w BS( M i Work !nstruction _ _ _
J Modify Domestic Shipment Receipt

Purpose

Domestic recipient organizations (or USDA on behalf of a recipient) use this procedure to modify a
recently entered elnvoice (eINV) shipment receipt for a purchase order or sales order. The shipment
receipt, also known as the Goods Receipt (GR), is the method by which the recipient confirms that
materials that were requested in WBSCM have been delivered. Recipients can modify the quantity or
other information for a recently entered shipment. Same-day modifications do not require USDA
approval; changes after 24 hours of initial entry require USDA review before they are applied.

eINV functionality does not apply to services, third-party barter shipments, or multi-food outbound
shipments from a national warehouse.

The following additional work instructions allow recipients to enter domestic shipment receipts in specific
circumstances:

. Enter Domestic Shipment Receipt - used when the recipient wishes to enter shipment receipts
manually.

° Enter Multi-Food Shipment Receipt - used for multi-food shipment, when the recipient wishes to
enter shipment receipts manually.

. Upload Domestic Shipment Receipt - used to upload shipment receipts for any PO using a CSV
or XML file. This functionality cannot be used for Multi-ASN PO Line Items.

. Cancel Shipment Receipt - used when an ASN does not exist (BOL # field is not populated) for a
line item.

Process Trigger
Perform this procedure when the recipient needs to modify a received shipment receipt.
Prerequisites

The PO or sales order must exist in WBSCM.

eINV must be enabled for one or more line item(s) on the PO.

A receipt was previously submitted.

Recipients can only view and modify receipts within 7 days after initial receipt. After 7 days, the
receipt line will not be visible and the recipient will need to contact the WBSCM Service Desk to
enter a ticket for modifications at WBSCM.ServiceDesk@CACI.com or call (877) WBSCM-4U or
(877) 927-2648, 8AM to 6PM ET Mon - Fri, excluding holidays.

Portal Path
Follow the Portal path below to complete this transaction:

. Select Operations tab % Order Processing tab 2 Shipment Receipts folder = Enter
Shipment Receipt - link to go to the Enter Shipment Receipt screen.

Tips and Tricks

. The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field entries.
o Required (R) — a mandatory field necessary to complete the transaction.
o  Optional (O) — a non-mandatory field not required to complete the transaction.
o  Conditional (C) — a field that may be required if certain conditions are met, typically
linked to completion of a mandatory field.
. Refer to the WBSCM Help site, Frequently Referenced Training Materials section for basic
navigational training and tips on creating favorites, performing searches, etc.
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1. Start the transaction using this Portal path: Operations tab % Order Processing tab
=2 Shipment Receipt folder # Enter Shipment Receipt link.

Image: Enter Shipment Receipt Details Screen

Home Oparations Admin Reports Help

Order Processing Complaint Administration Recall Administration

« Operstions > OrderProcessing > Shipment Receipts > Enter Shipment Receipt Full Screen | Opsions =
File Upioads/Downioads
Catslog Mainsenance Welcome to Enter Shipment Receipt
Forecasing All required fiskds are marked with a red asterisk (7). Dates are formatied as: MMIDDAYYYY.
Order Management Search Criteria
Entilenent Management Seareh for an opan order to receipt. You can receipt against a Szles Grder, Delivery Document, or Purchase Order.
Shipment Receipts
o | | =
Upload Shipment Receipt
MW Delivery Calendar
2. Click —= (the Hide Navigator arrow) to minimize the Portal menu. Note that this can be done with

any transaction in WBSCM.

Image: Enter Shipment Receipt Details Screen

Mome | Dperations | Acmn  Repors  Help

Order Processing  Complaint Administration  Recall Administration
Operations > Order Procsssing > Shipment Receipts > Enter Shipment Recsipt Full Sereen | Options ~

Welcome to Enter Shipment Receipt
Al required fiekds ar marked with 2 red asterisk 7). Dates are formatted as: MMDDIYYYY.

Search Criteria

Search for an open order to receipt. You can receipt against a Sales Order, Delivery Document, or Purchase Order.

* Order Number: | | [ Se=r=]
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4.

As required, complete/review the following fields:

Field R/O/C Description

Order Number: R

This can be a sales order number, purchase order
number, or delivery document number.

Example:
5000370678

o

(Note) For modification, the user ¢
enter a sales order or a purchase
order. In this example, a purchasq
order number is entered. When th
modification to a shipment receipt
a product to a national warehousg
the purchase order number to con
the shipment receipt.

