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FFAVORS Access

Select or copy this address to your browser:
http://www.fns.usda.qgov/fdd/fresh-fruits-and-vegetables-order-receipt-system-ffavors

Home » Food Distribution Resources
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T Programs and Services

USDA Foods Processing
Commodity Supplemental Food
Program (CSFP)

DoD Fresh Fruit & Vegetable
Program

Nutrition Services Incentive
Program {(NSIP)

Child Nutrition USDA Foods
Programs

Food Distribution Program on
Indian Reservations (FDPIR)
The Emergency Food Assistance
Program (TEFAP)

¥ Food Distribution Resources

USDA Foods Available Lists
Fact Sheets

State Contacts

WBSCM Information
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Instructions & Handbooks
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Legislation

Federal Register Documents
Research - FD Studies

FDD Management Evaluation
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Food Distribution

Fresh Fruits and Vegetables Order Receipt System (FFAVORS)
FFAVORS News and Information

Maintenance Notice: FFAVORS has a scheduled maintenance window each Sunday from 4:00 PM through
2:00 AM CT. The site may be unavailable for periods during this time.

MNote: As of July 1, 2014 the FFAVORS system will only accept Funding Source of 'Fed' for deliveries
starting in July 2014, Entitlement dollars will be the only funds available for use within the FFAVORS
application. This decision was outlined in FNS Policy memo SP 25-2014; FD 133-2014.

The FFAVORS Web ordering system was transitioned to the United States Department of Agriculture
(USDA) and went live as of August 14, 2012. Even though the system'’s location has changed, your day
to day contacts will remain with your current DoD Account Managers, DoD Field Reps, and/or DoD
Contracting Specialist.

1Ds and Passwords: For initial access to FFAVORS Web, your DoD contact must establish a user profile
for each new user within FFAVORS. This will generate an email notification to the user with step by step
instructions on how to create the eAuthentication account. Without the profile in FFAVORS, the user will

not gain access to the application.

FFAVORS Web users who also access the Web Based Supply Chain Management System (WBSCM) can
use the same level 1 ID for both systems. But, the WBSCM and FFAVORS applications must have the
internal profiles established before the eAuthentication ID can be successfully used to gain access.

If you have problems accessing FFAVORS or do not know your current DoD Account Manager, DoD Field
Rep, and/or DoD Contracting Specialist, please contact the FFAVORS help desk at:
FFAVORS@fns.usda.gov.

I want to:

» Log into FFAVORS web

= Reset my password

Select link: Log into
FFAVORS web
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Gulck Links

r What is an account?

i Greate an account
E IUpdate your account
Administrator Links

i Local Registration
Authority Login

You are here: sAuthentication Home =

eAuthentication Login

FFAVORS Lo

efuthentication Login

LincPass (PIV) ?

User ID & Password ?

WITH YOUR

CLICK HERE TO

LOG IN

LincPass (PIV)

UserID: | FEpter eduth ID

Enter password

I forgot my User ID | Password

REGISTER LOGIN

Change my Password

Password:

WARNING

Upon Login You Agree to the Following Information:

* You are accessing a U.5. Government infarmation system, which includes (1) this
computer, (2) this computer network, (3) all computers connected to this network, and

(4) all devices and storage media attached to this network or to a computer on this
network. This information system is provided for U.5. Government-authorized use only.

* Unauthorized or improper use of this system may result in disciplinary action, as well as

civil and criminal penalties.

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

1.

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

. Any communications or data transiting or stored on this information system

may be disclosed or used for any lawful government purpose.

. Your consent is final and irrevocable. You may not rely on any statements or

informal policies purporting to provide you with any expectation of privacy
regarding communications on this system, whether oral or written, by yvour
supervisor or any other official, except USDA's Chief Information Of'ﬁcer.

il

Enter eAuth User ID, Password
and select ‘LOGIN’ button.

