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Welcome to our Processor Refresher Training for Web-Based Supply Chain Management or
Web SCM.



[WBS(MJ. Topics in Processor Training

<+ Topic 1 - Domestic Fulfillment Overview
“+Topic 2 - Organization Administration
“+Topic 3 - Domestic Order Management

“+Topic 4 - Fulfillment Reporting

In this training, we will be covering the basics for Domestic Fulfillment, Organization
Administration, Domestic Order Management and Fulfillment Reporting.



(T30 | REVIEW: WBSCM Key Terms

Business Partners SDA-State Distributing Agency
Sold-to Party Receiving Organization
Ship-to Party Requisition

Org Admin Sales Order

User Admin Purchase Requisition
RA-Recipient Agency |Purchase Order

Here is a list of some frequently used terms in Web SCM and we will be discussing them in
this training. We recommend that you become familiar with them as they are used frequently
in the Web SCM environment.



(TTXY| | WBSCM Objectives

* Improve Procurement practices
» Decrease administrative costs
* Enable USDA to become more efficient

 Improve order cycle times...

- Leverage advanced planning

*The Web SCM obijectives are to Improve Procurement practices &
Technologies to increase efficiencies

» Decrease administrative costs associated with procurement & contract
management, and technology

» Enable USDA to become more efficient at meeting customer needs

 Improve order cycle times, financial processing, and customer relationship
management to reduce costs

* Leverage advanced planning and collaboration tools to enable USDA to
match supply and demand more effectively and efficiently



g Organization

*The Domestic Fulfillment process can be subdivided into smaller categories
as seen in this diagram, including topics such as Organization
Administration, Order Management, Complaints Processing, Recall
Processing, and Warehouse Activities.



lWBS(Mj. Domestic Fulfillment Process

1. RAs & Co-ops place S SRS e 3. FNS approves sales
domestic requisitions consolidate order and may alter

S requisitions into a
(School Districts) ea e arHer sales order

P arrive 5. Goods are

livered
(for orders received SEE warehouse

by Processors)

4, Order is sourced to
appropriate vendor or

Domestic fulfilment begins when customers place domestic requisitions in
Web SCM. It ends when the customer receives their order, and enters

confirmation into Web SCM. Here is a high-level look at the domestic
fulfillment process: (read box text)



[WBS(MJ. Lessons in Organization Administration

+Topic 2 - Organization Administration

» Lesson 1: Maintaining Organizations
» Lesson 2: Creating & Managing Users

Moving on to Organization Administration and Maintaining Organizations



lWBS(Mj. What is a Business Partner?

( Warehouses

Maintaining organizations has to do with maintaining the master data record
for a business partner. “Business Partner” is another word for an
organization in Web SCM and as we can see in this chart, they can be
customers, vendors, transportation providers and ship-to parties such as
warehouses and processors.



UTIEY, | Domestic Organizations |

| \J u
y ¥
State Distributing
Agency
v
Recipient Agency
(Including Co-ops)

Before we discuss your specific responsibilities as an Organization
Administrator, let’s look at the layout of organizations within Web SCM. The
diagram in this slide depicts the USDA organizational hierarchy and shows
which USDA organizations sponsor other organizations in Web SCM.




|WBS(MJ. Organization Administration Overview

e T Y TS N W |
Fgallicativii AU

This is a high level overview of the Web SCM Organization Administration
process and the responsibilities of Organization Administrators.

Organization Administration is the process of creating and maintaining
organizations and users in Web SCM. Organization Administrators are
responsible for creating organizations, which may include multiple locations;
creating users; and maintaining the organizations, hierarchy and users
created.
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TN | Sold-to & Ship-To Parties

Each Organization has a sold-to and/or ship-to role assigned to it.

Sold-to Party:

A Sold-to Party is an Organization that orders food. An Organization or State Agency may have multiple ship-to
parties (including approved processors) that operate in their state.

Ship-to Party:

A ship-to party is the address where the goods will be delivered. Ship-To Parties, including processors, can have
multiple addresses. For example, if you are a processor that runs six different plants, each plant would be
represented by a different ship-to address and unique business partner id number. If you acquire a new plant in
Web SCM, you will need to request a new identifier from the Food and Nutrition Service to allow Sold-To parties
to send Goods to your new destination.
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|WBS(MJ. Lessons in Organization Administration

“»Topic 2 - Organization Administration
» Lesson 1: Maintaining Organizations
» Lesson 2: Creating & Managing Users

Okay, let's move on to creating and managing users.
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*To create an E-Authentication account, go to
https://www.eauth.usda.gov

*Click Create an Account.

/2 edusthertication - Windows Internet Explorer
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Before we can discuss creating and managing users, we need to go over how to become a
new Web SCM user. Becoming a Web SCM user is a two-part process. To become a Web
SCM user, the new user who does not already have an existing e-authentication account
must create their own e-authentication account. The Organization Administrator may not
create the account on behalf of the new user.

To create the e-authentication account, the new user must go to the website

www.eauth.usda.gov and in the last line of the Welcome section, click the link: Create an
Account.



|WBS(MJ. Creating an E-Authentication Account

Click the Register for a Level 1 Account button

USDA, iretes Sistes Deparimeni of sgruos
ammmm USDA eAuthentication

Homo | About eAuthenticason  Holp  Contact Us |
Create an Account - Getting Started

USDA Federal C &

If you are a USDA Federal Employes, Contractor, or Affiliate of the
USDA, you must register for & USDA Internal Account.

USDA Customers - What Level of Access Do You Need?

