click [ Req's Past Order-By Date (the Req's Past Order-By Date button) to view requisitions that
have passed the order-by date
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Image: Consolidate Requisitions Screen

USDA uni

‘Order Processing

Sl ‘Veb-Based S

[ e IR

upply Chain Management

Welcome SDA OrderManager

Consolidate Requisitions

¥

Views [Standard View] |~ | 3¢ Decline (3P Submitto CWE.

E. Regho

|| 1000127883
| 1o00rzems
| 100128815
|| 1000128759
| 1o001273sz
| 1000125091
" | 1000r2e760
| 1000119802

" | 1o0tzrore

J 1000127221

ReqltemNo Quantity Ship-To Date

600 20 01152014 ¥
300 40171512014 «
2100 10 01152014 ~
300 S0 01152014 v
800 2 0115204 -
100 30 01152014 v
1100 40171512014 «
100 10 01152014 ~
1300 2 01M52014
400 3 01152014 ~

Unit Ordered Product Internal Ord

100048
100046
100048
100046
100048
100048
100046
100048
100046
100048

ENTTLE-SY14.
ENTITLE-SY 14
ENTITLE-SY14
ENTITLE-SY14
ENTITLE-SY14
ENTTLE-SY14.
ENTITLE-SY 14
ENTITLE-SY14
ENTITLE-SY14
ENTITLE-SY14

Sold-To

4003548
4003281
4003281
4004002
4003067
4001269
4003299
4003316
4003616
4004305

Product Description  Program  Funclional Area  Ship-To Name

NSLP
CACFP
CACFP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP

BE-NSLP
6E-CACFP
BE-CACFP
BE-NSLP
BE-NSLP
BE-NSLP
GENSLP
BENSLP
BE-NSLP
BE-NSLP

KEYCO DISTRIBUTORS
KEYCO DISTRIBUTORS
KEYCO DISTRIBUTORS
KEY'CO DISTRIBUTORS
REINHART FOOD SERVICE
REINHART FOOD SERVICE
REINHART FOOD SERVICE
IMLER'S POULTRY
IMLER'S POULTRY
IMLER'S POULTRY

[«

32. Select the blue box beside the requisition you wish to decline. Click x

button).

Ship-To
5000568
5000568
5000568
5000568
5002568
5002588
5002568
5003534
5003534
5003534

City
WILKES-BARRE
WILKES-BARRE
WILKES-BARRE
WILKES-BARRE
COAL TOWNSHIP
COAL TOWNSHIP
COAL TOWNSHIP
DUNCANSVILLE
DUNCANSVILLE
DUNCANSVILLE

Rg
3
PA
PA
3
PA
PA
PA
PA
PA
PA

r

b

| Back Forward
Order By Date  Gr
10/21/2013 59
100092013 o9
10/08/2013 59{
10/21/2013 59
1002172013 1
10/21/2013 1
102172013 1
10/21/2013 72
10/21/2013 72|
1002172013 72
[-]
D

(the Decline

(Note) When a requisition is declined, it will also cancel the line item for this material.
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Image: Consolidate Requisitions Screen

USDA s —

Sl ‘Veb-Based Supply Chain Management

[ e IR

Welcome SDA OrderManager

‘Order Processing
Consolidate Requisitions | Back Forward
¥ —

Requisition tems Updated Successfully
View: |[Standard View] [~]! 3¢ Decine [ Submit to CWB
B Reqho ReqMemNo Quantty Ship-ToDate Unit OrderedFroduct IntemalOrd  Sold-To  ProductDescription FProgram FunctionalArea  Ship-To Name ShipTo  City Ry OrderByDate Gr|
|| 1000127883 | 600 20 | 01152014 ~ €S | 100046 ENTITLE-SY14 | 4003548 NSLP | BE-NSLP KEVCO DISTRBUTORS | 5000568 | WILKES-BARRE  PA | 10212013 | 59|
.| 1000128515 | 2100 10 01M5/2014 | €5 | 100046 ENTITLE-SY14 | 4003251 CACFP | 6E-CACFP KEVCODISTRBUTORS | 5000568 | WILKES-BARRE | PA | 100092013 | 59|
|| 1000126758 | 300 50 011152014 +| €S | 100045 ENTITLE-SY14 | 4004002 NSLP | BE-NSLP KEVCO DISTRBUTORS | 5000568 | WILKES-BARRE | PA | 102212013 | 59|
|| 1000127382 | 800 2 0111512014 ¥ CS | 100045 ENTITLE-SY14 | 4003067 NSLP | BE-NSLP REINHART FOOD SERVICE | 5002588 | COAL TOWNSHIP | PA | 10212013 | 1
|| 100012801 | 100 30 01115/2014 | CS | 100046 ENTITLE-SY14 | 4001269 NSLP | 6ENSLP REINHART FOOD SERVICE | 5002588 | COAL TOWNSHIP | PA | 10212013 | 1
|| 1000128781 | 1100 4 017152014 ~ €S | 100046 ENTITLE-SY14 | 4003299 NSLP | BE-NSLP REINHART FOOD SERVICE | 5002588 | COAL TOWNSHIP | PA | 10212013 | 1
_ | 1o0ot1s0z | 100 10 01M5/2014 | €5 | 100046 ENTITLE-SY14 | 4003316 NSLP | 6E-NSLP ILER'S POULTRY 5003534 | DUNCANSVILLE | PA | 10212013 | 72|
| 1000127078 | 1300 2 011152014 ~ €S | 100046 ENTITLE-SY14 | 4003616 NSLP | BE-NSLP ILER'S POULTRY 5003534 | DUNCANSVILLE | PA | 10212013 | 72|
|| 1000127221 | am0 3 0182014 » €S | 100046 ENTITLE-SY14 | 4004305 NSLP | BE-NSLP INLER'S POULTRY 5003534 | DUNCANSVILLE | PA | 102112013 | 72|
" | 1o00rzrrs | 1200 1 01152014 ¥ | CS | 100046 ENTITLE-SY14 | 4006270 CACFP | 6E-CACFP ILER'S POULTRY 5003534 | DUNCANSVILLE | PA | 10082013 | 72|

[« O]

33. Click Back (the Back button) to return to the Consolidate Requisitions Screen.

(Note) Notice the confirmation message: "Requisition Items Updated Successfully”.
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Image: Consolidate Requisitions Screen

USDA unieds ture

—_— Velc S M Log oft

ZEMEE \Veb-Based Supply Chain Management LB R O L 2T — m
I tomo JNERIERIRN Admin | Roports | telp |

Order Processing

Consolidate Requisitions | Back Forward
¥

[ Re's Past Order-By Date|  Ordered Product. [100046-EGGS WHOLE FRZ CTH-5/5 LB =] Unit Of Measure: €S FTL Quantity: [1,334

View: [Standard View] [~| %5 Expand Al (fyUnallocate 4£% Retum 3§ Decine | 7 Update Reg ST

EL Rowl1 ForfIL Quantly ShipDate ShpTo Ship-ToName ShipToCly ShipToRg MWuliStop GroupNo SokdTo SoldToName ReqMo ReqliemMo internalOrd Program Order By Date

[T The table does not contain any data

Unallocated ltems. Returned tems i Declined tems.
View: | [Standard View] || Allocate Y &

EL RegNo RegltemMo ShipDate Quantiy ShipTo ShipToNsme Ship-ToCity Ship-ToRg MuliStop GroupMo Sold-ToName OrderByDate Internal Ord Program Customer Functional Area

34. To select the material you wish to consolidate, click on the Ordered Product field Dropdown
button. In this case, we selected (the 100046-EGGS WHOLE FRZ CTN-6/5 LB option). Notice
the requisition that was submitted to the consolidation workbench is now displayed.
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Image: Consolidate Requisitions Screen

DA unit of ture

Sl ‘Veb-Based Supply Chain Management

e
¥

‘Order Processing
| Back Forward

Consolidate Requisitions

][]

[ Reqs Past Order-By Date]  Ordered Product: [100002-CHEESE CHED WHT SHRED BAG-6/5 LB =] untofMeasure: [cS FTL Quantty: 1,280
View: [Standard View] |*| % Expand Al (PyUnaliocate 43 Return 3 Decline | & Update Reg

E. Rowll ForFTL  Quantty ShipDate Ship-To Ship-To Name Ship-ToCity  Ship-ToRg MuttiStop GroupNo  Sold-To  Sold-To Name Reg No Req tem No  Internal Ord Program
|— 3 +1279 -0 1 0611512014 ~|5002742 ~ BASIC AMERICAN FOODS | BLACKFOOT | ID O 421443384/ 4000559 | PA DEPT. OF AGRICULTUR 1000130642 100 ENTITLE-SY14 | NSLP

Unallocated ems Returned tems I Declined tems.

View: | [Standard View] [~] Allocate

EL ReqNo ReqtemNo ShipDate Quantty ShipTo ShipToName Ship-ToCty Ship-ToRg MuliStop GroupMNo SokiToName OrderByDate InternalOrd Program Customer Functional Area

¥ &

Content Area |I|

35. Scroll to the right of the screen to display additional fields. You can confirm this requisition by
validating the Req No and Req Item No.
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Image: Consolidate Requisitions Screen

USDA  united State ture
= Welcome SDA OrderManager

I Home

SEEl VVeb-Based Supply Chain Management

versions. IR TR

Consolidate Requisitions

»

Req's Past Order-By Date| Ordered Product: [100002-CHEESE CHED WHT SHRED BAG-6/5 LB ~| Unit O Measure: [CS FTL Quantiy: (1,280
\dard View] ~| % Expand Al (PyUnallocate &* Return 3¢ Decline | & Update Req AT
ForFTL  Quantity Ship Date Ship-To Ship-To Name Ship-To City Ship-ToRg MWuliStop GroupMo Sold-To  Sold-To Name RegMo  ReghemMo Internal Ord Program  Order By Date
+1279 10 1 06/15/2014 ¥ 5002742 v BASIC AMERICAN FOODS BLACKFOOT D [] | 446749679 4000559 PADEPT.OF AGRICULTUR | 1000130642 100  ENTNLESY14 NSLP | 053002014
ited tems Returned tems i Declined tems

indard View] Allocate Y&

RegtemNo ShipDate Quantity Ship-To Ship-To Name Ship-ToCty Ship-ToRg MultiStop GroupNo Sold-To Name Order By Date Internal Ord Program Customer Functional Area

Kl

Order Processing
| Back Forwar

36. Click (& Update Req (the Update Req button) to save your changes.

@ (Note) If you do not click the Update Req button, your requisition that was moved to the
consolidation workbench will return to the Req's Past Order-By Date button. You must click the

Update Req button to save your changes and ensure your requisition stays on the consolidation
workbench.
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37.

38.

Image: Order Consolidation Pop Up

Mo more changes possible after Update Req.
Continue to Submit Order?

Click ' ¥es (the Yes button) to confirm. After you have completed this step, repeat steps 18-19 to
submit your requisitions for sales order creation.

You have completed this transaction.
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RESULT

The transaction has been successfully completed.

L
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W‘BS(M J Return or Decline a Domestic Requisition

PROCESS OVERVIEW

Purpose

The purpose of this transaction is to return or decline domestic requisitions. Order Managers from State
Distributing Agencies (SDAs), Co-ops and Indian Tribal Organizations (ITOs) receive domestic
requisitions from their Recipient Agencies (RAs). They are tasked with consolidating these requisitions
along with any requisitions they create in order to make Sales Orders with full truckloads.

SDAs/Co-ops/ITOs should Return a requisition if there is a change that they would like the Sold-To Party
(RA) to make. This feature returns the requisition to the RA with the Returned by Co-Op/Returned by
SDA status. SDAs/Co-ops/ITOs should Decline a requisition if it was entered incorrectly, duplicate
requisitions were accidentally created, or there is not enough demand to place a sales order for that
commodity and delivery date. This feature will cancel the requisition.

Process Trigger

Perform this transaction to return or decline domestic requisitions.

Prerequisites

o Domestic requisitions with a status of Ready for Approval, must exist in WBSCM.
e  Requisitions must be from an RA/Co-op or SDA/ITO as part of your SDA/ITO organization.

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

o Select Operations tab # Order Processing tab % Order Management folder 3 Consolidate
Requisitions

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. Screenshot below shows the Help
Option icon in the Portal:
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PROCEDURE

1.

2,

3.

Start the transaction using the Portal path: Operations tab & Order Processing tab & Order
Management folder # Consolidate Requisitions

Consolidate Requisitions Screen

Welcome SDA OrderManager Log off m

in Management

Selections for CONSOLIDATION

Ordered Product: [100002-CHEESE CHED WHT SHRED BAG-6/5 LB =

(5 submt]|

Click 4 (the Hide Navigator arrow) to minimize the Portal menu. Note that you can do this with
any transaction in WBSCM - not just fulfillment transactions.

6 (Note) The steps to Return and to Decline a requisition are the same with the exception of
clicking either the Return button or the Decline button.

Consolidate Requisitions Screen

Welcome SDA OrderManager

Selections for CONSOLIDATION

Ordered Product: [100002-CHEESE CHED WHT SHRED BAG-&/S LB -

& Subme

Click ]E‘ (the Dropdown button) in the Ordered Products field to select the commodity that you
wish to return.
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Consolidate Requisitions Screen

USDA.  United states Departmer

ent of Agrcuttre
S \Veb-Based Supply Chain Management

Weicome SDA OrderManager

PSS imin | Reports | Help |
Order Processing

Consolidate Requisitions. | Back =
¥

Selections for CONSOLIDATION

Ordered Product: [100119-TURKEY TACO FLLING CTN-30 L8 )

Click (the Submit button).

Consolidate Requisitions Screen

USDA  united States Departme: e
= Welcome SDA OrderManage!
Z \Veb-Based Suppl nagement Eonc SO Nen anage
e T e
Order Processing
Consolidate Requisitions. | Back =]
[ Back| [T Req's Past Order-By Date | TACO FLLNG CTH-30 LB =] untof uessure: [CS FTL Quantey: 1,300
Views|[Stancard view] v T Expand Al (3 Unalocate £ Retum 3¢ Decine | 7 Update Req ST
Bl Rowll ForfTL  Quanity ShpDate  Shp-To | Shp-ToName Shp-ToCty Snp-ToRg MubiStop GroupMo SoidTo  Sokd-ToMeme ReqNo  ReqRemio intemaiOrd  Program Order By Date.
P 12000 2/05/1512014 = 5001155~ | ADVANCE FOOD COMPANY | END oK [) | 214856368 4001852 | EUGENIO MARMA OE HOSTO : © ENTMLESYI NSLP 0407014
[ v sz 05312014 ~ 5001155~ ADVANCE FOOD COUPANY | END oK [ | 157220881 4001882 EUGENI MARIA DE HOSTO . :  eTmesvi NSP  osnsRoM
| » sk 5053172014 v 5002704 v BOSCO PEZACOMPANY  WARREN Wi 677194245 4001882 | EUGENO MARMDEHOSTO 1000130671 107 EMTWLESY1s NSLP 0512014
| S *1284 10 £ 053172014 + 5000996 ~ ATV BAKERY READNG  PA 902720852 4001882  EUGENIO MARIA DE HOSTO 1000130670 100 ENTITLE.SY14 NSLP 05152014
| » s § 08/1572014 ~ 5001185 = ADVANCEFOOD COMPANY | END oK T 22716369 4001882 EUGENKD MARA DE HOSTO . © ENTMLESYM NSLP 0530201
| » a0 4 06/1572014 5000996 v ATV BAKERY READNG  PA || 83742019 4001852 | EUGENO MARIADE HOSTO | 1000130670 200 | ENTMLESY14 NSLP  05/302014
| b emsene 7 0B/1572014 + SO0Z704 = BOSCO'S PZZACOMPANY  WARREN  MI 87457839 4001882 | EUGENOMARIADEHOSTO 1000130671 200 EMTWLESY1s NSLP  0S/302014
7‘ » ~1298 -0 2 0873072014 ~ $001156 = ADVANCE FOOD COMPANY |  END oK L 139420825 4001882 EUGENIO MARIA DE HOSTO 1000130689 00 ENTITLE-SY14  NSLP DE/152014
1 » 129310 T 063072014 + 5000396 '~ ATV BAKERY READNG Pa 180818397 4001882 EUGENIO MARL DE HOSTO 1000130670 200 ENTITLE-SY14  NSLP 06/152014
| » ek 4060072014 ¥ 5002704 v BOSCO'S PEZACOMPANY  WARREN  MI || 544856004 4001852  EUGEMO ARMDEHOSTO 1000130671 300  ENTITLESY14 NSLP  0B/S2014
7‘ » 129510 § 041572015 = 5001155 + ADVANCE FOOD COMPANY | END oK 240790332 4001882 EUGENID MARA DE HOSTO L ~ ENTITLE-SY1S  NSLP 04182015
W onanocateavems [ L N L)
Views [Standard View] |~ | Alocale V&
EL ReqMo ReqlemMo ShipDale Cuantly ShipTo Ship-ToName ShpToCly Shp-ToRg MuliStop GroupNo Soid-ToMName Order By Dale IntenalOrd Program Customer Functional Area
[iavascriptvoidio} | =

After RAs, Co-ops, SDAs, or ITOs submit their requisitions: WBSCM automatically consolidates
all requisitions by material (see previous screen shot) ship date, and ship-to location. For
example, all requisitions for the same ship-to location that are scheduled to ship on 9/30/2013
will be displayed beneath one proposed order (a proposed order is indicated by a green line
item). Scroll to the right to display additional columns.

Click » (the Dropdown button) to display the proposed requisition consolidation.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 3 of 15



S(M 1 Work Instruction
J Return or Decline a Domestic Requisition

6.

Consolidate Requisitions Screen

USDA unieas: e of Ao
= Weicome SDA OrderManager
S \Veb-Based Supply Chain Management ° ONleIManage
Home ST tBl Admin | Reports | Help
Order Processing
Consolidate Requisitions | Back =)
’ =
=
k] (3 Roqs PasiOrder By Duia]  Ordered Product [T00110-TURKEY TACO FLLNG CTI-30 8 ] untOfeasure: (65| FTL Quantty: (1360
View: (Si3ncard Vew] v B ExpandAl (}Unstocate £)Retum 3 Decine | 2 Update Req v &
£ Rowli ForFTL  Cusity ShoDste  SwpTo  Sho-ToName ShpToCly ShpToRg MuliStop Groupo SosTo  Soks-ToNeme Reqlo  Reqlemdo WemsiOrd  Program Order By Date
» +1298 10 2 05/152014 v S001155 v ADVANCE FOOD COMPANY |  END oK 214856369 4001882 EUGENIO MARIA DE HOSTO L) - ENTITLE-SY14  NSLP 04202014
v ez 6053172014 v SO011SS v ADVANCE FOOD COMPANY | END o 157220881 4001682 EUGENO MARADEWOSTO  * : eamesvie wste  osnszon
240 605312014 v SO0115S = ADVANCE FOOD COMPANY | END. oK ] 1572051 4001802 EUGENOMARADEMOSTO  * © emmEsvs WP osnsaone
405012014 SO011SS  ADVANCE FOOD COMPANY | END ok 157220861 4001882 EUGENOMARADEHOSTO 1000130663 300  ENTTLESY14 NSLP  OS/SZ014
2005312014 SO011SS | ADVANCE FOOD COMPANY | | END ox 157220851 4001882 EUGENO MARADEOSTO | 1000130669 40  ENTTLESY14 NSLP 05152014
» 129510 S 05312014  S002704 ~ BOSCO'S PZZA COMPANY  WARREN - E7T19434S 4001882 EUGENIO MARIA DE HOSTO 1000130671 100 ENTITLE-SY14  NSLP 05152014
) 605212014 v 5000996 v ATV BAKERY READNG  PA 902720062 4001852 EUGENDMARADEHOSTO 1000130670 100  ENTMLESYIS WSLP 08152014
) § 08152014 v SO11SS ~ ADVANCE FOOD COMPANY | END ox 271669 4001822 EUGENOMARADEHOSTO  * © Bamesvie wste | osaozon
» +1296 10 4 08/152014 v S000996 <~ ATV BAKERY READNG PA 83742019 4001882 EUGENIO MARIA DE HOSTO 1000130670 0 ENTITLE.SY14  NSLP 05302014
) 708152014 v SO02704 v BOSCOSPUZACOMPANY  WARREN M S74STEND 4001852 EUGENOMARADEHOSTO 1000130671 200  ENTMLESYI4 NSLP 0502014
» ~1298 10 2 06302014 ¥ S0011SS v ADVANCE FOOD COMPANY | END oK 139430825 4001882 EUGENIO MARIA DE HOSTO 1000130669 00 ENTITLE-SY14  NSLP 08152014
» ~1293 10 7 06302014 v S000996 v ATV BAKERY READNG PA 180818397 4001882 EUGENIO MARIA DE HOSTO 1000130670 200 ENTITLE-SY14  NSLP 08152014
) 408702014 v 5002704 v BOSCOSPZZACOMPANY  WARREN M1 544850004 4001822 EUGENDMARADEHOSTO 1000130671 200  ENTMLESYIS MSLP 07152014
» 129510 S OW152015 v S001155  w ADVANCE FOOD COMPANY |  END 3 200790332 4001882 EUGENIO MARIA DE HOSTO =) - ENTITLE-SY1S  NSLP 04152015
P vostocsted nems ] I
View: [Standard View] v Awmcate v &

B3 ReqNo ReqtemNo ShpDste Quantty SNp-To Shp-ToNsme Shp-ToCty Shp-ToRg MubiStop GroupNo Sold-ToName OrderByDste htemslOrd Program Customer Functonsl Ares

Click (the Blue Box button) to next to requisition, or proposed order that you would like to
return.

@ (Note) When you select the blue box for a proposed order (green line), the white line items
beneath it will automatically be selected as well. If you have a change that applies to all the
requisitions within the aggregated group, you do not need to expand the row. Simply making
changes the aggregated line (e.g., Quantity change, Ship-to change, Ship Date change) will
update all associated requisitions within the aggregated group.

If you wish to select all the line items on the screen, instead of selecting each individually, click

= (the Table Selection Menu button) and click the Select All option. You can also select the
Deselect all option to deselect all line items.

If you wish to select multiple consecutive rows, hold down the Shift key and select the beginning
and end row boxes. If you wish to select non-consecutive rows, hold down the Ctr/ key and select
each blue box.

Also note that you do not need to select any rows unless you are declining, returning or
unallocating requisitions.
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Consolidate Requisitions Screen

A OrderManager

upply Chain M

Admin | Reports | Help

(@5 Back] [ Roqs Past Order By Oati]  Ordered Product [100119-TURKEY TACO FLLING CTN-30 L8 [¥] UntOfMeasure: (€S| FTL Quantty: (1,300
View: (Soniors Ven] =] B expand At () Unsiocate [ £ Retum| X Decine | Updte Rea 2o
B Rowli ForFTL  Quantty ShpDste Shp-To. Sho-To Name ShpToCty Shp-ToRg MubiStop GroupNo Sod-To  Sokd-To Neme ReqNo  ReqRemNo internal Ord Program  Order By Date
| » *1298 10 2 09152014 ¥ 5001155 ~ ADVANCE FOOD COMPANY |  END oK ] 214856269 4001882 EUGENIO MARIA DE HOSTO o] | ENTITLE.SY14  NSLP 04202014
- 1294 10 6 05212014 ¥ S00115S v ADVANCE FOOD COMPANY | END oK 157220551 4001882 EUGENIO MARIA DE HOSTO = -] ENTITLE-SY14  NSLP 05152014
‘rd *1294 10 6 052172014 ¥ 5001155 v ADVANCE FOOD COMPANY |  END oK 0 157220561 4001882 EUGENIO MARIA DE HOSTO x - ENTITLE-SY14  NSLP 05152014
4 05312014 5001155 ADVANCE FOOD COMPANY | END oK m} 157220551 4001882 EUGENIO MARIA DE HOSTO 1000130668 200 ENTITLE-SY14  NSLP 05152014
205212014 5001158 ADVANCE FOOD COMPANY | END 3 0 157220551 4001882 EUGENIO MARIA DE HOSTO 1000130669 400 ENTITLE-SY14  NSLP 05152014
_‘ » 129510 S 052172014 v 5002704 v BOSCO'S PZZA COMPANY  WARREN - 677194345 4001882 EUGENID MARIA DE HOSTO 1000120671 100 ENTITLE.SY14  NSLP 05152014
_} » 1284 10 6 05212014 v S000996 v ATV BAKERY READNG PA 902720662 4001882 EUGENID MARIA DE HOSTO 1000130670 10 ENTITLE-SY14  NSLP 051152014
_‘ » ~1295 10 S 06/152014 ¥ S00115S v ADVANCE FOOD COMPANY | END oK 22716369 4001882 EUGENIO MARIA DE HOSTO b 2 ENTITLE-SY14  NSLP 05202014
_{ » *1296 10 4 08152014 v S000996 v ATV BAKERY READNG PA 83742019 4001882 EUGENIO MARIA DE HOSTO 1000130670 0 ENTITLE.SY14  NSLP 05302014
7_1 » 129310 7 08152014 v 5002704 v BOSCO'S PZZA COMPANY  WARREN - B74578393 4001882 EUGENID MARIA DE HOSTO 1000130671 0 ENTITLE-SY14  NSLP 05202014
_‘ » +1298 10 2 0672072014 v S00115S v ADVANCE FOOD COMPANY |  END oK 139420825 4001882 EUGENID MARIA DE HOSTO 1000130669 600 ENTITLE-SY14  NSLP 081152014
“ » 129310 7 08302014 v 5000996 v ATV BAKERY READNG PA 180818297 4001882 EUGENIO MARIA DE HOSTO 1000130670 20 ENTITLE-SY14  NSLP 08152014
_‘ » 1296 10 4 0873072014 ¥ S002704 v BOSCO'S PRZA COMPANY  WARREN - 544358004 4001882 EUGENIO MARIA DE HOSTO 1000130871 20 ENTITLE-SY14  NSLP 08152014
J » *1295 10 S 04152015 v 5001155 v ADVANCE FOOD COMPANY |  END oK 240790332 4001882 EUGENIO MARIA DE HOSTO = -~ ENTITLE.SY1S  NSLP 0152015
Returned tems
Views | [standard Vew) [~ Atocate v & —
[ivascrptvoudo: | =

7. Click #* Return (the Return button) to move the requisition to the Returned Items tab in the
workbench.
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Consolidate Requisitions Screen

Weicome SDA Ordermanager

Consolidate Requisitions | Bact (=]
¥ B
Back| [ Req's Past Order-By Date|  Ordered Product: [100119-TURKEY TACO FLLING CTN-30L8 =] unt Of Uessure: [C5 FTL Quantty: (1,300
Views [Standord View] || BExpane Al (YUnatocate J)Retun X Decine | [ 2 Update ieg] Y&
Bl Rowli ForFTL  Quanily ShpDate  ShpTo  Snip:ToMame SnpToCiy | Shp-ToRp MuliStop Groupho  Sod-To  Sokd-ToName Reqlio  'ReqlemMo hiemalOrd  Program Order By Date
| » amere 2051572014 ¥ 5001155 ¥ ADVANCE FOOD COMPANY | END oK [ 214856369 4001882 EUGENIO MARIA DE HOSTO g © ENTESY14 NSLP 04002014
| v ez 6050172014 ~ S001155 > ADVANCE FOOD COWPANY | END oK [ 15722051 4001852 | EUGENO MARIA DE HOSTO . D ENTIESYI NSLP 08152014
O 120410 § 053172014 ~ 5001156~ | ADVANCE FOOD COMPANY | END oK [] 157220851 4001832 EUGEMO MARIA DE HOSTO . : ENTMESY14 NSLP  0SNS2OM4
405312014 S01155 | ADVANGE FOOD COMPANY 1| END ox [] | 157220551 4001852 | EUGEMD MARIADEHOSTD | 1000130668 200  ENTTLESY14 | NSLP | 0SMS2014
2055172014 5001155 | ADVANCE FOOD COMPANY || END oK [] | 157220551 4001832 | EUGEMID MARIADEHOSTO | 1000130663 400  ENTTLESY14 | NSLP | OSMS/2014
| » amsn 505312014 v 5002704~ BOSCOS PZZACOMPANY  WARREN  MI (] 677194345 4001852 EUGEMOWARADEHOSTO 1000130871 100  ENTTLESY14 NSLP  OSHS2014
| ezeer 6 0S3172014 = 5000996 = ATV BAKERY READHG  PA [ 902720662 4001882 EUGENI MARIA DE HOSTO | 1000130670 100 ENTTILE-SY14 NSLP  OS/1S2014
) S 06/1572014 + 001155 ADVANCE FOOD COMPANY | END ox [ 2271638 4001822 EUGENO MARIA DE HOSTO . . enmesvie wse  osaomons
T 4 06/152014 ~ 5000906 - ATV BAKERY READNG  PA [ 53742019 4001852 EUGEMOMARMDEHOSTO 1000130670 200  EMTTLESYI4 NSLP 0830201
|y mmne 708152014 v 5002704 v BOSCOS PEZACOMPANY  WARREN Wi [ 874578303 4001852 EUGEMO MARADEWOSTO 1000130671 200  ENTMLESY14 NSLP 05302014
1 » |ozern 2 067072014 ~ S001155 = ADVANCE FOOD COMPANY | END ox [ 13430625 2001832 EUGENO MARIADEWOSTO 1000130868 500 ENTTLESY14 NSLP  0GMSZ014
Ly i 7 06002014 ~ 5000996~ ATV BAKERY READNG P4 [ 180818367 4001832 EUGEWO MARMADEHOSTO 1000130670 200  ENTTLE-SY14 NSLP  081S2014
) 408002014 v 5002704 v BOSCOS POZACOMPANY  WARREN  MI [ 544858004 4001832 EUGEMOMARIADEWOSTO 1000130871 300  ENTMLESY1s NSLP  08/E2014
| b amsi 5 04152015 ¥ 5001155+ ADVANCE FOOD COMPANY | | END o [ 280790332 4001882 EUGENI MARIA DE HOSTO g : BAMESYIS NSLP  0ans2ets
Views (Stansara View] || Alcats ¥ &
E. ReqMo ReqiemNo SnpDste Quontly Shp-To Shp-Totame Shp-ToCly Snp-ToRp MubSiop GroupNo Sod-ToName OrderByDste emalOrd Program Customer  Functonal Ares
[javascriptvoidy | =

8. Click ¢ Update Req (the Update Req button) to update the entire workbench. Returned line
items do not need to be highlighted for the update to occur.

