w BS(M i Work Instruction . . '
J Enter Domestic Shipment Receipt

Purpose

Domestic recipient organizations (or USDA on behalf of a recipient) use this procedure to

manually enter a shipment receipt for a purchase order, sales order, or delivery order. The shipment
receipt, also known as the Goods Receipt (GR), is the method by which the recipient confirms that
materials that were requested in WBSCM have been delivered. The shipment receipt provides details
such as when the shipment was received, who signed for it, and if any part of it was damaged and/or
rejected. The recipient also uses this procedure to document quantities of materials received, reporting
both good quantities and over, short, damaged (O/S/D) or late quantities.

Timely entry of a shipment receipt is a critical step in WBSCM. Current ENS policy requires entry of
shipment receipts within two calendar days of receiving a delivery.

The receipting procedure described in this document applies to orders that contain one or more line items
that are supplied by a vendor with electronic invoicing (eINV) capabilities in WBSCM. The shipment
receipt is matched against the Advanced Shipment Notification (ASN) submitted by the vendor and other
information associated with the purchase order (PO) to generate a payment invoice for the vendor. Late
entry of the shipment receipt will cause delays and inaccuracies in the downstream process.

elNV functionality does not apply to services, third party barter shipments, or multi-food outbound
shipments from a national warehouse.

Users can enter a shipment receipt in WBSCM two ways:

1.  Use the Enter Shipment Receipt transaction to create a shipment receipt manually. This work
instruction reviews the steps to perform the Enter Shipment Receipt transaction.

2. Use the Upload Shipment Receipt transaction to upload a shipment receipt from a comma
separate value (CSV) or extensible markup language (XML) file.

The following related work instructions provide guidance for working with domestic shipment receipts in
specific circumstances:

. Modify Domestic Shipment Receipt - used when the user needs to modify a recently entered
shipment receipt.

. Cancel Shipment Receipt- used when an ASN does not exist (BOL # field is not populated) for a
line item.

. Enter Multi-Food Shipment Receipt - used for multi-food shipments, when the user needs to enter
shipment receipts manually.

) Upload Domestic Shipment Receipt - used to upload shipment receipts for any PO using a CSV
or XML file. This functionality cannot be used for Multi-ASN PO Line Items.

Process Trigger
Perform this procedure when a recipient needs to receive a domestic shipment.
Prerequisites

o The PO or sales order must exist in WBSCM.
. eINV must be enabled for one or more line item(s) on the PO.

Portal Path

Follow the Portal path below to complete this transaction:
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. Select Operations tab % Order Processing tab @ Shipment Receipts folder & Enter
Shipment Receipt link to go to the Enter Shipment Receipts 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
navigational training and tips on creating favorites, performing searches, etc.
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PROCEDURE

1. Start the transaction using this Portal path: Operations tab & Order Processing tab =
Shipment Receipt folder #Enter Shipment Receipt link.

Image: Enter Shipment Receipt Screen

Home Operations Admin Reporis Help

Order Processing
o] i > Order P = Receipls = Enter Shipment Receipt Full Screen || Options v

File Uploads/Downloads
Welcome to Enter Shipment Receipt

Catalog Maintenance Al require fields are markad with a red asterisk (*]

Order Management Dates are formatted as MMODYYYY

. Order Search
Entitlement Management ) i - . i
Shipment Receipts WESCM has the ability to receipt Sales Ordars, Defivery Documants, and Purchass Orders. To search for an apen arder in fhe system to recaipt, plaase anter your order number and cick *Search

i =
Upload Shipment Receipt
NW Delivery Calendar
2. Click + (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with
any transaction in WBSCM.
Image: Enter Shipment Receipt Screen
Home Operations Admin Reports Help
Order Processing
Full Screen || Options *

Operati = Order P = Shi t Receipts > Enter Shipment Receipt

Welcome to Enter Shipment Receipt
Al reqiired fields are marked with a red asterisk (*)
Dates are formatted as MMDDIYYYY

Order Search
WESCM has the abilty to receipt Sales Crders, Defivery Documents, and Purchase Orders. To search for an open order in the system to receipt, please enter your order number and click *Search”

[ Search]

* Order Mumber: |
3. As required, complete/review the following fields:
Field R/O/C Description
Order Number: R This can be a sales order number, purchase order
number, or delivery document number.
Example:
4100012785

warehouse receipts, only enter a
purchase order number in this

field. 1TEA42E9629D548D187FD88222D
E5565B61DAE25139534354BB633244

76A7DOBC

@ (Note) In the case of inbound to

@ (Note) In this example, a sales order number was entered.
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Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing
Of > Order P g > Receipts > Enter Shipment Receipt Full Screen | Options ~

Welcome to Enter Shipment Receipt
All required fields are marked with 3 red asterisk (")
Dates are formatted as MM/DD/YYYY

Order Search

WBSCM has the abilty to receipt Sales Orders, Delvery Documents, and Purchase Orders. To search for an open order in the system 1o receipt, please enter your order number and click *Search”

* Order Number: [§100012785 [Search]
4, Click (the Search button) to execute the search.

Image: Enter Shipment Receipt (Associated Order Summary) Screen

Home Operations Admin Reports Help

Order Processing

> 0 i > Order P i = i Receipts > Enter Shipment Receipt Full Screen | Options
Associated Order Summary
View [(Sancard View) %] 3 &

Sales Doc# Assc. Doc Type Assc. Order# ||
5000370678 Standard Domestic | 4100012785

5. If a list of one or more sales documents is displayed in the Enter Shipment Receipt (Associated
Order Summary) screen, click the applicable PO number in the Assc. Order # column to
continue.

@ (Note) When searching by a sales order number, the Associated Order Summary screen is
displayed. Click the PO number in the Assc. Order # column to continue to the Shipment
Receipt screen.

@ (Note) Recipients are only able to see their own PO lines. USDA users can see all lines.

Friday, March 11, 2022 © WBSCM Training - Proprietary Page 4 of 18



W 1 Work Instruction
J Enter Domestic Shipment Receipt

Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing
- O > Order Py g > Receipts > Enter Shipment Receipt Full Screen | Options «
E ~
[T]Back to Summary | (K} Back to Search
Receipt Header
Order Number: 4100012785 Entered By: ORDERMA Railcar/BOL
Signed By Date Received o
Comments:
[Receipt A1 ]
View: | ¢INV_VIEW I+
Select Further Actions Receipt Status SalesDoc. Hem PurchDoc. » Item i Material Material Description ASN Number » Signedby Date Rece
(m] (m] Ready to Receipt 5000370666 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-33-42LB 6100030997
O (m] Ready to Receipt 5000370666 100 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030998
(] (m] Recpt Processed 5000370671 100 14 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030995 t 1172512018
(] ] Recpt Processed 5000370672 100 15 100166 BEEF ROAST ROUND FRZ CTN-33-42LB 6100030900 TT 12/05/2018
(m] 0 Ready to Receipt 5000370633 100 58 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030995
[ ] Ready to Receipt 5000370634 100 59 100166 BEEF ROAST ROUND FRZ CTN-33-42LB 6100030992
(] ] Ready to Receipt 5000370635 100 60 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030903 v
Mnndic bn Pmnind | EAARITACIE 4R ot (ARMEE  DEEE NAACT NAINN EN7 ATHI 28 4710 R4NANINGID
< >
6. Perform one of the following:
If Then
The displayed view is DOMESTIC_VIEW Review the Enter Multi-Food Shipment

Receipt work instruction.

The user is entering a new receipt with the same  Go to Step 7.

Signed By and/or Received Date applied to

multiple line items using fields in the Receipt 9

Header : (Note) This option is most useful when
receipting multiple PO lines with the same receipt
date. When the PO has many lines with different
information, the best practice is to receipt one line
at a time to avoid inadvertently entering incorrect
information.

The user is entering shipment receipt information  Go to Step 10.
for individual line item(s) only

The user is ready to submit the receipt Go to Step 20.
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Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processinn
3 O i > Order Py i » i Receipts > Enter Shipment Receipt Full Screen || Optfions ~
E ~
[T Back to Summary | (M} Back to Search
Receipt Header
Order Humber. 4100012785 Entered By: |ORDERMA RailcanBOL:
Signed By [JonnDoe | Date Received [02252019 |
‘Goods received
Comments:
view: [EINV_VIEW [+
Select Further Actions Receipt Status Sales Doc. Item Purch.Doc. = [Hem = Material Material Description ASN Number = Signed by Date Recel
O | Ready to Receipt 5000370666 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030097
(m] (] Ready to Receipt 5000370666 100 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030993
O O Recpt Processed 5000370671 100 14 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030995 1 114252013
O ] Recpt Processed 5000370672 100 15 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030900 T 1210512018
O O Ready to Receipt 5000370633 100 38 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030995
O ] Ready to Receipt 5000370634 100 59 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030992
(] (m} Ready to Receipt 5000370635 100 60 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030903 v
(I_\ ™ Mhmmsdis b Pmmmimd  COARADTACAC 4nn X1 4nnano DCCE AAACT NALIMIN CAT ATA 30 4% 1D a4nnnanct 7 )
7. As required, complete/review the following fields:
Field R/O/C Description
Railcar/BOL: O Rail car number or Bill of Lading number from the
shipping document.
Signed By: C The name of the individual that signed for the
receipt.
Example:
John Doe
@ (Note) The Signed By field is optional
b when using the header information to
Receipt All; this information can be
entered manually for each line prior to
submitting the receipt.
Date Received: 0] The date the materials were received.
Example:
02/25/2019
I@ (Note) The Date Received: field cannot
b be a date in the future. This date can be
today's date or an earlier date.
IG D (Note) The Date Received: field is
b optional when using the header
information to Receipt All; this
information can be entered manually for
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Field R/O/C Description

each line item prior to submitting the
receipt.

Comments: O Free text field to describe details related to the
shipment, if necessary.

Example:
Goods received

8. Click (the Receipt All button) to copy all header data into all lines associated with
the order. In this example, the header and Receipt All button are not used; the shipment is
receipted as an individual line item.

9. Return to Step 6.
Image: Enter Shipment Receipt Screen

Home Operations Admin Reporis Help

Order Processing
Operati > Order Py ing > i Receipts > Enter Shipment Receipt Full Screen | Options +
E ~
[T Back to Summary | (] Back to Search
Receipt Header
Order Number: (4100012785 Entered By: [ORDERMA. .. RailcarBOL: [ |
Signed By: | Date Received: i
Comments:
Receipt All

Wiew, | BINV_VIEW -

Select Further Actions Receipt Status Sales Doc. ltem Purch.Doc. = liem = Material Material Description ASN Number = Signed by Date Recel
O O Ready to Receipt 5000370666 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030997
O ] Ready to Receipt 5000370666 100 100165 BEEF ROAST ROUND FRZ CTN-33-42LB 6100030898
O ] Recpt Processed | 5000370671 100 14 100166 BEEF ROAST ROUND FRZ CTN-38-42LE 6100030995 1 1172512018
O [m] Recpt Processed | 5000370672 100 15 100166 BEEF ROASTROUND FRZCTN-38-42LB 6100030900 1T 12/0512018
O O Ready to Receipt | 5000370633 100 58 100166 BEEF ROAST ROUND FRZ CTN-33-42LB 6100030995
O =] Ready to Receipt 5000370634 100 59 100166 BEEF ROAST ROUND FRZ CTN-33-42LE 6100030952
O =] Ready to Receipt | 5000370635 100 60 100166 BEEF ROASTROUNDFRZCTN-33-42LB 6100030803 v
1 M Mmmddis 4n Pmnnind  COANITASICS 4nn 2] ann4acc DECE NAACT NALIKMN CAT ATA 38 4210 RANANRMNGAT

< >

10. Click [] (the Checkbox) in the Select column to select the desired line item(s) to enter a

shipment receipt.

a“-a (Note) To deselect lines that should not be receipted at this time, click (the Checkbox).
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Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing
Of > Order ing > Shij Receipts > Enter Shipment Receipt Full Screen | Options
- A
[T} Back to Summary | (K} Back to Search
Receipt Header
Order Number: 4100012785 Entered By: ORDERMA... Railcar/BOL
Signed By Date Received Tl
Comments
Receipt All |
View: eINV_VIEW |+
Select Further Actions Receipt Status SalesDoc. lMtem PurchDoc. » [Item . Material Material Description ASN Number « Signed by Date Rece
O Ready to Receipt 5000370666 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030997
] Ready to Receipt 5000370666 100 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030998
O ) Recpt Processed 5000370671 100 14 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030995 t 11/252018
(m] ] Recpt Processed 5000370672 100 15 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030900 TT 12/0572018
vl 0 Ready to Receipt 5000370633 100 58 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030995
| Ready to Receipt 5000370634 100 59 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030992
] Ready to Receipt 5000370635 100 60 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030903 v
Mandis ta Nannint | €AANITACIE  4nn es 4ARMCE  DEEE MAACT NAIMINENT ATM 20 4710 A4AANINGAD
< >

1. Perform one of the following:
If Then

The user needs to review and/or enter information Go to Step 12.
for a single PO line item(s)

The user needs to review and/or enter information Go to Step 14.
for single PO line item with multiple BOL numbers

The user needs to report damage Go to Step 16.
The user is ready to submit the receipt Go to Step 20.

