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PROCESS OVERVIEW

Purpose

The purpose of this transaction is to create a Recipient Agency. A Recipient Agency (RA) is a domestic
customer organization that has access to place orders in WBSCM. RA organizations are created by SDA
(State Distributing Agency) Org Admins. The purpose of this transaction is to create an RA organization in
WBSCM. This includes adding contact information for the organization, and assigning business partners
and programs to the organization.

Process Trigger

Perform this transaction when you wish to create a Recipient Agency (RA) organization in WBSCM.

Prerequisites

. State Distributing Agency (SDA) must exist.
Portal Path
Follow the Portal path below to complete this transaction:

e Select Admin tab 2 Organization Maintenance folder % Maintain Organization link
2 Create RA Organization link to go to the Create RA Organization 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

. Refer to WBSCM Portal Basic Navigation course for tips on creating favorites,
perform searches, etc.

Reminders

eRemember to check your work
eRefer to the Help Option (to the right of the screen) in the Portal for further assistance.
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PROCEDURE

1. Start the transaction using the Portal path. Select Admin tab & Organization Maintenance
folder % Maintain Organization link & Create RA Organization

Maintain Organization Screen

United States Department of Agriculture

‘ Web-Based Supply Chain Management

B e I

Manage Users  MasterData  Organization Maintenance:

Maintain Organization | Back [=]
1airi ]

] Maintain Organization)

* Upioad New

+ Upload RA Updates
(| portai Favorites BE

javascript:void(0); ir| /' Trusted sites #100% -

2. Click Lreats RA Droanization (the Create RA Organization button) to create a new RA Organization.
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Create RA Organization Screen

Weicome CA USER

[ | opssson TR o [ |

Manage Users  MasterData  Organization Maintenance

Maintain Organization

| Back =]
|10 4
| T | ... ka organinstion
B it Orgonizator P
* Upioad New RA Organizations. bl (i it | =)
= Upioad RA Updates Name
I Portal Favorites BE il
Address
Street Address 1:* |
Street Agdress 3.
City:*
Country: * =
Stats: * [ =l Postal Code: *
County: * Zone:
[Subma]
= i A T
3. In the Name field, click | | (the text box) to enter name of
the RA.

@ (Note) Populate all required fields denoted by an asterisk. Enter required information on each
tab before clicking the Submit button. After you have entered information on the Address,
Relationship, Programs, and Miscellaneous tabs, click the Submit button.
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4, As required, complete/review the following fields:
Field R/O/C Description
Name: * R Name of the Recipient Agency Organization

Example: Riverside RA

Street Address 1: * R Street address of the RA's headquarters
Example:1111 Riverside Dr.
City: * R City of the RA's headquarters
Example: Riverdale
Country: * R Name of the country where the RA is located. Typically, USA
unless it is a domestic offshore location.
Example: USA
State:* R State where RA is located.
Example: California
Postal Code:* R A zip code for the RA's location
Example: 23232
Zone:* R Zone where the RA is located. Zone 1 is NERO (Northeast

Regional Office). Zone 2 is MARO (Mid-Atlantic Regional Office).
Zone 3 is SERO (Southeast Regional Office). Zone 4 is MWRQ
(Midwest Regional Office). Zone 5 is SWRO (Southwest Regional
Office). Zone 6 is MPRO (Mountain Plains Regional Office). Zone 7
is WRO (Western Regional Office). Zone 8 is HQ (Headquarters).
The RA should be assigned to the same zone as its SDA, so if you
are an SDA Org Admin creating this new RA, you should populate
this field with your zone number.

Example: 4
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Create Recipient Agency (RA)

Create RA Organization Screen

rtment of e
2 Welcome CA USER Log Off
pply Chain Management v A m

Manage Users.

(= - i

MasterData  Organization Maintenance:

Maintain Organization | Back =
it ]
TN ... cx organiation )
B veman Orgarizator e -
+ Upioad New RA Organizations - =
+ Upload R Updates - =
Business Pariner Relation: [Has Plant =] Name Fiter: | (Apply Fiter
I Portal Favorites =10
(nameCity sute (8P®) : tySute@P#) |
= 54
| NV AMERICOLD-SYRACUSE 2000/ SYRACUSE HY (4000003)
[ Assign
Unassign »
| =] - Frowi ofofio] - [~ |- § BHEE [ BEH
Submit
Dene 73] o Trusted sites #100% ~

5. Click

(the Relationship tab). This is the tab where you can assign relationships

such as plants, and ship-to locations to the RA.
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Create RA Organization Screen

ulture:
Management

Weicome CA USER

Manage Users  MasterData  Organization Maintenance
Maintain Organization | Bask =
] ¢roate RA Organization S oact]
{ Address JITTTTT  Programs | | =)
it Business Pariner Relation: [Has Plant | =] Name Fiter: | | [oply Fier
I Portal Favorites
Mame i City State (BP #) B Available Business Pariners - Hame / City State (BP #)
= i NV AMERICOLD-SYRACUSE 2000/ SYRACUSE NY (4000003)
=)
[Unassign 3]
~ || Row! ojoto) - |- |~ | HED 0. BEH
/' Trusted sites H100% -
6. In the Business Partner Relation field, click El (the Dropdown button) to begin maintaining the

business partner relations for the RA.

@ (Note) Select the Has Plant from the dropdown to choose the option when the business partner
has a National Warehouse location that needs to be added. The options you will be given for
possible National Warehouse locations are those assigned to the SDA.

Select the Has Ship-To to choose the option when the business partner has a Ship-To location
that needs to be added. This could include any delivery locations for goods. By adding this
information, the new Ship-To address will be selectable when the RA is creating a requisition and

needs to choose a delivery location.
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Create RA Organization Screen
Welcome MNIEIE

USDA untess

sre
ﬁ Web-Based Supply Chain Management

q

a5

I ..... o oeission ==

* Upload New RA Organizations i, e —
LY RA Updates - —
i Name Fiter: | [Aeply Fiter

1| portat Favorites =10

| WV AMERICOLD-SYRACUSE 2000/ SYRACUSE HY (4000003)

HEE [ =68 HES 0 EES

Submit |

Highlight the name of the business partner from the Available Business Partners column by

clicking J (the Blue Box).

Friday, March 12, 2021

© WBSCM Training - Proprietary

Page 7 of 18



Work Instruction

TTT Yy i
WBS(MJ Create Recipient Agency (RA)

Create RA Organization Screen

[__J_SDA Unit men

S ‘Veb-Based Supply Chain Management

(= - i

MasterData  Organization Maintenance:

Manage Users.
Maintain Organization
IIJIH =
| petteauavigaton [ RA Organization [@8ack]
! iphad RAUpssics Business Partner Relation: [Has Plant || Name Fiter: | | [Asply Fiter |
| Portal Favorites =10]
]
1’: NV AMERICOLD-SYRACUSE 2000/ SYRACUSE NY (4000003)
[ 2sson]
BEE 0 EEE BEOR 0 EEE
[submi]
;vas(wl:vauﬁ(nl; Iral o Trusted sites #100% = -
8. Click (the Assign button) to assign your selection to the RA.
© WBSCM Training - Proprietary Page 8 of 18
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Create RA Organization Screen

Weicome CA USER

[ | opssson TR o [ |

Manage Users  MasterData  Organization Maintenance

Maintain Organization | Back (=]
€151 L]
I Create RA Organization [Bact]
&l Maintain Organization} p— - p =
= Upioad New RA Organizations. L
s Business Partner Relation: [Has Plant |+ Name Fiter: | | Apply Fiter |
I Portal Favorites =10
s e T e s S
MameCity State (BP#)
| MW AMERICOLD-SYRACUSE 2000/ SYRACUSE HY (4000003) Bi Hone Found
BB [ @EEE BHEE [ EEE
[Subma]
; ) P P = TR
9. In the Business Partner Relation field, click El (the Dropdown button) to maintain the business

partner relations for the RA.
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Create RA Organization Screen

Weicome CA USER

[ Reports [ tei |
Manage Users _ Master Data
Maintain Organization | Back =
o] ]
T ... .m0 —
B Wsintain Organizatio pr— e =
* Upload New RA Organizations | — - e
- Upload RA Updaies Bastiess PartarFision: oo Fiter: [ (Aol
I Portal Favorites BE Bsapi: ]
Assigned Business PartiSFS-HmC | Ciy Stste (0 4 et
8
| None Found

10.

S
| WUV AMERICOLD-SYRACUSE 2000/ SYRACUSE NY (4000003)

[Unsssign &

HES [ EE8 BEE. [ EEE

o Trusted stes

R100% -

Click (the HasShip-To option) to select Ship-To locations to assign to the RA.
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Weicome CA USER

Create RA Organization Screen

[ | opssson TR o [ |
Master Data Organization Maintenance
=

0

Manage Users.
APy e

Maintain Organization

[0 4

=T ... ja organization
Name Fiter:

+ Upload Hew RA Organizations.
+ Upload RA Updates
st s "
5]
| ARTIC FROZEN FOODS LLC/ YORKVILLE NY (5004085)

=10

| ARVAC/RUSSELLVILLE AR (5002¢59)

I Portal Favorites
| CONN FREEZER WAREHOUSE INC / MILTON NY (5004088)

Unassign ¥

BHBEE [ 288

HES [0 EE8

o Trusted sites

H100% -

Done

11. Click J (the Blue Box) to select the Ship-To locations.
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12.

Create RA Organization Screen

Weicome CA USER

USDA unr
S \Veb-Based

[ | opssson TR o [ |

sre
pply Chain Management

I

Manage Users  MasterData  Organization Maintenance
Maintain Organization
]

€151
I ... . ogusision

1 Maintain Organization o
intain Organizatio P

+ Upioad Hew RA Organizations
+ Upioad RA Updates
2 Business Partner Relaton: [Has Ship-To || Name Fiter: | [£pply Fiter
I Portal Favorites B =

ARTIC FROZEN FOODS LLC / YORKVILLE NY (5004085)

| ARVAC/RUSSELLVILLE AR (5002459)
= {“J CONN FREEZER WAREHOUSE INC / MILTON NY (5004088)

BHBEE [ 288

HES [0 EE8

Submit

o Trusted sites

H100% -

javascript:void(0);

Click (the Assign button) to assign your selection to the RA.

Page 12 of 18
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13.

Create RA Organization Screen

Welcome CA USER Log Off m‘

[ - i

Manage Users  MasterData  Organization Maintenance

Maintain Organization | Back * =l
101 ‘
| ootied vgaton ] create RaOrganization (@8]
S owd ek B G tons . nadvess MITTEETY, Proams ‘ cl
+ Uplosd RA Updates —
Business Partner Relation: [Has Ship-To %] Name Fiter: |
|| Portal Favorites BE
| Assigned Business Partners - Name | City State (BP2) w"-"-:. «"‘”"".m‘n S G e
2 &2
| ARTIC FROZEN FOODS LLC 1 YORKVILLE NY (S004085) | ARVAC/RUSSELLVILLE AR (5002¢55)

| COMNN FREEZER WAREHOUSE INC / WLTON WY (5004088)

[Unassign ¥

BEE 0 BEE BEB. 0 DB

Subm ]

) J Trusted sites H100% -

Click Fregrams (the Programs tab) to assign programs to the RA. Keep in mind that you will only
see programs that have been assigned to your SDA by FNS.
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14.

Create RA Organization Screen

Welcome CA USER Log Off m‘

[ - i

Manage Users  MasterData  Organization Maintenance

Maintain Organization | Back * =
KIE0) ]
| octmieanmigeton i [ — [@Esa]
& Mointain Organization} ML oY Programs T
= Upload New R/ 1 = . I | =)
I Portal Favorites B = ‘[_ rmnmy wangr:mF::Pr
|7 National School Lunch Program
[EEssmm] | ™heEmerency Food Assistance
[unassign
BEE [ EEE HER 'H EEE
Suomt|
iavascwk:vwﬁ(H); Ira) T ;’ Trusted sites H100% -

Select the program(s) to assign to your RA. Highlight the name of the program(s) from the

Available Programs column. Click (the Assign button) to assign the program to the
RA. Only those programs assigned to the SDA by FNS can be assigned to the RA.
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Create RA Organization Screen

(= - i

Manage Users  MasterData  Organization Maintenance
Maintain Organization | Back (=]
it ]
| ocmieanmignnon i [ S —— =)
- (e iy — -
+ Uplosd New RA Organizations - - L
= Upload RA Updates  Assigned Prc 9 | A : |
I R BE | Commodity Supplemental Food Pr || Commediy Supplemental Food Pr
ortal Favorites — -
| Food Distriution Program on | | Food Distribution Program on |
| National School Lunch Program | National School Lunch Program
| The Emergency Food Assistance | The Emergency Food Assistance
[Unassign ]
HES B EBEE =1 Row] 1jotal -| -] -]
Submit
73] o Trusted sites H100% <

15. Click Miscellansous (the Miscellaneous tab) to enter optional information about the RA such as
attributes and identifiers.
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16.
17.

Create RA Organization Screen

USDA  united States Depariment e
LS Weicome CA USER

S ‘Veb-Based Supply

|m [Tl revorts | e |

Manage Users  Master Data
Maintain Organization

]
| Create RA Organization @ Back]
Address | Relaionship | Programs TPRTMERNY =]
RA Attributes.

I Portal Favorites BE RAFPS Code:

RA Identifier

0 Number.

Click | (the text box) to enter the FIPS Code and the ID Number.
As required, complete/review the following fields:
Field R/O/C Description
RA FIPS Code: 0] Federal Identifier- a unique code that is assigned to the recipient
agency by the federal government.
Example: 008341771
ID Number: 0] Identification number originating from ECOS (an FNS legacy

system).

