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PROCESS OVERVIEW

Purpose

The purpose of this transaction is for a State Distributing Agency (SDA) Organization Administrator (Org
Admin) to maintain entitlements for active Recipient Agencies (RAs) in WBSCM by downloading a
template and then uploading an updated version of the entitlement data file. For an inactive RA, existing
entitlements can be changed, but no new entitlements can be created.

Maintenance activities can be performed by:

1. Manually entering entitlement budget information for the current year.
2. Uploading an entitlement data file to WBSCM using a new data file or one that is created from a
download of the previous year's entitlement.

The following programs require maintenance of RA entitlements:

TEFAP - The Emergency Food Assistance Program
NSIP - Nutrition Services Incentive Program

NSLP - National School Lunch Program

SFSP - Summer Food Service Program

CACFP - Child and Adult Care Food Program

Use the RA Entitlement Budgeting by Program Job Aid for a list of field definitions and portal paths for
each of these programs.

Process Trigger

Perform this transaction when entitlements need to be updated in WBSCM. Entitlement programs are
most often updated based on a yearly schedule. Program entitlements are based on different year
calculations:

. Calendar year (CY) - TEFAP
. Fiscal year (FY) - NSIP, SFSP
. School year (SY) - NSLP, CACFP

Prerequisites
. FNS must have previously assigned an entitlement budget to the SDA.
Portal Path
Follow the Portal path below to complete this transaction:
. Select Operations tab # Order Processing tab % Entitlement Management folder + SDA

Entitlement Budgeting for (Program) link to go to the SDA Entitlement Budgeting for (Program)
initial screen.

L___i (Note) The link will include the name of the program: CACFP, NSIP, NSLP, SFSP, or TEFAP.
Throughout this document, the NSLP path is used as an example.

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

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

2. Perform one of the following:
If Then
The user needs to upload CACFP entitlement data Select SDA Entitlement Budgeting for CACFP.
The user needs to upload NSIP entitlement data Select SDA Entitlement Budgeting for NSIP.
The user needs to upload NSLP entitlement data  Select SDA Entitlement Budgeting for NSLP.
The user needs to upload SFSP entitlement data  Select SDA Entitlement Budgeting for SFSP.
The user needs to upload TEFAP entitlement data Select SDA Entitlement Budgeting for TEFAP.

@ (Note) This work instruction uses NSLP as an example; however, the steps provided apply to all
programs. Use the RA Entitlement Budgeting by Program job aid for a list of field definitions and
portal paths for each of these programs.

Image: SDA Entitlement Budgeting for NSLP Screen

Home Operations Adrin Reparts Help

Order Processing

Operations > Order Procassing > Eniiflement Management > SDA Entitlement Budgeting for NSLP Full Screen | Options *

File Uploads/Downlozds
Wariable Entry
Catalog Maintenance
QOrder Management
Entitlement Mansg Avsilable Variants: [Save | [Save A= | [Dekie | Show Varisble Personalization

SDA Entitiement Sudgeting for CAGEP General Variables

Wariable** Current Selection Description
SDA Entitlement Budgeting for NSIP

* | Program year
+ SDA Entitlement Budgeting for NSLP
SDA Entitliement Budgeating for SFSP
SDA Enfitlement Budgsting for TEFAP
Shipment Recaipts

NW Defvery Calendar

3. Click * (the Hide Navigator arrow) to minimize the navigation menu as necessary. Note that
this can be done in any screen in WBSCM.
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Image: SDA Entitlement Budgeting for NSLP Screen

Home Operations Admin Reports | Help

Order Processi ing
Operations > Order Processing > Entitiement Management > SDA Entitement Budgeting for MSLP Full Screen | Options =
Variable Entry
Available Variants: [Save | [ SaveAs... | [ Delete | Show Vanable Personalization
General Variables
Variable* Current Selection Description
* | Program year
4. As required, complete/review the following fields:

Field R/O/C Description
Program year R Year when the customer will be able to use the funds

allocated for the specific program.

Example:
2020

_._@ (Note) The program year may be a fiscal year, school year, or calendar year, depending on the
program.

5. Click (the Check button) to determine if the value entered in the Program Year field is
valid. WBSCM defines the year as a four-digit number between 0 and 9999. An error is displayed
if a value is entered outside of the expected range.

6. Click (the OK button) to view the entitlement budgeting.
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Image: SDA Entitlement Budgeting for NSLP Screen

Home Operations Admin

Order Processing

Reports

Help

Cperations > Order Processing > Entitlement Management > SDA Entitiement Budgeting for NSLP Full Scre=n
L3
NSLP Entitlement Budget for RA -
[Refresh |[ReCalcuste |[ Save | [Upload | Downlosd | [Maintain | [ New Record |
Meal Rate®*  FNS Meal Rate Adj**
5F SDA®:  Enttiement Program®+ Program yaar 2 H 3
TX Dept of NSLP NATIONAL SCHOOL LUNCH PROGRAM 2020 0.2755 0.0000
Meal Counts, . 60% of,, Meal Estimated,,  Total . Meal5Value*s Entilement Adj.#* Entilement,,  Cash/CLOC . Cash/CLOCmesls _ Meal Count**  Previous Ye
Actual Kosher  Increase Meal Count Sub-Total PreYrActual Avg.GCountfor SDAAG] Carry-Over
BP SDA%* EA EA EA EA £ 3 5 5 EA EA
TXDept.of | 555.655.000 0 0| 585555000 | 155.827.852.50 0.00 | 155.837.852.50 | 1.805.425.00 5.858.563 | 550.788.437
Meal Gount  Initial Allocated Ent. Amt.  Adjustment betwesn RAs  DOD Fresh | Final Commodity Entitiement
= H 3
Enttlement 1o SDA LY FNS 550755437 153.932.527.50 0.00 | 350.000.00 153.572.527.50
Entitlement to RA by SDA 08,263,200 26,471,727.77 0.00 | 357,250.00
SDA Enttlement Unsliocated | 453,505,237 127,450,780.72 0.00 2,750.00 127,468,040.73
Mesl Count®*  Ent Amt Distributed per Mesl Count**  Adjustment betwean RAs#* DOD Fresh®* = Final Commodity Entilement®*
Susiness Partner « EA 5 5 3
Houston Food Bank 2,750,000 758.231.37 0.00 0.00 756.231.37
Regional East Texas Food Bank 38.450.450 10,573.613.23 0.00 | 315.000.00 10.256.613.23
Centrsl Texas Food Bank 2,425,750 B87,064.81 0.00 7.500.00 650,564.81
Food Bank of Garpus Christi 5,400,500 1,485,100.81 0.00 2,250.00 1,482,850.91
San Antonio Food Bank 17,880,750 4,919,335.03 0.00 27.500.00 430233503 =

7. Perform one of the following:
If Then

The user needs to return to the search screen Click (the Refresh button).

The user needs to include any RAs that may not be

displayed Click (the New Record button) to

display newly entered RAs.

The user needs to enter entittements manually Go to Step 8.

The user needs to create a new upload file by
using previous year entitlements

Go to Step 12.

The user needs to upload the entitlement for one or Go to Step 22.
more RAs for the current year by uploading a file

Image: SDA Entitlement Budgeting for NSLP Screen

Hame Operations. Admin Reports Help

Order Processing

Operations > Order Processing > Entitiement Managemen: > SDA Entilemant Budgeting for NSLP Full Screen | Options *
»
MSLP Entitlemant Budgat for RA -
[Refresh |[ ReCalculate |[ Save | [Upload |[ Download | [ Maintain | [ New Record |
Meal Rate#*  FNS Mesl Rate Adj#*
BP SDA**  Enffiement Program?#* Program year = 5 3
TX Dept.of NSLP | NATIONAL SCHOOL LUNCH PROGRAM 2020 0.2755 0.0000
Meal Counts,, 60%of, Meal Estimated,  Total . Meal5Value*s  EntilementAdj.#* Entilement,,  Cash/CLOC ,  CasW/CLOCmesls . Meal Count*s  Previous Y
Actual Kosher  Increase Meal Count Sub-Total Pre-YrActual”  Avg.Count for SDA Ad) Cany-Over
5P DA% EA EA EA EA 3 5 s 5 EA EA
TXDept.of | 565,655,000 0 0| 585555,000 | 155827,062.60 0.00 | 155,837,052.50 |  1.005.425.00 5,886,563 | 550,768,437
Meal Count  Initial Allocated Ent. Amt.  Adjustmant betwesn RAs DOD Fresh  Final Commadity Entitiement
EA H 5
Entflement to SDAby FMS 550,765,437 163,032,527 50 0.00 | 380,000.00 153,572 627.50
Enttiement to RA by SDA 08,263,200 26,471,727.77 0.00 | 357,250.00 26,114 47
SDA Entitiement Unaliocated | 453,505,237 127,480,780.72 000 275000 127 458,040.73
Meal Count**  EntAmt Distributed per Meal Count** ~ Adjustment between RAs®* DOD Fresh®*  Final Commodity Entitiement®*
Business Fartner & EA 5 5 3
Houston Food Bank 2,750.000 756.231.37 0.00 0.00 766.231.37
Ragional East Texas Food Bank 38,450,450 10,573.612.22 0.00 | 315.000.00 10,258,613.23
Centrsl Texas Food Bank 2,425,750 587,054.51 0.00 7.500.00 659,554.81
Food Bank of Corpus Ghristi 5,400.500 1.485,100.81 0.00 2.250.00 1.482,350.01
San Antonio Food Bank 17,880,750 4.919,335.03 0.00 27,500.00 4.802,335.03 =
3
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8. Click (the Maintain button) to enable edit mode to enter entitlement details.

d_ia (Note) Use (the New Record button) to add an entry for every active RA who
has the program assigned (from Organization Maintenance) and does not already have an
existing entry (for the given program / year).