Image: Enter Shipment Receipt Details Screen

Mome | Dperations | Admin  Repor=  Help

Order Processing Complaint Administration Recall Administration

Operations > Order Procassing > Shipment Recaipts > Ener Shipment Recaint

Welcome to Enter Shipment Receipt
All required fislds are marked with 3 red astedsk (%) Dates are formatted as: MWDD Y'Y

Search Criteria

Search for an apen order to receipt. You can receipt against a Sales Order, Delivery Document, or Purchase Crder.

# Order Number: 5000370678 ]

Click (the Search button) to execute the search.

Full Sereen | Options.

5
Fl
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Image: Associated Order Summary Screen

Home Operations. Admin Reporis Help

Order Py i Complaint Admini: i Recall Admil

Operations > Order Processing > Shipment Receipis = Enter Shipment Receipt Full &
Associated Order Summary [Bar

View: | Default View [=|

Sales Document Associated Document Type Associated Document

5000370678 Standard Domesfic 4100012785

-

»

5. Click the applicable purchase order number in the Associated Document column to continue. In
this example, 100012785 (the 4100012875 link) is selected.

@ (Note) Recipients are only able to see their own PO lines. USDA users can see all lines.

6. Perform one of the following:
If Then

No PO lines are displayed or the desired receiptis The receipt cannot be modified using this process.
no longer viewable on the list of PO lines because A GR reversal and/or re-entry of the receipt may be

the seven-day threshold has passed. required. Contact the WBSCM Service Desk for
assistance.
The PO line(s) to be modified is displayed. Go to Step 7.
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Image: Enter Shipment Receipt Details Screen

Home Operations Admin Reports Help

Order Processing
[+ > Order Py il = i Receipts > Enter Shipment Receipt Full Screen | Options +
Enter Shipment Receipt Details A
Receipt Header =
[ Back o Previeus | ] Back te Search
Use the Receipt Header section to receipt multiple PO line items with same date.
Enter the Signed By and Date Received mandatory values and apply to all displayed line items. Add relevant Comments regarding your receipting action.
Order Numser: 4100012785 Entesed By: [ALLROLENG... RallearBOL ]
Signed By | ] Date Received ™
Comments
[TAesy s U ers]
Receipt Item Details
View: |eINV_VIEW [~]
Select Further Actions  Receipt Status Sales Doc. Item Pur. Doc. = Item = Material Matenal Descrpfion ASN Number = Signedby Dale Received
(] (] Recpt Processed 5000370666 100 4100012785 ] 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030995  JohnDoe 101872023
[} O Ready to Receipt 5000370666 100 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030996  Jane Doe | 12/252018
(] (| Recpt Processed 5000370671 100 14 100166 BEEF ROAST ROUND FRZ CTN-33-42 LB t 11252018
O (] Recpt Processed 5000370672 100 15 100166 BEEF ROAST ROUND FRZ CTN-33-42 LB m 12052018
(] O Ready to Receipt 5000370633 100 58 100166 = BEEF ROAST ROUND FRZ CTN-33-42 LB 6100027553
0 ] Ready to Receipt 5000370634 100 59 100186 BEEF ROAST ROUND FRZ CTN-38-42LB  gqp0g27553
v
[ & Submit Receipt | [ ## Modify Receipt |[ 3 Cancel Receipt |
(S >
7. Click [_] (the Check box) in the Further Actions column to select the shipment receipt line item

being modified.

o
o

(Note) Only previously receipted line items (Recpt Processed status) can be modified.

(Note) If the receipt does not appear in the list or the checkbox in the Further Actions column
is not available, a GR reversal and/or re-entry of the receipt may be required. Contact the
WBSCM Service Desk for assistance.
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Image: Enter Shipment Receipt Details Screen

Operations Admin

Home Reports
Order Processing
O = Order P! =

Enter Shipment Receipt Details

Receipt Header
[ Back o Previeus | ] Back te Search

Receipts > Enter Shipment Receipt

Help

Use the Receipt Header section to receipt multiple PO line items with same date
Enter the Signed By and Date Received mandatory values and apply to all displayed line items. Add relevant Comments regarding your receipting action

Order Numzer: 4100012785
Signed By

Enterec By

ALLROLENG.

Date Received m

&

RailcarBOL.

Comments

Epgly o Line ltems

Regeipt tem Details

=

Select Further Actions Receipt Status
Recpt Processed
Ready to Receipt
Recpt Processed
Recpt Processed
Ready to Receipt
Ready to Receipt

googo|oo
oooooxR

Sales Doc.