6 (Note) The Enter Shipment Receipt screen is sorted by the defaulted order: Purch. Doc number,
then Item number, and finally ASN.

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

Field R/O/C Description

Signed By R The name of the individual that signed for the
receipt.
Example:
John Doe

6 (Note) Enter Signed By for the line item
if it has not already been populated by
an entry in the Receipt Header section.
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Field R/O/C Description
Date Received R The date the materials were received.

Example:
02/25/2019

@ (Note) Enter Date Received: for the
b2 line item if it has not already been
populated by an entry in the Receipt
Header section.

Good Qty. C The amount of materials received in good
condition, equal to or less than the ordered
amount, in pounds (LB).

Q (Note) This field is used for receipting
[ materials reported in pounds. When

receipting variable weight items, this
value is automatically calculated once
the Good Qty (in CS) is applied.

@ (Note) The unit of measure (UoM) is
bt applied based on the Sales Order.

Good Qty (in CS) C The amount of materials received in good
condition, in cases (CS). The Good Qty (in CS) is
not required when receipting in pounds.

Q (Note) The field is auto populated with

=S ASN quantity and can be updated. A
value in the field calculates the Good
Qty in pounds. This calculation does
not work without an ASN for variable
weight materials. If the ASN is not
available, but entered later, the system
updates the quantity in pounds.

@ (Note) The unit of measure (UoM) is
.l applied based on the PO.

Over Qty O The amount of materials receipted for a PO line as
Good Qty or Good Qty (in CS) that exceeds the
ordered amount.

@ (Note) This field is auto populated
b2 based on the Good Qty or Good Qty
(in CS) fields and the corresponding
ASN Quantity.
e ltems that are receipted over
the PO quantity appear in red.
e Quantities that are
receipted under the PO quantity
are included in the Open Qty
total for that line.
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Field R/O/C Description
Previous Qty O The amount of materials that were previously
receipted on the line item.

Open Qty O The amount of materials that have not yet been
receipted for the line item.

Q (Note) This field is auto populated

b based on the Good Qty or Good Qty
(in CS) fields and the corresponding

ASN quantity. However, for orders with

a missing ASN, the field will populate

with the PO quantity.

Reject Qty. O The amount of materials that are not usable and

thus rejected.

_._@ (Note) Before entering values in the Good Qty field, always check the values in the Previous
Qty and Open Qty fields.

If the ASN has not yet been entered, the Good Qty (in CS) will appear as zero, and the user will
need to enter a good quantity.

Domestic Direct Ship Orders are receipted by domestic customers (or AMS due to prompt pay
time constraints) using any of the above methods, as applicable.

13. Return to Step 11.
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14.

Image: Enter Shipment Receipt Screen

Home Operations. Admin Reports Help

Order Processing

o = Order P = Shi Receipls = Enter Shipment Receipt Full Screen || Options ~
= A
B
n ASN Number = Signed by Date Received Prev. Qty OpenQty. GoodQty. UoMEntry Good Qty (in CS) Damage Qty. RejectQty. OverQfy. Qty. UoM BOL#
42 LB 6100030887 Jane Doe 12/25/2019 0.000 1,000.000 39985000 LB 1.000.000 0.000 0.000 C5 BOL 003
42 LB 6100030998 Jane Doe  12/25/2019 0.000 100.000  4,000.000 LB 100.000 0.000 0.000 C5 BOL937600
42 LB 6100030895 11/25/2018 1,000.000 0.000 0.000 LB 1.000.000 0.000 0.000 C5 BOL103
42 LB 6100030900 | TT 12/05/2018 1,000.000 0.000 0.000 LB 1.000.000 0.000 0.000 C5 BOL937654
42 LB 6100030995 1,000.000 0.000 40,000.000 LE 1,000.000 0.000 0.000 G5 BOL354540
42 LB 6100030992 0000 1,000.000 40,000.000 LB 1.000.000 0.000 0.000 C5 BOL 104
42 LB 6100030903 0.000  1,000.000 40,000.000 LE 1.000.000 0.000 0.000 C5 BOL987650 W
A7 I(D R ANARNGD T nonnn 4 ANN AON AN DOND NN TR 41 nnn nnn nnnn nnnn NS [2Tall nR?.rsu

As required, complete/review the following fields:

Field R/O/C Description

Signed by R The name of the individual that signed for the
receipt.
Example:
Jane Doe

=

——

(Note) Enter Signed By for the line item
if it has not already been populated by
an entry in the Receipt Header section.

Date Received R

Example:
12/25/2019

The date the materials were received.

@ (Note) Enter Date Received: for the
bt line item if it has not already been

populated by an entry in the Receipt
Header section.

Good Qty.

The amount of materials received in good
condition, equal to or less than the ordered
amount, in pounds (LB).

@ (Note) This field is used for receipting
[yoL materials reported in pounds. When
receipting variable weight items, this

value is automatically calculated once

the Good Qty (in CS) is applied.
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Field R/O/C Description
h (Note) The Unit of measure (UoM) is
bt applied based on the Sales Order.
Good Qty (in CS) C The amount of materials received in good

condition, in cases (CS). The Good Qty (in CS) is
not required when receipting in pounds.

@ (Note) The field is auto populated with

. ASN quantity and can be updated. A
value in the field calculates the Good
Qty in pounds. This calculation does
not work without an ASN for variable
weight materials. If the ASN is not
available, but entered later, the system
updates the quantity in pounds.

@ (Note) The Unit of Measure (UoM) is
.l applied based on the PO.

Over Qty O The amount of materials receipted for a PO line as
Good Qty or Good Qty (in CS) that exceeds the
ordered amount.

@ (Note) This field is auto populated

b2 based on the Good Qty or Good Qty
(in CS) fields and the corresponding
ASN Quantity.

Previous Qty O The amount of materials that were previously

receipted on the line item.

Open Qty O The amount of materials that have not yet been
receipted for the line item.

Q (Note) This field is auto populated

b based on the Good Qty or Good Qty
(in CS) fields and the corresponding

ASN Quantity. However, for orders with

a missing ASN, the field will populate

with the PO quantity.

Reject Qty O The amount of materials that are not usable and

thus rejected.

_._@ (Note) Purchase Orders with multiple ASNs will have a separate BOL number for
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each ASN. During the receipting process, select the BOL number documented on the
provided paperwork. As applicable, complete receipt details for each line item.

15. Return to Step 11.

16. Click the number icon in the Damage Qty column that corresponds to the line with damaged or
rejected material. In this example, (the Damage Qty button for line item #58) was selected.

@ (Note) The Enter Damage Details dialog may be used to document details about materials that
were reported as Reject Qty.; however, the Damage Quantity field should be left blank.

Image: Enter Damage Details Pop-up

Home Operations Admin Reporis Help

Order Processing

Operafions > Order Procpg Full Screen | Options «

=) Decument NO: 4100012785 ltiem NO: 000058 A

Damage Info

Damage Quantity 0.000| CS3

When Discovered Carrier Info

Before Unloading: [ Agent Name:

During Unloading: ] Refrigeration Equipment Running: O
After Unloading: ] Carrier Present: [

Unit Temp(F): 0.00
Interior Temp(F): 0.00
Commodity Temp(F): 0.00

Miscellanecus Details
B

n ASN Number = wge Qly. RejectOty. OwerQly. Qiy. UoM BOL#
4218 6100030897 Gomments: 9] 0000 0000 CS BOL 003
42 LB 6100030998 E 0.000 0.000 CS BOL987600
42LB 6700030995 14] 0000  0O0DD CS BOL103
42 LB 6100030800 E 0.000 0.000 CS BOL937654
42 LB 6100030995 E_i_ 0.000 0.000 CS BOL354540
42 LB 6100030952 0.000 1,000.000 40,000.000 LB 1,000.000 jEE 0.000 0.000 CS BOL104
42 LB 6100030903 0.000 1,000.000 40,000.000 LB 1,000.000 E__D 0.000 0.000 CS BOL937650 v
iR &=4nAnINGT nnANn 40nnnan 40 AKD NAN TR 100N NN MRt n nnn noann OIS RN QR7REA
<
17. As required, complete/review the following fields:
Field R/O/C Description
Damage Quantity: R Total amount of materials damaged due to

transport, unloading, or improper storage.

@ (Note) Do not enter a rejected quantity

in this field; if documenting reasons for
rejecting materials, leave this field
blank.
Before Unloading: O A checkbox to indicate that the damaged materials
were received "before unloading” from the carrier.
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Field R/O/C Description
During Unloading: O A checkbox to indicate that the damaged materials
were received "during unloading" from the carrier.

After Unloading: O A checkbox to indicate that the damaged materials
were received "after unloading" from the carrier.

Agent Name: O IAn agent who is responsible for delivering the
materials to the recipient.

Refrigeration O A checkbox to indicate that the refrigeration

Equipment Running: equipment was running at the time of receiving the
materials.

Carrier Present: O A checkbox to indicate that the person who

delivered the materials was present at the time of
receiving the materials.

Unit Temp(F): O The temperature of the unit at the time of receiving.

Interior Temp(F): O The temperature of the interior container or
truck where the materials were kept.

Commodity Temp(F): |O The temperature of the materials received.

