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allows users to:

view upto-the-minute inventory lists;
place an order;

schedule a pickip;

receive order confirmation;

submit monthly reports; and

access agency invoices and statements.
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This manual is designed as a stgpstep 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 logt® this system. We encourage you
to write that information into this manual and keep this in a safe and convenient
location.

Agency log in informationyou will need this information every time you wish to log
into the system:

1 Web Addresswww.foodbankiowa.org

1 Agency Ref:

Y Username:

1 Password:

1 Regional Partnership Coordinator:



http://www.foodbankiowa.org/

GETTING STARTHIDGGING IN

Go towww.foodbankiowa.or@ndlocate Partners and Programat the top of the home
page.

CONTACT EVENTS MEDIA CENTER Q

GETHELP MAKE A DIFFERENCE ABOUT  PARTNERS AND PROGRAMS

Feeding Hungry
lowans

At the Food Bank of lowa, we're dedicated to
ending hunger in lowa—for each one of the
180,000 children, families, and seniors we
serve. With your help, we can.

LEARN MORE

Hover onPartners and Programand click orPlace Orders and Submit Data

CONTACT EVENTS MEDIA CENTER Q
=
V7 }' ch Q D BAN K GETHELP  MAKE A DIFFERENCE  ABOUT  PARTNERS AND PROGRAMS

Partner & Program Resources
. Become A Partner

Feeding k ... :
lowans Partner Agency Conference

Atthe Food Bank of ||  Redional Partnership
ending hunger in low; Co°rdinators

180,000 children, fam]  Partner Feedback Form
serve. With your help,  programs

LEARN MORE Mobile Pantry Program
School Pantry Program

BackPack Program

Summer Food Service
Program



http://www.foodbankiowa.org/

The login screen as it will appedter clicking the links below Enter yourAgency
Reference Usernameand Password TheAgency Referencenust be entered with a
zeroat the beginning of your four digit agency number. YdsernameandPassword
will be emailed to you Should you forgt either yourUsernameor Password please
contact your Regional Partnership Coordinator.

file Edit View Favorites Iools Help

&

Login

Agency Ref: |

Username:
Password:

v2.0.0.091

Closed Dates:
Monday, September 03, 2012 for Holiday

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 lowa. From this screen, place an order
by clickingOrder Entryor view the current inventory by clickirgrint Shopping List

File Edit View Fovorites Tools Help

Begin

‘ © Order Entry
L) Orders statistics Other Agency Info My Docs
Home
Home | Your Cart
3 i Notable Links
Welcome to The Food Bank of Iowa's Online Ordering System! Adobe and Explorer Help

Food Bank Hours:
Monday - Thursday
7:30 am - 4:30 pm
Eriday

7:30 am - 2:00 pm

Produce Shopping Hours:
Monday - Thursday

8:00 - 11:20 am

1:00 - 3:20 pm

Friday

8:00 - 11:20 am

We are closed the following days:
Monday, September 03, 2012 - Holiday

(c)2009 - 2012 ECCA Payroll + Business Solutions. All Rights Reserved | Privacy Policy | Terms of Use | V2.0.0.91




SCHEDULING

Theshipping @tion Method and Location will automaticallypopulatebased on your
master agency fileDonot change the default entriesnless you are a delivery agency
choosing to pick up in Des Moineghe system will default to thigrst available pickup
date. To choose another daylickthe calendar icorand selecyour 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.

[E

Logged as: 07005] My Agency | Logout

© Order Entry

Home @ Statistics Other Agency Info My Docs

Print Shopping List

Shipping Option

Method: Pickup =
Location: Overhead i
Date: 9/5/2012 i
Time: ) September, 2012 3 -

Su Mo Tu We Th Fr Sa

Message from Food Bank: | 26 27 28 2 30 31 st

3 0% 4 ¢ 7 g [or Holiday
T 910 11 2 B W5

6 17 18 19 20 2 2

B 2 3 % 2 B B 5017 ECCA Payrol + Business Solutions. Al Rights Reserved | Privacy Policy | Terms of Use | V2.0.0.91

Today: August 30, 2012

After the date has been selectgu will use the drop down arrow ifimeto choose
your pickup timeln 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 delivereli**
a pickup date or time isat shown, that time is not available to schedule.

