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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.



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

FFAVORS Access

Navigate to this address in the browser:
https://www.fns.usda.gov/usda-foods/ffavors

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

USDA Food and Nutrition Service

Sl U.S. DEPARTMENT OF AGRICULTURE COVID-1% CONTACTUS REPORT FRAUD ASKUSDA USDA.GOV

HOME DATA & RESEARCH GRANTS NEWSROOM RESOURCES OURAGENCY PROGRAMS _ Q

USDA FOODS

Fresh Fruits and Vegetables Order Receipt System (FFAVORS)

HOME = USDAFQODS

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 & 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
o 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 T £=p P P

USDA Foods Toolkit for Child Nutrition * FFAVORS Login

b A b 0 0 0 006868 0-006000000000000000000000000000000080
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https://www.fns.usda.gov/usda-foods/fresh-fruits-and-vegetables-order-receipt-system-ffavors

FFAVORS Login

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

USDA Food and Nutrition Service

ZEE \'-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 = 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 T P P P

USDA Foods Toolkit for Child Nutrition * EFAVORS Login SeleCt F FAVO RS Log i n .
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FFAVORS Login

USDA eAuthentication @ eAuth

@S .S DEPARTMENT OF AGRICULTURE

HOME CREATE ACCOUNT MANAGE 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 @ . Log In with @
PIV/CAC Password
User ID Forgot User |D

_J

Password Forgot Password

Alexander,
o _
ﬁ B show Password

Log In with PIV/CAC ‘ ‘ Log In with Password

+ 4 ®
Create Update Find
Account Account Help 4

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

. SHE with » Enter ‘User ID’.

Password  Enter ‘Password’.

» Select Log In with
Password button.

User D Forgot User |D

Password Forgot Password Tips:

« Passwords do not expire.
* Avoid saving passwords in the

B show Password browser.

activated to avoid difficulties.

« Make sure CAPS Lock is not
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FFAVORS Login

. Log In with
Password

User D Forgot User |D

Password Forgot Password

B 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.
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FFAVORS Login

. Log In with
Password

User D Forgot User |D

Password Forgot Password

B 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:

« If more than one eAuth account
is associated with the same
email address, follow prompts to
set up an Account Management
Email (AME) first.

« If an AME is not entered, users
must answer the previously
selected security questions in
order to reset the password.
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User Agreement & Registration

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

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

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

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 - 2868201909201 1483024470

Email - = bl o srmrome | -

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

s

FFAVORS ID Role Customer Code
100356 Customer YNH138 2B682019092011483024470 Amherst MS 5/28/2020 2:32:14 PM
100398 { ustomer YNH141 Mont Vernon Village School
[ LUL3H0 i 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 vou need further assistance.

12



User Agreement & Registration

Application User Data ‘

User ID: 100396 . . .
e Confirm that the Application User Data
First Name: SCHDDLE appears CorreCt-
ast Name: FFAVORS .
rasthl , Note: The Email Address may be
Citizenship: United States i f d d
Designation Of Person: Civilian updatedl nee e -
Customer Demographics
Customer Code: Y139 If the Customer Demographics data is
Customer Name: Wilkins Elementary . .
County Code: co7 incorrect or other changes are required,
County: Amherst select Exit anq (?ontact the DLA
Address 1: 80 Boston PostRd | Account Specialist or the FFAVORS
Address 2: Help Desk to assist with linkage issues
City: Amherst between the eAuthentication and
State: Mew Hampshire FFAVORS
Zip Code: 03031 :

Select Register. || register || | ext




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 internetfintranet 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 eccurs 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 medify 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 observe anything on the system while I am using Fresh Fruits And Vegetables Order Receipt System that indicates inadequate security, I will immediately
notify the Fresh Fruits And Vegetables Order Receipt System system administrator and my local ISS0/ISSM 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. Menitoring 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. =

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 - 286820190920114583024470
Email - s b o swrnommme ; s

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 2 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 vour DLA Account
Representative.

Role  Customer Code eAuth ID Name Last Login
100356 Customer ¥NH138 28682019092011483024470 Amherst MS 5/28/2020 2:32:14 PM
100398 Customer YNH141 28682019092011483024470 Mont Vernon Village School 5/28/2020 2:46:57 PM
10039 Customer YNH139 28682019002011483024470 Wilkins Elementary 5/28/2020 6:04:02 AM

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

15




Profile Selection

Customer Homepage

Welcome, SURPLUS DIST SECTION

Please select from the following options:

Place a Mew Order
Modify Pending_Order
Edit Receipts

View an Order

Current Fund Balances
Product Mews Flashes
Email Account Specialist

‘

Usage
Budget Balance/Spent
Catalog

My Profile

Contact FFAVORS Help Desk

Date: Monday, May 23, 2022

Last Login: Monday, May 23, 2022 10:40:24 AM

Please Res
The following cha

» If your Stat
30, 2022 th
(with alloca
September
Tracking in
will identify
MSLP entitlg

Reminder: a prod
scheduled deliver]

If you have quest]
desk.

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.

16



Customer Homepage

Customer Homepage

|We|c0me, SURPLUS DIST SECTION

Please select from the following options:

Place a Mew Order
Madify Pending_Order
Edit Receipts

View an Order

Current Fund Balances
Product Mews Flashes
Email Account Specialist

i

Usage
Budget Balance/Spent
Catalog

My Profile

Last Login: Monday, May 23, 2022 10:40:24 AM

Please Read (updated on 6/12/2022)

The following changes have been made to FFAVORS:

« If your State allocated
30, 2022 these added fi
(with allocated NSLP by
September 30, or when|
Tracking in FFAVORS wi
will idenfify the fund so
MNSLP entitlement.

Reminder: a produce order i
scheduled delivery via writter|

If you have questions, please]
desk.

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 the FFAVORS Help Desk for
assistance.

17



Customer Homepage

Customer Homepage

Welcome, SURPLUS DIST SECTION

Please select from the following options:

Place a Mew Order
Modify Pending_Order
Edit Receipts

View an Order

Current Fund Balances
Product Mews Flashes
Email Account Specialist

i

Usage

Budget Balance/Spent
Catalog

My Profile

Last Login: Monday, May 23, 2022 10:40:24 AM

W

Please Read (updated on 6/12/2022) \

The following changes have been made to FFAVORS:

+ If your State allocated CCC funds to USDA DoD Fresh for the period July 1, 2022 —September
30, 2022 these added funds will be tracked at the state level and available for all NSLP sites
[with allocated NSLP budgets). The CCC funds will be used for all NSLP orders until
September 30, or when the CCC funds are depleted then entitlement funds will be used.
Tracking in FRFAVORS will be identified with 3 new fund category of '"GOVT. Each NSLP order
will identify the fund source so users are aware if the order will use the ‘GOVT' fund source or
MSLP entitlement,

Reminder: a produce order in FFAVORS may be cancelled by a customer up to 24 hours hefore
scheduled delivery via written notification to the vendor and DLA Representative,

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

desk. l

_/

Check for important announcements.

Contact FFAVORS Help Desk




Customer Homepage

What can | do in FFAVORS?

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

Change or delete pending orders.

View past or pending order.

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

View latest product news flashes.

Contact my DLA Account Specialist or the FFAVORS
Help Desk.

Run reports on orders, funds, or catalog history.
Update my user profile.
View the most up-to-date version of this manual.

19




District Account Representative

Homepage

» ]
By . il

Date: Monday, May 23, 2022
District Account Representative Homepage Last Login: Friday, January 26, 2022 3:48:29 PM

|We|c0me,. DISTRICT - MILFORD FFAVORS

Please select from the following options:

—— Please Read (updated on 6/12/2022)

School Budget
Import NSLP Budget

Always confirm the user account before entering
usage any transactions.

Budget Balance/Spent
Catalog
Organization/POC
User

Deivery Day If this is not correct, click Switch in the upper right
. profie corner (if available) to select a different profile or
contact the DLA Account Specialist or the
FFAVORS Help Desk for assistance.

‘

Contact FFAVORS Help Desk

20



District Account Representative

Homepage

District Account Representative Homepage

Welcome, DISTRICT - MILFORD FFAVORS

Please select from the following optiens:

School Budget
Import MSLP Budget

]

Usage

Budget Balance/Spent
Catalog
Organization/POC
User

Delivery Day

My Profile

Help Logout Switch

Date: Monday, May 23, 2022

Last Login: Friday, January 28, 2022 3:48:29 PM

Please Read (updated on 6/12/2022)

The following changes have been made to FRAYORS:

Reminder: a produce order in FRAVORS may be cancelled by a customer up to 24 hours before
scheduled delivery via written noftification to the vendor and DLA Representative.

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

desk.

If your State allocated CCC funds to USD& DoD Fresh for the period July 1, 2022 —September
30, 2022 these added funds will be tracked at the state level and available for all NSLP sites
{with allocated NSLP budgets). The CCC funds will be used for all NSLP orders until
September 30, or when the CCC funds are depleted then entitlement funds will be used.
Tracking in FRAVORS will be identified with a new fund category of "GOVT'. Each NSLP order
will identify the fund source so users are aware if the order will use the "GOVT' fund source or
MNSLP entitlerment.

Check for important announcements.

Contact FFAVORS Help Desk

21



District Account Representative

Homepage

What can | do in FFAVORS?

Enter or upload NSLP entitlement for schools in the
district.

Enter budget for Summer Food sites in the district, if
applicable.

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.

Contact the FFAVORS Help Desk.

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

22



State Account Representative

Homepage

r

Welcome, STATE FFAVORS

s SR OO opoNs:

Past Due Receipts

‘
i

School Budget
Summer Food Budget
Import NSLP Budget

Existing Customers / Request Mew

State Account Representative Homepage

Help Logout Switch
N

Date: Wednesday, February 16, 2022

Last Login: Tuesday, February 15, 2022 12:47:04 PM

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 the FFAVORS Help Desk for

assistance.

23



State Account Representative

Homepage

State Account Representative Homepage

Welcome, STATE FFAVORS

Please select frem the following options:

Past Due Receipts

]
[

School Budget
Import NSLP Budget

1
1

Existing_Customers / Request New

1

Usage

Budget Balance/Spent
Catalog
Organization/POC
User

Delivery Day

My Profile

Last Login: Monday, May 23, 2022 10:59:05 AM

Please Read (updated on 6/12/2022)

The following changes have been made to FFAVORS:

* When requesting new schoals, 3rd party delivery information (known as Food Service
Organizations or FS0s) can now be selected, or typed in if new.

+ If you allocated CCC funds to USDA DoD Fresh for the period July 1, 2022 — September 30,
2022 these added funds will be tracked at the state level and available for all NSLP sites (with
allocated NSLP budgets). The CCC funds will be used for all NSLP orders until September 30,
or when the CCC funds are depleted then entitlement funds will be used. Tracking in
FFAVORS will be identified with a new fund category of "GOVT. Each NSLP order will identify
the fund source so users are aware if the order will use the 'GOVT' fund source or NSLP
entitlement.

Reminder: a produce order in FFAYORS may be cancelled by a customer up to 24 hours before
scheduled delivery via written nofification to the vendor and DLA Representative.

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

Check for important announcements.

Contact FFAVORS Help Desk

24



State Account Representative
Homepage

What can | do in FFAVORS?

 Review past due receipts.

» Enter or upload NSLP entitlement.

« Enter budget for Summer Food sites, if applicable.
 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.

e Contact my the FFAVORS Help Desk.

* 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


https://www.fns.usda.gov/nslp
https://www.fns.usda.gov/sfsp/summer-food-service-program
https://www.fns.usda.gov/fdpir/food-distribution-program-indian-reservations

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.

* 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
23 24 25
Catalog
Created

Wednesday  Thursday Friday Saturday
26 27 28 29
/N
Sunday Maonday Tuesday  Wednesday  Thursday Friday Saturday
30 31 I 2 E,
V4 4
N A /N

EXAMPLE 1: Order placed on Monday the 24t

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

* Deliveries are not available on weekends.
« Available RDDs are the 28t and the 31st through the 4.

30



Rules for Ordering

Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
23 24 25 26 27 28 29
Catalog S S Q
.(\i\ .(\Q'\ w (\\T\“ 2 Y
Created J \') \) A"
Sunday Monday Tuesday  Wednesday Thursday Friday Saturday
30 3] i 3 4 )
N N N N
N Q) ) < S N

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" through the 4.

