w BS(M i Work Instruction . . '
J Enter Domestic Shipment Receipt (eINV)

Purpose

Domestic recipient organizations (or USDA on behalf of a recipient) use this procedure to

manually enter a shipment receipt for a purchase order, sales order, or delivery 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. The shipment receipt provides details
such as when the shipment was received, who signed for it, and if any part of it was damaged and/or
rejected. The recipient also uses this procedure to document quantities of materials received, reporting
both good quantities and over, short, damaged (O/S/D) or late quantities.

Timely entry of a shipment receipt is a critical step in WBSCM. Current ENS policy requires entry of
shipment receipts within two calendar days of receiving a delivery.

The receipting procedure described in this document applies to orders that contain one or more line items
that are supplied by a vendor with electronic invoicing (eINV) capabilities in WBSCM. In this streamlined
invoicing process, the shipment receipt is matched against the Advanced Shipment Notification (ASN)
submitted by the vendor and other information associated with the purchase order (PO) to generate a
payment invoice for the vendor. Late entry of the shipment receipt will cause delays and inaccuracies in
the downstream process.

elNV functionality will not be applied retroactively to line items that were already scheduled for delivery
prior to implementation. During this transition period, there are two scenarios for receipting direct
shipments:

1.  If there are one or more elNV line items associated with a PO, the eINV screen and button
options display for ALL line items. For any line items that are not identified as enabled for eINV,
only standard receipt entry is available; additional functionality, as described in this document, is
only available for eINV-supported line items.

2. Ifthere are NO eINV line items associated with the PO, the eINV-specific buttons and options do
not appear. The elNV functionality is not enabled for these POs.

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

Users can enter a shipment receipt in WBSCM two ways:

1. Use the Enter Shipment Receipt transaction to create a shipment receipt manually. This work
instruction reviews the steps to perform the Enter Shipment Receipt transaction.

2. Use the Upload Shipment Receipt transaction to upload a shipment receipt from a comma
separate value (CSV) or extensible markup language (XML) file.

The following related work instructions provide guidance for working with domestic shipment receipts in
specific circumstances:

o Modify Domestic Shipment Receipt (eINV) - used for POs with one or more eINV line
items, when the user wishes to modify a recently entered shipment receipt.

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

. Enter Domestic Shipment Receipt - used for non-eINV POs, when the user wishes to enter
shipment receipts manually.

o Upload Domestic Shipment Receipt - used to upload shipment receipts for any PO (eINV and
non-eINV) using a CSV or XML file. This functionality cannot be used for Multi-ASN PO Line
Items.
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Process Trigger

Perform this procedure when a recipient needs to receive shipment with eINV line item(s).
Prerequisites

. The PO or sales order must exist in WBSCM.
. eINV must be enabled for one or more line item(s) on the PO.

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

. Select Operations tab % Order Processing tab @ Shipment Receipts folder & Enter
Shipment Receipt link to go to the Enter Shipment Receipts 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 Portal Basic Navigation course for tips on creating favorites, performing
searches, etc.
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PROCEDURE

1. Start the transaction using this Portal path: Operations tab & Order Processing tab =
Shipment Receipt folder #Enter Shipment Receipt link.

Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing
Full Screen || Options v

o] il > Order P = ip! Receipis = Enter Shipment Receipt
Filz Uploads/Downloads
Calalog Maintenance Orsie Scarch
Order Management Order Number: * | | [ search |
Entitlement Management
Shipment Receipis WESCM has the ability to receipt Sales Orders, Delivery Documents, and Purchase Orders.To search for an open order in the system to receipt, please
enter your order number and click “Search”
Upload Shipment Receipt
NW 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 Screen

Home Operations Admin Reports Help

Order Processing

Operations > Order Processing > Shipment Receipts > Enler Shipment Receipt Full Screen || Options +

Order Search

Order Number: * | | [ search

WESCM has the ability fo receipt Sales Orders, Delivery Documents, and Purchase Orders To search for an open order in the system fo receipt, please enfer your order number and click

“Search”

3. 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. When
entering this number, the recipient ensures that
they are receipting against the correct order.

