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Setup WBSCM Accounts for your Staff

Here are some of the food service positions that you may need to authorize and add to your WBSCM Profile

e Food Service Director
e Kitchen Manager

e Ordering Manager

e Claim Specialist

e Business Manager
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Setup WBSCM Accounts for your Staff

Step 1. Click on the “admin” tab, then “manage users”

Step 2. “Welcome to Manage Users” will appear as indicated by the red arrow.
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. ENG BarRilB Leal SRR || BRE] W Sprchs I ribrras: |- Saaech Emnal
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Create a New User — Personal Data Tab

Click on “Personal Data” tab

Welcome 1o Manage Users

Al reguered By @08 rratuesd sl @ red Baberiak °
Oegamuratson Sebecton Uner Search
Ovg Search Criteria:* [Sesecn | [ Ronet | User Search Criseria:* - [Search | [ Reaet.
| Reaad To Top Org | Fortt Mams [Fr e i 5l | agas Dats

* 1D Dept. of Ecncaton
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Personal Data Tab Filled

Fill in information. Please note that the last name and e-mail must be the same one the employees uses when
creating an individual eAuthentication (eAuth) account. Check with your staff first to ascertain whether or not they
already have an 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 don’t concurrently while you are adding user roles.

Ilusr Diatnila

ParsonalNats | RolsNala | Admin Dala

Company: GO04000451 Strast Addrass 650 W State Street
User ID City Boise
Email and i - Zip Code 83702

First Name * | First Country * UsA [=]
last name g = e =
]IlllSt ]IlEltC]l Emai = email here Time Zone Mouniain Time (Denver) =
the eAuth

Mobile Phone

Phong

account

Save | Cancel|
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Roll Data Tab

Make Sure to “Add” appropriate roles for the employee (see next page for definitions of roles). Click “Add” one at
a time.

User Detaile
Persunal dala Rouledata | Aumin dala
Avakable Roles Current Roles

Order Manager - RA # r Order Manager - RA
Org Admin - RA Org Admin - RA
User Admin - RA
View-Only - RA

Make sure

to "Add [Save | [ Cancel|
appropriate
roles
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How Role Data Applies

e Make sure that Order Manager — RA is selected for those that plan orders

e Make sure that “Org Admin- RA” and “User Admin-RA” is selected for those that plan to create/modify access
for other employees

e 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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New User-Save

When you click “Save” the new user email will automatically be sent to the new user.

User Details

Personal data | Admin data

Avalable Roles Current Roles
Order Manager - RA " Order Manager - RA
Org Admin - RA Org Admin - RA
User Admin - RA User Admin - RA

| View-Only - RA View-Only - RA

—
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User Created Successfully

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.

Welcome to Manoge Uscra

Use Ciealed 3wvesalully ?

All required fiedds are marked with a red asterisk (*)
User Search

Organizaticn Selection

Urg Searcn Criteria: | [Searcn | [Feser] User Search Criteria:* | [=] Search || Reset

[ Reset Yo Top Org | First Hame Last Name Last Logon Date
Fl

Crganizations
« |0 Depl. of Educalion

st e o —

Creale New User |

User Details

11
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New User Email from WBSCM

The new user will then receive an email from WBSCM asking them to set up their account similar to the one
shown. Please note this is a 2 step process to create an account. The third step asks you to save the link in a
bookmark

WBSCM_USER_REGISTRATION@AMS.USDA.GO <WBSCM_USER_REGIS]
Action Required: Register USDA WBSCM User Account

This is an automatically generated message. Please do not reply back to this email.

This email 15 for the individual identified in the greeting line and cannot be shared wath anv other user.

Dear First Last, h

A user account has been created for vou in the United States Department of Agriculture (IJSDA) Web-Based
Supply Chain Management (WBSCM) System.

In order to access this account, you will need to have a user [D and password m the USDA eAuthentication
Swystem. At that point vou will be able to complete vour registration with the WBSCM system. The three step
process listed below will help vou complete vour registration with WBSCML

12
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User Deleted Successtully

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 too 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”.

STEP 1 STEP 2
User Details Welcome to Manage sers
e Bz e e f—
Company Streel Address Al 1egqured fieits e maried wid 2 8¢ Jstersi "
User ID City
Title Zip Code 82
First Name Couniry usa
Last Name State Or Province
Emad Koiste g sde daho gov Time Zone
Fax
Mobie Phone
Phone

[ Mody User | Delete User | 1"Illll
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WBSCM Registration for New User

1. The new user will need to create an eAuthentication account if they do not have one.

2. Once the eAuth process is complete, go back to the WBSCM user registration email generated from
WBSCM to the new user.

3. Follow all instructions in the WBSCM email including step 2 and answer the “Rules of Behavior” question
to complete the registration process.

14
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Remember!

1. Keep user name and password in a safe place where you can access it. SDE does not
maintain the information and security questions you need if you forget how to log-
on

2. Bookmark the WBSCM URL link in your favorites so you have easy access to the
login page.

15
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If you Forget........

If you forget you user name or password you can click on the “ Forgot User ID” or the “Forgot Password” area of
the login page.

“USDA eAuthentication @eAuth

Sl U.S. DEPARTMENT OF AGRICULTURE

HOME CREATE ACCOUNT MANAGE ACCOUNT ~ HELP ~

Log In with S8 Loz In with

PIV/CAC L Password

1 JANZ020

USDA

Nb)
L

Forgot Password

Alexander,
Bobby 5.

Log In with PIV/CAC

16
2/18/2021



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: How to File a Complaint, 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

17
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https://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
https://www.fns.usda.gov/usda-foods/how-file-complaint
mailto:program.intake@usda.gov

Questions?

