WBSCM-Create ASN

Advance Shipping Notice

Once you receive your Purchase Order and you are ready to
begin shipping, you will be required to submit the advanced
shipping notice (ASN).
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An Advanced Shipping Notification (ASN) is an electronic notification of pending
deliveries; an electronic packing list.

The ASN should be generated when the product has been shipped from the plant or
shipping point location. An ASN can be generated for partial shipments. One ASN
must be created for each truck or railcar shipped.

Creation of ASN is only the first step in the payment process of a Purchase Order
Contract, followed by the Inspection Results and then Invoicing.

ASN Creation

1. After logging into WBSCM, start the ASN transaction using the following Portal
path: Suppliers tab ® Supplier Self Service folder & Supplier Self Service
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2. Click “lFuchsse riers (the All Purchase Orders link) to display a list of Purchase
Orders.
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3. Inthe Purchase Order column, locate the PO number for which you would like to
create an ASN. Then under the Document Number column, click the
corresponding hyperlink for the PO you will be creating the ASN. In this example,
you would click (the 3100001934 link) to open the Purchase Order associated with
PO # 4100001601.



NOTE:

Before creating the ASN, be sure to review the PO for the correct line item number as
well as the correct unit of measure for the order quantity. Depending on the PO, the
guantity could be reflected as an each or in Ibs.

You cannot combine multiple shipments into one ASN and one invoice.

ASNs and Invoices are a one to one match. Therefore, you have to create one ASN per
shipment and invoice for that particular ASN. This is no different than the invoicing
process prior to WBSCM. The vendor would submit a KC-366 with multiple shipments
(those shipments are now ASNs) and an invoice would be submitted against each of
those shipments listed on the KC-366.

If you are doing partial shipments of 2 or more line items of a PO in one Railcar, you will
need to create different ASN’s for each line item but enter the same railcar name.

In the new process, there is a function for uploading multiple shipments via spreadsheet
into WBSCM and it will create the ASNSs for you. However, you would still need to create
individual invoices for all ASNs created by the spreadsheet.

When product ships, the vendor should input the ASN immediately to inform recipients
that materials are in route. Vendor may then input the inspection lot.

The Display Document Flow should be viewed regularly to ensure ASNs are created for
the correct line item and in the correct amount. This screen will list in a table,
documents entered against the PO, i.e. ASNs and invoices, but not inspection lots (See
Screen Print Below)
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Document Type Document Number Document Name Document Date Status Total Value
Purchase Order 3100000336 AG-INTP-P-11-0104-P0002 06/24/2011 Confirmed Confirmed 443,772.00 USD
Shipping Motif £100011921 AG-INTP-P-11-0104-P0002 08/03/2011 Sent Sent 0.00
Shipping Hotif, 6100011918 AG-INTP-P-11-0104-P0002 08/03/2011 Sent Sent 0.00
Shipping Notif 6100011923 AG-INTP-P-11-0104-P0002 08/03/2011 Sent Sent 0.00
Shipping Motif. 6100011922 AG-INTP-P-11-0104-P0002 08/03/2011 Sent Sent 0.00
Shipping Hotif, 6100011919 AG-INTP-P-11-0104-P0002 08/03/2011 sent Sent 0.00
Shipping Notif 6100011920 AG-INTP-P-11-0104-P0002 08/03/2011 Sent Sent 0.00
Invoice 7100016457 AG-INTP-P-11-0104-P0002 10/04/2011 Document Sent Document Sent 40,370.93 USD
Invoice 7100016449 AG-INTP-P-11-0104-P0002 10/04/2011 Document Sent Document Sent 40,370.93 USD
Invoice 7100016465 AG-INTP-P-11-0104-P0002 10/04/2011 Document Sent Document Sent 40,124.39 USD
Invoice 7100016434 AG-INTP-P-11-0104-P0002 10/04/2011 Document Sent Document Sent 40,370.93 USD
Invoice 7100016452 AG-INTP-P-11-0104-P0002 10/04/2011 Document Sent Document Sent 40,370.93 USD
Invoice 7100016441 AG-INTP-P-11-0104-P0002 10/04/2011 Document Sent Document Sent 40,370.93 USD

Done
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Process ASN Screen
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4. Click (the Create ASN button) to open the Process ASN screen
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5. Inthe example above, there is only one line item with a quantity of 3500 eaches. If
you are shipping less than this in whatever means of transportation, i.e., truck,
railcar etc., you will need to click in the field and change the quantity amount.
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Establishment Number | | /

Hem Overview

Mo.  Product Description Quantity Unit of Measure Purchaze Order No. Order fem

10 130018  |CHEESE PROCESS YEL SLCLVS-6/SLB US pound 4100001695 1 i
20 [130018  |CHEESE PROCESS YEL SLCLVS-6/SLB US pound 4100001685 2 i
20 [130035  |CHEESE BLEND AMER SKM LVS-12/2 LB US pound 4100001595 i
40 [130038 CHEESE BLEND AMER SKM LWS-12/2 LB US pound 4100001685 i}
50 [130028 CHEESE BLEND AMER SKM YEL SLC LVS-8/5 LB US pound 4100001685 5 i}
&0 120038 \CHEESE BIEND AMFR SKIM YEL SLC LVS-8/5 LB US pound 4100001695 i}
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Partner Information -

Partnsr Number Name Street Heouse No. PostCode Location Telephone Fax E-mail
Sold-to Party 2000020 USDA VWaszhington

Goods Recipient Several

Ship-Te Address Several

If you have multiple line items on your PO as in the example above, but are
shipping for only one or a few line items, you will first need to click on the trash
can icon to remove any line items that you do not want to use, leaving only the
ones that you are applying to the ASN. If there are numerous line items to be
“trash canned”, it is better to use the instructions for multiple ASN Upload.

