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Setup WBSCM Accounts for your Staff

Follow these steps if you need to set up accounts for other
staff at your school or organization. These may include:

* Food Service Director

* Kitchen Manager

* Ordering Manager

* Claim Specialist

* Business Manager

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




Create a New User-Personal Data Tab

Click on personal data tab.




Personal Data Tab Filled

User Details

Personal Data Role Data Admin Data

Company: 0004000451 Stest Address: (650 W State Street
User D: oy Boise
s Tite. - 2 Code 83702
Email and last FirstName:=  [Frst Country:* Usa
name must LastName:=  [Last State Or Province: [Idaho -
match the Emait* email here Time Zone Mountain Time (Denver -
eAuth Fax
account Mobile Phone:
Phone:

[Save | [Cancal]

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.



Role Data Tab

User Details
Personal data Roledata |  Admin data
Avaliable Roles Current Roles.
Order Manager - RA # Order Manager - RA
Org Admin - RA Org Admin - RA
| User Admin - RA
View-Only - RA
Make sure to
add

appropriate
roles

Make sure to Add appropriate roles for the employee (see next slide for definitions of roles). Click add one at a time.



How Role Data Applies

v’ Org Admin-RA and
v Choose Order Manager-RA for v' User Admin-RA for those that plan
those that planto place orders to Create/Modify access for other
employees

v Anyone wanting to View Reports,
includingthe order manager, will
need View Only-RA access

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.



New user-Save

User Details
Personal data Roledata | Admn 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

T

When you dlick
uGave” thenew
user email will
automatically be
sent to the new
user

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

Welcome to Manage Users

(@ user Created Successfully.
Al required fields are marked with a red asterisk (*)
Organization Selection
Org Search Criteria:= Search | [Reset
[Reset To Top Org
Organizations
= 1D Dept. of Education

User Search

User Search Criteria:*

First Name. Last Name Last Logon Date
First

L A —

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.



WBSCM_USER_REGISTRATION@AMS.USDA.GO <WBSCM_USER_REGIST

\\\\\

Action Required: Register USDA WBSCM User Account

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

This email is for the individual identified in the greeting line and cannot be shared with any other user.

Dear First Last, P

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

In order to access this account, you will need to have a user ID and p d in the USDA

System. At that point you will be able to complete your registration with the WBSCM system. The three step
process listed below will help you complete your registration with WBSCM.

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.
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User Deleted Successfully

uuuuu
Welcome to Manage Users
Personal Data. Role. Admin Data
................ E—p )
e A et fecs e manted w3 1e¢ astensk
™ ] zpowe
Selection User Search
Fst Name Country usA L)
"""""" Sute OrProvece O S e EDIET e S e ERIET
’ oo o] Tme Zove i (e ]
R Oy Frsttns Lthame Lo
cbie P — R
Free + D0t el
ity User ) G Uoer] S—
[Createew Use

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



WBSCM Registration for New User

1. New user needs to create an e-Authentication (e-Auth) account if they don’t have one.

2. Once the e-Auth process is complete, you will need to go back to the WBSCM user registration
email generated from WBSCM to the new user.

3. Followallinstructionsin the WBSCM email includingstep 2 and answer the “Rules of Behavior”
question to complete the registration process.

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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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!

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...

eAuthentication Login

LincPass (PIV) ? User ID & Password ?

User ID:

CLICK HERE TO
Password:
LOG I N 1 forgot my User ID | Password For assistance with log-in issues
WITH YOUR contact:
.
Llncpass (PIV) REGISTER eAuth Help Desk:
Cha my Password 800-457-3642
eAuthHelpDesk@ftc.usda.gov

WBSCM Help Desk:
877-WBSCM-4U or 877-927-2648
WBSCM.servicedesk@caci.com

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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USDA Non-Discrimination Statement R b

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,fg. 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) mail:  program.intake@usda.gov

This institution is an equal opportunity provider.




Questions?

USDA Foods Team

Idaho State Department of Education
650 W State Street, Boise, ID 83702
208-332-6800

USDAfoodsteam@sde.ldaho.gov

www.sde.ldaho.gov/cnp

USDA FOODS
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an Entitlement Summary Report

Log in to WBSCM

Click on the “Reports” tab at the top of the page

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

3 Mitps’ fpartalwbiom usds gow' D - & & || 5 Web Based Supply Chain “"'l

File Edit View Fevortes Tools Help
x & Comvert ~ [3) Select
Eh ! v ‘@ * Page~ Salety ~ Took * av a] @

