
 WBSCM 

User Guide 



 

    

 

 

 

 

 

Table of Contents: 

WBSCM RA User Set-Up…………………………………………………………………………………………………………..……..3 

Running a Requisition Status Report…………………………………………………………………………………………….39 

Running a Value of Commodities Received Report-RA………………….……………………………………...…..……48 

Running an Entitlement Summary Report…………………………………………………………………………….……....19 

Entering an Order in WBSCM………………………………………………………………………………………………………..23 

WBSCM Status Definitions………………………………………………………………………….……………………..….……...47 



 3 



          

 

Here are some of the food service positions that you may need to authorize and add to your WBSCM profile. 
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Step 1. Click on the “admin” tab, then “manage users” 

Step 2. Welcome to Manage Users will appear as indicated by the red arrow 

Step 3. Click on the Create New User button 
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Click on personal data tab. 
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Fill in information. Please note that the last name and e‐mail must be the same one the employee uses when creating 
their individual eAuthentication (eAuth) account. Check with your staff first to ascertain whether or not they already 
have an existing eAuth account. If you participate in the USDA DoD Fresh program they may have already created an 
eAuth account. This account can be used for both DoD and WBSCM. 

If you have an individual who will order USDA Foods in the WBSCM portal they must create an eAuth account and it may 
be done concurrently while you are adding user roles. 
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Make sure to Add appropriate roles for the employee (see next slide for definitions of roles). Click add one at a time. 
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Make sure that Order Manager‐RA is selected for those that plan to place orders. 

Make sure that Org Admin‐RA and User Admin‐RA is selected for those that plan to create/modify access for other 
employees. 

Anyone who wants to view reports, including the order manager, needs “View only – RA” access.  Click next to that role, 
click Add, then click Save. 
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When you click “Save” the new user email will automatically be sent to the new user. 
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Once the information is saved in the Personal Data Tab a message will appear that confirms User Created Successfully. 

If you add the data roles later a User Updated Successfully message will appear. 
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The new user will then receive an email from WBSCM asking them to set up their account similar to the one on this slide. 
Please note this is a 2 step process to create the account. The third step asks you to save the link in a bookmark. 

12 



 

 

 
  

  

 

Step 1.  Just as you can add a new user, you will be able to delete users. You will select the box next to the name you 
want to delete and select the Delete User button at the bottom 

Step 2. You will then see the message at the top indicating Success‐User Deleted 
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The new user will need to create an e‐Authentication account and then go back to the WBSCM user registration email 
generated from WBSCM to the new user. Follow all instructions in the WBSCM email including step 2 and answer the 
“Rules of Behavior” question to complete the registration process. 
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The USDA Foods team does not have access to your user name and passwords. Please keep these in a safe place where 
you can find them if you forget how to log on to the site. 

It is a good idea to bookmark the WBSCM URL link in your favorites for easy access to the login page. 
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If you forget your user name or password you can click on the User ID | Password area of the login page. If you have too 
many log‐in attempts you will be locked out of the system. If you are having trouble logging into your eAuth account 
contact the eAuth Help Desk at 800‐457‐3642. If the log‐in problem is with your WBSCM account contact the 
WBSCM help desk at 877‐927‐2648. 
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Entering an Order in WBSCM 
Once you have planned your order by finding your entitlement and filling 
out your WBSCM Ordering Guide (spreadsheet), you’re ready to log into 
WBSCM and place that order. Use the WBSCM tile found on the USDA Foods 

& Processing webpage to be sure you are logging in directly to WBSCM. 

Tip: You may want to consider setting aside a designated amount of time where you will not be 
interrupted to place orders in WBSCM. Please keep in mind WBSCM will log you out after a few minutes 
of inactivity. 

There are no limitations on the amount of orders that can be placed in WBSCM. Therefore, the State 
Agency (SA) recommends placing multiple small orders by product category and storage type; this will 
help you avoid selecting the wrong delivery location. For example, place all orders for frozen fruit in a 
single session and proceed to order completion (this order would be delivered to Americold). Next, go in 
and place your orders for canned fruit, again you will need to complete the order (this order would be 
delivered to Northwest Distribution). By following the State agency recommendation, you will avoid the 
frustration of being timed out and losing everything in your cart and having to start over and potentially 
selecting an incorrect delivery location. 

You will know an order has been successfully completed in WBSCM once you receive the “Confirmation 
of Receipt” page. 