Request Level 1 Access to:
2

Request Level 2 Access to:
* Submit official business ransactions vis the Intermet

Changing from Level 1 Access to Level 2 Access

1f you alre.

After clicking the link, you will be taken to the e-authentication account screen. There are two
types of accounts that you can create.

If you need to create an e-authentication account as a processor, you will want to click on the
button, “Register for a Level 1 Account”.



|WBS(MJ. Step 1 Level 1 Access Account Registration

Complete the appropriate fields to create your E-Authentication account:

Level 1

Register for Your Account -

== =1

Then in the screen that displays, you will need to Enter all the required fields and click the
continue button.

This is very similar to other website registration steps.




|WBS(MJ. Step 2 Level 1 Access Account Verification

USDA  1nted Sttes Dopartment o agrcumus R
S |USDA eAuthentication EH.LJ

l___ | A v .
Home | About eAuthenbeation | Help | ContacilUs |  FindanLRA

unt Registration > & A

Create an eAuthentication Account

Step 2 of 4 - Level 1 Access Account Verification
¥ this information is incorrect, please click the edit If the information is
corredt, please continue by chckng the submit button,

erify User Information
User ID: CREWDSOMOOD4
Name: Mark Crewdson

Email: Mark.Crewdson@fns.usda.gov

Verify Security Questions & Answers

Q: What Is your favorite cartoon character
A: Bugs Bunny

Q: What was the make of your first vehicle
A: Mazarab

Q: Who was your prom date
A: Barbie

C: What is the name of the first street you remember living on
A: Wistenia

@D )

The information you entered will be displayed for confirmation. Once you have confirmed
your information, click the Submit button. You have just created your new user account in E-
Authentication.

... And just in case anyone is wondering, that is not my real information in the displayed
security answers!



wBsCM B Step 3 Print Confirmation Email

DA Unitet States Depariment of agricuars Y

us t ¢
ﬁ USDA eAuthentication Eﬂ

o

e e R 6 Y

eAuthentcation | Holp | ContaciUs | Findan LAA

Quick Links
+ What is an account ¥

Create an eAuthentication Account
I Update your account

Step 3 of 4 - Print Confirmation email
Administrator Links

¥ Local egistration Account Created:
v Your account has been created but you have one mare step required to

complete your registration!

Vour confirmation email from eAuthHelpDesk@fte.usdagev should arrive
withan 1 hour. Please follow the instrisctions in the email complete step 4 of
your registration,

Account
User ID: CREWDSOMO004
Emak Mark.Crewdson@fns.usda.gov

1If after 24 hours you do not receive the confirmation email:

1. Check the email filters of your provider and emad client.

2. Contact the ITS Senvice Desk at eAuthHelpDeskSfte.usda.gov or
800-457-3642 , Please provide your User ID, first and last name,
and emad address.

Please print this page for future reference.
sAuthentication Home | US0A.gov | S4e Map
h acoassibility Statarnant | Privacy Policy | Hon-Oiscrimination Statamant | USA.gov

After clicking Submit, the Confirmation Email screen appears informing you that you will
receive a confirmation email within one hour. You may want to print the email, or keep the
electronic version of it handy when you receive it, as you will need to follow its instructions in
order to complete the last step of the e-authentication registration.
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(TTXAY| | E-mail User Receives

-

After user is AT ko e P DRDA N i i L AR
c reated , dccoun b Companduiens CREWDSOMOOM, o have sucecssfully semted o USDA eAuthemticnon scooum with Level | secen
activation is

required »

Fleaon retaim thia information for future rvfermwen,
Cnce vom kave srivated your scoeemt vou will have immmedinie scoes 19 the USDA ponials st applicetions thai acoegt socess with Levet 1 sccews

You cam alse view er apdabe your scomt imfarnation by dicking ou the cAsthetication USER ACCOUNT HOME Esk.

An email is sent to the new user!

- _ . M e,

After being notified by the e-authentication confirmation email that the user has an e-
authentication account, the new user should click the ACTIVATE MY ACCOUNT link in the
email after at least 10 minutes has elapsed to complete the Web SCM registration process.
After clicking on the link, the user is granted real-time access to the appropriate systems.

Please note that when we say the user is granted access to the appropriate systems, we
mean that perhaps a vendor would only have access to external procurement applications in
Web SCM, a customer would have access to order-placing applications, and a recall
specialist would have access to recalls applications and processors would have view only
access to see orders coming into their plants and warehouses.

The e-authentication confirmation email also contains helpful links for updating your e-
authentication User Account and for further assistance with your e-authentication account if
necessary, including the information that would need to be included in an e-authentication
Help Desk request.
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Unded States Depariment of Agncullure:
ﬁ USDA eAumenllcaluon EH 5
p— = i o S~
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Quick Links : e £
» What s an account? Create an eAuthentIcation Account

+ Croate an account
¥ Update your account
Administrator Links

Step 4 of 4 - Account Activated

Your account has been activated with Level 1 Acccess Please wait 20 minutes

¥ Local Rogmstration from the time of activation before using the account.

Account

User [D: CREWDSOMOOO4
Emaik  Mark.Crewdson@fns.usda.gov

Non-USDA Federal Employees Requesting Level 2 Access
If you are not a USDA Federal Employee and have requested Level 2 Access.
You must visit a USDA service center for identity-proofing by a Local
Registration Authority (LRA). Find an LRA

If you cannot find an LRA, contact the ITS Senvice Desk
emall: eauthHelpDesk@ftcusda.gov
Phone: 500-457-3642

Authentication Home | USDA.gov | Site Ma;
b Accassibility 5klrr| ot | Privacy Policy | Non-Discriminatios s\‘rn At | USA,gov

After clicking the ACTIVATE MY ACCOUNT link, the Account Activated screen appears letting
you know that your e-authentication account has been activated and that you will be able to
use the account in approximately 20 minutes.