Due to the large volume of shipments for International, it may be more useful to
also use the multiple ASN Upload instructions (See page 14).



| Process ASN

[ Goods Deliversd to Recipient | [ cancel] [ Downlead |

fowena

Shipping Notif. | [6rooooazse | |

Document Name [AG-DPRO-D-11-0418 |

Document Date 0732011

Statuz Created

Comments Schedule Line
L] L 1

Delivery Information

Delivery Date (Expectsd) 0343172011
Delivery Time (Expected)

Shiooina Date 07132011 [

The basic data section will contain the Shipping Notification number also known as
the ASN number which begins with “61”. Please retain this number.

6.

Use the Comments field to discuss anything that might be pertinent to the
shipment, such as fumigation needed upon arrival. This is a free form field and is
approximately 50 characters in length.

Schedule Line field in the same row as the comments field. This applies to INTL
shipments only. When a line item is divided into two shipping periods then this
field requires the vendor to input a 1 or 2 depending on which ship period. The
symbol is shown in the screen shot below on line item 3.

I item Overview

Mumber Statuz Product Short Text Order quantity
1 Confirmed 100965 RICE, 27 LG, W-MLD, PREL BAG-50 KG 4 800 sach
Z Confirmed  [100868 RICE. 27 LG, W-KLD. PREL BAG-50 KG 7,000 each
2 ] (Confirmed  [110137 RICE. 2/4 LG, H-MLD BAG-25 KG 56,000 each
|_| age|_1| of1 |_||_|

Symbol of a Calendar, representing multiple shipping periods
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7. Go back to Fill in the Delivery Information Fields:

1.

Delivery Date (Expected) - For the delivery date fields enter the expected date of delivery
to give the recipient a head'’s up for planning purposes

Delivery Time (Expected) - For the delivery time fields enter the expected time of delivery
to give the recipient a head'’s up for planning purposes (This is not a required field)
Shipping Date - Record the actual shipping date from plant or shipping point from BOL.
Shipping Time - Record the actual shipping time from plant or shipping point (This is not a
required field)

Means of Transport - In the Means of Transport field, click on the Dropdown button to
access the list of transport choices i.e., Railcar, Truck Ship, etc.

Railcar/BOL - Enter the Railcar, Truck or Bill of Lading (BOL) number in this field. For Ship
means of conveyance, you will need to put the ship/vessel name in the Railcar/BOL field.
NOTE: Ship as a means of transportation is generally reserved for Bulk Grain and
Bulk Oil.

I Delivery Information
| Detivery Date (Expected) |05/20/2011

| Delivery Tima (Expectad) |13:08

| Shipping Date Dsr2arzo11

| Shipping Time 09:44

| Means of Transport Iﬁ

| Raicar /BOL LBERTY EAGLE :}_
| Establishment Humber 7756

Establishment Number - This field is free-form field that is best used as vendor reference.
Since an ASN and Invoices are a one to one, it is recommended that information in this field
also be included as the Vendor’s reference number on the corresponding invoice for
tracking purpose.
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8. Click [Goods Deliveredta Recipiert | (the Goods Delivered to Recipient button) to send the
ASN. The system sends an email to all recipients in the partner information
section.

If vendor is not ready to submit the ASN, you can click the Hold button instead. To
access the ASN again use the following path: Suppliers tab > Supplier Self
Service folder > Supplier Self Service, and then click the All ASNs hyperlink.

If you have not clicked on the Goods Delivered To Recipient button to submit
the ASN, you may also cancel the transaction by clicking the Cancel button.

10
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9. Once you click the Goods Delivered to Recipient button, you will get a notice that
your changes were accepted and the ASN has now been created. Creation of the
ASN also generates an email to the Recipients and the Freight Forwarder for

planning purposes. You may then Print or Download a copy of the ASN for your
records.

NOTE: Once the changes have been successfully adopted, you cannot delete,
change or edit the ASN. You will need to contact the WBSCM Helpdesk. A
request must then be submitted to the WBSCM Help Desk at
FSAWBSCMServiceRequest@kcc.usda.gov or call 816-823-4249

When submitting a request to have an ASN cancelled, please provide the helpdesk
with:

e The Purchase Order number (Not the document number). The purchase
order will begin with a “4”

e The ASN number to be cancelled
e The Line Item number of the ASN to be cancelled

11
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Done

10. If you want to view the ASN you just created, you can go to the Start Page of your
Supplier Self Service menu and click on “ALL ASNs”.
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11. You will see the ASNs in date order. The "Status" column indicates whether or not
the ASN has been sent.

Statuses that an ASN may be in are:

e In Process — ASN has been created but has not been submitted
e Cancelled — ASN has been cancelled either by the Vendor or by USDA
e Sent - ASN has been created and submitted
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Multiple ASNs

Create and Upload ASN Spreadsheet

As an alternative to entering individual ASNs , there is an
option to upload multiple ASNs using a formatted
spreadsheet which is uploaded to WBSCM.

