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What is 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 available to non-DOD
customers, such as schools, tribes, and
summer meal sites.




FFAVORS Access

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

B An official website of the United States Government. Here's how yo

QSDA Food and Nutrition Service

_ U.S. DEPARTMENT OF AGRICULTURE COVID-13 CONTACTUS REPORTFRAUD ASKUSDA USDA.GOV

HOME DATA & RESEARCH GRANTS NEWSROOM RESOURCES OURAGENCY PROGRAMS _ (o]

USDA FOODS

Fresh Fruits and Vegetables Order Receipt System (FFAVORS)

HOME = USDA FOODS

Maintenance Notice

Home
FFAVORS is scheduled for maintenance every Sunday from 4:00 PM through 2:00 AM Central Time. The site may be

Data & Research unavailable for periods during this maintenance time.

IDs and Passwords

Grants
For access to FFAVORS, your current Department of Defense (DoD) Account Manager, DoD Field Representative,
Newsroom and/or DoD Contracting Specialist must establish a user profile for each new user within FFAVORS.
Resources 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
Our Agency
application. For those that have an eAuthentication ID, the user profile must still be created in FFAVORS before
Programs 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.
Spotlights P =P . P

o FFAVORS Login 5

USDA Foods Toolkit for Child Nutrition




FFAVORS Login

= An official website of the United States Government. Here's how you know v

USDA Food and Nutrition Service
SR U-5.DEPARTMENT OF AGRICULTURE COVID-19 CONTACTUS REPORTFRAUD ASKUSDA USDA.GOV

HOME DATA & RESEARCH GRANTS NEWSROOM RESOURCES OURAGENCY PROGRAMS _ Q

USDAFOODS

Fresh Fruits and Vegetables Order Receipt System (FFAVORS)

HOME = USDAFOODS

Maintenance Notice

Home
FFAVORS is scheduled for maintenance every Sunday from 4:00 PM through 2:00 AM Central Time. The site may be

Data & Research unavailable for periods during this maintenance time.

IDs and Passwords
Grants

For access to FFAVORS, your current Department of Defense (DoD) Account Manager, DoD Field Representative,

Newsroom and/or DoD Contracting Specialist must establish a user profile for each new user within FFAVORS.

Resources 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

Qur Agency
application. For those that have an eAuthentication ID, the user profile must still be created in FFAVORS before

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

3 Representative, and/or DoD Contracting Specialist, please contact the FFAVORS help desk.
Spotlights ? = : g
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FFAVORS Login

USDA eAuthentication )
sl U.S.DEPARTMENT OF AGRICULTURE UEAuth

HOME CREATE ACCOUNT MAMAGE ACCOUNT ~ HELP ~

We’ll take you to your destination in just a moment...

The application you are accessing requires you to log in to USDA eAuthentication. Please log in or create an account.

. Log In with @ I Log In with @
PIV/CAC Password

User ID Forgot User |D

-

Password Forgot Password

. Show Password

Log In with Password

Create Update
Account Account

To access FFAVORS, all users are prompted to first log in to
the USDA eAuthentication.




FFAVORS Login

. Log In with
Password

User ID Forgot User |D

Password Forgot Password

. Show Password

Log In with Password

 Enter ‘User ID’.

 Enter ‘Password’.

« Select Log In with
Password button.

Tips:

« Passwords do not expire.

* Avoid saving passwords in the
browser.

« Make sure CAPS Lock is not
activated to avoid difficulties.




FFAVORS Login

. Log In with
Password

User ID Forgot User |D

Password Forgot Password

. Show Password

‘ Log In with Password \

To recover a forgotten User ID, click
Forgot User ID and follow the
prompts to provide requested
information. The matching User
ID(s) will be emailed.

Tip: For accounts created after
6/7/2020, the User ID is the email
address associated with the
account.




FFAVORS Login

. Log In with
Password

User ID Forgot User |D

Password Forgot Password

. Show Password

‘ Log In with Password \

To recover a forgotten password,
click Forgot Password and follow
the prompts to provide requested
information. Click the link sent to
email to enter a new password.

Tips:

* |f more than one eAuth account
Is associated with the same
email address, follow prompts to
set up an Account Management
Email (AME) first.

« |f an AME is not entered, users
must answer the previously
selected security questions in
order to reset the password.

10



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 email for assistance.

11



User Agreement & Registration

Users who have more than one active user profile in FFAVORS (with the same last

name and email address) will be prompted to select which user profile to use.

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

Selection Page for Multiple FFAVORS Accounts

log out and log back in.

Representative.

Level - 1

ID - 28682019092N011483024470

Email - = fewii . sorm e | -

You can return to this selection page by selecting the *Switch’ link in the top right-hand corner of any FFAVORS page. This allows you to switch between profiles without having to

If a link does not exist for a FFAVORS ID, the customer is Inactive as noted in the Customer Code column. If you feel this is in error, please contact your DLA Account

X

FFAVORS ID Role Customer Code
100356 Customer YNH138 28682019092011483024470 Amherst MS 5/28/2020 2:32:14 PM
100398 { ustomer YMH141 Mont Vernon Village School
| 1UUs50 | Lustomer YNH139 28682019092011483024470 Wilkins Elementary 5/28/2020 6:04:02 AM

Please contact the FFAVORS help desk at sm.fn.ffavors@usda.gov if you nead further assistance.

12




User Agreement & Registration

Application User Data ‘

User ID:

Email Address”
First Name:
Last Name:
Citizenship:

Designation Of Person:

Customer Code:
Customer Name:
County Code:
County:

Address 1:
Address 2:

City:

State:

Zip Code:

i Confirm that the Application User Data
T— appears correct.
FFfWGRS Note: The Email Address may be
United States .
civilian updated if needed.
Customer ™ e
YNH139 If the Customer Demographics data is

Wilkins Elementary
697

Amherst

&0 Boston Post Rd

Amherst
New Hampshire

03031

incorrect or other changes are required,
select Exit and contact the DLA
Account Specialist or email the
FFAVORS Help Desk at
sm.fn.ffavors@usda.gov to assist with
linkage issues between the
eAuthentication and FFAVORS.

Select Register.

Exit

; Register |

13



User Agreement & Registration

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 BEHAVIOR. BY
VIRTUE OF YOUR USE OF Fresh Fruits And Vegetables Order Receipt System WEBSITE, YOU ARE IN AGREEMENT OF THESE RULES.

As a user of the Fresh Fruits And Vegetables 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 Vegetables Order Receipt System site. Failure to comply with these rules may result in the termination of
your access to Fresh Fruits And Vegetables 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 internet/intranet access.

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

I understand that I 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 Vegetables Order Receipt System under my login ID and password.

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 number (PIN) 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 or least privilege basis. I will not attempt to circumvent established security configurations to gain more access.
I understand that I will not modify my PC configuration settings to circumvent established security practices.

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

If I abserve anything an the system while T am using Fresh Fruits And Veegetables Order Receipt System that indicates inadequate security, T will immediately notify
the Fresh Fruits And Vegetables Order Receipt System system administrator and my local ISSO/IS5M or other authorized computer security personnel.

I understand that use of Fresh Fruits And Vegetables Order Receipt System constitutes consent to monitoring. Fresh Fruits And Vegetables Order Receipt System is
monitored 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.
I will handle all sensitive information on an appropriate basis.

I will comply with all security guidance issued by the Fresh Fruits And Vegetables Order Receipt System system administrator.

Your Fresh Fruits And Vegetables 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. g
Yes| [No| 14




Profile Selection

When logging in to FFAVORS after registration has been completed, users who

have more than one active user profile in FFAVORS (with the same last name and

email address) will be prompted to select which user profile to use.

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

Level - 1
ID - 28682019092011433024470
Email - = b o srm o -

You can return to this selection page by selecting the “Switch” link in the top right-hand corner of any FFAVORS page. This allows you to switch between profiles without having to
log out and log back in.

If a link does not exist for a FFAVORS 1D, the customer is Inactive as noted in the Customer Code column. If you feel this is in error, please contact yvour DLA Account
Representative.

FFAVORS ID Customer Code

100356 Customer YMNH138 28682019002011433024470 Amherst MS 5/28/2020 2:32:14 PM
100398 Customer YNH141 28682019092011483024470 Mont Vernon Village School 5/28/2020 2:46:57 PM
100396 Customer YNH139 28682019092011433024470 Wilkins Elementary 5/28/2020 6:04:02 AM

Please contact the FFAVORS help desk at sm.fn.ffavors@usda.oov if vou need further assistance.

15




Profile Selection

Customer Homepage

Welcome, SURPLUS DIST SECTION

Please select from the following options:

i

Place a New Order
Maodify Pending_ Crder
Edit Receipts

View an Grder
Current Fund Balances
Product Mews Flashes

Customer [ POC

Customer
Point of Contact (POC)

i

Usage
Budget Balance/Spent
Catalog

My Profile
My Profile

HelpDesk

Date: Monday, November 13, 2023

Last Login: Monday, November 6, 2023 12:30:43 PM

Please R
The following d

+ User prof]
Systemat]
that have|
email wh

If you have qu
desk at sm.fn.f

System Emails ** New email{s) since last legin **

If more than one user profile is
available, users may switch to a
different user profile at any time
without logging out of FFAVORS.
Click Switch at the upper right
side of the screen to return to the
user profile selection page.

Note: This link will not appear if
there is only one user profile
associated with the login.

1€

o)




Customer Homepage

UDLUNT D mulirepragys

Nelcome, SURPLUS DIST SECTION

*lease salect from the following options:

-
=
c
i

Place a New Qrder
Modify Pending Order
Edit Receipts

View an Order
Current Fund Balances
Product Mews Flashes

Customer | POC

Customer
Point of Contact (POC)

i

Lsage
Budget Balance/Spent
Catalog

i

My Profile

System Emails ** MNew email(s) since last login **

HelpDesk

D

Ple

Always confirm the customer
organization before entering any
transactions.

If this is not correct, click Switch in
the upper right corner (if available) to
select a different profile or contact the

DLA Account Specialist or create a

HelpDesk request for assistance.

17



Customer Homepaage

11

Customer Homepage

Welcome, SURPLUS DIST SECTION

Please select from the following options:

Place a New Order
Maodify Pending_ Crder
Edit Receipts

View an Grder
Current Fund Balances
Product Mews Flashes

Customer [ POC

Customer
Point of Contact (POC)

i

Usage
Budget Balance/Spent
Catalog

My Profile
My Profile
System Emails ** New email{s) since last legin **
HelpDesk

Help Logout Switch

Last Login: Monday, November 6, 2023 12:30:43 PM

Please read the latest USDA market report hera.

Please Read (updated on 01/07/2024)

The following changes have been made to FFAVORS:

+ User profiles that have never logged in will be systematically locked after 3 months.
Systematic locking of profiles after 13 months of inactivity will also continue for user profiles
that have logged in. In either case, the user whose profile is being locked will receive an
email when this occurs,

If you have guestions, please ask your FRAVORS account representative or email the FFAVORS help
desk at sm.fn.ffavors@usda.gowv.

Check for important announcements.

1¢




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.

« \iew past or pending order.

« Edit and review receipts on delivered orders.

« Display current fund balances.

* View latest product news flashes.

* View Organizations/Update POCs.

« Contact my DLA Account Specialist

« Create HelpDesk Tickets.

 Run reports on orders, funds, or catalog history.
« Update my user profile.

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




District Account Representative
Homepage

3 .
fratt g

.‘ y
|

|Please select frem the following options:

==
School Budget
Summer Food Budast

Import NSLP Budget
Import SFSP Budget

Repors |

Usage
Budgst Balance/Spent

Catalog
Organization/POC
User

Delivery Day

myprofile |

My Profils
HelpDesk

‘Welcome, DISTRICT - MILFORD FFAVORS

Date: Monday, November 13, 2023

District Account Representative Homepage Last Login: Monday, November 13, 2023 8:30:00 AM

Please read the latest USDA market report here.

Always confirm the user account before entering
any transactions.

If this is not correct, click Switch in the upper right
corner (if available) to select a different profile or
contact the DLA Account Specialist or create a
HelpDesk Ticket for assistance.

desk at sm.fn.ffavors@usda.qov.

20



Istrict Account Representative

Date: Monday, November 13, 2023

Dlstrlct Accou nt Representatlve Homepage Last Login: Monday, November 13, 2023 8:30:00 AM
Please read the latest USDA market report here,
Welcome, DISTRICT - MILFORD FFAVORS

Please select from the following options:

Please Read (updated on 01/07/2024)

School Budget
Summer Food Budget
Import NSLP Budget
Import SESP Budget

The following changes have been made to FFAVORS:

= User profiles that have never logged in will be systematically locked after 3 months,
Systematic locking of prefiles after 13 months of inactivity will also continue for user profiles
that have logged in. In either case, the user whose profile is being locked will receive an

email when this occurs.
.

= A new Import SFSP Budget link will appear if your state/district is set up to order SFSP.

Usage Import SFSP works the same as Import NSLP, providing an alternative to import budget
Budgst Balance/Spent information rather than using the SFSP budget screen. See the link on the Import page for
Catalog more details.
Organization/POC
User
F If you have gquestions, please ask your FRAVORS account representative or email the FRAVORS help
Dalivery D
i o desk a R =
yprofle | Check for important announcements. |
My Profile
HelpDesk

21



District Account Representative

Homepage

What can | do in FFAVORS?

Enter or upload NSLP and SFSP (if applicable)
entitlement for schools in the district.

Run reports on orders, funds, or catalog history.
Review active organizations assigned to the district.
Review a list of users for the district.

Review delivery days assigned to the district.
Update my user profile.

Create a HelpDesk Ticket.

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

22



State Account Representative

=

Homepage

Date: Monday, November 13, 2023

iState hccou nt Re presentatlve Homepage Last Login: Monday, November 13, 2023 8:09:55 AM

iWelcom e, STATE FFAVORS

Please select from the following options:

Orders

Past Due Receipts

I

School Budget
Summer Food Budget
Import NSLP Budget
Import SESP Budget

i

Existing Customers / Request New

(Reports

Usage
Budget Balance/Spent

Catalog
Organization/POC
User

Delivery Day

i

My Profile
System Emails
HelpDesk

Please read the latest USDA market report here.

Always confirm the user account before
entering any transactions.

If this is not correct, click Switch in the
upper right corner (if available) to select a
different profile or contact the DLA Account
Specialist or create a HelpDesk Ticket for
assistance.

-

23



State Account Representative

State Account Representative Homepage

Welcome, STATE FFAVORS

Please select from the following options:

Past Due Receipts

i

School Budget
Summer Food Budget
Import NSLP Budget
Import SESP Budget

Existing Customers / Request New

i

Usags

Budget Balance/Spent
Catalog
Organization/POC
User

Delivery Day

My Profile

My Profile
System Emails
HelpDesk

Help Logout Switch

Date: Monday, November 13, 2023

Last Login: Monday, November 13, 2023 8:09:

Please read the latest USDA market report he

Please Read (updated on 01/07/2024)

The following changes have been made to FRAVORS:

email when this occurs.

more details.

desk at sm.fn.ffavors@usda.gov.

s User profiles that have never logged in will be systematically locked after 3 months.
Systematic locking of profiles after 13 months of inactvity will also continue for user profiles
that have legged in. In either case, the user whose profile is being locked will receive an

s A pew Import SFSP Budget link will appear if your state/district is set up to order SFSP.

Import SFSP works the same as Import NSLF, providing an alternative to import budget
information rather than using the SFSP budget screen. See the link on the Import page for

If you have guestions, please ask your FRAVORS account representative or email the FFAVORS help

N

Check for important announcements.

2
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State Account Representative
Homepage

What can | do in FFAVORS?
 Review past due receipts.

« Enter or upload NSLP and SFSP (if applicable)
entitlements.

* Review existing customers or request new customers.
* Run reports on orders, funds, or catalog history.
 Review active organizations in the state.

* Review a list of users in the state.

« Review delivery days for all sites in the state.

Update my user profile.

Create a HelpDesk Ticket.

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

25



Return to Homepage

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

Some screens include other options to return to the homepage,
including the Return to home page link in the green menu on the
left side Order Processing or a Return to Main Menu button.

Return to home page Return to Main Menu

26



Orders

The screenshots and examples used for ordering are from
district and school customers participating in the National
School Lunch Program (NSLP).

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

» Participants in the Summer Food Service Program
(SFSP)

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

« Military customers

27



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.

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

28



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.

Vendors may assign a regular delivery day.

Please direct questions about the available RDDs to the
DLA Account Specialist. 29




Rules for Ordering

Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
23 24 23 26 27 28 29
Catalog o~ =
Ny \ "h'\ # '

Created =4 7N

Sunday Monday Tuesday Wednesday  Thursday Frday Saturday
30 31 I 2 3 4 5
r\\ y Fy f\ .I_.
N < 42 A2 2 < /N

EXAMPLE 1: Order placed on Monday the 24t

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

 Deliveries are not available on weekends.

* Available RDDs are the 28 and the 315t through the 4.

30



Rules for Ordering

Sunday Monday Tuesday  Wednesday  Thursday Frday Saturday
23 24 25 206 27 28 20
Catalog
oy o N ’
Created J . Pa s
Sunday Monday Tuesday  Wednesday  Thursday
30 31 I 2 3 4

Friday

Saturday

EXAMPLE 2: Order placed on Thursday the 28t"

*The 3 business day prep period excludes the 28, 31st, and 1st,
*The first available RDD is Wednesday the 2",
 Deliveries are not available on weekends.

« Available RDDs are the 2"d through the 4.

31



Place a New Order

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

Hlace 3 New Urder

|.T‘|l._ll_.; IF_._ F:II.JIiIILI ':I'..;E

Edit Receipts ** You have receipts that are dus
View an Order

Current Fund Balances

Product News Flashes

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Flashes

Current Fund
Balances

Return to home page

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

32



Place a New Order

Home Cust Help Vendor Help Logout

Destrick/ Custamer:

frtee Monday, Rsgoet 31, 2073

Customer Selection Screen

Select the Customer:

State:

OGADDL
OGAON
OGADDE
CGADH

T ———————————————— 8| 0GADDS

District users only:

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

OGANE
OGANDT
OGANS
OGAG0Y
OGAT10
OGAIT1
OGANL2
LADLS
2LADTS
LANLS
GADLS
LADLT
zADLE
L'DE.-N:IJ.‘EI

Georgia W

- APPLING COUNTY SCHOOL DISTRICT
- ATLANTA PUBLIC SCHOOLS

- BACON COUMNTY

- BARROW COUNTY

- BARTOW COUNTY

- BERRIEN COUMNTY

- BLECKLEY COUNTY

- BRANTLEY COUNTY

- SRYAN COUNTY

- CALHOAUN CITY PUBLIC SCHOOLS

- CAMOEN COUNTY

- CANDLER COUNTY, GA

- CARROLL COUNTY

- CHEROKEE COUNTY

- COFFEE COUNTY

- DAWSON COUNTY

- DEKALB COLNTY

« DOUGLAS COUNTY

- EARLY COUNTY ) =

33



Place a New Order

Home Cust Help Vendor Help Logout

Date: Monday, August 21, 2023

Customer Selection Screen

Select the Customer:

State: ‘ Georgia ¥ ‘
District/Customer: | 0GAQ04 - BARROW COUNTY v|
Customer; | YGA310 - AUBURN #ELEMENTARY v

I Proceed I

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

34



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

35



Place a New Order

O school Lunch  © Summer Food

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

36



Place a New Order

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

Order for DZ043 EXAMPLE VENDOR
The minimum order for this vendor is $199

Select the Requested Delivery Date for your order:

Your assigned delivery day(s): Eriday

Requested Delivery Date
Thu 9/17/2020
Fri 9/18/2020

Select from the available options in the ‘Requested Delivery Date’
dropdown list. These dates are based on the Rules for Ordering.