Example: 237-562-2838
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Create RA Organization Screen

'V ppiy‘C igement
B -

]

Manage Users  hlaster Data  Organization Maintenance
| Back

Maintain Organization
]

lair|
Detailed Navigation
I (] Business Partner 0004006534 created successtuty

Bl Maintain Organizatios

* Upload New RA Organizations
= Upioad RA Updates

Create RA Organization
|| porta Favarites ST
RA Attributes.
RA FPS Code: (0082617771

s
e

RA Identifier
D Number: [237-562-2638

o Trusted sies Hioow -

After entering the desired information on all tabs, click | =45t | (the Submit button) to create the

18.
RA. The RA will be assigned a business partner number.

You have completed this transaction.

Q (Note) A confirmation message displays: Business Partner 0004006634 created successfully.

Page 17 of 18
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RESULT

The transaction has been successfully completed.
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PROCESS OVERVIEW

Purpose

A Recipient Agency (RA) is a domestic customer that has access to place orders in WBSCM. SDA Org
Admins are responsible for creating new RAs in WBSCM. They can do this in two ways - by manually
entering in the RA data or by importing an XML file. Most commonly, they will use the "Create RA
Organization" procedure, except when they wish to transfer information storage in USDA's legacy
systems. Use this transaction to import a new Recipient Agency organization via an XML file upload.

Process Trigger

After an XML file has been created and contains all required data for the new RA, use this transaction to
upload this file and create the new RA in WBSCM.

Prerequisites

o An XML file containing all required data for the new RA must exist.
Portal Path
Follow the Portal path below to complete this transaction:

. Select Admin tab % Organization Maintenance tab % Upload New RA Organizations to go
to the Upload New RA Organizations initial 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 WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 1 0of 8
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PROCEDURE

1. Start the transaction using the following Portal path: select Admin tab =
Organization Maintenance tab # Upload New RA Organizations

Image: Upload New RA Organizations - WBSCM Portal

USDA United States Department of Agriculture i [ | Log off
e : lew Session og of
al "Veb-Based Supply Chain Management

Back History Favorites Welcome SDA ORGADMIN

Home Operations Admin Reporis Help

Manage Users  Organization Maintenance

Admin = Organization Maintenance > Upload New RA Organizations Full Screen || Options ~
Maintain Organization . . . X
Welcome to the Upload New RA Organization Application
Upload RA Updates All required fields are marked with a red asterisk (*).
RA File Upload Selection
File Mame: = [ |[Browse...|
Submit
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: Upload New RA Organizations Screen

Home Operations Admin Reporis Help

Manage Users  Organization Maintenance
Admin = Organization Maintenance > Upload New RA Organizafions

Welcome to the Upload New RA Organization Application
All required fields are marked with a red asterisk (*).

RA File Upload Selection

File Name: * | |[Browse...

Full Screen || Options

3.

Click |Browse... (the Browse... button) to locate the XML file for uploading to WBSCM.

Q (Note) RA upload XML file can contain a maximum of 200 RAs.

Friday, March 12, 2021 © WBSCM Training - Proprietary
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WBSCA |

Image: Choose File Pop-up

Choose file

Look, i |@ Desktop

lra_upload. bxt

ky Recent
Clocuments

by Computer
by Metwork.  File name: | _11 Open ]
Flaces
Files of type: ],-’:-.II Files [*.7] __:] Cancel

Click on the XML file to select it. In this example the (o, upload.bt

selected.

(the ra_upload.txt file) was

Friday, March 12, 2021 © WBSCM Training - Proprietary
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Image: Choose File Pop-up

Choose file

ty Recent
Documents

Deszktop

)

by Documents

=

\

by Computer

by M ebwork
Flaces

\

Look, i |@ Desktop

= 0 eF E-

E| ra_upload.kxt

File name:

Filez of wpe:

|ra_up|n:nau:|.t:-:t

2

| &1 Files [7.7)

2l

Cancel
ﬂ

Click (the Open button) to begin the upload process for this file.

Friday, March 12, 2021
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6.

7.

Image: Upload New RA Organizations Screen

Home Operations Admin Reports Help

Users O

Admin = Organization Maintenance > Upload New RA Organizations Full Screen || Options ~

Welcome to the Upload New RA Organization Application
All required fields are marked with a red asterisk (*).

RA File Upload Selection

File Mame: * |GA\Desktopra_upload.txt xmi ||Browse...

Click (the Submit button) to upload the XML file to the system.

Image: Upload New RA Organizations Screen

USIDA  united States Department of A

’ Web-Based Supply Chain Maﬂagmnent

| MNewSession | Logoff

Back F History Favorites Weicome SDA ORGADMIN
Home Operations Admin Reporis Help

Users 0

Admin > Organization Maintenance > Upload New RA Organizations Full Screen || Options +

New RA Organizations Result Screen

Business Partners Successfully Created

RA Name RA Identifier BP ID
DSELY_NEW_RA_11 ABY11 8015180
DSLY_NEW _RA_12 ABRY12 8015181

Business Partners Not Created

RA Name Message RA ldentifier
BLEE TEST 0815188 RA 001 Duplicate RA Identifier BLEE0B1518B001
BELEE TEST 081515E RA 002 Duplicate RA Identifier ELEE0S1513B002

Recipient Agency Admin Data for Business Partners Sucessfully Created

BP ID RA |dentifier First Name Last Name Email Address1 Address 2 Address3 Cilty Sfate Zip Code Phone Phone Ext Fax
E‘ The table does not contain any data

The transaction is complete.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 6 of 8



i Work Instructi
WBS(MJ Irrcl);)or:': ;Slcel\j)vnRA Organizations

ﬁ (Note) A list of RAs successfully created will appear in the Business Partners Successfully
created screen section. A list of any RAs not created will appear in the Business Partners Not
Created screen section.
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RESULT

SDA/ITO org admin have successfully setup RA organizations by uploading XML file WBSCM.
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PROCESS OVERVIEW

Purpose

A Recipient Agency (RA) is a domestic customer organization that can place domestic requisitions in
WBSCM. RA organizations are created and maintained by State Distributing Agency (SDA) Org Admins.
The purpose of this transaction is to maintain an RA organization in WBSCM. This includes

modifying address information, and assigning (or un-assigning) National Warehouse, Ship-to locations,
programs to the organization and activate or inactivate the RA organization. SDA Org Admins use this
transaction to modify an existing RA Organization in the WBSCM system. Some attributes can also be
maintained by the RA Org Admin.

Note: An SDA cannot delete an RA. Contact the WBSCM Service Desk for assistance to delete an RA
from WBSCM.

Process Trigger
Use this transaction to alter information for an existing RA Organization in the WBSCM system.
Prerequisites

The RA Organization must already exist in the WBSCM system before its information can be changed.

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

. Select Admin tab %+ Organization Maintenance folder & Maintain Organization link =
Update RA Organization link to go to the Update RA Organization 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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1. Start the transaction using the Portal path. Select Admin tab # Organization Maintenance
folder % Maintain Organization link.

Image: Maintain Organization Screen

Home  Opersfions | Admin = Reports  Help

Menage Users  MasterDats  Organization Maintenance

Admin > i i = Maintain Ot i Full Screen Options »
Upload New RA Organizafions Welcome to the Maintain Organization Application

Upload RA Updates Jpdate my Orpanization
Creste RA Organizsfion
Update RA Organization
Create Co-op Organizafion
Update Co-op Organizafion
Mass Assign/Un-gssign Ship-To

2. Click = (the Hide Navigator button) to minimize the Portal menu. Note this can be done with
any transaction in WBSCM.
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Image: Maintain Organization Screen

Home Operstions | Admin Reparts Help

Mensge Users  MssterDats  Organization Maintenance
Admin > Organizati > Maintain O 5

‘Welcome to the Maintain Organization Application
Update my Organization
Creste RA nizafion
Update RA Organization
Creste Co-op Organizafion
jate Co-oj nization
Mess AssignUn-gssign Ship-To

Click Uodste BA Crganizstion  (the Update RA Organization button).

Image: Maintain Organization Screen

Home Cperstions | Admin Reports Help

Msnage Ussrs  MasterDats  Organization Maintenance
Admin = izafi * Maintain O -

Select Sub-Organization
Select the appropriate radio button to display a list of active or inactive sub-organization(s) to choose from.
@ Active Inactive

fp: [ALEE TEST 0315188 RA 001 | NEW BEDFORD MD (4010251) =

Full Screen || Options =

Full Scrzen | Options +

Thursday, April 29, 2021 © WBSCM Training - Proprietary
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4. Click [=] (the Drop-down button) from the RA field to select the required RA.

@ (Note) If the user is an RA Org Admin, their own organization's profile will be displayed,
and will not have the option to select other RAs.

As an SDA Org Admin, the user will be able to choose from the RAs within their
organization hierarchy.

..ia (Note) WBSCM defaults to display active RAs in the drop-down when * Astive  (the Active
radio button) is selected. If the user needs to display inactive RAs, click * 'm==t= (the
Inactive radio button) prior to clicking [= (the Drop-down button) for the RA field.
Image: Maintain Organization Screen

Home Operstions Admin Reports Help

Manage Users  MssterDats  Organization Maintenance
Admin > Orpanizati > Maintain O Full Screen || Options »

Select Sub-Organization

Select the appropriate radio button to display a list of active or inactive sub-organization(s) to choose from.

% Acive  ( Inactive

RA: [ALEE TEST 021512E A 001 { NEW EEDFORD MD (4010251) [+]

FODD BANK OF QAS DSL 2/ POGATELLD ID (4017081}

[T 00D BANK OF THE RIC GRANDE VALLEY | MCALLEN TX (4001924) ~
HOUSTON FOOD BANK { HOUSTON TX (4002423)

REGICNAL EAST TEXAS FOOD BANK / TYLER TX (4003624

SAN ANTONIO FOOD BANK / SAN ANTONIO TX (4003944)

SOUTH PLAINS FOOD BANKZHIGH PLAINS FOOD / LUBBOCK, TX (4004002}

SOUTH TEXAS FOOD BANK / LAREDO TX (4005042}

SOUTHEAST TEXAS FOOD BANKIFOCD BANK OF / BEAUMONT TX (4004105}

TARRANT AREA FOOD BANKMWICHITA FALLS | FORT WORTH TX (4004830)

WEST TEXAS FOOD BANK | ODESSA TX (4005487)

5. Select the appropriate RA from the list. In this example, WEST TEXASFOOD BANK / ODESSA TX [4005457)
(the WEST TEXAS FOOD BANK / ODESSA TX (4005487)) is selected.

@ (Note) Only one RA can be modified at a time.

@ (Note) The available RAs are listed in alphabetical order by name. Use the vertical
scrollbar to search through the list, or type the first letter of the name to select from RA
organizations that start with that letter.
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Image: Maintain Organization Screen

Home  Operstions | Admin | Repots  Help

Msnage Users Master Dats Organization Maintenance
Admin = izat = Maintain O

.

Select Sub-Organization
Select the appropriate radio button to display a list of active or inactive sub-organization(s) to chaose from

= Active Insctive
RA: WEST TEXAS FOOD BANK | ODESSA TX (4008487) |v|

6. Click (the Next button).

7. Perform one of the following:
If Then
The user needs to update an existing RA Go to Step 8.

organization

Full Scren || Options v

The user needs to activate/inactivate an existing Go to Step 20.

RA organization
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Image: Maintain Organization Screen

Home Cperstions Admin Reports Help

Manage Users Master Data Organization Maintenance

Admin > Organization Maintenance > Maintain Organization Full Screen || Options ~

Update RA O ization - O ization ID: 4005487
4o Back
Address | Relstionship Progrems Miscellansous | Status

All required fields are marked with & red asterisk (*).
Name

# Name: |West Texas Food Bank |
Additioral Mame: [ |

Address

+ Sweet Address 1: | 1000 East Gecond Sireet |
Street Address 2 | |

Street Address 3 | ]
= T—
* Country: [USA = _
* State: |Texas - * Postal Code: | 797681
* County: [Odesss *zone B ]
8. As required, complete/review the following fields:
Field R/O/C Description
Name: R Person or business partner’'s name.
Example:
\West Texas Region RA Food Bank
Additional Name: O A free text field to enter an additional name or
name of recipient.
Street Address 1: R A free text field in which to enter the street address
of the user or organization.
Example:
123 Main Street
Street Address 2: O A free text field in which to enter the street address
of the user or organization.
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Field R/O/C Description
Street Address 3: O A free text field in which to enter the street address
of the user or organization.

City: R City where the user or company is located.

Example:
Odessa

Country: R Country code that represents country name.

Example:
USA

@ (Note) The Country I=| (Drop-down

k. button) displays a list of countries.
State: R The abbreviation of United States territory, district
or state.

Example:
Texas

@ (Note) The State I=| (Drop-down
B button) displays a list of states and
territories.

Postal Code: R A ZIP code.

Example:
79765

County: R Region or geographical area.

Example:
Odessa

Zone: R Identifying number assigned to an RA by their
SDA.

Example:
5
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Image: Maintain Organization Screen

Home Operstions Admin Reparts Help

MsnsgeUsers  MasterDats  Organization Maintenance
izafi 5 Full Screen || Options ~

* Maintain Or

Admin >
Update RA O ization - O 1D: 4005487
@ Back

Address | Relstionzhip | ProgEms | Misoslaneous | Sisfus

All required fields are marked with a red astenisk (7).

