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What iIs FFAVORS?

The Fresh Fruit and Vegetable Order/
Receipt System (FFAVORS) is a web
application used to order produce
through the USDA DOD Fresh Program.
This manual focuses on the transactions
and tools availlable to non-DOD
customers, such as schools, tribes, and
summer meal sites.



https://www.fns.usda.gov/fdd/usda-dod-fresh-fruit-and-vegetable-program

FFAVORS Access

Navigate to this address in the browser:
https://www.fns.usda.gov/fdd/fresh-fruits-and-vegetables-order-receipt-system-ffavors

USDA united States Department of Agriculture
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Food Distribution 0=

Programs and Services

> USDA Foods Processing Fresh Fruits and Vegetables Order Receipt System (FFAVORS)

= Commodity Supplemental Food
Program (CSFP) Maintenance Notice

> TR D) AT AU FFAVORS is scheduled for maintenance every Sunday from 4:00 PM through 2:00 AM Central Time. The
jieqemblelbiron ran site may be unavailable for periods during this maintenance time.

= Nutrition Services Incentive
Program (NSIP) IDs and Passwords

> Child Nutrition USDA Foods For access to FFAVORS, your current Department of Defense (DoD) Account Manager, DoD Field
TS Representative, and/or DoD Contracting Specialist must establish a user profile for each new user within

= Food Distribution Program on FFAVORS.

Indian Reservations (FDPIR)
Once added to FFAVORS, an email notification to the user with step by step instructions on how to create

the eAuthentication account will be generated. Without the profile in FFAVORS, the user will not gain
access to the application. For those that have an eAuthentication ID, the user profile must still be created
Food Distribution Resources in FFAVORS before accessing the site.

> USDA Foods Available Lists

v

The Emergency Food Assistance
Program (TEFAP)

If you have problems accessing FFAVORS or do not know your current DoD Account Manager, DoD Field
> Program Fact Sheets Representative, and/or DoD Contracting Specialist, please contact the FFAVORS help desk.

= State Contacts
= FFAVORS Login

= Web Based Supply Chain L
= Reset USDA eAuthentication Password

Management (WBSCM)



https://www.fns.usda.gov/fdd/fresh-fruits-and-vegetables-order-receipt-system-ffavors

FEAVORS Login

USIDA. United States Department of Agriculture

s Food and Nutrition Service
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Programs and Services

USDA Foods Processing
Commodity Supplemental Food
Program (CSFP)

USDA DoD Fresh Fruit &
Vegetable Program

Mutrition Services Incentive
Program (NSIP)

Child Nutrition USDA Foods
Programs

Food Distribution Program on
Indian Reservations (FDPIR)

The Emergency Food Assistance
Program (TEFAP)

Food Distribution Resources

USDA Foods Available Lists
Program Fact Sheets

State Contacts

Web Based Supply Chain '

Management (WB SCM)

Food Distribution

Fresh Fruits and Vegetables Order Receipt System (FFAVORS)

Maintenance Notice

FFAVORS is scheduled for maintenance every Sunday from 4:00 PM through 2:00 AM Central Time. The
site may be unawvailable for periods during this maintenance time.

IDs and Passwords

For access to FFAVORS, your current Department of Defense (DoD) Account Manager, DoD Field
Representative, and/or DoD Contracting Specialist must establish a user profile for each new user within
FFAVORS.

Once added to FFAVORS, an email notification to the user with step by step instructions on how to create
the eAuthentication account will be generated. Without the profile in FFAVORS, the user will not gain
access to the application. For those that have an eAuthentication ID, the user profile must still be created
in FFAVORS before accessing the site.

If you have problems accessing FFAVORS or do not know your current DoD Account Manager, DoD Field
Representative, and/or DoD Contracting Specialist, please contact the FFAVORS help desk.

Select FFAVORS Login.

= FFAVORS Login
T Resel USDA enutnentication Password




FEAVORS Login

eAuthentication Login

LincPass (PIV) ? User ID & Password ?

User ID: | 1

CLICK HERE TO

Password: | 1
LOG IN I forgot my User ID | Password

WITH YOUR

LincPass (PIV)

Change my Password

WARNING

Upon Login You Agree to the Following Information:

* You are accessing a U.5. Government information system, which includes (1) this
computer, (2) this computer network, (3) all computers connected to this network, and
(4) all devices and storage media attached to this network or to a computer on this
networle. This information system is provided for U.5. Government-authorized use only.

* Unauthorized or improper use of this system may result in disciplinary action, as well as
civil and criminal penalties.

+ By using this information system, you understand and consent to the following:

1. You have no reasonable expectation of privacy regarding any communications or
data transiting or stored on this information system. At any time, the government
may for any lawful government purpose monitor, intercept, search and seize any
communication or data transiting or stored on this information system.

2. Any communications or data transiting or stored on this information system may
be disclosed or used for any lawful government purpose.

3. Your consent is final and irrevocable. You may not rely on any statements or
informal policies purporting to provide you with any expectation of privacy
regarding communications on this system, whether oral or written, by your
supervisor or any other official, except USDA's Chief Information Officer.

Enter ‘User ID’.
Enter ‘Password’.
Select LOGIN button.

Tips:

Passwords expire
every 60 days.
Avoid saving
passwords in the
browser.

Make sure CAPS
Lock is not activated
to avoid difficulties.




FEAVORS Login

eAuthentication Login

LincPass (PIV) ? User ID & Password ?

User ID:

CLICK HERE TO

Password:
LOG IN ﬂ I forgot my User ID | Password
WITH YOUR

LincPass (PIV)

Change my Password

WARNING

Upon Login You Agree to the Following Information:

* You are accessing a U.5. Government information system, which includes (1) this
computer, (2) this computer network, (3) all computers connected to this network, and
(4) all devices and storage media attached to this network or to a computer on this
network. This information system is provided for U.5. Government-authorized use only.

* Unauthorized or improper use of this system may result in disciplinary action, as well as
civil and criminal penalties.

* By using this information system, you understand and consent to the following:

1. You have no reasonable expectation of privacy regarding any communications or
data transiting or stored on this information system. At any time, the government
may for any lawful government purpose monitor, intercept, search and seize any
communication or data transiting or stored on this information system.

2. Any communications or data transiting or stored on this information system may
be disclosed or used for any lawful government purpose.

3. Your consent is final and irrevocable. You may not rely on any statements or
informal policies purporting to provide you with any expectation of privacy
regarding communications on this system, whether oral or written, by yvour
supervisor or any other official, except USDA's Chief Information Officer.

To use the eAuthentication self-
service tools to recover login
information, click on the
appropriate link next to ‘I forgot
my User ID | Password.’

User ID: To retrieve an existing User
ID, the user will need to provide First
Name, Last Name, and Email. The
User ID(s) will be emailed.

Password: To set a new password,
the user will need to provide their
User ID and then the responses to
the established security questions.
Creating a new password will unlock
the account after too many failed
login attempts.




FEAVORS Login

USIDA. United States Department of Agriculture

s Food and Nutrition Service

Site Map = Advanced Search | Help | Search Tips | Ato Z Map
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Programs and Services
= USDA Foods Processing

Program (CSFP)
= USDA DoD Fresh Fruit &
Vegetable Program

Program (NSIP)

Programs

Program (TEFAP)

= Program Fact Sheets
= State Contacts

= Web Based Supply Chain
Management (WB SCM)

= Nutrition Services Incentive

= Food Distribution Program on
Indian Reservations (FDPIR)

= The Emergency Food Assistance

Food Distribution

Fresh Fruits and Vegetables Order Receipt System (FFAVORS)

= Commodity Supplemental Food

mw_om

]

| This is a shortcut to the eAuthentication password
reset tool. The user will need to provide their User ID
i and then the responses to their security questions.

> Child Nutrition USDA Foods 1 Creating a new password will unlock the account after
too many failed login attempts.

Once added to FFAVORS, an email notification to the user with step by step instructions on how to create

the eAuthentication account will be generated. Without the profile in FFAVORS, the user will not gain

access to the application. For those that have an eAuthentication ID, the user profile must still be created

Food Distribution Resources in FFAVORS before accessing the site.

= USDA Foods Available Lists

Representative, and/or DoD Contracting Spe

» FEAVORS |l ogin

‘ [- Reset USDA eAuthentication Password]

If you have problems accessing FFAVORS or do not know your current DoD Account Manager, DoD Field

Select Reset USDA
eAuthentication Password.




User Agreement & Registration

* The first time a user logs into the system, they will be
prompted with ‘Website User Agreement’ and
‘Registration’ screens.

 The new user clicks Yes to agree to the terms of the
User Agreement in order to begin placing orders through
FFAVORS.

 The user should review all information on the
‘Registration’ screen. If this is correct, select the
Register button. If the information needs to be changed,
select the Exit button. Please contact the DLA Account
Specialist or the FFAVORS Help Desk for assistance.




User Agreement & Reqgistration

Fresh Fruits And Vegetables Order Receipt System
WEBSITE USER AGREEMENT

TO ALL Fresh Fruits And Vegetables Order Receipt System WEBSITE USERS: PLEASE BE AWARE OF THE USER SECURITY RULES OF BEHAYIOR. BY VIRTUE OF
YOUR. USE OF Fresh Fruits And Yegetables Order Receipt System YWEBSITE, YOU ARE IN AGREEMENT OF THESE RULES.

Az a user of the Fresh Fruits and Yegetables Order Receipt System site, you agree to the following rules of behavior, The rules clearly delineate the responsibilities and
expectations for all individuals with access to the Fresh Fruits And Wegetables Order Receipt Systern site. Falure to comply with these rules may result in the termination of your
access to Fresh Fruits And Wegetables Order Receipt System and/or other sanctions as appropriate.

The below rules are not intended to replace existing local or DoD policies regarding network usage or internetfintranet access.

As a user of Fresh Fruits And Yegetables Order Receipt System:

I understand that [ am responsible for the security of my login ID and my password,

I understand that I may be held accountable for anything that occurs on Fresh Fruits

And wegetables Order Receipt Systemn under rmy login ID and password,

e I understand that passwords will not be shared or displayed on my workstation or PC.

I understand that if a password is written down, it will be protected with the same

care as used to protect the personal identification nurnber (PIMD for a credit card or bankcard,

I understand that passwords will not be electronically stored. This includes the use of "hot keys" and macros that are intended to “shortcut” the authentication process.

I understand that access is granted on need-to-know ar least priviege basis. T will not attempt to circumvent established security configurations to gain more access.

1 understand that [ will not modify my PC configuration settings to circumvent established security practices.

I will not atterpt to run "sniffer” or hacker-related tools on Fresh Fruits And YWegetables Order Receipt System.

If I observe anything on the system while I arn wusing Fresh Fruits and Yegetables Order Receipt Systemn that indicates inadequate security, I wil irnrmediately notify the

Fresh Fruits &nd Wegetables Order Receipt System systemn administrator and my local ISSOfISSM or other authorized computer security personnel,

s I understand that use of Fresh Fruits &nd Yegetables Order Receipt Systern constitutes consent to monitaring, Fresh Fruits And Yegetables Order Receipt Systemn is
ronitored to ensure that use is authorized and that users follow security procedures. Monitoring is also performed to see if hackers have gained access to computers.

e 1 will handle all sensitive information on an appropriate basis,

o I will comply with all security guidance issued by the Fresh Fruits And Wegetables Order Receipt System systern administrataor,

Your Fresh Fruits And Yegetables Order Receipt System registration is conditional upon your acceptance of these terms, which we suggest you print and file
for your records.

Do you accept these terms?
Select Yes. ‘ o




User Agreement & Registration

Selection Page for Multiple FFAVORS Accounts

You have successfully logged into FFAVORS; however, multiple user FFAVORS accounts were found.
Please select the FFAVORS User ID you wish to link to. Only FFAVORS accounts that have not been
previously linked will be displayed.

Customer YVAG24 TODD JONES
Customer YVAG25 TODD JONES
) Customer YVAG25 TODD JONES
\\ /)

Users who order for multiple customer organizations may have more
than one profile. They will be prompted to select which FFAVORS user
profile to link to the current User ID.

The customer organization is identified in the ‘Customer Code’ and
‘Customer Name’ columns. Select from the available ‘FFAVORS User
ID’ numbers to proceed.

11



User Agreement & Registration

Confirmation

Please confirm your selection.

FAVVORS User ID 100214

Role : Customer
Customer Code : YVAG24
Customer Name : TODD JONES

!

Confirm ]| Cancel

After choosing from the list of
available FFAVORS profiles, select
the Confirm button to continue.

To return to the selection screen,
select Cancel.

12



User Agreement & Registration

User Registration

Application User Data

User ID: 100215

Email Address™]| TJones @favorsschool org Confirm that the Application User
First Name: TODD Data appears correct. The user
Last Name: JONES may update the email address, if
Citizenship: United States need ed.

Designation Of Person: Civilian

Customer Demographics
Customer Code: YVAG25

e TR If the Customer Demographics data is
County: BEDFORD incorrect or other changes are required,
Address 1: 1 SCHOLAR LANE select Exit and contact the DLA Account
Address 2: Specialist or the FFAVORS Help Desk to
ciov: FOREST assist with linkage issues between the
. o eAuthentication and FFAVORS.

Register Exit




User Agreement & Registration

User ID:

Email Address”
First Name:
Last Name:
Citizenship:

Designation Of Person:

Customer Code:
Customer Name:
County Code:
County:

Address 1:
Address 2:

Citty:

State:

Fip Code:

User Registration

Application User Data

100215

TJones@ffavorsschool.org

TODD
JOMNES
United States

Civilian

Customer Dem

YWAB2E

FOREST ELEMENTARY
044

BEDFORD

1 SCHOLAR LAME

FOREST
Virginia

24551

Select Register.

Once registered, the eAuthentication
User ID is linked to the selected
FFAVORS profile. Users cannot undo
this link.

Contact the DLA Account Specialist or
the FFAVORS Help Desk to assist with
linkage issues between the
eAuthentication and FFAVORS.

—

Register

Exit

14



customer Homepage

Date: Wednesday, April 3, 2019

Customer Homepage Last Login: Friday, September 28, 2018 8:08:22 AM

|'Welcome, SURPLUS DIST SECTION, NH

Please select from the following options:

lomders ] Please Read (updated on 4/7/2019)

Place a New Order

Modify Pending Order The following changes have been made in FFAVORS:

Edit Receipts

View an Order = A new reason, NON U.S, ITEM DELIVERED, has been added as a choice when editing receipts.
Current Fund Balances Please use this code when rejecting product due to being non-domestic.

Product News Flashes

i !! i i . - e
Email Account Specialist If vou have guestions, please ask your FFAVORS account representative or email

the FFAVORS help desk.

[Reports

Usage Repaorts
Budget Balance/Spent
Catalog

Organization/POC Listing

User Listing Confirm the customer organization linked to the
[E | profile. If this needs to be updated, contact the
Hirprofle DLA Account Specialist or the FFAVORS Help
Desk for assistance.

Contact FFAVORS Help Desk

15



customer Homepage

Help Logout

Date: Wednesday, April 3, 2019

Customer Homepage Last Login: Friday, September 28, 2018 8:08:22 AM

Welcome, SURPLUS DIST SECTION, NH

Please select from the following options:

,/
/ \

lomders ] Please Read (updated on 4/7/2019)

Place a New Order
Modify Pending Order The following changes have been made in FFAVORS:

Edit Receipts
View an Order = A new reason, NON U.S, ITEM DELIVERED, has been added as a choice when editing receipts.

Current Fund Balances Please use this code when rejecting product due to being non-domestic.
Product News Flashes

i i i . - e
Email Account Specialist If vou have guestions, please ask your FFAVORS account representative or email

the FFAVORS help desk.
Repors —/

Usage Repaorts
Budget Balance/Spent

Catalog
Organization/POC Listing

User Listing

(Mot Check for important announcements.

My Profile

Contact FFAVORS Help Desk




customer Homepage

What can | do in FFAVORS?

Place orders for my organization or on behalf of
customers (district/county users only).

Change or delete pending orders.

View past or pending orders.

Edit and review receipts on delivered orders.
Display current fund balances.

View latest product news flashes.

Contact my DLA Account Specialist or the FFAVORS
Help Desk.

Run reports on orders, funds, or catalog history.

View the most up-to-date version of this manual.
17



customer Homepage

To return to the Customer Homepage from elsewhere in the
main application select Home from the menu in the upper right
corner of the screen.

Home Help Logowt

To return to the Customer Homepage from within the ordering
process, select Return to home page from the green menu on
the left side of the screen.

Return to home page

18



Orders

The screenshots shown throughout this manual show
examples from district and school customers participating
In the National School Lunch Program (NSLP).

