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WBSCM Access via Login.gov

» After September 2024, Login.gov will be required to
access USDA resources.

* Public users will NOT be able to access WBSCM using
their current eAuth credentials.
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New Login.gov Account Registration
Create New Login.gov Account

1. Navigate to the eAuthentication webpage.

Note: The user should not create a new Login.gov account
from the Login.gov webpage. Beginning the process from
the USDA eAuth webpage allows user to seamlessly link the
login.gov account to their existing eAuth account.


https://www.eauth.usda.gov/eauth/b/usda/login?showmobilelinc=true&TYPE=33554433&REALMOID=06-be19f7dd-1616-41ef-a7d1-1f37e94bb4b4&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-crGa%2F962M%2Fpz65iQf7uQoLLEEany7PZiR7eY%2B9%2FIVctfC6ByyjlH4n0WPo1ezZSP%2FxM8bXzU8XtUJbH6WtfN89Gan4mSlLqu9umBXYFSKT4D38ljBbWQ6u3Uyii35AKB&TARGET=-SM-https:%2F%2Fportal.wbscm.usda.gov%2F
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New Login.gov

WBSCM eAuthentmatmn Lngm Screen
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New Login.gov Account Registration

Login.gov Home Screen

= Bnofical wetsite of the Linied Siates poeemment Her's howrvou Know -

Login.gov Create an account Screen

DLOGINGOY

LSDA
Dlocmeov ==

Signin Create an account
{ Y

h— )

‘ @ @ Create an account for new users
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USDA eAuthentication is using 5
Login.gov to allow you to sign in to
your account safely and securely,

i nextgensauth2®gmail.com |

Salwet your smail language praferance
4 ook S,
m Create an account O English |default
O Espaiiel
Sign in for existing users —
Email address ﬁ B Troat e accort T [ogm o der e Ueeg

7 (=




USDA Agricultural Marketing Service

’ U.S. DEPARTMENT OF AGRICULTURE

New Login.gov Account Registration

8. Access the email account associated with the email address entered at Confirm your email Screen
Step 5.

9. Locate the email from Login.gov with the subject line “Confirm your U LOGIN.GOV
email”.

10. Open the email from Login.gov. Confirm your email

11. Click m (the Confirm email address button). st e 5 L11 i
Note: As an alternate method of confirming the email address, users can MKk Wil expire n 24 hours
copy and paste the URL in the web browser as noted on the webpage.
Note: The system displays the message “You have confirmed your email _‘
address”. ntips:iisecure login.govisign_up/emailiconfim?_requestid=
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New Login.gov Account Registration

Create a strong password Screen

12

13

& You have confirmed your email address

Create a strong password

Your password must be 12 charactars or longer. Don't use
cormmon phrases or repeated characters, like abe or 111

Password

Confirm password

O Show password

Create a strong password Screen
Create a strong password

Your password must be 12 characters or longer, Don't use
common phrases or repeated characters, like abec or 111,

Password

LLLA LR R R R R R L]

Confirm password

[J Show password

I T
Passweord strength: Great

. -
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New Login.gov Account Registration

A'—‘thenﬁEitlﬂzgi:ﬂiifm p Screen 15. Click the appropriate checkboxes to select one or more methods for
Multi-Factor Authentication (MFA). In this example, [] (the
s Authentication application checkbox) is selected.
18 " “”wm i Note: The available options for Multi-Factor Authentication (MFA) are:
e ' * Authentication application (the user can download any
b o L authentication application)

» Text or voice message
B ik

os ot ot o Backup codes (printed codes)

s remw bt ey

e Security key such as an RSA token

o w i s+—Government employee ID (PIV card)
= e cicc TN
16. Click (the Continue button).
= -
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New Login.gov Account Registration

Add an authentication app Screen

Add an authentication app

St wp 3 AAReR TN agp D BEN M UEIng mmporany

1? D Gheeit a nickoramae
1 yom il prcee B ares a0, yoas 1 ke b e

o o 17. Complete the steps as listed on the screen.
: :";‘;’:_‘“;:"‘“ | Note: The instructions will differ based upon the authentication method

selected on the previous screen. In this example, the Authentication

application steps are displayed.

