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Begin Here

• Visit the OGS 
NSLP webpage

• Print a copy of the 
Instructions

• Download a copy 
of the Diversion 
Worksheet

https://ogs.ny.gov/BU/SS/GDF/food-NSLP.asp
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Instructions 

Diversion Worksheet
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Important Notes for the 2019-2020 
School Year 

• WBSCM is open to place Direct Diversion orders 
for the 2019-20 School Year.  Orders for Diversion 
must be placed by 4:00 pm on Friday, March 1, 
2019.  Orders for processors that do not meet the 
full truckload minimum will be declined and the 
catalog will be reopened from March 6 - 8, 2019.
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How to use the Diversion Worksheet
• On the Diversion Worksheet tab, fill out column N with 

the amount of cases that you need for the entire school 
year. Columns O & P will auto populate. 
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How to use the Diversion Worksheet
• Information entered into the Diversion Worksheet tab will auto populate 

information on the Total tab in columns E & F. The information on this 
page is what you will need to enter your orders into WBSCM .
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How to use the Diversion Worksheet
• The Contact Information tab has been provided so that 

schools may reach out to processors if they have any 
questions. 
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How to use the Diversion Worksheet
• The Reminders tab has been added to highlight two 

important points. 
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• That your BP(Business Partner) 
Numbers match in the Deliver To 
section of each line in the WBSCM 
Shopping Cart

• That Blue Highlighted Materials will 
be found in WBSCM under 'Direct 
Delivery' and must be ordered in 
cases. The conversion has been 
done for you.
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How to use the Diversion Worksheet

• When the Diversions 
Worksheet tab has been 
completed go to the Totals 
Tab and print it.

• It is important to use this 
print out for ordering in 
WBSCM because some 
processors have multiple 
ship-to locations for the 
different raw products.   
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Log on to WBSCM with the Totals Tab print out in hand

If you have forgotten your User ID/Password or you are a new Food 
Service Director: email OGS.DonatedFoods@ogs.ny.gov with your 
school code in the subject line. 

https://www.eauth.usda.gov/Login/login.aspx?zone=z2&TYPE=33554433&REALMOID=06-ceb7b958-8393-4dca-8493-7a8304a59f73&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-CyfcztD119HOHftvR/vbJEmY/WkO9Lcb0a%2bcKd1YmY8VNIKiwtZQJm43KDggyO20J8HnR9kae0W8c59Ou0dE%2boLzmOmvFzNqRf3jm4ezvfOtqNQGcCStaUHCyElWrw1m&TARGET=-SM-https://portal.wbscm.usda.gov/
mailto:OGS.DonatedFoods@ogs.ny.gov
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Start ordering by clicking on the following: Operations tab > Order Processing > Order 
Management > Domestic Order Entry. 
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Find the products needed to order in WBSCM

• The quick search 
function can be used 
to search for a single 
commodity using the 
USDA material 
number.

• Products can also be  
found by clicking on 
the program name. 
Continue to click on 
the dropdowns to 
expand the catalog 
and find the needed  
product.
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Example 
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Take the USDA 
Code for Bulk 
Apples and type 
it into the quick 
search and click 
search. Then  
click on the 
Apples hyperlink. 
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Enter the number of 
pounds or cases needed 
from the Totals Tab Print 
out into the desired 
delivery date and then 
click move to cart. 

Example 
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Example 

Notice that the 
value of the first 
commodity 
chosen now 
appears in the 
cart. 
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Example 

Enter the number of 
pounds or cases 
needed from the Totals 
Tab Print out into the 
desired delivery date 
and then click move to 
cart. 
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Example 

Click on NSLP > Processing Diversion > Meat > Entitlement 
and looked for the matching commodity. Then click on the 
BEEF BNLS SPECIAL TRM hyperlink. 
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Example 

Enter the number of 
pounds or cases 
needed from the Totals 
Tab Print out into the 
desired delivery date 
and then click move to 
cart. 
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Example 
Click on View Cart to complete the order

In the cart enter the 
delivery locations for 
each of the raw 
products. Please note 
that for Diversion 
products Do Not use the 
default delivery settings. 
Since each raw product 
will be shipped to a 
different enter the 
delivery information on 
each line. 
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Example 

• Expand the lines of 
the cart by clicking on 
the left most arrow in 
the header column.

• Find the matching 
processor and 
WBSCM BP ID from 
the drop down for 
each of the lines. 

*Please note that prices of goods may vary until they are in purchased status.
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Example 
Any updates 
can be done at 
this time. The 
quantity can be 
changed, entire 
lines can be 
deleted and 
you could add 
more to the 
order. 

When ordering 
is complete 
click order. 



February 13, 2019 22

22

Example 

Click Ok to 
complete the 
order. 

Print your 
Order 
Confirmation. 
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Ordering Complete
If you forgot to order something
• As long as it is before the 

ordering due date, go back 
into WBSCM and order it.

• You will need to have 
entitlement available for 
additional orders.

Errors
• WBSCM says I’ve 

exceeded my entitlement. –
reduce commodities in your 
cart, click update and 
resubmit.

• WBSCM says I need a 
delivery location on the line 
where it is missing – enter 
the delivery location, and 
click order.
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How Do I? 
See what I’ve ordered?
• Run your Requisition Status Report. 

See how much entitlement I have? 
• Run your Entitlement/Bonus Summary 

Report

24

Help on WBSCM can be found at https://ogs.ny.gov/BU/SS/GDF/food-wbscm.asp

What browser does WBSCM need?
• Email OGSDonatedFoods@ogs.ny.gov

with my school code in the subject line

Reset my WBSCM password?
• WBSCM prefers Internet Explorer, if you 

use another browser you may lose 
functionality and your orders may not be 
submitted 

https://ogs.ny.gov/BU/SS/GDF/food-wbscm.asp
mailto:OGSDonatedFoods@ogs.ny.gov
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Any Questions?

Email 
OGSDonatedFoods@ogs.ny.gov
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mailto:OGSDonatedFoods@ogs.ny.gov
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