How to use: ‘I forgot my User
ID | Password’

User ID: This link will allow a
user to retrieve their existing
User ID(s). It will prompt the
user to enter their First Name,
Last Name and Email address.
The user will receive an emalil
with the information.

Password: This link allows a
user to retrieve or change their
password. User will be
prompted for their User ID and
then will be prompted with their
established security questions.



First Time User Agreement and
Registration

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

 The new User must agree to the terms in order to
continue with the ordering process.

* The User should review and ensure all information on
the ‘Registration’ screen is correct. If the information is
correct, select the ‘Register’ button. If the information
needs to be changed, please contact the DLA Account
Specialist and select the ‘Exit’ button.



Agreement Screen

Fresh Fruits And Vegetables Order Receipt System
WEBSITE USER. AGREEMEMNT

TO ALL Fresh Fruits And Yegetables Order Receipt System WEBSITE USERS: PLEASE BE AWARE OF THE USER. SECURITY RULES OF BEHAVIOR. BY YIRTUE C

YOUR USE OF Fresh Fruits And Vegetables Order Receipt System YEBSITE, YOU ARE IN AGREEMENT OF THESE RULES.

&g a user of the Fresh Fruits And Wegetables Order Receipt Systemn site, you agree to the folowing rules of behavior, The rules clearly delineate the responsibilitizs and

expectations for all individuals with access to the Freskh Fruits And Wegetables Order Receipt System site. Faiure to comply with these rules may result in the termination of 4

access to Fresh Fruits And Wegetables Order Receipt Systern andfor other sanctions as appropriate,

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

&5 3 user of Fresh Fruits &nd wegetables Order Receipt System:

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

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

&And Yegetables Order Receipt Systern under my login ID and password.

I understand that passwords will not be shared or displayed on mmy workstation or PC,

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

care a5 Lsed to protect the personal identification nurnber (PIMD for a credit card or bankcard,

I understand that passwords will not be electronically stored. This includes the use of "hot keys" and macros that are intended to “shortcut” the authentication proce:
I understand that access is granted on need-to-know o least privilege basis, T will not atternpt to circurmvent established security configurations to gain more access.

I understand that I wil not rodify my PC configuration settings to circurmvent established security practices.

I will ot atternpt to run "sniffer” or hacket-related tools on Fresh Fruits And Yegetables Order Receipt System,

If I observe anything on the systermn while I am using Fresh Fruits And Wegetables Order Receipt Systemn that indicates inadequate security, I will immediately notify the
Fresh Fruits &nd Wegetables Order Receipt System systern adrinistrator and my local ISSOISSM or other authorized cormputer security personnel.

I understand that use of Fresh Fruits And Wegetables Crder Receipt System constitutes consent to monitaring. Fresh Fruits And Wegetables Order Receipt System is
rmonitored to ensure that use is authorized and that wsers follow security procedures, Monitoring is also petformed to see if hackers have gained access to computers.
I will handle all sensitive information on an appropriate basis,

I wiill cornply with all security guidance issued by the Fresh Fruits 2nd Yegetables Crder Receipt Systern systemn adrministrator,

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

| for your records.

elect Yes! Do you accept these terms?




Registration Screen

User Registration

Application User Data
User Id: 54325

EMail Address: |denise. oxenford@dla. mil
First Mame: fellon
Last MName: School
Citizenship: United States

Designation OF Person: Civilian

Customer Demographics
Customer Code: Y%W[002

Customer Name: WMELLERM SCH
County Code: 01
County: Ashwaubenon Sch Dist
Address 1: 420 SOUTH MAIN 5T
ddress 2 Select Register
City: PORT WING
State: isconsin

Zip/Postal Code: 54855

Register | Exit |

Privvacy . Seckion 508 Compliance | Contack Webmasker



What Can | Do In this system?

Place Orders as an individual user or an ordering official
that places an order on behalf of a customer or group of
customers (i.e. a customer district, customer county,
warehouse, etc.)

