NEWYORK | Office of General Services
STATE OF

oreorruny. | Food Distribution

Placing your order in WBSCM

1.

Start the transaction using the following Portal Path: Operations tab - Order Management
folder - Domestic Order Entry

Domestic Order Entry Screen

[ tome TSN amin | Reports [ Help |

Order Complaint

I Detalled Havigation |~ I My Teooooctions  Catalog | Entitlement [ Transaction in Process
» [ Fiie Uploads/Mownioads
» [ Catalog Maintenance 1
0 Order Management
L) Domestic Order Ent
+ Consoldate Requisttions | welcome
+ Returned FNS Orders Welcome to the order entry screen
« Full Truck Load Requests Quick Search As an SDA/ITO you have the option of creating orders for your SDA/ITO
+ Redistribute Order Quantties | Search | organization or on behalf of individual RAs.
» C3 Shipment Receipts [B] Extended search o
» [J Entitlement Management Select Continue to enter an order for your SDA/ITO organization
» 03 NW Delivery Calendar
e [3] 1f you would like to enter an order on behalf of one of your RAs, enter/choose their Business Partner number/name here:
N [+]csFP
I Portal Favorites =)0 <iTerar 4 and then select the Continue button above.

Domestic Order Entry | Back =)

4

[+]cAcFP
[+]sFsP
[+]FDPIR
[+loA

| Product catalog

[®] Browse in the Product Catalog

Done

J/ Trusted sites iy v H100% v

Click 2 to hide the detailed navigation menu. This can be done for all transactions in WBSCM.

The Product Catalog pane is where you begin selecting USDA Materials to add to your
requisition. The first layer of the product catalog is a list of programs. You should only see
program with which your RA is affiliated.

Click [¥INSLP o [+]CACFP ¢ne pius icon) Next to program which your agency is affiliated. (For the
purpose of this training manual all future reference will be made to NSLP but the same process would apply for CACFP.)

Once you select your program, you may see some of the following options: Direct Delivery
and Processing Diversion.

Click [¥INSLP next to Direct Delivery to place a Brown Box order.

Direct Delivery refers to an order that is properly procured by USDA and delivered directly
the customer’s designated distributor.

Processing Diversion refers to an order that is properly procured by USDA and delivered
directly to a further processor. All Bulk items are listed in this option.



Product Catalog Screen

Home Operations Admin Reports
Order Complaint
Domestic Order Entry | Back
IM Transactions Catalog | Entitlement [l Transaction in Process
A |
| welcome
Welcome to the order entry screen
Quick Search As an SDA/ITO you have the option of creating orders for your SDA/ITO
=3 organization or on behalf of individual RAs.
[B] Extended Search ] select continue to enter an order for your SDA/ITO organization
[¥] 1 you would like to enter an order on behalf of one of your RAs, enter/choose their Business Partner number/name here: ], and
then select the Continue button above.
[+]TEFAP
[+]cacFp
[+]sFsp ] Product catalog
[-InSLP

[@Direct Delive:

I+
[+
[+
[+
[+
[+
[+
[+
[+
[+
[+
[+
[+

Beans (Canned and Dry)

Fruits (Canned, Dried, Fresh, Frozen)
Juice

Dairy

Grains

Pasta/Rice

Flour

Oils

JPeanut/Sunflower

[+]Processing Diversion

[+IDA

Meat [¥]  srowse inthe product Catalog
Poultry

Fish

JVegetables

5. Under Direct Delivery you will see various material types.

Click [#IMe=at next to meat to display offering options.

After clicking Meat, users will see all materials unless they choose Entitlement or Bonus.

After your selection, you may see two different options: Entitlement & Bonus. For this
example, we selected Entitlement from the catalog.

Entitlement refers to USDA Materials that are ordered against the customer’s entitlement
budget. These types of orders will decrement the customer’s entitlement balance.

Bonus refers to USDA Materials that are ordered without impacting the customer’s
entitlement.