= Namg; [WWest Texas Region RA Food Bank ]

Acditioral Hame: [

Address

* Sireat Address 1: 123 Main Street
Street Address 2 [ ]
Street Address 3: | ]

Sty

* Country: [USA
cote: fome 9] = Pastsl Code:
e B ]

* County: [Odesss

||

Submit

9. Click | Relstionship  (the Relationship tab) to review and modify relationships between the RA
and the Business Partner.
Image: Maintain Organization Screen

Home  Operstions | Admin | Repots  Help

Manage Users
Full Scren || Options v

Admin >

MssterData  Organization Maintenance
i > Maintain O D

Update RA O ization - O 1D: 4005487
4o Back
Address Relafionstip| | Progems | Miscelaneous | Status

Business Partner Relation: -
Available Business Partners

54

FR Business Pariner (Name/Gity State. BF Number) ||
| Mone Found

Assigned Business Partners
B Business Partner (Mame/City State, BP Mumber)
NV PARIS BROTHERS-MO 2200 f KANSAS CITY MO (4000004)

]

Submit
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10. Click I= (the Drop-down button) for the Business Partner Relation field.

@ (Note) Business Partner types include:

e Has Plant - Each RA is associated with an SDA. The SDA can have one or more
National Warehouse Plants assigned to it. The plant(s) assigned to the SDA are
listed under the Available Business Partners, from which the user may select when
assigning a plant to their RA.

e Has Ship-To - Each RA can have one or more Ship-To locations sites where the RA will
receive ordered materials.

Image: Maintain Organization Screen

Home Operstions | Admin Reports Help
Mensge Users  MesterDate  Organization Maintenance
Admin > Orpanization Maintenance > Maintain Organization Full Screen || Options ~
Update RA O ization - O ization ID: 4005487
4o Back
Address Relationship Progrems Miscellansous Status

Business Pariner Relation: |Has Plant -

Has Flant
Has Ship-To |

Assigned Business Partners Available Business Partners.
= i
E. Business Partner (Name/City Stste, BP Number) L E! Business Pariner (Name/City State. BF Number) |
NW PARIS BROTHERS-MO 2200 / KANSAS CITY MO (4000004) Mane Found
4 Assign
‘Submit
11. Click the appropriate relationship type to select Business Partner(s) to assign/unassign to the

RA. In this example, Ha= Ship-Ta  (the Has Ship-To option) is selected.

@ (Note) The Business Partners are listed in alphabetical order. Use the vertical scrollbar to
find the appropriate Business Partners.
To select multiple business partners:

e If the business partners are listed in consecutive rows, hold down the Shift key
and click the first and last selection buttons.

e To select business partners from non-consecutive rows, hold down the Ctrl key
while clicking each selection button.

The multiple selection also applies to the Programs tab.

@ (Note) To filter the list of Business Partners click on the column Business Partner
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(WBSCM |

(A

(Name/City State, BP Number) field. Select | (Useér-Defined Filter...)  4ho yser-
Defined Filter... option) and enter required criteria. Use * (the Asterisk symbol) at the
beginning and at the end of a search term (e.g., *Craven* or *5001716*) to search for a
Business Partner that contains the term. The asterisk searches part of a word as well (e.g.,
*Califor*). See also the Wildcard and Matchcode Searches job aid.

To remove filter select the (All) option.

Image: Maintain Organization Screen

Home Operstions | Admin Reparts Help

Manage Users
Admin > O

Master Dats Organization Maintenance

= Maintain O

Full Screen || Options «

Update RA O ization - O tion 10: 4005487
o Back
Address Relationship Progrems Misceliansous Stafus.
Business Pariner Relation: [Hes Ship-To  |w
Assigned Business Pariners Available Business Partners
E. Business Pariner (Name/City State, BF Mumber) EX  Business Pariner (Mame/City State. BP Mumber) =]
EL PASOANS FIGHTING HUNGER | EL PASC TX (5004350) ADVANCE FOOD COMPANY INC | ENID OK (5001155)
!
THE WEST TEXAS FOOD BANK / COESSA TX (5005020) ALDINE ISD / HOUSTON T {5004831)
ASIAN FOOD SOLUTIONS / RUSSELLVILLE AL {5004858)

ASIAN FOOD SOLUTIONS, INC | LOS ANGELES CA (5004773)

AUSTIN ISD f AUSTIN TX (5001600)

B & R FOOD SERVICE / BALLINGER TX (5002100)

B & R FOOD SERVICE / BALLINGER TX (5002370}

B & R FOOD SERVICE / EARLY TX (5002114) -

Submit

12. Click  (the Selection button) to select the appropriate Business Partner(s) under the Available
Business Partners section. In this example, the Business Partner ALDINE ISD / HOUSTON TX

(5004931) is selected.
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Image: Maintain Organization Screen

Home Operstions Admin Reparts Help

MsnsgeUsers  MasterDats  Organization Maintenance

Admin > * Maintain O Full Screen | Options ~
Update RA O ization - O ization ID: 4005487
@ Back

Address Relaionship || Programs | Misoslaneous | Status

Business Pariner Relation: [Has ShipTo |+

Assigned Business Partners Available Business Fartners
& &
E. Business Pariner (Mame/City State, BF Mumber) = B\ Business Partner (Name!City State, BF Number) --.
EL PASOANS FIGHTING HUNGER | EL PASC TX (5004350) ADVANCE FOOD COMPANY INC | ENID Ok (5001155)
o
THE WEST TEXAS FOOD BANK / COESSA TX (5005020) | ALDINE ISD/HOUSTON TX (5004821)
ASIAN FOCD SOLUTIONS / RUSSELLVILLE AL (5004856)

ASIAN FOOD SOLUTIONS, INC [ LOS ANGELES CA (5004773)
AUSTIN ISD f AUSTIN TX {5001600)
B & R FOOD SERVICE / BALLINGER TX (5002100}
B & R FOOD SERVICE / BALLINGER TX (5002370)
[ B &R FOOD SERVICE / EARLY TX (5002114) =

‘Submit

13. Click (the Assign button) to assign the selected Business Partner(s) to the RA. The
Business Partner is moved to the Assigned Business Partner section.

ﬁ- (Note) To unassign Business Partner(s), click  (the Selection button) to select from the
Assigned Business Partners section, and then click (the Unassign button).
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Image: Maintain Organization Screen

Home Operstions Admin Reparts Help

MsnsgeUsers  MasterDats  Organization Maintenance

Admin » > Maintain O Full Screen | Opfions »
Update RA O ization - O ization ID: 4005487
0 Back

Ascress ((Relafionship| | Progems | Misoellaneous Status

Business Pariner Relation: =

Assigned Business Partners Available Business Fartners
& &

E. Business Pariner (Name/City State, BF Mumbar) = B\ Business Partner (Name!City State, BF Number) ';
EL PASOANS FIGHTING HUNGER | EL PASC TX (5004350) ADVANCE FOOD COMPANY INC | ENID Ok (5001155) |
THE WEST TEXAS FOOD BANK / COESSA TX (5005020) e | ASIAN FOCD SOLUTIONS / RUSSELLVILLE AL (5004656)

| ALDINE ISD / HOUSTON TX (5004831} ASIAN FOOD SOLUTIONS, INC / LOS ANGELES CA (5004773)

| AUSTIM ISD £ AUSTIN TX (5001600)
B & R FOOD SERVICE / BALLINGER TX (5002100)
| B&R FOOD SERVICE / BALLINGER TX (5002270)
B & R FOOD SERVICE / EARLY TX (5002114)
= | BASIC AMERICAN FOODS - BLACKFOOT / BLACKFOOT ID (5002742) [+

‘Submit

14. Click | Fregrams  (the Programs tab) to assign/unassign programs to the RA.

9 (Note) Only programs that have been assigned to the user's SDA by FNS will be shown.
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Image: Maintain Organization Screen

Home Operstions Admin Reparts Help

Mensge Users  MssterDats  Organization Maintenance

Admin > O izati > Maintain Or
Update RA Organization - Organization ID: 4005487
48 Back
Address i Relstionship Programs. [ Miscellaneous i Status
Assigned Programs Available Programs
The Emergency Food Assistance | | Trade Mitigation - CSFP E]
Soup Kitchen and Food Banks ‘Summer Food Service Frogram
Commadity Food Pr Commodity Food Pr
4 Assign 1 |
Child and Adult Care Food P Cheritsble Institutions.
=

| Trade Mitigation - TEFAP ._
Trade Mitigstion - CACFP
Trade Mitigation - NSLP
Mutrition Senvices Incentive P -

Submit

Full Screen || Options =

15. Click (the Selection button) to select the appropriate Program(s) under the Available

Programs section. In this example, the Summer Food Service Program is selected.

Image: Maintain Organization Screen

Home  Opersfions | Admin = Repots  Help

Msnage Users Master Dats Organization Maintenance

Admin > @ * Maintain O Full Screen | Options »
Update RA Organization - Organization ID: 4005487
8 Back
Address | Relationship Programs | Misosllaneous | Status
Assigned Programs. Available Programs
The Emergency Food Assistance | | Trade Mitigation - CSFP ‘
Soup Kitchen and Food Banks £ Summer Food Service Program
Commodity Food Pr = Commodity Supplementsl Food Fr |
Sign 1
Child and Adult Care Food Prog Charitable Insfitutions
U ign b
Trade Mitigstion - TEFAP | 5
Trade Mitigstion - CACFP
Trade Mitigstion - NSLF
Mutribon Senvices Incentive P -
Submit
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16. Click (the Assign button) to assign to the selected program(s) to the RA. The program
is moved to the Assigned Programs section.

_.ia (Note) To unassign program(s), click  (the Selection button) to select the program(s) from the
Assigned Programs section, and then click (the Unassign button).

Image: Maintain Organization Screen

Home Operstions Admin Reports Help

Menage Users  MesterDats  Organization Maintenance

Admin > Orpanization Maintenance > Maintain Organization Full Screen || Options =

Update RA Organization - Organization ID: 4005487
@9 Back
Address | Relstionship Frograms | Misosllaneous | Status
Assigned Programs Available Programs
The Emergency Food Assistance | Trade Mitigation - CSFP =
Soup Kitchen and Food Banks Summer Food Service Frogram |
Commodity Food Pr Commodity Supplemental Food Pr
Child and Adult Care Food Prog m"—l Cheritable Instifutions.
Summer Food Service Frogram Trade Mitigstion - TEFAP
Trads Mifigstion - CACFP
Trade Mitigstion - NSLF
Mutrition Senvices Inantive P =
Submit

17. Click | Misecsllenecu=  (the Miscellaneous tab) to enter optional information about the RA such as
attributes and identifiers.
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Image: Maintain Organization Screen

Home  Operstions | Admin | Repots  Help

Mensge Users ~ MasterDats  Organization Maintenance
Admin > Orpanizati > Maintain O

Update RA O ization - O ization ID: 4005487
@5 Back

Address | Relsfionship Programs Miscellaneocus | Ststus

RA Attributes
RAFIPS Coge:

RA Identifier

|0 number: [088713

‘Submit

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

Full Screen || Options =

Example:
99

RA FIPS Code: O A unique code that is assigned to the recipient agency
by the Federal government.

Example:
239-723

ID number: O Identification number originating from the ECOS system.

19. Go to Step 23.

_.;_@ (Note) Steps 20 - 22 review how to inactivate an RA.
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Image: Maintain Organization Screen

Reports Help

Home Opersfions Admin
Msnage Users  MasterDats  Organization Maintenance
Admin > i # Maintain O i Full Screen | Opfions »
Update RA On -0 ization ID: 4005487
8 Back
Address | Relsionship | Programs Miscellaneous  Status
RA Attributes
A FIFS Code:
RA Identifier
ID number: |230-723
Submit
20. If necessary, click ' =tatus (the Status tab) to change the status of the RA.

Image: Maintain Organization Screen

Home Operstions | Admin Reports Help
Full Screen || Options ~

Organization Maintenance

Msnage Users. Master Dats
i > Maintain O

Admin >

Update RA O -0 ization 1D: 4005487
49 Back
st ErE

Select the
Inactive: ||

‘Submit

Page 16 of 19
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21. Click LI (the Inactive checkbox) to change the status of the RA.

@ (Note) If LI (the Inactive checkbox) is selected, deselecting will make the RA active. Also, the
date from the Inactivated On field will be cleared automatically, as the organization is not
inactive anymore.

22. If necessary, enter any business reasons for active/inactive change in the Comments field. In
this example, Inactivated from 4/16 is entered.

._ia (Note) When ¥/ (the Inactive checkbox) is checked, the Inactivated On field is auto-populated
with the date the organization was inactivated. This field is not editable.

Image: Maintain Organization Screen

Home Operstions Admin Reports Help

Manage Users  MssterDats  Organization Maintenance
Admin > Orpanizati > Maintain Org: Full Screen || Options =

Update RA O ization - O ization ID: 4005487

@ Back
ST HeIE

Select the to inactivate the
Inactive: [
Inactivated On: | 04162021
Comments. |Inectivated from 416

‘Submit

23. Click (the Submit button) to update the RA after entering the desired information on all
the tabs.

6 (Note) A confirmation message displays: "Business Partner XXXXXX updated successfully."
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Image: Maintain Organization Screen

Home  Operstions | Admin = Reports  Help
Manage Users  Master Data

Organization Maintenance
Admin >

# Maintain O

8 Business Pertner 0004005487 updsted successtuly

Update RA Organization - Organization I1D: 4005487

Select the
Inaciive: [+
On: [D4/162021
Comments: [Inactvated from 4/16

EE

to in the

24,

The transaction is complete.

