w BS( M \ Work Instruction
: J Register Plant Shipping Point

Process Overview

Purpose

The purpose of this transaction is to register a plant or shipping point. When a Plant becomes a Business
Partner, they must go through an approval process, including a USDA Plant inspection (often done by a
third party). Registering a plant or shipping point begins that process. Once approved, a plant can only
ship what they have been approved for.

Process Trigger
Perform this procedure when you want to register a plant/shipping point.
Prerequisites
e Plant/shipping point must be setup in WBSCM.
Portal Path
Follow the Portal path below to complete this transaction:

e Select Suppliers tab 9 Maintain Organization tab 9 Plant/Shipping Registration link to
go to the Plant/Shipping Point registration screen.

Tips and Tricks

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

¢ 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: Suppliers tab 3 Maintain Organization tab
< Plant/Shipping Registration

Plant/Shipping Registration Screen

a Plant/Shipping Registration - WBSCM Portal - Microsoft Internet Explorer
Fle Edt View Favorites Tools Help >

Ou- O HEG Puodrooe @ 2% 6-Ub ARE 3

&) https:/fwbscmdevweb1.usda.gov/irj/portal

USDA United States Department of Agriculture

Sl \Veb-Based Supply Chain Management WSR2~ GIRAE

["ome Nl Aamin | Hep |

Supplier Self Service  Bid Maintain
Plant/Shipping Registration | Back B
[41»] 4
Welcome to supplier Plant / Shipping Point registration &
I Detailed Navigation
To register your Plant / Shipping Point, enter your data and choose submit
= Create B‘“W cm‘_"” : * Required Entry
= Plants / Shipping Points — User Assignn I Compeny Details —
= Vessel Assignment bkl iriiE O krii ki OB OALMAkiii - HH}-iiEiiiiiiiinnnmg
= TIN Maintenance | Name of Company * [AXSUN TECHNOLOGIES INC
84 Plant/Shipping Registration}
| Language * English v
I Portal Favorites © Plant C Shipping Location
I Address Data |
| Name1 [ ]
| Name2 [ ]
| E-Mail Address * [ ]
| Telephone * | | Extension C—]
| Fax | Extension [
| Street Address [ ]
| Buiding [ |
| Floor [ ] | suite No [ ]
| Zip Code * | city/Location * |
| State/Region *
| Country * USA v
| P.0. Box ] |PzPoBox |
>
< ] E] I Which Product Categories can you Deliver? E\
&) Done D @ Internet

2. Select the radio button beside the Plant or Shipping Location field to select a plant or shipping
location to register. For the purposes of this document, we have selected Plant.
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Plant/Shipping Registration Screen

a Plant/Shipping Registration - WBSCM Portal - Microsoft Internet Explorer Q@
Fle Edt View Favorites Tools Help w
A 7 Y 5 ] 13 TIRC
@ Back - () \ﬂ ﬂ A p ) Search - Favorites 6‘7 RH-eg - | )@ S0 "a ﬁ .:‘
Add https: fbscmdevneb 1. usda.gov/irifportal v| £ o

USDA United States Department of Agriculture
= i
Sl \Veb-Based Supply Chain Management

["ome Nl Aamin | Hep |

Supplier Self Service ~ Bid Maintain

Welcome * HONEYG

Plant/Shipping Registration
[<1»]

4
Welcome to supplier Plant / Shipping Point registration
I Detailed Navigation PP PPIng 9 E
To register your Plant / Shipping Point, enter your data and choose submit

PRI e * Required Entry
= Plants / Shipping Points — User Assignn I Company Details =
- Vessel Assignment
= TIN Maintenance | Name of Company * [AXSUN TECHNOLOGES INC
B lanishipping Rogsiaton A — -
I i@} Plant C Shipping Location
I Address Data |
| Name1 [ ]
| Name2 [ ]
| e-Mail Address * [ ]
| Telephone * | Extension
| Fax [ ] | Extension ]
| Street Address [ ]
| Buiding [
| Fioor [ | sutte No
| Zip Code * [ ] | CityiLocation *
| staterRegion =+ [ |
| Country * UsA v
| P.0. Box —/— |pzroBox [ ]
. ol e
&) Done S @ Internet

3. Asrequired, complete/review the following fields:

Field R/O/C Description

Name1 R

Example:
Axsun Technologies Inc

E-Mail Address R

Example:
Atechnologies@axsun.com

Telephone R

Example:
(999)999-9999

Street Address R

Example:
21 Axsun Blvd

Building o

Example:
2
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Field R/O/C Description

Zip Code

R

Example:
11233

State / Region

Example:
NY

City / Location

Example:
New York

(Note) The fields with the red asticks are mandatory fields. If these fields do not have a value

then there will be an error when trying to submit the registration.