Change or Delete Pending Orders
View Orders

Edit Receipts

Display Current Fund Balances
Run Reports

View Latest Product News Flashes
E-mail Account Specialist



Higher Level Ordering Authority
Menu

Date: Wednesday, May 13, 2015

Customer Homepage Last Login: Tuesday, May 12, 2015 12:07:15 PM

Welcome, BEDFORD, VA

Please select from the following options:

Please Read (updated on 6/28/15)

Orders

Receipts The following changes have been made in FFAVORS:
View an Order

Email Account Specialist + 'Orders’ link has been renamed (previously *Orders and Receipts’)
Product News Flashes

Current Fund Balances +« ‘Receipts’ link has been renamed (previously "Edit Receipts”)

« The 'Product News Flashes” and ‘Email Account Specialist’ links have been moved

to this main menu page.
Usage Reports

Budget Balance/Spent « "Current Fund Balances’ is available from both this main menu page, as well as its
Catalog original location under the new "Orders’ link.

« FFAVORS will NOT allow a new order to be placed if there is an order that has not
been receipted within the designated 7 calendar days after delivery date. A message
will appear to the right of the *Receipts’ link if/when there are receipts to edit.

If you hawve guestions, please ask your FFAVWORS account representative or email
the FFAWORS help desk.

As the higher level ordering authority, you may order for users assigned to your
county grouping. Users are typically linked by customer district/county or shared
funding.




Order as the Higher Level Orderin

Official

Date: Wednesday, May 13, 2015

Customer Homepage Last Login: Tuesday, May 12, 2015 12:07:15 PM

Welcome, BEDFORD, VA

Please select from the following options:

Please Read (updated on 6/28/15)

Orders < .

Receipts The following changes have been made in FFAVORS:
View an Order
Email Account Specialist « 'Orders’ link has been renamed (previously *Orders and Receipts’)
Product News Flashes
Current Fund Balances « ‘Receipts’ link has been renamed (previously "Edit Receipts”)

s The '‘Product News Flashes’ and 'Email Account Specialist’ links have been moved
to this main menu page.

Usage Reports

Budget Balance/Spent « 'Current Fund Balances’ is available from both this main menu page, as well as its
Catalog original location under the new "Orders’ link.

= FFAVORS will NOT allow a new order to be placed if there is an order that has not
been receipted within the designated 7 calendar days after delivery date. A message
will appear to the right of the 'Receipts’ link if/when there are receipts to edit.

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

Whether the user ordering is the higher level ordering official or is the individual
user, the user will select the ‘Orders’ link to access the Ordering module of
FFAVORS Web.
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Order as the Higher Level
Ordering Official (cont.)

S e

Please select a customer under your jurisdiction by clicking on the User ID:

CUSTOMER LISTING
UserID School Name

YVAG20 |BEDFORD ELEMENTARY

YVAG35 |BEDFORD MIDDLE

YVAG21 |BEDFORD PRIMARY

VAG22 [BIG ISLAND ELEMENTARY

VAG23 [BODY CAMP ELEMENTARY

VAG24 | BOONSBORO ELEMENTARY
VAG25 [FOREST ELEMENTARY

VAG3E FOREST MIDDLE

VAG26 |GOODVIEW ELEMENTARY

VAG27 |HUDDLESTON ELEMENTARY
e \FFFERSQMEQRESELIGH _ sancanss® Wisanns®Masssnnsnnm et T e Vanpesste,

=

—

—

—

—

—

—

-3
—

_______________

L

___________________________________
_______

Bedford customer District is a higher level ordering authority and can order for
the customers listed on this page. The higher level ordering official will see
this menu after selecting the ‘Orders’ link from the main menu. All other
customers will not see this screen as they only can order for themselves.

