Submit Invoice and attach supporting
documentation

Submit Invoice / ]



Purpose

The purpose of this transaction is to process an invoice as a vendor for an ASN.

Process Trigger

Perform this transaction after inspection results are entered.

Prerequisites

Purchase Order and all follow on documents complete.

Portal Path

1. Select Suppliers tab = Supplier Self SerV|ce
Under the All Invoices section, click

% (the Create link) to create an invoice.
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Invoice Application Process Screen

Welcome FSA Domestic Conlracting Offices

nagement

Invoice Application Process:
Create Invoice

For 8 Purchase Order

iavasaiptivaidi0) @ Internst #100% -

2. Click foran A51 (the For an ASN link) to create an invoice for an ASN.

e The only time you select ‘For a Purchase Order’ is for Service One type contracts. (Freight,
Survey, Stevedore, etc.)



Create Invoice: Select Document for Processing Screen

Wekome FSA Domestic Contracting Officer

Procursment _ Warehouse Management _ Supplier Mgt

Create Invoice: Select Document for Processing
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3. Select the purchase order you would like to reference in the invoice. In this case, we selected J

(the Blue box) next to the Transaction Number. Click (the Create Invoice button)
to create the invoice.



Supplier Self-Service Screen
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4. If the material you are invoicing for did not require inspection results, please go to Step 7 (pg 7).

If you did have inspection Result, Click 1 (the 1 link) under the Item Number header to display detail
under the QM Selections.

e For tracking purposes, it might help if you fill in the Vendor Reference text box. Itis
recommended that you use the Establishment Number that was entered on the ASN.



Supplier Self-Service Screen
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5. Click [ (the orange box) beside your inspection lot to select this line item. If you see a
Red light, this means your inspection results associated with this line item were not
completed correctly.

Please refer to the Change Inspection Results Handout. If you are unable to resolve the

Red light, please contact the help desk at FSAWBSCMServiceRequest@kcc.usda.gov or
816-823-4249.
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Supplier Self-Service Screen
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6. Click (the Apply button). Please note any quality discounts that were applied to the
invoice. Scroll to the right and you will see the discounts.

View |[Standard View] [+ Fitter Settings

PO-tem 2 TotPremium = TotDiscount> OtherDis &
4100003331-00001 | 0.00 0.00

Total 0.00 0.00
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Supplier Self-Service Screen
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7. Attach any supporting documentation to the invoice. (Scroll down until you see the Attachments section.) It is
recommended that you attach any documents that you have attached in the past to your invoice. Your inspection
certificates (FGIS & COA) should have been attached to your inspection results.



Supplier Self-Service Screen
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8. Click on the Browse button to select the document you want to upload.



Supplier Self-Service Screen
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9. Locate the document you want to upload and then click the OPEN button.
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Supplier Self-Service Screen
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10. Click on the Upload button. To upload more documentation, go to step 7 and repeat the upload process.
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Supplier Self-Service Screen
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11. The document is now uploaded and you can see it in the Attachment File section.

12. Click Save to save the attachments to the invoice.
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Supplier Self-Service Screen
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13. cClick

(the Submit button).
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Supplier Self-Service Screen

estic Contracting Officer
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14. You have completed this transaction. Please record your invoice number.

(Note) Notice the confirmation message at the top of the screen indicating that the invoice
was processed successfully.
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Common Problems and Error Messages

WBSCM Help desk can be contacted at FSAWBSCMServiceRequest@kcc.usda.gov or 816-823-4249
1. My invoice was rejected by USDA. What do | do?
a. Contact your contracting specialist and find out why the invoice was rejected.

b. Correct the reason it was rejected.
c. Follow the Submit Invoice Handout and create a new invoice. You don’t correct the rejected invoice.
2. How do | apply discounts to my invoice? Any quality discounts will be applied to your invoice automatically,
based upon the inspection results entered.
3. lgetan error message that says | need to enter inspection results. What do | do? You need to enter inspection
results. Please follow the instructions for entering inspection results.
4. |see ared light on my line item in Step 5. (Screen shot below) You did not correctly enter your inspection
results associated with this line item. Please refer to the Change Inspection Results Handout.