@ (Note) The (the Maintain button) allows users to modify existing entries for both
active and inactive RAs.

Image: SDA Entitlement Budgeting for NSLP Screen

Home | Operations | Admin Reports  Help

Order Processing
Operations > Order Processing = Entitlement Managemen: > SDA Enttlemant Budgeting for NSLP Full Screen | Options »
»

NSLP Entitlement Budget for RA s
[Refresh |[Re-Calcuiste |[ Save | [Unds | [Upload |[ Download | [ Maintain | [ New Record |

Meal Rate** FNS Meal Rate Adj**

5F SDA®:  Enttiement Program®+ Program yaar 2 H 3
TX Dept of NSLP NATIONAL SCHOOL LUNCH PROGRAM 2020 0.2755 0.0000
Meal Counts, . 60% of, Meal Estimated,,  Total .. Meal3Value**  EntitlementAd].** Entitlement,  Cash/CLOC . CashiCLOCmeals . Meal Count®*  Previous ¥
Actual Kosher  Increase Meal Count Sub-Total Pre-YrActwal Avg.Countfor SDAAG] Carry-Over
5P =DA% EA EA Ea EA 3 3 5 s E4 EA
TXDept.of | 585,656,000 0 0| 585555,000 | 155,827,062.60 0.00 | 155,237.052.50 |  1.005.425.00 5,886,562 | 560,768,437

Meal Count  Initial Allocated Ent. Amt.  Adjustment between RAs DOD Fresh Final Commodity Entitlement

= s 3
Entitlerent {0 SDA by FNS 550,765 437 153,032,527.50 0.00 | 350,000.00 153,572,527.50
Entitiement fo RA by SDA 96,263,200 26,471,727.77 0.00 | 357.250.00 26,114 477.77
SDA Entitilement Unaliocsted | 452,505,237 127,450,788.72 000 | 275000 127,458,048.73

Meai Count** EntAmt Distributed per Meal Count**  Adjustment between RAs** DOD Fresh**  Final Commodity Entitliement®=

Business Partner & = 3 3 3
Houston Food Bank 2,750,000 756,231.37 0.00 0.00 756,231.37
Regional Esst Texss Food Bank 38,450,450 10,573.613.23 0.00 315,000.00 10,258,613.23
Cantral Taxas Food Bank 2,425,750 587.054.51 0.00 7.500.00 650.564.81
Food Bank of Corpus Christi 5,400,500 1,485,100.91 0.00 2.250.00 1.482,850.91
o 17,890,750 4,0810,335.03 0.00 27,500.00 4802,335.02 S
3
9. As required, complete/review the following fields:
Field R/O/C Description
Meal Count R The number of meals expected to be consumed

during the entitlement budget period.

Example:
5500.000

@ (Note) Meal Counts to RAs by SDA
cannot exceed amount allocated to

SDA by FNS.

Adjustment between [O Adjustment amount for all RAs assigned by an

RAs SDA.

Example:
0.00

@ (Note) This amount is the amount

moved from one RA to another. The
amount cannot exceed the amount
allocated to SDA by FNS.
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Field R/O/C Description

DOD Fresh O The amount of the entitlement that has been
allocated to spend on the USDA DoD Fresh
program.

Example:
2250.00

@ (Note) This amount is subtracted from

the total available entitlement to be
used in WBSCM. DOD Fresh is an
editable field for NSLP only.

@ (Note) USDA DoD Fresh is a program
operated in partnership with the
Defense Logistics Agency within the
Department of Defense that allows
schools to purchase fresh fruits and
vegetables using entitlement funds.

@ (Note) Each line represents an RA. The fields listed above should be populated for every RA
receiving entittement funds for the current year.

Image: SDA Entitlement Budgeting for NSLP Screen

Home | Operations | Admin Reports  Help

Order Processing
Cperations > Order Processing = Entitlement Management > SDA Entiement Budgeting for NSLP Full Screen | Options =
»
NSLP Entitlement Budget for RA s
[Refresh |[Re-Calcuiate |[Save | [Undo | [Upload |[ Download | [ Maintain | [ New Record |

Meal Rate®s FMNS Meal Rate Adj**

BF SDA*  Entiiemant Program®* Program year 2 s 3
TXDept. of NSLP NATIONAL SCHOOL LUNCH PROGRAM 2020 0.2755 9.0000
Mazl Counts, . 60%of,  Meal Estimated,, Total ». Meal5Valuess  EntilementAdj#* Enftilement,, = CashiCLOC , ~Cash/CLOCmeals . Meal Count** Pravious Yt
Actual Kosher  Increase Meal Count Sub-Total Pre-frActual”  Avg.Count for SDAA] Carry-Over
5F SDAS- = = Ea = 3 3 s 5 EA EA
THDept.of  585.555.000 0 0| 585855000  155837.052.50 0.00 | 15523705250 | 1.805.425.00 5386563 550,782,437
Meal Count  Initial Allocated Ent. Amt.  Adjustment between RAs  DOD Fresh  Final Commodity Entitiement
EA s 5
Entflement io SDAbY FNS 550 788,437 163,032,527 50 0.00 | 350,000.00 153,572,627.50
Entitiement to RA by SDA 06,283,200 26,4T1,727.77 0.00 | 357,250.00 26,114,477.77
SDA Entitilement Unaliocated | 453,505,237 127 460,700.73 000 | 2750.00 127 458,040.73
Meal Count** EntAmt Distributed per Meal Count®*  Adjustment between RAs®* DOD Fresn®*  Final Commodity Entitiement=
Business Partner + Ea 3 3 3
Houston Food Bank 2,750,000 758.231.37 0.00 0.00 756,231.37
Regional East Texas Food Bank 38,450,450 10,573.612.23 0.00 315.000.00 10.258513.23
e A 2425750 667,004.81 0.00 7.500.00 650,564.81
Foed Bank of Garpus Christi 5500.000 1,485,100.91 0.00 2,250.00 1,482,850.21
San Antanie Food Bank 17,500,750 4.010.835.02 0.00 27.500.00 4202335.02 -

10. Click (the Re-Calculate button) to update the tentative entitlement budget based on
the changes made. Re-Calculate updates the Ent Amt Distributed per Meal Count and Final
Commodity Entitlement columns. In addition, the totals on the yellow highlighted Result line
are re-calculated based on the changes made. Scroll down to view the totals line if it is not

visible.

_._@ (Note) Depending on the number of Business Partners listed, it may be necessary to
navigate to the last page of records to view the totals.

_._@ (Note) The Re-Calculate button does not save changes; it shows the results of changing
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1.

12.

entitlement budget figures.

Perform one of the following:

If

The user needs to reverse changes made during

re-calculation

Then

Click (the Undo button).

The user needs to save changes made using the

re-calculation option

Click (the Save button).

The user is finished maintaining entitlements

Go to Step 31.

Image: SDA Entitlement Budgeting for NSLP Screen

Hama Operations Admin

Order Processing

Feparts

Help

Operations > Order Processing = Entitlement Managsmen: > SDA Enttiement Budgeting for NSLP

»
MNSLP Entitlement Budget for RA

[Refresh |[Re-Calcuiate | [Save | [Undo | [Upload |[ Cownload | [ Maintain | [New Record |

Meal Rste** FNS Mesl Rate Adj**
BP SDA**  Entiiement Program#= Program year 2 3 5
TXDept of NSLP NATIONAL SCHOOL LUNCH PROGRAM 2020 02755 0.0000
Meal Gounts,_ 60%of,, Meal Estimated . Total .. MealSValue** EntilementAdj#* Entitement,  CashiCLOC , Cash/CLOC meals
Actual Kosher  Increase Meal Count Sub-Total Pre-YrActwal Avg.Countfor SDAAD]
BP SDA®* EA EA EA EA 3 5 5 5 EA
TXDept.of  585.655.000 0 0| 585.855.000 | 155.837.952.50 0.00 | 155.837.852.50 | 1.805.425.00 5.886.583
Meal Gount  Initial Allocated Ent. Amt.  Adjustment between RAs  DOD Fresh  Final Commodity Enttiement
Ea 5 5
Entfiement io SDABY FNS  58p 785,437 163,032,527.50 0.00 | 260,000.00 153,572,627.50
Enttiement to RA by SDA 90,588,200 24 088,130,322 0.00 | 357,250.00 24,530,850.33
SDA Entitilement Unalioeated | 452,000,237 128,044,388 17 0.00| 275000 128,041,638.17
Meal Count** Ent Amt Distributed per Meal Count®* ~ Adjustment between RAS®*  DOD Fresh®*  Final Commodity Entitiement®=
Business Partner & = 3 5 3
Houstan Food Bank 2,750,000 758,231.37 0.00 0.00 T56,231.37
Regional East Texas Food Bank 38,450,450 10.573.613.23 0.00 | 315000.00 10,258,613.23
Central Texzs Food Banx 2425750 667.054.81 0.00 7.500.00 658,564.51
Food Bank of Corpus Christi 5.500 1,5612.46 0.00 2.250.00 -737.54
AT AR 2 17,880,760 4,010.835.02 0.00 27,500.00 4202,335.02

.. Meal Countss

Full Screen | Options «

-

Pravious i
Garry-Over

EA
550.7828.427

Click (the Download button) to go to the Bl-Integrated Planning: File Download

screen.
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Image: Bl-Integrated Planning: File Download Screen

hE!? Bl-Integrated Planning: File Download

Data Selection

Enter the selection criteria for your download. This selection will be locked temporarily until the download is completed

* Program year: & @ 1o 0 g

Format Selection

File Format: | Text (Tab delimited) v
Download
13.  Asrequired, complete/review the following fields:
Field R/O/C Description
* Program Year R Year when the customer will be able to use the
funds allocated for the specific program.
Example:
2019
(Note) In this example, the year 2019
; was used to update year 2020.
14. If necessary, click * | (the drop-down arrow for File Format field) and select the appropriate

option. In this example, the defaulted Text (Tab delimited) option is kept.

