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Fill out your Direct Delivery Ordering Worksheet. This file can be 

found on the OGS Food Distribution NSLP page.

Fill out your A., B., and 
C., and the remaining 

boxes will auto 
calculate as you enter 

in cases of food. 

Fill in the number as 
cases wanted for each 

available product. 

You can find out your entitlement from the 
EstEntitlement tab. 

https://ogs.ny.gov/BU/SS/GDF/food-NSLP.asp
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Log on to WBSCM and have your completed ordering worksheet available

Forgot your User ID/Password or you are a new Food Service 

Director: email OGS.DonatedFoods@ogs.ny.gov

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 you want to order

• 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 product 
you are looking for. 
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Example

6

From my direct delivery order worksheet, I see that I need to order 25 cases of 

110361 Applesauce Cups-96/4.5. 

I click on the blue 

hyper link on the 

third choice 

because I see it 

says NSLP next to 

the commodity 

code. 

I type in 110361 in 

the quick search 

click search and 

three results 

appear.
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Example continued

• The product details screen comes up. Here it 

list the different delivery dates in the first 

column. The product order by date in the 

second column and the quantity in the third 

column.

• I fill in the number of cases needed for the 

delivery date needed and click move to cart. 

• Please note that the delivery date for 

direct delivery products is when the 

product is expected to be at the 

distributor/warehouse. 

Enter Quantity 

needed in the 

third column. 

Click Move after entering 

quantity
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Example continued. 
• Once move to cart is clicked, the screen returns to the Product Catalog page. There is now a 

balance in the cart. 

• Time to search for the next product to add to the cart. 
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Example continued. 
• From my ordering work sheet I know I need 10 cases frozen strawberry cups. I am going to find these 

in the catalog by expanding the program options (clicking on them) and then clicking on the word 

“Entitlement,” which is the last option.

I find the strawberry cups and click on the blue hyperlink.
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Example continued. 

I enter in the quantity 

needed per delivery 

date. 

I click move to cart 

when quantity entering 

is complete. 
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Example continued. 
• When I am ready to submit my direct delivery orders. I will click on the link to view my 

cart. 

2. From the drop down I am going 

to select my distributor.  

3. Check the 

delivery to 

selections 

box after 

distributor is 

selected 

1. At this time updates can up made to 

order quantity, orders can be deleted 

on a line basis or the entire order can 

be canceled. When you all updates 

are made please click on the update 

button
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Example continued. 

Click Order 

and Click Ok



February 12, 2019 13

Print Your Order Confirmation

13

Print button is 
located at the 
bottom of the 

page. 
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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 – enter the 
delivery location, click the 
deliver to check box and 
resubmit.

14
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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

15

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

Reset my WBSCM password?

• Internet Explorer 

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