ﬁ (Note) After clicking the Update Req button, you will no longer be able to make changes to the
proposed order unless you exit and reenter the workbench without submitting your entries for
order creation. You do not have to submit requisitions for order creation at this time, but changes
will be retained.
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w Bs ( Méﬁg Work Instruction
1) Return or Decline a Domestic Requisition

Consolidate Requisitions Screen

9. Click (the Yes button) to confirm the requisition return.
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WBS(M 1 Work Instruction
J Return or Decline a Domestic Requisition

Consolidate Requisitions Screen

Weicome SDA OraerManager

Consolidate Requisitions: | Back =]
¥ R
[ Requisitions submited for update in Background Task!
[Eraa|[ T Pasi Grder By Daie| Ordered Product: [100118-TURKEY TACO FLLING CTH-30 LB T=] untof Measure: [€5 FTL Quantty: [1,300
Viewe: [Stencord View] || T3 Epand Al || € Subm for Seles Order Creation B &
El Rowl1 ForFIL  Quentty ShpDate Shp-To  Sho-ToMame Shp-ToCly ShipToRg MutiStop Grouplo  SoTo  Sold-To Name Reqlo  Realemlio htemaiOrd  Program Order By Date
| » 1294 -0 6 05/3172014 5001155 ADVANCE FOOD COMPANY | END oK 403049657 4001882 EUGENID MARIA DE HOSTO = = ENTITLE-SY14  NSLP 051572014
i » 1284 10 6 053172014 5000996 ATV BAKERY READING PA L 825144143 4001882 EUGENIO MARIA DE HOSTO 1000130670 100 ENTITLE-SY14 NSLP 05/1572014
| » vzesie § 083172014 5002704 | BOSCO PZZA COMPANY  WARREN | Wi (] 70619027 4001882 EUGENOMARADEHOSTD 1000130671 100 | ENTMLESY14 NSLP 08152014
7‘ » 1296 -0 4 06/1572014 5000996 ATV BAKERY READNG PA 0 291295719 4001882 EUGENID MARIA DE HOSTO 1000120670 200 ENTTTLE-SY14  NSLP 053012014
1 » 129310 7 0B/1572014 5002704  BOSCO'S PZZA COMPANY  WARREN L [ 391179448 4001882 EUGENID MARIA DE HOSTO 1000130671 200 ENTITLE-SY14  NSLP 05202014
| p 2800 £ DBHS/2014 5001155 ADVANCE FOOD COMPANY |  END L3 O 990947586 4001882 EUGENID MARIA DE HOSTO . : ENTMLESY14 NSLP 083072014
| v zero 206302014 S001155 | ADVANCE FOOD COMPANY | END. oK [ 231084066 4001882 EUGENOMARWDEHOSTO 1000130669 600  ENTULESYI4 NSLP  0G/1SR014
i » 129610 4 063072014 5002704  BOSCO'S PZA COMPANY  WARREN w n ©69914720 4001882 EUGENID MARIA DE HOSTO 1000130671 200 ENTTLE-SY14  NSLP 06/1572014
i » 129310 7 083072014 5000896 ATV BAKERY READNG PA { 878100488 4001882 EUGENID MARIA DE HOSTO 1000130670 0 ENTITLE-SY14  NSLP 081572014
| p e1295k0 S DA/1S/2015 5001155 ADVANCE FOOD COMPANY |  END oK L 484232458 4001882  EUGENIO MARIA DE HOSTO . . ENTILESYIS NSLP | 0M157201S
PO L0 retumed toms JCTE T
Views (5! .G ¥ &
Req No Ship-ToCty Ship-ToRg MutiStop GroupNo  Sold-To Name ‘Order By Date  nternal Ord Program  Customer WWD |
1000130668 = 200 05152014 15001155 ADVANCE FOOD COMPANY INC | END oK 50275239 EUGENIO MARIA DE HOSTOS CHARTE | 04/30/2014 ENTITLE-SY14 | NSLP 4006452 | GE-NSLP
1000130868 | 300 0515014 1| 5001155 | ADVANCE FOOD COMPANY WC | END oK 50275239 | EUGENO MARIA DE HOSTOS CHARTE | 040072014 | ENTILESY14 | NSLP | 4006452 | GE-NSLP

10. A confirmation message displays - Requisitions submitted for update in Background Task!

The requisition will be sent back to the RA with the status: Returned by Co-Op/Returned by SDA.

ﬁ (Note) The requisition is still located in the Returned Items tab, but can no longer be selected for
changes. Once you leave the Consolidation Work Bench, the returned items will no longer
display.
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Work Instruction
Return or Decline a Domestic Requisition

Consolidate Requisitions Screen

Welcome SDA OrderManager

Consolidate Requisitions 1 fack (=]
» =
45 Back] [ Req's past Orger-By Date | [100115-TURKEY TACO FLLIG CTH-30 L6 T=] untofmeasure: [65 | FTL Quantey: [1300
View: [StardardView] v B Expand Al (P Unalocate 3 Retum 3 Decine | 7 Update Req Y &
B Rowll ForFL  Quentty ShpDate  Shp-To  Ship-ToMeme SteToCly | ShpToRg MubSip GrowMo Sob-To | Sok-ToMame Reqlio  |Reqlemhio hiemsiOrd  Program Order By Date
| b 120 € 05312014 ~ SO01ISS  ~| ADVANCE FOOD COMPANY | | END oK [] | 754406012 4001882 EUGENI MARIA DE HOSTO - : ENMESYI NS 0snS20te
| » amsee 5 03172014 v 5002704 | BOSCOS PEZACOMPANY  WARREN | Wi ] 916673337 40DISS2 EUGENOMARADEHOSTO 1000130671 100  ENTTLESY14 NSLP 05152014
B e 605312014 5000996+ ATV BAKERY. READNG  PA (7] 978503217 4D01BE2 EUGENO MARADEHOSTO 1000130670 100 ENIMLESY14 NSLP  0S/1S2014
_! » +1206 /-0 4 0B/15/2014 ~ 5000996 = ATV BAKERY READING PA L] 60261236 4001882 EUGENIO MARIA DE HOSTO 1000130870 20 ENTTTLE-SY14  NSLP 057302014
| emsis 5 08/152014 = 5001185 = ADVANCE FOOD COMPANY | END oK TIT122182 4001582 EUGENID MARIADE HOSTO . D ENTMESY1s NSLP 05302014
o zmee 7 06/15/2014 ¥ 5002704 v BOSCOSPEZACOMPANY  WARREN Wi 791251730 4001882 EUGENIO MARIADEHOSTO 1000130671 200  ENTTLE-SY14 NSLP 05072014
7i » 1290310 7 0673072014 ~ 5000996 ~ ATV BAKERY READNG PA 241069633 4001882 EUGENIO MARIA DE HOSTO 1000130670 0 ENTTTLE-SY14  NSLP 08152014
_‘ » 1296 10 4 0873072014 ~ 5002704 ~ BOSCO'S PEZA COMPANY  WARREN L 336108733 4001882 EUGENIO MARIA DE HOSTO 1000130871 00 ENTTTLE-SY14  NSLP 08/152014.
1 » +1298 10 2 083072014 w 5001155 w ADVANCE FOOD COMPANY | END oK 916553207 4001832 EUGENIO MARIA DE HOSTO 1000130659 600 ENTTLE-SY14 NSLP 06152014
T S 041572015 = 5001155 | ADVANCE FOOD COMPANY | | END oK 451850966 4001882 EUGENID MARIA DE HOSTO g D ENTMESYIS NSLP  OWISROIS
¥ &
E. ReqHo ReqlemNo ShpDate Quantty Shp-To Shp-ToName Shp-ToCly Shp-ToRg MuliStop GroupNo SokiToMName OrderByDate InternalOrd Program Customer Functonal Ares
=

11. Use Steps #12 - #18 to Decline a requisition.

Click button

(the Dropdown button) to display the proposed requisition consolidation.

Friday, March 12, 2021
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(WBSCA |

Work Instruction
Return or Decline a Domestic Requisition

Consolidate Requisitions Screen

Welcome SDA OrderManager

Order Processing

Consolidate Requisitions.

»

B
(45 Back| [[3 Reqs Past Order-By Dste|  Ordered Product: [100115-TURKEY TACO FLLING CTN-30 L8 =] untofmessure: [CS FTL Quantiy: [1,300
View:|[Standard View] |~ TrExpand Al (7 Unalocate & Retur 3¢ Decine | /7 Update Req Y &
B3 Rowll ForfTL  Quantty ShipDale  She-To  Shp-ToName She-ToCly Shp-ToRy MuliSip GrowpMo Sob-To | Sok-ToMame Reqlio  |Reqlemlio hiemsiOrd | Program Order By Date
[ 6 08212014 = 5001185 = ADVANCE FOOD COMPANY | END oK [ 754406012 4001882 EUGENI MARIA DE HOSTO - © ENMESYIS NSLP  0snS20m
P 129500 5 0573172014 * 5002704 | BOSCOS PEZACOMPANY  WARREN Wl [ 916573337 40018A2 EUGENOMARADEWOSTO 1000130671 100  ENITLESY14 NSLP 05152016
v  amia 6057312014 * 5000996 ATV BAKERY READNG | A [ 976509217 4001882 EUGENI WARADEHOSTO 1000130670 100 | ENIMLESY14 NSLP 0512014
120410 £ 05312014 ~ 5000998 = ATV BAKERY READNG  PA [ o7es0s217 4001882 EUGENO WARADEHOSTO 1000130670 100 ENTMLESY14 NSLP 0152014
605312014 5000996 | ATV BAKERY READNG | PA [] | 976508217 4001832 EUGENK MARIADEHOSTO | 1000130670 100 | ENTTLESY14 NSLP | 0152014
p 120 4 0B/152014 ¥ 5000996 . ATV BAKERY READNG | PA [ 60251236 4001832 EUGENOMARADEHOSTO 1000130670 200  ENTTLESY14 NSLP  0SR0R014
b 150 5 0B/1S2014 = S0011SS = ADVANCEFOOD COMPANY | END oK i 777122082 4001882 EUGENID WARIA DE HOSTO . ENTTLESY14 NSLP 0502014
b e2mr0 7 0BMS2014 ~ 5002704 = BOSCO'S PRZACOMPANY  WARREN Wi 791251730 4001882 EUGENI WARIADEHOSTO 1000130671 200  EMIMLESY14 NSLP 08302014
b 230 7 0802014 = 00006 v ATV BAKERY READNG | PA T 261060633 4001532 EUGENI MARIADEHOSTO 1000130670 300 | ENTMLESY1d NSLP 08152014
b 1260 4 067302014 = 5002704 = BOSCO'S PEZA COMPANY  WARREN Wi [] 33109733 4001882 EUGENIMARWADEHOSTO 1000130671 300 ENTTLESY14 NSLP  0G/1SR014
[ 206702014 = 5001155 = ADVANCE FOOD COMPANY | END oK i 916553207 4001682 EUGENIO WARIADEHOSTO 1000130889 500 ENTTLESY14 NSLP  06/ISmOnd
b 280 5 0412015 = 5001155 = ADVANCE FOOD COMPANY | END ok i 481850965 4001882  EUGENID WARIA DE HOSTO . ENTTLESYAS NSLP 04152015
Unstocsiedtens  ITTEETIoTl ( ecined kens
Views [Standard View] |~ Asocate B &
£l Reqlo Reqlemio ShipDate Quanity ShigTo ShipToMame ShipToCly Shp-ToRg MutiStop GroupNo Soki-ToName Order ByDate iiernalOrd Program Customer  FunclionalArea

12.  Click/
decline

o

1 Back (=]

(the Blue Box button) to next to requisition, or proposed order that you would like to

(Note) When you select the blue box for a proposed order (green line), the white line items
beneath it will automatically be selected as well. If you have a change that applies to all the
requisitions within the aggregated group, you do not need to expand the row. Simply making
changes the aggregated line (e.g., Quantity change, Ship-to change, Ship Date change) will
update all associated requisitions within the aggregated group.

If you wish to select all the line items on the screen, instead of selecting each individually, click

E (the Table Selection Menu button) and click the Select All option. You can also select the

Deselect all option to deselect all line items.

If you wish to select multiple consecutive rows, hold down the Shift key and select the beginning
and end row boxes. If you wish to select non-consecutive rows, hold down the Ctrl key and select
each blue box.

Also note that you do not need to select any rows unless you are declining, returning or
unallocating requisitions.
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WBS(M 1 Work Instruction
Return or Decline a Domestic Requisition

Consolidate Requisitions Screen

Welcome SDA OrderManager

Supply Chain Management

Reports | Help

@ Back| (B Req's Past Order-By Date]  Ordered Product [100119-TURKEY TACO FLLING CTN-30 LB ] untOfmeasure: [CS FTL Quantty: (1,300
View (Sisncors Ven) ] B expandAl (i unsocate 4 Retm [ Decie] | Updete Rea 7 &
B Rowl! ForFlL  Quantty SheDste  ShoTo  Shp-Toeme SheToCty ShoToRg MubiSp GroupMo SoTo  Soks-ToNeme ReaNo  ReqlemMo ktemaiOrd  Program Order By Dste
j » 120410 6 05212014 ¥ 5001155 v ADVANCE FOOD COMPANY |  END oK ] TS4406012 4001882 EUGENIO MARIA DE HOSTO ] | ENTITLE.SY14  NSLP 05152014
| »  azmseo 508312014 v 5002704 v BOSCOS PRZACOMPANY  WARREN  MI 916672337 4001282 EUGENOMARADEHOSTO 1000130671 100 ENTMLESYIS NSLP 08152014
-\ Ny 1204 10 6 05212014 ¥ S000996 v ATV BAKERY READNG PA 976509217 4001882 EUGENIO MARIA DE HOSTO 1000130670 100 ENTITLE-SY14  NSLP 085152014
[ 128410 605312014 v 5000996 v ATV BAKERY READNG  PA ] S76509217 4001882 EUGENOMARADEHOSTO 1000130670 100  ENTMLESY14 NSLP 08152014
6 05312014 5000996 ATV BAKERY READNG PA 0 976508217 4001882 EUGENIO MARIA DE HOSTO 1000130670 100 ENTITLE-SY14  NSLP 05152014
j » +1296 10 4 06152014 v S000996 v ATV BAKERY READNG PA 60251236 4001882 EUGENIO MARIA DE HOSTO 1000130670 20 ENTITLE-SY14  NSLP 052072014
| b erssio 5 08152014 v 5001155~ ADVANCE FOOD COMPANY | END oK TITI22082 4001882 EUGENOMARADEMOSTO * :  emEsvi NS 0s0020M
| > amno 7 0152014 v SO002704 v BOSCO'S PRZACOMPANY  WARREN M THI2S1730 4001882 EUGENOMARADEWOSTO 1000130871 20  ENTMLESY14 NSLP 05002014
} » 1293 10 7 067302014 v S000996 v ATV BAKERY READNG PA 241069633 4001882 EUGENIO MARIA DE HOSTO 1000130670 00 ENTITLE.SY14  NSLP 08152014
| b erzero 408302014 v 5002704 v BOSCO'S PRZACOMPANY  WARREN Wi 306100733 4001882 EUGENOMARKDEWOSTO 1000130871 20  ENTMLESY14 NSLP 08152014
| »  azero 208302014 v 5001155~ ADVANCE FOOD COMPANY | END ok 916553207 4001882 EUGENOMARADEHOSTO 1000130689 500 ENTMLESYI4 NSLP 08152014
T 5 04152015 v S00115S v ADVANCE FOOD COMPANY | END oK 481859968 4001882 EUGENID MARIA DE HOSTO . : BTMESYIS NS | oans2ots
¢ &
E) ReqNo Reqlemlo ShpDste Ouantty Shp-To Shp-ToName Shp-ToCly ShpToRy MubiSiop GroupNo SoiToName OrderByDste iemalOrd Program Customer Funconsl Ares
immscrptvoan 8

13. Click (the Decline button) to move the requisition to the Declined Items tab in the
workbench.
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WBS(M 1 Work Instruction
J Return or Decline a Domestic Requisition

Consolidate Requisitions Screen

Weicome SDA OrderManager

d Supply Chain Management

Home JCEHETEE Admin | Reports | Help |

Order Processing
Consolidate Requisitions | Back J
» N
k] (3 Rqs Pasi Order By Duia]  Ordered Product [T00T19-TURKEY TACO FLLIG CTW-30 6 ] UneOfMessure: [CS ] FTL Quantty: (1,300
View: (Stsncars Vew] v| B pudAl (unstocate £)Retum X Decine | [ Update Rea v o
B Rowli ForFL  Quantty ShpDste  ShpTo  Shp-ToNeme ShpToCty ShoToRy MubiSop GroupNo SodTo  Soks-ToNeme Reqlo  Reqlemo htemsiOrd  Program  Order By Date
| b 120410 6 05212014 v 001155 v ADVANCE FOOD COMPANY |  END oK 754406012 4001882 EUGENIO MARIA DE HOSTO . . ENTMLE-SY14 NSLP  0S/152014
b s S 05312014 v 5002704 v BOSCO'S PRZACOMPANY  WARREN i 916672337 4001882 EUGENOMARADEKOSTO 1000120871 100  ENTMLESY14 NSLP 08152014
» *1296 10 4 061152014 v S000996 v ATV BAKERY READNG PA 60251236 4001882 EUGENIO MARIA DE HOSTO 1000130670 0 ENTITLE.SY14  NSLP 05202014
) 5 08152014 v S0011S5 v ADVANCE FOOD COMPANY | END oK TITNZOM2 4001882 EUGENOMARWDENOSTO * ENMESYI4 NSLP 0002014
» 129310 7 08152014 v 5002704 v BOSCO'S PZZA COMPANY  WARREN v T9I251730 4001882 EUGENIO MARIA DE HOSTO 1000130671 20 ENTITLE-SY14  NSLP 05202014
» 129310 7 067302014 v S000996 v ATV BAKERY READNG PA 241069633 4001882 EUGENIO MARIA DE HOSTO 1000130670 00 ENTITLE-SY14  NSLP 08152014
) 408702014 v 5002704 v BOSCO'S PRZACOMPANY  WARREN Wi 36109733 4001882 EUGENOMARADEHOSTO 1000120671 30  ENTMLESY14 NSLP 08152014
> e 208302014 v 001155 v ADVANCE FOOD COMPANY | END oK 916552207 4001882 EUGENOMARADEHOSTO 1000120869  £00  ENTMLESY14 NSLP 08152014
» 129510 S 04152015 v 5001155 v ADVANCE FOOD COMPANY | END oK 481859966 4001882 EUGENID MARIA DE HOSTO bl ENTITLE.SY1S  NSLP 04152015
Views(Stancars Vew] | ~| Alocate v &
2 ReaNo  ReqlemNo ShpDste CQuantty ShpTo Shp-ToNsme Sho-ToCly Shp-ToRg MubiStop GroupMo  Soks-To Neme OrderByDate ktermaiOra  Program Customer FunctonalAres [ |
| 1000130670 100 05312014 6 5000996 ATV BAKERY READNG PA 976509217  EUGENIO MARIA DE HOSTOS CHARTE  0S/152014 ENTITLE-SY14  NSLP 4008452  GE-NSLP

@

=}

14. Click (the Update Req button) to update the entire workbench. Declined line items
do not need to be highlighted for the update to occur.

(Note) After clicking the Update Req button, you will no longer be able to make changes to the
proposed order unless you exit and reenter the workbench without submitting your entries for
order creation. You do not have to submit requisitions for order creation at this time, but changes
will be retained.
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WBS ( M%t;;g Work Instruction
J Return or Decline a Domestic Requisition

Consolidate Requisitions Screen

15. Click [¥es] (the Yes button) to confirm this transaction.
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WBS(M 1 Work Instruction
J Return or Decline a Domestic Requisition

Consolidate Requisitions Screen

Weicome SDA OrderManager

Consolidate Requisitions: | Back

5] [

[ Reauistions submited for update in Background Task!

(6 B [ s P G D] Ondere Procuct: [TO0TT8-TURKEY TAG FILLIG CTIC3018 TS] Unit Of Measure: [6577] FTL Quantty: [1360
View (iesosrs view] =) Eapmns A | @7 Subme for S Orser Crston RESS,
Bl Rowli ForFTL  Quantty ShpDate SnpTo  ShipToName ShpToCty ShpToRg MutiStop Groupho SoTo | SodTolame Reqho  AeqRemio ntemsiOra  Program Order By Date
Pl » |erzsene 6 053172014 5001155 ADVANCE FOOD COMPANY | END oK [] | 754406012 4001882 EUGENIO MARIA DE HOSTO . . ENTITLE-SY14 NSLP  0SMS2014
Ly eesio § 05312014 5002704 BOSCO'S PEZACOMPANY  WARREN M { 16872337 4001882 EUGEWO MARADEHOSTO 1000130671 | 100 ENTWLESY1Z NSLP  0SMS20MS

| » azere 4 0B/1572014 5000986 ATV BAKERY READNG  PA [] | 6025123 4001882 EUGENO MARADEHOSTO 1000130670 200  ENTMLESY1: NSLP 05302014

| b e 5 061572014 5001155 ADVANCE FOOD COMPANY | END oK (] 77122382 4001882 EUGENO MARIA DE HOSTO . : ENTMLESVIA NSLP 087302014
Ly ek 7 06/1572014 S00Z704 | BOSCO'S PZZA COMPANY  WARREN Wi [ | 791251730 4001882 EUGENO MARADEHOSTO 1000130671 200  ENTTLESY1S NSLP 05302018

| v e 7 0BA02014 S0009% ATV BAKERY READNG P 241068633 4001882 EUGENO WARIADEHOSTO 1000130670 200  ENTMLESYIE NSLP 0652014
T i 4 06702014 5002704 BOSCO'S PEZACOMPANY | WARREN Wi [] 335109733 4001382 EUGEMO MARIADEHOSTO 1000130871 300  ENTWLESY1d NSLP  DBMS2014

| »  nzee 206302014 5001155 ADVANCE FOOD COMPANY | END oK. [] 916553207 4001382 EUGEWO WARWADEHOSTO 1000130669 600 ENTTLESY14 NSLP  OS1S2014

| » eneseo 5 0411572015 5001155 ADVANCE FOOD COMPANY | END oK » 451859966 4001882 EUGENIO MARIA DE HOSTO E L ENTTLE-SYIS NSLP 041152015

Views|[Sisn0ora view] |~ v &
Reqlo  ReqlemMo ShpDste OQusntty She-To ShpToName ShoToCly ShoToRg MuliStop GrowpMo  Sok-To Mame OrderByDate WtemalOrd  Program Customer | Functional Ares [ |
1000130670 | 100 053172014 & SOD0S9S ATV BAKERY READNG PA §78509217 | EUGENIO MARIA DE HOSTOS CHARTE | 08152014 ENTITLE-SY14 | NSLP 4008452 | BE-NSLP

16. A confirmation message displays - Requisitions submitted for update in Background Task!

The requisition will be cancelled and the status of the requisition will change to Cancelled.

ﬁ (Note) The requisition is still located in the Declined Items tab, but can no longer be selected
for changes.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 14 of 15



W 1 Work Instruction
J Return or Decline a Domestic Requisition

RESULT

You have returned or declined domestic requisitions.
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‘ i Work Instruction
W‘BS(M J Consolidation for a Multi-Stop Domestic Sales Order

PROCESS OVERVIEW

Purpose

The purpose of this transaction is to consolidate domestic requisitions to create a multi-stop domestic
sales order. A multi-stop domestic sales order is where multiple requisitions will be combined on the same
order, and they will be delivered to multiple locations. Order Managers from State Distributing Agencies
(SDAs) and Indian Tribal Organizations (ITOs) receive domestic requisitions from their Recipient
Agencies (RAs). They are tasked with consolidating these requisitions along with any requisitions they
create in order to create full truckloads. SDAs and ITOs also can work together to consolidate their
requisitions into full truckloads when they share bordering ship-to locations.

Process Trigger

Perform this transaction to consolidate domestic requisitions into multi-stop sales orders.

Prerequisites

. Domestic requisitions with a Ready for Approval must exist in WBSCM.
. Requisitions must be from an RA/Co-op or SDA/ITO as part of your SDA/ITO organization.

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

o Select the Operations tab % Order Processing tab # Order Management folder 3
Consolidate Requisitions=% Consolidate Requisitions 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.
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W‘BS(M 1 Work Instruction
' J Consolidation for a Multi-Stop Domestic Sales Order

\
PROCEDURE

1. Start the transaction using the Portal path: Operations tab & Order Processing tab & Order
Management folder # Consolidate Requisitions=® Consolidate Requisitions Screen

Consolidate Requisitions Screen

Weilcome SDA OrderManager

United States Depariment of Agriculture
USDA

SEll \Veb-Based Supply Chain Management

Home [ LIEILLERE  Admin Reports | Help
Order Processing

Consolidate Requisitions
141¥]
Detailed Navigation
Selections for CONSOLIDATION

Ordered Product: | 100002-CHEESE CHED WHT SHRED BAG-6/5 LB

[ Subri ]

Click "1 (the Hide Navigator arrow) to minimize the Portal menu. Note that you can do this with
any transaction in WBSCM - not just fulfillment transactions.

2.
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W 1 Work Instruction
J Consolidation for a Multi-Stop Domestic Sales Order

Consolidate Requisitions Screen

USDA e

Welcome SDA OrderManage
= | Weh Based Supply Chain Management D S S B ag R

[ e TR

Cmmncme neqnnmom | Back =

Selections for CONSOLIDATION

Ordered Product: [100002-CHEESE CHED WHT SHRED BAG-6/5 LB

3. In the Ordered Product field, click |= (the Dropdown button) to select a product.
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m 1 Work Instruction
J Consolidation for a Multi-Stop Domestic Sales Order

Consolidate Requisitions Screen

Welcome SDA OrderManager

Supply Chain Management

[ e TN

Order Processing
Consolidate Requisitions | Back =)
»
Selections for CONSOLIDATION
Ordered Product: [100002-CHEESE CHED WHT SHRED BAG-6/5 LB =
100193-PORK PICNIC BNLS FRZ CTN-60 LB E

100206-APPLE SLICES CAN-8/10

100210-APRICOT HALVES CAN-24/300

100218-PEACHES CLING SLICES CAN-24/300

100241-PEACH FREESTONE DICED FRZ CUP-96/4.4 0Z
100253-STRAWBERRY FRZ CTN-30 LB D
100258-APPLE SLICES FRZ CTH-30 LB

100293-RAISHS BOX-144/1.33 0Z

100326-TOMATO PASTE DRUM-55 GAL

100328-TOMATO DICED CAN-8/10 =

4. Select a material to consolidate from the dropdown list.

In this case, we selected B e (the 100210-APRICOT
HALVES CAN-24/300 option).
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W 1 Work Instruction
J Consolidation for a Multi-Stop Domestic Sales Order

5.

Consolidate Requisitions Screen

Iture
Supply Chain Management
[ oo TR

Order Processing

Consolidate Requisitions | Back =
¥

Welcome SDA OrderManager

Selections for CONSOLIDATION

Ordered Product: | 100210-APRICOT HALVES CAN-24/300 i

[P Subme

Click & submt (the Submit button) to submit your selection.
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W‘BS(M 1 Work Instruction
' J Consolidation for a Multi-Stop Domestic Sales Order

Consolidate Requisitions Screen

2 =L AL e - Welcome S| . = i

@l Veb-Based Supply Chain Management D Legoft m
o
L]

Order Processing

Consolidate Requisitions | Back =)
=
Back Seos Pasi Order-By Date|  Ordered Product [100210-APRICOT HALVES CAN-24/300 [=] unt Of Measure: [CS FTL Quantity: [1620
View: [Standard View) ~| B Expand Al (Pyunalocate £ Return 3¢ Decine | 7 Update Req
E. Rowl! ForFTL  Quantty ShipDate  ShipTo  Ship-ToName Ship-To City Ship-ToRg  MuliStop GroupMNo Soid-To  Sokd-To Name Reglio  ReqkemMNo internal Ord
b0 1,620 041152015 ~ 5002047 ~ GREATERBERKS FODD BAN READNG PA ] | 34235795 4000559 PADEPFT. OF AGRICULTUR | 1000130652 100  ENTITLE-CY1S TE
p  +1080/0 540 04/1S/2015 = 5002050 ~ WENBERG NEPAREGIONA  WILKESBARRE  PA [] | 381207082 4000550 PADEPT.OF AGRICULTUR | 1000130667 100  ENTWLECY1S TE
13 +1080 /-0 540 04/15/2015 = 5002052 +w YORK COUNTY FOOD BANK YORK PA L] 587793553 4000555 PA DEPT. OF AGRICULTUR g 100 ENTITLE-CY15  TEl
b sm0k0 540 0411572015 ¥ 5003048 ¥ SOUTH CENTRAL PAFOOD  CHAMBERSEURG PA ] | 684919590 4000559 PADEPT.OF AGRICULTUR | 1000130653 100  ENTLE-CY1S TE
W ooccarens LTI
View: |[Standard View] ~  Alcate Y 2
E. ReqNo ReqkemNo ShipDate Quantty Ship-To Ship-ToMsme Ship-ToCty ShipToRg MukiStop GroupNo Soki-ToName OrderByDate IntemalOrd Program Customer Functional Area
[« D]

After RAs, Co-ops, SDAs, or ITOs submit their requisitions, WBSCM automatically consolidates
all requisitions by material, which was shown on the previous sceen capture, ship date, and ship-
to location. For example, all requisitions for the same ship-to location that are scheduled to ship
on 04/15/2015 will be displayed beneath one proposed order (a proposed order is indicated by a
green line item). Scroll to the right to display additional columns.

In this example, all proposed orders have the same ship-to date. However, they have different
ship-to locations. This is an example of a multi-stop order where multiple requisitions will be
combined on the same order, and they will be delivered to multiple locations.
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Consolidate Requisitions Screen

Welcome SDA OrderManager

Management

T ovecion: IR

Order Processing

Consolidate Requisitions. | Bagk Forv =]
@oeck Reqs Fasi Order Gy Date|  Ordered Product: [100210-APRICOT HALVES CAN-24/300 [=] unit Of Measure: [CS FTL Quantty: [1,620
Views (S]] BEpand Al (hunabcse 43 Reun € Decre |7 Updle o
E. Rowli ForFIL  Quantty ShpDate  ShipTo Ship-To Name Ship-To Gty ShgToRg MuliStop GroupNo SolTo  Sok-ToName Reqho  ReqlemNo ltemalOrd  Pro
[ » +0 -0 1,620 041152015 ~ 5002047 ~ GREATER BERKS FOODBAN READNG PA O 384235795 4000558  PA DEPT. OF AGRICULTUR = 1000130852 100 ENTITLE-CY1S ~ TEf
L 3 +1080 /-0 540 04115/2015 w 5002050 w WENBERG NE PA REGIONA ~ WILKES-BARRE  PA L] 381207062 4000559 PA DEPT. OF AGRICULTUR = 1000130667 100 ENTITLE-CY15  TEl
L +1080 -0 540 04115/2015 + 5002052 ¥ YORK COUNTY FOOD BANK = YORK Pa O 587793553 4000559 PA DEFT. OF AGRICULTUR 100 ENTITLE-CY15  TEl
b 108040 40 04/15/2015 + 5003048 ~ SOUTH CENTRALPAFOOD  CHAMBERSBURG PA [ 824919590 4000SS9 PA DEPT. OF AGRICULTUR | 1000130853 100 ENTITLE-CY15  TE!
O i vom: T T
Views [Standard View] Allocate &
E. ReqNo ReqRemNo ShipDate Quantty Ship-To Ship-ToName Ship-ToCty Ship-ToRg MuliStop GroupNo Sols-To Name Order By Date Internal Ord Program Customer Functional Area
=
[« D]

In this step, we are copying the group number from one proposed order and pasting it to the
other. Since the proposed orders do not have the same ship-to location, they will not
automatically group. Using the group number, you can manually combine proposed orders with
different ship-to locations.

