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On October 5, 2015 the Materiel Management Service Center (MMSC) (formerly
Beltsville Service Center) will migrate to a new warehouse management system (WMS).
This system will eliminate redundancies, improve service delivery and the customer
experience. The new system also replaces the current web ordering system used to order
“forms, publications and supplies. A quick reference user guide and video is now
available on our website (www.bsc.usda.gov). Please familiarize yourself with the user
guide and view the video prior to ordering online in October. You can also access the
video directly at: https://www.youtube.com/watch?v=ztrTK PtSGQk& feature=youtu.be.

To ensure fiscal year end billing and closeout suspense’s are met, we will not accept
orders after September 11, 2015. Please plan accordingly as we will only accept mission
essential or emergency orders after September 11th.

Additionally, on October 5, 2015, administrative office supplies will be provided by
Paperclips Etc., an Ability One company. Paperclips Etc. currently operates office
supply stores around the country, including USDA Headquarters.

The MMSC staff is available to answer any questions at 1-877-576-6329. .

An Equal Opportunity and Provider




USIA Office of Operations
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United States Department of Agriculture

CUSTOMER ORDERING
QUICK REFERENCE GUIDE

COQRG (FSIS) June, 2015


http://www.bsc.usda.gov/about.htm

1. Access the Internet and type the following web address
into address bar: https://www.bsc.usda.gov/

2. Click on Login (left side of the page)
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https://www.bsc.usda.gov/

3. Enter your E-Auth User ID and Password if you do not have a LincPass.
Press Login.
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4. Or click on Digital Signature or PIV and enter your PIN.

Windows Security - ' X

Select a Certificate

Digital Signature -
Issuer: Entrust Managed Services 55...
Valid From: 9/4/2014 to 11/8/2016

iClick here to view certificate prope...;
PIV Authentication -

Issuer: Entrust Managed Services 55...
Valid From: 9/4/2014 to 11/8/2016

|

Actividentity

ActivClient

Flease enter your PIM.

PIN I




5. Click on Create Sales Order to place orders or Click on Sample
Paperclips Products to view products available from Paperclips.

UISDA, uried susses capartmern ot agricumas Welcome to the USDA Portal
=

Create Sales Order Product Catalog Sample Warehouse Products Sample Paperclips Products

Online Orders

OUR MISSION COMTACTUS PRODUCT CATALOG

Cur mission at MMSC IS to 6351 Ammendale Road

provide quality supphy and Beitswville, MD. 20705 Search over 2000+ products
PrOpEY MANIgEment Toll Free Mumber: (877) }

services to USDA and other 576-6329 avaiztle 2ime Warshauss
government agencies andior Phone: (301) 354-0400

organizations Fax (301) 394-0300

Contact Warehouwse Supporn

Developed by Creative Systems and Consulting




6. Click on Product Catalog and review the product lists available
at MMSC.

Create Sales Order Product Catalog Sample Warehouse Products  Sample Paperclips Products

US‘DA United States Department of Agriculture
- Search... Eearch

Community Home Page Create Sales Orders Qoo E@a G0 [1T=1

Use Search function or Search Products dropdown
Search Product menu. Product page will display items based on

All the search criteria as shown below, eg — Office
Products to view Paperclips products

------

United States Department of Agricubture

Community Home Page Create Sales Orders e f ogy o 00

search

Search Froduct
Office Products
All
Agency tems . _____________________________________________________________|
Agency Forms kid it to your Jales Order

Accountable Forms

Search:
Bulk Supplies Product De shription % Guantity ivallable o Catagory 1 % category 2

Office Products Serislizable [fORMS - BX~AMS/OFFICEMAX4 ENVELOPE, B-1/18 X 10-1/2 QUANTITY 450/80X 71
2 of Bit

ICEMAX4 ENVELOPE, 8-1/18 X 10-1/2 QUANTITY 450/BOX.