Unted Slaes Deparimant of Agncuitue

i Web-Based Supply Chain Management o e

* RA EnstiementBanus Detail Report @Buuh | @mmm

'— ‘FB 1
nus Summary Kepert |2

B stow vadents

Program: * @ [ ol
Progmm Year = @ Te
SOARegonCoce: @ [ LN
R J S04 Mumper, [  YOUSBET

Sop-Tosme © [ O To

LB L L L

i

WW Shipment Repot "
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s Fill in “nslp” for the Program
e Fill in the Program Year (for example 2020 for School Year 2019-2020)
e Click “Print PDF output”

e [
Order Processing . - _ . _

Entiflement/Bonus Summary Report
M i

Reparts : Input Criteria
O Erttement isnagerent B execute] [ prnt FOF Outpurr==
+ RA BtenertBons Dt ot :

) Entitlement/Bonus Summary Repord EntitiementBonus summﬂ'}' REPOI’t m
MutiFood Receied Shipment Repert Resel Vaues
Received Shent Repor | "

; o & sl |
R e
Vilie ofMalrs Recehed-MulkFood. | | PoonYesr V| 2020 | Pl v
Value of Matzriaks Recehved -Domeste 8Pt | SDARzgonCode: © | D ) 5
Mt ood Requisiian Report RAJSDA Numer: 5 (400078 5

S | &
e (& Variants




e Click “Open”
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Entitlement/Bonus Summary Report Details

B2 Adobe Acrobat Professional - [EntitlementBonusSummaryReport_20110329[1].pdf]

ZFIIE Edit View Document Comments Tools Advanced Window Help _ x
;Memmﬂmnslmn 2P aGEG A ﬂs-ealch.:: T Creste PO + |+=) Comment & Markup ~ 7 Send for Review + &) Secure + # Sign ~ = Forms +
[0 oo | @iommtomnron | @+ (| (5[ 5] © [m% |- ® 3+ wr[ @vee- =

® Entitlement/Bonus Summary Report : ra—
5
E
§ S0ld-To Program|Year|(Beg. Ent. DOD Fresh Ent. Order |Bnt. Ending Bonua Order |(Bonus
Balance Amount Total Founds Balance Total Founds

4000744 NSLP 2012 473,597 450,000 415,331 8,445 $8,266 30 0

Ansomia

Ansonia, CT 11 M

1 Recordis) $15,321 8,445 ITh 80 o
4
g —_—
ﬁ This is the dollar This is the amount of
& amount of USDA entitlement
af Foods that vour remaining that you
- school/organization can still spend.

is entitled to for this
) year. This is the J
g entitlement dollar
2 amount that
f‘ vou've spent on
7| USDA Toods
§ already.
E
a
The first page of the report is not important — scroll to page 2, and this is what you'll see.

]| _ R
o 4 4| 202 [ ) bl | © O | |l | = & 6L

JdC ] M
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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.

1/14/2020 Entering an Order in WBSCM 23



Domestic Order Entry

Neb-Based Supply Chain Management [ﬂm

History Faygeites

Home Operations Admin Reporis Help

Order P ing o laint Administration Recall Administration

Cperations = Order Processing = Order Management = Domestic Order Entry

File Uploads/Downloads
I My Transactions Catalog | Entitlement

Catalog Maintenance /
Order Management

=« Consolidate Requisitions
p——— -
. Domestic Order Enfry ﬁl]‘r:;::"

[+]1sFsPp I Entitlement
= Full Truck Load and Tran...

[-IMSLP
o [-1Direct Delivery
= Redistribute Order Quant. .. [-1Meat .
. Returned FMS Orders [Hpouﬁ'r';'ue'“e"' Overview
- +]Fish
Enfitlement Management E_'_}, :5 ctables Quantity
i [+]Beans (Cannad and Dry)
Shipment Receipts [+]Fruits (Canned, Dried, Fresh, Frozen]) 1
MW Delivery Calendar [ Pice s
[+ ]1Dairy
[+]Grains L 1
[+]P=sta/Rice f=3

[+]Flour
[+]0ils [
[+]PeanutySunflower

[+]Processing Diversion ]

[+]TrM_NS =

[+1TM_SF

24 e —
s

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

1/14/2020 Entering an Order in WBSCM 22



Catalog Selection

Cperations = Order Processing = Order Management = Operations = Order Processing = Order Management = Operations = Order Processing = Order Management
IMV Transactions Catalog | Entitlem IMv Transactions Catalog | Entitlen | v Transactions  catalog | Entitte
S—
Product Cat
Product Catalog
LF | ExTenosed SEearcn )
[+]nsiP
[+]sFsP
[-INsLP
. [-|Direct Delivery
QuickSesren| | [+]Meat

Quick Search @ [+]Poultry
[+]Fish

= e perates
E| Extended Search [+]Beans {Canned and Dry)
[+]Fruits {Canned, Dried, Fresh, Frozen)
IE Extended Search [+]Juice
[+]NsIP Hnaiw
+ ]Grains
[+]sFSP [+Jpasta/Ri
[+]NSIP [-JnsLp e
[+]5FSP [+]Direct Delivery S EG— o
_ [+]Processing Diversion [+]Peznut/Sunflover
EI}:!:L:S [+]TM_NS [+]Processing Diversion
[+]TM_SF [+]TM_SF [+]TM_NS
- [£]TM_NI R
[+]TM_NI [+]TM_NI

*  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.)