12/14/2011



In order to create your spreadsheet for the multiple ASN upload, you first need to log
into WBSCM to record your document number(s) and verify the line items for which you
are creating the ASNs. Log into WBSCM using the following Portal path: Suppliers tab
2 Supplier Self Service folder # Supplier Self Service % All Purchase Orders
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1. Inthe Purchase Order column, locate the PO number for which you would like to
create an ASN and record the corresponding Document Number that begins with
“31". The Document Number will be used on the spreadsheet, not the actual PO

number. You may then click the corresponding hyperlink to view the PO and line
items.
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Sample Multiple ASN Spreadsheet

Ca) d9-c- 4@+ Sample Multiple ASN Spreadsheet.xls [Compatibility M... M= B X
| .
Home Insert Page Layout Formulas Data Review View Add-Ins © - 7 X
"_‘j o |||Calibri 11 - |§ = 'Hﬁ General - EA g‘ﬂlnser‘t' 3 - ﬂ t?a
i
— 2 BIUAXN|E===[$"% 1| 3% Delete - [§] _
Paste — - - Styles || pse- -~ Sort& Find &
&2 J |% = (| Dn > A'| |<E =§||§""| 68 %0 v EjFormat‘ “L7 Filter + Select ¥
Clipboard ™ Font i Alignment i Number & Cells Editing
I P13 v £ |
A B C D E £ G H 1 J K L M i
Document FO Line Delivery Delivery Shipping Route - Means of Establishment Railcar Quantity Comments Schedule
number tem # Date Time Date Shipping Time Transport MNumber MumberBill of Line
1 (Expected) (Expected) Lading
2 | 3100002274 1 8152011 51412011 Truck ESTNUIA BOL1001 10400
3 | 3100002274 a4 5M&201 5(14/2011 Truck ESTMUM2 BOL10102 10400
4 | 3100002274 5 5192011 5/15/2011 Truck ESTMUM3 BOL101032 10400
5 | 3100002274 15 5192011 51512011 Truck ESTMUNM4 BOL10204 10400
5 | 3100002274 17 5M9i2011 5152011 Truck ESTMUNMS BOL10205 10400
7 | 3100002274 og 5212011 5M7/2011 Truck ESTMUNG BOL10306 139395
g | 3100002274 32 5212011 5M7/2011 Truck ESTMUIT BOL10307 13948
g | 3100002274 ag 812202011 5M7/2011 Truck ESTMUNMS BOL10048 12780 =
10| 3100002274 51 52312011 5M7/2011 Truck ESTMUNMS BOL1019 10575
11| 2100002274 53 5/2412011 5/20/2011 Truck ESTMUIMO0  BOL11010 12338
12 | 2100002274 75 5242011 5/20/2011 Truck ESTMUIM11  BOL1011 15000
13
14
15
16
17
18
19
20
21
4 4 » ¥ | CORRECT WBSCM ASN Format - %J \_I.
Ready

‘5 start

®2Mi. v T 2. v/ sy

i Sampl. .. l!ﬂﬁ Bl = (PRI

2. Create your spreadsheet in Excel with data from your shipping documents to
upload into WBSCM.

Col
1.

Lolumns:
Document Number - The number recorded from WBSCM corresponding to your
PO Number.
PO Line Item # - This must be the actual line item number of the material from

your PO that is being shipped. It is not just consecutive numbers of your
spreadsheet lines.

Delivery Date (Expected) - For the delivery date fields enter the expected date
of delivery to give the recipient a head’s up for planning purposes.

Delivery Time (Expected) - For the delivery time fields enter the expected time
of delivery to give the recipient a head’s up for planning purposes.

Shipping Date - Record the actual shipping date from plant or shipping point
from BOL.

Shipping Time - Record the actual shipping time from plant or shipping point.
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Sample Multiple ASN Spreadsheet

Oa) d9-¢c 4 - Sample Multiple ASN Spreadsheet.xls [Compatibility M... M= B X @
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Paste — = Styles || g - Sort & Find & (!
- YE > A (8% < |Eromat~| @~ Fio- select - 2
Clipboard ™= Font F] Alignment IF] Number = Cells Editing @
P18 v [ £ | é
A B E D E F G H 1 J K L M iE
Document PO Ling Delivery Delivery Shipping Route - leans of Establishment Railcar Quantity Comments Schedule
numhber ltern # Date Time Date Shipping Time Transpoert  Mumhber Humber/Bill of Line P
1 (Expected)  (Expected) Lading [iw)
2 3100002274 1 5H52011 5142011 Truck ESTHUMA BOLAG01 10400
3 3100002274 4 5M520M 51472011 Truck ESTMUMZ BOL10102 10400
4 3100002274 6 592011 51572011 Truck ESTHUMZ BOL10103 10400
5 3100002274 15 919201 5M13/2011 Truck ESTHUM4 BOL10Z04 10400
6 3100002274 17 5H9:2011 51512011 Truck ESTHUME BOL10205 10400
7 | 3100002274 28 52112011 5M17/2011 Truck ESTNUIE BOL10308 13995
g 3100002274 32 5212011 SMTI2011 Truck ESTNUMT BOL10307 13948
9 | 3100002274 ag  B2202011 5M17/2011 Truck ESTNUIME BOL10048 12780 =
g 3100002274 51 52312011 51712011 Truck ESTNUMS BOL1018 10575
11 3100002274 53 5/2412011 5/20/2011 Truck ESTNUMA0  BOL11010 12338
12| 3100002274 75 5242011 512012011 Truck ESTNUMA1  BOLA041 15000
13
14
15
16
17
13
19
20
21
4 4 » ¥ | CORRECT WBSCM ASN Format - #J ﬂ! m
Ready 222 [ Jf ) | ST P S B

iz start [B2M.. ~[Z2mn., v [®Hwe. [@vendo [ERE TT= PRI 504 PM

7. Means of Transport - The data must match the “Means of Transport” field
exactly or it will not work. Example: Rail Car must have the space, it cannot be
Railcar.

Establishment Number - This field is free form field that is best used as vendor
reference. Since ASN and Invoices are one to one, it is recommended that
information in this field also be included as the Vendor’s reference number on the
corresponding invoice for tracking purpose.

Railcar Number/Bill Of Lading - Enter the rail car number for Rail Car or Bill of
Lading (BOL) number for Truck in this field. For Ship means of conveyance, you
will need to put the ship/vessel name in the Railcar/BOL field.