18. Click m (the Submit button) once all steps are completed

““““““““““““ based on the authentication method selected.

)  Enter the temparany Gods TIom your 38

| CRELEY |

RefmesTiDer Lhis Drorase

18 —I
-
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New Login.gov Account Registration

You've added your first authentication method Screen

B tonoSal weiaie ol tha Lnemsl Shete: prosmmset o'y b go ke

& An suthentication appwas added 10 your acooant

[e=]

e

You've added yvour first
authentication method! Add a
sacond method as a backup.

Adding snother authentication method presests you from

Eettng lxcked ot of your account f Fou loseone of your

.
19. If necessary, click (the Add another method button) to

add another MFA option.

20. Return to Step 15 to repeat the steps of adding an additional
authentication method. In this example, the user is not adding an
additional MFA method.

21. Click ~““™ (the Skip for now link) to continue without adding an
additional MFA option.
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New Login.gov Account Registration

Continue to USDA eAuthentication Screen Link with Login.gov Screen
Ko e et Ursnse T en orvEsmmre shae'y e g L - - ! ale ’ -
P Lsoa 7 Bpposnscis o SRRES @eAuth
|! |
& Link with Login.gov ©
Continue to USDA
eAuthentication
_ 23
“-T __'.;:,__ ke ¥ USHA mliut hentication in ~ e e P b ot B Tl s -
Mokt § = i ot s e s et Vi |, s -
.-I-.!-'l-._-;-:.--I.:u-::".l-.ldll S e Quibcl Lbnks Other Links
22 _ ' o
Mot Agres and continues J
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New Login.gov Account Registration

Continue Link with Login.gov Pop-Up

25. Click (the Yes button) to link the two accounts and access WBSCM.
Continue Link with Login.gov? Users are now no longer able to use their eAuth account to access
WBSCM.

After linking, your Login.gov account must be used for all future access to USDA websé 25 pplications

 —
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New Login.gov Account Registration

Welcome to the WBSCM System Screen

Umited Sates Department of Agnecultury

26. Select the appropriate account. In this example, the eauth, NWorgadmin

Welcome to the WBSCM system option is selected.

Please select an account that you would like to use as there are multiple WBSCM accounts (sorted by Note: In this exam p|E, the Welcome to the WBSCM system screen

Organization Description) assoclated with your email. For any questions or account-related issues, please i i i i

contact WRSC Service Desk o call 877-WBSCH-4U o 877-927-2648 displays a user with multlple WBSCM accounts i rlked to the same eAuth
account. For users with one WBSCM account, this screen does not
display.

WESCM Accounts Selection - scroll to review the full list, if needed:

27. Click (the Log On button) to log on to WBSCM.

Mame (Last, First) Organization Organizatien Description Organization Type WESCM D
EAUTHNO0D!

Hational WH

eauth, NWorgadmin

chuth, WW allroles 4000007 Hational WH EAUTHNOODZ

26

j—
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USDA United ¢
ZEEE \Veb Based Supply Chain Management m

Back History Favorites Personalize

Home Suppliers Admin Reporis Help

Training Helpdesk

4 Help = Training = Welcome

= Welcome

Course Material

[ | Welcome to the WBSCM Training Homepage!

Finance (JA)

Fulfillment (JA) Here you can access a library of WBSCM help documents, key announcements, and production release notes. The library is categorized by training product type, such as Course Materials, Job Aids (JA), Work Instructions (W
browse a list of available training materials. select a training product type, and narrow your search by user group, business process, and other available sub-categoeries. Internal documents are intended for USDA/USAID gover
General Help (JA) documents are for Customers, Wendors, and other business partners. For example, to review customer Wis for a domestic fulfillment transaction, navigate to Weork Instructions > External > Fulfillment (WI-Ext) > Domestic.

Procurement (JA) in a new tab or window and may require you to download the file.
Reports (JA)

.
WBSCM Monthly Release is live as of July 25, 2024.