Comments: O Free text field to describe details related to the
shipment, if necessary.
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18. Click (the OK button) to accept the damage details and return to the Enter Shipment

Receipt screen.
Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing
O i = Order Py i = i Receipts = Enter Shipment Receipt

[T Back te Summary | (] Back to Search
Receipt Header

Order Humber: (4100012785 Entered By: |ORDERMA

Signed By Date Received: [ |

RailcanBOL:

Comments:

Full Screen || Options «

~

View: | SINV_VIEW [+

Select Further Actions Receipt Status Sales Doc. ltem  Purch.Doc. =

Ready to Receipt = 5000370866 100 4100012755
Ready to Receipt 5000370666 100
Recpt Processed 5000370671 100
Recpt Processed 5000370672 100
Ready to Receipt 5000370833 100
Ready to Receipt 5000370534 100

@ Submit Receipt | ﬁ Modify Receipt || # Cancel Receipt
<

OEHOo|ong
gooo|ono

19. Perform one of the following:
If

Item -

9

Material
100166
100166
100166

100166
100168
100168

Material Description

BEEF ROAST ROUND FRZ CTN-38-42 LB
BEEF ROAST ROUND FRZ CTN-38-42 LB
BEEF ROAST ROUND FRZ CTH-38-42 LB
BEEF ROAST ROUND FRZ CTH-38-42 LB
BEEF ROAST ROUND FRZ CTN-38-42 LB
BEEF ROAST ROUND FRZ CTN-38-42 LB

Then

The user needs to continue working on the current Go to Step 11.

receipt

ASN Number = Signed by Dale Received

6100030897
6100030998
6100030895 1 111252018
6100030900 TT 12/05/2018

6100030995 John Doe | 02/25/2019
6100030992

The user is ready to submit the receipt

Go to Step 20.
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Image: Enter Shipment Receipt Screen

Home Operations Admin Reporis
Order Processing
Operations > Order P >

Help

Full Screen || Options «

Receipts > Enter Shipment Receipt

E ~

[T Back te Summary | Back o Search

Receipt Header

Order Number: 4100012785
Signed By: |

ORDERMA... Railcar/BOL: |
i ]

Entered By
| Date Received: |

Comments:

[+]

Select Further Actions  Receipt Status

O [m]
O ]

OiEgO|0

Ready to Receipt
Ready to Receipt
(| Recpt Processed
[m] Recpt Processed
|| Ready to Receipt
(] Ready to Receipt

Material ASN Number = Signed by Date Received
6100030087

6100030998

Sales Doc. Item Purch.Doc. = [Hem - Material Description
BEEF ROAST ROUND FRZ CTN-38-42 LB

BEEF ROAST ROUND FRZ CTN-353-42 LB

5000370666
5000370666

100 4100012785 9
100

100168
100166

5000370671 100 14 100186 BEEF ROAST ROUMD FRZ CTH-35-42LB 6100030995 1 1112512018
5000370672 100 15 100188 BEEF ROAST ROUND FRZ CTN-38-42LB  g100030900 1T 12/05/2018
5000370633 100 58 100166 BEEF ROAST ROUND FRZ CTN-38-42LB | 6100030995  JohnDoe 02/25/201%
5000370634 100 59 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030992

[L_& Submit Receipt || # Modify Receipt || 3 Cancel Receipt |

<

20.

Click L& Submit Receipt (the Submit Receipt button) to submit the receipt to USDA.

@ (Note) The line item status codes for submitted receipts are:

Processing Recpt - The receipt was submitted and is processing in WBSCM.
Pending Review - The submitted receipt will be reviewed by USDA. This may
reflect a difference in quantity between recipient and vendor or a modification after
the initial day of entry.

Recpt Processed - The receipt for delivery by vendor to the initial destination has
been updated in WBSCM.

o For deliveries directly to the customer, the destination is the Ship-To.

o For deliveries with additional transportation services (e.g., Offshore), the
initial destination is where the vendor transfers materials to the
transportation provider (e.g., port).

Rcept2 Processed - For deliveries that included additional transportation
services, the receipt for delivery to final destination has been updated in WBSCM.

@ (Note) WBSCM will send an email notification to the vendor when a receipt is entered with
over, short, or damaged (O/S/D) materials/commodities or if there was no ASN at the time
the receipt was submitted

o

(Note) The Received Shipment Report will not include receipts that were entered without

an ASN; however, the Order Status Report displays information for all receipted items as

follows:

Sales Order status will be Purchased. Once the ASN is submitted by the vendor,
the Sales Order status will be changed to Received automatically. No action is
required by the recipient.

Date Received, Signed by, and Entered by fields contain information from the

Friday, March 11, 2022
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receipt and can be used to confirm that receipt was entered even if the order
status has not yet been updated. These fields may not be readily visible
depending on the selected view and user customization for this report.

Image: Enter Shipment Receipt (Goods receipt Message) Screen

Home Operations Admin Reports Help

Order Processing
Full Screen | Options ~

O = Order Py = i Receipts > Enter Shipment Receipt
E ~
[IT] Back to Summary | Back lo Search
Receipt Header
Order Mumber: | 4100012785 Entered By: |ORDERMA... RallearBOL: [ |
Signed By: Date Received: | E ]
Comments:
Receipt All
Goods receipt was y p . Additional might be available below!
Goods receipt Messages (=]
iew: | [Standard View] |- | Export . 2
Order Number ltem MsgType Message text
4100012785 58 S Receipt was successfully posted for ASNG100027553
View: | EINV_VIEW =]

Select Further Actions Receipt Status Sales Doc. ltem Purch.Doc. = liem = Malerial Material Descripfion ASN Number = Signed by Dale Rece
O a Ready to Receipt = 5000370666 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030897 Vv
O O Ready to Receipt = 5000370666 100 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030998

< >

21. Review the confirmation message at the top of the screen.

@ (Note) At the bottom of the screen, the MsgType column provides detail for each Order Number
and item:

¢ S indicates the receipt was successfully submitted.

o E indicates an error. Based on the type of error received, instructions are displayed such
as Please retry Good Receipt for the line item or Please contact the WBSCM
Helpdesk to complete Good Receipt for the item.

22. The transaction is complete.
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RESULT

A shipment receipt for a purchase order line item was created in WBSCM by manual data entry. Optional
and required information was entered in a shipment receipt, including:

Date Received

Signed By

Quantities received or rejected
Damaged Goods information
Comments

Friday, March 11, 2022 © WBSCM Training - Proprietary Page 18 of 18
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Purpose

Domestic recipient organizations (or USDA on behalf of a recipient) use this procedure to modify a
recently entered elnvoice (eINV) shipment receipt for a purchase order, sales order, or delivery order. The
shipment receipt, also known as the Goods Receipt (GR), is the method by which the recipient confirms
that materials that were requested in WBSCM have been delivered. Recipients can modify the quantity or
other information for a recently entered shipment. Same-day modifications do not require USDA

approval; changes after 24 hours of initial entry require USDA review before they are applied.

elNV functionality does not apply to services, third party barter shipments, or multi-food outbound
shipments from a national warehouse.

The following additional work instructions allow recipients to enter domestic shipment receipts in specific
circumstances:

. Enter Domestic Shipment Receipt - used when the recipient wishes to enter shipment receipts
manually.

. Enter Multi-Food Shipment Receipt - used for multi-food shipment, when the recipient wishes to
enter shipment receipts manually.

o Upload Domestic Shipment Receipt - used to upload shipment receipts for any PO using a CSV
or XML file. This functionality cannot be used for Multi-ASN PO Line Items.

. Cancel Shipment Receipt - used when an ASN does not exist (BOL # field is not populated) for a
line item.

Process Trigger
Perform this procedure when the recipient needs to modify a received shipment receipt.
Prerequisites

. The PO or sales order must exist in WBSCM.
. elNV must be enabled for one or more line item(s) on the PO.
. A receipt was previously submitted.

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

. Select Operations tab % Order Processing tab & Shipment Receipts folder % Enter
Shipment Receipt link to go to the Enter Shipment Receipt 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
navigational training and tips on creating favorites, performing searches, etc.
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PROCEDURE

1. Start the transaction using this Portal path: Operations tab & Order Processing tab =
Shipment Receipt folder & Enter Shipment Receipt link.

Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing
0 b = Order P > Receipls = Enter Shipment Receipt Full Screen || Options ¥

File Uploads/Downloads
Welcome to Enter Shipment Receipt

Catalog Maintenance Al required fiekds are marked with a red asterisk 4
Cates are formatted as MMWODYYYY

Order Management
Order Search
Entitlement Management - ) . :
Shipment Receipts WESCH has the ability to receipt Sales Orders, Defivery Documents, and Purchase Orders. To search for an open ardes in fhe system to receipt, please enfer your order number and cick *Search
o -
Upload Shipment Receipt
NW Delivery Calendar
2. Click * (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done

with any transaction in WBSCM.
Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing
O i = Order Py > Receipts = Enter Shipment Receipt Full Screen || Options ¥

Welcome to Enter Shipment Receipt
Al required fields are marked with a red asterisk (%)
Dates are formatted a5 MDD/ YYY

Order Search
WESGM has the ability fo receipt Sales Orders, Defivery Documents. and Purchase Orders. To search for an open order in the system to receipt, please enter your ondsr number and cick *Search”.

* Order Number: [ E===0
3. As required, complete/review the following fields:
Field R/O/C Description
Order Number: R This can be a sales order number, purchase order
number, or delivery document number.
Example:
4100012785

@ (Note) In this example, a sales order number was entered.
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Image: Enter Shipment Receipt Screen

Home Operations Admin Reporis Help

Order Processing
[& = Order P = Shi Receipts = Enter Shipment Receipt Full Screen || Options ~

Welcome to Enter Shipment Receipt
Al required fields are marksd with 5 red asterisk )
Dates are formatted as MWDDYYYY

Order Search

VWBSCM has the ability to receipt Sales Orders, Defivery Dosuments, and Purchase Orders. Ta s=arch for an open order in the system to receipt, please enter your order number and ick “Search.

* Order Number. [4100012785 [Search]

4. Click (the Search button) to execute the search.

Image: Enter Shipment Receipt (Associated Order Summary) Screen

Home Operations Admin Reports Help

Order Processing

: Op i > Order P i = ip Receipts > Enfer Shipment Receipt Full Screen || Oplions ~
Associated Order Summary
View: | [Standard View] - ¥ L

Sales Doc#  Assc. Doc Type Assc. Order #
5000370678 Standard Demesfic = 4100012735

5. If a list of one or more sales documents is displayed in the Enter Shipment Receipt (Associated
Order Summary) screen, click the applicable PO number in the Assc. Order # column to
continue.

@ (Note) When searching by a sales order number, the Associated Order Summary screen is
displayed. Click the PO number in the Assc. Order # column to continue to the Shipment
Receipt screen.

@ (Note) Recipients are only able to see their own PO lines. USDA recipients can see all

lines.
6. Perform one of the following:

If Then

No PO lines are displayed or the desired receiptis The receipt cannot be modified using this process.

no longer viewable on the list of PO lines A GR reversal and/or re-entry of the receipt may be
required. Contact the WBSCM Helpdesk for
assistance.

The PO line(s) to be modified are displayed. Go to Step 7.

@ (Note) Recipients can create their own layout and save it as their personal view in the future
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using & (the Settings button). Refer to the Reporting Navigation job aid for tools and
techniques to adjust the content and order of the output and save a custom view.

Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing

O = Order Pi > i Receipts > Enter Shipment Receipt

[Tl Back to Summary | (M} Back to Search

Receipt Header

Order Number: | 4100012785

Signed By:

Entered By: |ORDERMA...

Date Received: @

RailcarBOL: |

Comments:

Viewr: eINV_VIEW -

Full Screen || Options «

~

Select Further Actions Receipt Status Sales Doc. ltem PurchDoc = Hem = Material Material Description ASHN Number = Signed by Date Recsived
0 ] Recpt Processed 5000370666 100 4100012785 ] 100166 BEEF ROAST ROUND FRZ CTH-38-42 LB 6100030995  JaneDos  yomempig
[m] a Ready to Receipt 5000370666 100 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LE 6100030996 Jane Doz | 12252013
a 0 Recpt Processed = 5000370671 100 14 100186 BEEF ROAST ROUND FRZ CTH-38-42 LE t 117252018
=] (] Recpt Processed = 5000370872 100 15 100186 BEEF ROAST ROUND FRZ CTH-38-42 LE T 12/052018
0 0 Ready to Receipt 5000370633 100 58 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 5100027553
O m] Ready fo Receipt 5000370634 100 59 100166 BEEF ROAST ROUND FRZ CTH-38-42LE 5100027553
[ @ Submit Receipt ][ #” Modify Receipt || 3 Cancel Receipt | i
< >
7. Click ] (the Check box) in the Further Actions column to select the shipment receipt line

item to modify.

6 (Note) Only previously receipted line items (Recpt Processed status) can be modified.