Note: If the vendor has assigned a reqular delivery day, this is indicated on
the screen and the date is in bold in the dropdown list. When a date is
Selected that is not an assigned delivery day, a warning message appears
on screen; however, customer can continue to place order.

37



Place a New Order

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

Order for DZ043 EXAMPLE VENDOR

The minimum order for this vendor is $199

Select the Requested Delivery Date for your order:

Your assigned delivery day(s): Friday

Requested Delivery Date : |Fri 9/18/2020 V|

Go Shopping

After selecting a date, click on the Go Shopping button.

38



Place a New Order

SURPLUS DIST SECTION

Order for DZ043 EXAMPLE VENDOR
The minimum order for this vendor is $190

Fund Balance for NSLP
Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTIONM, NH

| | state $ || Federal $ || GOVT $ |
| Starting Balance| n/all  $1,200.00) Ny A
Ispent, Previous Orders|| $0.00]| $0.00]| N/ Al
|  Cost, This Order| $0.00|| $0.00| My )
[  Remaining Balance| n/al|  $1,200.00) N/ Al

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 FFAVORS support team to
inquire about or report problems with the fund balance.

Note: If GOVT $ are available, orders will be applied against those
funds first.

The starting/remaining balance does not apply to tribes and military
customers.
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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 ltems’.

Available Ttems:

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

CASE QTY | ITEM CODE | DESCRIPTION CASE CONTENTS | CASE PRICE | STATE OF ORIGIN | FUND SOURCE
[ ] 14144 | APPLE CHL SL 200/2 OZ PG 2518 $4.30 NH, VT ®Fed | 'State
[ ] 15NS3 | CABBAGE W/CARROTS CHL 1/5 LB BG 5LB $4.75 MA ®Fed  State
[ ] 15R18  CARROTS WHL 1/5 LB BG 1CS $4.33 Ky ®Fed | state
[ ] 14A02 | ORANGE 113 CT 1/35 LB CS 35 LB $1.29 FL ®Fed  State
[ ] 14156 PEAR 20/2 LE BG 40 LB $1.02 NC ®Fed | 'State
| ]| 15D30  PEAS SUGAR SNAP CHL 60/2 OZ BG 8LB $3.96 MA, ®Fed  State
] 14842 RASPBERRIES 12/0.5 PT PG 1C0 $1.20 NH ®Fed | 'State
[ ] 14A61 | SQUASH YELLOW 1/20 LB C5 20 LB $12.52 GA ®Fed  State
[ ] 14A62  SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $12.55 GA ®Fed | 'state

[ ] 14M14  STRAWBERRY 1/1PT CO 11B $2.15 NH ®Fed  State




Place a New Order

Available Ttems:

Enter desired case qty for item(s) below and then click the Add Ttems 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.

CASE QTY ITEM CODE DESCRIPTION CASE CONTENTS | CASE PRICE | STATE OF ORIGIN | FUND SOURCE

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.

Note: Refer to the STATE OF ORIGIN to determine whether an
item is local or not.
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Place a New Order

Users may also filter the items displayed from the catalog by
searching for an ‘ltem 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.

[ ] 1461 | SQUASH YELLOW 1/20 LB CS 20 LB $4.44 cT ®Fed | State
[ ] 1462 | SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $2.95 ) ®Fed  State
[ ] 14F13 | TANGERINE FALL GLOW 100 CT, 1/35 Ib cs 3518 $11.33 FL ®Fed | State
® Description ) Item Code | | | Search | | Show All
| Add Items To Cart | | Load Favorite Cart | | Clear Form |
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Place a New Order

Select Clear Form to remove
all previously entered values

in the CASE QTY column
and start over.

[ ] 1461 | SQUASH YELLOW 1/20 LB CS 20 LB $4.44 cT ®Fed | State
[ ] 1462 | SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $2.95 ) ®Fed  State
[ ] 14F13 | TANGERINE FALL GLOW 100 CT, 1/35 Ib cs 3518 $11.33 FL ®Fed | State
® Description ) Item Code | | | Search || Show Al
| Add Items To Cart | | Load Favorite Cart Clear Form |
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Place a New Order

After the all quantities have been
entered, select Add Items 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 ) ®Fed  State
[ ] 14F13 | TANGERINE FALL GLOW 100 CT, 1/35 Ib cs 3518 $11.33 FL ®Fed | State

® Description ) Ttem Code | |

Search Show all

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




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 CS 20 LB $4.44 cT ®Fed | State
[ ] 14462 | SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $2.95 ) ®Fed  State
[ ] 14F13 | TANGERINE FALL GLOW 100 CT, 1/35 Ib cs 3518 $11.33 FL ®Fed ' 'State
(® Description ) Item Code | | | Search || Show Al
| Add Items 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

CART NAME
Jsm1
testl

testlacty

testiaall

OWNER OF SAVED CART
AUBURN #ELEMENTARY
AUBURN #ELEMENTARY
BARROW COUNTY
COUNTY LEVEL ORDERING OFFICE

DELETE FAVORITE CART | OVERWRITE FAVORITE CART
Delete
Delete
Delete

Delete

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.

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 Checkout” when your cart contains ALL your desired items.

ITEM CASE CASE  CASE ACTUAL  STATEOF FUND

CODE DESCRIPTION CONTENTS PRICE  QTY  COST  ORIGIN  SOURCE
14A14  APPLE R/D 163 CT 1/40 LB CS W8 $£3045 | 2 46090 & Ored state
15775  BLUEBERRIES, FROZEN, 4/10 LB, 40 1B €S W s [ 2 14 B Ored e

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

Fund Balance for NSLP

| State $ | Federal § || GOVT § |

[ StartingBalancd]  n/A[ si20000]  NA
Bpent, Previous Orders|  s0.00|  $0.00]  N/A
| Cost, This Order|  50.00] 58230 N4

| Remaining Balancd| W[ sii1770] WA

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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CART

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

coe | DESCRIPTION | contenrs | pmce | ‘are | "osr | ot | soumee

14144 | APPLE CHL 5L 200/2 OZ PG 25 LB $4.30 $21.50 NH VT | ®Fed | state
15R18 | CARROTS WHL 1/5 LB BG 1CS $4.33 $12.99 Ky ®Fed  State
15D30 | PEAS SUGAR SNAP CHL 60/2 OZ BG 8 LB £3.96 §7.92 MA ®Fed * State
14462 | SQUASH ZUCCHINI MED 1/20 LB C5 20 LB $12.55 §25.10 GA ®Fed State
14M14 | STRAWBERRY 1/1 PT CO 11B $2.15 $10.75 NH ®Fed | State

Update Cart Save Favorite Cart Proceed To Checkout Empty Cart

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
and update the fund balance.
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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 qty 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.

CASE QTY  ITEM CODE | DESCRIPTION | CASE CONTENTS | CASE PRICE | STATE OF ORIGIN | FUND SOURCE
[ ]} 15N53 | CABBAGE W/CARROTS CHL 1/5 LB BG 5 LB $4.75 MA ®Fed | State
[ ]! 14M02  ORANGE 113 CT 1/351B CS 35 LB $1.29 FL ®Fed  State
[ 14156 | PEAR 20/2 LB BG 40 LB $1.02 NC ®Fed | state
[ ] 14842  RASPBERRIES 12/0.5 PT PG 1C0 $1.20 NH ®Fed  State
] 14461 | SQUASH YELLOW 1/20 LB CS 20 LB $12.52 GA ®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
and update the fund balance.

(® Description ) Ttem Code | | | Search Show all

Add Items To Cart ’ Load Favorite Cart Clear Form

49



Place a New Order

CART

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

ITEM
CODE

14144

15R18

15050

14462

14M14

DESCRIPTION | e A e e
.AP'F'LE CHL 5L 200/2 0Z PG 25 LB | §4.30 | £21.50 | MH, VT | ®Fed | State
CARROTS WHL 1/5 LB BG 1Cs5 §4.33 £12.59 K ®Fed  State
PEAS SUGAR SNAP CHL 60/2 OZ BG 8 LB §3.96 §7.92 MA ®Fed | state
SQUASH ZUCCHINI MED 1/20 LB C5 20 LB §12.55 525.10 GA ®Fed  State
STRAWBERRY 1/1 PT CO 118 §2.15 §10.75 MH ®Fed | State

Update Cart Save Favorite Cart Proceed To Checkout Empty Cart

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.

50



Place a New Order

District users may select who can access this saved cart:
* Current School Only — ‘For Use Only By The Select School’
* District Only — ‘For Use Only By This County’
» 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
JsMmi1 AUBURN #ELEMENTARY I Delete I OVERWRITE with current cart
testl - AUBURN #ELEMENTARY Delete . OVERWRITE with current cart

testlacty BARROW COUNTY Delete OVERWRITE with current cart
testiaall - COUNTY LEVEL ORDERING OFFICE Delete . OVERWRITE with current cart

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

| | | save ‘

®For Use Only By The Selected School
(_JFor Use Only By This County
'_JFor Use By This County and By All of Its 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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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

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

testlacty BARROW COUNTY Delete OVERWRITE with current cart
testiaall - COUNTY LEVEL ORDERING OFFICE Delete . OVERWRITE with current cart

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

| | | save

@E'Fo_{\Use Only By The Selected School
(_JFor Use Only By This County
'_JFor Use By This County and By All of Its 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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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 FAVORTTFE CARTS

CART NAME 1 OWNER OF SAVED CART DELETE FAVORITE CART | OVERWRITE FAVORITE CART
JsM1 AUBURN #ELEMENTARY ‘ Delete I OVERWRITE with current cart
testl [ AUBURN #ELEMENTARY . Delete . OVERWRITE with current cart

testlacty BARROW COUNTY Delete OVERWRITE with current cart
testiaall - COUNTY LEVEL ORDERING OFFICE Delete . OVERWRITE with current cart

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

| | | save

3‘)‘F0{\Use Only By The Selected School
(_JFor Use Only By This County
'_JFor Use By This County and By All of Its 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 dick "Update Cart" for them to take effect.
To remove an item from your cart, change order quantity to zero and dlick "Update Cart".
Click "Proceed to Checkout” when your cart contains ALL your desired items.

ITEM
CODE

14144

15R18

15050

14462

14M14

pescrupTIoN AR
.AP'F'LE CHL 5L 200/2 OZ PG 25 LB | $4.30 | $21.50 | NH, VT
CARROTS WHL 1/5 LB BG 1CS $4.33 $12,99 KY
PEAS SUGAR SNAP CHL 60/2 OZ BG 8 LB $3.96 §7.92 MA
SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $12.55 $25.10 GA
STRAWBERRY 1/1 PT CO 1LE §2.15 §10.75 NH

FUND
SOURCE
®Fed  'state
®Fed  State
®Fed | 'state
®Fed  State
®Fed | 'State

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

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.

o4



ITEM
CODE

14414

15775

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.

CASE CASE  CASE  ACTUAL  STATEOF FUND
DESCRIFTION CONTENTS PRICE  QTY  COST  ORIGIN SOURCE

APPLE R/D 163 CT 1/40 LB CS 4018 $3045 [ 2| 60.90 cA @Fed  State

BLUEBERRIES, FROZEN, 4/10 LB, 40 LB S 4018 s1070 [ 2 #2140 cA ®Fed  State

Update Cart | i Save Favorite Cart | | Procead To Checkout | i Empty Cart

Fund Balance for NSLP
Federal Dallars represent a shared pot of maney controlled by SURPLUS DIST SECTION, NH

| | state $ || Federal $ | GOVT$ |
[ Starting Balance] /Al $1,200.00] N4
pent, Previous Orders|  $0.00)| 50.00| N/Al
|  Cost, This Orded|  $0.00(  $82.30 N4
[ Remaining Balance  WA[ s111770] WA

When ALL items and quantities to be ordered are
in the shopping cart, select Proceed to Checkout.
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On the ‘Order Confirmation Screen’ verify the order data, including items,
quantities, and fund availability. If the vendor’s minimum order value is
not met, a message displays below the ‘Fund Balance’ table.

ITEM
CODE

14414

15775

THIS ORDER IS NOT PLACED UNTIL CONFIRMED BELOW!!!

CART
CASE CASE CASE  ACTUAL
DESCRIEHON CONTENTS  PRICE QryY COST
APPLE R/D 163 CT 1/40 LB C5 40 LB $3045 [_3  $60.90
BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB si070 [ 3 s2140

Fund Balance for NSLP

| | state $ || Federal $ || GOVT S |
| Starting Balance|| N/al[  $1,200.00] N/A]
|Spent, Previous Orders||  $0.00)| 50.00| N/A
|  Cost, This Order|| £0.00]| £82.30| N/A
[ Remaining Balance]| n/al|  $1,117.70) N/A

Confirm Order Continue Shopping

STATE OF FUND
ORIGIN SOURCE
Ch Fed State
CA Fed State

Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTION, NH

This order may not be accepted by the vendor because it falls below the minimum dollar value of $199.
To confirm the order As Is, Select 'Confirm Order'. To adjust the order, select '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  STATEOF FUND
CODE DS CHIETION CONTENTS PRICE QTY  COST  ORIGIN SOURCE
14A14 |APPLE R/D 163 CT 1/40 LB C5 40LB s3045 [ 3 $60.90 CA Fed  State
15275  BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB si070 [ 7 $2140 cA Fed  State

Fund Balance for NSLP
Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTION, NH

| | state § || Federal § || GOVT $ |
[ starting Balance]| N/A[  $1,200.00] N/
spent, Previous Orders|  $0.00| $0.00] N/A
| Cost, This Order|  50.00| $82.30/| N/
| Remaining Balance|| N/al|  §1,117.70] N/A

This order may not be accepted by the vendor because it falls below the minimum dollar value of $199.
To confirm the order As Is, Select 'Confirm Order'. To adjust the order, select 'Continue Shopping'.
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ITEM
CODE

14414

15775

Place a New Order

To confirm all details and place the order, select the
Confirm Order button.

THIS ORDER IS NOT PLACED UNTIL CONFIRMED BELOW!!!

CART
CASE CASE CASE  ACTUAL  STATE OF
DESCRIEIION CONTENTS  PRICE QrY COST ORIGIN
APPLE R/D 163 CT 1/40 LB C5 40 LB s30.45 [_3  s$e0.90 CcA
BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB s1070 [ 34  $21.40 A

Fund Balance for NSLP
Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTION, NH

| | state $ || Federal $ || GOVT S |
| Starting Balance|| N/l s1,200.00] N/ A
lspent, Previous Orders|| $0.00|| $0.00/| n/al
|  cCost, This Order|| $0.00|| $82.30| N/ A
[ Remaining Balanca|| N/l $1,117.70)| N/Al

This order may not be accepted by the vendor because it falls below the minimum dollar value of $199.
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

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

Thank you! Your order has been placed!

Order Detail

Order Summary For: YMHOO
Order Confirmation Number: [F19270000001
Program: NSLF
Requested Delivery Date: Oct 04, 2019
Order Date: Sep 27, 2019

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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LAOLS. IR LY

Ry ¥y SR

I Order Successfully Created.
SURPLUS DIST SECTION
Thank you! Your order has been placed!
Oorder Detail
Order Summary For: YMNHO01
Order Confirmation Number: |F22143000001
Program: NSLP
Requested Delivery Date: Fri 6/3/2022
iOrder Date: Mon 5/23/2022
CART
ITEM CASE CASE CASE  ACTUAL  STATEOF FUND
CODE DESCRIFTION CONTENTS  PRICE QTY COST ORIGIN SOURCE
14414  APPLE R/D 163 CT 1/40 LE (S 40 LB $3045 [ 2 $60.90 cA Fed  State
15275 BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB sio70 [ A  $21.40 CcA Fed State
Fund Balance for NSLP

Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTION, NH

|| state % || Federal % || GOVT % |

| Starting Balance| n/al|  s1,200.00] N/ 8
,Epent, Previous Orders|| £0.00(| 50.00|| /A
[ Cost, This orderl| __ s0.00) $82.30|| N/A

emaining Balance| m/a| $1,117.70) n/a

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

[ Place Another Order
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Place a New Order

Place a New Order

Edit Receipts

\iew an Order

Modify Pending Order

Product News Flashes

Current Fund
Balances

Return to home page

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.

61



Modify Pending Order

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

Plare A New Orider

Madify Pending Order

Edit Receipts ™ You have receipts that are dus
View an Order

Current Fund Balances

Product Mews Flashes

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product News Flashes

Current Fund
Balances

Return to home page

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 in FFAVORS within three
business days of the RDD. See example below showing
non-editable dates prior to a requested delivery.

customer up to 24 hours before scheduled delivery via
written notification to the vendor and the DLA Account

Specialist.

Note: A produce order in FFAVORS may be cancelled by a

12

Sunday Monday Tuesday Wednesday Thursday Friday

6 7 8 9 10

13 14 15

© O wy

11

Saturday

63



Modify Pending Order

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

Order for DZ043 EXAMPLE VENDOR
The minimum order for this vendor is $199

Please select an order to modify

Requested Delivery Date : b

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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SURPLUS DIST SECTION

Order for DZ043 EXAMPLE VENDOR
The minimum order for this vendor is $199

Order Detail

Order Summary For: YNHOO1

Order Confirmation Number: | F22143000001

Program: MNSELA

Requested Delivery Date: Fri 06/03/2022

Order Date: Mon 05/23/2022]

TH . State Of
Item Code Description Case Contents | Case Price | Case Qty  Actual Cost Origin Fund Source

14414 APPLE R/D 163 CT 1/40 LB CS 40 LB £30.45 2 £60.90 CA Federal
15Z75 BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB $10.70 2 £21.40 CA Federal

Fund Balance for NSLP
Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTION, NH

| | State § || Federal$ || GOVT S |

| Starting Balanca| N/A[  $1,200.00] N/ A

lSpent, Previous Grders“ $EI.£IQJ,| £0.00| /A

| Cost, This Order|  $0.00| $82.30)| N/A

| Remaining Balance| N/l $1,117.70) /A
| Delete Order | | Modify RDD | Modify Crder |

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.

CART

If you make changes to thh cart, you MUST dlick "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.

ITEM
CODE

14144

15R18

150350

12A62

14M14

12A02

14156

13461

| DESCRIPTION et B e |

APPLE CHL 5L 200/2 OZ PG 25 LB $4.30 $12.90 NH, VT ®Fed | State
CARROTS WHL 1/5 LB BG 1C5 §4.33 §12.99 Ky ®Fed  State
PEAS SUGAR SNAP CHL 60/2 OZ BG 8 LB $3.96 £11.88 MA @Fed | State
SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $12.55 $37.65 GA ®Fed  State
STRAWBERRY 1/1 PT CO 1LB $2.15 £4.30 MH ®@Fed | State
ORANGE 113 CT 1/35 LB CS 35 LB $1.29 $3.87 FL @Fed  State
PEAR 20/2 LB BG 40 LB $1.02 $1.02 NC ®Fed | 'state
SQUASH YELLOW 1/20 LB C5 20 LB $12.52 £37.56 GA ®red  State

| Update Cart Save Favorite Cart Proceed To Checkout Empty Cart
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To add new items to the shopping cart, change the value in the
CASE QTY column in the list of ‘Available ltems’ 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.