(O | WBSCMHomePage

www.usda.gov/wbscm

_—
[
United States Department of Agriculture ' ﬁ
Topics | Programs and Services | Newsroom | Biog Stalap | A-Zigex | Agvasced Search | Hep | SearchTps
: -
You are here: Home  Web Based Supply Chain Management Stay Connected ﬂ g ] g == b\
Iwantto ... Web Based Supply Chain Management
> WBSCM Login
> WBSCM Training Site
{Sponsonng Aur_vncg',' assignad ID IMPORTANT WBSCM NOTICES
required for access)
Resources WBSCM will be unavadable due to federal fiscal year end processing beginning at 4:00 PM on 9/28/2012.
The outage is expected to last until approximately 12:00 PM Eastemn Time 10/1/2012, This schedule
* ANS may be adjusted to complete procurement requirements. If changes are necessary they will be posted
= FAS as soon as they are available.
> ENS A notification will be posted on Monday 10/1/2012 when all activities are completed and WBSCM is
avalable,
> FSA
For more Agency information, please visit one of the Agency website links to the left.
> USAID

The link for the Web SCM Home Page is:  www.usda.gov/wbscm. Once there, you may click
on the Web SCM Login link in the top left corner in the “l want to . . .” links box.
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|WBS(MJ. WBSCM Registration Process

Users shall protect their UseriDs and passwords frea disclosare,

& Arcept
© Repat
Submil

Please review the WESCM Rules of Behavior. Chclang Accept wil cootime the vabidation process

When you go to sign into Web SCM for the first time, you will be directed to the following
screen. To access the system, you will need to read the Web SCM Rules of Behavior, select
the Accept radio button and then click the Submit button.



T | eAuthentication Rules of Behavior

USDA tnitea States Deparsnant ot
- USDA eAuthenticaion

- cn -~

i r 11
Home | Abouf eAuthenbcasion | Help | ContactUs | Find an LRA

® You are accessing a U.5. Governmant information system, which includes (1) this computer, (2) this

n.mnrk.{Blﬂmwmmuﬂmmwt.lmﬂ}iudmﬂwMo
attached to this network or to 8 computer on thes network. This rmation system is provided for U.S.
Gammem—ummmndr,

. Ich-llﬂmadUiﬂmlﬂﬂ‘l’\iﬁwﬂmmwnwimm.ﬁwlludﬂll\dﬂiml
penal

a By using this information system, you understand and consent to the follawing:

L] mmnrmmmmdmmrmanymmmumumnu

rpase manitar, intercept, search and murmmmmmmm‘rmmﬂu
n\"nmmmm

© Any communications o mﬂwumreﬂmﬂﬂsidnwﬁummmh@uﬂlw
used for any lawful government purpose.

@ Your consent is final and irrevocable. You may nct rely on any statements or informal policies
purparting to provide you with any expectation of privacy regarding communications on thes system,
ar;_eun r oral or wristen, by your supervisor or any cther offical, except USDA's Chaef Information

heer.

e s
Cancel | [ 1 Agree
shuthenticateon Homae | US04 gov | Site Map
. Accesnibility Statemant | Srivacy Poboy | Non-Discrimination Statemaent | ww. FirstGor.gov

After clicking Submit, the Terms & Conditions display. This occurs every time you login to

Web SCM. You will want to click the | Agree button to access the e-authentication login
screen.




TN | eAuthentication Login Page

S USDA eAuthentication

Login with my User ID and Password

Uner 1D: [CREWDSOWOM

Login with my USDA LincPass

Login with my LingFass

On the e-authentication login screen, enter your e-authentication User ID and Password, and
click Login.

If you forget your User ID, forget your Password, or need to change your password, click the
appropriate links under the User ID and Password text boxes to resolve your login issues.



([ICH] |WBSCM HomePage |

After successfully logging in on the E-authentication Login screen, you will be redirected to
Web SCM where you can begin transactions using the Menu at the top of the screen and/or
the Detailed Navigation link(s) on the left side of the screen.



([H{Y| [CreatingaUser |

Pop-up displays
asking for

e-authentication |

|Click on “Admin” |
tab and

Log in to Follow the Portal
WBSCM ﬁ Path .
|

Click “Create a
“Manage Users”
tab and link

User Administration is the process of creating
and maintaining users in WBSCM!

Now for the second part of the process. A user with an E-authentication account still cannot
access Web SCM unless they are also made a user in Web SCM. User Administration is the
process of creating and maintaining users in Web SCM. This includes Organization
Administration users, User Administration users, and USDA and external users.

To create a user, the Organization Administrator logs into Web SCM via the E-authentication
Login screen, clicks on the Admin tab, Manage Users tab and Manage Users link and clicks
the Create a User button.
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[IHAY| | Creating a User in WBSCM

« Use this screen to create new Users, Organization Administration
Users, & User Administration Users

» You can create users for your organization and sub-organizations

ot =S

- o i
Bum| B D i L | [ ] ot - SINEYCY DL CHET C TR Y ST

Once on the user creation screen, the Organization Administrator completes the user
information required and clicks the Save button. All asterisked fields must be completed and
also important to note, the User Last Name and Email address provided in the Personal data
tab MUST match the E-authentication Last Name and Email address because the process
involves using both e-authentication and Web SCM (two systems that interface with one
another).