External

In addition to browsing, you can search the library and also access transaction-specific training materials from within WEBSCIM through context-sensitive help. Visual or hands-on simulations are also available. Review the Help

Rel Notes
sase Approximately six new functionalities, system improvements and bug fixes have been implemented with this release which include:

~' Several updates to the Manage Users and Maintain User Profile applications for consistency of design and data inputs and introduction of mandatery primary email address information.
~" Enhancement to the Maintain Organization application to easily search for existing organizations in order to review or maintain detailed attributes.

< Update to the WBSCM email notification content regarding missing goods receipts from two calendar days to two business days.

~ Other technical and security updates.

Review the curent WBSCIM Release Notes and the list of recently updated training documents for full details. You can also review previous WBSCM Release Notes.

Are you new to WBSCM? Do you need a new WBSCM account? Visit the USDA WBSCM page for instructions and tutonals describing the USDA eAuth/Login.gov and WBSCM registration processes.

Resources for New WBSCM Users!!

1. Once you have established WBSCM login credentials, begin by reviewing the new WBSCIM Browser Settings and Helpful Tips job aid for Chrome-specific settings and other tips.

2. Review the WBSCM Portal Mavigation Video Tutorial for an overview of how to navigate and search within the WBSCM Portal. You may also review the WBSCIM Portal Navigation Job Aid for information about WBSCIM :
navigating transactions, advanced search options, and working with outputs such as reports and export files.

3. The Working with Standard WBSCIM Reports job aid provides detailed instructions on how to use standard reports in WBSCM.

4. The WBSCIM Terms and Acronyms Glossary provides a list of commonly used acronyms and terms with brief descriptions.
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WBSCM Help Page — Job Aids

Home Suppliers Adrin Reparts

Training ~ Helpdesk

» Job Aids are quick
reference documents
that provide guidance

for reports, general Job Aids

navigation and user

p Help = Training = Job Aids

Welcome

Finance (JA)

H Job Aids are quick reference documents that provide guidance for reports, general navigation and user preference tips, and miscellangous references such as process flow
pr,e fe rence ti ps; a nd Fulfilment (JA) the document library, job aids are grouped by category. Users may refer to a job aid for key information to guide them through a particular fransaction and/or a report when
miscellaneous e Job aids are organized by category, including General Help, Reports, and specific business process areas (Finance, Fulfilment, and Pracurement)
references such as — JANIEEE O carEgon. MEReny P REpOS. AN F (TUITE: |
process ﬂ.OWS and key —n Example: Job Aids > Fulfiliment > Domestic Order Code Definitions
terms. Work Inshructions Note: Users will see only the folders that are accessible to their assigned role(s).

Eitemal Contact us with questions or feedback

Release Notes If you have questions, feedback, or need access to the training environment (NTRN), please contact us at WBSCM servicedesk or call 877-WBSCM-4U or 877-927-2648.
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WBSCM Help Page — Job Aids

~ =™ JobAids - WBSCM Portal > =™ Procurement > ==

c e wbscmgaspslup.wbscm.uusda.gov/gm,/folder-1.11.189867?mode=EU_WBSC

LJ__S DA Search

]

Home >> WBSCM Training >> Job Aids >> Procurement

* A specific document
can be found by using

the ‘Search’ bar or :'ro:urement

° | t t ow Filtere oCuUuments w
scrolling through the cptonen [Show Filter=d D :
l.iSt. Other Documentation

Change Domestic Bid Response After Submission

* Click on document to
open and view
contents.

Constraints - Domestic Bid Response

Constraints - International Commodity

Create elnvoice Worklist using Wildcard Search

Display eInvoice - Vendor (eINW)

Domestic Bid Response - Manual Offshore

Electronic Invoicing Statuses Job Aid (eIMNWV)

Export and Import Purchase Order to Excel for Editing Job Aid
Filter Option - Vendor Bidding

International Freight Bid Award Group Scenarios

International Freight Bid Response in Excel- Worksheet Definitions
International Sales Order Country Specific Requirements FAQs

Long Procurement NMumber Details

FFFFFPFFPPPPPPP

Multiple ASN Upload Template for Food Box
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WBSCM Help Page - Work Instructions

Work
Instructions
provides
overview
information,
step-by-step
instructions
with
screenshots,
field
descriptions,
and system
actions to
execute a
specific task.