CASEQTY  ITEM CODE | DESCRIPTION | CASE CONTENTS | CASE PRICE | STATE OF ORIGIN | FUND SOURCE
[ ]! 15Ms3 | CABBAGE W/CARROTS CHL 1/5 LB BG 5 LB $4.75 MA ®Fed | state
e 14842  RASPBERRIES 12/0.5 PT PG 1CO $1.20 NH (®Fed  State

) Description () Ttem Code | | Search Show all

Add Ttems To Cart Load Favorite Cart Clear Form

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

I pescrpTIOn T
| 14144 .AP'FLE CHL 5L 200/2 OZ PG 25 LB | §4.30 | §12.50 | MH, VT ®@Fed | 'State

15R18 | CARROTS WHL 1/5 LB BG 1C5 54.33 512.599 KXY ®Fed  State

15030 | PEAS SUGAR SMAP CHL 60/2 OZ BG B LB $3.96 $11.88 MA @Fed | State

14A62 | SQUASH ZUCCHINI MED 1/20 LB C5 20 LB §12.55 §37.65 GA ®Fed  State

14M14 | STRAWBERRY 11 PT CO 1LB 52.15 £4.30 NH ®Fed | State

14402  ORANGE 113 CT 1/35 LB CS 35 LB §1.29 £3.87 FL ®Fed  State

14156 | PEAR 20/2 LE BG 40 LB £1.02 §1.02 NC ®Fed | State

14461  SQUASH YELLOW 1/20 LB CS 20 LB §12.52 £37.56 GA @Fed  State

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

Other available actions:
 Select Save Favorite Cart to save the items and quantities for future orders.
« Select Empty Cart to remove everything from the shopping cart and start over.
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Modify Pending Order

CART

If you make changes to thh 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.

ITEM
CODE

14144
15R18
15030
12462
14M14
13A02
14156

13A61

DESCRIPTION

APPLE CHL 5L 200/2 OZ PG

CARROTS WHL 1/5 LB BG

PEAS SUGAR. SMAP CHL 60/2 OZ BG
SQUASH ZUCCHINI MED 1/20 LB C5
STRAWBERRY 1f1 PT CO

ORANGE 113 CT 1/35 LB C5

PEAR 20/2 LB BG

SQUASH YELLOW 120 LB C5

CASE
CONTENTS

25 LB
1C5
8 LB
20 LB
1LB
35 LB
40 LB

20 LB

CASE
PRICE

§4.30

54.33

53.90

§12.55

52.15

51.29

51.02

512.52

CASE | ACTUAL

QrY | cosT
£12.90
§12.99
£11.88
§37.65
§4.30
£3.87
$1.02
§37.56

STATE OF
ORIGIM

MH, VT

kY

MA

GA

MH

A

MC

FUND
SOURCE
®Fed | State
®Fed  State
®Fed  State
®Fed  State
®red | state
@®Fed  State
®Fed | state
@Fed  State

Update Cart Save Favorite Cart

| Proceed To Checkout J Empty Cart

When ALL items and quantities to be ordered are
in the shopping cart, select Proceed to Checkout.
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ITEM
CODE

14014

15Z75

15D47

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!I

DESCRIPTION

APPLE R/D 163 CT 1/40 LB CS

BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS

BROCCOLI FLORETS, FRESH, 6/3 LB BAGS

CART

CASE
CONTENTS

40 LB
40 LB

18 LB

CASE
PRICE

$30.45
$10.70

£4.67

Fund Balance for NSLP
Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTION, MH
|

CASE  ACTUAL  STATE OF FUND
QTY COST ORIGIN SOURCE
$60.90 cA Fed  State

[ A 32140 ca Fed  State
[ 3  zas7 cr Fed = State

| || state % || Federal $ || covT % |

[ Starting Balance| /Al $1,200.00] N/A
[6pent, Previous Orders|| 50,00 20,00 nial
Cost, This Order||  50.00] $86.97| /A
Remaining Balance] neall 51,113.03 M/ Al

This order may not be accepted by the vendor because it falls below the minimum dollar value of $199.
To confirm the order As Is, Select 'Confirm Order'. To adjust the order, select 'Continue Shopping'.

Confirm Order | ! Continue Shopping !
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ITEM
CODE

14A14

15775

15D47

Modify Pending Order

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
CASE CASE CASE  ACTUAL  STATE OF FUND
DESCEIETION CONTENTS  PRICE QTY COST ORIGIN SOURCE
APPLE R/D 163 CT 1/40 LB CS 40 LB $30.45 $60.90 CA Fed = ‘State
BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB $10.70 $21.40 cA Fed State
BROCCOLI FLORETS, FRESH, 6/3 LB BAGS 1218 s467 [ 11 3467 cT Fed ' ‘State

Fund Balance for NSLP
Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTION, NH
: Wil

| | state § || Federal $ || GovT S |
| Starting Balance|| N/l 51,200.00) N/ A
[Spent, Previous Orders|| £0.00|| 50.00|| N/ Al
| cost, This Order|  50.00 $86.97] N/
[ Remaining Balance|| N/all  s1,113.03] N/A

This order may not be accepted by the vendor because it falls below the minimum dollar value of $199,
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 PESCRATICH CONTENTS  PRICE  QTY COST ORIGIN SOURCE
14A14 | APPLE R/D 163 CT 1/40 LB CS 4018 $30.45 $60.90 CA Fed = State
15775  BLUEBERRIES, FROZEN, 4/10 LB, 40 LB €5 40 1B $10.70 $21.40 CA Fed State
15047  BROCCOLI FLORETS, FRESH, 6/3 LB BAGS 1218 sa67 [__1 3467 cT Fed = State

Fund Balance for NSLP
Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTIOM, NH
: A0k

| | state § || Federal$ | GovT S |
| Starting Balance| N/Al|  s1,200.00] N/A]
[Spent, Previous Orders||  $0.00]| $0.00]| N/Al
[ cost, This Order]|  s0.0d] 586.97)| n/A
| Remaining Balance|| n/al[  s1,113.03 N/Al

This order may not be accepted by the vendor because it falls below the minimum dollar value of $199,
To confirm the order As Is, Select 'Confirm Order'. To adjust the order, select 'Continue Shopping'.

LCenﬂrm Order | ! Continue Shopping !




Modify Pendin Orde_r.

Order Successfully Modified.

SURPLUS DIST SECTION

ITEM
CODE

14A14

15775

15D47

Thank you! Your existing order has been replaced with this onel

Order Detail

Order Summary For: YNHODL
iOrder Confirmation Number: |F22143000001
Program: NSLP,
Requested Delivery Date: Fri 6/3/2022
Order Date: Maon 5/23/2022

DESCRIPTION

APPLE R/D 163 CT 1/40 LB CS

BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS

BROCCOLI FLORETS, FRESH, 6/3 LB BAGS

CART

CASE
CONTENTS

40 LB
40 LB

18 LB

CASE CASE
PRICE QTY

$3045 [ 3
sio70 [ 4
sa67 [__1

ACTUAL
COST

£60.90

$21.40

4.6/

STATE OF
ORIGIN

Ch

CcA

cT

FUND
SOURCE

Fed State

Fed State

Fed 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

SURPLUS DIST SECTION

Order for DZ043 EXAMPLE VENDOR

The minimum order for this vendor is $199

Order Detail

Order Summary For: YNHOO01
Order Confirmation Number: | F22143000001
Program: MNSLH

Requested Delivery Date:

Fri 06/03/2022]

Order Date: Mon 05/23/2022
T . State Of
Item Code Description Case Contents | Case Price | Case Qty | Actual Cost Origin Fund Source
14414 APPLE R/D 163 CT 1/40 LB CS 40 LB £30.45 2 260.90 CA Federal
15275 BLUEBERRIES, FROZEN, 4/10 LB, 40 LB €S 40 LB 510.70 2 521.40 CA Federal

Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTION, NH

Fund Balance for NSLP

| | state § || Federal$ || GOVT § |

| Starting Balancs|| n/al[  $1,200.00] N/ A

lSpent, Previous Ordersﬂ $EI.£IQJ,| $0.00|| N/Al

[ Cost, This Order]|  $0.00 $82.30|| N/A

[ Remaining Balance|| n/al  $1,117.70 N/A
| Delete Order | | Modify RDD | | Muodify 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.

SURPLUS DIST SECTION
Order for DZ043 EXAMPLE VENDOR

The minimum order for this vendor is $199

Select the new requested delivery date for your order:
Your assigned delivery day(s): Wednesday

ry date

ays.

D

Requested Delivery Date : |Thu 6/2/2022 |
Warning: You have selected a deliv k
r assigned delivery d

d
ave DLA/Vendor approva

that is not one of yo
Please ensure you
before continuing with this o

| Modify Date |

Then, select the Modify Date button.

| Thu 6/2/2022 |

nave selected a

Requested Delivery Date :

Warning: You

continuing with this order.

|- Modify Date I




Modify Pending Order

Message from webpage X

The order’'s RDD will be changed to Thu 10/3,/2019.
Select OKto proceed. Select Cancel to return to previous
screen,

CHE 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.




Modify Pending Order

Order RDD has been modified
SURPLUS DIST SECTION

Order for DZ043 EXAMPLE VENDOR
The minimum order for this vendor is $199

Requested Delivery 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

SURPLUS DIST SECTION

Order for DZ043 EXAMPLE VENDOR

The minimum order for this vendor is $199

Order Detail

Order Summary For: YNHOOT
Order Confirmation Number: | F22143000001
Program: NSLA

Requested Delivery Date:

Fri 06/03/2022

Order Date: Mon 05/23/2022
P A State Of
Item Code Description Case Contents | Case Price | Case Qty | Actual Cost Origin Fund Source
14A14 APPLE R/D 163 CT 1/40 LB CS 40 LB 330.45 2 560.90 CA Federal
15275 BLUEBERRIES, FROZEMN, 4/10 LB, 40 LB CS 40 LB $10.70 2 221.40 CA | Federal

Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTION, NH

Fund Balance for NSLP

H

| State § || Federal $ || GOVT S |

| Starting Balance| N/A[ $1,200.00] /A
|§Eent, Previous Orders“ 59.0@” $0.00]| N/A
Cost, This Order]|  $0.00] $82.30) N/Al
Remaining Balance|| N/A $1,117.70] /Al

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

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

QK 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

SURPLUS DIST SECTION

Order for DZ043 EXAMPLE VENDOR
The minimum order for this vendor is $199

Order Detail
Order Summary For: YMNHOO1
Order Confirmation Number: F22143000001

Program:

Requested Delivery Date:

Thu 06/02/2022

Order Date: Mon 05/23/2022
Item Code Description Case Contents | Case Price Actual Cost S:}z:-:;i:l]f Fund Source
14414 APPLE R/D 163 CT 1/40 LB CS £30.45 |  $60.90 CA Federal
15275 BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS $10.70 521.40 CA Federal
15047 BROCCOLIL FLORETS, FRESH, &/3 LB BAGS 54.67 $4.67 cT Federal

Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTION, MH

Fund Balance for NSLP

[ state $ || Federal $ || GOVT S |

[ Sstarting Balance]| N/all  s1.200.00( WA

|Sper|t, Previous Orders” $82.3{)§|

| Cost, This Order]| $0.00|[
Remaining Balance| $1,117.70||




Modify Pending Order

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product News Flashes

Current Fund
Balances

Return to home page

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.
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View an Order

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

Place 2 New Order

Madify Pending Order

Edit Receipts ** You have receipts that are dus
View an Order

Current Fund Balances

Product Mews Flashes

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product News Hashes

Current Fund
Balances

Return to home page

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.
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View an Order

SURPLUS DIST SECTION

The order details for
selected order are
displayed on screen.

Please select an order

to VIEW

Requested Delivery Date : ‘Thu 6/2/2022 w |

View Order Detail

iOrder Summary For: ¥YNHOD1
iOrder Confirmation Number: F22143000002
Program: MNSLP

Requested Delivery Date:

Thu 06/02/2022

iOrder Date:

Mon 05/23/2022

iOrder Receipt Date:

Click State Abbreviation Lookup for State of Origin reference.

Item Description Case Case Case Case Actual | State Of | Fund Reason Code
Code P Contents | Price |Order Qty|Receipt Qty| Cost Origin | Source
14414 APPLE R/D 163 CT 1/40 LB CS 40 LB £30.45 2 2 £60.90 CA GOVT M/
15275 BEIEBEREIES: EE%?EN' e 40 LB 510,70 2 2 $21.40 CA GOVT M/
State funds subtotal £0.00 1
Federal funds subtotal £0.00 SeIeCt Prlnt to get a
IGOVT funds subtotal £82.30 r
Total Cost £82.30 pape COpy.

print |
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View an Order

SURPLUS DIST SECTION

To view a different
Please select an order to VIEW order, select a date
Requested Delivery Date : |Thu 6/2/2022 V| from the ‘RequeSted

Delivery Date’ (RDD)

View Order Detail .
Order Summary For: YNHO01 dl’OdeWﬂ IISt_
iOrder Confirmation Number: F22143000002

Program: NSLP

Requested Delivery Date: Thu 06/02/2022

iOrder Date: Mon 05/23/2022

iOrder Receipt Date:

Click State Abbreviation Lookup for State of Origin reference.

Item Description Case Case Case Case Actual | State Of | Fund Reason Code
Code P Contents | Price |Order QtyReceipt Qty| Cost Origin | Source
14414 APPLE R/D 163 CT 1/40 LB CS 40 LB 530.45 2 2 S60.90 CA GOVT M/
15775 ezl E:?:.EEN, 4/10 LB, 40 40 LB 510.70 2 2 521.40 CA GOVT MiA
State funds subtotal £0.00
Federal funds subtotal £0.00
GOVT funds subtotal £82.30
Total Cost £82.30

| print |



Place a New Order

View an Order

Edit Receipts

View an Order

Modify Pending Order

Product News Fashes

Current Fund
Balances

Return to home page

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.
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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.

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

Timeline for Receipting

* Receipt entry in FFAVORS becomes available 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. In most cases, this is within five (5)
work days.

 All receipts remain on the ‘Edit Receipts’ list for a full
seven (7) calendar days after the RDD. Receipts may be
entered and 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 calendar 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.

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

« 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

Modify Pending Order

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

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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Receipting Requirement

When there are past due receipts for any customers within the state, a
warning is displayed on the State Account Representative Homepage.
Select the Past Due Receipts link for a list of missing receipts.

State Account Representative Homepage
Welcome, ST-REP PANUM

Please select from the following options:

Past Due Receipts ** You have receipts that are past due.

Past Due Receipts

Search Results Count: 4
Receipts are 'Past Due’ if not receipted within 7 calendar days of RDD

CALENDAR
STATE | VENDORconTRAcT |DISIRICT (CUSTOMER|  ooropep NAME RDD DAYS PoC PHONE EMATL
CODE CODE
PAST RDD
MD SPM300-14-DS602 OMDES2 = YMDISL | SCHOOL OF NURAZ | 11/26/2021 &3 MEHEDI REZA | 917-442-8822
MD SPM300-14-DS602 OMDE99 = YMD9S1 | SCHOOLOFNURAZ | 1222021 5 MEHEDIREZA | 917-442-8822
MD SPM300-14-DS602 OMDES | YMDSSS | SCHOOL OF MUNTA | 9/1/2021 149 MEHEDI REZA | 917-442-8822
MD SPM300-14-DS602 OMDE99 | YMD9S5 | SCHOOLOF MUNTA | 9/3/2021 147 MEHEDI REZA | 917-442-8822
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Edit Receipts

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

Place a New Qrder

Modify Pending Order
Edit Receipts

View an Order

Current Fund Balances
Product News Flashes

Place a New Order
Edit Receipts

View an Order

Modify Pending Order

Product News Flashes

Current Fund
Balances

Return to home page

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

Receipts

Count: 3

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

CALENDAR
CUSTOMER CUSTOMER NAME . RDD DAYS PAST RECEIEY
CODE DT
RDD

- 12

Edit -| YFLK36 HAMILTON ELEMENTARY 2/4f2016 s

J Past Due
| Edit YFLK36 HAMILTON ELEMENTARY 2/9/2016 7

YFLK36 HAMILTON ELEMENTARY 2/10/2016 6

RECEIPTED BY

include:

than 7 days past RDD
» All receipts within 7 days of RDD

All editable receipts for the customer are displayed, which

» Receipts that have not been entered and are greater
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Edit Receipts

Receipts

Count: 3

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

CUSTOMER CAl LRDAR RECEIPT

s CUSTOMER NAME ; RDD DAYS PAST N RECEIPTED BY
RDD
YFLK36 HAMILTON ELEMENTARY 2/4/2016 .
Past Due
Edit 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 Receipts

Receipts
Count: 3
Receipts are 'Past Due’ if not receipted within 7 calendar days of RDD
o
CALENDAR
CLSTONM R CUSTOMER NAME . RDD DAYS PAST RECEIEE RECEIPTED BY
CODE DT
RDD

= 12

Edit YFLK36 HAMILTON ELEMENTARY 2/4/2016 =

M2 Past Due
| Edit YFLK36 HAMILTON ELEMENTARY 2/9/2016 7
YFLK36 HAMILTON ELEMENTARY 2/10/2016 6

ALL receipts will remain editable until the 7" 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 Receipts

Receipts

Count: 3

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

CALENDAR
SR e CUSTOMER NAME . RDD DAYS PAST RECEIRY RECEIPTED BY
CODE DT
RDD
YFLK36 HAMILTON ELEMENTARY 2/4/2016 .
Past Due
Edit YFLK36 HAMILTON ELEMENTARY 2/9/2016 7
YFLK36 HAMILTON ELEMENTARY 2/10/2016 6

To enter or update a receipt, select Edit.




Edit Receipts

SURPLUS DIST SECTION

Edit Receipt

Edit Receipt Detail

Order Summary For: YMHOO1
Order Confirmation Number: F22143000003
Program: MSLP
Requested Delivery Date: Mon 05/23/2022
Order Date: Mon 05/23/2022

Review receipt quantities, change quantity/reason on line items as necessary, and select

"PROCESS Pending Receipt' button.

Ttem Saler Case Case Case Case Receipt Receipt Reason for Receipt Qty
Code Rt Contents | Price Order Qty Qty Cost EEEG e Difference
L ! I
14nis [PPPLERID 1553 LTIA0LE i $30.45 2 |2 | | s60.90 Federal | | N/A v |
BLUEBERRIES, FROZEN, .
15275 it e 40LB | $10.70 2 2 | | $21.40 | Federal | |n/a v |

Fund Balance for NSLP

Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTION, MH

[ state $ || Federal $ || GOVT § |

|

| Starting Balance || N/All s1,200.00] sso0.00]
[Spent, Previous Orders||  s0.00] $82.30]| $0.00 |
| Cost, This Order||  s0.00] z82.30|| $0.00 ]
L oamaining Balance || n/all $1,035.40| s$s00.00]

To exit without saving

changes, select Go Back

to the List of Receipts.

| PROCESS Pending Receipt |

‘ Go Back to the List of Receipts |
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Edit Receipts

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.

Item - Case Case Case |Case Receipt Receipt ' Reason for Receipt Qty
Code e Ak Contents | Price !JQrdert!t',r Qty Cost T Difference

a4

%

APPLE R/D 163 CT 1/40 L8 — | , -
14A14 s 40 LB $60.90 | Federal | [TOO GREEN/OVER-RIPE
BLUEBERRIES, FROZEN, =
el | e e 4018 | $10.70 |/ 2 52140 | Federal | |n/A

N
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Edit Receipts

SURPLUS DIST SECTION

Edit Receipt

Edit Receipt Detail

Order Summary For: YNHOD1
Order Confirmation Number: F22143000003
Program: NSLP

Requested Delivery Date:

Mon 05/23/2022

Order Date:

Mon 05/23/2022

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

Item e Case Case Case |Case Receipt Receipt Reason for Receipt Qty
Code D rea i Contents Price |Order Qty Qty Cost Fund Sou Difference
APPLE R/D 163 CT 1/40 LB FIE
14814 25 : 40 LB 530.45 2 1 | $60.90 Federal | To0 GREEN/OVER-RIPE |
BLUEEBERRIES, FROZEN ; =
i . I
15275 Fromi i 40 LB $10.70 2 2 | | %=21.40 Federa | n/a ~ |

When all items have been
confirmed and/or updated,

select PROCESS
Pending Recelipt.

