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Report Incidents through WBSCM Portal 
WBSCM Improvement Branch 

 
There used to be no mechanism for WBSCM users to submit helpdesk incidents through the WBSCM 
Portal. However, with the March 2023 release, WBSCM is now providing this capability to the users.  

Previously, internal or external users running into any issue in WBSCM had to log a helpdesk incident via 
email. With this enhancement, users are now able to create an incident with WBSCM helpdesk directly 
from the WBSCM portal. The system provides the standard template for them to answer questions related 
to their issue and provides instructions on how to capture the error message and embed in their incident.  
The system automatically populates the user ID and the email of the user. The user will simply fill out the 
template, attach the screenshot of the error message and submit their incident. This will automatically 
generate an incident and a confirmation email will be sent to their email address with the incident 
number.  

 

 

 

 

 

Reporting Incident Template: 
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How to capture the full screenshot? 

 

Confirmation Message: 

 

Service Now Incident number with email notification: 
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New Pop-up message for “Accept Any LIQ” 

In order to streamline the payment process, we introduced “Accept Any LIQ” check box in September 
2021, for domestic vendors to accept the liquidated damages for the late shipments. Some vendors 
were accidently checking the box and were charged liquidated damages.  With the WBSCM April 2023 
release, vendors will now receive a confirmation pop-up message if the “Accept LIQ” box is checked 
during the vendor confirmation process. 

Note:  Ensure all documents are attached and reviewed prior to accepting the LIQ checkbox. If 
documents are attached after receipt quantity changes or clicking “Accept any LIQ” checkbox, the 
receipt quantity changes will be lost and checkbox will revert to unchecked. 

Under the “Vendor Shipments” tab, review the “Estimated LIQ”, and if the vendor agrees that the 
receipted quantity is late and agrees with the LIQ being charged, click the “Accept any LIQ” checkbox. 

If the vendor does not agree with the LIQ being charged, do not check the box.  

 
 
Click the “Submit” button to confirm all required documents have been attached, required certification 
questions have been answered, the vendor accepts LIQ, and the vendor confirmation process is 
complete.  
 
The Accept Liquidated Adjustments Confirmation Pop-Up displays only if the “Accept any LIQ” checkbox 
is selected.  

• “You have accepted liquidated adjustments for one or more line items which may affect the 
final invoice amount. Are you sure you would like to proceed? Select Yes to proceed or No to 
adjust your selection.” 

Click the “Yes” button to confirm the accepted LIQ. Once submitted, this triggers auto-approval of the 
shipment and generates the electronic invoice. 
 
If the user does not agree with the LIQ, click the “No” button and uncheck the “Accept any LIQ” 
checkbox. Once submitted, Shipment Status moves to Pending Approval and the shipment must be 
approved by USDA. 
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Bid Array saved in Excel Format 

Previously, the bid array was posted to the AMS CP Website in various formats, but mostly as a PDF 
document. Now, the bid array will be posted in Excel format, which will enable our stakeholders and 
partners to use that report information to analyze data in a more usable form.  Also, on the website the 
report was either labeled as bid array or bid award. However, to ensure consistency, the report will be 
labeled “Bid Array”. 

 

 