Thursday, April 29, 2021
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RESULT

Updates to the RA organization were made in WBSCM, which may include changes to the address
information, assigned national warehouse(s), ship-to location(s) and/or program(s), optional identifiers
for the organization, as well as activation or inactivation of the RA organization.
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PROCESS OVERVIEW

Purpose

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

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

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

An update to an RA Organization is required.
Prerequisites

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

Portal Path
Follow the Portal path to complete this transaction:

. Select Admin tab % Organization Maintenance tab & Upload RA Updates link to go to the
Upload RA Updates screen

Tips and Tricks

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

1. Open the XML file.

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

Image: Notepad Screen

" RA_UPLOAD_UPDATES.txt - Notepad — O %

File Edit Format View Help

<recipient-agenciess
<recipient-agencys
{raBPId>4889362<{/raBPId>
<raName>Placer County</raNameX
<raldentifier>RA181</raldentifier:
<ralounty>Placer</raCounty’
<ralone>S</ralone:
<rafFipsCode>39< /raFipsCode>
<rabDeliveryLocations>
<raDeliveryLoc>5883184</raDeliverylocs
¢/rabeliveryLocations>
<raPrgmld>
<raProgram>CACFP</raProgram>
</raPrgmlds>
<frecipient-agency>
<frecipient-agenciess

Ln & Col 31 100%  Windows (CRLF) UTF-8

2. Update the XML as necessary. In this example, the <raName> field is changed to Placer
County Food Bank.
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Image: Notepad Screen

| *RA_UPLOAD_UPDATES.txt - Notepad — O %

File Edit Format View Help

<recipient-agenciess
<recipient-agencys
{raBPId>4889362<{/raBPId>
<raName>Placer County Food Bank</ralame:
<raldentifier>RA181</raldentifier:
<ralounty>Placer</raCounty’
<ralone>S</ralone:
<rafFipsCode>39< /raFipsCode>
<rabDeliveryLocations>
<raDeliveryLoc>5883184</raDeliverylocs
¢/rabeliveryLocations>
<raPrgmld>
<raProgram>CACFP</raProgram>
</raPrgmlds>
<frecipient-agency>
<frecipient-agenciess

Ln 4, Col 35 100%  Windows (CRLF) UTF-8

3. Select File (the File menu option).
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Image: Notepad Screen

| *RA_UPLOAD_UPDATES.txt - Notepad

File Edit Format View Help

Mew Ctrl+M
Mew Window Ctrl+5hift+ M 1889382</raBPId>

"lacer County Food Bank</ralamex>
SEE Ctrle0 |} fier>RA181</raldentifiers
Save Ctrl+5 yxPlacer</raCounty>

. s /ralone>

Save As... Ctrl+Shift+5 pde>99</raFipsCodes
Page Setup... rerylLocs
Print... Ctrl+P
Exit am>CACFP</raProgram>

3

4, Select

<frecipient-agency>

<frecipient-agenciess

Ln 13, Col 25

Save (the Save option).

100%  Windows (CRLF)

UTF-8

Thursday, May 26, 2022
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Image: Notepad Screen

| *RA_UPLOAD_UPDATES.txt - Notepad — O %

File Edit Format View Help

<recipient-agenciess
<recipient-agencys
{raBPId>4889362<{/raBPId>
<raName>Placer County Food Bank</ralame:
<raldentifier>RA181</raldentifier:
<ralounty>Placer</raCounty’
<ralone>S</ralone:
<rafFipsCode>39< /raFipsCode>
<rabDeliveryLocations>
<raDeliveryLoc>5883184</raDeliverylocs
¢/rabeliveryLocations>
<raPrgmld>
<raProgram>CACFP</raProgram>
</raPrgmlds>
<frecipient-agency>
<frecipient-agenciess

Ln 4, Col 35 100%  Windows (CRLF) UTF-8

>

5. Click (the Close button).

6 (Note) After closing the XML file, navigate to the Upload RA Updates screen on the portal to
upload the XML file.

6. Start the transaction using the Portal path: Admin tab & Organization Maintenance tab %
Upload RA Updates link.
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Image: Upload RA Updates Screen

Hama Oparstions Admin Reparts Help
MansgeUsers  MasterData  Organization Maintenance

( Admin > Organization Maintenanoe > Upload RA Updates

Maintain Organization
Upload New RA Organizations Update RA Information
1 RA Uptate Fil Selection

[Chagse File | Na fie chasen [ & Upload Fike |

Full Screen | Options =

Click * (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done

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

Homa Oparstions Admin Repans Help

MansgeUsers  MasterDats  Organization Maintenance

Admin = Organization Maintenance = Upload RA Updates
13
Update RA Information

+=] RA Update File Selection
[[Shoese File [ No file chosen [ @ Upioad File |

Full Screen | Options =

Click (the Choose File button) to locate the file to be uploaded. In this example, the

RA_UPLOAD_UPDATES.txt file was located.
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Upload RA Updates Screen

Hamea Operstions Admin Reparts Help

Mansge Users  Master Data  Organization Maintenance

Admin > Organization Maintenance > Upload RA Updates Full Screen | Options =
L3
Update RA Information

/=] RA Update File Selection =]
[Choose File | RA_UPLOA . PDATES b | @ Upload File

9. Click (the Upload File button).
Upload RA Updates Screen

Hame COperstions Admin Reports Help
Manzge Users  MasterDatz  Organization Maintenance
Admin > Organization Maintenance > Upload RA Updates Full Screen | Options *

»

RAs Successfully Updated

RA RA Identifier _-:
40002382 RA101

RAs Not Updated
RA RA Identifier RA Atribute Error Message =]

10. Review the RAs Successfully Updated section.

6 (Note) The following display:

e Business Partner Number in the RA column
¢ RA Identifier of the RA that was modified.

11. The transaction is complete.
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RESULT
The RA organization was updated by uploading an XML file to WBSCM.
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PROCESS OVERVIEW

Purpose

The purpose of this procedure is to assist State Distributing Agency (SDA)/Indian Tribal Organization
(ITO) Org Admins in assigning or un-assigning ship-to organizations to the Recipient Agencies (RAs)
within their organizational hierarchy. While SDA/ITO Org Admins may manually update ship-to
organization business partner relationships for RAs individually when needed, they can efficiently mass
assign or un-assign ship-to organizations to multiple RAs in one transaction.

Process Trigger
Use this transaction to mass assign or un-assign ship-to organizations to RAs.

Prerequisites

. User ID must have the SDA/ITO Org Admin security role assigned to it.
. Ship-to organization must exist in WBSCM.
. RA must exist in WBSCM.
o The user's SDA/ITO must have RAs.
Portal Path

Follow the Portal path below to complete this transaction:

) Select Admin tab 2 Organization Maintenance tab & Maintain Organization link & Mass
Assign/Un-assign Ship-To link to go to the Mass Assign/Un-assign Ship-To screen.

Tips and Tricks

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

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 1 of 13



W‘BS(M 1 Work Instruction
' J Mass Assign Ship-To's to Recipient Agencies (RASs)

PROCEDURE

1.

Select Admin tab 2 Organization Maintenance tab 2 Maintain Organization link.
Maintain Organization Screen

Home Operations Admin Help

Users O

B Admin > Organization Maintenance > WMaintain Organization Full Screen || Opfions

- Maintain Organization

Upload New RA Organizations Update my Organizafion
Upload RA Updates Create RA Organization
Update RA Organization
Create Co-op Organization
Update Co-op Organization
Mass Assign/Un-assign Ship-To

Click * (the Hide Navigator arrow) to minimize the Portal menu. Note this can be done on any
transaction in WBSCM.
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Maintain Organization Screen

Home Operations Admin Help

Manage Users 0 izati i o
Admin = Organizati i = Maintain O

5] Full Screen || Oplions v
Update my Organization

Create RA Organization

Updaie RA Organizafion

Create Co-op Organization

Update Co-op Organization

Mass Assign/Un-assign Ship-To

3. Click Mass AssignflIn-assign Ship-To

(the Mass Assign/Un-assign Ship-To link) to mass
assign/un-assign RAs to ship-to locations.
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Maintain Organization Screen

Home Operations Admin Help

Users O izati i e

Admin = Organization Maintenance > Maintain Organization Full Screen || Oplions v

Select Ship-To Organization

DSH. |15TH AVENUE FOOD CORP / BROOKLYM NY (5002999) |v|
4. Click = (the DSH: drop-down) to view the available ship-to organizations assigned to SDA/ITO
by FNS.

@ (Note) Type the first letter of the ship-to organization to go to the ship-to organizations that
start with that letter.

@ (Note) To request a new ship-to organization for the SDA/ITO, domestic business partners
should email FNS at WBSCM-Ship-To@fns.usda.gov. FNS will create or modify the ship-
to organization, as needed, and assign it to the organization.
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5.

Maintain Organization Screen

Home Operations Admin Help

M Users O izati i e

Admin = Organizati i = Maintain O

Select Ship-To Organization

DSH: |[I5TH AVENUE FOOD CORP / BROOKLYN NY (5002999) [+]

15TH AVENUE FOOD CORP / BROOKLYN NY (5002999)
@ 20TH CENTURY / PALMER CA {5001415)

215T CENTURY FOODS LTD / DALLAS TX (5002705)

21ST CENTURY FOODS LTD / SAN ANTONIO TX (5002903)
215T CENTURY FOODS LTD / WAELDER TX (5002857)

32 COLD / LOS ANGELES CA (5004520)

4U2U / MINNETONKA MN (5003951)

4U2U- INACTIVE / GREENDALE IN (5003952)

A & D COLD STORAGE INC / WORCESTER MA (5002837)
A&V PASTA PRODUGCTS / CLEVELAND OH (5001859)

Full Screen || Options ~

Select the ship-to organization to assign or un-assign to RAs. In this example, we selected
|5"2 COLD /LOS ANGELES GA (5004520) (the 32 COLD / LOS ANGELES CA (5004520) option).

Friday, March 12, 2021
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Maintain Organization Screen

Home Operations Admin Help

ge Users 0 ization Mail e
Admin = Organization Maintenance > Maintain Organization Full Screen || Oplions v
Select Ship-To Organization
DSH: (B2 COLD / LOS ANGELES CA (5004520) [=]
6. Click @ (the Submit button) to submit the selection.

@ (Note) The ship-to organization details display in view-only mode. The Address tab
contains details about the location and contact information for the ship-to organization. The
Relationship tab displays the ship-to organization's relationships with RAs in the
SDA/ITO's organizational hierarchy.

o

- (Note) Use [HSEak] (the Back button) at any point in the transaction to return to the list of
Maintain Organization transactions (Step 3).
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Maintain Organization Screen

Home Operations Admin Help

Manage Users ~ Organization Maintenance

Admin = Organization Maintenance > Maintain Organization Full Screen || Options ~

Ship-To Organization - Org ID : 5004520

Address | Relationship
Name

MName: * |32 COLD
Additional Name: |-C/O DON LEE FARMS

Address

Sireet Address 1. * | 3185 East Washington Blvd.
Street Address 2:
Street Address 3:

City: * |LOS ANGELES
Country: * |USA
Stafe: * |California
County

Postal Code: * |90023-4223

Zone:

Contact Information

Phone: |909-210-3566
Email;
Fax:
Scheduling Website

Submit

7 Click i Relationship

(the Relationship tab) to access the existing business partner
relationships.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 7 of 13



W‘BS(M i Work Instruct!on . o .
J Mass Assign Ship-To's to Recipient Agencies (RASs)

Maintain Organization Screen

Home Operations Admin Help

Manage Users ~ Organization Maintenance

Admin = Organization Maintenance > Maintain Organization Full Screen || Options ~
Ship-To Organization - Org ID : 5004520
Address Relationship
Assigned Business Partners Available Business Partners
¥ ¥
E. Business Pariner{Name/City State, #) Program(s) |~ E. Business Pariner{Name/City State, #)

FORT CHERRY SD / MCDOMNALD PA (4000616) MSLP ASSUMPTION BVM / POTTSVILLE PA (4000695)

APM EMERGENCY SHELTER / PHILADELPHIA PA (4000630) MSLP ALLEGHENY INTERMEDIATE UNIT / CLAIRTON PA (4000701)
HOPE FOR HYNDMAKN CHARTER SCHOOL / HYNDMAN PA (4000617) NSLP ALLEGHENY VALLEY SCHOOL DIST / CHESWICK PA (4000702

ssign
ABINGTON CHRISTIAN ACADEMY / CLARKS SUMMIT PA (4000640) MSLP ALLEGHENY-CLARION VALLEY SCH /FOXBURG PA (4000703
AEBINGTOM HEIGHTS SCHOOL DISTRICT / CLARKS SUMMIT PA (4000641) MNSLP ALLENCREST DETENTION CENTER / BEAVER PA (4000705)
ABINGTON SCHOOL DISTRICT / ABINGTOMN PA (4000642) NSLP ALLENTOWN SCHOOL DISTRICT / ALLENTOWN PA (4000707)
ADELPHOI VILLAGE INC. / LATROBE PA (4000657) MSLP ALTERMATIVE REHAE COMMURNITIE / HARRISBEURG PA {4000
ST JOSEPH SCHOOL (DOWNINGTOWN) / DOWNINGTOWMN PA (4000858)  NSLP ALTOOMA AREA SCHOOL DISTRICT / ALTOONA PA (4000714)
ALBERT GALLATIN AREA SCHOOL DISTRICT / UNIONTOWN PA (4000681) NSLP ALTOONA CENTRAL CATHOLIC MID / ALTOONA PA (4000715)
ALIQUIPPA SCHOOL DISTRICT [ ALIQUIPPA PA (400068%) HSLP [= AMBRIDGE AREA SCHOOL DISTRICT / AMBRIDGE PA (40007¢
< >
8. Perform one or more of the following:
If Then
The existing relationship between the ship-to Go to step 9.

organization and the RAs needs to be removed.

New relationships need to be assigned to the ship- Go to step 13.
to organization and RAs.

No other changes are needed. Go to step 15.