10.Use the Comments field to discuss anything that might be pertinent to the

shipment, such as fumigation needed upon arrival. This is a free form field and is
approximately 50 characters in length.

11.Schedule Line - This applies to INTL shipments only. When a line item is divided

into two shipping periods, then this field requires the vendor to input 1 or 2
depending on which ship period is being shipped. If there is schedule line, leave
this field blank.

NOTE: You must save the spreadsheet to a “csv” format to upload to WBSCM.
Give the “csv” document a meaningful name so you can refer to it in the future
and browse to find it easily in the upload process.
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,fj Supplier Self Service - WBSCM Portal - Windows Internet Explorer -10] x|

File Edit Yiew Favorites Tools Help

@: - Ig‘ https: f fwbscmint.whscm, usda. gov/irjfportal j @' Certificate Error || ¥4 | X IGDUgIe 2 |-

Ty dhr (€ Supplier Self Service - WESCH Portal 5~ Bl - o= - hPage v (0 Tools - ®

USDA United States artment of

_ Web-Based Supply Chain Management

Supplier Self Service Bid Management Maintain Organization

Supplier Self Service Back Forwarg
[4]F]

4
I Detailed Navigation i I Supplier Self Service

LY Supplier Self Service

= Inzpection Rezults Entry

Welcome INIIIEENEGEN

= Enter Shipment Receipt

= Shipment Daghboard

I Portal Favorites All Purchase Orders

3

News (48 ) and Changed (5 )
In Process

Confirmed and Partially Confirmed

Al ASHs
Create
(=]
[ | L]
|https:,l',l'wbscmint.wbscm.usda.gDv,l'sap,l'bc,l'webdynpro,l'sap,l'ZSRM_CREATE_MULT] l_ l_ l_ l_ l_ l_ |‘:J Local intranet | o100 v 5

3.  Once you complete the worksheet and have saved it to the” csv” format, go to the
WBSCM SUPPLIERS->SUPPLIER SELF SERVICE->UPLOAD FILES
(MULTIPLE ASN).
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,fj Supplier Self Service - WBSCM Portal - Windows Internet Explorer 10| x|

File Edit Yiew Favorites Tools Help

@:——: - |g https: jfwbscmint, whbscm, usda. gov/irj/portal j @' Certificate Error || ¥4 | X IGDDg|E P

W (& supplier Self Service - WESCH Portal 3~ Bl - o= - =bPage v (O Tools -

rtrment of A

_ Web Based Supply Chain Management

Supplier Self Service Bid Management Maintain Crganization

Welcome NG

Supplier Self Service Back Forwarc

I Supplier Self Service

Process Multiple ASH

FilePath: iH:\DATA\exceldata\Bungs| Erowse...

Load File |

| l_ l_ l_ l_ l_ l_ [&J Localintranet [® 100 -~ 4

4. Using the “Browse” button, locate your saved “CSV” file and click on the “Load
File” button.
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,f,"- Supplier Self Service - WBSCM Portal - Windows Internet Explorer 10| x|
File Edit Yiew Favorites Tools Help
@:——: - |g https: jfwbscmint, whbscm, usda. gov/irj/portal j @' Certificate Errar || %4+ | IGDDg|E 2|~

i\? ﬁ'ﬁi' "_',éSupplier Self Service - WESCM Portal

3~ Bl - o= - =bPage v (O Tools - ®

e, o weicome ||| Gz
= | Web Based Supply Chain Management

Supplier Self Service

Bid Management

Maintain Crganization

Supplier Self Service

I Supplier Self Service

Click
on £ TH AMERICA Expires: [02/23/2012 o=
box _
and ASH Display =
select
all to Views |[Standard View] [=] [] Print Wersion || Export 4 | L |
E: Document Number & PO Line tem# 5 Delivery Date (Expected) & Delivery Time (Expected) = Shipping Date = Route-Shipping Time & Me
create |_ 3100001850 1 07THS2011 17:30:00 07I0N/2011 18:30:00 R
ASNs F 2100001850 1 07H52011 17:30:00 07/01/2011 18:20:00 R
for all B
line [l | O
Items. Done l_ I_I_I_I_I_Pﬂ Local intranet | o100 v &
5. The information from your “CSV” spreadsheet should appear on the ASN Display

View. You must select all the line items that you want to apply for ASN creation.
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/2 supplier Self Service - WBSCM Portal - Windows Internet Explorer I ] 4

File Edit Yiew Favorites Tools Help

A , ; - ) i + -
@:: - |§g https: j fwbscmint, whscr, usda. gov/irifportal j @ Certificate Errar + | K IGnogIe ye

ﬂ? *‘1'3? @Supplier Self Service - WESCM Portal @ hd {3 v - I'_{,"Eage - _f_‘.: Tools -

rtrment of A

_ Web Based Supply Chain Management

Supplier Self Service Bid Management IMaintain Qrganization

Supplier Self Service Back Forwarg

I Supplier Self Service

BEE 0 EEHH

Create Multiple ASH

| Create ASN

I Back |
[ | ]
|javascript:vnid(ﬂ); ’_ ’_ ’_ ’_ ’_ ’_ |‘:ﬂ Local intranet o100 v 5

K1

6  Click on the “Create ASN” button to complete the process.
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/2 Supplier Self Service - WBSCM Portal - Windows Internet Explorer

File Edit ‘ew Favorites

OO - b emmE T @ Gt ][] <] [

ﬁ iy g Supplier Self Service - WESCM Portal

iy ~ B - om - b Page + () Tools - >

USDA United States Department of Agriculture

Sl \Veb-Based Supply Chain Management

Supplier Self Service

Supplier Self Service

IMaintain Organization

'l

List of ASN Created

3100001850

Row | 1|of2

Create Multiple ASN

Create ASN

[l

ASN 6100003108 Succesefully created for PO 3100001850

K

|javascript: waoid{0);

7.