5000370666
5000370666
5000370671
5000370672
5000370633
5000370634

Item  Pur. Doc. =
100 4100012785
100
100
100
100
100

[ & Submit Receipt | [ ## Modify Receipt |[ 3 Cancel Receipt |

<

Item =
]

Material
100166
100166
1001868
100168
1001868
1001868

Matenal Description

BEEF ROAST ROUND FRZ CTN-38-42 LB
BEEF ROAST ROUND FRZ CTN-38-42 LB
BEEF ROAST ROUND FRZ CTN-33-42 LB
BEEF ROAST ROUND FRZ CTN-33-42 LB
BEEF ROAST ROUND FRZ CTN-33-42 LB
BEEF ROAST ROUND FRZ CTN-33-42 LB

Click |# Modify Receint | (16 Modify Receipt button) to modify the receipt.

i

(Note) The line item status codes for submitted receipts are:

Full Screen | Options +

~

ASN Number = Signed by Dafe Recetved

6100030995  JohnDoe 101672023

6100030998 Jane Doe | 12/25/2018
t 11252018
™ 12052018
6100027553
6100027553
v
>

e Processing Recpt - The receipt was submitted and is processing in WBSCM.
Receipts with the Processing Recpt status cannot be modified until processing is
complete.

e Pending Review - The submitted receipt will be reviewed by USDA. This may reflect a
difference in quantity between recipient and vendor or a modification after the initial
day of entry. Receipts with the Pending Review status cannot be modified until review
is complete.

e Recpt Processed - The receipt for delivery by vendor to the initial destination has
been updated in WBSCM.

For deliveries directly to the customer, the destination is the Ship-To.

For deliveries with additional transportation services (e.g., Offshore), the initial

destination is where the vendor transfers materials to the transportation

provider (e.g., Port).

e Rcept 2 Processed - For deliveries that included additional transportation services
(e.g., Offshore), the receipt for delivery to final destination has been updated in
WBSCM.

O
O

over, short, damaged (O/S/D), or late materials/commodities.

(Note) WBSCM will send an email notification to the vendor when a receipt is entered with
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Image: Enter Shipment Receipt Details Screen

Home Operations Admin Reporis
Order Processing
O i = Order P =

[l

hents regarding your receipting action

I ASN Number : Signed by
-42 LB 6100030995  Jane Doe
-421LB 6100030996 Jane Doe
-42LB t

-42LB ™

42LB | 6100027553
-42LB 5100027553

-2LB | §100027553
iR

Date Received
12/25/2019
12/25/2019
11/25/2018
12/05/2018

Help

Prev. Qty.
0.000
0.000

1,000.000
1,000.000
1,000.000
0.000
0.000

nann

Receipts = Enter Shipment Receipt

Open Qty.

1,000.000
100.000
0.000
0.000
0.000
1,000.000
1,000.000

1 ann nnn

Full Screen || Options ~

~
s
Gooed Qty. UoM Entry Good Qify (in CS) Damage Qty. Reject Qty. OverQty. Qty. UoM BOL#
39,985.000 LB 1.000.000 E 0.000 0.000 C5 BOL 103
4,000.000 LB 100.000 El 0.000 0.000 TS BOL957654
0.000 LB 1,000.000 0.000 0.000 €5
0.000 LB 1,000.000 El 0.000 0.000 €5
40,000.000 LB 1,000,000 0.000 0.000 C5 BOL3
40,000.000 LB 1,000.000 0.000 0.000 C5 BOL3
40,000.000 LB 1,000.000 0.000 0.000 C5 BOL354 v
40 ann ann | R 1 nnn nnn MR1l nnan nnnn NS 5

9. As required, complete/review the following fields:

Field R/O/C Description

Signed By R The name of the individual that signed for the
receipt.
Example:
John Doe

Date Received R The date the materials were received.
Example:
02/25/2019

Good Qty C The quantity received which is in good condition

and usable. Ideally, this quantity is equal to the

ordered quantity, however less or more can be

entered as well, if needed. The Unit of Measure
(e.g. CS, LB, etc.) is listed separately.

@ (Note) This field is used for receip
3 materials reported in pounds. Wh;g
receipting variable weight items, t
field is automatically calculated or]
modified Good Qty (in CS) is app

@ (Note) When modifying this value
3 the total weight (including quantiti

shipped separately) and not an
incremental change. For example

Thursday, June 27, 2024

© WBSCM Training - Proprietary Page 7 of 12



(WBSCM |

Work Instruction

Modify Domestic Shipment Receipt

Field

R/O/C

Description

change a receipt from 100 Ibs. to
Ibs., enter 150 (not 50).