6 (Note) If the receipt does not appear in the list or the checkbox in the Further Actions
column is not available, a GR reversal and/or re-entry of the receipt may be required.
Contact the WBSCM Helpdesk for assistance.
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Image: Enter Shipment Receipt Screen

Home Operations Admin Reporis Help

Order Processing
Operations > Order P ing > Shi Receipts > Enter Shipment Receipt Full Screen || Options +
~
[[T]Back to Summary | (] Back fo Search
Receipt Header
Order Number: 4100012785 Entered By: |ORDERMA. .. RallcaBOL: | |
Signed By: Date Received:
Comments:
Receipt All
View: |EINV_VIEW
Select Further Actions Receipt Status ~ SalesDoc.  ltem  Purch.Doc. =  Hem - Material Material Description ASN Mumber = Signedby Date Received
| Recpt Processed | 5000370666 100 4100012785 9 100166 BEEF ROAST ROUND FRZCTN-38-42LE 6100030995 JaneDoz  yamemgg
=] ] Ready fo Receipt 5000370666 100 100166 = BEEF ROAST ROUND FRZ CTN-33-42 LE 6100030996  JaneDoz 12252013
m] [m] Recpt Processed | 5000370671 100 14 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 1 117252018
O ] Recpt Processed | 5000370672 100 15 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB T 12052018
[m] (| Ready o Receipt 5000370633 100 58 100166 BEEF ROAST ROUND FRZ CTN-38-42LE 6100027553
a [m] Ready fo Receipt 5000370634 100 59 100166 BEEF ROAST ROUND FRZ CTN-3842LE  5ypgo27553
v
[ & Submit Receipt || 2 Modify Receipt || 38 Cancel Receipt |
< >
i1 | 4 Modify Receipt | : :
8. Click L: iy bt | (the Modify Receipt button).
Image: Enter Shipment Receipt Screen
Home Operations Admin Reports Help
Order Processing
Operati > Order P g > i Receipts > Enter Shipment Receipt Full Screen || Options »
- P
L
| ASN Number : Signed by Date Received Prev. Qty. OpenQty. GoodQty. UoMEntry Geod Qty (in CS) Damage Qty. RejectQty. OverQty. Qty. UoM BOL#
-42LE 6100030995 | JaneDoe | 12252019 0.000 1,000.000 39,985.000 LB 1,000.000 =] 0000 0000 CS BOL 103
421B 6100030996  JaneDoe |12/25/2019 0.000 100000 4.000.000 LB 100.000 [9] 0000 0000 CS BOL987654
4218 t 11/25(2018 1,000.000 0.000 0.000 LB 1,000.000 0000 0000 CS
4218 s 12/05/2013 1,000.000 0.000 0.000 LB 1.000.000 0000 0000 CS
-42LE 6100027553 1,000,000 0.000 40,000.000 LB 1,000,000 0000 0000 CS BOL3
-421B  §100027553 0.000  1,000.000 40,000.000 LB 1.000.000 0.000 0.000 CS BOL3
421LE 100027553 0.000  1,000.000 40,000.000 LB 1,000,000 0000 0.000 CS BOL354 v
A% 1R n nnn 4 nnn nnn A0 OOD ONND T R 4 non nnn R nnnn nnonn S
>

Friday, March 11, 2022 © WBSCM Training - Proprietary Page 5 of 11



WBSCH |

Work Instruction

Modify Domestic Shipment Receipt

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

Field

R/OIC

Description

Signed By

R

The name of the individual that signed for the
receipt.

Example:
John Doe

Date Received

The date the materials were received.

Example:
02/25/2019

Good Qty.

The amount of materials received in good
condition, equal to or less than the ordered
amount, in pounds (LB).

Example:
100.000

Q (Note) This field is used for receipting

=S materials reported in pounds. When
receipting variable weight items, this
field is automatically calculated once
the modified Good Qty (in CS) is
applied.

@ (Note) When modifying this value, enter
s the total weight (including quantities
shipped separately) and not an
incremental change. For example, to
change a receipt from 100 Ibs. to 150
Ibs., enter 150 (not 50).

Good Qty (in CS)

C

The amount of materials received in good
condition, in cases (CS). The Good Qty (in CS) is
not required when receipting in pounds.

Example:
500.000

@ (Note) The field is auto populated with

. ASN quantity and can be updated. A
value in the field calculates the Good
Qty in pounds. This calculation does
not work without an ASN for variable
weight materials. If the ASN is not
available, but entered later, WBSCM
updates the quantity in pounds.

@ (Note) When receipting material in
. pounds, the Good Qty (in CS) field is
not entered.

@ (Note) When modifying this value, enter
. the full quantity (including quantities
shipped separately) and not an

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

incremental change. For example, to
change a receipt from 10 cases to 15
cases, enter 15 (not 5).

Over Qty O The amount of materials receipted for a PO line as
Good Qty or Good Qty (in CS) that exceeds the
ordered amount.

@ (Note) This field is auto populated when
s the amount entered in Good Qty or
Good Qty (in CS) is over the expected
delivery quantity when

|# Modty Receipt | . Modify Receipt
button) is clicked.
e ltems that are receipted over
the PO quantity appear in red.
¢ Quantities that are
receipted under the Good Qty
or Good Qty (in CS) amount
are included in the Open Qty
total for that line.
Previous Qty O The amount of materials that were previously
receipted on the line item.

Open Qty O The amount of materials that have not yet been
receipted for the line item.

@ (Note) This field is auto
s populated based on the Good Qty or

Good Qty (in CS) fields and the
corresponding ASN quantity. However,
for orders with a missing ASN, the field
will populate with the PO quantity.
Reject Qty. O The amount of materials that are not usable and
thus rejected.

@ (Note) Before entering values in the Good Qty field, always check the values in the
Previous Qty and Open Qty fields.

For Domestic Direct Ship Orders, users can enter receipts against orders containing LB,
CS, and/or variable weight materials/commaodities.
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o

(Note) If the user attempts to modify a receipt that does not have an ASN submitted yet, it
will generate the following error message: The selected line item cannot be modified at this
time. Recipient entered for PO Item 4100XXXX/000xxx with status 'Missing ASN' cannot
be modified until an ASN is entered by the Vendor.

0 Receipt entered for PO ltem 4100007679/00003 with status 'Missing ASN' cannot be modified until am A
View: [ eINV_VIEW [=]

Select Further Acfions Receipt Status Sales Doc. Item Purch.Doc. = ltem =  Material

In this case, wait for the vendor to submit an ASN. When the receipt is entered without an
ASN, a notification email is sent automatically to the vendor to remind them to submit an
ASN.

Once the ASN is available, the user should be able to make modifications. If the receipt is
no longer available for review, contact the WBSCM Helpdesk. USDA will perform any
changes outside the modification timeframe.

Image: Enter Shipment Receipt Screen

Home Operations Admin Reporis Help

Order Processing
o > Order Py ing > Shi Receipts = Enter Shipment Receipt Full Screen || Options
=] A
2
I ASN Number : Signed by Date Received Prev. Qty. Open Qty. Good Qty. UoMEntry Good Qfy (in CS) Damage Qty. RejectQty. OverQty. Qty UoM BOL#
-42 1B 6100030995 John Doe | 02/25/2019 0.000 1,000.000 39,985.000 LB 100.000 IE‘ 0.000 0.000 CS BOL 103
-42 LB 6100030996 Jane Doe | 12/25/2019 0.000 100.000  4,000.000 LB 100.000 El 0.000 0.000 CS BOL987654
42LB t 111252018 1,000,000 0.000 0.000 LB 1.000.000 0000 0000 CS
-42 LB ™ 12/05/2018 1,000.000 0.000 0.000 LB 1,000.000 0.000 0.000 C5
-42 LB 6100027553 1,000.000 0.000 40,000.000 LB 1.000.000 0.000 0.000 CS BOL3
421B | g100027553 0000 1,000.000 40,000.000 LB 1,000.000 0000 000D CS BOL3
421B | 5100027553 0000 1,000.000 40,000.000 LB 1,000.000 0000 0000 CS BOL354 v
AR nonann 4 annnnn Al nnnnan iR 1 nnn nnn A1 nnnn nann S
>
10. If necessary, click € (the Left arrow button) on the horizontal scrollbar to view the left side of
b
the screen.
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Image: Enter Shipment Receipt Screen

Home Operations Admin

Reports Help

Order Processing
O i = Order Pi Receipts > Enter Shipment Receipt Full Screen || Options ~
E ~
Back to Summary | Back fo Search
Receipt Header
Order Mumber: 4100012785 Entered By: |ORDERMA. RailcanBOL: |
Signed By: | | Date Received: | li]
Comments:
Receipt All
Views: | &INV_VIEW [=]
Select Further Actions Receipt Status Sales Doc. ltem PurchDoc = Hem = Material Material Description ASHN Number = Signedby Date Received
0 i Recpl Processed ~ 5000370866 100 4100012785 ] 100166 BEEF ROAST ROUND FRZ CTN-38-42 LE 6100030995  johnDoe  02/25/2019
(] (] Ready to Receipt = 5000370666 100 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LE 6100030996 Jane Doz | 1225201%
m} (m] Recpt Processed = 5000370671 100 14 100186 BEEF ROAST ROUND FRZ CTN-38-42 LE t 11/252018
O O Recpt Processed | 5000370672 100 15 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LE m 12/052018
[m} (m] Ready to Receipt 5000370833 100 58 100186 BEEF ROAST ROUND FRZ CTN-38-42 LE 6100027553
m] [m] Ready to Receipt 5000370634 100 59 100166 BEEF ROAST ROUND FRZCTN-38-42LB  g100027553

@Suhmw Receipt | f Modify Receipt H 3 Cancel Receipt
<

11. Click L& Submit Receipt | (the Submit Receipt button) to submit the receipt to USDA.

_._@ (Note) The line item status codes for submitted receipts are:

Processing Recpt - The receipt was submitted and is processing in WBSCM.
Pending Review - The submitted receipt will be reviewed by USDA. This may
reflect a difference in quantity between recipient and vendor or a modification after
the initial day of entry.

Recpt Processed - The receipt for delivery by vendor to the initial destination has
been updated in WBSCM.

o For deliveries directly to the customer, the destination is the Ship-To.

o For deliveries with additional transportation services (e.g., Offshore), the
initial destination is where the vendor transfers materials to the
transportation provider (e.g., port).

Rcept 2 Processed - For deliveries that included additional transportation
services, the receipt for delivery to final destination has been updated in WBSCM.

_._@ (Note) WBSCM will send an email notification to the vendor when a receipt is entered with
over, short, damaged (O/S/D), or late materials/commodities or if there was no ASN at the
time the receipt was submitted.

Friday, March 11, 2022
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Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing

(o = Order P > i Receipts > Enter Shipment Receipt Full Screen || Options «

= A
[T Back to Summary | (M} Back fo Search
Receipt Header

Order Number: 4100012785 Entered By: |ORDERMA. . RailcanBOL: [ |

Signed By: Date Received: [ |

Comments:

@ Goods receipt was . Additional
Goods receipt Messages

View: [Standard View] ~|| Export.

Order Number lem MsgType Message fext
4100012785 9 5

might be available below!

B

Receipt was successfully posted for ASN 6100030995
View: |eINV_VIEW -

Select Further Actions  Receipt Status Sales Doc ltem PurchDoc = Hem = Material Material Description ASH Number = Signedby Daie Received

[m] [m] Recpt Processed | 5000370666 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-38-42LB | 6100030995  jopnDoe | 02/25/2019
— — Ao_ai_mo__cs | rananoamnn | ann

<

v

12. Review the confirmation message at the top of the screen.

@ (Note) At the bottom of the screen, the MsgType column provides detail for each Order Number
and item:

e S indicates the receipt was successfully submitted.

e E indicates an error. Based on the type of error received, instructions are displayed such
as Please retry Good Receipt for the line item or Please contact the WBSCM
Helpdesk to complete Good Receipt for the item.
13. The transaction is complete.
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RESULT

A shipment receipt for a purchase order line item was modified in WBSCM. Optional and required
information was entered in a shipment receipt, possibly including:

Date Received

Signed By

Quantities received or rejected
Damaged Goods information
Comments

If modifications were submitted after the date initially entered, the receipt will be reviewed by USDA.
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PROCESS OVERVIEW

Purpose

The purpose of this transaction is for domestic recipient organizations (or USDA on behalf of a recipient)
to cancel an eINV shipment receipt for a purchase order (PO), sales order, or delivery order. The
shipment receipt is the process for a recipient to confirm delivery of materials/commodity delivery has
occurred. The shipment receipt should be cancelled when it has been entered on an incorrect line

item, allowing the user to reenter the shipment receipt for that line item.