The general steps are similar for other FFAVORS
customers, including:

e Participants in the Summer Food Service Program
(SFSP)

e Participants in the Food Distribution Program on Indian
Reservations (FDPIR)

« Military customers

19



Orders

 Many of the activities available under the ‘Order’ heading
open a separate ordering process with an internal
navigation menu (green bar) on the left side of the
screen.

e District users only: To switch to another customer
account without exiting the ordering process, use the
Select a different customer.

o After completing transactions in the ordering process,
use the Return to home page links to return to the main
menu.

20



Rules for Ordering

A new catalog Is created each Sunday.

The catalog can be used to place orders for the following
two weeks.

Deliveries are available Monday through Friday only.
There are no weekend deliveries.

There Is a required three (3) business day prep time
between order and delivery date.

The earliest available Requested Delivery Date (RDD)
will be the fourth business day from the order date.

Please direct questions about the available RDDs to the
DLA Account Specialist.

21



Rules for Ordering

Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
23 24 25 26 27 28 20
Catalog . S
L ’ /
Q) @ @ = \¢
Created - /N
Sunday Monday Tuesday Wednesday Thursday Friday Satrday
30 31 I 2 3 4 5
1\ lr‘.-’ ’ r\ ‘.:J
J \ o - x - \:1-: A ke J \\.v

EXAMPLE 1: Order placed on Monday the 24t

*The 3 business day prep period excludes the 25", 26", and 27,
*The first available RDD is Friday the 28t.

 Deliveries are not available on weekends.

e Available RDDs are the 28" and the 31st through the 4™,

22



Rules for Ordering

Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
23 24 25 26 27 28 29
Catalog
o oy
® @ @ ® 7
Created N
Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday

30 31 ] 2 3 4
\ ¥ N N N
Y Q) Y = < N

EXAMPLE 2: Order placed on Thursday the 28t

*The 3 business day prep period excludes the 28", 31st, and 15,
*The first available RDD is Wednesday the 2nd,

 Deliveries are not available on weekends.

* Available RDDs are the 2" through the 4.

23



Place a New Order

From the Customer Homepage,
select the Place a New Order link
under the ‘Orders’ menu.

Place a New Order
Modity Pending order

Edit Receipts

View an Order

Current Fund Balances
Product News Flashes
Email Account Specialist

Usage Reports
Budget Balance/Spent

Catalog
Organization/POC Listing

User Listing

My Profile

‘ Place a New Order ]

Edit Receipts

View an Order

Maodify Pending Order

Product Mews Flashes

Current Fund Balances

Email Account

Specialist

From within the FFAVORS
ordering process, select the
Place a New Order link on the
green menu on the left.

24



Place a New Order

Customer Selection Screen

Select the Customer:

District/Customer: BARROW COUNTY

‘ Customer:

Cao

District users only:

Select from the customers
assigned to the district to
continue with the order.

- APALACHEE #HIGH SCHOOL
YGA310 - AUBURN #ELEMENTARY
YGA312 - BETHLEHEM #ELEMENTARY
YGAS13 - BRAMLETT #ELEMENTARY
YGA314 - COUNTY LINE ELEMENTARY
¥GA315 - EARLY & LEARNING CENTER
¥GA316 - HAYMON MORRIS MIDDLE SCHOOL
YGA31Y - HOLSENBECK ELEMENTARY
YGAILE - KENNEDY ELEMENTARY

YGAZ1D - RUSSELL MIDDLE SCHOOL

¥GA320 - STATHAM ELEMENTARY

YGATBI1 - TEST FOR BARROW

YGATST - TEST FOR BUDGET

¥T9001 - TEST FOR QUST

YGA321 - WESTSIDE MIDDLE SCHOOL
YGAZ23 - WINDER BARROW HIGH SCHOOL

- WINDER BARROW MIDDLE SCHOOL
- YARGO ELEMENTARY

Date: Tuesday, February 16, 2016

25



Place a New Order

Home Help Logout

Date: Tuesday, February 16, 2016

Customer Selection Screen

Select the Customer:

District/Customer: BARROW COUNTY

Customer: | YGA310 - AUBURN #ELEMENTARY ik

‘ Proceed ]

Contact FFAVORS Help Desk

District users only:
Once a customer is chosen, select Proceed.




Place a New Order

Aside from the header, the remaining screens will be
similar for both district users and other customers.

Customer Header:

<Customer>

AUBURN ELEMENTARY

District Header:

<District> Ordering for <Customer>

BARROW COUNTY Ordering for AUBURN #ELEMENTARY

27



Place a New Order

+ [ ® School Lunch O Summer Feeding]

If more than one program is available, choose the
appropriate radio button for this order.

28



Place a New Order

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

Order for DZ043 TECHNOLOGY BRANCH

The minimum order for this vendor is $199

Select the Requested Delivery Date for your order:

Requested Delivery Date : | Thu 10/4/2018 V|

Go Shopping ]

)

Select from the available options in the ‘Requested Delivery
Date’ dropdown list. These dates are based on the Rules
for Ordering. Then, click on the Go Shopping button.

29



Place a New Order

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

Order for D7043 TECHNOLOGY BRANCH for delivery on 10/4/2018

The minimum order for this vendor is $199

( Fund Balance for NSLP \

|| state § || Federal $ |
| Starting Balancel|  $0.00|[  $800.00]
ISpent, Previous Orders|  $0.00| £0.00]
|  Cost, This Orded|  30.00]| £0.00|

\| Remaining Balance||  $0.00]| $snn.nnu

The vendor’s minimum order value and the available ‘Fund Balance’ for
the selected program are displayed at the top of the ordering screen.
This may reflect shared federal funds for a group of customers. Contact
the school district, state agency, or the FEFAVORS support team to
inquire about or report problems with the fund balance.

Note: The starting/remaining balance does not apply to tribes and
military customers.

30


http://www.fns.usda.gov/fdd/food-distribution-contacts

Place a New Order

To add items to the cart, enter the number of cases
wanted in the CASE QTY column under the list of
‘Available Items’.

Available Items:

Enter desired case gty for item(s) below and then click the Add Items To Cart button at bottom of catalog.
Items already in your shopping cart will not appear below.
Click State Abbreviation Lookup for State of Origin reference.

(aaseqry | DEM DESCRIPTION comrs | e SAESC | runp souRce
[ T| 14144 |APPLE CHLSL200/2 0ZPG ***[OCAL GROWN *** 25 LB $3.57 PA ®Fed | state
[ | 14a15 |APPLEG/D 163CT 1f40LBCS ***LOCAL GROWN *+* 40 LB $5.12 PA ®Fed  State
[ ]| 14A14 | APPLER/D163CT1/40LBCS ***LOCAL GROWN *** 40 LB $5.55 PA @Fed | tate
[ | 14M32 CARROT12/2LEBG ***LOCAL GROWN *** 24 LB $12.44 VA ®Fed  State
[ ]| 14M33 |CARROTWHL1/SLBBG ***LOCAL GROWN *+* 518 $3.50 DE, VA ®@red  State
[ | 35569 | EGGS,SHELL,FRESH,DZ MED 15 CO $7.25 ®Fed  State
[ ]| 15p24 |LEMON 12 CT 1/2 LB BG 218 $12.00 ®Fed  State
| 1see ;%L:EE CHL ICEBERG TRM 6 CT 4/7.5 LB PG *** LOCAL e $12.50 o ®red  state
I—J 15A27 ﬂgﬁiﬂﬁm”“% CROWNS 1/10LB CS  ***LOCAL 10 LB $9.99 VA ®Fed  state




Place a New Order

Available Items:

Enter desired case gty for item(s) below and then click the Add Items To Cart button at bottom of cataloeg.
Items already in your shopping cart will not appear below.
Click State Abbreviation Lookup for State of Origin reference.

:

CASE CASE STATE OF
DESCRIPTION CONTENTS PRICE ORIGIN FUND SOURCE

CASE QTY

]
=]
=)
M

Users may sort the catalog by ITEM CODE, DESCRIPTION,
CASE CONTENTS, CASE PRICE, or STATE OF ORIGIN.
Select the corresponding header to sort. Select the same
header to reverse the sorting order. By default, the items in
the current vendor catalog are displayed alphabetically by
DESCRIPTION.

32



Place a New Order

Users may also filter the items displayed from the catalog by
searching for an ‘Item Code’ or using a keyword search with
the ‘Description’ (e.g., pear, red). At the bottom of the list,
enter the keyword(s), and select Search. To undo the filter,
select Show All.

[ ] 14861 |SQUASH YELLOW 1/20 LB C5 20 LB $4.44 cT ®Fed  'State

[ ] 1462 | SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $2.95 cT ®Fed  state

[ 1| 1413 | TANGERINE FALL GLOW 100 CT, 1/35 Ib cs 3516 $11.33 FL ®Fed | State
[ ® pescription ) Item Code | | | Search Show All ]

‘ Add Items To Cart | ‘ Load Favorite Cart | ‘ Clear Form |

33



Place a New Order

Select Clear Form to remove
all previously entered values
in the CASE QTY column
and start over.

L 1
[
L 1

14461 | SQUASH YELLOW 1/20 LE C5 20 LB $4.44 cT ®Fed
14462 | SQUASH ZUCCHINI MED 1/20 LB C5 20 LB $2.95 cT ®Fed
14F13 | TAMGERINE FALL GLOW 100 CT, 1/35 Ib cs 35 LB $11.33 FL (®Fed

State

State

State

® Description

O Ttem Code | | ‘ Search H Show All |

‘ Add Items To Cart | ‘ Load Favorite Cart ||‘ Clear Form ||

34



Place a New Order

After the all quantities have been
entered, select Add ltems To Cart to

move these items and quantities to the
current shopping cart.

[ ] 14861 |SQUASH YELLOW 1/20 LB C5 20 LB $4.44 cT ®Fed  'State
[ ] 1462 | SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $2.95 cT ®Fed  state
[ 1| 1413 | TANGERINE FALL GLOW 100 CT, 1/35 Ib cs 3516 $11.33 FL ®Fed | State
® Description O Ttem Code | | ‘ Search | ‘ Show All |
r D
Add Items To Cart Load Favorite Cart | ‘ Clear Form |

35



Place a New Order

For items ordered on a regular basis, users
may load a previously saved Favorite Cart.
Select Load Favorite Cart to open the
selection dialog for saved carts.

[ ] 1461 |SQUASH YELLOW 1/20 LB C5 20 LB $4.44 cT ®Fed  state

[ ] 1462 | SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $2.95 €T ®Fed  State

[ 1| 14Fi3 | TANGERINE FALL GLOW 100 CT, 1/35 Ib cs 3518 $11.33 FL ®Fed  'state
@® Description ) Item Code | | ‘ Search | ‘ Show All |

‘ Add Ttems To Cart | ‘ Load Favorite Cart |]‘ Clear Form |
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Place a New Order

Please select a saved cart by clicking on the cart name:
SAVED CARTS

| pr—

CART NAME OWNER OF SAVED CART DELETE FAVORITE CART ] OVERWRITE FAVORITE CART
JsM1 AUBURN #ELEMENTARY . Delete
testl AUBURN #ELEMENTARY Delete
testlacty BARROW COUNTY Delete
testiaall COUNTY LEVEL ORDERING OFFICE Delete
See—

Or, Select Continue to go back to the Shopping Cart and Cancel the Saving of a Favorite Cart:

‘ Continue Shopping ‘

Select a favorite cart from the CART NAME column in the list of ‘Saved

Carts’ to add the items and quantities to the current shopping cart.

Note: This will overwrite any items previously added to the current cart.

Other available actions:

* To return to the current shopping cart without loading a favorite

cart, select Continue Shopping.

o Select Delete to remove a favorite cart that is no longer needed.
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Place a New Order

CART

If you make changes to the cart, you MUST click "Update Cart" for them to take effect.
To remove an item from your cart, change order quantity to zero and click "Update Cart".

Click "Proceed to Check " ans.
men DESCRIPTION EAEAESE A
14415 |APPLE G/D 163 CT 1/40 LB C5  *** LOCAl GROWN *+* 40 LB $5.12 £5.12 PA ®Fed | State
14414  APPLE R/D 163 CT 1/40 LB C5 *** LAl GROWN *** 40 LB $5.55 $11.10 PA 'iiﬁi'Fed State
15429 '&%ﬁiﬂbmww TRMG CT4/7.5L8PG  ***LOCAL 3018 $12.50 $12.50 VA (®Fed | state
15P58 | PEPPER SWT YELBELL LG 1/11LBCS 1118 $6.89 $6.89 VA ®Fed | State
14462 | SQUASH ZUCCHINI MED 1/20 LB C5 20LB $2.95 $2.95 cT ®Fed | State

Update Cart | | Save Favorite Cart | | Proceed To Checkout | | Empty Cart

Fund Balance for NSLP

|| state $ |[ Federal $ |
| Starting Balancel|  $0.00][  $230.00]
[Spent, Previous Orders|  $0.00|| £0.00|
[ Cost, This Orderd|  $0.00]| $38.56]
[ Remaining Balance|  $0.00]] $191.44

The items and quantities in the current shopping cart are displayed at the
top of the screen. The ‘Fund Balance’ table shows the current cart total.
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Place a New Order

CART

If you make changes to the cart, you MUST click "Update Cart" for them to take effect.
To remove an item from your cart, change order quantity to zero and click "Update Cart".
Click "Proceed to Checkout” when your cart contains ALL your desired items.

cope DESCRIFTION = ] o

14A15 | APPLE G/D 163 CT 1/40 LB CS *** LOCAL GROWN *** 4018 $5.12 $5.12 PA ®Fed  State
14A14 |APPLER/D 163 CT /40 LBCS ***LOCAL GROWN *** 4018 $5.55 $11.10 PA (®Fed  state
15429 '&%ﬁﬁ?ﬂ;mEEERG TRM 6 CT4/7.5LBPG **LOCAL 30 LB $12.50 $12.50 VA ®Fed | state
15PS8 | PEPPER SWT YELBELL LG 1/11LBCS 1118 $6.89 $6.89 VA ®Fed  state
14A62 | SQUASH ZUCCHINI MED 1/20 LB €5 2018 s295 \([__ 1)) s2s9s cT ®Fed  state

|| Update Cart ||| Save Favorite Cart | | Proceed To Checkout | | Empty Cart |

Fund Balance for NSLP

|| state $ |[ Federal $ |
| Starting Balancel|  $0.00][  $230.00]
[Spent, Previous Orders|  $0.00|| £0.00|
[ Cost, This Orderd|  $0.00]| $38.56]
[ Remaining Balance|  $0.00]] $191.44

To update quantities of items in the shopping cart,
change the value in the CASE QTY column. To
remove an item, change the value to zero (0).
Select Update Cart to apply changes to the cart.
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Place a New Order

To add new items to the shopping cart, change the value in the ‘Case
QTY’ column in the list of ‘Available Items’ in the lower section.

Available Items:
Enter desired case gty for item(s) below and then click the Add Items To Cart button at bottom of catalog.
Items already in your shopping cart will not appear below.
Click State Abbreviation Lookup for State of Origin reference.
caseory | IEM DESCRIPTION x| aE | TAES | runp souRce
[ T| 14144 |APPLE CHLSL200/2 0ZPG ***[OCAL GROWN *** 25 LB $3.57 PA ®Fed | state
[ | 1#a15 APPLE G/D 163 CT 1/40LBC5 *** [OCAL GROWN *+* 40 LB $5.12 PA ®Fed  State
[ ]| 14A14 | APPLER/D163CT1/40LBCS ***LOCAL GROWN *** 40 LB $5.55 PA @Fed | tate
[ | 14M32 |CARROT 12/2LBBG ***LOCAL GROWN *** 24 1B $12.44 VA ®Fed  State
[ ]| 14M33 |CARROTWHL1/SLBBG ***LOCAL GROWN *+* 518 $3.50 DE, VA ®@red  State
ll:J 35569 | EGGS,SHELL,FRESH,DZ MED 15 CO $7.25 ®Fed  State

Tools for sorting and searching the list of available items are
available. Click Add Items to Cart to apply changes to the cart.

