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Supplemental SY2023-2024 USDA Foods Ordering:  Step-by-Step Instructions

The Supplemental SY2023-24 USDA Foods Ordering Period takes place between August 28–September 8, 2023. 
RAs should order what they need and can use during current school year 2023-24. There is no obligation to participate in the supplemental ordering. There are two spending options for RAs with remaining SY2023-24 USDA Foods entitlement dollars available: direct delivery products (aka Brown Box) and/or requesting a DoD Fresh Fruits and Vegetables Additional Allocation (aka DoD Fresh).

Step 1 	Checking Entitlement Balance in WBSCM
RAs should check they have a positive entitlement balance in WBSCM. RAs cannot spend more than their ending balance available (as shown in the Entitlement Summary Report).
· For instructions/refresher on how to run an Entitlement Summary Report in WBSCM, click here
 
Step 2	Checking the status of your current direct delivery orders in WBSCM
To determine if you need and can use more/supplemental direct delivery products (aka Brown Box) this school year, check the current status of your orders by running a Requisition Status Report in WBSCM.
· For instructions/refresher on how to run a Requisition Status Report in WBSCM, click here

Step 3	Ordering supplemental USDA Direct Delivery Products in WBSCM
To help in planning orders for entry into WBSCM and reserve entitlement for DoD Fresh (if needed), and, before accessing WBSCM to enter your orders and/or submitting a DoD Fresh additional allocation request, please use the Supplemental USDA Direct Delivery Order Planner/Worksheet. It mirrors what is available in the WBSCM ordering catalog for Jan-Feb delivery periods. In WBSCM View Cart screen, select ‘Deliver to: #5006059 GS Foods, Clackamas, OR’ for delivery to the state warehouse. 
Important note: USDA requires full truckload quantities to be met for ODE to be able to submit RAs orders to USDA in WBSCM. We cannot guess in advance what products the RAs will order the most nor guarantee what products will make full truck quantities. After the Supplemental Ordering Period closes, ODE will notify RAs of what products reached full truck quantities and what orders ODE submitted in WBSCM.
· [bookmark: _GoBack]To download the Supplemental Direct Delivery Planner, click here
· For instructions/refresher on how to enter orders in WBSCM, click here

Step 4	Requesting DoD Fresh Additional Allocation
RAs planning to spend more DoD Fresh than what has already been allocated (check the DoD allocation amount in the Entitlement Summary Report) may request a DoD Fresh Additional Allocation (not less than $150) by September 8, 2023. Please do not e-mail the requests. 
· To submit a DoD Fresh Additional Allocation Request to ODE, click here

If you have questions or need assistance with WBSCM, please feel free to contact us at ode.fooddistribution@ode.oregon.gov


Optional Mission Statement Here
Optional Form Number
image1.jpeg
OREGON

DEPARTMENT OF

J . EDUCATION

Oregon achieves . . . together!





image2.png
-
o
&
=

—
5]
=
—
)
>
)
)
7
L
3)
N
(o]
R
T





image3.png