Copy the Group Number | #81207062 (381207062) of the WILKES-BARRE PA requisition.
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Consolidate Requisitions Screen

OrderManager

Consolidate Requisitions | Back [=
¥ s
(4B Back|[ 77 Fieqs Posi Order-By Dals | Ordered Product: [100210-APRICOT HALVES CAN-241300 [*] unt Of easure: [CS. FTL Quansty: (1,620
Views|[Sndard View] || %3 Expand A1 (JyUnafocate A& Retum 3 Decine | 47 Update Req

B Rowll ForFTL Quantty StipDate  Shp-To Ship-ToName Ship-Ta Cty Ship-ToRg WubiSiop GroupNo  SeldTo  Sokd-To Name Reqho  ReqRemNo  interal Ord MA

| [ ] 1620 041152015 » 5002047 ~ GREATER BERKSFOODBAN READNG PA [ 364235795 4000550 PADEPT. OF AGRICULTUR 1000130652 100  ENTMLECY1S TEFA

- 010 1620 04152015 - * i E E [¥ 381207052 4000559 PA DEPT. OF AGRICULTUR 5 100 ENTMLELY1S | TEFA

£40|04/152015 + 5003048 = SOUTH CENTRALPAFOOD | CHAMBERSBURG | PA []  381207052| 4000459  PADEPT, OF AGRCULTUR | 1000130853 | 100 | ENTMLECY1S | TEFA

4004152015 ~ 5002050~ WEMBERG NEPAREGIONA | WLKESBARRE | PA []  321207062| 4000550 PADEPT. OF AGRICULTUR 1000130887 | 100  EMTWLE-CY1S | TEFA

270|041152015 + (5002052 | YORK COUNTY FOOD BANK | YORK i [] 321207062 4000550 PA DEPT. OF AGRICULTUR | 1000130651 109 | EWTMLE-CY1S | TEFA

270|041152015 v 5002052+ YORK COUNTY FOOD BANK | YORK P [] 331207062 4000550 PADEPT.OF AGRICULTUR | 1000130654 | 100 | ENTLE-CY1S | TEFA

P uoanccsteanoms Ll R e
Views|(Siancard View] || Atocats V&
EL ReqMo ReqRemNo ShipDate Cusntty Ship-To Ship-ToNsme Shp-ToCty ShipToRg MubiStop GrowpNo  Scid-ToMame Order By Date intenalOrd Program  Customer Functional Ares

[« D]

8. Paste the Group Number (381207062) into the Group Number text box of the YORK PA and
CHAMBERSBURG PA requisitions.

Press the Enter button your keyboard to process your entries.
ﬁ (Note) After entering a new value in the Group No field, it is critical that you press Enter on your

keyboard, as this will process the entries. If you do not press Enter, your changes may not be
saved and you will need to redo them.
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Consolidate Requisitions Screen

Welcome SDA OrderManager

ture

Management
| i oo ETIETTINTS

| Bagk Forward [S]

ol

Consolidate Requisitions

aie| Ordered Product [100210-APRICOT HALVES CAN-24/300 [*] unt Of Wieasure: [CS FTL Quantty: [1,620

View: [Standard View] ~| B Expand Al (PjUnsiocate £#Retin 3¢ Decine | /7 Update Req
(B} Rowl1 ForFTL CQuantty ShipDate  Ship-To  Ship-ToName Ship-ToCly  Ship-ToRg MuiStop Groupho Sokd-To  Sokd-To Name ReqNo  ReqlemMo hiternalOrd  Program
ENTILE-CY15 | TEFAP

3 00 1,620 0411572015 ~ 5002047 ~ GREATER BERKS FOOD BAN READNG 364235795 4000559  PA DEPT. OF AGRICULTUR 1000130652 100
» +0/0 1,620 041152015 « * 381207062 4000559 PA DEPT. OF AGRICULTUR 100 ENTITLE-CY1S = TEFAP

Pa O
== - B

M s | (s
¥ &

View:| [Standard View] || Alocate
E% ReqNo ReqlemNo ShpDate Quantty ShipTo Ship-ToName ShipToCty ShipToRg MutiStop GroupNo Sok-ToMName OrderByDate intermalOrd Frogram Customer Functional Area

o ] o
9. The three requisitions have been combined into a proposed Multi-Stop order.
Click ¥ (the arrow button) to expand a proposed order. This will display all of the requisitions
that are a part of the proposed order.
Page 9 of 16
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10.

Consolidate Requisitions Screen

Weicome SDA OrderManager

3 ois IECETTEETY

Order Processing

Consolidate Requisitions I Back =)
]
[@eBack] [T Reqs Pasi Order By Data|  Ordered Product. [100210-APRICOT HALVES CAN-247300 =] unt Of Measure: €5 FTL Quantty: [1,620
View: [Stancard view] || S5 Expand Al (Fy Unalocate 4 Return  3€ Decine || 7 Updale Req
EL Rowll ForFIL OQuantty ShipDaste  Shp-To  Shig-ToNeme Ship-To City Ship-ToRg MuliStop GroupNo Sok-To  Sokd-To Name Reqlo  ReqlemNo IntemaiOrd  Progr
T 1,620 04/15/2015 ¥ 5002047 ~ GREATERBERKS FOODBAN READNG PA [] | 264235795 4000559 PADEPT OF AGRICULTUR | 1000130652 100 ENTWLECY1S | TEFA
| e w0 1,620/04/15/2015 ~ * -l . . [ 281207062 4000559 PA DEPT. OF AGRICULTUR . 100 ENTITLECYIS TEFA
540 04/15/2015 ~ 5003048 ~ SOUTH CENTRAL PA FOOD CHAMBERSBURG = PA O 381207062 4000559 PA DEPT. OF AGRICULTUR | 1000130653 100 ENTITLE-CY15 | TEFA|
540 04/15/2015 ~ 5002050 ~ WENBERG NEPAREGIONA ~ WILKES-BARRE PA O 381207062 4000559 PA DEPT. OF AGRICULTUR | 1000130667 100 ENTITLE-CY15 | TEFA
|| 270|041572015 + 5002052 ~ YORK COUNTY FOODBANK | YORK PA [] | 381207062 4000359 | PA DEPT. OF AGRICULTUR | 1000130851 100 | ENTTLE-CY1S | TEFA
270/04/1572015 ~ 5002052 ~ YORKCOUNTY FOOD BANK & YORK PA O 381207062 4000559 PA DEPT OF AGRICULTUR | 1000130654 100 ENTITLE-CY15 = TEFA(
_ M Renetems || Dscinedtens |
¥ £

E. Reqlo ReqtemNo ShipDste Quantty ShpTo ShpToMeme Shp-ToCly SWp-ToRg MuliStop GroupNo Sokd-ToName OrderByDate intemalOrd Program Customer Funcional Area

[ o]

The multi-stop checkbox will automatically be checked if you have grouped together aggregated
lines to create a multi-stop. An asterisk marks fields where the requisitions have different

information.

The user must select the Multi-Stop checkbox manually if it is a multi-stop between two states.
This step is in addition to having to share group number with the other state user. The users for
both states will need to communicate with each other to ensure that the same group number is
used on both orders. See the Consolidation for Multi-State Stop Job Aid for more details on this

process.
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Consolidate Requisitions Screen

rderManager

I el dmin | Reports | Hew |

Order Processing

Consolidate Requisitions.
141

Detailed Navigation
» O File Uploads/Downisads

¥ (3 Catalog Maintenance

¥ [ Order Management

= Domestic Order Entry

.
- Returned FNS Orders.

= FullTruck Load Requests.

1.

o

IDNT

Dale] Ordered Product: [100210-APRICOT HALVES CAN-24/300 [=] untofMeasure: [CS FTL Quantty: (1,620

Views [Standard View] - 2 € ] APReturn 3¢ Decine | 7 Update Req
B Rowll ForFTL  Quantty ShpDate  ShpTo  ShipToName ShpToCly ShipToRg MutiStop GroupMo SoldTo  Soki-ToName Reqlo  ReqiemNo Internal Ord
»  +1080%0 540 04152015 ~ 5002052 ~ YORK COUNTY FOOD BANK = YORK PA v] | 744228938| 4000550 | PADEPT OF AGRCULTUR 1000130672 100 | ENTITLE-CY1S
Rerstors | ot
Views [Standard View] ~| Asocate ¥ &

B Reqlo ReqiemNo ShpDate Quantty Shp-To ShipToNsme Ship-ToCly ShipToRg MuliStop GroupNo SokdToMame OrderByDate biemaiOrd Program Customer Functional Area

[Tl 1 O]

Click & Update Req (the Update Req button) to update the requisitions with any changes.

(Note) You do not need to select records for update before clicking the UpdateReq button. All
records with changes made in the workbench will be updated.

Clicking the Update Req button serves two purposes. First, it commits the updates to the
requisitions you have made to the quantity, ship date, ship-to location, returned and declined line
items. The second purpose is to confirm that you are done with the entries you are working on
and are ready to submit for order creation or to save the changes you have made to the
consolidation workbench. After clicking the Update Req button, you will no longer be able to
make changes to the proposed order, unless you exit and reenter the workbench without
submitting your entries for order creation. You do not have to submit requisitions for order
creation at this time, but changes will be retained.

Friday, March 12, 2021
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Consolidate Requisitions Screen

12. Click [¥25] (the Yes button) to confirm.

(Note) A confirmation message displays at the top of the screen indicating that the Requisitions
have been submitted for update in the Background task.
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Consolidate Requisitions Screen

Welcome SDA OrderiManager Log off m

Consolidate Requisitions | Back
¥

I*]

[ Requisitions submitted for update in Background Task!

45 Back Reqs Past Order-By Dal Ordered Product: [100210-APRICOT HALVES CAN-24/200 [=] uniOfMeasure: [CS FTL Quantty: [1,620
View: [Standard View] | ~| 52 Expand Al || (7 Submit for Sales Order Creation
EL Rowli ForFTL Quantty ShpDate Ship-To Ship-To Name ShipToCty ShipToRg MuliStop GroupMo Soid-To  Soid-To Name ReqNo  ReqlemMo hitemalOrd  Frogram Order
P00 1620 0411S/2015 5002047  GREATER BERKS FOODBAN READNG  PA [] 384235795 4000550 PADEPT. OF AGRICULTUR 1000130852 100  ENTLE-CY1S TEFAP 04/t
P 0k0 1,620 041152015 * . . . [7] 381207062 4000859 PADEPT. OF AGRICULTUR . 100 | ENTMLE-CY1S TEFAP 041
Unallocated ltems. Retumedtems | Declined tems
‘Wiews| [Standard View] - F &

ReqNo ReqlemMo ShpDate Guantty ShipTo ShpToMame ShipToCly ShipToRp MukiStop GroupMo Sod-ToMame OrderByDate hiemalOrd Frogram Customer FunchonalArea

[ 1

[ O]

13. Select the  blue box beside the proposed order(s) that you wish to submit for sales order
creation. By selecting the blue box for each proposed order, the white line items beneath it will
automatically be selected as well.

ﬁ- (Note) You can click "B (the Table Selection Menu button) and choose the Select All or
Deselect All option when you have a long list of requisitions or proposed line items to Update or
Submit for Sales Order Creation.
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Consolidate Requisitions Screen

rment of Agriculture

pply Chain Management

Weicome SDA OrderManager

Consolidate Requisitions | Back
¥

[#) Requistions submited for update in Background Task!

[$8Back] Past Orde .| Ordered Product: [100210-APRICOT HALVES CAN-24/300 [=] uniOfteasure: [cS FIL Quantiy: [1,620

Views|[Standerd View] |+ 5% Expand Al || € Submi for Sales Order Creation

E Rowl1 ForFTL Quantly ShipDate Ship-To Ship-To Name Ship-ToCly Ship-ToRg MukiStop GroupNe Sokd-Te  Sold-To Name Req No ReqRemMo  Internal Ord Program  Order
[ 3 040 1,620 04/15/2015 5002047  GREATER BERKS FOOD BAN READING P ] 364235795 4000558 PA DEPT. OF AGRICULTUR 1000130852 100 ENTITLE-CY1S TEFAP  04/1
» 00 1,620 041572015 * . . - vl 381207062 4000558 PA DEPT. OF AGRICULTUR . 100 ENTMLE-CY1S TEFAP 041

M | s

Views: | [Standard View] - Z &

ReqNo ReqlemNo ShpDate Guantty ShpTo ShpToMame ShipToCly ShipToRg MukiStop Grouplo Sok-ToMame OrderByDale hiernalOrd Propram Customer Functional Area

14. After selecting the order(s), click & Submt for Sales Order Crestion (the Submit for Sales Order
Creation button) to submit the proposed order(s).

@ (Note) Notice the Submit for Sales Order Creation button is now visible on the screen. Use
this button to submit your order for confirmation and processing. This button only displays after
you have updated the requisition by clicking the Update Req button.

Remember that the unallocated requisition remains unaffected, and is still in the queue at the
bottom of the screen. When you exit the transaction, the unallocated requisitions will return to the
Order Consolidation Workbench; they do not remain in the Unallocated queue.

Returned requisitions go back to the Sold-To Party that submitted it. Generally you would return a
requisition if there is a change that you would like the Sold-To Party to make. The requisition will
be returned to the Sold-To Party when you have clicked the Update Req button. The Sold-To
Party can make the corrections and then resubmit the requisition for processing.

Declining a requisition will remove that line item from the proposed order. It will also cancel the
line item for this commodity. Generally, the Decline feature will only be used when a requisition
was entered incorrectly, duplicate requisitions were accidentally created, or there is not enough
demand to place a sales order for that commodity and delivery date. The requisition is cancelled
after you have clicked the Update Req button.
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Consolidate Requisitions Screen

The dentified FReqs have been sant successfuly for Sales Order creaton Reference the Order Status repont for updated status.
[48 Back || ] Fiogs Past Dider-By Date | Ordered Product. [100210-APRICOT HALVES CAN-24300 [=] unt Ot Measure: [C5 FTL Quantey: [1,620
Views|[Standard Vew] | ThExpand A1 | {7 Submk for Sales Order Creation 71
Bl Rowll ForFIL CQuanity ShipDate ShpTo  Ship-To ame ShpToCly Ship-ToRg MukiStop GroupNo SoTo  Sokd-ToName ReqNo  Reqlemlo infensiOrd  Program m|
(R T 1620 DAS2015 S002047  GREATERBERKS FODDBAN READNG  PA [] 384235795 4000558 PA DEPT. OF AGRCULTUR 1000130652 100  ENTMECY1S TEFAP  04/15%
i unaiiocated tems_[i§

iews [Standard View]  |=| ¥ &
Reqlo ReqRemMo ShpDate Quanity Shp-To ShipToName Shi-ToCty Ship-ToRg MubiStop GroupMo Sold-To Name (Order By Date  Intemal Ord  Program  Customer  Functonal Area

15. View the confirmation message: "The identified regs have been sent successfully for Sales Order
creation. Reference the Order Status Report for updated status." This confirms there were no
errors updating the requisition lines.

You have completed this transaction.
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RESULT

The transaction has been successfully completed.
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PROCESS OVERVIEW

Purpose

The purpose of this transaction is to maintain full truck load requests in WBSCM. The Full Truck Load and
Transfer Requests forum is a message board where State Distributing Agencies (SDAs) and Indian Tribal
Organizations (ITOs) can communicate with one another regarding split shipments. It is best practice

to list the material number, group number, and ship-to location in a forum post.

Process Trigger
Use this procedure to coordinate a split shipment with another SDA or ITO.
Prerequisites
o None
Portal Path
Follow either Portal path below to complete this transaction:

. Home % News and Alerts= Full Truck Load and Transfer Requests link
. Operations & Order Management folder & Full Truck Load and Transfer Requests link

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
o  Optional (O) — a non-mandatory field not required to complete the transaction
o  Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
. Refer to the WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.
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PROCEDURE

1. Start the transaction using either of the above Portal paths. In this example, Home= News and
Alerts portal path is selected.

Image: News and Alerts Screen

Home Operations Admin Reports Help

News and Aleris Inbox

= News and Aleris

Home > MNews and Alerls > News and Aleris Full Screen || Opfions ~

/¥ My Control Panel

Forums

Forum Home

Search All Forums: | ‘

Forum / Category Views Threads / Messages Last Post
D WBSCM News and Announcements 64,147 36736 E:Isztzb:im,;gi é:iz Asl\lmeer %

o FENS News and Announcements Feb 27, 2017 3:32 PM
8,828 27121 Last Post By: Baker, Michael =

» FNS News and Announcements (SDA) Feb 27, 2017 3:34 PM
3,865 22 Last Post By: Baker, Michael =

@ Full Truck Load and Transfer Requests 28924 5112 Sep 11, 2018 9:15 AM

Last Post By: Reza - New York... =

' USDA Holds and Recalls 11,569 17117 Jun 9, 2018 8:58 PM

Last Post By: AllrolesQAS, FNS =

@ MNew content since your last visit

2. Click * (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with
any transaction in WBSCM.
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Image: News and Alerts Screen

Home Operations Admin Reports Help

News and Alerts  Inbox

" Home = News and Aleris = MNews and Aleris Full Screen || Options +

/’l‘M‘t Control Panel

Eorums

Forum Home

Search All Forums: | |

Forum [ Category Views Threads / Messages Last Post
2 WBSCM News and Announcements 64,147 36736 E;:'tzl)%stz%{; é:frg Asrgmeer N
@ ENS News and Announcements 8.828 27197 FL::tzpjn,stzgg gﬁérﬁichaei .
@ ENS News and Announcements (SDA) 3.865 27127 E:;zpﬁﬁzg{f? g;al;:fb:ﬁcmd R
@ Full Truck Load and Transfer Requests 28,924 5712 SL'aest ]‘;Jé,stzg;?;zlgf\;iew ——_
> USDA Holds and Recalls 11,569 17117 Jun 9, 2018 8:58 PM

Last Post By: AllrolesQAS, FHS =

@ MNew content since your last visit

3. Click ' Full Truck Load and Transfer Requests (the Full Truck Load and Transfer Requests
link) to open the Full Truck Load and Transfer Requests forum.
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Image: News and Alerts Screen

Home Operations Admin Reports Help

News and Aleris Inbox
Home > News and Alerts = News and Alerts Full Screen || Options +

~
& My Control Panel
Forums - Full Truck Load and Transfer Requesis

Forum: Full Truck Load and Transfer Requests

% Post Mew Thread % Watch Forum (¥ Mark All Threads as Read 4= Back To Forum List

Messages: 5 - Threads: 4 - Filter:

Thread Author Views Replies Last Post Search Forum
Transfer Request Announcement [
Posted By: OrderManaqer, F... -- Jul 26, 2018 12:29 PM
2 o = Sep 24, 2018 8:22 AM
o OrderManager, SDA P
Cereal in Northeast Region OrderManager, SDA 1 0 | Last Post By: OrderManager, SDA »
.. 2, | Cereal Shipment in Mid Atlantic Sep 14, 2018 12:40 PM
o | 2 ger, SDA
¥ |- Region OrderManager. SDA 1 0 Last Porst By: OrderManager, SDA =
2 = . Sep 24, 2U18 8:22 AM
2 "% | Cereal in Northeast Region OrderManager, SDA 1 ] Last Post By: OrderManager, SDA »
5 Sep 20, 2018 10:48 AM
L] Cheese 110244 at Nardone 9-19-1{ Reza - New York... 1 0 i35k Pro e R oy Forkate
3 | Cereal Shipment in Mid Atlantic Sep 18, 2018 11:23 AM
“ " Region OrderManager, SDA 1 O Lact Fost By: OrderManager, SDA =

@ New content since your last wisit

@ Updated Content Since Your Last Visit

& Answered Question

% Unanswered question with helpful or correct distinctions needed
& unanswered Question

4. Click PostMew Thread (the post New Thread link) to add a new thread.

Q (Note) The benefit of posting a thread is that other SDAs or ITOs can respond to the post with
questions or offers to split. It is also possible to post an announcement; however, an
announcement does not allow others to reply.

Use the Watch Forum link to watch the forum. Whenever a response, new thread, or an
announcement is posted, users will receive an email notification.

Use the Search Forum link to perform a search for keywords on the discussion forum.

For more information on WBSCM forums, refer to the WBSCM Forums Notification Settings
job aid located at Help & Job Aids + General Help #+ WBSCM Forum Notification Settings
link.
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Image: News and Alerts Screen

Home Operations Admin Reports Help

News and Aleris

Inbox

Home > News and Alerts > MNews and Aleris Full Screen || Options v

__i’l\:_h[ Control Panel A

Forums - Full Truck Load and Transfer Requesis

Post Message: New Thread

Type your message using the form below. When you have finished, you can optionally preview your post by choosing the "Preview” tab. Otherwise, choose "Post
Message" to submit your message immediately.

Subject: |
[] Mark this thread as a question - this encourages people to participate and helps you track answers
Message: Rich Text || Plain Text || Preview Eloaytesthol
B 7 U == Markup Result
*bold* bold
+italics+ italics
_underline_ underline
Superscript: 3 “rd® i
Subscript: 2 ~n~ 2.
--strike— strike
Line: --—--
Heading 1: hi.
Heading 2: h2.
Heading 3: h3.
Heading 4: h4.
Heading 5: h5. ABC v
Haadina A hA
5. As required, complete/review the following fields:
Field R/O/C Description
Subject: R Subject of the message being posted to the forum.
Example:
Cereal Shipment in Northeast Region
Message: C Message being posted to the forum. This is a free text

field that allows entry of a message.

Example:

Are you interested in splitting with us? We have 500
cases of cereal (material code 100530) going to Boston
on 12/31/2018. We need someone to order 400 more
cases in order to make a full truck. When you are
consolidating, enter group number 50000193 to link your
order with ours so that they go on the same truck.

Friday, March 12, 2021
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Image: News and Alerts Screen

Home Operations Admin Reports Help

News and Aleris Inbox

Home > Mews and Aleris = News and Aleris

Forums - Full Truck Load and Transfer Requesis

Post Message: New Thread

Full Screen || Options +

'_'3’|\:_||,g Control Panel A

Type your message using the form below. When you have finished, you can optionally preview your post by choosing the "Preview” tab. Otherwise, choose "Post

Message" to submit your message immediately.

Subject: |Cerea\ in Northeast Region

[] Mark this thread as a question - this encourages people to participate and helps you track answers

Message: Rich Text || Plain Text || Preview Flantoxt hew
B 7 U = Markup Result
B *bold* bold
Are you interested in splitting with us? We have 500 cases of cereal (material code 100530) sitalics+ atiis
going to Boston on 12/31/2018. We need someone te order 400 more cases in order to make
a full truck. When you are consolidating, enter group number 50000193 to link your order with _underline_ underline
ours so that they go on the same truck Superscript: 3 “rd* 3
Subscript: 2 ~n~ 2.
--strike—- strike
Line: -—-- —_—
Heading 1: hi. AE\C
Heading 2: h2. ABC
Heading 3: h3. ABC
Heading 4: h4. ABC
Heading 5: h5 ABC W
Heading &+ hA anc
6. Select [ (the "Mark this thread as a question - this encourages people to participate and
helps you track answers" check box).
7. Click ¥ (the Down arrow) on the vertical scrollbar to scroll to the bottom of the page.

Friday, March 12, 2021 © WBSCM Training - Proprietary
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WBS(M Maintain Full Truck Load and Transfer Requests

Image: News and Alerts Screen

Home Operations Admin Reports Help

News and Alerts Inbox

l Home > News and Alerts > MNews and Aleris Full Screen || Options v
] IR U UL S U UGS U S U S I W OGP U TR U S W T
M 4 - ~
51| Rich Text || Plain Text || Preview FEIHEEE D
B 7 U = Markup Result
*bold* bold
Are you interested in splitting with us? We have 500 cases of cereal (material code 100530) kel P
going to Boston on 12/31/2018. We need someone to order 400 more cases in order to make ¥ s
a full truck. When you are consolidating, enter group number 50000193 to link your order with _underline_ underline
ours so that they go on the same truck. Superseript: 3 “rd~ 3
Subscript: 2 ~nes 2n
--strike-- strke
Line: -—--
Heading 1: hi. ABC
Heading 2: h2. ABC
Heading 3: h3. ABC
Heading 4: h4. ABC
Heading 5: h5. ABC
Heading 6: h6. ]
A Image: ! "_'é
http://../post.qif!
Post Message | - | Cancel Link: [URL] URL
Link: [Name|URL] Mame
Link: [Name|URL|Tip] Name
E-Mail: [foo@bar.com] foo@bar.com
v
. Post Message |
Click (the Post Message button).
Image: News and Alerts Screen
Home Operations Admin Reports Help
News and Alerts  Inbox
" Home > News and Aleris = MNews and Aleris Full Screen || Options +
% My Conirol Panel
Forums - Full Truck Load and Transfer Reguesis
Thread: Cereal in Northeast Region
2, Your question is not answered
¥ % Mark As Answered
% *ou have 15 minutes to un-mark this thread as a question if you did not mean to mark it as one
& Reply To This Thread ‘3, search Forum % Watch This Thread <= Back To Thread List
* Repl - Pag
OrderManager, SDA @ Cereal in Northeast Region o Edit 5 Reply

Posted: Sep 24, 2018 8:22 AM
Posts: 6

Regeieieta b1 Are you interested in splitting with us? We have 500 cases of cereal (material code 100530) going to Bosten on 12/31/2015.

We need someone to order 400 more cases in order to make a full truck. When you are consolidating, enter group number
50000193 to link your order with ours so that they go on the same truck.

Pages: 1 4= Back To Thread List
@ Mew content since your last visit
@ Updated Content Since Your Last Visit

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 7 of 9
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Maintain Full Truck Load and Transfer Requests

The transaction is complete.

@ (Note) A thread will be deleted 90 days after the most recent post. This means that once the most

recent post is 90 days old, the entire thread will be deleted. Each time there is a new post, the
90-day counter starts over.

Use the Watch This Thread link to receive an email notification whenever a response is

posted. Use the Back To Thread List link to return to the Full Truck Load Request forum page.
For more information on WBSCM forums, refer to the WBSCM Forum Notification Settings job
aid located at Help % Job Aids & General Help &+ WBSCM Forum Notification Settings link.

Friday, March 12, 2021
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RESULT

A thread has been successfully posted on the Maintain Full Truck Load and Transfer Requests forum.
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PROCESS OVERVIEW

Purpose

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

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

Prerequisites

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

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

. Select Operations tab # Order Processing tab 9 File Uploads/Downloads folder # Upload
SDA Sales Order link to go to the Upload SDA Sales Order Screen

Tips and Tricks

o The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
o  Optional (O) — a non-mandatory field not required to complete the transaction
o  Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
. Refer to the WBSCM Help site, Frequently Referenced Training Materials section for basic
navigation training and tips on creating favorites, performing searches, etc.
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PROCEDURE
1.

Start the transaction using the Portal path: Operations tab & Order Processing tab =+ File
Uploads/Downloads folder # Upload SDA Sales Order link.

Image: Upload SDA Sales Orders Screen

Home Operations. Admin Reports Help

Order i Complaint inis i Recsll

Operations > Order Procassing > File UploadsDownloads > Upload SDA Sales Orders

Full Screen | Options =
File Uploads/Downloads
Download Catslog Welcome to the Upload SDA Sales Orders Application
e re marked wi sk (%)
R e s All required fizlds are marked with 5 red astersk (7).
File Selection
Downlosd Sales Crders
* File Nama: [ Choose File [ No file chosen
+ Upload SDA Sales Orders
SRR G [ = Submit Cniine |[ A Submit for Background Processing |
Results
Order Management
Viewr: | [Standard View] = » B
Entitiement Management
EX Extemal Reference Number Message Type Message Text Sales Order Hem  Status  Status Description =]
Shipmeant Recaipts
NW Delivery Calendar

[[E8 Bownload Results o XML | [ ) Download Results to CSY

Click 4 (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with
any transaction in WBSCM.

Image: Upload SDA Sales Orders Screen

Homa Operations. Admin Reports Help

Order ing  Complaint Administrati Racall

Operations = Order Processing = Filz Uploads/Downloads > Upload SDA Sales Orders
L3

Full Screen | Options *
Welcome to the Upload SDA Sales Orders Application

Al required fields are marked with a red asterisk (*)
File Selection

* File Name: | Choose File [ Mo file chazan

['& Submit Online || 3 Submit for Background Processing |
Results

View: | [Standard View] =

» &
E. Extemsl Referance Number Message Type Message Text Sales Order ltem Status Status Description -

| [3 Download Resutts to XML | | #5) Download Results to C5V

3. Click (the Choose File button) to locate the SDA Sales Order XML file to be

uploaded.
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Upload SDA Sales Orders

Image: Upload SDA Sales Orders Screen

Hams Operations Admin Reports Help

Order ing  Complaint Administrati Recall

Cperations > Order Processing > File Uploads/Downloads > Upioad SDA Sales Croers

Welcome to the Upload SDA Sales Orders Application
All required fields are marked with a red asterisk (*).
File Selection

* Fila Name: [ Choose File | Grder Upload_1D0008_50.62

[ = Submit Online |[ Al§ Submit for Background Processing |
Results

View: | [Standard View] [=]

Bl Externsl Referance Number

[ T8 Download Results to %ML | | #8 Download Results to G5

4. Perform one of the following:
If

The Sales Order XML document contains fewer
than 50 records

Messsge Type Message Text

Sales Order

Then

Go to Step 6.

Full Screen | Options +

Item Status Status Description

The Sales Order XML document contains
50 records or more

Go to Step 9.

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

upload_100008_50.txt was selected.