Example:
4100012785

@ (Note) In the case of inbound to
warehouse receipts, only enter a

purchase order number in this

field. 1TEA42E9629D548D187FD88222D

E5565B61DAE25139534354BB633244

76A7D0OBC

@ (Note) In this example, a sales order number was entered.

4. Click (the Search button) to execute the search.
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WBSCH.

Image: Enter Shipment Receipt (Associated Order Summary) Screen

Home Operations Admin Reports Help

Order Processing

: Op > Order P i = ip Receipts > Enfer Shipment Receipt Full Screen || Oplions ~
Associated Order Summary
View | [Stangara view] | ¥ &

Sales Doc#  Assc. Doc Type Assc. Order# :-

5000370678 Siandard Domestic = 4100013755

5. If a list of one or more sales documents is displayed in the Enter Shipment Receipt (Associated
Order Summary) screen, click the applicable PO number in the Assc. Order # column to

continue.

@ (Note) When searching by a sales order number, the Associated Order Summary screen is
displayed. Click the PO number in the Assc. Order # column to continue to the Shipment
Receipt screen.

@ (Note) Recipients are only able to see their own PO lines. USDA users can see all lines.
Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing
O > Order Py g > Receipts > Enter Shipment Receipt Full Screen | Options «
- A
[T]Back to Summary | (K} Back to Search
Receipt Header
Order Number: 4100012785 Entered By: ORDERMA Railcar/BOL
Signed By Date Received | (s}
Comments:
[Receipt Anl]
View: ¢INV.VIEW [+
Select Further Actions Receipt Status SalesDoc. Hem PurchDoc. » Item . Material Material Description ASN Number » Signed by Date Rece
(m] (m] Ready to Receipt 5000370666 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-33-42LB 6100030997
[ O Ready to Receipt 5000370666 100 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030998
] (m] Recpt Processed 5000370671 100 14 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030995 t 1172512018
(] ] Recpt Processed 5000370672 100 15 100166 BEEF ROAST ROUND FRZ CTN-33-42LB 6100030900 TT 12/05/2018
0O ] Ready to Receipt 5000370633 100 58 100166 BEEF ROAST ROUND FRZ CTN-33-42LB 6100030995
] Ready to Receipt 5000370634 100 59 100166 BEEF ROAST ROUND FRZ CTN-33-42LB 6100030992
] Ready to Receipt 5000370635 100 60 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030903 v
Pamdi tn Mannind  £AARITACIE 400 et 4AN4EE  DEEE NAACT NAIINN EN7 AT 20 421D R4AANING1D
< >
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6. Perform one of the following:
If Then
The displayed view is DOMESTIC_VIEW Review the Enter Domestic Shipment Receipt work

instruction.

The user is entering a new receipt with the same  Go to Step 7.

Signed By and/or Received Date applied to

multiple line items using fields in the Receipt @

Header 2% (Note) This option is most useful when
receipting multiple PO lines with the same receipt
date. When the PO has many lines with different
information, the best practice is to receipt one line
at a time to avoid inadvertently entering incorrect
information.

The user is entering shipment receipt information  Go to Step 10.
for individual line item(s) only

The user is ready to submit the receipt Go to Step 20.

@ (Note) Users can create their own layout and save it as their personal view in the future using

& (the Settings button). Refer to the Reporting Navigation job aid for tools and techniques to
adjust the content and order of the output and save a custom view.