USDA Foods Team

Idaho State Department of Education
650 W State Street

Boise, Idaho, 83703

208-332-6800
USDAfoodsteam@sde.idaho.gov

www.sde.idaho.gov/cnp Wy, ——

AMINICAN CROEN

HO
\DA C@(
Q
> &
Siyyo0®
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Entering an Order in WBSCM

Once you have planned your order based on available estimated entitlement and filled out the
WBSCM Ordering Worksheet, you're ready to log into WBSCM and place requisitions for
USDA Foods. Use the WBSCM tile found on the Idaho USDA Foods & Processing webpage to
be sure you are logging n directly to WBSCM

Tip: You May want to consider setting aside a designated amount of time with limited interruptions in order to
successfully place orders on WBSCM. Please keep in mind WBSCM will log you out after a few minutes of
inactivity so make sure you are actively working in the system during the ordering process.

There are no limitations on the amount of orders that can be placed in WBSCM. Therefor, the State agency (SA)
recommends placing multiple small orders by products 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
procced 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 pout 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.

19
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Domestic Order Entry

United States D trment of Agriculture
Web-Based Supply Chain Management

History Faypsites

Home Operations Admin Reporis Help

Order Processing Complaint Adminisiration Recall Administration

Operatioms = Order Processing = Order Management = Domestic Order Entry

File UploadsTDownloads
My Transactions Catalog | Entitlement

Catalog Maintenance

Orcer tanagement /

= CZonsclidate Reqguisitions
N
. Domestic Order Entry (ﬁ.:;lr"

[+]SFSP | Entitlement
= Full Truck Load and Tram. .. [-IMSLE
N [-1Direct Delivery
= Redistribute Crder Quant. .. [-1Meat
Entitl t
- Returned FNS Orders Celpoutiny o Overview
Enfitlement Management E:}F:Ehelsbles Quantity

[+]1B=ans (Cannad and Dry)

[+ ]Fruits {Cannad, Dried, Fresh, Frozen)
[+ 1 uice

[+ ]1Dairy

[+ ]Grains

[+]Pasta/Rice

L 1
=
L 1
L=
[+ ]1Flour
[+]0ils L 1
=
L 1
s
L 1
=]

Shipment Receipts

MWW Delivery Calendar

[+ ]Peanut/Sunflovear
[+ ]Processing Diversion
[+]TM_MS
[+]TM_SF
[+]TM_MI

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

Revised 2/12/2021 Entering an Order in WBSCM 20



Selection

Operations = Order Processing = Order Management =

IM\.-' Transactions Catalog | Entitlem

Product Catalog

Quick Search
 Search.

IE Extended Search

[+]NSIP
[+]SFSP
[+]NSLP
[+]TM_NS
[+]TM_SF
[+]TM_NI

Catalog

Operations = Order Processing = Order Management =

IMv Transactions Catalog | Entitlen
Quick Search

E| Extended Search

[+]NSIP

[+]SFsP

[-JNSLP
[+]Direct Delivery SEG——
[+]Processing Diversion

[+]TM_NS

[+]TM_SF

[+]TM_NI

Operations = Order Processing = Order Management

IM"" Transactions Catalog | Entitle

Product Catalog

F | ExTIenoed oearcn

[+]NSIP

[+]SFSP

[-INSLP

[-|Direct Delivery
[+]Meat
[+]Poultry
[+]Fish
[+]Vegetables
[+]Beans {Cannad and Dry)
[+]Fruits {Canned, Dried, Fresh, Frozen)
[+]Iuice
[+]Dairy
[+]Grains
[+]Pasta/Rice
[+]Flour
[+]oils
[+]Peanut/Sunflower
[+]Procassing Diversion

[+]TM_NS

[+]TM_SF

[+]TM_NI

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

Program (TM or Trade Mitigation may not be applicable during the current ordering cycle)

Revised 2/12/2021

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

Entering an Order in WBSCM
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Operations I> Order Processing = Order Management =

Catalog | Entitlen

I My Transactions

Product Catalog

[+]NSIP
[+]SFSP
[-JnsLP
[-]Direct Delivery
[-IMeat
Entitlement (i pm—
[+]Poultry
[+]Fish
[+]vegstables
[+]Beans (Canned and Dry)
[+]Fruits {Canned, Dried, Fresh, Frozen)
[+]luice
[+]Dairy
[+]Grain=
[+]Pasta/Rica
[+]Flour
[+]ails
[+]Peanut/Sunflovrer
[+]Procassing Diversion
[+ITM_NS
[+ITM_SF
[&]TM_NI

. Select “Entitlement”

Display of Products

Operations > Order Processing = Order Management = Domestic Order Entry

Iﬂy Transactions  Catalog

| Entitlement

Transaction in Process

Full Screen | Opfions *

Product Catalog

[#]NSIP
[+]sFsp
[-INSLP
[-]Direct Delivery
[-IMeat
Entitlement

[+]Peznut/Sunflower

[+]Pracessing Diversion
[4]TM_NS
[4]TM_SF
[4]TM_NI

‘bsemb2b/cataloa/cateqorielnPath.do?key=0/06F... |

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

Revised 2/12/2021

I Entitlement

This is where all products

in the chosen category
will be displayed

Overview
Quanity (roarn  rez)
— =
—
— =T
— =T

Ry 100158
) (NSLP / Entitlamant)

