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Additional assistance is available by: 
• Calling the ARM Help Desk at 1-877-944-8457 (Monday – Friday, 7am – 8pm EST) 
• Emailing the ARM Help Desk at Help@usda.gov, typing “ARM CBP WAD” in the 

subject line. 
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Access the WAD Page from the ARM Workspace 

 
To access the WAD Page, locate the suitcase icon on the left-hand panel of the ARM workspace. 

 
 

The image below shows the WAD page as it appears once you click on the suitcase icon. 

• The location defaults to the user’s assigned default location 
• The Department field defaults to CBP 
• The Work Activity Date field defaults to current date 
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Enter and Save CBP Data in the WAD Page 

 
The main goal of the WAD page in ARM is to record and save data for different work activities performed by 
CBP Agriculture Specialists. The WAD page has two tabs: 

 
• Entry – This tab allows users to enter and save WAD counts. Users can add or hide WAD activity codes 

as described in the Add or Hide a WAD Code topic in this job aid. 
 

• Review – This tab allows users to review WAD counts before closing month as described in the Close a 
Month of WAD Counts topic in this job aid. 

 

 
The WAD page defaults to the Entry tab which provides users with the option to enter WAD counts on a daily 
or monthly basis. 

 
Steps to Enter and Save CBP Data in the WAD Page 

STEP ACTION 
1 Click on the dropdown arrow to select the location. 

 

 

Note: This field defaults to the user’s location, however, some locations have multiple choices to 
select from. Skip this step if the correct location is shown. 

2 Select a department. 

 
 
Note: This field defaults to CBP. Skip this step if the correct department is shown. 
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4 Enter data under the Count Column for applicable activity codes shown. 

 
 
 
 
 
 
 
 
 
 
 
       Note: Record zero when no activity occurred during a month. 
  

IF ENTERING 
WAD COUNTS THEN 

Daily 1.  Click on the Calendar icon to select a date if needed. 

Note: This field will default to current date; however, users can 
enter previous date’s data. 

  

2. Click on Apply. 
3. Go to Step 4. 

Monthly 1. Click on Enter Previous Month’s Data 
 

 
Note: The Work Activity Date will automatically change to the 
last date of the previous month. 

2. Go to Step 4. 
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Click on Save at the bottom left corner of the page. 

After saving data, the user’s name will appear on the right-hand side of each activity code that data 
was entered for. 

5 

When you hover your mouse over the WAD code, the instructions for that code appear. 
 
 
 
 
 
 
 
 
 
 

The instruction directs the user to enter an actual count or weight for that WAD code. 
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Add or Hide a WAD Code 

 
ARM functions are determined on a User Role and Permissions basis. If the User’s Role has this permission, 
they will be able to add or hide a WAD code. Whenever a user adds or hides a WAD code to his/her page, the 
change will take effect on the page once it has been saved. WAD codes that are added or hidden for a specific 
location will also change for all users at that same location. 

 
Steps to Add a WAD Code 

STEP ACTION 
1 Click on the Department field dropdown arrow and select All. 

2 Click on the Search Tab. 

 
 
If you avoid the first step and click on Search, a Warning message with instructions will appear. 

3 Click on the Add Code Tab. 

 

Note: A new window will appear for the user to start adding new WAD Codes. 
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4 Search for WAD’s code using the different features in the Add Code window. 

5 Click on the Search button. 

 
 
Note: Different options will appear on the screen. 

 

You can use the Filter Field on the right side of the screen to minimize your search results. 

IF SEARCHING BY THEN 

Activity code number 1. Enter the code number in the Activity Code 
field. 

 
 
 
2. Go to Step 5. 

Program 1. Click on the Department field dropdown arrow 
and select CBP. 

  

2. Go to Step 5. 

Activity name or description 1. Enter the Activity Name or Description on the 
fields. 

  

2. Go to Step 5. 

No activity code number and 
activity name nor description 

Go to Step 5. 
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6 Select an Activity Code. 

 
 
Note: After clicking over an Activity Code, the row will turn green. 

7 Enter the minimum and maximum allowed value in the respective fields. 

 
 
Note: This step is not required and may be skipped. 

8 Click the OK tab. 

 

The code (s) selected will show now on the page. 

9 Enter a number under the Count Column. 

10 Click on the Save tab. 
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Steps to Hide a WAD Code 

STEP ACTION 
1 Select the WAD Code(s) to be removed. 

   

    

 
  

 
Note: You can select more than one WAD code at a time. The selected row(s) will have a 
checkmark in the row block and will be highlighted in green. 

2 Click on the Hide tab. 
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Close a Month of CBP WAD Counts (CBP Supervisor Role Only) 

 
The closing of the WAD function is role-based in ARM. This means not all users will have this function 
available on their WAD page. Users provisioned with the CBP Supervisor role will have the Review Tab on 
their WAD Page. The Close Month tab is located on the Review page. If this role applies to you, continue 
reading the information provided on this topic. 

 
Once all data for WAD is entered for the month, it needs to be closed in the system. 

 
Steps to Close a Month of CBP WAD Counts 

Click on the Review Tab in your WAD Page. 

Click on the Calendar Icon in the Work Activity Month field and select the desired month. 2 

1 
ACTION STEP 
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3 Click on the Search button. 

 

Note: A Table with all WAD Codes entered throughout the month will appear. 

4  
IF A WAD COUNT IS REQUIRED THEN 

Update 1.  Update WAD code(s). 
2. Click on Save. 
3. Go To Step 5. 

No Update Go To Step 5. 

5 Click on the Close Month tab. 

 
 

  

  

  

 

 
Once the month is closed, the Close Month tab will change to Open Month 
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Steps to Reopen the Month and Modify CBP WAD Count Data 

STEP 
1 

ACTION 
Click on the Open Month tab. 

 
 
 
 
 
 
 
 
 
 
 
 

 
2 Modify data as needed. 
3 Click on the Save Tab. 

 
 
 

The following warning message will appear. Click OK. 
 
 
 
 

 
4 Click on the Close Month tab. 
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