Fund Balance for NSLP

[ State $ |[ Federal $ || GOVT § |

rting Balance || M/a|] s1,200.00]] ss00.00]
bvious Orders || $0.00 || $82.30]| $0.00 |
. This Order || 50.00 || $82.30|| $0.00 |
ning Balance | M/l $1,035.40| ssoo0.00]

| PROCESS Pending Receipt |

| Go Back to the List of Receipts |

a shared pot of money controlled by SURFPLUS DIST SECTIOM, NH
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Edit Receipts

If the CASE RECEIPT QTY has been updated without

changes and select PROCESS Pending Receipt to
continue.

selecting a REASON FOR RECEIPT QTY DIFFERENCE or
vice versa, an error message will appear. Make any required

Item 15Z75 has an invalid reason code for a decrease in quantity. Please change the reason code or reset the guantity.

It T Case Case Case |Case Receipt Receipt Reason for Receipt Qty
C:ﬂ: Description Contents | Price Order Qty Qty Cost R Difference
APPLE R/D 163 CT 1/40 LB p
14414 o 40 LB 2 $60.00 | Federal | |TOO GREEN/OVERRIPE v |
ELJ=B=blEs _ELRC AR f
15275 PP RIS 2 $21.40 | Federal | |N/A v
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Edit Receipts

Receipt was successfully updated.

To ensure proper credit for decreased guantities 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

Edit Receipt

Edit Receipt Detail

Order Summary For: YMHOO1
Order Confirmation Number: F22143000003
Program: MNSLP
Requested Delivery Date: Mon 05/23/2022
Order Date: Mon 05/23/2022

A system message confirms that the receipt was successfully updated,

Item .
~cede | The ‘Fund Balance...’ value reflects the updated receipt.
14414 -

15Z75 BEUIELE IS B 40 LB S10.70 2 2 521.40 Federal

4/10 LB, 40 LB CS

This order was receipted on 5/23 /2022 10:46:43 AM CT.

Fund Balance for NSLP
Federal Dollas represent a shared pot of money controlled by SURPLUS DIST SECQTIOMN, NH

I | state $ || Federal $ || covT $ |

[ Starting Balance || Mm/a|| si1,200.00]] sso00.00]

|§per‘|t, Previous Orders || $0.00 || $82.30 | $0.00 |

[ Cost, This Order || $0.00 || $51.85 || $0.00 |

[ Remaining Balance || N/Aal| %i1.065.85| ss500.00]
| == |

| Frint |

Go Back to the List of Receipts |
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Edit Receipts

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

Edit Receipt

Edit Receipt Detail
Order Summary For: YMNHOO1
Order Confirmation Number: F22143000003
Program: NSLP
Requested Delivery Date: Mon 05/23/2022
Order Date: Mon 05/23/2022
Item po— Case Case Case |Case Receipt Receipt Reason for Receipt Qbty
Code Dasergison Contents Price |Order Qty Qty Cost Eund Source Differance
o 4
14414 APELERD 1&553 Sraels 40 LB 530.45 2 i 530.45 Federal
BLUEBERRIES, FROZEN,
15275 4/10 LB, 40 LB CS 40 LB 510.70 2 2 521.40 Federal

This order was receipted on 5/23/2022 10:46:43 AM CT.

Fund Balance for NSLP
Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTIOM, NH

| | state $ || Federal $ || GOVT § |

| Starting Balance || /Al s1,2o00.00] ss00.00]

[Spent, Previous Orders || $0.00 || $82.30]| $0.00 |

. . st, This Order || $0.00 || $51.85 || $0.00 |

For a printable version of the jaiing sammce [ wal stoss.s5 sso0.00

processed receipt, select the
Print button.

| Print

| Go Back to the List of Receipts |
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Edit Receipts

Receipt was successfully updated.

To ensure proper credit for decreased guantities 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

Edit Receipt

Edit Receipt Detail

Order Summary For: YNHOO01
Order Confirmation Number: FZ22143000003
Program: NSLP
Requested Delivery Date: Mon 05/23/2022
Order Date: Mon 05/23/2022
Item p— Case Case Case |Case Receipt Receipt Reason for Receipt Qty
Code e Tpaon Contents | Price Order Qty Qty Cost Ebl ity Difference
5 r
14A14 APFLERIB 1553 SR 40 LB £30.45 2 1 530,45 Federal
BLUEBERRIES, FROZEN,
15275 4/10 LB, 40 LB CS 40 LB £10.70 2 2 £21.140 Federal

This order was receipted on 5/23/2022 10:46:43 AM CT.

Fund Balance for NSLP
Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTION, NH

| state $ || Federal $ || GovT $ |

To return to the list of

editable receipts, select
Go Back to the List of

Receipts.

| Starting Balance || N/all s1,200.00]] ss00.00]
Lopent, Previous Orders || $0.00 || $82.30] $0.00 |
Cost, This Order||  s0.00|| $51.85 || $0.00 |
Remaining Balance || M/all %1,065.85| sso0.00]

| Print |

Go Back to the List of Receipts |
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Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product News Flashes

Current Fund
Balances

Return to home page

Edit Receipts

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.

104



Current Fund Balances

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

= =
P R

-

=it

Place a New QOrder
Modify Pending_Order
Edit Receipts

View an Order
Current Fund Balances
FTOUOCT NEWS Tiasines

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product News Fashes

Current Fund
Balances

Return to home page

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 SFSP §
County Summary
Starting Balance $500,000.00 £500.00
Spent, Previous Orders £5,158.54 £116.40
Remaining Balance $404 841,46 £383.60
County Detail
FOREST ELEMENTARY
Starting Balance $0.00 $500.0:0
spent, This Customer £0.00 £0.00
spent, Others M/A £116.40
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 Detail’).

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 News Flashes

Current Fund
Balances

Return to home page

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.
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Product News Flashes

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

= =
P R

-

=it

Place a New QOrder
Modify Pending_Order
Edit Receipts

View an Order
Current Fund Balances
Product News Flashes

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product News Flashes

Current Fund
Balances

Return to home page

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

The Product News Flash link is unavailable from the Home menu when
there is no current news.

Product Mews Flashes

If accessed from within the ordering process (green menu), a message will
be displayed if there is no active news to display.

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

|
rNE‘re sorry. Mo Flash! information is available at this time.
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Product News Flashes

If the vendor has updated the Product News Flash since the previous
session, a note displays next to the link. After viewing, the link will remain
without the note.

Product News Flashes ** Updated since last login **

Example:

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

Flash! from EXAMPLE VENDOR, Effective 2/26/2020

More Flocal™ items added. Strawberries are back! Check out the catalog for details.
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Product News Flashes

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product News Flashes

Current Fund
Balances

Return to home page

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.
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Reports

All customers may access the following reports:

— Usage Reports

— Budget/Balance Spent Report

— Catalog Report

District Customers, District Account Representatives,

and State Account Representatives also have the
following reports:

— Organization/POC Listing Report

— User Listing Report

District Account Representatives and State Account
Representatives also have the following report:

— Delivery Day Report

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

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.

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

Ale~ | QO ~ || & 5h [ % % 1| 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. )1 of 25

.........................

Go to Last Page
£ 113



* To change the size of the displayed area, enter
a value or use the dropdown options for the
Zoom field.

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

NSLP
NGLP
NSGLP
HELP
NSLP
NELP
NELP
NELP
NSLP
NELP

Note: Printin

Report

use the Export this report button.

Customer code  Cusiomar name

TICATT
YMD4TT
YMD4 7T
YMDATT
YMDATT
MDA TT
RADS T
YRADa T
YIAD4TT
YaDaTY
YaD4TT
YModry
YOy
Yuoary
MDA T?
YMDarT
YMODLTT
YMDLTT
YMDLT?
¥MOLTT
¥MDATT

JCHN HUMBIAD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNALCK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRE ELEMENTARY SHACK
JOHN HUMBIRE ELEMENTARY SNACK
JOHM HUMBIRD ELEMENTARY SHACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBRD ELEMENTARY SNACK
J0MN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JCHN HUMBIRD ELEMENTARY SNACK
0N HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SMACK

Cirder Number
FEO0EI00000
FO0Z3000004
FRO0Z3000008
F20002 3000005
F2004 3000006
FO04 3000006
FI004 3000006
P00 3000006
F0043000006
F0043000006
FO04 3000006
F2004 3000006
Fa00a 3000006
F2004 300HI0E
F200M000006
F20043000006
F2004- 3000006
F2010T000011
FAOTO00011
F20107000011
Fa01aroondat

Crder date
0L
202001022
202000122
000122
202
2002
20002
20012
20012
A 12
12
HnH12
R0EN2
iyt el
AR 12
FaiFoileeS el
A2
02N 74
202004074
20200414
20305045

Dsbvery daie
DR 0030

2200
202000130
202000100
20700ME
Hv021e
HI0NE
Pl LiFIL
2020402/18
2020402118
20E0MEE
20201518
b livil ]
parrabivigl)
AR08
Fuiraill il
pairaii el
041 5
202000418
2020004715
e P

[ulix]i]
0030
i 1]
0048
0045
D043
0049
0045
0048
s
L]
L]
el
[Lart
ooag
04
e
O
O
ona

Receipt Date
A0
20001
2020002011
2020521
2048
200045
20048
20E00408
20 CE
20 R
2000478
HEA
Fanralli i)
020428
A28
A28
SR
AN T
2001
2RO T

g

|.' -]

SAMPLE DATA

AT BEANS GREEN CHL SMAR 15 LB C5

TRASD BEANS GREEN CHLILBCS

AR BLACKBERRIES FRESH 12 HALF PINT B LB CS
6PE2 BOw CHOY 18 LBCO

14844 BLUBERRIES 1211 PT PG 110 LA CB

BB BLUEBERRIES CLAMSHELL PG 126 OZ EA
1eFaa ALMONDS SLICED S LB BG

15F39 ALMONDS ELWERED 8 LB BG

179 ALMONDS WHL S LB BG

gLt BLUEBERRIES 14 LB CO

14E01 PLUCT 70 CT 128 LB €5 {C0-08)

15P58 POMOGRANATE 30-32CT 128 LB CS

wEr APPLES FRESH FUIIN2A LA BG IS LB CS
19F38 ALMONDS SLICED 8 LB BG

19F3 ALMONDE SLIVERED & L8 BG

17414 ALMOKNDE WHL S LB BG

14F38 ALMONDS SLICEDE LB BG

Source of Supoly
LiCHaL
LOCaL
LOCAaL
LOCaL
DOMESTIC
LOCaL
DOMESTIC
LOCAL
DOMESTIC
DOMESTIC
LOCAL
LOCAL
LOCAL
LOCAL
DOMESTIC
DOMESTIC
LOCAL
LOCAL
LOCAL
LOCAL
LOGAL

g Iis 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

Usage
Budget Balance/Spent

Catalog
Organization/POC
User

Delivery Day

On the homepage, select the
Usage link under the ‘Reports’
menu.
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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: ® petail
Summary - by Customner
© Summary - by RDD
© Summary - by District

Customer Code: | All Customers v

* RDD Start Date: i _i m Select or enter a date in mm/dd/yyyy format (order data is available for 4 years)

* RDD End Date: | Select or enter a date in mm/dd/yyyy format
Local-only: O If checked, report will include LOCAL items only

* Denotes a Required Field

i View Report ‘ ‘ Report Help ‘

Choose a ‘Report Type':

» Detail — All details for every line item and order.

« Summary - by Customer — Dollar value, weight and quantity by customer

« Summary - by RDD - Dollar value, weight and quantity by delivery date

« Summary — by District — Dollar value, weight and quantity by District (Only
for State Acct Rep, District Acct Rep and District Customers)

Note: Detail is selected by default.
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Usage Reports

Report Type:

Customer Code:

* RDD Start Date:

* RDD End Date:

Local-only:

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.

® Detail
U Summary - by Customer
() Summary - by RDD

() Siymmant - b Dictrict

i All Customers v

i i m Select or enter a date in mm/dd/yyyy format (order data is available for 4 years)

I | &#| Select or enter a date in mm/dd/yyyy format

If checked, report will include LOCAL items only

* Denotes a Required Field

‘ View Report ‘ ‘ Report Help

District Users only:

Choose a ‘Customer Code’:
» All Customers — Include all customers in report.

« <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
O Summary - by Customer
O Summary - by RDD
O Summary - by District

Customer Code: | All Customers v

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

* RDD End Date: | | &d| Select or enter a date in mm/dd/yyyy format
Local-only: J If checked, report will include LOCAL items only

* 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
(@] Surmary - by Customer
O Summary - by RDD
© Summary - by District

Customer Code: | All Customers v

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

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

Local-only: ] If checked, report will include LOCAL items only

* Denotes a Required Field

| View Report ‘ ‘ Report Help ‘

To include only local items in the report, select the ‘Local-only’ option.
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Usage Reports

Report Type:

Customer Code:

* RDD Start Date:

* RDD End Date:

Local-only:

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.

® Detail

O Surmmary - by Customer
O Summary - by RDD

O Summary - by District

i All Customers v

| | m Select or enter a date in mm/dd/yyyy format (order data is available for 4 years)

Select or enter a date in mm/dd/yyyy format

OJ If checked, report will include LOCAL items only

* 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

FFAVS904A - DETAIL USAGE 1/1/2020 - 12/31/2021
State name District code District name ( .rder Number Order date Delivery date Receipt Date Item Code [tem Description State of Origin  Bill Pric Latal DN/ Latallbe  Ovcdarad O D, CNaly
MD OMDO001 ALLEGANY COUN:({ ~20023000005  2020/01/22 2020/01/30 0030  2020/02/11 17J19 ALMONDS WHL 5 LB Bf 2
MD OMDOO1 ALLEGANY COUNTS 20023000005  2020001/22  2020/01/30 0020 202000211  15D40  SALAD MIX, ROMANE LA MD 2 S AM P L E D A A
MD OMDO001 ALLEGANY COUN? 20023000005  2020/01/22 2020/01/30 0030  2020/02/11 16D41 SALAD MIX, ROMAINEZ KS, NC 3
MD OMDO001 ALLEGANY COUN 20023000005  2020/01/22 2020/01/30 0030  2020/02/11 15D42 SALAD MIX CHL SF’RIN_\ FL,OR 1.5 - -
MD OMDO001 ALLEGANY COUN 0043000006 2020/02/12 2020/02/18 0049 2020/04/28 18A27 BEANS GREENCHL & ID 1.99 17.91 135 9 9
MD OMDO001 ALLEGANY COUN & 2.01 18.09 2v 9 9
MD OMDO001 ALLEGANY COUNT n H I 12.20 109.80 54 9 9
oo aicavconng | EXAMPLE 1: Usage Report (Detail) | 2 =& & : :
MD OMDO001 ALLEGANY COUNTY4 * 1.33 11.97 90 9 9
FFAVSO05A - SUMMARY USAGE 1/1/2020 to 12/31/2021
State name District code District name Fund code Program Customer code Customer name Total DV Total Lbs Total Cases
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD477 JOHN HUMBIRD ELEMENTARY SNACK 678.54 2,109 225
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD485 SS-CALDWELL ELEMENTARY SCHOOL 169.29 648 64
MD OMDC01 ALLEGANY COUNTY PUBLIC SCHOOL FED SFSP YMD485 SS-CALDWELL ELEMENTARY SCHOOL 31.20 112 12
MD OMDO001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD577 STONE RIDGE MIDDLE SCHOOL 93.60 336 36
MD OMDO001 ALLEGANY COUNTY PUBLIC SCHOOL FED SFSP YMD577 STONE RIDGE MIDDLE SCHOOL 6696 200 27
MD OmMD432 REGRESSION R1.15-SS5, MD FED NSLP YMD962 REGRESSION R1.15-NSLP-SS 10.05 15 5
MD OMD6&12 75 15
anse | EXAMPLE 2: U Report (S by Cust 0
MD OMDE99 - 540 30
e OWiness . Usage repo ( ummary Yy CUS omer) e @
FFAVS905B - SUMMARY USAGE BY RDD  1/1/2020 to 12/31/2021
State District code District name Fund code Program Customer code Customer name Crder Date Delivery Date Total DV Total Lbs Total Cases
MD OMDOo0o1 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD477 JOHN HUMBIRD ELEMENTARY SNACK 01/22r2020 01/30/2020 23.92 61 10
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD477 JOHN HUMBIRD ELEMENTARY SNACK 02/12/2020 02/18/2020 332.54 947 96
MD OMDOo01 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD4T7 JOHN HUMBIRD ELEMENTARY SNACK 04/1472020 04/15/2020 20.97 45 9
MD OMDOo01 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD477 JOHN HUMBIRD ELEMENTARY SNACK 04/16/2020 04/22/2020 27.96 60 12
MD OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD477 JOHN HUMBIRD ELEMENTARY SNACK 04/28/2020 05/04/2020 20.97 45 9
MD OMDOD1 ALLEGANY COUNTY PURIIC SCHOOI EED NSIP YMDATT JOHN HUBBIRD B ERMENTARY SMACK 04/28/2020 08/05/2020 13.08 30 6
MD OMDOo01 ALLEGAI 6.99 15 3
MD OMDOo01 ALLEGA| n 3774 204 14
o oom sl EXAMPLE 2: Usage Report (Summary - by RDD) | &5 = &
MD OMDO01 ALLEGA 133.08 467 39
FFAWSA05C - SUMMARY USAGE BY DISTRICT 1/1:2020 to 123172021
Siate name Disirict code District name Furd code Fund Type Program Total DN Total Lbs Toial
KD SRDOo ALLEGANY COUNTY PUBLIC = FED MNELP 41,42
KD CRDOo1 AL LEGANY COUMNTY PUBLIC S FED SFSP 22,18
nD OMDOZE MCHUES HICMIL SN Y FED MNSLP 22.40
KD DRD422 REGRESSIOMN R1.15-55. MD FED NSLP 10,05
KD OMDE50 MUNTASIR CRNTY FED MNELP TO.O0
KD ORDE50
KD DRDESD
KD OMDTES

EXAMPLE 3: Usage Report (Summary - by District)
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Budget Balance/Spent Report

LIsane

Budget Balance/Spent
Catalog
Organization/POC
User

Delivery Day

On the homepage, select the
Budget Balance/Spent link
under the ‘Reports’ menu.
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Budget Balance/Spent Report

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: |AII Customers W

* Budget Year: [July 2018 - June 2019 Vv

* 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 Report

Program:

Customer Code:

* Budget Year:

®) 5chool Lunch

() Summer Food

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.

Budget Balance/Spent

|AII Customers

[July 2018 - June 2019 Vv

* Denotes a Required Field

View Report

Report Help

District users only:

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

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

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: |AII Customers W

* Budget Year: [July 2018 - June 2019 Vv

* 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.

125



Budget Balance/Spent Report

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: |AII Customers W

* Budget Year: [July 2018 - June 2019 Vv

* 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
reports, select Report Help.

126



Budget Balance/Spent Report

SAMPLE DATA

FFAVS906C - BUDGET DOLLARS FCR DIST OMDQ001 10/1/2018 SFSP
State Name District Code  District Name Customer Code Customer Name Eederal Dollars S A Eederal Balance  State Spent Funds
MD 55.000.00 228.95 54,771.05 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL 20,000.00 0.00 20,000.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD1A1 SFSP - SCHOOL20 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD1A2 SFSP - SCHOOLS 0.00 0.00 0.00 0.00
MD OMDO001 ALLEGANY COUNTY PUBLIC SCHOOL YMD1A3 SFSP - SCHOOL? 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD1A4 SFSP - SCHOOLG 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD1AS SFSP - SCHOOL17 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD1A7 SFSP - SCHOOL8 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD1A8 SFSP - SCHOOLS 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD1B1 SFSP - SCHOOL10 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD1B82 SFSP - SCHOOL 11 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD1B3 SFSP - SCHOOL13 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD1B84 SFSP - SCHOOL14 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD1B5 SFSP - SCHOOL15 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD186 SFSP - SCHOOL 168 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD485 SS-CALDWELL ELEMENTARY SCHOOL 100.00 0.00 100.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMDS501 SFSP -SCHOOL1 0.00 0.00 0.00 0.00
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL YMD502 SFSP - SCHOOL2 0.00 0.00 0.00 0.00
- & ‘f:" -nn1_"’" 'N,-IT -,.;)A("' "'*'Tf;{' =) Irgjrt "TQ‘:'" y_’,"v = T:F’" ]l"" "f:pf" 'ﬂf}l{" —l{\ ,J?L /_ff" _5’" an _!{" (’ git 7“(" f':’ 7-%’" ,A(L - nq‘ﬁ

EXAMPLE: Budget/Balance Spent Report
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Catalog Report

On the homepage, select the

Usage Catalog link under the ‘Reports’

Budget Balance/Spent menu.
Catalog
Organization/POC
User

Delivery Day
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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

Catalog Report

Note: This date is required.

