WBSCM External Stakeholder Newsletter August/September 2010

New WBSCM Instructor Led Training (ILT) Information!

Instructor Led Training (ILT) for our Domestic business partners will be held in Kansas City, Missouri, on October
5th, 6th and 7th. The training will be one day in duration. ILT for our International and International/Domestic
business partners will be held in Kansas City, Missouri, on October 12th — 13th, 13th — 14th, 19th — 20th and 20th —
21st. This training will be 1 ¥2 days in duration. Domestic, International and International/Domestic business
partners who have already requested ILT will be contacted with additional information by September 3rd.

Instructor Led Training (ILT) for Private Voluntary Organizations, Freight Forwarders, Ocean Carriers and their
Brokers will take place in Washington, D.C., during the last week in October and the first week in November. The
details of this training are still being finalized. The vendors will be notified as soon as the details are available.

e-Learning Course Information

All external stakeholders who have identified themselves as WBSCM users are strongly encouraged to complete the
e-Learning courses that relate to your area of responsibility. You may choose to take all of the e-Learning courses.

The e-learning courses have been finalized and are now available at the WBSCM Program Web site
(http://www.fsa.usda.gov/FSA/webapp?area=homeé&subject=coop&topic=wbs). At this web site, click on
ftp://ftp.ams.usda.gov/WBSCMTraining to access the courses.

Important: The first thing you will then need to do is read the document titled “How to Open an e-Learning Course
from FTP Website” which will provide step by step directions on how to access the courses.

If after following the instructions you still cannot access the courses, please contact the WBSCM Helpdesk by
telephone at (877) 927-2648 or by email at WBSCMhelp@ams.usda.gov, and someone will assist you.

File Transfer Protocol (FTP) Directories and WBSCM e-Learning Training

After this information first came out in the June/July External Stakeholders Newsletter, requests were received to
identify each lesson within each class so that users could more easily find the lessons that applied to their position.
Below is a breakdown of each class that has multiple lessons.

The FTP directories and WBSCM e-Learning training is now available at: ftp.ams.usda.gov. The following is the
breakdown for these directories and training with corresponding links:

° Directory Communications
Directory External Fulfillment
Directory External Procurement
How to Open WBSCM elLearning Course from FTP Website.doc (These are the actual instructions.)
Directory Internal Fulfillment.

1. Directory Communications

WBSCM Internet Explorer 7-1E7-Compatibility-View.doc
WBSCM Minimum System Requirements vl 5.doc
WBSCM-Records Mgt User-Internet Explorer Settings v 2.doc
WBSCM-User-Internet Explorer Settings v 3.doc
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File Transfer Protocol (FTP) Directories and WBSCM Training (Continued)
2. External Fulfillment Sub Directory

o Domestic:
e EXT100_SDA_Org_Admin
e EXT110_RA_Co-op_HQ_Receiver_Org_Admin
e EXT130_Ship-To_Party Admin
e EXT140_Domestic_Fulfillment_View
EXT140 - Lesson_1 — Benefits of WBSCM
EXT140 - Lesson_2 — National Warehouse Fulfillment Process
EXT140 - Lesson_3 — Organizational Structure
EXT140_- Lesson_4 — Organization and User Administration
EXT140_- Lesson_5 — View Requisition
EXT140 - Lesson_6 — View Complaints
EXT140_- Lesson_7 — View Recalls
EXT140_- Lesson_8 — Reporting
EXT300_SDA_Order_Management
EXT310_Domestic_Order_Management
EXT315 _ITO_NW_Order_Management
EXT330_SDA_PVO_Complaints_Admin
EXT330_-_Lesson_1 — Benefits of WBSCM
EXT330_- Lesson_2 — Domestic and International Complaint Types
EXT330_- Lesson_3 — Domestic Complaints
EXT330_-_Lesson_4 — International Complaints
EXT330_- Lesson_5 — Submitted Complaints
e EXT340 _SDA Recall_Specialist
e EXT350_National_Warehouse_ Admin
e EXT360_Price_Support_Warehouse_Administration
EXT360 - Lesson_1 — Benefits of WBSCM
EXT360 - Lesson_2 — Warehouse Transactions
EXT360_- Lesson_3 — Inventory Receipt
EXT360_-_ Lesson_4 — Delivery Document
EXT360 - Lesson_ 5 — Stock Transfers

e General:
WBSCM220 - WBSCM Portal Basic Navigation.zip

e International:

