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WBSCM Release 3.4 — April 30, 2015

On April 30, 2015, Web-Based Supply Chain Management (WBSCM) Release 3.4 was imported into the system. The
release contains several new functionalities that will now be available for vendors. These changes are identified
below. This instruction provides guidance and procedures for the functionalities.

. Ability to Export/Import Solicitation During the Creation of an Offer

1. Error Messages for Incorrect File Format for Importing Offer File Back to WBSCM
1. Purchase Order Item Report
V. Additional Fields Available Under the List of Invoice Report

I Ability to Export/Import Solicitation During the Creation of an Offer

Vendors may have the ability to export/import the solicitation RFx Response. The excel file can then be used to enter
offers prices on all items except off-shore locations. If a solicitation can be exported out of WBSCM, there will be
either an export and an import button, or only an export button, displayed under “Create RFx Response.”

These instructions provide guidance on the proper procedures to follow when using the export/import functionality.

Prior to the steps below, the offeror must have created an offer and the Create Bid popup window “Create RFx
Response” must be displayed:

Create Bid
]

Create RFx Response

| History,,

Submit | Check Save Export Import 94

o Attribute OFFEROR CERTIFIES THAT THE OFFER IS MADE SUBJECT T is mandatory, maintain attribute value
o Aftribute TIMELY PERFORMANCE: OFFEROR AND ANY SUBCONTRACTOR is mandatory; maintain attribute value v |

m Please click ‘Check’ to validate the Offer.

RFx Response Number 3000023176

- IIFxllrfnrmaﬁnn” tems

Basic Data Notes and Attachments.

RFx Number 2100000529 Opening Date 03/06/2015 08:00:00 EST RFx Response Version Number Active Version RFx Version Number 1

Notes and Attachments Condttions ©  Tracking

Questions.

Event Parameters

Currency:  (Internal) United States Dollar (4 Dec.) Stat d Statisti
us an ISTICS

Adjust Price: | 0.0000

OfferLabel | |
“endor Plant, _
snopngpont[ [

w Pariners and Delivery Information 7]

Detais Send E-Mail Call Clear Filter Settings

Function Number Name Phone Humber
= Goods Recipient multiple muttiple

= Ship-To Address multiple muttiple

= Location DOMESTIC STATISTICAL 1000
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To export the bid offer form, click the “Export” link.

»
Create RFx Response

8.
0 Bid must have at least one EXPM Docurent 0.

At the bottom of the page, your options will be displayed. To assure that the proper format is preserved, select “Save
As” or “Save.” If you select “Save,” the file will be downloaded into a default download file folder.
AMS recommends you use the “Save As” feature.

i 7
< : Do you want to open or save RFx Response.xls from whscmint.whscm.usda.gov? Open Save |¥ Cancel —| >

Save as

Save and open

NOTE: If the user clicks on the "Open" file button, the file format will NOT work for importing data back into WBSCM.

It is IMPORTANT to NOT change any of the fields or add any columns to the file if you intend to import it back into
WBSCM.

After the response file is exported, save the offer response so any work that has been completed on the RFx response
page is saved.

I Create Bid | History, Back Forward |
b

Display RFx Response:
A Edt | PrintPreview | " | Check (7]

Response 3000023240 saved

Opening The Excel File: Navigate to file location and click open, one will get the message that the file one is trying to
open is in a different format do you want to continue. Click “Yes.”

) The file you are trying to open, 'Inn Foods RFx Response-21-551- export file-3-26-15.x1s5", is in a different format than spedified by the file
- l % extension. Verify that the file is not corrupted and is from a trusted source before opening the file. Do you want to open the file now?

Yes
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Once you click “Yes,” another pop window will display. Click the “Finish” button and the file will open.

Number Styles Cells Editing

TextImport Wizard - Step 1 of 3 - - : B S

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
@ Delimited - Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in columns with spaces between each field.

Startimport atrow: |1 = File grigin: Windows (ANSI) IZ|

Preview of file C:\Users\siclson\Documen. .. \Inn Foods RFx Response-21-551- export file-3-26-15.xls.

1pRid InvitationInternal Item NumberLine NumberProduct CategoryProduct -
E 10000055100000000400001.01.001.01702010FRUIT, CANNED10OZ11MIXED FR
10000055100000000600001.01_002.01702010FRUIT, CANNED10OOZ11MIXED FR
ﬂ 10000055100000000800001.01.003.01702010FRUIT, CANNED10OOZ11MIXED FR
E 10000055100000000900001.01.003.02702010FRUIT, CANNED10OOZ11MIXED FR -

< [ b

After the file is open, enter your offer prices for the line item you want to bid on, excluding any offshore destinations.