Choose from the ‘Catalog Effective Date’ dropdown list.
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Catalog Report

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

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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Catalog Report

PANUM GROUP  SPM300-14-D3605 01/17/2021

ltem Code
16VV36
19F39
17119
14PN
14144
14027
18452
18427
18453
14B44
15M99
16P62
18457

ltem Description

ALFALFA SPROUT 12/4 OZ PG

ALMONDS SLIVERED 5 LB BG

ALMONDS WHL 5 LB BG

APPLE ANY TYPE USF/XF 100-113 1/40 LB CS
APPLE CHL 5L 200/2 OZ PG

APPLES FRESH FUJI 12/3 LB BG 36 LB CS
BEANS GREEN CHL3 LB C5

BEANS GREEN CHL SNAP 15 LB C5
BLACKBERRIES FRESH 12 HALF PINT6 LB CS
BLUBERRIES 12/1 PTPG 1110 LB CS
BLUEBERRIES 1/4 LB CO

BOK CHOY 1/5 LB CO

BOK CHOY FRESH 1 LB C3

Unit of lzssue

LB
LB
LB
LB
LB
LB
LB
LB
LB
Co
LB
LB
LB

Units Per Case

3
5
5
40
25
36
3
1

- (M = == O Un

Source of Supply

DOMESTIC
DOMESTIC
LOCAL
DOMESTIC
NON-DOMESTIC
LOCAL

LOCAL
DOMESTIC
DOMESTIC
NON-DOMESTIC
LOCAL
NON-DOMESTIC
DOMESTIC

SAMPLE DATA

State of Origin Price
AL 4.00
AL 7.00
DC 552
AL 550
CA 312
VA 5.25
MT 2.01
D 1.99
IL 12.20
co 2.12
DC 133
DE 199
CO, MA 252

EXAMPLE: Catalog Report
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Organization/POC Listing Report

On the homepage, select the
Usage Organization/POC* link under
Budget Balance/Spent the ‘Reports’ menu.
Catalog
Organization/POC *Available to District, District
dstl Account Representative, and
Delivery Day State Account Representative
users only

132



Organization/POC Listing Report

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

State Account Representative 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 Listing Repor

FFAVS031 - ORGANIZATION-POC LISTING

District Code - District Name

OMD001 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDOOT  ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COLNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO0T ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDOo01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO0 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDOD01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDD01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO0 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDOD1 ALLEGANY COUNTY PUBLIC SCHOOL
OMDD01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO0 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO0T ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDD01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDOO1 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL
OMDO01 ALLEGANY COUNTY PUBLIC SCHOOL

Org Code
YMD4AT?
0608AL
YMD1B1
YMDiB2
YMD1B3
YMD1B4
YMD1B5
YMD1B6
YMD1AS
YMDE02
YMD1A1
YMD353
YMD1A2
YMD1A4
YMD1A3
YMD1AT
YMD1AB
YMDS54
YMDS01
YMDS552
YMDga7
YMDEET
YMD344
YMD485
YMD856
YMDS18
YMDS18
YMDS21
YMDS15
YMDS14
YMDS12
YMDST?
YMDE11
YMD983

Org Name

JOHN HUMBIRD ELEMENTARY SNACK
MNON-F§ CUSTOMER

SFSP- SCHOOL1D

SFSP- SCHOOL1

SFSP- SCHOOL13

SFSP - SCHOOL14

SFSP - SCHOOL1S

SF5P- SCHOOL1G

SF5P - SCHOOL1T

SFSP - SCHOOL2

SFSP- SCHOOL20

SFSP - SCHOOL4

SFSP - SCHOOLE

SFSP - SCHOOLE

SFSP- SCHOOLT

SFSP - SCHOOLB

SFSP- SCHOOLA

SFSP- SCHHOLS

SFSP-SCHOOLY

SFSP-SCHOOL3

85 - YELLOW FIELD STATION SCHOOL
55 BROOKS ACADEMY SCHOOL
55-APOLLOS-ELEMENTARY
85-CALDWELL ELEMENTARY SCHOOL
§5-REGREE-SCHOOL-1.18

S5-RT R1.18 - EAGLE RIDGE (SF5P)
§8-RT R1.18 - POTOMAC SCHOOL (NSLP)
55-RT R1.18 - ROSA CARTER (BOTH)
55-UAT1.18 -HIGH SCHOOL
§5-LAT1.18- MIDDLE SCHOOL
55-LIAT1.18-ELEMENTARY SCHOOL
STONE RIDGE MIDDLE SCHOOL
SUGAN CURIE SCHOOL

SUGAN YMD989

Program
NSLP
NSLP
SF5P
SFSP
SFSP
SFSP
SFSP
SF5P
SFSP
SFSP
SFSP
SF5P
SFSP
NSLP/SFSP
SFSP
NSLP/SFSP
SFSP
SFSP
SFSP
SFSP
NSLPISFSP
NSLP
NSLP
NSLP
SFSP
SFSP
NSLP
NSLPISFSP
NSLP/SFSP
NSLP/SFEP
NSLPISFSP
NSLPISFSP
NSLP
NSLP

Address 1

211 MARKET STREET
M2 TIMPLE TR

301 HILLAVE

acr

314 GOSNELL RD
314 KINGS STREET
1232 TOWNSEND STREET
M2 NWAVE

3456 NORWALK 50
M STREET

K STREET

DUKE 5T

U STREET

300 DUKE CT

123 KING STREET
1200 NW AVE

607 DUPON CIRCLE
DUKE CT

P STREET

L STREET

3102 YAHAMACT
5185 PRINCE BLVD
5412 KINGS 8T

31 AKINGS STREET
38 M STREET

YORK 5T

KS&T

MST

QAKX COURT

5000 HILCREST VILLAGE
654 MOUNT VIEW
5608 BOWENS WHRAF PL
611 GOSNELL ROAD
506 STRAIGHT CT

3
d

City
CUMBERLAND
SPRINGFIELD
ARLINGTON
ARLINGTON
VIENNA
BETHESDA
FAIRFAX
ARLINGON
ROCKVILLE
POTOMAC
ARLINGTON
BETHESDA
ROCKVILLE
BETHESDA
POTOMAC
ALEXANDRIA
ARLINGTON
ROCKVILLE
ALEXANDRIA
POTOMAC
POTOMAC
SHADY GROOVE
STERLING
POTOMAC
POTOMAC
POTOMAC
POTOMAC
POTOMAC
POTOMAC
BETHESDA
BETHESDA
BRAMBLETON
SHADY GROOVE
BETHESDA

21502
20144
20301
20301
20187
20148
20130
22304
20182
20183
20154
20185
20087
20187
20184
22302
20148
20186
20182
20184
20184
20187
21452
20181
20182
20107
20107
20187
20189
20187
20187
20148
20187
20187

POC
SUGAN SELVAN

BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH
BERNADETTE SINGH

Emall

tirsh001gas@gmail. com

FFAVORS. UAT+DWRepd633@gmail com
FFAVORS. LIAT+DWRepdB33@gmail com
FFAVORS.UAT+DAR=p4B3@gmail com
FFAVORS. UAT+DARepd633@gmail com
FFAVORS. UAT+DARep4633@gmail com
FFAVORS.UAT+DARep4633@gmail.com
FFAVORS. LIAT+DWRepdB33@gmail com
FFAVORS. UAT+DARep4B33@gmail com
FFAVORS.UAT+DARep4633@gmail. com
FFAVORS. LIAT+DARepdE33@gmail com
FFAVORS. LIAT+DARepdB33@gmail com
FFAVORS.UAT+DARep4633@gmail. com
FFAVORS. LUAT+DARepd833@gmail com
FFAVORS. UAT+DWRepd633@gmail com
FFAVORS.UAT+DARep4633@gmail com
FFAVORS. LIAT+DARepd833@gmail com
FFAVORS. LIAT+DARepd833@gmail com
FFAVORS. UAT+DARep4633@gmail com
FFAVORS. UAT+DARepd833@gmail com
FFAVORS. LAT+DARepd633@gmail com
FFAVORS. UAT+DARep4633@gmail com
FFAVORS. LIAT+DARepd633@gmail com
FFAVORS. UAT+DARepd633@gmail com
FFAVORS.UAT+DARepd633@gmail com
FFAVORS. UAT+DARepdE33@gmail com
FFAVORS. UAT+DARepd633@gmail com
FFAVORS. LIAT+DARep4633@gmail com
FFAVORS. UAT+DARepd833@gmail com
FFAVORS. LIAT+DWRepdB33@gmail com
FFAVORS.UAT+DARep4B33@gmail com
FFAVORS. UAT+DARepdE33@gmail com
FFAVORS. LAT+DARepd833@gmail com
FFAVORS. LIAT+DARepdB33@gmail com

EXAMPLE: Organization/POC Listing Report

Phone

7034576703
215-737-0000
215-737-0000
215-737-0000
215-737-0000
2157370000
2157370000
215-737-0000
215-737-0000
2157370000
215-737-0000
215-737-0000
2157370000
215-737-0000
215-737-0000
2157370000
215-737-0000
215-737-0000
2157370000
215-737-0000
215-737-0000
2157370000
215-737-0000
215-737-0000
2157370000
215-737-0000
215-737-0000
2157370000
215-737-0000
215-737-0000
215-737-0000
215-737-0000
215-737-0000
215-737-0000

=

Org Create Date
3262011
08/06/2015
0712012016
077202016
071202018
071212018
0721208
721206
o7iz12018
Q71202016
o72vi2me
071202016
702016
0772012018
071202016
07r20:206
07/202018
071202018
07/20/2018
071202018
05192016
077262016
13022016
(412012018
06/07/2016
122012016
1212012018
127202018
1110812018
11082016
111082016
0521/2019
07/28i2018
077282018
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User Listing Report

Usage
Budget Balance/Spent

Catalog
Organization/POC
ser

Delivery Day

On the homepage, select the
User” link under the ‘Reports’
menu.

*Available to District, District
Account Representative, and
State Account Representative

users only
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User Listing Report

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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FFAVS307 - USER LISTING

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

Custorner Code
(OMpoot
Moot
Moot

YMDdTT
YMD4TT
YMO515

User Listing Repor

Cugiomer
ALLEGANY COUNTY PUBLIC SCHOOL

ALLEGANY COUNTY PUBLIC SCHOOL
ALLEGANY COUNTY PUBLIC SCHOL
Dishict Ace Rep

JOHN HUMBIRD ELEVENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
S5-UAT118 HIGH SCHOOL

FORCUSTOMER
PANUM

SINGH

PANLM

PANUM

PANLM

PE

Elsi Namg
DIETRICTI

DISTRICT
BERNADETTE
[WACLCT
SCHOOLA
LSERI
APPLE

ihen007gaa gmal com
Wbactnidgasomail com

FFAVORS. LIAT+DARepd8 33 @gmeal com
wbern002casfhgmall com
trah00 1 gasfigmall com

trehi02as gl com

Supaneswa Thamaralsevangging isda gov

Phonedest

TO3-467-6783
T03457-6793
2157370000
T03-960-1000
T30-4a7-6793
TO3-457 6793
T03-457-6793

SAMPLE DATA

EXAMPLE: User Listing Report

Fa Acielnacive  User Cragie Ot
INACTIVE T
INACTIVE 08i7m3
ACTIVE 1in2/2007
INACTIVE ARk
INACTIVE
ACTIVE 17017
INACTIVE 4218

Last Login
10022020

1
Dén3z02
(@262021
526202
Bi242022
Ddi2a2020
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Delivery Day Report

On the homepage, select the

Usage Delivery Day* link under the
Budget Balance/Spent ‘Reports’ menu.

Catalog

Organization/POC *Available to District Account

US_E_T Representative and State Account
Delivery Day Representative users only
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Delivery Day Report

Delivery Day Report

Select criteria and click *View Report” button to run the Delivery Day Report.
The 'Report Help® button will display a help document to further explain how to run, export and print your report.

District Cod »: |All Districts W

Customers: ® All Customers
-'ﬁ:.i' Customers with Delivery Day Assigned
) Customers with NO Delivery Day Assigned

View Report Report Help

State Account Representatives only:

Choose a ‘District Code’:
« All Districts — Include all districts in report.
» <District Code> — Show report for a specific district.

Note: All Districts is selected by default.

139



Delivery Day Report

Delivery Day Report

Select criteria and click *View Report” button to run the Delivery Day Report.
The 'Report Help® button will display a help document to further explain how to run, export and print your report.

District Code: |All Districts W

Customers:| ® All Customers
-'ﬁ:.i' Customers with Delivery Day Assigned
) Customers with NO Delivery Day Assigned

View Report Report Help

Choose a ‘Customers’ category:

« All Customers

 Customers with Delivery Day Assigned

* Customers with NO Delivery Day Assigned

Note: All Customers is selected by default.
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Delivery Day Report

Delivery Day Report

Select criteria and click *View Report” button to run the Delivery Day Report.
The 'Report Help® button will display a help document to further explain how to run, export and print your report.

District Code: |All Districts W

Customers: ® All Customers
-'2:13' Customers with Delivery Day Assigned
) Customers with NO Delivery Day Assigned

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.
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Delivery Day Report

FFAVS921 - DELIVERY DAY - OMD001 ALL

Contract Delivery Day(s)
SPM300-14-DS605
SPM300-14-DS605
SPM300-14-DS605
SPM300-14-DS605
SPM300-14-DS605 Mon Thu
SPM300-14-DS605
SPM300-14-DS605 Mon Thu
SPM300-14-DS605 Mon Tue Wed Thu
SPM300-14-DS605
SPM300-14-DS605
SPM300-14-DS605 Mon Thu

SW% mm ALLEGANY COHHTY PUBLE SCHOQWMDM
\ 1

District code

District name

OMDO001
OMD001
OMDO001
OMD001
OMDO001
OMD001
OMD001
OMD001
OMDO001
OMDO001

OMDO001

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

Customer code

SAMPLE DATA

0608AU

YMD1A1
YMD1A2
YMD1A7
YMD1A8
YMD1B1
YMD1B4
YMD477
YMD485
YMD501

YMD577

NON-FS CUSTOMER
SFSP - SCHOOL20 \
SFSP - SCHOOL6 o
SFSP - SCHOOLS

SFSP - SCHOOLS

SFSP - SCHOOL10

SFSP - SCHOOL14

JOHN HUMBIRD ELEMENTARY SNACK
SS-CALDWELL ELEMENTARY SCHoOL ¥
SFSP -SCHOOL1

STONE RIDGE MIDDLE SCHOOL
SUGAN CURIE_SCHOOL

Customer name {

EXAMPLE: Delivery Day Report
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Budget

Account Representatives can enter, update, or upload
entitlement budget for their customer organizations.

Depending on the programs available to these
organization, this may include National School Lunch
Program (NSLP) and/or Summer Food Service Program
(SFSP).

State Account Representatives may update entitlement
for their districts and for schools.

District Account Representatives may update entitlement
for their schools.
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School Budget

District Account Representatives and State Account
Representatives only:

Select the School Budget link under the ‘Budget’ menu.

School Budget
Summer Food Budget
Import NSLP Budget
Import SFSP Budget
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School Budget

NSLP Budget Effective Dates

Please select a date range

5Y20:
5Y21:
5Y22:
5Y23:
5Y24:
5Y25:

01 July 2019 -
01 July 2020 -
- 30 June 2022
01 July 2022 -
01 July 2023 -
01 July 2024 -

01 July 2021

30 June 2020
30 June 2021

30 June 2023
30 June 2024
30 June 2025

Accept

Select a date range in the ‘NSLP Budget Effective Dates’ dropdown list.

Then, select Accept.
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School Budget

State Account Representative - NSLP District Entitlements

State: MEW HAMPSHIRE State Cust Cd: SNHOO1
Effective Dates: 7/1/2021 - &/30/2022
Fed Entitlement for State: £ 100,000 Controlled by State: Mo

TOTAL (ALL DISTRICTS) Fed Entitlement & 22,400 Fed Balance: $ 22,265.85
GOVT Value S 500 GOVT Balance: $ 500.00
CUST CD DISTRICT MM FED ENTITLEMENT FED BALANCE CONTROLLED BY DISTRICT

OMHO01 | SURPLUS DIST SECTION, NH £ [ 1,200 % 1,065.85
ONHO02 | CONTOQCOOK VALLEY SD = [ offs 0.00

OMHO03 | Ashland SD % | 1,200| £ 1,200.00 (I
Creaie Inter— Lakes SD £ 8% D.0o0
Create Barfin 5B = o % 0.00
Creats Mewfound arez SD = 0.5 0.00
Create Dyster River SO = E - 0,00
Create E= o % 0.00
> 0O % 0.00
Colebrook SD - 0% 0.00
ONHO11  Pittsburg SD < o B~ 0.00
Create ONHO12  Stewartstown SD = o I~ 0.00
ONHO1Z Concord SD < 0% 0.00

State Account Representatives only:

A summary of available entitlement for the state is displayed at
the top of the screen.

Note: If GOVT $ are available, they are applied at the state and
are first come, first serve.
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School Budge

State Account Representative - NSLP District Entitlements

State: NMEW HAMPSHIRE State Cust Cd: SNHOO1

Effective Dates: 7/1/2021 - 6/30/2022

Fed Entitlement for State: £ 100,000 Controlled by State: Mo

TOTAL (ALL DISTRICTS) Fed Entitlement $ 22,400 Fed Balance: $ 22,265.85

GOVT Value S 500 GOVT Balance: $ 50@3.00
CUST CD DISTRICT MM FED ENTITLEMENT EED BALANCE CONTROLLED BY DISTRICT
ONHO01 | SURPLUS DIST SECTION, NH = [ 1,200 % 1,0565.85
ONHODZ  CONTOOCOOK VALLEY SD s [ ol 0.00
Lsdatole, ONHOO3 | Ashland SD $ [ 1,200 % 1,200.00 o
= 8 % D.00
£ 0% D.00
= 0% D.00
= 8 % D.00
= 0% D.00
= o $ 0.00
Colebrook SD = o $ 0.00
Pittsburg SD < 0 % 0.00
Stewartstown 5D = - 0.00
Concord SD = - 0.00
Bartiett 5D = - 0.00
= - 0.00
= - 0.00
$ D % 0.00
$ D % 0.00
Creat MNHO1C Londonberry 5D 5 0% 0.00
[ Gl i e W L = Sy i

*1 State Account Representatives only:

Create button on the left side of the table.