The user can cancel a shipment receipt for a PO line item without an ASN, including for Domestic Direct
Ship (3rd party) and National Warehouse orders.

The user cannot cancel the shipment receipt if:

. Shipment receipt was entered against a PO line item with an ASN.
. ASN was created after the shipment receipt was entered.
. Shipment receipt is for offshore shipment.

Process Trigger
Perform this procedure to cancel a receipted line item when it has been incorrectly receipted.
Prerequisites

° A PO line item must exist in WBSCM.
. An ASN has not been created for the line item.
. Shipment receipt has been entered in WBSCM.

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

. Select Operations tab # Order Processing tab & Shipment Receipts folder & Enter
Shipment Receipt 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.
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PROCEDURE

1. Start the transaction using the Portal path: Operations tab & Order Processing tab =
Shipment Receipts folder & Enter Shipment Receipt link.

Image: Enter Shipment Receipt Screen

Home Operations Admin Reporis Help

‘Order Processing
Operations > Order Processing > Shipment Receipts * Enter Shipment Receipt Full Screen || Options +

File Uploads/Downloads A
Catalog Maintenance L S
Order Management * Order Number: | | [Search |
Shipment Receipts
WBSCM has the ability to receipt Sales Orders, Delivery Documents, and Purchase Orders.To search for an open order in the system to receipt, please enter
your order number and click “Search”.
Upload Shipment Receipt
MNW Delivery Calendar
2. Click * (the Hide Navigator Arrow) to minimize the Portal Menu. Note this can be done with
any transaction in WBSCM.
Image: Enter Shipment Receipt Screen
Home Operations Admin Reporis Help
‘Order Processing
Operations > Order Processin g > Shipment Recsipts > Enter Shipment Receipt Full Screen || Options +
~
Order Search
* Order Number: || | [ Search |
WBSCM has the ability to receipt Sales Orders, Delivery Documents, and Purchase Orders. To search for an open order in the system to receipt, please enter your order number and click *Search”
3. As required, complete/review the following fields:
Field R/O/C Description
Order Number: R This can be a sales order number, purchase order

number, or delivery document number. When
entering this number, be sure to receipt against the
correct order.

Example:
4100007682

@ (Note) In this example, a purchase
order number was

entered. 1EA42E9629D548D187FD882
22DE5565B61DAE25139534354BB633
24476A7D0OBC
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Image: Enter Shipment Receipts Screen

Home Operations Admin Reporis Help

‘Order Processing

Operations > Order Processing > Shipment Recsipts > Enter Shipment Receipt Full Screen || Options
[al
Order Search
= Order Number: [4100007682 | [Search |

WBSCM has the ability to receipt Sales Orders, Delivery Documents, and Purchase Orders.To search for an open order in the system to receipt, please enter your order number and click “Search”.

4. Click (the Search button) to execute the search.

Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

‘Order Processing

7 Cperations » Order Processing » Shipment Receipts * Enter Shipment Receipt Full Sereen || Options =
~
[T Back to Summary | [K] Back to Search
Receipt Header
Order Number: | 4100007682 Entered By: |SDAINTESD . RailcarBOL-

Signed By: Date Received :@

Comments:
View: | eINV_VIEW -
Select Further Actions Receipt Status Sales Doc. Item PurchDoc. &+ Htem & Material Material Description ASN Number = Signed by BOL#
|| O Recpt Processed 5000320442 100 4100007632 1 100010 CHEESE NATURAL AMER FBD BARREL-500 LE = 6100030987 SN1 R1
0 O Recpt Processed 5000320444 100 2 100010 CHEESE NATURAL AMER FED BARREL-500 LE = 6100030598 SN2 =3}
0 O Recpt Processed 5000320445 100 3 100010 CHEESE NATURAL AMER FBD BARREL-500 LB 6100030995 SN3 R1
O O Recpt Processed 5000320446 100 4 100010 CHEESE NATURAL AMER FBED BARREL-500 LB s
0O O Missing ASN 5000320447 100 5 100010 CHEESE NATURAL AMER FBED BARREL-500 LB
O O Missing ASN 5000320451 100 6 100010 CHEESE NATURAL AMER FBED BARREL-500 LB
O O Missing ASN 5000320452 100 7 100010 CHEESE NATURAL AMER FBD BARREL-500 LB 'V
< >
5. Confirm the ASN Number and BOL # fields are blank for the line item to be selected. If the fields

are not blank the line item cannot be cancelled.

@ (Note) If necessary, use > (the Scrollbar arrow) to view the BOL # field .
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Image: Enter Shipment Receipts Screen

Home Operations Admin Reports Help

‘Order Processing

1 Operations > Order Processing > Shipment Receipts > Enter Shipment Receipt Full Screen || Options »
~
[T Back to Summary | (K} Back to Search
Receipt Header
Order Number: (4100007652 Entered By: |SDAINTES0...| RallcarBOL: [ |

Signed By: Date Received: | [H

Comments:

View: | * elMV_VIEW »

Select Further Actions Receipt Status Sales Doc. ltem Purch.Doc. » IHem & Material Material Description ASH Mumber = Signedby BOL#
0 [} Recpt Processed 5000320442 100 4100007682 1 100010 CHEESE NATURAL AMER FBD BARREL-500 LB = 6100030997 SH1 R1
O O Recpt Processed 5000320444 100 2 100010 CHEESE NATURAL AMER FBD BARREL-500 LB = 6100030998 SN2 R1
(| O Recpt Processed 5000320445 100 3 100010 CHEESE NATURAL AMER FBD BARREL-500 LE 6100030995 SN3 R1
0 O Recpt Processed 5000320446 100 4 100010 CHEESE NATURAL AMER FBED BARREL-500 LB s
O O Missing ASN 5000320447 100 5 100010 CHEESE NATURAL AMER FBED BARREL-500 LB
O O Missing ASN 5000320451 100 6 100010 CHEESE NATURAL AMER FBD BARREL-500 LB
0O O Missing ASN 5000320452 100 7 100010 CHEESE NATURAL AMER FBD BARREL-500 LB IV
- = P el e P P S A e e e e
< >
6. Click ' (the Check box) in the Further Actions column next to the line item to be cancelled. In
this example, line item 4 was selected.
Image: Enter Shipment Receipts Screen
Home Operations Admin Reports Help
Order Processing
Operations > Order Processing > Shipment Receipts > Enter Shipment Receipt Full Screen || Options v
~
Order Numbes. 4100007682 Entered By: | SDAINTESO... Railcar/BOL:
Signed By Date Received i}
Comments
View " eINV_VIEW l+
Select Further Actions Receipt Status SalesDoc. HMem PurchDoc 4 Iltem &+ Materal Material Description ASN Number + Signedby BOL#
O [ Recpt Processed 5000320442 100 4100007682 1 100010 CHEESE NATURAL AMER FBD BARREL-500LB 6100030997 SN1 R1
[ [ Recpt Processed 5000320444 100 2 100010 CHEESE NATURAL AMER FBD BARREL-500 LB 6100030998 SN2 R1
[ [ Recpt Processed 5000320445 100 3 100010 CHEESE NATURAL AMER FBD BARREL-S00 LB 6100030995 SN3 R1
O v, Recpt Processed 5000320446 100 4 100010 CHEESE NATURAL AMER FBD BARREL-500 LB SD1
[ [ Missing ASN 5000320447 100 5 100010 CHEESE NATURAL AMER FBD BARREL-500 LB
[ Missing ASN 5000320451 100 6 100010 CHEESE NATURAL AMER FBD BARREL-500 LB
[ Missing ASN 5000320452 100 7 100010 CHEESE NATURAL AMER FBD BARREL-500 LB
[ Missing ASN 5000320453 100 8 100010 CHEESE NATURAL AMER FBD BARREL-500 LB
[ Missing ASN 5000320454 100 9 100010 CHEESE NATURAL AMER FBD BARREL-500 LB
[ Missing ASN 5000320455 100 10 100010 CHEESE NATURAL AMER FBD BARREL-500 LB
[ & Submit Receipt] [ 7’ Modify Receipt | [ 3¢ Cancel Receipt | b d
< >
7. Click L ¥ Cancel Receipt | (the Cancel Receipt button) to cancel the line item.

ﬁ (Note) The user will receive an error when:

o An ASN exists (BOL # field is populated) for the selected line item(s). In this case the
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shipment receipt can be modified, but not cancelled. Refer to the Modify Domestic
Shipment Receipt (eINV) work instruction.

o When the user selects multiple lines, the error message will appear if at least one has an
existing ASN. The user must deselect each line item with an ASN in order to cancel the
remaining lines.

¢ No line items are selected.

Image: Goods Receipt Cancellation Process Pop-Up Screen

‘You are requesting cancellation of ene or more
lines. Do you want to proceed?

8. Click _Yes] (the Yes button) on the Good Receipt Cancellation Process Pop-Up Screen to cancel

the line item.

(Note) The system generates the follow message, "Goods Receipt cancelled successfully," and
the status for the line item(s) is updated from Recpt Processed to Missing ASN.

Monday, May 17, 2021
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Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help
Order Processing
o Operstions > Order > Receipts > Enter Shipment Receipt Full Screen || Options v
Order Mumber: | 4100007652 Entered By: | SDAINTESO. RailcarBOL: A
SgnedBy [ | Date Received -
Comments:
Goods Receipt Y

View: |* elNV_VIEW [+

Select Further Actions  Receipt Status Sales Doc. iem  Purch.Doc. »  Item &  Material Material Description ASN Number = Signedby BOL#
o O Recpt Processed = 5000320442 100 4100007632 1 100010 CHEESE NATURAL AMER FED BARREL-500LE 6100030997 SH1 R1

il O Recpt Processed 5000320444 100 2 100010 CHEESE NATURAL AMER FBD BARREL-5001LB 61000305998 SN2 R1

O O Recpt Processed = 5000320445 100 3 100010 CHEESE NATURAL AMER FED BARREL-500LE 6100030995 SN3 R1

(m| | Missing ASM 5000320446 100 4 100010 CHEESE NATURAL AMER FBD BARREL-500 LB SD1

O (] Missing ASN 5000320447 100 5 100010 CHEESE NATURAL AMER FED BARREL-500 LB

O O Missing ASN 5000320451 100 ] 100010 CHEESE NATURAL AMER FED BARREL-500 LE

O (] Missing ASM 5000320452 100 it 100010 CHEESE NATURAL AMER FBD BARREL-500 LB

O O Missing ASM 5000320453 100 & 100010 CHEESE NATURAL AMER FED BARREL-500 LB

O [} Missing ASM 5000320454 100 8 100010 CHEESE NATURAL AMER FBD BARREL-500 LB

(] (] Missing ASM 5000320455 100 10 100010 CHEESE NATURAL AMER FED BARREL-500 LB

[ & Submit Receipt | [ 7 Modify Receipt | [ 3 Cancel Receipt |

< >
9. The transaction is complete.