31



Place a New Order

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

Place a New Order
Modify Pending Order
Edit Receipts

View an Order
Current Fund Balances

Product News Flashes
Email Account Specialist

Place a New Order

Edit Receipts

View an Order

Maodify Pending Order

Product Mews Flashes

Current Fund Balances

Email Account
Specialist

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

32



Place a New Order

Customer:

District users only:

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

Customer Selection Screen

Select the Customer:

District/Customer: BARROW COUNTY

- APALACHEE #HIGH SCHOOL

- AUBURN #ELEMENTARY

- BETHLEHEM #ELEMENTARY

- BRAMLETT #ELEMENTARY

- COUNTY LINE ELEMENTARY

- EARLY & LEARNING CENTER

- HAYMON MORRIS MIDDLE SCHOOL
- HOLSENBECK ELEMENTARY

- KENNEDY ELEMENTARY

- RUSSELL MIDDLE SCHOOL

- STATHAM ELEMENTARY

- TEST FOR BARROW

- TEST FOR BUDGET

- TEST FOR CUST

- WESTSIDE MIDDLE SCHOOL

- WINDER BARROW HIGH SCHOOL

- WINDER BARROW MIDDLE SCHOOL
- YARGO ELEMENTARY

Home Help Logout

Date: Tuesday, February 16, 2016

33



Place a New Order

Home Help Logout

Date: Tuesday, February 16, 2016

Customer Selection Screen

Select the Customer:

District/Customer: BARROW COUNTY

Customer: |YGA310 - AUBURN #ELEMENTARY v

Proceed

Contact FFAVORS Help Desk

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




Place a New Order

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

Customer Header:

<Customer>

AUBURN ELEMENTARY

District Header:

<District> Ordering for <Customer>

BARROW COUNTY Ordering for AUBURN #ELEMENTARY

35



Place a New Order

® School Lunch O Summer Feeding

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 D7043 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
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 DZ7043 EXAMPLE VENDOR
The minimum order for this vendor is $100

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  $1,200.00] /Al
[spent, Previous Orders|| $0.00|| $0.00| M/ Al
[ Cost, This Order| $0.00|| $0.00| M/ A
[ Remaining Balance|| n/all  $1,200.00( M/ 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 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
L ] 14144 APPLE CHL SL 200/2 OZ PG 2518 $4.30 NH, VT ®Fed ' State
[ |l 1SNS3  CABBAGE W/CARROTS CHL 1/5 LB BG 518 $4.75 MA ®Fed  State
L ] 15R18 | CARROTS WHL 1/5 LB BG 1C5 $4.33 Ky ®Fed | State
[ ] 14A02  ORANGE 113 CT 1/35 LB CS 35 LB $1.29 L ®Fed  State
L ] 14156 | PEAR 20/2 LB BG 40 LB $1.02 NC ®Fed ' State
[ |l 15D30  PEAS SUGAR SNAP CHL 60/2 OZ BG 81B $3.96 MA ®Fed  State
[ ]l 14B42 | 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
L ] 14462 | SQUASH ZUCCHINI MED 1/20 LB CS 2018 $12.55 GA ®Fed | State

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




Place a New Order

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

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 ‘Item Code’ or using a keyword search with
the ‘Description’ (e.g., pear, red). At the bottom of the list,
enter the keyword(s), and select Search. To undo the filter,

select Show All.

[ ] 14861 |SQUASH YELLOW 1/20 LB C5 20 LB $4.44 cT ®Fed  'State
[ ] 1462 | SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $2.95 cT ®Fed  state
[ 1| 1413 | TANGERINE FALL GLOW 100 CT, 1/35 Ib cs 3516 $11.33 FL ®Fed | State

® Description ) Item Code | | ‘ Search H 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.

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

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

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

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




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 cT ®Fed  state
[ 1| 1413 | TANGERINE FALL GLOW 100 CT, 1/35 Ib cs 3516 $11.33 FL ®Fed | State
® pescription ) Item Code | | ‘ Search | ‘ Show All |
Add Items To Cart Load Favorite Cart | ‘ Clear Form |
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Place a New Order

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

[ ] 1461 |SQUASH YELLOW 1/20 LB C5 20 LB $4.94 cT ®Fed | state
[ ] 1462 | SQUASH ZUCCHINI MED 1/20 LB CS 20 LB $2.95 €T ®Fed  State
[ 1| 14Fi3 | TANGERINE FALL GLOW 100 CT, 1/35 Ib cs 3518 $11.33 FL ®Fed  'state
® Description ) Ttem Code | | ‘ Search | ‘ Show all |
‘ 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

f CART NAME OWNER OF SAVED CART DELETE FAVORITE CART ] OVERWRITE FAVORITE CART
Js5M1 AUBURN #ELEMENTARY . Delete
testl AUBURN #ELEMENTARY Delete
testlacty BARROW COUNTY Delete
testiaall COUNTY LEVEL ORDERING OFFICE 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 e CONTENTS PRICE  QTY  COST  ORIGIN  SOURCE
14A14  APPLE R/D 163 CT 1/40 LB (S 40 1B $30.45 360.90 cA @red  state
15775  BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 4018 $10.70 $21.40 CA @red  state

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

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] /Al
Gpent, Previous Orders|  $0.00)] 50.00| N/Al
| Cost, This Order|  s0.00]  s$8230] /Al
[ Remaining Balance| Al $1,117.70| N/A

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

CART

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

|
CopE DESCRIFTION conmers | v | oy | " | e | o
14144 | APPLE CHL 5L 200/2 OZ PG 25 LB 54.30 £21.50 MH, VT ®red | State
1518 | CARROTS WHL 1/5 LB BG 1C5 54.33 512.99 KXY ®Fed  State
15030 | PEAS SUGAR SNAP CHL 60/2 OZ BG 8LB 53.96 57.92 MA ®Fed | State
14462 | SQUASH ZUCCHINI MED 1/20 LB C5 20 LB 512.55 525.10 GA ®Fed  State
14M14 |STRAWBERRY 1/1 PT CO 1LB 52.15 510.75 MH ®red | 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 Iltems’ 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
L 1 15N53 | CABBAGE W/CARROTS CHL 1/5 LB BG 5LB $4.75 MA ®Fed | State
[ ] 14m02  ORANGE 113 CT 1/35LBCS 35 LB $1.29 FL ®Fed  State
L 1 14156 | PEAR 20/2 LB BG 40 LB $1.02 NC ®Fed | State
[ ] 14842 | RASPBERRIES 12/0.5 PT PG 1Co $1.20 NH ®Fed  State
L 1 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 ) Item Code | | | Search || Show All |

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

CART

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

ITEM
CODE

14144

15R1&

15030

14462

14M14

DESCRIPTION Cﬂﬁﬁlﬁ
APPLE CHL 5L 200/2 OZ PG 25 LB
CARROTS WHL 1/5 LB BG 1C5
PEAS SUGAR. SMNAP CHL 60/2 OZ BG 8LB
SQUASH ZUCCHINI MED 1/20 LB C5 20 LB
STRAWBERRY 1/1 PT CO 1LB

CASE
PRICE

54.30

54.33

53.96

512.55

52.15

CASE
QrY

ACTUAL

COosT

£21.50

512.99

57.92

525.10

510.75

STATE OF

ORIGIN

NH, VT
Ky
MA
GA

MH

FUND
SOURCE
®red | State
®Fed  State
®Fed | State
®Fed  State
®red | 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.
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Place a New Order

District users may select who can access this saved cart:
« Current School Only — ‘For Use Only By The Select School’
« 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
JsM1 | AUBURN #ELEMENTARY | Delete | OVERWRITE with current cart
testl | AUBURN #ELEMENTARY Delete OVERWRITE with current cart

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

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

| |

'-:::")Fq_r_'_\Use Only By The Selected School
(_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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Place a New Order

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

Note: This cannot be undone.

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

CART NAME OWNER OF SAVED CART | DELETE FAVORITE CART | OVERWRITE FAVORITE CART
JsM1 | AUBURN #ELEMENTARY | Delete | OVERWRITE with current cart
testl | AUBURN #ELEMENTARY Delete | OVERWRITE with current cart

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

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

| |

'@'Fq_r_\Use Only By The Selected School
(_JFor Use Only By This County
(For 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 FAVORTITF CARTS
“om s smewetany | | oo | | OVERWRITE wincurentcart
testl AUBURN #ELEMENTARY Delete - OVERWRITE with current cart
testlacty BARROW COUNTY Delete OVERWRITE with current cart
testlaall .COUNT‘( LEVEL ORDERING OFFICE Delete - OVERWRITE with current cart

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

| |

'-:::")Fq_r_\Use Only By The Selected School
(_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 click "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

15R1&

15030

14462

14M14

DESCRIPTION Cﬂﬁﬁlﬁ
APPLE CHL 5L 200/2 OZ PG 25 LB
CARROTS WHL 1/5 LB BG 1C5
PEAS SUGAR. SMNAP CHL 60/2 OZ BG 8LB
SQUASH ZUCCHINI MED 1/20 LB C5 20 LB
STRAWBERRY 1/1 PT CO 1LB

CASE
PRICE

54.30

54.33

53.96

512.55

52.15

CASE
QrY

ACTUAL

COosT

£21.50

512.99

57.92

525.10

510.75

STATE OF
ORIGIN

NH, VT
Ky
MA
GA

MH

FUND
SOURCE
®red | State
®Fed  State
®Fed | State
®Fed  State
®red | State

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

from the shopping cart.

At any time before checkout, the user may select Empty
Cart to start over. This will remove all items and quantities
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ITEM
CODE

14414

15275

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
el CONTENTS PRICE  QTY  COST  ORIGIN

APPLE R/D 163 CT 1/40 LB C5 4018 $30.45 $60.90 ca

BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB £10.70 $21.40 CA

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

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

| [State § | Federal § || GOVT § |
| Starting Balance|| N/l $1,200.00] N/A
Gpent, Previous Orders|  5$0.00) $0.00| N/A
| Cost, This Orded|  50.00| 38230 /A
| Remaining Balance| N/A|  $1,117.70( N/A

FUND
SOURCE

®red  State

®Fed  State

When ALL items and quantities to be ordered are

in the shopping cart, select Proceed to Checkout.
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Place a New Order

On the ‘Order Confirmation Screen’ verify the order data, including items,
quantities, and fund availability. If the vendor’s minimum order value is
not met, a message displays below the ‘Fund Balance’ table.

THIS ORDER IS NOT PLACED UNTIL CONFIRMED BELOW!!!

CART
ITEM CASE CASE CASE  ACTUAL  STATE OF FUND
CODE DESCRIPTION CONTENTS  PRICE QTY COST ORIGIN SOURCE
14A14 | APPLE R/D 163 CT 1/40 LB CS 40 LB 53045 [ 3  $60.90 CA Fed  State
15775  BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB s1020 [ 3 $21.40 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/A
[Spent, Previous Orders|| $0.00]| 50.00] N/A
| Cost, This Order| $0.00]| £82.30 N/A
[ Remaining Balance| /Al s1,117.70| 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'.

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

THIS ORDER IS NOT PLACED UNTIL CONFIRMED BELOW!!

CART
ITEM CASE CASE  CASE  ACTUAL  STATE OF FUND
CODE DESCRIPTION CONTENTS PRICE  QTY  COST  ORIGIN SOURCE
14A14 | APPLE R/D 163 CT 1/40 LB CS 4018 33045 [ 2 $60.90 ca Fed = State
15775  BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 4018 si70 [ 4 $2.40 CA Fed  State

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/Al|  51,200.00] N/A
ISpent, Previous Orders| £0.00)| 50.00)| N/A
| Cost, This Order]|  $0.00] $82.30)| N/
| Remaining Balance/ n/all  $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

14A14

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
Ll CONTENTS  PRICE QTY COST ORIGIN
APPLE R/D 163 CT 1/40 LB CS 40 LB $3045 [ 3  $60.90 cA
BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB s1070 [ 3 $21.40 ca

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

| || state $ || Federal $ || GOVT § |
| Starting Balance| N/All $1,200.00] N/A
[Spent, Previous Orders|| $0.00/| 50.00| N2
[ Cost, This Order|| £0.00| £82.30| N/A
[ Remaining Balancel| N/l 51,117.70) N2

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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Place a New Order

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: YMHO0Y
Order Confirmation Number: [F19270000001
IProgram: MNSLA
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.




Place a New Order

LAOUG. SISO, IO £ Fy S

Order Successfully Created.

SURPLUS DIST SECTION

ITEM
CODE

14414

15775

DESCRIPTION

APPLE R/D 163 CT 1/40 LB CS

Thank you! Your order has been placed!

lOrder Detail

IOrder Summary For: YNHOO1
IOrder Confirmation Number: |F22143000001
Program: MSLP

Requested Delivery Date:

Fri 6/3/2022

IOrder Date:

Maon 5/23/2022

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

CART

CASE
CONTENTS

40 LB

40 LB

CASE CASE
PRICE QrY

045 [ 3
sw070 [

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

|[ state $ || Federal $ || covT § |

To place another order for
the same customer, select

Place Another Order.