@ (Note) The RAs are listed in ascending order by business partner number. Use the vertical
scrollbar to find the appropriate RAs.

@ (Note) To select multiple business partners:

If the business partners are listed in consecutive rows, hold down the Shift key and click
the first and last selection boxes.

To select business partners from non-consecutive rows, hold down the Ctrl key while
clicking each selection box.

@ (Note) The Available Business Partners panel will not include RA organizations that
have been archived or marked for deletion.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 8 of 13



Work Instruction

WBSCH |

Mass Assign Ship-To's to Recipient Agencies (RASs)

Maintain Organization Screen

Home Operations Admin Help

Users [s] ization i e

Admin = Organization Maintenance > Maintain Organization

Ship-To Organization - Org ID : 5004520

Address Relationship

Assigned Business Partners

F

E. Business Partner(Name/City State, #) Programis) =

Full Screen || Options ~

Available Business Partners

F

EL Business Partner{Name/City State, #)

FORT CHERRY SD / MCDOMNALD PA (4000616) NSLP ASSUMPTION EVM f POTTSVILLE PA (4000695)
APM EMERGENCY SHELTER / PHILADELPHIA PA (4000630) HNSLP ALLEGHENY INTERMEDIATE UNIT f CLAIRTON PA (4000701)
HOPE FOR HYNDMAMN CHARTER SCHOOL / HYNDMAN PA (4000817) NSLP ALLEGHENY VALLEY SCHOOL DIST / CHESWICK PA (4000702
ssign
ABINGTON CHRISTIAN ACADENY [ CLARKS SUMMIT PA (4000640) NSLP ALLEGHENY-CLARION VALLEY SCH /FOXBURG PA (4000703
ABINGTON HEIGHTS SCHOOL DISTRICT / CLARKS SUMMIT PA (4000641) HMSLP ALLENCREST DETENTION CENTER f BEAVER PA (4000705)
ABINGTON SCHOOL DISTRICT / ABEINGTON PA (4000642 NSLP ALLENTOWN SCHOOL DISTRICT / ALLENTOWN PA (4000707)
ADELPHOI VILLAGE INC. / LATROBE PA (4000657) NSLP ALTERMATIVE REHAB COMMUNITIE / HARRISBURG PA (4000
ST JOSEPH SCHOOL {DOWNINGTOWN) / DOWNINGTOWRN PA (4000658) NSLP ALTOONA AREA SCHOOL DISTRICT / ALTOONA PA (4000714)
ALBERT GALLATIN AREA SCHOOL DISTRICT / UNIONTOWHN PA (4000631) MNSLP ALTOONA CENTRAL CATHOLIC MID / ALTOONA PA (4000715)
ALIQUIPPA SCHOOL DISTRICT / ALIQUIPPA PA (4000689) NSLP - AMBRIDGE AREA SCHOOL DISTRICT f AMBRIDGE PA (40007
< >
9. Select (the Selection box) next to the RA(s) from the Assigned Business Partners panel

to be removed from this ship-to organization. In this example, we selected the FORT CHERRY
SD / MCDONALD PA (4000616), APM EMERGENCY SHELTER / PHILADELPHIA PA
(4000630), HOPE FOR HYNDMAN CHARTER SCHOOL / HYNDMAN PA (4000617), and
ABINGTON CHRISTIAN ACADEMY / CLARKS SUMMIT PA (4000640).

o

- (Note) Use (the Filters icon) to quickly search for an RA. Additionally, use "*" (the Asterisk
symbol) as a wildcard at the beginning of the search term (e.g., *DEPT) to search for an RA that
starts with the term or use the asterisk symbol at the beginning and the end of the search term
(e.g., *SCHOOLY*) to search for an RA that contains the term.

10. Click (the Unassign button) to remove the relationship.

@ (Note) The selected RAs are moved to the Assigned Business Partner panel.

11. Go to step 8.
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Mass Assign Ship-To's to Recipient Agencies (RASs)

Maintain Organization Screen

Home Operations Admin Help

Users [s] ization i e

Admin = Organization Maintenance > Maintain Organization

Ship-To Organization - Org ID : 5004520

Address Relationship

Assigned Business Partners

F

E. Business Partner(Name/City State, #) Programis) =

FORT CHERRY SD'/ MCDONALD PA (4000616) MNSLP
APM EMERGENGCY SHELTER / PHILADELPHIA PA (4000630} NSLP
HOPE FOR HYNDMAN CHARTER SCHOOL / HYNDMAN PA (4000817) NSLP
ABINGTOM CHRISTIAN ACADEMY f CLARKS SUMMIT PA (4000640) NSLP

ABINGTON HEIGHTS SCHOOL DISTRICT / CLARKS SUMMIT PA (4000641) NSLP
ABINGTON SCHOOL DISTRICT / ABINGTON PA (4000642) NSLP
ADELPHOI VILLAGE INC. / LATROBE PA (4000657) HSLP
ST JOSEPH SCHOOL (DOWNINGTOWN) / DOWNINGTOWN PA (4000658)  NSLP
ALBERT GALLATIN AREA SCHOOL DISTRICT / UNIONTOWN PA (4000881) NSLP

Full Screen || Options ~

Available Business Partners

E
EL Business Partner{Name/City State, #)
ASSUMPTION BVM / POTTSVILLE PA (4000695)
ALLEGHENY INTERMEDIATE UNIT / CLAIRTOMN PA (4000701}
ALLEGHENY VALLEY SCHOOL DIST / CHESWICK PA (4000702
ALLEGHENY-CLARION VALLEY SCH /FOXBURG PA (4000703
ALLENCREST DETENTION CENTER. / BEAVER PA (4000705)
ALLENTOWN SCHOOL DISTRICT / ALLENTOWN PA (4000707)
ALTERMATIVE REHAE COMMUNITIE / HARRISBURG PA (4000
ALTOOMA AREA SCHOOL DISTRICT / ALTOONA PA (4000714)
ALTOOMA CENTRAL CATHOLIC MID / ALTOONA PA (4000715}
AMEBRIDGE AREA SCHOOL DISTRICT / AMERIDGE PA (40007

ALIQUIPPA SCHOOL DISTRICT / ALIQUIPPA PA (4000689) NSLP -

12. Select (the Selection box) next to the RA(s) from the Available Business Partners panel to
be assigned to this ship-to organization. In this example, we selected the ASSUMPTION BVM /
POTTSVILLE PA (4000695), ALL EGENY INTERMEDIATE UNIT / CLAIRTON PA (4000701),
ALLEGHENY VALLEY SCHOOL DIST / CHESWICK PA (4000702), and ALLEGHENY -
CLARION VALLEY SCH / FOXBURG PA (4000703).

o

- (Note) Use (the Filters icon) to quickly search for an RA. Additionally, use "*" (the Asterisk
symbol) as a wildcard at the beginning of the search term (e.g., *DEPT) to search for an RA that
starts with the term or use the asterisk symbol at the beginning of the term.

13. Click (the Assign button) to create a relationship between the ship-to organization and
the selected RAs.

@ (Note) The selected RAs are moved to the Assigned Business Partner panel.

14. Go to Step 8.

Page 10 of 13
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Maintain Organization Screen

Home Operations Admin Help

M Users O izati i e

Admin = Organization Maintenance > Maintain Organization

Ship-To Organization - Org ID : 5004520

Address Relationship.

Assigned Business Partners
BE. Business PartneriName/City State, #)
FORT CHERRY SD / MCDOMNALD PA (4000616)

APM EMERGENGCY SHELTER / PHILADELPHIA PA (4000630}

HOPE FOR HYNDMAN CHARTER SCHOOL / HYNDMAN PA (4000817)
ABINGTOM CHRISTIAN ACADEMY f CLARKS SUMMIT PA (4000640)
ABINGTON HEIGHTS SCHOOL DISTRICT / CLARKS SUMMIT PA (4000641)
ABINGTON SCHOOL DISTRICT / ABINGTON PA (4000642)

ADELPHOI VILLAGE INC. / LATROBE PA (4000657)

ST JOSEPH SCHOOL (DOWNINGTOWN) / DOWNINGTOWN PA (4000658)
ALBERT GALLATIN AREA SCHOOL DISTRICT / UNIONTOWHN PA (4000881)
ALIQUIPPA SCHOOL DISTRICT / ALIQUIPPA PA (4000689)

Programis) |* |

MNSLP
NSLP
NSLP
NSLP
NSLP
NSLP
HSLP
NSLP
NSLP
NSLP

Full Screen || Options ~

Available Business Partners

E
EL Business Partner{Name/City State, #)

ALLENCREST DETENTION CENTER. / BEAVER PA (4000705)
ALLENTOWN SCHOOL DISTRICT / ALLENTOWN PA (4000707)
ALTERMATIVE REHAE COMMURNITIE / HARRISBURG PA {4000
ALTOOMNA AREA SCHOOL DISTRICT / ALTOONA PA (4000714)
ALTOONA CENTRAL CATHOLIC MID / ALTOONA PA (4000715)
AMERIDGE AREA SCHOOL DISTRICT / AMERIDGE PA (40007
ANNUNCIATION BVM SCHOOL / MCSHERRYSTOWN PA (4000
ANNVILLE-CLEONA SCHOOL DISTR / ANNVILLE PA (4000740)
ANTIETAM SCHOOL DISTRICT / READING PA (4000746)
APOLLO RIDGE SCHOOL DISTRICT / SPRING CHURCH PA (4{

15. Click (the Submit button) to update the ship-to organization's business partner

relationships.
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Maintain Organization Screen

Home Operations Admin Help

Users 0 izati i e

5] Admin = Organization Maintenance > Maintain Organization Full Screen || Oplions v

Business Partner 0005004520 updated successfully

Ship-To Organization - Org ID : 5004520
Address Relationship
Assigned Business Partners Available Business Partners
EX Business Partner{Name/City State, #) Program(s) ] El Business Partner(lName/City State, #)
FORT CHERRY SD /MCDOMNALD PA (4000816) NSLP HOPE FOR HYNDMAN CHARTER SCHOOL / HYMDMAN PA (4000617}
APM EMERGENCY SHELTER / PHILADELPHIA PA (4000530) NSLP ABINGTOMN CHRISTIAN ACADEMY [ CLARKS SUMMIT PA (4000640}
ABINGTOMN HEIGHTS SCHOOL DISTRICT f CLARKS SUMMIT PA (4000641}
= ABINGTOM SCHOOL DISTRICT / ABINGTOM PA (4000642)
ADELPHOI VILLAGE INC. / LATROBE PA (4000857)
ST JOSEPH SCHOOL (DOWNINGTOWN) f DOWNINGTOWHN PA (4000658)
ALBERT GALLATIN AREA SCHOOL DISTRICT / UNIONTOWN PA (4000681)
ALIQUIPPA SCHOOL DISTRICT ! ALIQUIPPA PA (4000689)
ALL SAINTS ACADEMY / SCRANTON PA (4000692)
ALL SAINTS CATHOLIC SCHOOL f CRESSON PA (4000693)
< >
16. The transaction is completed.

@ (Note) A confirmation message "Business Partner 000500xxxx updated successfully”
displays, confirming that business partner relationships for this ship-to organization were updated
in WBSCM.

If there is a problem with the update, an error message displays: Error updating ship-to
relationships. Repeat this transaction from Step 3.
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RESULT

The ship-to organization has been assigned or unassigned to multiple Recipient Agencies (RAs) within
the user's organizational hierarchy.
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PROCESS OVERVIEW

Purpose

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

Process Trigger
Use this procedure to display your warehouse delivery schedule and to set up non-delivery dates.
Prerequisites
. None.
Portal Path
Follow the Portal path below to complete this transaction:

o Select Operations tab # Order Processing tab & NW Delivery Calendar folder # Maintain
National Warehouse Delivery Calendar link to go to the Maintain National Warehouse Delivery
Calendar screen.

Tips and Tricks

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

Reminders

. Remember to check your work
. Refer to the Help Option (to the right of the screen) in the Portal for further assistance.
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\
PROCEDURE

1. Start the transaction using the following Portal path: Operations tab 2 Order Processing tab =
NW Delivery Calendar folder & Maintain National Warehouse Delivery Calendar

Maintain National Warehouse Delivery Calendar Screen

USDA  united States Department of Agricuture .
= Welcome KY OrderManager Log Off

Sl "Veb-Based Supply Chain Management

‘mMmmm

I

Order Processing
Maintain National Warehouse Delivery Calendar | Back
Jal¥l 4

e
] * [0004000038 K Dest. of Agrcuture [¥]
’ Waintenancs

ey e hemnmace Ship-To Location: * [000 “AVENUE FOOD CORP =
»£3 Order Hanagement .

+[3 Shipment Receigts Program:
=3 NW Defivery Calendar Calendar Start Date:
. [

= N Dekvery Calendar Report

I Portal Favorites

K] I D]
 Trusted sies H1o0% -

2. Click ® (the Hide Navigator button) to minimize the Portal menu. Note that you can do this with
any transaction in WBSCM - not just fulfillment transactions.
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Set NW Non-Delivery Dates

Maintain National Warehouse Delivery Calendar Screen

Welcome KY OrderManager

Order Processing
Maintain National Warehouse Delivery Calendar

Selection/Source Delivery Calendar
0004000035 K Dept of Agricuture |+

Organizatien: *
Ship-To Location:
Program *
Calendar Start Date:

o Trusted sies

Hiow -

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

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

Page 3 of 24
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Maintain National Warehouse Delivery Calendar Screen

Welcome KY OrderManager Log Off m}

Maintain National Warehouse Delivery Calendar | Back =]

Selection/Source Delivery Calendar

Organization: * (0004000038 :K¥ Dept- of Agricuture [7]

Stip-To Location

Program: * 0005000378 :15TH AVENUE FOOD CORP

Calendar Start Date: + 2005004088 COM! FRrI7RR WARPIOUSE HC |

]
Jone o Trusted sies #100% -
4. In the Ship-To Location field, click ™ (the Dropdown button) to select a ship-to location.