,— ,7 ,* ’7 ,7 ,7 m Lacal intranet

You will get a message stating that the ASN was successfully created for the line

items selected on the Display ASN view. Click “OK” to close the box.



(’," supplier Self Service - WBSCM Portal - Windows Internet Explorer - |ﬁl|1|
File Edit ‘ew Favorites Tools Help

‘ . <} +. -
@:—: - |g, hittps: { fwbscmink, whscm.usda, gov/irjfportal j @ Certificate Error T+ A IGDDgIe P

- 3
U9 a8 supplier Self Servic - WESCM Portal 3 v B - e=b v b Page » () Tools -

USDA United States T

28 \\eb-Based Supply Chain Management e B

Supplier Self Service Bid Management Maintain Crganization

Supplier Self Service

Back Forward [E

Supplier Seif Service

b

4 StartPage

|_start Page

All Purchase Orders All Goods Receipts
New (46 ) and Changed (5)

In Process
Confirmed and Partially Confirmed

All ASHg

Upload Files (Multiple ASN}
Create

All Invoices
Rejected
Cancelled

Create

[l
Done

’— ’— ’_ ’_ ’_ l_ [&3 Local intranet E00% -

A

If you want to view the ASNs you just created using the uploaded spreadsheet

you can go to the Start Page of your Supplier Self Service menu and click on “ALL
ASNs”.
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(’,"; supplier Self Service - WBSCM Portal - Windows Internet Explorer - |ﬁl|1|

File Edit ‘ew Favorites Tools Help

@tﬁ - |g hittps: { fwbscmink, whscm.usda, gov/irjfportal j '@' Certificate Ervar | ## | A IGDDgIe P

= 3
e i (& supplier Self Service - WESCH Portal 3 v B - e=b v b Page » () Tools -

USDA United States Department o Welcome_

_ Web-Based Supply Chain Management

Supplier Self Service Bid Management Maintain Crganization

Supplier Self Service Back
]

Supplier Self Service =]

4 StartPage = List of ASNs =
J List of ASNs

B Document Number % Document Name = Document Date = Status =

[} 6100003050 AG-INTP-P-11-0574 06/14/2011 Sent

[} 5100003087 AG-INTP-P-11-0574 061132011 Sent

[} 6100003088 AG-INTP-P-11-0574 061132011 Canceled

[} 6100003085 AG-INTP-P-11-0574 061132011 Canceled

[} 5100003084 AG-INTP-P-11-0574 061132011 Canceled

[} 6100003079 AG-INTP-P-11-0574 061242011 Canceled

[} 6100003078 AG-INTP-P-11-0574 061242011 Canceled

[} 6100003075 AG-INTP-P-11-0574 2011 Canceled —

[} £100003074 AG-INTP-P-11-0574 2011 Sent

[} 6100003065 AG-DPRO-P-11-0808 2011 Sent

[} 6100003058 AG-INTP-P-11-0587 E126/2011 In Process

[} 6100002869 AG-INTP-P-11-0584 04/08/2011 Sent lz‘
Cone [&3 Local intranet 0% v g

9. You will see the ASNs in date order and the status indicates whether or not it has
been sent.

Statuses that an ASN may be in are:

e In Process — ASN has been created but has not been submitted
e Cancelled — ASN has been cancelled either by the Vendor or by USDA
e Sent - ASN has been created and submitted

NOTE:

However, the Advanced Shipping Notification Report is probably a better option for
viewing the ASNs, because it will show the ASNs created for each PO line item.

This report will only show ASNs that were created prior to the date the report was
created.
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Advanced Shipping Notification Report

1. After logging into WBSCM, start the transaction using the following Portal path:

Reports tab # Supplier Management folder # Advanced Shipping
Notification Report.

T SO N (N T SO TN (N e G SO O SO T N O G N E T O A R O T S SO S SR SO SN T OO - O Ot N N A S-S RN O |
e Edt Wiew Favortes Took Help = = ' ' 5 - - = =

o £ httpsiffwbscmint whsamusda.gov/iifportal v b3 CortficateBror | +3 X

¥ 4 | @ Advance Shipping Notication Report - WBSCH Portal -8 -

SD United States Department of Agriculture
=1

Web-Based Supply Chain Management Weicome I

e [ s e O ] |

Supplier Mgt
Advance Shipping Notification Report
aEl 4

Variabl Enry
.
= Listof Invoices
= List of Purchase Orders Available Variants: ave | Save As... || Delele Show Vgriable Personalization
= Listof Purchase Order Responses

General Variable:
« FO inspection Lot MIC Discount Report es

Wariable & Current Selection Descrigtion
Reference PO Number
AGARS

Railcar/BOL Number
Establishment Number

Status

DoDoOOOQ0D

ASN Creaton Date

2. You should be able to search on any of the criteria listed above, or you can leave all
of the fields blank and select OK to run the report wide open.
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Go-
o

|& htps: //portal whscm usda.gov/ V| 8 | *2| | X |
W [%H BMC Remedy (Sear... ]@Advance Shippin... l_l fa - B - ™ - =rPage v & Tools

File Edit Wiew Favorites Tools Help

USDA United Stat

_ Web-Based Supplv Chain Management

=
2

e ARRANGD:

[~
ome | operatons | rmance | suppers | Ao JEIJL vev |
Procurement Order Processing Recall Administration Warehouse Management Complaint Administration Supplier Mgt Ad-Hoc Reporting E
Advance Shipping Notification Report for USDA | Back Forward @
[4]¢] 4
tailed Navigation ﬁ-;‘

A Quality Management

Variable Entry

Advance Shipping Notification Report fol

Lizt of Purchase Order Responses - USDA
List of Invoices - USDA
List of Purchase Orders - USDA

Available Variants:

General Variables

Variable &

rtal Favorites Material

[~|[ zave|[ save A=...| [ Delete

Current Selection

Show Variable Personalization

De=scription

‘s start

@ In

PR

Reference PO Number 420000034B|
Corp Vendor
Railcar/BOL Number
Establishment Number
AGARE
Status
ASN Creation Date
Lok check]
J ] D]
Ei| & Local intranet -

3.