Image: Enter Shipment Receipt Screen

Home Operations Admin Reporis Help

Order Processing
o} i = Order P ing = Shi Receipts = Enter Shipment Receipt Full Screen | Options ~
= ~
[T] Back to Summary | Back to Search
Receipt Header
Order Mumber: | 4100012785 Entered By: |[ORDERMA... Railcar’BOL: ‘
Signed By: |John Doe Date Received: [02/252019  |E
Goods received
Comments:
Receipt All
Views: | EINV_VIEW [~
Select Further Actions Receipt Status Sales Doc ltem PurchDoc. = Hem = Material Material Description ASN Number = Signed by Date Rece
m] ] Ready to Receipt 5000370666 100 4100012735 ] 100166 BEEF ROAST ROUND FRZ CTN-35-42 LB 6100030047
O (m] Ready to Receipt 5000370666 100 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030998
{ | (] Recpt Processed = 5000370671 100 14 100166 BEEF ROAST ROUND FRZ CTM-35-42 LB 6100030895  t 11/25/2018
O O Recpt Processed 5000370672 100 15 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030900 TT 12/05/2013
[ m] (m] Ready to Receipt 5000370633 100 58 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030995
(] O Ready to Receipt 5000370634 100 59 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030992
O (] Ready to Receipt 5000370635 100 60 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030903 W
(] — P 4o Pnnnied | E0RARTAZIE | 4nn ™ AnR4EE | DEEE MAAST MAIIMA ERT ATH 38 431D R4NAAZAEBT
< >
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7. As required, complete/review the following fields:
Field R/O/C Description
Railcar/BOL: O Rail car number or Bill of Lading number from the

shipping document.

Signed By: O The name of the individual that signed for the
receipt or the USDA agency that creates the
receipt.

Example:
John Doe

@ (Note) The Signed By field is optional

[ when using the header information to
Receipt All; this information can be
entered manually for each line prior to
submitting the receipt.

Date Received: O The date the materials were received.

Example:
02/25/2019

@ (Note) The Date Received: field cannot
. be a date in the future. This date can be
today's date or an earlier date.

@ (Note) The Date Received: field is
= optional when using the header
information to Receipt All; this
information can be entered manually for
each line item prior to submitting the
receipt.

Comments: O Free text field to describe details related to the
shipment, if necessary.

Example:
Goods received

8. Click (the Receipt All button) to copy all header data into all lines associated with
the order. In this example, the header and Receipt All button are not used; the shipment is
receipted as an individual line item.

_._@ (Note) The Receipt All button does not submit the receipt to USDA.
9. Return to Step 6.
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Image: Enter Shipment Receipt Screen

Home | Operations = Admin  Repois  Help

Order Processing
Lo} i = Order P ing = i Receipts = Enter Shipment Receipt Full Screen || Opfions ~
E ~
[T Back to Summary | (] Back to Search
Receipt Header
Order Number: 4100012785 Enfered By: [ORDERMA |  RaileasBOL: [ |
SnedBy: [ ] DateRecsved: [ O
Comments:
Receipt All
wview: | SINV_VIEW [
Select Further Actions  Receipt Status Sales Doc. Item  Purch.Doc. = Hem = Material Material Description ASN Number = Signed by Date Rece!
ET (m] Ready to Receipt 5000370666 100 4100012785 g 100166 BEEF ROAST ROUND FRZ CTM-35-42 LB 6100030087
O (] Ready to Receipt 5000370666 100 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030995
| mi (m] Recpt Processed 5000370671 100 14 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030995 1 11/25/2018
O ] Recpt Processed 5000370672 100 15 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030900 TAr 1210512018
O (] Ready to Receipt 5000370633 100 S8 100166 BEEF ROAST ROUND FRZ CTN-35-42 LB 6100030995
(] O Ready to Receipt 5000370634 100 59 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030992
£ 0 Ready to Receipt = 5000370635 100 60 100166 = BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030903 v
m ™M Mimmsdis dm Plmmmicd  CARADTASAD 4nn ca Annaco DCCE NAACT NALIKIN CAT ATR 30 421D 2ANANAMNOT
< >