[ Starting Balance|| N/al| s1,200.00] N2
|Spent, Previous Orders” $EI.DD“ SU.DGI” N,.".ﬁl
| Cost, This Order £0.00 $82.30| N/A

emaining Balance M/ $1,117.70 M/ A

[ Place Another Order

ACTUAL
COST

£60.90

£21.40

STATE OF
ORIGIN

CA

CA

FUND
SOURCE

Fed

Fed

State

State
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Place a New Order

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Fashes

Current Fund Balances

Email Account
Specialist

L

Select a Different
Customer

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

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

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

Retum to home page
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Modify Pending Order

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

Place a New Order
Modify Pending Order
Edit Receipts

View an Order
Current Fund Balances

Product News Flashes
Email Account Specialist

Place a New Order

Edit Receipts

View an Order

Maodify Pending Order

Product Mews Flashes

Current Fund Balances

Email Account
Specialist

From within the FFAVORS
ordering process, select the
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 Maonday Tuesday Wednesday Thursday Friday

6 7 3 9 10

13 14 15

O O &y

11

Saturday

63


http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwj746qz3PrLAhXHSyYKHYB4CDQQjRwIBw&url=http://eiu.dromggm.top/c/delivery-car-clipart/&bvm=bv.118443451,d.eWE&psig=AFQjCNEebGldBId7lqTlN7sPBU9zoVCFAA&ust=1460056476595240

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 : | v

Or:
Order Number : | V|

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: NSLA

Requested Delivery Date: Fri 06/03/2022]

Order Date: Mon 05/23/2022

s . . 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 LE 5£30.45 2 60.90 CA Federal
15275 BLUEBERRIES, FROZEMN, 4/10 LB, 40 LB CS 40 LE $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 § |

| Starting Balance| n/al[  s1,200.00) N/A|

Ispent, Previous Orders|| £0.00|| 50.00|| N/A|

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

| Remaining Balance|| nall  $1,117.70) N/A|
‘ Delete Order | ‘ Modify RDD | Modify Order |

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

15030

14462

14M14

14402

14156

14461

|
DESCRIPTION s | oo | o | Ao | amor | hem
APPLE CHL 5L 200/2 OZ PG 25 LB £4.30 £12.90 NH, VT | ®Fed | State
CARROTS WHL 1/5 LB BG 1S $4.33 $12.99 KY ®Fed  State
PEAS SUGAR SMAP CHL 60/2 OZ BG 8LB £3.96 $11.88 MA ®Fed | state
SQUASH ZUCCHINI MED 1/20 LB C5 20 LB §12.55 $37.65 GA ®Fed  State
STRAWBERRY 1/1 PT CO 1LE £2.15 £4.30 NH ®red | state
ORANGE 113 CT 1/35 LB C5 351B §1.29 $3.87 FL ®Fed  State
PEAR 20/2 LB BG 40 LB £1.02 51.02 NC ®Fed | state
SQUASH YELLOW 1/20 LB C5 20 LB §12.52 $37.56 GA ®Fed  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 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
[ ] 15M53 CABBAGE W/CARROTS CHL 1/5 LB BG 5 LB $4.75 MA ®Fed | state
[ ] 14842 RASPBERRIES 12{0.5 PT PG 1¢CO $1.20 NH ®Fed  State

® Description O Item Code | | | Search || Show all

Add Items 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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Modify Pending Order

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.
oot DEscrapTION comrs | e | aor | "ot | ot | s
14144 | APPLE CHL 5L 200/2 OZ PG 25 LB 54.30 512,50 MH, VT ':?::Fed State
15R18 |CARROTS WHL 1/5 LB BG 1C5 £4.33 £12,99 KXY ®Fed State
15D30 | PEAS SUGAR SMAP CHL 60/2 OZ BG BLE §3.96 $11.88 MA ®Fed | state
14462 | SQUASH ZUCCHINI MED 1/20 LB C5 20 LB £12.55 £37.65 GA @ State
14M14 | STRAWBERRY 1/1 PT CO 1LE £2.15 §4.30 MH ®Fed | State
14A02 | ORAMGE 113 CT 1/35 LB CS 35 LB £1.29 53.87 FL (®Fed State
14156 | PEAR 20/2 LB BG 40 LB $1.02 51.02 NC ®Fed | State
14461 | SQUASH YELLOW 1/20 LB CS 20 LB £12.52 $37.56 GA ®red  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 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

15030

14462

14M14

14402

14156

14461

DESCRIPTION Cﬂﬁﬁﬁ
APPLE CHL 5L 200/2 OZ PG 25 LB
CARROTS WHL 1/5 LB BG 1C5
PEAS SUGAR SNAF CHL 60/2 OZ BG BLE
SQUASH ZUCCHINI MED 1/20 LB CS 20 LB
STRAWBERRY 1/1 PT CO 1LE
ORANGE 113 CT 1/35 LB CS 351
PEAR 20,2 LB BG 40 LB
SQUASH YELLOW 1/20 LE C5 20 LB

CASE
PRICE

£4.30

54.33

£3.96

§12.55

52.15

51.25

51.02

§12.52

CASE ACTUAL

QTY cosT
§12.90
$12,99
$11.88
£37.65
£4.30
$3.87
£1.02
£37.56

STATE OF
ORIGIN

MH, VT

KXY

MA

GA

MH

FL

MNC

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

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

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

144814

15775

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!

CART
oescrasTion oS AT oA acua stareor
APPLE R/D 163 CT 1/40 LB CS 40 LB g3045 2  se0.90 ca
BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB stiovo [ 9  $21.40 CcA
BROCCOLI FLORETS, FRESH, 6/3 LE BAGS 18 LB sa67  [__3 @ s4s7 cr

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

[ || state % |[ Federal % || covT S |
[ Starting Balance| N/A s1,200.00] N/ A
Spent, Previous Orders 0. 00| 50.00 My A
Cost, This Order £0.00 $86.97 M2
Remaining Balance M/ A $1,113.03 NSy

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

FUND
SOURCE

Fed State

Fed State

Fed State

70



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
DESCRIPTION CONTENTS PRICE  QIV  COST  ORIGIN
APPLE R/D 163 CT 1/40 LB CS 40 LB s3045 2 $60.90 Ch
BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB si1070 [ 3  s21.40 cA
BROCCOLI FLORETS, FRESH, /3 LB BAGS 18 LB s467 [__1 3467 cT

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

| | state $ || Federal $ || GovT § |
| Starting Balance| M/al[ 51,200.00] N/
[Spent, Previous Orders|| $0.00|| 50.00| Nj &
[ cost, This Order]| $0.00| £86.97|| N/
[ Remaining Balance|| n/al[ 51,113.03 N/

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

| Confirm Order I Continue Shopping

FUND
SOURCE

Fed State
Fed State

Fed State
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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
= pescrreIon e B | 2| a5
14A14  APPLE R/D 163 CT 1/40 LE CS 40 LB $30.45 E £60.90 CA Fed State
15775 BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB $10.70 E $21.40 Cca Fed State
13047  BROCCOLL FLORETS, FRESH, 6/3 LE BAGS 18 LB £4.67 E 24.67 cT Fed State

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

| | state $ || Federal $ || GOvT $ |
| Starting Balance|| N/al[ $1,200.00] N/A
[Spent, Previous Orders|| £0.00]| 50.00| N/A
[ cost, This Order]|  $0.00] £86.97| [
[ Remaining Balance| n/al[  51,113.03] 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 72




Modify Pendin Orde.rj

I Order Successfully Modified. I

SURPLUS DIST SECTION

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

Order Detail

Order Summary For: YNHOO1

I0rder Confirmation Number: |F22143000001)

Program: MSLE|

Requested Delivery Date: Fri 8/3/2022

Order Date: Mon 5/23/2022|

CART

ITEM CASE CASE CASE  ACTUAL  STATE OF FUND
CODE TESEMIMILIL. CONTENTS  PRICE QTY COST ORIGIN SOURCE
14A14 | APPLE R/D 163 CT 1/40 LB CS 40 LB s3045 [ 3 $60.90 ca Fed  State
15775 BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB siozo [ 3 $21.40 ca Fed  State
15047  BROCCOLI FLORETS, FRESH, 6/3 LB BAGS 1818 sa67 [ 1 3467 cT 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 ]




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: MNSLA

Requested Delivery Date:

Fri 06/03/2022

Order Date: Mon 05/23/2022
- . - 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
15775 BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB $10.70 2 £21.40 CA Federal

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

Fund Balance for NSLP

| state $ || Federal $ || GOVT $ |

| Starting Balance| N/al[  $1,200.00] N/

lSpent, Previous Orders|| 50.00)| $0.00(| N/

| cost, This Oorder|  $0.00) £82.30|| N/A|

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

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

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

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

Requested Delivery Date : | Thy 6/2/2022

Warning: You have selected a delivery
that is not one of your
FPlease
before continuing with this order
| modify Date |

Then, select the Modify Date button.

Requested Delivery Date : |Thu 6/2/2022 v|

Warning: You have selected a delivery date
that is not one of your assigned delivery days.
Please ensure you have DLA/Vendor approva
before continuing with this order.

|- Modify Date ]
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Modify Pending Order

Message from webpage >

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

CIE 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: YNHOO1

Order Confirmation Number: | F22143000001

Program: MNSLA

Requested Delivery Date: Fri 06/03/2022

Order Date: Mon 05/23/2022

. . 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 $30.45 2 560.90 CA Federal
15275 BLUEBERRIES, FROZEN, 4/10 LB, 40 LB CS 40 LB £10.70 $21.40 CA Federal

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

Fund Balance for NSLP

|| state § || Federal $ || GOVT S |

| Starting Balance| N/al|  s1,200.00] N/

[spent, Previous Orders|| $0.00] 50.00]| N/

[ cost, This Order||  s0.00] $82.30| N/

[ Remaining Balance|| n/al[  $1,117.70) N/
| 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.

9]¢ 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.

I Order has been deleted I
SURPLUS DIST SECTION

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

Order Detail

Order Summary For: Y¥MNHODL

Order Confirmation Number: F22143000001

Program: MNSLP

Requested Delivery Date: Thu 06/02/2022

Order Date: Mon 05/23/2022

i e . State Of
Item Code Description Case Contents | Case Price | Case Qty | Actual Cost iy Fund Source

14414 APPLE R/D 163 CT 1/40 LB CS 40 LB 530.45 2 $60.90 cAa Federal
15275 BLUEBERRIES, FROZEN, 4/10 LB, 40 LE CS 40 LB 510.70 2 £21.40 CA Federal
15D47 BROCCOLI FLORETS, FRESH, 6/3 LB BAGS 18 LE 34,67 1 :4.67 CT Federal

Fund Balance for NSLP

Federal Dollars represent a shared pot of money controlled by SURPLUS DIST SECTIOM, MH
[ || state % || Federal $ || covT § |
Starting Balance N & $1,200.00 Ny A
Spent, Pravious Orders £0.00 £82.30 My A
Cost, This Order £0.00 20.00 Ny A
Remaining Balance Ny A $1,117.70 N/ A 80




Modify Pending Order

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Fashes

Current Fund Balances

Email Account
Specialist

Select a Different
Customer

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

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

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

Retum to home page
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View an Order

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

Place 3 New Order
Modify Pending Order
Edit Receipts

View an Order

Current Fund Balances

Product News Flashes
Email Account Specialist

Place a New Order

Edit Receipts

View an Order

Maodify Pending Order

Product Mews Flashes

Current Fund Balances

Email Account
Specialist

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

SURPLUS DIST SECTION, NH Ordering for SURPLUS DIST SECTION

Please select an order to VIEW

Requested Delivery Date : | v|

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

Wiew Order Detail

\Order Summary For: YNHO01
iOrder Confirmation Number: F22143000002
Program: NSLP

Requested Delivery Date:

Thu 08/02/2022

Order Date:

Mon 05/23/2022

iOrder Receipt Date:

Click State Abbreviation [ ookup for State of Origin referencs.

Item Description Case Case Case Case Actual | State Of | Fund Reason Code
Code P Contents | Price |Order QtyReceipt Qty| Cost Origin | Source
14A14 APPLE R/D 163 CT 1/40 LB CS 40 LB 530,45 2 2 60.90 CA GOVT MN/A
15273 BLUEBERRIES, E;%ZSEN' Sl 40 LB $10.70 2 2 £21.40 CA GOVT N/A
State funds subtotal £0.00 H
Federal funds subtotal $0.00 SeleCt Prlnt to get d
IGOVT funds subtotal $82.30
Total Cost £82.30 paper COpy.

Print |
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View an Order

SURPLUS DIST SECTION

Please select an order to VIEW

Requested Delivery Date : |Thu 6/2/2022 V|

WView Order Detail

Order Summary For: YMHOO1
iOrder Confirmation Number: F22143000002
Program: NSLP

Requested Delivery Date:

Thu 06/02/2022

iOrder Date:

Mon 05/23/2022

iOrder Receipt Date:

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

Click State Abbreviation Lookup for State of Origin reference.

Item 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 BLUEBERRIES, E;'?:ZSEN' i 40 LB 510.70 2 2 $21.40 CA GOVT MN/&
State funds subtotal £0.00
Federal funds subtotal £0.00
IGOVT funds subtotal £82.30
Total Cost £82.30

| print |
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View an Order

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Fashes

Current Fund Balances

Email Account
Specialist

L

Select a Different
Customer

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

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

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

Retum to home page

86



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.

