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Process Overview 

Purpose 

The purpose of this transaction is to create a vendor response in WBSCM. This vendor response should 
be created against an international commodity bid invitation for a packaged commodity. The vendor 
response will be created by the commodity vendor who wishes to bid on the opportunity to provide 
a packaged commodity to the recipient, at the price specified in the bid response. A commodity vendor 
may perform this transaction multiple times if their organization would like to create multiple offers 
(different pricing when sourcing different quantities from different plants/warehouses). 

Process Trigger 

Use this procedure to create an international commodity bid response for a packaged order in WBSCM. 

Prerequisites 

• International commodity bid invitation must exist in WBSCM. 
• International commodity bid invitation must be in Open status (indicating that you are allowed 

to respond to it). 
• You must be a registered Bidder/Vendor/Supplier in WBSCM.  

Portal Path 

Follow the Portal path below to complete this transaction: 

• Select Suppliers tab  Bid Management tab  Enter Offers link to go to the Enter Offers  
screen. 

Tips and Tricks 

• The R/O/C represents Required, Optional, or Conditional field entry.  A Conditional field entry 
is an entry that becomes required as a result of entering something previous to it, which then 
deems it required. 
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Procedure 

1. Start the transaction using the following Portal path: Suppliers tab  Bid Management tab 
 Enter Offers link 

 

Enter Offers Screen 

 
 

2. Click  (the Hide Navigator arrow) to minimize the Portal menu. note that you can do this with any 
transaction in WBSCM - not just procurement transactions. 
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Enter Offers Screen 

 
 

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

 Field R/O/C Description 

 Bid Invitation Number: O Unique identifying number associated with a bid invitation in 
WBSCM. Whenever you are creating a bid response (a 
series of offers), you will create it in response to an existing 
invitation. If you know the bid invitation number, enter it in 
this field. If you do not know it, you can enter the remaining 
fields to perform a search for it. 

Example: 
2000002536 
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Enter Offers Screen 

 
 

4. Select  (the Intl Commodity Inv option) from the Transaction Type dropdown list. 
 

 
 (Note) Options for the Transaction Type dropdown field include: 

Barter and Exch Inv: An invitation for a barter and exchange order. A barter and exchange 
order is an order where USDA provides the vendor with a commodity (such as a material from 
the price support warehouse or that is available in surplus), and the vendor provides USDA 
with a completely different commodity. For example, USDA may provide corn soy blend to the 
commodity vendor, and the commodity vendor may provide the aid recipient with pinto beans. 

Intl Commodity Inv: An invitation for a commodity to fulfill an international USAID or FAS 
Order. 

Dom Commodity Inv: An invitation for a commodity to fulfill a domestic FNS or FSA Sales 
Order. 

Intl Frgt Inv: An invitation for freight services to ship goods from a domestic load port to an 
overseas location in order to fulfill an international USAID or FAS Sales Order. 

Intl Comm Preference: A preference (template) of the key fields in an international 
commodity vendor response (offer). By creating a preference, you will be able to save time 
later on, as you can pull details entered in the preference over to the vendor response (offer). 

Intl Freight Preference: A preference (template) of the key fields in an international freight 
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vendor response (offer). By creating a preference, you will be able to save time later on, as 
you can pull details entered in the preference over to the vendor response (offer). 

Master/Shortfall Inv: An invitation for a commodity in a master/shortfall situation. 
 

Enter Offers Screen 

 
 

5. Select  (the blank option) to blank out the value in the Processed Since dropdown 
list. 
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Enter Offers Screen 

 
 

6. Click  (the Start button) to execute your search. 
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Enter Offers Screen 

 
 

7. A list of International Commodity Bid Invitations matching your search criteria will display. 
Select  (the blue box) next to the appropriate invitation. 
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Enter Offers Screen 

 
 

8. Click  (the Maintain Vendor Response button) to maintain vendor 
responses against the bid invitation. 
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Enter Offers Screen 

 
 

9. Click  (the Create button) to create a new vendor response. 
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Enter Offers Screen 

 
 

10. Select  (the blue box) adjacent to the vendor response (bid response) that you wish to maintain. 
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Enter Offers Screen 

 
 

11. Click  (the Offers button) to create, display, or modify offers within the highlighted vendor 
response. Remember that a vendor response can be comprised of multiple offers. 
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Enter Offers Screen 

 
 

12. Click  (the Create button) to create a new offer. 
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Display Intl Commodity Inv Screen 

 
 

13. Click  (the Create button) to create the offer. 
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Process Bid Screen 

 
 

14. After clicking the Create button, you are immediately taken to the General Data tab and the 
Attributes link. You will need to navigate to a different location within the series of tabs and links. 
Click  (the Basic Data link) to go to the appropriate screen. 
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Process Bid Screen 

 
 

15. Click  (the Item Data tab) to go to the appropriate screen. The Item Data tab is where you 
enter line item detail, such as specific pricing and load port locations. 