@ (Note) The File format options are:

Text (Tab delimited)
Text (Fixed length)
Text (CSV)

XML
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Image: Bl-Integrated Planning: File Download Screen

sapg

Data Selection

Bl-Integrated Planning: File Download

Enter the selection criteria for your download. This selection will be locked temporarily until the download is completed.

* Programyear: 4 2019 (0| To g
Format Selection
File Format: | Text (Tab delimited) v
Download
. Download .
15. Click | = (the Download button) to download the entitlement budget data.

16. Review the messages at the top of the screen. If error messages appear, the download did not
occur. Review the error message for recommended actions before trying again. Contact the
WBSCM Service Desk with any questions.

Image: Bi-Integrated Planning: File Download Screen

sap

Format Selection

File Format: | Text (Tab delimited) | Open File

File Preview

View:| [Standard View] v

Entitlement Program
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP

Print Version

Program year

2019
2019
2019
2019
2019
2019
2019
2019
2019
2019
2019
2019
2019
2019

3
Bl-Integrated Planning: File Downl m @

Save File

Export s~

Business Partner

4001181
4001987
4001994
4002423
4003287
4003684
4003944
4004092
4004105
4004630
4005487
4005942
4009361
4009362

Ent Meal count

402.000.45
582.900.63
9,000.00
355,000.04
500.00
17,000.00
2,500.00
7.000.00
30.755.00
10.540.00
8,600.00
1.421,650.96
12,350.00
355.00

" X
(2.1 USDA: ENT DOWNLOAD NSLP SDA executed ... > I
(¥ 15 records read, 0 generated, 0 changed, 0 del...
@ FIL_SDOWM CACF executed without errors »

Entitlement between

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

DoD- Fresh

0.00
0.00
500.00
0.00
943.56
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
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. Save File .
17. Click (the Save File button).

E rt
(Note) In the File Preview section of the screen xport ~ (the Export button) can be used to

download entitlement data in a spreadsheet compatible version. This version cannot be
uploaded.

18. Open the downloaded file in Excel.

Image: Microsoft Excel Screen

AutoSave (@ off) 9~ : SAP_BEX_FILE_ DOWNLOAD.txt ~
File Home Insert Page Layout Formulas Data Review View Help = Comments 1% Share
E’tl & Calibri | P . General ~ ﬁ Conditional Farmatting ~ E@ Insert ~ ~ 27 =
EB . - $ ~ 9% 9 [ Format as Table ~ T Delete v - O~
Pre | BT |2 A 8 0 B2 Cell Styles - EiFomat~ | &~
Clipboard & Font ] Alignment & Number [ Styles Cells Editing Sensitivity ~
- Fa A
A | B | C D | E | ¥ [ H | | 1 | k L [+]
1 |Entitlement Program Program year Business Partner Ent Meal count Entitleme DoD- Fresh
2 |NSLP 2019 4001181 402,000.45 o 0
3 |NSLP 2019 4001987 582,900.63 o 0
4 |NSLP 2019 4001994 9,000.00 o 500
5 |NSLP 2019 4002423 355,000.04 o 0
6 |NSLP 2019 4003287 17,000.00 o 943.56
T |NSLP 2019 4003634 27,000.00 o 0
8 |NSLP 2019 4003944 2,500.00 o 0
9 |NSLP 2019 4004092 7,000.00 o 0
10 |NSLP 2019 4004105 30,755.00 o 0
11 |NSLP 2019 4004630 10,540.00 o 0
12 |NSLP 2019 4005437 8,600.00 o 0
13 |NSLP 2019 4005942 1,421,650.96 o 0
14 |NSLP 2019 4009361 12,350.00 o 0
15 |NSLP 2019 4009362 355 o 0
16
17
18 |
19| L
]
=¥ E
| SAP BEX FILE DOWNLOAD | (& [ | [
Ready E@ B m ———+ 10m%

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

Field R/O/C Description

Entitlement Program |R The acronym for the entitiement program.
Example:
NSLP

Program Year R Year when the customer will be able to use the

funds allocated for the specific program.

Example:
2020
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Field R/O/C Description

Business Partner O Number or Name assigned to State Distribution
Agencies (SDAs), Indian Tribal Organizations
(ITOs), Co-ops, and Recipient Agencies (RAs) in
\WBSCM.

Example:
4001181

@ (Note) In this example, the Business
[yoL Partner is displayed as a number and
applies only to the RA.

Ent Meal count O The number of meals expected to be consumed
during the entitlement budget period.

Example:
42,000.00

Entitlement Between |O The total amount of entitlement dollars assigned to
RAs by an SDA.

Example:

0

Q (Note) This amount is the amount
1 moved from one RA to another. The

amount cannot exceed the amount
allocated to SDA by FNS.

DOD Fresh O The amount of the entitlement that has been
allocated to spend on the USDA DoD Fresh
program.

Example:
0

Q (Note) DOD Fresh is used for NSLP,
— SFSP, and CACFP. Entitlement
allocation for SFSP and CACFP is
performed via file upload.

@ (Note) USDA DoD Fresh is a program
- operated in partnership with the
Defense Logistics Agency within the
Department of Defense that allows
schools to purchase fresh fruits and
vegetables using entitlement funds.

@ (Note) Update the document to reflect selected year funding for each RA.
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Image: Microsoft Excel Screen

AutoSave (@ of) L) =

SAP_BEX_FILE_DOWNLOAD.txt ~

File Home Insert Page Layout Formulas Data Review View Help I Comments 1 Share
ftl A Calibri el A A f = E General ~| | EH Conditional Formatting ~ i Insert ~ v b
. = v | §$ v 9% 9 | [FHromatasTable v T Delete ~ | @~ O~
paste B I U~ G~ A | =g <1 o I el Styles il Format~ | €~
Clipboard R Font ] Alignment [P Mumber ] Styles Cells Editing Sensitivity -~
- F A~
A B C D E F [ H J K L [=]
1 |Entitlement Program Program year Business Partner Ent Meal count Entitleme DoD- Fresh
2 |NsLP 2020 4001181 42,000.00 o 0
3 |NSLP 2020 4001587 582,501.00 o 0
4 |NSLP 2020 4001594 9,000.00 o 500
5 |NSLP 2020 4002423 355,000.00 o 0
6 |NSLP 2020 4003287  17.890,750.00 o 0
7 |NSLP 2020 4003684 27,000.00 o 0
& |NSLP 2020 4003544 2,500.00 o 0
9 |N5LP 2020 4004092 7,000.00 o 0
10 [NSLP 2020 4004105 30,755.00 o 0
11 [NSLP 2020 4004630 10,540.00 o 0
12 [NSLP 2020 4005487 8,600.00 [} 0
13 [NSLP 2020 4005542 1,421,650.96 [} 0
14 |NSLP 2020 4009361 12,350.00 [} 0
15 [NSLP 2020 4009362 335 [} 0
16
17
18
19 L
20
21l E
SAP_BEX FILE DOWNLOAD ® [« | [r]

Ready [&

20.

@ (Note) In this example, the 2019 data was updated for use in 2020. The user updated the

izi) 0 -——s—+ 100

Click - (the Save icon) to save the file locally once all data has been entered.

Program year, Ent Meal count and DOD Fresh columns.

21.
RA screen.

Click E (the Close button) to close the data file and return to the NSLP Entitlement Budget for

@ (Note) If necessary, close the BI-IP Integrated Planning: File Download screen.