NOTE: Offshore destinations will have a “Yes” in the offshore column. Also, please note that destinations that are
lotted together to form a full truckload will have a correlation number showing in the correlation column:

c D E F G H [ J K L i N o P a R s T I
"1 Line Numl Product C: Praduct C: Product It Product di Ship-to ID Ship-to de City zipcode  State Delivery [ Quantity UOM Substituti|Dffshore I[Price Currency Per Unit

2 0001.01.0( 702010 FRUIT, CAl 100211 MIXED FRl 5003044 THE FOODHILO 96720-513 HI 20150916 1620 CS es 0 USDN 1
3 0001010 702010 FRUIT, CAl 100211 MIXED FRI 5002401 HAWAII FLHONOLUL 96819 HI 20150901 1620 CS es 0 USDN 1
4 0001.01.0C 702010 FRUIT, CAl 100211 MIXEDFRI 5003634 CLOVERLE BENSON 27504-754 NC 20150916 1620 CS 1
5 0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRl 5003634 CLOVERLE BENSON 27504-754 NC 20151101 1620 CS 1
6 0001.01.0( 702010 FRUIT, CAl 100211 MIXED FRl 5003166 CMS STORCHARLOT28211-250 NC 20151001 1620 CS 1
7 0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRl 5003166 CMS STORCHARLOT]28211-250 NC 20151101 1620 CS 1
8 0001.01.0( 702010 FRUIT, CAl 100211 MIXED FRI 5002027 LANCASTE GARNER 27529 NC 20150901 1620 CS 1
9 0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRl 5002027 LANCASTE GARNER 27529 NC 20151001 1620 CS 1
10 0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRI 5002027 LANCASTE GARNER 27529 NC 20151116 1620 CS 1
11 0001.01.0( 702010 FRUIT, CAl 100211 MIXEDFRI 5000875 HOLLY RIDHOLLYRID 28445 NC 20151001 1620 CS 1
12 0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRI 5000875 HOLLY RIDHOLLYRID 28445 NC 20151116 1620 CS 1
13 0001.01.0C 702010 FRUIT, CAl 100211 MIXEDFRI 5002924 CALDWELILENOIR 28645393 NC 20150916 1620 CS 1
14 0001.0L.0C 702010 FRUIT, CAl 100211 MIXED FRI 5002984 CALDWELILENOIR  28645-393 NC 20151101 1620 CS 1
15 0001.01.0C 702010 FRUIT, CAl 100211 MIXEDFRI 5001105 NC DEPT. (LILLINGTO 27546 NC 20150501 1620 CS 1
16 0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRl 5001105 NC DEPT. (LILLINGTO 27546 NC 20151016 1620 CS 1
17 0001.01.0C 702010 FRUIT, CAl 100211 MIXEDFRI 5001105 NC DEPT. (LILLINGTO 27546 NC 20151116 1620 CS 1|=
18 0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRI 5003111 ASIAN FOIMORGAN 28655-392 NC 20151016 1620 CS 1
19 0001.01.01 702010 FRUIT, CAl 100211 MIXEDFRI 5002985 CRAVEN C NEW BERP 28560-341 NC 20151001 1620 CS 1
20 0001.01.01 702010 FRUIT, CAl 100211 MIXED FRI 5002985 CRAVEN C NEW BERP 28560-341 NC 20151101 1620 CS 1
21 0001.01.01 702010 FRUIT, CAl 100211 MIXED FRI 5003278 NORTH CA OXFORD 27565-403 NC 20150901 1620 CS 1
22 0001.01.01 702010 FRUIT, CAl 100211 MIXED FRI 5003278 NORTH CAOXFORD 27565-403 NC 20151016 1620 CS 1
23 0001.01.01 702010 FRUIT, CAl 100211 MIXEDFRI 5001403 HOUSE OF RAEFORD 28378 NC 20151001 1620 CS 1
24 0001.01.01 702010 FRUIT, CAl 100211 MIXEDFRI 5001403 HOUSE OF RAEFORD 28378 NC 20151116 1620 CS 1
25 0001.01.01 702010 FRUIT, CAl 100211 MIXEDFRI 5001787 NC DEPT. (SANFORD 27330 NC 20150901 1620 CS 1
26 0001.01.01 702010 FRUIT, CAl 100211 MIXEDFRI 5001787 NC DEPT. (SANFORD 27330 NC 20151016 1620 CS 1
27 0001.01.01 702010 FRUIT, CAl 100211 MIXED FRI 5001787 NC DEPT. (SANFORD 27330 NC 20151116 1620 CS 1
28 0001.01.01 702010 FRUIT, CAl 100211 MIXEDFRI 5002731 BROOKW(SILERCITY 27344 NC 20150916 1620 CS 1
29 0001.01.01 702010 FRUIT, CAl 100211 MIXED FRl 5002731 BROOKW(SILERCITY ~ 27344 NC 20151101 1620 CS 1
30 0001.01.01 702010 FRUIT, CAl 100211 MIXEDFRI 5002980 US FOOD {ZEBULON 27597-698 NC 20150916 1620 CS 1
31 0001.01.01 702010 FRUIT, CAl 100211 MIXED FRI 5002920 US FOOD {ZEBULON 27597-698 NC 0151016 1620 CS 1
32 0001.01.01 702010 FRUIT, CAl 100211 MIXEDFRI 5002984 CALDWELILENOIR  28645-393 NC 3032015016[120150901 810 CS 1
33 0001.01.01 702010 FRUIT, CAl 100211 MIXEDFRI 5002731 BROOKW(SILERCITY 27344 NC 3032015016/ 20150901 810 CS i
34 -