88



Receipting Requirement

Past Due Recelipts

* Receipts 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 Recelpts 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:

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

Place a New Order

Maodify Pending Order

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

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 | VENDOR cONTRACT |DISTRICT CUSTOMER|  (yysromeR nAME RDD DAYS POC PHONE EMAIL
CODE CODE
PAST RDD
MD SPM300-14-DS602 OMDE92 | YMD951 SCHOOL OF NURAZ | 11/26/2021 63 MEHEDI REZA | 917-442-8822
MD SPM300-14-DS602 OMDE9S | YMD951 SCHOOL OF NURAZ 12/2f2021 57 MEHEDI REZA | 917-442-8822
MD SPM300-14-D5602 OMDE9S | YMD955 SCHOOL OF MUNTA 9/1/2021 149 MEHEDI REZA | 917-442-8822
MD SPM300-14-DS602 OMDE92 | YMD955 SCHOOL OF MUNTA 9/3/2021 147 MEHEDI REZA | 917-442-8822
Return to Main Menu
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Edit Receipts

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

Place 3 New Order
Modify Pending Order
Edit Receipts

View an Order

Current Fund Balances

Product News Flashes
Email Account Specialist

I Place a New Order

Edit Receipts

View an Order

Maodify Pending Order

Product Mews Flashes

Current Fund Balances

Email Account
Specialist

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

Receipts

Count: 3

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

CALENDAR
CUSTOMER CUSTOMER NAME .| ROD DAYS PAST RECEIPT
CODE DT
RDD
YFLK36 HAMILTON ELEMENTARY 2/4/2016 2
Past Due
YFLK36 HAMILTON ELEMENTARY 2/9/2016 7
YFLK36 HAMILTON ELEMENTARY 2/10/2016 6

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 CrauE RECEIPT

ConE CUSTOMER NAME .| ROD DAYS PAST s RECEIPTED BY
RDD
YFLK36 HAMILTON ELEMENTARY 2/4/2016 2
Past Due
YFLK36 HAMILTON ELEMENTARY 2/9/2016 7
YFLK36 HAMILTON ELEMENTARY 2/10/2016 6

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

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




Edit Receipts

Receipts
Count: 3
Receipts are ‘Past Due’ if not receipted within 7 calendar days of RDD
.
CALENDAR
CUSTOMER CUSTOMER NAME . RDD DAYS PAST RECEIPT RECEIPTED BY
CODE DT
RDD

YFLK36 HAMILTON ELEMENTARY 2/4/2016 2

Past Due
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

CUSTOMER CUSTOMER NAME .| ROD DAYS PAST RECEIPT RECEIPTED BY
CODE DT
RDD
YFLK36 HAMILTON ELEMENTARY 2/4/2016 2
Past Due
YFLK36 HAMILTON ELEMENTARY 2/9/2016 7
YFLK36 HAMILTON ELEMENTARY 2/10/2016 6

To enter or update a receipt, select Edit.




Edit Receipts

SURPLUS DIST SECTION

Edit Receipt

Edit Receipt Detail

Order Summary For: YNHOO1
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.

Item o Case Case Case |Case Receipt Receipt Reason for Receipt Qty
Code LEE Contents | Price Order Qty Qty Cost Fund Source Difference
APPLE R/D 163 CT 1/40 LB P
14A14 e 40LB | 53045 2 $60.90 | Federal | [N/A v
BLUEBERRIES, FROZEN, f
15275 4/10 LB, 40 LB CS 40LB | 510.70 2 $21.40 | Federal | [N/A v

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

[ state $ || Federal % || GovT $ |

To exit without saving
changes, select Go Back
to the List of Receipts.

Starting Balance || w/al[ s1,200.00]] ss00.00]
Spent, Previous Orders|[  $0.00] $82.30 | $0.00]
Cost, This Order||  $0.00] $82.30 | $0.00]
Lamaining Balance || n/al[ $1,035.40]] s$s00.00]

| 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 Description Case Case Case |Case Receipt Receipt Fund Soume’ Reason for Receipt Qty
Code P Contents | Price \Qrder (ty Qty Cost Difference /
APPLER/D 163 CT 1/40LB| — ] : -
14A14 e 40 LB $60.00 | rFederal | [TOO GREEN/OVERRIPE &l
BLUEBERRIES, FROZEN, ,.
15275 | 41018, 40 LB €S a8 siwg0] 2 52140 | Federal | |N/A v N
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Edit Receipts

SURPLUS DIST SECTION

Edit Receipt

Edit Receipt Detail

Order Summary For: YMNHOO L
Order Confirmation Number: F22143000003
Program: MSLE

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 S Case Case Case |Case Receipt Receipt Reason for Receipt Qty
Code Description Contents Price Order Qty Qty Cost s s Difference
APPLE R/D 163 CT 1/40 LB .
14a14 e ! 40 LB $30.45 2 $60.90 Federal [T00 GREEN/OVER-RIPE _ ~]
BLUEBERRIES, FROZEN, ;
15775 T e 40 LB $10.70 2 $21.40 Federal | [m/a ~ |

When all items have been

confirmed and/or updated,

select PROCESS
Pending Receipt.

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

|| state $ || Federal $ || GOvT $ |
rting Balance || /o]l si,zoo.00]] ssoo0.00]
bvious Orders $0.00 $82.30 $0.00
, This Order +0.00 £82.30 %0.00
ining Balance NS A 51,035.40 £500.00

| PROCESS Pending Receipt |

| Go Back to the List of Receipts |
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Edit Receipts

continue.

If the CASE RECEIPT QTY has been updated without
selecting a REASON FOR RECEIPT QTY DIFFERENCE or

vice versa, an error message will appear. Make any required
changes and select PROCESS Pending Receipt to

Item 15775 has an invalid reason code for a decrease in quantity. Please change the reason code or reset the quantity.

Reason for Receipt Qty

It — Case Case Case |Case Receipt Receipt
Ctﬂ: L2 Pl Contents | Price Order Qty Qty Cost e Difference
APPLE R/D 163 CT 1/40 LB .
14414 e 40 LB 2 $60.00 | Federal | |TOO GREEN/OVERRIPE V|
BLUEBERRIES, EROZEN, / v
15275 ThE TR s 2 521.40 | Federal | |N/A |
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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: 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.
14a14 =

15775 BLUEBERRIES, FROZEN, 40 LB S10.70 2 2 £21.40 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 Dolla s represent a shared pot of money controlled by SURPLUS DIST SECTIOM, NH

| || state $ || Federal % || GoOvT $ |
Starting Balance M/ A 51,200.00 S500.00
Spent, Previous Orders $0.00 $82.30 $0.00
Cost, This Order +0.00 $£51.85 +0.00
[ Remaining Balance || M/all si,065.85] sso0.00

| —
I Frint |

Go Back to the List of Receipts |
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Edit Recel

S

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: YMHDO1
Order Confirmation Number: F22143000003
Program: NSLP
Requested Delivery Date: Mon 05/23/2022
Order Date: Mon 05/23/2022
Item s e Case Case Case |Case Receipt Receipt Reason for Receipt Qty
Code TESECTEIL Contents Price |Order Qty Qty Cost Fund Source Difference
14414 APPLE R/D 1(:653 CT 1/4018 40 LE £30.45 2 1 £30.45 Federal
BLUEBERRIES, FROZEN,
1575 4/10 LB, 40 LB CS 40 LE $10.70 2 2 $21.40 Federal A,

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

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

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

Starting Balance N/A][ $1,200.00]] $500.00

Spent, Previous Orders $0.00 $82.30 $0.00

) ) st, This Order $0.00 $51.85 $0.00

For a prlntable version Of the naining Balance n/a|[ $1,065.85][ $500.00
processed receipt, select the 3

Print button.

| 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: YNHOO1
Order Confirmation Number: F22143000003
Program: MNSLP

Requested Delivery Date:

Mon 05/23/2022

Order Date: Mon 05/23/2022
Item S Case Case Case |Case Receipt] Receipt Reason for Receipt Qty
Code sty el Contents | Price [Order Qty Qty Cost Sl Difference
14414 APPLE R/D 1(:653 CT1/4018 40 LE £30.45 2 1 £30.45 Federal
BLUEBERRIES, FROZEN,
15775 4/10 LB, 40 LB CS 40 LB £10.70 2 2 $21.40 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 SECTION, NH

To return to the list of
editable receipts, select

Go Back to the List of -

Receipts.

| |[ state $ || Federal $ || GOVT § |
| Starting Balance M/ A $1,200.00 $500.00
I pent, Previous Orders $0.00 £82.30 $0.00
Cost, This Order £0.00 £51.85 £0.00
Remaining Balance || N/all $1,065.85]] sso0.00
| Print |

Go Back to the List of Receipts |
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Edit Receipts

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Fashes

Current Fund Balances

Email Account
Specialist

Select a Different
Customer

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

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

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

Retum to home page
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Current Fund Balances

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

Place a New Order
Modify Pending Order
Edit Receipts

View an Order
Current Fund Balances

Product News Flashes
Email Account Specialist

Place a New Order

Edit Receipts

View an Order

Maodify Pending Order

Product Mews Flashes

Current Fund Balances

Email Account
Specialist

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

BEDFORD, VA - SCHOOL DIST. Balances
NSLP SFSP &
County Summary
Starting Balance $500,000.00 £500.00
Spent, Previous Orders 45,153.54 $116.40
Remaining Balance %494 341,46 $383.60
County Detail
FOREST ELEMENTARY
Starting Balance $0.00 $500.00
Spent, This Customer £0.00 £0.00
spent, Others M/A £115.40
Remaining Balance $0.00 $383.60

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

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

Current Fund Balances

Email Account
Specialist

Select a Different
Customer

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

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

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

Retum to home page
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Product News Flashes

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

Place a New Order
Modify Pending Order
Edit Receipts

View an Order
Current Fund Balances

Product News Flashes
Email Account Specialist

Place a New Order

Edit Receipts

View an Order

Maodify Pending Order

Product Mews Flashes

Current Fund Balances

Email Account
Specialist

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

108



Product News Flashes

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

| Product News 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.)

|
rﬂe‘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 *local® 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 Mews Fashes

Current Fund Balances

Email Account
Specialist

Select a Different
Customer

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

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

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

Retum to home page
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Email Account Specialist

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

Place a New Order
Modify Pending Order
Edit Receipts

View an Order
Current Fund Balances

Product News Flashes
Email Account Specialist

Place a New Order

Edit Receipts

View an Order

Maodify Pending Order

Product Mews Flashes

Current Fund Balances

Email Account
Specialist

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

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

| Send Email

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

Place a New Order

Edit Receipts

View an Order

Modify Pending Order

Product Mews Fashes

Current Fund Balances

Email Account
Specialist

Select a Different
Customer

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

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

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

Retum to home page
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Reports

All customers may access the following reports:

— Usage 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 ~ || & & rf,h_;”f_| 1of1 - | 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. [ y3y[1oi2¢ |-

Go to Last Page
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Report

* 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,
use the Export this report button.