Thursday, March 16, 2023

© WBSCM Training - Proprietary
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Maintain RA Entitlements

WBSCH |

Image: SDA Entitlement Budgeting for NSLP Screen

Home Operations Admin Reports Help

Order Processing
Cperations > Order Processing = Entitiement Management > SDA Enttiement Budgeting for NSLP
L
MSLP Entitiemant Budgat for RA
[Refresh |[ Re-Calcuiate |[ Sava | [Undo | [ Uplead | [ Download | [ Maintain | [ New Record |

Full Screen | Options +

-

Meal Rste*"  FNS Mzl Rate Adj**
BF SDA®  Entiemeant Program®= Program year 2 5 3
TXDept of NSLF NATIONAL SCHOOL LUNCH PROGRAM 2020 0.2755 0.0000
Meal Counts, . 60%of,  Meal Estimated,.  Total .. Meal5Value®* EnfitementAdj#* Enflement,,  CashiCLOC , Cash/CLOCmeals . Meal Count** Previous Ye
Actual Kosher  Increase Meal Count Sub-Total Pre-YrActwal Avg.Countfor SDAAD] Garry-Over
BP SDA®* EA EA EA EA 3 5 5 5 EA EA
TXDeptof  585.655.000 0 0| 585.855.000 | 155.837.952.50 0.00 | 155.837.852.50 | 1.805.425.00 5886583  550.768.437
Meal Gount  Initial Allocated Ent. Amt.  Adjustment between RAs  DOD Fresh  Final Commodity Enttiement
Ea 5 5
Entfiement io SDABY FNS  58p 785,437 163,032,527.50 0.00 | 260,000.00 153,572,627.50
Entiflement to RA by SDA 00,568,200 24,088,130.32 0.00 | 357,250.00 24,530,880.33
SDA Entitilement Unalioeated | 452,000,237 128,044,388 17 0.00| 275000 128,041,638.17
Meal Count** Ent Amt Distributed per Meal Count®* ~ Adjustment between RAS®*  DOD Fresh®*  Final Commodity Entitiement®=
Business Partner & = 5 5 3
Houstan Food Bank 2,750,000 758,231.37 0.00 0.00 T56,231.37
Regional Esst Texas Food Bank 35,450,450 10.573.612.23 0.00 315,000.00 10,258,513.23
Central Texzs Food Banx 2425750 667.054.81 0.00 7.500.00 658,564.51
Focd Bank of Corpus Christi 5.500 1,512,486 0.00 2250.00 -737.54
AT AR 2 17,880,760 4,010.835.02 0.00 27,500.00 4202,335.02 e

22,

o
o

Click (the Upload button) to upload RA Entitlements from a data file.

(Note) This file may be created as a new file or by downloading a previous year's
entittement and updating the information (Steps 12-21).

(Note) The upload files must reflect the following:

e Each entry must have a BP ID, program, year
¢ RA must be under the SDA
e RA must have the instance program assigned (via Organization Maintenance)

Data information, including data structures, elements, and definitions, as well as sample
files for uploading entitlements are available from FNS.

(Note) When uploading entitlements from a file, WBSCM creates new row entries if
nothing exists in the Program Year for an RA. If the file upload is a change to an existing
entry for the Program Year, the existing entry is updated to reflect the changes from the
file.

(Note) Existing entitlements can be changed for an inactive RA, but no new entitlements
can be created.

Thursday, March 16, 2023
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Image: Bl-Integrated Planning: File Upload Screen
w Bl-Integrated Planning; File Upload
File Selection

Enter the file name or "browse” to select the file.

File Name:  No file chosen

-

Upload

23. Click L (the Browse button) to locate the data file with the current year entitlement.

24. Locate and select the appropriate file to be uploaded. In this example, the file named
SAP_BEX_FILE_DO.....txt is selected.

Image: Bl-Integrated Planning: File Upload Screen
w Bl-Integrated Planning: File Upload
File Selection

Enter the file name or "browse"” to select the file.

File Name: { SAP_BEX_FILE_DO... txt

|-

Upload

Thursday, March 16, 2023 © WBSCM Training - Proprietary Page 15 of 19
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Uploa

d
25. Click (the Upload button).

ﬁ (Note) The user located and selected the appropriate file to upload.
26. Review the upload details.

ﬁ (Note) Review the messages at the top of this screen. If error messages appear, the upload did
not occur. Correct the issue and return to Step 22 to attempt the upload again.

Image: Bl-Integrated Planning: File Upload Screen

SAP ‘ @3 & R
SAP Bl-Integrated Planning: File Duwn} m ~ |
k‘,’,\ USDA: ENT DOWNLOAD NSLP SDA executed ...

File Preview (@) 15 records read, O generated, 11 changed, 0 del
(@) FIL_SDOWN CACF executed without errors
View: | [Standard View] ~ Print Version | | Export s
Entitlement Program Program year Business Partner Ent Meal count Entitlement between DoD- Fresh
NSLP 2020 4001181 402,000.45 0.00 0.00
NSLP 2020 4001987 582,900.63 0.00 0.00
NSLP 2020 4001994 9.000.00 0.00 500.00
NSLP 2020 4002423 355.000.04 0.00 0.00
NSLP 2020 4003287 500.00 0.00 943.56
NSLP 2020 40035684 17,000.00 0.00 0.00
NSLP 2020 4003944 2.500.00 0.00 0.00
NSLP 2020 4004092 7.000.00 0.00 0.00
NSLP 2020 4004105 30,755.00 0.00 0.00
NSLP 2020 4004630 10.540.00 0.00 0.00
NSLP 2020 4005487 8,600.00 0.00 0.00
NSLP 2020 4005942 1,421,650.96 0.00 0.00

Save | [Undo

27. Click save (the Save button).

Thursday, March 16, 2023 © WBSCM Training - Proprietary Page 16 of 19
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WBSCM |

Image: Bl-Integrated Planning: File Upload Screen

Zr BI-IP File Upload x
| @3 A
oy Ee il
l (@ USDA: ENT DOWNLOAD NSLP SDA executed ... > l
File Sele (¥ 15 records read. 0 generated.11 changed. 0 del...
Entter the fi (¥) FIL_SDOWN CACF executed without errors >
File Name: | No file chosen i

Upload

28. Click ¢ (the Close button).

Image: NSLP Entitlement Budget for RA Screen

Hame Operations Admin Reports Help

Order Processing

Cperations > Order Processing = Entitlement Management > SDA Entitiement Budgeting for NSLP
»

NSLP Entitiement Sudgst for RA
[Refesh |[ Re-Calcuiste | Save |

[Upioad | [ Download | [ Maintain | [ New Record |

Meal Rste** FNS Mesl Rate Adj**
BPSDA*  Entilement Program®* Program year 2 3 3
TXDept. of NSLP NATIONAL SCHOOL LUNCH PROGRAM 2020 0.2755 0.0000
Mezl Counts,_  50% of,, Mesl Estimated Total .. Meal5Value®s  EntilemeniAdi®* Entitement,  CashiCLOC ,  Cash/CLOCmeals .
Actual Kosher  Incresse Meal Count Sub-Total Pre-¥rActual”  Avg.Countfor SDAA]
5F SDA*- =4 = Ea = 3 3 3 H =
TXDeptof 585,855,000 0 0| 585,855,000  155337.052.50 0.00 | 15523705250 |  1,805.425.00 5,386,582
Meal Count  Initial Allocated Ent. Amt | Adjustment between RAs  DOD Fresh  Final Commodity Entitiement
EA 5 5
Entflement to SDABYFNS | 550,788,437 153,832,527 50 0.00 | 350,000.00 152,572 527.50
Entilement i RA by SDA 80,868.200 24.958.138.32 0.00 | 357.250.00 24520.880.33
SDA Entitilement Unsllocated 453 000,237 128,044,388.17 00D | 2750.00 128,041,828.17
Meal Count** Ent Amt Distributed per Meal Count**  Adjustment between RAs**  DOD Fresh#*  Final Commodity Entitiement®
Susiness Partner = EA 5 5 3
Houston Foad Bank 2,750,000 756.231.37 0.00 0.00 756.231.37
Regional East Texas Food Bank 35,450,450 10,572,613.23 0.00 315.000.00 10,258,613.23
Central Texas Food Bank 2,425,750 567,004.81 0.00 7.500.00 558,564.51
Food Bank of Corpus Christi 5,500 1512.46 0.00 2,250.00 73754
ST AR R 17,880,750 4.918.835.02 0.00 27.500.00 4.882.335.02

29.

Click (the Re-Calculate button) to display the updated data.

Full Screen | Options *

-

Meal Count**  Pravious i

Carry-Over
=
550,768,437

Thursday, March 16, 2023 © WBSCM Training - Proprietary
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Image: SDA Entitlement Budgeting for NSLP Screen

Hama Operations Aadmin Reports Help

Order Processing

Cperations > Order Processing = Entitiement Management > SDA Enttiement Budgeting for NSLP Full Screen | Options =
MSLP Entitiemant Budgat for RA

[ Refrash |[ Re-Calewiate |[ Save |

-5

[Upicad |[ Downiozd | [ Maintain | [ New Record |

Meal Rate®* FNS Meal Rate Adj**

BF SDA*  Entfiement Program® Frogram year & H 3
TX Dept of NSLF NATIONAL SCHOOL LUNCH PROGRAM 2020 0.2755 0.0000
Meal Counts,  60% of,, Meal Estimated,  Total .. Meal§Value®s  EntilemeniAdi®* Enftitement,  CashiCLOG , GCash/CLOGmeals . Meal Count®s  Previous Ve
Actual Kosher'  Increase Meal Count Sub-Total Pre-¥rAcwal”  Avg.Countfor SDAAD] Carry-Over
B SDA% =0 EA = EA 3 3 s s EA EA
TXDept of 585,655,000 0 0| 585555,000  155337.952.50 0.00 | 15523705250 |  1,805.425.00 5386583  550.763,437

Meal Count  Initial Allocated Ent. Amt.  Adjustment between RAs  DOD Fresh  Final Commodity Entitlement

EA ¥ 5
Entitiement to SDABYFNS | 550,788,437 153,832,527 50 0.00 | 350,000.00 152,572 ,527.50
Entiflement to RA by SDA 32,522,048 10,503,540.14 0.00 500.00 10,502,040.14
SDA Entitilement Unallocated 521,245,401 143,238,078.38 0.00 | 350,500.00 142,970,475.36
Meal Count** EntAmt Distributed per Meal Count** ~ Adjustment between RAs**  DOD Fresh®*  Final Commodity Entitiement**
Business Partner & EA H 5 3
Houston Food Bank 42,000 11.648.72 0.00 0.00 11,540.72
Regionsl Esst Texas Food Bank 582,001 150,202 83 0.00 0.00 160,283.83
Cantral Taxas Food Bank 9,000 247494 0.00 500.00 197494
Food Bank of Corpus Christi 355.000 07,622.50 0.00 0.00 07,622.50
San Antonic Food Bank 17,800,750 4,910,835.03 0.00 0.00 401983802

30. Click (the Save button) to save the changes.

31. The transaction is complete.

Thursday, March 16, 2023 © WBSCM Training - Proprietary Page 18 of 19
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RESULT

Entitlement for the selected program year has been updated for one or more RAs. This may have
included manually entering values in WBSCM or uploading a data file to update multiple line items.