(®) Description Item Code [ | | search |[ Show All |

Add Items To Cart | [ Load Favorite Cart | Clear Form |
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Place a New Order

CART

If you make changes to the cart, you MUST click "Update Cart" for them to take effect.
To remove an item from your cart, change order quantity to zero and click "Update Cart".
Click "Proceed to Checkout” when your cart contains ALL your desired items.

oot bescaurion commnrs | e | oy | M | ey | o

1415 | APPLE G/D 163 CT 1/40 LB €5 *** LOCAL GROWN *** 40 LB §5.12 §5.12 PA ®Fed | State

14414 | APPLE R/D 163 CT 1/40 LB C5  *** [OCAL GROWN *** 40 LB $5.55 $11.10 PA (®Fed  State

15429 '&%ﬁﬁ?ﬂ;mEEERG TRMECT4/75LBPG ***LOcAL 30LB $12.50 $12.50 VA (®Fed | State

15P58 | PEPPER SWT YELBELL LG 1/11LBCS 11LB $6.89 $6.89 VA ®Fed | State

14462 | SQUASH ZUCCHIMI MED 1/20 LB CS 20 LB $2.95 $2.95 cT ®Fed | State
Update Cart Save Favorite Cart |J | Proceed To Checkout | | Empty Cart |

Fund Balance for NSLP

|| state $ |[ Federal $ |
| Starting Balancel|  $0.00][  $230.00]
[Spent, Previous Orders|  $0.00|| £0.00|
[ Cost, This Orderd|  $0.00]| $38.56]
[ Remaining Balance|  $0.00]] $191.44

If these items and quantities will be ordered again,
the user may save this information for future
convenience. Select Save Favorite Cart to open
the favorite carts screen.
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Place a New Order

District users may select who can access this saved cart:
 Current School Only — ‘For Use Only By The Select School’
o District Only — ‘For Use Only By This County’
e District-wide — ‘For Use By This county and By All of Its Schools’

To create a new favorite cart, enter a name and select Save.

Click below to overwrite the contents of an existing cart:
EXISTING FAVORITE CARTS

CART NAME OWNER OF SAVED CART | DELETE FAVORITE CART . OVERWRITE FAVORITE CART
JSM1 | AUBURN #ELEMENTARY | Delete | OVERWRITE with current cart
testl | AUBURN #ELEMENTARY Delete | OVERWRITE with current cart

testlacty | BARROW COUNTY | Delete | OVERWRITE with current cart
testlaall COUNTY LEVEL ORDERING OFFICE Delete OVERWRITE with current cart

Or, Enter a New Favorite Cart Name to Save to:

I | [sove
@'Fo_r_ Use Only By The Selected School

(UFor Use Only By This County
(UFor Use By This County and By All of Tts Schools

Or, Select Continue to go back to the Shopping Cart and Cancel the Saving of a Favorite Cart:

Continue Shopping
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Place a New Order

To replace an existing favorite cart with the current
items and quantities, select OVERWRITE with
current cart.

Note: This cannot be undone.

Click below to overwrite the contents of an existing cart:
EXISTING FAVORITE CARTS

y N\
CART NAME OWNER OF SAVED CART | DELETE FAVORITE CART . OVERWRITE FAVORITE CART
JSM1 | AUBURN #ELEMENTARY | Delete | OVERWRITE with current cart
testl | AUBURN #ELEMENTARY Delete | OVERWRITE with current cart
testlacty | BARROW COUNTY | Delete | OVERWRITE with current cart
testlaall COUNTY LEVEL ORDERING OFFICE Delete OVERWRITE with current cart
- -

Or, Enter a New Favorite Cart Name to Save to:

| |

'@'Fq_r_\Use Only By The Selected School
(_For Use Only By This County
(OFor Use By This County and By All of Tts Schools

Or, Select Continue to go back to the Shopping Cart and Cancel the Saving of a Favorite Cart:

Continue Shopping
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Place a New Order

Other available actions:
* To return to the current shopping cart without saving a
favorite cart, select Continue Shopping.
« Select Delete to remove a favorite cart that is no longer
needed.

Click below to overwrite the contents of an existing cart:

EXISTING Fw

CART NAME OWNER OF SAVED CART | DELETE FAVORITE CART . OVERWRITE FAVORITE CART
JSM1 | AUBURN #ELEMENTARY | Delete | OVERWRITE with current cart
testl | AUBURN #ELEMENTARY Delete | OVERWRITE with current cart

testlacty | BARROW COUNTY | Delete | OVERWRITE with current cart
testlaall COUNTY LEVEL ORDERING OFFICE Delete OVERWRITE with current cart
N -

Or, Enter a New Favorite Cart Name to Save to:

| |

'@'Fq_r_\Use Only By The Selected School
(_For Use Only By This County
(OFor Use By This County and By All of Tts Schools

Or, Select Continue to go back to the Shopping Cart and Cancel the Saving of a Favorite Cart:

[‘ Continue Shopping ‘]
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CART

If you make changes to the cart, you MUST click "Update Cart" for them to take effect.
To remove an item from your cart, change order quantity to zero and click "Update Cart".
Click "Proceed to Checkout” when your cart contains ALL your desired items.

oot bescaurion commnrs | e | oy | M | ey | o

1415 | APPLE G/D 163 CT 1/40 LB €5 *** LOCAL GROWN *** 40 LB §5.12 §5.12 PA ®Fed | State

14414 | APPLE R/D 163 CT 1/40 LB C5  *** [OCAL GROWN *** 40 LB $5.55 $11.10 PA (®Fed  State

15429 '&%ﬁﬁ?ﬂ;mEEERG TRMECT4/75LBPG ***LOcAL 30LB $12.50 $12.50 VA (®Fed | State

15P58 | PEPPER SWT YELBELL LG 1/11LBCS 11LB $6.89 $6.89 VA ®Fed | State

14462 | SQUASH ZUCCHIMI MED 1/20 LB CS 20 LB $2.95 $2.95 cT ®Fed | State
Update Cart | | Save Favorite Cart | | Proceed To Checkout | Empty Cart |

Fund Balance for NSLP

|| state $ |[ Federal $ |
| Starting Balancel|  $0.00][  $230.00]
[Spent, Previous Orders|  $0.00|| £0.00|
[ Cost, This Orderd|  $0.00]| $38.56]
[ Remaining Balance|  $0.00]] $191.44

At any time before checkout, the user may select
Empty Cart to start over. This will remove all
items and quantities from the shopping cart.
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Place a New Order

CART

If you make changes to the cart, you MUST click "Update Cart" for them to take effect.
To remove an item from your cart, change order quantity to zero and click "Update Cart".
Click "Proceed to Checkout” when your cart contains ALL your desired items.

= oescruprion | 2 [ B [ TE] o

14415 | APPLE G/D 163 CT 1/40 LB €5 *** LOCAL GROWIN *+* 40 LB $5.12 $5.12 PA ®Fed | State

14414  APPLE R/D 163 CT 1/40 LB C5 *** LAl GROWN *** 40 LB $5.55 $11.10 PA ':E'Fed State

15429 '&%ﬁiﬂbmww TRMG CT4/7.5L8PG  ***LOCAL 30LB $12.50 $12.50 wA (®Fed | state

15P58 | PEPPER SWT YELBELL LG 1/11LBCS 1116 $6.89 $6.89 VA ®Fed | State

14462 | SQUASH ZUCCHINI MED 1/20 LE C5 20 LB $2.95 $2.95 cT ®Fed | state
Update Cart | | Save Favorite Cart | Proceed To Checkout | Empty Cart |

Fund Balance for NSLP

|| state $ |[ Federal $ |
| Starting Balancel|  $0.00][  $230.00]
[Spent, Previous Orders|  $0.00|| £0.00|
[ Cost, This Orderd|  $0.00]| $38.56]
[ Remaining Balance|  $0.00]] $191.44

When ALL items and quantities to be ordered are
in the shopping cart, select Proceed to Checkout.
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Place a New Order

On the ‘Order Confirmation Screen’ verify the order data,
Including items, quantities, fund availability to cover the cost
of this order. If the vendor’s minimum order value is not

met, a message displays below the ‘Fund Balance’ table.

THIS ORDER IS NOT PLACED UNTIL CONFIRMED BELOW!!!

CART
o pescrrpTioN | comers | o | G | A | parmor | e,
14415 | APPLE G/D 163 CT 1/40 LB C5 *¥¥ LOCAL GROWWN ¥+ 40 LB $5.12 ﬁ 55.12 PA ® Fed State
14414 | APPLER/D 163 CT 1/40 LB C5 *** LOCAL GROWN **= 40 LB £5.55 |—2 $11.10 PA ® Fed State
15429 E;E'R_{';L:EE CHL ICEBERG TRM 6 CT 4/7.5 LB PG =" LOCAL 30LB s1250 [ 1| s125 VA ®Fed ' State
15P58 | PEPPER SWT YELBELL LG 1/11LBCS 11 LB £6.89 ﬁ £6.89 VA ® Fed State
14462 | SQUASH ZUCCHINI MED 1/20 LB C5 20 LB $2.95 ﬁ $2.95 T ® Fed State

Fund Balance for NSLP

|| state $ || Federal § |
| Starting Balancel|  s0.00][  $230.00]
[spent, Previous Orders]|  $0.00|| $0.00]
[ Cost, This Order|  $0.00]| £38.56
[ Remaining Balance]|  $0.00]]  $191.44

This order may not be accepted by the vendor because it falls below the minimum dollar value of $50.
To confirm the order As Is, Select 'Confirm Order’. To adjust the order, select "Continue Shopping'.

| Confirm Order | ‘ Continue Shopping
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To make changes to the order, select the Continue
Shopping button to return to the shopping cart.

THIS ORDER IS NOT PLACED UNTIL CONFIRMED BELOW!!!

CART
ITEM CASE CASE CASE | ACTUAL | STATE OF FUND
CODE LESDIIMII CONTENTS | PRICE QrY COST ORIGIN SOURCE
14A15 |APPLE G/D 163 CT 1/40 LB CS *** [OCAL GROWN *+* 4018 $5.12 1 512 PA ®Fed | State
14A14 |APPLE R/D 163 CT L/40 LB CS *** LOCAL GROWN *** 4018 $5.55 2| $1L.10 PA ®Fed | State
EEE
1549 | LETTUCE CHL ICEBERG TRM 6 CT 4/7.5 L6 PG Locat - 412,50 7| 1250 s red Ostote
GROWN

15PS8 | PEPPER SWT YELBELL LG 1/11LBCS 1118 $6.89 1 $6.89 VA ®Fed State
14462 | SQUASH ZUCCHINI MED 1/20 LB CS 2018 $2.95 1 $205 cT ®Fed | State

Fund Balance for NSLP

|| state $ || Federal § |

| Starting Balancel|  s0.00][  $230.00]

[spent, Previous Orders]|  $0.00|| $0.00]

| Cost, This Order] $0.00][ £38.5¢

[ Remaining Balance]|  $0.00]]  $191.44

This order may not be accepted by the vendor because it falls below the minimum dollar value of $50.
To confirm the order As Is, Select 'Confirm Order’. To adjust the order, select "Continue Shopping'.

~

~

i Confirm Order

Continue Shopping
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To confirm all details and place the order, select the

Confirm Order button.

THIS ORDER IS NOT PLACED UNTIL CONFIRMED BELOW!!!

CART
ITEM CASE CASE CASE | ACTUAL | STATE OF FUND
CODE ‘ LESDIIMII ‘ CONTENTS ‘ PRICE ‘ QrY COST ‘ ORIGIN ‘ SOURCE
14A15 |APPLE G/D 163 CT 1/40 LB CS *** [OCAL GROWN *+* 4018 $5.12 1 512 PA ®Fed | State
14A14 |APPLE R/D 163 CT L/40 LB CS *** LOCAL GROWN *** 4018 $5.55 2| $1L.10 PA ®Fed | State
EEE
1549 | LETTUCE CHL ICEBERG TRM 6 CT 4/7.5 L6 PG Locat - 412,50 7| 1250 s red Ostote
GROWN

15PS8 | PEPPER SWT YELBELL LG 1/11LBCS 1118 $6.89 1 $6.89 VA ®Fed State
14462 | SQUASH ZUCCHINI MED 1/20 LB CS 2018 $2.95 1 $205 cT ®Fed | State

Fund Balance for NSLP

|| state $ || Federal § |
| Starting Balancel|  s0.00][  $230.00]
[spent, Previous Orders]|  $0.00|| $0.00]
[ Cost, This Order|  $0.00]| £38.56
[ Remaining Balance]|  $0.00]]  $191.44

This order may not be accepted by the vendor because it falls below the minimum dollar value of $50.
To confirm the order As Is, Select 'Confirm Order’. To adjust the order, select "Continue Shopping'.

Confirm Order ] ‘ Continue Shopping
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I Order Successfully Created. I
AUBURN ELEMENTARY
Thank you! Your order has been placed!

Order Detail

Order Summary For: YWAGT 1

Order Confirmation Number: |[F18270000006

IProgram: NSLH

Requested Delivery Date: Oct 04, 2018

Order Date: Sep 27, 2018

CART
ITEM SCRI CASE CASE CASE ACTUAL STATE OF FUND
CODE DE PTION CONTENTS | PRICE Qry CoSsT ORIGIN SOURCE
14415 | APPLE G/D 163 CT 1/40 LB C5 =% LOCAL GROWN *+¥ 40 LB $5.12 2 $10.24 PA ® Fed State
14414 | APPLE R/D 163 CT 1/40 LB C5 *¥¥ [OCAL GROWN *+%* 40 LB £5.55 2 $11.10 PA ® Fed State
Y r sk ak
15429 LETTUCE EiHL ICEBERG TRM 6 CT 4/7.5 LB PG LOCAL 30 LB £12.50 ,—3 $37.50 VA ® Fed State
GROWN *+*

15P58 | PEPPER SWT YELBELL LG 1/11LBCS 11 LB $6.89 2 $13.78 VA ®Fed  State
14462 | SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $2.95 2 $5.90 CT ® Fed State

The order is complete. Make note of the ‘Order Confirmation Number’ for
your records. To print a copy of the order summary, use the browser’s print
function or press CTRL + P to open its printing menu.

If you have opted in via My Profile, you will receive email notification for the
new order.
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Order Successfully Created.

AUBURN ELEMENTARY

Thank you! Your order has been placed!

Order Detail

Order Summary For: YWAGT 1

Order Confirmation Number: |[F18270000006

IProgram: NSLRA

Requested Delivery Date: Oct 04, 2018

Order Date: Sep 27, 2018

CART
ITEM CASE CASE CASE ACTUAL STATE OF FUND
CODE DESCRIPTION CONTENTS | PRICE Qry CoSsT ORIGIN SOURCE
14415 | APPLE G/D 163 CT 1/40 LB C5 =% LOCAL GROWN *+¥ 40 LB $5.12 2 $10.24 PA ® Fed State
14414 | APPLE R/D 163 CT 1/40 LB C5 *¥¥ [OCAL GROWN *+%* 40 LB £5.55 2 $11.10 PA ® Fed State
FFkFE

15429 '-Gﬂkgﬁ CHL ICEBERG TRM 6 CT 4/7.5 LB PG Locat 30 LB s1250 |[ 3 $37.50 VA ®Fred (State
15P58 | PEPPER SWT YELBELL LG 1/11LBCS 11 LB $6.89 2 $13.78 VA ®Fed  State
14462 | SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $2.95 2 $5.90 CT ® Fed State

Fund Balance for NSLP

To place another order for
the same customer, select
Place Another Order.

| state $ || Federal $ |
| Starting Balance]|  $0.00]  £230.00]
[Spent, Previous Orders|| 000 40.00]
[ cost, This Orded|  $0.00]| $78.52|
[ Remaining Balance||  $0.00[ $151.44

)
: Place Another Order JI
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Place a New Order

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Fashes

Current Fund Balances

Email Account
Specialist

Select a Different
Customer

After placing a new order, select an activity
from the green menu on the left side of the
screen to continue.

District users only: To place orders or
perform other order-related transactions for
a different customer, highlight Select a
Different Customer to return to the
customer selection screen.

To exit the ordering process, select Return
to home page in the green menu on the left
side of the screen.

Retum to home page
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Modify Pending Order

From the Customer Homepage,
select the Modify a Pending Order
link under the ‘Orders’ menu.

Modify Pending Order
Edit Receipts

View an Order

Current Fund Balances
Product News Flashes
Email Account Specialist

i

Usage Reports
Budget Balance/Spent

Catalog
Organization/POC Listing

User Listing

My Profile

Place a New Order

Edit Receipts

View an Order

‘ Modify Pending Order ]

Product Mews Flashes

Current Fund Balances

Email Account

Specialist

From within the FFAVORS
ordering process, select the
Modify Pending Order link on
the green menu on the left.
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Modify Pending Order

Users cannot modify orders within three business days of
the RDD. See example below showing non-editable dates
prior to a requested delivery.

longer be accessed, contact the DLA Account Specialist.