For this example, we selected the 0005000378:15th Avenue Food Corp option.
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WBS(MJ Set NW Non-Delivery Dates

Maintain National Warehouse Delivery Calendar Screen

D2 WBS(M
b-Base pp g
o T e ]
Order Processing
Maintain National Warehouse Delivery Calendar | Back =]
¥
Selection/Source Delivery Calendar
Organizaton: *
Ship-To Location: ©  [000500 =
Program: *
Calendar Start Date: *
o Trusted sies H100% -

Click LEl (the Matchcode button) next to the Program field to select a program from a list of your

associated programs.
Q (Note) You can enter the program abbreviation directly into the field. For example, CSFP.

5.

Page 5 of 24
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Maintain National Warehouse Delivery Calendar Screen

USDA  united States Depariment of Agriculiure
S \Veb-Based Supply Chain Management Weicome KY OrderManager Log Of

[ tome JETETSEl dmin | Reports | teio |
Order Processing

Maintain National Warehouse Delivery Calendar

Selection/Source Delivery Calendar

— o Trusted sites Hoow -
6. Click (the Blue Box) next to the appropriate program option. In this case, we selected
the CSFP option.
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Set NW Non-Delivery Dates

WBSCH |

Maintain National Warehouse Delivery Calendar Screen

USDA  united States Depariment of Agrcuturs Welcome KY OrderManager Log 0f mm

SME \Veb-Based Supply Chain Management

[Ltome ISR Admin | Reports | tieln |

Order Processing

[l

Maintain National Warehouse Delivery Calendar

Selection/Source Delivery Calendar

Javascript:void(0); o Trusted stes H100% -

7. Click [ok] (the OK button) to select the highlighted program.
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Set NW Non-Delivery Dates

8.

Lo Ry o | oo [ |

Order Processing

Maintain National Warehouse Delivery Calendar Screen

Welcome KY OrderManager

Maintain National Warehouse Delivery Calendar
»
Selection/Source Delivery Calendar

Progran:* [Csra— ]

Calendar Start Date: * [

< Ocoverz02 b
17 e i
|28

1|z |3]|<[8]|6]7
8|9 [10[11]12]13]1a
1516 17 18 |19 |20 |21
24|25 28|27 |28

Orgsnzaton:* (0004000038 KV Dept of Agricuture [¥]
Ship-To Location: * 0005000378 :15TH AVENUE FOOD CORP L

o Trusted sites

@
[

H100% -

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

calendar.

@ (Note) You can enter the date directly in the Calendar Start Date field.

Friday, March 12, 2021

© WBSCM Training - Proprietary

Page 8 of 24
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i
WBS(M J Set NW Non-Delivery Dates
Maintain National Warehouse Delivery Calendar Screen
2 hiiabnaliait  ems WBS(M
I oot I

Maintain National Warehouse Delivery Calendar

Organization: *
Ship-Ta Location:

Program: * [csee ]

Calendar Start Date: * {102372012 11|

o Trusted sies R1o0% -

Javascript:void(0);

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

Page 9 of 24
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Set NW Non-Delivery Dates

Maintain National Warehouse Delivery Calendar Screen

Repeat On

Day of Week
Calendar

Date functions:

@ Hon-Delvery Datss

4 October 2012

Hile 5 1011121318
4815 16 17 18 19/20 21
B2z [z2]24 25 26 27 28

29 20 2

&

ALL Day
P

s [Tl W [Th [Fr Sa S
j1 2 | > [af6] o |7

Maintain National Warehouse Delivery Calendar

Selection/Source Delivery Calendar

T3] Frequency: [o1

November 2012

e T We Th FrSa 80
@ 2] 3 [«
EEec|7[an 01
{8812 |13 12|16 16 17 18
[ 19 |20 21 |22 23 24 25
8826 27 23|28 30

o)

A

[ Nen Delivery Date

Save Changes | [ Cancel Changes | Back to Sekection |

] start Date: 5 [Asa

4 Previous Year | Next year b

December 2012 #
e Tl W T e 58 0
- 18
B8 2 <« 587 8|8
B8 10 11121314 1516
Bill 17 18 19 20|21 22|23
322 25 2¢ 2728 23 (30
S EY]

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

Friday, March 12, 2021
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Set NW Non-Delivery Dates

Maintain National Warehouse Delivery Calendar Screen

eb Sased Supply Chain Manageme WBS(M
overaons. I I N
Order Processing
Maintain National Warehouse Delivery Calendar | Back E,
»
Selection/Source Delivery Calendar
el
18]
Repeat On
Day of Week 3] Frequency: [01 | start Date: 15 [Asa]
Calendar
Date functions
& Non-Deivery Dates
4 October 2012 November 2012 December2012 ¥
Mg Tu Wa T [Fr/ Sa S4 Mo Tu We Tn Fr Sa Su. Mo [T e Th [Fr| Sa S/
W1z 3a00c7 M 402(3 4] | 12
Wil s 011121314 @E=e7 (88 01 el7s]s
§315 10 17 18 19 2021 @812 13 1415 10 17 18 s 12 18
EBJ22 22 2« [2s]26 27 (28 & 19|20 21 |22 23124 25 192021 22|23
T EIEE 8z 2723 (20 20 B324 25 22 2728 2930
L | a8 “1EY]
ALL Day
[Save Changes | [Cancel Changes | [Back 1o Selscton|
Dane o Trusted skes #100% -

1. Click I (the Matchcode button) next to the Day of the Week field to select a non-delivery day
of the week or enter the day directly into the field.

As required, complete/review the following fields:

Field
Day of the Week: R

R/O/C

Description

Day of week when you do not want to receive deliveries.
This could be a recurring date (i.e. | do not want to receive
deliveries on any Tuesday in the winter) or one-time dates
(i.e. I do not want to receive deliveries on Tuesday, the 30th

of October).

Example:
Tuesday

Friday, March 12, 2021

© WBSCM Training - Proprietary
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Set NW Non-Delivery Dates

WBSCM

|

Maintain National Warehouse Delivery Calendar Screen

USIDA,  united states Department of Agricuture
S VVeb-Based Supply Chain Management Welcome KY OrderManager Log 0

[ ttome JETECTERN aamin | Reports | hew |

Order Processing

Maintain Mational Warehouse Delivery Calendar acs &)
¥

]

Selection/Source Delivery Calendar

Repeat On

Calendar

o Trusted stes R100% -

12. Click | (the Blue Box) next to the appropriate day option. In this case, we selected the
Tuesday option.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 12 of 24
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WBSCM;}; Set NW Non-Delivery Dates

Maintain National Warehouse Delivery Calendar Screen

USDA United States Department of Agncuiture
S \Veb-Based Supply Chain Management Weicome KY OrderManager

[ore Ty o | oo [ |

Order Processing

PP WBS (M |

3

Maintain National Warehouse Defivery Calendar
Bme

Selection/Source Delivery Calendar

Repest On

7 e |

& sl2021 22123
B2al2s /20 2728 2930
P

Back Io Seiscten

Save Changes | [ Cancel Changes

o Trusted stes Hi10% v

Javascript:void(0);

13.  click [2X (the OK button) to select the highlighted day.

Friday, March 12, 2021 © WBSCM Training - Proprietary
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Set NW Non-Delivery Dates

Maintain National Warehouse Delivery Calendar Screen

iagement

Order Processing

Maintain National Warehouse Delivery Calendar

Selection/Source Delivery Calendar

Repeat On

Day of Week [TUESDAY D3] Frequency: [od ] start Date: 15 [Asd]

Calendar

Date functons:
@ Non-Deivery Dates

November 2012 December 2012 »
G e Y R P S0 R T I
-] 10224 [ 1]2
4 7 |8]8 014
1418 12 17 18

CEAENE]
2013 181216
5120 21|22 23
21(28 2030

[ Nen Delivary Date

Save Changes | [ Cancel Changes | [ Back to Selection |

Done

14. Click (the Frequency text box) to enter the frequency

text box.

As required, complete/review the following fields:

Field
Frequency

R/O/C
R

Description

deliveries. For example
block off the next 8 Tue

| Back

Next year

J Trusted sites R100% -

. In this case, we entered 08 in the

Frequency of Tuesdays when you do not wish to receive

, we entered 8 in this field, which will
sdays, so that we do not receive

deliveries on those dates.

Example: 8

Friday, March 12, 2021 © WBSCM Training - Proprietary
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Maintain National Warehouse Delivery Calendar Screen

Weicome KY OrderManager

Maintain National Warehouse Delivery Calendar | Back =)

Selection/Source Delivery Calendar

Day of Week [TUESDAY D3] Frequency: [od ] start Date: 15 [Asd]

1 Previous Year | Next year ¥

e functions
@ Non-Deivery Dates

4 October 2012 Hovember 2012 December 2012 »

| 152021 22 (23
3124 25 20 27 28 29 30

[ Nen Delivary Date

Save Changes | [ Cancel Changes | [ Back to Selection |

Done J Trusted sites R100% -

15. Click | (the Start Date text box) to enter the start date orclick the calendar icon to
select a date from the calendar. In this case, we entered 10/23/12.

As required, complete/review the following fields:

Field R/O/C Description

Start Date R Date when the non-delivery dates should start. By entering
10/23/2012 in this field, we have indicated that the eight
Tuesdays following 10/23/2012 will be blocked out as non-
delivery dates.

Example:
10/23/2012

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 15 of 24
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T YrIynn.
WBS(MJ Set NW Non-Delivery Dates

Maintain National Warehouse Delivery Calendar Screen

Welcome KY OrderManager

USDA uni wre
‘ Web-Based Supply Chain Management
PO e | s | e |

| Bask aid =)

Order Processing
Maintain National Warehouse Delivery Calendar

Selection/Source Delivery Calendar
Repest On

Day of Week [TUESDAY 03] Frequency: [08_ ] Start Date: [102312

Calendar

Date functions
& Non-Deivery Dates
< October 2012 November 2012 December 2012 b
OB [T S [T FF SAS0 S O W T R SAS00 WA T W TR [
Wa|z(3(alse(7| B 1023 (e 12
8 5 1011 12 1334
15 121718 18 2021
23)24[25]26 |27 |28
20[31] 1 |

clelelrls]s
11,12 43114 1516

678|810
131218/ 1617 |18
20|21 (22 23(24 28
|27[28 28|20 |

ALL Day an
I Non Delivery Date

M

Save Changes || Cancel Changes | [ Back io Selection |

J Trusted sies 10w -

Javascript:void(0);

16. Click (the Add button) to add the new non-delivery dates to the calendar.

Page 16 of 24
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Maintain National Warehouse Delivery Calendar Screen

USDA uvn
= Welcome KY OrderManage Log Off
Sl "Veb-Based Supply Chain Management Warome Pk b s s m‘

[ Ry o | oo [ oo |

Order Processing
Maintain National Warehouse Delivery Calendar | Back * =]
¥
Selection/Source Delivery Calendar
Repeat On
Day of Week [TUESDAY |3 Frequency: [08 | Start Date: [1023/2012 [ [ Add}
Calendar
Date functions:
@ Non-Defivery Dates
¢ ocoverzniz Novemoer 2012 December2012
MoTuWeTh FrSaSa M | 0
LERE: [l |alz]3s| M 12
aE - 7|8 ]9 l0f11 | s|elr|s |9
12 14 |48 18 17 |18 12 43 /14 1516
21(2223)24 28 1818 |20(24 22|23
] 228 20 B3i24 22 2¢ 27[28 2330
A
[ Non Delivery
Save Changes | [ Cancel Changes | Back to Sekection
o Trusted sites H100% -

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

ﬁ (Note) The non-delivery dates are indicated in red.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 17 of 24
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Maintain National Warehouse Delivery Calendar Screen

United § e
— Welcome KY OrderManager Log Off
SEEEN \Veb-Based Supply Chain Management 0 kraiag e 01 m

Order Processing

Maintain National Warehouse Delivery Calendar | Bask
¥

[ cnanges Saved Successtuly

Selection/Source Delivery Calendar

Repeat On
Day of Week: [TUESOAY T Frequency: [08 ] stert Dote: (10232012 ] [d]
Calendar

N year
Date functions:
& Non-Delivery Dates

< October 2012 November 2012 December 202 »
Mo TuWeTh FrSasi | |

E z2(s(aisis |7 [ 4213/ B 2
8|9 [10(11 121314

1
7|a|a 01 ﬁi}als el7ls|e
17118 148 20 24 1418 1e 1718 B0 1o [ 12 (13 14 12 )16
2¢[2s]28 27 28 212228 228 [l 1718|179 20(21 22|23
& E 23 |28|20 22 25 2¢ 2728 23(30
=] - ETI S aaaoe!
AL Day A
P I Nen Delivery Date

Save Changes | [ Cancel Changes | [ Back to Selection

[0

Done o Trusted sites #100% ~

18. Confirmation Message Displays.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 18 of 24
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Maintain National Warehouse Delivery Calendar Screen

USDA uniteast

ture

= v Welc: KY Us
‘ Web-Based Supply Chain Management Velcome KY User

rome [
Order i1 Complaint Recall
Maintain Hational Warehouse Delivery Calendar | Back Forwa

¥
Selection/Source Delivery Calendar

Repeat On
Calendar

Next year b

Date functions:
(@ Non-Delivery Dates

4 dciober 673 November 2012 December 2012 b

Ma Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
Bl 1|23 (a 5|c|r [E=0|=]> 12 3 a| Edeo|o|zs|5)01 |2
41 8 |2 |10 11 12|12 14 465.735\0” 42 3 5 8 7 8|9
42 15|16 |17 18 18|20 |21 4612.14 16 16 17 18 mm.wz 13 14 15 16
43 22 88 2¢ 25 25 27|28 |47 1920 2122 23 2¢ 25| [ 17 13|15 20 21 22|23

Eaiz0 80|21 | 1 |2 2|« | [EF2s B[z]28 20 52 24|25 26 |27 28 28|20
 HEEBEIE B8 :(:(s]z]7 22| W
ALL Day Al
PM [ Hon Delivery Dats

[Save Changes | [ Cancel Changes | [ Back to Selection |

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

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

@ (Note) Refresh the calendar when finished to confirm your changes (Steps 20-23).
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J Set NW Non-Delivery Dates

20.