To add new entitlement to a district, click the corresponding
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School Budget

State Account Representative - NSLP District Entitlements

State: MEW HAMPSHIRE State Cust Cd: SHNHOO1
Effective Dates: 7/1/2021 - 6/30/2022
Fed Entitlement for State: £ 100,000
TOTAL (ALL DISTRICTS)

Controlled by State: Mo

Fed Entitlement & 22,500 Fed Balance: $ 22,465.85
GOVT Value S 500 GOVT Balance: % 500,00

CONTROLLED BY DISTRICT

CUST CD DISTRICT NM FED ENTITLEMENT  FED BALANCE
ONHO01 | SURPIUS DIST SECTION, NH $ [ 1,200 3% 1,065.85
ONHOD2 CONTOOCOOK VALLEY SD & [ o3 0.00
ONHOD3  Ashland SD $ [ 1,400 ¢ 1,400.00
Creat ONHOD4  Inter- Lakes SD $ 0 3 0.00
0 % 0.00
0 3 0.00
0 % 0.00
0 3 0.00

DMHO1E

Pittsburg SO
Stewartstown SO

Concord S0

State Account Representatives only:

1 To update the new entitlement value or an existing entitliement
value, enter a new value in the ‘FED ENTITLEMENT’ column
and select the corresponding Update button for that row.
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School Budge

E Update successful. I

State Account Representative - NSLP District Entitlements
State: NEW HAMPSHIRE State Cust Cd: SNHOO1
Effective Dates: 7/1/2021 - &/30/2022
Fed Entitlement for State: s 100,000 Controlled by State: MNo

TOTAL (ALL DISTRICTS) Fed Entitlement % 22 800 Fed Balance: S 22,565.85
GOVT Value % S00 GOVT Balance: S S00.00
CUsT CD DISTRICT MM FED ENTITLEMENT FED BALANCE CONTROLLED BY DISTRICT
ONHOO1 | SURPLUS DIST SECTION, MH $ [ 1,200 % 1,065.85
ONHDDZ2 CONTOOCOOK VALLEY SD § [ o % 0.00
Update OMNHO02 | Ashland SD % | 1,600| % 1,500.00 =l
Creste ONHOD4  Inter- Lakes SD 5 o 5 0.0
Create ONHO0S  Berlin SD 3 o % .00
Create CMNHOO06  MNewfound area SC & 0% 0.00
Craate COMHODTF  Oyster River SD T 05 .00
Create CNHOD8 Claremont SD & 0% .00
Create ONHO09  Unity SD - o % 0.00
Create ONHO10 Colebrook SD & o % 0.00
Creaste CMNHOL1 Pitisburg SD & 0 % .00
Crezste CNHO12 Stawartstown SD & [ .00
Creste CNHO1I3 Concord S0 £ O 5 .00
Create ONHO14 Bartiett SD 5 T % 0 1
Crezte ONHO1S Conway SD 5 > 5 0 ¥
Crezste OMNHO16 Keene Sk 5 > 5 0 ¥
Create OMNHO17 Derry SD 5 0 0.00
Create ONHOLE Dover 5D 5 o 3 0.00
Crezste O

c=—==1 of State Account Representatives only:

--.| A system message confirms that the entitement was
successfully updated. 149




State:

MEW HAMPSHIRE

School Budget

State Account Representative - NSLP District Entitlements

State Cust Cd: SHMHOD1

Effective Dates: 7/1/2021 - 6/30/2022

Fed Entitlement for State: s 100,000
TOTAL (ALL DISTRICTS)

GOVT Value s

Fad Fntitlamant $ 22,800

500

Controlled by State: Mo

Fed Balance: $ 22,565.85

GOVT Balance: S

500.00

CUST D DISTRICT NM FED ENTITLEMENT  FED BALANCE CONTROLLED BY DISTRICT
ONHOB1 | SURPLUS DIST SECTION, MH $ [ 1,200 % 1,065.85
ONHONZ  CONTODCOOK VALLEY SD $ | [ 0.00
OMHOMZ | Ashlznd SD | 1,600/ 4 1,600.00 I
OMHONE  Inter- Lakes SD & 0% oo
ONHOBS  Berlin SD $ 0% 00
OMNHONE Newfound area SD & 0 % 41
ONHOJ7  Oyster River SD S 0 % 10
ONHOBE  Claremont SD % 0 % 10
ONHOJO  Unity 5D S 0 % 10
ONHONg  Colebrook 5D S 0 % 10
ONHO11 — Psnry st 3 0 % 11
OMNHO12  Stewartstown SD 5 0 % 41
ONHO12  Concord SC S 0 % 10
ONHO14  Bartlett SD % D% i
ONHO15  Conway SC % D% J
Create ONHO1G6 Keene SC 5 0% U
L—L| Ty oz . ~
E State Account Representatives only:
1 To view a list of schools for a district, select the link in the
1 ‘DISTRICT NM’ column.
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School Budget

State Account Representative - NSLP Entitlements

State: NEW HAMPSHIRE  District: ASHLAND SO District Cust Cd: ONH003

Effective Dates: 7/1/2021 - 6/30/2022

Fed Entillement for District: 5 1,600 Controlled by State: No  Controlled by District: No
TOTAL (ALL SCHOOLS) Fed Entitlement: ¢ 0 Fed Balance: 5 0.00

CUST CD SCHOOL NM FED ENTITLEMENT " Aﬁ ”
YNHO0S Ashland Elementary E [ ds 0.00
©cust Code ~Customer | | | Search | | Show All |

Save

A summary of available entitlement for the district is displayed
at the top of the screen.
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School Budget

State Account Representative - NSLP Entitlements

State: NEW HAMPSHIRE  District: SURPLUS DIST SECTION, NH  District Cust Cd: OMHODO1
Effective Dates: 7/1/2023 - 5/30/2024

Fed Entitlement for District: § 5,000 Controlled by State: No  Controlled by District: No
TOTAL (ALL SCHOOLS) Fed Entitlement: § 3,000 Fed Balance: $ 2,804,095

FED
CUST CD SCHOOL MM FED ENTITLEMENT E.RLA_NCE
YHHOO1 SURPLUS DIST SECTION 5 | 3.|]|:I|:|| 5 2,804.95
®Cust Code (CCustomer

| | Search || Show All

Lave

To update school entitlement, enter a value in the ‘FED ENTITLEMENT’ column.

Then select the Save button. A confirmation message appears at the top of the
screen to indicate that the save was successful.

Save successful.
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summer Food Budget

District Account Representatives and State Account
Representatives only:

Select the Summer Food Budget link under the ‘Budget’ menu.

Echool Budaat

S =

Summer Food Budget
Import NSLF Budget
Import SFSP Budget
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summer Food Budget

SFSP Budget Effective Dates

Please select a date range

Fy20: 01 October 2019 -
Fy21: 01 October 2020 -
Fy22: 01 October 2021 -
FY23: 01 October 2022 -
FY24: 01 October 2023 -

30 September 2020
30 September 2021
30 September 2022
30 September 2023
30 September 2024

Accept

Select a date range in the ‘SFSP Budget Effective Dates’ dropdown list.

Then, select Accept.
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summer Food Budget

State Account Representative - SFSP District Dollars
State: VIRGINIA  State Cust Cd: 5va001
Effective Dates: 10/1/2021 - 9/30/2022
Fed Dollars for State$ 10,000

Controlled by State: Mo
TOTAL (ALl DISTRICTS)

Fed Dollars$ 3,500 Fed Balance: $ 3,500.00

| cusTCD | DISTRICT NM | FEDDOLLARS | FEDBALANCE | CONTROLLED BY DISTRICT
OVAD44 |BEDFORD, VA - SCHOOL DIST. s 3,500 & 3,500.00 L]
OVAG50 | SFSP SPONSOR, VA § 0% 0.00

®\Cust Code (CCustomer

Search Show All

State Account Representatives only:

A summary of available dollars for the state is displayed at the
top of the screen.
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summer Food Budget

State Account Representative - SFSP District Dollars
State: VIRGINIA  State Cust Cd: 5va001

Effective Dates: 10/1/2021 - 9/30/2022
Fed Dollars for State$ 10,000

Controlled by State: Mo
TOTAL (ALl DISTRICTS)

Fed Dollars$ 3,500 Fed Balance: $ 3,500.00

| cusTCD | DISTRICT NM | FEDDOLLARS | FED BALANCE

Update] | OvA044 | BEDFORD, VA - SCHOOL DIST. s 3,500] % 3,500.00
OVAG50 | SFSP SPONSOR, VA

CONTROLLED BY DISTRICT

[

5 0% 0.00

®\Cust Code (CCustomer

Search Show All

State Account Representatives only:

To add new dollars to a district, click the corresponding Create
button on the left side of the table.
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summer Food Budget

State Account Representative - SFSP District Dollars
State: VIRGINIA  State Cust Cd: SVADO1
Effective Dates: 10/1/2021 - 9/30/2022
Fed Dollars for State$ 10,000 Controlled by State: No
TOTAL (ALl DISTRICTS) Fed Dollars$ 3,500 Fed Balance: $ 3,500.00

| cusTCD | DISTRICT NM | EFD DO ARS | FED BALANCE | CONTROLLED BY DISTRICT
OVAO44 | BEDFORD, VA - SCHOOL DIST. 5 3,500/ ¢ 3,500.00 []
Create | | OVABSD |SFSP SPONSOR, VA 5 0|3 0.00
®\Cust Code (Ccustomer Search Show All

State Account Representatives only:

To update the new dollar value or an existing dollar value, enter
a new value in the ‘FED DOLLARS’ column and select the
corresponding Update button for that row.
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summer Food Budget

Update successful.

=tdle ACcCoOunt Representative - SkaH District Dollars
State: VIRGINIA  State Cust Cd: SVADO1

Effective Dates: 10/1/2021 - 9/30/2022
Fed Dollars for State$ 10,000

Controlled by State: No
TOTAL {(ALL DISTRICTS)

Fed Dollars$ 4,000 Fed Balance: $§ 4,000.00

| cusT oD | DISTRICT NM | FEDDOLLARS | FEDBALANCE | CONTROLLED BY DISTRICT
Update| = OVAD44 | BEDFORD, VA - SCHOOLDIST.  |§ 2,000 % 4,000.00 ]
OVAG50 | SFSP SPONSOR, VA $ 0% 0.00
®Cust Code (Ccustomer |

Search Show All

State Account Representatives only:

A system message confirms that the dollar value was
successfully updated.
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summer Food Budget

State Account Representative - SFSP District Dollars
State: VIRGINIA  State Cust Cd: 5va001
Effective Dates: 10/1/2021 - 9/30/2022
Fed Dollars for State$ 10,000

Controlled by State: Mo
TOTAL (ALl DISTRICTS)

Fed Dollars$ 3,500 Fed Balance: $ 3,500.00

| cusT o | DISTRICT NM '

FED DOLLARS | FED BAL ANCE

CONTROLLED BY DISTRICT
OVAQ44 | | BEDFORD, VA - SCHOOL DIST.

$ 3,500] % 3,500.00 L]
OVAG50 | | SFSP SPONSOR, VA § 0% 0.00

®\Cust Code

(CCustomer

Search Show All

State Account Representatives only:

To view a list of sites for a district, select the link in the
‘DISTRICT NM’ column.
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summer Food Budget

State Account Representative - SFSP Dollars

State: VIRGINIA  District: BEDFORD, VA - S5CHOOL DIST.

District Cust Cd: OvAD44
Effective Dates: 10/1/2021 - 9/30/2022
Fed Dollars for District$ 4,000 Controlled by State: No  Controlled by District: No
TOTAL (ALL SCHOOLS) Fed Dollars$ 2,500 Fed Balance: § 2,500.00
CUST CD SCHOOL NM FED DOLLARS FED
BALANCE
YWAB20 BEDFORD ELEMENTARY $ $ 1,000.00
YWAGZ1 BEDFORD PRIMARY 5 % 1,500.00
®)Cust Code (CCustomer

| Search Show All

Save

A summary of available dollars for the district is displayed at the
top of the screen.
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summer Food Budget

State Account Representative - SFSP Dollars

State: VIRGINIA  District: BEDFORD, VA - S5CHOOL DIST.

District Cust Cd: OVAD44

Effective Dates: 10/1/2021 - 9/30/2022

Fed Dollars for District$ 4,000 Controlled by State: No  Controlled by District: No

TOTAL (ALL SCHOOLS) Fed Dollars$ 2,500 Fed Balance: $ 2,500.00
CUST CD SCHOOL NM FED DOLLARS e
T — e BALANCE
YWAB20 BEDFORD ELEMENTARY $ : 1,000.00
YVAG21 BEDFORD PRIMARY 5§ ‘ 1,500.00

®)cust Code CCustomer

| Search Show All

Save

To update school entitlement, enter a value in the ‘FED DOLLARS’ column.

Then select the Save button. A confirmation message appears at the top of the
screen to indicate that the update was successful.

Update successful.
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Import NSLP Budget

District Account Representatives and State Account
Representatives only:

Select the Import NSLP Budget link under the ‘Budget’ menu.

Bget
School Budget
Summer Food Budget

Import NSLP Budget

IMpoTCSESFBUUEL
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Import NSLP Budget

Import NSLP Budget

Use this screen to import new or updated budget information for the current or future program yezr Click here to view [details on import file format, rules and samples.

Select Import Type

O District  school

For a school upload, the file must include the school
organization codes and the entitlement amount.

For a district upload, the file must include the district
organization codes, whether or not each district controls
entitlement, and the entitlement amount.

Note: Refer to the Sample files for additional guidance and
templates for creating upload files.
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Import NSLP Budget

State Account Representatives:

Select the type of import:

» District — entitlement for district(s) in the state

» School — entitlement for school(s) in a selected district

Select Import Type
) District @ School

Note:
If School is selected,
select an organization

ONHO002 - Contoocook Valley SD
ONHO003 - Ashland SD

ONHO004 - Inter- Lakes SD from the ‘District’
ﬁONHOOS - Berlin SD dropdown list.
ONHO006 - Newfound area SD

ONHO007 - Oyster River SD
HNE PR e 0 04
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Import NSLP Budget

13- 04 Lishe 2% T

L e IR i 5Y22: 01 July 2021 - 30 June 2022
3Y23: 01 July 2022 - 30 June 2023

Select a school year in the ‘Program Year’ dropdown list.
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Import NSLP Budget

Select the Choose File... button to locate the file to be uploaded.

To import, select Choose File button to locate import file and select Validate Import File. The import file will be validated and any error messages will appear in the Validation
Message column en the grid. The impart file must be free of all errors before it can be uploaded.

[ Choose File | Nb file chosen | Validate Import File

Then, select Validate Import File.

To import, select Choose File button to locate import file and select Validate Import File. The import file will be validated and any error messages will appear in the Validation
Message column on the grid. The import file must be free of all errors before it can be uploaded.

[ Choose File | No file chosen ‘ Validate Import File ‘

The import file must be free of errors to proceed. If validation
errors are found, make corrections and save the file, browse to
the new file, and re-validate. 166




Import NSLP Budget

If the file contains organizations that do not exist in FFAVORS, an error
message displays: “Validation Errors Exist. Review errors, correct
upload file, and import again.”

I Validation Errors Exist. Review errors, correct upload file, and import again.

" Choose File | No file chosen Validate Import File
STATE CODE DISTRICT CODE CUSTOMER CODE ENTITLEMENT VALIDATION MESSAGE
MNH OMNHO73 YNH138 1,000
MH OMNHO73 YNH139 1,500
MH ONHO73 YMH141 1,200 School record does not exist.
MNH OMNHO73 YMNH140 1,250 School record does not exist.

If the entitlement values exceed the district budget, an error message
displays: “Sum of School Budgets exceeds Entitlement for District.”

Sum of School Budgets exceeds Entitlement for District.
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Import NSLP Budget

If the validation is successful, a message is displayed:
“Validation Passed. Select ‘Import into FFAVORS’ button to

upload budgets into FFAVORS.”

Validation Passed. Select ‘Import into FFAVORS’ button to upload budgets into FFAVORS.

STATE CODE
NH
NH

DISTRICT CODE
ONHO073
ONH073

No file chosen Validate Import File

CUSTOMER CODE
YNH138
YNH139

Import into FFAVORS

ENTITLEMENT
1,250
1,800

VALIDATION MESSAGE

Select Import into FFAVORS.
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Import NSLP Budget

If the validation is successful, a message is displayed:
“Validation Passed. Select ‘Import into FFAVORS’ button to

upload budgets into FFAVORS.”

Validation Passed. Select ‘Import into FFAVORS’ button to upload budgets into FFAVORS.

STATE CODE
NH
NH

DISTRICT CODE
ONHO073
ONH073

No file chosen Validate Import File

CUSTOMER CODE
YNH138
YNH139

Import into FFAVORS

ENTITLEMENT
1,250
1,800

VALIDATION MESSAGE

Select Import into FFAVORS.
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Import NSLP Budget

File Successfully Imported - 1/26/2022 4:17:35 PM Central Time.

STATE CODE
MH
MH

No file chosen ‘Validate Import File

DISTRICT CODE CUSTOMER CODE ENTITLEMENT
OMNHO73 YMH138 1,250
OMNHO73 YMH139 1,800

VALIDATION MESSAGE

A confirmation message appears at the top of the
screen to indicate that the upload was successful.
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Import SFSP Budget

District Account Representatives and State Account
Representatives only:

Select the Import SFSP Budget link under the ‘Budget’ menu.

School Budget
Summer Food Budget
Imnart NSIP Budget

Import SFSP Budget
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Import SFSP Budget

Import SFSP Budget

Use this screen to import new or updated budget information for the current or future program yezr. Click here to view details on import file format, rules and samples.

Select Import Type
O Districc © School

For a school upload, the file must include the school
organization codes and the entitlement amount.

For a district upload, the file must include the district
organization codes, whether or not each district controls
entitlement, and the entitlement amount.

Note: Refer to the Sample files for additional guidance and
templates for creating upload files.
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Import SFSP Budget

State Account Representatives:

Select the type of import:

» District — entitlement for district(s) in the state

» School — entitlement for school(s) in a selected district

Select Import Type
) District @ School

Note:
If School is selected,
select an organization

ONHO002 - Contoocook Valley SD
ONHO003 - Ashland SD

ONHO004 - Inter- Lakes SD from the ‘District’
ﬁONHOOS - Berlin SD dropdown list.
ONHO006 - Newfound area SD

ONHO007 - Oyster River SD
HNE PR e 0 04
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Import SFSP Budget

FY24: 01 October 2023 - 30 September 2024

Program Year: FY25 01 October 2024 - 30 September 2025 |

Select a fiscal year in the ‘Program Year’ dropdown list.
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Import SFSP Budget

Select the Choose File... button to locate the file to be uploaded.

To import, select Choose File button to locate import file and select Validate Impart File. The import file will be validated and any error messages will appear in the Validation
Message column on the grid. The import file must be free of all errors before it can be uploaded.

[ Choose File | Ho file chosen ‘ Validate Import File

Then, select Validate Import File.

To import, select Choose File button to locate import file and select Validate Import File. The import file will be validated and any error messages will appear in the Validation
Message column on the grid. The import file must be free of all errors before it can be uploaded.

[ Choose File | No file chosen ‘ Validate Import File ‘

The import file must be free of errors to proceed. If validation
errors are found, make corrections and save the file, browse to
the new file, and re-validate. 175




Import SFSP Budget

If the file contains organizations that do not exist in FFAVORS, an error
message displays: “Validation Errors Exist. Review errors, correct
upload file, and import again.”

I Validation Errors Exist. Review errors, correct upload file, and import again.

" Choose File | No file chosen Validate Import File
STATE CODE DISTRICT CODE CUSTOMER CODE ENTITLEMENT VALIDATION MESSAGE
MNH OMNHO73 YNH138 1,000
MH OMNHO73 YNH139 1,500
MH ONHO73 YMH141 1,200 School record does not exist.
MNH OMNHO73 YMNH140 1,250 School record does not exist.

If the entitlement values exceed the district budget, an error message
displays: “Sum of School Budgets exceeds Entitlement for District.”

Sum of School Budgets exceeds Entitlement for District.
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Import SFSP Budget

If the validation is successful, a message is displayed:
“Validation Passed. Select ‘Import into FFAVORS’ button to

upload budgets into FFAVORS.”