Home  Suppliers  Admin Reports

Training  Helpdesk

{
Welcome

Course Material
Job Aids
External
Fulfilment (WI-Ext)
Procurement (WI-Ext)
Release Notes

Help = Training > Work Instructions

Work Instructions

AWork Instruction provides overview information, procedural step-Dy-step instructions with screenshots, field descrintions, and system actions to exacute a specific task or transaction. Users can refer to a work instruction o (
from start to finish.

Work instructions are organized by user role and functional area. The Internal folder confains quidance for processes and transactions performed by USDAUSAID users and ofher authorized intemal users. The Extemal folde
instructions for vendars, customers, and other business pariners. Funclional areas include Finance (internal only), Fuffilment, and Procurement

Work instructions are available in a variety of formats:

+ Work Instruction: (Default View) Detailed step-by-step instructions, which include transaction details, screenshots, notes, and field definitions. Addtionally, work instruction is available in PDF and work formats.
+ Quick Reference: Summarized step-by-step instructions, which include transaction details, but do not include scregnshots or field definitions. Additionally, quick reference is available in PDF and work formats

+ Simulation (HTML): An interactive simulation of the fransaction. Select Auto Playback Tutorial to review as a playback movie. Select Standard Tutorial to review or pracice the transaction as an interactive simulation.
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WBSCM Help Page - Work Instructions

g ZF Worklnstructions - WBSCM Po * Z7 EXT PRO * +

& 22  wbscmagaspslup.wbscm.usda.gov/gm/folder-1.11.14002?mode=EU_WESCMPS_EU

l_r_-_J__'_§__[25 Search
* Work Instructions are S
Categorized by Content Home >> WBSCM Training >> Work Instructions >> External >> EXT PRO
Type, they are Domestic EXT PRO
and International.
Content Type

I Domestic
B International
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WBSCM Help Page - Work Instructions

= Worklnstructions — WEBSCHR Po > = Domestic > -+
“— L] 2% wbhscmgaspslup.whscocmausda.gow/gmsTolder-1.11.140057mode =EU_WBSCMPS_EU
E—r—% ISearch I
— |
o A speCifiC document Horme == WEBSCM Training >=> Work Instructions >=> External == EXT PRO =>= Domestic

can be found by using Domestic
the ‘SearCh, bar or Help Content Show Filtered Docurments
scrolling through the

Simulations and Documents

Assign User to a Plant, a Shipping_Point, or to a Freight Agency (External)

Create a Circular

Create Adwamnced Shipment Motification (ASM) Manual Process - External

 Click on document to
open and view
contents.

Create Bid Response with Differential Prices

Create Domestic Bid Response (Offar) I

Create Replacement Invoice (External)

Create User (Wendor)

Display Adwvanced Shipment Motification (ASM) - External
Display and Maintain User (WMendor)

Display ASM Report - External

Display Bid Inwvitation (External)

Display Freight Routing

Display Goods Receipt Report

Display Inspection Lot

Display List of Inwvoices - VYendor {elNW})
Display List of Inwvoices (Extermnal)

Display List of PO by Material Report

Display PCA Report

Display PO Imspection Lot MIC Discount Report

Display Public Procurement Page (External)

FrEFPFFEPFFFEEE P CEEE;

Display Purchhase Order (External)
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WBSCM Help Page - Work Instructions:
Available Options

USDA E Advanced 1
=_—— Search Leg In | Language (en_US)

Home >> WBSCM Training >> Work Instructions >> External >> EXT PRO >> Domestic >> Create Domestic Bid Response (Offer)

|_ Work Instruction{ W Quick Referencd |m Simulation (HTML)

Q Print PDF -‘.’n Download

Create Domestic Bid Response (Offer)

Purpose

The purpose of this transaction is to create and submit a Domestic Bid Response (Offer). Pricing can be entered directly into WESCM, orinto an Excel spreadsheet exported directly from WBSCM which can then be imported back inte WBSCM. These actions can be performed for both nan-
offshore regular items as well as offshore prices to US port and final destination.

Process Trigger

Avendor would use this process to create and submit a Bid Response (Offer) to a published Domestic Bid Invitation (Solicitation).