150

Good Qty (in CS)

The amount of materials received in good
condition, in cases (CS). The Good Qty (in CS) is
not required when receipting in pounds.

Example:
100.000

(Note) When receipting material if
pounds, the Good Qty (in CS) fie
not entered.

(Note) This field is auto-populated
based on the corresponding ASN
quantity and can be updated. How
for orders with a missing ASN, the
will be blank.

@ (Note) When modifying this value
b the full quantity (including quantiti

shipped separately) and not an

incremental change. For example
change a receipt from 10 cases td
cases, enter 15 (not 5).

o
o

Over Qty

[The amount of materials receipted for a PO line as
Good Qty or Good Qty (in CS) that exceeds the
ordered amount.

@ (Note) This field is auto-populated

3 the amount entered in Good Qty
Good Qty (in CS) is over the exp
delivery quantity

when L# Modify Receipt | (the Mo

Receipt button) is clicked.

e Items that are receipted o
the PO line ASN
guantity appear in red.

e Quantities that are
receipted under the Good
or Good Qty (in CS) amg
are included in the Open
total for that line.

Previous Qty

The amount of materials that were previously
receipted on the line item.

Thursday, June 27, 2024

© WBSCM Training - Proprietary

Page 8 of 12



(WBSCM

i Work Instruction

J Modify Domestic Shipment Receipt
Field R/O/C Description
Open Qty @] The amount of materials that have not yet been
receipted for the line item.
@ (Note) This field is auto-
3 populated based on the Good Qt)
Good Qty (in CS) fields and the
corresponding ASN quantity. How
for orders with a missing ASN, thq
will populate with the PO quantity
Reject Qty. @] The amount of materials that are not usable and
thus rejected.

(Note) Before entering values in the Good Qty field, always check the values in the Previous
Qty and Open Qty fields.

For Domestic Direct Ship Orders, users can enter receipts against orders containing LB, CS,
and/or variable weight materials/commaodities.

(Note) If the user attempts to modify a receipt that does not have an ASN submitted yet, it will
generate the following error message: The selected line item cannot be modified at this

time. Receipt entered for PO Item 4100XXXX/000xxx with status 'Missing ASN' cannot be
modified until an ASN is entered by the Vendor.

o Receipt entered for PO Item 4100007679/00008 with status 'Missing ASN' cannot be modified until an ASN is entere
View: |eINV_VIEW b’_i

Select Further Actions Receipt Status Sales Doc. Item  Purch.Doc. = ltem = Material Material D

In this case, cancel the receipt by clicking the Cancel Receipt button and re-enter the receipt.
The user can also wait for the vendor to submit an ASN. When the receipt is entered without
an ASN, a notification email is sent automatically to the vendor to remind them to submit an
ASN.

Once the ASN is available, the user should be able to make modifications. If the receipt is no
longer available for review, contact the WBSCM Service Desk. USDA will perform any changes
outside the modification timeframe.
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Image: Enter Shipment Receipt Details Screen