For emergency modifications to pending orders that can no

12

Sunday Maonday Tuesday Wednesday Thursday Friday

6 7 3 9 10 11

S

13 14 15

Frosn ]
@ O O

Saturday
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Modify Pending Order

AUBURN ELEMENTARY

Order for US321 USDA-GARDEN

The minimum order for this vendor is $50

Please select an order to modify

Requested Delivery Date : e

Or:
Order Number : W

Choose a ‘Requested Delivery Date’ (RDD) or an ‘Order
Number’ to select a pending order from the dropdown list.
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Modify Pending Order

AUBURN ELEMENTARY

Order for US321 USDA-GARDEN
The minimum order for this vendor is $50

Order Detail

Order Summary For: YVAGT1

Order Confirmation Number: [F18270000006

IProgram: NSLF

Requested Delivery Date: 10/04/2018

Order Date: 09/27/2018
Ttem o Case Case Case Actual State Of Fund
Code Lo b Contents | Price | Oty | Cost Origin | Source
14415 APPLE G/D 163 CT 1/40 LE CS (Local Grown) 40 LB 55.12 2 £10.24 PA Federal
14414 APPLE R/D 163 CT 1/40 LB CS (Local Grown) 40 LB £5.55 2 £11.10 BA Federal
15829 | LETTUCECHL ICEBERGGE[:'H? CT 4/7.5 LB PG (Local 30 LB $12.50 3 $37.50 VA Federal
15P58 PEPPER SWT YELBELL LG 1/11LBCS 11 LB £6.89 2 $13.78 VA Federal
14462 SQUASH ZUCCHINI MED 1/20 LB CS 20 LB £2.95 2 55.90 CT Federal

Fund Balance for NSLP

| _state $ || Federal s |
| Starting Balancel|  $0.00]  $230.00]
[Spent, Previous Orders||  $0.00]| %0.00|
[ Cost, This Orderd|  $0.00 £78.52]
[ Remaining Balance]|  g0.00] $151.4§

‘ | Delete Order | | Modify RDD ‘ | Modify Order |

To make changes to items and quantities on the
displayed order, select the Modify Order
button.




Modify Pending Order

To update quantities of items in the shopping cart,
change the value in the CASE QTY column. To
remove an item, change the value to zero (0).
Select Update Cart to apply changes to the cart.

ITEM
CODE

14415

14814

15429

15P58

14462

CASE CASE CASE || ACTUAL | STATE OF

DESCRIPTION ‘ CONTENTS ‘ PRICE qQry " COST ‘ ORIGIN
APPLE G/D 163 CT 1/40 LB CS  *** LOCAL GROWN *++ 4018 $5.12 $5.12 PA
APPLE R/D 163 CT 1/40 LB CS *** 1 OCAL GROWN *** 40 LB $5.55 $11.10 PA

el

I&EIR'{I;LI:IEE CHL ICEBERG TRM 6 CT 4/7.5 LB PG LOCAL 3018 1250 1250 VA
PEPPER SWT YELBELL LG 1f11LBCS 1118 $6.80 $6.89 VA
SQUASH ZUCCHINT MED 1/20 LB C5 20 1B 5295 \ 1 ) s2.95 cT

FUND
SOURCE
®Fed | State
®Fed | State
®Fed | State
®Fed = State
®Fed | State

‘ || Update Cart ||| Save Favorite Cart | | Proceed To Checkout | | Empty Cart

Fund Balance for NSLP

|| state $ || Federal % |
| Starting Balancel|  $0.00][  $230.00]
[Spent, Previous Orders]|  $0.00]| $0.00]
[ Cost, This Order|  $0.00]| £38.56)
[ Remaining Balance]|  $0.00]]  $191.44
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Modify Pending Order

To add new items to the shopping cart, change the value in the
CASE QTY column in the list of ‘Available Items’ in the lower section.

Available Ttems:

Enter desired case gty for item(s) below and then click the Add Items To Cart button at bottom of catalog.
Items already in your shopping cart will not appear below.
Click State Abbreviation Lookup for State of Origin reference.

caseqry | IEM DESCRIPTION x| aE | TAES | runp souRce
[ T| 14144 |APPLE CHLSL200/2 0ZPG ***[OCAL GROWN *** 25 LB $3.57 PA ®Fed | state
[ | 1#a15 APPLE G/D 163 CT 1/40LBC5 *** [OCAL GROWN *+* 40 LB $5.12 PA ®Fed  State
[ ]| 14A14 | APPLER/D163CT1/40LBCS ***LOCAL GROWN *** 40 LB $5.55 PA @Fed | tate
[ | 14M32 |CARROT 12/2LBBG ***LOCAL GROWN *** 24 1B $12.44 VA ®Fed  State
[ ]| 14M33 |CARROTWHL1/SLBBG ***LOCAL GROWN *+* 518 $3.50 DE, VA ®@red  State
ll:J 35569 | EGGS,SHELL,FRESH,DZ MED 15 CO $7.25 ®Fed  State

Tools for sorting and searching the list of available items are
available. Click Add Items to Cart to apply changes to the cart.

(®) Description Item Code [ | | search |[ Show All |

- | Add Items To Cart | [ Load Favorite Cart Clear Form |
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Modify Pending Order

AUBURN ELEMENTARY

Order for US321 USDA-GARDEN for delivery on 10/4/2018
The minimum order for this vendor is $50

CART

If you make changes to the cart, you MUST click "Update Cart" for them to take effect.
To remove an item from your cart, change order quantity to zero and click "Update Cart".
Click "Proceed to Checkout” when your cart contains ALL your desired items.

oot oescraprion comanrs | e | ‘o | ot | oy | ot

14A15 | APPLE G/D 163 CT 1/40 LB CS  *** LOCAL GROWIV *+* 40 LB $5.12 $5.12 PA ®Fed | State

14A14 | APPLE R/D 163 CT 1/40 LB C5 *** | OCAl GROWN *** 40 LB $5.55 $11.10 PA ®Fed = State

15429 '&%ﬁiﬂbmww TRMG CT4[7.5LBPG  ***LOCAL 3018 $12.50 $12.50 A (®)Fed | state

15P58 | PEPPER SWT YELBELL LG 1/11LBCS 1116 $6.89 $6.89 VA ®Fed  State

14462 | SQUASH ZUCCHINI MED 1/20 LE CS 20 LB $2.85 $2.95 cT ®Fed | State
| Update Cart | Save Favorite Cart |] | Proceed To Checkout | Empty Cart

Other available actions:

Select Save Favorite Cart to save the items and guantities
for future orders.

Select Empty Cart to remove everything from the shopping
cart and start over.
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Modify Pending Order

AUBURN ELEMENTARY

Order for US321 USDA-GARDEN for delivery on 10/4/2018
The minimum order for this vendor is $50

CART

If you make changes to the cart, you MUST click "Update Cart" for them to take effect.
To remove an item from your cart, change order quantity to zero and click "Update Cart".
Click "Proceed to Checkout” when your cart contains ALL your desired items.

oot oescraprion comanrs | e | ‘o | ot | oy | ot
14A15 | APPLE G/D 163 CT 1/40 LB CS  *** LOCAL GROWIV *+* 40 LB $5.12 $5.12 PA ®Fed | State
14A14 | APPLE R/D 163 CT 1/40 LB C5 *** | OCAl GROWN *** 40 LB $5.55 $11.10 PA ®Fed = State
15429 '&%ﬁiﬂbmww TRMG CT4[7.5LBPG  ***LOCAL 3018 $12.50 $12.50 A (®)Fed | state
15P58 | PEPPER SWT YELBELL LG 1/11LBCS 1116 $6.89 $6.89 VA ®Fed  State
14462 | SQUASH ZUCCHINI MED 1/20 LE CS 20 LB $2.85 $2.95 cT ®Fed | State
Update Cart | | Save Favorite Cart Proceed To Checkout || | Empty Cart
)

When ALL items and quantities to be ordered are
in the shopping cart, select Proceed to Checkout.
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Modify Pending Order

On the ‘Order Confirmation Screen’ verify the order data,
including items, quantities, fund availability to cover the cost
of this order. If the vendor’s minimum order value is not

met, a message displays below the ‘Fund Balance’ table.

THIS ORDER IS NOT PLACED UNTIL CONFIRMED BELOW!!!

CART
ITEM CASE CASE CASE | ACTUAL | STATE OF FUND
CODE LESDHIMIIDL ‘ CONTENTS ‘ PRICE ‘ QTY ‘ COST ORIGIN ‘ SOURCE
14A15 | APPLE G/D 163 CT /40 LB €5 ***LOCAL GROWN *** 40 1B $5.12 1| 512 PA ®Fed (state
14A14 |APPLE RJ/D 163 CT 1/30 LB C5 ***/0CAL GROWN *** 40 LB $5.55 2| $1L10 PA ®Fed | State
EEE
1sang | LETTUCE CHL ICEBERG TRM 6 CT 4/7.5 LB PG 1OCAL - sizs0 | [ | 1250 " red Ostate
GROWN
15P58 | PEPPER SWT YELBELL LG 1/11LBCS 1116 $6.89 1| 689 VA ®Fed | State
14A62 | SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $2.95 1| 205 T ®Fad | State
Fund Balance for NSLP

|| state $ || Federal § |
| Starting Balance]|  $0.00][  3230.0q
[spent, Previous Orders]|  $0.00|| $0.00]
[ Cost, This Orderd|  $0.00]| £38.56
[ Remaining Balance]|  $0.00]]  $191.44

This order may not be accepted by the vendor because it falls below the minimum dollar value of $50.
To confirm the order As Is, Select 'Confirm Order’. To adjust the order, select "Continue Shopping'.

| Confirm Order | ‘ Continue Shopping
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Modify Pending Order

Shopping button to return to the shopping cart.

To make changes to the order, select the Continue

THIS ORDER IS NOT PLACED UNTIL CONFIRMED BELOW!!!

CART
ITEM CASE CASE CASE | ACTUAL | STATE OF FUND
CODE LESDHIMIIDL ‘ CONTENTS ‘ PRICE ‘ QTY ‘ COST ORIGIN ‘ SOURCE
14A15 |APPLE G/D 163 CT 1/40 LB €5 *** LOCAL GROWN *** 4018 $5.12 i 512 PA ®Fed state
14A14 |APPLER/D 163 CT L/40 LB CS *** LOCAL GROWN *** 4018 $5.55 2| $1L10 PA ®Fed | State
EEE
15429 | LETTUCE CHL ICEBERG TRM 6 CT 4/7.5 L6 PG LocAl - 412,50 7| 1250 s red Ostote
GROWN

15PS8 | PEPPER SWT YELBELL LG 1/11LBCS 1118 $6.89 1 $6.89 VA ®Fed | State
14462 | SQUASH ZUCCHINI MED 1/20 LB €5 2018 £2.95 i s205 cT ®Fed | State

Fund Balance for NSLP

|| state $ || Federal § |
| Starting Balance]|  $0.00][  3230.0q
[spent, Previous Orders]|  $0.00|| $0.00]
[ Cost, This Orderd|  $0.00]| £38.56
[ Remaining Balance]|  $0.00]]  $191.44

This order may not be accepted by the vendor because it falls below the minimum dollar value of $50.
To confirm the order As Is, Select 'Confirm Order’. To adjust the order, select "Continue Shopping'.

| Confirm Order Continue Shopping
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Modify Pending Order

To confirm all details and place the order, select the

Confirm Order button.

THIS ORDER IS NOT PLACED UNTIL CONFIRMED BELOW!!!

CART
ITEM CASE CASE CASE | ACTUAL | STATE OF FUND
CODE DESCRIFTION ‘ CONTENTS ‘ PRICE ‘ oTY ‘ COST ‘ ORIGIN ‘ SOURCE
14A15 | APPLE G/D 163 CT 1/40 LB €5 *** LOCAL GROWN *** 4018 §5.12 7| $10.24 PA ®Fed | State
14A14 APPLER/D 163 CT 140 LB CS ***[OCAL GROWN *** 4018 $5.55 Z | $11.10 PA ®Fad | State
EEE
1sazg | LETTUCE CHL ICEBERG TRM 6 CT 4/7.5 L6 PG LOCAL - s250 | S | $37.50 A rod Gstate
GROWN

15PS8  PEPPER SWT YELBELL LG 1/11LBCS 1118 $6.89 7 $1378 VA ®Fed | State
14A62 | SQUASH ZUCCHINI MED 1/20 LB CS 2018 £2.95 3 £5.90 cr ®Fed | State

Fund Balance for NSLP

|| state $ || Federal $ |
| Starting Balancel|  $0.00|] _ $230.00)
[Spent, Previous Orders]|  $0.00|| $0.00
[ Cost, This Orden|  $0.00] £78.52
[ Remaining Balance|  $0.00]  $15L.48

- [ Confirm Order | ‘ Continue Shopping |

63



Modify Pending Order

| Order Successfully Modified. |
AUBURN ELEMENTARY
Thank you! Your existing order has been replaced with this one!

Order Detail

Order Summary For: YWVAGT 1

Order Confirmation Number: [F18270000006

IProgram: MNSLH

Requested Delivery Date: Oct 04, 2018

Order Date: Sep 27, 201§

CART

ITEM CASE CASE CASE ACTUAL STATE OF FUND
CODE DESCRIPTION CONTENTS | PRICE QryY CosT ORIGIN SOURCE
14A14  APPLE R/D 163 CT 1/40 LB CS 40 LB £5.55 2 $11.10 PA ® Fed State
15429  LETTUCE CHL ICEBERG TRM 6 CT 4/7.5 LB PG 30 LB $12.50 4 £50.00 VA ® Fed State
15P58 | PEPPER SWT YELBELL LG 1/11LBCS 1118 $6.89 2 $13.78 WA ®red | State
14462 | SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $2.95 2 £5.90 cT ®Fred State

Confirmation of the change is displayed at the top of the screen. If you have
opted in via My Profile, you will receive email notification for the modified order.

To change another pending order for the same customer, select Modify Another
Order.

‘ [| Modify Another Order |]
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Modify Pending Order

AUBURN ELEMENTARY

Order for US321 USDA-GARDEN
The minimum order for this vendor is $50

Order Detail

Order Summary For: YVAGT1

Order Confirmation Number: [F18270000006

IProgram: NSLF

Requested Delivery Date: 10/04/2018

Order Date: 09/27/2018
Ttem o Case Case Case Actual State Of Fund
Code Lo b Contents | Price | Oty | Cost Origin | Source
14415 APPLE G/D 163 CT 1/40 LE CS (Local Grown) 40 LB 55.12 2 £10.24 PA Federal
14414 APPLE R/D 163 CT 1/40 LB CS (Local Grown) 40 LB £5.55 2 £11.10 BA Federal
15829 | LETTUCECHL ICEBERGGE[:'H? CT 4/7.5 LB PG (Local 30 LB $12.50 3 $37.50 VA Federal
15P58 PEPPER SWT YELBELL LG 1/11LBCS 11 LB £6.89 2 $13.78 VA Federal
14462 SQUASH ZUCCHINI MED 1/20 LB CS 20 LB £2.95 2 55.90 CT Federal

Fund Balance for NSLP

| _state $ || Federal s |
| Starting Balancel|  $0.00]  $230.00]
[Spent, Previous Orders||  $0.00]| %0.00|
[ Cost, This Orderd|  $0.00 £78.52]
[ Remaining Balance]|  g0.00] $151.4§

‘ | Delete Order |[ Modify RDD ]| Modify Order |

To make changes to requested delivery date (RDD) on
the displayed order, select the Modify RDD button.
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Modify Pending Order

Select a new RDD from the available dates in the dropdown list.

Order for US321 USDA-GARDEN for delivery on 10/4/2018
The minimum order for this vendor is $50

Select the new requested delivery date for your order:

[ Requested Delivery Date : | V|}

Original Order Date = 9/27 /2018
Original RDD = 10/4/2018

Then, select the Modify Date button.

Order for US321 USDA-GARDEN for delivery on 10/2/2018

The minimum order for this vendor is $50

Requested Delivery Date : |Fri 10/5/2018 V|
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Modify Pending Order

Message from webpage X

The order's RDD will be changed to Fri 10/5/2018.
Select OK to proceed. Select Cancel to return to previous
screen.

‘ ” oK | Cancel ]

A pop-up will request confirmation of the change.
Select OK to save the new RDD or select Cancel to
return to the previous screen.
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Modify Pending Order

I Order RDD has been modified I

AUBURN ELEMENTARY

Order for US321 USDA-GARDEN for delivery on 10/5/2018

The minimum order for this vendor is $50

Requested Delivery Date :  Fri 10/5/2018

Maodify Date

Confirmation of the change is displayed at the top of the screen. If
you have opted in via My Profile, you will receive email
notification for the modified order.