10. Click ] (the Checkbox) in the Select column to select the desired line item(s) to enter a
shipment receipt.

ﬁ' (Note) To deselect lines that should not be receipted at this time, click (the Checkbox).
Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing
Operations > Order ing > Shi Receipts > Enter Shipment Receipt Full Screen || Options v
=l A
[T} Back to Summary | (K} Back to Search
Receipt Header
Order Number: 4100012785 Entered By: ORDERMA... Railcar/BOL.
Signed By Date Received T
Comments
Receipt All
View: | eINV_VIEW -
Select Further Actions Receipt Status SalesDoc. ltem PurchDoc. » ltem . Material Material Description ASN Number = Signed by Date Rece
1 | O Ready to Receipt 5000370666 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030997
(W] ] Ready to Receipt 5000370666 100 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030998
O O Recpt Processed 5000370671 100 14 100166 BEEF ROAST ROUND FRZ CTN-33-42 LB 6100030995 t 11/252018
(] O Recpt Processed 5000370672 100 15 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030900 TT 12/0572018
il 0 Ready to Receipt 5000370633 100 58 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030995
O | Ready to Receipt 5000370634 100 59 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030992
O 0 Ready to Receipt 5000370635 100 60 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030903 v
m m Mandis ta Nannint | €AANITACIE  4nn P 4ARICE  DEEE MAACT NAIIIN N7 ATAI 20 4710 E40AAINGET
< >
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11. Perform one of the following:
If Then

The user needs to review and/or enter information Go to Step 12.
for a single PO line item(s)

The user needs to review and/or enter information Go to Step 14.
for single PO line item with multiple BOL numbers

The user needs to report damage Go to Step 16.

The user is ready to submit the receipt Go to Step 20.

@ (Note) The Enter Shipment Receipt screen is sorted by the defaulted order: Purch. Doc nhumber,
then Item number, and finally ASN.

Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing
O > Order P g > Receipts > Enter Shipment Receipt Full Screen | Options «
E ~
[T Back to Summary | (K} Back to Search
Receipt Header
Order Number: 4100012785 Entered By: ORDERMA Railcar/BOL
Signed By Date Received | !a]
Comments:
[Receipt Al
View: | €INV_VIEW [+
Select Further Actions Receipt Status SalesDoc. Hem PurchDoc. . Item . Material Material Description ASN Number » Signed by Date Rece
I8 | (|} Ready to Receipt 5000370666 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030997
L | Ready to Receipt 5000370666 100 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030998
O [ Recpt Processed 5000370671 100 14 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030995 t 11/2572018
(] (| Recpt Processed 5000370672 100 15 100166 BEEF ROAST ROUND FRZ CTN-33-42LB 6100030900 TT 12/05/2018
il | Ready to Receipt 5000370633 100 58 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030995  John Doe  02/25/2019
| Ready to Receipt 5000370634 100 59 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030992
Ready to Receipt 5000370635 100 60 100166 BEEF ROAST ROUND FRZ CTN-38-42LB 6100030903 v
r e s L AT e ey r S e e o Yol L e ia -
12. 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 or the USDA agency that creates the
receipt.
Example:
John Doe
(Note) Enter Signed By for the line item
if it has not already been populated by
an entry in the Receipt Header section.
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Field R/O/C Description
Date Received R The date the materials were received.

Example:
02/25/2019

@ (Note) Enter Date Received: for the
b2 line item if it has not already been
populated by an entry in the Receipt
Header section.

Good Qty. C The amount of materials received in good
condition, equal to or less than the ordered
amount, in pounds (LB).

Q (Note) This field is used for receipting
[ materials reported in pounds. When

receipting variable weight items, this
value is automatically calculated once
the Good Qty (in CS) is applied.

@ (Note) The unit of measure (UoM) is
bt applied based on the Sales Order.

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

Q (Note) The field is auto populated with

-5 ASN quantity and can be updated. A
value in the field calculates the Good
Qty in pounds. This calculation does
not work without an ASN for variable
weight materials. If the ASN is not
available, but entered later, the system
updates the quantity in pounds.

@ (Note) The unit of measure (UoM) is
.l applied based on the PO.

Over Qty O 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
b2 based on the Good Qty or Good Qty
(in CS) fields and the corresponding
ASN Quantity.
e ltems that are receipted over
the PO quantity appear in red.
e Quantities that are
receipted under the PO quantity
are included in the Open Qty
total for that line.

Monday, May 17, 2021 © WBSCM Training - Proprietary Page 9 of 18



w BS(M i Work Instruction . . '
J Enter Domestic Shipment Receipt (eINV)

Field R/O/C Description
Previous Qty O The amount of materials that were previously
receipted on the line item.

Open Qty O The amount of materials that have not yet been
receipted for the line item.