Praducts Dar Dana | Al ¥

Entering an Order in WBSCM

Product
Prica Delivary Period
Name

BEEF 100% PTY 85/15 FRZ 2.0MMA 07/01/2020 -
CTN-40 LB 11138 UsD 06/30/2021
BEEF 100% PTY 90/10 FRZ 2.0MMA 07/01/2020 -
CTN-40 LB D 06/30/2021
24" 07/01/2020 -
BEEF CAN-24/24 OZ 13872 UsD 06/30/2021
. § 07/01/2020 -
BEEF CRUMBLES W/SPP PKG-4/10 LB | 151.66 USD 06/30/2021
- 07/01/2020 -
BEEF FINE GROUND FRZ CTH-40 LB 108.536 UsSD 06/30/2021

Order
Due
No Later
Than

04/22/2020

04/22/2020

04/22/2020

04/22/2020

04/22/2020

Full-
Truck
Load
Quantity

550.000
550.000
1000.000
1000.000

1000.000

22



Products

Choosing

Operations > Order Processing = Order Management = Domesfic Order Entry

Iﬂv Transactions Catalog

| Entitlement

Transaction in Process

Full Screen | Options

Product Catalog

[+]NSIP

[+]SFsP

[-JNSLP

[-]Direct Delivery
[-1Meat
[+1Poultry
[+]Fish
[+]vegetables
[+]Beans (Cannad and Dry)
[+]Fruits {Canned, Dried, Fresh, Frozen)
[+ 1luice
[+]1Dairy
[+]Grains
[+]Pasta/Rice
[+]Flour
[+]10ils
[+1Peanut/Sunflovier
[+]Processing Diversion

[+]TM_NS

[+]TM_SF

[+]TM_NI

‘bscmb2b/cataloa/cateqorielnPath.do?key=0/06F...

-

Praducts Per Pane

Product Number
Program / Sub-Area)

110343
(NSLFP/ Entitlameant)

110345
(NSLP / Entitlement)

100127
(NSLF / Entitlement)

100134
(NSLP / Entitlement)

100158
(NSLP / Entitlement)

al v

Select shopping cart
icon or Product name.

BEEF 100% PTY 85/15 FRZ 2.0MMA
CTH-40 LB

BEEF 100% PTY 90/10 FRZ 2.0MMA
CTH-40 LB

BEEF CAN-24/24 OZ

BEEF CRUMBLES W/SPP PKG-4/10 LB

BEEF FINE GROUND FRZ CTN-40 LB

111.38 UsSD

123.90 USD

136.72 USD

151.66 UsSD

108.56 UsD

Order Full-
i - Due Truck
Delivery Period No Loer pruck
Than Quantity
07/01/2020 - 0a/22/2020| 950000
0&/30/2021 1
07/01/2020 -
06/30/2021 04/22/2020 S50.000
07/01/2020 - | . /2212020 1000.000
06/30/2021 X
07/01/2020 -
oefzn/2021  D4f22/2020 1000.000
07/01/2020 = p4/22/2020  1000.000
06/30/2021 X .

*  Find the product you want to order and either select the shopping cart icon or the product name hyperlink

Revised 2/12/2021

Entering an Order in WBSCM
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Quantity and Delivery Date

COperations = Order Processing = Order Management = Domesfic Order Entry

IM1|.|r Transactions Catalog | Entitlement Transaction in Process
{ Return to: Entitlement
[+]MsIP
[+]5FSP I Product Details
[-]MSLP
[']'ZEiF]E'Et Delivery Product Number: 100158
-1Meat
Entitlement Name: BEEF FINE GROUND FRZ crl—tu:u

[+]1Poultry LB

[+]Fish Price: 108.56 USD

[+]vegetables

[+]Beans {Canned and Dry)

[+]Fruits {Canned, Dried, Fresh, Frozen)
[+]uice

[+]Dairy

[+]Grains

[+]Pasta/Rice

[+]Flour

[+]ails

[+]Peanut/Sunfloveer

[+]Processing Diversion
[+]TM_NS
[+]TM_SF
[+]TM_NI

Full Truck Load Quantity: 1000.000
]

Delivery Date Order By Date

07/15/2020 Il

07/31/2020 ||

08/15/2020 ||

08/31/2020 ||

lnarMconIn I

For this example Beef Fine Ground Frz was selected

Revised 2/12/2021

Entering an Order in WBSCM

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

24



Move to Cart

Operations = Order Processing = Order Management = Domestic Order Entry

Il«-‘lmr Transactions  Catalog | Entitlement Transaction in Process
[T UL AT [UE L2021 [ |
12/15/2020 |[04/22/2020 || |
[01/15/2021 |[04/22/2020 I |
— - 01/31/2021 | [04/22/2020 || |
[E'}f.FSELE 02/15/2021 | 0472212020 I |
[-]Direct Delivery 02/28/2021 | 0472212020 I |
[-IMeat
Entitlament 03/15/2021 | [04/22/2020 || |
[+Jpoutry 0313172021 | [par2212020 | |
[+ ]vegetzhl
e e 04/15/2021 | [04/22/2020 I |
EHJFn_ms (Canned, Dried, Fresh, Frazen) 04/30/2021 | [04i22/2020 I |
LIICE
[ +]Dairy 05/15/2021 | [04/22/2020 I |
[+]Grains
[+ PrstaRice 05/31/2021 | 042272020 I |
E’;}gj: 06/15/2021 |[0ar22r2020 I |
[+]Peanut/Sunflower 06/30/2021 | 0472212020 || |

[+ ]Processing Diversion
[+]TM_NS

mm_il': Move to Cart /

PLEASE NOTE: Dates displayed in this screen shot will be different for Program Year 2022 (SY21-22)

*  Once you enter the appropriate cases for direct delivery items or pounds for processing diversions select “Move to Cart”

Revised 2/12/2021 Entering an Order in WBSCM 25



View Cart

ic Order Entry

| 1y Transactions  catalog | Entitlement [ View Cart: 1 Item(s) to the value of 98.95 USD