Maintain National Warehouse Delivery Calendar Screen

ture

Welcome KY User

anagement
oo
Order il Complaint Recall
Maintain Hational Warehouse Delivery Calendar | Back Forwa

¥
Selection/Source Delivery Calendar

Repeat On
Dayorweek [ ] reauency: [o1 | StrtDate
Calendar
Next year b

Date functions:
@& Non-Delivery Dates

4 fGciober 3612 November 2012 December 2012 ¥

o Tu e Th Fr Sa S0 M Tu e Th [Fr [Sa Su Mo Tu e Th Fr SaSu.
Bl 1|2 (z|a|5|0|7| Ezs(=0l21|a]2|3|a| Eac|o7|2s]25(201 |2
B 8 s 0112314 B 5Bl 8 s 0 EaMElc e 7 5|8

42 15/18(17 |18 19 20|21 4812 48 121516 17 18| |50 10 44 12 12 14 15|16
3)22 B8 22 |25 26|27 |28 [EF 19 |20 2122|2322 25| [BAl17[1[15|20(21 22|23

4429 30(21 1 == |< [EEl2s 2¥[zs]29 20 58] 24 | 25|26 |27 282820
 HEEBEIE T HEEEEEEE B
AL Dsy A
PM [ Hon Delivery Dats

[[Save Changes | | Cancel Changes || Backto Selection |

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

Click (the Save Changes link).
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21,

Maintain National Warehouse Delivery Calendar Screen

ilture

’ Web-Based Supply Chain Management

T opersions

Order il Complaint Recall

Welcome KY User

Maintain Hational Warehouse Delivery Calendar
¥

Selection/Source Delivery Calendar

Repeat On
Dayofwesk [ [q]Frequency: 01 | startDate
Calendar
Next year b

Date functions:
(s Non-Delivery Dates

4 October2012 November 2012 December 2012 b

Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
40 1|2 324 5 6|7 mco20(31|4]2 3 |4 45 Jog 9(20[1 [2

@82 [10/1112[12[1a ES 5B 789 1011 B8z s [e|7 5|8
315/16(17 |18 19 20|21 [E6]42 {481 12|15 /16 17 18| [50) 10 [ 12 13|14 15|16
&3] 22 [ 3] 25 |25 26|27 |28 Bl 171819202122 |23

a4 29 2|34 52| 24 |25 26 |27 28 28|20
C HEEBEDE - EIEBBBEE
ALL Day Al
PM M Hon Delivery Date

Save Changes || Cancel Changes | [ Backto Selection

Click (the Back to Selection link).

[«
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22,

Maintain National Warehouse Delivery Calendar Screen

Welcome KY User Log Off m

T opersions

Order il Complaint Recall
Maintain Hational Warehouse Delivery Calendar | Back Forwar

¥
Selection/Source Delivery Calendar

Organization: * 0004000038 :KY Dept. of Agriculture [

Ship-To Location: *  [0005000378 :15TH AVENUE FOOD CORP =]
Program: * CEFP
Calendar Start Date: = [10/23/2012

click L82] (the Go link) to refresh the calendar.
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Maintain National Warehouse Delivery Calendar Screen

USDA  unit rtment of Agriculture
= Welct <Y Us 0g Of
Sl ‘Veb-Based Supply Chain Management Welcome KY User — [m

oersions

Order il Complaint Recall

Maintain Hational Warehouse Delivery Calendar | Back Forwa
¥
Selection/Source Delivery Calendar

Repeat On
Calendar

Next year b

Date functions:
(@ Nen-Delivery Dates

4 October 2012 Novemper 2012 December 2012 &
Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
Bl 12 (2|a|5|0|7| Ezs(z0/21|a]2(z/a| B> 330 1 |2

Eil & |2 [101112(12(1a 8 s Bl 7 2|9 1011 E8/s = 6 7 5|9
42 15/18(17 |18 19 20|21 4812 48 121516 17 18| |50 10 44 12 12 14 15|16
3)22 B8 22 |25 26|27 |28 [EF 49 |20) 21|22 |23 |22 25| [BAl17[12[15|20(21 22|23

429 90(21| 1 |2 |> |« [EEles 2w[=s]E8 58] 24 | 25|26 |27 282820
 HEEBEIE T HEEEEEEE B
AL Dsy A
PM [ Hon Delivery Dats

[[Save Changes | | Cancel Changes || Backto Selection |

23. Notice that the 29th and the 30th are both indicted as non-delivery dates. The 30th will change
from orange to red when the next non-delivery date is selected.

You have completed this transaction.

6 Use the same process to remove non-delivery dates. (Click the non-delivery date and it will turn
orange. Save your changes and refresh the calendar. The date will change to white, which
signifies no status.)
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RESULT

The transaction has been successfully completed.
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PROCESS OVERVIEW

Purpose

A Co-op Organization is an organization that places orders in WBSCM on behalf of member Recipient
Agencies (RAs). The purpose of a co-op is to leverage buying power by consolidating orders based on
the needs of their RAs and submitting their combined order requests to the SDA for update or approval.
Use this transaction to create a new Co-op Organization in WBSCM.

Process Trigger

A Co-op Organization needs to be entered into WBSCM.

Prerequisites

) RA(s) that should belong to a Co-op exist in WBSCM.
. Available business partners exist.

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

. Select Admin tab % Organization Maintenance tab & Maintain Organization & Create Co-
op Organization link to go to the Create Co-op Organization initial 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

¢ 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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Create Co-op Organization

PROCEDURE

1. Start the transaction using the following Portal path: Admin tab # Organization Maintenance
tab & Maintain Organization %+ Create Co-op Organization

Create Co-op Organization Screen

USIDA  United States Department of Agriculture

Welcome SDA OrgAdmin

Sl \Veb-Based Supply Chain Management

s [T

Manage Users Organization Maintenance

Maintain Organization
Lalr] 4

Detailed Navigation =}

Create Co-op Organization
)
Hame
Name: * |
Additional Name: |
Address
Street Address 1: % |
Street Address 2: |
Street Address 3: |
R
Country: = | [=]
State: = [ [=] PostalCode:* [ |
County: Zone:
2. As required, complete/review the following fields:
Field R/O/C Description
Name: R Person or company's name.
Example:
Pueblo City School District 60
Street Address: R
Example:
1902 Montezuma Road
City: R City where the Co-op organization is located.
Example:
Pueblo

Friday, March 12, 2021
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Create Co-op Organization Screen

SDA  United States
=0 1

5 Nelcome S
Web-Based Supply Chain Management Weicome SDA OrgAdmin

prem

Manage Users  Organization Maintenance

Maintain Organization | Back Forward
41| {

Detailed Navigation [m]
S — BE Create Co-op Organization

Relationshi

Name: * [Pueblo City School District 60 |
Additional Name: | |

Address

Street Address 1: * | 1902 Montezuma Road

Street Address 2.
Street Address 3: | ]

ciy: =

Country: * | =]
state: = [ [=] PostalCode:* [ |
County: Zone:

3. In the Country field, click on the |E| (the Dropdown button) to select the country in which the new
Co-op Organization is located.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 3 of 13
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4,

Create Co-op Organization Screen

USDA united sta ment of Agriculture

= c Nelcome S
ZE \Veb-Based Supply Chain Management \Welcome SDA OrgAdmin

sarin. [0

Manage Users Organization Maintenance

Maintain Organization | Back Forward
[415] 1

Detailed Navigation =

e

Hame

Name: * [Pueblo City School District 80

Additional Name:

Address

Street Address 1: * | 1802 Montezuma Road
Street Address 2:
Street Address 3: | |

Ciy:* [Puebn ]

Country: * -

State: + | TanZania =) PostalCode* [ ]
Ukraing
County. | Zone

American Minor Outlying Islands
United Nations

UsA
Uruguay

Uzbekistan
Vatican Cty L
St. Vincent and the Grenadines -

From the Dropdown list, select (the USA option) to establish this as the new Co-op
Organization's country.
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5.

Create Co-op Organization Screen

SDA United ment of Agriculture
=

- Nelc: i
\Web-Based Supply Chain Management BRI S CEREILT

sar

Manage Users Organization Maintenance

Maintain Organization | Back Forward
4l 4
Detailed Havigation =]
[N—— =10 Create Co-op Organization
e
Name

Name: * [Pueblo City School District 60

Additional Name:

Address

Street Address 1: * [ 1902 Montezuma Road ]
Strest Address 2: |
Street Address 3: | ]

City: * |PUEBLO

Country: * =]
County: Zone:

In the State field, click on the [=l (the Dropdown button) to select the state in which the new Co-
op Organization is located.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 5 of 13
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Create Co-op Organization Screen

USDA uniedsta ment of Agriculture

(m Y Nelc
Sl \Veb-Based Supply Chain Management R R SR

e [0

Manage Users  Organization Maintenance

Maintain Organization

| Back Forward
K| L]
Detailed Navigation [m]

Portal Favoriics BE Create Co-op Organization
sty

Hame

Name: * [Pueblo City Schosl District 80
Additional Name:

Address

Street Address 1: * | 1902 Montezuma Road
Street Address 2

Street Address 3: | ]
City: * [PUEBLO

Country: * [USA

=
State: * ~ PostalCode:* [ |

County. |Alaska

Zone:
Alabama D

Arkansas

‘American Samoa
Arizona

California
Connecticut
District of Columbia
Delaware

6. From the Dropdown list, select (the Colorado option) to establish this as
the new Co-op Organization's state.
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nization

7.

Create Co-op Organization Screen

SDA United ment of Agriculture
=

Web-Based Supply Chain Management

prees

Welcome SDA OrgAdmin

Manage Users Organization Maintenance
Maintain Organization | Back ard
41k ol
Create Co-op Organization
e
Name
Name: * [Pueblo City School District 60

Addonal Name: [ ]

Address

Street Address 1: * [ 1802 Montezuma Road ]

Strest Address 2: |
Street Address 3: |
ciy: =
Country: = [USA [=]
State: = PostalCode:* [ |
County: Zong:
As required, complete/review the following fields:
Field R/O/C Description
Postal code: R A postal code.
Example:
81003
Friday, March 12, 2021 © WBSCM Training - Proprietary Page 7 of 13
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Create Co-op Organization Screen

USDA unitea f ture
= Welcome SDA OrgAdmin Log off

Sl \Veb-Based Supply Chain Management

e [

Manage Users Organization Maintenance
| Back Forward

Maintain Organization
141+ 4

Detailed Navigation =]

Per T e BE Create Co-op Organization 4P Back
ety

Hame

Name: * [Pueblo City School District 60
Addtional Name: | |

Address

Street Address 1: * [1802 Hontezuma Road
Street Address 2
Street Address 3: | |

City: * [PUEBLO

Country: * [USA =]

State: * [Colorado [+| Postal Code: * [81003

County: Zone:

8. Click Relationship’ (the Relationship tab) to assign Business Partner relationships to the new Co-
op Organization.
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Create Co-op Organization Screen

USDA.  unitec partment of Agricuiture
= Weicome SDA OrgAdmin Log oft

Sl ‘Veb-Based Supply Chain Management

sarin. [

Manage Users ‘Organization Maintenance
| Back Forward

Maintain Organization
ET0] 4

Detailed Navigation [=]

Portal Favorites ]|  Create Co-op Organization
Business Partner Relation: [Has RAs || NameFiter [ || ApplyFiter
e
Partners - Name / City

State (BP #) Available Business Partners - Hame | City State (BP #)

& B @

J ALBERT GALLATIN AREA SCHOOL DISTRICT / UNIONTOWN PA (4000681}
J ALIQUIPPA SCHOOL DISTRICT / ALIQUIPPA PA (4000888)
= ALL SAINTS ACADEMY / SCRANTON PA (4000692)
j ALLEGHENY INTERMEDIATE UNIT / CLAIRTON PA (4000701)
J ALLEGHENY-CLARION VALLEY SCH / FOXBURG PA (4000703)
J ALLENCREST DETENTION CENTER / BEAVER PA (4000705)
J ALTERNATIVE REHAB COMMUNITIE / HARRISBURG PA (4000712)
J ALTOONA AREA SCHOOL DISTRICT / ALTOONA PA (4000714) [=]

4 Assign

9. Click  (the Blue Box) to the left of the Albert Gallatin Area School District/Uniontown PA to
select it for assignment as an RA for the new Co-op Organization.

