LOGGING ON TO WBSCM

1. Enter https://portal.wbscm.usda.gov in the address bar of your internet browser.
2. Enter your “User ID” and “Password” into the blank fields
3. Click the “Login In with Password” button
(It is recommended that you log in to WBSCM every couple of weeks to check your entitlement balance.)
CHECKING YOUR ENTITLEMENT BALANCE IN WBSCM
1. Click on the “Reports” tab at the top of the page (tab will be in blue)

2. Click the “Entitlement Management” folder in the “Detailed View” section.

3. Click on the “Entitlement/Bonus Summary Report”

4. Complete the fields in the form and click the “Execute” button.

(You only have to fill in 3 fields to run this report. Program = NSLP, 

School Year = 2022 – The year will always be the second half of the school year, RA# = It should be in there for you, but if not go on and try and run the report.)

5. To print PDF output or export to Excel, you may click the corresponding buttons.  
6. Remember that your entitlement is a value of money that is spent toward commodities. You can spend your money in a combination of three ways: Processing, USDA Brown Box Foods, and DOD
7. You will not get the money handed to you in money – it is only a value.
SEEING ALLOCATED USDA FOODS & ENTITLEMENT DRAWDOWN

1. Click on the “Reports” tab at the top of the page (tab will be in blue)

2. Click the “Entitlement Management” folder in the “Detailed View” section.

3. Click on the “RA Entitlement/Bonus Detail Report”

4. Complete the fields in the form and click the “Execute” button.

(You only have to fill in 3 fields to run this report. Program = NSLP, 

School Year = 2022 – The year will always be the second half of the school year, RA# = It should be in there for you, but if not go on and try and run the report.)

5. To print PDF output or export to Excel, you may click the corresponding buttons.  
(If you export to Excel, you can condense the report by deleting columns you do not need to see to evaluate your information.)
6. Your Allocated USDA Foods may not list on one page alone.  You may have to click the paging arrows at the bottom of the report page.

SEEING WHAT YOU REQUESTED AND CANCELLATIONS
1. Click on the “Reports” tab at the top of the page (tab will be in blue)

2. Click the “Requisition Status Report” link in the “Detailed View” section.

3. Complete the fields in the form and click the “Execute” button.

(These are the only fields you need to fill in: Program = NSLP, Date = 07/01/2020 thru 06/30/2021 (Put in the year you want to see the information.)
4. To print PDF output or export to Excel, you may click the corresponding buttons.  
(If you export to Excel, you can condense the report by deleting columns you do not need to see to evaluate your information.)
5. Your Requested USDA Foods may not list on one page alone.  You may have to click the paging arrows at the bottom of the report page.

Note: It is the recommendation of KDA that you order Direct Delivery and Processing Diversion items separately to reduce confusion in case there is an issue with your order.  It is also the recommendation of KDA to double check each line item in each order to ensure the proper delivery locations, dates, pounds/cases and other details requested are correct.  It is VERY difficult to correct these errors once the orders have been approved by KDA.
ORDERING USDA FOODS IN WBSCM

1. Click “Operations” Tab

2. Click “Order Management” in the Detailed List

3. Domestic Order Entry

4. Click “Continue” to the right of the page

5. Set “Default” Delivery Location – Your Distributor in the drop-down list

6. Click “Add More to Order” Button (Click Update whenever you change something)
7. Select “NSLP” under the “Product Catalog” heading

8. Select “Direct Delivery – USDA Brown Box” or “Processing Diversion – Pounds sent to a Processor” – It is recommended that you do these two different diversions separately when diverting.
9. Then click on “Entitlement”

10. Select desired commodity category (Dairy, Meat, Vegetables, etc – )
11. Click desired commodity item (on the right hand portion of the screen)

12. Enter desired pounds or cases to the right of the desired delivery period

13. Click “Move to Cart”

14. Keep ordering other products if you want.

15. Click “View Cart”

16. Click the “expand arrow” button for each item (commodity line)

17. Use drop-down list to select the appropriate delivery location for each item

18. Should say “Ready for Approval”

19. Click “Add More to Order” if you wish to add to the order 
20. When finished adding items, click “Order” button to submit

21. Confirm order submission by clicking “OK” in the pop-up box

22. Click “Print” button to print a copy for your files (HIGHLY RECOMMENDED)

(Review your printout to confirm pounds diverted, correct USDA commodity code, and the location you are sending your pounds.)
_______
