
Annual Industry Meeting - Specialty Crops 
September 12th, 2024



AGRICULTURAL MARKETING SERVICE 
COMMODITY PROCUREMENT PROGRAM  

(WBSCM – Web Based Supply Chain Management)



Agenda
1. Create ASN via Manual Process
2. Create ASN via Upload Process
3. Common errors of Bids Offer Submission



Create ASN 
1. Advanced Shipping Notification (ASN) is an electronic notification 

of pending deliveries. An ASN is a follow-on document required 
before a vendor can submit an eINV for payment.

2. Call recipient and schedule delivery date.   Contractors are 
encouraged to create the ASN for the purchase order item number 
as soon as a delivery appointment has been scheduled, but not 
more than 2 days in advance.

3. Create the ASN using supplier self-service screens or Upload an 
Excel Spreadsheet to create multiple ASN’s at once.

4. As of July 1, 2022, WBSCM implemented a change, preventing 
vendors from creating an ASN for greater than the open quantity 
on the PO Line item.



Prerequisites to Entering an ASN

Purchase Order (PO) must be present in WBSCM

User must have either Corporate Vendor Admin (CVA) or 
ASN Dispatcher role assigned in WBSCM

User must be assigned to the plant listed in the PO



Access Work Instructions (ASN)



WBSCM Create ASN - Manual

Go to Suppliers > Supplier Self Service > All Purchase Orders



WBSCM Create ASN - Manual

Select the PO number in the External Reference column. In this 
example, PO Number 4100009665 was selected. 



WBSCM Create ASN - Manual

Click the Create ASN button to create an Advanced Shipping 
Notification (ASN).



WBSCM Create ASN - Manual

Click the Down arrow to scroll to the bottom of the screen.



WBSCM Create ASN - Manual

Click (the Checkbox) in the Item Selection column for each 
required line item and update the Quantity you want the ASN 
created for.



WBSCM Create ASN - Manual

Enter the following fields: Delivery Date, Shipping Date, Means 
of Transport, Railcar / BOL /Conveyance ID:  and Vendor 
reference for your cross-reference information.  Then click 
Goods Delivered to Recipient



Entering ASN for Variable Weights 
(VW) material



Enter ASN Details



Entering an ASN (VW) – Create 
ASN Details



WBSCM Create ASN - Manual

The message displays: "Info: Your changes have been 
adopted successfully”



Upload ASN process



WBSCM Create ASN – Upload Process

Go to Help > Job Aids > Procurement (JA)



WBSCM Upload ASN

Under the Help tab. Job Aids, Procurement.  Scroll to the bottom 
to locate the ASN upload file. “Upload Multiple ASNs Template” –
Then, Download to your computer.



Upload Non-Variable Weight

Columns A (Document Number) ,B (PO Line Item #),C (Delivery Date) ,E (Shipping Date) ,G (Means of 
Transport),I  (Rail Car Number/Bill of Lading)and J (Quantity) are required. Do not modify the 
contents of the headers. 
Quantity is the ASN Quantity.  For VW materials, this is the PO Item Qty.
Column M (Shipping Qty) and N (Shipping Units) are ONLY required for VW materials.



Entering ASN (VW) – Using the 
Multiple ASN Template



Select the Upload File link



Upload Non-Variable Weight ASN

Click Choose file and select your file.  Click 
<Load file>.



WBSCM Upload ASN

Use the icon next to Document Number header and 
Select All



WBSCM Upload ASN

Click “Create ASN” button



WBSCM Upload ASN

Pop-up shows ASN’s created. Then click ‘OK’



As of July 1, 2022, WBSCM implemented a change, preventing 
vendors from creating an ASN for greater than the open quantity 
on the PO Line item.

Below is an example of the error received if uploading an ASN 
greater than the PO line item



Vendor Bids Offer Submission 
Common Errors



• If you receive this warning error message, please contact the WBSCM Help 
Desk at WBSCMAMShelpdesk@usda.gov 

• This message is not a hard stop, and still, you can continue with 
submitting your bid offer.



Common Errors 





Common Errors



Common Error



Common Errors



Common Errors



Contact 
If you have issues and need immediate assistance, please email 
the AMS Help Desk at:  WBSCMAMSHelpDesk@usda.gov

Or call the WBSCM Service Desk at 877-WBSCM-4U or 877-927-2648
8:00 AM - 6:00 PM EST, Mon - Fri, excluding Holidays, Off-Hours Support via email, voicemail 

Or email WBSCM.servicedesk@CACI.com

mailto:WBSCMAMSHelpDesk@usda.gov
mailto:WBSCM.servicedesk@CACI.com


QUESTIONS?
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