~
~

Full-Truck
T Product Number Price Delivery Period ,, Order Due Load
[+1sFse Quantity (Program { Sub- Name Quantity
l_
PRt TESy ] 100154 D§ BEEF COARSE GROUND 04/01/2020 - 03/31/2020 -
[‘lma;m B =] (NSLP / Entitiernent) FRZ CTN-60 LB G 11/15/2020 10/15/2020 S2Hon.0e0,
Bonus 100134 BEEF CRUMBLES W/SP0 08/01/2020 - 07/15/2020 -
[+1Poultry = B fusiey Entitlement) PKG-4/10 (B 96.53uUs0 11/15/2020 10/15/2020 1000.000
[+]vegetables T
+]Fruits (Canned, Driad, Frash, Frozen | 100188 BEEF ROAST ROUND FRZ 02/01/2020 - 01/15/2020 -
Do not click in [dlr:‘z ; : CS (NSLP / Entitiement) Cin-35-42 1B 16000150 05/30/2020 06/01/2020 INNT0088
el L1 100193
: : [ PORK PICNIC BNLS FRZ 03/01/2020 - 02/15/2020 -
this areal You will :}:;‘:m“ B B3 (usip/ Entitiement) CIN-60 LB L11USD 531182021 0i/i5/2021 | 40020.000
lose everything in [+]Processing Diversion v
your cart! v L}

Products Per Pace A“

*  Each line with a delivery period selected will count as a single item in the cart

* Asitems 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

Revised 2/12/2021 Entering an Order in WBSCM 26



Choosing Correct Delivery Location

Home ‘Operations Admin Reports Help

Order Processing  Complaint Administration  Recall Administration

= Operations = Drder Pmmhg > Order Management = Domestlc Order Eniry Full Screen Oﬁii
mw I My Transactions talog | Entitlement [E view cart: 2 Ttem(s) to the value of 296.85 USD
. Order: In Process
T v ¥ ransa L] wd_-rm s1 .
1 Total Net Price: 296.85 USD
P Customer Number: 4000451
Search For Orders Ll Organization: ID Dept. of Education
Status Open Ll Your Reference: |
Crentad By Myself ¥] Your Description: [ ]
Cranticn’ Date Since Yesterday ﬂ Default Delivery Settings For Items
1D Typs Transaction .!..l Daliver To: S000915: NORTHWEST DISTRIBUTION SERVICE INC, EMMETT, ID ~ @
To ch. the destinati e li mihmll 1) Choose a destination above, 2) Clllci: thl Dlllwr-To Selection™ checkbox for
15 those line ltams to be updated, 3)c|uk "Update” (Tip: to update il line items, check the “Deliver-To Selection” ch ckbox from the
- tlblnhlldvmbdﬂuhdud:lﬂﬂ ).
To hang t!m) on individual line items; 1) Expand the line items display below for a line item, 2) Select the new
dest i 3) Cick "Update".
Once you have selected the update button and the line items that you selected have been updated, the Delir to at the header level
will be blank.
Requested
To =
Emmwmumm m_' Description User Status Delivery 1‘:"::‘;’1‘3
0 e
BEEF 1
=] | 100 0 100134 cs NSLP  Entilement LiUDEto || Ready for Approval [V | 08/15/2020 L5 2o uea ) to0

*  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

Revised 2/12/2021 Entering an Order in WBSCM 27



Assigning Delivery Location

Home Operations Admin Reports Help

Order Processing  Complaint Adminisiration ecall Adminisiraio

= O i > [irder Pr ing > Order Management = Domestié Order Entry Full Screen || Opti
File Uploads/Downioads I My Transactions Catalog | Entitlement & view Cart: 2 Ttem(s) to the value of 296.85 USD
; ] Order: In Process
~ Catalog Maintenance Transactions I '
Sold-To: 4000451 .
Tatal Met Price: 296,85 USD
‘Customer Number: 4000451
Search For Orders il ‘Organization: ID Dept. of Education
Status Open LI Your Reference: |
Created By Myself ] Your Description: [ ]
Craation Date Since Yesterday V] Difuult Dalivary Sattings For Huims :
1D Type Transaction .ZJ Daliver To: S000915: NORTHWEST DISTRIBUTION SERVICE INC, EMMETT, ID w @
To change the destination on multiple line items; 5 1) Choose a destination above, 2) Check the "D.IINr-To S.Iu:ﬂon cludnbm: for
D those ||l'll items to be updated, 3) Click "Update” (Tip: to update all line items, check the "Del| cti kbox from the
m table header row below to check all items).

I"_E‘."“ﬂ' &;)Mu:.ﬁw-l on individual line items; 1) Expand the line items display below for a line item, 2) Select the new

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

Deliver Requested
o ; 3 Sub- s Total Price
|z| Item 0 Product Quantity Unit Program P Description User Status Delivery Unit Price
Date
L
seze |
=] | 100 O 100134 |1 cs NSLP  Entitlement [NCRIYES | Ready for Approval [V | 08/45/2020 45 5 ety 100 ]

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” check box 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

LTI 1T MLl SN
Operafions > Order Processing > Order Management = Domestic Order Entry Full Scre
I My Transactions Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 296.85 USD

Your Referenca: | |

Your Description: | |

Default Delivery Settings For Items

Deliver Ta: 5000915 NORTHWEST DISTRIBUTION SEmCE IMC, EMMETT, ID EI

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

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

Deliver-
To . 2 Sub- s Requested Delivery Total Price -
lz‘ Ttem SEIEETM Product Quantity Unit Program g, Description User Status Dat it Pes i}
: BEEF CRUMBLES W/SPP PKG-4/10 e o 98.95 USD
= | 10 [0 (woi34 [1 e NSLP  Entitlement Ready for Approval [V | 08/15/2020 T Eatusercd
2 BEEF CRUMBLES W/SPP PKG-4/10 v 197.50 USD
[ | 200 [] 100134 cs NSLP  Entitlement ‘o Ready for Approval [V | 08/31/2020 Pt
A—— Add more to order m