v
=

4 4 » ¥ Inn Foods RFx Resnonse-21-551- /%3 M [ [0
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Save your Excel File: After all prices are entered, save the file — keeping it in the same file format. Click “Save As,”
navigate to where you want the file saved, name your file, and Click “Save.”
DO NOT CHANGE EXCEL97-2003 Worksheet FORMAT.

Organize « Mew folder

3¢ Favorites Documents I|brary . . B e~
Bl Desktop Defect 12230 - DOM bid response creation taking longer for large inv

S

MName Date modified Typ

o
1= Recent Places

|4 LFTB-saved-5-29
Nao items match your search.
il Libraries
@ Documents
Jz' Music
[ Pictures

sioni B videos

[l=1e] 1M Computer v 4] LI

= File namg  Download-solicitation-21-529-3-5-15 for testing defect 12230
peg

- Save as typq I Microsoft Excel 37-2003 Worksheet

spEqd

+ Hide Folders

Home Insert Page Layout Formulas Data Review View Acrobat =]
& cut Calibri - 11 %] e %Wrap Text General - ﬁ g E- ;‘ T Autosum - ﬁ Eﬁ
= E3 copy ~ ) : $] Fill = -
" Gromareria B Bieacone = $ <% (B S S G| e ot G o g s
Clipboard [F] IF] Alignment I MNumber 7 Styles Cells Editing
© D E F G H 1 1 K L M N o P Q R s T u [
1 Line NumlProduct Ci Product Ci Product IC Product di Ship-to ID Ship-to de City zipcode State Correlation(f Delivery [ Quantity UOM Substituti Offshore I Price Currency PerUnit [
2 0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRI 5003044 THE FOODHILO 96720-513 HI 20150916 1620 CS Yes 0 USDN 1
3 0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRI 5002401 HAWAII FtHONOLUL 96819 HI 20150901 1620 Cs Yes 0 USDN 1
4 0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRI 5003634 CLOVERLE BENSON 27504-754 NC 20150916 1620 Cs 22.1545 USDN 1
5 0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRI 5003634 CLOVERLE BENSON 27504-754 NC 20151101 1620 CS 22.1545 USDN 1
6 |0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRI 5003166 CMS STOR CHARLOT128211-250 NC 20151001 1620 CS 22.1545 USDN 1
7 |0001.01.0C 702010 FRUIT,CAl 100211 MIXED FRl 5003166 CMS STOR CHARLOT128211-250 NC 20151101 1620 Cs 22.1545 USDN 1
8 0001.01.0C 702010 FRUIT, CAl 100211 MIXED FRI 5002027 LANCASTE GARNER 27529 NC 20150901 1620 C5 22.1545 USDN 1
9 0001.01.0C 702010 FRUIT, CAl an 2 —— RhLED = o = DL 22.1545 USDN 1
10 |000L.01.0C 702010 FRUIT, CA| | Microsoft Bxcel 22.1545 USDN 1
11 |0001.01.0C 702010 FRUIT, CA| 22.1545 USDN 1
Inn Foods RFx Response-21-551- export file-3-26-15.xIs may contain features that are not compatible with Unicode Text. Do you want to keep the
12 |0001.01.0 702010 FRUIT, CAl workbook in this format? 22.1545 USDN 1
S{0000L.00.0C 7020101 FRUIT, CA| +To keep this format, which leaves out any incompatible features, dick Yes. 22.1545|USDN 1
14 /0001.01.0C 702010 FRUIT, CAl +To preserve the features, dick No. Then save a copy in the latest Excel format. 22.1545 USDN 1
15 000LOLOC 702010 FRUIT, CAI SRR B E R 22.1545 USDN 1
16 |0001.01.0C 702010 FRUIT, CA| 22.1545 USDN 1
17 |0001.01.0C 702010 FRUIT, CAl 22.1545 USDN 1
19 lANnT N1 Ar IAaMIN COINT Al 27 21 nenm 1
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Now you are ready to import back in to WBSCM RFx Response page. The page must be in edit mode. Click the “Edit”
button:

Create Bid

| History
¥
Rispla RFx Response:

7 Edit int Preview | | Check

Response 3000023240 saved ‘

RFx Response Number 3000023240 RFx Number 2100000551 Opening Date 03/27/2015 09:00:00 EST RFx Response Version Number Active Version RFx Version Number 3

~ RFxInformation r ttems. " Notes and Attachments. I/ Conditions ’/ Tracking | I

‘Bﬂsi::[)ahi\ i | MNotes and

Question

~
OFFEROR CERTIFIES THAT THE OFFER IS MADE SUBJECT TO THE MASTER SOLICITATION; COMMODITY SUPPLEMENT ANDIOR SPECIFICATION(S), THIS SOLICITATION; THE AGRICULTURE ACQUISTION REGULATIONS (AGAR) AND THE FEDE

TIMELY PERFORMANCE: OFFEROR AND ANY SUBCONTRACTOR HAWVE COMPLETED REQUIRED PERFORMANCE OF ANY USDA Cf

FURNISH NAME, TITLE, PHONE NUMBER, FAX NUMBER, AND E-MAIL ADDRESS OF PERSON SUBMITTING THIS BID (MUST BE AN OFFICER OF THE COMPANY OR A PERSOMN AUTHORIZED TO EXECUTE CONTRACTS/PURCHASI

OFFEROR ACKNOWLEDGES RECEIPT OF THE AMENDMENT(S) TO THE SOLICITATION. SELECT N/A IF NO AMENDME!

Then click the “Import” button:

Create Bid | Hitory, Eos
¥
Edit RFx Response:

Submit | Check Save

RFx Response Number 3{}{}{}{}23244{ Import from other RFx Response i Opening Date 03/27/2015 09:00:00 EST RFx Response Version Number Active Version

RFx Version Humber 3

Browse to where the saved excel file is located:

Specify Fil

| Browse

| Upload || Upload In Background |

[ Browse For a File to Upload h
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Select the file and click the “Open” button:

CEy——— e
C Jkeid . « GOLive » testing » Release34-3-2015 » Defect 12230 - DOM bid response creation teking longer for large inv = Search Defect 12230 - DOM bi.. 9

Organize = MNew folder ~ [ 0

-

¥ Favorites Documents library

Arrange by:  Folder =
B Desktop Defect 12230 - DOM bid response creation taking longer for large inv 3D

CE?’- RecentBlaces MName . Date modified Type
% LFTB-saved-5-29 | FHE-SAVEU LU EALE SPIEGUSTIEEL WILH UH-SHUTE UIErS ENLEREY ~3-3-L3 /37 2UL3 FaL AN | BAL LU UL
3/5/2015 9:43 AM Microsoft Excel Worksheet
- Libraries 3/26/2015 2:46 PM Microsoft Excel 97-2003 Worksheet
@ Documents = a —3- 3/5/2015 8:31 AM Adobe Acrobat Document
&' Music ball-download-3-5-15 375720151258 PM Microsoft Excel 97-2003 Worksheet
[&5] Pictures ball-download-3-5-15-off-shore blank - bid 3/5/20151255 PM  Microsoft Excel 97-2003 Worksheset
! Videos RFx Response-final prices entered -3-5-15 3/5/201511:03 AM Microsoft Excel 97-2003 Worksheet
RFx Response-second download option-3-5-14 3/5/201510:42 AM  Miicrosoft Excel 97-2003 Worksheet
1% Computer ﬁ Tyson-BIDLOGREPORT_2100000530-3-6-15 3/6/2015 T:41 AM Adobe Acrobat Document
b Local Disk (C:) Tyson-completed-RFx Response-3-6-15 3/6/2015 7:39 AM Microsoft Excel 97-2003 Worksheet