Prerequisites

+ An open, published Domestic Bid Invitation {Solicitation)
s The user must have one of the following roles assigned:
o Commeodity Offer - Vendor - CVM
o Corporate Vendor Admin
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WBSCM Help Page - Work Instructions:
Available Options

* Work Instruction: Detailed step-by-step instructions, which include transaction details,
screenshots, notes, and field definitions.

* Quick Reference: Summarized step-by-step instructions, which include transaction details, but
do not include screenshots or field definitions.

« Simulation (HTML): An interactive simulation of the transaction.

* Print PDF copy of document or download copy as Microsoft Word document.
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WBSCM Help Page - Work Instructions:
Simulation

« Select Auto
Playback Tutorial
toreview as a
playback movie.

e Select Standard
Tutorial to review
or practice the
transaction as an
interactive
simulation.

U_SDA Search
e

Home >> WBSCM Training >> Work Instructions >> External >> EXT PRO >> Domestic >> Create Domestic Bid Response (Offer)

@ Work Instruction % Quick Reference

E Simulation (HTML)

IAuto Playback Tutorial I

Standard Tutorial

WY Perform

Description

Create Domestic Bid Response (Offer)
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WBSCM Help - Options>Help

—y;-s.l-)A i 5 g ,\ B s _ | New Session | Reporilncident | Log off
Sl \Veb Based Supply Chain Management
* Sel -
Se eCt Back History Favoriles Personalize WEILOTHE_F _
t ° > H l Organization Name:
p Io n s e p Home Suppliers Admin Reports Help
o
to go d I re Ct ly Supplier Seif Service Bid Management  Maintain Crganization

to related 4 Suppliers = Bid Management = Enter Offers Full Screen IOplions s I
« Enter Offers Open in New Window
d ocumen ts Public Procurement Documents Welcome to Enter Offers Eelﬁesh
el
Vendor Respanse Log Al required fields are rr.|a|ke71 with a red asterisk { * ) Det‘;i\s L
fo r t h at Dates are formatied as: MM/DD/YYYY. ad 1o Portal Fava Help

Find Bid Invitation

° gno
s p e C I fl C p a ge Bid Invitation Number. I:l Document Name: | ]
Status: Purchasing Group:
T onType: [+
Bid Invitafion Type: I:E Processed Since: |Last 30 Days hd

With Responses Only: [ ]

Bid Invitation Results List: 0 hits
Wote: Select a row and navigate to the Maintain Vender Response butfon fo confinue

View: |[Standard View] 'v| | Print version Export 4

Flag Transaction Number MName Transaction Type Description Subtype R Deadline Late Deadline Constraint Period

E The table does not contain any data
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WBSCM Help - Report Incident

_ | New Session Report Incident Log off

* Use the Report

Help

I nCident button to sintain Crganization

Suppliers > Bid Management > Enter Offers Full Screen | Options +

open a trouble
tiCket directly Welcome to Enter Offers

All required fields are marked with a red asterisk { * )

fro m W BSC M R Dates are formatted as: MM/DD/NYYYY.

Find Bid Invitation

° Bid Invitation Number: I:l Document Name: | |
® A new tab WIll Status Purchasing Group
° Tr Type: hd

o pe n W I t h Bid Invitation Type: | |V| Processed Since: |Last 30 Days hd
° ° With Respenses Only: [ |
Instructions to
enter details of
t h e I ss u e a n d Meote: Select a row and navigate to the Maintain Vendor Response button to continue

attaCh mentS if View: [Standard View] || | Print Version Export 4

n eed ed Flag Transaction Mumber MName Transaction Type Description Subtype R Deadline Late Deadline Constraint Period
° m The fable does not contain any data

Bid Invitation Results List: 0 hits
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WBSCM Support

* If you have any issues or require assistance, please email the AMS WBSCM Help
Desk at: WBSCMAMSHelpDesk@usda.gov

* OR call the WBSCM Service Desk at 877-WBSCM-4U (877-927-2648) 8:00 AM -
6:00 PM EST, Mon -Fri, excluding Holidays, Off-Hours Support via voicemail,
email WBSCM.servicedesk@CACl.com


mailto:WBSCMAMSHelpDesk@usda.gov
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