e EXT150 International_Fufillment_View
EXT150 - Lesson_1 — Benefits of WBSCM
EXT150 - Lesson_2 — Sales Orders
EXT150 - Lesson_3 — Complaint Processing
EXT150 - Lesson_4 — Display Discussion Forum on WBSCM Homepage
EXT150 - Lesson_5 — Reporting

o EXT320_PVO_FF_Order_Management
EXT320 - Lesson_1 — Benefits of WBSCM
EXT320_- Lesson_2 — USAID Sales Orders
EXT320_- Lesson_3 — Swap Orders & Credit Memo Request
EXT320 - Lesson_4 — FAS Agreements
EXT320 - Lesson_5 — FAS Sales Orders
EXT320 - Lesson_6 — Discussion Forum
EXT320 - Lesson_7 — Delivery Acknowledgement
EXT320_- Lesson_8 — Reporting
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File Transfer Protocol (FTP) Directories and WBSCM Training (Continued)

International (continued):
e EXT330_SDA_PVO_Complaints_Admin

EXT330 - Lesson_1 — Benefits of WBSCM

EXT330_- Lesson_2 — Domestic and International Complaint Types
EXT330_-_Lesson_3 — Domestic Complaints

EXT330_- Lesson_4 — International Complaints

EXT330_- Lesson_5 — Submitted Complaints

o EXT370_International_Transportation_Management

EXT370 - Lesson_1 — Benefits of WBSCM

EXT370_- Lesson_2 — Freight Purchase Order Receipt
EXT370_- Lesson_3 — Delivery Acknowledgement
EXT370_-_Lesson_4 — Reporting

3. External Procurement Sub Directory

Domestic:

e EXT410_Commodity_Purchase_Orders_and_Follow_on_Functions_Domestic

o EXT430_

e General:
e EXT400

e EXT500_

EXT410 - Lesson_1 — Purchase Order Process Overview

EXT410 - Lesson_2 — Display Purchase Order

EXT410_- Lesson_3 — Create Purchase Order Response

EXT410_- Lesson_4 — Create ASN

EXT410 - Lesson_5 — Enter and Update Inspection Results

EXT410_- Lesson_6 — Display Goods Receipt

EXT410_- Lesson_7 — Submit Invoice

Commodity_Bidding_Domestic

EXT430 - Lesson_1 — Vendor Procurement Process Overview

EXT430_- Lesson_2 — Accessing Bid Invitations (Solicitations) on the
Public Procurement Documents Page

EXT430_- Lesson_3 — Submit a Vendor Response (Offer/Quote)

EXT430_- Lesson_4 — Edit a Vendor Response after Submission

EXT430_-_Lesson_5 — Offer Variants for Pricing

Corporate_Vendor_Admin_Activities

EXT400_- Lesson_1 — Corporate Vendor Admin Overview
EXT400_- Lesson_2 — Vendor Registration Process
EXT400 - Lesson_3 — Register Plants and Shipping Locations
EXT400_- Lesson_4 — Create Internal Vendor Users
EXT400_- Lesson_5 — Assign Users to Plants and Shipping Points
EXT400_- Lesson_6 — Update the Organization
External_Vendor_Reporting

EXT500 - Lesson_1 —WBSCM Reports Overview

EXT500_- Lesson_2 — Using OLTP Report Filters
EXT500 - Lesson_3 — Personalizing OLTP Reports
EXT500 - Lesson_4 — Business Intelligence (Bl) Reports
EXT500_- Lesson_5 — Personalizing Bl Reports

¢ WBSCM210 _WBSCM_Portal_Basic_Navigation_for USDA_Vendors
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File Transfer Protocol (FTP) Directories and WBSCM Training (Continued)

e International:

e EXT415 Commodity Purchase Orders_and_Follow_on_Functions_International
EXT415 - Lesson_1 — Purchase Order Process Overview
EXT415 - Lesson_2 — Display Purchase Order
EXT415 - Lesson_3 — Create Purchase Order Response
EXT415 - lLesson_4 — Create ASN
EXT415 - Lesson_5 — Enter and Update Inspection Results
EXT415 - Lesson_6 — Display Goods Receipt
EXT415 - Lesson_7 — Submit Invoice

e EXT420_Freight_Bidding
EXT420 - Lesson_1 — International Procurement Process Overview
EXT420 - Lesson_2 — Accessing Bid Invitations (Solicitations) on the