5\'$m Customer code  Cussomer name
NI M

T

NELP YMD4T?
NELF YMD4TT
NELP YMDATT
NELP YhaDar?
NE&LP YhaDaTT
NP YhaDaTT
NELP YhaDaTT
NELP vhaDarT
NELP YMD4TT
NELP YRD4TT
NELP YD4TT
NELP YRID4TT
NELP YDA TT
MELP YMD4TT
MNELP YRID4TT
MNELP YMD4TT
MELP YHMD4TT
MELP YHD4TT
NELF YMD4TT
NELP YHDATT

Note: Printing is not available directly from the online report

JCHM HURBIAL ELEMENTARY SNACK
JOHM HUMBIRD ELEMENTARY SNACK
JOHM HUMBIRD ELEMENTARY SNACK
JOHM HUMBIRD ELEMENTARY SMACK
JOHM HUMBIRD ELEMENTARY SNACK
JOHM HUMBIRD ELEMENTARY SNACK
JOHM HUMBIRD ELEMENTARY SNACK
JOHN HUMBIR [ ELEMENTARY SNACK
JOHM HUMBIRD ELEMENTARY SHACK
JOHM HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOMN HUMBIRD ELEMENTARY SMACK
JOHN HUMBIRD ELEMENTARY SMACK
JOMN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SMACK
JOHMN HUMBIRD ELEMENTARY SMACK
JOHM HUMBIRD ELEMENTARY SNACK
J0 BIRD ELEME -

Oircher Mumber

FR00Z300000
F20023000005
F2003000008
20023000008
F2004 3000006
FA004 3000006
F2O34 3000008
F20043000006
FX0043000006
F20043000006
FE043000006
FA0O043000006
F0043000006
F0043000006
F20043000006
F20043000006
F20043000006
F20M07000011
F2OT000011
F20M0T000011
Fi i

Order date

202000212
20200414
2020004014
2020004514

1
22001150 G030
2020001730 0030
2020001730 0030
0ENT2NE 0048
202000218 D048

HAU0ETE  DO4E

HR0ENE D048
anrdilee Al
HR00E1E D04
20200415 0108
202004015 0108
20200415

202000211
200,021
20E00aRE
200
200a
2000
2020/04/28
202000428
20200428
A0S
airalithr
uiraitiLhr ]
A0
Fuardil e hel
A200428
A2004017
A2004NT
2020004017

=

SAMPLE DATA

AT BEANS GREEN CHL SNAP 18LB G5

HARZ BEANS GREEN CHL 3 LB CS

1HAE3 BLACHBERRIES FRESH 12 HALF PINT G1LE C5
16Pi2 BOE CHOY 18 LB CO

14844 BLUBERRIES 121 PT PG 110 LB CS

18841 BLUESERRIES CLAMSHELL PG 126 OZ EA
16F38 ALMOMDS SLICED & LB BG

168 ALMOMDE SLIVERED 5 LB BG

1718 ALMONDS WHL & LB BG

18 BLUEBERRIES 1/4 LB COY

1401 PLUOT 70 CT 125 LB CF (CO08)

15P&4 POMOGRANATE 30.32CT 125 LB G5

14587 APPLES FRESH FUJI 1273 LB BG 36 LB CS
19F38 ALMONDS SLICED & LB BG

14F¥ ALMONDE SLIVERED & LB BG

17419 ALMONDS WHL & LB BG

ALMONDS SLICED & LB BG

Source of Supply
LOCAL

DOMESTIC
DOMESTIC
LOCAL
LOGAL
LOCAL
LOCAL
DOMESTIC
DOMESTIC
LOCAL
LOCAL
LOCAL

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: ® Detail
Summary - by Customer
) Summary - by RDD

Customer Code: | All Customers W

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

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

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

* Denotes a Required Field

| 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

Note: Detail is selected by default. 119




Usage Reports

Report Type:

Customer Code:

* RDD Start Date:

* RDD End Date:

Local-only:

The 'Report Help” button will display a help document to further explain how to run, export and print your report.

Usage Report

Fill out criteria and Select 'View Report’ to run report.

@® Detail

) Summary - by Customer

() Qummane - b ROD

| All Customers

A

* Denotes a Required Field

| View Report ‘ ‘ Report Help

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

If checked, report will include LOCAL items only

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

The 'Report Help” button will display a help document to further explain how to run, export and print your report.

Usage Report

Fill out criteria and Select 'View Report’ to run report.

Report Type: ® Detail

_ Summary - by Customer
J Summary - by RDD

Customer Code: | All Customers W

* RDD Start Date: |

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: UJ

* Denotes a Required Field

If checked, report will include LOCAL items only

| View Report ‘ ‘ Report Help ‘

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

Note: These dates are required.
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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
Summary - by Customer
) Summary - by RDD

| All Customers

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

Ll 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:

The 'Report Help” button will display a help document to further explain how to run, export and print your report.

Usage Report

Fill out criteria and Select 'View Report’ to run report.

@® Detail

p

-

) Summary - by Customer
J Summary - by RDD

| All Customers W

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

* Denotes a Required Field

If checked, report will include LOCAL items only

| 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 Reports

SAMPLE DATA

FFAVSS04A - DETAIL USAGE 1/1/2020 - 12/31/2021
State name District code District name ( ~rder Number QOrder date Delivery date Receipt Date ltem Code  ltem Description State of Origin  Bill Pric TOET OV TUET LD OTUETET Sy RECEVET =y
MD OMDO001 ALLEGANY COUNTY,4 <20023000005 2020/01/22  2020/01/30 0030  2020/02/11 1718 ALMONDS WHL 5 LB B¢ 233 11.65 25 8 5
MD OMDO001 ALLEGANY COUNT( -20023000005  2020/01/22 2020/01/30 0030  2020/02/11 15D40 SALAD MIX, ROMAINE LA, MD 324 6.48 10 3 2
MD OMDO001 ALLEGANY COUNV 20023000005  2020/01/22 2020/01/30 0030  2020/02/11 15D41 SALAD MIX, ROMAINES KS, NC 3.33 3.33 20 3 1
MD OMDO001 ALLEGANY COUN ©20023000005  2020/01/22 2020/01/30 0030  2020/02/11 15D42 SALAD MIX CHL SPRINy FL, OR 123 246 6 3 2
MD OMDO001 ALLEGANY COUN 20043000006  2020/02/12 2020/02/18 0048  2020/04/28 18A27 BEANS GREEN CHL & D 1.99 17.91 135 9 9
MD OMDO001 ALLEGANY COUN ~20043000006 2020/02/12 2020/02/18 0049 2020/04/28 18402 BEANS GREFN CHI 31 MT 2Mm 18.09 27 9 9
MD OMDO001 ALLEGANY COUN -2 - 12.20 109.80 54 9 9
MD OMDO001 ALLEGANY COUN i L] 1.89 308 10 2 2
MD OMDO001 ALLEGANY COUNK 2 EXAM PLE 1 L] Usage Re port (Detal I) 1.33 11.97 90 9 9
FFAVS905A - 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 OMDO001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD4T7 JOHN HUMBIRD ELEMENTARY SNACK 67854 2,109 225
MD OMD001 ALLEGANY COUNTY PUBLIC SCHCOOL FED NSLP YMD485 SS-CALDWELL ELEMENTARY SCHOOL 169.29 848 64
MD OMD0o01 ALLEGANY COUNTY PUBLIC SCHOOL FED SFSP YMD485 SS-CALDWELL ELEMENTARY SCHOOL 31.20 112 12
MD OMDO001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD5T7 STONE RIDGE MIDDLE SCHOOL 93.60 336 36
MD OMD001 ALLEGANY COUNTY PUBLIC SCHOOL FED SFSP YMDST7 STONE RIDGE MIDDLE SCHOOL 66.96 200 27
MD OMD432 REGRESSION R1.15-55, MD FED NSLP YMDg62 REGRESSION R1.15-NSLP-55 10.05 15 5
MD OMD812 LOUDOUN COUNTY - 85, MD FED SFSP YMD815 PARK VIEW HIGH SCHOOL 3495 75 15
MD OMDB50 270 15
MD OMDE99 n 540 30
ane: | EXAMPLE 2: Usage Report (Summary - by Customer) | R
FFAVS905B - SUMMARY USAGE BY RDD 1/1/2020 to 12/31/2021
State District code District name Fund code Program Customer code Customer name Order Date Delivery Date Total DV Total Lbs Total Cases
WD OMDO001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD4TT JOHN HUMBIRD ELEMENTARY SNACK 01/22/2020 01/30/2020 23.92 61 10
WD OMDO001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD4TT JOHN HUMBIRD ELEMENTARY SNACK 02/12/2020 02/18/2020 332.54 947 96
WD OMDO001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD4TT JOHN HUMBIRD ELEMENTARY SNACK 04/14/2020 04/15/2020 20.97 45 9
WD OMDO001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD4TT JOHN HUMBIRD ELEMENTARY SNACK 04/16/2020 04/22/2020 27.96 60 12
WD OMDO001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD4TT JOHN HUMBIRD ELEMENTARY SNACK 04/28/2020 05/04/2020 20.97 45 9
WD OMDO001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD4TT JOHN HUMBIRD ELEMENTARY SNACK 04/28/2020 05/05/2020 13.98 30 6
WD OMDO001 ALLEGANY COUNTY PUBLIC SCHOOL FED NSLP YMD4TT JOHN HUMBIRD ELEMENTARY SNACK 04/28/2020 05/08/2020 6.99 15 3
MD OMDOO1 ALLEGANY COUNTY PURIIC SCHOQI EFED NSI P YMDATT JOHN HUMBIRD FI FMENTARY SNACK 05/28/2020 06/01/2020 3774 204 14
MD OMDO01 ALLEGA] 80.39 235 27
MD OMDO01 ALLEGA] L] 133.08 467 39
EXAMPLE 2: Usage Report (Summary - by RDD)
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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: |AI| Customers W

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

* Denotes a Required Field

‘ View Report ‘ | Report Help |

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

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

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

* 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: |AI| Customers W

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

* Denotes a Required Field

‘ View Report ‘ | Report Help |

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

Note: The default is the current Budget Year.
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Budget Balance/Spent 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: |AI| Customers W

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

* 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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Budget Balance/Spent Report

SAMPLE DATA —

FFAVEDDEC - BUDGET DOLLARS FOR DIST OMD001 10/1/2018 SFEP
State Mame ~ Disirict Code  District Mame Customer Code Customer Mame Eedersl Dgllars  Fa 3 Federal Balance  State Spent Funds
MD 55,000.00 22805 54,771.05 0.00
MD Moo ALLEGANY COUNTY PUBLIC SCHOOL 20,000.00 0.00 20,000.00 0.00
MO OMDao ALLEGANY COUNTY PUBLIC SCHOOL WMD1AT SFSP - SCHOOLZ0 0.00 0.00 0.00 0.00
MD oMo ALLEGANY COUNTY PUBLIC SCHOOL YMD1AZ ESFSP - SCHOOLE 0.00 0.00 0.00 0.00
MD Moo ALLEGANY COUNTY PUBLIC SCHOOL YMD1AZ SFSP - SCHOOLT 0.00 0.00 0.00 0.00
MD Moo ALLEGANY COUNTY PUBLIC SCHOOL YMD1A4 SFSP - SCHOOLE 0.00 0.00 0.00 0.00
MD Moo ALLEGANY COUNTY PUBLIC SCHOOL YMD1AS SFSP - SCHOOL1T 0.00 0.00 0.00 0.00
MO OMDao ALLEGANY COUNTY PUBLIC SCHOOL YMD1AT SFSP - SCHOOLE 0.00 0.00 0.00 0.00
MO OMDao ALLEGANY COUNTY PUBLIC SCHOOL YMD1AS SFSP - SCHOOLE 0.00 0.00 0.00 0.00
MD oMo ALLEGANY COUNTY PUBLIC SCHOOL YMD1B1 ESFSP - SCHOOL10 0.00 0.00 0.00 0.00
KD OMDao ALLEGAMY COUNTY PUBLIC SCHOOL YMD1B2 BFSP - SCHOOL11 0.00 0.00 0.00 0.00
KD OMDao ALLEGAMY COUNTY PUBLIC SCHOOL YMD1B3 SFSP - SCHOOL13 0.00 0.00 0.00 0.00
MD Moo ALLEGANY COUNTY PUBLIC SCHOOL YMD1B4 SFSP - SCHOOL14 0.00 0.00 0.00 0.00
MO OMDao ALLEGANY COUNTY PUBLIC SCHOOL YMD1BS SFSP - SCHOOL15 0.00 0.00 0.00 0.00
MD oMo ALLEGANY COUNTY PUBLIC SCHOOL YMD1BG EFSP - SCHOOL18 0.00 0.00 0.00 0.00
MD Moo ALLEGANY COUNTY PUBLIC SCHOOL YMD4ES S5-CALDWELL ELEMENTARY SCHOOL 100.00 0.00 100.00 0.00
KD OMDao ALLEGAMY COUNTY PUBLIC SCHOOL WMDS01 SFSP -S5CHOOL1 0.00 0.00 0.00 0.00
MD Moo ALLEGANY COUNTY PUBLIC SCHOCOL YMDE02 SFSP - SCHOOLZ 0.00 0.00 0.00 0.00
= L ! &)y b T SLICS ST Q1 =3 =503 S 24 (" C =30

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 V|

* 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-DSB05 01/17/2021

ltem Code
16\V36

19F39
17J19
14P01
14144
14027
16452
16427
16453
14B44
15M99
16P62
16457

Item Description

ALFALFA SPROUT 12/4 OZ PG

ALMONDS SLIVERED 5 LB BG

ALMONDS WHL5LE BG

APPLE ANY TYPE USF/XF 100-113 140 LB CS
APPLE CHL 5L 200/2 0Z PG

APPLES FRESH FUJI12/3 LB BG 36 LB CS
BEANS GREEN CHL3 LB C5

BEANS GREEN CHL SNAP 15 LB C5
BLACKBERRIES FRESH 12 HALF PINTE LB CS
BLUBERRIES 12/1 PTPG 1110 LB C5
BLUEBERRIES 14 LE CO

BOK CHOY 1/5LB CO

BOK CHOY FRESH1LB C5

Unit of lssue

LB
LB
LB
LB
LB
LB
LB
LB
LB
co
LB
LB
LB

Units Per Case

—_— L e - T DN

Source of Supply

DOMESTIC
DOMESTIC
LOCAL
DOMESTIC
NON-DOMESTIC
LOCAL

LOCAL
DOMESTIC
DOMESTIC
NON-DOMESTIC
LOCAL
NON-DOMESTIC
DOMESTIC

SAMPLE DATA

State of Origin

AL
AL
OC
AL
CA
VA
MT
1D
IL
co
OC
DE
CO, MA

Price
4.00
7.00
552
550
312
525
2.01
1.99

12.20
2.12
133
1.99
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

Ustt Account Representative, and

Delivery Day State Account Representative
users only
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Organization/POC Listing Report

View 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.