Thursday, March 16, 2023 © WBSCM Training - Proprietary Page 19 of 19
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Job Aid
RA Entitlement Budgeting by Program

RA Entitlement Budgeting by Program

The purpose of this transaction is for the State Distributing Agency Organization Administrator (SDA Org Admin) to maintain
entitlements for Recipient Agencies (RAs) in WBSCM. RA Entitlements are maintained for various programs with individual
program requirements so the WBSCM transactions for these programs display different views.

This job aid provides field definition and portal navigation path for each of the programs that use this transaction in WBSCM.

Use the Maintain RA Entitlements work instruction for step-by-step instructions to maintain entitlements.

TEFAP

The Emergency Food Assistance
Program

TEFAP is a Federal program that
helps supplement the diets of low-
income Americans by providing
them with emergency food and
nutrition assistance at no cost.

NSLP

NSIP

Nutrition Services Incentive
Program

This program is administered by the
U.S. Department of Health and
Human Service’s Administration on
Aging - but receives USDA foods
from the Food and Nutrition Service.

SFSP

CACFP

National School Lunch Program
NSLP is a federally assisted meal
program operating in public and
nonprofit private schools and
residential child care institutions.

ENTERPUBLISHEDDATE

Summer Food Service Program
The Summer Food Service
Program ensures that low-income
children continue to receive
nutritious meals when school is not
in session.

Proprietary

Child and Adult Care Food
Program

CACFP provides aid to child and
adult care institutions and family or
group day care homes for the
provision of nutritious foods.

Page 1of4
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Job Aid

RA Entitlement Budgeting by Program

TEFAP PROGRAM

In WBSCM, select Operations tab % Order Processing tab 2 Entitlement Management folder & SDA

Entitlement Budgeting for TEFAP link to go to the SDA Entitlement Budget for TEFAP initial screen.

Not all fields are available for edit. This table
lists the fields that may be changed.

Admin Funds
(Initial
Allocation)

Initial
Commodity
Entitlement
(Not Incl.
Convertible
Funds)

Adj to Admin
Funds
(Conversions,
Recoveries,
etc.)

Adj. to Comm.

Entitlement
(Conversions,
Supp. Funds,
etc.)

Previous Year

Full Screen | Oplions =

. Home Operations Admin Help
Field Description Order Pracessing
Value of the initial allocation of e —— SR
the RA’s administrative funds TEFAP St Sudgating for R
u nder T EFAP pI’Og ram fOf the [Rekesh | [ Re-Calculate | [Save | [Unss | [Dewnioad | [ Maintain |[ New Recard |
Se Iected cale n dar year Admin Furds: Inial Gommorsty Endtiement  Ad). to Admin Funds Adj. to Comm. Entitiement Previsus Year CarryCver (+/:)  Total Admin - Toeal Cnrm:nudily
(Initial Allocation]  {Mat Incl Funis) eic) | (C Supp. Funds, ate.] Funds Entitiernsnt
H. H Pragram year = 5 3 5 3 3 3
Val_ue of the initial _commodlty T
entltlement a||00at|0n, I’lOt Entitiement ta RA by SDA 0.00 0.00 0.00 0.00 a.00 0.00
including convertible funds, for Son S e o0 : : — e o] __to] o« 2|
Admin Funds |, Initial Commesdity Entilement_ | Ad). to Admin Funds .. Adj. % Comm. Ensilement . Pravious Year CarryDver(+/-)*
the RAS under TEFAP program (Initial Allacation)  (Not Incl. Conwertible Funs) i ies, ate) jans, Sups. Funds. elc)
Program year = Business Partner - 3 5 5 3 ]
for the selected calendar year. T e bo0 00 200 000 000
Greater Berks Food Bank A00ESEE 0.00 040 Q.00 0.00 0.00
Greater Pittsburgh Community Foad Bank 4006586 0.00 040 Q.00 0.00 0.00
Value Of adjustments to admln MONROE COUNTY GRANTS OFFICE 4007018 000 200 200 000 oo
funds, including conversion e R doussaz oot a0 oo 0 00
, Piilatiuineance 4008581 0.00 .00 0.00 0.00 o.00
elections or recovery of unspent SHARE onceas oo o0
. Second Harvest Food Bank of NE PA AO0ESTD 0.00 000 Q.00 0.00 0.00
admln fu nds Second Harvest Food Bank of NW PA 4006567 0.00 000 Q.00 0.00 0.00
Weinberg ME Regianal Faad Bank AD0B5S0 000 .00 .00 0.00 0.00
Wesimoreland Caunty Faod Bank 4006584 0.00 040 Q.00 0.00 0.00
Value of any adjustments to e R oo a0 s 0 000
Commodlty Entltlement Result 0.00 0.400 Q.00 0.00 0.00
generated by conversions, or
supplemental funds.
a £
Value of any adjustments to

CarryOver (+/-
)

Commodity Entitlement from the
previous year. Value can be
positive or negative.

Tatal Admin__
Funids

3
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

~

Tot
Ent

ENTERPUBLISHEDDATE
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NSLP, CACFP, AND SFSP PROGRAMS

In WBSCM, select Operations tab 2 Order Processing tab 2 Entitlement Management folder =

For SDA Entitlement Budgeting for NSLP link to go to the SDA Entitlement Budget for NSLP initial screen.
For SDA Entitlement Budgeting for SFSP link to go to the SDA Entitlement Budget for SFSP initial screen.
For SDA Entitlement Budgeting for CACFP link to go to the SDA Entitlement Budget for CACFP initial screen.

Home Operations Admin Reports Help
Order P i C Recall
O i = Order P = = SDA Enfi B ing for CACFP

CACFP Enfitlement Budget for RA

Full Screen || Options ~

The image displayed is for the Child and Adult
Care Food Program (CACFP); however, the
same data fields also apply to NSLP and SFSP.

| Upload || Download H Maintain || New Record | .
Meal Rate*”  FNS Meal Rate Adj*~
BP SDA™" Entitlement Program *~ Program year = 5 3
SAM Unit Test SDA 1 CACFP CACFP-Child & Adult Care Food P 2017 1.0000 1.0000
Meal Counts, . 60% of,. Meal Estimated,_  Total s Meal $Value®®  Enfitlement Adj.“* Entitiement, . Cash/CLOC .. Cash/CLOC meals es
Actual Kosher Increase Meal Count Sub-Total Pre-¥t Actual Avg.Count for SDA Adj
BP SDA*" EA EA EA EA 5 5 5 3 EA
SAM Unit Test SDA 1 4,500,000 1,000 800 4,499,800  4,499,800.00 0.00 8999,600.00 1,000.00 1,000
Meal Count  Initial Allocated Ent. Amt.  Adjustment between RAs  DOD Fresh  Final Commodity Entitlement
EA 5 §
Entitlement to SDA by FNS 0 0.00 000 24,000.00 -24,000.00
Eniilement fo RA by SDA 400 0.00 300.00 0.00 300.00
SDA Entifilement Unallocated -400 0.00 -300.00 | 24,000.00 -24,300.00
Meal Count“~  Ent Amt Distributed per Meal Gount™"  Adjustment between RAs*®  DOD Fresh®®  Final Gommaodity Entiiement™*
Business Partner = EA 3 5 3
12591 test 1 0 0.00 0.00 0.00 0.00
RA Upload Ghange Test 0 0.00 0.00 0.00 0.00
RA2 200 0.00 100.00 0.00 100.00
RA3 100 0.00 100.00 0.00 100.00
RA4 100 0.00 100.00 0.00 100.00
Test BP Ship -TO 0 0.00 0.00 0.00 0.00
Theo RA 0 0.00 0.00 0.00 0.00
UPLOAD_198 0 0.00 0.00 0.00 0.00 ~
< >
ENTERPUBLISHEDDATE Proprietary

Not all fields are available for edit. This table lists
the fields that may be changed.

Meal Count The number of meals expected to be
consumed during the entitlement
budget period.

Adjustment Adjustment amount for all RAs

between RAs | assigned by an SDA.

