WBS(M \ Work Instruction
: J Display International Freight Preference Bid Invitation

Process Overview

Purpose

The purpose of this transaction is to display an international freight preference bid invitation
(solicitation) in WBSCM.

Process Trigger
Use this procedure to display an international freight preference bid invitation (solicitation) in WBSCM.
Prerequisites
e International Freight Preference Bid Invitation must exist in WBSCM.
Portal Path
Follow the Portal path below to complete this transaction:

e Select Operations tab 2 Procurement tab 2 Acquisition Planning folder # Prepare Bid
Invitation folder # Process Bid Invitation link to go to the Process Bid Invitation screen.

Tips and Tricks

e This transaction will not allow you to modify any fields (this note is added for Display
transactions only)

e The R/O/C acronyms in the field tables represent Required, Optional, or Conditional field
entries.

o A Conditional field: an entry that becomes required as a result of entering something
previous to it, which then deems it required

o An Optional field: you may enter information in an optional field, but an entry is not
required for the completion of the transaction

e Refer to WBSCM Portal Basic Navigation course for tips on creating favorites, perform
searches, etc.

Reminders

e Remember to check your work
o Refer to the Help Option (to the right of the screen) in the Portal for further assistance.
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Procedure

1. Start the transaction using the following Portal path: Operations tab # Procurement tab
= Acquisition Planning folder % Prepare Bid Invitation folder % Process Bid Invitation

Process Bid Invitation Screen

Welcome TRAIN DPZ Log Oft

_ Web Based Supp\v Chain Management

vore Y] ravce | sooters | saron | epors | v

Order Processing Procurement Warehouse Management Supplier Mgt
Process Bid Invitation | Back
[4]4] ]
I Process Bid Invitation Help
= Alert Monitor Create Bid Invitation
= Alert Monitor
« Alert Monitor Select a Transaction Type Barter and Exch Inv = -
= Alert Monitor
= Alert Monitor
= Display Contract Find Tempiate
P LETE TETEELET T Find Bid Invitation
= Document Builder
+ Wonitor Shopping Cart Bid Invitation Number Bid Invitation Mame Status Processed Since
= SRM Application Monitor * & - -
= Public Procurement Documents Extended Search
= Records Management
+ [ Acquisition Planning Search Result: 0 Hits
PErE R r e Number Name Tvpe Purchasing Organization Status Submigsion Deadling Bids Action
* 3 Prepare Bid Invitation o .
L No documents correspond to search criteria or no authorization
= Process Bid Invitation
= Consolidation Worklist
°
= Consolidation Worklist
¥ OO Government Cost Estimate
¥ [O Contract Formation
» OO Contract Administration
» (O Contract Closeout
I Portal Favorites =10
Done e Internet | Protected Mode: On ®100% -

2.  Click 4 (the Hide Navigator triangle) to minimize the Portal menu. Note that you can do this
with any transaction in WBSCM - not just procurement transactions.
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Process Bid Invitation Screen

USD United States rtment of ure .
— Welcome TRAIN DPZ Log Off

2l \eb-Based Supply Chain Management

vore T nce | supters | o | fopors | v |

Order Processing Procurement  Warehouse Management  Supplier Mgt

Process Bid Invitation
b
Process Bid Invitation Help

Create Bid Invitation

Select a Transaction Type Barter and Exch nv =~ -

Create Template
LG R RS G | Find Template

Find Bid Invitation

Bid Invitation Number Bid Invitation Name Status Processed Since

. = - -
Sutended Search (Mote: Extended Search Active)

Search Result: 0 Hits

Number Name Type Purchasing Organization Status Submission Deadling Bids Action
No documents correspend to search criteria or no autherization
ED € Intemet | Protected Mode: On H100% -

3. Click B=nded =eaich (the Extended Search link) to perform an extended search.

(Note) If you already know the bid invitation number, you can enter it on this screen. Click the
Start button and a list of search results will display. However in this example, we
are performing an extended search, which is commonly used if you do not know the exact bid

invitation number.
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Process Bid Invitation Screen