All types of users can be created using this process. After saving the new user, an email is
sent to the new user asking to (a) create an e-authentication account if one does not exist,
and (b) confirm their identity in Web SCM

If you are assigned the Organization Administrator or User Administrator role, you will have
the ability to create, display, and modify users and will be able to see all users within your
organization. For example, if you are a Processor Organization Administrator, you will be able
to see all users for your company, you will be able to create, display, and modify these users
and, as an Organization Administrator, you will also have the ability to create other
Organization Administrators and User Administrators.

We will demonstrate all the functions of the Organization Administrator later in this training.
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(TTX{TY| | Personal Data tab

User Details
LEE L LEICL N | Role data | Admin data @
UseriD: CREWDSOMO0004 Company: 0005001718
First Name: *  Mark Phone:
Last Name: *  Crewdson Fax:
Emaik: * Mark.Crewdson@fns.usd Mobile Phone:
Title: !}
Street Address:
City:
Zip Code: 22302
Country: * usa _v_
State/Province: |
Time Zone: -]

| Modify User || Delete User |

You can view personal data about the user from
the Personal data tab!

In the Personal data tab you can enter the new user’s personal information. The UserID is
system-generated and cannot be modified manually.

Once the system generated USERID is created in Web SCM, you can ignore it. You will not
need this information to log into the system. The E-Authentication ID and associated
Password are what you need to log into Web SCM.
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(30 [RoleDatatab

User Details

Current Roles

Org Admin - Domestic Ship-to
View-Only - Domestic Ship-to

| User Admin - Domestic Ship-To

Row|1/of3 |

| Modify User || Delete User |

You can view role data about the user from the
Role data tab!

From the Role data tab, you can select the appropriate roles for the user. These roles
correspond to security access that the user has, and determines what the user can do or see
in Web SCM.

Organization Administration Users — Organization Administrators are users that have
authorization to modify their own organizations. These users are authorized to create
organization administrators, user administrators, and users for their own organization.

User Administration Users — User Administrators are users that have authorization to
create regular users within their organization. User Administrators may also create other user
administrators in their organization.

Users — Unless they have organization administrator or user administrator authorizations,
these individuals are unable to create, modify, or display users. They may only display their
own user profiles.
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(IO | Admin Datatab |

User Details
Personal data mm' Admin data =]
User Locked: ] —
Reason Locked: |

You can view user administration data about the
user from the Admin data tab!

From the Admin data tab, you can lock a user out of the system. To do so, check the User
Locked checkbox and provide a reason for the lockout in the Reason Locked field.

You might use this feature if an employee has changed roles in your company and no longer
needs access, or if you find abuse.

Finally, once the Save button is clicked when creating a new user, the new user will receive
an e-mail with instructions on setting up their e-Authentication account and registration.

29



REJ19

I3 | pisplaying a User

When displaying a user in WBSCM, use the following procedure:

1. Select a Username
from the list to display
details on that
particular user

2. Navigate
through the tabs

(Demo: Do Create and display user and maintain organization demo.)
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[WBS(MJ. Lessons in Domestic Order Management

“+Topic 3 - Domestic Order Management

» Lesson 1: Maintaining Sales Orders
« Lesson 2: Processing Receipts

Let's move on to Domestic Order Management and Maintaining Sales Orders.
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lWBS(M-ﬁj. Fulfillment Key Documents

Let's review some of the key documents that are created in the Web SCM order process.
These include domestic requisitions, sales orders, purchase requisitions, and purchase
orders.
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(LAY | Fulfillment Key Documents

eRedonation Sales Order
(Transfers)

The core of fulfillment in Web SCM revolves around documents known as sales orders.
Recipient Agencies (RAs) and Co-operative Organizations (Co-ops) are NOT authorized to
create sales orders in Web SCM. They can, however, create requisitions which must be
approved by the State Distributing Agency.

The domestic sales order is the most frequent type of order. Occasionally, however, other
types of orders are processed in Web SCM to accommodate unique program needs. Three
types of other orders which you might see in Web SCM are emergency sales orders, offshore
sales orders or redonations, also known as transfers.
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Fulfillment Key Documents

wesch B

Schools
Place
Requisitions

So, let’s discuss the order flow.

School Recipient Agencies place a requisition for goods. This can be done by logging into
the Portal, searching the Web Catalog, and adding items to the shopping cart. When the
requisition is ready for approval, it is escalated to the appropriate State Distributing Agency.
Not all RAs are using Web SCM. Some are using state ordering systems.

State Distributing Agencies receive all requisitions from the Recipient Agencies beneath them
and are responsible for approving or rejecting each requisition and for consolidating all
approved requisitions into sales orders. State Distributing Agencies are authorized
departments within a state, such as the Department of Human Services, Dept of Agriculture,
or Department of Education. The SDA may use the discussion forum functionality to maintain
full truckload requests and communicate with other SDAs on the status of an order. SDAs
who use their own ordering systems for their RAs have the capability to upload orders into
Web SCM. The newly-created Sales Orders are sent to FNS for approval or rejection and if
approved, they are sourced to a vendor.
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Fulfillment Key Documents

Schools
Place
Requisitions

If an FNS Order Manager rejects the sales order, the heading on the sales order will read
“Returned by FNS.” Usually this is only done in situations where the item cannot be
procured, the SDA has exceeded its entitlements budget, or the SDA has notified FNS of an
error in the order and asked them not to fulffill it.

When the sales order is returned to the SDA, the SDA Order Manager can change the
following fields:

- Quantities

- Delivery date

- Ship-to (delivery location)

The SDA Order Manager can also cancel the order or unallocate requisitions from the sales
order.