OK.
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In the example above, we are running the report based on the PO Number then click




& Advance Shipping Notification Report for USDA - SAP NetWeaver Portal - Wi | o
File Edit Wiew Favorites Tools Help 4
— (=
@-;_/-- - |& hitps: //partal whscm Lsda.gov/ 3 | a | 4| [ | | ol g
W [BBH BMC Remedy (Sea... ]@f-‘\dvance Shippi... * ]D(iz unread) - pair... ] \ 9~ B & - SPagev GToolsv B
7
US[)A United States Department o fure _ C
S \Veb-Based Supply Chain Management s @
i~
ome | operatons | rinance | supprers | arn Tl v | -
Procurement Order Processing Recall Administration Warehouswnagement Complaint Administration Supplier Mgt Ad-Hoc Reporting E
Advance Shipping Notification Report for USDA | Back Forward @
»
on Report for USDA Last Data Update: 12/11/2011 00:341 =l ﬁ-;‘
rAs |Table ﬂ Information | Export to Excel Fitter Settings
Quantity 5 Met ASN Value s
ASN Number® AGAR# S ASN tem Number =  Material®  Material Description & Reference PO Number = PO Hem Number & EA
6100015291 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 3,600 45,884.70
6100015293 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 3,600 45,884.70
6100015294 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 3,600 45,884.70
6100015296 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 3,600 45,884.70
6100015298 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 14,800 188,637.10
6100016562 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 3,600 45,884.70
6100016563 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 3,600 45,884.70
6100016565 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 3,900 49,708.43
6100016944 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 3,700 47,159.28
6100020142 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 3,600 45,884.70
6100020654 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 3,600 45,884.70
6100023238 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 3,660 45,649.45
6100023294 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000343 1 3,620 45,139.62
6100023590 AG-INTP-P-11-0162-P0001 0000000010 100609 CORNMEAL BAG-HP-25 KG 4200000348 1 3,620 46,139.62 j
1 | [»
Dane El &J Local intranet

The report will provide a variety of information by PO line item number. This report can
also be downloaded into an Excel spreadsheet by clicking on “Export to Excel” button.
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GOODS RECEIPT DETAIL REPORT

Another useful report to view prior to invoicing is the Goods Receipt Detail Report. This
report provides information on created ASNs as well as the Goods Receipt entered for
each ASN.

1. After logging into WBSCM, start the ASN transaction using the following Portal
path: Suppliers tab # Supplier Self Service folder  Supplier Self Service % All
Goods Receipts.

< Supplier Self Service - WBSCM Portal - Windows Internet Explorer

i

File Edit Wiew Favorites Tools Help f
— i
@-\-:_; - |§. https: ffwbscmint whbsem usda.gov/ v | Certificate Error | *1|| X | | L\~ é
w [88HBMC Remedhy (Sear... ‘@Supplier Self Ser... Xl ‘ f - B - ® - |[rPage v FTools « ELL:‘E"
7,

USDA United States Departrment o ulture o q
S \\eb-Based Supply Chain Management ecome [ @

Supplier Self Service

Bid Management Maintain Crganization

A6 MR8 G

Supplier Self Service ack Forward 5
|4[] ]
I Detailed Havigation = I Supplier Self Service i
L} Supplier Self Service
= Inepection Resultz Entry I Start Page !z‘
= Enter Shipment Receipt All Purchase Orders
= Shipment Dazhboard New (54 ) and Changed (10}
In Process
I Portal Favorites Confirmed and Partially Confirmed
All ASHe
Upload Files (Multiple ASN}
Create
All Invoices
—— Rejected
, Cancelled
ﬁ by USDA
by Vendor
Create
a Own Data
Messages E
»

‘s start (®omMi. -~ ~ Suppli. .. & Office ..
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File Edit “iew Favorites Tools Help

@._—m- - |§. https: //portal whscm usda.gov/ "| 8 | S lbe | | ki

w e |oz ".éGoodS Receipt .

USDA  une

_ Web-Based Supplv Chain Managemen

ome | verstons | france | Sspoters | s v |

Procurement Order Processing Recall Administration Warehouse Management Complaint Administration Supplier Mgt Ad-Hoc Reporting

]BMC Remedy (Sea...[ \ B~ B - & - [Page~ & Tools ~

* |@U.S. Department ...

(=1
B}

e RRRNBB

ARe)

Goods Receipt Detail Report Back Forward o
l41+] ‘ T — @
I Detailed Navigation — I Reports : Input Criteria ; [IT

= Order and Shipment Quantities and| \

= Top 10 Materialz N .

= Sales Wolume for Product Hierarch Goods RBCBIpt Detail REPO .