Once all orders have been placed, the State agency recommends running a WBSCM requisition status 
report to ensure that no orders have been overlooked. 
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Domestic Order Entry 

• Select “Operations” tab at the top of the page
• Select “Order Management” from the navigation pane on the left
• Select “Domestic Order Entry”
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Catalog Selection 

• Select “NSLP” to place orders for the National School Lunch Program or “TM_NS” to place orders for
the Trade Mitigation Program

• Select “Direct Delivery” or “Processing Diversion”
• Select the appropriate product category (e.g. Meat, Poultry, Fruits, etc.)
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Display of Products 

• Select “Entitlement”
• Products will be displayed as shown
• If you see the message indicating “no products found” it is because you have not chosen

“Entitlement”
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Choosing Products 

• Find the product you want to order and either select the shopping cart icon or the product name hyperlink
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Quantity and Delivery Date 

• For this example Beef Fine Ground Frz was selected
• This is where the WBSCM Ordering Guide (spreadsheet) you used to plan for your WBSCM orders comes

into play
• Enter the desired quantity and delivery dates you selected on your ordering guide spreadsheet for each

item you want delivered to the State warehouse or manufacturer for further processing
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Move to Cart 

• Once you enter the appropriate cases for direct delivered items or pounds for processing diversions select
“Move to Cart”
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View Cart 

• Each line with a delivery period selected will count as a single item in the cart
• As items are added to the cart you will notice that the quantity and value will increase as shown above

in “View Cart”
• You can continue to add items from the current category
• Once you are done adding items click “View Cart” to continue and process your order
• WARNING: DO NOT go back and choose Domestic Order Entry from the navigation pane on the left

side of the screen otherwise your cart will be emptied and you must start over
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Choosing Correct Delivery Location 

• Northwest Distribution is the State’s contractor for storing and delivering USDA Foods
• All WBSCM orders for dry and chilled items should be directed to Northwest Distribution Service, Emmett,

ID (5000915) as the appropriate delivery location
• All WBSCM orders for frozen items should be directed to the subcontractor Americold Corp, Nampa, ID

(5000620)
• Processors for diverted foods have their own warehouses
• Please reference the WBSCM Ordering Guide (spreadsheet) for correct delivery locations of bulk products

for further processing
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Assigning Delivery Location 

• Select the “Deliver To” location from the drop down menu
• For items going to the same delivery location you would only need to select the “Deliver to Selection” checkbox

one time (this is why the SA strongly recommends placing orders for all items going to a single location)
• If you have multiple delivery locations for frozen, dry and/or further processing in your order you will need to

check each box individually next to the item under the “Deliver-to Selection” category, as well as making sure you
choose the correct “Deliver To” location from the drop down menu up above, followed by “Update” in the lower
left corner 

• It is possible to place an order with multiple delivery locations, however, the Stage agency does not
recommend this practice
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Update Quantity or Delete Items 

• You can change the quantity of the cases ordered here but you can’t change the quantity to zero
• If you realize that an error has been made or you don’t want to order an item listed, you MUST delete

the line by selecting the checkbox under the trash can icon on the right side of the header bar
• You must select the “Update” button each time an item is deleted or a change is made to the quantity

• By failing to select “Update” your changes will not be saved
• If no quantity changes are necessary and requested delivery dates are correct select the order button
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Add More to Order 

• If you want to add additional items from the same product category to your order, choose “Add more
to order” button

• DO NOT go back and choose Domestic Order Entry from the navigation pane on the left side of the
screen, otherwise your cart will be emptied and you must start over

• If the items listed are correct proceed with submission by selecting the “Order” button
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Review Your Order 

• Review your order
• Are quantities correct?
• Did you select the correct delivery

location?
• Did you hit “Update” after making

changes?
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Proceed with Order 

• If all steps have been completed, submit the order!
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Order Prompt Before Completion 

• Click OK to process your order 
• If you hit cancel all items will be removed from the shopping cart forcing you to have to start over 
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Confirmation of Receipt Page 

• If you don’t get this confirmation page you have not completed your order
• If after reviewing the confirmation page you notice an error, please contact

USDAFoodsteam@sde.Idaho.gov immediately to have your order declined
• Print the confirmation page for your records
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WBSCM STATUS DEFINITIONS 
*Sales Order Change Emails & Requisition Status Report

STATUS DEFINITION 

DRAFT Requisition created by recipient agency but not submitted for State Approval 

READY FOR APPROVAL Requisition created and Submitted to State for Approval 

CANCELLED Requisition / order was cancelled. Entitlement returned to customer account 

APPROVED BY SDA Requisition approved by State and forwarded to USDA 

RETURNED BY SpAgency Order returned by Food and Nutrition Service (FNS) – USDA (internal for USDA) 

APPROVED BY SpAgency Order approved by Food and Nutrition Service (FNS) to go out to bid 

ON INVITATION Order that has been placed on a bid invitation by Food and Nutrition Service (FNS) 

PURCHASED Order that has been fully purchased 

ORDER RECEIVED Order that has been delivered to distributor 

APPLIED Order that has been changed (positive or negative entitlement) 
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USDA Non-Discrimination Statement 
In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations 
and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering 
USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or 
reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA. 
Persons with disabilities who require alternative means of communication for program information (e.g. Braille, 
large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they 
applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 
through the Federal Relay Service at (800) 877‐8339. Additionally, program information may be made available 
in languages other than English. 
To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, 
(AD‐3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or 
write a letter addressed to USDA and provide in the letter all of the information requested in the form. To 
request a copy of the complaint form, call (866) 632‐9992. Submit your completed form or letter to USDA by: 

(1) mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 Independence
Avenue, SW Washington, D.C. 20250‐9410;

(2) fax: (202) 690‐7442; or
(3) email: program.intake@usda.gov.

This institution is an equal opportunity provider 
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