Domestic Order Entry Screen

[vone =
Order i

Complaint
Domestic Order Entry | Back
¥
I My Transactions  Catalog | Entitlement Transaction in Process
| B_Broduct Catalog
~
| Entitlement
Quick Search
== Overview Product
Full-Truck
producttumber mm | emmoeml | FEEE
(3] Extended se =y (Program / Sub- Name sy
Area)
130139
[-IcsFp 09/16/2013 - 09/12/2013 -
Multi-Food s & gﬁf’z;em 3000 USD 08/31/2018 07/14/2018 1000000
[-]Direct Delivery T
[-Iveat = VATERAD SLC FRZ PKG-8/S 11/01/2013 - 10/14/2013 -
< (o= 3 £2:401USD 08/31/2018 07/14/2018 1000.000
Bonus e
[+]Poultry 130163 . - v ER i .
[+JFish cs [ (csrrs BEEF LEAN FNLY TXTRD PATTY FRZ CTN- | g5 18 ysp ‘gé?;{fg;fq 09/25/2013 950.000
[+]Vegetables Entitlement) /31
[+]Beans
130130
[+]Fruits cs csFe/ 95.60 USD RO/01/201318 09/25/2013 950.000
[+1vice = o 2018 08/31/2014
e 130161
[+]Grains = 10/01/2013 - 09/14/2013 -
[+]Cersal cs 25‘:;:4’&"” 102.00UsD 03/31/2014 02/14/2014 950000
[+]Pasta/Rice
[+]Peanut/Sunflover 130162 .
{+]Infant products cs [« BEEF LEAN PATTY FRZ CTN-40 LB 106.23 USD ‘%/D]‘é/z;nli 09/25/2013 950.000
[+]TEFAR Entitlement)
EEERCED] 130173
[<]sFep T 10/01/2013 - 09/26/2013 -
[+IFDPIR e v gfif,:;mu 133 UsD 10/30/2013 09/27/2013 40000.000
- - 130144
= ORK CR S W/ S| T 10/01/2013 - 09/15/2013 -
cs g"hﬂemem PORK CRUMBLES W/ SPP PKG-4/10 LB | 78.88 USD et e 1000.000
130182
10/01/2013 - 09/15/2013 -
cs 4 ot ) 61.44 USD 03/31/2014 01/24/2014 1000000
= D e AT R I 10/01/2013 - 09/15/2013 - Lo oo L
Done / Trusted sites G v ®i00% v

7.

A list of all the USDA Materials that fit your specification will display in the Domestic Order

Entry pane.

Navigate to the material you wish to order. Click B the Shopping Cart icon next to the
material you wish to add to your cart.



Domestic Order Entry Screen

Lo e oo [ e ]

Order Complaint
Domestic Order Entry | Back a
¥
I My Transactions  Catalog | Entitlement Transaction in Process
| B_Broduct Catalog
4 Back
|_Product petails
Quick Search Product Number: 130161
Name: BEEF 100% PATTY FRZ CTN-40
e
[P] Extended Search Price: 102.00 USD
Full Truck Load Quantity: 950.000
cs
[-JcsFe
Multi-Food
[-IDiract Delivery
Cheat
Bonus [10/15/2013 09/14/2013 ]
+IPoult
Hﬁih = [10/31/2013 09/14/2013 |
[+]Vegetables
Ireans [12/15/2013 11/14/2013 |
EEE [12731/2013 11/24/2013 |
[+]uice
{+]Dairy [01/15/2014 12/24/2013 ]
[+]Grains
{+]Cereal [01/31/2014 01/14/2014 i
[+]Pasta/Rice
[+]Peanut/Sunflower [02/15/2014 01/14/2014 |
{+]Infant products
LITEFAR [02/28/2014 01/24/2014 ]
[+]cacFp =
{ZisFse [03/15/2014 02/14/2014 ]
[+]FDPIR YO 14l
i [03/31/2014 02/14/2014 ]
& move to cart
Done. / Trusted sites G v ®i00% v

8. Alist of possible Delivery Dates and Corresponding Order by Dates display.

@

Click

You must refer to the OGS issued annual spreadsheet for the true Order by Dates. Failure
to do so may result in your inability to order the material(s) you need.

(the Quantity text box) to enter the amount of product you want to receive

on the selected delivery date. In this case, we entered 10 in the Quantity text box for the
delivery date 01/15/2014.

9. After specifying your quantities, click Move to Cart to move items to your shopping

cart.