% Category 3 ]

Departmental Forms ACCOUNTARLE FORMS - BX~AMS/OFFICEMAX4 ENVELOPE, 6-1/16 X 10-1/2 QUANTITY 450/BOX 86
Watch Test Pescription 3w
MA-AMS BX~AMS/ORFICEMAXS ENVELOPE, 6-1/16 X 10-1/2 QUANTITY 450/BOX 69
System Furniture BX~BX3F~FEDERAL-STATE NOTESHEET INSFECTION REFORT 20
EA~COMPIURTION OF STATUTES RELATING TO THE AGRIC. 023
Publications BX~EX2P~FEDERAL-STATE NOTESHEET INSFECTION REFORT 485
FSIS Speciality E~)1.-E~)13P-F DERAL-STATE NC-TEE HEET INSPECTION RF__P:-RT . 205 .
PH~AMS LEfTERHEAD, BOND, WASHINGTON QUANTITY 250/PACK Mot Available
ASD Order BX~BX3F~FEDERAL-STATE NOTESHEET INSFECTION REFORT g
p— - rrrorme— BX S00-NOJICE OF SAMPLING FOR GRADE ON CHEMICAL ANALYSIS Mot Available
N BCOUNTATIE oS BB TEDERAL-STATE NOTESHEET INSPECTION REPORT 113
120000012 Accountable Forms A4 size white forms
FV 20155 Accountable Forms  BX~BXN3P~FEDERAL-STATE NOTESHEET INSPECTION REFORT

Chewsina 1 tm 15 ~F F OO andries 4 9 " A F Rewd | =cd



7. You can search by SKU (item #) or keyword. Enter item # or partial name of the
product and click on search. The item will appear at the mid-section of your
screen as shown below.

Search... Search

Community Home Page Create Sales Orders o @l [Tei]

Search Product

Office Products Sort based on
cateqorv 1. 2 or 3

Please select the Preduct of your cheice and add it to your Sales Order

Show | 15 v |entries Search

Name % Product Class £ Product Description 2 Quantity Available % Category 1 % Category 2 % Category 3 =
MSED2217114 Office Products MSE Compatible LJ Toner Cyan Q26714 4K ¥id Inks & Toners Printer Supplies & Parts Technology
MSEN2217214 Office Products MSE Compatible LJ Toner Yellow Q26724 4K Yid Inks & Toners Printer Supplies & Parts Technology
MSEQZ2217314 Office Products MSE Compatible LJ Toner Magenta Q26734 4K Yid Inks & Toners Printer Supplies & Parts Technology
MSEN2213014 Office Products MSE Compatible Toner Black C97304 13K Yid Inks & Toners Printer Supplies & Parts Technology
MSEN2213114 Office Products MSE Compatible Toner Cyan C97314 12K ¥id Inks & Toners Printer Supplies & Parts Technology
MSE02213214 Office Preducts MSE Compatible Toner Yellow CO7324 12K ¥id Inks & Toners Printer Supplies & Parts Technology

7(a). Paperclips products have 3 types of categories. You can sort by either

category.

Note: Category 1 — Represents the product type specific to search criteria. Based
on above e.qg.: Ink & toners

Category 2 — represents parts or supplies for the products searched. e.g.: Printer
Category 3 — represents family or domain of the product belongs to e.g.: Technology



8. You can click on an item to view the details by clicking the link on item number.

Search... Search

Community Home Page Create Sales Orders o J@y (0 e

Search Product

[ Click on Item
Number

v Available Products

Please select the Preduct of your choice and-add it to your Sales Order

|snnw 15 v |enres Search: ||

Name < Product Class < Product Description < Quantity Availakle % Category 1 + Category 2 %+ Category 3 -+
MSE0Z2217114 Office Products MSE Compatible LJ Toner Cyan Q26714 4K Yid Inks & Toners Printer Supplies & Parts Technology
MSEONZ2217214 Office Products MSE Compatible LJ Toner Yellow Q26724 4K Yid Inks & Toners Printer Supplies & Parts Technology
MSEN2217314 Cffice Products MSE Compatible LJ Toner Magenta Q26734 4K Yid Inks & Toners Printer Supplies & Parts Technology
MSE02213014 Office Products MSE Compatible Toner Black C9730A 13K ¥id Inks & Toners Printer Supplies & Parts Technolegy
MSE02213114 Office Products MSE Compatible Toner Cyan CO731A 12K ¥id Inks & Toners Printer Supplies & Parts Technolegy

MSE02213214 Office Products MSE Compatible Toner Yellow C37324 12K Yid Inks & Toners Printer Supplies & Parts Technolegy




9. Detail item view is visible and user can click on Add to Cart to select the item.
Please note the unit of measure to ensure you order the desired quantity.