Image: Upload SDA Sales Orders Screen

Home Operations Admin Reports Help

Order ing  Complaint Adminisirati Racall

Operations > Order Processing = Fils Uploads/Downloads > Upload SDA Sales Orders

Welcome to the Upload SDA Sales Orders Application
All required fields are marked with a red asterisk (%),
File Selection

* Fila Name: [ Choose File | Order upload_100008_50.tx

(@ Submit Online || Ay Submit far Background Processing |
Results

Ve [Stznzara visw] 7]

EL Extermnal Reference Number Message Type Message Text

[T Downlosd Results to XML | [#F] Downlosd Resulls to £V

Sales Order

Full Screen | Options =

Status Status Description

Thursday, May 26, 2022
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5. Click (the Submit Online button).

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

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

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

Image: Upload SDA Sales Orders Screen

Hama Operations Aadmin Reports Help

Order ing  Complaint Administrati Recall

Operations > Order Processing > File Uploads/Downlcads > Upload SDA Sales Orders Full Screen | Options +

L3
Welcome to the Upload SDA Sales Orders Application
All required fields are marked with a red asterisk (*).

File Selection

* File Name: [ Choose File [Ne file chasen

[ = Submit Online |[ Al§ Submit for Background Processing |

Results

View:|[Stanzard View] =] » 5
EL Extermnal Reference Number Message Type Messape Text Sales Order Itemn Ststus Status Description
CORPUS CHRISTI FOOD BANK s 5000387600 100 AZDA Approved by SDA
HOQUSTON FOOD BANK S 5000387881 100 ASDA Approved by SDA
DALLAS FOOD BANK S 5000387882 100 ASDA Approved by SDA
EL PASO FOOD BANK = 5000387602 100 ASDA Approved by SDA
[ [33 Download Resuts to XML | [ #5) Download Results to 5V
6. As required, complete/review the following fields:
Field R/O/C Description
External Reference O The Sold-To Party's external reference information.
Number
Example:

Corpus Christi Food Bank

Message Type O Specific interpretation scheme for electronically
transmitted data.

Example:
S

@ (Note) Options for this field are S
(Success), E (Error), W (Warning), |
(Information), or A (Abort)
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Field R/O/C Description

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

Sales Order O Legal document created with sales information

such as name of customer, materials purchased,
quantities requested, and price.

Example:
5000387690

ltem O The line item on the document.

Example:
100

Status O The code for status of the document.

Example:
IASDA

Status Description O The definition of the status code.

Example:
Approved by SDA

Image: Upload SDA Sales Orders Screen

Home Operations Admin Reports Help
Order i Complaint Adminisirati Recall
Operations > Order Pracessing > File Uploads/Downloads > Upioad SDA Sales Orders Full Screen | Options »

Welcome to the Upload SDA Sales Orders Application
All required fields are marked with a red asterisk (*).
File Selection

* File Name: [ Choose File [ No file chosen

[ /= Submit Oniine |[ A Submit for Background Processing |

Results
View: | [Standard View] »
B External Reference Mumber Message Type Message Text Sales Order Item Status Status Description [
CORPUS CHRIST| FOOD BANK S 5000387680 100 ASDA Approved by SDA
HOUSTON FOOD BANK 3 5000387801 100 ASDA Approvad by SDA
DALLAS FOOD BANK 3 5000387802 100 ASDA Approvad by SDA
SLPASO FOOD BANK 3 5000387623 100 ASDA Approved by SDA

[T Downlosd Resufts fo XML | [#F] Downlosd Resulls to CSV
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7. Perform one of the following:
If Then
To download results in XML format Click |83 Bownlazd Resultz 2 XML | (the Download
Results to XML button).
To download results in CSV format Click [#] Download Resuits to CSV | (the Download

Results to CSV button).

_@ %)te) Note | 23] Download Results i XML | (the Download Results to XML) and
E

£} Downlozd Resuts to S5V | (1he Download Results to CSV button) are only enabled after clicking
the Submit Online button.

The download step is optional. Perform the download to validate the upload results.
8. Go to Step 12.

Image: Upload SDA Sales Orders Screen

Hama Operations Aadmin Reports Help

Order ing  Complaint Administrati Recall

Operations > Order Processing > File Uploads/Downlcads > Upload SDA Sales Orders Full Screen | Options +
»

Welcome to the Upload SDA Sales Orders Application
All required fields are marked with a red asterisk (*).
File Selection

* Fila Name: [ Choose File | Grder Upload_1D0008_50.62

[ = Submit Online |[ Al§ Submit for Background Processing |
Results

View: | [Standard View] -

B. Exemal Reference Number Messsge Type Message Text Sales Order ltem Status Status Deseription

[ T8 Download Results to %ML | | #8 Download Results to G5

9. Click &3 Submit for Background Preces=ing | (the Submit for Background Processing button) to
process the Sales Order XML file with 50 or more records.

@ (Note) The system performs validations to ensure the XML file formatting is correct, data is valid
(i.e. Sold-To, Ship-To, and Material ID, Program Code, Req Delivery Periods, FTL quantity, UOM,
Correlation ID, Ent/Bonus indicator) and that the user has a valid email address on their profile.

Thursday, May 26, 2022 © WBSCM Training - Proprietary Page 6 of 8



—

WBSCA ;

Work Instruction
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Image: Upload SDA Sales Orders Screen

Hame Operations Admin Reports Help

Order i Complaint Adms i Recall
Cperstians

> Order Processing > File Uploads/Downloads > Upioad SDA Sales Crders
»
“ou have successfully submitted Sales Order ling items for bateh procassing.

Once processing is complets you will reseive 2n e-mail with the resuits 2t whssmeauth@amail.oem

Welcome to the Uplﬂﬂd SDA Sales Orders Applicaiicn
All requirad fields are marked with a red asterisk (*).
File Selection

* File Name: [ Choose File | No file chosen

[ /& Submit Online |[ AR Submit for Background Frocessing
Results

Full Screen | Options *

View: | [Standard View] [=|

» &
B Sxemal Referance Number Messzge Type Message Text Sales Order ftem Status Status Descripton =
=
[T Downlozd Results to XML || #4 Download Results fo £S5V
10. Review the confirmation messages.
Image: WBSCM Notification
ey SDA Sales Order Uplosd Results = Message (HTML) oo 2]
| vaessoce @
wne ) y  DRiMeeting [ T000 3 To Manager 0¥ [ Rules ~ [ Ay NFind ©
awoe X L Q5 - Diostont o Done B & onenote B Y % @ reistea |V
G- Delete | Resty Reply Fommard g | e e et e MOE 0 o« | M Ctegorze rzy:.\« Tomste . | 2o0m
Detete Respana quic iove Tags i 2a6m
From: # WBSCM Notification Sent: Wed 4/9/2014 12:28 PM
To & SDAOrder Manager
Cc
Subject  SDA Saes Order Upioad Resuts
| Message | EOrder 5 KB) o

& Order Upload Results HTM [5 KE)

This email is notification that your Order upload file was processed. Please review the results below. Qutput/Result files are attached as “TXT" and “CSV" files
Submitted Date/Time : 2022-05-05 at 08:15:00 CST

Submitted User: ORDERMAS0001

Please contact the WBSCM Help Desk with any questions

Due to issues surrounding the emailing of “XML"

Extemal Reference Number [Msg Type Message Text D

Item Status | Status Description
WBSCMA000 s 5000191178 0000000100 ASDA. Approved by SDA |
WBSCMAO0L s 5000191178 (0000000100 ASDA [Approved by SDA |
WBSCMA002 s 5000191179 0000000100 ASDA Approved by SDA |
WBSCMAO03 s 5000191150 0000000100 ASDA Approved by SDA |
WBSCMA004 s 5000191181 0000000100 ASDA. Approved by SDA |
WBSCMAOQ03 s 5000191152 0000000100 ASDA Approved by SDA |
‘WBSCMA006 S

5000191183 0000000100 ASDA. Approved by SDA |

11.

update. Locate and view the WBSCM Notification email.

=)

file attachments, the “XML" is attached as a " TXT" extension. To use as an “XML" , please save the ".TXT" file with an " XML" extension.

Access the email account linked to the WBSCM User ID used when performing the sales order

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

12.

The transaction is complete.

Thursday, May 26, 2022 © WBSCM Training - Proprietary
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RESULT

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

) Less than 50 files — Submitted online
) More than 50 files — Submitted for background processing
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PROCESS OVERVIEW

Purpose

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

Process Trigger

Perform this transaction to display, modify, decline, return to workbench and resubmit returned sales
orders from FNS.

Prerequisites

) Sales Order must be returned by FNS.
. Original Sales Order must have been created by SDA from consolidating requisitions or Sales
Order Upload.

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

. Select Operations tab # Order Processing tab & Order Management folder % Returned
FNS Orders link to go to the Returned FNS Orders screen.

Tips and Tricks

e The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field
entries.

o A Conditional field: an entry that becomes required as a result of entering something
previous to it, which then deems it required

o An Optional field: you may enter information in an optional field, but an entry is not
required for the completion of the transaction

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

Reminders

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

1.

3.

Start the transaction using the following Portal path: Operations tab 2 Order Processing tab =
Order Management folder % Returned FNS Orders

Returned FNS Orders Screen
% operations I I

Complaint Administrati Recall Admini:

Returned FNS Orders | [=]
[4]0] i
Detailed Navigation =
Selections for CONSOLIDATION
» L3I File Uploads/Downloads
» O catalog Maintenance. Ordered Proguct: [130005-CHEESE CHED WHT BLOCK-40 LBS -
I Order Management
* Domestic Order Entry -
« Consolidate Requisitions [ Submit]

:
* Full Truck Load Requests
* Redistribute Order Quantities.
* CVIEWS
» O Entilement Management
» 03 Shipment Receaipts
» O NW Delivery Calendar

Portal Favorites =10

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

Returned FNS Orders Screen
| tome WELRCICUR Admin | Repors oo | |

Order Py i Complaint Administrati Recall Admini
Returned FNS Orders | [=]

Selections for CONSOLIDATION

Ordered Product ‘1 30005-CHEESE CHED WHT BLOCK-40 LBS v}

In the OrderedProduct field, click El (the Down arrow) to display products tied to orders that
you have submitted that have been rejected/returned by FNS.
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Returned FNS Orders Screen
| Home WOITETCIM Admin | Reports [HWep | |
Order Recall Administrati

Complaint Adminiatrat
Returned FNS Orders 1 (=]
¥

Selections for CONSOLIDATION

Ordered Product [120005-CHEESE CHED WHT BLOCK-40 LBS =]
130005-CHEESE CHED WHT BLOCK-40 LBS

130010-CHEESE NATURAL AMER FBD BARREL-500 LB
130125-TURKEY ROASTS FRZ CTN-32-48 LB

130139-PORK CAN-24/24 02

130159-BEEF FINE GROUND FRZ PKG-40/1LBS

130530-CEREAL CORN FLKS -SUBST

4. Select the product you wish to reallocate from this list. For this example, click
Ll e )= = = TN N =S =T =R SRS (the 130010-CHEESE NATURAL AMER

FBD BARREL-500 LB option).
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Returned FNS Orders Screen
| tome WCLRCISUR Admin | Repors b | |

Order Py i Complaint Administrati Recall Admini
Returned FNS Orders 1 (=]

Selections for CONSOLIDATION

Ordered Product | 130010-CHEESE NATURAL AMER FBD BARRELVSUD.:]

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

Home [TICTGNEM Admin | Reports | Help

Order F g Complaint inistrati Recall ini
Returned FNS Orders | [=)
¥
~
@ Back|[ R er-By Date | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500]~]| m
View: [Standard View] ~ “ZExpandAl [E Selectall (FyUnallocate &£YRetum 3¢ Decline € Retum to Workbench | 7 Update OrderReq
RowL1 Select RowlL2 ForFTL Quantty ShipDate Ship-To Ship-ToName  Ship-To City Ship-ToRg Ordered Product Product Description Multi Stop  GroupNo  Sold-To Sold-To Name
» ] +0 /-0 80 02/25/2015 w 8102818 w VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TEST SDA 1
AMER FED
BARREL-500 LB
» +0 /-0 80 02/25/2015 « 8102818 ~ VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
» +0 /-0 80 03101/2015 * 8102817 ~ VIVA TEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TESTSDA1
AMER FBD
BARREL-500 LB
» +20 /-0 60 1115/2015 w 8011031 + DEV UNIT DEV UNIT TEST SDA VA 130010 CHEESE v 515117671 8011031 DEV UNIT
TESTSDA 1 NATURAL TESTSDA 1
AMER FBD
BARREL-500 LB
Lo ‘.
View: | [Standard View] ~ | Allocate
Select Rowl2 Quantity ShipDate Ship-To Ship-ToName Ship-ToCity Ship-ToRg Product Product Description Group No  Sold-To Sold-Tor
v
< >
6. A list of FNS Returned orders will display. Next to each consolidated order, there is an arrow

icon. You can use this icon to display all the requisitions that were part of that sales order. For
this example, click » (the Arrow icon) beside the first sales order to display the requisitions.
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FNS Returned Orders Screen
% operations [N R I

Cemplaint Administrati Recall
Returned FNS Orders 1 (=]
Returned FNS Orders
@@ Back][ [ Reqs Past Order-By Date | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500[] m
View: %% Bxpand Al [Z1 Selectal (Fyunallocate &Y Retum 3¢ Decline {7 Retum to Workbench | /7 Update OrdenReq
RowL1 Select RowlL2 ForFTL Quantiy ShipDale  Ship-To  Ship-ToName | Ship-To City Ship-ToRg  Ordered Product  Product Description  Multi Stop  GroupNo  Sold-To  Sold-ToName
- ] +0/-0 I 02/2512015 = 8102818+ VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
T0 05 NATURAL TESTSDA 1
AMER FED
BARREL-500 LB
m 80021252015 8102818  VIVASHIPTO | FAIRFAX VA 130010 CHEESE NATURAL 8011034
05 AMER FED
BARREL-500 LB
» +01-0 80 022512015 + 8102818 ~ VIVA SHIP  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TESTSDA1
AMER FED
BARREL-500 LB
» +0 /-0 80 03/01/2015 w 8102817 ~ VIVA TEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
» +20 /-0 60 11115/2015 = 8011031 ~ DEV UNIT DEV UNIT TEST SDA VA 130010 CHEESE [v] 515117671 8011031 DEVUNIT L
TEST SDA 1 NATURAL TEST SDA 1
AMER FBD

BARREL-500 LB

_oramanns_

View:| [Standard View] ~ | Allocate
Seled Rowl2 CQuantity ShipDate Ship-To Ship-ToName Ship-ToCity Ship-ToRg Product Product Description Group No  Sold-To Suld-anv
< >
7. All requisitions associated to the sales order in line item 1 are displayed.

Modifications that can be made to sales order line items include:

* Changing Quantity, Ship Date and Ship-To information

* Removing Group No. by deselecting the Multi Stop checkbox.

* Unallocating a sales order from the list of sales orders displayed
* Declining a sales order

* Returning sales order to Workbench
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FNS Returned Orders Screen

SN oeroions PN I I
Order P il Cemplaint inistratis Recall inistrati
Returned FNS Orders 1 (=]
Returned FNS Orders
E . r ~
@ Back s1e | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500(% ] m
View: |[Standard View] | S5 ExpandAl [Z Selectal (Fyunaliocate &YRetun 3¢ Decline 7 Retum to Workbench || 27 Update OrdenReq
Rowli Select Rowl2 ForFTL CQuantity ShipDate  ShipTo  Ship-ToName  Ship-To City ShipToRg  Ordered Product  Product Descripion MuliStop GroupNo  Sold-To  Seld-ToName
- +0 /-0 [T 0272512015 w 8102818 ~ VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
T0 05 NATURAL TESTSDA 1
AMER FED
BARREL-500 LB
80021252015 8102818  VIVASHIPTO | FAIRFAX VA 130010 CHEESE NATURAL 8011034
05 AMER FBD
BARREL-500 LB
» +01-0 80 022512015 + 8102818 ~ VIVA SHIP  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
1005 NATURAL TESTSDA1
AMER FED
BARREL-500 LB
» +0 /-0 80 03/01/2015 w 8102817 ~ VIVA TEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
» +20 /-0 60 1115/2015 ~ 8011031 ~ DEV UNIT DEV UNIT TEST SDA VA 130010 CHEESE v 515117671 8011031 DEV UNIT -
TEST SDA 1 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB

View:{(Standara view] | =] Allocate
Seled Rowl2 Quantity ShipDate Ship-To Ship-ToName Ship-ToCity Ship-ToRg Product ProductDescription

<

v
Group No  Sold-To SoldTot

>

8. As required, complete/review the following fields:
Field R/O/C Description
Quantity R Number of items being processed.

Example:
70

@ (Note) When changing a sales order, the Quantity, Ship Date and Ship-To fields can be modified.
For this step, the quantity will be changed. When modifying the quantity, users may change from
FTL to Split or from Split to FTL quantity. When changing quantity from Split to FTL, adjust the

quantity to FTL and uncheck the Multi Stop checkbox. After refreshing, the Group No. values will

be deleted automatically.

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

Requisition Status Report & Order Status Report.

Friday, March 12, 2021
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Returned FNS Orders Screen

Returned FNS Orders 1[5
¥
~
Ordered Product 130010-CHEESE NATURAL AMER FBD BARREL-500/%| M
View: |[Standard View] v BExpandAl [ selectal (RUnallocate £Retun 3¢ Decline € Retumto Workbench | 7 Update OrderReq
RowL1 Select RowlL2 ForFTL Quantity ShipDate Ship-To Ship-ToName  Ship-To City Ship-ToRg Ordered Product Product Description Multi Stop GroupNo  Sold-To Sold-To Name
hd ] +0 /-0 70 02/25/2015 + 8102818 ~ VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
T0 05 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
80 02/25/2015 8102818  VIVASHIPTO | FAIRFAX VA 130010 CHEESE NATURAL 8011034
05 AMER FED
BARREL-500 LB
» (] +0 /-0 80 02/25/2015 = 8102818 ~ VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TEST SDA 1
AMER FED
BARREL-500 LB
» +0 /-0 80 030112015 + 8102817 ~ VIVA TEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
» +20 -0 80 11/15/2015 + 8011031 ~ DEVUNIT  DEVUNITTESTSDA VA 130010 CHEESE [v/ 515117671 8011031 DEVUNIT L
TEST SDA 1 NATURAL TEST SDA 1
AMER FED
BARREL-500 LB
| ovstene
View: [Standard View] ~| Allocate
v
Seled Rowl2 Quantity ShipDate Ship-To Ship-ToName Ship-ToCity Ship-ToRg Product Product Description GroupNo  Sold-To Sold-Tol
<[ >
9. A sales order can be unallocated from the work area if user chooses to work on it at a later time.

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

Returned FNS Orders Screen
| tome WIREE Acrin | Ropors JHop | |

Order F g Complaint Administrati Recall
Returned FNS Orders 1=
¥
_ ~
@9 Back|[ [ Reqs Past OrderBy Dale | Ordered Product: [130010-CHEESE NATURAL AMER FBD BARREL-500] =
View: % Expand All [E Select All &I Retun 3¢ Decline & Retum to Workbench | /7 Update OrdenReq
Rowl1 Select Rowl2 ForfTL Quantty ShipDale | SNBTO [1iark for lirminstion Jup-To Cily ShipToRg Ordered Product Product Description Multi Stop  GroupNo  SoldTo  Sold-ToName
- ] +10 /-0 70 02/25/2015 = 8102818 ~ VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
700212512015 8102818  VIVASHIPTO | FAIRFAX VA 130010 CHEESE NATURAL 8011034
05 AMER FBD
BARREL-500 LB
13 il +0 /-0 80 02/25/2015 w 8102818 ~ VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TEST SDA1
AMER FED
BARREL-500 LB
» +0/-0 80 03/01/2015 « 8102817 ~ VIVA TEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
» +20 /-0 60 1115/2015 = 8011031 ~ DEV UNIT DEV UNIT TEST SDA VA 130010 CHEESE [v] 515117671 8011031 DEVUNIT L.
TESTSDA 1 NATURAL TEST SDA 1
AMER FED
BARREL-500 LB
oo |
View:  [Standard View] |~ Allocate
v
Seledt Rowl2 CQuantity ShipDate Ship-To Ship-ToName Ship-ToCity Ship-ToRg Product ProductDescription GroupNo  Sold-To Sold-Tol
<| >

10.  Click |Gy Unaliocate | (the Unallocate button).
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Returned FNS Orders Screen
% operations [N R I

Complaint Administrati Recall
Returned FNS Orders 1 (=]
— — ) r ~
@@ Back|[ [ Reqs Past Order-By Dale | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500]%] |
View: %5 Expand All [ Select Al ARetun 3¢ Decline {7 Retum to Workbench | 27 Update OrderReq
RowlL1 Select Rowl2 ForFTL Quantity Ship Date Ship-1 ip-To Name  Ship-To City Ship-ToRg Ordered Product Product Description Multi Stop  GroupMo  Sold-To  Sold-To Name
- ] +10 /-0 70 027252015 w 8102818 VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TESTSDA 1
AMER FED
BARREL-500 LB
70/02125/2015 8102818 | VIVASHIPTO | FAIRFAX VA 130010 CHEESE NATURAL 8011034
AMER FED
BARREL-500 LB
» +01-0 80 0300112015 + 8102817 ~ VIVA TEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TESTSDA 1
AMER FED
BARREL-500 LB
» +20 /-0 60 11115/2015 ~ 8011031 ~ DEV UNIT DEV UNIT TEST SDA VA 130010 CHEESE v 515117671 8011031 DEV UNIT
TESTSDA 1 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
Lo .
View:|[Standard View] ~ | Allocate
Selet Rowl2 Quantity ShipDate ShipTo ShipToMame  ShipToCily ShipToRg Product ProductDescription GroupNo  Sold-To  Sold-To Name Iden
O 80 0202512015 8102818 VIVASHIPTOO0S FARFAX VA 130010 | CHEESE NATURAL AMER FBD BARREL-500 LB 8011031 | DEV UNIT TEST SDA 1
v
< >

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

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

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

Returned FNS Orders Screen
W ey oo | wepors J ol | |

Complaint inistrati Recall
Returned FNS Orders 1 [=]
¥
. . ~
@ Back|[ [ Req's Pasi Order-By Dale | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500[% M
View: | [Standard View] ~| B EpandAl [5G SelectAll (P Unallocate & Retun & Retum to Workbench | 7 Update OrderReq
Rowl1 Select Rowl2 ForFTL Quantty ShipDate  Ship-To Ship-ToName | Ship-] Incomplcte critical BhipToRg  Ordered Product Product Description MultiStop GroupNo  Sold-To  Sold-ToName
- ] +10/-0 70 021252015 « 8102818 ~ VIVA SHIP  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
70/021252015 (8102818 | VIVASHIPTO | FAIRFAX va 130010  CHEESE NATURAL 8011034
AMER FED
BARREL-500L8
» il +0/-0 80 03012015 ~ 8102817 ~ VIVA TEST  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
SHIP TO NATURAL TEST SDA1
AMER FBD
BARREL-500 LB
» +20 /-0 60 11/15/2015 * 8011031 ~ DEV UNIT DEV UNIT TESTSDA VA 130010 CHEESE vl 515117671 8011031 DEV UNIT
TESTSDA 1 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB

Unallocated ltems ” D I
View:| [Standard View] ~ | Allocate

Seled Rowl2 Quantity ShipDate ShipTo Ship-ToName  Ship-ToCity ShipToRg Product ProductDescription GroupNo  Sold-To  Sold-To Name Iden
[m] 80 02/25/2015 8102818 WIVASHIPTOO05 FAIRFAX VA 130010 | CHEESE NATURAL AMER FBD BARREL-500 LB 8011031 | DEV UNIT TEST SDA 1
v
<[ E
12.  Click # DeCliNg he pecline button) if you choose to cancel the sales order and the associated

requisition(s).
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Returned FNS Orders Screen

Admin
Complaint Admini
Returned FNS Orders 1 (=)
¥
@@ Back|[ [ Reqs Pasl Order-By Dale | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500]%] M
View: [Standard View] | ~| %5 ExpandAll [ SelectAll (FUnallocate 43 Retum & Retum to Warkbench | 27 Update OrderReq
RowlL1 Select Rowl2 ForFTL Quantity Ship Date Ship-To Ship-To Name  Ship-To City Ship-ToRg Ordered Product Product Description  Multi Stop  GroupNe  Sold-To  Sold-To Name
- ] +10/-0 70 021252015 + 8102818 ~ VIVA SHIP  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TEST SDA 1
AMER FED
BARREL-500 LB
70 02/2512015 8102818  VIVASHIPTO | FAIRFAX VA 130010 CHEESE NATURAL 8011034
AMER FED
BARREL-500 LB
» +20 /-0 60 11/15/2015 = 8011031 ~ DEVUNIT  DEV UNIT TESTSDA VA 130010 CHEESE v 515117671 8011031 DEV UNIT
TEST SDA 1 NATURAL TEST SDA1
AMER FED
BARREL-500 LB

Unallocated ltems | Retumed llems Retum to WB
View: [Standard View] |~ Allocate

Seled Rowl2 Quaniiy ShipDate ShipTo  Ship-ToMName ShipToCity Ship-ToRg Product Product Description GroupNo  Sold-To  Sold-To Name 1der
[m] 80 030172015 8102817 VIVATESTSHIPTO FAIRFAX VA 130010  CHEESE NATURAL AMER FBD BARREL-500 LB 8011031 | DEV UNIT TEST SDA 1

< >

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

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

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

Returned FNS Orders Screen
W ey oo | wepors J ol | |

Complaint inistrati Recall
Returned FNS Orders | [=]
¥
. . ~
@ Back|[ [ Reqs Pasi Order-By Dale | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500[%] A
View: [Standara View]  |v| "5 Expand Al [E SelectAll (RyUnallocate 4 Retum 3¢ Decline 2 Update OrderReq
Rowl1 Select Rowl2 ForFTL OQuantty ShipDale  Ship-To  Ship-ToName Ship-To City sh(OK Rg OrderedProduct Product Description MultiStop GroupNo  Sold-To  Sold-ToName
v +1010 70 0272512015 v 8102818~ VIVA SHIP  FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
70/021252015 (8102818 | VIVASHIPTO | FAIRFAX va 130010  CHEESE NATURAL 8011034
AMER FED
BARREL-500L8
» "\ +20 /-0 60 11M15/2015 « 8011031 ~ DEV UNIT DEV UNIT TESTSDA VA 130010 CHEESE v 515117671 8011031 DEV UNIT
TESTSDA 1 NATURAL TEST SDA1
AMER FBD
BARREL-500 LB
Unallocated tems  Retumed tems Return to W8
View:| [Standard View] ~  Allocate
Select Rowl2 Quantty ShipDate  Ship-To  Ship-ToName ShipToClty ShipToRg  Product Product Description GroupNo Sold-To  Sold-To Name icen
=] 80 03012015 8102817 VIVATESTSHIPTO |FARFAX VA 130010 CHEESE NATURAL AMER FBD BARREL-500 LB 8011031 | DEVUNIT TEST SDA 1
v
< >
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14. Click |@ Return to Workhenm| (the Return to Workbench button) to cancel the sales order and
return the requisition(s) back to the Consolidation Workbench.

Returned FNS Orders Screen

Home [LTIETLLENN Admin Reports | Help

Order Complaint inistrati Recall inie
Returned FNS Orders 1[=]
¥
~
&= Back Req's Past Order-By Date | Ordered Product |130010-CHEESE NATURAL AMER FBD BARRELémJ"l 1

View: |[Standard View) ‘| B ExpandAl [G SelectAll (Y Unallocate £ Retum 3¢ Decline | £ Update OrderReq

Rowl1 Select Rowl2 ForFTL |Quantity |ShipDate  ShipTo  Ship-ToName | Ship-ToCily ShipToRg |OrderedProduct ProdudDescription MultiStop GroupNo SoldTo  Sold-ToName |Identification d
- ] +10 /-0 70 0212512015 ¥ 8102818 ~ VIVASHIP  FAIRFAX VA 13000  CHEESE 8011031 DEV UNIT
1005 NATURAL TEST SDA 1

cn|

BARREL-500 LB

70 02/25/2015 8102818 VIVASHIPTO | FAIRFAX VA 130010 CHEESE NATURAL 8011034
05 AMER FBD
BARREL-500 LB

. i
View:| [Standard View] ~  Allocate

Seled Rowl2 Quanliy ShipDate ShipTo  Ship-ToName Ship-To City ShipToRg Product Product Deseription GroupNo  Sold-To  Sold-To Name Iden
] 60 111512015 8011031 DEV UNITTESTSDA1 DEVUNIT TESTSDA | VA 130010 = CHEESE NATURAL AMER FBD BARREL-500 LB | 515117671 8011031 DEVUNIT TEST SDA 1

<[ >

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

Returned FNS Orders Screen

Complaint Admini
Returned FNS Orders 1=
¥
r o ~
@ Back] [ Req's Past Order-By Dale | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500]%] M

View: |[Standard View) ~| B Expand Al [l SelectAll (FyUnallocate £IRetun 3¢ Decline €7 Retum to Workbench | 7 Update OrderReq

RowL1 Select Rowl2 ForFTL Quantity ShipDate  Ship-To Ship-ToName  Ship-To City Ship-ToRg Ordered Product Produd Description MulliStop GroupMNo Sold-To  Sold-ToName  Identification f
- | +10 /-0 70 02/25/2015 = 8102818 ~ VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT

TO 05 NATURAL TESTSDA 1
AMER FBD
BARREL-500 LB

700212612015 8102818 VIVASHIPTO | FARFAX | VA 130010 CHEESE NATURAL 8011034

05 AMER FBD

BARREL-500LB

I | b Return to WB
View: [Standard View] -

Seled Rowl2 Quaniity ShipDate Ship-To  Ship-To Name Ship-To City Ship-ToRg Product Product Description GroupNo  Seld-To  Sold-To Name Idsv*
:';E 60 11/152015 8011031 DEVUNITTESTSDA1 DEVUNIT TEST SDA VA 130010 = CHEESE NATURAL AMER FBD BARREL-500 LB | 515117671 8011031 DEV UNIT TEST SDA 1

<[ 2z

16.  Click (MIOCAE (1o Ajlocate button).
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FNS Returned Orders Screen

Home [Tl Admin | Reports | Help
Order Complaint ini i Recall inis

Returned FNS Orders IE)

[@@Back| [T Reqs PasiOrder £y Dale | Ordered Product [130010-CHEESE NATURAL AMER FED BARREL-500(%]
View: [Standard View] '~ ZExpandAl [ selectan (Ryunallocate &YRetum 3¢ Decline 7 Retumto Workbench | 7 Update OrderReq
RowlL1 Select Rowl2 ForFTL Quantty ShipDate  Ship-To Ship-ToName  Ship-To City Ship-ToRg Ordered Product Product Description Multi Stop  GroupMo  Sold-To  Sold-ToName
- ] +10 /-0 70 02/25/2015 = 8102818 ~ VIVA SHIP FAIRFAX VA 130010 CHEESE 8011031 DEV UNIT
TO 05 NATURAL TEST SDA 1
AMER FED
BARREL-500 LB
700212512015 8102818 VIVASHIPTO | FAIRFAX VA 130010 CHEESE NATURAL 2011034
AMER FED
BARREL-500 LB
» | +20 /-0 60 11115/2015 « 8011031 ~ DEV UNIT DEV UNIT TEST SDA VA 130010 CHEESE vl 515117671 8011031 DEV UNIT
TESTSDA 1 NATURAL TESTSDA 1
AMER FED
BARREL-500 LB
View: [Standard View] il
Seled Rowl2 OQuantity ShipDate Ship-To Ship-ToName Ship-ToCity Ship-ToRg Product Product Description GroupNo Sold-To Sold-Tolf
v
<[ >;

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

27 Update Order/Req

After any modifications have been made to the sales order(s), click (the

Update Order/Req button) to execute the changes.