1/14/2020 Entering an Order in WBSCM 25



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”

1/14/2020

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

26



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

1/14/2020

Entering an Order in WBSCM
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Quantity and Delivery Date

Operations = Order Processing = Order Management > Domestic Order Entry

IMV Transactions Catalog | Entitlement Transaction in Process
‘ Return to: Entitlement
[+]MSIP
[+]5FSP I Product Details
[-INSLP
[']EEi"]E'Et Delivery Product Mumber: 100158
-]Meat
Entitlement MName: EEEF FINE GROUND FRZ crl—tu:u

[+]Poultry LB

[+]Fish Price: 108.36 USD

[+]vegetables

[#+]Beans {Cannad and Dry)

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

[+]Dairy

[+]Grains

[+]Pasta/Rice

[+]Flour

[+]ails

[+]Peanut/Sunflower

[+]Processing Diversion
[£]TM_MS
[+]TM_SF
[+]1TM_NI

Full Truck Load Quantity: 1000.000

| |

Delivery Date Order By Date

107/15/2020 I

07/31/2020 Il

[08/15/2020 [

08/31/2020 [

[naremnan 1

1/14/2020

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

Entering an Order in WBSCM

28



Operations = Order Processing = Order Management = Domesfic Order Entry

| Entitlement

I My Transactions Catalog

Transaction in Process

[TT73UTZ020 [UaTZZTZ020 i I

[12/15/2020 | [04/22/2020 I |
101/15/2021 | [04/22/2020 I |

[+]NSID B 01/31/2021 | [04/22/2020 I |
[[*}ffsig 02/15/2021 |[04/22/2020 I |
[-1:Eir]eh:taa Delrey 02/28/2021 | |04/2212020 I |
Entitlement 103/15/2021 | [D4/22/2020 I |

e 033172021 (042212020 I |
e e P 04/15/2021 (042212020 | |
[:}JFEET {Canned, Dried, Fresh, Frozen) [04/30/2021 | [04/22/2020 I |
E+]Daifyr [05/15/2021 | |04/2212020 I |
ietir [05/31/2021 | 0472272020 I |

— [06/15/2021 | 0472272020 I |
e or e 06/30/2021 | [04/22/2020 I |

[+ ]Processing Diversion

[+]TM_NS
[+]TM_SF
[£]TM_NI

1/14/2020

Once you enter the appropriate cases for direct delivered items or pounds for processing diversions select

“Move to Cart”

Entering an Order in WBSCM

Move to Cart iE——

Move to Cart

29



View Cart

2stic Order Entry Full Screen | Optio

¥ view Cart: 1 Item(s) to the value of 98.95 USD

l Entitlement

Overview Product

Product Number Price Delivery Period  , Order Due Load
(Pregrem { Sub- Name NolaterThan o antity
— 100154 s BEEF COARSE GROUND 04/01/2020 - 03/31/2020 -
B (NSLP / Entitlernent) FRZ CTN-60 LB LoaZuel 11/15/2020 10/15/2020 S2Honne0
[ 1 fmy 00134 BEEF CRUMBLES W/SPp 08/01/2020 - 07/15/2020 -
cs 5 | (wsLp / Entitiement) PKG-4/10 (B 96.53uUs0 11/15/2020 10/15/2020 1000000
‘egatables
ERIE i e e et e 100188 BEEF ROAST ROUND FRZ 02/01/2020 - 01/15/2020 -
Do not click in {"‘%J‘:‘i."e ; : 3 (NSLF / Entitiement) CToi-38-42 1B 160001150 0£/30/2020 06/01/2020 10000
Er L1 BORK PICNIC BILS FRZ
- 5 : — 100193 PORK PICNIC BNLS FRZ 03/01/2020 - 02/15/2020 -
this areal You will Ezgmr‘m e (NSLP / Entitiarment) o TR 1.11 UsSD oa/i%72021 ot 40020.000
lose everything in [+]Processing Diversion i
your cart! v X