Logged in as vinay Wudali (vinay.wudali11@creativesyscg

L}_S DA United States Department of Agriculture
e

Community Home Page  Create Sales Orders  Order Products

- Product
Add to Cart
N
v Product Detail
[tem Number  M3E02217214 Item Description ~ MSE Compatible LJ Toner Yelow Q26724 4K Yid
Default Location (0000 Default Unit of Measure  CQ
Cost  0.00 Click on T T TSI

image Height 150,00 Add to Cart




10. Item will be added to your Sales Order along with User details.

Community Home Page

Products List

Sales Orders

Products Catalog

Paperclip Catalog

Sales Order

7~ 80-000356

Sales Order Lines [1]

Sales Order Detail

Customer Information
Customer Account
Customer Contact
Contact Email
Contact Phone Number
Paperclip Tracking Number
Contact ld Number

Warehouse Tracking Numbers

Sales Order Information
Sales Order #
Order Date
Ship Date

Paperclips Information
Paperclips Order Number
SalesOrderSubmitResponse
Paperclips Status

Pricing Info and Terms
Fixed Cost Shipping
Shipping Cost

Address Information
Billing Company
Billing Street
Billing City
Billing State /Province
Billing Zip / Postal Code
Billing Country

Custom Links

Edit

AMS

vinay Wudali
vinay. wudali@creativesyscon.com
(410) 340-7427

123

50-000356
33112015
4212015

$0.00

AMS

543 Pine Garden Lane #1
Sunnyvale

California

94086

United States of America

Update Alternate Address

Edit

Submit Order

Owner

Created By
Customer Comments

Type

Status

Total Quant To Ship
Mode of Delivery

Tracking Code
Paperclips Shipping Information
Paperclips Customer Service Number

Standard Discount (%)
Shipping Discount (%)
Shipping Charged
Total Tax

Final Order Total

Shipping Location
Delivery Address Type
Delivery Company
Delivery ATTHN to
Delivery ATTN Phone
Delivery Street
Delivery Street(Line2)
Delivery City
Delivery State
Delivery Country
Delivery Postal Code

Submit Order

Evinay Wudali [Change’
vinay Wudali, 3/31/2015 11:59 AM

Standard
In Progress
1.000000
Best Way

Mone
Mot Applicable
18008919295

0.00%
0.00%
$0.00
$0.00
$0.00

Account Shipping
AMS




11. User has option to edit details, like change mode of delivery from Best Way to
FedEXx by clicking on Edit button.

Community Home Page

Products List

Sales Orders

Products Catalog

Paperclip Catalog

Sales Order

7~ 80-000356

Sales Order Detail

Customer Information
Customer Account
Customer Contact
Contact Email
Contact Phone Number
Paperclip Tracking Number
Contact ld Number

Warehouse Tracking Numbers

Sales Order Information
Sales Order #
Order Date
Ship Date

Paperclips Information
Paperclips Order Number
SalesOrderSubmitResponse
Paperclips Status

Pricing Info and Terms
Fixed Cost Shipping
Shipping Cost

Address Information
Billing Company
Billing Street
Billing City
Billing State /Province
Billing Zip / Postal Code
Billing Country

Custom Links

Edit

AMS

vinay Wudali
vinay. wudali@creativesyscon.com
(410) 340-7427

123

50-000356
33112015
4212015

$0.00

AMS

543 Pine Garden Lane #1
Sunnyvale

California

94086

United States of America

Update Alternate Address

Edit

Sales Order Lines [1]

Submit Order

Owner

Created By
Customer Comments

Type
Status

Mode of Delivery

et p—— 0

Printable View

Evinay Wudali [Change’
vinay Wudali, 3/31/2015 11:59 AM

Standard

In Progress

Best Way

Tracking Code
Paperclips Shipping Information
Paperclips Customer Service Number

Standard Discount (%)
Shipping Discount (%)
Shipping Charged
Total Tax

Final Order Total

Shipping Location
Delivery Address Type
Delivery Company
Delivery ATTHN to
Delivery ATTN Phone
Delivery Street
Delivery Street(Line2)
Delivery City
Delivery State
Delivery Country
Delivery Postal Code

Submit Order

Mone
Mot Applicable
18008919295

0.00%
0.00%
$0.00
$0.00
$0.00

Account Shipping
AMS




12. You can view items added to Sales Order and you may edit details, such as

guantity needed by clicking on Edit.