6 (Note) Using the Business Partner Relation drop-down, you can determine the type of Business
Partner relationship you establish. Note that Co-ops only have one Business Partner Relation to

choose from, which is "Has RAs".
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WBS(MJ Create Co-op Organization

Create Co-op Organization Screen

Welcome SDA OrgAdmin

/ Web-Based Supply Chain Management

o [

Manage Users ‘Organization Maintenance

Maintain Organization
L4l 4

BE Create Co-op Organization
Address. Relationship
Business Partner Relation: |Has RAs |~ NameFiter [ || ApplyFiter

Assigned
;r:ﬂ(;nMJm’ Available Business Partners - Name | City State (BP #)
& B @
1" ALBERT GALLATIN AREA SCHOOL DISTRICT / UNIONTOWH PA (4000681)
J ALIQUIPPA SCHOOL DISTRICT / ALIQUIPPA PA (4000888)
|| ALL sAMTS AcADEWY / SCRANTON PA (4000652)

|| ALLEGHENY NTERMEDIATE UNIT / CLARTON PA (4000701}

J ALLEGHENY-CLARION VALLEY SCH / FOXBURG PA (4000703)

|| ALLENCREST DETENTION CENTER / BEAVER PA (4000705)

|| ALTERHATIVE REHAB COMMUNITIE | HARRISBURG PA (4000712)

J ALTOONA AREA SCHOOL DISTRICT / ALTOONA PA (4000714) [=]

10. Click i Assign (the Assign button) to assign the selected RA to the new Co-op Organization.
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Create Co-op Organization Screen

Welcome SDA OrgAdmin

\Web-Based Supply Chain Management

sarn. [

Manage Users Organization Maintenance

Maintain Organization | Back Forward
41y ]
ot =
BE Create Co-op Organization
Address Relationship
Business Partner Relation: [Has RAs | =] MameFiter [ |
Assigned Business Partners - Name | City State (BP #) Available Business Partners - Name | City State (8P #)
=) ] =) Q
J ALBERT GALLATIN AREA SCHOOL DISTRICT / UNIONTOWN PA (4000681) J ALIQUIPPA SCHOOL DISTRICT / ALIQUIPRA PA (4000685)
|| ALL sANTS AcADEMY / SCRANTON PA (4000852)
|| ALLEGHENY NTERMEDIATE UNIT / CLARTON PA (4000701}
J ALLEGHENY-CLARION VALLEY SCH / FOXBURG PA (4000703)
J ALLENCREST DETENTION CENTER / BEAVER PA (4000705)
|| ALTERNATIVE REHAB COMMUNTIE / HARRISBURG PA (4000712)
|| ALTOONA AREA SCHOOL DISTRICT J ALTOONA PA (4000714)
= J ALTOONA CENTRAL CATHOLIC MID / ALTOONA PA (4000715)  [~]

11. Click (the Submit button) to submit the information and save this new Co-op
Organization to the WBSCM system.
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Create Co-op Organization Screen

AL SANTS ACADEMTY | SCRANTION P | SR00NT1

e ASLBOmENY WTERSEDATE U097 ¢ CLANTON P, RET31)
Lnannge &) A O LR AGLEY B ¢ P AT P | AR |
ALLEWCRTST DETERTEN CINTRA | BEAWER P (@000
AL TERRATIVE REAAD COMAUNTE | RARREBURG PA (40007121
| BLTOONE ABEA BCSOOL DEFTRICT { &1 SOONA, RA, {BRGT 1L
& A4TO0RA CENTRAL CATHOLE MG [ AL TO0RA Pa 4306118} [2]

12. You have completed this transaction.

Q (Note) An information message appears, explaining that the new Co-op Organization was
created successfully.
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RESULT

You have have created a new Co-op Organization in the WBSCM system.
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PROCESS OVERVIEW

Purpose

A Co-op Organization is an organization that places orders in WBSCM on behalf of member Recipient
Agencies (RAs). The purpose of a co-op is to leverage buying power by consolidating orders based on
the needs of their RAs. Use this transaction to modify a pre-existing Co-op Organization in WBSCM.
Process Trigger

A Co-op Organization already exists in the WBSCM system but its information needs to be altered. Use
this transaction to do so.

Prerequisites

) A Co-op Organization must exist in the WBSCM system before its information can be altered.
Portal Path
Follow the Portal path below to complete this transaction:

. Select Admin tab & Organization Maintenance tab & Maintain Organization # Update Co-
op Organization link to go to the Update Co-op Organization initial 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

¢ 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. Start the transaction using the following Portal path: Admin tab # Organization Maintenance
tab & Maintain Organization + Update Co-op Organization

Update Co-op Organization Screen

riment of

_ Web-Based Supply Chain Managemem

| Home | operations [EXLUM Help |

Manage Users Organization Maintenance WBSCM procurement

Maintain Organization
[4]4] !

¥ Maintain Organizationl
+ Upload New RA& Craanizations COP: [PUEBLO CITY SCHOOL DIST 6 /PUEBLO CO (5010332) | v |
= Upload RA Updates
I Portal Favorites =10 [Suan ]
@Done D é 0 Inkernet
2. In the COP field, click on the Dropdown button to select the Co-op Organization you wish to
modify.
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Update Co-op Organization Screen

Manage Users  Organization Maintenance  WBSGCM procurement

| Back Forward E

I Detailed Navigation Select Sub-Organization

() Maintain Organization|

= Upload Mew Ra Organizstions COP: {PUEBLO CITY SCHOOL DIST 6/ PUEBLO CO (8010332) |+
= Upload R Updates PUEBLO CITY SCHOOL DIST 6 F PUEBLO CO (501 0332)

I Portal Favorites =10

@ Done G é . Internet

3. From the Dropdown list, select ks DISTR /PUEBLO ) (the Pueblo
City School District Co-op Organization option).
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WBS(M ) Modify Co-op Organization

Update Co-op Organization Screen

Manage Users  Organization Maintenance  WBSGCM procurement

| Back Forward E

I Detailed Navigation Select Sub-Organization

() Maintain Organization|
= Upload Mew RA Qrganizations
= Upload RA Updates

COP; {PUEBLO CITY SCHOOL DISTRI/PUEBLD CO (8010684) | w ¢

I Portal Favorites =10
@]avascript:vuid(ﬂ); 2 é 4 Internet
4. Click Submit (the Submit button) to display the information for this Co-op Organization.
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Update Co-op Organization Screen

Manage Users  Organization Maintenance  WBSGCM procurement

| Back Forward E

I Update Co-op Organization

Maintain Organization|
2 MY Reistionshin e

‘ = Upload RA Updates Hame

= Upload Mew RA Qrganizations
) - hlarme: * [Pueblo City School District 50 ]
I Foru Favortes S A eltional Mame: [ ’ ]
Address
Street Address 1: * 1902 Montezuma Rosd
Street Address 2:
Strest Address 3
City: * [PuEBLD
Country: * [usa =]
State: ¢ [Coorade_____[7] Postal Corle: *
Courty: Fone:
@Dune G é . Internet
5. As required, complete/review the following fields:
Field R/O/C Description
Name R Person's or company's name.
Example:
Pueblo City School District 70
Street Address 1 R A named traffic area together with surrounding
development.
Example:
1902 Montezuma Street
Postal Code R A zip code.
Example:
81005

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 5 of 13



-7 i Work Instructi
WBS(MJ Mc:)rdi?;gg?gp Organization

Field R/O/C Description

City R City where the company is located.
Example:
Pueblo

Update Co-op Organization Screen

Manage Users Organization Maintenance WBSCM procurement

Maintain Organization | Back Forward E
[4]4] 4
(| Detated owgaton i Update Co-op Organization
o
= Upload Mews RA Organizations m-l Reitionship |—“_"E|
= Upload RA Updates Hame
N Mame: * [Puenia City School District 70 ]
Portal Favorites
I =40 Addtional Mame: | ]
Address
Street Address 10 * 1902 Morteruma Street
Street Address 20
Street Address 3:
City: * [PUEBLD ]
Country: [usa [=l
Stte: [Colorads [ Fostel ok *
County: Tone:
@ Done D é 0 Inkernet
6. Click Relstionship (the Relationship tab) to change the business partner assignments for this Co-

op Organization.
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Update Co-op Organization Screen

Manage Users  Organization Maintenance

WESCM procurement

| Back Forward E
I Detailed Havigation

Update Co-op Organization
Maintain Organization|
‘ = Upload Mew RA Qrganizations l—"—“E‘
= Upload RA Updates
Business Partner Relation: [Has Ra's [+ MameFiter: | |[ Apaly Fiter
I Portal Favorites =10

Assigned Business Partners (Name / City State Available Business Partners (Hame / City State (BP
(BP # #
Bl

B
J HURNGER TASK FORCE / MILWALKEE W (8007 255)
J TEST R& FOR TITLE f ARLINGTOR %4 (B010261)

J HURNGER TASK FORCE / MILVWALKEE W (8007 265)

(=] =]~ Dol Jotithl [ = [ =] =)=~ Fawel Jos2l] - | = | =]

:g"l Done

5] S @ mnternet

Select Hunger Task Force under Assigned Business Partners to select it for unassignment
from the Co-op Organization.

@ (Note) Use the Business Partner Relation drop-down to determine the business partner
relationships you establish on the Relationship screen.

Note, that "Has RAs" is the only Business Partner Relation in the drop down.
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Update Co-op Organization Screen

_ Web-Based Supply Chain Managemem

Manage Users  Organization Maintenance  WBSGCM procurement

Maintain Organization | Back Forward [S
I'I'\ 4

Ha i

Update Co-op Organization
‘ Uplozd Mew R& Organizations M l—"—“E‘
Upload RA Updates
Business Partner Relation: Mame Filter: I:l
Portal Favorites =10
Assigned Business Partners (Name / City State Available Business Partners (Hame / City State (BP
(BP # #
Bl B
I HUNGER TASK FORCE f MILVWALKEE W (8007 265) J HUNGER TASK FORCE [ MILWALKEE W (8007 265)
J TEST R& FOR TITLE f ARLINGTON & (8010261 )
(=] =]~ Dol Jotithl [ = [ =] =)=~ Fawel Jos2l] - | = | =]
:g"l javascript vaid{); 2 é 4 Internet
8. Click Unazsign (the Unassign button) to unassign the selected RA from the Co-op Organization.
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Update Co-op Organization Screen

_ Web-Based Supply Chain Managemem
| Back Forward E

Organization Maintenance  WBSGM procurement

Manage Users

Maintain Organization
q

I'I'\

lla i Update Co-op Organization
=

() Maintain Organization|
Mame Fitter: I:l Apply Fitter

= Upload Mew RA Qrganizations

= Upload RA Updates
Business Partner Relation: =
Portal Favorites =10

Assigned Business Partners Awvailable Business Partners (Name / City State (BP

(Name / City State (BP #) #

Bl Bl
J HUNGER TASK FORCE f MILVWALKEE W (8007 265)
J TEST RA FOR TITLE § ARLINGTON %A (S010261)

BEB 0. EE8 BED 0. EEE

5] S @ mnternet

@Dune
Select Test RA For Title under Availabe Business Partners to select it for assignment to the

Co-op Organization.
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Update Co-op Organization Screen

_ Web-Based Supply Chain Managemem

Manage Users  Organization Maintenance  WBSGCM procurement

Maintain Organization | Back Forward [S
I'I'\ 4

Ha i

Update Co-op Organization
Maintain Organization|
Address
‘ Uplozd Mew R& Organizations —w l—‘l—"E‘
Upload RA Updates
Business Partner Relation: [Has Ra's [+ MameFiter: || [ sl Fiter
Portal Favorites =10
Assigned Business Partners Awvailable Business Partners (Name / City State (BP
(Name / City State (BP #) #
Bl Bl
J HUNGER TASK FORCE f MILVWALKEE W (8007 265)
[ TEST R FOR TITLE / ARLINGTORN VA (B010261)
BEN . 0 EEH BEN . 1. ===
2:[ javascript vaid{); 2 é 4 Internet

10. Click #2=ign (the Assign button) to assign the selected RA to the Co-op Organization.
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Update Co-op Organization Screen

_ Web-Based Supply Chain Managemem

Manage Users  Organization Maintenance  WBECM procurement
| Back Forward E

Maintain Organization

I'I'\ 4
i

lla i Update Co-op Organization
Ea=|

() Maintain Organization|

= Upload Mew RA Qrganizations
Mame Fiter: I:l Aply Fitter

LR Business Partner Relation:
Portal Favorites =10
Assigned Business Partners (Name / City State Awvailable Business Partners (Name / City State (BP
(BP # #
Bl Bl
J HUNGER TASK FORCE f MILVWALKEE W (B007265)

J TEST R& FOR TITLE 4 ARLINGTON %4 (B010261)
|— TEST R& FOR TITLE 4 ARLINGTORN %4 (5010261)

HEBR "0~ EEE

(=] =]~ Dol Jotithl [ = [ =]

5] S @ mnternet

:g"l javascript vaid{);

11. Click Submit (the Submit button) to save the changes you have made to the Co-op Organization
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12.

Update Co-op Organization Screen

re
Sl "Veb-Based Supply Chain Management

Manage Users  Organization Maintenance  WBSGCM procurement

Maintain Organization | Back Forward [S

J4]¢] 4

I Det Ha |
() Maintain Organization|

= Upload Mew RA Qrganizations

Business Partner 00030106584 updsted successfully

= Upload RA Updates
Update Co-op Organization
O PR i | [
Business Fartner Relation: [Has R's |+ | Mame Fiter: || [ &paly Fiter
Assigned Business Partners (Name / City State Awvailable Business Partners (Name / City State (BP
(BP # #
Bl Bl
J TEST R& FOR TITLE § ARLINGTOM %A (BO010261) J HUNGER TASK FORCE f MILVWALKEE W (B007265)
|— TEST RA FOR TITLE § ARLINGTON %4 (S010261)
(=] =]~ Dol Jotithl [ = [ =] HEBR "0~ EEE
:g"l https: {fwbscmdewwebi . usda.govfirjfportale 2 é 4 Internet

You have completed this transaction.

@ (Note) An information message appears, indicating that the Co-op Organization has been
updated successfully.
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RESULT

You have updated the information for the Co-op Organization.
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