Q (Note) This field is auto populated

b based on the Good Qty or Good Qty
(in CS) fields and the corresponding

ASN quantity. However, for orders with

a missing ASN, the field will populate

with the PO quantity.

Reject Qty. O 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.

If the ASN has not yet been entered, the Good Qty (in CS) will appear as zero, and the user will
need to enter a good quantity.

Domestic Direct Ship Orders are receipted by domestic customers (or AMS due to prompt pay
time constraints) using any of the above methods, as applicable.

13. Return to Step 11.
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Image: Enter Shipment Receipt Screen

Home Operations Admin Reports
Order Processing
o = Order P =
n ASN Number = Signed by

42 LB 6100030887
42 LB 6100030998
42 LB 6100030995
42 LB 6700030900
42 LB 6700030995
42 LB 6100030992
42 LB 6100030903

FETY &-ANN2NA1T

Jane Doe  12/25/2019
Jane Doe  12/25/2019

t
T

Help

Receipts = Enter Shipment Receipt

Date Received Prev. Qty Open Qty.

11/25/2018
12/05/2018

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

nnnn

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

4 ann nnn

Full Screen || Options ~

&

Good Qty. UoM Entry Good Qty (in CS) Damage Qty. RejectQfy. OverQty. Qty. UoM BOL#

39,985.000 LB 1,000.000 0.000 0.000 C5 BOL 003
4,000.000 LB 100.000 0.000 0.000 C5 BOLIETE00
0.000 LB 1,000.000 0.000 0.000 C5 BOL103

0.000 LB 1,000.000 0.000 0.000 C5 BOL9STES4
40,000.000 LB 1,000.000 0.000 0.000 C5 BOL354540
40,000.000 LB 1,000.000 0.000 0.000 C5 BOL104
40,000.000 LB 1.000.000 0.000 0.000 C5 BOL987650
4N NN NN 1R 1 000 nnn n nnn nnnn O RN GR7AGRA

14. As required, complete/review the following fields:
R/O/C

Field

Description

Signed by

R

The name of the individual that signed for the
receipt or the USDA agency that creates the
receipt.

Example:
Jane Doe

Q (Note) Enter Signed By for the line item
b2 if it has not already been populated by
an entry in the Receipt Header section.

Date Received

The date the materials were received.

Example:
12/25/2019

@ (Note) Enter Date Received: for the
b2 line item if it has not already been
populated by an entry in the Receipt
Header section.

Good Qty

The amount of quantity received which can be
used. Ideally, this amount is equal to the ordered
amount. Not the Unit of Measure (e.g. CS, LB) for
the Good Quantity received.

@ (Note) This field is used for receipting
b materials reported in pounds. When

receipting variable weight items, this
value is automatically calculated once
the Good Qty (in CS) is applied.

)
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Field R/O/C Description
h (Note) The Unit of measure (UoM) is
bt applied based on the Sales Order.
Good Qty (in CS) C The amount of materials received in good

condition, in cases (CS). The Good Qty (in CS) is
not required when receipting in pounds.

@ (Note) The field is auto populated with

= ASN quantity and can be updated. A
value in the field calculates the Good
Qty in pounds. This calculation does
not work without an ASN for variable
weight materials. If the ASN is not
available, but entered later, the system
updates the quantity in pounds.

@ (Note) The Unit of Measure (UoM) is
.l applied based on the PO.

Over Qty O 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

b2 based on the Good Qty or Good Qty
(in CS) fields and the corresponding
ASN Quantity.

Previous Qty O The amount of materials that were previously

receipted on the line item.

Open Qty O The amount of materials that have not yet been
receipted for the line item.

Q (Note) This field is auto populated

b based on the Good Qty or Good Qty
(in CS) fields and the corresponding

ASN Quantity. However, for orders with

a missing ASN, the field will populate

with the PO quantity.

Reject Qty O The amount of materials that are not usable and

thus rejected.

_._@ (Note) Purchase Orders with multiple ASNs will have a separate BOL number for
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each ASN. During the receipting process, select the BOL number documented on the
provided paperwork. As applicable, complete receipt details for each line item.