~ Back To Top

FV 187-1

rLines
Action | Sales Order Line # Item Number Description
Edit J00500

New Sales Order Line

BX 500~NOTICE OF SAMPLING FOR GRADE ON CHEMICAL ANALYSIS

Un
BX

Always show me W more records per related list

it of Measure Quantity Ordered Item SalesPrice Total Price Stage
1 0.00 $0.00 Open

13. You can add more items to Sales Order by clicking on New Sales Order Line.

Sales Order Lines

Edit 00500

A Back To Top

EV 1871

Action Sales Order Line #  Item Number  Description
BX 500~NOTICE OF SAMPLING FOR GRADE OM CHEMICAL ANALYSIS

New Sales Order Line

Always show me W more records per related list

Unit of Measure Quantity Ordered Item SalesPrice Total Price Stage
BX 1 0.00 $0.00 Open

- Product

Add to Cart

Error:
‘ @ This item has already been added in your previcus erder and is being Processed

M ul® 11

Itern Number

Diefault Location

it =~E KA

53-L-2984-457

BS0A101

=TS

¥ Product Detail

13 (a). If you try to order an item
that is the same as a previous
order, the system will give you an
error notice. Products can be
reordered only after the previous
Sales Order Status is
“Completed” or “Closed”.




14. On Sales Order Line Edit page, select Item # Look up and choose from the list

of items to be added.

Community Home Page Products List Sales Orders Products Catalog

Paperclip Catalog

=~ Sales Order Line Edit

Save | Cancel

Sales Order Line Information

Sales Order # S0-000357
Description

Pricing Details
ftem Cost
Tax Value £0.00
Discount (%) 0.00%

Total Price

Inventory/Quantity Info

Guantity Needed I 0000000 \

Item # |O_|

Sales Tax
Discounted Price

Taxable

Total Packed Cost E0.00

15. User can also add more items
to Sales Order by searching for
more items using Item # Look up
and update Quantity needed.



16. Continue steps 13 to 15 until your entire order is ready to be submitted
to the Materiel Management Service Center.
17. Once your items are selected, enter the quantity that you need.

Sales Order Lines New Sales Order Line
Action Sales Order Line # Item Number Description Unit of Measure Quantity Ordered Item SalesPrice Total Price Stage
Edit 00500 EV 1871 BX 500~NOTICE OF SAMPLING FOR GRADE ON CHEMICAL ANALYSIS BX 1 0.00 $0.00 Open
~ Back To Top Always show me W more records per relat b= \

Please be sure to look to the right of the
item name and verify the unit of measure.

Community Home Page Products List Sales Orders Products Catalog Paperclip Catalog

Sales Order
=~ S0-000358
Sales Order Lines [2]
Sales Order Detail Edit || Submit Order

Customer Information

Customer Account  AMS Owner ﬂvina:z Wudali [Change]
Customer Contact  vinay Wudali Created By  vinay Wudali, 3/31/2015 12:41 PM
Contact Email  vinay.wudali@creativesyscon.com Customer Comments

Contact Phone Number  (410) 340-7427
Paperclip Tracking Number
Contactld Number 123
Warehouse Tracking Numbers

18. Click Submit Order. This would confirm your order with
MMSC and send notification to Customer placing the order.



C & B htipsy/foscar-usdacs11force.com/shopping/a2 12000000000 Ay =

i3 Apps For quick access, place your bookmarks hene on the bookmarks bar, Import bogl

k3
The page at hitps:/foscar-usda.cs11.force.com says:

Please WEMTY ite Custorner ID number and address before
Submitting. Click ‘Cancel’ i you want o edit.
or change e Customer 1D, Press Cancel