Public Procurement Documents Page

EXT420 - Lesson_3 — Submit a Vendor Response (Offer/Quote)
EXT420_- Lesson_4 — Maintain Vessel Assignments
EXT420_- Lesson_5 — Changing a Vendor Response before and after Submission
EXT420_- Lesson_6 — Create and Use an International Freight Preference

e EXT435 Commodity Bidding_International
EXT435 - Lesson_1 — Vendor Procurement Process Overview
EXT435_- Lesson_2 — Accessing Bid Invitations (Solicitations) on the Public Procurement

Documents Page

EXT435 - Lesson_3 — Submit a Vendor Response (Offer/Quote)
EXT435 - Lesson_4 — Changing a Vendor Response before and after Submission
EXT435_- Lesson_5 — Create and use an International Commodity Preference

e EXT440_ Maintain_Freight_Purchase_Orders
EXT440 - Lesson_1 — International Freight Purchase Order Process Overview
EXT440_-_Lesson_2 — Display International Freight Purchase Order
EXT440 - Lesson_3 — Display Goods Receipts
EXT440 - Lesson_4 — Submit International Freight Invoice

4. Internal Directory

° WBSCM100 High_Level Overview

° WBSCM200 WBSCM_Portal Basic_Navigation

o WBSCM300 WBSCM_Reports_Basic_Navigation
WBSCM300_-_ Lesson_1 — What is a Report?
WBSCM300 - Lesson_2 — Using OLTP Report Filters
WBSCM300 - Lesson_3 — Personalizing OLTP Reports
WBSCM300_-_Lesson_4 — Business Intelligence (Bl) Reports
WBSCM300_-_Lesson_5 — Personalizing Bl Reports

° WBSCM600_User_Administration
WBSCM600 - Lesson_1 — Overview of User Administration
WBSCM600_- Lesson_2 — User Creation
WBSCM600 - Lesson_3 — Modify User
WBSCM600_- Lesson_4 — Setup User in Procurement Organization Structure
WBSCM600_-_Lesson_5 — Setup User as Procurement Approver
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ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/General/WBSCM210_WBSCM_Portal_Basic_Navigation_for_USDA_Vendors/�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT420_Freight_Bidding/EXT420_-_Freight_Bidding_-_Lesson_1.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT420_Freight_Bidding/EXT420_-_Freight_Bidding_-_Lesson_2.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT420_Freight_Bidding/EXT420_-_Freight_Bidding_-_Lesson_3.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT420_Freight_Bidding/EXT420_-_Freight_Bidding_-_Lesson_4.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT420_Freight_Bidding/EXT420_-_Freight_Bidding_-_Lesson_5.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT420_Freight_Bidding/EXT420_-_Freight_Bidding_-_Lesson_6.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/General/WBSCM210_WBSCM_Portal_Basic_Navigation_for_USDA_Vendors/�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT435_Commodity_Bidding_International/EXT435_-_Lesson_1.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT435_Commodity_Bidding_International/EXT435_-_Lesson_2.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT435_Commodity_Bidding_International/EXT435_-_Lesson_3.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT435_Commodity_Bidding_International/EXT435_-_Lesson_4.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT435_Commodity_Bidding_International/EXT435_-_Lesson_5.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/General/WBSCM210_WBSCM_Portal_Basic_Navigation_for_USDA_Vendors/�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT440_Maintain_Freight_Purchase_Orders/EXT440_-_Lesson_1.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT440_Maintain_Freight_Purchase_Orders/EXT440_-_Lesson_2.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT440_Maintain_Freight_Purchase_Orders/EXT440_-_Lesson_3.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/External_Procurement/International/EXT440_Maintain_Freight_Purchase_Orders/EXT440_-_Lesson_4.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM100_High_Level_Overview/�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM200_WBSCM_Portal_Basic_Navigation/�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM300_WBSCM_Reports_Basic_Navigation/�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM300_WBSCM_Reports_Basic_Navigation/WBSCM300_-_Lesson_1.zip�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM300_WBSCM_Reports_Basic_Navigation/WBSCM300_-_Lesson_2.zip�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM300_WBSCM_Reports_Basic_Navigation/WBSCM300_-_Lesson_3.zip�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM300_WBSCM_Reports_Basic_Navigation/WBSCM300_-_Lesson_4.zip�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM300_WBSCM_Reports_Basic_Navigation/WBSCM300_-_Lesson_5.zip�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM600_User_Administration/�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM600_User_Administration/WBSCM600_-_Lesson_1.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM600_User_Administration/WBSCM600_-_Lesson_2.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM600_User_Administration/WBSCM600_-_Lesson_3.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM600_User_Administration/WBSCM600_-_Lesson_4.zzz�
ftp://ftp.ams.usda.gov/WBSCMTraining/Internal/WBSCM600_User_Administration/WBSCM600_-_Lesson_5.zzz�

WBSCM Resources

WBSCM Resources included to help users are as follows:

Context sensitive help

Training library

Contacting the helpdesk

E-Learning courses on the FTP site (which are previously described in great detail under the heading
File Transfer Protocol (FTP) Directories and WBSCM e-Learning Training).