{5 Tomeqa HDD (H: = ¢ | | r
File name: Inn Foods RFx Response-21-551- export file-3-26-15 ~ | All Files (*.%) ~7
Com D

The URL for file will be displayed. Click the “Upload” button:

Specify File to be Uploaded:
|cwsersisiolson\Documen| | Browse.. |

[ Upload | JUpload In Background |

| Upload Specified File }

Once file is uploaded, navigate to Items tab and enter any offshore prices, if applicable, and check your offer.

il [P ST RSNESSES s e ereaag s e e s s e e = e sevares shamseanras ¢ sn o s, e s e renranar

thhm-mmmmrmrnamm|

] >

- 0001.01 = MIXED FRUIT CAN-24/300 20 O 0.000 0.0000| USDN
- 0001.01.001 = OFFSHORE: HILO HI 30 O 0.000 0.0000| USDN
. ﬁ'nnm 01.001.01 = MIXED FRUIT CAN-24/300 40 100211 1,620.000 CS 0.0000 | USDN 1| On 09/30/2015
- 0001.01 = OFFSHORE: HONOLULU HI 50 O 0.000 0.0000| USDN
Material
- gaj 0001 O1.ln—-l MIXED FRUIT CAN-24/300 60 100211 1,620,000 C5 0.0000 | USDN 1| On 091152015
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Follow off-shore bidding steps — under Item Detail — Conditions Tab

223521 1

<

Check RFx Response: If you have no errors, you are ready to “Submit” the RFx Response page. Follow remaining steps
for the Bid Submission Process.

= Crea NES ek e
Create Bid | History, Back Forward
¥
Edit RFx Response:
EEIE :
Check Response
Please clic} orvaneaTe e Offer

Once all prices are entered, perform a validation check. If it passes all validations, then you are ready to submit the
offer back to WBSCM (Save).

Note: You can export the file again after entering all offer prices including the off-shore locations and performing a
“Check” to validate the offer.

(Return to Title Page)
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1. Error Messages for Incorrect File Format for Importing Offer File Back to WBSCM

The following are some examples of error messages you may encounter if the Excel file format was changed during the
export/import process.

File saved in Excel spreadsheet format other than Microsoft EXCEL97-2003 Worksheet:

Upload =] E3

I 0 File type of specified file ...5.xlsx not
= supported N

= Specify File to be Uploaded: -

| || Browse...

£ Upioad | | Upload In Background |

File saved as a text (Unicode txt) format:

0 File type of specified file ...5.b<d not supported

= Specify File to be Uploaded: B

| || Browse... |

£ Upioad i | Upload In Background |

1. If an offshore price is entered for an offshore line item, you will receive the error message below or in a pop
window. Make sure that, for those rows that have an offshore indicator and “Yes,” the price is left as “0.”

n Clear price for all the offghore items and import the data again.

Please click 'Check’ to validate the Offer.

RFx Rezsponse Humber 3000023176 RFx Humber 2100000525 Openim

(Return to Title Page)
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Purchase Order Item Report

Navigate to Reports>Purchase Order Item Report:

| Home | Suppiers | Acmin WIS Wep | |

Supplier Mgt

Purchase Order ltem Report

Detailed Navigation

Portal Favorites

Enter the search criterial you want to search. (For example, Purchase Order Number); click the “Search” button:

Selection Criteria
Purchase Order Number: & To
Bid Invitation Number: < T
Responsible Purch. Group: < To
Product Category: < ol T
T Type: & To
stats: O | = To | 3l
Business Partner: To
o ol ]
ProductD: < | [Tl | [m]
Contract > o 3
Scenario: < To
Deliverydate: @ | [0 To
FM Posting Date: < ol |m
TmeFrame: ||~
StartDate: | [
EndDate: | [

Selection Criteria
Purchase Order Number: u l ol A
Bid Invitation Number: L I =
Responsible Purch. Group: wl =
Product Category: To _
il ion Type: =
Status: |‘ To | ‘l
Business Partner: To _
4 BP: [l ]
Product ID: [=IEN =l
Contract: Tl O
‘Scenario: To -
Delivery date: ol @
FM Posting Date: [  [@
Time Frame:
Start Date:
End Date:

Ey T e T e T O

R LR LA L L) L L UL
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Once the report has run, you can change the report layout. Move the tool bar to the far right-hand side of page, and
click on the “wrench” icon.

