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Instructions Handout



Personalize & Download WBSCM Reports

“Get the data you need in the way you need it”
4 ways:
• Manually Enter Criteria
• Set up Variant Queries
• Filter and Export
• Create Custom Views
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Access the Reports in WBSCM
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What reports are available in WBSCM
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• USDA Foods Entitlement
o Track entitlement spending, check entitlement amount 

updates and ending balances
• Requisition Status
o Monitor status of sales orders, check quantities, 

delivery periods and cancellations
• Value of Commodities Received
o Report the value of USDA Foods received



Entitlement/Bonus Summary Report
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Run this report to see: 
• The preliminary USDA Foods Entitlement dollar 

amount distributed by ODE to your organization for 
the next school year (in January);

• The amount spent on direct delivery and/or 
diversion-processing; 

• The amount set aside for the USDA DoD Fresh;
• The entitlement balance (remaining to spend);
• The final USDA Foods Entitlement value for the 

current school year after SY meal counts are 
actualized (in Nov-December).



Entitlement/Bonus Summary Report
Manually Enter Criteria

1- Fill the Program box and the Program 
Year box (enter only one year e.g. 2025 for 
school year 2024-25).

2- Click 'Print to PDF' and save to your 
computer.

Note: PDF versions are pre-set by WBSCM 
and cannot be customized. 
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Entitlement/Bonus Summary Report
Set up Variant Query

Variants are prefilled queries. These are used when you want to duplicate the same query throughout the year. 
1. Click 'Show Variants
2. Fill in your query as desired.
3. Title the Variant and Save. 
4. Next time you run the report, click 'Show Variants', click inside 'Variant' box, type title to select and click 'Load'.
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❶❷

❸

❹



Entitlement/Bonus Summary Report
Filter and Export
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The ‘Filter and Export’ option is possible when there is more than one
line of data in the report.

Once you run the query, click ‘Execute’ to access the ‘View’ option.

By default, the Entitlement Summary Report contains only one line of data.
Therefore, there is nothing to ‘filter’ or ‘sort’.



Entitlement/Bonus Summary Report
Custom View
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1. Once you have run the query, click 'Execute' to
customize the view (you have the option of editing the
columns and the order of the display of columns).

2. Scroll to the right and click on the picture of the
wrench (at the right corner of the gray bar).

3. The Settings box will appear. You can remove or
add the columns and change the sequence of
columns as they display on the report.

4. Once you are finished, click 'Save as' and enter the
name for your custom view (if you want it to be the
default report view, click the initial view box).

5. Now, every time you run the query, you have a custom
report in the dropdown box next to 'View’ that you can
view or export:

❶

❷

❸

❹
❺



RA Entitlement/Bonus Details Report

Run this report to see: 
• All transactions since the ODE Ordering Period that 

impact entitlement, bonus items and items transferred 
between agencies.

• Beginning and Ending balances.

Important Notes: 
• This report does not show 

o special "free" redonated items
o cancelled orders and quantity 

• WBSCM does not run entitlement reports for a 
particular date. Save a report regularly to see the 
changes and compare.

10



RA Entitlement/Bonus Details Report
Manually Enter Criteria

1- Fill the Program box and the 
Program Year box (enter only one 
year e.g. 2025 for school year 2024-
25).

2- Click 'Print to PDF' and save it to 
your computer.

Note: 
• PDF versions cannot be 

customized. 
For example: the pdf of the RA 
Entitlement Details Report gives 
quantities in pounds not in cases. 
However, total pounds are useful to 
estimate ODE USDA Foods fees.
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RA Entitlement/Bonus Details Report
Set up Variant Query

Variants are prefilled queries. These are used when you want to duplicate the same query throughout the year. 
1. Click 'Show Variants
2. Fill in your query as desired.
3. Title the Variant and Save. 
4. Next time you run the report, click 'Show Variants', click inside 'Variant' box, select and click 'Load'.
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❶❷

❸

❹



RA Entitlement/Bonus Details Report
Filter and Export
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The RA Entitlement Details Report is set to give a chronological spend down
since the ODE Ordering Period. Therefore, filtering will not recalculate the
amount available and the amount pending. However, the ‘Order Date’ column
tracks everything that was ordered since ordering period.

1. Once you have run the query, click 'Execute’ to access the View option
2. Inside the View, you can filter any column you like. You can filter out and/or

sort data by clicking on the gray column headers.
3. When finished, click Export and the excel spreadsheet will include only the

data you filtered or sorted.

❶

❷

❸



RA Entitlement/Bonus Details Report
Custom View
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1. Once you have run the query, click 'Execute' to
customize the view (you have the option of editing the
columns and the order of the display of columns).

2. Scroll to the right and click on the picture of the
wrench (at the right corner of the gray bar).

3. The Settings box will appear. You can remove or
add the columns and change the sequence of
columns as they display on the report.