Concerning the inability to procure and shortfalls, this does happen periodically with bulk
orders and AMS and FSA have been pretty good about communicating with FNS in these
situations. You will be able to see the order status change in WBSCM when orders have
been returned.

After the SDA approves and consolidates requisitions, and submits the sales order (all done
in one simultaneous process), it goes to FNS for approval

FNS Order Manager may approve or reject. (CLICK) Common reasons for rejection include:

Item cannot be procured / shortfall situation
SDA exceeded its entitlements budget
SDA notified FNS of an error and asked that it be returned
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TX@]| | Fulfillment Key Documents

FNS Approves
Sales Orders
& Sends to
AMS/FSA

After FNS approves the sales orders they become purchase requisitions and are sent to the
Agricultural Marketing Service or Farm Service Agency who will begin the bidding process.

Once a contract is awarded to a supplier for goods, the purchase requisition becomes a
purchase order.
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(LAY | Fulfillment Key Documents

e Standard Domestic Sales Order
«Domestic Emergency Sales Order
e Domestic Offshore Sales Order

e Redonation Sales Order
(Transfers)

So we've discussed some of the possible paths a requisition and sales order can take in Web
SCM. (Click)

Now we will talk about Redonations. Occasionally, a redonation sales order (also known as a
transfer) is created by an FNS Order Manager when inventory needs to be transferred. For
example, when one state has surplus inventory at a processor that they can't use, they are
able to redonate or transfer that inventory to another state willing to take it. In rare cases like
this, FNS creates a Redonation Credit Memo Request in order to increment the donating
customer’s entitlement with the appropriate balance (so they are refunded for the goods they
are redonating) and creates a Redonation Sales Order in order to decrement the recipient
customer’s entitlement with the appropriate balance (so they are charged for the goods they
are receiving). The entire purpose of this sales order type is to balance the entitlement
budgets accordingly. This is used as a last resort when inventory needs to be transferred
from one state to another.
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([[H{{§ | Discussion Forums |

Discussion Forums are used by Business Partners to receive news and announcements from
FNS. FNS will post information such as policy changes or recalls for their Business Partners
to view. The discussion forums can be found on the main (home) page which is the page to
which you are redirected when you login to Web SCM via E-authentication. Processors have
view-only access to Discussion Forums and cannot post their own information there.
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|WBS(MJ. Lessons in Domestic Order Management

“+Topic 3 - Domestic Order Management

« Lesson 1: Maintaining Sales Orders
» Lesson 2: Processing Receipts

Okay, moving on to Processing Receipts
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(ITX{Y | Enter a Single Shipment Receipt

« Shipment receipts, i.e., Goods [~ === == ==
Receipts, are entered when
materials are received by the
customer or processor. The ST e EERIT
following can enter Goods

Receipts:
 Ship-to Organization
Administrator (Processor)
o State Distributing Agency/ =
Recipient Agency Order
Manager

The shipment receipt or Goods Receipt, is a means of confirming the processor received the
products ordered by the State Distributing Agency on behalf of the schools. The Goods
Receipt provides details on what was received, when, how, who signed for it, and if there was
any damage, shortage or overage.

The Goods Receipt is also used for the 3-way match verification process between the
warehouse, the vendor, and the customer.



WBS(MJ’l Enter Damaged Goods Information

» The customer/processor is responsible for

PR R g

entering the following information into the
Goods Receipt if the goods are damaged:

» Good Quantity
» Damaged Quantity

» Descriptive information about the
Damaged Quantities received

One of the purposes for entering the Goods Receipt is to track where the order is within the
delivery process. Has it left the vendor? Has it reached the processor’s plant?

The second purpose is to verify the quality of goods received. The processor is responsible
for entering the following information about the goods:

Good Quantity — This is the actual inventory that has been received that is not damaged.

Damaged Quantity — This is the inventory that has been damaged due to transport,
unloading, or improper storage.

Description - This is a free text field where the customer may enter information about the
shipment. For example, if there was damage, this field is used to describe the damage,
whether the damage poses a food safety concern, and whether they are requesting a refund
or replacements.

As is the case for any new system, we have discovered some issues in Web SCM and in
particular, some issues concerning receipting and want you to know that we are currently
working with the American Commodity Distributors Association (ACDA) Processing
Committee on resolving these issues.
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(T | How To Submit a Complaint

« If the processor receives product that is defective in some way, they
need to contact the SDA who ordered the product to start a

aem

-~ -l & e s s e
LUINpiaiiic i vuil >ysiLciii.

« The SDA will enter a complaint into WBSCM and a Complaint
Specialist will contact the Processor to resolve the complaint.

(Read the slide)
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WBS(MJ’l Payment to the Commodity Vendor

» Goods Receipt (GR)
information entered by the
customer helps facilitate
payment to the commodity
vendor

« If a customer’s receipt is not
entered, FSA and AMS
Contracting Officers can enter
GR information based on a
signed Proof of Delivery (POD)
document uploaded into the
system with the vendor invoice

Inaccurate and/or untimely goods receipting can negatively impact Payment to the
Commodity Vendor! Shortly, we will discuss other important reasons why receipting accuracy
IS SO critical.



(TTX{TY| | Sales Order Status

« Processing a Goods Receipt does the following:

« Updates the Sales Order line item status to “Ordfr
Received” .
> i

 Part of the "matching" procesydyﬁnanceio

pay vendors J

« Stores information fo orting purposes

(Read the slide)
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The processor is responsible for entering a shipment receipt in Web SCM when goods are
delivered. To do this in Web SCM, click on the: Operations tab >, Order Processing tab >,
Shipment Receipts folder > and Enter Shipment Receipt link.