11




Select a customer

S e

Please select a customer under your jurisdiction by clicking on the User ID:

CUSTOMER LISTING

UserID School Name
.—> YVAG20 [BEDFORD ELEMENTARY
YVAG35 [BEDFORD MIDDLE
YVAG21 [BEDFORD PRIMARY
YVAG22 |BIG ISLAND ELEMENTARY
YVAG23 |BODY CAMP ELEMENTARY
YVAG24 |BOONSBORO ELEMENTARY
YVAG25 |FOREST ELEMENTARY
YVAG36 |[FOREST MIDDLE
YVAG26 |GOODVIEW ELEMENTARY
YVAG2T |HUDDLESTON ELEMENTARY

- =~ TN,

S =
______

Select the User ID for the customer you are placing the order on behalf
of.




Order as a customer Menu

Help Logout

Customer Homepage

Welcome, BEDFORD ELEMENTARY

Please select from the following options:

Orders

Date: Wednesday, May 13, 2015

Last Login: Tuesday, May 12, 2015 8:08:32 AM

Orders

Receipts

View an Order

Email Account Specialist
Product News Flashes
Current Fund Balances

Usage Reports

Budget Balance/Spent
Catalog

Please Read (updated on 6/28/15)

The following changes have been made in FFAVORS:
+ 'Orders’ link has been renamed (previously 'Orders and Receipts’)
= "Receipts’ link has been renamed (previously 'Edit Receipts”)

=« The 'Product News Flashes” and "Email Account Specialist” links have been moved
to this main menu page.

= "Current Fund Balances’ is available from both this main menu page, as well as its
original location under the new "Orders’ link.

+ FFAVORS will NOT allow a new order to be placed if there is an order that has not
been receipted within the designated 7 calendar days after delivery date. A message
will appear to the right of the 'Receipts’ link if/when there are receipts to edit.

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

t FFAVORS Help Desk

Select the ‘Orders’link to access the Ordering module of FFAVORS Web.

13



Customer Menu

Please select one of the following options:

View Latest Product News Flashes

Place a New Order
Change or Delete a Pending Order

View an Order
Display Current Fund Balances

Log out / Return to Main Portal

Contact FFAVORS Help Desk

Home

Once a user gets to this point in the process, the screens will be the same
for all users who will be ordering.

14



Go Shopping!

‘Please select one of the following options:

View Latest Product News Flashes

—7 Place a New Order

Change or Delete a Pending Order

View an Order
Select a different school.
Display Current Fund Balances

Log out / Return to Main Portal

Contact FFAVORS Help Desk

To order, Select ‘Place a New Order’ link.

Home

15



Rules for Ordering

Sunday Monday Tuesday  Wednesday Thursday Frday Saturday
23 24 235 20 27 28 20
Catalog

:
Created

Sunday Monday Tuesday  Wednesday Thursday Friday Saturday
30 31 1 2 3 4 5
r\ / '\ ,-/
/ \ 45 \:.,’ \; , ¥_./ \:/ /\

* A new catalog is created each Sunday

» There is a 3 business day prep time between order and delivery date

* First available required delivery date (RDD) for this example is the 28t
* Delivery dates are Monday — Friday (no week-end deliveries)

* In this example, available RDDs are 28" and 315t — 4t

16




Rules for Ordering (cont.

Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
23 24 25 26 27 28 29
Catalog ® ® ((\\\ — ~
Created \) loda (\\\) /N

Sunday Monday Tuesday  Wednesday  Thursday

30 31 ] 2 3
X & ® ‘ ;
\:[’ \4/,‘

Friday Saturday

£
'

-

* In this example, the first available RDD is the 2"

« The 28™, 31st and 15! are blocked out due to the 3 business day prep rule

« Orders can be placed for delivery for the 2nd. 3rd or 4t

17



Select a Required Delivery Date
(RDD)

fme

Mon 01120015 1. Select RDD from dropdown

T 0113205 |
2. Select ‘Go Shopping’” @¢——> | ﬁﬁ"#Edg?%%%E) leny
Ul

Fri 0171612015

18



Viewing the Current Catalog

Once the User has selected the Required Delivery Date (RDD), there
are a few options available to the User:

— view/select items from the current vendor catalog
— view a portion of the current catalog
— view a previously saved cart

The User can filter the view of the current catalog by searching for an
ltem Code or key word(s) in Item Description (i.e., pear, red)

The User can ‘sort’ the catalog that will appear by Item Code or Item
Description

The user can create and/or retrieve a favorite cart

19



To View Complete Catalog

Home

o,

Catalog Search Word(s): W showCatalog | €0

(Leave above search box blank to display entire available catalog)

Search Catalog BYy: @ Item Description © Item Code

Catalog sort order: © |tem Description ' ftem Code

.HOI'HE Menu

\HU/ Load Favorite Cart ‘

CIearForm

‘ \HE/ Show Cart

To view the complete catalog, select the ‘Show Catalog’ button and keep
the search text box blank.

20



Order Via Catalo

Pl
‘ “+:“Clear Form H .Home Menu ‘

Federal Funds can = Shared Dollars | snowcan |/ tosaravortecart |

How many do
you need?

Place the # in
each box.

Funding Information

Federal Dollars represent a shared pot of money controlled by BEDFORD, VA

State $ Federal $ Snack $ Total Cost This Order

Starting Balance N/A $5,000.00 |$0.00 ' .

Spent, Previous Orders |S0.00 $0.00 S0.00
Cost, This Order $0.00 $0.00 $0.00 $0.00
Remaining Balance N/A $5,000.00 |$0.00

Enter desired case qty for item(s) below and then click the Add Iltems To Cart button at bottom of catalog.

Available ltems:
(ltems already in your shopping cart will not appear on this screen. Click State Abbreviation LooKkup for State of Origin reference.)

Fund Source
State and Snack funds are
no longer available for use

Case ~ Case |Case State of
Quantity T EELD LEDETELEL Contents Price | Origin

State Snack

14A08 BANANA 1-A PUERTO RICO GROWN 1LB $1.15 | wWv
Fed
State Snack
14B44 BLUBERRIES 12/1 PT PG 1/10LB CS *** LOCAL GROWN *** |1 CO $1.99 | AK
Fed
14J03 CANTALOUPE CHL CHUNK 5 LB BG 5LB $1.32 SEB |\ S
Fed
1404 HONEYDEW GHL CHUNKS 1/5 LB BG 5LB $5.23 State  Snack
Fed
State Snack
14A02 ORANGE 113 CT 1/35 LB CS *** LOCAL GROWN *** 35 LB $3.46 | VA
Fed
14157 PEAR 12/3 LB BG 36 LB $3.56 SEB | S
Fed
____________________ Y, PSRt i T S P e o == -
I S —— N S S DA P S =TT,



Funding and the Order Process

‘ “-*Clear Form H Home Menu ‘

‘ \fm/ Show Cart

‘l‘fm/ Load Favorite Cart ‘

Federal Dollars represent a shared pot of money controlled by BEDFORD, VA . i
State $ Federal $ |Snack $ | Total Cost This Order Funding Information Box:
Starting Balance NA $5,000.00 $0.00 +—
Spent, Previous Orders |S0.00 |50.00 50.00
Cost, This Order $0.00 |$0.00 $0.00 $0.00
Remaining Balance ~ |N/A $5,000.00 $0.00

Enter desired case qty for item(s) below and then click the Add ltems To Cart button at bottom of catalog.

Available ltems:
(tems already in your shopping cart will not appear on this screen. Click State Abbreviatioh Lookup for State of Origin reference.)

Fund Source
State and Snack funds are
no longer available for use

Case |Case State of
Contents |Price | Origin

Case

Quantity ltem Code Description

Notes about Funding:

1. Atthe beginning of the order process the user will see funds available. At times these figures
will represent a shared pot of federal money. More than one user can place orders against
these shared funds.

2. If the user doesn’t agree with the funding information found in the box, please contact the
district, state or DLA Representative.