Lione QL dama mors Jvep] |

Order Complaint Recall
Domestic Order Entry | Back F
¥
IMy Transactions Catalog | Entitlement ¥ view cart: 1 Item(s) to the value of 1,305.88 USD
Product Catalog
| entitlement
Quick Search
= Overview Product
5 . Order Due Full-Truck
Product Number Price Delivery Period 3
Quantity (Program / Sub- Name No Later Than Load Quantity
[»] Extended Search Area)
cs 110350 BEEF 100% PTY 130.59 USD  04/01/2016 - 06/15/2016 01/19/2016 950.000
E (nsie s — - -
[+]TEFAP ] 110349 1009 8s/15 -
S cs ey BEEF 100% PTY 85/15 FR. 92.80 USD  04/01/2016 - 06/15/2016 01/19/2016 950.000
[+]sFsp
-InsLe cs {1’&23:/5 BEEF 100% PTY 90, 110.70 USD | 04/01/2016 - 06/15/2016 01/19/2016 950.000
[-IDirect Delivery
[-IMeat cs|MAI299%%7 s o BEEF 96.78 USD | 04/01/2016 - 04/30/2016  01/19/2016 1000.000




10. To add any additional materials to your shopping cart, follow steps #2 — 9. When you are
ready to place your order, click

View Cart: 1 Item(s) to the value of 1,020.00 USD at the top of the screen.

@

If you do not have this view, then you are not in compatibility mode or you are in a
program that is not support by WBSCM (i.e., google).

Shopping Cart View

e [ rarin | sevors | v

Order Complaint
Domestic Order Entry | Back =
]
I My Transactions Catalog | Entitlement View Cart: 1 Item(s) to the value of 1,020.00 USD .
Deliver-To
[ P reansaction: | | order: 1n Process

Dropdown
Sold-To: 4900023 Total Net Price: 1N
Customer Number: 4900237
e Orders Subject: AR DHS Commodity Dis n CsFP
Created By Myself Your Description:

Creation Date | Since Yesterday Default Delivery Settings For Items

] 1] |10 |1 [

1D Type Transaction Deliver Te: A4

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
© "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, 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
Selection - . ot Requested Total Price
] tem Product Quantity Unit Program Sub-Area Description User Status e pralitin
100 O |1z0161 [10 cs CSFP  Entitlement Bee 100% PATTY FRZ [Roaqy for Approval ¥ o1/15/2014 102000 USD 1

(33 more o orser [ concer [l e

11. The most important function in the shopping cart is ensuring the USDA Material is ordered
for the correct destination. Direct Delivered USDA Materials (usually) are all delivered to
the same location. The following direction can be used for that scenario.

12. In the Deliver-To field click IZI (the dropdown box) t0 select the Ship-To location.



Shopping Cart View — select the Ship-To

Order
Domestic Order Entry | Back [E]
¥
IMy Transactions Catalog | Entitlement 0 _view : mi he val: f
| Eransactions | | order: 1n Process
Sold-To: 4900023 Total Net Price: 1,020.00 USD
Customer Number: 4900237
Search For | Orders Subject: DHS Commodity Digtriby
Status Open Your Reference
Created By Myself Your Description: ~ [CSFP Beef Patty |

Creation Date | Since Yesterday Default Delivery Settings For Ttems

SEAEIEINES

ID Type Transaction Deliver To:
i - .
0 'ﬁ;::::'(?;'i:’:p'; 2-13 Regression Test, MASSENA, VA ted, 3) Chick
+ ALPHA FOODS, WEST MIDDLESEX, PA
2890: ARKANSAS FOOD BANK NETWORK INC, LITTLE ROCK, AR
{5902862: ARKANSAS RICE DEPOT INC, LITTLE ROCK, AR

5902863: ARVAC, RUSSELLVILLE, AR

Once you have sele

R 5903227: ARVAC, DARDANELLE, AR
Deliver-To 5902885: ARVAC FOOD BANK, DARDANELLE, AR
. 5900090 BENTONVILLE SCHOOL, BENTONVILLE, AR
Selection 2870: BRIGHT HARVEST SWEET POTATO, CLARKSVILLE, AR