Use the buttons in the green menu on the left side of the screen
to continue working in the FFAVORS ordering process or to exit.
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Modify Pending Order

AUBURN ELEMENTARY

Order for US321 USDA-GARDEN
The minimum order for this vendor is $50

Order Detail

Order Summary For: YVAGT1

Order Confirmation Number: [F18270000006

IProgram: NSLF

Requested Delivery Date: 10/04/2018

Order Date: 09/27/2018
Ttem o Case Case Case Actual State Of Fund
Code Lo b Contents | Price | Oty | Cost Origin | Source
14415 APPLE G/D 163 CT 1/40 LE CS (Local Grown) 40 LB 55.12 2 £10.24 PA Federal
14414 APPLE R/D 163 CT 1/40 LB CS (Local Grown) 40 LB £5.55 2 £11.10 BA Federal
15829 | LETTUCECHL ICEBERGGE[:'H? CT 4/7.5 LB PG (Local 30 LB $12.50 3 $37.50 VA Federal
15P58 PEPPER SWT YELBELL LG 1/11LBCS 11 LB £6.89 2 $13.78 VA Federal
14462 SQUASH ZUCCHINI MED 1/20 LB CS 20 LB £2.95 2 55.90 CT Federal

Fund Balance for NSLP

| _state $ || Federal s |
| Starting Balancel|  $0.00]  $230.00]
[Spent, Previous Orders||  $0.00]| %0.00|
[ Cost, This Orderd|  $0.00 £78.52]
[ Remaining Balance]|  g0.00] $151.4§

‘ | | Delete Order ||| Modify RDD ‘ | Modify Order |

To cancel the displayed order, select the Delete Order button.




Modify Pending Order

Message from webpage X

Are you certain you wish to delete this order?
Select "OK' to continue with the deletion.

Select 'Cancel' to start over.

‘ || OK Cancel ]

To confirm deletion of the displayed order, select OK.
Select Cancel to exit without deleting.

Note: After the deletion is confirmed, the value for
‘Cost, This Order’ will display as $0.00.
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Modify Pending Order

Confirmation of the change is displayed at the top of the screen. If you have opted
in via My Profile, you will receive email notification for the modified order.

Use the buttons in the green menu on the left side of the screen to continue

working in the FFAVORS ordering process or to exit.

Order has been deleted

AUBURN ELEMENTARY

Order for US321 USDA-GARDEN for delivery on 10/5/2018

The minimum order for this vendor is $50

Order Detail

Order Summary For: YWAGT

Order Confirmation Number: |[F18270000006

IProgram: NSLA

Requested Delivery Date: 10/05/2014

Order Date: 09/27/2014
Item N Case Case Case Actual State Of Fund
Code Description Contents | Price | Qty Cost Origin | Source
14A14 APPLE R/D 163 CT 1/40 LB CS (Local Grown) 40 LB £5.55 2 £11.10 PA Federal
gy || LETLEEEL ICEBERGGIUR&'ng CT 4/7.518 PG (Local 0 LB $12.50 4 $50.00 VA Federal

-

15P58 PEPPER. SWT YELBELL LG 1/11LBCS 11 L!B £6.89 2 £13.78 VA Federal
14462 SQUASH ZUCCHINI MED 1/20 LB C5 20TB £2.95 2 £3.90 CT Federal

Fund Balance for NSLP

| state § || Federal $ |
[ Starting Balance]|  $0.00]  $230.00]
Epent, Previous Orders|| $0.Dd| $0.|}0{
[ Cost, This Order]|  $0.00|| $0.00]

[ Remaining Balancel[ $0.00| £230.00]
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Modify Pending Order

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Fashes

Current Fund Balances

Email Account
Specialist

Select a Different
Customer

After modifying the order, select an activity
from the green menu on the left side of the
screen to continue.

District users only: To modify orders or
perform other order-related transactions for
a different customer, highlight Select a
Different Customer to return to the
customer selection screen.

To exit the ordering process, select Return
to home page in the green menu on the left
side of the screen.

Retum to home page
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View an Order

From the Customer Homepage,
select the View an Order link under
the ‘Orders’ menu.

Place a New Order
Modify Pending Order

Edit Receipts
urrent Fund Balances

Product Mews Flashes
Email Account Specialist

i

Usage Reports
Budget Balance/Spent

Catalog
Organization/POC Listing

User Listing

My Profile

Place a New Order

Edit Receipts

‘ View an Order ]

Maodify Pending Order

Product Mews Flashes

Current Fund Balances

Email Account

Specialist

From within the FFAVORS
ordering process, select the
View an Order link on the
green menu on the left.
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View an Order

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

Please select an order to VIEW

[ Requested Delivery Date : | v| ]

Choose a ‘Requested Delivery Date’ (RDD) to select
an order from the dropdown list.

74



View an Order

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

The order details for
selected order are
displayed on screen.

Please select an order to VIEW

Requested Delivery Date : | Thu 10/4/2018 V|

View Order Detail

iOrder Summary For: YMNHO01
iOrder Confirmation Number: | F18271000001
Program: MNSLP
Requested Delivery Date: 10/04/2018
iOrder Date: 09/28/2018
iOrder Receipt Date:

Click State Abbreviation Lookup for State of Origin reference.

Item o Case Case Case Case Actual | State Of | Fund
Code LE e L Contents | Price |Order OtyReceipt Qty] Cost | Origin | Source | Reason Code
14144 | APPLE CHL 5L 200/2 OZ PG 2518 | $4.30 2 2 $8.60 NH | Federal N/A
15N53 | CABBAGE W/ cm;gms CHLYSLB | 515 | 3475 4 4 $19.00 | MA | Federal N/A
15R18 CARROTS WHL 1/5 LB BG 105 | $4.33 2 2 $8.66 KY Federal N/A
14154 ORANGE 1/5 LB BG S LB $9.50 4 4 $38.00 FL Federal N/A
14462 |SQUASH ZUCCHINI MED 1/20 LB CS| 20 LB | $12.55 3 3 $37.65 | GA | Federal N/A
15T92 |  STRAWBERRIES 12/1 PT CO 1218 | $22.15 4 4 $88.60 IL Federal N/A
State funds subtotal $£0.00
. Federal funds subtotal $200.51
Select Print to Snack funds subtotal $0.00
Total Cost $200.51

generate a paper copy.

Print
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View an Order

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

Please select an order to VIEW

[Requested Delivery Date : | Thu 10/4/2018 V|

View Order Detail

iOrder Summary For: YMNHO01
iOrder Confirmation Number: | F18271000001
Program: MNSLP
Requested Delivery Date: 10/04/2018
iOrder Date: 09/28/2018
iOrder Receipt Date:

To view a different
order, select a date
from the ‘Requested
Delivery Date’ (RDD)
dropdown list.

Click State Abbreviation Lookup for State of Origin reference.

Item o Case Case Case Case Actual | State Of | Fund
Code LE e L Contents | Price |Order OtyReceipt Qty] Cost | Origin | Source | Reason Code
14144 | APPLE CHL 5L 200/2 OZ PG 2518 | $4.30 2 2 $8.60 NH | Federal N/A
15N53 | CABBAGE W/ cm;gms CHLYSLB | 515 | 3475 4 4 $19.00 | MA | Federal N/A
15R18 CARROTS WHL 1/5 LB BG 105 | $4.33 2 2 $8.66 KY Federal N/A
14154 ORANGE 1/5 LB BG S LB $9.50 4 4 $38.00 FL Federal N/A
14462 |SQUASH ZUCCHINI MED 1/20 LB CS| 20 LB | $12.55 3 3 $37.65 | GA | Federal N/A
15T92 |  STRAWBERRIES 12/1 PT CO 1218 | $22.15 4 4 $88.60 IL Federal N/A

State funds subtotal $£0.00

Federal funds subtotal £200.51

snack funds subtotal $£0.00

Total Cost $200.51
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View an Order

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Fashes

Current Fund Balances

Email Account
Specialist

Select a Different
Customer

After viewing the order, select an activity
from the green menu on the left side of the
screen to continue.

District users only: To view orders or
perform other order-related transactions for
a different customer, highlight Select a
Different Customer to return to the
customer selection screen.

To exit the ordering process, select Return
to home page in the green menu on the left
side of the screen.

Retum to home page
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Receipting Requirement

General Information

* ‘Receipts’ refer to confirmation of items received entered
by the customer after delivery.

 These are not bills to be paid by the customer.

e Accurate receipts ensure that program funds are drawn
down based on what is actually received.
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Receipting Requirement

Timeline for Receipting

 Recelipts become available to be entered on the order’s
requested delivery date (RDD). If a delivery arrives early,
the customer will need to wait until the RDD.

* Receipts should be entered within seven (7) calendar
days of the RDD.

 Processed or not, all receipts remain on the ‘Edit
Receipts’ list for a full seven (7) calendar days after the
RDD. Receipts may be updated multiple times as
needed during this time.
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Receipting Requirement

Past Due Receipts

* Recelpts are considered past due if they have not been
entered in FFAVORS by the end of the 7t day after the
scheduled RDD.

 When there are past due receipts, no orders can by
placed by (or on behalf of) the customer. The order block
IS removed after these receipts are entered.

o State users can view all past due receipts for customers
within the state via the Past Due Receipts link in the
‘Orders’ menu.

e Contact the DLA Account Specialist with any questions
about receipting or problems with past due receipts.
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Receipting Requirement

Customer Homepage

Welcome, SEMINOLE COUNTY SD

Please select from the following options:

ou have receipts that are past due. You will be unable to place any new orders until
the past due receipts are processed. Select the 'Receipts' link to process the receipts.

Place a New Order

Maodify Pending Order

Edit Receipts ** You have receipts that are due now **
View an Order

Current Fund Balances

Product News Flashes

Email Account Specialist

!

!

When there are past due receipts on the customer account,
a warning is displayed on the Customer Homepage. No
new orders can be created until the past due receipts are
processed.
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Edit Recelpts

From the Customer Homepage,
select the Edit Receipts link under
the ‘Orders’ menu.

Place a New Order
Modify Pending Order

Edit Receipts

W BN 5 TAer

Current Fund Balances
Product Mews Flashes
Email Account Specialist

i

Usage Reports
Budget Balance/Spent

Catalog
Organization/POC Listing

User Listing

My Profile

Place a New Order

‘ Edit Receipts

View an Order

Maodify Pending Order

Product Mews Flashes

Current Fund Balances

Email Account

Specialist

From within the FFAVORS
ordering process, select the
Edit Receipts link on the green

menu on the left.
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Edit Recelpts

Receipts

Count: 3
Receipts are ‘Past Due’ if not receipted within 7 calendar days of RDD

CALENDAR
CUSTOMER CUSTOMER NAME . RDD DAYS PAST RECEIPT RECEIPTED BY
CODE DT
RDD
Edit YFLK36 HAMILTON ELEMENTARY 2/4/2016 12 -
Past Due

YFLK36 HAMILTON ELEMENTARY 2/9/2016 7

Edit YFLK36 HAMILTON ELEMENTARY 2/10/2016 6

All editable receipts for the customer are displayed,
which include:

* Receipts that have not been entered and are
greater than 7 days past RDD
« All receipts within 7 days of RDD




Edit Recelpts

Receipts
Count: 3

Receipts are ‘Past Due’ if not receipted within 7 calendar days of RDD

( 3
CALENDAR
CUSTOMER CUSTOMER NAME .| ROD DAYS PAST RECEIPT RECEIPTED BY
CODE DT
RDD

YFLK36 HAMILTON ELEMENTARY 2/4/2016 2

Past Due
YFLK36 HAMILTON ELEMENTARY 2/9/2016 7
YFLK36 HAMILTON ELEMENTARY 2/10/2016 6

The CALENDAR DAYS PAST RDD column displays
the number of days since the RDD selected at the
time the order was placed. This may not be the
same as the actual delivery date.

When the 7t day has passed, the ‘Past Due’ label is
displayed.




Edit Recelpts

Receipts

Count: 3

!

Receipts are ‘Past Due’ if not receipted within 7 calendar days of RDD

CUSTOMER
CODE

YFLK36

YFLK36

YFLK36

CUSTOMER NAME

HAMILTON ELEMENTARY

HAMILTON ELEMENTARY

HAMILTON ELEMENTARY

RDD

2/4/2016

2/9/2016

2/10/2016

CALENDAR
DAYS PAST
RDD

12
Past Due

7

6

( RECEIPT

DT RECEIPTED BY

\

ALL receipts will remain editable until the 7t day

has passed.

To confirm that a receipt has been entered, check
the RECEIPT DT and RECEIPTED BY columns.
These will contain the date of the last edit and the
user who completed the transaction. If these are
blank, the receipt has not yet been entered.
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Edit Recelpts

Receipts

Count: 3

Receipts are ‘Past Due’ if not receipted within 7 calendar days of RDD

CUSTOMER
CODE

YFLK36

YFLK36

YFLK36

CALENDAR

CUSTOMER NAME . RDD DAYS PAST RECEIPT
DT
RDD
HAMILTON ELEMENTARY 2/4/2016 12
Past Due
HAMILTON ELEMENTARY 2/9/2016 7

HAMILTON ELEMENTARY 2/10/2016 6

RECEIPTED BY

To enter or update a receipt, select Edit.
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Edit Recelpts

Edit Receipt
Edit Receipt Detail
Order Summary For: YMHO01
Order Confirmation Number: | F18271000002
Program: NSLP
Requested Delivery Date: 09/18/2018
Order Date: 09/07/2018

Review receipt quantities, change quantity/reason on line items as necessary, and select
'PROCESS Pending Receipt’ button.

Item . Case Case |Case Order Case Receipt| Receipt Reason for Receipt Qty
Code Lesnirdiy Contents | Price | Oty Qty Cost |rund Source Difference
14199 |APPLECHLSL200Z 1 5515 | ga30 | 30 $120.00 | Federal | [N/A v
14153 | ORAMNGE 1/2 LB BG 218 $4.79 10 [0 | | $47.90 Federal | [N/A v|
1am14 |STR WB'EFgw VIPTI g $2.15 10 $21.50 Federal | [N/A v|
Fund Balance for NSLP
| state $ || Federal $ |

| Starting Balance||  $0.00]  £800.00]

|5|JEI'I|I, Previous Orders || £0.00 || £200.51 |

[ Cost, This Order]|  $0.00|]  Zi1%8.40]

[ Remaining Balance|[  $0.00][  $401.09]

To exit without saving | PROCESS Pending Receipt |

Changes, select Go Back Go Back to the List of Receipts l

to the List of Receipts.




Edit Recelpts

For each item, confirm or update the quantity received. By default, the
values in the CASE RECEIPT QTY column match what was ordered.

To make changes to the quantity received for specific items:

1. Update the value in the CASE RECEIPT QTY column.
2. Choose a REASON FOR RECEIPT QTY DIFFERENCE.

Review receipt quantities, change quantity/reason on line items as necessary, and select
'PROCESS Pending Receipt’ button.

ya N\
Et;'; Description mﬁiﬁm 5:'::: i msﬁ;‘;‘mi"t R’Ecze;tpt Fund Source] mﬂm;eﬂfgmw ]
14144 | APPLE %';LP%L 200121 5508 | 44, $129.00 | Federal | [TOO GREEN/OVER-RIPE
14153 | ORANGE 1/2LBBG | 21B | 34 12 | | $47.90 | Federal | |ACCEPTED OVERDELIVER
14m14 |STRAWBERRYI/LET| 0 $2.15 10 $21.50 Federal QN,“A v

co

.

N —
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Edit Recelpts

Edit Receipt
Edit Receipt Detail
Order Summary For: YHHO01
Order Confirmation Number: | F18271000002
Program: MNSLP
Requested Delivery Date: 09/18/2018
Order Date: 09/07/2018

Review receipt quantities, change quantity/reason on line items as necessary, and select
'PROCESS Pending Receipt’ button.

E‘g‘; Description (b?:::j;ralts Fc.:?:ee Caseq:)vrd e Case‘;l;oeipt Rﬂct;es;:pt IFund Source Reasmlg_fl:fgreﬂic;iptqty

14144 |APPLECHLELI00Z | 5518 | ga30 | 30 $120.00 | Federal | [TOO GREEN/OVERRIPE V|
14153 | ORANGE 1/2LBBG | 21B | $479 | 10 [i2 | | $47.90 | Federal | |ACCEPTED OVERDELIVER V|
14M14 mWBEF‘:fY ULPT| 1 $2.15 10 $21.50 Federal | [N/A v|

Fund Balance for NSLP

[ state $ |[ Federal § |
[ Starting Balance||  $0.00][  s800.00]

|5|JEI'I|;, Previous Orders || $I}.DE-|| £200.51 |

- [ cCost, This Order||  $0.00|  $198.40]
When a” Items have been [ Remaining Balance||  $0.00][  $401.09]
confirmed and/or updated,
select PROCESS

PROCESS Pending Receipt

| Go Back to the List of Receipts ‘

Pending Receipt.