15. Return to Step 11.

16. Click the number icon in the Damage Qty column that corresponds to the line with damaged or
rejected material. In this example, (the Damage Qty button for line item #58) was selected.

@ (Note) The Enter Damage Details dialog may be used to document details about materials that
were reported as Reject Qty.; however, the Damage Quantity field should be left blank.

Image: Enter Damage Details Pop-up

Home Operations Admin Reporis Help

Order Processing

Operafions > Order Procpg Full Screen | Options «

[= Document NO: 4100012785 Item NO: 000058 A

Damage Info

Damage Quantity 0.000| CS3

When Discovered Carrier Info

Before Unloading: [ Agent Name:

During Unloading: ] Refrigeration Equipment Running: O
After Unloading: ] Carrier Present: [

Unit Temp(F): 0.00
Interior Temp(F): 0.00
Commodity Temp(F): 0.00

Miscellanecus Details
B

n ASN Number = \ge Qly. RejectQly. OverQiy. Ofy UoM BOL#
4218 6100030897 Gomments: 9] 0000 0000 CS BOL 003
42 LB 6100030998 E: 0.000 0000 CS BOL987600
42LB 6700030995 14] 0000  0O0DD CS BOL103
42 LB 6100030900 E 0.000 0.000 CS BOL937654
421B 6100030995 55 0000  0.000 CS BOL354540
42 LB 6100030952 0.000 1,000.000 40,000.000 LB 1,000.000 :5@__ 0.000 0.000 C5 BOL104
42 LB 6100030903 0.000 1,000.000 40,000.000 LB 1,000.000 E 0.000 0.000 CS BOL93TES0 v
e £4ANNING1D Annn 4000 nan 4N ABN NBD | R 1000 nON TR A nan nnnn S RO GRTREA
<
17. As required, complete/review the following fields:
Field R/O/C Description
Damage Quantity: R Total amount of materials damaged due to

transport, unloading, or improper storage.

@ (Note) Do not enter a rejected quantity

b2 in this field; if documenting reasons for
rejecting materials, leave this field
blank.
Before Unloading: O A checkbox to indicate that the damaged materials

were received "before unloading” from the carrier.
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Field R/O/C Description
During Unloading: O A checkbox to indicate that the damaged materials
were received "during unloading" from the carrier.

After Unloading: O A checkbox to indicate that the damaged materials
were received "after unloading" from the carrier.

Agent Name: O IAn agent who is responsible for delivering the
materials to the recipient.

Refrigeration O A checkbox to indicate that the refrigeration

Equipment Running: equipment was running at the time of receiving the
materials.

Carrier Present: O A checkbox to indicate that the person who

delivered the materials was present at the time of
receiving the materials.

Unit Temp(F): O The temperature of the unit at the time of receiving.

Interior Temp(F): O The temperature of the interior container or
truck where the materials were kept.

Commodity Temp(F): |O The temperature of the materials received.

Comments: O Free text field to describe details related to the
shipment, if necessary.
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18. Click (the OK button) to accept the damage details and return to the Enter Shipment

Receipt screen.
Image: Enter Shipment Receipt Screen

Home Operations Admin Reports Help

Order Processing
O i = Order Py i = i Receipts = Enter Shipment Receipt

[T Back te Summary | (] Back to Search
Receipt Header

Order Humber: (4100012785 Entered By: |ORDERMA

Signed By Date Received: [ |

RailcanBOL:

Comments:

Full Screen || Options «

~

View: | SINV_VIEW [+

Select Further Actions Receipt Status Sales Doc. ltem  Purch.Doc. =

Ready to Receipt = 5000370866 100 4100012755
Ready to Receipt 5000370666 100
Recpt Processed 5000370671 100
Recpt Processed 5000370672 100
Ready to Receipt 5000370833 100
Ready to Receipt 5000370534 100

@ Submit Receipt | ﬁ Modify Receipt || # Cancel Receipt
<

OEHOo|ong
gooo|ono

19. Perform one of the following:
If

Item -

9

Material
100166
100166
100166

100166
100168
100168

Material Description

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

Then

The user needs to continue working on the current Go to Step 11.