A S S S S SS9 ST W
f:”_; FOODBANK

Home [T Agency Pickup Statistics Other Agency Info My Docs

Print Shopping List
Shipping Option
Method: Pickup v
Location: Overhead v

Date: 5/15/2018 A

Time: v

8:00 AM - 8:20 AM
Message from Food Bank:
8:40 AM - 9:00 AM
NOTE: You cannct change shifl g.gp oM - 5:20 AM el Order if you need to select different shipping options|
" 9:20 AM - 9:40 AM
| Continue | 10:40 AM - 11:00 AM
11:00 AM - 11:20 AM
11:20 AM - 11:40 AM
1:00 PM - 1:20 PM
1:20 PM - 1:40 PM
1:40 PM - 2:00 PM
2:00 PM - 2:20 PM
2:20 PM - 2:40 PM
2:40 PM - 3:00 PM
3:00 PM - 3:20 PM
3:20 PM - 3:40 PM

03 - 2018 ECCA Payroll + Business Solutions. All Righd | Privacy Policy | Terms of Use | V02.01.00.004




Once your date and time haleen selected and you hawtickedContinueto move off
this page, no changes can be made, unless you cancel and startifoyeu. need to
change or correcyour pickup date or timguse theComment boxasnoted on page ®f
this manual After you have scheduled your pigk appointment, clickContinueto begin
selecting your productsPlease note that you can view all of the inventory items on a
single page by cimging page size tall.

BANK
Home m Statistics  Other Agency Info My Docs _# ©O0rder Entry
You have 1 days 23 hours 59 minutes as of 3/16/2018 1:14:20 PM before your order is canceled.
Order Ref # | cancel order || print Shoppil t || Print Cart || view cart |
Ttem Total Purchase  Service  Total
Count:  Weight:  Cost: Fees: Cost:

Free Food Only| Search |

Column Sorting:| Multi | Page size

Available | Qty

2/2302

Lucky Charms - Double Packs Dry 05-CEREAL 2ndHarvLoc | $0.56

4258 | Multi Grain Cheerios - Double Packs | Dry 2/18.75 0z. 05-CEREAL 2ndHarvloc | $0.42 ($0.00 |Case |3 130

1343 | Gatorade Dry 24/2007 bottles | 03-BEVERAGES Local 5518 5000 |Case 37 12

1164 |Sports Drink - TYR Dry 24/2007 bottles | 03-BEVERAGES Local $4.90 S0.00 Case 35 21 X
1084 | Organic Ice Cream - Assorted Frozen 8 pints 07-DAIRY PRODUCTS Local 50.84 S0.00 |Case |6 545 X

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 exampleype.Once you have selected how you would like
to sort, clickapply.

Logged as: 01508| My Agency | Logout | He
FOODBANK
Home m Agency Pickup  Statistics  Other Agency Info My Docs ®) Order Entr
You have 1 days 23 hours 59 minutes as of 5/8/2018 1:329 PM before your order is canceled.
Order Ref # | Cancel Order || Print Shopping List || Print Cart || View Cart |
Item Total Purchase Service Total
Count: Weight: Cost: Fees: Cost:
Search: Free Food Only| Search Column Sorting:) Multi | Page size: |20 ¥
. Available |Qty
01-NON-FOODS 18-NUTRITICNAL AIDS
159 Le.a|.1 C.uis'ne‘ '\r1E|lC & Cheese Frozen 12/100z 04-BREAD/BAKERY 21-PASTA 50 x
Microwave Mezls : 05-CEREAL 23-NON MEAT PROTEIN
1599 Jello - Strawberry Flavor Refrigerated |6/4 packs 06-MEALS/ENTREES/SOUPS 25-SNACK FOODS/COOKIES 891 x
- - - 08-DESSERTS 26-CONDIMENTS
1509 |Lemen Lime Jello Refrigerated |6/4 packs 10-FRUITS CANNED/FROZEN || 27-VEGETABLES CANNED/FROZEN 602 X
| red Dali o - - 14-JUICES 28-PRODUCE X
1516 |Hormel Smoked Deli Turkey Frozen 12/8Boz 15-MEATS/FISH/POULTRY 25
packages
1621 |Nutritional Shake Powder Dry 12/14.8 oz pply | Reset 107 X
cans Nat
1401 |Hunts Fire Roasted Diced Dry 12/14.50z 27-VEGETABLES 2nd Har. 51.82 |50.00 Case 13 651 x
Tomatoes CANMNED/FROZEN Mat
358 | Honey Nut Cheerios - Double Dry 2/240z boxes | 05-CEREAL 2nd Harv 3$0.56 |50.00 Case |4 268 x
Packs Loc
1570 |Assorted Pork Products Frozen 4-8 pieces 15-MEATS/FISH/POULTRY |Donated $1.54 |50.00 Case |11 221 x
per case
1386 | Libby's Microwaveable Green Dry 12140z 27-VEGETABLES Donated 51.68 |30.00 Case |12 568 X
Beans -Best by 3/28/18 pouches CANMED/FROZEN
1385 | Libby's Microwaveable Swest Peas | Dry 12140z 27-VEGETABLES Donated 51.54 |30.00 Case |11 505 X
(Best by 1/28/18) pouches CANNED/FROZEN
1639 |Seasoned Croutons Dry 6/50z 04-BREAD/BAKERY Local 20.28 |50.00 Case |2 48 x

packages

b



Additional product detail information can be found for an inventory item by clicking on
the reference numberREF)