DoD Fresh A program operated by the Defense

Logistics Agency within the
Department of Defense that allows
schools to purchase fresh fruits and
vegetables using entitlement funds.
(DoD Fresh is editable for NSLP and
SFSP only).
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NSIP PROGRAM

In WBSCM, select Operations tab & Order Processing tab 2 Entitlement Management folder % SDA
Entitlement Budgeting for NSIP link to go to the SDA Entitlement Budget for NSIP initial screen.

.

Home Operations Admin Reports Help
Order Processing Complaint Administration Recall Administration
Op il = Order P

SDA Entitlement Budget for NSIP

= Entitlement Management = SDA Enfitlement Budgeting for NSIP

Full Screen || Options

| Refresh || Re-Calculat: || Save || Unde || Upload || D || i || MNew Record | ~
Commodity Funds=~  Enfitlement between="  Total Prog Entitleme=~

BP SDA* Program year = 5 5 $

SAM Unit Test SDA 1 3011031 2016 §00.00 10.00 §10.00

Tofal Prog Entiflement  Entiflement Adjust RA's  Final Commodity Entitliement

] $ $
Entiflement to SDA by FNS 600.00 10.00 610,00
Entitlement to RA by SDA 3,500.00 1,200.00 4,700.00
SDA Entitliement Unallocated -2,900.00 -1,150.00 -4,090.00
Entitterment by,..  Enfitlement ,_  FINAL Commodity,_
SDA to RA befween RA's Enfitlement
Business Partner = kil 5 5
RA Upload Change 3011055 0.00 0.00 0.00
RA2 8011034 10
RA3 3011035 2s¢ Not all fields are available for edit. This table lists the fields that may be changed.
RA4 &011036
Test BP Ship -TO B011053 o o o
N i Field Description
UPLOAD_ 138 8011334 Entitlement The amount of entitlement money an SDA budgets for an RA.
by SDA to
RA
Entitlement  The total amount of entitlement dollars transferred between RAs by an SDA.
between The net amount should be zero.
RAs

ENTERPUBLISHEDDATE
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PROCESS OVERVIEW

Purpose

The purpose of this transaction is to set the entitlement thresholds or tolerance for a State Distribution
Agency's (SDA's) Recipient Agencies (RAs). The SDA Org Admin is able to set the entitlement thresholds
by going into the Maintain Organization screen.

Process Trigger

Perform this transaction to set notification and stop order percentage thresholds.
Prerequisites

. Sold - To Party must exist
) Sold - To Party must be assigned under an entitlement program

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

. Select Admin tab % Organization Maintenance tab # Maintain Organization link & Update
my Organization link to go to the Update my 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
. Refer to WBSCM Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 1 of 6
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PROCEDURE

1. Start the transaction using the Portal path: Admin tab & Organization Maintenance tab &
Maintain Organization link

Maintain Organization Screen

Home Operations [R.010) Reports Help
Manage Users Master Data Organization Maintenance
| History, Back Foward [S]

Maintain Organization
ey

2. Click # (the Hide Navigator button) to minimize the Portal menu. Note that you can do this with
any transaction in WBSCM - not just order management transactions.

Update My Organization Screen

Home | Operations |WCULUUNN Reports | Help
Manage Users  Master Data  Organization Maintenance
| History,  Back Fowerd [S]

Maintain Organization
¥

Update Co-op Organization
Mass AssianUn-assian Ship-To

3. Click Uedste my Omanzation (the Update my Organization link).

Friday, March 12, 2021 © WBSCM Training - Proprietary Page 2 of 6
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Update My Organization Screen

Home | Operations [YTl Reports | Heip |
Manage Users ~ Master Data  Organization Maintenance

Maintain Organization | History, Back =)
»
Update my Organization - Org ID : 8011032 [ Back]
ml’m Programs | Long Text | Miscellaneous =
Name
Name: * INV Purchasing Division
Addtional Name:
Addiess
Street Address 1: * | 2250 BARNETT Street
Street Address 2
Street Address 3
Cty * RENO
Country. * usa -
State: * Nevada v Postal Code: * |89512-3807
Courty. Zone:
r—
4, Click (- MisEglansaus" the Miscellaneous tab) to view the Entitlement Thresholds.

Update My Organization Screen

Home | Operations [T Reports | Heip

Manage Users  Master Data  Organization Maintenance

Maintain Organization | History, Back Foward [E
¥

Update my Organization - Org ID : 8011032 4 Back
P 3o

Entitliement Thresholds

Notification Percentages
NSIP Notification %: [ [=] NSLP Notification %: [NONE |+]

TEFAP Notfication %: [¥] CAGFP Notfication %: -

SFSP Notification % ~
Stop Order Percentages

NSIP Stop Order %: =] NSLP Stop Order %: [NONE [+
TEFAP Stop Order % | CACFP Stop Order %: -
SFSP Stop Order %: -

5. Click ]E‘ (the Dropdown button) to set the Notification Percentage for the desired program.

9 (Note) SDA order managers will receive a weekly email notification for each entitlement program
with a consolidated list of all RAs who have exceeded the Notification Percentages threshold of
their entitlement budget.
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Update my Organization Screen

Home | Operations [YTl Reports | Heip |
Manage Users ~ Master Data  Organization Maintenance

Maintain Organization | History, Back =)
»
Update my Organization - Org 1D : 8011032 [ Back]
A== @
Entitiement Thresholds
Notification Percentages
NSIP Notfication % w| NSLP Notfication %: [NONE |
TEFAP Notfication % %] CACFP Notfication %: |NONE
SFSP Notfication %: -
10%
Stop Order Percentages 120%
20 %
NSIP Stop Order % | NSLP Stop Order %: [NONE &
TEFAP Stop Order %: | CACFP Stop Order % =
SFSP Stop Order %: -
| Submt
6. Select the Notification Percentage for the desired program. In this example, we selected

(the 100% option) for NSLP.
Update My Organization Screen

Home | Operations [WLLL | Reports | Heip
Manage Users  MasterData  Organization Maintenance

Maintain Organization | History, Back Foward [
¥
Update my Organization - Org ID : 8011032 49 Back|
=D oI
Entitlement Thresholds

Notification Percentages

NSIP Notification %: [ [=] NsLP Notfication %: [100% [=]
TEFAP Notfication %: [ CACFP Notfiation % -
SFSP Notification %: =

Stop Order Percentages.

NSIP Stop Order %: =] NSLP Stop Order %: [NONE [+
TEFAP Stop Order %: = CACFP Stop Order % -
SFSP Stop Order %: -

7. Click [~ (the Dropdown button) to set the Stop Order Percentage for the desired program.

@ (Note) Once an RA has spent the Stop Order Percentages threshold in their entitlement budget
for a particular program, they will no longer be able to place orders. When attempting to submit a
requisition for approval, a hard stop error message will be displayed.
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Update my Organization Screen

Home | Operations YT B Reports | Heip |
Manage Users  Master Data  Organization Maintenance

Maintain Organization | Hstory, Back =)
¥
Update my Organization - Org 1D : 8011032 [@Beck]
Entitlement Thresholds.
Notification Percentages
NSIP Notfication % %] NSLP Notfication %: [100% |&
TEFAP Notfication % %] CACFP Notfication %: I~
SFSP Notfication % -
Stop Order Percentages
NSIP Stop Order % %] NSLP Stop Order %: [NONE [+
TEFAP Stop Order % %] CACFP Stop Order %: |NONE
SFSP Stop Order % v
105%
10%
120%
[Submit]

Select the Stop Order Percentage for the desired program. In this example, we selected
(the 100% option) for NSLP.

Update My Organization Screen

Home | Operations YL B Reports | Heip |
Manage Users  Master Data  Organization Maintenance

Maintain Organization | History, Back -
Business Partner 0006011032 updated successtully
Update my Organization - Org 1D : 8011032 [@Beck]
Entitiement Thresholds
Notification Percentages
NSIP Notfication % %] NSLP Notfication %: [100% [&
TEFAP Notification %: ] CACFP Notfication % I~
SFSP Notfication %: -
Stop Order Percentages
NSIP Stop Order % ¥] NSLP Stop Order %: [100% |
TEFAP Stop Order %: ] CACFP Stop Order % 52
SFSP Stop Order % -

Click (the Submit button) to save the Notification and Stop Order Percentages you have
selected.

ﬁ (Note) The confirmation message at the top of the screen indicates that the business partner was

successfully updated.
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RESULT

You have successfully set the entitlement thresholds or tolerance for a particular program using the
available Notification and Stop Order Percentages.
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PROCESS OVERVIEW

Purpose

The purpose of this transaction is for SDA and RA Order Managers to view entitlement, order balances
and totals. Using this transaction, SDAs and RAs will be able to view the balance from the current and
previous program years. This is the same as reviewing an Entitlement Bonus Summary report. Additional
actions include:

. Filter and customize balance output
) Export to spreadsheet format
. Save as PDF or print output

Process Trigger
Use this procedure to display, print, or save entitlement balance information.
Prerequisites

. SDA must have entitlement assigned or transactions posted for the specified program year in
WBSCM.