In order to access context sensitive help, the training library, and helpdesk information, users must log on to
WBSCM with the proper e-authentication credentials. They are then directed to the WBSCM Portal Home
Page. Once logged into WBSCM, a user will select the Help tab. The user can select either the Helpdesk
tab to receive information on how to contact the WBSCM Helpdesk or the Training tab to access training
documentation as shown in the following screen print.

USDA United States Department of Agriculture

_ Web-Based Supply Chain Management

Training Helpdeslk

Context Sensitive Help

If a user is completing a transaction in WBSCM and needs help, they can select the Options icon which is in
the upper right hand corner of the picture below. A drop-down menu will then appear with a Help option.

] Back Fo .'—.:

O pen in Mews Windows

R=fre=h
Persocnalize
Detail=

Sudd to Browww=er Fawvorite=s
J Audd to Portal Fawvorites

This will launch a separate browser window with all the relevant documents and simulations for that particular
transaction. This type of help documentation is referred to as Context-Sensitive Help.

The types of Context-Sensitive Help resources are Cue Cards, Work Instructions, Quick-Reference (Steps),
and Simulations (either the auto playback or the standard tutorial simulations). A work instruction provides
step by step instructions on how to complete a task and includes screenshots and field descriptions. A quick
reference step document is similar to the work instruction except screenshots and field descriptions are not
displayed. A simulation is a recording of the actual procedure that can be watched in two modes. One mode
is without user interaction (auto playback tutorial), and the other mode is with user interaction, where the user
can click on certain areas of the simulation when prompted (standard tutorial).

Cue Card - 2xhtml b

wWork Instruction - pdf
wWork: Instruction - word

Quick Referance [(Step) - pdf
Quick Referance [(Step) - word
Simulation (Flash) - flash

(Cue Card example)
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Training Library

When a user is navigating through WBSCM, they can view the available training materials by selecting the
Help tab and then the Training tab to display all the training documentation. The keyword search pulls up
relevant documents with that specific keyword in the document name. For example, a vendor searching for
“Domestic Complaint” will see a list of training documents with titles containing those exact key words. The
wildcard functionality is also available when searching for training documentation.

An asterisk is inserted at the beginning, middle, or end of the search term(s). If an asterisk is placed at the
beginning of the search (e.g., *complaint), the system will search for any document name ending in
“complaint.” If an asterisk is placed at the end of the search (e.g., complaint*), the system will search for any
document name beginning with “complaint.” If an asterisk is placed on both sides of the search (e.g.,
*complaint*), the system will search for any document name containing “complaint” within it, regardless of
location. Depending on a user’s role, users will find training documentation divided by specific areas from the
left pane such as General, Finance, Internal Fulfillment and External training material. Once a specific
functional area is selected, documentation may be further categorized as seen in the following screen print.
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Training Library Help (Continued)

Once the document is selected, the help content will be displayed as shown in the following screen print.
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WBSCM Helpdesk

WBSCM system users will be able to call, email, or use a web form to submit WBSCM related issues or questions to
the helpdesk. The helpdesk will monitor and address WBSCM inquiries through a ticket tracking system. Helpdesk
information will be posted on the WBSCM Splash Page and the Helpdesk tab in WBSCM.

The helpdesk will provide Level 1, 2 and 3 service desk support. Examples of this support include:
e Level 1 - general navigation questions, location of training or help file documentation, etc.

e Level 2 - application problems or business process questions

o Level 3 - vendor software and hardware upgrade and patch update requests

To obtain assistance using WBSCM, please contact the WBSM helpdesk at either of the following:

o telephone 877-WBSCM-4U or 877-927-2648
e email: WBSCMhelp@ams.usda.gov
e Web form link on WBSCM Portal (https://srai.service-now.com)

Newsletter Distribution and Feedback

We encourage anyone who is currently receiving this newsletter to please distribute it to any parties who you think
might be interested in learning about the current WBSCM activities.

We would appreciate receiving your feedback! Please email your WBSCM questions or suggestions to:
WBSCM@kcc.usda.gov.
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