Delivi5302902: CABOT PUBLIC SCHOOL, CABOT, AR

-To |5500335: CAGLES INC, PINE MTN VALLEY, GA _
check box Selec| 5303304: CAMDEN FAIRVIEW SCHOOL, CAMDEN, AR Exice
5900378: CARGILL KITCHEN SOLUTIONS INC, MO! Price

wmrUR I CREEK FOODS LLC, S1icw
5902912: COMMODITY DISTRIBUTION, PINE BLUFF, AR
5320585; CONAGRA FOODS, TROY, OH
& 100 [5900586: Conmun o
5900596: CONAGR MPANY, DENMARK, WI
5902886: CONWAY SCHOOLS, CONWAY, AR
5900673: CUTIE PIE CORPORATION, SALT LAKE CITY, UT
5500686: DAIRY FARMERS OF AMERICA, NEW WILMINGTON, PA
5903013: DEPARTMENT OF CORRECTIONS, VARNER, AR
5900785: EAST SIDE ENTREES, CARTHAGE, MO
5500809: EAST SIDE ENTREES, LAREDO, TX
| update | 5902866 EL DORADO SCHOOL, EL DORADO, AR co! I Order |
5502865: FARMINGTON SCHOOL. FARMINGTON, AR
5902301: FAYETTEVILLE PUBLIC SCHOOLS, FAYETTEVILLE, AR
5902893: FOOD BANK OF NORTH EAST, JONESBORO, AR
5900326: FOODBANK OF NORTH CENTRAL AR, NORFORK, AR

3

13. In this case, we selected EElliE ool LERENEsEMGsNe:] as the delivery location.

Deliver
-To
Selection
14. Click [ (the Select/De-Select All Deliver-To Selection check box) to use the selected
delivery location for all line items and click Update. NOTE: Click Update after any changes.

15. The RA has the option to populate Deliver-To fields at the line item level and each line item
may have a different Deliver-To location if desired. This option would work best for USDA
Materials listed under Processing Diversion.



I My Transactions Catalog | Entitlement View Cart: 3 Item(s) to the value of 10,951.27 USD
| order: 1n Process
e you sereT o o Ter

Expand the
line items. —

= . b-Area Description Total Price i

Drop-down to
=] 100 O 110244 e NSLP Entitlement  CHEESE MOZ LM PT SKM UNFZ PROC PK(41125) select individual vsvzc“dgglslscgi: O

* Deliver To: line locations.

Your Message To Us:

. 2,484.05 Usq
=] 200 [J 100154 1254 |18 NSLP Entitlement  BEEF COARSE GROUND FRZ CTN-60 LB Ready for Approval[ V] 04/30/2016 cemas s tes Al (W
* Deliver To: 5001101: JTM PROVISIONS INC, HARRISON, OH [v]

Your Message To Us:

4,099.54 Usg
& 200 O 100124 2684 e NSLP Entitlement  TURKEY CHILLED -BULK Ready for Approval[ v 06/15/2016 152,74 ben /10014 O
* Deliver To: 5002090: JENNIE-O TURKEY STORE SALES LLC, WILLMAR, MN [v]

Your Message To Us:

Don’t
forget to
Update!!

[‘nid moretocrier Jf Cancet J orier

Checking boxes under the and selecting Update will remove a particular line.

16. Once all Deliver-To locations have been entered, updated and reviewed click the Order
button to place your requisition.

17. A pop-up window will display, click the OK button to confirm you want to send the order.



Confirmation of Receipt

Sl Operations Y Repo

Order i Complaint.

Domestic Order Entry

I My Transactions  Catalog

Done

| Back
| Entitlement Transaction in Process
| L _fransactions | | confirmation of receipt
Sold-To: 4900023
Search For Orders v Order: 1000042595 from 09/12/2013 13:29 Total Net Price: 1,020.00 USD
Status Open v Customar AR DHS Commodity Distribution CSFP (4900237)
(Number):
Created By Myself v Your Reference:
Your Description:  CSFP Beef Patty
Creation Date | Since Yesterday v
1D Type Transaction v . Total P
- . ser otal Price
- Item Item Details Qry unit e Eeies
= 130161 : BEEF 100% PATTY FRZ CTN-40 LB Ready
£1,020.00 USD
100 Delivery Point: 5900585: CONAGRA FOODS, TROY, OH , TROY, OH 10.000 Cs for 255.00 USD / 100 LB
Requested Delivery Date:01/15/2014 Approval

= 23

J/ Trusted sites

7y - B100% -

18. The Confirmation of Receipt will display all pertinent information for your requisition. You
should print this page before you close the browser and keep all copies for future

reference.

You have completed this transaction. You may enter more orders at this time or a later date as

needed.