Products Per Pace AIIE'

*  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
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Choosing Correct Delivery Location

Home Operations

Admin Reports Help

. Operations > Order Processing > Order M t > Domesic Order Entry Full Screen | Opti
Fil?ﬂiﬂm I My Transactions Catalog | Entitlement [E view Cart: 2 Ttem(s) to the value of 296.85 USD
. Order: In Process
Sold-To: 4000451 :
1 Total Net Price: 296.85 USD
P Custormer Number: 4000451
Search For Orders il Organization: ID Dept. of Education
Status Open 2} Your Reference: |
Crentad By Myself ~] Your Description: L ]
Craation Date Sincs Yestarday LI Default Delivery Settings For Items
1D Type Transaction .‘_"._.l Deliver Te: S000915: NORTHWEST DISTRIBUTION SERVICE INC, EMMETT, ID v @
To ch. the destinati e b Mﬂﬂl‘lll 1) Choose a destination above, 2) Check the "Deliver-To Selection™ checkbox for
12 those lina items to be updated, 3) Glick "Update" (Tip: to update all line items, check the "Dellver-To Selaction checkbox from the
- table hildvmbdwhdud:lﬂﬂm]
To hang t!m) on i jual line items; 1) Expand the line items display below for a line item, 2) Select the new
jon, 3) 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.
Requested
To =
Emmwwumm H_' Description User Status Delivery 1;::';:‘::
1 s
BEEF |
& 10 OO 100134 cs NSLP  Entilement [WONBLES [ Ready for Approval [V | 08/15/2020 L5 3o ooy ab0

1/14/2020

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

Entering an Order in WBSCM
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Assigning Delivery Location

Home Operations Admin Reports Help

Order Processing ~ Complaint Administration ~ Recall Administration

Operations > Drder Processing > Order Management > Domesnc Order Enfry Full Screen || Opti
File Uploads/ownloads I My Transactions Catalog | Entitlement & view cart: 2 Item(s) to the value of 296.85 USD
; : Order: In Process
~ Catalog Maintenance Transactions I '
Sold-To: 4000451 y
Taotal Net Price: 296.85 USD
Customer Number: 4000451
Search For Orders ﬂ Organization: ID Dept. of Education
Status Open l‘ Your Reference: | |
Craatad By Myself ] Your Description: [ i}
Craation Dats Since Yesterday ﬂ Default Delivery Settings For Items .
1D Typa Transaction _‘,_','J Dalivar To: 5000915: NORTHWEST DISTRIBUTION SERVICE INC, EMMETT, ID w @
To change the destination on multiple line items; 5 1) Choose a destination above, 2) Check the “Dullwr-To Sclu:bbn dwdﬂm-: for
D those line items to be updated, 3) Click "Update” (Tip: to update all line items, check the "Deli kbox from the
tllill hudor row hlow to l:lud: Iﬂ Rm)
m dual line items; 1) Expand the line items display below for a line item, 2) Select the new

delﬂl‘lll‘luﬂ. 3) Click "!.lpdnn

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.

To ; 5 Sub- ol Requested Total Price
|z| Item s Product Quantity Unit Program e Description User Status Delivery Umik Price
Date
L1
BEEF ,
=] | 100 [0 w013 [1 cs NSLP  Entitlement \n NS5 [ Ready for Approval [V ] 08/15/2020 L5 10 ety 1001

* 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

* |tis possible to place an order with multiple delivery locations, however, the Stage agency does not

recommend this practice

1/14/2020
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Update Quantity or Delete Items

PTETTE- TR FRELE] P U

Operafions > Order Processing = Order Management = Domestic Order Entry

Full Scres
I My Transactions Catalog | Entitlement View Cart: 2 Item(s) to the value of 296.85 USD
Your Referance:
Your Description:
Default Delivery Settings For Ttems
Deliver To: 3000915: NORTHWEST DISTRIBUTION SE!&\.‘TCE INC, 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 chedk 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, 3) 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 = -
EI Ttem Selection Product Quantity Unit Program f::; Description User Status quuﬁlednl LR 'I:ia:llpr_!m i)
L]
= BEEF CRUMBLES W/SFP PKG-4/10 % ) ‘98.95 UsD
= 100 [0 w0134 1 |cs NSLP  Entitlement CF Ready for Appraval [~ | 08/15/2020 s aR e
2 BEEF CRUMBLES W/SPP PKG-4/10 = 197.90 USD
[=] 200 O 100134 cs NSLP  Entitlement Ready for Approval [V | 08/31/2020 e Bl
Sr— ==