Enter the Order Number for the order you wish to receipt. This can be the sales order
number, purchase order number, or delivery document number.

Click Search. Searching by the three types of documents discussed will bring up a list of
purchase orders linked to the number you entered.
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After clicking Search, a table displays showing all purchase orders that match your search
criteria. Click the link for the line item you wish to receipt.
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Within the order, there may be multiple line items. Select the line item you wish to receipt, by
checking the checkbox in the Row column.

Enter the following fields:
- Signed By: Person at the customer organization who signed for the delivery
- Date Received: Date on which the delivery was signed for
- Railcar/BOL: Document number for the bill of lading
- Comments: Free text field for entry of comments about the delivery

Click Submit Receipt. If you wish to receipt and have checked the checkbox for all line
items on the order, and there were no damages or shortages, click Receipt All. Itis
important to note that information added to the Receipt Header will only populate line items if
you click Receipt All.

Processors need to accurately receipt on the Bill of Lading as they receive product into the
warehouse, in Web SCM and in their Monthly Performance Reports, so that the receipt data
entered at the destination agrees in all three places. This has a significant impact on
reporting which we will cover later in the training.
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If you have received damaged goods, you will want to indicate that on the receipt by clicking
the box in the damaged quantity column . . .
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Document NO: 0080000128 tem NO: 000010
Damage inio
Damage Quantty: [ 0.000][CS

When Discovered  Carrier Info

Before Unioading: []  Agent Name:
During Unload ] Refrig: E R O
After Unloading: [ Carrier Present: O
Unit Temp(F) [ 0.00]
Interior Temp(F): 0.00
Commodity Temp(F) [ o.00]
Miscellaneous Details
&
Comments:
=]

Enter the information about the damaged goods including the quantity damaged, when it was
discovered, carrier information, and any miscellaneous details. Then click the OK button to
submit the form.
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WBS(MJ’. Upload Multiple Shipment Receipts

» Processors can upload batches of shipment receipts consisting
or a delivery document or an entire purchase order

« A batch of shipment receipts is uploaded to WBSCM via an
Extended Markup Language (XML) or Comma Separated
Variable (CSV) file

« If an error in format is encountered during uploading, the line
is returned to the upload user with one of the following
statuses:

- Status - Error with Receipted PO
- Status - Error with Receipted Line
« All correct line items will be processed

Web SCM allows for warehouse personnel to upload an Extended Markup Language (XML)
or Comma Separated Variable (CSV) file containing goods receipt data in lieu of manually
entering each line item in Web SCM. This process is beneficial to the warehouse as
personnel often enter this data in other systems as well, and it is much easier to simply
transfer the file than to redo the manual entry. Orders must exist for the warehouse and a
shipment receipt XML or CSV file in the proper format must first be created.
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To upload a shipment receipt batch file, use the following Portal path: Operations tab >
Order Processing tab > Shipment Receipts folder > Upload Shipment Receipt link.

Click Browse, and locate the shipment receipt batch file you desire to upload.
Click Submit.
Once the upload finishes processing, the orders from your file will populate in the table.

The order data fields that will display in the table once the upload finishes processing are the
same fields that must be included in the XML or CSV file.

As the Upload of Multiple Receipts is beyond the scope of this basic training session, we will
not be building or demonstrating the multiple shipment receipting process today.



|WBS(MJ. Topics in External Fulfillment Domestic

“+Topic 1 - Domestic Fulfillment Overview
“+Topic 2 - Organization Administration
“*Topic 3 - Domestic Order Management

“+Topic 4 - Fulfillment Reporting

Fulfillment Reporting
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Up to now, we have discussed creating, modifying, and viewing domestic requisitions and
information related to completing a domestic sales order.

Now we will focus on built-in reports available to you through Web SCM.
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Before going further, we do want to mention that help is always available for running the
various reports by clicking on the HELP tab, the Job Aids folder and Reports. You'll find job
aids for many Web SCM reports under this link.
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Received Shipment Report

Order Status Report
List of Materials
Material Pricing Report
User Security Report

Requisition Status Report

A few reports that can be created through Web SCM are the Received Shipment Report,
Delivery Order Status Report, List of Materials, Material Pricing Report, Requisition Order
Status Report and User Security Report.

As we discussed earlier, three security access roles are provided in Web SCM (Organization
Administrator, User Administrator, and View Only). All three roles can access reports,
however view only roles do not have access to the User Security Report.
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Received Shipment Report

Order Status Report
List of Materials
Material Pricing Report
User Security Report

Requisition Status Report

The Received Shipment Report provides detail on any shipments that have been receipted
including when the orders were received, the quantity that was received, and if there are any
overages, or short/damaged quantity. Users are required to enter at least one of the
following: Delivery Date, Order Number, or Shipment Receipt Date. The Status field is pre-
populated with E0001, ensuring that your results contain only receipted orders. Also, by
default, the report will include redistribution and redonation documents in the result, but you
have the option NOT to include them.
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Reports

Received Shipment Report

Order Status Report

List of Materials
Material Pricing Report
User Security Report

Requisition Status Report

The Order Status Report provides USDA consolidated sales order information and can be
used to monitor the status of these orders as they are submitted, canceled, placed on an
invitation, purchased, shipped and received. Users are required to enter at least one of the
following: Delivery Date, Order Number, or Shipment Receipt Date.
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Received Shipment Report

Order Status Report

List of Materials

Material Pricing Report
User Security Report

Requisition Status Report

The List of Materials report shows the list of currently available USDA Foods.
If no selection criteria are entered, all materials currently available in Web SCM will be
displayed. The report will display one record for each material per plant, that is if a material is
available in more than 1 plant.
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Received Shipment Report

Order Status Report

List of Materials

Material Pricing Report

User Security Report

Requisition Status Report

The Material Pricing Report provides information about the current prices for all USDA Foods.
You will need to use Variant “Z1” for USDA and condition types ZCOS (USDA Cost) or ZLAP
(Last Average Purchase Price). The report always defaults the validity period from today’s
date till 12/31/9999.