~
P
Open Settings Dialog

13143539R | CCC-LVSTK | COMMODITES BE-NSLP ENTITLE-SY14 | 5000164605 | 100 FNS
13143538R | CCC-LVSTK | COMMODITES BE-NSLP ENTITLE-SY14 | 5000167100 | 100 FNS
13143538R CCC-LVSTK | COMWODTES BE-NSLP ENTITLE-5% 14 | 5000167163 100 FNS
13143538R | CCC-LVSTK | COMMODITES BE-NSLP ENTITLE-SY14 | 5000167473 | 200 FNS
13143538R | CCC-LVSTK = COMMODITES BE-NSLP ENTITLE-SY14 | 5000167488 | 100 FNS
13143539R CCC-LVSTK | COMMODITES BE-NSLP ENTITLE-5¥14 | 5000167582 100 FNS
13143538R | CCC-LVSTK | COMMODITES BE-NSLP ENTITLE-SY14 | 5000167665 | 100 FNS
131435238R | CCC-LVSTK | COMMODITES BE-NSLP ENTITLE-SY14 | 5000168770 | 200 FNS
13143539R CCC-LVSTK | COMMODITES BE-NSLP ENTITLE-5%14 | 5000168770 100 FNS
13143538R | CCC-LVSTK | COMMODITES BE-NSLP ENTITLE-SY14 | 5000169334 | 100 FNS
13143539R  CCC-LVSTK | COMMODTES BE-NSLP ENTITLE-S% 14 | 5000169335 100 FNS
13143535R CCC-LVSTK | COMMODTES BE-NSLP ENTITLE-5%14 | 5000169336 100 FNS
13143538R | CCC-LVSTK | COMMODITES BE-NSLP ENTITLE-SY14 | 5000169365 | 100 FNS
13143539R  CCC-LVSTK | COMMODTES BE-NSLP ENTITLE-S%14 | 5000169513 | 100 FNS
13143535R CCC-LVSTK | COMMODTES BE-NSLP ENTITLE-5%14 | 5000169514 100 FNS
13143538R | CCC-LVSTK | COMMODITES BE-NSLP ENTITLE-SY14 | 5000170150 | 100 FNS

13143539R  CCC-LVSTK | COMMODTES BE-NSLP ENTITLE-S%14 | 5000170161 | 100 FNS -

> D
v
<  — 1>

Then select the columns that you want to add or remove using the “Add” and “Remove” buttons:

Purchasze Order Validation Report
Settings

View \Dbun |'||Saveas ||Dele‘te|| Properties.. |

B woencoumne  [2] 2
1 it Purch. Grp. Desc.
= Transportation Rate-U0M Transaction Number
Transportation Rate-Unit Creation Date
Transportation Rate-Value fm Process Type Desc.
- Business Partner Add Selected Columns to Selection h
L —— Scenaric
] v
Ship-To Postal Code - Bid Number -
[E] [] change Sequence [~] [Z]

[0] cancet [Apoy | 2esc:|

SYSCO FOOD SERVICE OF CT 6100.0001 | 13143538R | CCC-LVSTK | COMMODITIES BE-NSLP
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You can move columns up/down by selecting the column and using the up or down sequence arrows:

Purchase Order Validation Report
Settings

View |‘Dlson |'||Saveas||Dele‘le|| Pmpert'es...|

—~

[ Move Selected Columns Up i

[0 Cancel] [ Appy | Reset

SYS500 FOOND SFRVICF OF CT A100 0001 | 13143838R | COC-I VSTK | COMMONDITIFS RF-NSI P

Once all column/rows have been changed, click “Apply” to apply the changes:

Purchase Order Validation Report

Settings
View [*olson [~][save |[ save as... || Delete |[ Properties... |
[ P=]
C r External Reg. tem
= T -
‘Transportation Rate-UOM Sales Doc.ttm.
RateU
Ti " nit tm_ShipTo
‘Transportation Rate-Value ‘ShipTo Name
Business Partner GiL Acct
Name 1/last name Fund
T owmomsmce (5] Funae -

[Tox][ cancel

i [oon [ Transter sevings or Teble Jewperta




USDA

—
‘ United States Department of Agriculture

You can then save the report and have it the initial view when accessing the report.
Click the “Save as” button:

Purchase Order Validation Report
Settings

View |‘nlson |'||Save| Properties...
(pe]

T External Req. ftem
Transportation Rate-UOM Sales Doc.tm.
Transportation Rate-Unit km.ShipTo
Transportation Rate-Value ShipTo Name
Business Partner GiL Acct
MName 1/last name Fund
Funds ctr -
2] (2] chenge Seauence [7] =]
0K [Cancel Aoy Rt

Give it a unique name if if you want this to be your default view. Place a checkmark next to “Initial View” and click the
“OK” button:

Save View as

Description: * [olson-PO view
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Click OK to transfer settings and close the layout table:

Purchase Order Validation Report
Settings

View |nlsnn—P0 view

| Save as... || Delete || Properties... |

P coun scecion T S

EL Hidden Comns [] B Displayed Comns [«]
e J External Reg. tem

J Tranzportation Rate-Price |— Sales Doc.