*  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 check box 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

BINEWAUGEE  FRELEH MU S

Operations > Order Processing > Order Management > Domestic Order Entry Full Scre
I My Transactions  Catalog | Entitlement View Cart: 2 Item(s) to the value of 296.85 USD

Your Referanca: | |

Your Description: [ |

Default Delivery Settings For ITtems

Deliver To: 5000915: NORTHWEST DISTRIBUTION SEmCE IMC, EMMETT, ID EI

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

J To change the destination on multiple line items; 1) Choose a destination above, 2) Check the "Deliver-To Selection” checkbox for those line items to be updated, 3) Click
I To change the destination on individual line items; 1) Expand the line items display below for a line item, 2) Select the new destination, 2) Click "Update".

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

Deliver-

To Requested Delivery i -
IE‘ Item Salection Product Quantity Unit Program Su! s Description User Status = Dat Tlnla'_llppr_lne i §

: BEEF CRUMBLES W/SPP PKG-4/10 Lo 98.95 USD

= | 100 [ 100134 cs NSLP | Entitlement - Ready for Approval [ ¥ 08/15/2020 i

: BEEF CRUMBLES W/SPP PKG-4/10 : 197.90 USD

=] | 200 [1 10134 cs NSLP  Entitlement o Ready for Approval [ % 08/21/2020 e mhes e
==

* 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

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

e Review your order
*  Are quantities correct?
* Didyou select the correct delivery location?
* Didyou hit “Update” after making changes?
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Proceed with Order

i)
S

)
j%‘l
!

22
n °

T

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

—
> Order Processing > OrderManagement > Domestic Order Entry

Operations

4
Ly My Transactions ~ Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 296.85 USD
) e ——
Transactions : Message from webpage X that you selected h been updated, the Deliver-to at the h level
Search For [v]
o Do you really want to send the order?
Created uested
D Type ~ [k s T o
D T T T T T T P
F 100 ] |woias [1 Jcs NSLP | Enttlement | DU [ Ready for Approval (V] | 08/15/2020 L5 1o e 100 18
PKG-4/10 LB
aEEr
CRUMBLES 197,50 USD
& 200 [] (w0138 [2 Jcs NSLP  Entitiement oo Ready for Approval [¥] 08/31/2020 .. o001
PKG-4/10 LB

*  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
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Confirmation of Receipt Page

I Confirmation of receipt

Sold-To: 4000451

Order: 1000364752 from 03/25/2019 14:12 Total Net Price: 5,927.17 USD
Customer (Number):  A-ISDE Unallocated (4009858)

Your Reference:

Your Description:

; - User Total Price
Item Item Details QTY  Unit Shatiss Unit Price
100352 : CARROTS FRZ CTN-30 LB
. . 5000620: AMERICOLD
Delivery Point: Ready for $5,927.17 USD
100 - s CORP, NAMPA, ID , NAMPA, ID 391.000 Cs Approval | 50.53 USD / 100 LB
Dg‘g:f"-" IVEY 08/15/2020

* 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.ldaho.gov
immediately to have your order declined

*  Print the confirmation page for your records
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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: How to File a Complaint, 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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Running an Entitlement Summary Report

e Loginto WBSCM

e Click on the “Report” tab at the top of the page

e Click “Entitlement: Management” in the left-hand column
e Click “Entitlement/Bonus Summary Report”

2/18/2021

(2 hitps:// partal.wbec moucda, gow/ P - & & || 55 Web Based Supply Chain Man... | = Enttlemnent/8
file Edit View Favontes Tools Help
x g Convert v [B Select

Iy ~ B -~ @ v Page~ Saey~ Toos~ - J H]

USDA United States Dapartmeant of Agncultune
| 2 Weicome Rosie K
#l Veb-Based Supply Chain Management '

- RedishibutionRedonation Detad Feport (5 Show Vasents
+ Vaiue of Commodiies Received - RA
+ Vihie of Mabadals Rocaisd - Mulh-Foo: Pogam= @[ R =
+ Muilti-Feod Requisibon Repon Program Year * & To L4
* Domestic Ship-To Contacts Report SOA Region Cade: ¥ [ ] 4
T _
Solt-ToState: < | ju)] To | i
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IMPORTANT NOTE:

Program Year is the later half of any school year (i.e., SY21-22 would be Program Year 2022)

e Fill in “NSLP” for the Program

e Fill in the Program Year (for example 2022 for school year 2020-2022)
e Click “Print PDF Output”

oo e W b0 |

| Home
Order Processing

Reports : Input Criteria

[0 Enttiement lianagement | Dpesecate | [ [§] Pt FOF Outpury=

EntitlementBonus Summary Report (0
Reset Valies

Program * & MSLE Ij A |

Program Year:* @ o . I »
SOAReginCoe: @ [ P
sion R Ra/soalumber Bl »
T Tnka: & _ =3
wie 00
\iariants
lanage Users. 2022
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IMPORTANT NOTE: Continued

e C(Click “Open”

tone | cpeaos | oo R b0\
Entitlement/Bonus Summary Report

i
. I Reports : Input Criteria

| Gy Execue | | (8] Pont POF Quipur =™

» RA EnitlementiBonus Deteil Report z i File Downbad ﬁ_-_‘__l
1 Entitiement/Bonus Summary Report Entitiement/Bonus Sllﬂ‘lﬂ"lﬂﬁ'