*  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

BINEWAUGEE  FRELEH MU S

Operations > Order Processing > OMErManaggment > Domestic Order Entry

Full Scre
I My Transactions  Catalog | Entitlement View Cart: 2 Item(s) to the value of 296.85 USD
Your Referanca: | |
“our Description: | |
Default Delivery Settings For ITtems
Deliver To: 5000915: NORTHWEST DISTRIBUTION SERVICE INC, EMMETT, ID [+]
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 "Update" (Tip: to update all line items, check the "Deliver-Te Selection” checkbox from the table header row below to chedk 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 v : Sub- S Requested Delivery Total Price a
IE‘ Item s,EleE‘hm Product Quantity Unit Program 5 Description User Status Dat Unit Pri ™
= BEEF CRUMELES W/SPP PKG-4/10 h f 98.95 UsD
= | 100 [ 100134 cs NSLP | Entitlement - Ready for Approval [ v | 08/15/2020 T
2 BEEF CRUMELES 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, otherwiseyour 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

* 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

e

T 0
<7
-l

7
e

9 |

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

=
Operations > Ord = Order Management > Domesiic Order Entry

k My Transactions Catalog | Entitlement View Cart: 2 Ttem(s) to the value of 296.85 USD

5 g e
—— m Message from webpage X hat pots saleciad b been updated, the Deliver-to at the header level
Search For | Orders [v]
P n Do you really want to send the order?
Created | By Myself
Creation Date | Since Yesterday ] [ . Description User Status n;&ﬁav '{::: rice
1D Type | Transaction =2 [
fin} | T I | T [ BEEF
F 100 ] |woias [1 Jcs NSLP | Enttlement | DU [ Ready for Approval (V] | 08/15/2020 L5 1o e 100 18
PKG-4/10 LB
BEEF
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 over
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Confirmation of Receipt Page

[M&M&ﬁﬂﬂulmtﬂm & _Tran ion in P

I Confirmation of receipt

Sold-To: 4000451

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

Your Reference:

Your Description:

: . User
Item Item Details QTY Unit g -iis
100352 : CARROTS FRZ CTN-30 LB
. . 5000620: AMERICOLD
100 Delivery Point: ~ coRp, NAMPA, ID , NAMPA, ID 391.000 CS ';‘::l'___"rz::{
ggtg:ested Delivery 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

1/14/2020 Entering an Order in WBSCM

5,927.17 USD

Total Price
Unit Price

$5,927.17 UsSD
50.53 USD / 100 LB
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I
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.

39



Z

Requisition Status Report | Back
alyl i
¥ L Entitlement lanagement [ Execute || [ [ Pt POF Output |
+ Recelved ShgmentRepod e fuisition Status Report @
8l Requisition Status ReporiiiCaul
o A ; Program: @ )
= Value of Materials Received - Domestic S —— -
- MutiFood Requistion Report Req. Deiivery Date: & . E _____ To 7 Y
Materiat O O B e
Portal Favorites Soid-To Parly: o —@ =]
$hip-To Party: ® ] ¥
Region: @ . To E F L
Requistion Number: 4@ N = o
Requistion Status: < | jm) LY
Sales Order Number: 7 To ) LY
o

Enitlement / Bonus: @ ]

E; Variants

* Once you've logged into WBSCM, click on the “Reports” tab near the top of the page

¢ In the “Detailed Navigation” box, click on “Requisition Status Report”



Home Operations Admin Reports Help
Order Processing
Ihqmslborr Status Report

¥ [0 Entitlement Management | @» Execute | | { | Print PDF Output |

= Multi-Food Received Shipment Report

. Requisition Status Report @1

= Redistribution/Redonation Detail Report Reset Values

= Walue of Commodities Received - RA &1 Show Variants

: Walue of Materials Hﬁ:j;:e:; Multi-Foo S q m
Req. Delivery Date: lﬂl @ ﬁ To wsnm*é

Materat Bl o [ [u) ;

Soid-To Party: ®
Ship-To Party: < ﬁ 4
Region; A =] o[ [ g
RegRedist Number: <[ |9 L CN I = 4
Reg/Redist. Doc.Type: < 4
Reg/Redist. # Status; < 4
Req. Entitle / Bonus: A = |
Sales Order Number: <& To .
Purchase Order: < |—D| To I—IQI
Shipment Receipt Date: <& @ To |_ Eg|

¢ 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

e Click “Print PDF Qutput” — this will create a PDF document that you can read on your
computer. You do not need to be hooked up to a printer to click this button.
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& Requisition Status Report - SAP NetWeaver Partal - Windows Internet Explorer

@ L\_J * |g hitps://portalwbsom usda.gow

i Favorites €8 Requisition Status Report - SAP NetWeaver Portal

USDA e
S V/eb-Based S

ik uﬁlFoj ‘?|)‘&|IG:W§-E
g = Pagew Safety~ Tools™ i@~

come Mary Krueger

rts : Input Criteria

[ Execute | || [&] Print POF Output |

Requisition Status Report @

Reset Vaes |

Frogram: “E

Req. Deivery Date: A [07i0i /20|

natarial 2| ﬁ-
Sold-To Party = (2006721 i
Ship-To Party: @ [

Reglon: @[ 1
Req/Rediel Number: ¥ |

Reg/Redist, Doc Type: & |

Reg/Redisi # Status: @ |

Sales Order Number. |

Do you want 1o open or save this file?