Monday, May 17, 2021
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RESULT

A shipment receipt has been cancelled for a line item without an ASN for which shipment receipt was
entered incorrectly. Once the shipment receipt is cancelled the line item is available to enter correct
shipment receipt.
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Purpose

Domestic recipient organizations (or USDA on behalf of a recipient) use this procedure to manually enter
a multi-food shipment receipt for a sales order or a delivery order. The shipment receipt, also known as
the goods receipt (GR), is the method by which the recipient confirms that materials that were requested
in WBSCM have been delivered. The shipment receipt provides details such as when the shipment was
received, who signed for it, and if any part of it was damaged and rejected. The recipient also uses this
procedure to document quantities of materials received, reporting both "good" quantities and over, short,
or damaged (O/S/D) quantities.

Timely entry of a multi-food shipment receipt is a critical step in WBSCM. Current ENS Policy requires
entry of shipment receipts within two calendar days of receiving a delivery.

Users can enter a multi-food shipment receipt in WBSCM two ways:

1. Use the Enter Shipment Receipt transaction to create a shipment receipt manually.

2. Use the Upload Shipment Receipt transaction to upload a shipment receipt from a comma
separated value (CSV) or extensible markup language (XML) file. Refer to the Upload Domestic
Shipment Receipts work instruction for additional details.

Process Trigger

Perform this procedure when a recipient has received a shipment and needs to create a multi-food
shipment receipt against the received materials.

Prerequisites

. The sales order or delivery document must exist in WBSCM.
Portal Path
Follow the Portal path below to complete this transaction:

. Select Operations tab #Order Processing tab & Shipment Receipts folder % Enter Shipment
Receipt link to go to the Enter Shipment Receipt screen.

Tips and Tricks

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

1. Start the transaction using the Portal path: Operations tab & Order Processing tab =
Shipment Receipts folder & Enter Shipment Receipt link.

Image: Enter Shipment Receipt Screen

Home | Operaions = Admin  Repos  Help

Order ing ‘Comptaint i i Recall

Operafions > Order Processing > Shipment Receipts > Enter Shipment Recaipt Full Sereen || Options =

File Uploads/Downloads
- Welcome to Enter Shipment Receipt
All required fields are marked with a red asterisk (*)
Crder Management Dates are formattad s MMDOY Y
SR L Order Search
Fiephent Brockt: WESCM has the ability to receipt Sales Orders, Delfivery Documents, and Purchase Orders. T sarch for an open order in the system b recaipt, please enter your arder number and click *Search™
Uplosd Shipment Receipt * Order Number: | [ Search ]
MWV Delivery Calendar
2. Click .+ (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with
any transaction in WBSCM.
Image: Enter Shipment Receipt Screen
Home Operations Admin Reports Help
Order Processing
(o] i > Order P ™ ip Receipts > Enter Shipment Receipt Full Screen || Of

Welcome to Enter Shipment Receipt
Al required fields are marked with a red asterisk {*)
Dates are formatted a5 MWDD/YTYY

Order Search

WESCM has the abillty to rceipt Sales Orders, Defvery Documants, and Purchass Orders. To search for an open order in the system to receipt, please enter your order numbar and click "Search”.

* Order Number: | [Search |
3. As required, complete/review the following fields:
Field R/O/C Description
Order Number: R This can be a sales order number, purchase order

number, or delivery document number.

Example:
1000264118

@ (Note) In the case of multi-food

shipment enter a sales order number or
a delivery document
number.1EA42E9629D548D187FD882
22DE5565B61DAE25139534354BB633
24476A7D0OBC

@ (Note) In this example, a sales order number was used. Only line items associated with the sales
order are displayed in the Enter Shipment Receipt screen.
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Image: Enter Shipment Receipt Screen

Home | Operaions = Admin  Repos  Help
Full Screen || Options *

Order ing  Complaint Administrati Recall
Operations > Order Processing > Shipment Receipts > Enter Shipment Receipt

Welcome to Enter Shipment Receipt
Al raquired fislds are marked with a red asterisk [7)
Dates are formatied 2s MMDDYYYY

Order Search
VWBSCM has the ability to receipt Sales Orders, Defvery Dosuments, and Purchase Orders. To s=arch for an open arder in the system o receipt, please enter your order number and click *Searsh

* Order Nurster: [1000254118 =2

4, Click (the Search button) to execute the search.
Image: Enter Shipment Receipt (Associated Order Summary) Screen

Home | Operations = Admin  Repos  Help

Full Soreen || Options =

Order i Complaint Administrsti Recsll
Operaions > Order Processing > Shipment Receipts > Enter Shipment Receipt

Associated Order Summary

iz [[Standard View - A
Sales Doc# Assc. DocType  Asse. Orders [
1000264118 Outbound Defivery 0080038473

If a list of one or more sales documents is displayed in the Enter Shipment Receipt (Associated
Order Summary) screen, click the applicable number in the Assc. Order # column to continue. In
this example, 120035473 (the 0080038473 link) is selected.

5.

@ (Note) When searching by a sales order number or delivery document number, the Enter
Shipment Receipt (Associated Order Summary) screen is displayed. Click the number in the
Assc. Order # column to continue to the Enter Shipment Receipt screen.

Page 3 of 16
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6.

Image: Enter Shipment Receipt Screen

Home | Operations = Admin  Repos  Help

Order i Complaint Administrst Recall
Operaions > Order Processing > Shipment Receipts > Enter Shipment Receipt Full Soreen || Options *

Enter Shipment Receipt Details

[ Back to Summary | ([H] Back to Search
Receipt Header

Order Number: | D0BD028473 Entzred By: |ALLROLEK... RailcanBOL: |

SignedBy: [ | Date Recsived:

Comments:

Receipt tem Details

\fiew: | DOMESTIC_VIEW ||

Select SalesDoc  lem Order#  liem# =  Material Material Description Progam Delivery Point Signedby DateReceived Prew Oty OpenOty. UoMEnby Good Oty Reject@ty. Dam
[] 1000284118 100 20032473 10 100210 APRICOT HALVES CAN-24200 CEFR 5003713 2000 2000 CS 0.000 0.000

[ 1000284113 200 20033473 20 100380 BEANS GREAT NORTHERN DRY PKG-12:2 L5 CSFP 5003713 0000 10.000 CS 0.000 0.000

[ & Submit Reseipt

Perform one of the following:
If Then

The displayed view is eINV_VIEW Review the Enter Domestic Shipment Receipt work
instruction.

LE (Note) For multi-food orders the view is
always DOMESTIC_VIEW.

The user is entering a new receipt with the same  Go to Step 7.

Signed By and/or Received Date applied to @
multiple line items using fields in the Receipt 3 (Note) This option is most useful when
Header receipting multiple PO lines with the same BOL

number and receipt date. When the PO has many
lines with different information, the best practice is
to receipt one line at a time to avoid inadvertently
entering incorrect information.

The user is entering shipment receipt information  Go to step 10.
for individual line item(s) only

The user is ready to submit the receipt Go to Step 18.

6 (Note) Users can create their own layout and save it as their Personal View for use in the future

2
using < (the Settings Dialog button). Refer to the Reporting Navigation job aid for tools and
techniques to adjust the content and order of the output to save a personal view.
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7.

Image: Enter Shipment Receipt (Receipt Header) Screen

Home | Operations = Admin  Repos  Help

Order i Complaint Administrst Recall
Operaions > Order Processing > Shipment Receipts > Enter Shipment Receipt

Full Soreen || Options *

Enter Shipment Receipt Details

=l
[ Backto Summary | [} Back to Search
Receipt Header
Order Number: | D0BD028473 Entzred By: |ALLROLEK... RailcanBOL: |
SignedBy: [ | DateRecsiwed: [ |0
Comments:
Receipt ltem Details
Ve | DOMESTIC_VEW ||
Select SalesDoc  llem Ordes#  ltem# =  Material Msterial Description Program Delivery Point  Signedby Date Received Prev. Oty OpenQty. UoM Entry Good Qty. Reject Gy Dam
1 1000264118 100 80038473 10 100210 APRICOT HALVES CAN-24/300 CSFP 5003713 2000 2000 CS 0.000 0.000
a 1000264118 200 80033473 20 100380 BEANS GREAT NORTHERN DRY PKG-1272 LE  CSFP 5003713 0.000 10000 Cs 0.000 0.000
[ St e
X! >
As required, complete/review the following fields:
Field R/O/C Description
Railcar/BOL: O Rail car number or Bill of Lading number from the
shipping document.
Signed By: C The name of the individual that signed for the
receipt.
Example:
John Doe

@ (Note) The Signed By field is optional

when using the header information to
Receipt All; this information can be
entered manually for each line prior to
submitting the receipt.

Date Received: C The date the materials were received.

Example:
08/12/2021

@ (Note) The Date Received: field cannot
be a date in the future. This date can be
today's date or an earlier date.
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Field

R/O/C Description

(Note) The Date Received: field is
optional when using the header
information to Receipt All; this
information can be entered manually for
each line item prior to submitting the
receipt.

2

Comments:

Free text field to describe details related to the
shipment, if necessary.

Image: Enter Shipment Receipt Screen

Home Admin  Reports

Operations

Help

Recall

Order ing | Complaint

Full Screen || Options *

Operations > Order Processing > Shipment Receipts > Enter Shipment Receipt

Enter Shipment Receipt Details

[ Back to Summary | M} Back to S=arch
Receipt Header

Order Number: |DDBDD3E4TS

Entzred By: |ALLROLEK... RailcanBOL: |

Signed By: [John Doe Date Received: [DEA12/2021 i}

Comments:

Receipt tem Details

Ve | DOMESTIC_VIEW _ [

Select Sakes Doc. Iem  Order#
[m} 1000284113 100 80033473
0 1000204113 200 80038473

[ oEm feemint

Item# = Material  Msaterial Description
10
20

Good Cty. RefectQty. Dam
0.000 0.000
0.000 0.000

Progam Delivery Point Signedby DateRecsived Prev.Qty. OpenCty. UoM Entry
CSFP 5003713 2000 2000 CS
CSFR 5003713 0000  10.000 CS

100210 APRICOT HALVES CAN-24/300
100380 BEANS GREAT NORTHERN DRY PKG-122 LB

Click (the Receipt All button) to copy all header data into all lines associated with the

order. In this example, the header and Receipt All button are not used; the shipment is receipted

(Note) The (Receipt All button) does not submit the receipt to USDA.

8.
as an individual line item.
9. Return to Step 6.

Saturday, March 12, 2022
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Image: Enter Shipment Receipt Screen

Home | Operaions = Admin  Repos  Help

Order ing  Complaint Administrati Recall

Operations > Order Processing > Shipment Receipts > Enter Shipment Receipt Full Screen || Options *

Enter Shipment Receipt Details

[ Baekto Summary | [} Backto Search
Receipt Header
Order Number: (0080038473 Entered By: [ALLROLEK... RaicarBOL: [ ]

R —

Comments:

Receipt tem Details

Ve | DOMESTIC_VIEW ||

Select SalesDoc.  Iem Order#  llem# = Material Material Description Progam Delvery Point Signedby DateReceived Prev. @ty OpenQty. UoMEnty Good @ty RejectQty. Dam

[m} 1000204113 100 80038473 10 100210 APRICOT HALVES CAN-24/300 CSFP 5003713 2000 2000 CS 0.000 Q.000
[m] 1000204113 200 80038473 X 100380 BEAMS GREAT NORTHERN DRY PKG-1272 LB CSFP 5003713 0.000 10.000 C5 0.000 0000
[FoEmre=s]

10. Click L1 (the Checkbox) in the Select column to choose the desired line item(s) to enter a
shipment receipt.

@ (Note) Depending on previously completed steps, one or more lines may already be
checked.

ﬁ- (Note) To deselect lines that should not be receipted at this time, click E (the Checkbox)
in the Select column.
11. Perform one of the following:
If Then

The user needs to review and/or enter information Go to Step 12.
for line item(s)

The user needs to report damage Go to Step 14.

