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Backpack Ordering and Reporting Manual




Welcome to the Food Bank of lowa’s online ordering system! This ordering
system allows users to:

e place an order;

e schedule a pick-up or delivery
e receive order confirmation;

e submit monthly reports

This manual is designed as a step-by-step training tool to be used by both
experienced and new users to the online ordering system. There are several key
pieces of information that are needed every time a user logs into this system. We
encourage you to write that information into this manual and keep this in a safe
and convenient location.

Agency log in information, you will need this information every time you wish to
log into the system. Please note that the Agency Reference number and
Username are the same.

e Web Address: www.foodbankiowa.org

e Agency Ref:

¢ Username:

e Password:




ETTING STARTED — LOGGING IN

Go to www.foodbankiowa.org and locate Partners and Programs at the top of
the home page.
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At the Food Bank of lowa. we're dedicated to
ending hunger in lowa—for each one of the
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LEARN MORE

Hover on Partners and Programs and click on Place Orders & Submit Data.
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The login screen as it will appear after clicking the link is below. Enter your
Agency Reference, Username and Password. The Agency Reference must
be entered with a zero at the beginning of your four digit agency number. Should
you forget either your Username or Password, please contact your Regional
Partnership Coordinator.
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Closed Dates:
Monday, September 03, 2012 for Hebday

You will now be logged into your home page. Please check the home page
when you log on for messages from the Food Bank of lowa. From this screen,
place an order by clicking Order Entry .
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| Home
|

Home | Your Cart |

Welcome to The Food Bank of Towa's Online Ordering System!

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

7:30 am - 2:00 pm

Produce Shopping Hours:
Monday - Thursday

8:00 - 11:20 am

1:00 - 3:20 pm

Eiday

a4:00 - 11:20 am

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

The Shipping Option Method and Location will automatically populate based
on your master agency file. Do not change the default entries unless you are a
delivery agency choosing to pick up in Des Moines. The system will default to
the first available pickup date. To choose another day, click the calendar icon
and select your desired pickup date. If you are on a delivery route, please look at
the delivery schedule with the set times for delivery and choose the appropriate
date listed on the schedule.
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Shipping Option
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Today: August 30, 2012

After the date has been selected you will use the drop down arrow in Time to
choose your pickup time. If a pickup date or time is not shown, that time is not
available to schedule. Note: the Food Bank of lowa closes at 2:00 PM on
Fridays. The last pickup appointment on Fridays is 11:20 AM. If you are on
a delivery schedule, the time you select is irrelevant, but you still need to
choose one. If on a delivery you will be emailed the estimated time of
delivery two days prior to the delivery date.




Once your date and time have been selected and you have moved off of this
page, no changes can be made, unless you cancel and start over. If you need to
change or correct your pickup date or time, use the Comment box (referenced
on Page 8) or give us a call. After you have scheduled your pickup appointment,
click Continue to select your backpack boxes.
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Print Shopping List

Shippisng Option

Methe: Delivary
Locaton: Oalivery Dock
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Message from Food Bank:
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After clicking continue, you should see the screen below. In the Qty box you will
type the number of cases you want to receive. ****Please Note that Backpack
sacks come in cases, there are 8 sacks to a case, if you type the Qty as 4, you
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will receive 32 sacks
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Once a quantity has been selected, click on “view cart” on the bottom of the page and
ignore the other boxes.
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You haw 1 days 23 bours 53 menutes a5 of 4/24/2017 10:22:51 33 before your order s canceled.

Order Ref # 75902 Cancel Order  Print Shopping List | Print Cart  View Cart
am | Total . Purchase [ Semvice U Toml .
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Cancel Order | Print Shopping List | Print Cart | View Cart

To finalize your order, you will be required to enter your Name, Phone Number, Email
Address, and any comments. Please ensure the person making the order enters their
own information in these fields.

Add any instructions specific to your order or notes to change/correct your pick-up
appointment in the Comments field. Please also indicate here if you want your order to
be Pallet & Wrapped, meaning it will be directly fork lifted into your vehicle or Hand Load
if you want to load it yourself.

Notice also that your order is not complete here, at the top of the page there
should be a message that reads “entry is not complete until you check out”,
this message is showing you that you have 48 hours to complete this order
before the system cancels it out.
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Shopping List | Checkout.

Shopping List - Checkout




To complete your order, locate the “Check Out” box at the bottom of the page, and click
there. Do not use the “Shopping List” box.
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After clicking on the “Check Out’ box, you should see the following screen below. If you
do not receive this message, your order has NOT been submitted to the Food Bank of
lowa for review.
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Order Ref #75802

Thank-you! Your order was successfully sabmitted.

ik hers for  POF summaty of your e

(c:2009 - 2017 ECCA Paveoll + Business Soluions, Al Righis Reserved | Piwacy 2oy | Terms of U | VI2.01.00.0046

If you see the above message, you have successfully completed your order, and
a confirmation email will be sent to the contact on file. If you do not receive a
confirmation email, please contact the Food Bank of lowa, as your order may not
have been received. If you have any questions throughout this process, or are

not sure if your order went through. Please call your RPC or Alyssa Bear at 515-
867-2896.