Procurement  Warehouse Management  Supplier Mgt
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Row | 1[o11
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[ | OOm | ow000000iaT | 2bigosad | RREC | 1000008 | 1000000 | 0000 | & o POdem = TotPremum s TotDacount S OherDa S

Row 101 Row 0 010

Groas Prce: | 122000 Late Shipmest Disosunt: 368 Tax: (60 Net Ve [3220.00

Mok Fra Parchassbbaic [ Saveton

View|[Sancars ven] =] Foer Semngs
Descrotion S OF Nember S Firat name s swemt  SitCooe ¥ PomCose S Cly F Tewghone 3 Faxd E-MelAconess ¥

]
e F @ it Hioms -

=
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5. When submitting my invoice, | get a yellow circle with an exclamation point next to my inspection lot. What do |
do? Contact the WBSCM help desk at FSAWBSCMServiceRequest@kcc.usda.gov or 816-823-4249 and we will
submit a technical help desk ticket for you.

7= Sopplier Setf Service - WIISCM Portal - Windews lodernet xpleres =
O e ¢ e weida oo v & ‘,_." b9 !X P
Fle 08 Vew favrtes  Tuch  heb

& Povotes Ly U9 Radl & Custom Rado 2ate £_Trewo Unfed School Duteg... | Web Based Sgoly Chani.,. @

B Sccher S Sarvcn - WESOA Port e LTI - Paes Sty Toche @

»

rvecs 7950008273 ata " Frocess Caacpten ASDPROA 11071 P00 1
Ontument Sote ettt Y Retermece Py oo 4100000118 roee Anewrt 110400 vso
Vendw Redwrence
Products wat Lecncrs
Verw it e - raw Senven

o Pnter T Featuat ame S Shant Tesr 2 Geemyl Omwime s 2 TesCom® L L

: e WCE 587 LON0 ORAN MOI0Q LB 12240000 LB i © 000 B : |
LIRS
[ wpteme Cuamry
ot Sesectans
oW (ot vee]  w P Gumnge
B SewsD LT baplst 0 CweesOnl Duta® Oy 3 Openln s WOy Meeem® Decestl  View e e - Faw temege

@ SIS0 0111904 R0 1S5A0000 1aecon 0N : ' POMen D TethowmsnZ THDwawet 2 Oterle
< .

6. |getan error message when trying to invoice that says | have open quantities, but the lot is flagged. What do |
do? Please contact the WBSCM help desk at FSAWBSCMServiceRequest@kcc.usda.gov or call 816-823-4249.

7. What does the error message “Material xxxxxx has quality inspection setup. No inspection lots found.” mean? It
means that Inspection results need to be entered. Please follow the inspection results instructions.

16


mailto:FSAWBSCMServiceRequest@kcc.usda.gov
mailto:FSAWBSCMServiceRequest@kcc.usda.gov

8. Inthe screen below, there is a discount of $281.42 but no explanation why. How can | determine what the
reason was for the discount?

- Supplier Self-Service Proxy - WBSCM Portal - Windows Internet Explorer | : a
File Edit View Fawxites Tools Help @
GA v e hitps ffpoctal whecm usda o) v 8| X tec. & ::

& o= - Bl SelfS.. % @S, Depertrmert .., | @ Dkplay PO - WBS.., - @ & - iPapv OTosy | &

Wekcome Lena W Niton

<
v
Suppibar Satt Servce Proay baca L] a
. 3 —— - 1
ey - - e —- | B
3 sEad § GRS Bech S| Busns Dacasts Wew(Ennoves  [v) P sy~ &
L1018 £ 1TE4 008 2000 1982 ¢80 W< § Tettwewr® TotDwccem S Owr '-
~ oy | 03
01 | 0.0 .-
Teww 00¢ EETRY
HES 0 aus : HED 0 S@E
Price Infarmason
Graes Price. H44 D LA Shprece Daccert 1000 flachracus 202 L S R
Mexcages
[CaseCoamectzenser. &1

I

Sd Local nranet

|8 ¥ohe

™ NEOS., | W Wordh, B FADs... LU VR

Bring up the Display Results: Characteristic Overview for this Inspection Lot. It is shown below. (Please refer to “Change
Inspection Results handout” document.

| Dispiay Results: Characteristic Overview (@
|| Menu, |} | Back || Exit || Cancel | | System /) | | User settings... || Inspection Method || Control chart || Histogram || Run values (run cha) || Results history || More...;
Material 100563 ~ |&|&|FLOUR, BREAD BAG-50KG Batch aMBATCH |G|
Insp.Lot (10000002826 [N 4200000343-00001
Oper.fAct. 10010‘1 [ Inspection Tasks Plnt 1000

