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²ŜƭŎƻƳŜ ǘƻ ǘƘŜ CƻƻŘ .ŀƴƪ ƻŦ LƻǿŀΩǎ ƻƴƭƛƴŜ ƻǊŘŜǊƛƴƎ ǎȅǎǘŜƳΗ ¢Ƙƛǎ ƻǊŘŜǊƛƴƎ ǎȅǎǘŜƳ 

allows users to:  

¶ view up-to-the-minute inventory lists;  

¶ place an order; 

¶ schedule a pick-up;  

¶ receive order confirmation;  

¶ submit monthly reports; and  

¶ access agency invoices and statements.   

 

This manual is designed as a step-by-step training tool to be used by both experienced 

and new users to the online ordering system. There are several key pieces of 

information that are needed every time a user logs into this system. We encourage you 

to write that information into this manual and keep this in a safe and convenient 

location.  

 

Agency log in information, you will need this information every time you wish to log 

into the system: 

¶ Web Address: www.foodbankiowa.org 

¶ Agency Ref: ____________________  

¶ Username: _____________________ 

¶ Password: _____________________ 

 

 

 

 

¶ Regional Partnership Coordinator:____________________________ 

  

 
 
 

http://www.foodbankiowa.org/
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GETTING STARTED ς LOGGING IN 
 

Go to www.foodbankiowa.org and locate Partners and Programs at the top of the home 

page.    

 

 

 

Hover on Partners and Programs and click on Place Orders and Submit Data 

 

 

 

 

 

 

http://www.foodbankiowa.org/
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The login screen as it will appear after clicking the link is below.  Enter your Agency 

Reference, Username and Password. The Agency Reference must be entered with a 

zero at the beginning of your four digit agency number.  Your Username and Password 

will be emailed to you.  Should you forget either your Username or Password, please 

contact your Regional Partnership Coordinator. 

 

 

You will now be logged into your agency home page.  Please check the home page when 

you log on for messages from the Food Bank of Iowa. From this screen, place an order 

by clicking Order Entry or view the current inventory by clicking Print Shopping List.  

 

 

Begin 

Order here 
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SCHEDULING 

The shipping option Method and Location will automatically populate based on your 

master agency file.  Do not change the default entries unless you are a delivery agency 

choosing to pick up in Des Moines.  The system will default to the first available pickup 

date.  To choose another day, click the calendar icon and select your desired pickup 

date.  The date you select should be the day your order will be delivered on, or the day 

you want to pick up.  

 

After the date has been selected you will use the drop down arrow in Time to choose 

your pickup time. In order to continue placing your order, you are required to select a 

time. **The time you select for delivery is not the time your order will be delivered** If 

a pickup date or time is not shown, that time is not available to schedule.  
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Once your date and time have been selected and you have clicked Continue to move off 

this page, no changes can be made, unless you cancel and start over.  If you need to 

change or correct your pickup date or time, use the Comment box as noted on page 9 of 

this manual. After you have scheduled your pickup appointment, click Continue to begin 

selecting your products.  Please note that you can view all of the inventory items on a 

single page by changing page size to All.   

 

A variety of sort options are available when viewing the shopping list. Any column with a 

star  can be sorted by double clicking the column name or clicking the star to get a 

list of the categories, in this example, Type. Once you have selected how you would like 

to sort, click apply.  
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Additional product detail information can be found for an inventory item by clicking on 

the reference number (REF). 

 

 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8 
 

 
The Search box can be used to find specific products, such as cereal, in inventory by typing 
άŎŜǊŜŀƭέ ƛƴ ǘƘŜ Search box.  When you are ready to place your order, simply enter the number of 
desired cases in the Qty box.  USDA Allocations:  The amount of USDA product listed as available 
is specific to your agency and is based on a calendar month.  If the available amount is 10, you 
can get all 10 at one time or get a partial amount with one order and the remainder with another, 
within the same calendar month. If you place an order for partial amount, the available amount 
will be reduced accordingly. USDA allocations will reset on the 1st of each month. USDA 
allocations do not carry over. As you enter items the total weight and total cost automatically 
adjusts, giving you an instant snapshot of how much your order is.   
 

 

To finalize your order click the View Cart button. 
 

 
 

 
 



9 
 

On this page you will be required to enter your name, your telephone number and your 

email address, NOT the agency information.   We want the details of the specific 

person who placed the order in case we have any questions. Add any instructions 

specific to your order or notes to change/correct your pickup appointment in the 

Comments field, for example: Pallet & Wrap, Hand Load, or which delivery you are on.  

If you find you need to add to this order BEFORE submitting, click Shopping List to 

return to your order detail.  When you are satisfied with your final order, click Checkout 

to submit. 

 

 

You must click Checkout or your order will NOT be submitted to the Food Bank of Iowa.  

 

 

 

 

 

 