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

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

Tips and Tricks

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

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

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing
= o] il = Order P = Order = Domestic Order Entry Full Sereen || Options ¥
File Uploads/Download: = = == -
k none oo I My Transactions Catalog | Entitlement ¥ Transaction in Process
Catalog Maintenance
Order Management
Consolidate Requisitions
« Domestic Order Entry I Welcome
- Full Truck Load and Transfe... e Welcome to the order entry screen
I‘O:l As an SDA/ITO you have the option of creating orders for your SDA/ITO
- Redistribute Order Quantities m organizatien or on behalf of individual RAs.
Returned FNS Orders
Shipment Receipts m Extended Search lz‘ Select Continue to enter an order for your SDA/ITO organization
N Delivery Calendar s lz‘ If you would like to enter an order on behalf of one of your RAs, ener{choose their
[+]FDPIR Business Partner number/name here: l:l , and then select
[+]TEFAR the Continue button above.
[+]nsIP
[+]CAacFP
[+]1sPse I Product Catalog
[+InsLe
[+]DA
HIMTE E Browse in the Product Catalog
2. Click - (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done

with any transaction in WBSCM.

Image: Domestic Order Entry Screen

Home Operations Admin Reports Help

Order Processing

2 Op i = Onder P = Order > Domestic Order Entry Full Screen || Options v
I My Transactions Catalog | Entitlement ¥ Transaction in Process

Product Catalog

I Welcome

Welcome to the order entry screen

As an SDA/ITO you have the option of creating orders for your SDA/ITO
organizatien or on behalf of individual RAs.

e —
[ search |

[®] Extended Search

E‘ Select Continue to enter an order for your SDA/ITO organization
[+1csFP [

If you would like to enter an order on behalf of one of your RAs, enter/choose their Business Partner
[+IFDPIR 5

number/name here: I:l |, and then select the Continue button above.
[+ITeFAR
[+Inste
[+IcacFp
Ei%i;sup) I Product Catalog
[+Ioa
[+ITM_TE |

Browse in the Product Catalog
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3. Click | Entitlement . pntitlement link) to execute a query on entitiement balances, which
opens the search in a new window.

@ (Note) From this screen, the following functions are also available:

e Click My Transactions (the My Transactions link) to search for and display
requisitions that have previously created.

o Click Catalog (the Catalog link) to view the FNS Catalog, where they can select
commodities and create a new requisition.

« Click Transaction in Process (the Transaction in Process button) to return to an
active shopping cart that has not yet been submitted.

Image: Entitlement/Bonus Summary Report Screen

(22 WBSCM : Reports - Internet Explorer — X
& https://whscmintdsl.wbscm.usda.gov/sap/bc/webdynpro/sap/zecc_wbscm_reports?variant_name=VAR_0348&sap-client=100 a
Reports : Input Criteria IE‘
(Zp Execute | [ Print PDF Output
Entitlement/Bonus Summary Report [T
E; Show Variants
Program: * | [l =
Program Year; * < To l:l g
SDA Region Code; < 5
RA/ SDA Number: = [4000578 =
Soki-To State: & To &
4, As required, complete/review the following fields:
Field R/O/C Description
Program: * R Abbreviation for the specific program through

which the user places their orders. If the program
abbreviation is unknown, use the WBSCM search
functionality to locate it.

Example:
NSLP
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Field R/O/C Description
Program Year R Year when the customer will be able to use the
funds allocated for the specific program.

Example:
2016

@ (Note) To select a range of years when
generating a report enter the ending

year in the To field.

SDA Region Code O Code assigned to SDA based on their location.

RA / SDA Number O Number assigned to RA / SDA based on their ID.

@ (Note) The RA/SDA Number is pre-
populated to the organization linked to
the user's login ID.

Sold-To State O State of the user's customer organization.
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Image: Entitlement/Bonus Summary Report Screen

(2 WBSCM : Reports - Internet Explorer — X
& https://whscmintdslwbscm.usda.gov/sap/be/webdynpro/sap/zecc_whscm_reports?variant_name=VAR_0348:sap-client=100 a
Reports : Input Criteria |E|
(Z» Execute | [ Print PDF Output
Entitlement/Bonus Summary Report [T
E; Show Variants
Program: * & [NSLP ] =
Program Year: * < To 5
SDA Region Code; < 5
RA/SDA Number. =] 4000578 =
Sold-To State: & To 5
; (Er Execute ; ;
5. Click (the Execute button) to review the report details.

@ (Note) The following options are available:

o Use IFtFOFOutput (the Print PDF Output button) to generate the report as a formatted
PDF file to print, save, or share.

o Use (the Reset Values button) to clear the fields and reset the selection
criteria.

e Use = (the Yellow Arrow button) to enter additional selection criteria, such as
expanding a field to include a range of values.

o Use (the Matchcode button) to view a list of available values in a popup window.

o Use [show varanis (the Variants link) to display a previously saved customized report
output associated with the user's login ID.

o Use =rPort« (the Export button) to generate a spreadsheet from report data, which can
be further organized and analyzed using Microsoft Excel or another spreadsheet tool.
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Image: Entitlement/Bonus Summary Report Screen

:-g} WBSCM : Reports - Internet Explorer — x
& https://whscmintdslwbscm.usda.gov/sap/bc/webdynpro/sap/ze n_reporis? | e=VAR 0348 ent= a
Entitlement/Bonus Summary Report [T
4= Go Back | Print PDF Quiput
View: [ENTITLEMENT_SUMI =] | Export 4 ¥ & |
Program = | Sold-To Party | Scld-To Name Sold-To City Sold-To State = | Program Year = Begining Balance DOD Fresh Amount
| NSLP 4000578 TX Dept. of Agriculiure | AUSTIN ™ 2016 é,uuc.ouo.oo 50,000.00
4000578 T Dept. of Agriculture AUSTIN 2017 200,000.00 50,000.00
4000578 TX Dept. of Agriculture AUSTIN 2018 1,440,061.45 5,000.00
@ 1% LOn o O Al o
6. As required, complete/review the following fields:
Field R/O/C Description
Program O Acronym to identify a USDA food distribution
program.
Sold-To Party O Unique identifying name associated with a
particular customer in WBSCM.
I@ (Note) RA's can view only their own
b entitlement. SDAs can view any
subordinate RA's entitlement by
changing the Sold-To Party field.
Sold-To Name O Unique identifying name associated with a
particular customer in WBSCM.
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Field R/O/C Description

Sold-To City O City of the user's customer organization.
Sold-To State C State of the user's customer organization.
Program Year O Year when the customer will be able to use the

funds allocated for the specific program.

Beginning Balance O Balance that was granted to the organization at the
beginning of the program year - not the current
balance.

DOD Fresh Amount |O Amount allocated for USDA DOD Fresh orders.

Entitlement Order O Total entitlement dollar amount that has been

Total spent for orders for the respective program

and program year.

Entitlement Pounds |O Total weight (in pounds) for the commodities that
have been ordered by the user's organization
through this entitlement program during this
program year.

Entitlement Balance |0 Remaining balance (in dollars) for this program
and program year.

Bonus Order Total O Total (in dollars) spent on bonus orders for the
respective program and program year. Bonus
orders do not deduct from entitiement
balance. This field is for tracking purposes.
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Field R/O/C Description

Bonus Pounds O Total weight (in pounds) for the commodities that
have been ordered by the user's organization as
bonus.

Trade Pounds O Total (in dollars) spent on Trade Mitigation orders

for the respective program and program year.
Trade Mitigation orders do not deduct from
entittement balance. This field is for tracking
purposes.

Trade Order Total O Total weight (in pounds) for the commodities that
have been ordered by the user’s organization for
Trade Mitigation.

@ (Note) Click ¥ (the Filter icon) to enter criteria to filter the report output.

Click € (the Settings icon) to change the appearance of the report. This includes changing the
colors of the report, and which columns are displayed or hidden. The customized view may be
names and saved for future use.

7. The transaction is complete.
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RESULT

The user has accessed and reviewed the entitlement balances from the catalog. If applicable, the user
may have customized the report output and/or has exported their entitlement balance to a spreadsheet or
as a PDF file.
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SDA Entitlement / Bonus Detail Report

Report Title
This report provides detailed information on the entitlement for a particular SDA, specific program, and
LI program year.
Portal Reports tab # Order Processing tab # Entitlement Management folder # SDA Entitlement/Bonus Detail
Navigation Report link
Path
Target FNS and SDAs
Audience
Reports : Input Criteria
(E» Execute | [&|Print PDF Output
SDA Entitlement / Bonus Detail Report [T
[ _Show Variants
Program: = < | &l =
Program Year: * & [ | To [ |=
SDA Customer Number: * || 4000578
Entitltement / Bonus: &
Inc. Open Req.s 71 =
The following selection criteria are used to execute this report:
e Program —This field is required. The program code is the 2-5-character abbreviation for a USDA
food distribution program. Options for this field include: CACFP (Child and Adult Care Food
Program), CSFP (Commodity Supplemental Food Program), NSIP (Nutrition Services Incentive
Program), NSLP (National School Lunch Program), SFSP (Summer Food Service Program), TEFAP
Repor.t (The Emergency Food Assistance Program), all Trade Mitigation and all Disaster programs including
:i::g:on DA (Disaster Assistance), FFCRA (Families First Coronavirus Response) and CARES (Coronavirus Aid,

Relief, and Economic Security).

e Program Year — This field is required and includes the program year or range of program years.

e SDA Customer Number - This field is optional. Enter the business partner number associated with
the SDA whose entitlement balance the user needs to display. When an SDA runs the report, this
field is automatically populated and cannot be changed.

e Entitlement / Bonus — This is an optional field that indicates whether to include only entitlement
orders (ENTITLE), only bonus orders (BONUS), only Trade Mitigation orders (TRADE), or all orders
(ALL). If nothing is selected, all orders will be displayed by default.

e Inc. Open Req.s ? = This field is pre-populated with YES to include open requisitions. To
display only requisitions that have been consolidated into Sales Orders, change this value to
NO.