Edit Recelpts

If the CASE RECEIPT QTY has been updated without
selecting a REASON FOR RECEIPT QTY DIFFERENCE or
vice versa, an error message will appear. Make any required
changes and select PROCESS Pending Receipt to

continue.

Item 16W36 has an invalid reason code. Please chan-ge the receipt quantity or reset the reason code.

Reason for Receipt Qty

Ttgm S Case Case, Case Order Case Receipt Receipt
c%e e Contents _Pri Qty oty Cost Fund Source Difference
LT
16 TTE 6 6 ] | $21.96 Federal | | NOT DELIVERED v|

12/4 OZ PG

1op3g | AMOTDSSLIVERED | 518 | $3.8 6 $23.04 | Federal | [N/A
17119 | AMONDRWALSLE T 518 | 4343 6 6 | | $2058 | Federal | |n/a v|

Item 19F39 has an invalid reason code for a decrease in quantity. Please change the reason code or reset the quantity.
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Edit Recelpts

Receipt was successfully updated.

To ensure proper credit for decreased quantities less than what you signed for, please inform your
DLA FFAVORS account representative and the Vendor within 24 hours of your delivery.

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

Edit Receipt

The receipt for this order has been processed.
The ‘Cost, This Order’ value reflects the
adjusted quantities.

Eﬁ: Description mﬁ::its E:li?:ee Casqurda- Caset;l;ueipt Rect;esltpt Fund Source: Reasoilgf;f;reﬂ?lc;pt Qty

14144 | APPLECELSL 2002 | 5518 | $4.30 30 28 $12040 | Federal | [TOO GREEN/OVERRIPE v
14153 | ORANGE 1/2LBBG | 21B | $4.79 10 12 45748 | Federal | |ACCEPTED OVERDELIVER W
1414 | STRAWEERRY VIPTI 118 | g215 10 10 $21.50 | Federal | [N/A v

@s order was receipted on 9/28/2018 8:17:08 AM a

Fund Balance for NSLP

[ state $ || Federal s |
| Starting Balance|[  $0.00][  $800.00]
[Spent, Previous Orders||  $0.00]]  $200.51]
[ Cost, This Order||  50.00]  $199.38|

\ [ Remaining Balance||  $0.00|[  $400.11] J

‘ Go Badk to the List of Receipts ‘




Edit Recelpts

Receipt was successfully updated.

To ensure proper credit for decreased quantities less than what you signed for, please inform your
DLA FFAVORS account representative and the Vendor within 24 hours of your delivery.

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

Edit Receipt

Edit Receipt Detail

Order Summary For: YMHO01

Order Confirmation Number: F18271000002

Program: MNSLP

Requested Delivery Date: 09/18/2018

Order Date: 09/07/2018
Ttem L Case Case [Case Order Case Receipt| Receipt Reason for Receipt Qty
Code Laced] fin Contents | Price | Oty oty Cost [und Scurce Difference
14144 | APPLE %';LP% 20012 | 5518 | $a.30 30 78 $120.40 | Federal | [TOO GREEN/OVER-RIPE W
14153 | ORANGE1/2LBBG | 2LB $4.79 10 12 45748 | Federal | |ACCEPTED OVERDELIVER W
14M14 mwelf:rgw VIPTI 4 g $2.15 10 10 42150 | Federal | /A v

This order was receipted on 9/28/2018 8:17:08 AM CT.

Fund Balance for NSLP

| state s ||

Federal § |

Starting Balance|[  $0.00]|

£B00.00]

For a printable version of the
processed receipt, select the

Print button.

[Spent, Previous Orders||  $0.00]|

£200.51]

Cost, This Order|[  $0.00]|

$199.38]

[ Remaining Balance|[  $0.00]|

£400.11]

I Print l

‘ Go Badk to the List of Receipts ‘
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Edit Recelpts

Receipt was successfully updated.

To ensure proper credit for decreased quantities less than what you signed for, please inform your
DLA FFAVORS account representative and the Vendor within 24 hours of your delivery.

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

Edit Receipt

Edit Receipt Detail

Order Summary For: YMHO01

Order Confirmation Number: F18271000002

Program: MNSLP

Requested Delivery Date: 09/18/2018

Order Date: 09/07/2018
Ttem L Case Case [Case Order Case Receipt| Receipt Reason for Receipt Qty
Code Laced] fin Contents | Price | Oty oty Cost [und Scurce Difference
14144 | APPLE %';LP% 20012 | 5518 | $a.30 30 78 $120.40 | Federal | [TOO GREEN/OVER-RIPE W
14153 | ORANGE1/2LBBG | 2LB $4.79 10 12 45748 | Federal | |ACCEPTED OVERDELIVER W
14M14 mwelf:rgw VIPTI 4 g $2.15 10 10 42150 | Federal | /A v

To return to the list of
editable receipts, select
Go Back to the List of
Receipts.

This order was receipted on 9/28/2018 8:17:08 AM CT.

Fund Balance for NSLP

| state s ||

Federal § |

Starting Balance|[  $0.00]|

£B00.00]

[Spent, Previous Orders||  $0.00]|

£200.51]

Cost, This Order|[  $0.00]|

$199.38]

[ Remaining Balance|[  $0.00]|

£400.11]

l Go Badk to the List of Receipts |
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Edit Recelpts

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Fashes

Current Fund Balances

Email Account
Specialist

Select a Different
Customer

After editing the receipt, select an activity
from the green menu on the left side of the
screen to continue.

District users only: To edit receipts or
perform other order-related transactions for
a different customer, highlight Select a
Different Customer to return to the
customer selection screen.

To exit the ordering process, select Return
to home page in the green menu on the left
side of the screen.

Retum to home page
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Current Fund Balances

From the Customer Homepage,
select the Current Fund Balances
link under the ‘Orders’ menu.

Place a New Order
Modify Pending Order

Edit Receipts

Ewy 2n Lirge

Current Fund Balances

Product Mews Flashes
Email Account Specialist

Usage Reports
Budget Balance/Spent

Catalog
Organization/POC Listing

User Listing

My Profile

Place a New Order

Edit Receipts

View an Order

Maodify Pending Order

Product Mews Flashes

‘ Current Fund Balances ]

Email Account

Specialist

From within the FFAVORS
ordering process, select the
Current Fund Balances link on
the green menu on the left.
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Current Fund Balances

BEDFORD, VA - SCHOOL DIST. Balances
NSLP SF5P &
County Summary
Starting Balance $500,000.00 $500.00
Spent, Previous Orders £5,158.54 $116.40
Remaining Balance 5494 341,46 $383.60
County Detail
FOREST ELEMENTARY
Starting Balance $0.00 $500.00
Spent, This Customer $0.00 $0.00
spent, Others M/A 115,40
Remaining Balance $0.00 $383.60

This screen displays a summary of federal funds available and spending to
date for each program for the current budget year. For each customer, the
balance shown may reflect spending by other customers who share the
funds (‘Spent, Others’).

District users may view a summary of the district funds (‘County Summary’)
as well as a breakdown for each customer (‘County Detalil’).

Other users may view only the funds available to their organization.
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Current Fund Balances

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Fashes

Current Fund Balances

Email Account
Specialist

Select a Different
Customer

After viewing the current balances, select an
activity from the green menu on the left side
of the screen to continue.

District users only: To edit receipts or
perform other order-related transactions for
a different customer, highlight Select a
Different Customer to return to the
customer selection screen.

To exit the ordering process, select Return
to home page in the green menu on the left
side of the screen.

Retum to home page
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Product News Flashes

From the Customer Homepage,
select the Produce News Flashes
link under the ‘Orders’ menu.

Place a New Order
Modify Pending Order
Edit Receipts

View an Order

Current Fund Balances

Product Mews Flashes

mall Account Spedalist

i

Usage Reports
Budget Balance/Spent

Catalog
Organization/POC Listing

User Listing

My Profile

Place a New Order

Edit Receipts

View an Order

Maodify Pending Order

‘ Product News Flashes ]

Current Fund Balances

Email Account

Specialist

From within the FFAVORS
ordering process, select the
Product News Flashes link on
the green menu on the left.
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Product News Flashes

Product Flash!
(Check here for recent updates from your vendor regarding prices and item availability.)

We're sorry. Mo Flash! information is available at this time.

Check this screen periodically for product updates and item
availability from the vendor.
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Product News Flashes

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Fashes

Current Fund Balances

Email Account
Specialist

Select a Different
Customer

After viewing the news flashes, select an
activity from the green menu on the left side
of the screen to continue.

District users only: To edit receipts or
perform other order-related transactions for
a different customer, highlight Select a
Different Customer to return to the
customer selection screen.

To exit the ordering process, select Return
to home page in the green menu on the left
side of the screen.

Retum to home page
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Email Account Specialist

From the Customer Homepage,
select the Email Account Specialist
link under the ‘Orders’ menu.

Place a New Order
Modify Pending Order
Edit Receipts

View an Order

Current Fund Balances

Croducr ews

e ==
Email Account Specialist

Usage Reports
Budget Balance/Spent

Catalog
Organization/POC Listing

User Listing

My Profile

Place a New Order

Edit Receipts

View an Order

Maodify Pending Order

Product Mews Flashes

Current Fund Balances

‘ Email Account
Specialist

From within the FFAVORS
ordering process, select the
Email Account Specialist link
on the green menu on the left.
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Email Account Specialist

Home Help Logout

Date: Wednesday, April 06, 2016
Fill out your comments below and click on the *Send Email” button to send the email to your Account Specialist.

| J

‘ Send Emai

To report problems or ask questions related to produce
orders, users may send a message to their assigned DLA
Account Specialist(s) from within FFAVORS. Enter any
guestions or comments in the message block and select
Send Email.
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Email Account Specialist

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Fashes

Current Fund Balances

Email Account
Specialist

Select a Different
Customer

After sending the email, select an activity
from the green menu on the left side of the
screen to continue.

District users only: To edit receipts or
perform other order-related transactions for
a different customer, highlight Select a
Different Customer to return to the
customer selection screen.

To exit the ordering process, select Return
to home page in the green menu on the left
side of the screen.

Retum to home page
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Reports

All customers may access the following reports:
— Usage Report
— Budget/Balance Spent

— Catalog

District and State users also have the following reports:
— Organization/POC Listing

— User Listing

All reports will open in a new browser window or tab.

General guidance for working with reports is available by
clicking the Report Help button.
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Reports

o Controls for working with reports are located at the top
left side of the report window.

Ae~- | QO ~ || & rf,h_;”f_| 10f1 | 100% |~

* The following navigation options are available:
— Use Go to Previous Page or Go to Next Page buttons.

— Enter a page number in the Page Navigation field to display a
specific part of the report.

— Click on the dropdown arrow to select links options for Go to
First Page or Go to Last Page.

kv ]l 1of2+ |~

Go to Last Page
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e To change the size of the displayed area, enter

Report

a value or use the dropdown options for the
Zoom field.

« To save a copy of a report to your computer,

use the Export this report button.

=

NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
NSLP
SFSP
SFsSP
SFSP

code

YMD477
YMD477
YMD477
YMD4TT
YMD477
YMD477
YMD477
YMD4TT
YMD477
YMD477
YMD477
YMD477
YMD477
YMD477
YMD4TT
YMD477
YMD477
YMD485
YMD485
YMD485

Program Customer Customer name

JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
SS-CALDWELL ELEMENTARY SCHOOL
SS5-CALDWELL ELEMENTARY SCHOOL
SS5-CALDWELL ELEMENTARY SCHOOL

Order Number

F16165000010
F16165000010
F16165000010
F16165000010
F16165000010
F16165000010
F16166000003
F16166000003
F16166000003
F16166000003
F16166000001
F16166000001
F16166000001
F16166000001
F16166000001
F16166000001
F16166000001
F16165000012
F16165000012
F16165000012

Order date

2016/06/13
2016/06/13
2016/06/13
2016/06/13
2016/06/13
2016/06/13
2016/06/14
2016/06/14
2016/06/14
2016/06/14
2016/06/14
2016/06/14
2016/06/14
2016/06/14
2016/06/14
2016/06/14
2016/06/14
2016/06/13
2016/06/13
2016/06/13

Delivery
date
2016/06/20
2016/06/20
2016/06/20
2016/06/20
2016/06/20
2016/06/20
2016/06/22

Receipt Date ltem

2016/0913
2016/0913
2016/09M13
2016/09M13
2016/0913
2016/09/13
2016/09/13

Code
1636
18814
16049
18C75
19F45
16D11
16W36

Item Description

ALFALFA SPROUT 12/4 0Z PG
CABBAGE FRESH CHINESE WON
ONION GRN US#1 6 LB CO

RUTABAGA FRESH WAXED 50 LB CASE
WALNUTS HALVES & LB BG

CARROT&DIP CHL W/RANCH 36/2.25 OZ PG
ALFALFA SPROUT 12/4 OZ PG

2016/
2016/
2016/
2016/
2016/

Export to Excel
(data only)

DS SLIVERED & LB BG

DS WHL 5 LB BG
FA SPROUT 12/4 OZ PG
DS SLIVERED 5 LB BG

2016/06/27
2016/06/27
2016/06/27
2016/06/27
2016/06/27
2016/06/17
2016/06/17
2016/06/17

2016/07/29
2016/07/29
2016/07/29
2016/07/29
2016/07/29

1719
14P01
14049
14179
15D58
16W36
19F38
17J19

ALMONDS WHL 5 LB BG

APPLE ANY TYPE USF/XF 100-113 1/40 LB CS

APPLE CHL FUGI SL 4/10 LB BG
PINEAPPLE DRIED, 100/2 OZ PG

POTATES WHITE CHL WHL PEEL 1/10 LB CS

ALFALFA SPROUT 12/4 OZ PG
ALMONDS SLIVERED 5 LB BG
ALMONDS WHL 5 LB BG

ANY TYPE USF/XF 100-113 1/40 LB CS

c & Cenen o O:n el DN Toaoiis
CONUS 366 3660 501
CONUS 366 3660 50
CONUS  DC 252 63.00 125
CONUS 3.66 2562 21
CONUS 384 2688 35
CONUS 17 1197 280
CONUS 343 24.01 35
CONUS 3.66 14.64 12
CONUS 384 19.20 25
CONUS 343 17.15 25
CONUS 1.7 8.55 200
CONUS 330 16.50 200
CONUS 332 3320 130
CONUS 2.30 11.50 50
CONUS 3.66 21.96 18
CONUS 384 2304 30
CONUS 343 20 58 30

Note: Printing Is not available directly from the online report

Interface even though there is a button for this. Print reports
from the computer after they are saved.
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Usage Reports
ovders |

Place a New Order
Modify Pending Order

Edit Receipts

View an Order

Current Fund Balances
Product News Flashes

Email Account Specialist In the Customer Homepage,
select the Usage Reports link

Repe under the ‘Reports’ menu.

Usage Reports
udget Balance/Spent

Catalog
Organization/POC Listing
User Listing

My Profile
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Usage Reports

Usage Report

Fill out criteria and Select "View Report’ to run report.
The 'Report Help® button will display a help document to further explain how to run, export and print your report.

Report Type: (® Datail
) summary
Customer Code: | All Customers “

* RDD Start Date: | | #H  Select or enter a date in mmjdd/yyyy format (order data is available for 4 years)

* RDD End Date: | | #H  Select or enter a date in mm/dd/yyyy format

* Denotes a Required Field

View Report Report Help

Choose a ‘Report Type':
« Detail — Include all details for every line item and order.
« Summary — Show the total value, weight, and quantity.

Note: Detail is selected by default.
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Usage Reports

Usage Report

Fill out criteria and Select "View Report” to run report.
The "Report Help” button will display a help document to further explain how to run, export and print your report.

Report Type: ®) Detail
() Summary
Customer Code: |AII Customers v|]
* RDD Start Date: | | Tﬁ-ﬂ Select or enter a date in mm/dd/yyyy format (order data is available for 4 years)
* RDD End Date: | | ng Select or enter a date in mm/dd/yyyy format

* Denotes a Required Field

View Report Report Help

District Users only:

Choose a ‘Customer Code’:
e All Customers — Include all customers in report.
e <Customer Code> — Show report for a specific customer.

Note: All Customers is selected by default.
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Usage Reports

Usage Report

Fill out criteria and Select "View Report” to run report.
The "Report Help” button will display a help document to further explain how to run, export and print your report.