 

 
 (Note) Notice there is an orange box at the bottom of the screen. This box notifies you of 

required fields that are missing and entries that are invalid. Receiving a message like the 
ones listed here does not mean you have made an error or that you are at a hard stop. 
Simply take the corrective actions recommended in the orange box. Then click the Close 
button to close the orange box. Then click the Check button at the top of the screen to 
perform an additional check. This will notify you if there are still invalid entries or missing 
fields. Note that simply correcting the issue will not remove the orange box; you will need to 
click Close and Check to remove the orange box. 
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Process Bid Screen 

 
 

16. Click  (the handshake icon) to display pricing conditions for the commodity line item. 
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Process Bid Screen 

 
 

17. Select  (the Price(Contract/Bid option) from the 
Condition Type dropdown list. 
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Process Bid Screen 

 
 

18. Click  (the Scales icon) to create a pricing scale for the line item. 
 

 
 (Note) The Scales feature allows you to enter pricing conditions by volume. This is a great 

feature if you wish to add volume discounts (for example, pinto beans could be priced at 
$5/MT for orders under 1000 MT. But for orders over 1000 MT, the price could be reduced to 
$4/MT. Use the table on this screen to enter the quantity and the price per MT for amounts 
equal to or greater than the adjacent quantity. 
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Process Bid Screen 

 
 

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

 Field R/O/C Description 

 From (line 2) O Quantity of commodity in Metric Tons (MT). If the vendor 
procures a quantity greater than or equal to the quantity in 
this field, the adjacent pricing in the Amount column will be 
applied. 

Example: 
100 

 

 From (line 3) O Quantity of commodity in Metric Tons (MT). If the vendor 
procures a quantity greater than or equal to the quantity in 
this field, the adjacent pricing in the Amount column will be 
applied. 

Example: 
101 

 

 Amount (line 2) O Dollar amount in US Dollars (USD) that USDA must pay the 
vendor per Metric Ton (MT) for the quantities specified in 
the column on the left. 

Example: 
120 
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Process Bid Screen 

 
 

20. Click  (the General Data tab) to enter general data. General data includes header level 
information like the the Offer Label, Vendor Plant, Bid Minimum, and Bid Maximum that applies 
across all line items on the response. 
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Process Bid Screen 

 
 

21. Click  (the binoculars icon) next to the Copy From field. 
 

 
 (Note) The Copy From field allows you to copy over details from a preference (template) to a 

vendor response (an offer or series of offers). Steps #21-24 must only be completed if you 
are copying from a preference. If you are creating the vendor response from scratch, you do 
not need to complete this. 
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Find Screen 

 
 

22. Select  (the PREFERENCE option) from the list. 
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Process Bid Screen 

 
 

23. Click  (the binoculars icon) in the Copy From Preference field. 
 

Vendor Bidding Interface- sap web dynpro 
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24. On this screen, you will select the specific preference (template) from which you will copy 
information. In this case, we selected  (the 3000005307 option) to copy from this 
preference document. 

 

 
 (Note) If desired, you can also perform a search on the Find Screen to locate the appropriate 

preference document, if it is not immediately visible. 
 

Process Bid Screen 

 
 

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

 Field R/O/C Description 

 OfferLabel R Free-text field that allows you to enter a label that will help 
you identify the bid response in WBSCM. When you copy 
the preference, using its data to populate the fields on a bid 
response (offer), this field will not pull over. 