Notes:
Path: Admin > Master Data > Material > Material Pricing Report
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Reports
Received Shipment Report
Order Status Report
List of Materials

Material Pricing Report

User Security Report

Requisition Status Report

The User Security Report gives Organization Administrators the ability to
monitor the users within their organization. The User Security Report lists all
of the users available within a given organization as well as the roles they
have assigned.

Notes:
Path: Admin > Manage Users > User Security Report
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Received Shipment Report

Order Status Report
List of Materials
Material Pricing Report

User Security Report

Requisition Status Report

The Requisition Status Report provides the user with a status on each
requisition line item, as well as follow-on document information (like the
Sales Order & Purchase Order Numbers for corresponding documents). If
the State Distributing Agency has Web SCM rolled down to their schools,
then a Requisition Status Report can be used to view the allocations within
that state.
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From the initial Reporting screen, you can select from which category you would like to view
reports. Available categories are dependent upon the security permissions associated with
your User ID.

After defining the reporting category, select from the side bar the type of report that you
would like to run.
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The Report Criteria screen is where you enter your selection criteria for a specific report. For
example, you could indicate on this screen that you would only like to view orders placed
during a specific date range or orders that were already approved and delivered, etc.

If you know the value for a particular field, you may enter it in the field. If you do not know the
exact value, you can perform a wildcard search. A wildcard search uses an asterisk in place
of unknown values. For example, if you wish to display sold-to parties that start with “10” type
“10*" in the Sold-To Party field. By typing an asterisk, you are indicating that anything that
starts with 10 should be included in the results (regardless of which numbers come after it).
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If you do not know the exact value, another option is to perform a matchcode search. By
clicking on the matchcode button next to the field, possible values for the field will display. For
example, in the diagram above we clicked in the matchcode box next to the Program field. A
pop-up display lists possible programs and here, you would most likely want to select NSLP,
and click “OK”.
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If you do not know an exact value of a field, but you know that the field should be greater
than or equal to a particular value, less than or equal to, greater than, less than, unequal to,
within an interval, or outside a particular range, you may click the grey diamond next to the
field.

The grey diamond buttons display the Selection Options pop-up window. This allows you to
use various operands like greater than, less than, unequal to, etc. Choose the desired
operand, then continue entering criteriain the fields.
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Click the yellow arrows
to perform an advanced
search

The yellow arrow buttons let you perform an advanced search. Clicking on a yellow arrow
button will display the Multiple Selections pop-up window. This tool allows you to use
multiple selection criteria. For example, if you were filtering the Program field, wanted to see
all except for NSLP and CACFP use the Option Unequal to function on the first line with
NSLP and the same with CACFP on the second line, so that the results do not include NSLP
and CACFP entries.
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Click on Settings to:

* Modify column selection
« Sort

= Calculate

* Filter

* Display

After entering search criteria (whether entering values directly into the fields, doing a wildcard
or matchcode search, and/or using the selection options and multiple selections pop-ups),
your customized report will display.

On the top right-hand side of the screen, click on Settings to:
Modify column selection, sort results, do calculations, create a filter, and/or change the
display.
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Clicking the Settings button displays the Settings area above the report. You can add
and/or remove columns from the report from the Column Selection tab.
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To remove a column from the report, select it in the Displayed Columns table and click the
Remove button.

To add a column to the report, select it in the Hidden Columns table and click the Add
button.

Changing the order of the columns is done using the Change Sequence buttons below the
Displayed Columns table. Simply select the column you wish to move incrementally and
click the up and down arrows until the column is in the desired position. Please note that the
arrows with horizontal lines above and below the arrow points will move the selected column
to the beginning and end of the report respectively.

Sorting the results displayed in the columns is done by clicking the Sort tab and selecting the
desired ascending/descending sort in the Sort Direction column.

Click the Apply button to make and view the changes.
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To calculate the Total, Minimum, Maximum, and Mean Values, click the Calculation tab.

Only the columns that can be analyzed with calculations will be displayed in the Calculation
tab. Inthis instance, these columns are Qty. Requested, Net Dollar Value, Qty. Delivered,
Good Qty., Over Qty., Damage Qty. and Rejected Qty.

If the “Display Calculations at the Start of Table” checkbox is unchecked, the results will
display at the bottom of the table.

If the “Collapse to Intermediate Results” checkbox is selected, only the top-level of
intermediate results is displayed.

If a column has been sorted and the user does not want it to be calculated, uncheck the
“Display Intermediate Results for Sorted Columns” checkbox. If the user has multiple sorted
columns and wants some of their results displayed and some not displayed, click the
Exception button to choose which columns to show the results.

The results of your calculations will appear in the inserted yellow rows in the table once the
Apply button is clicked.
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Filtering allows you to display only results that contain a specified entry in a specified field.
There are two ways to filter a report in Web SCM, the easy, user friendly way or the little

more cumbersome way. We are going to show you the easy way that allows you to enter
your filter values directly in the filter row above the report instead of choosing the columns

one by one.

To begin filtering, instead of clicking on the Filter tab under Settings, you will want to exit the
Settings screen and click on the Filter link next to the Settings link. A blank filter row will
display on the screen where you may specify your criteria. Enter criteria for one or more fields

in the blank row and press the Enter key. The columns will be filtered accordingly.