Report Type: ®) Detail
() Summary
Customer Code: |AII Customers v|
* RDD Start Date: | | Tﬁ-ﬂ Select or enter a date in mm/dd/yyyy format (order data is available for 4 years)
* RDD End Date: | | ng Select or enter a date in mm/dd/yyyy format

* Denotes a Required Field

View Report Report Help

Choose the date period to include in the report:
« ‘RDD Start Date’ — earliest date to include
« ‘RDD End Date’ — latest date to include

Note: These dates are required.
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Usage Reports

Usage Report

Fill out criteria and Select "View Report” to run report.
The "Report Help” button will display a help document to further explain how to run, export and print your report.

Report Type: ®) Detail
() Summary
Customer Code: |AII Customers v|
* RDD Start Date: | | Tﬁ-ﬂ Select or enter a date in mm/dd/yyyy format (order data is available for 4 years)
* RDD End Date: | | ng Select or enter a date in mm/dd/yyyy format

* Denotes a Required Field

[ View Report Report Help ]

Select View Report to apply the selected criteria and open
the report interface.

To view a help document that explains how to work with the
report, select Report Help.
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Usage Report

FRAMED0MA - DETAIL USAGE &30 E - 12/3tarE

Slafe name
[ —

Disiricl code  Disiricl name
ONDmET

ONDOoM
ONDOoM
ONDOoM
ONDOoM
ONDOoM
ONDOoM
ONDOT
ONDON
ONDON
ONDON
ONDON
ONDON
ONDON
ONDON
ONDON
ONDON
QN0
ONDOoM
ONDOoM
ONDOoM
ONDOoM
ONDOoM
ONDOoM
ONDOoM
ONDOoM
ONDOoM
ONDOT
ONDON
ONDON
ONDON
ONDON
ONDON
ONDON
ONDON
ONDON
ONDON
QN0
ONDOoM
ONDOoM

T¥ FUBLIC SCHO0L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCHO0L
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGARNY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCHO0L
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL
ALLEGANY COUNTY FUELIC SCHOOL

ALLEGANY COUNTY FUBLIC SCH00L
ALLEGANY COUNTY FUBLIC SCH00L

Customer code  Cusiomer nane
JOHRHIWERD

ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
JOHM HUMEIRD ELEMENTARY SMACK
JOHM HUMEIRD ELEMENTARY SMACK
JOHM HUMEIRD ELEMENTARY SMACK
JOHM HUMEIRD ELEMENTARY SMACK
JOHM HUMEIRD ELEMENTARY SMACK
JOHM HUMEIRD ELEMENTARY SMACK
JOHM HUMEIRD ELEMENTARY SMACK
JOHM HUMEIRD ELEMENTARY SMACK
JOHM HUMEIRD ELEMENTARY SMACK
JOHM HUMEIRD ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
JOHH HUMEIRD ELEMENTARY SMACK
EELCADWELL ELEMENTARY SCHOOL
EELCADWELL ELEMENTARY SCHOOL
EELCADWELL ELEMENTARY SCHOOL
SECALIDWELL ELEMENTARY SCHOOL
BELCAHLDWELL ELEMENTARY SCHOOL
BELCAHLDWELL ELEMENTARY SCHOOL
BELCAHLDWELL ELEMENTARY SCHOOL
BELCAHLDWELL ELEMENTARY SCHOOL
BELCAHLDWELL ELEMENTARY SCHOOL
BELCALDWELL ELEMENTARY SCHOOL
BE - VELLOWY FIELD STAT KON SCHOOL
BE - YELLOWY FIELD STATION SCHOOL
BELATY 18- ELENENTARY ECHOOL

BERTRL1E - EBAGLE RIDGE [SFEF]

EEHT A8« BAGLE RIDGE [SFEF)

EEHT A8« BAGLE RIDGE [SFEF)

F18312000001
F18312000001
F18312000001
F18313000001
F1831 300001

F1B35000001

fem Code
e

1EAZD
1apsT
14P0E
18AZ8
18AZG
18A30

HMEDSZE BT

IcmEm.-sr.rEcn
112518 CE

JHGENE 130 LB CO

ELIMOUAT 300 CT 410 LB CS (CO0F)
LEMONS US$1 200-250 CT 14018 G5
LETTUCE FREEH ICEBERG1 EA1ILB TS
LETTUCE FREEH LEAF RED 24 CT 36 LB S
LETTUCE FREEH ROMAINE 1 EA 1 LB CE
LIME M CT IS LECE

BAMANA CUAD FACE 110 LB FG
BAMANA YELLDW 1080 LE CB

EAMANA YELLOW 150CT \MO LECE
BEAME GREEM CHL 2 LE CE

BEAME GREEM CHL 3018 CE

BEAME GREEM CHL SNAP 1518 CE
BLUEEERFEE 14 LECO

BROCCOU FRESH 14 CT 28 LB.C8
FEAFDDE. SMOW, FREEH, 10 LE CASE

FEPPER SWT RED 3 LB TS

FEFPERS FREBHRED 1EA 1LE
FLUME REDVBLACK, 7075 CT 120 LB CEB
FOTATO SWT 183 LE BG
FOTATOES SWT FRESH 25 LECE
ALFALFA SPROUT 1204 OZ PG
ALMONDE WHL 5 LB 8G
APPLE ANY TYPE LISFOF 100113 180 LB CE
APPLE CHL FUGI 5L 410LB 8G
BAMANA CUAD FACE 1010 LB FG
BEAME GREEM CHL 2 LE CE

BEAME GREEM CHL 3018 CE

BEAME GREEM CHL SNAP 1518 CE
EAMANA YELLDW 150CT 1MOLECE
BLUEEERFEE 14 LECO

BLFALFA SFROUT 124 02 PG
BLFALFA SFROUT 124 02 PG
BLFALFA SFROUT 124 02 PG
BLFALFA SFROUT 124 02 PG
ALMONDE WHL 5 LB 8G
APPLE ANY TYPE LISFOF 100113 180 LB CE

SAMPLE DATA

(=)
345
215
233
223
14ar
1.23
1.82
=m
554
1.8
oz

176
12.80
E60
a3z

60
4
140
4
20
30
120

5t G 00 00 00 00 00 B0 G G G G 0 G 0 e e e e

e ]

EXAMPLE

1: Usage Report (Detail)

Exale naae

WD
WD
WD
WD
WD

CMDO
CMDOH
CMDOH
CMDoH
CMDom

FFAVESDGA « ELIMWARY LISAGE B"2018 to 122312018
[hsirct code

Dhsirot nana

ALLEGANY COUNTY PUBLIC BECHOOL
ALLEGANY COUNTY PUBLIC ECHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC BECHOOL
ALLEGANY COUNTY PUBLIC SECHOOL

ram
HELF

HELF
HELF
EFEP

CLEslonisr naime
JOHN HUNBRD: ELENWENTARY EN

SAMPLE DATA

EE-CALWELL ELENMENTARY SCHOOL
E5.« YELLOW FIELD ETATHON SCHOOL

E5-UAT1.1 B-ELEMENTARY SCHOOL
E5-RT R1.78 - EAGLE RIDGE (EF3F)

210 1,800
Bl 05 33
BazE 45

=
8
=]
L]

EXAMPLE 2: Usage Report (Summary

112




Budget Balance/Spent

Place a New Order
Modify Pending Order
Edit Receipts

View an Order

Current Fund Balances
Product News Flashes

Email Account Specialist

]
=2 =l

Budget Balance/Spent

Catalog
Organization/POC Listing
User Listing

In the Customer Homepage,
select the Budget Balance/Spent
link under the ‘Reports’ menu.

My Profile
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Budget Balance/Spent

Budget Balance/Spent

Fill out criteria and Select “View Report” to run report.
The 'Report Help® button will display a help document to further explain how to run, export and print your report.

Program: ®) 5chool Lunch
) summer Food
Customer Code: |AI| Customers W
* Budget Year: | July 2018 - June 2019 V|

* Denotes a Required Field

‘ View Report ‘ | Report Help |

Choose a ‘Program’ if there is more than one option.

Note: By default, the first program on the list is selected.
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Budget Balance/Spent

Budget Balance/Spent

Fill out criteria and Select “View Report” to run report.
The 'Report Help® button will display a help document to further explain how to run, export and print your report.

Program: ®) 5chool Lunch

) summer Food

Customer Code: |AI| Customers v|]

* Budget Year: | July 2018 - June 2019 V|

* Denotes a Required Field

‘ View Report ‘ | Report Help |

District users only:

Choose a ‘Customer Code’:
e All Customers — Include all customers in report.
e <Customer Code> — Show report for a specific customer.

Note: All Customers is selected by default.
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Budget Balance/Spent

Budget Balance/Spent

Fill out criteria and Select “View Report” to run report.
The 'Report Help® button will display a help document to further explain how to run, export and print your report.

Program: ®) 5chool Lunch

) summer Food

Customer Code: |AI| Customers W

* Budget Year: | July 2018 - June 2019 vﬂ

* Denotes a Required Field

‘ View Report ‘ | Report Help |

Choose a range from the ‘Budget Year’ dropdown list to
include in the report.

Note: The default is the current Budget Year.
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Budget Balance/Spent

Budget Balance/Spent

Fill out criteria and Select “View Report” to run report.
The 'Report Help® button will display a help document to further explain how to run, export and print your report.

Program: ®) 5chool Lunch

) summer Food

Customer Code: |AI| Customers W

* Budget Year: | July 2018 - June 2019 V|

* Denotes a Required Field

ﬂ View Report ‘ | Report Help |]

Select View Report to apply the selected criteria and open
the report interface.

To view a help document that explains how to work with the
reports, select Report Help.
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Budget Balance/Spen

FFAVESDST « ENTITLEMENTS FOR DEST OMDD01 7r/2018 NELP

Etale Mame

EEEEEEEEEEEEEEE R

[Cestrict Code

om0
om0
DRDOTH
om0
om0
DRDOTH
DRDOTH
om0
DRDOTH
DRDOTH
om0
DRDOTH
DRDOTH
om0
om0
DRDOTH
om0
om0
DRDOTH
om0

District Nama

ALLEGANY COUNTY PUBLIC ECHOCL
ALLEGANY COUNTY PUBLIC ECHOCL
ALLEGANY COUNTY PUBLIC SECHOOL
ALLEGANY COUNTY PUBLIC ECHOCL
ALLEGANY COUNTY PUBLIC ECHOCL
ALLEGANY COUNTY PUBLIC SECHOOL
ALLEGANY COUNTY PUBLIC SECHOOL
ALLEGANY COUNTY PUBLIC ECHOCL
ALLEGANY COUNTY PUBLIC SECHOOL
ALLEGANY COUNTY PUBLIC SECHOOL
ALLEGANY COUNTY PUBLIC ECHOCL
ALLEGANY COUNTY PUBLIC SECHOOL
ALLEGANY COUNTY PUBLIC SECHOOL
ALLEGANY COUNTY PUBLIC ECHOCL
ALLEGANY COUNTY PUBLIC ECHOCL
ALLEGANY COUNTY PUBLIC SECHOOL
ALLEGANY COUNTY PUBLIC ECHOCL
ALLEGANY COUNTY PUBLIC ECHOCL
ALLEGANY COUNTY PUBLIC SECHOOL
ALLEGANY COUNTY PUBLIC ECHOCL

Da0gAL

TIAD
AMATY2
HON-FE
YO Bl
YROH AT
YRO4TT
YROMES
RO

YRDSET
YO

NON-FE CUSTONER

HOMN-FECUS

JAMWTYE NONFS

NON-FOOD EHOW CUSTOMER

EFEP « S0HOOLE

EFEP - S0HOOLE

JOHN HUMBIRD ELEMENTARY ENACK
ES-CALIWELL ELEMENTARY ECHOOL
EUGAN CURIE BCHOOL

E5 BROOKE ACADEMY ECHOCL
ESAFDULOE-ELEMENTARY

EUGAN YMDSES

E5. YELLOW FIELD STATHON ECHOCL
B5.2127 FRE-TEET- R1 .12
ES:UAT1.1B-ELEMENTARY SCHOOL
ES5.UAT1.18 MIDDLE SCHOOL
ES.UAT1.18 HGH BCHOOL

ES:RT R1.10 - FOTOMAC ECHOOL [NELF)
E5.RT R1.1H - ROEA CARTER (BOTH)

Fsderal Erfitement

Fsderal Snenl Funds

SAMPLE DATA

L ooe L L
0.0 0o 0.0 0.0
o.oo ooo o.oo o.oo
o.oo ooo o.oo o.oo
0.0 0o 0.0 0.0
0.0 0o 0.0 0.0
o.oo ooo o.oo o.oo
0.0 0o 0.0 0.0
0.0 0o 0.0 0.0
o.oo ooo o.oo o.oo
0.0 0o 0.0 0.0
0.0 0o 0.0 0.0
o.oo ooo o.oo o.oo
o.oo ooo o.oo o.oo
0.0 0o 0.0 0.0
o.oo ooo o.oo o.oo
o.oo ooo o.oo o.oo
0.0 0o 0.0 0.0
o.oo ooo o.oo o.oo

EXAMPLE: Budget/Balance Spent Report
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Catalog

Place a New Order
Modify Pending Order
Edit Receipts

View an Order

Current Fund Balances
Product News Flashes

Email Account Specialist In the Customer Homepage,
select the Catalog link under the

‘Reports’ menu.

Usage Reports

Budget Balance/Spent
Oroanization/POC Listing
User Listing

My Profile
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Catalog

Catalog Report

Fill out criteria and Select "View Report” to run report.
The *Report Help® button will display a help document to further explain how to run, export and print your report.

* Catalog Effective Date: | Sunday, Feb 28, 2016 V|]

* Denotes a Required Field

| View Report | | Report Help |

Choose from the ‘Catalog Effective Date’ dropdown list.

Note: This date is required.
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Catalog

Catalog Report

Fill out criteria and Select "View Report” to run report.
The *Report Help® button will display a help document to further explain how to run, export and print your report.

* Catalog Effective Date: | Sunday, Feb 28, 2016 w

* Denotes a Required Field

[l View Report | | Report Help

W,

Select View Report to apply the selected criteria and open
the report interface.

To view a help document that explains how to work with the
reports, select Report Help.
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Catalog

PANUM GROUP SPM300-14-DS605 12/09/2018

ltem Code
16W36
17J19
14P01
14M49
15N50
14P44
14P45
18A52
18A51
18A27
15M99
15M01
188614
14P02
14M32
14M33

ltem Description Unit of Issue Units Per Case
ALFALFA SPROUT 12/4 OZ PG LB 3
ALMONDS WHL 5 LB BG LB 5
APPLE ANY TYPE USF/XF 100-113 1/40 LB CS LB 40
APPLE CHL FUGI 5L 4/10 LB BG LB 40
BANANA QUAD PACK 1/10 LB PG LB 10
BANAMNA YELLOW 1/40 LB CS co 40
BANANA YELLOW 150CT 1/40 LB CS co 40
BEANS GREEN CHL3LB CS LB 3
BEANS GREEN CHL 30 LB CS LB 30
BEANS GREEN CHL SMNAP 15 LB CS LB 15
BLUEBERRIES 1/4 LB CO LB 4
BROCCOLIFRESH 14 CT 26 LB C5 LB 26
CABBAGE FRESH CHINESE WON BOK 5 LB C5 LB 5
CANTALOUPE US#11/35LB C5 LB 35
CARROT 12/2LBBG LB 24
CARROT WHL 145 LB BG LB -

SAMPLE DATA

Source o —UPPTy S ETe OT JTIgiT

CONUS
CONUS
CONUS
CONUS
CONUS
LOCAL
LOCAL
LOCAL
LOCAL
LOCAL
CONUS
CONUS
CONUS
CONUS
OCONUS3
OCORNUS

MT
MA
ID

T I

555
3.66
1.55
3.00
1.97
1.23
1.82
2.01
554
1.99
2.02
1.52
333
1.68
1.28
1.28

EXAMPLE: Catalog Report
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Organization/POC Listing
onders

Place a New Order
Modify Pending Order

Edit Receipts
View an Order
Current Fund Balances

Product News Flashes
Email Account Specialist In the Customer Homepage,

select the Organization/POC

Listing* link under the ‘Reports’

Usage Reports menu.

Budget Balance/Spent

Qrganization/POC Listin
User Listing

My Profile

*Available to District and State
users only

123



Organization/POC Listing

Organization/POC Listing

Select "View Report” to get a list of all active schools in your district.
The "Report Help” button will display a help document to further explain how to run, export and print your report.

[ View Report Report Help ]

Select View Report to open the report interface.

To view a help document that explains how to work with the
reports, select Report Help.

District users will automatically see a list of active schools
that belong to their district.