Example: 
My Bid Offer 

 

 

 
 (Note) Other fields on this screen that are optional include: Vendor Plant, Bid Minimum, and 

Bid Maximum. The reason these are optional is that, if populated, these will carry over from 
the preference to the bid response (offer). You may wish to create offers with different Vendor 
Plants, Bid Minimums, and Bid Maximums as this information may be too specific to include 
on a preference. If desired, however, you may enter these fields. 
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Process Bid Screen 

 
 

26. Click  (the binoculars icon) adjacent to the Copy From field. 
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Find Screen 

 
 

27. Select  (the 1131960 link) from the list to copy from preference 1131960 onto your bid 
response. 
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Process Bid Screen 

 
 

28. Click  (the Item Data tab) to enter line item details. 
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Process Bid Screen 

 
 

29. Click (the See Conditions link) to view pricing conditions. 
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Process Bid Screen 

 
 

30. Click  (the Check button) to check your entries. Checking the document will provide you with 
a list of any errors including invalid entries or required fields that are missing. Correct the errors 
then click the Check button again to confirm that no further action is needed. 
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Process Bid Screen 

 
 

31. Click  (the Hold button) to hold (save) the document. 
 

 
 (Note) The Hold feature serves two functions. First, it saves your document. If you exit the 

screen (whether voluntarily to perform a different transaction or involuntarily such as with a 
timeout issue), you will be able to locate your document again via the Enter Offers screen. 
Second, it places your document in Display mode (read-only). To return toChange mode, 
click the Change button. 

 

Windows Internet Explorer Pop-Up 

 
 

32. Click  (the OK button) to confirm that you received the pop-up. 
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Display Bid Screen 

 
 

33. Click  (the Change button) to put the document in Change mode. 
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Process Bid Screen 

 
 

34. Click  (the Submit button). 
 

 
 (Note) After submitting your vendor response, you will receive the pop-up below. This 

message indicates that you have not fully submitted your bid response. You must return to 
the Enter Offers screen to select, check, and submitted your entry. The reason for this is that 
in Steps #1-34 you created an offer. A vendor response can be comprised of multiple offers 
(such as scaled pricing, pricing for a substitutable, or pricing for goods sourced from different 
plants). Your offer is ready to be submitted at this stage. Complete any outstanding offers. 
Then return to theEnter Offers screen to fully submit your vendor request. 

 

Windows Internet Explorer Pop-Up 

 
 

35. Click  (the OK button) to confirm that you received the pop-up. 
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Process Bid Screen 

 
 

36. Click  (the X button) to exit this window. If desired, you can use the Ctrl+W buttons on your 
keyboard. 
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Enter Offers Screen 

 
 

37. Click  (the Refresh button) to refresh the screen. 
 

 
 (Note) Refreshing the screen will display any new vendor responses, including the vendor 

response we just created. 
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Enter Offers Screen 

 
 

38. Click  (the blue box) adjacent to the vendor response you wish to submit. 
 

 
 (Note) In this example, we are submitting the vendor response. However, if you wish to 

display or change the vendor response, you would click the link in the Offer Number field. 
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Enter Offers Screen 

 
 

39. Click  (the Constraints button) to enter constraints for the offer. 
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Enter Offers Screen 

 
 

40. Click  (the Create button) to create a constraint. 
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Enter Offers Screen 

 
 

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

 Field R/O/C Description 

 Capacity: C The maximum amount of the quantity that you are able to 
procure for USDA. 

Example: 
100 
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Constraint Details Screen 

 
 

42. Highlight  (the value inside the Plant field). 
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Constraint Details Screen 

 
 

43. Highlight (the value inside the Price Type field). 
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Constraint Details Screen 

 
 

44. Highlight (the value inside the Product field). 
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Constraint Details Screen 

 
 

45. Click  (the Create button) to create the constraint. 
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Enter Offers Screen 

 
 

46. Click  (the Back button) to return to the list of offers. 
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Enter Offers Screen 

 
 

47. Click  (the Back button) to return to the list of vendor responses. 
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Enter Offers Screen 

 
 

48. Click  (the Check button) to check the vendor response for errors. 
 

 
 (Note) TheCheck feature is beneficial in that it will check all entries on your offers, and alert 

you to any errors. Errors include invalid entries and required fields that have not 
been populated. 

 

Vendor Bidding Interface Pop-Up 

 
 

49. A pop-up will display indicating whether there are any errors. In this case, we received the 
message:"Item passes all validations." Click  (the OK button) to confirm that you received the 
pop-up. If there are errors, correct them at this time. The pop-up message will advise on which 
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items require correction. 
 

Enter Offers Screen 

 
 

50. Click  (the Submit Response button) to submit your vendor response. 
 

Vendor Bidding Interface Pop-Up 

 
 

51. Click  (the OK button) to confirm that you received the pop-up. 
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Enter Offers Screen 

 
 

52. You have completed this transaction. 
 

 