a E RS [CFS[e [ & Fore
Ac...R... |.. [Shorttextfor the ins... [Specifications lnspect linspected [Si... Result Original Va... V... [Defectcl.. [Attribute [Insp.descriptn Ich,
| | F T 5 IRON (Reported in MG20.00..360.00mg 1,704 1,704 i 262098 2 a a
|| F|" 5 MOISTURE 0.15 f7os 1704 | 4@ 2 o a|
[P T 5 NicIN 24.00.999999.00mg1,704 1,704 | 26708 2 3| al
7 |IC 5 PROTEIN 10.80..10000% 1,704 1,704 11808 v g ]
| |F I 5 RIBOFLAVIN 1.80.99999000mg 1,704 1704 | 2008 v =) =)
| P [T s THIAMIN '3.90999amg 1704 1704 | 3@ | a 5| [
| | ¥ "5 VITAMINA(REPORTE8800..999991b 1704 1704 | 14978 v a ] 1
7 |I” 5 VOMITOXINVALUE (0.1 ppm 704 704 | @ 2 al a K
[ |5 asn 0.00..5.00% 704 704 | gpe@ 2 a T281.42 K
mkl | >

Note the column labeled “Insp.descriptn”. Despite the label, this is actually the Discount. There is a $281.42
discount for Ash. Apparently even though the Ash value is within limits, there is a discount levied for having a
non-zero inspection result.
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9. How do | know what the status of an invoice is?

In WBSCM go to the Supplier Self Service Page and click on “All Invoices”

Find your invoice.

f_'; Supplier Self-Service Proxy - WBSCM Portal - Windows Internet Explorer - |El |5|
File Edit Wiew Favorites Toaols Help
@:—_: - |g, https:ffportal wbscm.usda, govyf j % || X ILive Search Feliid

'i’.l? ahe @ Supplier Self-Service Proxy - WESCM Portal

USDA United States

_ Web-Based Supply Chain Management

-8

- @ @ I-_,;“’Page - -;{‘;}Tools -

Welcome Brian G Lawson

Order Processing  Procurement  \Warehouse Management

Supplier Mgt

Supplier Self-Service Proxy
(]

4 Find Supplier > List of Suppliers > Start Page

| startPage

] L]

All Purchase Orders
New (10 ) and Changed (6}
In Process

Confirmed and Partially Confirmed

All AShs
Upload Files (Multiple ASH})

Create

All Invoices
Rejected
Cancelled
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by Wendor
Create

3 Qwn Data

I Mezsages

The table does not contain any entriez

All Goods Receipts

=

I Inbos - Microsoft Outlookl |) 2 Windaws Explarer

|
l[j'startl a8 -

v| 1] subrit Irveice Handau, ., " {& supplier Self-Servic...

,—,_,_,_|_|_|\ﬁ Local inkranet | A% - g
|w @ O = R B 10z am
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The payment can take up to thirty days depending upon your payment terms. If your payment terms are 30 days net, it
will take 30 days to receive payment. After you submit the invoice, the invoice has the status “Document Sent”. After
it has been approved by USDA, the status will be “Accepted by Customer”. After payment has been made, the status
will be “Payment Made”. If an invoice has been rejected, the status will say “Rejected by Customer”.

If you are unsure what your payment terms are, please contact your contracting specialist.

f,i Supplier Self-Service Proxy - WBSCM Portal - Windows Internet Explorer 1= x|

File Edit ‘iew Fawvorites Tools  Help

@:\/ - Ig. https: {fpartal. whsem, usda. gov) j % 5 % ILiveSearch o

i:? ate @Supplier Self-Service Proxy - WESCM Portal

USDA United Sta
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~[J Manage Suppliers
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= Upload Supplier Registration

7100021062 | AG-DPRO-P11-0110 | 10ME2011 | Payment Made 942375
= Wendor Maintenance 1
7100021057 | AG-DPRO-P-11-0110 | 10/8/2011 | Payment Made 8951.45
= Approve Suppliers —_
o (ETERST TS || 7100021056 | AG-DPRO-P-11-0190 | 10/18/2011 | Payment Made 233
» Display CCR Data 7100021050 | AG-DPRO-P-11-0150 | 1082011 | Payment Made 883
= PlantiShipping Registration 7100021084 | AG-DPRO-P-11-0190 | 10/18/2011 | Document Sent 28s
» Plants / Shipping Points — User Assi 7100021040 | AG-DPRO-P-11-0110 | 10/18/2011 | Rejected by Customer

= Freight Agency Registration
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= Maintain Vessel Information —

7100021038 | AG-DPRO-P-11-0207 | 10/18/2011 | Document Sent
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M supplier Self-Service Pro || 7100020850 G-INTB-P-11-0028 | 10417/2011 | Payment Made 2713140.30
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= Change Inbound Delivery
* O Quality Management

I Portal Favorites L

[-]
< | bl [ | 0]

l_ ’_ l_ l_ l_ l_ ||-3 Local inkranet | LRTL A
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