To remove the filter, click the Delete Filter link.
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« Sorting columns in ascending or descending order
allows users to organize their results

« Click on the up arrow for the respective column to
sort results in ascending order

« Click on the down arrow for the respective column
to sort results in descending order

Another way that users can organize report results is to sort the columns. Users may sort
columns in ascending or descending order simply by clicking on the arrow button next to the
column title. This will display results in a chronological or alphabetical order.



EXT300-SDA
Order
Manag

[WBS(MJ. Change Display

view [N~ Saemn | Freseien
| St Caustos r-E:.: =)
el Bempaca Click on the Display tab
ST to change the
= appearance of the
report.

: e Click the Apply button
TN OO =TT for the changes to take
' effect.
{start| @ - (D . inbor- Mouscht uekook | i RE: Delvery Date R, | 3 Web Baved Supply Chan.. |

Okay, we have shown you the easy way to filter. Now back to Settings and the Display tab.
Using the Display tab, you can change the appearance of your report. You can change the
number of columns and rows displayed, the aesthetic design of the table, and the grid lines.

Once you have made your selections, click the Apply button for the changes to take effect.
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Click the Print PDF Output
button to print the report.

Click the Export button to export
the report to Excel where you
may further customize the report
and/or print from that

application. il

To print the report click the Print PDF Output button. The report results are not customizable
using this method and the report will be arranged by Sold To Party with the Sales Orders
sorted underneath by Requested Delivery Date.

Of course, you can also export the report to Excel, customize it in any way that you like, and
print from that application as well.
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You may choose to save your view. By saving your view, you will be able to apply these
report customizations anytime you run this report simply by choosing your saved view from

the View dropdown box.

To save your view, click the Save As button. The Save As pop-up window will display. Enter
a name for your view in the Description field. The view will be automatically assigned at the
user level, so it will only be available to you when you are signed in under your username
(others in your office and agency will not have access to view reports in your saved view).

Select the Initial View checkbox if you would like reports to automatically default to
displaying in this view when you run them.

Click the OK button to save your view.
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Select your view

To display your customized view and automatically apply all settings that were part of your
saved view the next time you run a report, select the saved view from the View dropdown
box.

After running your report, you may wish to export or print it so you can view it outside of Web
SCM.
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The Requisition Status and Order Status Reports that we have just demonstrated in WBSCM
have a very important field to which you will want to pay close attention and that field name
is in the name of both reports. That's right, we are talking about the Status field. You will
want to run Requisition Status Reports and Order Status Reports FREQUENTLY for your
processing plants and/or warehouses to see what is scheduled to come into your plants and
when and you will want to pay special attention to the order status codes as orders are
entered, created, approved, sent out for bids and purchased. State Agencies should
coordinate deliveries with their processors, but as we have too often discovered, it does not
always happen and the further the orders have gone through the process, the harder it
becomes to change, divert and/or cancel them.
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* Ready for Approval

* Approved by SDA

* Approved by SpAgency

* On Invitation

* Returned by AMS/FSA

* Resubmitted to AMS/FSA

Ready for Approval means a recipient agency, co-op or State Distributing Agency has entered an order in
WBSCM and that order is waiting for State Distributing Agency approval.

Approved by SDA means the State Distributing Agency has consolidated requisitions and created sales orders
which are awaiting approval by the Food and Nutrition Service.

Approved by SpAgency means the sales orders have been approved by FNS and sent to the Agricultural
Marketing Service or Farm Service Agency for purchase.

On Invitation means that the Agricultural Marketing Service or Farm Service Agency has run their worklists and
placed the sales orders on a solicitation which is released for vendor bids.

Purchased means that the sales orders have been bid on and procured and placed on a signed contract by the
Agricultural Marketing Service or Farm Service Agency. Sales Orders in Purchased status CANNOT be
canceled and shipment CANNOT be delayed. Sales Orders in Purchased status may, however, be diverted to
another destination via State-approved Contract Modification Requests.

Returned by AMS/FSA means that the sales orders have been returned by the Agricultural Marketing Service or
Farm Service Agency. This happens during the Contract Modification Request process so that destinations can
be changed. It may also happen because the sales orders are not purchased and need to be moved to another
Requested Delivery Date or be canceled.

Resubmitted to AMS/FSA means that the sales orders have been resubmitted to the Agricultural Marketing
Service or Farm Service Agency after having been returned for changes post FNS approval.
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1. Help:
a. Help tab.

b. Context Sensitive Help: located under the Options Icon (far right hand
corner of the screen to the right of back & forward)
c. F1 - gives you a description of the screen you are looking at
2. Hourglass:
a. If an hourglass doesn’t change when you move your mouse around that
means the last function is still processing
b. If the hourglass does change when you move the mouse around that
means you can continue to navigate.
3. Pop-Up Menu: If a pop-up menu appears and a bottom menu disappears,
click and drag the top bar of the box to move it up to see the menu again.
4, Job Aids:
a. Work Instructions
b. Quick Reference Steps

Manag
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6.

Control Handles: They expand or collapse certain areas within the portal
such as the Detailed Navigation Menu

Clicking the Back or Forward link:

a. Use the back or forward link in WBSCM to access the previous or
next screen.

b. Do not use the back arrow in Internet Explorer. That will end
your WBSCM Session.

Portal Favorites: Select Options and Add to Portal Favorites.

Wildcard Searches: When searching for a particular material or
name in WBSCM, you can use the asterisk (*) to search for part of
the name or number. |I.E. *beans will search for anything that ends
with beans.
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» Thank you for your time!!!
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