= Order Dizcrepancy Report betwee| Resst Valuss

= Customer Business Partner Relatio & Sheow Wariants

(¥ Goods Receipt Detail Report)

N | S— - T ®

« Waterial Outlay Report Purchase Order: <@ [\

+ Order Status Report PO CreateDate: To &

= MWW Delivery Calendar Report Purchasing Doc. type: @ | [T Te LY

= International Transportation Report o _

+ Multi-Food Recsived Shipment Repd Materiak ¢ o

= Mutti-Food Requisition Report Bid Invtation Numb.: < Te

= Demestic Price Suppert Report Plant: < - =

» Received Shigment Report Sold-to Party: o To >

= Requisition Status Report

St StpToary. o ®
= Redistribution/Redonation Detail Re| & o
endor 3 T
= Value of Materials Received - Muti Wender °
= Valug of Materials Received - Do Freight Forwarder: < To = N
Load Point ol ] o[ ] P
Portal Favorites
[ ASN Number: O |70 | | &
[ ] [+] e O oo 1 L []
%J Local infranet e .

£t v | & 2Mi.. . (BoETBS

2. You should be able to search on any of the criteria listed above by entering values
such as the Purchase Order, PO Creation Date, Material, Freight Forwarder, Load
Port, etc. Click on the Execute to run the report. The criteria may be a single item
or a range.
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GOODS RECEIPT DETAIL REPORT

~ Goods Receipt Detail Report - SAP NetWeaver Portal - Windows Internet Explo... [

File Edit ‘View Favorites Tools Help
@-:" < |ﬁ. https: /fportal whsem usda.gov/ V| &4 | *2|| % | | £~
% 4 |za]+|@Goods Receipt ... * |@US, Department ... [BBMCRemedy (Sea..| | @ - B @ - [Page~ B Tools ~

USDA United States tment of Agriculture

_ Web-Based Supply Chain Management

e | Operstons | riance | Soppirs | s JEE== i |

Frocurement Order Processing Recall Administration Warehouse Management Complaint Administration Supplier Mgt Ad-Hoc Reporting

ERAcRARANG S |

Goods Receipt Detail Report | Back Forward g
’ faterial ¥ Requested Qty. 5 Reguested Del. Date S Purchasze Order# 5 PO Lineftem® PO Qty. = ASNQty. = Good Qty. = Good Oty. (in CS) 5 Document Ref. Number Meansnfm'ZI iw,
100609 730 | 106052011 4200000343 1 | 28,200 | 0 0

730 | 106052011 28,200 0 0

730 | 106052011 28,200 3,600 0 B100020142 RailCar [

730 | 106052011 28,200 3,600 0 B100020654 Rail Car

730 | 106052011 28,200 3,860 0 6100023233 Rail Car

730 | 106052011 28,200 3,620 0 6100023204 Rail Car

730 | 106052011 28,200 3,620 0 6100023580 Rail Car

730 | 106052011 28,200 310 0 6100025604 Truck

730 | 106052011 28,200 3,860 0 8100025782 Rail Car

730 | 106052011 28,200 3,580 0 B100026142 Rail Car

730 | 106052011 28,200 3,540 0 100026183 Rail Car

730 | 106052011 28,200 0 3,572 5000021796

730 | 106052011 28,200 0 3,404 5000021799

730 | 106052011 28,200 0 3,648 5000021311

730 | 106052011 28,200 0 3618 5000021812 [

730 | 106052011 28,200 0 3,601 5000021315

730 | 106052011 28,200 0 310 5000021318
| P e T — e [+]

o HWE. ot v B2Mi., "B Vendor. . Ie EwH s (2R 540pM

3. Inthe example above, the report was run using the PO number. The report
provides a variety of information based on the criteria selected on previous screen.

This report can also be printed by clicking on the Print button or downloaded into
Excel by clicking on the Export button at the top of screen.
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GOODS RECEIPT DETAIL REPORT

& Goods Receipt Detail Report - SAP NetWeaver Portal - Windows Internet Explo... | @
File Edit View Favorites Tools Help €
= =
@-;_; - |& hitps: //portal whscm usda.gov/ v| 4 | 42| [ | | L) &
w 4 |53 ']@Goods Receipt ... * ].@U.S. Department ... ]BMC Remedy (Sea---l \ fp - B - @ - |Page~ GTools~ B
i}
USDA United States Department of Agriculture _ :}
ZSEEl \\eb-Based Supply Chain Management R @
Chome | overstons | remrce | seopvers | e [ vov | o
Procurement Order Processing Recall Administration Warehouse Management Complaint Administration Supplier Mgt Ad-Hoc Reporting E,
Goods Receipt Detail Report | Back Forward @
: Establishment # 5 Rail CarID/BOL# 5 Date Shipped = Date Expected & Date received = Over Qty. & Damage Qty. & Reject Oty. & Rx. Qty. UoM & Signed By S Entered By m ﬂ;"
HE 270713 03072011 | 03152011 ]
N 5 253385 03082011 | 03152011
TBOX 888020 0322011 | 0315011
BNSF 781102 0322011 | 0315011
TBOX 850292 0SS0 | 0315011
92172011 0312011 | 0315011
TBOXE8E4T1 0312011 | 0315011
TBOX 870840 03Z2R011 | 0315011
TBOX 855250 03Z2R011 | 0315011
HE 270713 19/28/2011 0 18 0| s Sharita Gibson | HASSENSADD0
N 5 253385 19/28/2011 0 2 0| s Sharita Gibson | HASSENSADD0
TBOX 888020 1010272011 0 11 0| s Sharita Gibson | HASSENSADD0
BNSF 781102 1010272011 0 s 0| s Shartta Gibson | HASSENSADDD
TBOX 850292 1010272011 0 11 0| s Sharita Gibson | HASSENSADD0
912152011 09232011 0 0 0| EA Sharita Gibzon HASSENEADDDE
[« | |
Dane &J Local intranet

‘5 start | ®lInbox ... NWB.. £~ 2Int. - [BE2Mi. endor.., |ROE@@E PR

4. The above screenshot includes but is not limited to the additional data on the
Goods Receipt Detail Report reflected.

(e

Once a Goods Receipt has been issued and all follow-on documents
created, the invoice can be entered, processed, approved and then paid.
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7N

Common Problems and Error Messages

Creating an ASN entering the wrong unit of measure (UOM) in the quantity field.

o0 Although you may be shipping in barrels, drums, metric tons, pounds, etc, when
creating the ASN, the quantities must be entered in the same UOM that the PO is
in. If created in the wrong UOM, you will need to contact the WBSCM Helpdesk
to have the ASN cancelled.

