WBSCM RA User Roles

The following document provides a summary of the WBSCM User Roles, including
functions each user role can perform.

Role

#1 #2
User Administrator RA Order Manager
User Administrators can perform the following Order Managers can perform the following
functions: functions:
» Create new users * Run reports:
» Cannot create another User Admin. » Entitlement/Bonus Summary Report
* Only two User Admin. per organization. + Entitlement/Bonus Detail Report
+ Update contact information and assigned roles » Create Domestic Order Entries

for users within their RA organization

, » Enter or Upload Shipment Receipts (*Direct
Deactivate accounts that are no longer needed Ship RAs only)

Run User Security Report

Role

#3

#4

Organization Administrator RA View Only RA
Org. Administrators can perform the following View Only RA users can perform the following
functions: functions:
* View users » Entitlement/Bonus Summary Report
* Manage organization information » Entitlement/Bonus Detail Report
* Run User Security Report * Domestic Ship-To Contacts Report
» Requisition Status Report
» Redistribution/Redonation Report
» Value of Commodities Received Report
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WBSCM RA User Roles Worksheet

Identify staff to assign to each WBSCM User Role. Enter these names in the WBSCM
Account Access Information JotForm. Have email address, phone, and title ready.

Role
User Administrator RA #2 Order Manager
User Administrators can: Order Managers can:
* Create new users » Create Domestic Order Entries
» Assigned roles to users + Entitlement/Bonus Summary Report
+ Deactivate accounts no longer needed » Entitlement/Bonus Detail Report
* Only one User Admin per organization + Can designate up to six users to this role

Small Districts: UA can serve in all roles

DESIGNATED STAFF NAME
DESIGNATED STAFF NAME

1.

Role

#3

Organization Administrator RA
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Org. Administrators can:

* View users #4
« Manage organization information
* Run User Security Report

» Can designate up to six users to this role View Only RA users can view all reports
» Can designate up to six staff to this role

View Only RA
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WBSCM User Administrator

The User Administrator creates and manages users for their organization and has access to the User
Security Report. Functions and “views” available to User Administrators are found in the Admin tab.

WBSCM Portal Views

Home 1 | Admin Help

p Admin = Manage Users = Manage Users

\‘ . =
|2 Maintain User Profile Welcome to Manage Users

|- manage users €}y R NR

4  uUser Security Report

User Search Criteria:™ |Last Name [=]|

First Mame Last Mame Last Logon Date
Lemon 1 Userd RA 2022-12-T 16:17:24
Lemon 1 UserG RA 2022-05-6 19:51:02
(3 ) Create New User |
User Details
@ Personal Data Role Data | Admin Data
Company: Q004007980 Street Address: [5T0°
User I1D: RALOO1T4 City: Aust
First Name: Lemon 1 Users Country: UsaA
Email: TXNTRN+Lemon1User8... ‘Time Zone:

}
3 Jwiodify User || Delete User |

a Available Functions: User Administrators see the Home, Admin, and Help tabs in the top navigation.

e Maintain User Profile: update personal name, address, email address; subscribe to email notifications*®
*Important notifications are sent via email. TDA recommends staying opted in.

e Manage Users: create new users; modify all users’ personal, role, and admin data; delete users.

° User Security Report: Access all user information.
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WBSCM Order Manager

The Order Manager creates requisitions for materials. Direct Ship RAs can upload or enter receipts
through the Order Management function. Entitlement/Bonus Detail and Entitlement Bonus Summary
Reports can be accessed through the Reports tab.

WBSCM Portal Views

Hnme@ Operations Admin Reports Help

Operations = Order Processing = Order Management = Domesiic Order Entry

e Order Management

« Domestic Order Entr"a

Iﬂ‘u’ Transactions Catalog | Entitlement il Transaction in Process

Quick Search |_ I Welcome

m Welcome to the order entry screen

@ Shipment Receipts

|I| Extended Search IIl Click here to create an order and specify the
3' 1SFSP
INSLE _ | Product catalog
[-IDirect Delivery
[+]Meat
[+]Poultry |I| Browse in the Product Catalog

[+]vegetables
[+]Fruits {Canned, Dried, Fresh, Frozen)
[+]1Juice
[+]Dairy
[+]Pasta/Rice
[-]Processing Diversion
[+]veg/Fruit/Juice
[+]Poultry

Available Functions: Order Managers see the Home, Operations, Admin, Reports, and Help tabs in
the top navigation.

e Order Management: Access Domestic Order Entry link through the Order Management folder.

e Domestic Order Entry: Access product catalog to place requisitions.

° Shipment Receipts: Direct Ship Recipient Agencies can upload or enter shipment receipts.
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WBSCM Org. Administrator

The Organization Administrator manages organization contact details and data, views users, and has

access to the User Security Report. Functions and “views” available to User Administrators are found in
the Admin tab.

WBSCM Portal Views

Home@,Admin Help

MBT?GKUSEFS Organization Maintenance
2

p Admin = Organization Maintenance = Maintain Organization

- aiian gt (€
Update my Organization - Organization ID: 4007980
| 4= Back

3 Address | Relationship [ Programs | Miscellaneous | Status

All required fields are marked with a red asterisk (*).
Name

* Name: [Lemon 1 RA
Additional Name:

Address

# Street Address 1: [5701 Springdale Road |
Street Address 2- | |
Street Address 3- | |

* City: [AUSTIN |
* Country: |USA

* State: |Texas [+ * Postal Code: |78723
= County: |Austin = Zone: |ESCA

Submit

Available Functions: Organization Administrators see the Home, Admin, and Help tabs in the top
navigation.

Maintain Users: View personal name, address, email address and view other user information for the
organization.

e Maintain Organization: Found under the Organization Maintenance tab, Org. Admins can update
organization information including address, programs, etc.
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WBSCM View Only-RA

’ The View Only-RA role has access to a variety of reports.

WBSCM Portal Views

Home Q)A{!min Reports Help
Order Processing
 Reports > Order Processing > Entitiement Management > Entitlement/Bonus Summary Report
Entitlement Managemem(@:>
- Entitiement/Bonus Summary Report @elcome to Entitlement/Bonus Summary Report
i i All required fields are marked with a red asterisk (%). Dates are formatted as. MM/DDIYYYY.
RA Entitlement/Bonus Detail Report
Domestic Ship-To Contacts Report Search Criteria
Redistribution/Redonation Detail Report (3 Execute 4 Reset | [H]Printio PDF | [i]
@ Requisition Status Report (%, Show Variants
@ value of Commodities Received - RA * program & | = &
* Program Year: & | | ol | ®
SDA Region Code: & 2
RA/SDA Number: =] 4007980 >
Sold-To State: ¢ To 2

*Most frequently accessed reports included below:

” Available Functions: View Only-RA users see the Home, Admin, Reports, and Help tabs in the top
navigation.

Entitlement Management Reports:

Displays summary of beginning and remaining entitlement balances, list of requisitions, and the impact
of each request on balance.

9 Requisition Status Report:
Displays status and information for material line items throughout order life cycle.

Value of Commodities Received-RA Report:
Displays details on value of commodities received.
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