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

district.

automatically see a list of active schools that belong to their

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

SAMPLE DATA

FFAVESE! - ORGANZATION-FOC LSTING

Chairict Code  Disivd Name Echoal Code  Echoal Name Frogram Address i Emie Ip PO Emal

CRTE0T - SLTEGERY COUNTY PUBLC SCHOCL  JRRWZ . STV E FOH - o CTETRIGT EARLIM WSO RS il com

D0 ALLEGANY COUNTY PUBLIC ECHOCL MOMTT JOHN HUWBRD ELEMENTARY ENACE NELF 211 MARKET STREET CUMBERLEND WD 2952 BUGEN SELVEN HrshiH gees fgmall com

ChaD0o ALLEGANY COUNTY PUBLIC SCHOCL - HONFE NONFOOD BHOW OUSTOMER HELF 6124 HLLCREAST DRIVE ROCEVLE WD 24 DHETRICT FaMUM Wit com

ChADDD ALLEGANY COUNTY PUBLIC ECHOCL DS HON-FE CUETONER HELF 712 TMPLE TR EFRNCGFELD WD 20184 DHETRICT FAMUM wimcmitdqesfigmadl com

Do ALLEGANY COUNTY PUBLIC SCHOCL  731aU0¢ NON-FECUS NELF T35 NON-FOOD SHOW ALEXAMDRLA, MD HETRICT FAMLIM WECMOOA R T o

Cr0oo ALLEGANY COUNTY PUBLIC SCHOCL  YMIMET EFEP - S0HOOLID EFEFP 301 HLL AVE ARLINGTON MD DHETRICT FARLIM WESCMOOA eSSl oo

ChADDD ALLEGANY COUNTY PUBLIC ECHOCL  YMIMB2Z F - = R EFEP ocT ARLINGTCH WD DHETRICT FAMUM wimomitdqesiigmadl com

Do ALLEGANY COUNTY PUBLIC SCHOCL  YMIMB3 EFEP 314 GOSMNELL RD s MD HETRICT FAMLIM WIS oo

Do ALLEGANY COUNTY PUBLIC SCHOCL  YWIMBS EFEFP 314 KNGS STREET EETHESDA MD DHETRICT FARLIM WSO eSS T o

D0 ALLEGANY COUNTY PUBLIC ECHOCL MOHBS EFEP 1232 TOWNEEND STREET FARFAX WD DHETRICT FARLIM wtomisages g madl com

ChaD0o ALLEGANY COUNTY PUBLIC ECHOCL - YMIMBE EFEP 342 HWl' AVE ARLINGON WD DHETRICT FaMUM wimemitdqesfigmadl com

ChADDD ALLEGANY COUNTY PUBLIC BECHOCL  YMIMAS EFEP 3456 NORWIALK 30 ROCEVLLE WD DHETRICT FAMUM wimcmitdqesfigmadl com

ChADDD ALLEGANY COUNTY PUBLIC ECHOCL  YWDSOZ EFEP M ETREET POTOMAD WD DHETRICT FAMUM wimcmitdqesfigmadl com

CMDODY  ALLEGAHY COUNTY FUBLIC ECHOOL  yaDis1 EFEF K STREET ARLINGTON al DISTRECT EARLIM WIS CMODARS T L o

ChADDD ALLEGANY COUNTY PUBLIC ECHOCL  YMDSS3 EFEP DLEE ST EETHESDA WD DHETRICT FAMUM wimomitdqesiigmadl com

Do ALLEGANY COUNTY PUBLIC SCHOCL  YMIMAZ EFEP U ETREET ROCEVLLE MD HETRICT FAMLIM WECMOOA R T o

Do ALLEGANY COUNTY PUBLIC SCHOCL  YMIMAS NELFSFEP 300 LEE CT EETHESDA MD DHETRICT FARLIM WSO eSS T o

D0 ALLEGANY COUNTY PUBLIC ECHOCL - YMIMAS EFEP 123 KING ETREET POTOMED WD DHETRICT FARLIM wtomisages g madl com

ChaD0o ALLEGANY COUNTY PUBLIC SECHOCL  YMIMAT HELFSFERP 1200 W BVE AL EXAMDRLA, WD DHETRICT FaMUM wisomiDdgasfgmadl com

ChaD0o ALLEGANY COUNTY PUBLIC SECHOCL  YMIMAB EFEP 607 DLFON CIRCLE ARLINGTOH WD DHETRICT FaMUM wimemitdqesfigmadl com

ChADDD ALLEGANY COUNTY PUBLIC ECHOCL  YMDSS EFEP DLEE CT ROCENVLLE WD DHETRICT FAMUM wimomitdqesTigmadl com

ChaD0o ALLEGANY COUNTY PUBLIC BECHOCL  YMDSO! EFEP P STREET AL EXAMDRLA, WD DHETRICT FaMUM wimomitdqesigmadl com

ChADDD ALLEGANY COUNTY PUBLIC BECHOCL  YWDSSE . EFEP L STREET POTOMAD WD DHETRICT FAMUM wimcmitdqesfigmadl com

Do ALLEGANY COUNTY PUBLIC SCHOCL  YMDEY 2127 FRE-TEET- R1.18 NELF MCT POTOMED MD HETRICT FAMLIM WECMOOA R T o

Do ALLEGANY COUNTY PUBLIC SCHOCL T YELLOCW FELD STATION SCHOCL NELFSFEP 3102 YAHAMA CT POTOMED MD DHETRICT FARLIM WSO eSS o

Do ALLEGANY COUNTY PUBLIC SCHOCL  YWDSET BROOKE ACADEMY SCHOCL NELF 5195 PRINCE BLVD EHADY GROCVE MD DHETRICT FARLIM WSO eSS T o

D0 ALLEGANY COUNTY PUBLIC ECHOCL - YMIFE44 AFCULOE-ELEMENTARY NELF 5412 KINGE ST ETERLKNG WD DHETRICT FARLIM wtomisages g madl com

ChaD0o ALLEGANY COUNTY PUBLIC SCHOCL WOMES Al DWWELL ELEMENTARY SCHOCOL HELF 31 AKINGE ETREET POTOMED WD DHETRICT FaMUM wimemitdqesfigmadl com

Do ALLEGANY COUNTY PUBLIC SCHOOL ' LEEE EGREE-SCHOOL-1.36 EFSP 35 M ETREET POTOMAD WD DHETRICT EAMLM wiscmODqasTgmall. com

ChaD0o ALLEGANY COUNTY PUBLIC BCHOCL - YMDE'S T R1.18 - EAGLE RIDGE (EFSF) EFSF YORK ET POTOMED WD DHETRICT FaMUM wimomitdqesigmadl com

ChADDD ALLEGANY COUNTY PUBLIC SECHOCL  YMWDE'E T R1.18 - FOTOMAC BCHOOL [NELF) HELF KST POTOMAD WD DHETRICT FAMUM wimcmitdqesfigmadl com

ChADDD ALLEGANY COUNTY PUBLIC BECHOCL  YMDEXH T R1.18 - ROSA CARTER (BOTH) HELFSFEP MET POTOMAD WD DHETRICT FAMUM wimomitdqesfigmadl com

Do ALLEGANY COUNTY PUBLIC SCHOCL  YMDE'S AT1.18 -HGH BCHOOL NELFSFEP O COURT POTOMED MD AFALEFE Egganaswar ThamanSe van fifng Lsda gow

Do ALLEGANY COUNTY PUBLIC SCHOCL  YMWDESYS AT1.18 MIDDLE SCHOOL MNELFSFEP 5000 HLCREET VILLAGE EETHESDA MD AFPFLE CRUNCH SLganaswar Thamara S van fifns Lsda oo

D0 ALLEGANY COUNTY PUBLIC ECHOCL MOEA2 AT SELEMENTARY SCHOOL HNELFSFEP 654 MOLINT VEW EBETHESDA WD AFFLE BEE Euganaswar Thamaratsehvan fifns usda gov

ChAD0D ALLEGANY COUNTY PUBLIC ECHOCL  YMDS1Y ELGHN CURIE SCHOOL HELF 611 GOSHELL RDAD EHADY GROCVE WD DHETRICT FamUM wimemindqesfigmadl com

D0 ALLEGANY COUNTY PUBLIC ECHOCL MIEES BLGEN YMOEED NELF 505 ETRAIGHT CT EBETHESDA WD DHETRICT FARLIM n:e.:nm-l;m,.igm oom
School Code  Schocl Mame Program  Address 1 City State  Zip POC Emsil Phong Qrg Create Date
WMHO01 SURPLUS DIST SECTION MNELP 12 HILLS AVE. COMNCORD MH 02301 L » 4 Q7i01,2008

EXAMPLE: Organization/POC Listing Report
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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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User Listin

Report

FFAVS907 - USER LISTING

County Name
ALLEGANY COUNTY

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

Customer Code

Customer

OMDO01
OMD0O01
OMDO01
OMD0O01
OMDO01
OMDO01
OMDO01
OMDO01
OMDO01
OMDO01
OMD0O01
OMDO01
OMDO01
OMDO01
OMDO01

YMD4TT
YMD477
YMD47T
YMD477
YMD997
YMDS15
YMDS14
YMDS12

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

District Acct Rep

District Acct Rep

JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SNACK
JOHN HUMBIRD ELEMENTARY SMACK
$S - YELLOW FIELD STATION SCHOOL
SS-UAT1.18 -HIGH SCHOOL
SS-UAT1.18- MIDDLE SCHOOL
SS-UAT1.18-ELEMENTARY SCHOOL

Last Name
DAVIS
DISTRICT
FORCUSTOMER
JOHN

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

First Name E-mail

VELISSA- SAMPLE DATA

USERII

DISTRICTH
SEAN
APPLE
MOU
CHRISTINA
MIHN
R'OMARIO
S'AMY
DISTRICT
S'HERINA
SUGAN
PANUM
TES2 COPY
D-ACCT
MEHEDI
JYO

SARA
NOVA
SCHOOL-II
USERII
SUGAN
APPLE
APPLE
APPLE

EXAMPLE: User Listing Report
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Delivery Day Report

Usage
Budget Balance/Spent

Catalog
Organization/POC
User

Delivery Day

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

*Available to District Account

Representative and State Account

Representative users only

141



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
© 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.
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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
© 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
© 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.

144



Delivery Day Report

FFAVS921 - DELIVERY DAY - OMDO01 ALL

Contract Delivery Dav(s

SPM300-14-D5605
SPM300-14-DS605
SPM300-14-DS605
SPM300-14-DS605
SPM300-14-DS605
SPM300-14-D5605
SPM300-14-D3605
SPM300-14-DS605
SPM300-14-DS605
SPM300-14-D5605

SPM300-14-DS605

Mon Thu

Mon Thu
Mon Tue Wed Thu

Mon Thu

SW% m 01 ALLEGANY COUNTY PUBLLC SCHO De1
NM 1

District code

OMD001
OMD001
oMD0o01
OMD001
oMD0o01
OMD001
OoMD001
OoMD001
OMD001
OMD001

OMDO01

District name

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
0608AU

YMD1A1
YMD1A2
YMD1AT
YMD1AS
YMD1B1
YMD1B4
YMD47T
YMD485
YMD501

YMD5TT

SAMPLE DATA

Customer name I

NON-FS CUSTOMER
SFSP - SCHOOL20 \
SFSP - SCHOOLG -
SFSP - SCHOOL3

SFSP - SCHOOLS

SFSP - SCHOOL10

SFSP - 5CHOOL14

JOHN HUMBIRD ELEMENTARY SNACK
S5-CALDWELL ELEMENTARY SCHOOL 4
SFSP -5CHOOL1

STONE RIDGE MIDDLE SCHOOL
UGAN CURIESCHOOL

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 entitiement
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
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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 -
01 July 2021 -
01 July 2022 -
01 July 2023 -
01 July 2024 -

30 June 2020
30 June 2021
30 June 2022
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 - 6/30/2022
Fed Entitlement for State: £ 100,000 Controlled by State: Mo

TOTAL (ALL DISTRICTS) Fed Entitlement $ 22,400 Fed Balance: $ 22,2565.85
GOVT Value S 500 GOWVT Balance: % 500.00
CUST CD DISTRICT MM FED ENTITLEMENT FED BALAMNCE CONTROLLED BY DISTRICT
OMHODO1  SURPLUS DIST SECTION, MH $ 1,200 | $ 1,065.85
ONHODZ CONTOOCOOK VALLEY SD ] % 0.00
OMHO0Z | Ashland SD $ = 1,200.00 [
O Inter- Lakes SD ;> 0% 0.00
O Berlin SD = 0 % 0.00
ob Jewfound area SD £ 0 3 0.00
O Oyster River SC = 0 % 0.00
Oy Claremont SD - = o $ 0.00
O Unity SO % 0 % 0.00
OMHO10 Colebrook SD z 0 % 0.00
ONHO11  Pittsburg SD 5 0 % 0.00
ONHO12  Stewartstown SD ;> 0% 0.00
ONHO13 Concord SD % 0 % 0,00
State Account Representatives only:

i

f

o]
o

===1| A summary of available entitlement for the state is displayed at
.| the top of the screen.