Creating an ASN for the wrong line item number on the PO.

o If the ASN was created for the incorrect line item, you cannot delete or edit the
ASN. You will need to contact the WBSCM Helpdesk to have the ASN
cancelled.

Unable to upload the excel spreadsheet for multiple ASN creation.

0 The spreadsheet must be saved in a “CSV” format to upload to WBSCM.

When trying to upload spreadsheet for multiple ASN creation, you receive an Error
Message saying “Document Number is invalid”.

0 The number to use in the Document Number column of your spreadsheet is the
WBSCM generated number that begins with a “31” and corresponds to the PO for
which you are creating the ASN.

When trying to upload spreadsheet for multiple ASN creation, you receive an Error
Message saying “'*Object 310000XXXX does not exist™".

0 Go back to the PO and verify that the document number is correct. If so, log out
of WBSCM and go back in to try to upload the spreadsheet again. If you still
receive the same error message, please open an incident ticket with the WBSCM
Help Desk.

When trying to upload spreadsheet for multiple ASN creation, received Error
Messages saying “Schedule line is not required for line item 0000000006.

0 The error message is given because this particular line items (6) does not have a
schedule line (shipping period designated as 1 or 2); therefore it should be left
blank on the spreadsheet for that line item.
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» When trying to upload spreadsheet for multiple ASN creation, received Error
Message telling me to enter means of transport, enter Railcar/BOL/Conveyance 1D
multiple times. | have the information on my spreadsheet but it acts like it is not
reading anything in the cells.
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0 WBSCM is not reading the upload due to the column names of the spreadsheet being
incorrect. For the Excel spreadsheet to be uploaded, the column field names must
match exactly the columns of the sample spreadsheet. WBSCM has to know where
to put the data from the spreadsheet and it is acquired from the column names.

For example, on your spreadsheet:

1) Column F may have “Route” but must be “Route -Shipping Time”
2) Column I on may have said “Railcar” but must be “Railcar Number/Bill Of
Lading”

» When trying to upload spreadsheet for multiple ASN creation, received Error

Message saying “schedule line quantity is greater than PO line quantity for item
0000000080.

0 The error message is given because the quantity entered reflects more shipped for
that shipping period than the amount remaining as open on the PO line quantity.
It cannot be more than the quantity per line item of PO within a specific schedule

line (shipping period). You will need to contact the WBSCM Helpdesk to have
the ASN cancelled.
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» When trying to create an ASN or upload a spreadsheet for multiple ASN
creation, you get an Error Message that reads: Errors:Enter a transport ID
Errors:System status INCM is active (SUS Shipping Notification
6100041956).

o If you get this error message, it is a WBSCM Technical issue. You will
need to contact the WBSCM Helpdesk at WBSCMhelp@ams.usda.gov or
call 877-927-2648 and advise that this is a Level 1 Technical issue.

Please supply them with the document number being used as well as a
screen print.

» When trying to upload a spreadsheet for multiple ASNs, WBSCM is only
creating one ASN.

0 Atfter clicking on the “Load File” button, the information from your excel
spreadsheet should appear on the ASN Display View. You must select
the line items that you want to apply for ASN creation. Although you
have several lines of data from your spreadsheet to appear, if you
only select one line item, only one ASN will be created.
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Each box must be highlighted to create more than one ASN.
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» Error Message saying “there is no open or suitable item for creating the
ASN for PO 31XXXXXXXX".

0 The message is advising that either you have created ASNs for the full
amount of the PO quantity or you are trying to create an ASN for more
than the remaining balance of the PO. View your ASNs for the particular
PO to ensure you are not trying to duplicate an ASN that has already been
created or you may have accidently created an ASN for more that the
shipment amount.

You may view all ASN created against a PO by going to the Start Page of
your Supplier Self Service menu and click on “ALL PO’s. In the
Purchase Order column, locate the PO number for which you would like
to view transactions. Then under the Document Number column,

click the corresponding hyperlink for the PO. On the Display PO screen,
click on the “Display Document Flow” at the top of the screen. By
clicking on the ASN hyperlink, you are able to view the line numbers and
guantities for which each ASN was created.

You will need to contact the WBSCM Helpdesk to have the ASN
cancelled.

» Error Message saying “ASN quantity is greater than PO quantity for item:
0000000012.

0 The message is advising that you are trying to create an ASN for more
than the remaining balance of the PO line item 12. View your ASNs for
the particular PO to ensure you are creating an ASN for the correct line
item or that ASNs already created for line item 12 were not accidently
created for more that the shipment amount on previous ASNs. You will
need to contact the WBSCM Helpdesk to have the ASN cancelled.

» You are trying to create multiple ASN(s), one for each car for PO
42 1IXXXXXXX. You had already created one ASN but now when you try to
create your second ASN you get the message “No line items left”.

0 When you created the first ASN, you did not ‘Trash Can” the line items
that you were not shipping which caused you to create one ASN for all line
items of the PO. You will need to contact the WBSCM Helpdesk to
have the ASN cancelled.

If you have Issues with ASNs, Inspection Results, or Invoicing, contact the
WBSCM Help Desk at ESAWBSCMServiceRequest@kcc.usda.gov or call 816-823-
4249.
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