@ (Note) In the event that you receive the error message shown below after clicking the Update

Order/Req button, wait a few minutes and try again. The error occurs when the Sales Order is
locked by another user (or system process).

@ Reguest Failed: Following Requisttion(s) are being processed : Transaction 5000269560

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

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

FHS Returned W8

No more changes possible after Update Req.
Continue to Submit Order?

18. Click - (the Yes button) to continue to submit the order(s).

FNS Returned Orders Screen

Returned FNS Orders. 1 =]

Requisition ltems Updated Successfully

T Reqs Past Order-By Dale | Ordered Product [130010-CHEESE NATURAL AMER FBD BARREL-500[~]

[Standara view |+ 3
» | O +10/0 7002252015 9102818 VIVASHIP  FAIRFAX VA 130010 CHEESE 2011031 DEV UNIT
T005 NATURAL TEST SDA1
AMER FBD
]
» | O 4200 6011152015 9011031 DEVUNIT  DEV UNITTESTSDA VA 130010 CHEESE [ 51517671 8011031 DEVUNIT
TESTSDA 1 NATURAL TEST SDA 1
AMER FBD

[Standard View] -

< >

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

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

o (Note) In the event that you receive the error message shown below after clicking the
Submit Order for Approval button, wait a few minutes and try again. This error occurs
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when the Sales Order is locked by another user (or system process).
) Request Faded: Document S000269560 is beng processed by user REZAMO0D1

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

ﬁ (Note) If you do not submit your orders for approval, they will not be processed by FNS.

FNS Returned Orders Screen

e R e e
Order F i

Complaint inistrati Recall inis
1[=]

Returned FNS Orders
~

[# Documents Approved Successfully

[@@Back] [ Reqs Past OrderE) Dale | Ordered Product [130010-CHEESE NATURAL AMER FED BARREL-500
Vi S ew~] 5 Epand Al B Setectan | (€5 Sibmi oo o Appl
Rowli Select RowlL2 ForFTL Quantity ShipDate  ShipTo  Ship-ToName = Ship-To City Ship-ToRg  Ordered Product  Product Descripion Muli Stop  GroupNo  Sold-To  Seld-To Name
» ] +20 /-0 60 1115/2015 « 8011031 ~ DEV UNIT DEV UNIT TEST SDA VA 130010 CHEESE v 515117671 8011031 DEV UNIT
TEST SDA 1 NATURAL TEST SDA 1
AMER FBD
BARREL-500 LB
| | Lo

View:|[Standard View] ~

Seled Rowl2 Quaniity ShipDate Ship-To Ship-ToName Ship-ToCity Ship-ToRg Product Product Descriplion Group No  Sold-To SDM—THI‘(

<

20. You have completed this transaction.

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

The transaction has been successfully completed.
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PROCESS OVERVIEW

Purpose

State Distribution Agencies (SDAs), Indian Tribal Organizations (ITOs), and third-party barter Order
Managers can generate orders in separate systems and then upload those orders into WBSCM.
Periodically, Order Managers will download order information from WBSCM and then upload this data to
their system of record to capture order status, updates, and other changes. The purpose of the
transaction described in this document is to download all pertinent sales order data in a format that can
be uploaded into third-party systems. The download file includes only sales orders from the Order
Managers own organization.

Process Trigger
Use this procedure to download sales orders from WBSCM.
Prerequisites
) Sales orders from the SDA/ITO or third-party barter company must exist in WBSCM.
Portal Path
Follow the Portal path below to complete this transaction:

. Select Operations tab # Order Processing tab % File Uploads/Downloads folder =
Download Sales Orders link to go to the Download Sales Orders screen.

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field
entries.
o Required (R) - a mandatory field necessary to complete the transaction.
o  Optional (O) - a non-mandatory field not required to complete the transaction.
o  Conditional (C) - a field that may be required if certain conditions are met,
typically linked to completion of a mandatory field.
o Refer to the WBSCM Portal Basic Navigation course for tips on creating favorites,
perform searches, etc.
) Refer to the Upload SDA Sales Order work instruction for instructions on how to upload
sales orders into WBSCM.
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PROCEDURE

1. Start the transaction using the following Portal path: Operations tab 2 Order Processing tab =
File Uploads/Downloads folder # Download Sales Orders link.

Image: Download Sales Orders Screen

Home Operations Admin Reports Help

Order Pr i C i inistrati Recall

Operations > Order Processing > File Uploads/Downloads > Download Sales Orders

Full Screen | Options *

[Z Execute Guery |[ (3 Download XML File | [ Download G5V File

[E1[

View: | \WBSCM_STANDARD| ~ | | Export 4

Sales Order No.

Sales Order Line em

m The table does not contain any data

Material Number

Sold-To  Sold-To Description

Filz Uploads/Downloads
vl Aty Download Sales Orders Selection Criteria =
Download Purchase Orders Mote: At least 1 of following criteria must be provided: R sted Delivery Date, Shij t Receipt Date or Order Number
Upload SDA Sales Orders Sold-To Party: [E] [4000491 To 2
Catalog Maintenance Program:  » =
Order Management Material Number: ¢ | &) Te | & =
Entitlement Management Ship-To Party: & ‘ || s ‘ || 4
: . Requested Delivery Date: m To m o
S i Sﬂ:ﬂpmenl REI:Ei:[ Date 2 To E =
LB e AT Status. ¢ o[ [° &
Last Updated: <> To 7] =
Order Number:  (» | =l To | =l &

v &

Ship-To  Ship-To Description  Sched Line Date

[»

Click = (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done
with any transaction in WBSCM.

Thursday, September 24, 2020
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3.

Image: Download Sales Orders Screen

Home Operations Admin Repaorts Help

Order Pr il G int Administrati Recall #
Operations > Order Processing > File Uploads/Downloads > Download Sales Orders

Download Sales Orders Selection Criteria

Full Screen | Options v

Mote: At least 1 of following criteria must be provided: Requested Delivery Date, Shipment Receipt Date or Order Number

Sold-To Parly- =] 4000491 To 5
Program: > . =
Material Number. <> | [ To | 7] &
Ship-To Party: & | 7] To | 7] L
Requested Delivery Date: <> | l{z] To | 7] o
Shipment Receipt Date: ¢ | = To | gl =3
Status: < . To o
Last Updated: < | £ To [ i) =
Order Number: & | [al] To | &l 5
[E Execute Query |[[3 Download XML File | [ Download CSV File |
View:| WBSCM_STANDARD| ~ | Export 4
Sales Order No. Sales Order Line ltem Material Number Sold-To

\1| The table does not contain any data
T

As required, complete/review the following fields:

Field R/O/C Description

)

ST

Sold-To Description Ship-To Ship-To Description Sched Line Date

Sold-To Party: R

Unique identifying number associated with a
particular customer in WBSCM.

(Note) Order Managers can only display
sales orders for their own organization.

Requested Delivery |C

Date when customer would like the
Date: material/commodity to arrive at the Ship-To.

Example:
06/12/2017

Shipment Receipt C

The date the shipment is received.

Date:
@ (Note) Users need to limit date ranges
b to within one year.

Last Updated: O Most recent date for update.
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Field R/O/C Description

Order Number: C This can be a sales order number, purchase order
number, or delivery document number. When
entering this number, the customer ensures that
they are receipting against the correct order. In the
case of inbound to warehouse receipts, only enter
a purchase order number in this field.

@ (Note) The order number here

represents the sales order number.

@ (Note) Users are required to enter either Requested Delivery Date, Shipment Receipt
Date, or Order Number and other criteria as appropriate.

@ (Note) To search for orders that fall within a range, enter the lowest value in the required
field on the left; then, enter the highest value for the range after "To". For example, to

search for orders requested for delivery between June 12, 2017 and June 12, 2018, enter

"6/12/2017" next to Requested Delivery Date and "6/12/2018" after To in the same row.

Image: Download Sales Orders Screen

Home Operations Admin Reports Help

Order P il G int Administrati Recall £

Operations > Order Processing > File Uploads/Downloads > Download Sales Orders Full Screen | Options

Download Sales Orders Selection Criteria =

Meote: Af least 1 of following criteria must be provided: Requested Delivery Date, Shipment Receipt Date or Order Number

Sold-To Party: =\ 4000491 To o

Program: < =

Material Number: 3 | [=IRCH| & =
Ship-To Pary: & | w1 To | w1 =
Requested Delivery Date: < [612/2017 [0 To [6r122018 |03 i
Shipment Receipt Date: & | 0 To | g o
Staws: & [ |0 To =

Last Updated: < [ 1] To | @ =

Order Number: & | [l To | [l =

Download CSV File |

(%> Execute Query |[[5 Download XML File | [

View:WBSCM_STANDARD| ~| | Export 4 F &
Sales Order Mo. Sales Order Line Item Material Number Sold-To Sold-Te Description Ship-To Ship-To Description Sched Line Date

\1| The table does not contain any data
]

4, Click | & Execute Query | (the Execute Query button) to generate a list of sales orders.

@ (Note) Order Managers can download sales orders as an XML, CSV, or Excel file. Select the file
format based on upload requirements for the organization's system of record.
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Image: Download Sales Orders Screen

Home Operations Admin Repaorts Help

Order Pr il G int Administrati Recall #
Operations > Order Processing > File Uploads/Downloads > Download Sales Orders Full Screen | Options v
; I ~
Download Sales Orders Selection Criteria =l

Mote: At least 1 of following criteria must be provided: Requested Delivery Date, Shipment Receipt Date or Order Number

Sold-To Parly- =] 4000491 To 5
Program: > . =
Material Number. <> | [ To | 7] &
Ship-To Party: & | 7] To | 7] L
Requested Delivery Date: [ [081122017 [ To [oen122013 [ &
Shipment Receipt Date: & | = To | gl =3
Status: < . To o
Last Updated: < | £ To [ i) =
Order Number: & | [al] To | &l 5
& Execute Query Download XML File | [ ] Download CSV File |
View:| WESCM_STANDARD| ~ | Export 4 Z &
Sales Order No. Sales Order Line ltem Material Number  Sold-To Sold-To Description Ship-To Ship-To Description Sched Line Date “
5000302126 000100 100306 4000491 | MIDepl. of Education | 5004126  Forgatten Harvest 08/15/2017
5000302127 000100 100306 4000491 | MIDept of Education | 5000388 GLEANERS COMMUNITY FOOD BANK 081512017
5000302129 000100 100331 4000491 | MIDepl. of Educalion | 5000393  FBSCM 06/15/2017 o
5000302129 000200 100331 4000491 | MIDept. of Education | 5001206 FOOD BANK OF EASTERN MICHIGAN 06/15/2017
5. Perform one of the following:
If Then
The user needs to download the sales orders to an  gjick | [33 Download XML File | (the Download XML
XML file File button) to save the XML file locally.

The user needs to download the sales orderstoa  CJick | 25 Download CSV File | (the Download CSV
CSV file File button) to save the CSV file locally.

The user needs to download the sales orders to an 1. Click B9 4 (the Export button).

Excel file 2. Click | Export to Microsoft Excel (the Export

to Microsoft Excel list item) to save the
Excel file locally.

=

“ (Note) The headings in the Excel
spreadsheet specify the information that
is displayed in each column.

5 -
6. Click e (the Save button) to open the Download Options window and save the file.

(Note) Save |7 (The Save button) appears after the initial selection.

@ (Note) In the Purchase Order column the number starts with a 4. In cases where sales
orders were converted to a forecast, the Purchase Order column will show the allocation
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document number which begins with a 7 instead of the purchase order number.

Image: Download Sales Orders Screen

Home Operations Admin Reports Help

Order Processing Complaint Administration ~ Recall Administration
Operations > Order Processing > File Uploads/Downloads > Download Sales Orders Full Screen | Options

Download Sales Orders Selection Criteria =l e

Meote: Af least 1 of following criteria must be provided: Requested Delivery Date, Shipment Receipt Date or Order Number

Sold-To Party: =] [4000491 To [
Program: o
Material Number: ¢ | o Te | o) =
Ship-To Pary: & | To | [l =
Requested Delivery Date: [ [06/12/2017 To [o6r12201 [ e
Shipment Receipt Date: To | I =3
staus: o &
Last Updated: To | g -
Order Number: To | [l Lo
[% Execute Query | ([ Download XML File | [} Download C5V File |
View: | WBSCM_STANDARD| ~ || ‘Export ¥ £
Sales Order No. Sales Order Line ltem Material Number Sold-To Sold-To Description Ship-To Ship-To Description Sched Line Date E
e
5000302126 000100 100306 4000491 | MIDept. of Education 5004126  Forgotten Harvest 08/15/2017
5000302127 000100 100308 4000491 | MIDept. of Education 5000388 GLEANERS COMMUNITY FOOD BANK 0811572017
5000302129 000100 100331 4000491 | MIDept. of Education | 5000383  FESCM 06/15/2017 o
5000302129 000200 100331 4000491 | MI Dept. of Education | 5001206 FOOD BANK OF EASTERN MICHIGAN 06152017

7. This transaction is complete.
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RESULT
Sales orders have been downloaded from WBSCM as XML, CSV, or Microsoft Excel files.
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PROCESS OVERVIEW

Purpose

The Order Status Report summarizes the life cycle of an order from initial entry through receipt. In
addition to the current order status, this report provides details about the order, including the expected
delivery date and the type and quantity of item(s) ordered. State Distributing Agencies (SDAs) and Indian
Tribal Organizations (ITOs) may use this information to coordinate deliveries with processors or other
partners. The status code are described in the Sales Order and Complaint Statuses job aid.

Process Trigger

This report is intended for FNS Order Managers, SDAs/ITOs, and Ship-Tos to review delivery dates,
approval statuses, and other order details.

Prerequisites
. Orders must exist in WBSCM.
Portal Path
Follow the Portal path below to complete this transaction:
. Select Reports tab & Order Processing folder 2 Order Status Report link
Tips and Tricks

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

linked to completion of a mandatory field
. Refer to the WBSCM Help site, Frequently Referenced Training Materials section for basic
navigation training and tips on creating favorites, performing searches, etc.
. Refer to the Reporting Navigation Job Aid for tips for using WBSCM reports.
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1. Start the transaction using the following Portal path: Reports tab = Order Processing folder =
Order Status Report link.

Image: Order Status Report Screen

Home Operations Admin Reports Help

‘Order Processing

4 Reports > Order Processing > Order Status Report Full Screen | Options
Entitlement Management
- Domestic Price Support Report Welcome to Order Status Report
Domestic Ship-To Contacts Report All required fields are marked with a red asterisk (*). Dates are formatted as: MM/DDMYYY'Y.
Material Outlay Report Search Criteria =
Multi-Food Received Shipment Report @ Execute % Reset | [S]Printto PDF | 5]
Multi-Food Requisition Report & Show Variants
National Warehouse Delivery Calendar R... Program: & o
Req. Detvery Date: ; w 5 e
. Processing Status Report Material: 9] 7o | 0 =
) Received Shpment Fipod Sold-To Party: 2
Ship-To Party: o
Redistribution/'Redonation Detail Report
" onation Region Cods: =] o
Requisifion Status Report Purchasing Group: -
Stocks al Subconiractor Status: o
Value of Commodifies Recsived - RA OrdesType: 4
Order Mumber: To | [a] o
Walue of Materials Received - Domestic &...
it e Incl. Re-Dist /Re-Don. Docs ?: [ [VES |
Value of Materials Received - Multi-Food Shipment Receipt Date; &> [ta To g o
2. Click 1 (the Hide Navigator arrow) to minimize the Portal menu. Note this can be done with

any transaction in WBSCM.

@ (Note) A value must be entered in at least one of the following selection fields: Req.-
Delivery Date, Shipment Receipt Date, or Order Number. Additional search criteria can
be used to narrow the results.

@ (Note) Use the To field to indicate the upper value of a range when needed. For example,
to search for orders with a requested delivery date between March 1,

2021 and January 24, 2022, enter "03/01/2021" in the Req. Delivery Date field and

"01/24/2022" in the adjacent To field.
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Review Order Status Report

3.

Image: Order Status Report Screen

Home Operations Admin Reports Help
Order Processing

Reports > Order Processing > Order Status Report

Welcome to Order Status Report
All required fields are marked with a red asterisk (*). Dates are formatted as: MM/DDMYYY.

Full Screen | Optlions

Search Criteria |E|
(ErExecute ™ Reset | [ElPrntto PDF | (5]
[% Show Variants
Program: <> = o
Req Delivery Date: T Ta [T 5
Material: O o | B =
Sold-Ta Party: o
Ship-To Party: o
Region Cods: To o
Purchasing Group: o
Status: 5
Order Type: =3
Order Humber: To | ] L
Incl. Re-Dist/Re-Don. Docs ?:
Shipment Receipt Date: Ta [T =
As required, complete/review the following fields:
Field R/O/C Description
Program: O Acronym used to identify a USDA food distribution
program.
Example:
CSFP

Req. Delivery Date: |0

Example:
03/01/2021

Date requested by customer for delivery of ordered
goods or services.

Material: O

130603

Example:

Unique six-digit number representing a specific
material/commodity in WBSCM.

Sold-To Party: O

8004967

Example:

Unique identifying name associated with a
particular customer in WBSCM.

Friday, March 11, 2022
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Field R/O/C Description

Ship-To Party: O Unique identifying number associated with a
person or company that receives the goods.
Example:
8011355

Region Code: O A number corresponding to one of the seven

regions where FNS delivers orders.

Example:
03

Purchasing Group: O Buyer or group of buyers responsible for
purchasing activities. Also signifies a group of
specialists who purchase similar items.

Example:
120

Status: O The code for status of the document.

Example:
Approved by SDA

@ (Note) For more information, refer to the

b2 job aid, Sales Order and Complaint
Statuses.
Order Type: O A classification code for the type of order

document. Type of orders include
domestic/international sales order, entitlement
credit/debit, and re-donation.

Example:
ZDOM

@ (Note) For more information, refer to the
b2 job aid, Domestic Order Code
Definitions.

Order Number: O This can be a sales order number, purchase order
number, or delivery document number. When
entering this number, the recipient ensures that
they are receipting against the correct order. In the
case of inbound to warehouse receipts, only enter
a purchase order number in this field.

Example:
5000050408

(Note) In this work instruction the Order
— Number refers to a sales order.
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4,

Field R/O/C Description
Incl. Re-Dist./Re-Don. |O Including re-distribution or re-donation documents.
Docs ?:

Example:

YES

Vi

The report automatically includes the
Re-Distribution/Re-Donation
documents. Change the field value to
NO to omit these documents from the
report.

Shipment Receipt O
Date:

il

The date the shipment is received.

Example:
01/15/2022

(Note) Users need to limit date ranges
to within one year.

Image: Order Status Report Screen

Home Operations Admin Reports. Help

‘Order Processing
Reports = Order Processing > Order Status Report
3

Welcome to Order Status Report
All required fields are marked with a red asferisk (*). Dales are formatied as: MM/DD/YYYY.

Search Criteria

(B Execute % Reset | [E|Printto PDF | (]

Full Screen | Options

[% Show Varianis

Program: & &
Req. Delivery Date: To o
Material: < [ I 7o | & =
Sold-To Party: < >
Ship-Ta Party: =3
Region Cods: Ta o
Purchasing Group: =3
Status: o
Order Type: =3
Order Number: To | [a] 5

Incl. Re-Dist /Re-Don. Docs 7: [&][YES |09
Shipment Receipt Date: Ta [T =

Click & Execute (the Execute button) to generate the report.

Friday, March 11, 2022
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5.

Image: Order Status Report

Home Operations Admin Reports Help

Order Processing

Reports = Order Processing > Order Status Repori

Order Status Report
¢ GoBack | [H]PrinttaPDF | [5]

Full Screen | Options «

View: | ORDER_STATUS ~| | Export . » B
Sold-To Mame = Material = Material Desc. Status Text R Del. Date R Qty. Sales Unit Cost/LB |~
TX Dept. of Agriculture — EDI 100004 CHEESE CHED WHT CUTS-4/10 LB on Invitaticn 071152021 940.000 CS5 721
CHEESE CHED WHT CUTS-4/10 LB On Invitaticn 071152021 940.000 CS 721
CHEESE CHED WHT CUTS-4/10 LB On Invitation 071152021 940000 CS 721
CHEESE CHED WHT CUTS-4/10 LB on Invitaticn 071152021 940.000 CS5 721
CHEESE CHED WHT CUTS-4/10 LB On Invitaticn 071152021 940.000 CS 721
CHEESE CHED WHT CUTS-4/10 LB On Invitation 07152021 940000 CS 721
CHEESE CHED WHT CUTS-4/10 LB On Invitaticn 071152021 940.000 CS 721
CHEESE CHED WHT CUTS-4/10 LB on Invitaticn 071152021 8940.000 CS 721
CHEESE CHED WHT CUTS-4/10 LB On Invitaticn 071152021 940.000 CS 721
CHEESE CHED WHT CUTS-4/10 LB On Invitaticn 071152021 940.000 CS 721
CHEESE CHED WHT CUTS-4/10 LB on Invitaticn 071152021 8940.000 CS 721
CHEESE CHED WHT CUTS-4/10 LB On Invitaticn 071152021 940.000 CS 721
CHEESE CHED WHT CUTS-4/10 LB On Invitation 071152021 840000 CS 721
CHEESE CHED WHT CUTS-4/10 LB On Invitaticn 07/15/2021 940.000 CS 721
CHEESE CHED WHT CUTS-4/10 LB on Invitaticn 071152021 940.000 CS5 721 -
q »
As required, complete/review the following fields:
Field R/O/C Description
Sold-To Name O Unique identifying name associated with a
particular customer in WBSCM.
Example:
TX Dept. of Agriculture - EDI
Material O Unique six-digit number representing a specific
material/commodity in WBSCM.
Example:
100004
Material Desc. O Text containing up to 40 characters that describes
the material/commodity in detail.
Example:
CHEESE CHED WHT CUTS-4/10 LB
Status Text O Description of the approval level for the item
reviewed.
Example:
On Invitation
@ (Note) For orders that have been
b received with a missing ASN, the field
will display the status of Order
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Field R/O/C Description

Received.

@ (Note) The most common order

s statuses are listed below. For more
information refer to the job aid, Sales
Order and Complaint Statuses.

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

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

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

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

e Cancelled - Order was
cancelled. Entitlement returned
to customer account.

e Order Received - Order has
been delivered to distributor.

Requested Del. Date |O Date requested by customer for delivery of ordered
materials or commodities.

Example:
07/15/2021

Requested Qty. O Number of sales units of material requested by the
customer.

Example:
940,000

Sales Unit O Unit of measure upon which the price is typically
based.

Example:
CS

Cost/ LB O Cost of material or commodity measured in
pounds.

Example:
7.21

Net Dollar Value O Dollar amount of the line item.

Example:
24,281.69
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Field R/O/C Description

Program O Acronym used to identify a USDA food distribution
program.
Example:
NSLP

Entit/Bonus Indicator [O Indicates whether the document is Entitlement or

Bonus order and the program year.

Example:
BONUS-SY17

Ship-To Party O Unique identifying number associated with a
person or company that receives the goods.

Example:
8101252

Ship-To Name O Unique identifying number associated with a
person or company that receives the goods.

Example:
Hawaii Foodbank

Ship-To City O The city to which the item is shipped.

Example:
Hilo

Ship-To State O The state to which the materials or commodities
are shipped.

Example:
HI

Sales Order # O Unique identifying number associated with a sales
order in WBSCM.

Example:
5000051561

SO ltem # O The item number identified on the Sales Order.

Example:
100

Allocation # / Corr. O Unique number to group line items into Full Truck
Loads (FTL) for creating multi-stop deliveries.

Example:
0913892820
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Field R/O/C Description
h (Note) For more information, refer to the
(. work instruction, Consolidation for a

Multi-Stop Domestic Sales Order.

Purch. Requisition # |0 Document used to request materials and services.
Purchase requisitions are converted to purchase
orders so materials can be procured externally.

Example:
1000039427

PR Item # O The line item on the purchase requisition referring
to the material/commaodity.

Example:
100

PR Qty. O Total quantity on the purchase requisition.

Example:
16,994.590

PR Base UoM O The base unit of measure for the items on the
purchase requisition.

Example:
LB

Purchase Order # O Unique number identifying the Purchase Order.

Example:
4100008660

PO Line Item O The line item on the purchase order referring to the
materials/commodity order line item.

Example:
10

PO Qty. O Total quantity on the purchase order.

Example:
38,000
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Field R/O/C Description
PO Base UoM O Base unit of measure on the purchase order.

Example:
LB

Vendor # O Business partner number assigned by WBSCM
when a vendor's master records are created.

Example:
1200030

Vendor Name O Business partner that provides materials or
services.

Example:
Imperial Freezer Services

Purchasing Group O Buyer or group of buyers responsible for
purchasing activities. Also signifies a group of
specialists who purchase similar items.

Example:
130

ASN # O A unique number assigned to an Advanced
Shipment Notification (ASN) when it is created.

Example:
6100015132

ASN Qty O Quantity on the Advanced Shipment Notification.

Example:
39,950.000

Q (Note) The ASN Qty. field displays the

[ updated quantity if the vendor has
updated the ASN. For multiple ASNs,
each quantity is separated by a
semicolon.

\Var. Wt. Material? O Indicator that one package for the item may have a

different weight for the same material.

Example:
Yes

Date Received O The date the materials were received.

Example:
11/03/2021

(Note) This date reflects the most
. recent goods receipt date.
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Field R/O/C Description

Good Qty. (in CS) O The amount of material/commodity received in
good condition, ready for use entered in cases.
This field is only used when the material is a
variable weight.

Example:
940.000

Good Qty. 0] The amount of materials/commodities received in
good condition, equal to or less than the ordered
amount, in pounds (LB).

Example:
39,950.000

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

Example:
0.00

Damage Qty. O Total quantity of materials/commodities damaged
due to transport, unloading, or improper storage.

Example:
0.00

Received Qty UoM O The unit of measure of the received items.

Example:
LB

Mult. Repts exist? O Report output indicating multiple receipt status.

Example:
Yes

Statistical Rx.? O Statistical receipt refers to a non payment related
receipt.

Example:
Yes

Order Type O A classification code for the type of order
document. Type of orders include
domestic/international sales order, entitlement
credit/debit, and re-donation.

Example:
ZDOM
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Field R/O/C Description
h (Note) For more information, refer to the
bt job aid, Domestic Order Code

Definitions.

Doc. Type Descr. O Description of the document type key that identifies
to which group of documents this document will be
assigned.

Example:
SO - Domestic

SO Item Category O A classification that distinguishes between different
types of items and determines how the system
processes the item.

Example:
ZTDS
6. Perform any of the following, as needed:
If Then

The user needs to include the fields relevant to
processing order modifications and order returns

from SDAs to FNS

View: ORDER_STATUS ||

Click
View: dropdown arrow) to display
alternative views for this report.

Select the following view:
SO_SDA_MODIFICATION_REQUEST.

(the

The user needs to customize the report output

Use " & (the Open Settings Dialog
icon) to display the Settings dialog. Select

Column Selection (the Column

Selection tab) to add/remove columns and
change the sequence of the displayed
columns.

Select sort (the Sort tab) to sort the

results by specified field and direction.

Select  Caculation (the Calculation tab)
to insert a calculated value based on
available report fields.

Filte
Select § (the Filter tab) to apply
filter(s) to your report.
Click (the Apply button) to
generate the results.

As necessary, click (the Save

as... button) to save your selections as a
new View. In the save prompt window,

Friday, March 11, 2022
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If Then

enter a descriptive name.

7. Click (the OK button) to go back to
the previous screen.

The user needs to export the report e

1. Select (the Export button).

2. Click | Export to Microsoft Excel (the Export
to Microsoft Excel option) to open
the report data in Excel or a compatible
application.

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

4. Click Open (the Open option) in the
dialog box.

5. Review and modify the report as needed.

6. As necessary, save the Excel spreadsheet
for later reference.

7. Close Excel.
button) to open a formatted print-ready
document.

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

3. Click “PE" (the Open option) in the
dialog box.

4. Review, print, and save the PDF output as
needed.

5. Close the PDF document.

7. The transaction is complete.

Friday, March 11, 2022
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RESULT

The Order Status Report for the selected criteria, such as order number, delivery date, or receipt date,
has been displayed and reviewed. As applicable, the report may also have been customized and/or
exported to Excel or PDF format.
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DT Th Work Instruction
W‘BS(M ) Redistribute Order Quantities

PROCESS OVERVIEW

Purpose

Use this procedure to allow State Distribution Agencies (SDAs) and Indian Tribal Organizations (ITOs) to
redistribute order quantities to Recipient Agencies (RAs). SDAs and ITOs can redistribute

requisitions, sales orders, and re-donated orders. SDAs can also cancel previously created
redistributions.

Process Trigger

Perform this procedure when the SDA/ITO needs to redistribute order quantities from one Sold-To Party
to another.

Prerequisites

. Order must exist in WBSCM
° Sold-To Parties are known and exist in WBSCM

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

. Select Operations tab & Order Processing tab & Order Management folder % Redistribute
Order Quantities link to go to the Redistribute Order Quantities screen.

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
o  Optional (O) — a non-mandatory field not required to complete the transaction
o  Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
o Refer to the WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.
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Redistribute Order Quantities

PROCEDURE

1. Start the transaction using the Portal path: Operations tab & Order Processing tab & Order
Management folder % Redistribute Order Quantities screen.
Redistribute Order Quantities Screen
Home Operations Admin Reports Help
Order Processing
q 0 i = Order P i = Order it = Redistribute Order Quantities Full Screen || Opfions ~
File Uploads/Downloads
Catalog Maintenance Select Orders E‘
Order Management Sold-ToPaty~| |
+ EIEEREBE e Requisition Order: l:l
Domestic Order Entry Domestic Order: ||
Full Truck Load R R Order:
Product: | @ 7o [ =]
Returned FNS Orders
Program: | ||
Shipment Receipls Ship-To Parly:
NW Delivery Calendar
2.