4. Once you are finished, click 'Save as' and enter the
name for your custom view (if you want it to be the
default report view, click the initial view box).

5. Now, every time you run the query, you have a custom
report in the dropdown box next to 'View’ that you can
view or export.

❶

❷

❸

❹
❺



Requisition Status Report

Run this report to see: 

• The current status of your orders. See if ordered items 
have been submitted to USDA or cancelled, if delivery 
dates or quantities have changed, or if items have been 
delivered to the warehouse. Refer to status text used in 
reports on the next slide.

• Items transferred show as 'applied' (when cases are 
redistributed between agencies)

Important Notes: 

• This report does not show the date of the orders delivered 
to the schools.

• Run a report regularly to see the changes in status text and 
what 'Order Received' items have arrived in the state 
warehouse.
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Understanding Status Text Changes



Requisition Status Report
Manually Enter Criteria
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1- Fill the Program box and the Req. Delivery 
Date boxes (enter only one school year e.g. 
07/01/2024 to 06/30/2025).

If you operate several programs, leave the 
Program box blank. 

2- Click 'Print to PDF' and save it to your 
computer.

Note:
• PDF versions are pre-set by WBSCM and 

cannot be customized. 



Requisition Status Report
Set up Variant Query

Variants are prefilled queries. These are used when you want to duplicate the same query throughout the year. 
1. Click 'Show Variants
2. Fill in your query as desired.
3. Title the Variant and Save. 
4. Next time you run the report, click 'Show Variants', click inside 'Variant' box, type title to select and click 'Load'.
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❶
❷

❸

❹



Requisition Status Report
Filter and Export
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1. Once you have run the query, click 'Execute’ to access the
‘View’ option.

2. Inside the View, you can filter any column you like to see
only the data you are looking for. For example, click
‘Material Desc.’ and filter for ‘Applesauce’

3. Click Export and the excel spreadsheet will include only the
data you filtered and/or sorted.

❶

❷

❸



Requisition Status Report
Custom View
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1. Once you have run the query, click 'Execute' to
customize the view (you have the option of editing the
columns and the order of the display of columns).

2. Scroll to the right and click on the picture of the
wrench (at the right corner of the gray bar).

3. The Settings box will appear. You can remove or
add the columns and change the sequence of
columns as they display on the report.

4. Once you are finished, click 'Save as' and enter the
name for your custom view (if you want it to be the
default report view, click the initial view box).

5. Now, every time you run the query, you have a custom
report in the dropdown box next to 'View’ that you can
view or export.

❶

❷

❸

❹
❺



Value of Commodities Received Report

Run this report to see: 

• The value of all direct delivery orders (including 
bonus/free items) received in the state warehouse;

• The value of all diversion-processing orders received by 
the processors (excluding redistributed free pounds from 
previous year);

Important Notes: 

• This report does not show the date of the orders received 
in the schools. 

• This report does not include the value of DoD Fresh 
produce received or the Unprocessed Pilot produce.
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Value of Commodities Received Report
Manually Enter Criteria
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1- Fill the Req. Delivery Date boxes
(e.g. 07/01/2024 to 06/30/2025)

Leave the Program box blank.

2- Click 'Print to PDF' and save it to your 
computer.

Note: PDF versions are pre-set by WBSCM 
and cannot be customized. 



Value of Commodities Received Report
Set up Variant Query

Variants are prefilled queries. These are used when you want to duplicate the same query throughout the year. 
1. Click 'Show Variants
2. Fill in your query as desired.
3. Title the Variant and Save. 
4. Next time you run the report, click 'Show Variants', click inside 'Variant' box, type title to select and click 'Load'.
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❶
❷

❸

❹



Value of Commodities Received Report
Filter and Export
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1. Once you have run the query, click 'Execute’ to access the
‘View’ option.

2. Inside the View, you can filter or sort any column you like to
see only the data you are looking for. For example, click
‘Date Received’ and select ‘Ascending’ to see all items
received since July.

3. Click ‘Export’ and the excel spreadsheet will include only the
data you filtered and/or the way it was sorted.

❶

❷ ❸



Value of Commodities Received
Custom View
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1. Once you have run the query, click 'Execute' to
customize the view (you have the option of editing the
columns and the order of the display of columns).

2. Scroll to the right and click on the picture of the
wrench (at the right corner of the gray bar).

3. The Settings box will appear. You can remove or add
the columns and change the sequence of columns as
they display on the report.

4. Once you are finished, click 'Save as' and enter the
name for your custom view (if you want it to be the
default report view, click the initial view box).

5. Now, every time you run the query, you have a custom report
in the dropdown box next to 'View’ that you can view or
export.

❶

❷

❸

❹
❺



Questions?

If you need assistance or have questions, 
please email the ODE USDA Foods Distribution Team at
ode.usdafoods@ode.oregon.gov.

Thank you.
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