The user is ready to submit the receipt Go to Step 18.
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Image: Enter Shipment Receipt Screen

Home | Operations = Admin  Repos  Help

Order i Complaint Administrst Recall
Operaions > Order Processing > Shipment Receipts > Enter Shipment Receipt

Full Soreen || Options *

Enter Shipment Receipt Details

=l
[ Backto Summary | [} Back to Search
Receipt Header
Order Number: | D0BD028473 Entzred By: |ALLROLEK... RailcanBOL: |
SignedBy: [ | DateRecsiwed: [ |0
Comments:
Receipt ltem Details
Ve | DOMESTIC_VEW ||
Select SalesDoc  llem Ordes#  ltem# =  Material Msterial Description Program Delivery Point  Signedby Date Received Prev. Oty OpenQty. UoMEntry Good Qty. Reject Gy Dam
=} 1000264118 100 80038473 10 100210 APRICOT HALVES CAN-24/300 CSFP 5003713 £2.000 2000 CS 0.000 0.000
a 1000264118 200 80033473 20 100380 BEANS GREAT NORTHERN DRY PKG-1272 LE  CSFP 5003713 0.000 10000 Cs 0.000 0.000
[ st Rt
X! >
12. As required, complete/review the following fields:
Field R/O/C Description
Signed by R The name of the individual that signed for the
receipt.
Example:
John Doe

@ (Note) Enter Signed By for the line item
if it has not already been populated by
an entry in the Receipt Header section.

Date Received R The date the materials were received.

Example:
08/12/2021

@ (Note) Enter Date Received for the line
item if it has not already been populated

by an entry in the Receipt Header

section.

Good Qty. R The amount of materials received in good

condition, equal to or less than the ordered

lamount, in pounds (LB).

applied based on the Sales Order.

@ (Note) The unit of measure (UoM) is
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Field R/O/C Description

Good Qty (in CS) C The amount of materials received in good
condition, in cases (CS). The Good Qty (in CS) is
not required when receipting in pounds.

Example:
995

@ (Note) The unit of measure (UoM) is
s applied based on the PO.

Over Qty C The amount of materials receipted for a PO line as
Good Qty or Good Qty (in CS) that exceeds the
ordered amount.

@ (Note) The Over Qty column is
-t populated automatically based on the
Good Qty or Good Qty (in CS) fields
and the corresponding PO quantity.
o Items that are receipted over
the PO quantity appear in red.
¢ Quantities that are receipted
under the PO quantity are
included in the Open Qty total
for that line.
Prev. Qty. O The amount of materials that were previously
receipted on the line item.

Open Qty. C The amount of materials that have not yet been
receipted for the line item.

Example:
1,000.000

@ (Note) The Open Qty column is

2. populated automatically based on the
Good Qty or Good Qty (in CS) fields
and the corresponding PO quantity.
Reject Qty. O The amount of materials that are not usable and
thus rejected.

@ (Note) Before entering values in the Good Qty field, always check the values in the Previous
Qty and Open Qty fields.

There are three different entry options to enter a receipt against the purchase order, depending
on the unit of measure for the material:

o When receipting LB materials: Enter only the Good Qty field (in LB).
e When receipting CS materials: Enter only the Good Qty (in CS) field. After the receipt

Saturday, March 12, 2022 © WBSCM Training - Proprietary Page 9 of 16
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is entered, the system converts the number of cases into pounds using the standard
conversion ratio for the material.
e When receipting variable weight materials: Enter both the Good Qty and Good Qty
(in CS) fields.
Multi-Food Outbound Orders are receipted by domestic customers using any of the above
methods.

13. Return to Step 11.

Image: Enter Shipment Receipt Screen

Home | Operations = Admin  Repois  Help

Order i Gomplsint Administrat Recall
Operaions > Order Progessing > Shipment Recsipts > Enter Shipment Receipt Full Screen || Opfions =
LLROLEK.. | Raikan80L: [
=
L
Mstarial Deseription Progmm DeliveryPoint Signedby DaeRecaived Prev.Qy. OpenQty. UoMEnty GoodQly, RejectQty. DsmageQiy. = OverQty. Good Qiy(inCS) Qry.UeM Batchs
APRICOT HALVES GAN-241200 cSFP 5003713 JohnDoe |oE202021 £000 2000 €5 1000 0.000 0.000 0.000 56202
BEANS GREAT NORTHERN DRY PKG-12:2 LB | CSFP 5003713 0000 10.000 €S 0.000 0.000 0.000 0.000 54048
< >

14. Click the number icon in the Damage Qty. column that corresponds to the line with damaged
materials. In this example, (the Damage Qty. button) for line item #10 is selected.

@ (Note) The Enter Damage Details dialog may be used to document details about materials that
were reported as Reject Qty.; however, the Damage Quantity field should be left blank.

Saturday, March 12, 2022 © WBSCM Training - Proprietary Page 10 of 16
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Image: Enter Damage Details Pop-Up

& C Agentame: ]
During Undoading: [~ Refrigeration Equipment Running: [|
After Unloading: [ Carrier Present: [
Uit Temp(F):
Interior Temp(F): |__0.00]
Commodity Temg(): |__0.00]

15.  Asrequired, complete/review the following fields:

Damage Quantity: R Total amount of materials damaged due to
transport, unloading, or improper storage.

Example:
3

(Note) Do not enter a rejected quantity
o in this field; if documenting reasons for
rejecting materials, leave this field
blank.
Before Unloading: O A checkbox to indicate that the damaged materials
were received "before unloading” from the carrier.

During Unloading: O A checkbox to indicate that the damaged materials
were received "during unloading" from the carrier.

Saturday, March 12, 2022 © WBSCM Training - Proprietary Page 11 of 16
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Field R/O/C Description
After Unloading: O A checkbox to indicate that the damaged materials
were received "after unloading" from the carrier.

Agent Name: O IAn agent who is responsible for delivering the
materials to the recipient.

Refrigeration O A checkbox to indicate that the refrigeration

Equipment Running: equipment was running at the time of receiving the
materials.

Carrier Present: O A checkbox to indicate that the person who

delivered the materials was present at the time of
receiving the materials.

Unit Temp(F): O The temperature of the unit at the time of receiving.

Interior Temp(F): O The temperature of the interior container or
truck where the materials were kept.

Commodity Temp(F): |O The temperature of the materials received.

Comments: O Free text field to describe details related to the
shipment, if necessary.

Example:
Inventory damaged during storage process in
house.

Saturday, March 12, 2022 © WBSCM Training - Proprietary Page 12 of 16
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Image: Enter Damage Details Pop-Up

Damags Cuantity: s

Before Unloading: (] AgentMame:[ ]
During Unloading: [ | Refrigeration Equipment Running: [|
After Unloading: ¥ Carrier Prasent: [

it Temp(E):
i
Commodity Temp(F): |__0.00]

Inventary damag=d during storage process i houss

Comments-

16. Click (2] (the OK button) to accept the damage details and return to the Enter Shipment Receipt

screen.

17. Perform one of the following:

The user will continue working on the current

receipt

Go to Step 10.

The user is ready to submit the receipt

Go to Step 18.

Saturday, March 12, 2022
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Image: Enter Shipment Receipt Screen

Home | Operations = Admin  Repos  Help

Order i Complaint Administrst Recall Administrati
Operaions > Order Processing > Shipment Receipts > Enter Shipment Receipt Full Soreen || Options *

Enter Shipment Receipt Details
i

[ Back to Summary | ([H] Back to Search

Receipt Header
Order Number. (0080038473 Entered By: [ALLROLEK... |  RaicanBOL: ]

SigedBy. [ | DateRescued:

Comments:

Receipt tem Details

Views[DOMESTIC VIEW _[~|

Select SsiesDoc  lhem Order#  lem# - Materisl Msterial Description
[vl | 1000284113 100 20038473 10 100210 APRICOT HALVES CAN-24200 ceFP | so0ama
[ | 1000284113 200 0033473 20 100380 BEANS GREAT NORTHERNDRYPKG-122LB CSFP 5003713

Progam Delivery Point Signedby DateReceived Prew Oty OpenOty. UoMEnty Good Oty Reject@ty. Dam
JohnDos (081212021 2000 2000 CS 1.000 2.000
0000 | 10.000 CS 0.000 0.000

[Femmrees]

18. Click [L&# =ubmitRecsipt] (the Submit Receipt button) to submit the receipt to USDA.

@ (Note) Once submitted, the completely receipted line items cannot be displayed through the
Enter Shipment Receipt transaction and the receipt can no longer be edited. If the line item still
has an Open Qty, the user is able to view the line and continue entering subsequent receipts.
View receipted line items on the Multi-Food Received Shipment Report. Contact the WBSCM
Help Desk for assistance with modifications or to cancel a previously submitted receipt.

Saturday, March 12, 2022 © WBSCM Training - Proprietary Page 14 of 16
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Image: Enter Shipment Receipt (Goods receipt Messages) Screen

Home | Operations | Admin  Repods  Help

Order F i Complaint i o Recsll
Operafions > Order Processing > Shipment Recsipts » Enter Shipment Receipt Full Screen || Opfions =
Goods recaipt was successfully processed. Additonal messages might be availsti: below!
Associated Order Summary
\iew | [Standard Vizw] = 8

SalesDoc# Assc.DocType  Asse Order# |
1000264118 Outbound Delivery 0020038473

Goods receipt Messages =)
View: |[Sancard Visw] 1| Exports 5

OrderMumber Item MsgType Messape text
=3 Comesponding Line tems of Sales Order # 1000264118 have been updated!

19. Review the confirmation message at the top of the screen.

@ (Note) At the bottom of the screen, the MsgType column provides detail for each Order Number
and ltem:

e S indicates the receipt was successfully submitted.

e E indicates an error. Based on the type of error received, instructions are displayed such
as Please retry Goods Receipt for the line item or Please contact the WBSCM
Helpdesk to complete Goods Receipt for the item.

20. The transaction is complete.
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RESULT

A multi-food shipment receipt for a purchase order line item was created in WBSCM by manual data
entry. Optional and required information was entered in a shipment receipt, including:

Date received

Name of receiver

Quantities received or rejected
Damaged goods information
Comments

Saturday, March 12, 2022 © WBSCM Training - Proprietary Page 16 of 16
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Purpose

Domestic recipient organizations (or USDA on behalf of a recipient) use this procedure to upload a file
with shipment receipt information for a purchase order, sales order, or delivery order in lieu of manually
entering each line item in WBSCM. The shipment receipt, also known as the goods receipt (GR), is the
method by which the recipient confirms that materials/commodities that were requested in WBSCM have
been delivered. The shipment receipt contains:

. When the shipment was received
) Who signed for the receipt
° Good, over, short, or damaged (O/S/D) quantities

Timely entry of a shipment receipt is a critical step in WBSCM. Current ENS policy requires entry of
shipment receipts within two calendar days of receiving a delivery.

Users can enter a shipment receipt in WBSCM two ways:

1.  Use the Upload Shipment Receipt transaction to upload a shipment receipt from a comma
separate value (CSV) or extensible markup language (XML) file.
2. Use the Enter Shipment Receipt transaction to create a shipment receipt manually.

This transaction is beneficial to the receiving organization as personnel often enter this data in other
systems as well, and it is much easier to transfer the file than to redo the manual entry.

Process Trigger

Perform this procedure when a recipient has received a direct shipment and needs to upload the
shipment receipt to WBSCM.

Prerequisites

. The PO or sales order must exist in WBSCM.
. The upload file in XML or CSV format must exist.

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

. Select Operations tab & Order Processing tab = Shipment Receipts folder = Upload
Shipment Receipts link & Upload Shipment Receipts 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
navigational training and tips on creating favorites, performing searches, etc.
. If the user needs to enter a shipment receipt directly into WBSCM instead of uploading, refer to
the Enter Domestic Shipment Receipt work instruction.