J Transportation Rate-UOM o 5 |— Sales Doc.tm.

J Transportation Rate-Unit J ftm.ShipTo

J Transportation Rate-\Value J ShipTo Name

J Business Partner J GIL Acct

J Name 1/last name J Fund D
|— Ship-To Postal Code E J Funds ctr E

E |E| Change Sequence |Z| |§|

(K] frsncel

‘_‘J Transfer Settings for Table and Close Dialog h i

You can export the Purchase Order Report to Excel. Click the “Export” button:

Purchase Order Validation Report
Views:|olson PO view [~ | Print .,.-

B Purch. Grp. Desc. Transaction Number Creation ype Desc. PGr Scenario Award Type Bid Number  FM Posting Date Order Date  Header Status Close-Out Status  Hdr

’7 AMS-Livestock 4100005237 09/13/2013 mmodity PO STD DOLV 2000002052 0S9/13/201M3 091372013  Ordered

AMS-Livestock 4100005237 091372013 Dom Commodity PO STD DOLV 2000002052 0S/13/20M3 09/13/2013 | Ordered
B AMS-Livestock 4100005237 091372013 Dom Commodity PO STD DOLV 2000002052 0S/13/20M3 09/13/2013 | Ordered
B AMS-Livestock 4100005237 081372013 Dom Commodity PO STD DoLv 2000002052 081372013 09/13/2013 | Ordered
B AMS-Livestock 4100005237 081372013 Dom Commodity PO STD DoLv 2000002052 081372013 09/13/2013 | Ordered
B AMS-Livestock 4100005237 091372013 Dom Commodity PO STD DDLV 2000002052 0S/13/20M3 09/13/2013 | Ordered
B AMS-Livestock 4100005237 09/13/2013 Dom Commodity PO STD DDLY 2000002052 | 09/13/2013 09/13/2013 | Ordered
B AMS-Livestock 4100005237 09/13/2013 Dom Commodity PO STD DDLY 2000002052 | 09/13/2013 09/13/2013 | Ordered
B AMS-Livestock 4100005237 09M13/2013 Dom Commodity PO STD DDLY 2000002052 | 09/13/2013 09/13/2013 | Ordered
B AMS-Livestock 4100005237 09M13/2013 Dom Commodity PO STD DDLY 2000002052 | 09/13/2013 09/13/2013 | Ordered
: AMS-Livestock 4100005237 09A13/2013 Dom Commodity PO STD DoLY 2000002052 | 09/13/2013 09/13/2013 | Ordered
|| AMS-Livestock 4100005237 09A13/2013 Dom Commodity PO STD DoLY 2000002052 | 09/13/2013 09/13/2013 | Ordered
|| AMS-Livestock 4100005237 09A13/2013 Dom Commodity PO STD DoLY 2000002052 | 09/13/2013 09/13/2013 | Ordered
|| AMS-Livestock 4100005237 09/13/2013 Dom Commodity PO STD DoLY 2000002052 | 09/13/2013 09/13/2013 | Ordered
|| AMS-Livestock 4100005237 09/13/2013 Dom Commodity PO STD DoLY 2000002052 | 09/13/2013 09/13/2013 | Ordered
|| AMS-Livestock 4100005237 09/13/2013 Dom Commodity PO STD DoLY 2000002052 | 09/13/2013 09/13/2013 | Ordered
|| AMS-Livestock 4100005237 09/13/2013 Dom Commodity PO STD DoLY 2000002052 | 09/13/2013 09/13/2013 | Ordered

AMS-Livestock 4100005237 09/13/2013 Dom Commodity PO STD DoLY 2000002052 | 09/13/2013 09/13/2013 | Ordered

To open the file, select the “Open” button at bottom of page:

e I:/ Do you want to open o save export_20150327074950.xls from whbscmint.whbscm.usda.gov? Save | | Cancel \:l

| >




USDA

United States Department of Agriculture

Click “Yes” to continue to open the file:

The file you are trying to open, 'export_20150327074550.xls', is in a different format than specdified by the file extension. Verify that the file is not
corrupted and is from a trusted source before opening the file. Do you want to apen the file now?