R e i Do you wand lo open o save bhis file?
i [reet Vs
- i Oy o
Ve o e Reosived - Wi Food Program Year:* $m o B Tim adibecobat?
. 2] s
Valiaof Mserisk Recaed-Domesi kPt | S04 egonCote: O[] portalabsar

WuliFood Requisiion Regort parsoameer B 00 [ [ Opn || See |[ Cocw |
e 41

whie les fiors the hteanet canbe wehd sone fescan potansally
harm pong computes B wou do rot i the souc &, do moll apen o
= e helle ‘whas hesici?
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Running an Entitlement Summary Report Details

EHI! Edt Yisy [Dooument Comments Took Advanced ‘Window sl
A H S S @ P T coweror - |5 conment aburhup v g Serd forReview + Bsecure s+ = Fome -

it SRR =) & + i H : [
M i sert g ;_qmmmm‘gQ- Bl H eles |- @ 0. tr|:;ﬂrr¢-
Entitlement/Bonus Summary Report : T
8014-To Program|Year|Beg. Ent. B0 Fresh |(Ent. Ozder |Hmt. Ending Bonus Order |Bonus
Balancs Amount Tokal Founds Balance Total Pounds
40B0744 NELE 2002 71,567 450,000 $18, 131 8,445 §8, 268 40 []
Anscnia
Anacuia, o7 l' i,
1 Becordis| [ILAESY 8,445 []

rial Favorites

E This is the dollar This is the amount of
Eg amount of USDA entitlement
i Foods that your remaining that you
- *ichcmlf:‘:rganimhnn can stll spend.
is entitled to for this
vear This is the ||
E entitlement dollar
g amaount that
4 vou've spent on
d USDA Toods
E already.
8
The first page of the report is not important — scroll to page 2, and this is what you’ll see.
[ | L
a o M4 292 [b b Q@ O FEREEE

4
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Running A Requisition Status Report

The Requisition Status Report shows school’s the current status of their order. It can be used to see if ordered
items have been submitted to USDA or cancelled, if delivery dates have been changed, or if items have been
delivered to the warehouse.
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Running A Requisition Status Report

Reporis : Input Criteria
¥ 3 Evternent Hanagement (D Execwe| | [ Pt POF Ouiput]

' isition Status Report @
| Resst Valves

Proqram o] u) 4
Feq DehveryDae: @ 5 To 5
Naterist o O A=
Soid-To Fany: A - | &
Ship.To Farty: L I - | 5
Fegun AN s | ol B &
Requisiion Humzer, 9 | ol T fu] 2
Requiskion Statuz. @ [m)] @
Sakes Order Number: @ —ﬁl To —ﬂ '*
Erdtement/ Bones: & —llfﬁ w

B varionts

e Once you’'ve logged into WBSCM, Click on the “Reports” tab near the top of the page
¢ Inthe “Detailed Navigation” box, click on “Requisition Status Report”.
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Running A Requisition Status Report

Requisition Status Report

]

Detailed Navigation

'+ O3 Entilement Management [ Execute | ][] Print POF Out

Y fequizition Status Re_:l-: . Requisition Status Report T

» Redistrbution/Re ep [Reset Vates |

= Walue of Commodiies Recsived - RA [ Show Varisnis

= Walue of Materials Received - Mult-Foo -

» Muli-Food Requisiion Repart Program: = Nslp | ( =
Feq. Defvery Date: B [oTiotrz01 To [D&rm0znt el

Portal Favorite s Materiat ] o 7o | = &
Sold-To Party: & [u] =
Ship-To Party: < [=]| »
Region: @ ﬁ To [j &
RegMedist Number: u] To | [u] 4
Aeqfedist DocType & iu)| =
ReqRedist 2Statis. < [ [0H| &
Req. Entitls / Bonus.: & —ﬁ
Sales Order Number: < [u) ™ | ]| =
Purchase Order: @ ﬂl To | _I:'J =
Shipment Recept Date: @ m To [ [ﬁl =

e Under “Reports: Input Criteria” Fill in the following information
o Enter” NSLP” for Program
o Enter the dates for the school year in “Requested Delivery Date” for the School Year starting August 2020, enter
“07/01/2019” to “06/30/2020”
o You do not need to fill in any of the other boxes

ADJUST SCHOOL YEAR DATES AS NEEDED - SY starting August 2021 enter “07/01/2020 to “06/30/2021”

e Click “Print PDF Output” — this will create a PDF document that you can read on your computer. you do not need to hook up
to a printer to click this button.
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Running A Requisition Status Report

@ Aequesition Stsbis Repart - SAP FetWeseer Portal - ‘Windows Intemet Enplorer [F&ETTE I TER '|
@ I\-_‘_r' | 8] Wnpsr portats b o aisda.g o - & | S| e | x |n Aongie P =]
T Favormes g Feguinbien Stebus Reped - SAD MetWasvar Partal fi » B * ) @ v Fagew saretyw Tookw v 7