receipt

ASN Number = Signed by Dale Received

6100030897
6100030998
6100030895 1 111252018
6100030900 TT 12/05/2018

6100030995 John Doe | 02/25/2019
6100030992

The user is ready to submit the receipt

Go to Step 20.
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Image: Enter Shipment Receipt Screen

Home Operations Admin Reporis Help

Order Processing
Operations > Order P ing > Shi Receipts > Enter Shipment Receipt

[T Back te Summary | Back o Search
Receipt Header

Order Mumber; |4100012785 Entered By: |ORDERMA. ..
Signed By: | | Date Received: | ]

Railcar/BOL: |

Comments:

View [FNV_VEW ]
Select Further Actions  Receipt Status Sales Doc. Item  Purch.Doc. =
O ] Ready fo Receipt 5000370666 100 4100012785
O ] Ready fo Receipt 5000370666 100
(| Recpt Processed 5000370671 100
[m] Recpt Processed 5000370872 100
W] Ready fo Receipt 5000370833 100
O Ready to Receipt 5000370634 100

OiEgO|0

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

ftem =

9

14
15
58
59

Material
100168
100166
100168
100168
100168
100168

Material Description

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

6100030897
6100030998
6100030995
700030900
6100030995
6100030992

Full Screen || Options «

~

ASN Number = Signed by Date Received

1 11/25/2018
m 12052018
John Doe |02/2522019

20.  Click L& Submit Receipt (the Submit Receipt button) to submit the receipt to USDA.

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

e Processing Recpt - The receipt was submitted and is processing in WBSCM.
¢ 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.

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

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

o 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).

o Rcept2 Processed - For deliveries that included additional transportation
services, the receipt for delivery to final destination has been updated in WBSCM.

@ (Note) WBSCM will send an email notification to the vendor when a receipt is entered with
over, short, or damaged (O/S/D) materials/commaodities or if there was no ASN at the time

the receipt was submitted.

@ (Note) The Received Shipment Report will not include receipts that were entered without

an ASN; however, the Order Status Report displays information for all receipted items as

follows:

e Sales Order status will be Purchased. Once the ASN is submitted by the vendor,
the Sales Order status will be changed to Received automatically. No action is
required by the recipient.

o Date Received,Signed by,andEntered by fields contain information from the
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receipt and can be used to confirm that receipt was entered even if the order
status has not yet been updated. These fields may not be readily visible
depending on the selected view and user customization for this report.

Image: Enter Shipment Receipt (Goods receipt Message) Screen

Home Operations Admin Reports Help

Order Processing
O i > Order > Receipts > Enter Shipment Receipt Full Screen | Options
=l A
[T} Back to Summary | (i} Back to Search
Receipt Header
Order Number: 4100012785 Entered By: ORDERMA... Railcar/BOL
Signed By Date Received Tl
Comments:
[Receipt An |
@ Goods receipt was d | might be available below
Goods receipt Messages =
View: |[Standard View] ~|| Export ., &
Order Number Hem Message text MsgType
4100012785 58 Receipt was successfully posted for ASN6100027553 S
View: eINV_VIEW |+
Select Further Actions Receipt Status Sales Doc. Hem PurchDoc. = Item = Matenal Material Description ASN Number = Signedby Date Rece
| [ Ready to Receipt 5000370666 100 4100012785 9 100166 BEEF ROAST ROUND FRZ CTN-38-42 LB 6100030997 v
m) [ Ready to Receipt 5000370666 100 100166 BEEF ROAST ROUND FRZ CTN-33-42 LB 6100030998

<

21. Review the confirmation message at the top of the screen.

@ (Note) At the bottom of the screen, the MsgType column provides detail for each Order Number
and item:

¢ S indicates the receipt was successfully submitted.

o 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.

22. The transaction is complete.
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RESULT

A shipment receipt for a purchase order line item was created in WBSCM by manual data entry. Optional
and required information was entered in a shipment receipt, including:

Date Received

Signed By

Quantities received or rejected
Damaged Goods information
Comments
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