Click = (the Hide Navigator arrow) to minimize the Portal menu. Note this can be done with any
transaction in WBSCM.

Select Orders

Select Orders -
SokTo Pary o)

Requisition Order-

Domessic orger.
Reconaton Orger
Defvery Date: [1s] To o]
Product e fa)

Frogram o0

Ship-To Pary. [a)
[Suomil Search |
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3. As required, complete/review the following fields:
Field R/O/C Description
Sold-To Party™: O A unique identifying number associated with a

particular customer in WBSCM. If the sold-to party
number is unknown, use the search functionality to
search for it.

Requisition Order: O Unique identifying number associated with a
requisition order in WBSCM.

Domestic Order: O Unique identifying number associated with a sales
order in WBSCM.

Example:
5000033828

Redonation Order: O Unique identifying number associated with a
redonation order in WBSCM.

Delivery Date: O The date when the commodity or commodities are
either requested to be delivered to the customer or
were delivered to the customer.

@ (Note) In this example, the requested
[ date is the date the customer requests

delivery.1EA42E9629D548D187FD882
22DE5565B61DAE25139534354BB633

24476A7DO0OBC
Product: O Food commaodity being ordered.
Program: O Acronym to identify a USDA food distribution
program.

@ (Note) Some examples of programs are
b2 NSLP, TEFAP, SFSP, CACFP,
NSIP.1EA42E9629D548D187FD88222
DE5565B61DAE25139534354BB63324

476A7D0OBC

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 3 of 15



' Td T Work Instructi
[WBS(M J Rcérdig:r?ljoculfen Order Quantities

Field R/O/C Description
Ship-To Party: O

Unique identifying number associated with a
person or company that receives the goods.

@ (Note) In this example, the Domestic Order: number is used as the search criteria.
Redistribute Order Quantities Screen

Home Operations Admin Reports Help

Order Processing Ci

Recall Admini

> Redistri

Op i > Order P = Order

Order Quantities Full Screen || Options ~

Select Orders

Requisition Order: I:l

Domestic Order:

Redonation Order: I:l
Delivery Date: To

Product: |

[=IRCH

]
Program: |

Ship-Te Party: &)
Submit Search

[l

4. Click (the Submit Search button) to locate orders based on the search criteria. In

this example, a redonation order is located by searching for the domestic order number.

@ (Note) The following error message displays if both the domestic order number and redonation
order number are used in the search:

n Please enter either Domestic Order or Redonation Order, not both
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Redistribute Order Quantities Screen

Home Operations Admin Repaorts Help

Order Pr i G int Administrati Recall £
8] = Order P = Order = Redk Order Quantities Full Screen || Options ~

View: | Re-Distribute Orders | v

. Sales/ Redon. Order  ltem Requsition # Redist Doc# Doc. type Item Material Material Description OrderQty UoM Redist. Oty OpenQty Secld Te So
5000052238 100 | 1000040141 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 118.000 C5 14.000 104.000 8011127 UP
1900001471  ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 4000 CS 0.000 0.000 8011037 Co
1900001469 ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 8.000 C5 0.000 0.000 3011036 RA
1900001447  ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 2000 C5 0.000 0.000 3011036 RA
5000052238 200 1000040142 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 184000 CS 0.000 184 000 8011128 UP
5000052233 100 = 1000040143 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 72.000 CS 0.000 72.000 8011129 UP
5000052233 200 | 1000040144 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 131.000 C5 10.000 121.000 8011130 UP
1900001477  ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 6.000 C5 0.000 0.000 8011037  Co
1900001473 ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 2000 CS 0.000 0.000 8011033 RA
1900001437 ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 2000 C5 0.000 0.000 3011134 UP

Sort options

! Soried by ZREQ # T ZRED itei # Defaul view]:
(" Sorted by ZREQ Order Qty

" Sorted by ZREQ Open iy

" Sorted by ZREQ Sold to (BP#)

[ Back to Search | [ Refresh the Screen | [ Cancel Redist. |

< >
5. Perform one of the following:
If Then
A requisition has not been created
a Click Create Req (the Create Req link).

;_E (Note) Only Redonated Orders or Sales
Orders that do not have requisitions require this
action. In most cases, the requisition has already
been created and the Requisition Number displays
in the same line as the Redonation Order field.

A requisition already exists and the user needs to  Go to Step 6.
redistribute order quantities

A requisition already exists and the user needs to  Go to Step 12.
cancel the redistribution order

@ (Note) There are four options to sort the Sales / Redistribution Order results. Sort options retain
the relationship between the ZREQ (requisition) document and any ZRE (redistribution)
documents associated with the requisition.

Sorted by ZREQ # - ZREQ Item # (Default view)
Sorted by ZREQ Order Qty

Sorted by ZREQ Open Qty

Sorted by ZREQ Sold to (BP#)
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Redistribute Order Quantities Screen

Home Operations Admin Reports Help

Order Processing (& int Admini: i Recall A
Operati > Order P = Order = Redisril Order Quantities Full Screen || Oplions v

View: Re-Distribute Orders | |

E. sales/ Redon. Order Hem Requsition # Redist. Doc# Doc type Item Material Material Description OrderQty UoM Redist. Qty OpenQty SeldTe Sol
5000052233 100 = 1000040141 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 118.000 CS5 14.000 104.000 8011127 UP
[ 1900001471  ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 4.000 C5 0.000 0.000 3011037 Co
1900001469 ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 8.000 CS 0.000 0.000 8011036 RA
1900001447 ZRE 100 130161 BEEF 100% PATTY FRZ CTH-40 LB 2000 CS 0.000 0.000 B011036 RA
[ 5000052233 200 | 1000040142 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 184.000 C5 0.000 184.000 8011128 UP
5000052238 100 | 1000040143 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 72.000  C5 0.000 72.000 8011129 UF
5000052238 200 1000040144 ZREQ 100 130161 BEEF 100% PATTY FRZ CTH-40 LB 131.000 CS 10.000 121.000 8011130 UP
1900001477 ZRE 100 130161 BEEF 100% PATTY FRZ CTH-40 LB 6.000 C5 0.000 0.000 3011037 Co
1900001473  ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 2.000 C5 0.000 0.000 3011033 RA
1900001437 ZRE 100 130161 BEEF 100% PATTY FRZ CTH-40 LB 2000 CS 0.000 0.000 8011134 UP

Sort options

ried by ZREQ # - ZREQ ltem # (Default view):

(" Sorted by ZREQ Order Qty
(" Sorted by ZREQ Open Oty
(" Sorted by ZREQ Sold to (BP#)

Back to Search || Refresh the Screen || Cancel Redist.

6. Click the requisition number in the Requisition # column to select the line item for redistribution.

In this example, 1000040141 ' (the 1000040141 requisition number link) is used to begin
redistribution.
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Redistribute Order Quantities Screen

Home Operations Admin Repaorts Help

Order Pr i G int Administrati Recall £
8] = Order P = Order = Redk Order Quantities Full Screen || Options ~
Requisition Details ~
Sold To: |8011127
Order Number: | 1000040141
Item: 0000000100
uom: |Cs

Original Qty- |118.000
Redistributed Oty: 9.000
Open Qty: |109.000
Material- | 130161
Material Desc: |BEEF 100% PATTY FRZ CTN-40 LB

Note: If distributing for more than 10 RAs, ded to run in b Please tick the check box

["] Process Orders in Background

Redistribute Order Quantities

Add aRow | Remove a Row

B RA Sold To RA Quantity Impact Enfitlement |
0.000
| Process Orders H Back to Summary | M
7. As required, complete/review the following fields:
Field R/O/C Description
RA Sold To R This is the Recipient Agency (RA) sold-to party
number. The order quantities will be redistributed
to this RA.
Example:
8011033

@ (Note) Use the search functionality to
b view the RA sold-to number.

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

Example:
5

@ (Note) In this example, 5 cases will be

redistributed from SDA 8011127 to RA
8011033. Users will receive an error if
attempting to redistribute order
quantities in excess of the open quantity
on the requisition.

8. Perform any of the following:
If Then

The redistribution impacts the entitlements of both  ggject |

i (the Impact Entitlement check box).
business partners
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If Then
The order quantities need to be distributed to more Add 3 Row
than one RA 1. Click (the Add a Row

button).

2. Complete the RA Sold-to field with the RA
Sold-to number.

3. Complete the RA Quantity field with the
redistribution quantity.

4. Select ! (the Impact Entitlement check
box) if appropriate.

The user needs to remove an RA from the list 1 Click (the Selection box) for the RA

line item to be removed.
Remove a Row

2. Click (the Remove a Row
button).
There are more than 10 RAs on the list Select | (the Process Orders in

Background check box).

:-»—i (Note) While the background task is running,
the SDA can navigate to another screen or log out
of WBSCM. The SDA Order Manager will receive
an email notification with a list of the redistribution
orders and credits created at completion of the
background task as well as any errors generated
during the process, if applicable.

Approximate processing time for the background
job is based on the number of RAs an SDA is
redistributing quantities to, as follows:

# RAs Approximate Processing Time

10 2-3 minutes
20 4-6 minutes
40 8-12 minutes
80 16-24 minutes
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Redistribute Order Quantities Screen

Home Operations Admin Reports Help

Order Processing Ci int Admini: i Recall A
3 Operati > Order P = Order = Redistri Order Quantities Full Screen || Oplions v
Requisition Details ~

Sold To: 8011127
Order Number: 1000040141
Item: 0000000100
voM: |C5
Original Qty: |118.000
Redistributed Qty: |9.000
Open Qty- |109.000
Material: | 130161
Material Desc: |BEEF 100% PATTY FRZ GTN-40 LB

Note: If distributing for more than 10 RAs, to run in

g Please tick the check box

[ "] Process Orders in Background

Redistribute Order Quantities

Add aRow | Remove a Row

E RA Sold To RA Quantity Impact Enfitlement D
8011033 5

v
Process Orders | | Back to Summary

9. Click (the Process Orders button) to redistribute the order quantities.

ﬁ (Note) Review any messages at the top of the screen.
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Redistribute Order Quantities Screen

Home Operations Admin Reports Help

Order Processing (& int Admini: i Recall A
Op i > Order P = Order M, t = Redisfi Order Quantities
e e s

Requisition Details

Sold To: | 8011127
Order Number: | 1000040141
Item: |0000000100
uUomM: |CS
Original Qty: |118.000
Redistribufed Qty- 9.000
Open Qty: | 109.000
Material- | 130161
Material Desc- | BEEF 100% PATTY FRZ CTN-40 LB

Note: If distributing for more than 10 RAs, to run in Please tick the check box

"] Process Orders in Background

Redistribute Order Quantities

Add aFRow | Remove a Row

E RA Sold To RA Quantity Impact Enfitlement L
8011033 5.000

| Process Orders || Back to Summary

Full Screen || Options +

~

10. Click | Back to Summary | (the Back to Summary button) to return to the list of requisitions under

the specified Sold-To.

_.;_@ (Note) A redistribution order and redistribution credit order have been created. Redistribution
order numbers begin with 1T9XXXXXXXX. The redistribution order is created for the recipient RA
and the redistribution credit is created for the SDA or RA donor, who redistributed order quantiies.

11. Perform one of the following:

If Then

The user needs to cancel a redistribution order Go to Step 12.

The user is finished redistributing order quantities  Go to Step 16.

Friday, March 12, 2021 © WBSCM Training - Proprietary
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Redistribute Order Quantities Screen

Home Operations Admin Reports Help

Order Processing Ci int Admini: i Recall A
0 > Order P = Order = Redisfri! Order Quantifies Full Screen || Oplions v

.

View: Re-Distribute Orders |

E: sales/ Redon. Order Hem Requsition # Redist. Doc# Doc type Item Material Material Description OrderQty UoM Redist. Qty OpenQty SecldTe Sol

5000052238 100 | 1000040141 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 118.000 C5 14.000 104.000 8011127 UP

1900001481  ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 5.000 C5 0.000 0.000 3011033 RA

1900001479 ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 5.000 C5 0.000 0,000 3011033 RA

1900001471  ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 4.000 C5 0.000 0.000 8011037  Co

5000052238 200 | 1000040142 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 184.000 C5 0.000 184.000 8011128 UP

5000052238 100 = 1000040143 ZREQ 100 130161 BEEF 100% PATTY FRZ CTH-40 LB 72000 CS 0.000 72.000 8011123 UP

5000052233 200 | 1000040144 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 131.000 C5 2.000 129.000 38011130 UP

1900001437 ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 2000 C5 0.000 0.000 3011134 UF

5000052238 100 = 1000040145 ZREQ 100 130161 BEEF 100% PATTY FRZ CTH-40 LB 112.000 CS5 0.000 112.000 8011131 UP

5000052233 200 | 1000040146 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 184.000 C5 0.000 184.000 8011031 De
Sort options

@ Sorted by ZREQ # - ZREQ: Item # {Default view)
(" Sorled by ZREQ Order Qty

" Sorted by ZREQ Open Qty

(" Sorted by ZREQ Sold to (BP#)

Back to Search | [ Refresh the Screen || Cancel Redist.

12. To cancel a redistribution order, click (the Selection box) beside the redistribution order to
be canceled. In this example, redistribution order # 1900001481 will be canceled.

@ (Note) A line item was created with the Transaction Type ZRE (Redistribution Order).

13. Perform one of the following:

If Then

The user needs to select multiple redistribution 1. Hold down the Citrl key

orders 2. Click the selection boxes to select
individual redistribution orders (ZRE) to
cancel.

The user needs to select all redistribution orders

—_

Click B (the Select All icon).

The user needs to select most redistribution orders Click B (the Select All icon).

Hold down the CTRL key.
Click the requisitions (ZREQ) to de-select.

W=
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Redistribute Order Quantities Screen

Home Operations Admin Reports Help

Order Processing Complaint Administration ~ Recall Administration
0 i = Order P = Order = Redi Order Quantities Full Screen || Options ~

Vigw: Re-Distribute Orders | |

Bl sSales/Redon. Order Hem Requsition # Redist. Doc# Doc type Item Material Material Description OrderQty UoM Redist. Qty OpenQty SecldTe Sol
5000052238 100 = 1000040141 ZREQ 100 130161 BEEF 100% PATTY FRZ CTH-40 LB 118.000 CS 14.000 104000 8011127 UP
1900001431 ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 5.000 CS 0.000 0.000 8011033 RA

1900001479 ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 5.000 C5 0.000 0.000 3011033 RA

1900001471  ZRE 100 130161 BEEF 100% PATTY FRZ CTH-40 LB 4.000 CS 0.000 0.000 3011037 Co

| 5000052238 200 | 1000040142 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 184.000 C5 0.000 184.000 8011128 UP
5000052238 100 | 1000040143 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 72000 C5 0.000 72.000 8011129 UFP

| 5000052238 200 1000040144 ZREQ 100 130161 BEEF 100% PATTY FRZ CTH-40 LB 131.000 CS 2.000 129000 8011130 UP

[ 1900001437 ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 2000 C5 0.000 0.000 3011134 UP

: 5000052238 100 @ 1000040145 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 112.000 CS 0.000 112.000 8011131 UP
1 5000052233 200 1000040148 ZREQ 100 130161 BEEF 100% PATTY FRZ CTH-40 LB 184.000 C5 0.000 184.000 8011031 De

Sort options

(v Sorled by ZREQ # - ZREQ Item # (Default view)
(" Sorted by ZREQ Order Qty

" Sorted by ZREQ Open Qty

" Sorted by ZREQ Sold to (BP#)

Back to Search || Refresh the Screen || Cancel Redist.

14. Click (the Cancel Redist. button) to cancel the redistribution order.

(Note) The Redistribution Documents are automatically canceled when the corresponding Sales
Requisition Line Items are canceled.
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WBSCH.

Redistribute Order Quantities Pop-up

Home Operations Admin Repaorts Help

Order Processing Complaint Administration ~ Recall Administration
8] i = Order P = Order = Redk Order Quantities Full Screen || Options ~

View: Re-Distribute Orders | |

. Sales/ Redon. Order  ltem Requsition # Redist Doc# Doc. type Item Material Material Description OrderQty UoM Redist. Oty OpenQty Secld Te So
5000052238 100 | 1000040141 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 118.000 C5 14.000 104.000 8011127 UP
1900001481 ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB 5000 CS 0.000 0.000 8011033 RA
5.000 C5 0.000 0.000 3011033 RA
4 Are you sure you want to cancel the redistribution decument(s)? | 1000)).C {000 000 {i=0 TR
5000052238 200 1000040142 184000 CS 0.000 184 000 8011128 UP
| 5000052233 100 = 1000040143 | 72.000 CS 0.000 72.000 8011129 UP
[ 5000052233 200 | 1000040144 131.000 C5 2.000 129.000 8011130 UP
1 | 2000 Cs5 0.000 0.000 3011134  UP
5000052238 100 = 1000040145 | 112.000 CS 0.000 112.000 8011131 UP
5000052233 200 1000040148 1184000 cs 0.000 184.000 5011031 De
Sort options
(* Sorted by ZREQ # - ZREQ Item # {Default view)
(" Sorted by ZREQ Order Qty
" Sorted by ZREQ Open iy
" Sorted by ZREQ Sold to (BP#)
[ Back to Search | [ Refresh the Screen | [ Cancel Redist. |
< >

15. Click (the Yes button) to confirm the cancelation.

@ (Note) A confirmation message indicating that the redistribution credit order (ZRCR) and
redistribution order (ZRE) were canceled is displayed at the top of the screen. The canceled
quantity has been added back to the original requisition' open quantiy , and is available to be
redistributed to another RA as needed.
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Redistribute Order Quantities Screen

Home Operations Admin Reports Help

Order Processing Ci int Admini: i Recall A
> Order P = Order = Redisfri! Order Quantities

Cancelled Redist Credit Order: 1900001450

Cancelled Redist Order: 1900001431

Full Screen || Options ~

View: Re-Distriibute Orders |+

E. Sales/ Redon. Order lem Requsition # Redist Doc# Doc. type

tem Material Material Description

| 5000052238 100 | 1000040141 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB

J 1900001479 ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB
_| 1900001471  ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB

| 5000052238 200 | 1000040142 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB
i J 5000052238 100 = 1000040143 ZREQ 100 130161 BEEF 100% PATTY FRZ CTH-40 LB
. | 5000052233 200 1000040144 ZREQ 100 130161 BEEF 100% PATTY FRZ CTH-40 LB
_l 1900001437 ZRE 100 130161 BEEF 100% PATTY FRZ CTN-40 LB

I 5000052238 100 | 1000040145 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB
J | 5000052238 200 @ 1000040148 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB
_l 5000052238 100 | 1000040147 ZREQ 100 130161 BEEF 100% PATTY FRZ CTN-40 LB
Sort options

@ Sorted by ZREQ # - ZREQ: Item # {Default view)
(" Sorled by ZREQ Order Qty

(" Sorted by ZREQ Open Gty

(" Sorted by ZREQ Sold to (BP#)

[ Back to Search | [ Refresh the Screen |[ Cancel Redist. |

<

16. The transaction is complete.

Order Oty
118.000
5.000
4.000
184.000
72.000
131.000
2.000
112.000
184.000
98.000

UoM  Redist. Oty

C5
Cs
cs
Cs
cs
Cs
Cs
Cs
cs
Cs

9.000
0.000
0.000
0.000
0.000
2.000
0.000
0.000
0.000
0.000

OpenQty SoldTo  Sal
109.000 8011127  UP
0.000 8011033 RA
0.000 8011037 Co
184.000 | 8011128  UP
72.000 8011123  UP
129.000 8011130 UP
0.000 8011134 UP
112,000 | 8011131  UP
184,000 8011031 De
93.000 | 8011131 UP

Friday, March 12, 2021 © WBSCM Training - Proprietary
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RESULT

The order quantities have been redistributed by the SDA from one RA to another. A redistribution order
was canceled.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 15 of 15
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‘ e Work Instruct
WBSCM Create Multi-Food Order RA

PROCESS OVERVIEW

Purpose

The purpose of this document is for a Recipient Agency to create a multi-food order. Multi-food orders are
sourced from a warehouse; a multi-food order is not the same as a domestic requisition and is not
consolidated. When navigating through the catalog, all available multi-food products are displayed after
clicking on the multi-food link. Currently multi-food is available only to CSFP and FDPIR programs. Multi-
food delivery calendars are set by the National Warehouse Admin. The available delivery dates and Ship-
To locations are displayed when creating a multi-food order.

Process Trigger
Use this transaction to create a multi-food order.

Prerequisites

e A catalog view must be assigned to the organization.
o Delivery dates must be assigned to Sold-To and Ship-To locations.

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

o Select Operations tab & Order Processing tab = Order Management folder to go to the
Domestic Order Entry link

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
o  Optional (O) — a non-mandatory field not required to complete the transaction
o  Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
) Refer to the WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.

Wednesday, April 10, 2019 © WBSCM Training - Proprietary Page 1 of 17
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WBSCM Create Multi-Food Order RA

PROCEDURE

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

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
b (8] i > Order P i = Order M t = Domestic Order Entry Full Screen || Options =
Order Management g
|ﬂvm Catalog | Entitlement Transaction in Process

- Domestic Order Eniry
Shipmen Receps

NW Delivery Calendar
I Welcome
Welcome to the order entry screen
Eu\ck Search
BE ¥ dick Dr:;_lr: 0 create an order and specify the ship £ destination. Then chooss the items fram the
[#] Extended Search
I Product Catalog
[+]csFe
[+]InsIP
[+]cacFp E‘ Browse in the Product Catalog
[+InsSLP
[+]TM_TE
[+ITM_NS
2. Click =+ (the Hide Navigator button) to hide the Portal menu. Note that this can be done with

any transaction in WBSCM.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
g 0 i = Order P = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement [ Transaction in Process
I Welcome
Welcome to the order entry screen
N —
m | T — specify the ship-to destination. Then choose the ftems from the catalog located on the left.

[#] Extended Search
I Product Catalog

[+]csFR
[+Ins1e

[+]cacFp ¥
[+InsLp

[+1m_TE

[+HITM_NS

Browse in the Product Catalog

Wednesday, April 10, 2019 © WBSCM Training - Proprietary Page 2 of 17
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3. Click her= (the here link) under the Welcome section to begin entering the order.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

1 Operations > Order P ing = Order Management > Domestic Order Entry Full Screen || Options +
I My Transactions Catalog | Entitlement [& view Cart: 0 Item(s) to the value of 0.00
| order: 1n process

Sold-To: 4001181

Total Net Price: 0.00 USD
Your Referance: [AooORiiB07 |
Your Description: [Multi-food Order |
Quick Sesrch |:| Default Delivery Sattings For Itams
m Deliver Toz 5003642: ADVANCEPIERRE FOODS, CINCINNATIL, OH ﬂ e
II‘ Extended Search
[+]csFe
Ei%ziéip [*] mem Product Quantity Unit Program i‘r‘el’; Description s‘;’;:g De'?l"::::’t! L‘:ﬁ':i:?
[+InsLe
[+ITM_TE
[+ITM_NS
Your Basket is empty
==
4. As required, complete/review the following fields:
Field R/O/C Description
Your Reference: O A free text field which allows for further clarification
of an entry by reference to other sources of
information.
Example:
A000011807
Your Description: O A free text field describing the order or complaint
issue.
Example:
Multi-food Order
IG 9 (Note) This field can be used to enter a
b description of the order or an external
order ID number.

@ (Note) The order pre-populates with the Sold-To Party Number (customer number). The Your
Reference and Your Description fields are an optional way for an RA to recognize orders in
WBSCM later.

Wednesday, April 10, 2019 © WBSCM Training - Proprietary Page 3 of 17
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Image: Domestic Order Entry Screen

Home Operations Admin Repaorts Help

Order Processing
3 0 i = Order P = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement View Cart: 0 Item(s) to the value of 0.00

|Lorder: n process

Sold-To: 4001181

Total Net Price:

0.00 USD
Your Reference! [ Apoopi1807 |
Your Description: [ Mutti-food Order |
QuckSeach[ ] || Defeul Delhvary Sosings For Teme
Deliver To: 5005062; CAPITAL AREA FB, AUSTIN, TX [~ =
[®] Extended Search
[+]csFe
[+Inste - = Sub- - User Requested Total Price -
[+Icacep [¥] nem product Quantity unit Program Area DesCTiPion o pee  Delivery Date Unit Price L)
[+InusLe
[+ITM_TE
[+ITM_NS

Your Basket is empty

[ td moretoorier [ cance [ orier

5. Click |~ (the Dropdown Arrow button) to change the Deliver To: location.
Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
o 0 i > Order P > Order > Domestic Order Entry Full Screen || Options +
I My Transactions Catalog | Entitlement View Cart: 0 Ttem(s) to the value of 0.00
 order: tn process
Sold-To: 4001181
Total Net Price: 0.00 USD
Your Reference: [aD00D11807
*Your Description: Multi-food Order
QuickSearch[ | Default Delivery Setti S ADVANCEPIERAE FOODS, CINCINNATE, OH i
m Deliver To: AUSTIN, TX =

5001321: CAPITAL AREA FOOD BANK OF TEXAS INC, AUSTIN, TX
5005146: CENTRAL TEXAS FOOD BANK, AUSTIN, TX
|I| Etended search 5000611: DEPT OF MENTAL H B RETARDATION, SAN ANTONIO, TX
e 5000325: FOOD BANK OF THE RIO GRANDE VALLEY INC, MCALLEN, TX

[+]csFe

s . . Sub- - User Requested Total Price
E-&Mp 2] mem Product Quantity unit Program P | sl | | R Unit Price L,
[+InsLe

[+I™M_TE

[+ITM_Ns

Your Basket is empty

[ d moretoorder [ cance [ orer |

6. Select the desired Ship-To destination from the Deliver To: dropdown list. In this example,

J005062: CAPITAL AREA FB, AUSTIN, TX (the 5005062: CAPITAL AREA FB, AUSTIN, TX option)
was selected.

Wednesday, April 10, 2019 © WBSCM Training - Proprietary Page 4 of 17
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Image: Domestic Order Entry Screen

Home Operations Admin Repaorts Help
Order Processing
- 0 = Order P = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement & view cart: 0 Ttem(s) to the value of 0.00
Sold-To: 4001181
Total Net Price: 0.00 USD
Your Reference! [ Apoopi1807 |
Your Description: [ Mutti-food Order |
SIS — O e et -
m Deliver To: 5005062: CAPITAL AREA FB, AUSTIN, TX [~ =
[®] Extended Search
[+]csFR
[+Ins1e 5 = Sub- = User Requested Total Price -
L G [*] mem Product Quantity Unit Program Area Description Gl Delivery Date ey i
[+InsLp
[+ITM_TE
[+ITM_ns

Your Basket is empty

[ td moretoorier [ cance [ orier

entered in the header.

Click ( the Update button) to save the Deliver To: destination and any optional text

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
% 0 il = Order P = Order = Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement [F view cart: 0 Item(s) to the value of 0.00
Sold-To: 4001181
Total Net Price: 0.00 USD
Your Reference: | Apoop11807 |
‘Your Description: [ Multi-food Order ]
e m— e -
m Deliver To: 5005062: CAPITAL AREA FB, AUSTIN, TX ﬂ
[¥] extended Search
[+]csFp
[+INSIP 5 = Sub- S User Requested Total Price
e [*] mem Product Quantity Unit Program el IDescrmtion| 1 ERE i SR Re Al i
[+InsLp
[+ITM_TE
[+ITM_ns

Your Basket is empty

[d moretoorder [ cance [ oner |

8. In the Product Catalog, click

i+1 (the Plus icon) next to the appropriate program. In this example,

'+icsFe  (the CSFP option) was selected.

Wednesday, April 10, 2019
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@ (Note) To review the list of materials available for ordering, the user will drill down through the

product catalog beginning with the program. The user will see only programs with which their RA
is affiliated. Multi-food orders are available only to the CSFP and FDPIR programs.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
= 0 i > Order P > Order > Domestic Order Entry Full Screen || Options +
I My Transactions Catalog | Entitlement & view cart: 0 Item(s) to the value of 0.00
I Order: In Process
Sold-To: 4001181
Total Net Price: 0.00 USD
*Your Reference: ADDDD11807
‘Your Description: [Multi-focd Order ]
quickSearch[ ] Default Delivery Settings For Items )
m Deliver To: 5005062: CAPITAL AREA FB, AUSTIN, TX [~]
[¥] estended search
[-csFp b stad 1
Multi-Food = E Sul e User Reque: Total Price
[+]Di|:g;g ;Zli\,gw [¥] mem Product Quantity Unit Program Arga Description o, Dalivery Date Unit Prica
[+Ins1e
[+lcacre
[+InsLp
[+IT_TE
[+ITM_NS
Your Basket is empty
[ Updste | [ Concet [ orier |
9. Click Multi-Feed (the Multi-Food link) after selecting the desired program. In this example,

Multi-Feed (the Multi-Food option) under CSFP was selected.

@ (Note) After selecting the Multi-Food link, all the available products will display on the right-hand
side of the screen.

Wednesday, April 10, 2019 © WBSCM Training - Proprietary Page 6 of 17
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
. 0 i = Order P = Order » Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement [Z No items in the shopping basket
A
~
| Multi-Food
Guick Search [ ]
D B Overview Product Available Qty
Extended Sea
Product Number Price >
: Pending
= Quantity (Program { Sub- Name Whouse  p ettt
Multi-Food
[+IDirect Delivery [ Fy toossz APPLE JUICE PLST )
[+Inste | s (CSFP/ Multi-Food) BTL-8/64 FLOZ SSJUSE | 2882 —
Eoeir —
[+InsLp O o }gsoﬁg; Mult-Food) | APPLESAUCE CAN-24/300  13.45 USD o 3240
[+ITM_TE
BLE [ 100210 APRICOT HALVES CAN-
O s (CSFF / Multi-Faod) 24/300 1.26 USD 8704 o
[ F=g toozmo BEANS GREAT NORTHERN
| o= (CSFP/ Multi-Fosd) DRY BKG-12/2 LB S REL Y g
— 100306 BEANS GREEN CAN-24/300
O = (CSPPF Mulki-Food) 2.00USD | 16506 0
[ 100385 BEANS LIGHT RED KIDNEY
O = (CSFP [ Multi-Foed) DRY PKG-12/2 LB fazabce Jon o v
1 — e
v

PPN TIEAN ... il ] Cancel Selection ] Move to Cart

10.

In this example, the line item for product number 100893 was selected.

Image: Domestic Order Entry Screen

Click [ (the Check Box icon) next to the line item for the required product to add it to the cart.