Funding and the Order Process

~~. =
________________________________
______
L

]

N
___________________________________________
_______________________________________________

—————————————

14J03 CANTALOUPE CHL CHUNK 5 LB BG 5LB $1.22
Fed

14J04 HONEYDEW CHL CHUNKS 1/5 LB BG 518 $533 State - Snack
Fed

14702 ORANGE 113 CT 1/35 1B CS ***LOCAL GROWN *** 3518 |$346 | VA State - Snack
Fed

14157 PEAR 12/3 LB BG 36 LB $3 56 State - Snack
Fed

14156 PEAR 20/2 LB BG 40LB  |$4.39 State - Snack
Fed

14178 PINEAPPLE 5 CT 1/40 LB CS 40 LB $241 | VA State  Snack
Fed

14842 RASPBERRIES 12/0.5 PT PG *** LOCAL GROWN *** 1co $167 | SC State  Snack
Fed

14F13 TANGERINE FALL GLOW 100 CT, 1/25 b cs 3518 [$2.30 | KY State - Snack

._’ 7‘."]('5'.'.
‘ \“’/ Add Items To Cart H lﬂ'ﬂj Load Favorite Cart H -t Clear Form H .Home Menu

After the user completes the form, they MUST select the ‘Add Items To Cart’
button. Select the ‘Load Favorite Cart’ button if the user would like to order
from a saved catalog of items that is ordered on a regular basis. If this option
IS selected, the current catalog will be overwritten with the saved cart
(catalog).

23



Verify Order

Home
fe=y f=

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

Click State Abbreviation Lookup for State of Origin reference.

Case |Case Case |Actual State of Fund Source

ltem Code Description Contents [Price | Quantity | Cost | Origin State and Sna_ck funds are
no longer available for use
State Snack
14A02 ORANGE 113 CT 1/351LBCS **LOCAL GROWN *** |35LB $346 |3 $10.38 VA
Fed
14156 PEAR 20/2 LB BG 4018 $4.39 |4 $17.56 State - Snack
Fed
State Snack
14B42 RASPBERRIES 12/0.5 PT PG **LOCAL GROWN *** |1 CO $167 |2 $3.34 SC

Fed
Federal Dollars represent a shared pot of money controlled by BEDFORD, VA
State $ Federal $§ Snack $ Total Cost This Order
Starting Balance N/A $5,000.00 $0.00
Spent, Previous Orders |30.00 |$0.00 $0.00
Cost, This Order §0.00 |§31.28 §0.00 §31.28
Remaining Balance N/A $4,968.72 |30.00
| \“'/ Update Cart || \"’/ Empty Cart || \“'/ Save As Favorite Cart H \“'j Load Favorite Cart

85 ot sno & &
Continue Shopping “=wProceed To Checkout Home Menu

Now that you have added items to your cart, if you need to make changes prior
to check out, you need to make the changes on this page. Scroll to the bottom
and select the ‘Update Cart’ button. If you want to delete an item, zero out the
case quantity and select the ‘Update Cart’ button.

24



Bottom of Verify Page

The user has several options on this page. They can update the cart as

previously mentioned. They can start the ordering process over using the
‘Empty Cart’ button. They can save the cart as a favorite if the same items are

ordered on a regular basis. They can proceed to checkout, or continue
shopping to add items.

U R —~a=rTh e L LU S D EE R R 2

—————————— —ase

Ny 4542 RASFBERRIES - Te-o Pl PG LUCAL GRUWN SO [$187TZ $3IHTSC

Federal Dollars represent a shared pot of money controlled by BEDFORD, VA
State $ Federal $ Snack $ Total Cost This Order
Starting Balance NA  $5,000.00 |$0.00
Spent, Previous Orders [50.00 |$0.00 50.00
Cost, This Order $0.00 [831.28  [$0.00  |831.28
Remaining Balance ~ [NA  |$4,968.72 |$0.00

‘ 11E'T'fUpdate{Zart H \ﬂ'/EmptyCart H \“fSaveAsFavoriteCart H \“jLoadFavoriteCart ‘

Bonmesom | B h
Continue Shopping *==Proceed To Checkout Home Menu

25




Establish a Favorite Cart

FAVORS Web Welc BEDFORD MIDDLE
Home
Please enter the name you want to use for this favorite cart: N the Favorite cart here..