USDA, untes s

4
Hepowis - inpat C ritens i

¥ I3 Exblicment Monagement [CBs Exomeste | {5 Frint POF Cutput |
- NeftrFood Received Suprnt Anport o
= Raconed Shipmes: fopor Requisition Status Report
= m— Resel wakies |
= Vaue of Camriodties Sacaived - RA i =
L m‘% Reoehed - Muli-Foo i lics Do weeis vk 1o opon o save thio file?
= Qirder Stabea Reoport Faq. Dairvary Dets B3 | ormi iz
= MW Calvory Caisdar Ropor Material @ | (3‘ Heme: ReguishisnSlabusRepart 2
= Siocky "m : Saki-Tn Farty . [ s00573 i Tppe. Adabe Ao obal Do
* Ve of Mateilsk Recebed - Temestc Ship-To Party @ brean
= Nalt-Fand Resusion Gzpor j
= Domestic Price Support Restt Fisgion e[ [
-mnﬂrm FagPadial. Mumbar @ |
I e
FegFedil # Siatus: % | Ve fies fom the Imerss con be aselul, some e can palemaly
* Congasdaie 2
iy R hors: Fin. Entie £ Besis > | @ :::: El’q\:lﬂﬂ.tﬁ I‘I;A:u dc:__m'l Fus the sourse. da not open o
5 wmﬁ“w.‘l Sl O 8 RuFliEr @ |
- Manags Users Furchoae Oeder 2@ | w Teo | [la ] =
»  Fequiskhon Stetus Regart Shipment feceipt Dare O | _;E To [ ﬁ 3
+ SO Entfament Budpating for WELP —

e When the file download box pops up, click “Open”
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Running A Requisition Status Report

BB Renuis@ion Stetim Repion - SAF Mefiemier Portsl - @indows Infermet Pepones

@\h‘_;- =3 hr‘]);. ' vl £ 4 v Legechie (e - u‘]:'.hlty-f)g [ B Gogte ) 2

2 = Bl = = osm = Pagaw Saforyw Toak v @@= i

Fauniitar | G Requaition Status Repon - SAP HetWsrer Parol

Fale b View \Windew Help
) B & o= B | &1 e | (= o | eesw -] | | S | e Tools | Sion

Requisition Status Report

Usmz 1 EPUBCERNG $01 Hary sruogas

Salastism Cricaris .
Prugsas ILE1 | EQual Lol EMELP

Hug. Dwlivesy Omkbe IIS] [HeTwees ... and ...} OT/0L/20L3 & O6/30/3014
macerial ALL
Beld-To FaEty ITE] [Egual tal A0UETIL
SEip-te Farey ALL
g 1o ALL
Eag/Rediac. Hesber alL
meg fRediat. G Ty alL
Bag/Redisc. & Otacos alL
Bug. Entlcle / Boous ALL
Palee Oxdor Mumkaos all
Puzcheass Scdes ALL
Bl . P e Bk miL
Descripeion The Begquisition Fratue PBeaport provides the current status of the reguisition alemg
W1LR Ehe Redg. OEASE Lime ICem #, Delivery Perlod, Frogesm, EAELCLeEenC Bonus
M

Acalgnatlon, Quantiby, Ship- ko # and . Matswiml, Valus, Sales Order and Lins
Itom #.

mage 1 0 wd B Thmnding B SR 11 0%.00 cuw

e The PDF of the Requisition Status Report will open up. The first page will look like this
e Now scroll to the second page
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Running A Requisition Status Report

e Tﬁ'.\i P

File Edit View Window Help b
= . "5 = | | | = [ & i i
d2) B & s F %l't l_.lJ .-’9|_— 4+ | casn | - | ﬂ[ﬁ, = B2 | " Tools | Sign : Comm:rll|
-
Requisition Status Report
= -/ Rediat . l:&. vary (Program|@at. (E] |Oedar OoM|Ship.Te Macerial Ordar falea Ordar|Order
ar/Item |(Redie iod Bonus (B QEy . valus & Item & ftatus
1000087 BT4 Bamdy Eocuf11738/3011 |HALE = 20 |ea |coo1zio 100101 21, 62000
inw Approval BE [NELLRT CHIOEEN
TOES PEALOENUT ST BYSED ST 4D
correEsTER wr [ te
106008 TETS resdy fo 0%/15 73013 |movr = M |co  |5003510 110080 #3,4T73.50 =
300 ADDEGTEL EE LNELART CHICEEN OVEN
ERED FOODEERVT TR HOABTED FRE
COLCHMESTER WT |8 ¥C CTH-30
"]
1000057874 Roady fos{13725,3013 |woLr = ¥ |cB  |S003530 110080 E3,2TF.50
406 Approval EETHEART CHICEEN OVEMN|
EREQ FOODAERVICE ROAITED FREL
y COLCMESTER WT |8 BC CTN-30
1
1060087 874 Approved [§8,/327201) [wozs = 3% [=a [5es3E3D 10084E #534.C0 |EA0OLEITIL Approved
o0 by OmA R IMSLART O WEOLE 100 aEL
ERBY POOCOERVICR FRE CTW-&/E
wE
10 BO0ET HTE Approved |07/31/32011 |WELR = 2 B [S00ISI0 100171 51, 782,97 |SOD0LE4ET2 Approved
w00 by ana B INHAGT TURLEY 100 by EBA
ey FOATETTT OF WEELET BELT
COLCMERTED VT | FOE oTwodD
s
1000057874 ff (meady foofWi 33 3024 wozw | 0 0® FE R EDETE 100131 | emasee |
T Approwal WE [RRLART TUREEY
ERED FOODSERVICE BEEARST DELT
COLOMESTES VT | FEE CEw-d0
B Ls
106008 TET4 rpproved |0%/3 3013 (morr £ 26 |os  [S003530 1001%5 $1,813.3% |SO00L53T45 Approved
san by Oha EE THELART TUREEY 156 by Shi
mEn FOUCSERVICE ROASTS FRZ
COLCRESTER WT | CTw-32-48 LA
100008TETA meady For|1d/2%5/2301) (moow B 15 |es [SODISI0 100119 FEIH.O0
L1 Approral BETERDLRT TOREEY TROG
mng FOOCAERVICH FILLING
coLcRESTER Vr | ovw-30 LB
rage 3 g of 3 Thurecay Si 253820 12.31.82 cuT
= fa = &

e The “Reqg/Redis. Status” column shows the current status of your order for that item.
o Refer to the WBSCM Status Definitions document for detailed explanation of status.
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Running A Requisition Status Report