Home Operations Admin Reports Help
Order Processing
' Op > Onder P = Order > Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement [ No items in the shopping basket
A
~
| Mutti-Food
Quick Search
Overview Product Available Gty
[»] extended search
Product Number Price .
o Quantity (Program i! Sub- Name Whouse mm"ﬂim
Multi-Food
| IDirect Deli — 100893 APPLE JUICE PLST .
[+]E\|5]Ipl = % oS (CSFP/ Multi-Fosd) BTL-8/64 FLOZ Z3TUSD! | 2662, —
Et [ —
EI}NI;U;_E O o (CSFP ) Mult-Food) | PAPPLESAUCE CAN-24/300 | 13.45 USD o 3240
[+H™M_Ns [ 100210 APRICOT HALVES CAN-
O s (CSFF / Multi-Food) 24/300 1.26 USD BT a
— 100380 BEANS GREAT NORTHERN
O oS [CSFP/ Multi-Fosd) DRY BKG-12/2 LB 1213050 9 d
— 100306 BEANS GREEN CAN-24/300
O = e 2.00USD | 18306 0
1 100385 BEANS LIGHT RED KIDNEY
O = (CSFP [ Multi-Foed) DRY PKG-12/2 LB .22 bch ATeT o v
P W — 1 P e S R e
ned Al | . v
roducts per page 1] [T
Wednesday, April 10, 2019 © WBSCM Training - Proprietary Page 7 of 17
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11. As required, complete/review the following fields:

Field R/O/C Description
Quantity R Number of items.
Example:
5

@ (Note) The Available Qty columns reflect the quantity currently on hand at the national
warehouses and quantities on order for replenishment. Orders that exceed available quantities
may not be processed or are subject to being cancelled or delayed.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
: 0 i = Order P = Order = Domestic Order Entry Full Screen || Options
I My Transactions Catalog | Entitlement [ No items in the shopping basket
Product Catalog ~
~
| Mutti-Food
Quick Search
[»] extended search Overvicn Product Available Qty
nded Searc
Product Number Price .
= Pending
Quantity (Program / Sub- Name Whaouse .
[esee ey Replenishments
Multi-Food
[+]Direct Delivery F=y L0089 APBLE JUICE PLST c
[+INSTP % cs (CSFP/ Multi-Food) BTL-8/64 FLOZ Z3TUSD! | 2662, e
fes —
= 100207 :
EI%_NFSLFTE O = (C37P Y Mulki-Foog) | APPLESAUCE CAN-24/300 | 12.45 USD o 3240
T+ NS — 100210 APRICOT HALVES CAN-
O s (CSFF / Multi-Faod) 24/300 1.26 USD BI04 a
[ r=g o0zmo BEANS GREAT NORTHERN
O cs (CSFP/ Multi-Food) DRY PKG-12/2 LB 1213050 g 2
1| p=g 100306 BEANS GREEN CAN-24/300
[ = (CSFP Multi-Food) 2.00 USD 16506 a
1 100385 BEANS LIGHT RED KIDNEY
o s (CSFP/ Multi-Foud) DRY PKG-12/2 LB ek FHET o v
1 i R R
v

Products Per Page | A1~ | Select All [l Cancel Selection [l Move to Cart

12. Click [ (the Shopping Cart button) to add the product to the cart.

Wednesday, April 10, 2019 © WBSCM Training - Proprietary Page 8 of 17
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Image: Domestic Order Entry Screen

Home Operations Admin Repaorts Help

Order Processing
- 0 i = Order P = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement View Cart: 1 Item(s) to the value of 11.66 USD
A
~
| Multi-Food
e e —
Overview Product Available Qty
[®] Extended Search
Product Number Price :
e Quantity (Program il Sub- Name Whouse ml‘:‘.:.‘;'l"“?em
Multi-Food
 IDirect Delf ] 100893 APPLE JUICE PLST P
[HE\,SJIPI e | cs (CSFP / Multi-Food) BTL-8/64 FL OZ SEEED: | gtoe 023
[+]cacFp
[+InsLe ] I?' (oommy Mult-Foog) | APPLESAUCE CAN-24/300 | 13.45 USD o 3240
[+Im_TE
(=TT — 100210 APRICOT HALVES CAN-
O s (CSFP / Multi-Foad) 24/300 1.26 USD 810% o
1 100380 BEANS GREAT NORTHERN
O o (CSFP/ Multi-Food) DRY PKG-12/2 LB HENSD ° °
0 |$| }.gg.;gs/ A BEANS GREEN CAN-24/300 5 ocn jeene 5
1 100385 BEANS LIGHT RED KIDNEY
| = (CSFP/ Multi-Food) DRY PKG-12/2 LB Aeh A, REAH! 2 v
P e i ) AL
Prcocts pe P 41 %
ge nce o
13.  Click ™ view cart: (the View Cart: link) to view the items added to the cart. In this example, the

View Cart: 1 Item(s) to the value of 11.66 USD
value of 11.66 USD link) was selected.

Image: Domestic Order Entry Screen

(the View Cart: 1 Item(s) to the

Home Operations Admin Reports Help

Order Processing
. 0 i = Order P = Order » Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement [F view cart: 1 Ttem(s) to the value of 11.66 USD

m I Order: In Process

Sold-To: 4001181

— Total Net Price: 11.66 USD
Search For Orders | Your Referenca: AGDOD11807
Status Open [v] Your Description: | Multi-food Order |
Creation Datz | Sinca Yesterday [~ Default Delivery Settings For Items
1D Type Transaction =2 Deliver To: 5005062: CAPITAL AREA FB, AUSTIN, TX [~ =
D
= Requested Delivery 1
st ot 03/20/2013 | v |
- = Sub- ey User = Total Price 7
[*] 1tem Product Quantity unit g il Status DS Unit Price i

APPLE JUICE
pI

Multi- | BLST 11.66 USD
] (w0 |02 [ e CSFP | Food |BTL-sfeaFL | WA 0312012019 6.70 USD / 100 LB
oz

[ o more o omter [ Conce [ orier

< >
| https://whscmintdsl.wbscm.usda.gov/whscmbZb/b2b/header.do® i

14. Select the appropriate delivery date from the Requested Delivery Date dropdown list. In this
example, (the 03/20/2019 date) was selected.

Wednesday, April 10, 2019 © WBSCM Training - Proprietary Page 9 of 17
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(Note) Click ' ' (the Hide Navigator button) to hide the Transaction Pane to maximize the

view.
6 (Note) Once selected, the delivery date for each product will be displayed in the
Requested Delivery Date column.

15. Perform one of the following:

If Then
The user needs to add another item to the order Go to Step 16.

The user needs to update quantity for an item in Go to Step 22.

the cart
The user needs to delete items from the order Go to Step 25.
The user is ready to submit the order Go to Step 28.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
: Op i > Onder P = Order > Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement [ view cart: 1 Item(s) to the value of 11.66 USD
Transactions I Order: In Process
Sold-To: 4001181
. Total Net Price: 11.66 USD
sl PR Oid [¥] Your Reference: A000011807
Status Open ] Your Descriptiont [Multi-foed Ordar ]

Creation Date | Since Yesterday [~] Default Delivery Settings For Ttems

10 Type Transaction [~] Deliver Tos 5005082: CAPITAL AREA FB, AUSTIN, TX [~ &

D

[ co [P T
eofomen i 03/20/2013| v |
< " Sub- o User . Total Price
[*] Ttem Product Quantity Unit Program D o) Delivery Date il ety
APPLE JUICE
Multi- | PLST 11.66 USD
] |wo |1o0esz [ s csre BN mmeary WA (03/20/2019 670 usp 7 10018 | L
oz

[ Updste | Add more o order [ Cancs |
< >

| https:/fwhscmintdsl wbscm.usda. goviwbsemb2b/b2b/header.do® i

16. Click (the Add more to order button) to add a new product to this order.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
: Operations > Order P ing = Order > Domestic Order Entry Full Screen | Options
I My Transactions Catalog | Entitlement View Cart: 1 Item(s) to the value of 11.66 USD
A
~
| Muiti-Food
Quick Search
Overview Product Available Qty
[®] Extended Search
Product Number Price 5,
ey Quantity (Program ;r Sub- Name Whouse mm“n!:em:
Multi-Food
[+]Di.|-.eclt Delivery 0 | | 100893 APPLE JUICE PLST seaaticn | e —
[+InsIP oS B (corr/ Multi-Food) BTL-8/64 FL OZ . —
Ei%NSLPP O L1 st APPLESAUCE CAN-24/300 | 13.45 USD a 3240
[+T™M_TE [=) = (CSFP / Multi-Food) -
+TTM_NS -
i @ I oy | e | tasusp | wr0s o
[ 100380 BEANS GREAT NORTHERN
O = (CSFP / Multi-Food) DRY PKG-12/2 LB Sl ° °
0O ? }ggipni — BEANS GREEN CAN-24/300 5 o0 o0 oo i
| ] 100385 BEANS LIGHT RED KIDNEY
O = (CSFF / Multi-Food) DRY PKG-12/2 LB 13.23 USD i 0 V]
el s ann, S
v
product b page. 1] Fior o crt
17. Click [ (the Check Box icon) beside the product(s) to add it to the order.
9 (Note) All checked products can be added to the cart at the same time.
Image: Domestic Order Entry Screen
Home | Operations = Admin Reports Help
Order Processing
= Operations > Order P ing > Order > Domesfic Order Entry Full Screen | Options
I My Transactions Catalog | Entitlement B view cart: 1 Ttem(s) to the value of 11.66 USD
A
~
| mutti-Food
Quick Search [ ]
] st ma Overview Product Available Qty
nded Sea
Product Number Price S
e Quantity (Program if Sub- Name Whouse ool homents
Multi-Food
[+]Di.r.ecll Delivery O —— 100893 AEPLE JUICE RS, 2.33 USD 2662 1025
[+InsIP s B (corr /s mut-Food) BTL-8/64 FLOZ ' —
e — =T
E:%:u_:u; O = (CSFP Mult-Food) | APPLESAUCE CAN-24/300 | 13.45 USD 0 3240
+ITM_NS -
= v Y i | R | o | e |
— 100380 BEANS GREAT NORTHERN
O o= (CSFP/ Multi-Food) DRY PKG-12/2 LB 2150050 [y o
] |$| }Cogﬁg? T, BEANS GREEN CAN-24/200  , o0 o0 yoone &
[ ] 100385 BEANS LIGHT RED KIDNEY
O o (CSFP / Multi-Food) DRY PKG-12/2 LB. 13.23 USD ATEL o V]
— ) Sy P
v

Products Der Page Allv] gy pE— E————

18. Enter the desired quantity in the Quantity field. In this example, 5 was entered in the Quantity
field.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
A Op > Order P = Order > Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement View Cart: 1 Item(s) to the value of 11.66 USD
A
~
| Mutti-Food
Quick Search
Overview Product Available Qty
[®] Extended Search
Product Number Price 0
; Pending
Quantity (Program / Sub- Na Wh 0
[lcsre Lo A= me 9USe  geplenishments
Multi-Food
 IDirect Delf [ 100833 APPLE JUICE PLST __
[+]E\,5]1p' St ] cs (CSFP / Multi-Food) BTL-8/64 FL OZ SL L 1023
Eﬁwsmp o o202 APRLESAUCE CAN-24/300  13.45 USD o 3240
[Hma_Te ) [E (CSFP / Multi-Fond) . ===
[+I™ns 100210 APRICOT HALVES CAN-
1] o (CSFP / Multi-Foad) 24/300 1.26 USD E0s, 9
1 100380 BEANS GREAT NORTHERN
O = (CSFP/ Mulki-Faod) DRY PKG-12/2 LB A EHIEL, o 2
100306 BEANS GREEN CAN-24/300
il . (S Mol 2.00USD | 16506 [
] 100385 BEANS LIGHT RED KIDNEY
| = (CSFP/ Multi-Faod) DRY PKG-12/2 LB fl2:aaisn AR 0 V)
1] ey S e
v
T Pt car
19. Click BEZSZA=Ud (the Move to Cart button) on the bottom of the screen.
Image: Domestic Order Entry Screen
Home | Operations  Admin Reports Help
Order Processing
. 0 i = Order P = Order » Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement [F view cart: 3 Ttem(s) to the value of 34.20 USD
A
~
| Multi-Food
e —
Overview Product Available Qty
[¥] Estended search
Product Number Price e
Quantity (Program / Sub- Name Whouse 0
i { Replenishments
Multi-Food
~+]Direct Del [ — 1008393 APPLE JUICE PLST
[4-15\15]1!’I e O cs [CSFP/ Multi-Food) BTL-8/64 FL OZ SEUSE | e 1025
pe [— =
EHﬁILﬁE O = (Co7P/ Multi-Food) | APPLESAUCE CAN-24/300 | 13.45 USD o 3240
[+ _ns [ 100210 APRICOT HALVES CAN-
] cs (CSFP/ Multi-Fond) 24/300 1.26:050, B0, [
— 100380 BEANS GREAT NORTHERN
O = (CSFP [ Multi-Food) DRY PKG-12/2 LB e it o °
[ 100306 BEANS GREEN CAN-24/300
O = (C3PPS Mulki-Food) d 2.00USD | 18306 0
] 100385 BEANS LIGHT RED KIDNEY
[ = (CSFP/ Multi-Faod) DRY PKG-12/2 LB g lier HEF 2 ¥
P e P = PSS e
Prcocts pe P 1] ¥
age nce o
20.  Click ®_view cart: (the View Cart: link) to view items added to the cart. In this example,

View Cart: 3 Item(s) to the value of 34.29 USD (the View Cart: 3 Item(s) to the
value of 34.29 USD link) was selected.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
= O il = Order Py = Order = Domestic Order Entry Full Screen || Options ¥
I My Transactions Catalog | Entitlement View Cart: 3 Item(s) to the value of 34.29 USD
Transactions I Order: In Process o
Sold-To: 4001181 )
- Tatal Net Price: 34,29 USD
Search For | Orders [+] Your Reference: [ aoo0011807 ]
Status Open [~] Your Dascription: [ Multi-food Order |
Creation Date | Since Yesterday [~] Default Delivery Settings For Items
1D Type Transaction [~] Deliver To: 5005062 CAPITAL AREA FB, AUSTIN, TX [~] &
D
BEX  cecesnenen ;
Date for Items os/20/2013[ v |
’ . Sub- o User . Total Price
[*] Tem Product Quantity Unit Program D ot Delivery Date Aty
APPLE JUICE
Multi- | BLST 11.66 USD
[ 100 |1008s3 cs o Eraear. WA [037202019 SR
oz
. APRICOT
Multi- 12.62 USD
[¥] 200 100210 cs El e s 03/20/2019 ST R
BEANS
Multi- 10,01 USD
[ 200 |100308 csFe | S:Fa?é CAN-  NfA 03/20/2019 9.20 USD / 100 LB

v
21. Click ' (the Hide Navigator button) to hide the Transaction Pane.
Image: Domestic Order Entry Screen
Home Operations Admin Reports Help
Order Processing
) 0 i > Order P > Order > Domestic Order Entry Full Screen || Options +
I My Transactions Catalog | Entitlement View Cart: 3 Ttem(s) to the value of 34.29 USD
I Order: In Process ~
Sold-To: 4001181 ;
Tatal Net Price: 34,29 USD
Your Reference: | Acooo11807 |
Your Description: [ Multi-food Ordar ]
Default Delivery Settings For Ttems
Deliver Tos 5005062: CAPITAL AREA FB, AUSTIN, TX [~]
Requested Deli T
ip itk 03/20/2013 | v |
[*] mem Product Quantity Unit Program Sub-Area Description User Status  Requested Delivery Data L"::::: i
: 11.66 USD
IE‘ 100 100893 CSFP Multi-Food | APPLE JUICE PLST BTL-8/64 FLOZ N/A 03/20/2019 £.70 USD / 100 18 [
[+ 200 100210 CSFP Multi-Food APRIOOT HALVES CAN-24/300 /A 03/20/2019 T Usgzr:izogsl.g [l
= a0 100206 CSFP Multi-Food BEANS GREEN CAN-24/300 A 03/20/2019 S Usénl:nfngsg O

[ hdd more t order J Cancel

<

22,

Update the Quantity field, as appropriate, for the required line items.

Wednesday, April 10, 2019
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
. 0 i = Order P = Order » Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement [F view cart: 3 Ttem(s) to the value of 34.20 USD
I Order: In Process ~
Sold-To: 4001181
Total Net Price: 3423 USD
Your Referanca: [ Aoooo11807 |
Your Description: [ Multi-food Order |
Default Delivery Settings For Items
Deliver To: 5005062: CAPITAL AREA FB, AUSTIN, TX v =
Requested Delivery I
oapehed Jo) 03/20/2013 v |
i L . 2 Total Price -
Item Product Quantity Unit Program Sub-Area Description User Status  Requested Delivery Date e L]
[#] 0 1o0@2 [5 |cs CSFP | Multi-Food APPLE JUICE PLST BTL-8/64 FLOZ N/A 03/20/2019 EvoiEn e
. 12,62 USD
[ 200 100210 cs CSFP Multi-Food APRICOT HALVES CAN-24/300  N/A 03/20/2019 s5.61usD 7 10018| L
[=] |a00 100306 [5_ |¢s CSFP Multi-Food BEANS GREEN CAN-24/300 /A 03/20/2019 e i

9.20USD / 100 LB

23. Click (the Update button) to apply changes.
24, Return to Step 15.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
= s] i > Order P > Order > Domestic Order Entry Full Screen || Options +
I My Transactions Catalog | Entitlement [F view cart: 3 Ttem(s) to the value of 34.29 USD
I Order: In Process ~
Sold-To: 4001181
Total Nek Price: 3475 USD
Your Referanca: | Aooooi1s07 |
Your Description: [ Multi-food Order ]
Default Delivery Settings For Items
Deliver To: 5005062: CAPITAL AREA FB, AUSTIN, TX ]
Requested Delivery
e e 03/20/2013 | v |
: - _ s Total Price .
Item Product Quantity Unit Program Sub-Area Description User Status  Requested Delivery Date tres T
[#] w0 J10e3 [5 e CSFP | Multi-Food APPLE JUICE PLST BTL-8/64 FLOZ N/A 03/20/2019 e ]
12,62 USD
=] 200 100210 cs CSFP Multi-Food APRICOT HALVES CAN-24/300  N/A 03/20/2019 S EIAEs ciar ]
. 10.01 USD
[*] 200 100306 cs CSFP Multi-Food BEANS GREEN CAN-24/300 /A 03/20/2018 [ ez

[ pate [ dd more to order Jl Cancel

<

25. Click L (the Check Box icon) underneath the Trashcan column to select a line to delete. In this
example, the last line item was selected.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
. Op i > Order P = Order > Domestic Order Entry
I My Transactions Catalog | Entitlement View Cart: 3 Ttem(s) to the value of 34.29 USD

Full Screen || Options +

I Order: In Process

Sold-To: 4001181
Total Net Price:

Your Reference: | aooooiis07 |
‘our Dascription: [ Multi-food Order ]
Default Delivery Settings For Items

Deliver To: 3005062: CAPITAL AREA. FE, AUSTIN, TX

Requested Delivery

Date for Ttems 03/20/2013 | v |

[¥] Item Product Quantity Unit Program Sub-Area Description User Status  Requested Delivery Date
[=] 100 100893 CSFP Multi-Food APPLE JUICE PLST BTL-8/64 FLOZ N/A 3/20/2019

[ 200 100210 cs CSFP  Multi-Food APRIOOT HALVES CAN-24/300  N/A 03/20/2019
[=] a0 100306 cs CSFP Multi-Food BEANS GREEN CAN-24/300 /A 03/20/2019

24,29 UsD

Total Price =

Unit Price L

11.66 USD
6.70 USD / 100 LB
12.62 USD
5.61 USD / 100 LB
10.01 UsD
9.20 USD / 100 LB

H OO

26. Click (the Update button) to delete the selected line(s).
27. Return to Step 15.

Image: Domestic Order Entry Screen

Home Operations Admin Repaorts Help

Order Processing
3 0 i = Order P = Order = Domestic Order Entry
I My Transactions Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 24.28 USD

Full Screen || Options

I Order: In Process

Sold-To: 4001181
Total Met Price:

Your Referanca: [ao00011807 |
Your Description: [ Multi-food Ordar |

Default Delivery Settings For Items
Deliver To: 5005062: CAPITAL AREA FB, AUSTIN, TX

Requestad Delivery T
st gl 0z/20/2013 | v |
[¥] Item Product Quantity Unit Program Sub-Area Description User Status  Requested Delivery Date
[*] 100 100833 CSFP Multi-Food = APPLE JUICE PLST BTL-B/64 FLOZ | N/A 03/20/2019
[ 200 100210 CSFP | Multi-Food APRICOT HALVES CAN-24/300 N/A 03/20/2019

24.28 USD

Total Price =

Unit Price L
6.70 USD / 100 L8

5.61 USD / 100 LB

11.66 USD

oo

12.62 USD

[ more to order [ Cancel [ order’

28. (S84 Order | (the Order button) to submit this order.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
- 0 il = Order P = Order = Domestic Order Entry Full Screen || Options
I My Transactions  Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 24.28 USD
I Order: In Process
Sold-To: 4001181

Your Referanca:

AQ00011807

Message from webpage X Tkl Net: Price:
Your Description: Mult-food Ordar

24.28 USD
Default Delivery Settings For Items

5005062: CAPITAL AREA FB, AUSTIN, TH e Do you really want to send the order?

Deliver To:

v g
Requested Delivery _
et 03/20/2018 |~ | Ok Cancel
U _ = Total Price
Item Product Quantity Unit Program Sub-Area Description User Status  Requested Delivery Date ommiedn ]
; 11.66 USD
=] 100 100833 cs CSFR | Multi-Food | APPLE JUICE PLST BTL-B/64 FLOZ | N/A 03/20/2019 Py o (B
= 12.62 USD
200 100210 cs CSFP Multi-Food | APRICOT HALVES CAN-24/300 N/A 03/20/2019

5.61 USD / 100 LB D

[ A mors to order [} Cancel 8 “order |

29. Click (the OK button) in the pop-up window to confirm order submission.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

) Q if > Order P

= Order

> Domestic Order Entry

Full Screen || Options *
I My Transactions Catalog | Entitlement ¥ Transaction in Process

I Confirmation of receipt

Sold-To: 4001181
Order: 1000259480 from 03/08/201% 08:18 Total Met Price: 24.28 USD
Your Reference: ADDDD11807
Your Description: Multi-foad Order
_ User Total Price
Item Ttem Details QTY Unit Status Unit Price
100893 : APPLE JUICE PLST BTL-8/64 FL OZ
100 Delivery Poink: 5005062: CAPITAL AREA FB, AUSTIN, TX , AUSTIN, TX 5.000 CS N/A $11.66 USD
Requested Delivery Date: 03/20/2019
100210 : APRICOT HALVES CAN-24/3200
200

6.70 USD / 100 LB
Delivery Paint: SD05062: CAPITAL AREA FE, AUSTIN, TX , AUSTIN, TX 10.000 C5 NfA S.61 Uﬁéﬁ!ﬁiﬁ?g
Requested Delivery Date: 03/20/2019 -

30.

The transaction is complete.

6 (Note) The order number will be required to display or modify the order in the future. For
reference, record the order number displayed on the Confirmation of receipt screen.

Wednesday, April 10, 2019
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RESULT

A multi-food order was created, including selecting a Ship-To destination, adding items to the order,
and selecting a delivery date. As applicable, quantities and items may have been updated before
submitting the order.
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PROCESS OVERVIEW

Purpose

The purpose of this document is to create a multi-food order by State Distributing Agencies (SDAs) and
Indian Tribal Organizations (ITOs). Multi-food orders are sourced from a warehouse; a multi-food order is
not the same as a domestic requisition and is not consolidated. When navigating through the catalog, all
available multi-food products are displayed after clicking on the multi-food link. Currently multi-food is
available only to programs CSFP and FDPIR. Multi-food delivery calendars are set by the National
Warehouse Admin. The available delivery dates and Ship-To locations are displayed when creating a
multi-food order.

Process Trigger
Use this transaction when the user needs to create a multi-food order.

Prerequisites

o A catalog view must be assigned to the organization.
o Delivery dates must be assigned to Sold-To and Ship-To locations.
Portal Path

Follow the Portal path below to complete this transaction:

o Select Operations tab & Order Processing tab = Order Management folder to go to the
Domestic Order Entry link

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction
o  Optional (O) — a non-mandatory field not required to complete the transaction
o  Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field
) Refer to the WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.
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PROCEDURE

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

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

L o] i = Order P > Order = Domestic Order Entry Full Screen || Options ¥
A i I My Transactions Catalog | Entitlement [ Transaction in Process
Catalog Maintenance
Order Management
- Consolidate Requisitions
Full Truck Load and Transfe. . e Welcome to the order entry scresn
I‘O:l As an SDA/ITO you have the option of creating orders for your SDA/ITO
Redistribute Order Quantities m organizatien or on behalf of individual Ras.
- Returned FNS Orders
Entitlement Management m Extended Search lz‘ Select Continue to enter an order for your SDA/ITO erganization
Shipment Receipts s lz‘ If you would like to enter an order on behalf of one of your RAs, enter/choose their
5 [+]FDPIR Business Partner number/name here: l:l M, and then select
NW Delivery Calendar [+]TeFap the Continue button above.
[+]nsIP
[+]CAacFr
{Hﬁ;ﬁ: I Product Catalog
[+]DA
E:m—:‘i E Browse in the Product Catalog
2. Click * (the Hide Navigator button) to hide the Portal menu.
3. Perform one of the following:
If Then
The user is ordering on behalf of an RA Go to Step 4.
The user is ordering for their own organization Go to Step 5.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
| 0 i > Order P i > Order > Domestic Order Entry Full Screen | Options
I My Transactions Catalogq | Entitlement Transaction in Process

Product Catalog

I Welcome

Welcome to the order entry screen
il Searchl:l As an SDA/ITO you have the option of creating orders for your SDA/ITO

organization or on behalf of individual RAs.

[®] Extended Search

m Select Continue to enter an order for your SDA/ITO organization

[+IcsFP m If you would like to enter an order on behalf of one of your RAs, enter/choose their Business Partner
+]FDPIR 3

E+§|ITEFAP number/name here: I:l , and then select the Continue button above.
[+InsiP

[+lcacrr

Ei%i;supl I Product Catalog

[+Im_TE D] Browse inthe Product Catalog

4. Enter the RA's BP number in the text box or click (the Binoculars icon). In this example,
4001181 was entered.

@ (Note) If the textbox is not displayed, the RA may be selected from a dropdown list instead.

Image: Domestic Order Entry Screen

Home Operations Admin Reportis Help

Order Processing

i 0 i = Order P i = Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement [ Transaction in Process

Product Catalog

I Welcome

Welcome to the order entry screen
Nk Sty I:l As an SDA/ITO you have the option of creating orders for your SDA/ITO

organization or on behalf of individual RAs.

[®] Extended Search
m Select Continue to enter an order for your SDA/ITO organization

[+]csFe II' If you would like to enter an order on behalf of one of your RAs, enter/choose their Business Partner
EI%.T_E:;'; number/name here: , and then select the Continue button above.
[+Ins1e
[+]CACFP
[+]sFse I Product Catalog
[+InsLp
[+IDoa
EI%:E ] Browse inthe Proguct Catalog
5. Click Sontinue (the Continue link) under the Welcome section, to begin entering the order.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

g Op > Order Py i > Order e = Domestic Order Entry Full Screen || Options »
I My Transactions Catalog | Entitlement [F view Cart: 0 Item(s) to the value of 0.00
I Order: In Process
Sold-To: 4000578 &
Customer Number: 4001181 Teeal et prica: SR
Subject: Central Texas Food Bank
Your Reference:
QuikSesrch[ | | YourDeserption: | |
m Default Delivery Settings For Ttems
II‘ d Deliver To: S003642: ADVANCEPIERRE FOODS, CINCINNATI, OH ﬂ @
Extended Search
[+]csFe
[+]FDPIR
[-+HITEFAP .
Egﬁgp Iz‘ Ttem Product Quantity Unit Program :"r‘:; Description S‘;’;J's D::::;ﬁe L‘:;'::i‘c‘f T
[+1=Fsp
[+InsLe
[+Ipa
[+ITM_TE
[+1TM_ns
Your Basket is empty
| Update | =
6. As required, complete/review the following fields:
Field R/O/C Description
Your Reference: O A free text field which allows for further clarification
of an entry by reference to other sources of
information.
Example:
IA000011807
Your Description: O A free text field describing the order or complaint
issue.
Example:
Multi-food Order
@ (Note) This field can be used to enter a
b description of the order or an External
sales order number.