Validation Passed. Select ‘Import into FFAVORS’ button to upload budgets into FFAVORS.

STATE CODE
NH
NH

DISTRICT CODE
ONHO073
ONH073

No file chosen Validate Import File

CUSTOMER CODE
YNH138
YNH139

Import into FFAVORS

ENTITLEMENT
1,250
1,800

VALIDATION MESSAGE

Select Import into FFAVORS.

177



Import SFSP Budget

If the validation is successful, a message is displayed:
“Validation Passed. Select ‘Import into FFAVORS’ button to

upload budgets into FFAVORS.”

Validation Passed. Select ‘Import into FFAVORS’ button to upload budgets into FFAVORS.

STATE CODE
NH
NH

DISTRICT CODE
ONHO073
ONH073

No file chosen Validate Import File

CUSTOMER CODE
YNH138
YNH139

Import into FFAVORS

ENTITLEMENT
1,250
1,800

VALIDATION MESSAGE

Select Import into FFAVORS.
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Import SFSP Budget

File Successfully Imported - 1/26/2022 4:17:35 PM Central Time.

STATE CODE
MH
MH

No file chosen ‘Validate Import File

DISTRICT CODE CUSTOMER CODE ENTITLEMENT
OMNHO73 YMH138 1,250
OMNHO73 YMH139 1,800

VALIDATION MESSAGE

A confirmation message appears at the top of the

screen to indicate that the upload was successful.
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Customers

County/Schools:

On the homepage, select the Customer B
link under the ‘Customers / POC’ menu.

State Account Representatives:
On the homepage, select the Existing Customers

Customers / Request New link under the Existing Customers / Request New
‘Customers’ menu.
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Customers

State Account Representatives, Counties and Schools may view all
existing county/districts and schools at their level or below.

State Account Representatives, Counties and Schools have the ability
to add/change/delete POC information on existing customers at their
level or below.

After adding a pending customer, USDA and DLA will review and
approve.

Before requesting a new county/district or school, use the search tools
to confirm that it does not already exist.

Contact your DLA representative to request reactivation of an inactive
customer.

Requests for new county/district and associated schools should be
entered on the same day. They will be processed together in the nightly
batch.

Food Service Organizations (FSOs) can be added to pending
customers.

Pending county/districts will not move to the next step unless it is
associated with pending schooil(s). 181




Existing Customers

Use the radio buttons at the top of the grid to filter by status:

Show All

Show Active Only

Show Inactive Only

Show Pending Only (State Account Representatives ONLY)
Show addresses in results (State Account Representatives Only)

® show All Show Active Only Show Inactive Only Show Pending Only Show addresses in results
CUST CUST DELIVERY COUNTY/DIST BUDGET
CODE TYPE . AL pay CODE  PROGRAM STATUS
PND-YNH 2 - Awaiting
Ty School TEST SCHOOL NH ONH001 NSLP/SFSP UsDA
e e d:i}r.:rhé
F = - 3 - Awaiting
C . | 07
School CLARK ELEMENTARY SCHOOL NH ONHO073 NSLP/SFSP  pia approval
¥ 1 - :-.'.',.Eit:n-;
County/District NEW TEST COUNTY MH ““"F,:i'_.'.ﬁ' NSLP Batch
oo Validation
County//District SURPLUS DIST SECTION, NH MNH ONHO01 NSLP Active
WHGS S SUE® s DIFY <CTIR NH W “WHOP P Acti>
AHOO, Junty, _enct Nev. dare o N AHOL ) Act.
NHO10 School Newfound Memorial MS NH ONHO06 NSLP Active
YMHO11 School New Hampton Community School MH ONHO0G NSLP Active

12345678910 ...
®Cust Code Cust Type Customer Zip Search Refresh
' 182



Existing Customers

Select the 'Show addresses in results’ checkbox to include the address in
the ‘Customer’ column.

For Counties and Schools, Search on Zip will show the address in the
‘Customer’ column.

® Show Al O Show Active Only O Shomrinactive-Omy===ShowPeading Only Show addresses in results
CuUsT CusT DELIVERY COUNTY/DIST BUDGET
CODE TYPE CUSTUMER LS DAY CODE PROGRAM SRS
PND-YNH- MEW TEST SCHOOL Rejected,
0000057 School 27 MAIN 5T NH OMNHO01 NSLP/SFSP Awaiting
T KEEME, NH 02443-1640 remaoval
PND-YNH- NEW HAVEN ELEMENTARY Rejected,
m School 33 MAIN 5T NH ONHO02 NSLP/SFSP Awaiting
S KEENE, NH 03448-1533 removal
Berlin HS
YNHO0S Schaoal 550 Williard St MH ONHOO0S NSLP Active
Berlin, NH 03570
Newfound area SD
ONHO0G County/District 150 Mewfound Rd NH ONHO0G NSLP Active
Bristol, NH 03222
12345678910..
®cust Code  Obist Code  Ocust Type  Ocustomer  Ozip | i Search | i Refresh i
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Existing Customers

® show Al O Show Active Only O Show Inactive Only O Show Pending Only () Show addresses in results
CUsT CUST DELIVERY COUNTY/DIST BUDGET
CODE TYPE Ll Sl DAY CODE PROGRAM SIRTE
PND-YNH- Rejecte),
Schoal NEW TEST SCHOOL NH ONHOO01 NSLP/SFSP Awaiting
0000057 el
PND-YNH- Rejected,
School NEW HAVEN ELEMENTARY MNH ONHOO0Z NSLP/SFSP Awaiting
Lhada removal
2 — Awaiting
PND-ONH- i PND-ONH- -
0000049 County/District NEW TEST COUNTY MH 0000049 MNSLP HE;ESH
YNHO09 School Berlin HS MH ONHO05 N5LP Active
ONHO0A County/District Newfound area SD NH ONHO0& NSLP Active
12345678910..
®@custCode  ObistCode Ocust Type  Ocustomer  Ozip | | ‘ Search ‘ ‘ Refresh ‘

Search options are available for Customer code, District Code, Customer
type, Customer name, or zip code. Partial matches are supported. Select
the applicable radio button, enter text, and click Search.

The Refresh button clears search text and refreshes the grid.
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Existing Customers

® show Al O Show Active Only O Show Inactive Only © Show Pending Only (] Show addresses in results
CUST CUST DELIVERY COUNTY/DIST BUDGET
CODE TYPE LIEOWE i S DAY CODE PROGRAM AL
PND-YNH- Rejected,
School NEW TEST SCHOOL NH ONHO01 NSLP/SFSP Awaiting
0000057 ;
removal
PND-YNH- Bt
0000053 5chooal MEW HAVEN ELEMENTARY NH ONHOO02 NSLP/SFSP Awaiting
removal
2 — Awaiting
PND-ONH- — PND-ONH- .
0000049 County/District MEW TEST COUNTY NH 0000049 NSLP USDA
approval
YNHO0S 5choal Berlin HS MNH ONHOO05 NSLP Active
ONHO06 County/ District Newfound area 5D NH ONHO06 NSLP Active
12345678910..
®cust Code  ObistCode  Ocust Type  Ocustomer  Ozip ‘ | ‘ Search ‘ ‘ Refresh ‘

Select the link to view a detail page for a county/district or school within the state.
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Existing Customers

On the Detail page,
the Point Of Contact
can be modified. You
can also select a
POC from the drop-
down box, if there is
one there.

All other fields for the
customer can be
viewed.

Cursd ommesr

Address

Budget [ Funding
Point of Contact T cesie s e

T

wern B0aT /1 Sare - et POC - L
POC: AMY LABONVILLE (e labomdle@aouity. echoa 23]
® Gerad Aclrem | POC: EMAIL WALIDATION (Havors saratust-+-emadyedd Sgmai.oom )
LISER: SCHOOLA FRAGGRS [Waveer uat +dal B omail oo
= Prore funben | BT
Fan, Vi Do
Chedl Bn Mk prmay, EnAling prmary voll ba 'r;'-H.'.U

el Cowslnat

HAME E-T4AJL ADDRESS PHOME MUMMBER . EMT FEAXHUMEER — PRIMARY
Ea DUSTORER. i FRAWDRS Bl dal Porad com LI3-455-TRGE Cwly

Active USars (¥ io Preeey POC taisis, The

WSER LAST

m ROLE TYFE FIRST MAHE FAME EMANL PN MER EXT

100400 Chsibsra CHOOD FRAVORS  Mieevi L= DL Romal. o 123-133-2234 £2152033 17848 PM
He s e Degtrict e TUSTOMER W FRAORS  FRAWORSLET-DLAZRpmedcom 123-456-TE31 TIALAIGET 2ES P
Ot Acoour CeTACT . c - .
h-l-nw':':‘ : L-'-ﬁ_:-'- FFavORS  Bavorsuet-cialfomad cor B¥i2)-1304 B 003 e daskn P
o Rabw Acoount . = . " - e i S 5
100884 FEAVORS  SyvorpUAT «DLA Mol toes 12123434 B L 01 08T P
Kaprussristine ¥’ m
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Existing Customers

Point of Contact Toowssts s nes Pord of Con M T a—

- i =i S - E =
- A s bty o Hi e | ——— T .

Esipirez POaCg; 1 gl - Gelmrt PO - L
= Fane ) - . —
POC: AMY LABONVILLE [amplsbomaliefiountysthod123]

= Eorrgd fgdrem | POC: EMAIL YRLIDATIOMN (Mot s arateat —ermpibyalid B gmad oo
LISER: SCHOOLE FRAVDRS [Mavary, ust +-Sal Sgmad oo

= e Mo rribar T [y ]
2 Brrably
Errmg, ChiadE 08 MBE piimary, SXaling primbty will B regiaged

ek Tt

RAFYE E-ralkil SADLAHESS EHOHE UHER EXT EAK INUSSIEEH B A FAARY
Eie CUSTORMER. hH FRYORS ettt < Pl gl Lo LI3-a56-7a9 Dkt

Ructive Users (1 no Sriemey POC sosts, T mo pecweily boged o Cllioemee oo vl b tha |

FSER LAST Fihox
m BLE TYFE FERST MAME FLATIE EFARL P FIBR. EMT FIRA LAST LisGar

100t fa] ikl Clm e PR OAS Mawoes L+ Dol 2 el o i 1350331038 ES21 05T 1-35h 48 DY
P e ] Dt Lawr TUSTERER R4 FREOVORS.  FRGTORSLUET <D A Epned.com 1234567891 TLIDEET Ta5E g P

Chmbract Aoooael LS THDLT

Rl Rl e L T et e FRECORS Fawors el wdia Jilkomed_oom 1251331208 B Y 100 A PR
Siats Aocowrsk =
I0a54 . ETATE FREAVOAS  Swvory UAT = AT gl oo 13F-333-3554 B3 LrB0TY Tl EE P

Eaprmrarrisirom

Enter information for a ‘Point of Contact’ for the customer organization,
or select a POC from the Drop-down, if there is one. Fields ‘Contact
Name’, ‘E-mail Address’, ‘Phone Number’ must be entered. ‘Fax
Number’ and “Primary’ are optional. Click ‘Add Contact’.
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Existing Customers

Paint of Contact Tocreate a new Point of Contact {POC), select from existing POCs Usars (if applicable)

- or type in PDC data, Checl the primmany boes to
designabe the POC as primary {if no primary PO exists, the most recently logged in Customers will be the primany BOC). Click "add Contact’ bo show the mew contact in
the grid. To edit or delste an existing contact, use the Edit/Delate buttons in the grid, Select "Save” at the botbom of the scresn to save POC changes

Existing POCs/ IUsars: | - Salect POC — "
* flame | |
= E-mail Address | |
= Phone Mumber: | | Exit. —ll
Fax Mumber: | |
Primary: | ! Check to make primary, existing primary will be replacad.
| Add Contact
HMMAKME E-MAIL ADDRESS PHOME MUMBER EXT FAX MNMUMBER: PRIMARY
EE AMY LABDMVILLE amy.labonville@counby. schocl123 BI3-Z271-8601 Del=t
Ediy CUSTOMER MNH FRAVORS tt=vors.uat—dialE@gmail.com 123-455-7851 Del=tg

Active Users (if no Primary POC exisks, the most recently logged in Ciestomer user will be the primary POC)

USER LAST FAL
o ROLE TYPE FIRST MAME MARME ETAIL PHONE MBR. EXT MER LAST LOGIMN
100400 Cusbomer SCHOCLS FRAWVORS Harvors. 1A+ DLAZ @ gmail.com 123-123-1234 /212023 1:28:48 PM
100145 Dristrict User CUSTOMER. MNH FRAWORS FRAMORS.UAT ~DLAZEgmail.com 123-456-7891 FI3L/2023 315246 PM
Districk Acoount DISTRICT - . - - —
1 7 W WOrs. +dia2g . 12> -123 21y :31:41 PN
100457 Hirrta e MILECRD FRAWRS Hawors.ust=dla2@grmail.com 3-123-1234 8/21/2023 1 41 P

=I1

The new Point of Contact will be below the ‘Add Contact’ button. The Point
of Contact can be edited or deleted by selecting the appropriate button.
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Existing Customers

Points of Contact 7o create a new Point of Contact (POC), enter name, e-mail, phone and fax (optional). Check the primary box to designate the POC as
primary (if no primary POC exists, the most recently logged in Customer will be the primary POC). Click "Add Contact” to show the new contact in the grid. To edit or
delete an existing contact, use the Edit/Delete buttons in the grid. Select "Sawve’ at the bottom of the screen to save POC changes.

Contact Name: |

E-mazil Address

Phone Mumber:

]
!
Fax Mumber: |

Primary:
| Add Contact
NAME E-MATL ADDRESS PHONE NUMBER FAX NUMBER PRIMARY
|Edit| STATE ACCOUNT MHSTATEACCT@GMAIL.COM 603-256-4545 [Delete|

Active Users (If ne Primary POC exists, the most recently logged in Customer user will be the primary POC)

USER ID ROLE TYPE FIRST NAME LAST NAME EMAIL PHOMNE NBR FAX NBR LAST LOGIN
100354 State Account Representative STATE FRAVORS ffavors. VAT +DLAZ@gmail.com 123-123-1234 FI28 2022 7:42:30 AM
Save i i Returm |

If no changes are needed or to exit without saving changes, click Return
to return to the Customers/Pending Customers page.

To save the changes, click Save.
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Existing Customers

Save successful - YNHO11.

A message confirms that the customer has been saved successfully.
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Add New Pending Customer

| Customers After confirming that a customer
Add Pending does not already exist in FFAVORS,
Customer select the click Add Pending
‘ ] Customer link in the menu on the
left.
Steps to request New
Customers:
Note: New customers will be
1 - Add Pending reviewed by USDA and DLA before
Customer . . .
they are available for ordering in
2 — Await USDA FFAVORS.
approval
3 — Await DLA

approval

4 — Complete
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Add New Pending Customer

Enter information for
the new customer
organization.

Note: If adding a
school district and
new school(s), add
the school district
first so it will be
available for
selection for the
school(s).

If adding a school to
a current school
district and there are
any existing POC’s
there will be a drop
down box for ‘Point
of Contact.

FREVOIRS reguires that each school masst
first, Then refurn to this page to add s

adding a new schedl to 3n Eosting
adding a news schoo! that 15 indepes

ad the school distrect
n ko chooss from, I

L oda bl

* state: [Naw Hampehire |
* Customer Types | School il
County/Destnct: | DNHIDOL, SURPLUS DHST SECTION, NH b

Custommer

= Customer Name l

Address snnt be a physcal location of bhe schoolfdat

Buildir Aler + 5 I
prtiecs
oy
* State F_H | = Tip Code
Check here & orders wil be delivered to a different locatbion
Budget fFunding
uuuuuuu SElRT w
Point of Contact [ossensl) Celact from evstng BOCs s
Existing POCRLeeN: | — Select POC — e |

* Hame == Py ld 5 -
POC: AN LABONVTILLE [y, | abamaledts ounly, S<hbol 123

POC: EMAIL VALIDATION (Mavors. saratust + em aikalid

- Saraluat « am i alid g
* Fhone Humber | USER; SCHOOLS FRAVORS {fizvors. ust+dla2 @gmal.com

an: Murmbe

Users {optional) ir
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Add New Pending Customer

Enter the ‘Location’ information for the new customer organization. All
fields are required.

Note: The ‘State’is automatically selected and cannot be edited.

* State: [New Hampshire *state: |New Hampshire Vv

* Customer Type: [ e ar 1 * Customer Type: |5chnl:|l w

* County/District: g?ﬁgﬁf e i v LBl - Select County — ~

' y ONHO001, SURPLUS DIST SECTION, NH, NH
Customer ONHOY3, AMHERST 5D, NH

ONH089, Campton 5D, NH

* Customer Name: |ONH155, St Patrick School, NH

For ‘Customer Type’, select County/District or School.

If School is selected, also select the applicable ‘County/District’ from the
dropdown list.
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Add New Pending Customer

Enter a ‘Customer Name’ in the ‘Customer’ information section. This field
IS required.

Customer

* Customer Mame: |

Enter the physical location for the new organization in the ‘Address’
section. Required fields includes ‘Street’, ‘City’, and “Zip Code’. An optional
second line is available for ‘Street’.

Note: The ‘State’is automatically selected and cannot be edited.

Address must be a physical location of the school/district. Do not enter PO Box in any address field.

* Address: | |BLIi ding number + Street

| |(nptiona|}

£

Cife
'a_|?:.'. | |

* State * Zip Code: |

() Check here if orders will be delivered to a different location
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Add New Pending Customer

Check this box if orders will be delivered to a different location.

Address must be a physical location of the school/district. Do not enter PO Box in any address field.

* Address: | |Elui.ding number + Street

| | (optional)

E I
City: | |

* State: * Zip Code: |

(] check here if orders will be delivered to a different location
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Add New Pending Customer

Select the FSO from the ‘Existing FSOs’ dropdown box if it already exists,
or type in a new FSO name and delivery address (Delivery Point of
Contact is optional).

T I|1|| I e e

Check here if orders will be delivered to a different location

5 'l

DEIWEW Address 1f the Food Service Organization (FSQ) where this customer’s orders will be delivered exists, select it in the Existing ES0s dropdown box. Tf
an exact match of FSO name and address is not found in the Existing FSOs dropdown box, please enter the FSO name and delivery address below,

Existing F50s: | -- Existing FSOs for this state’s Zone -- v |

* FSO Name: | |

* Sireat: | |

Sirest: | |[uptinna|]|

= City: | |

* State: v | = Zip Code: |

Delivery Point of Contack (optianal

Contact Name: |

I
E-mail Address: | |
|

Phone Number: |

Fax Mumber: | |{nptinna|)
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Add New Pending Customer

Select a ‘Program’ in the ‘Budget/Funding’ section. This field is required.

Budget/Funding

(e Ut - Select Program —
School Lunch
Summer Food

Both School Lunch and Summer Food

Options include:

« School Lunch (NSLP)

« Summer Food (SFSP)

 Both School Lunch and Summer Food
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Add New Pending Customer

If applicable, enter information for a ‘Point of Contact’ for the customer
organization. Fields include ‘Contact Name’, ‘E-mail Address’, ‘Phone

Number’, and ‘Fax Number’. All fields are optional.
Note: A drop down box for the ‘Point of Contact’ will appear if there are any

existing POCs for that County/District.

Point of Conbact (ootonl) Select from sostng PO

Exitling POCK U | - Select POC - »
POC: AMY LABOWYILLE [ amy.labamyBedosanty.schanl 122

POC: CLUSTOMER WM FRAVORS (Mavors.ust+dla @gmal. com

FOC: EMAIL VALEDRTION (Ravors.saratust e smaikaid §gmad com)

" Phome Number: | LISER; SCHOOLS FREVORS (avors.uat+dlad Somail.com|

* fme

| g '..' i

Farst Bliirrebsd
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Add New Pending Customer

To add a new user who will place orders for the new customer organization,
enter their contact information in the ‘User’ section. Fields include ‘First
Name’, ‘Last Name’, ‘E-mail Address’, and ‘Phone Number’.