] . ' Ve S ‘ 7 L
Or choose one of the following buttons to cancel saving your current cart contents: 9cmm Shopping | . *v/fs@ Cant

If the Load Favorite cart option was selected on the previous page, this
screen will appear. Type the Name of the favorite cart, select the ‘Save
Cart’ button. It will take the user back to the Verify Order screen. 26




Higher Level Ordering Official
Favorite Cart

Save this Favorite Cart for who?

. . . For Use Only By The Selected School
CartName  Owner of Saved Cart  Overwrite Favorite Cart Delete Favorite Cart

Y FAVORITE CART BEDFORD ELEWENTARY DVERWRITE i urentat DELETE Far e Oy By s Coun

@ ForUse By This County and By All of is Schoals

| \ﬂ/SaveEan ‘

‘ Enter New Favorite Cart Hame ‘

‘ ﬁCnntmueShnppmg ‘

‘ ﬁhminue Shopping

‘HomeMenu

| ‘HnmeMenu H \nfsmcan ‘
‘ \“'/Shnw[]an

If you are a Higher Level Ordering Officials you will be prompted to identify who is authorized to use the
favorite cart that is being established.

1. The official has the ability to overwrite an existing favorite cart on the first page or enter a new
favorite cart. If you select the ‘Enter New Favorite Cart Name’ button you will be prompted with
screen #2.

2. Enter the appropriate authorization level, name the new cart and select the ‘Save Cart’ button to
save it. You can also cancel saving the cart contents by selecting the ‘Continue Shopping’ button.

27




. oad Favorite Cart

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

SAVED CARTS
Cart Name (Owner of Saved Cant
MELLOM MELLEMN SCH

Or, Select One of the Following Buttons to Cancel the Loading of a Favorite Cart:

ﬁl:ontinue Shopping .Home [ E=Talh | 11‘“'5; Shovey Cart

As an individual user, if you selected the ‘Load Favorite Cart’ button on the
bottom of the Verify Order Screen, this is the screen that you will see. Select

the name of the favorite cart to see the items that are ordered on a regular
basis.

28



Proceed To Checkout!

You have requested the following items for delivery on
Please review this listing and click on "Confirm Order" below to confirm this order.

THIS ORDER IS NOT PLACED UNTIL CONFIRMED BELOW!!!

Case |Case Case Actual State of Fund

e Contents Price Quantity  Cost | Origin |Source
14J04 HONEYDEW CHL CHUNKS 1/5LB BG 5LB $5.33 1 $5.33 Federal
14B42 RASPBERRIES 12/05 PT PG *** LOCAL GROWN *** |1 CO $1.67 1 $1.67 Federal
14F13 TANGERINE FALL GLOW 100 CT, 1/351b cs 35LB $2.30 1 $2.30 Federal

State funds subtotal = $0.00
Federal funds subtotal = §9.30

Select [$ Confirm Order] Snack funds subtotal = $0.00

‘\ Total cost = $9.30

| W H

&= ﬁ
==Confirm Order % Show Cart Continue Shopping ‘

On the bottom of the Verify Page select the ‘Proceed to Checkout’
button. Verify all data (items, quantity, fund source, etc.) are correct.
Please take note of the funds expended on this order. Select the ‘3
Confirm Order’ button.

Home
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Confirmation Page

THANK YOU! YOUR ORDER HAS BEEN PLACED!

Your Order Confirmation Number Remains:
Your Requested Delivery Date is:

Ordered on:
(Use your browser's print button to print a hardcopy of your order.)