USDA Uni Department of Ag =
== - Welcome TRAIN DPZ Log Off
2B \eb-Based Supply Chain Management reeeme e e mm

vore T nce | supters | o | fopors | v |

Order Processing Procurement  Warehouse Management  Supplier Mgt

Process Bid Invitation

b
Process Bid Invitation Help

Create Bid Invitation

Select a Transaction Type Barter and Exch nv =~ -

Create Template
LG R RS G | Find Template

Find Bid Invitation

Bid Invitation Number Bid Invitation Name Status Processed Since
: o - -
Transaction Type Purchasing Organization Submission Deadline My Bid Invitations
] = - ]
Product Category

-
Invitation Type

]

Simple Search

Search Result: 0 Hits

Number Name Tvpe Purchasing Organization Status Submission Deadline Bids Action
No documents correspond to search criteria or no authoerization
S & Intemet | Protected Mode: On H100% v
4. Inthe TransactionType field, click on the Dropdown button.
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Process Bid Invitation Screen

Welcome TRAIN DPZ

_ Web Based Supply Chain Management

vore T nce | supters | o | fopors | v |

Order Processing Procurement  Warehouse Management  Supplier Mgt

Process Bid Invitation | Back Forward

Process Bid Invitation Help
Create Bid Invitation

Select a Transaction Type Barter and Exch nv =~ -

Create Template
LG R RS G | Find Template

Find Bid Invitation

Bid Invitation Number Bid Invitation Name Status Processed Since
: o - -

Transaction Type Purchasing Organization Submission Deadline My Bid Invitations
Intl Frogt Preference M= - =

Barter and Exch Inv
Dom Commodity Inv
Intl Comm Preference
Intl Commodity Inv

Intl Freight Inv ]
Intl Frgt Preference
Master/ShortFall Inw
Search Result: 0 Hits
Number Name Type Purchasing Organization Status Submission Deadling Bids Action

No documents correspond to search criteria or no authoerization

E 0 Internet | Protected Mode: On H100% -

5.  From the Dropdown list, select (the Intl Frgt Preference option).
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Process Bid Invitation Screen

Welcome TRAIN DPZ

_ Web Based Supply Chain Management

vore T nce | supters | o | fopors | v |

Order Processing Procurement  Warehouse Management  Supplier Mgt

Process Bid Invitation

Process Bid Invitation Help

Create Bid Invitation

Select a Transaction Type Barter and Exch nv =~ -

Create Template
LG R RS G | Find Template

Find Bid Invitation

Bid Invitation Number Bid Invitation Name Status Processed Since

+ = - -

Transaction Type Purchasing Organization Submission Deadline My Bid Invitations

i g Prererence RS s - 0

Product Category

Invitation Type

Simple Search

Search Result: 0 Hits
Number Name Type Purchasing Organization Status Submission Deadling

No documents correspond to search criteria or no authoerization

Action

]
t73

E 0 Internet | Protected Mode: On H100% -

6. Click “7 (the Start button) to execute your search.
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Process Bid Invitation Screen

USDA United States De ment griculture
== - Welcome TRAIN DPZ Log Off
Bl \\eb-Based Supply Chain Management reicome e e mm

o e | opiors | e | fopors | v |

Order Processing Procurement  Warehouse Management  Supplier Mgt

Process Bid Invitation | Back
»

Process Bid Invitation Help
Create Bid Invitation

Select a Transaction Type Barter and Exch nv =~ -

Create Template
LG R RS G | Find Template

Find Bid Invitation

Bid Invitation Number Bid Invitation Name Status Processed Since
: o - -
Transaction Type Purchasing Organization Submission Deadline My Bid Invitations
Intl Frogt Preference M= - =
Product Category
-
Invitation Type
]

Simple Search

Search Result: 2 Hits

Number Hame Type Purchasing Organization Status Submission Deadling Bids. Action

2000000020 Intl Freight Preference - Packaged Intl Frgt Preference Purchase Organization 1000 Published 1213172999 00:00:00 a7 Q W aa