Friday, March 11, 2022 © WBSCM Training - Proprietary Page 1 of 7
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PROCEDURE

1.

Start the transaction using this Portal path: Operations tab & Order Processing tab =
Shipment Receipts folder # Upload Shipment Receipts link to open the Upload Shipment
Receipts screen.

Image: Upload Shipment Receipts Screen

Hame Operations Admin Reports Help

Order i Complaint i Recaill
o Operations > Order Processing > Shipment Receipts > Upload Shipment Receipt Full Screen | Options. =
File Uploads/Downloads
Catalog Msintenance Welcome to Uplead Shipment Receipt
Il required filds are marked witl rick (). Datas matted as: MMDDIYY.
Orclar Management All required fields are marked with 3 red asterick (*). Dates are formatted as: MM/DD/YYY
Entilement Management File to Upload Uploaded Data
Shiy 1 Recs
i /7] Please select your KMLICSV file for upload
Enter Shipment Receipt
* Domestic GR File: | Choose File | No fiie chosen
+ Upload Shipment Recsipt
[¥] Header Row exists { applicable to CSV file only |
NW Defivary Calendar
Last Upload by User: |08/31/2021 Katie AlRales
Last Upload for Organization: |08/31/2021 TX Dept. of Agriculture — ED
[@ Unlcad File

Click -*_ (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done
with any transaction in WBSCM.

Navigate to the upload file and open.

@ (Note) If the user requires a template to populate for the upload, refer to:

e Upload Goods Receipt XML Template is located at WBSCM = Help 2 Job Aids
folder = Fulfillments (JA) + Upload Goods Receipt SCM Template.

o This template is provided as a guide for the required fields that must be output
from the users' system if an XML file will be uploaded into WBSCM.

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

e Upload Goods Receipt CSV Template is located at WBSCM < Help & Job Aids
folder % Fulfillments (JA) & Upload Goods Receipt CSV Template.

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

o The GR upload file has several columns that will not contain any information. All
column headers that appear in the template are required for the upload: do not
delete or change columns. No blank rows should be inserted between data sets.

o Note for AMS users only: Specialists cannot upload a GR file for invoices that
they will be approving. E-mail the completed GR upload file to another specialist
for uploading. Make sure the file stays in CSV format.

Friday, March 11, 2022 © WBSCM Training - Proprietary Page 2 of 7



1 Work Instruction

J Upload Domestic Shipment Receipts

Image: Microsoft Excel (PO_XXXXXXXXX_XX.csv) Screen

PO_410000:0C0CK_01.c5v - Excel

14 Share 2 Comments

File Home Insert Page Layout Formulas Data Review View Help P Tell me what you want to do
ftl A Calibri i oLlaw | === 8 as, General - | [Ell Conditional Formatting =~ | E Insert ~ - %? p
Paste " ML A = == = i= | &5 $ ~% 3 H58 Format s Table~ SJE‘EDEIEE Com Sort & Find &

s B I U-~- - FA- | === =5 | e 7 Cell Styles ~ [EiFormat~ | € " Fijter~ Select~
Clipboard Font ) Alignment (] Mumber ) Styles Cells Editing -
Al 2 £ | Documentnumber v

A B C D H [ G H | J K L M M -
1 |Document number lITEM #  Railcar/BCSigned By Entered B Comment pod_gty pod_gty u Date recei Reject Qty Damage C Damage b Damage D Damage A Ag
2 4100007029 1 TEST 20190829
3
4
3
6
T
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
o -
PO_410000X00CXX_01 @® 1 3
B /- ] + 100%

4,

Populate the data and save the upload file, as described in the file definition reference. Data

entry is required for the following fields:

Document number

ITEM #

Signed By

Date received

Good Quantity (in PO UoM) - items purchased by weight only

Good Quantity (in CS) - items purchased by case and variable weight items

@ (Note) Before uploading a CSV or XML file, open the file to be sure all fields above are

o

included and displayed in the proper order.

(Note) For variable weight items, the Good Quantity (in LB) will be calculated
automatically in WBSCM based on the number of cases for eINV receipts. Any value
entered in Good Quantity (in PO UoM) for variable weight items will be ignored during the
upload.

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

Friday, March 11, 2022

© WBSCM Training - Proprietary Page 3 of 7



Jd T Work Instructi
W‘BS(M ) Uglogzrgéor;estic Shipment Receipts

Image: Upload Shipment Receipt Screen

Hama Operations Aadmin Reports Help

Order ing  Complaint Administrati Recall

Operations > Order Processing > Shipment Receipts = Upload Shipment Receipt Full Soreen | Options =
L3

Welcome to Upload Shipment Receipt

All required fields are marked with a red asterisk [*). Dates are formatted as: MM/DDIYYYY.
File to Upload Uploaded Data

=] Please select your XMLICSV file for upload

* Domestic GR File: | Choose File | No file chosen

[¥] Hesder Row exists { spalicable to CSV file only )

Last Upload by User: |08i31/2021 Katie AllRoles
Last Upload for Organization: |08/31/2021 TX Dept. of Agriculture — EDI
[@ Unload File

5. Click (the Choose File button) to locate the CSV or XML file to upload.

6. Locate and select the appropriate file to be uploaded. In this example, PO_41000XXXXX_01.csv
upload file was selected.

_.;_@ (Note) Users have no restrictions on naming an upload file; however, a best practice

recommendation is to name the file using the ten digit PO number, underscore, followed by the
line item number.

Image: Upload Shipment Receipt Screen
Homea Operations Adrnin Reports Help

Order i Complaint i Recall

Operations > Order Processing » Shipment Receipts = Upload Shipment Receipt

Full Screen | Options =
»

Welcome to Upload Shipment Receipt
All required fields are markad with a red asterisk (*). Dates are formatted as: MM/DD/YYYY.

File to Upload. Uploaded Data

uﬁ Please select your XML/CSV file for upload

* Domestic GR File: [ Choose File | PO_4100000000_01.csv

[# Header Row exists { spplicable to CSY file only )

Last Upload by User: [02/31/:2021 Katie AlRoles
Last Upload for Organization: [08/31/2021 TX Dept. of Agriculture — EDI
[ @ Upload File

7. Click (the Upload File button) to upload the shipment receipt to WBSCM.

@ (Note) If the upload file contains a header row, and the upload file is in CSV format, check the
Header Row exists (applicable to CSV file only) check box.
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Image: Upload Shipment Receipt Screen

Home Operations Admin Reports Help

‘Order Processing
Operations > Order Processing > Shipment Receipis > Upload Shipment Receipt Full Screen || Options »

Welcome to Upload Shipment Receipt
All required fields are marked with a red asterisk (*)

File to Upload Uploaded Data

Uploaded Data
Please select a file to upload to view data. Data will be displayed below

View: |GSV_UPLD_LAYOUT [+| | Export .

Good Quantity Good Quantity (CS) Rejected Quantity Damage Quanfity PoD Goed Qty. PoD UeM Railcar’BOL  Signed By Entered By Other Comme

Char 4 Hemas Batch &

4100007029 1 1,080.000 TEST
Processed Data
Submit Receipt
View: | PO_BASED_RX ~|| Export.
Order# - lem#: Material Matenal Descr. Program Delivery Point Signed by Date Recieved Prev. Qty. Open Qty. Good Qty. UoMEntry Good Q
4100007029 1 100449 CEREAL CORM FLKS 1080 PKG-1218 OZ CSFP 5002663 TEST 08/28/2019 0000 1,080000 0000 CS 1
8. Review the Uploaded Data tab to verify the uploaded data.

(Note) (Optional) Click Export 4 (the Export button) in the Uploaded Data section to download
an Excel file for reference and review prior to submitting the receipt to USDA.

9. Click = Submit Receibt | yho Submit Receipt button) to submit the shipment receipt to USDA.
Image: Enter Shipment Receipt (Goods receipt Messages) Screen
Full Screen || Options

Operations > Order Processing > Shipment Receipts = Upload Shipment Receipt

@ Goods receipt was d_ Additional might be available below!

pi

Welcome to Upload Shipment Receipt
All required fields are marked with a red asterisk (%)

File to Upload Uploaded Data

Uploaded Data
Please select a file to upload to view data. Data will be displayed below
View |CSV_UPLD_LAYOUT [*| | Export

Char . ftem . Batch . Good Quanfity Good Quantity (CS) Rejected Quantity Damage Quantity PoD Good Qty PoDUoM Railca’BOL Signed By Entered By Other Comme

4100007028 1 1,080.000 TEST
View: MESSAGES ||| Export, &
Order Number ltem  MsgType Message fext
4100007029 1 3 5000215562 - Malerial Document(s) were successfully posted for Goods receipt
4 >
10. The transaction is complete.
Friday, March 11, 2022 © WBSCM Training - Proprietary Page 5 of 7
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@ (Note) If an error occurred during an upload, an E is displayed in the MsgType column.
Additional information regarding the error is provided in the Message text column. Review the
information provided and make corrections if needed. For assistance, contact the WBSCM
Helpdesk.

Friday, March 11, 2022 © WBSCM Training - Proprietary Page 6 of 7
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RESULT

A shipment receipt for a purchase order, sales order, or delivery order was uploaded to WBSCM.
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Job Aid

w BS( M J Domestic Receipting Views and Tips Job

Aid (eINV)

WBSCM provides users with electronic invoicing (eINV), which is accessed via the receipting screen for direct
delivery and warehouse replenishment orders.

e Uploading Receipts —Uploaded receipts may be reviewed and/or edited if eINV is enabled for the PO;
see Modifying Receipts below.

e Entering Receipts —
o The receipting view displayed depends on whether eINV has been enabled for one or more line
items on a PO:
=  eINV_VIEW — Used to process all eINV direct delivery and warehouse replenishment
orders
= DOMESTIC_VIEW — Used to process all non-elNV direct delivery and warehouse
replenishment orders and outbound multifood orders
o For eINV_VIEW, the user usually does not need to enter Good Qty and/or Good Qty (in CS) if
the ASN is available at the time of receipting.
= Good Qty or Good Qty (in CS) is pre-populated with quantity from ASN; user may edit.
= Good Qty for variable weight materials is calculated automatically based on the Good
Qty (in CS) after receipt has been submitted.
o POs may contain a mixture of eINV line items and non-elNV line items. The ability to modify, is
not be available for non-eINV line items.

e Modifying Receipts — Receipts for eINV-enabled line items can be edited to correct typos or make
other changes. It is no longer be necessary to open a WBSCM incident unless seven days have passed
since initial entry or a receipt needs to be cancelled. Please note when modifying a receipt, the
previously entered quantity is replaced with the new value. Enter the entire quantity not an
incremental value. For example, if the Good Qty (in CS) was previously entered as 25 and the correct
value is 35, enter 35 not 10.
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WBSCM ;

e Receipt Status —

Status
Ready to Receipt

Missing ASN

Processing Recpt
Recpt Processed

Recpt2 Processed

Pending Review

Wednesday May 12, 2021

Job Aid
Domestic Receipting Views and Tips Job
Aid (eINV)

Description

An ASN is available. Good Qty. or Good Qty (in CS) is pre-populated, as

applicable; Good Qty for variable weight is calculated automatically.

Receipt may be entered; however, Good Qty. and/or Good Qty (in CS)

are not be pre-populated or calculated automatically.

The receipt was submitted and is being processed in WBSCM.

The receipt for delivery by vendor to the initial destination has been

updated in WBSCM.

e For deliveries directly to customer, the destination is the Ship-To.

e For deliveries with additional transportation services (e.g. Offshore),
the initial destination is where the vendor transfers materials to the
transportation provider (e.g. port).

For deliveries that included additional transportation services, the

receipt for delivery to final destination has been updated in WBSCM.

The submitted receipt will be reviewed by USDA. This may reflect a

difference in quantity between recipient and vendor or a modification

after the initial day of entry.
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