Neme: RequistionStatusPepart ~T130425 paf
Type: Adobe Acrobal Docu” GKB

While files from the Intemet can be useful. some filcs can potertially

Req Enttie f Bonus: 1 '@ ::: rmo:'ﬂf:ﬁﬁhms f you do net trust the souree, da ot open or
What s tha rigk?

Purchase Order. & | :I:'I
Shipment Receipt Date: < |7ﬁ

To | [m ] T
L I - g

* When the file download box pops up, click “Open”
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&8 Requisition Status Report - SAP NetWesaver Partal -

@v w | & hitps:/iportalwbsem.usda.goy

e Favorites

@ Requisibon Status Report - SAP MetWeaves Portal

Windows Internet Explorer

Google

| 1 RequisitionStatusReport_20130425[11.pdf - Adobe Reader
Edit. View Window Huelp

& T3 [ & E

[1 ]9 | =) @0 (oo [ -] | = [ | & =2 | 5 Tools . Sign

Belection Criteria

4L

Dione

Requisition Status Report

ERUECERMOOO1L MAry Erucger

Drogsam [I8] [BQual te] HSLD
Feg. Delivery Date [I8] [BeTweesn ... and ...] 0770172013 & O6/30/2014
Macerial all

Sold-Te Parcy [I8] T(EQual ta] 4008731
Ship-To Parcy All

Region all

Reg/Redist. MNusbsc A1l

Rag/Redist . Doco.Typs a1l

Reg/Redist. # Status A1l

Beg. BEntitle / Bonue All

Salse Order Number all

Purchase Crder All

BEhipment Recsipt Date a1l

The -quiiu.l.:m Er.u!.u- Iltpdl:l. *_—u—ovld.i the current status of the :-q'ul.t1tj.:rh aln:mg
with the Redq. and Dalivery Pariod, Program, Entitlament/B
dAeanignatlon, l;»unnury mup n‘: ﬂ hﬁﬂ Hamea, Material, Value, Sales O!’dﬁk‘ A Lum
Itom #,

rags i ( of & ) Thursdeay S4/38/380F 233083 cov

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

I_H_IE

Comment | /




ML)

Ao

Dane

1 RequisitionStatusReport_20130425[1].pdf - Adobe Reader

File Edit View Window

Help

||!§ !, ’Z‘;9| (=) () | 68.6% | = | h{ = B2 |[*_‘

Tools

Sign

Comment

-

SR FHdE e

7z

Requisition Status Report

Reqg. /Rediat. |[Roag. éliv.ry Program|Ent. (E) |Order UoM |Ship=To Material Order Sales Order |Ordexr
Order/Item |[Rediser[Fariod Bonus (B} Qty. value & Ttem & Status
Type Etatus
1000087874 meady for 11/30/301) |NELF E 20 |cs S003530 100101 $1,528.48
200 Approval RETMEART CHICEEN
ZREG FOODSERVICE DICED CTH-40
COLOHESTRER WT e
1000057874 Ready for03/15/2013 |NBLF E 30 |cB 5003530 110080 %2,173.50
EL T Approval RETHHART CHICEEN OVEN
ZREQ FOODSERVICE ROASTED FRZ
COLCHESTER VT 8 PO CTM-30
b
1000057874 Ready for{13/15/2013 |N8LF E 30 |ca 5003530 110080 $2,173.50
400 Approval REINHART CHICEEN OVEN
zoEg FOODEERUTOR DOASTED FRE
COLCHESTER VT g pc OTHM-30
V. LB
1000057874 Approved (§8/31/201] |NBLF E a5 |ca 5003530 100048 §534.50 |5000163721 Approved
00 by SDk RETHHART EGGS WHOLE 100 by BDA
ZREQ FOODSERVICE FRE CTH-6/8
>, COLCHESTER VT LB
1000057874 E;v?w-vrnd 07/31/2013 |WBLF E 22 |ca 5003530 100121 $1,782.97 |S5000164872 Approved
oo by 8DA RETHHART TUREEY 100 by 8DA
ZnEQ FOODSERVICE BREAET DELI
COLCHESTER VT FRE CTH-40
LE
100009TET4 Ready for /3172014 |HBLP E 1% |ca S003530 100121 #1,215.66
700 Approval RETHHART TUREEY
ZRED FOCDSERVICE BREARST DELY
. > COLCHESTER VT FRE CTH-40
LB
1000057874 Approved (0%/30/2013 |NaLE E 28 |cB 5003530 100125 $1,822.2% |S50001637459 Approved
Boo by Shak RETWEHART TUREEY 100 ana
ZnEg FOODSERUTOR DOASTS FRE
coLCHESTER VT |cTw-33-48 LB
1000097874 Ready for|12/15/201) |HBLF E 15 |c8 5003530 100119 S820.00
200 Approval REINHART TUREEY TACO
ZRED FOODSERVICE FILLING
COLCHESTER VT |CTW-30 LB