2 00012 Intl Freight Preference - Bulk Intl Frgt Preference Purchase Organization 1000 Published 12/31/2599 00:00:00 0 Q W et
ED € Intemet | Protected Mode: On #100% -

7. Alist of search results is displayed. Click the hyperlink that corresponds to your bid invitation. In this
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Display Intl Frgt Preference Screen

& artment e

Welcome TRAIN DPZ

2l \eb-Based Supply Chain Management

o e | opiors | e | fopors | v |

Order Processing Procurement  Warehouse Management  Supplier Mgt

Process Bid Invitation | Back
»
Display Intl Frgt Preference Help =
Records Management k | Change| | Refresh | | Duwnluad| | Upload | | Output Preview | | Create Follow-on Bid Invitation Back to Initial Screen

Mame Intl Freight Preference - Bulk Number 2000000018

m

Transaction Type ZIFP Intl Frat Preference
Product Category
Type of Publication Public Bid Invitation

Responsible Purchasing Organization Purchase Organization 1000

Responsible Purchasing Group FSA-Intl Bulk Q
Company Code USDA

Start Date

Opening Date

Time Zone CST

Currency USD United States Dollar
Detailed Price Information Complex Prices

Display Weighting to Bidders
Bid May be Changed

Follow-0n Document Contract
Created on 07/22/2009 16:50:20 From Test User FSA_INP_COR1 *

S & Intemet | Protected Mode: On ®100% ~

8.  Click FEEEE (the Item Data tab) to display item data.
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Display Intl Frgt Preference Screen

Welcome TRAIN DPZ

_ Web Based Supply Chain Management

vore [ rovce | Suowiers | o | epors | e
Order Processing ~ Procurement  \Warehouse Management  Supplier Mat
Process Bid Invitation | Back Forward
¥
Display Intl Frgt Preference Help
Records Management [change| [Refresh | [Downlaad] [Upioad] [Qutp = | [Create Folow-on Bid lvitation Back to Inttial Screen
Mame Intl Freight Preference - Bulk Number 2000000018
gL
D Display Documents D Show Weighting
Item Overview
¥ Find Item
temno.  lemtype Product Description Product category Target quantity Target value Price unit Action
1/ Service REGIONS-BULK LOAD PORT - REGIONS - BULK Freight 1 Metric Tonne 0.00 USD Per 1 Metric Tonne Q |_—::'" g[
2| Service LOADPORT-BULK LOAD PORT - BULK Freight 1 Metric Tonne 0.00 USD Per 1 Metric Tenne Q 3 m
3|Service TERMINALS-BULK LOAD PORT - TERMINALS - BULK Freight 1 Metric Tonne 0.00 USD Per 1 Metric Tonne Q E‘" i}
ED € Intemet | Protected Mode: On H100% -

11

9. Click Hutput (the Output Preview button) to preview the bid invitation.
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Bid Invitation Pop-Up

USD United States

Welcome TRAIN DPZ
_ Web-Based Supply Lha\n Management vel <

I cerors TN NN

Order Processing

Process Bid Invii

b

Display Intl F[1 /2 & @[ - 5 [ i[find o
ST
o United States Department of Agriculture Information
Kansas City, Description: Int’l Freight Preference - Bulk
Name Int"IFi Bid invitation number: 2 18
Purchasing Group:  FSA-ntl Bulk

SOLICITATION
International Freight Preference

Bid invitation Overview
Bid Timezone: CS8T
Offer Due Date : 12/31/299% 00:00:00

Duplicate

Desktop [} Public > Address | MEY < TEHRE % W 3ueem

10. A pop-up window displays showing the bid invitation as a pdf file. Click I& (the X button) to exit
the pop-up window.

Q (Note) Click the Save (the disk icon) to save the bid invitation to your hard drive.

Click the Print (the printer icon) to print the bid invitation.

11. You have completed this transaction.
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