EEXETTE = RequistionStotusRepor 201304 25111, pet - Adabe Reader Fo e = I
[miztm]
- Fide Edrt View Windew Hap -
é] Q Ig o 9 g B=d | & 3 |a8 | () (o) | 686 | w = @ | = EF | s Tools | Sign | Comment
Regquisition St & Raport
Req./Rediot. Reg, /|Deliw am [Ent . (E) [Ozdr Ehip-To Material |Ordex Gales Order|Order
order /ICem Redistc. |Fari Boous (B Oty valus & Itam & Status
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LooonETETE meady £o|il/3073083 |weie = T8 == |s6sazsa FETTTT) 3i.928.08
00 pes———1 oA e
omg roccamavTos DEeEn ere-ao
. ve |im
LoonoRTaTE meady Cor|ewsineanis et = 3e s |awssman 1a0080 s2.173 .20
o0 Approval L NTLA BT CHICEEN OVEN
zemg rocTeEmeIcE RoRDTED rRS
. covcumaTEm v B ve cTw-3e
= Consoldaie Reo LOVODETET & Ready Cor|l13/16/1013 |WeLp = ¥ |ow SOAREI0 1A0080 2.17F .50
400 r———l—— mEzTLAT mrorEw ovEw
= Lisiof Materists, =nmy FOGTOERNYICE ROASTED FRE
= Manage Ra Catd A el T
Fr——
- LOOOUSTET4 AP "8I AF30ND - IS S0eaTI0 LEDR4G #324.,50 |S00DAEDITIA AppTaned
= Phacpsiniion. Chely 500 by oun EDEIEANT e mEoLE e Ly oan
* S0 Enttlament| EE FOGDEERY T CE FRE CTN-605
-, COLCHESTER VT |LB
LOUOONTET4 AppEaved HSLP = 22 |cs sOIsI0 100121 S1.THZ . $T |SO001EEETE Arpraved
&0 e U Y AW T NMART TUREEY e by ADA
=m0 FocremEToR nEmAsT TELT
coicmmaTER v |Fmz cTw.ao
s
L0008 TET4 Beady foF|03/31,1014 |WeLp = 15 |c=m SO83530 100121 $1_215 _&&
To0 AppEeval FEmEImAST ToREEY
zeme rescommeros mEsaT DEns
COLCUEITER YT TR CTTE-40
L&
LO00OSTET4 Approved |03/30/3013 [waLr = 26 |cm FO23%I0 12013% £1.932.3% |S00014ATAR | Appraved
»0-0 by DoDn RO TNEIART TUREEY e by oDn
o= o nemme T on wonmTe R
OO ER_WT CAN=3E- 48 L
LconoRTETE weady fox|iz/a5,3023 [waie = iz o= |swsazao 100128 s82s.00
w00 RpEproval W HTART TUREEY TROO
zamg FoCCEERYICE rILLING
" e a0 e
£l | rags 3 ¢ el B ) Thunslsy 04367202 12:33:03 coT
Done -

e When the Status has changed to “Approved by SDE”, check the “Delivery Period” column and the “Order Qty” column to see if there
have been any changed to the initial order.
e For some items, the State may have moved the delivery period forward or back in order to share a truck with a neighboring state.

e larger school may notice that the quantity ordered was adjusted up or down by a few cases- this allows the State to order a full
truckload.
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Running A Requisition Status Report

(- [ oI i s - F== A
B | @ () [ ]re| (= o [ [-] | HIE| & 2 | e
Requisition Status Report
Bmg. /Recdist . (Reg. J|Dslivery |[Program|BEot. (B} |Order |ToM|Shio-To Matsrial Ordsr Salss Ordesr|Ocdsc
Order /Ttem Redist . [Feriod Bonouas (B} |Gty . walus & Ttem # Status
Typa 5 Laaw
LOFOCRTETS ARady Cor|ilsl0F3003 |HSLE B 2o [ca |seoassc icoa03 51,838,088
ane hoproval EETHNHAET CHITEEN
IEED FOCDIEEVICE DICED CTH-40
oorommaTED UT 1B
INSNOSTETE Bsady Cor0315/1009 |MELD u 0 |cE  |+e0asan 110880 §2.175.%0
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e You can print or save this report for future reference.
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WBSCM Status Definitions

A ] _I __I b A | New Session | Log off
Web-Based Supply Chain Management

History Favorites Welcome: Ms. Teresa Goodsell

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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Running a Value of Commodities

Received - RA Report

The value of the Commodities Received Report shows Recipient Agencies
(RA) the value of the USDA Foods received during a defined time period. The

report provides information that Business Managers may need at the end of the
school year.
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e Once you’ve logged into WBSCM, click on the “Reports” tab near the top of the page
e Scroll down in the box on the left side to find and select “Value of Commodities Received — RA” report
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¢ In the “Report: Input Criteria” section, fill in the following information
o Enter “NSLP” for National School Lunch Program or “TM_NS” for Trade Mitigation — NSLP orders
o Enter the desired date rage under “Req. Delivery Date”
o Sold to Party will auto-populate with RA number

e Click “Print PDF Output” this will create a viewable PDF document

When the File Download box pops up, click “Open”
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The “Value of Commodities Received Report” PDF will open. The first page will look like the screen shot
above, now scroll to the second page.
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e The total value of USDA Foods received during the defined period will display at the bottom of the report.
e This report can be saved and or printed
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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: How to File a Complaint, 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
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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https://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
https://www.fns.usda.gov/usda-foods/how-file-complaint
mailto:program.intake@usda.gov
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