Home Operations Admin Reporis Help

Order Processing
O i = Order P = i Receipts = Enter Shipment Receipt Full Screen || Options ~
A
nents regarding your receipting action
22
I ASN Number : Signed by Date Received Prev. Qty. Open Qty. Good Qfy. UoM Entry Goed Qty (in CS) Damage Qty. RejectQfy. OverQfy. Qty. UoM BOL#
-42 LB 6100030995  Jane Doe | 12/25/2019 0.000 1,000.000 39,985.000 LB 1.000.000 E 0.000 0.000 C5 BOL 103
-421LB 6100030996 Jane Doe | 12/25/2019 0.000 100.000 4,000,000 LB 100.000 El 0.000 0.000 CS BOL987654
-42 LB t 11252018 1,000.000 0.000 0.000 LB 1,000.000 0.000 0.000 C5
-42 LB ™ 120052018 1,000.000 0.000 0.000 LB 1,000.000 E 0.000 0.000 C5
-42LB 6100027553 1,000.000 0.000 40,000.000 LE 1,000,000 0.000 0.000 C5 BOL3
-2LE 5100027553 0.000 1,000.000 40,000.000 LB 1,000.000 0.000 0000 CS BOL3
42LE  g1p0027s53 0.000  1,000.000 40,000.000 LE 1,000.000 0.000 0000 CS BOL3S4 v
ATIR nonnn 4 ann nna 40 AND 00D TR 1 Ann nnn A1 nnan nannn 08
>
10. If necessary, click < (the Left arrow) on the horizontal scrollbar when the updates are complete,
and the user is ready to submit the modified receipt.
Image: Enter Shipment Receipt Details Screen
Home Operations Admin Reporis Help
Order Processing
o > Order P ing > Shi Receipts » Enter Shipment Receipt Full Screen || Options
Enter Shipment Receipt Details ~
Receipt Header A
[ Back to Previous | ] Back to Search
Use the Receipt Header section to receipt multiple PO line items with same date.
Enter the Signed By and Date Received mandatory values and apply to all displayed line items. Add relevant Comments regarding your receipting action
Order Numzer: 4100012785 Entered By: [ALLROLEND.. RalleanBOL ]
Signed By: [ ] DateReceves |
Comments
(T aelers]
Receipt Item Details
Viewr |€INV_VIEW =
Select Further Actions Receipt Status Sales Doc. ltem  Pur. Doc. = ltem =  Material Material Description ASN Number = Signedby Date Received
(] 7: Recpt Processed 5000370866 100 4100012785 9 100186 BEEF ROAST ROUND FRZ CTH-38-42 LB 6100030995 John Doe | 10/i6/2023
[} 0 Ready to Receipt 5000370866 100 100186 BEEF ROAST ROUND FRZ CTH-38-42 LB 6100030998 JaneDoe 127252019
(] (m] Recpt Processed 5000370671 100 14 100186 BEEF ROAST ROUND FRZ CTH-38-42 LB t 1252018
(] ] Recpt Processed 5000370672 100 15 100186 BEEF ROAST ROUND FRZ CTH-38-42 LB LLE 12/052018
O | Ready to Receipt 5000370633 100 58 100166 BEEF ROAST ROUND FRZ CTM-38-42 LB 6100027553
[m] ] Ready Io Receipt 5000370634 100 59 100166 BEEF ROAST ROUND FRZ CTN-38-42LB  ging27s53
A4
[ ®¥ submit Receipt || # Modify Receipt |[ 3 Cancel Receipt |
< >

11. Click L& Submit Receipt | (the Submit Receipt button) to submit the modified receipt to USDA.

@ (Note) WBSCM will send an email notification to the vendor when a receipt is entered with
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12.

13.

over, short, damaged (O/S/D), or late materials/commodities or if there was no ASN at the time
the receipt was submitted.

Image: Enter Shipment Receipt Details Screen

Home Operations Admin Reports Help

Order Processing
2 lo) i = Order P ing > i Receipts > Enter Shipment Receipt Full Screen || Options
@ Goods receipt was dditional might be available below!
Enter Shipment Receipt Details A
Receipt Header

-

& BacktoPrevicus | {K] Back to Search

Use the Receipt Header section o receipt multiple PO line items with same date
Enter the Signed By and Date Received mandatory values and apply to all displayed line items. Add relevant Comments regarding your receipting action

Order \

- 4100012785 Enterea By. [ALLROLENO RallearBOL
[ Date Received | T

Comments

Goods receipt Messages
View: I:De‘sa:: View - Sxpont
Order Number ltem MsgType

4100012785 9 S Receipt was successfully posted for ASN 6100030995

Message text

Receipt Item Details
View: | €INV_VIEW

Select Further Actions Receipt Status Sales Doc. item Pur.Doc. = Item =  Material Material Description ASN Number = Signedby Date Received
] (] Recpt Processed 5000370666 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030995

i — s % 4nnamA | mEEE AALAT RALMIA FAS ATR AR AnEn

John Doe | 10716/2023 VY

Review the confirmation message at the top of the screen.

@ (Note) The MsgType column, in the Goods receipt Messages section, provides detail for each
Order Number and Item:

e Sindicates the receipt was successfully submitted.

¢ E indicates an error. Based on the type of error received, instructions are displayed
such as Please retry Good Receipt for the line item or Please contact the WBSCM
Helpdesk- to complete Good Receipt for the item.

The transaction is complete.
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RESULT

A shipment receipt for a purchase order line item was modified in WBSCM. Optional and required
information was reviewed and changed on a shipment receipt, possibly including:

Date Received

Signed By

Quantities received or rejected
Damaged Goods information
Comments
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