_.;_@ (Note) The order pre-populates with the Sold-To Party Number (customer number). The Your
Reference and Your Description fields are an optional way for an SDA/ITO to recognize orders
in WBSCM later.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
5 (o] > Order > Order > Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement [ view Cart: 0 Item(s) to the value of 0.00

[Lorder:tn process

Sold-To: 4000578

Total Net Price: 0.00 USD
Customer Number: 4001181
Subject: Central Texas Food Bank
Your Reference: AD00011807
Quick Search [ ] Your Description: [Multi-food Order
Default Delivery Settings For Items
Oeliver To: 5003642: ADVANCEPIERRE FOODS, CINCINNATI, OH ~
[II Extended Search
[+)csFp
[+]FOPIR
[+]TEFAR
[+InsIP Sub- User Requested Total Price
[+]JCACFP ] mem  product Uk [Exopese| |Faren Status  Delivery Date Unit Price
[+])sFsp
[+InSLe
[+]oa
[+]TM_TE
[+ITM_Ns
Your Basket is empty
[ Cancel J§ Order

7. Click (the Dropdown button) in the Deliver To: field to select the desired Ship-To
destination.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
| 0 il > Order P > Order = Domestic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement View Cart: 0 Ttem(s) to the value of 0.00

| order:tn process

Sold-To: 4000578

Total Net Price: 0.00 USD
Customer Number: 4001181
Subject: Central Texas Food Bank
Your Reference: ADDDD11807
QuickSesrch| | Your Description: [Multi-food Order ]
m Default Delivery Settif o DV ANCEPIERRE FODDS, CINCINNATL, OH
Deliver To: : CAPTTAL AREA FB, AUSTIN, TX ]

IIl Extended Search 5001331: CAPITAL AREA FOOD BANK OF TEXAS INC, AUSTIN, TX
5005146: CENTRAL TEXAS FOOD BANK, AUSTIN, TX
5000611: DEPT OF MENTAL H & RETARDATION, SAN ANTONIO, TX

[+1csFP S000925: FOOD BANK OF THE RIO GRANDE VALLEY INC, MCALLEN, TX

[+]FDRIR

[+]TEFAR

Eﬁgﬂp [F] Item Product Quantity Unit Program U  Description cpoer D:ﬁ.‘,‘:;‘:’)“:u Total brrca L}

[+15FsP

[+INSLP

[+IoA

[+Im_TE

[+I™_NS

Your Basket is empty
= [ Cancel |
8. Select the desired Ship-To destination from the Deliver To: dropdown list. In this example,

S005052: CAPITAL AREA FB, AUSTIN, TX (the 5005062: CAPITAL AREA FB, AUSTIN, TX option) was
selected.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
g Op i > Order Py i > Order = Domestic Order Entry Full Screen || Options »
I My Transactions Catalog | Entitlement View Cart: 0 Item(s) to the value of 0.00
I Order: In Process
Sold-To: 4000578
Totzl Met Price: 0.00 USD
Customer Number: 4001181
Subject: Central Texas Food Bank
“Your Reference: A000011807
QuickSearch ] Your Description: | Multi-food Order |
m Default Delivery Settings For Ttems
Deliver To: [soosos2: caprraLaREAFB AVETIN T[4
[¥] extended search
[+]csFe
[+IFDPIR
[+ITEFAR
+nsIe - : Sub- = u. sted Total Price
E&MP [¥] Ttem Product Quantity Unit Program ooy Description L *F D::f:; e ot |
[+IsFsP
[+InsLe
[+]oa
[+ITM_TE
[+ITM_ns
Your Basket is empty
[Updete] =
9 . Update . . . . .
. Click ( the Update button) to save the Deliver To: destination and any optional text
entered in the header.
Image: Domestic Order Entry Screen
Home Operations Admin Reports Help
Order Processing
5 (o] > Order > Order > Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement [ view Cart: 0 Item(s) to the value of 0.00
| order: 1n Process
Scic-To1 4000579 Total Net Price: 0.00 USD
Customer Number: 4001181
Subject: Central Texas Food Bank
Your Reference: A000011807
Quick Search [ ] Your Description: [Multi-food Order
Default Delivery Settings For Items
Deliver To: S005062: CAPITAL AREA FB, AUSTIN, TX 20
IZ] Extended Search
[+1&5
[+]FOPIR
[+]TEFAR
+INSIP Sub- u: uested Total Price
E+§ucw (] rtem  product Lo | Area Status o:l.l:-rym- Unit Price
[+]sFsP
[+INSLp
[+]oA
[+ITM_TE
[+IT™M_Ns
Your Basket is empty
[ Update | [ Concet I orier |
10. In the Product Catalog, click i+1 (the Plus icon) next to the appropriate program. In this example,

+IEEE  (the CSFP option) was selected.
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L

@ (Note) To review the list of materials available for ordering, the user will drill down through the

product catalog beginning with the program. The user will see only programs with which their
SDA, ITO, or RA is affiliated. Multi-food orders are available only to CSFP and FDPIR.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

7 O i > Order Py i = Order > Domestic Order Entry Full Screen || Options »
I My Transactions Catalog | Entitlement [F view Cart: 0 Item(s) to the value of 0.00
I Order: In Process

Sold-To: 4000578

Total Net Price: 0.00 USD
Customner Number: 4001181
Subjact: Central Texas Food Bank
Your Reference: ADDOD11807
Quick Search |:| “Your Dascription: [Multi-food Order |
m Default Delivery Settings For Items
Deliver Tos 5005062: CAPITAL AREA FB, AUSTIN, TX ~ =
[#] Extended Search
[-IcsFP
Multi-Food
[+]Diract Delivery

[+]FDEIR _ _ Sub- . User Requested Total Price -

[+ITEFAR [] mem product Quantity unit Program e e e el e Unit Price 3

[+Insie

[+lcacre

[+1sFsP

[+InsLe

[+loa

[+Im_TE o

[+I™™_nis Your Basket is empty
==

1. Click Multi-Foed  (the Multi-Food link) after selecting the desired program. In this example,
Multi-Faed  (the Multi-Food option) under CSFP was selected.

@ (Note) After selecting the Multi-Food link, all the available products will display on the right-hand
side of the screen.

Monday, May 6, 2019 © WBSCM Training - Proprietary Page 7 of 18



- -

WBSCM
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Create Multi-Food Order SDA

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help
Order Processing
" 0 il = Order Py = Order = Domestic Order Entry Fuil Screen || Options ¥
I My Transactions  Cataleg | Entitlement No items in the shopping basket
A
~
| Mutti-Food
Quick Search
Overview Product Available Oty
[#] Extended Search
Product Number Price iy
] Quantity (Program ,)( Sub- Name Whouse gl i
Multi-Food
[+]Diract Delivary [ = 100892 APPLE JUICE PLST
[+JFoRIR O o (CSFP/ Multi-Food) BTL-8/64 FL OZ e | 28 o3
Sty —
Ry 100207 .
EHNSIPP O = (C3FP/ Multi-Food) | APPLESAUCE CAN-24/300 | 13.45 USD [ 3240
[+]sFsP ] 100210 APRICOT HALVES CAN-
stw (] ik (ESFP/ Multi-Faod) 24/300 TZEUSD | (HESE 92
+ioa
[+Im_TE [ Feg 1o0ee0 BEANS GREAT NORTHERN
[+HITM_NS | = (CEFP / Multi-Food) DRY PKG-12/2 LB 12.15 usb ° °
[ =g too30s BEANS GREEN CAN-24/300
O = (CSPP ¢ Muli-Food) 2.00USD | 16506 0
[ 100385 BEANS LIGHT RED KIDNEY
O el (CSFP / Multi-Food) DRY PKG-12/2 LB et 2a Sk S5 © v
P e 1 [P S P ————
v

12.

Products Per Page Al [+] | select all [l cancel Selection [l Move to Cart

In this example, the line item for product number 100893 was selected.

Image: Domestic Order Entry Screen

Click [ (the Check Box icon) next to the line item for the required product to add it to the cart.

Home Operations Admin Reports Help
Order Processing
5 (o] > Order > Order > Domestic Order Entry Full Screen || Options v
IMx Transactions Catalog | Entitlement [ No items in the shopping basket
A
~
| Mutti-Food
Quick Search [ ]
Overview Product Available Qty
E’ Extended Search
Product Number Price Pending
[-]csFp 2 X ( “A,“{ . — Whouse Replenishments
— ] 00893 APPLE JUICE PLST
+]Direct Deli 1 i
[+3[;:>ng - 2 = (CSFP / Multi-Food) 8TL-8/64 FL OZ 233050 | 2657 1023
Lalls ] 100207
E+§NS!D O = (CSFP ) Multi-Food)  APPLESAUCE CAN-24/300 | 13.45 USD 0 3240
+]CACFP
[+)sFsp ] 100210 APRICOT HALVES CAN-
Eﬁﬁw O = (CSFP/ Multi-Food) 24/300 1.26USD | 8694 o
[+ITM_TE 100380 BEANS GREAT NORTHERN
[+ITM_NS a e (CSFP / Multi-Food) DRY PKG-12/2 LB e g &
0 - ;ooao«; —_ BEANS GREEN CAN-24/300  , o0 o 16506 o
100385 BEANS LIGHT RED KIDNEY
AL 3 . (CSFP/ Multi-Food) DRY PKG-12/2 LB 13.25UsD 4767 o v
— ) oo BB v
products per page. A1)
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13. As required, complete/review the following fields:

Field R/O/C Description
Quantity R Number of items.
Example:
10

@ (Note) The Available Qty columns reflect the quantity currently on hand at the national
warehouses and quantities on order for replenishment. Order that exceed available quantities
may not be processed or are subject to being cancelled or delayed.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

i 0 il > Order P = Order = Domestic Order Entry Full Screen || Options ¥
I My Transactions  Catalog | Entitlement Mo items in the shopping basket
A
~

| mutti-Food

quicksesren ]
=3
[P] Extended Search Overview Product Available Qty
et
[lcsFp Quantity FP:];&-:;“;-: Name Price Whouse mmn"i S
Multi-Food
s oavary 2 R o SREMCHE | aum |z
giﬁ O I?' P ut-roog) APPLESAUCE CAN-24/300  13.45USD 0 2240
e ][] R R T A o
+]DA
e [ E— e U B o
— -
D = ?gg:gimmﬁ-mod) BEANS GREEN CAN-24/300 2.00 USD 16506 o
o — I e e o o
[—— 3 annann NEARC OTAMTO M e

Products Per Page Al [“] Cancel Selection ll Move to Cart

14. Click (the Shopping Cart button) to add the product to the cart.
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WB (M ) Create Multi-Food Order SDA

WBSCH.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
| 0 i > Order P i > Order > Domestic Order Entry Full Screen | Options
y Transactions atalog ntitlemen! iew Cart: 1 Item(s) to the value of 23.
My T ctil Catal | Entitl t E vi Cart: 1 It to th I f 23.32 USD
A
~
| Multi-Food
Quick Search
Overview Product Available Qty
[®] Extended Search
Product Number Price )
s Quantity (Program ;r Sub- Name Whouse mm“ngem:
Multi-Food
+IDirect Del ] 100893 APPLE JUICE PLST
[+]£D:LI;? o d s (CSFP / Multi-Food) 8TL-8/64 FLOZ 2.33UsD | 2657 1025
[+ITerap
[+Inste O l?' }gg;‘,?; Mufti-Fond) | APPLESAUCE CAN-24/200  12.45 USD 0 3240
[+Icacep
Lt dsEsE [ 100210 APRICOT HALVES CAN-
Ei%giw O = (CSFP / Multi-Foed) 24/300 £:2e.15D Ll o
[+ITM_TE — 100380 BEANS GREAT NORTHERN
[+ITM_ns o cs (CSFP / Multi-Food) DRY PKG-12/2 LB 12.15UsD 9 °
0 Q ?ggf_'g? el BEANS GREEN CAN-24/300 |, oo icn | yasos §
— 100385 BEANS LIGHT RED KIDNEY
O = (CSFF / Multi-Food) DRY PKG-12/2 LB. LSt AzET i ¥
T s Y Y e
Products per page A1) . i
15.  Click on ¥ _view cart: (the View Cart: link) to view the items added to the cart. In this example,

v -
View Cart: 1 Item(s) to the value of 23.32 USD (the View Cart: 1 Item(s) to the
value of 23.32 USD link) was selected.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

2 Op i > Order Py ing = Order = Domestic Order Entry Full Screen || Oplions »
I My Transactions Catalog | Entitlement View Cart: 1 Item(s) to the value of 23.32 USD
Transactions I Order: In Process N
Sold-To: 4000578
: Total Net Price: 23.32 USD
Search For | Orders [~] Customer Number: 4001181
e Open [~] Subject: Central Texas Food Bank
e o . = Your Referanca: ADDOD11807
= Your Description: |Multi-food Order |
Creation Date | Since Yesterday ] z :
= Default Delivery Settings For Ttems
1D Type Teansaction [v] Deliver Tos S005062: CAPITAL AREA FB, AUSTIN, TX ~MHE
bir}
Requested Delivery =015 ("3
R 02/27/2015 2]
’ § Sub- s User - Total Price
[*] 1tem Product Quantity Unit Program F D Status Delivery Date Unit Price

APPLE JUICE

[=] |00 100802 K= CSFP | Food ETLBe4rL WA 03/27/2018 6.70 USD/ 100 LB
0z
[ pdate | [ Concel [ order |

16. Click on ™ (the Dropdown button) in the Requested Delivery Date to select a delivery date. In
this example, EEHZEE ™ | (the 04/03/2019 date) was selected.
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(Note) Click . (the Hide Navigator button) to hide the Transaction Pane to maximize the
screen.

(Note) If there are no delivery dates listed, possible reasons include:

e The user has missed the window for the next delivery date.
o The user has selected a delivery location that only has non-delivery dates.

@ 9 9

(Note) Once selected, the delivery date for each product will be displayed in the
Requested Delivery Date column.

17. Perform one of the following:

If Then
The user needs to add another item to the order Go to Step 18.

The user needs to update quantity for an item in Go to Step 23.

the cart
The user needs to delete item(s) from the order Go to Step 27.
The user is ready to submit the order Go to Step 30.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

B O il = Order Py = Order = Domestic Order Entry Full Screen || Options ¥
I My Transactions  Catalog | Entitlement [E view Cart: 1 Ttem(s) to the value of 23.32 USD
I Order: In Process ~
Sold-To: 4000578 )
Tatal Net Price: 23,32 USD
Search For | Orders [+~] Customer Number: 4001181
Status Open v] Subject: Central Texas Food Bank
- 2 = = Your Reference: ADDDD11807
- “Your Description: [Multi-food Order |
Creation Date | Since Yesterday [~] g k
: Default Delivery Settings For Items
e S eacH [¥] Deliver To: 5005062: CAPITAL AREA, FB, AUSTIN, TX v =g
D
Requested Delivery 7
i 04/03/2019[V |
[*] Ttem Product Quantity Unit Program 5,""' Description oy ot Delivery Date L‘:ﬁ'p'r'i'f:
APBLE JUICE
(=] |00 100803 s, cSER "éifé ;TISJSIM Ao | A 04/03/2019 6.70 USz}?;:zllzﬂgng
oz
(o |

18. Click (the Add more to order button) to add a new product to this order.
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WBS(M Create Multi-Food Order SDA

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
N [¢] > Order > Order > Domestic Order Entry Full Screen | Options v
lMx Transactions Catalog | Entitlement [ view cart: 1 Item(s) to the value of 23.32 USD
A
A
| Mutti-Food
Quick Search | ]
e
Overview Product Available Qty
[®] extended Search
( Sub- Whouse P
Quantity Program Name
[-IcsFp Am‘ TSI
[ ] 00893 APPLE JUICE PLST
+]Direct [ ] bt u
M[pplpm — a 5 (CSFP/ Multi-Food) 8TL-8/64 FLOZ 233080 | 2097 1022
[+]TEFAP - =
— 100207 N
mnsw 0O = (CSFP/ Multi-Food) | APPLESAUCE CAN-24/300 | 13.45 USD [ 3240
[+]sFsp [ | 100210 APRICOT HALVES CAN-
[ ot‘“—e (S Mski-Food) oy 1.26USD 8634 )
+]DA
[+]™M_TE 10 100380 BEANS GREAT NORTHERN
[+IM_Ns ¥ cs (CSFP/ Multi-Food)  DRY PKG-12/2 LB R 0 o
-
0 - ;oozo«; . BEANS GREEN CAN-24/300  , 00 o yeene o
100385 BEANS LIGHT RED KIDNEY
L (CSFP/ Multi-Food) DRY PKG-12/2 LB 13.29U80 | 4767 e v
l —annnnn N ARS RTAITA PR e

B v
products par age 1]

19. Click O (the Check Box) next to the line item for the required product. In this example, the line
item for product 100385 was selected.

ﬁ (Note) All checked products can be added to the cart at the same time.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
N [¢] > Order > Order > Domestic Order Entry Full Screen | Options v
lMx Transactions Catalog | Entitlement [ view cart: 1 Item(s) to the value of 23.32 USD
A
A
| Mutti-Food
Quick Search | ]
[ T
Overview Product Available Qty
[®] extended Search
( Sub- Whouse Ea—
Quantity Program Name
[-IcsFp Am‘ TSI
[ ] 00893 APPLE JUICE PLST
+]Direct [ ] bt u
M[pplpm — 0 5 (CSFP/ Multi-Food) 8TL-8/64 FLOZ 233080 | 2097 1022
[+]TEFAP - =
— 100207 y
mnsw 0O = (CSFP/ Multi-Food) | APPLESAUCE CAN-24/300 | 13.45 USD [ 3240
[+]sFsp [ | 100210 APRICOT HALVES CAN-
[ ot‘“—e (S Mski-Food) oy 1.26USD 8634 )
+]DA
[+]™M_TE 10 100380 BEANS GREAT NORTHERN
[+ITM_NS v e (CSFP / Multi-Food) DRY PKG-12/2 LB ALY g &
v
0 - ;oozo«; . BEANS GREEN CAN-24/300  , 00 o yeene o
100385 BEANS LIGHT RED KIDNEY
M |— (CSFP/ Multi-Food) DRY PKG-12/2 LB 13.29Us0 | 4767 g v
p— | | ELLETEY N ARS RTAITA PR e

v
products par age 1]
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20.

field for product 100385.

Image: Domestic Order Entry Screen

In the Quantity field enter the desired quantity. In this example, 5 was entered in the Quantity

Home Operations Admin Reporis Help
Order Processing
i 0 i = Order P = Order = Domesfic Order Entry Full Screen || Options ~
I My Transactions Catalog | Entitlement B view cart: 1 Ttem(s) to the value of 23.32 USD
A
~
| multi-Food
Quick Search
Overview Product Available Qty
[¥] Extended Search
Product Number Price _
3 Pending
Quantity (Program / Sub- Name Whouse "
ElcEs il Replenishments
Multi-Food
+]Diract Dalive [ 100893 APPLE JUICE PLST §
[+]£D]PIR i O cs [CSFP / Multi-Food) BTL-8/64 FL OZ 2.33USD | 2657 1oan
[+ITeFAP
[+INSIP O l?' }g_gﬁg; Multi-Foog) | APPLESAUCE CAN-24/300 | 13.45 USD a 3240
[+IcacFP
[+]sFsP 0 ] 100210 APRICOT HALVES CAN- carten | Besa P
stu: s B | resrp s Mul-Food) 24/300 '
+ipa
[+ _TE 100380 BEANS GREAT NORTHERN
[+ITM_NS M = [CSFP / Multi-Food) DRY PKG-12/2 LB i:130sn ° e
0 |$| }gg.:'g? s o BEANS GREEN CAN-24/300  , o0 o0 oo °
100385 BEANS LIGHT RED KIDNEY
¥ = (CSFP / Multi-Faod) DRY PKG-12/2 LB 13.29 USD | 4767 o v
N e S . e e A e
Praccts s poge AU i
ge ncel o
; Move to Cart
21. Click _ (the Move to Cart button) on the bottom of the screen.
Image: Domestic Order Entry Screen
Home Operations Admin Reports Help
Order Processing
g 0 i > Order P > Order > Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement View Cart: 3 Ttem(s) to the value of 211.24 USD
A
~
| Multi-Food
Quick Search
Overview Product Available Qty
[] extended search
Product Number Price T
Quantity (Program / Sub- Name Whouse .
[-Jesre ) T
Multi-Food
~ IDirect Dl — 100893 APPLE JUICE PLST
[+]£D:LI;? i d s (CSFP / Multi-Food) 8TL-8/64 FL OZ Z3IUSE | 2ETE (-]
Ene —
[+InsIP O = ?32;2; Multi-Fonq) | APPLESAUCE CAN-24/200  12.45 USD 0 3240
[+lcacrp
EelsrEsp olC— 1 100210 APRICOT HALVES CAN- T gy i
Fr%NSLF [e5) 1= (CSFP / Multi-Foud) 24/300 &
+1DA
[+ITM_TE [ 100380 BEANS GREAT NORTHERN
[+I™M_ns L = (C5FP / Multi-Food) DRY PKG-12/2 LB ekt i 4
0 @ }ggaq?? i BEANS GREEN CAN-24/300 |, oo oo | yoons o
— 100385 BEANS LIGHT RED KIDNEY
O = (CSFP / Multi-Foad) DRY PKG-12/Z LB 13.23 USD e o ¥
[—1 Gk R R
v

Products Per Page LUEAN it atl ] Cancel Selection ] Move to Cart
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Work Instruction

Create Multi-Food Order SDA

22, Click ™ _view cart: (the View Cart: link) to view items added to the cart. In this example,

=Y -
View Cart: 3 Item(s) to the value of 211.24 USD (the View Cart: 3 Item(s) to the

value of 211

.24 USD link) was selected.

Image: Domestic Order Entry Screen

Home Operations Admin Reporis Help

Order Processing
_ Op > Order P ing = Order g > Domestic Order Entry Full Screen || Oplions ~
I My Transactions Catalogq | Entitlement View Cart: 3 Item(s) to the value of 211.24 USD &)
Transactions I Order: In Process |
Sold-To: 4000578 .
: Total Nt Price: 211,24 USD
Search For | Orders [v] Customer Number: 4001181
it Open [v] Subject: Central Texas Food Bark
; AD0OD11807
s ay ysalf ~ Your Referance
X Your Description: [Multi-food Order |
Creation - 2
Date Since Yestend=i L Default Delivery Settings For Ttems
10 Type Trneyl b V] Deliver To: S005062: CAPITAL AREA FB, AUSTIN, TX [~]
b
E Requested Delivery T
s 04/03/2013 | |
- . Sub- S u - Total Price
Iz‘ Item Product Quantity Unit Program oo Description g Requested Delivery Date S
APPLE JUICE
[=] |wo 100802 s CSFP | food mTL-gear WA 0440372013 £.70 USD / 100
oz
BEANS
. GREAT
=5 4032013 | s
[ =200 100380 cs core | PO noRTHERN  1wa 04/03/2019 e R s
DRY PKG-
12/218
BEANS LIGHT v
2 e T IO T
[¥] |s00 100385 £S. CSFP | Food |DRYPKG- WA 04/03/2019 55.38 USD / 100"
€ ¥

23. Click . (the Hide Navigator button) to hide the Transaction Pane

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

2 Op > Order Py ing = Order = Domestic Order Entry Full Screen || Oplions »
I My Transactions Catalog | Entitlement View Cart: 3 Ttem(s) to the value of 211.24 USD
Sold-To: 4000578
Total Net Prica: 211.24 USD ~
Customer Number: 4001181
Subject: Central Texas Food Bank
Your Reference: JAME SMITH
Your Description: [Multi-food Order |
Default Delivery Settings For Items
Deliver To: 5005062: CAPITAL AREA FB, AUSTIN, TX [~ =
Requested Delivery T
i 04/03/2019[ V|
[*] Ttem Product Quantity Unit Program i‘,'_b; Description o Requested Delivery Date Lﬁ'::j I}

L 23,32 USD
100833 cs CSFP Multi-Food ABPLE JUICE BLST BTL-8/64 FLOZ  N/A 041032019 Etiven 200 5]
.+ Fooq BEANS GREAT NORTHERN DRY PKG- 121,46 USD
100380 cs CSFP  MultiFood | ot /A 04/03/2019 50.61 USD / 100 LB
oy BEANS LIGHT RED KIDNEY DRY PKG- (I 66,45 USD
woozes 5 | es csFP Multi-Food | $500' WA 04/03/2019 s asitber f it ta ]

|

[ moretoorder [ Carcel [ Orier

24. Update the Quantity field, as appropriate, for the required line item.

Monday, May 6, 2019
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Create Multi-Food Order SDA

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
" 0 il = Order Py = Order = Domestic Order Entry Fuil Screen || Options ¥
I My Transactions  Catalog | Entitlement View Cart: 3 Item(s) to the value of 211.24 USD
Sold-To: 4000578
Total Net Price: 211.24 USD A
Customer Number: 4001181
Subjact: Central Texas Food Bank
Your Referancet JANE SMITH
Your Description: |Multi-food Order |
Default Delivery Settings For Items
Deliver To: 5005062: CAPITAL AREA FB, AUSTIN, TX [v]
Requested Delivery
it e 04/03/2019 | v |
2 2 Sub- User . Total Pri B
[¥] 1tem Product Quantity Umit Program  ers A Requested Delivery Date et i
. 23.32 USD
=] |00 100833 cs CSFP Multi-Food APPLE JUICE PLST BTL-8/64 FLOZ /A 04/03/2019 DR o i |
; BEANS GREAT NORTHERN DRY PKG- 121,46 USD
=] 200 100380 cs CSFP Multi-Food | 1o /A 04/03/2019 50.61USD / 100 18|
. BEANS LIGHT RED KIDNEY DRY PKG- 66,46 USD
=] 200 o085 5 | cs CsFP Multi-Food | §500' na 04/03/2019 O

25. Click (the Update button) to apply changes.

26. Return to Step 17.
Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

[ more toorder [ Cancel |

55.38 USD / 100 LB

Order Processing
5 (o] > Order > Order > Domestic Order Entry Full Screen || Options v
IMx Transactions Catalog | Entitlement [ view cart: 3 Item(s) to the value of 211.24 USD
Sold-Tou 4000578 Total Net Price: 211.24 USD A
Customer Number: 4001181
Subject: Central Texas Food Bank
Your Reference: | A000011807
Your Description: [Multi-food Order
Default Delivery Settings For Items
Deliver To: 5005062: CAPITAL AREA FB, AUSTIN, TX ~MR
Requested Delivery
Date for Items 04/03/2019[v |
[¥] Iem Product Quantity Umit Program Sub obser. Requested Delivery Date Lot e
& 100 100893 [10 ]es CSFP  Multi-Food APPLE JUICE PLST BTL-8/64 FL OZ N/A 104/03/2019 ] 6.70 Uq??iz@gg O
BEANS GREAT NORTHERN DRY PKG- bamannie 1 121.46 USD

[¥] 200 100380 [12 cs CSFP Multi-Food o/l NA (041032019 Cvn ey (1
E] 300 100385 |5 | cs CSFP Multi-Food ?EIA?EB”G'“ RED KIDNEY DRY PKG- | ),/0 j04103/2019 | $6.46 USD| M)

55.38USD/ 100 LB

[ more i orer [ Conce l ovir

27. Click L (the Check Box) underneath the Trashcan column to select a line to be deleted. In this

example, the second line item was selected.
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Create Multi-Food Order SDA

28.
29.

30.

Image: Domestic Order Entry Screen

Home Operations Admin

Order Processing

Op i > Order Py

Reports Help

I My Transactions Catalog

> Order = Domestic Order Entry

| Entitlement View Cart: 3 Item(s) to the value of 235.54 USD

Full Screen || Options

I Order: In Process

Sold-To: 4000578

Total Net Prica:
Customer Number: 4001181
Subject: Central Texas Food Bank
Your Reference: ADD0011807

Your Description:
Default Delivery

Deliver To:

[Multifood Order |

Settings For Items

5005062: CAPITAL AREA FB, AUSTIN, TX

Uit | Drugram i‘,'_b; Descrigtion A Requested Delivery Date

cs CSFP  Multi-Food APPLE JUICE PLST BTL-8/64 FL OZ NfA 4/03/2019

Reguested Delivery e
oty 04/03/2013[¥ ]
[*] Ttem Product Quantity
= |00 100853
= 200 100280

=] |a00 woozes 5|

[ 4 more o orier [ conce

Click (the Update button) to delete the selected line(s).

Return to Step 17.

Image: Domestic Order Entry Screen

Home Operations

Admin Reports Help

0
cs CHEP | Miis-rood | P2 AN SREAT RORTHERN DRY PKG= |y 0 04/03/2019
cs CSFP Multi-Food ?i’f‘z"EBUGHT RED KIDNEY DRY PRI |z 04/03/2019

225,534 UsD

=1 [

v 3

Total Price
Unit Price

&

23.32 UsD

6.70 USD / 100 LB
145.76 USD

50.61 USD / 100 LB

66,456 USD
55.38 USD / 100 LB

O/ 0O

<

Order Processing
5 (o] > Order > Order > Domestic Order Entry Full Screen || Options v
IMx Transactions Catalog | Entitlement [ view Cart: 2 Item(s) to the value of 89.78 USD
I Order: In Process A
Sold=Te1 4000579 Total Net Price: 89.78 USD
Customer Number: 4001181
Subject: Central Texas Food Bank
Your Reference: [a000011807
Your Description: [Multi-food Order
Default Delivery Settings For Items
Deliver To: S005062: CAPITAL AREA FB, AUSTIN, TX
Requested Delivery v]
Date for Items 04/03/2019[ ]
Sub- User Total Price 5

[¥] 1tem product Quantity Unit Program e Description oiotw. Requested Delivery Date T e ¥

& 100 100893 [10 Jes CSFP  Multi-Food APPLE JUICE PLST BTL-8/64FLOZ  N/A 04/03/2019 Nl el
: BEANS LIGHT RED KIDNEY DRY PKG- 66.46 USD
E] 200 100385 |5 cs CSFP Multi-Food '/ NA |04/03/2019 | ss.38usD/ 100 LB O
Add mare to order Ji Cance |
v

Click [t (the Order button) to submit this order.
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Image: Domestic Order Entry Screen

Home Operations Admin Reports

Help
Order Processing
. (8] b = Order P = Order M, it = Domestic Order Entry Full Screen || Options
I My Transactions Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 89.78 USD
I Order: In Process

~
Sokd:To: 1080378 ® Total Met Pri 89.78 USD
Message from webpage Lol Tioe: &
Customer Numbsr: 4001181 9 pag
Subject: Central Texas Food Bank
Your Referenca: AQ00011807
Your Dascription: [Mutti-food Ordar | o Do you really want to send the order?
Default Delivery Settings For Items
Deliver To: 5005062: CAPTTAL AREA FB, AUSTIN, T% ~ =
Requested Delivery =
S P 04/03/2013 | v |

[*] mem Product Quantity umit Program ?r':; Description ey

. Tatal Price .
S | M=t Delvesvtiic Unit Price L]
; 23.32 USD
& 100 100893 cs CSFP | Multi-Food |APPLE JUICE PLST BTL-8/64 FLOZ  N/A 04/03/2019 &61s0 100 16) L]
: BEANS LIGHT RED KIDNEY DRY PKG- £6.45 USD
=] 200 woses 5 | cs CSFP  Multi-Food [ ry N/A 04/03/2019

55.38 USD [ 100 LB

[ more to ovder [ Cancel [ Order
L¥)

31. Click (the OK button) on the pop-up screen to confirm order submission.
Image: Domestic Order Entry Screen

Home Operations Admin Reports

Help
Order Processing
. O il = Order Py i = Order = Domestic Order Entry Full Sereen || Options «
I My Transactions Catalog | Entitlement Transaction in Process
I Confirmation of receipt

Sold-To: 4000578

Order: 1000259482 from 03/12/201% 11:54 Total Net Price: 89.78 USD

Customer (Number):  Central Texas Foed Bank (4001181)

Your Referance: A000011807

Your Description: Multi-food Order

Tt ITtem Details Qry Unit e Tl:‘““’";""f:

100892 : APPLE JUICE PLST BTL-8/64 FL OZ Pt

100 Delivery Point: S005062: CAPITAL AREA FE, AUSTIN, TX , AUSTIN, TX 10.000 €5 NfA e ol I8
Requested Delivery Date: 04/02/2019 v =
100285 : BEANS LIGHT RED KIDNEY DRY PKG-12/2 LB o

200 Delivery Point: 5005062: CAPITAL AREA FB, AUSTIN, TX . AUSTIN, TX 5.000 cs N/A 55.38 USD / 100 LB
Requested Delivery Date: 04/03/2019 3 : =

@ (Note) The order number will be required to display or modify the order in the future. For
reference, record the order number displayed on the Confirmation for Receipt screen.
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RESULT

A multi-food order was created, including, selecting a Ship-To destination, adding items to the order,
and selecting a delivery date. As applicable, quantities and items may have been updated before
submitting the order.
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