State users have the option to view a list of all districts or a
list of all active schools in the state.
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Organization/POC Listin

FFAVESAY < ORGANZATION-FOC USTHG

Chairict Code  Disivd Name Echoal Code  Echoal Name ;ﬁmm Address i Emie Ip PO

CRTEOT  ATEGRAT COUNTY PUBLC SCHOOL SRS TR ERCHFS T -!._t o OTETRICT P

(e M) ALLEGANY COUNTY PUBLIC ECHOCL - YAMIDMTT JOHN HUMBRT: EL EMEMNTARY ENACE HELF 211 MARKEET ETREET CUMBERLEND WD 2152 BN SEL

OO0 ALLEGANY COUNTY PUBLIC ECHOCL - HOHGFE HONFOOD EHCW DUSTOMER HELF 6124 HLLCREAST DRIVE ROCENWLE WD T4 DHETRICT Py

CRD0TH ALLEGAHY COUNTY PUBLIC ECHOCL 5 HON-FE CUSTOMER HELF HT12 TRPLE TR EFRMNGFELD WD 2044 DHETRICT FAMUM womcmODdgas iy mal com
CnDon ALLEGANY COUNTY PUBLIC BECHOCOL  731AU0 HON-FECUE HELF T35 NON-FOOD SHOW ALEXAMDRL, ND DIETRICT FAMLM WIRIMODAas g ma . om
CrDoo ALLEGANY COUNTY PUBLIC SCHOCL  YMDMEY EFSF « S0HOOLID EFSF 301 HLL &VE ARLINGTON MO 20301 DISTRICT FARLIM WIEIMODAaG T Ma . Com
CRD0TH ALLEGAHY COUNTY PUBLIC BECHOCOL - YMIHE2 EFEP « 5CHOOL 11 EFEFP oCT ARLIMGTON WD 2 DHETRICT FAMUM wimemiDdgas g mal com
CnDon ALLEGANY COUNTY PUBLIC ECHOCOL - YMIMBE3 EFEF - 530HOOL13 EFEFP 314 GOEMELL RD VIENMA ND gl DIETRICT FAMLM Wm0 oo
CpDon ALLEGANY COUNTY PUBLIC SCHOCOL - YMIMBS EFSF « 50H0OL EFSF 314 KNGS STREET EETHESDA MO 20148 DISTRICT FARLIM WIEIMOOAaE T ma . Com
(e M) ALLEGANY COUNTY PUBLIC ECHOCOL - YMIMBS EFEP « BCHOOLIE EFEP 1232 TOWHEEND STREET FARFAX WD 23130 DIETRICT FARLM wtomisages g madl com
OO0 ALLEGAHY COUNTY PUBLIC ECHOCOL - YMIMBE EFSP « 5CHOOLIE EFEF 34Z il AVE ARLINGOH WD Fm DHETRICT FaRLUM wiscmODdaas T mal com
CRD0TH ALLEGAHY COUNTY PUBLIC BECHOCOL  YMIHAS EFEP « SCHOOLIT EFEFP 3456 MORWIOLE 50 ROCENLLE WD gl DHETRICT FAMUM wimemiDdgas g mal. com
CRD0TH ALLEGAHY COUNTY PUBLIC ECHOCL  YMDSOZ EFEP « 5CHOOLE EFEF M ETREET POTOMED WD 283 DHETRICT FAMUM wimemiDdgas g mal. com
Do ALLEGAHY COUNTY PUBLIC ECHOOL  yiepist EFEF - SOHO0LI0 EFSF KSTREET ARLIMGTON e 20154 DHETRICT FARLIM i 0aE T M Com
CRD0TH ALLEGAHY COUNTY PUBLIC BECHOCOL - YAMDSS3 EFEF « S0HO0LY EFEFP DLEE ST EETHESDA WD 2185 DHETRICT FAMUM wimemiDdgas g mal com
CnDon ALLEGANY COUNTY PUBLIC BECHOCOL - YMIDMA2 EFEF « SCHOOLE EFEFP U ETREET ROCENLLE ND 2mar DIETRICT FAMLM WIRIMODAas g ma . om
CpDon ALLEGANY COUNTY PUBLIC SCHOCOL - YWIDMAS EFSF « 50H00LE MELFSFER 300 LEE CT EETHESDA MO 20T DISTRICT FARLIM WIEIMOOAaE T ma . Com
(e M) ALLEGANY COUNTY PUBLIC ECHOCOL - YMIOHAS EFEP « 5CHOOLY EFEP 123 KING ETREET POTOMED WD 2084 DIETRICT FARLM wtomisages g madl com
OO0 ALLEGANY COUNTY PUBLIC ECHOCOL  YMIHAT EFSP « 5CHOO0LE HELFSEFER 1200 MW AVE ALEXAMDRL, WD il DHETRICT FaRLUM wisomiDdgasfgmadl com
OO0 ALLEGANY COUNTY PUBLIC ECHOCOL - YMIOHAE EFSP « 5CHO0LE EFEF BT DLUFCN CIRCLE ARLINGTON WD 248 DHETRICT FaRLUM wiscmODdaas T mal com
CRAD0T ALLEGAHY COUNTY PUBLIC BECHOCL  YADSS EFSP: SCHHOLE EFEF DLEE CT ROCEWLLE WD 2185 DHETRICT FAMUM wimcmiDdgas g mal. com
OO0 ALLEGANY COUNTY PUBLIC ECHOCL - YMIDNSO0 EFSP <SCHOOL1 EFEF P STREET ALEXAMDRLA, WD gl DHETRICT FaRLUM wiscmiDdgas g mal com
CRD0TH ALLEGAHY COUNTY PUBLIC BECHOCL  YMDSS2 EFEP-SCHOOLI EFEF L ETREET POTOMED WD 2084 DHETRICT FAMUM wimemiDdgas g mal. com
CnDon ALLEGANY COUNTY PUBLIC BECHOCOL - YMDEN B8 2127 FRE-TEET: R1.18 HELF MCT POTOMED ND i DIETRICT FAMLM WIRIMODAas g ma . om
(e ] ALLEGANY COUNTY PUBLIC SCHOCOL  YMDEeT 53« YELLCW FIELD STATION SCHOCL MELFSFER 3102 YRHARA CT POTOMED MD 2084 DISTRICT FARLM WIEIMOOAeG T ma . Com
CpDon ALLEGANY COUNTY PUBLIC SCHOCL  YMIDSET 535 BROOKS ACADENY SCHOOL MELF 5196 PRINCE BLVD EHADY GROCNVE MO 2mar DISTRICT FARLIM WIEIMOOAaE T ma . Com
(e M) ALLEGANY COUNTY PUBLIC ECHOCL - YAIDREMA ESAFCLLOE-ELEMENTARY HELF 5412 KINGE 5T ETERLHG WD 21452 DIETRICT FARLM wtomisages g madl com
OO0 ALLEGANY COUNTY PUBLIC ECHOCL  YMWIDMES ES-CALDWELL ELEMEMTARY ECHOOL HELF 31 A KINGE ETREET POTOMED WD 281 DHETRICT FaRLUM wiscmODdaas T mal com
CrDoD ALLEGANY COUNTY PUBLIC SCHOCL  yivpses E5-REGREE-SCHIOL-1 6 EFSF 35 M STREET FOTOMED WD 20182 CHETRICT FARLM witmcmilDdqas gmailoom
OO0 ALLEGAHY COUNTY PUBLIC ECHOCOL - YMDE'E ES:RT R1.18 - EAGLE RIDGE (EFSF) EFEFP YORK ET POTOMED WD AT DHETRICT FaRLUM wiscmiDdgas g mal com
CRD0TH ALLEGAHY COUNTY PUBLIC BECHOCOL  YMDE'E ES:-RT R1. 18 - FOTOMAL BCHOOL [NELF) HELF KET POTOMED WD 2ar DHETRICT FAMUM wimemiDdgas g mal. com
CRD0TH ALLEGAHY COUNTY PUBLIC BECHOCL - YMDEH ES:-RT R1. 18 - FOEA CARTER (BOTH) HELFSFER MET POTOMED WD 20ar DHETRICT FAMUM womcmiDdgas g mal com
CnDon ALLEGANY COUNTY PUBLIC ECHOCOL - YMDES EE-UAT1.18 -HGH BCHOOL MELFEFER D COURT POTOMED ND gl AFFLEFE

CpDon ALLEGANY COUNTY PUBLIC SCHOCOL - YMDS'S E5-UAT1.15 MIDDLE SCHOOL MELFSFEF 5000 HLCREST VILLAGE EETHESDA MO 20T AFPFLE CRUNCH

(e M) ALLEGANY COUNTY PUBLIC ECHOCOL - YMDELR ES.UAT 1 8-ELEMENTARY SCHOOL HELFSFER 654 BMOLMT VEW EETHESDA WD maT AFFLE BEE Euganaswar Thamaraisehvan fifns usda gow TI457.5703
e D] ALLEGANY COUNTY PUBLIC ECHOCL - YMDS10 EUGEN CLIRIE ECHOOL HELF 611 GOSMELL RDAD EHADY GROCNVE WD a7 DHETRICT FAMLUM Wi i com TI34STETSS
(e N ] ALLEGANY COUNTY PUBLIC ECHOCOL  YMIOFEES EUGEN YWDSES HELF 505 ETRAIGHT CT EETHESDA WD mar DIETRICT FARLIM Wi rrid oo TI345TETSA

EXAMPLE: Organization/POC Listing
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User Listing

Place a New Order
Modify Pending Order

Edit Receipts
View an Order
Current Fund Balances

Product Mews Flashes

Email Account Specialist

Usage Reports
Budget Balance/Spent

Catalog
Organization/POC Listing
User Listing

In the Customer Homepage,
select the User Listing™* link
under the ‘Reports’ menu.

*Available to District and State

users only

My Profile
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User Listing

User Listing Report

Select "View Report’ to get a list of all users in your district.
The "Report Help” button will display a help document to further explain how to run, export and print your report.

[ View Report Report Help ]

Select View Report to open the report interface.

To view a help document that explains how to work with the
reports, select Report Help.

District users will automatically see a list of all active users
from their district and its active schools.

State users have the option to view a list of all active users
(state, all districts, all active schools) or to select a specific
district (only users from the selected district and its active
schools).
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User Listin

FFAVS907 - USER LISTING

County Name
ALLEGANY COUNTY

ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY GOUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY GOUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY GOUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY
ALLEGANY COUNTY

Customer Code

Customer

OMD001
OMD0O01
OMD001
OMDO01
OMD001
OMD001
OMD001
OMD001
OMD0O01
OMD001
OMD0O01
OMD001
OMDO01
OMD001
OMD001

YMD4TT
YMD4TT
YMD4TT
YMD4TT
YMD997
YMDS15
YMDS14
YMDS12

ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOOL
District Acct Rep

District Acct Rep

District Acct Rep

JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
55 - YELLOW FIELD STATION SCHOOL
S5-UAT1.18 -HIGH SCHOOL
55-UAT1.18- MIDDLE SCHOOL
S5-UAT1.18-ELEMENTARY SCHOOL

Last Name
DAVIS
DISTRICT
FORCUSTOMER
JOHN

LEE
MEHEDI
MICHAEL
NGYUGEN
O'DAWSON
O'LEARY
PANUM
P'ANUM
SELVAN
SMITH
TEST2
PANUM
REZA
SRIRAJU
KEVIN
MNIVIN
PANUM
PANUM
SELVAN
PIE
CRUNCH
BEE

First Name
MELISSA
USERII
DISTRICTII
SEAN
APPLE
Mou
CHRISTINA
MIHM
R'OMARIO
SAMY
DISTRICT
SHERINA
SUGAN
PANUM
TES2 COPY
D-ACCT
MEHEDI
JYO

SARA
NOVA
SCHOOL-I
USERII
SUGAN
APPLE
APPLE
APPLE

E-mail

SAMPLE DATA

EXAMPLE: User Listing
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My Profile
onders

Place a New Order
Modify Pending Order
Edit Receipts

View an Order

Current Fund Balances
Product News Flashes

Email Account Specialist In the Customer Homepage,
select the My Profile link under

the ‘My Profile’ menu.

Usage Reports
Budget Balance/Spent

Catalog
Organization/POC Listing
User Listing

ﬂ My Profile i
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My Profile

Home Help Logout

Date: Tuesday, January 9, 2018

Last Name: |CUSTOMER
First Name: |EXAMPLE

E-mail Address: |cu5t0mer.example@myschool.org

Phone number: |123-456-7890

S
Fax number:

Region: | CONNETICUT, MASS, MAINE, NEW HAMP, RHODE ISLAND, VERMONT A

County: | SURPLUS DIST SECTION ™
Customer: | ONHOO1 SURPLUS DIST SECTION, NH W

You can review and update your own contact information. For other
updates or corrections, contact the DLA Account Specialist or the
FFAVORS Help Desk.

Note: Both the E-mail Address and Phone Number are required
] fields. An error message will be displayed if these are left blank.
System notifications and/or responses to the FFAVORS Help Desk
inquiries will be directed to the email address on file.
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My Profile

Date: Tuesday, January 9, 2018

You may opt in to receive email when you and/or when other users
(DLA, others from your organization or a related organization) create
a new order or modify a pending order.

Note: School or Tribe users will be notified about orders to be
delivered to their own organization. District users will be notified
about orders for any schools in their district.

Customer Order Preferences
M| Receive emails for new/modified orders that I place
W] Recaive emails for new/modified orders that are placed by others for my organization

|Save||Reset||Eancel|

Contact FFAVORS Help Desk
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My Profile

Home Help Logout

Date: Tuesday, January 9, 2018

I Save successful. I

Last Name: | CUSTOMER
First Name: |EXAMPLE

E-mail Addrass: |customer.example@myschool.org |

Phone number: @' -
= ] 1O UNd0O any changes entered in My

=nmee: | Profile prior to saving, click Reset.

Region: | COMMET.

County: | SLIRPLLIY

wsomer oot | If NO Changes are needed or to exit
without saving changes, click Cancel to
Customer Order Preferences return to the Customer Homepage.

M| Receive emails for new/modified orders
W] Recaive emails for new/modified orders

To save changes entered in My Profile,
[szve | [ Reset || cancel | click Save.

Contact FFAVORS Help Desk
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My Profile

Home Help Logout

Date: Tuesday, January 9, 2018

I Save successful. I

Last Name: | CUSTOMER
First Name: |EXAMPLE

E-mail Addrass: |customer.example@mvschool.org

Phone number: (123-456-7801

Benson: [ ]
Faxoumber: [ ]

Region: | COMNETICUT, MASS, MAINE, NEW HAMP, RHODE ISLAND, VERMONT e

County: | SURPLUS DIST SECTION
Customer: |ONHOO1 SURPLUS DIST SECTION, NH v

Customer Order Preferences After successfully saving, to return to the

M| Receive emails for new/modified orders th

] Recaive emails for new/modified orders th Customer Homepaqe Wlthout maklng
further changes, click Cancel or the

[save | [ Reset | mce|||- Home link.

Contact FFAVORS Help Desk
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Contact FFAVORS Help Desk

Date: Wednesday, April 3, 2019

Customer Homepage Last Login: Friday, September 28, 2018 8:08:22 AM

Welcome, SURPLUS DIST SECTION, NH

Please select from the following options:

londers | Please Read (updated on 4/7/2019)

Place a New Order

Modify Pending Order The following changes have been made in FFAVORS:

Edit Receipts

View an Order = A new reason, NON U.S. ITEM DELIVERED, has been added as a choice when editing receipts.
Current Fund Balances Please use this code when rejecting product due to being non-domestic.

Product News Flashes
li

| Account Specialist

mail

1 hi lease ask your FFAVORS account representative or email

f you have questions, pl
the FFAVORS help desk.

)
T

Users may send a message to the FFAVORS support team from any screen.
Select the Contact FFAVORS Help Desk link at the bottom of the page.

Note: Please use the Email Account Specialist link for order-related questions.

If unable to access link or for login issues, contact FFAVORS@fns.usda.gov.
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mailto:FFAVORS@fns.usda.gov

Contact FFAVORS Help Desk

Home Help Logout

|

]

) ([ e

Date: Wednesday, April 06, 2016

Fill out your comments below and click on the "Send Email” button to send the email to the FFAVORS Helpdesk.

Enter any questions or comments in the message
block and select Send Email.
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Help

To view the most current version of this manual select Help
from the menu in the upper right corner of the screen.

FFAVORS:
Fresh Fruits and Vegetables Order
Receipt System

Vendor User Manual

4

136



To exit FFAVORS, select Logout from the menu in the
upper right corner of the screen.
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Logout

Message from webpage &3

At the first prompt, select OK
to confirm logouit.

':9:' Are you sure you want to log off?

‘ 0K Cancel

Message from webpage

At the second prompt, select
OK to accept the security

§ . Forsecurity reasons, your browser window will close automatically.
-

—

OK

requirement and close the
browser window.
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