5 " ! 01T
Commminky Home Page  Sakes Orders  Products Catalog Papercips Catalog || - ©Corel Sy VA Unted St 29171
| OK Cancel
Saled Oindiar Frodais \Vow
7 50-000520
Ak T
Sales Order Detail Edit || Submit Order
Customer Information
Curviemer Account  AMS Crwmer n-_.“! ‘Wudal [Change]
Corttoesf Contesl gy Vsl Cresbed By sy YWl 4202015 10005 AM
Contect Email  vindy wudaberealiesyscon com Customsr Commnts
Contact Phone Number  ($10) 340.T427
Papsrcilip Tracking Mumber
Warshouss Tracking Wambery
Customes 1D 123
Sales Order Information
Sales Drder @ 50000520 Type  Standand
Order Date 4202015 Hatus  Partaly Complete
Ship Date  AXEDDIS Todal Guiani Tor Ship  27.000000
Mode of Delivery  Best Wy
PapérClips information
Paperclips Qs Nusmiber Tracking Code  Hons
S BubsnitRespan e Faperclips Shippang Isfcematicn Mol Applcable
Paperchps 5tatus Paperelips Customes Servics Humbas 13008919295

20.You will receive a Pop-Up, asking you to confirm your Address and Customer
ID. If the Customer ID and Address are not correct, you can Cancel and Edit
the Customer ID to display the correct address.

21.1f the Customer ID and Address are correct, Click on OK and your order will
be submitted.



. g ales Departme Ar)
Search... saarch

Corpmunity Home Page  Create Sales Prders  Order Products

Salas Order

7 S0-000520

Sales Ordar Lines [z

Sales Order Detail Edit | | Submit Order

Customer Information
Customer Actount  AMS owner [ vinay Whdsli [Change]

Customsr Contact  vinay Wudali Created By  winay Wudali, 472002015 10:05 AM

ContactEmall  vinay wudali@creativesyscon. cam
Contact Phons Numbsr (410} 240-T427
Paparclip Tracking Numibsr
Warshouss Tracking Numbers
Customsr ID 123

Customsr Commeants

Sales Order Information
Typeé  Standard

status  Submitted
Tetal Guant To Ship  27.000000

et LA

Salgs Orasr#  SO-D00520
orgerDate 42002015
ShipDats 42272015

PaperClips Information
Papsrclips Ordsr Humibsar | Tracking Coda MNone

SalasOrder SubmitRespones Paparciips Shipping Information BN LTy .

Paparclips Status Paperclips Customsr Service Number 12008010205

22. You may review Paperclips Order Number under Paperclips Information
section, including updates on status and tracking.

22(a ). You will then receive an order # confirmation, which begins with (SO-). All

orders “Processed from Paperclips~will be shipped directly from Paperclips Etc.

Sales Order Lines New Sales Order Line \

Unit of Measure Quantity Ordered ItemSalesPrice Total Price | Stage

|| Action Sales Order Line # Item Number Description
539495 Processed from

EA 5 78.99 X
Paperclips

[] |Edit 00503 KNMAO4P431 Cyan Toner 24K YLD

' BX~BX~5UP. GUIDE TO THE PERF.MGMT.THE PERF. -AND- REGION
[ |Edit 00504 AMSPUB-4 QUANTITY 34/BOX BX 4 0.00 $0.00 Open



23. A confirmation email will be sent with the Sales Order Number, Price and
Total Items ordered (Sample Depicted Below). Please reference this email for
further communication with MMSC.

Hi vinay Wudali,
Your recent order has been placed successfully. Please use the link below to view your order.

The order status will be updated as the order progresses.

Order Details:

Order Mumber - S0-000200
otal Price : $2958.96
otal ltems : &

Buyer : vinay Wudali

https://oscar-usda. cs11 . force. com/shopping/a2JZ£0000000rkza

For further questions regarding warehouse items, please email us at
CFPDC@dm.usda. gov.

For any questions regarding Paperclips Etc. products, please call 1-800-891-9295 or
mail to support@paperclipsetc.com.

Thank you,
Materiel Management Service Center (MMSC)




Field Supply - Quick Ordering Facts

Your E-mail address and Account Number is used to identify you in the
system.

To place an order, obtain the status of an order, or obtain return instructions,
call 1-877-576-6329 or send an email to CEFPDC@dm.usda.gov .

To confirm the order, obtain the status of an order, or obtain return
iInstructions for Paperclips Orders, call 1-800-891-9295 or send an email to
support@paperclipsetc.com .

Written orders may be faxed to 301-394-0300.


mailto:CFPDC@dm.usda.gov
mailto:support@paperclipsetc.com

	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	ADPF854.tmp
	Slide Number 1