Fage 3 | of 8§

Thuraday 04/20/302) 11.2).01 ooT

¢ The “Req./ Redis. Status” column shows the current status of your order for that item
» Refer to WB5CM Status Definitions document for a detailed explanation of status

10
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e LA ais | A

File Edit View Window Help
DB XeBEEE | ®®[:]] =@ | =2 E| @ 2 |« e e ———
// Requisition St _*us Report
Reqg. /Redist. |[Reqg. /| Deliver ‘rogram|Ent. (E) DrdrAhxp-‘ro Material Order Sales Order |Order
Order/Item Redist. |Pariod———t" Bonus (B} Qty-'_,. value & Item #& Status
Type Status
1000087674 meady for|11/30/2013 |WSLF = 20 |cs |5003530 100101 51.936.88
200 Approval RETHEART CHICKEN
TREQ FOCDSERVICE DICED CTH-40
COLCHESTER VT LB
1000097874 Ready for 09/15/3013 [Mere = 30 |[es |S003530 110080 $2,173.50
o Approval REINHART CHICKEN OVEN
TREQ FOODSERVICE ROASTED FRZ
COLCHESTER VT B pc CcTH-30
LB
1000087874 Ready foc13/15/31013 (WELP = 30 |os |5003530 110080 $2.173.50
400 approval REINMART CHOICEEN OVEN
TREQ FOODSERVICE ROASTED FRE
COLCHESTER VT 8 PC CTH-30
Va P2
100008 TETS Approw nas31/2013 P " 35 |ys |S003530 100046 $934.50 |S0D0D163T721 Appraved
S00 by SDa REINHART EGGS WHOLE 100 by SDA
TREQ FOODSERVICE FRE CTH-6/5
o COLCHESTER VT LB
100008 TETS Approved NSLF E 22 |8 |S003530 100321 $1.782.97 |S50D00164872 Approved
00 by ana RETNMART TURFEY 100 by B5DA
TREQ FOCDAERVICE PREAST DELT
COLCHESTER VT FRZ CTH-40
LB
1000097874 Ready for|03/31/2014 |NSLP E 15 |cs 5003530 100121 $1.215.6%6
To0 Approval REINHART TUREEY
IREQ FOODSERVICE BREAST DELT
COLCHESTER VT FRZ CTH-40
LB
100008 TETA Approved (0373073013 (WaLP = 26 |cs |S5003530 100i3S $1i,832.29 |S0DO1IGIAT4AR Appraved
BOO by BDa RETNHART TUREEY 100 by S5DA
TREQ FOODSERVICE ROASTS FRE
COLCEESTER VT CTM-32-48 LB
10000RTETS Ready fox12/15/2013 (NSLP = 15 |os |S003530 100119 $828.00
s00 Approval REINMART TUREEY TACC
TREQ FOODSERVICE FILLING
COLCHESTER VT CcTN-30 LB
rage 3 ¢ of 5§ Thureday 04/35/2023 22:23:02 cox
fa « ¢

» When the Status has changed to “Approved by SDA”, check the “Delivery Period” column and the
“Order Qty” column to see if there have been any changes to the initial order

¢ For some items, the state may have moved a delivery period forward or back in order to share a truck
with a neighboring state

e Larger schools may notice that the quantity they ordered was adjusted up or down by a few cases -
this allows the State to order a full truckload

11
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| © 2 | o]