Plant/Shipping Registration Screen

a Plant/Shipping Registration - WBSCM Portal - Microsoft Internet Explorer

Fle Edt Vew Favorites Tooks Help >
Qs - © [MEAG P Jorwn @ R- & - [ JOBELR[IK B
Address | ] https:/fwbscmdevweb1.usda.gov/irj/portal
USDA United States Department of Agriculture .
’ Web-Based Supply Chain Management WSR2~ GIRAE
[ Home JEVRTERN Aamin | Hew |
Supplier Self Service  Bid Maintain
Plant/Shipping Registration =)
[y o { o
| ocmiesraviguion W e procuc Catogorio cnyou Dotver? =
= Create Bidding Contacts e
= Plants / Shipping Points — User Assignn | | Select the language in which you want to send the questionnaires * | Engiish (%
+ Vessel Assignment [ Beans, Dry [ Beef, Cooked [ Beef, Fresh Boneless
° °°° . [ Beef, Roast [ Beef, Special Trim [ sison, Ground
. [JBuk Products Delete () Bulk Products Grain ~ [] Bulk Products Oiis
I [JBuk Products Other (] Bulk Products Tallow [ Cereal, Fortified
[T cereal, Instant [T cereal, Processed [T cheese, Buk
[T cheese, Mozzarela [ Cheese, Natural Amer  [] Cheese, Processed
O chicken, Canned [T chicken, Frozen [ corn Products
[ cracker Products [Jrish, canned [JFish, Fresh
[IFish, Frozen [ Flour, Bakery [ Flour, Bakery Mix
[ Flour, Masa [ Flour, wheat [ Freight-Ocean
[JFrutt, canned [JFrut, Dried I Frut, Fresh
O Frut, Frozen O Frut, Juice [T Goose, Frozen
[ Grain, Grits [ Grain, Rice [J Ham, Fully Cooked
[ infant Formu Delete OJinfant Formula Oramb
[ Meat Products [ Mil, Evaporated [ mik, Non-Fat Dry
O ik, unt [Cisc Prod Potato Fik -~ [ Misc Prod Raisins
[J Misc Prod Saimon [ misc Prod Soup Mix [J Non-Standard
Onuts o, Buk Ooi, con
[ oil, Sunflower [ packaging [T Pasta, Macaroni
[T pasta, Other [Treanut [[Trpeas, ory
[T pork, Canned [T pork, Cooked [T pork, Frozen
7l I E Pork, Ham Leg E Pork, Stew Canned E Processed Prod Oils =
&) Done S @ Internet
4. Select the check box beside the commodities your plant will distribute. For the purposes of this
document, we have selected Flour and Wheat. Scroll down the page.
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Plant/Shipping Registration Screen

2 Plant/Shipping Registration - WBSCM Portal - Microsoft Internet Explorer
File Edit View Favorites Tools Help

eaack > ) \ﬂ ‘ﬁ »h /j\'Sean:h \;“\(Favomes e? R /', v - J @L g’z} \7% ﬂ 3

€] htips:/fwbscmdevweb 1.usda.gov/irj/portal

USDA united States Department of Agriculture wel HONEYG
S— " ‘elcome *
Sl \Veb-Based Supply Chain Manage

ETZTl Admin [ Heip |

Supplier Self Senvice  Bid
Plant/Shipping Registration
[»|

LI Processed Prod Other LI Seed Butter L Syrup =
[Jveg. 0il Prod. Dom. [[J vegetable, Canned [ vegetable, Dried

[ vegetable, Fresh [ vegetable, Frozen [ vegetable, Juice

[Jvegetable, Soup [Jwhole Grain Bagged ] Whole Grain Dry Bean

[CJwhole Grain Dry Peas [l Whole Grain Other [ whole Grain Rice

[T service AMs Fv [ service aus LS [T service Ans py

[ service Dom Processi [ Service Dom Sampling ] Service Dom Storage

I Portal Favorites [ service Int Admin [ service Int Inspecti [ service Int Surveys

[ service Int vLO

I Data Privacy Statement -

USDA Data Privacy Statement

The following statement is made in accordance with the Privacy Act of 1974 (5 USC 552a - as amended). The authority for requesting the information identified on this Website is 7 CFR Part 1400. The
information will be used to evaluate bids to purchase commodities and provide services. The information collected may be disclosed to other Federal, State, Local government agencies, Tribal agencies, and
nongovernmental entties that have been authorized access to the information by statute or regulation and/or as described in applicable Routine Uses identified in the System of Records Notice for USDAFSA-
2, Farm Records File (Automated). Providing the requested information is voluntary. However, failure to furnish the requested information wil resutt in The provisions of criminal
and civi fraud, privacy, and other statutes may be applicable to the information provided.