@ FOODBANK

Home m Statistics  Other Agency Info My Docs

You have 1 days 23 hours 52 minutes as of 3/16/2018 1:30:18 PM beft

Order Ref # 87634

Item Total Purchase Service Total
Count: Weight: 180 Cost: $0.00 Feoes: $25.20 Cost: $25.20
Search:| | O Free Food Onlyr

*

Packi *T
Packing Type A Category

Storage

802 | Lucky Charms - Double Packs Dry 2/230z 05-CEREAL 2nd Harv Loc | 30.56 30,00 |Case |4

4258 | Multi Grain Cheerios - Double Packs | Dry 2/18.75 oz. 05-CEREAL 2nd Harv Loc | 50,42 |50.00 |Case |3

1343 Gatorade Dry 24200z bottles | 03-BEVERAGES Local $5.18 30,00 Case |3

11 Sports Drink - TYR Dry 24200z bottles | 03-BEVERAGES Local $4.90 50.00 Case |3

10 Organic Ice Cream - Assorted Frozen 8 pints 07-DAIRY PRODUCTS Local 2084 5000 Case |6
Flavors

2218 |Italian Sausage (Precooked) Frozen 2/5 Ib. bags 15-MEATS/FISH/POULTRY Local £1.54 |s0.00 |Case |1

Product Details
838 - Cut Green Beans

Category: Purchased Storage: Dry
Second Harvest

Type:

On Hand: 10 :::itght: 26
Unit Measure:  Case Qty Per Pallet: 306
Price Per:

e Retail-wholesale Packaging: 24/14.5 oz. cans

Description:




TheSearchbox can be used to find specific products, such as cereal, in inventory by typing

d OS NB | Beéarcthbor. WihinSyou are ready to place yawder, simply enter the number of
desired cases in th@ty box. USDA AllocationsThe amount of USDA productted 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 youagke an order for partial amount, the available amount

will be reduced accordingly. USDA allocations will reset on¥tw #ach month. USDA

allocations do not carry over. As you enter items the total weight and total cost automatically
adjusts, giving yw an instant snapshot of how much your order is.

@ FOODBANK
Home m Statistics  Other Agency Info My Docs
You have 1 days 23 hours 59 mintes as of 3/16/2018 1:14:20 PM before your order 15 canceled.
Order Ref #
Total Purchase Service Total
Weight: Cost: Fees: Cost:
Search: Free Food Ondy Search Column Sortings Multl = Page size
Ref  Product * *] * Price YAP Unit Weight Available
A Stora Packing YPe A ca A v3g Qty
Y ¥ Ory 23 Mary Lo 156 X ~ 5
wble P S 2 42 X
TYR y 2 $4.9
To finalize your order cligke View Cartbutton.
Local $0.28 |50.00 |Each |2 7688 X
Local $0.00 |30.00 |Case |20 44 X
Local £2.10 |50.00 |Case |15 24 12 X
Purchase $42.00 [$0.00 |Case |5 1 X
Plus
Purchased $1.96 |50.00 |Case |14 111 X
Purchased £1.82 | 30.00 |Case |13 7 X
Purchased £1.82 |50.00 |Case |13 846 X
Purchased $3.64 |50.00 |Case |26 10 X
USDA £0.76 |50.00 |Case |19 6 X
UsSDA $1.48 |50.00 |Case |37 6 X
USDA £0.52 |50.00 |Case |13 6 X
USDA $0.56 |50.00 |Case |14 6 X
USDA $1.52 |50.00 |Case |38 6 X
<Prevll 2 2 HNext> |Pagelof3
-y (/\/\
| Cancel Order || Priﬁ/.’(ng List lm | View Cart
>
ve Vv
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On this page you will be required to entgwur name, your telephone number and your
email addressNOT the agency information We want the details of the specific
person who placed the order in case we have any questiddd.any instructions
specific to your order or notes to change/correct your pickup appointment in the
Commentsfield, for example: Pallet & Wpa Hand Load, or ich delivery you are on.
If you find you need to add to this ordBEFOREubmitting, clickShopping Listo

return to your order detail. When you are satisfied with your final order, Giokckout
to submit.

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