For most selection criteria (except the Program Year field), use u (the Matchcode button) to view a list of
available values in a popup window. After making a selection, click LZ%! (the OK button) or press the Enter
key on the keyboard.

When finished entering criteria, click @ (the Execute button) or press the Enter key on the

keyboard.
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Job Aid
SDA Entitlement/Bonus Detail Report

Report
Output

SDA Entitlement / Bonus Detail Report [T
2 Go Back | Print PDF Qutput

Viow [EETEERED 5] Export

Program Program Year Sold-To Pardy Sold-To Mame Sold-To City Sold-To State  Ship-To Party
HSLP 2018 4000573 TX Dept. of Agriculture = AUSTIN TX 5000241
HSLP 2018 4000573 TX Dept. of Agriculture = AUSTIN TX 5002934
HSLP 2018 4000573 TX Dept. of Agriculture = AUSTIN TX 5002934
HSLP 2018 4000573 TX Dept. of Agriculture = AUSTIN TX 5000241
HSLP 2018 4000573 TX Dept. of Agriculture = AUSTIN TX 5000241
HSLP 2018 4000573 TX Dept. of Agriculture = AUSTIN TX 5001600
NSLP 2018 4000578 T Dept. of Agriculture = AUSTIN TX 5001600
HSLP 2018 4000573 TX Dept. of Agriculture = AUSTIN TX 5001600
HSLP 2018 4000573 TX Dept. of Agriculture = AUSTIN TX 5001600
HSLP 2018 4000573 TX Dept. of Agriculture = AUSTIN TX 5003123
Material Descr. Delivery Date SO Status (value) Order Quantity UoM Order Quantity in LB Avg. Cost/ LB
MIXED FRUIT EX LT CAN-610 07/15/2017  E0DOT 912 | CS 36,252 0.66
MIXED FRUIT EX LT CAN-610 0715/2017  E0DO7 912 | CS 36,252 0.66
PEARS DICED EX LT CAN-6/10 071572017 E0DO7 912 | CS 36,024 0.69
STRAWBERRY FRZ CUP-86/4.5 OZ 07/15/2017  E0DOT 1400  CS 37,300 154
CARROTS FRZ CTN-30 LB 07/15/2017  E0DOT 1320 €S 39,500 053
PEACHES CLING SLICES EX LT CAN-810 | 07/15/2017  E0D0T 912 | CS 36,252 067
APRICOT FRZ CUP-96/4.5 0Z 071572017 E0DO7 1400  CS 36,960 178
PEAS GREEN FRZ CTN-30 LB 07/15/2017  E0DOT 1320 | CS 39,600 0.57
BEANS GREEN FRZ CTN-30 LB 07/15/2017  E0DOT 1320  CS 39,800 056
MIXED FRUIT EX LT CAN-610 07/31/2017  E0DOT 458  GS 15,126 066
Beginning Ealance. DOD Fresh Amount Crcy Order Type ltem Cat.  Order Type Descr  Consolidated ?
187,592,538.00 0.00 USD ZDOM ZTDS Dom. Order
187,592,5358.00 0.00 USD  ZDOM ZTDS Dom. Order
187,592,538.00 0.00 USD ZDOM ZTDS Dam. Order
187,592,538.00 0.00 USD ZDOM ZTDS Dom. Order
187,592,538.00 0.00 USD ZDOM ZTDS Dom. Order
187,592,538.00 0.00 USD ZDOM ZTDS Dom. Order
187,592,5358.00 0.00 USD  ZDOM ZTDS Dom. Order
187,592,538.00 0.00 USD ZDOM ZTDS Dam. Order
187,592,5358.00 0.00 USD  ZDOM ZTDS Dom. Order
187,592,538.00 0.00 USD ZDOM ZTDS Dom. Order

Notes:

Ship-Te Name
SPRING BRANCH ISD
HOUSTON ISD
HOUSTON ISD
SPRING BRANCH ISD
SPRING BRANCH ISD

AUSTIN ISD
AUSTIN 15D
AUSTIN ISD
AUSTIN ISD

DEE'S FOOD SERVICE

Sales Order  Item
5000356646 100
5000356673 100
5000356679 100
5000359341 100
5000359345 100

5000359666 100
5000359665 100
5000359674 100
5000359675 100

Met Value Ent. Amount Availabl

23,955.32
23/955.32
24,680.04
5837454
21,003 34
2424534
69,907.07
22,690.80
2222352
11977 68

187,592,538.00
187 ,568,582.68
187,544,627.36
187,519,947 32
187 46157278
187,440,588 .94
187 416,323.60
187,350 416.53
18732772573
187,305,502.21

50003538591 100

Ent. Amount Pending
167,568,582.65
167,544,627.36
1687,519,947.32
187 ,461,572.78
187,440 568 94
187 416,323 .60
187,350,416.53
187,327,725.73
187,305,502 21
187,293 524 55

Order Date
1211572016
12162016
12162016
01122017
01122017
011132017
011372017
011132017
011132017
11/04/2016

Material
100212
100212
100225
100256
100352
100219
100261
100350
100351
100212

Entitlement/Bonus  Delivery Period

Entitlement
Entitlement
Entitlement
Entitlement
Entitement
Entitement
Entitlement
Eniitlement
Entitlement

Entitement

RA Number Linked Doc.

ST

Linked Doc. ltem SO Status -~

Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA
Approved by SDA |-

e To view the full report, use the vertical scrollbar to view additional records and the horizontal
scrollbar to view additional columns.

e This report’s output can be customized by selecting a view from the View dropdown list. The
default view is SDA_ENTITLEMENT. Refer to the Reporting Navigation job aid for tools and
techniques to adjust the content and order of the report output and save a custom view.

e Use

Export a

(the Export button) to generate a spreadsheet from the report contents; data can be

further organized and analyzed using Microsoft Excel tools. Use [£] Print PDF Output (the Print PDF
Output button) to generate the report as a formatted PDF file to print, save, or share.
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Report Title RA Entitlement / Bonus Detail Report

This report provides a detailed listing of all transactions that impact RA entitlement as well as the
Purpose , L . .

RA’s beginning and currently available entitlement balances.
Portal Reports tab # Order Processing tab # Entitlement Management folder? RA Entitlement/Bonus

Navigation Path

Detail Report link

Target SDAs, Co-ops, and RAs
Audience
Reports : Input Criteria
{E» Execute | [£]Print PDF Output
RA Entitlement/Bonus Detail Report [T
[t Show Variants
Program: * O | 7 =
Program Year: * > |:| To |:| =
RA Customer Humber: < o
Entitlement / Bonus: &
Order Type: < =
The following selection criteria are used to execute this report:
e Program —This field is required. The program code is the 2-5-character abbreviation for a
USDA food distribution program. Options for this field include: CACFP (Child and Adult Care
Food Program), CSFP (Commodity Supplemental Food Program), NSIP (Nutrition Services
Incentive Program), NSLP (National School Lunch Program), SFSP (Summer Food Service
Program), TEFAP (The Emergency Food Assistance Program), all Trade Mitigation and all
Repor.t Disaster programs including DA (Disaster Assistance), FFCRA (Families First Coronavirus
:electlon Response) and CARES (Coronavirus Aid, Relief, and Economic Security).
creen

e Program Year — This field is required and includes the program year or range of program
years.

e RA Customer Number — This field is optional. Enter the business partner number
associated with the RA whose entitlement balance the user needs to display. For SDAs or
Co-ops that wish to view entitlement transactions for all of their RAs, leave this field blank.

e Entitlement / Bonus - This is an optional field that indicates whether to include only
entitlement orders (ENTITLE), only bonus orders (BONUS), only Trade Mitigation orders
(TRADE), or all orders (ALL). If nothing is selected, all orders will be displayed by default.

e Order Type — This is an optional field that indicates a specific type of sales document such
as a requisition, redonation, or redistribution. Refer to the Domestic Order Code
Definitions job aid for a list of document types.

For most selection criteria (except the Program Year field), use ul (the Matchcode button) to view
a list of available values in a popup window. After making a selection, click \=%! (the OK button) or
press the Enter key on the keyboard.

When finished entering criteria, click ® (the Execute button) or press the Enter key on the
keyboard.
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i|
==
[
=

RA Entitlement/Bonus Detail Report .

NSLP 4001181 Central Texas Food Bank  TX 5005062 CAPITAL AREAFE 1000255601 100

40 133 53.20 53.20- Entitlement

Austin ZREQ ZTDS

e Toview the full report, use the vertical scrollbar to view additional records and the
horizontal scrollbar to view additional columns.

e This report’s output can be customized by selecting a view from the View dropdown list.
The default view is ENTITLEMENT_DETAIL. Refer to the Reporting Navigation job aid for
tools and techniques to adjust the content and order of the report output and save a
custom view.

e Use - (the Export button) to generate a spreadsheet from the report contents; data

can be further organized and analyzed using Microsoft Excel tools. Use
(the Print PDF Output button) to generate the report as a formatted PDF file to print, save,
or share.
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