USDA WBSCM Team

Phone: 1-800-x00¢-x000¢

Emai: admin@v/bscmpro.com

[TJves, I have read the data privacy statement and accept the terms.

K

< |
€] Done 5 @ ntemet

5. Review the USDA Data Privacy Statement. If the terms are acceptable, select the check box to
agree to the terms.
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Plant/Shipping Registration Screen

a Plant/Shipping Registration - WBSCM Portal - Microsoft Internet Explorer
Fie Edit View Favorits Tools Help y

@Back - & \ﬂ ﬂ h /\'Sean:h \;“:(Favomes @? v & i ~ J :g& g’z} lr% ﬁ

€] htips:/fwbscmdevweb 1.usda.gov/irj/portal

USDA United States Department of Agriculture Wek HONEYG
S— " ‘elcome *
Sl \Veb-Based Supply Chain Management

ETZTl Admin [ Heip |

Supplier Self Service ~ Bid Maintain

Plant/Shipping Registration
[41»]

LI Processed Prod Other LI Seed Butter L Syrup
Detailed Navigation
[Jveg. 0il Prod. Dom. [ vegetabie, Canned [ vegetable, Dried

= c"‘:las:‘f"? C"M"‘:’ . ‘ [ Vegetable, Fresh [ Vegetable, Frozen [ Vegetable, Juice
= Plant ipping — User Assignn
5 [Jvegetable, Soup [Jwhole Grain Bagged ] Whole Grain Dry Bean
= Vessel Assignment . . —
[CJwhole Grain Dry Peas [l Whole Grain Other [ whole Grain Rice

= TIN Maintenance
W Plant!Shipping Registration [ service ans Fv [ service aus Ls [ service aus py

[ service Dom Processi [ Service Dom Sampling ] Service Dom Storage

I Portal Favorites [ service Int Admin [ service Int Inspecti [T service Int Surveys

[ service Int vLO

I Data Privacy Statement -

USDA Data Privacy Statement

The following statement is made in accordance with the Privacy Act of 1974 (5 USC 552a - as amended). The authority for requesting the information identified on this Website is 7 CFR Part 1400. The
information will be used to evaluate bids to purchase commodities and provide services. The information collected may be disclosed to other Federal, State, Local government agencies, Tribal agencies, and
nongovernmental entties that have been authorized access to the information by statute or regulation and/or as described in applicable Routine Uses identified in the System of Records Notice for USDAFSA-
2, Farm Records File (Automated). Providing the requested information is voluntary. However, failure to furnish the requested information will resuttin non-consideration. The provisions of appropriate criminal
and civil fraud, privacy, and other statutes may be applicable to the information provided.

USDA WBSCM Team
Phone: 1-800-x00¢-x000¢

Emai: admin@v/bscmpro.com

[Vl ves, I have read the data privacy statement and accept the terms.

K

< ] [
&) Done D @ Internet

6. Click (the Submit button) to submit the registration form.

Plant/Shipping Registration Screen

USDA United States Department of Agriculture
= Welcome * HONEYG

Sl \Veb-Based Supply Chain Management

E el Aamin | elp |

Supplier Self Service  Bid Maintain (
Plant/Shipping Registration | Back
]
Dear Vendor, Your request to add your Plant / Shipping point has been submitted for approval. If you have any questions, please contact the USDA WBSCM team at 1-800-XXX-XXXX.

= Create Bidding Contacts

« Plants / Shipping Points — User Assignn
« Vessel Assignment

= TIN Maintenance

&Y Plant/Shipping Registration}

I Portal Favorites
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7. You have completed this transaction.

@ (Note) The system displays the message, "Dear Vendor, Your request to add your

Plant/Shipping point has been submitted for approval. If you have any questions, please contact the
USDA WBSCM team at 1-800-xxx-xxxx."
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