1 el B ]
51}

E il il
[1e]

f
[
i1}
|
18]

[
(S|
5]
13
A

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

(i _'\l
0
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School Budge

State Account Representative - NSLP District Entitlements

State: NEW HAMPSHIRE State Cust Cd: SNHOO1
Effective Dates: 7/1/2021 - 6/30/2022
Fed Entitlement for State:$ 100,000 Controlled by State: No

TOTAL (ALL DISTRICTS) Fed Entitlement $ 22,400 Fed Balance: $ 22,265.85
GOVT Value $ 500 GOVT Balance: $ 500,00
CUST CD DISTRICT NM FED ENTITLEMENT FED BALANCE CONTROLLED BY DISTRICT

OMHOO1  SURPLUS DIST SECTIOM, MH $ 1,200 £ 1,065.85
ONHO0Z  CONTOOCOOK WALLEY SD $ % 0,00

Lilpdatalee ONHOO3 | Ashland SD $ 1,200 % 1,200.00 [
ONHOO4  Inter- Lakes SD % ] 0.00
{=Grewim=l=" ONHOO5 Berlin 5D - - 0.00
ONHOD6 Newfound area SD > 0% 0.00
ONHOD7  Oyster River SD > 0 % 0.00
ONHODE  Claremont SD $ 0% 0.00
ONHOO2  Unity SD - 0% 0.00
ONHO10 Colebrook SD = 0% 0,00
ONHO11 Pittsburg SD $ 0% 0,00
ONHO12  Stewartstown SD > 0 % 0.00
Create ONHO13 Concord SD = o % 0.00
ONHO14 Bartlett SD % 0% 0.00
ONHO15 Conway 5D - 0% 0,00
ONHO16 Keene SD - 0% 0.00
[Create | ONHD17 Derry SD £ 0 % 0.00
ONHO18 Dover SD % 0 % 0.00
ONHO19 Londonberry SD $ 0 3% 0.00
[—— minnn waoo = & o oo

[

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: NEW HAMPSHIRE State Cust Cd: SNH0OO01

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

TOTAL (ALL DISTRICTS) Fed Entitlement $ 22,600 Fed Balance: $ 22,465.85
GOVT Value S 500 GOVT Balance: $ 500.00
CUST CD DISTRICT MM FED ENTITLEMENT  FED BALAMNCE CONTROLLED BY DISTRICT

OMHOO1 | SURPLUS DIST SECTIOM, MH $ 1,200| % 1,065.85
OMHO02  CONTOOQCOOK VALLEY SD § % 0.00

ONHOOZ  Ashland SD $ 1,400| < 1,400.00 (I
Create OMHOD4  Inter- Lakes SD = 03 0.00
OMNHOO5  Berlin SD % 0% 0.00
OMNHOO06  MNewfound area SD % 0% 0.00
OMHOO7  Oyster River SD % 0% 0.00
ONHO08  Claremont 5D § 0% 0.00
OMHO0S  Unity SD % o3 0.00
OMNHO10  Colebrook SD % o3 0.00
OMHO11  Pittsburg SD % o3 0.00
OMHO12  Stewartstown SD % o3 0.00
OMHO13  Concord SD % o3 0.00
OMNHO14  Bartlett SD % o3 0.00
OMHO15 Conway SD % o3 0.00
Create ONHO16  Keene S0 = n & 000

State Account Representatives only:
To update the new entitlement value or an existing entitlement
value, enter a new value in the ‘FED ENTITLEMENT’ column

ellofle

=
[

and select the corresponding Update button for that row. —_—
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School Budge

E Update successful. I

Cihaton Acconnndt Domencondtatises  RECL I Dhicieicdt ok it bosss e o

State: NEW HAMPSHIRE State Cust Cd: SMNHOD1
Effective Dates: 7/1/2021 - &/30/2022
Fed Entitlement for State: s 100,000 Controlled by State: Mo

TOTAL (ALL DISTRICTS) Fed Entitlement $ 22,800 Fed Balance: $ 22,565.85
GOVT Value $ S00 GOVT Balance: $ S500.00
CUST CD DISTRICT MIM FED ENTITLEMENT FED BALAMCE CONTROLLED BY DISTRICT

ONHOO01 | SURPLUS DIST SECTION, MH E3 % 1,065.85
OMHO02 CONTOOQCOOK WALLEY SD $ % 0.00

OMHO0Z  Ashlznd SD $ $ 1,600.00 (]
Create OMNHOO4  Inter- Lakes SD + 0% 000
Create ONHDOS5  Berlin SD & 0 % 0.00
Create OMNHO0E  MNewfound area SO 4 [ 000
OMHDOF  Oyster River SD & 0 0.00
OMNHO08 Claremont SD % [ 000
ONHO09  Unity SD & 0 % 0.00
OMHOD10 Colebrook SD & 0 % 0.00
OMHO11  Pittsburg SD & 0 % 0.00
OMHO12 tewartstown SD 4 LI 4 .00
OMHO12  Concord SD & 0 % 0.00
OMNHO14 Bartlett SD & 0 % 0.00
OMNHOD15 Conway SD & 0 0.00
ONHO16 Keene SD & o % 0.00
OMHO17  Derry SD & 0% 0.00
OMHO18 Dover SD & 0 % 0.00

of State Account Representatives only:

--..| A system message confirms that the entitlement was
successfully updated. 152




School Budget

State Account Representative - NSLP District Entitlements
State: NEW HAMPSHIRE State Cust Cd: SMHOD1
Effective Dates: 7/1/2021 - 6/30/2022
Fed Entitlement for State: 3 100,000 Controlled by State: No

TOTAL (ALL DISTRICTS) Eed Entitlament $ 22,800 Fed Balance: $ 22,665.85
GOVT Value & 500 GOVT Balance: $ 500.00
CUST D DISTRICT NM FED ENTITLEMENT FED BALANCE CONTROLLED BY DISTRICT
ONHOP1 | SURPLUS DIST SECTION, NH $ & 1,065.85
OMHO)Z  CONTOOCOOK VALLEY SD $ % 0.00
OMHOD3 | Ashland SD % % 1,600.00 IZI
OMHOB4  Inter- Lakes SD % 0% 0.00
ONHODS  Berlin SD & 0 % 0.00
OMHONGE  Newfound area SD % 0% D.00
ONHOP7  Ovyster River SD & 0% 0.00
OMHON8  Claremont SD % 0% 0.00
ONHONS  Unity SD & 0% 0.00
OMHOXY  Colebrook SD % 0% 0.00
ONHD11 PRSI S0 & 0 % 0.00
OMHO12 Stewartstown SD % 0% 0.00
ONHOD13  Concord SD & 0 % 0.00
ONHO14  Bartlett SD & 0 % 0.00
ONHO15  Conway SD & 0 % 0.00
ONHD16 Keene SD & 0% 0.00

State Account Representatives only:
To view a list of schools for a district, select the link in the
‘DISTRICT NM’ column.
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School Budget

State Account Representative - NSLP Entitlements

State: NEW HAMPSHIRE  District: ASHLAND S0 District Cust Cd: ONH003

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

Fed Entiilement 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 BA%CE
YNHO05 Ashland Elementary $ 3 0.00
®cust Code Ocustomer | | | Search || Show All |
Save

at the top of the screen.

A summary of available entitlement for the district is displayed
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School Budget

State Account Representative - NSLP Entitlements
State: NEW HAMPSHIRE  District: ASHLAND SD  District Cust Cd: ONHDO03
Effective Dates: 7/1/2021 - 6/30/2022
Fed Entitlement for District: 5 1,500 Controlled by State: No  Controlled by District: No
TOTAL (ALL SCHOOLS)  Fed Entitlement: £ 500 Fed Balance: § 500

rrmn

CUST CD SCHOOL NM FED ENTITLEMENT BAL&FIC !
YNH005 Ashland Elementary $ 3 500
®cust Code Ocustomer ‘ | | Search H Showe All |

ont— L] ChCH olry o

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.

155



summer Food Budget

District Account Representatives and State Account
Representatives only:

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

Schanl Budnet
Summer Food Budget
Import N5LP Budaget
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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.

157



summer Food Budget

State Account Representative - SFSP District Dollars
State: VIRGINIA  State Cust Cd: SVAOD1

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

| cusT o | DISTRICT NM | FEDDOLLARS | FEDBALANCE | CONTROLLED BY DISTRICT
OVAO44 | BEDFORD, VA - SCHOOL DIST. s 3,500/ | 3,500.00 O
OVAGS0 | SFSP SPONSOR, VA $ 0% 0.00

®)Cust Code CCustomer

Search Showe 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: SVADD1
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

| cusT o | DISTRICT NM | FEDDOLLARS | FED BALANCE CONTROLLED BY DISTRICT
Update] = OVA044  BEDFORD, VA - SCHOOL DIST. $ 3,500] | $ 3,500.00 O
OVAGS0 | SFSP SPONSOR, VA $ 0% 0.00

®)Cust Code CCustomer

Search Showe 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: SVAOD1

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

| cusT o | DISTRICT NM | FEnnoiiaRs | FED BALANCE CONTROLLED BY DISTRICT
OVAO44 | BEDFORD, VA - SCHOOL DIST. s 3,500/ | 3,500.00 O
Create |  OVAG50 | SFSP SPONSOR, VA $ 0% 0.00

®)Cust Code CCustomer

Search Showe 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.

State Account Kepresentative - SHsP Listrict Lollars
State: VIRGINIA  State Cust Cd: Sva001
Effective Dates: 10/1/2021 - 9/30/2022
Fed Dollars for State$ 10,000 Controlled by State: MNo

TOTAL (ALL DISTRICTS) Fed Dollars$ 4,000 Fed Balance: £ 4,000.00

| cusTCD | DISTRICT NM | FEDDOLLARS | FEDBALANCE | CONTROLLED BY DISTRICT
Update| | OVA044 | BEDFORD, VA - SCHOOLDIST.  |§ 4,000] $ 4,000.00 O
OVAGS0 | 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: SVAOD1

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

[
| custT o | DISTRICT NM FED DOLLARS | FED BALANCE CONTROLLED BY DISTRICT
OVAO44 | BEDFORD, VA - SCHOOL DIST. s 3,500/ | 3,500.00 O
OVAGS0 | | SFSP SPONSOR, VA $ 0% 0.00

®)Cust Code

CCustomer

Search Showe All

State Account Representatives only:

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

162



summer Food Budget

State Account Representative - SFSP Dollars

State: VIRGINIA  District: BEDFORD, VA - SCHOOL DIST.  District Cust Cd: OVAQ44
Fffective 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

FED
CUST CDv SCHOOL MM FED DOLLARS ‘ BALANCE

1,000] & 1,000.00
1,500 § 1,500.00

WVAG20 BEDFORD ELEMEMNTARY 5
YVAGZ1 BEDFORD PRIMARY -1

®)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 - SCHOOL DIST.  District Cust Cd: OVAQ44
Fffective 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

FED
CUST CD SCHOOL NM FED DOLLARS ‘ BALANCE
Y AE20 BEDFORD ELEMEMTARY 5 1,000 & 1,000.00
YVAG21 BEDFORD PRIMARY $ 1,500] | ¢ 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.

I Update successful. I
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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.

School Budget
Summer Food Budaget

Import NSLP Budget
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Import NSLP Budget

Import NSLP Budget

See Sample Fles link for details on import file format and rules.
FFAVORS Budget screens can be used to change uploaded information, or Import can be used to update existing budgets.

Sample files

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

i e el — Select Distnct —
OMHO01 - SURPLUS DIST SECTION, NH
OMHO02 - Contoocook Valley SD
OMNHO03 - Ashland SD
OMNHO04 - Inter- Lakes 5D
-CINHEIDE - Berlin SD
ONHO06 - Newfound area SD
OMHOO0T - Oyster River SD
ONHOGS - Charengant S8

Note:

If School is selected,
select an organization
from the ‘District’
dropdown list.
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Import NSLP Budget

Program Year:

SY23: 01 July 2022 - 30 June 2023

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

168



Import NSLP Budget

Select the Browse... button to locate the file to be uploaded.

To import, select Browse/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.

Browse. .. Validate Import File |

Then, select Validate Import File.

To import, select Browse/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.

C\Users[ _ .~ DBrowse.. 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. 169




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
NH ONH073 YMNH138 1,000
MH ONHO73 YMNH139 1,500
MNH ONHO73 YHNH141 1,200 School record does not exist.
MNH ONHO73 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.”