el

Insert  Pagelayout  Formulas  Data Review  View  Acrobat [ =N
b cut Arial 10 " A = H T EEEh X AutoSum -
- T A A B S Wrap Text General - H
’:ﬁ 52 Copy - e A %] = = Q‘ @ ] Fin - Eﬁ
Paste B 7 oU- ~A- | E= = [ Merge & Center - .5 <@ .08 | Conditional Format Cell | Insert Delete Format Sort & Find &
~ < Format Painter = - B Merge & Center g B | T ad Formatting = as Table ~ Styles - - - 2 Clear~ Filter~ Select ~
Clipboard a Font [Fl Alignment [Fl MNumber [Fl Styles Cells Editing
A2 ML Jx | AMS-Livestock
-
A B c D E F G H | J K L M iy
1 Purch. Grp. Desc. |Transaction Number |Creation Date |Process Type Desc. |PGr|Scenario |Award Type |Bid Number [FM Posting Date [Order Date |Header Status [Close-Out Status |Hdr Closeout stat
2 |AMS-Livestock 4100005237 9/13/2013 Dom Commaodity PO STD DDLV 2000002052 9/13/2013  9/13/2013 Ordered
3 AMS-Livestock 4100005237 9/13/2013 Dom Commaodity PO STD DDLV 2000002052 9/M13/2013  9/13/2013 Ordered

A AM&ivactark  A100NNEIRT Q1242012 Nam Cammadine PO atm N "NNANNINE? Q/42/2013 Q/432043 Nrdarad

Save it to an Excel file format:

I Excel Workbook !
cel Macro-Enabled Workbook

—= 1 = - Excel Binary Workbook
Excel 87-2003 Workbook
XML Data
gle File Web Page
Lik Web Page
Excel Template
Organize + INe Excel Macro-Enabled Template
Excel 97-2003 Template
Text (Tab delimited)
Unicode Text
XML Spreadsheet 2003
Microsoft Excel 5.0/95 Workbook
C5V (Comma delimited)
B Desktop Formatted Text (Space delimited)
"::-_l Recent Places ¥E’¢ Em;cgg‘gh]

y ext -|
U LFTB-saved-5: oy (\1acintosh)
CSV (M5-DOS)
DIF (Data Interchange Format)
SYLK (Symbeolic Link)
[ Documents  Excel Add-n
& Music Excel 97-2003 Add-In

PDF
X ¥PS Document
File name: OpenDocument Spreadsheet

Save as type: ‘Siﬁle File Web Pﬂ -

Authors: Olson, Sue - AMS Tags: Add a tag

ntire Werkbook Page title: \:\

(™) Selection: Sheet
Change Title...
e E—

= Hide Folders Tools + | Save

@ Microsoft Excel

0 Favorites

- Libraries

Save:

I I Cancel

(Return to Title Page)
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IV. Additional Fields Added to List of Invoice Reports
Navigate to Reports>List of Invoices

Enter search criteria — PO Number was used for this example:

e
Do [ oo [ T o |

Supplier Mgt

List of Invoices
4]} 4

Detailed Navigation

= Listof Purchase Orders
» List of Purchase Order Responses

» PO Ingpection Lot MIC Discount Report

+ Print Muttiple Purchase Orders ariable*= Current Selection Description

Variable Entry

Available Varianis: Save | Save As. Delete Show Wariable Personalization

General Variables

= Purchase Order ftem Report Invoice Creation Date
Material
Portal Favorites
Reference PO Number 41 00005237\ x
Status
AGARH
Purchasing Group
OK | Check

New data elements added:

Rail car/BOL #, Posting Date, External Item number — In this example, these characteristics were moved up to display
rows

Invoice Report

Open Sawve As. .. Display As

™ Columns
= Key Figures Refe
™ Rows 411

= Reference PO Mumber

Rail Car/BOL Numb
Posting date
External hem Mumbggy

= Inwvoice tem Mumber
= ASN Number
Material

Material Description
~ Free characteristics
= AGARH
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The report is downloaded to Excel — new data elements highlighted in yellow:

Posting
10/02/2013
10/07/2013
10/07/2013
/0172013
10MS2013
101172013
10ME2013
10ME2013
10ME2013
10182013
10152013
1003062013

(Return to Title Page)

100,276.00)
99,056.00 0.00
99,948.00 0.00
100,172.00 0.00
99,348.00 0.00
99,056.00 0.00
98,768.00  -100.00
24,966.00 -25.00/
74,398.00 -75.00/
97,776.00 0.00
89,938.40 0.00
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