Requisition Status Report

Reg./Redietc.|Reg. /|Delivery |Program|Ent.(E) |Order |UcM|Ship-Te Material Order Eales Order|Order
Order/Item Redist. |Pericd Bonus Qty. value & Item # Status
Type Status
100009TET4 Ready fo¥11/30/2013 |NSLF B 20 |c8 S003530 100102 $1.928.88
200 Approval REINMART CRICKEN
ZREQ FOCDSERVICE DICED CTH-40
COLCHESTER VT LB
1000097874 Ready for09/15/3013 [MSLD " 30 |es [soo3sao 110080 $2.173.50
oo Approval REINIART CHICKEN OVEN
TEEQ FOODSERVICE FRT
COLCHESTER VT B PC CTN-30
LB
i00008TET4 mReady foxid/ 1573013 |WenP B 30 |cs 5003530 110080 $2.173.50
400 Approval REINMART CHICEEN OVEN
TREQ POODEERVICE ROASTED FRE
COLCHESTER VT 8 Pc CcTH-30
LB
100008 TETS Approved |08/31/2013 |WsnLP " 35 |c= 5003530 i0oD4E $934.50 |5000i63721 Appraved
500 by aDa REINHART EGGS WHOLE 100 by SDA
TREQ POODSERVICE FRZ CTH-6/5
COLCHESTER VT LB
1000097874 Approved |07/31/32013 |NSLP E 22 |cs 5003530 100331 $1.782.97 |SO0O1E4872 Approved
€00 by sDa REINMART TUREEY 100 by SDA
TREQ FOCDSERVICE BREAST DELI
COLCHESTER VT FRZ CTH-40
LB
1000097874 Ready for|03/31/2014 |WELF E 15 |cs 003530 100131 §1.215.6%
700 Approval REINMART TUREEY
ZREQ FOODEERVICE BREAST DELI
COLCHESTER VI |FRZ CTIH-40
LB
100008TET4 Approved |09/30/2013 |NSLP E 26 |c8 S003SI0 100138 $1.,832.29 |S0001L63T4P Appraved
Boo by sDa REINHART TUREEY 100 by sDA
TREQ FOODEERVICE ROASTS FRE
COLCHESTER VT CTN-33-48 LB
100009TET4 Eeady for|12/15/2013 |NSLF B 15 |cs 5003530 100119 $828.00
s00 Approval REINMART TUREEY TACC
TRED FOODSERVICE FILLING
COLCHESTER VT crN-30 LB

roge 3 ¢ of 5 )

Thursday 04/235/2023 13:23:02 ceT

¢ You can print or save this report for future reference

12
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USDA United States Department of Agriculture | NewS | Lo off
e — ew Session 0g o
sl VVeb-Based Supply Chain Management

Histo! 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
Recelved - RA Report

The Value of Commodities Received Report shows
Recipient AgenciesiRA) the Value of USDA Foods
received during a defined time period. The report
provides information that Business Managers may need at
the end of the school year.

13
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| OO - D ——

‘sakie of Commodines Bace e - R
[H1E] 1

b [ Eriiermeni Masagevsi [ (Ep Euncuta| [ [£] Frint POF Deiput |

» Miilli-Feond Bordbed Shpmasl Asgen: |

» Recalmd Shipems! Rapert ~ | Value of Commodities Received - RA 7]

« Regeaian 31k REpn | Pt Valsam

. [ St Yarial:

Al —

v Wik B MEIST R Fasiherd - Ml Fiood g <l a ol

» finder SHains Report AchuaiDelery Dok = | 5] To | 6] =

* WP Dultvary Calnscler Raper B Cigbvary Duia: 0 B Ta | | 5
Eraiks 51 B ek aoee Figiesinl @ | o ™ | =
et 1 MElSTEE Rereed - emedc & .

Told-Tz Party: Ll 5, e

Muti-Fzod Regemsice Raport

v Dwestic Prive 3apoot Repsoet Ehip-Ti Party: ol o 4
Materal fuly Report

* Conolti: Ressnieay

* Limi oF Wlwiarinn

i Mpagge R CEl Wl

4 anage Ly
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« Once you've logged into WBSCM, click on the "reports” tab near the top of the page
# Scroll down in the boe on the left side to find and select “Value of Commodities Received-RA" report
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= Under "Reports:nput Criteria” fill in the following information:
o Enter "MELP" for Mational School Lunch Program or "TM_NS" for Trade Mitigation - NSLP orders
o Enter the desired date range under "Reg. Delivery Dats"
o Sobd-To-Party will auto-populate with RA number

= Click "Print PDF Output” - this will create a viewable POF document on the compater screen 15
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= When the file download box pops up click "Open”
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« The POF of the "Value of Commodities Received Report "will open. The first page willl look Fke
this. now scroll to the second page 17
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+ The total value of USDA Foods received during the defined pericd will display at the bottom of the report
« This report can be sawed or prinbed
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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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