I 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

Nao file chosen Validate Import File

DISTRICT CODE CUSTOMER CODE ENTITLEMENT
ONHO73 YMH138 1,250
ONHO73 YNH139 1,800

Import into FFAVORS

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

Nao file chosen Validate Import File

DISTRICT CODE CUSTOMER CODE ENTITLEMENT
ONHO73 YMH138 1,250
ONHO73 YNH139 1,800

Import into FFAVORS

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
NH
NH

Na file chosen Validate Import File
DISTRICT CODE CUSTOMER CODE ENTITLEMENT
ONHO073 YNH138 1,250
ONH073 YNH139 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

State Account Representatives only:

On the homepage, select the Existing
Customers / Request New link under the
‘Customers’ menu.

Customers

Existing Customers / Request New
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Customers

State Account Representatives may view all existing
county/districts and schools assigned to their state.

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 school(s). e



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

® sShow Al Show Active Only ) Show Inactive Only ) Show Pending Only | [_| Show addresses in results
CuUsT CUsT DELIVERY |COUNTY/DIST| BUDGET
CODE TYPE CUSTOMER ‘ SIATE ‘ DAY CODE PROGRAM ‘ STATUS
ONHOO01 Counby Diskrict SURPLUS DIST SECTION, NH MH OMHOO01 MNSLP Active
YHHOO1 Schoal SURPLUS DIST SECTION NH Wed ONHO01 MSLP Active
ONHOO02 County) Diskrict Contoocogk Valley 5D MH ONHO02 M5LP Active
YhHOLD School Newfouna Memorial M3 NH OMNHO06 MSLH Active
¥MNHO11 School Mew Hampton Community School MH OMNHO06 MSLP Active
YNHO12 School Bridgewater-Hebron Village School NH OMNHO0E NSLP Active
YMNHO13 Schoal Mewfound Regional HS MH OMNHO0E MSLP Active
ONHO0T County/District Onyster River 5D NH OMNHOO07 MNSLP Active
12345678910 ...
®\Cyst Code (CCust Type Customer Czip | Search Refresh
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Existing Customers

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

@ Show Al ) Show Active Only ) Show Inactive Only ) Show Pending Only. &1 Show addresses in results
CUST CUsST DELIVERY |COUNTY/DIST| BUDGET
CODE TYPE maeoaliBl | =l ‘ DAY ‘ CODE PROGRAM | =TATUS
SURPLUS DIST SECTIOM, NH
ONHDO1 County/District 12 HILLS AVE MNH ONHDO1 NSLP Active
CONCORD, MH 03301
SURPLUS DIST SECTION
YMHOO1 School 12 HILLS AVE. MNH Wed ONHDO1 NSLP Active
CONCORD, NH 03301
Contoocook Valley 5D
Qrsd002 CrunbyDistrigk 184Hang "k R MH, ORH002 MN5LE BAakjyve
b -1, N FL
Mewfound Regional HS
YMNHO13 School 150 Newfound Rd NH ONHDDE NSLP Active
Bristol, NH 03222
Ovyster River 5D
ONHDO7 County'District 55 Coe Dr MNH ONHDOZ NSLP Active
Twrham, NH 03824
12345678910 ...
®)Cust Code (CCust Type (Customer Czip Search Refresh
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Existing Customers

® Show Al ) Show Active Only ) Show Inactive Only ) Show Pending Only ] Show addresses in results
CUsT CUST DELIVERY |COUNTY/DIST| BUDGET
CODE ‘ TYPE ‘ el ‘ = ‘ DAY CODE PROGRAM ‘ =
ONHOO01 County/District SURPLUS DIST SECTION, NH MNH OMHOO01 MNSLP Active
YMHOOL Schoal SURPLUS DIST SECTION NH Wed OMHOO01 MSLP Active
ONHOOZ County/District Contoocogk Valley 5D MH ONHO02 MSLP Active
YNHO10 School Mewfouna Memorial M35 MH OMHO06 MSLH Active
YMNHO11 Schoal Mew Hampton Community School MH ONHO0E MSLP Active
YMNHO12 Schoal Bridgewater-Hebron Village Schoal MNH OMNHO0E MS5LP Active
YMNHO13 Schoal Mewfound Regional HS MH ONHO0E MSLP Active
ONHOOT County/District Onyster River 5D NH OMHO07 MSLP Active
12345678910 ...
®\Cust Code (CCust Type (Customer Crzip | Search Refresh

Search options are available for customer code, type, 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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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).

FFAVORS requires that each school must be assigned to a County/District. If adding a new school district and new school(s), add the school district
first. Then return te this page to add school{s). The previously added scheol 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. If
adding a new school that is independent of a school district, County/District still needs to be created and the same address can be used for both.

* = Required Field

Location
* State: INew Hampshire |
* Customer Type: |5chgo\ V‘
* CountyyDistrict: |-— Select County - v
Customer

* Customer Name: | |

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

* hddress: | ‘ Building number + Street

| ‘ (optional)

* City: | \

* State: * Zip Code: :

[ check here if orders will be deliverad to a different location

Budget/Funding

* Program:

- Select Program - V|

Point of Contact (optiona))

Contact Name:

E-mail Address:

Phone Number: |

Fax Number: | |[0pti0na|)

county/ district and school(s)
district. If 2 new school is

User (optional) Information entered here will create & user profile for this person to log in and place orders for the organization. If
are being requested and you want this user to have access to all school(s) within 2 countyfdistrict, only enter this section for the county/
being requested for an existing county/district, only enter this section if the user does not already have access to the county/district.

First Name:

Last Name:

E-mail Address

Phone Number:

| Save || Reset H Cancel |
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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.

Location Location
* State: | New Hampshire 4 * State: | New Hampshire w
* Customer Type: * Customer Type: | School W
* County/District: Efﬁ‘;‘;}“ [District I v * County/District:
» ONHO01, SURPLUS DIST SECTION, NH, NH

Customer ONHO73, AMHERST 5D, NH
ONHO89, Campten SD, 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 schoolfdistrict. Do not enter PO Box in any zddress field.

* Address; | |EIL|i ding number + Street
| | (optional)
* City: | |
* State: * Zip Code: |:|
182
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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: | |ElL|i ding number + Street

| ||:c|ptic-nalz:

= City: | |

* State: * Zip Code: |

() Check here if arders 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).

wresn pa ] Lap e

Check here if orders will be delivered to a different location

Deliverv Address 1f the Food Service Qrganization (FSO) where this customer’s orders will be delivered exists, select it in the Exisfing F505 dropdown box, If
an exact match of FSO name and address is not found in the Existing FS0s dropdown box, please enter the FSO name and delivery address below,

Existing FSOs: ‘—— Existing FSOs for this state's Zone - hd

* P20 Name: |

= Street: ‘

|
|

Street: ‘ | optional)
|

* City: \

* State: * Zip Code: |

Delivery Point of Contact (optional)
Contact Name:; ‘

E-mail Address: ‘

|
|
Phone Number; ‘ |
(

Fax Number: ‘ optional)
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Add New Pending Customer

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

Budget/Funding

* 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.

Point of Contact (optional)

Contact Name: |[ROSE CONTACT

E-mail Address: |rose.contact@clark.elem.edu

Phone Mumber: |123-123-1234

Fax Mumber: (optional)
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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 county/district, only enter this section if the user does not already have access to the county/district.

First Name: |WILL |

Last Name: |BAKER

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

Phone Mumber: |123-123—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

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.
* = Required Field

Location
* State: | New Hampshire W
" Customer Type: | School v|| To undo any changes entered prior
* County/District: | ONH073, AMHERST SD, NH to Saving, click Reset.
Customer

* Customer Name: |CLARK ELEMENTARY SCHOOL

If no changes are needed or to exit
without saving changes, click Cancel
to return to the State Account

i B o o o Representative Homepage.

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) TO Save ChangeS and Create the neW

being requested for an existing county/district, only enter this section if th

First Names [WILL organization, click Save.

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

b D B H St QIFONDB ST, o o |

Last Name: |BAKER [

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

Phone Number: [123-123-1234 |

| Save | ‘ Feset H Cancel |

Contact FEAVORS Help Desk
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Add New Pending Customer

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

I 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. Chanages 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.
® Showall O Show Active Only ) Show Inactive Only ) Show Pending Only (] Show addresses in results
CUST CusT DELIVERY |COUNTY/DIST| BUDGET
CODE TYPE e e DAY CODE PROGRAM e
PND-YNH- 1 - Awaiting
R — School CLARK ELEMENTARY SCHOOL NH ONHO73 MNSLP/SFSP Batch
0000032 -
—_—= Validation
AUl alale RNCVW MAMF3ALRE nA NaLr Achve
OMNHOO1 County/District SURPLUS DIST SECTION, MH NH ONHO01 NSLP Active
YNHOO1 Schoal SURFPLUS DIST SECTION NH Wed ONHOO01 NSLP Active 1 89
Q03 A bl - Coll ol Val™ S0 *IH (0] i) A5 Al s




My Profile

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

My Profile
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My Profile

* = Required Field
* Last Name: FFAVORS

* First Name: |SCHOOL4

* Phone number: [123-456-7890

Fax number:

* E-mail Address:  ffavors.user.dz@gmail.cd

Home Help Logout Switch

Date: Wednesday, January 26, 2022

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

You can review and update phone
and fax numbers. For other updates
or corrections, contact the DLA
Account Specialist or the FFAVORS

* County/District: | ONHO074 - Souhegan

*Zone: | CONNETICUT. MASS, M

SD

Help Desk.

Note: Phone Number is a required field. An error message will be
displayed if this is left blank. System notifications and/or responses to the
FFAVORS Help Desk inquiries will be directed to the email address on file.

Contact FEAVORS Help Desk
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My Profile

4
4 F i
Date: Wednesday, January 26, 2022

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.

* Zone: | CONNETICUT, MASS, MAINE, NEW HAMP, RHODE ISLAND, VERMONT v
* County/District: | ONH074 - Souhegan SC bt
* Customer: YNH14( Souhegan HS v

Customer Order Preferences
[ Receive emails for new/modified orders that I place
() Receive emails for new/modified orders that are placed by others for my organization

‘ Save | ‘ Reset ‘ | Cancel ‘

Contact FEAVORS Help Desk
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My Profile

* Last Name: FFAVORS

Home Help Logout Switch

X

Date: Wednesday, January 26, 2022

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

* = Required Field

* First Name: |SCHOOL4

* E-mail Address: ffayors.use

* Phone number: [123-456-74

Extension: |:

Fax number: |:

* Zome: | CONNETI(

* County/District:  ONHD74 -
* Customer: YNH140

Customer Order Preferences
() Receive emails for new/modified orders 4
(] Receive emails for new/modified orders 4

‘ Save | ‘ Reset ‘ | Cancel ’

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

If no changes are needed or to exit
without saving changes, click Cancel to
return to the Customer Homepage.

To save changes entered in My Profile,
click Save.

Contact FEAVORS Help Desk
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My Profile

Home Help Logout Switch

.
o Meary

} -___
5114

Date: Wednesday, January 26, 2022

I Save successful - 100400. I

* = Required Field
* Last Name: FFAVORS

* First Name: SCHOOL4

* E-mail Address: ffavors.user.dz@gmail.com

* Phone number:
Extension: :
Fax number:
-z conen| After successfully saving, to return to the
Sememe ) Customer Homepage without making
* Customer: YWNH140 .
Customer Order Preferences further changes, click Cancel or the

[*) Recsive emails for new/modified orders

[C] Receive emails for new/modified orders Home Ilnk

Save Reset Cancel

-

Contact FEFAVORS Help Desk
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Contact FFAVORS Help Desk

:

Date: Wednesday, January 26, 2022

Customer Homepage

To send a message to the FFAVORS support team
Welcome, Souhegan HS from any screen, select the Contact FFAVORS Help
Please select from the following options: .

Desk link at the bottom of the page.

| PTEease RKeald (Updated O LIy SUrLUuZl]
Plag—g a New.[)rder Deornindor: o mead edar in EEAVADE mos b mealled buy pictounnr s bo B honee bofor
Ee png. Orcer Note:
View an Order —_ . 5
Curen Furd Belances For order-related questions, use the Email
Frmall Account Specialst Account Specialist link.
(Reports |
ﬁ;‘rt Bolance/Spent For login issues or if unable to access links,
Catalor
| i contact SM.FN.FFAVORS@USDA.GOV.
Myprofle |
My Profile

Ty
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mailto:SM.FN.FFAVORS@USDA.GOV

Contact FFAVORS Help Desk

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

| Send Email

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

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

FFAVORS:
Fresh Fruits and Vegetables Order
Receipt System

Customer Ordering Manual

4
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Logout

Home Help Logouwt

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

Message from webpage &3

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

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

| OK | | Cancel

Message from webpage

At the second prompt, select
OK to accept the security

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

OK

requirement and close the
browser window.
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