Note: New users will receive instructions to create their eAuth login.

User (optional) Information entered here will create a user profile for this person to log in and place orders for the organization. If new county/district and school(s)
are being requested and you want this user to have access to all school(s) within a county/district, only enter this section for the county/district. If a new school is
being requested for an existing countydistrict, only enter this section if the user does not already have access to the county/district.

First Mame: |WILL |

Last Name: |BAKER

|
E-mail Address: |will.baker@dark.elem.edu |
|

Phone Mumber: |]_13-123-1234

Note: Enter a user for a new county/district organization if they will
order for all school(s) in the district. Enter this information for a new
school if the user does not already have a profile for the
county/district.
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Add New Pending Customer

* = Required Field

If adding a new school district and new school(s), add the school district first. Then return to this page to add school(s). The previously added
school district will appear in the County/District dropdown to choose from. If adding a new school to an existing County/District, select Customer
Type = 'School’ and choose an existing County/District in the dropdown.

Location
* State: | New Hampshire Vv
* Customer Type: [School v‘
* County/District: ' ONHO073, AMHERST SD, NH
Customer

* Customer Name: ICLARK ELEMENTARY SCHOOL

Address mustbea physical location. Do not enter PO Box in any addi|

b O O O oSt JIFQINDE STy o o |

L LN

User (optional) Information entered here will create a user profile for th
are being requested and you want this user to have access to all school(s)
being requested for an existing county/district, only enter this section if th

First Name: [WILL

Last Name: |BAKER

To undo any changes entered prior
to saving, click Reset.

without saving changes, click Cancel

If no changes are needed or to exit

to return to the State Account
Representative Homepage.

To save changes and create the new
organization, click Save.

|

E-mail Address: |will.baker@clark.elem.edu

Phone Number: [123-123-1234

\ Save l Reset I Cancel |
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Add New Pending Customer

A message confirms that the new pending customer has been added.

Add successful - CLARK ELEMENTARY SCHOOL.

The new organization is added to the grid with a ‘'STATUS’ of ‘1 — Awaiting
Batch Validation’. Click the link in the ‘CUST CODE’ column to view, edit, or
delete pending requests. Changes must be made before the first nightly batch
cycle.

Note: Status of pending requests is noted in the ‘STATUS’ column and on the
detail page in the ‘Status Details’ section.

Click the link in the Cust Code column to view or change pending requests. Changes can only be made (or request can be deleted) up until the first
nightly batch cycle runs. Status of pending requests are noted in the Status column in the grid and on the detail page in the Status section.
® Show All Show Active Only Show Inactive Only Show Pending Only ] Show addresses in results
CusT CusT DELIVERY | COUNTY/DIST| BUDGET
CODE TYPE CUSTOMER STATE DAY CODE PROGRAM STANS |
PND-YNH- 1 - Awaiting
W School CLARK ELEMENTARY SCHOOL NH ONHO073 NSLP/SFSP Batch
———zt Validation
208UVl 2Llale NCVY NAMFONIRC "N nowr ALUuveE i
ONH001 County/District SURPLUS DIST SECTION, NH NH ONHO001 NSLP Active |
YNH001 School SURPLUS DIST SECTION NH Wed ONHO001 NSLP Active | 20 1
b oy & 00l -uid & oo ol & o vl , ol S & f- 0




Point Of Contact

In the Customer Homepage, select the
Point Of Contact (POC) link under the
‘Customer / POC’ menu.

Customer / POC

USLLNTIE

Point of Contact (POC)
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Point Of Contact

Point of Contact (POC)

POC Verification

To add, update or remove a POC, select the associated customer code link. To clear all existing POCs, select the Clear All POCs button.

|Clear All POCs|
CUST CUST E-MAIL PHONE ST
C—DDE TY—PE CUSTOMER POC NAME ADDRESS PHOME EXT PRIMARY UP_DATE[}

o SURPLUS DIST | AMY i
ONHOO01 County/District SECTION, NH LABONVILLE 603-271-8601 04/12/2023

SURPLUS DIST  ROBERT

SECTION STOWELL 603-271-3606 04/12/2023

YNHOO01 School

You can review and update/add Point of Contacts for existing customers at your
level or below.
Select the link to view a detail page for a county/district or school.
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Point Of C

ontact

LCustomer
* Customer Code: [YNHOO1
* Customer Name: |[SURPLUS DIST SECTION
Create Date: |[07/01/2008
* Active/Inactive: |ACTIVE
F50 Assignment: |- NO FSO FOR THIS CUSTOMER —
Address
* Street: 12 HILLS AVE.
Street: (optional)
* City: [CONCORD
* State: [MH * Zip Code: 03301
Budget/Funding
* Program: |BOTH SCHOOL LUNCH AND SUMMER FOOD

Point of Contact To create a new Point of Contact (POC), enter name, e-mail, phone and fax (optional). Check the primary box
primary (if no primary POC exists, the most recently logged in Customer will be the primary POC). Click 'Add Contact’ to show the new ©
delete an existing contact, use the Edit/Delete buttons in the grid. Select 'Save’ at the bottom of the screen to save POC changes.

* Name i

* E-mail Address |

|
|

* phone Number: | | Ext. \ |
|

Fax Number: |
Primary: () Check to make primary, existing primary will be replaced.
| Addcontset |
NAME E-MAIL ADDRESS PHONE NUMBER EXT FAX NUMBER
|@\ BOB STOW bstowe@surplus.com 603-888-4444 12345 603-444-3333

No Active Users

| Save H Return

You can review and update/add Point
of Contacts for existing customers at
your level or below. Select ‘Save’ to
save any changes.

PRIMARY

[Delete]
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Point Of Contact

Annual Point of Contact (POC) Verification

POC Verification

Each year point of contacts (POCs) assigned to each customer need to be reviewed and updated as needed. The primary POC for an ordering
customer will appear to vendors as the person to contact for any issues related to orders. If a primary POC is not set, the most recently logged in
ordering user will be the primary POC shown to the vendor.

Please review each POC listed below. To add, update or remove a POC, select the associated customer code link. To clear all existing POCs, select the
Clear Alf POCs button. Once POC review is complete, select the Annual Review Complete button. To review later (the next time you log in), select the
Review Later button.

|Clear All POCs]| i'_F_igv_i__ew Late_r__i ié_lj_nual Review Complete]
ﬁ %{ CUSTOMER POC NAME A%S PHONE % PRIMARY UF%‘;’I—ED
ONHOO01 County/District gggﬁ'{gﬁ [;\][EF AMY LABONVILLE 603-271-8601 04/12/2023
YNHO01 School gg?%ghsl BEST g?{?‘&j}f[i_ 603-271-3606 04/12/2023

Once a year, each ordering Customer will be prompted to review their POCs. When the
timeframe has started, the first page the user will see when logging in is the ‘Annual
Point of Contact (POC) Verification’ screen.

Each Customer will see all customers at their level or below and can add/update Point of
Contact information. To select a Customer, select the CUST CODE link.

If the Customer selects ‘Review Later’, each time they log in, they will go to the ‘Annual
Point of Contact (POC) Verification’ screen, until they select ‘Annual Review Complete’.
Once Point of Contact information has been reviewed, Select ‘Annual Review Complete’.
‘Clear All POCs’ will delete all Point of Contact information.
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My Profile

In the Customer Homepage, select the My
Profile link under the ‘My Profile’ menu.

My Profile
System Emalls
HelpDesk
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My Profile

Date: Monday, Augost 21, 2023

Please contact your DLA account rep if you have changes to vour name or email address. Mote that existing profiles cannot be transferred to another
person; DLA can instead create a new FRAVORS profile for the new person.

* = Required Field
* Last Mame: FRAVORS

* First Mame: CUSTOMER NH

CE A e AR U T T AN T You Can reVieW and update phone,

e ext. and fax numbers. For other
i — dat ti tact th
e | | Updates or corrections, contact the

e connericor s, of DLA Account Specialist or create a
e oo HelpDesk Ticket.

* Customer: ' | ONHOID1

Note: Phone Number is a required field. An error message will be
displayed if this is left blank.

| Save | | Resat | | Cancel |

207



My Profile

SN

Plaaces rontact wonie D& areonnt ren if won hawe rhanoese o vnnr name or spnail addrece Bote Hhat svicting neafilac rannot he trancferrad to annthear

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.

* Customear:

Customer Order Preferences
Receive emails for new/madified orders that I place
Receive emails for new/maodified orders that are placed by others for my oroanization

| Save | | Reset | | Cancel |
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My Profile

Date: Monday, Auguost 21, 2023

Please contact your DLA account rep if you have changes to yvour name or email address, Note that existing profiles cannat be transferred to another
person; DLA can instead create a new FRAVORS profile for the new person.

* = Reguired Field
* Last Mame: FRAVORS
* First Mame:  CUSTOMER RIH

“emsi azress FEAVORs TO undo any ChangeS entered in My

* Phone numbsar: -456- o . . .
’ = Profile prior to saving, click Reset.
Ext:

Fax numbar: |:
=== ol |f NO changes are needed or to exit

without saving changes, click Cancel to
return to the Customer Homepage.

* Customear:

Customer Order Preferences

5 receve emsis o newimodied oces | O S@VE Changes entered in My Profile,
Receive emails for new/modified orders .
click Save.

| Save | | Reset | | Cancel |
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My Profile

Date: Monday, Auguost 21, 2023

Please contact your DLA account rep if you have changes to yvour name or email address, Note that existing profiles cannat be transferred to another
person; DLA can instead create a new FRAVORS profile for the new person.

* = Requirad Field
* Last Mame: FRAVORS
* First Mame:  CUSTOMER NH

* E-mail Address: [FRAVORS.UAT+DLAZ@gmail.com

* Phone number: |123-456-7891

o —
S —

* Fane: - ETICUT, " MATME MEL HAMD BLCE — -

J VLY CT

scemmmers o) After successfully saving, to return to the
| Customer Homepage without making
further changes, click Cancel or the
Customer Order Preferences

Receive emails for new/modified orders { H ome II n k-

Receive emails for new/modified orders

T

| Save | | Resat ||
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System Emails

In the Customer Homepage, select the
System Emails link under the ‘My Profile’
menu.

My Profile
System Emails ** New efail(s) since last login **
HelpDesk

If new emails exist since the last time the
user logged in, they will see the “*New
email(s) since last login** message.
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System Emails

Home Help Logout Switch

Date: Thursday, Ociober 20, 2022

Email Messages

The below grid shows FFAVORS system emails sent to you in the last 30 days. The emails were also sent to your email box directly around the date/time noted. Click on the
link in the first column to view the email message.
® showal O Read O Unread
EMAIL DATE/TIME EMATL SUBIECT TYPE READ
10/20/2022 7:24:44 AM  FFAVORS Order YNHO01/F22293000002 has been placed ORDER_CONFIRMATION

Select the link in the first column of the grid to see the email detail page.

Once the detail page has been opened, the status of the email will change
from Unread to Read.

Select the ‘Show All’, ‘Read’, 'Unread’ radio buttons will filter the email list.
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System Email

Haspme Halp Logaat Ssesinoi

Ml L s e L I o e s L L e - e e o - o

ater Therrsibny, Oatolevey FUO. MIZFF

Ervvaail Maossiscanagen

The Errad Senf 7o box shows ather recipients who recsnned the same eamal, Sslect fefnT bution o return o the main grid page.
E ivianil Samin® Tess

awnrd s Liai- la g eiail o, FolEir . Fra e D i e, o

Fascigrlanin >

Cairits

Emmnil Sent On: 10720/Z032 7T: 2445 M

Emvanil Woyguan: E.IRPER_C_GHF.I.HM-QT.I-DH

Subjock; R ORS Croar Pa- 08001 T 2 2 G OO0 2 II;I-#. iy ]

Eminil Body; |
J 1 Ohrefanr S sy Croutac | | (

SURPLUS DIST SECTION
Thank youl ¥Your order has been placedl

rclor ekl |

T T T T 'I__ SR L
Order Confirmation NMumber: | F22233000002,
Program: | NSLH
Reoquested Dollvery Datoe: [[Thu 107272023,
frdder Draber |hu Lo/20r2023]

CASE CONTENTS [CAGE PRICE|[ICASE CFFv|[ACTLMAL COSTISTATE OF QRIGIN FUND SOURCE |

HTEM CODEDESCRIFTION |
15278 |BLUEBERRIES, FROZEN, 4/10 LB, 40 LB AG LB ] =10, 70 1 1070 FEDO ||
ol i ol v {4 e b L s mn e A Sy L e eV ey L e d i L et ST i l— ] & g R m—ia. A i =
15047 |BROCCOLT FLORETS, FRESH. 6/ LB BAGS 16 LB : H.51 1 : 54.07] T FED
Fatal Cost Il I $15,37]

| Returm |

On the Detail page, Select ‘Return’ to return to the main email messages
grid.
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HelpDesk

From the Customer Homepage,
custol select the HelpDesk ink under the e
weico My Profile’ menu.

?PIEEISE select from the following options:

[ |'r'ﬂ|_| have receipts that are past due. You will b2 unable to place an
| Placea New Omer Customers use this link to:
Maodify Pending Order .
Edt Receipts ~vou have receps thzt 2y 1) submit @ HelpDesk request to DLA — to request RDD
ey ey changes, general questions, etc.
[customer JPOCc
iy RO A message will appear to the right of the link to indicate
when a submitted request has been updated
Usage
T Note: For login issues or if unable to access links,
contact SM.FN.FFAVORS@USDA.GOV.
: My Profile

214



Home Help Logout Switch

Date: Friday, September 22, 2023
elpDesk
Create HelpDesk
Reguest submit a request for help {e.g. request change to delivery day; general questions), select Creafe HalpDesk Request link in the navigation bar on
e left,
® show all O Show Active Only () Show Resolved Only
ID TYPE SUBMITTER CUSTOMER RDD SUBMIT DATE STATUS ASSIGNED TO
2B HelpDesk SCHOOL4 FRFAVORS YNHOD1-5URPLUS DIST SECTION Bf22/2023 Resolved: Helpdesk Resolved
23 HelpDesk SCHOOL4 FRAVORS YHHO01-SURPLUS DIST SECTION 7312023 Submitted to DLA
®1D Number{Partial) CiCustomer | | | Search | | Refresh |

Select ‘Create HelpDesk request’ option from the Green Nav Bar to create a
New HelpDesk Request.
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Date: Friday, September 22, 2023

HelpDesk. Fill out your comments below and click on the "Submit Reguest” button to send the request to the FFAVORS Helpdesk.

Create HelpDesk

Request ITME is a test HelpDesk Request]

| Submit Reguest l

Enter text of the HelpDesk Request and select the ‘Submit Request’
button.
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Home Help Logout Switch

Date: Friday, September 22, 2023

HelpDesk I Save successful. Request ID: 59. I
Create HelpDesk
ot HelpDesk
To submit a reguest for help {2.g. request change to delivery day; general guestions), select Create HelpDesk Reguest link in the navigation bar on
the left.
® Showall O Show Active Only O Show Resolved Only
ID TYPE SUBMITTER CUSTOMER RDD SUBMIT DATE STATUS ASSIGNED TD
59 HelpDesk CUSTOMER NH FRAVORS ONHOOI-SURPLUS DIST SECTION, NH 9f22/2023 Submittad to DLA
28 HelpDesk SCHOOLS FFAVORS YNHOD1-SURPLUS DIST SECTION 8/22j2023 Resolvad: Helpdesk Resolved
23 | HelpDesk SCHOOLS FRAVORS YNHD01-SURPLUS DIST SECTION 7312023 Submitted to DLA
( umber{Partia (Cicustomer
@10 Number{Partial) Cust

|| Search | [ Refresh |

The HelpDesk Request will be saved and added to the HelpDesk grid.
Return to this page for the status/resolution of helpdesk requests.
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HelpDesk

HelpDesk
HelpDesk
Create HelpDesk
Hequest To submit a request for help (2.g. request change to delivery day; general questions), select Creafe HelpDask Request link in the navigation bar on
the left.
I ® show All ) Show Active Only ) Show Resolved Only I
ID  TYPE SUBMITTER CUSTOMER RDD SUBMIT DATE STATUS ASSIGHNED TO
9222023 Submitted to DLA DLA TVLS: JEFF MACOUBRIE
Bf22/2023 Resolved: Helpdesk Resolved

7/31/2023  Submitted to DLA

®1D Number(Partial) (Ccustomer | || Search | ! Rafresh !

The HelpDesk Grid shows all Helpdesk requests submitted by the user’s
organization.

The Grid shows pertinent information for each request submitted.
Radio buttons allow for you to Show all, Show Active Only, Show Resolved
Only and do searches by ID, Request Type and Customer.
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HelpDesk

ID TYPE SUBMITTER CUSTOMER RDD SUBMIT DATE STATUS
59 HelpDesk CUSTOMER NH FFAVORS ONHO01-SURPLUS DIST SECTION, NH 9/22/2023 Submitted to DLA DLA TVLS: JEFF MACOUBRIE
28 HelpDesk SCHOOL4 FRAVORS YNHOD1-SURPLUS DIST SECTION B(22/2023 Fesohved: Helpdesk Resolven

HelpDesk

To submit a request for help (e.g. request change to delivery dav: general questions), select Creafe HelpDesk Regquest link in the navigation bar on
the [eft,

® show all ) Show Active Only () Show Resolved Only

ID: TY¥YPE SUBMITTER CUSTOMER RDD SUBMIT DATE STATUS ASSIGNED TO

39 HelpDesk CUSTOMER MH FRAVORS OMHDO1-SURPLUS DIST SECTION, NH 8/22/2023 ; A TVLS: JEFF MACOUBRIE
28 Heslpbesk SCHOOLS FRAVORS YNHOO1-SURPLLS DIST SECTION 8222023

23 HelpDesk SCHOOLS FRAVORS YNHO01-SURPLUS DIST SECTION 7/31/2023

The Grid will also show who has been Assigned to work on it and when it
has been Resolved it will be grayed out with the Status of Resolved and the

Resolution.
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HelpDesk

Create HelpDesk
Request

HelpDesk

HelpDesk

To submit a request for help (2.0, request chanage to delivery day; general guestions), select Creafe HelpDesk Reguest link in the navigation bar an
the left,

® show All ) Show Active Only O Show Resolved Only

ID TYPE SUBMITTER CUSTOMER ROD SUBMIT DATE STATUS ASSIGNED TO

59 HelpDesk CUSTOMER MH FRAVORS OMHOO1-SURPLUS DIST SECTION, NH 9/22/2023 Submitted to DLA DLA TVLS: JEFF MACOUBRIE
28 HelpDesk SCHOOLS FRAVORS YNHO01-SURPLUS: DIST SECTION Bf22{2023 Resolvad: Helpdesk Resolved

23 HelpDesk SCHOOL$ FRAVORS YMHOO01-SURPLUS DIST SECTION 7312023 Submitted to DLA

®1D Number{Partial) (Ocustomer | ! | Search | | Refresh

Existing Notes

/2023 JEFF MACOUBRIE: assigned the reguest to DLA TVLS: JEFF MACOUBRIE

o

General status of requests appear in the grid. The user can also check
detailed Notes by selecting the ID.
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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.

Hom: Help Lpgout

FFAVORS:
Fresh Fruits and Vegetables Order
Receipt System

Customer Ordering Manual

4
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Home Help Logout

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

Message from webpage zd |

At the first prompt, select OK
to confirm log out.

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

| QK | | Cancel

Message from webpage

At the second prompt, select
OK to accept the security

i For security reasons, your browser window will close automatically.
L]

Ok

requirement and close the
browser window.
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