ORDER SUMMARY FOR YVAG620

Case
item Code Description Contants Prics OTder (ol e |Source
Quantity
14J04 HONEYDEW CHL CHUNKS 1/5 LB BG 5LB $5.33 1 $5.33 Federal
14B42 RASPBERRIES 12/0.5 PT PG 1CO $1.67 1 $1.67 Federal
14F13 TANGERINE FALL GLOW 100 CT, 1/351bcs 35LB $2.30 1 $2.30 Federal

State funds subtotal = $0.00
Federal funds subtotal = $9.30
Snack funds subtotal = $0.00
Total cost = $9.30

‘ OOrder Again For Same 5School H [@select A Different School H .Home Menu H {?Log Off ‘

Home

The Order for RDD 05/13/2015 is complete. Make note of the
Confirmation Number and print a copy of the order by selecting the little
printer button at the top right hand portion of the browser tool bar.
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Change or Delete a Pending
Order

'Please select one of the following options:

View Latest Product News Flashes

Place a New Order

— Change or Delete a Pending Order | <@——@

Viiew an Order

Select a different school.

Display Current Fund Balances

Log out / Return to Main Portal

Contact FFAVORS Help Desk

- Go back to the ordering menu by selecting the ‘Home Menu’ link.
 Select the ‘Change or Delete a Pending Order’ link.
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Select an Order Change or
Delete

Fri 01/09/2015 ~ View Order

249778759 v | View Order

Choose a Requested Delivery Date (RDD) or a Confirmation number to change
or delete a pending order. Select the ‘View Order’ button once the selection
has been made.
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Modify An Order

Case |Case Case |Actual State of Fund

B Sy [EEeEipiET Contents Price Quantity | Cost | Origin Source
14B44 BLUBERRIES 12/1 PT PG 1/10LB CS **LOCAL GROWN *** |1 CO $1.99 |2 $398 AK Federal
14403 CANTALOUPE CHL CHUNK 5 LB BG 5LB $1.32 2 52 64 Federal
14J04 HONEYDEW CHL CHUNKS 1/5 LB BG 5LB $5.33 |2 $10.66 Federal
14A02 ORANGE 113 CT 1/35LB CS ***LOCAL GROWN *** 35 LB $3.46 1 $3.46 VA Federal

State funds subtotal = $0.00
Federal funds subtotal = $20.74
Snack funds subtotal = $0.00
Total cost = $20.74

| ~ ®=>Delete Order |

/»".
H Modify Order 4—.
| ‘ Home Menu |

Select an Order from the previous menu screen. Then select the ‘Modify Order’
button. Users cannot modify an order within 72 hours of the Requested Delivery

Date unless it is an emergency, and then the Account Specialist must be

contacted.
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Modify (cont.

h=

Home

7

If you make changes here, you MUST click "Update Cart” for them to take effect.

State Abbreviation Lookup

Case |Case| Case |Actual State of Fund Source

Item Code Description Contents |Price | Quantity | Cost | Origin State and Sna_ck funds are
no longer available for use
State Snack
14B44 BLUBERRIES 12/1 PTPG 1/10LB CS *** LOCAL GROWN *** [1 CO s1.0p | 2 $3.98| AK
Fed
1403 CANTALOUPE CHL CHUNK 5 LB BG 518 $13p| 2 $2.64 SEB L B
Fed
14J04 HONEYDEW CHL CHUNKS 1/5 LB BG 5LB s5.3p | 2 510.66 State - Snack
Fed
State Snack
14402 ORANGE 113 CT 1/35LB CS *** LOCAL GROWN *** 35LB $3.4F 1 $3.46| VA
\ J Fed

State $ Federal $ Snack $ | Total Cost This Order

Starting Balance IN/A $5,000.00 |$0.00
Spent, Previous Orders |50.00 $16.81 50.00
Cost, This Order $0.00 $20.74 $0.00 $20.74
Remaining Balance MN/A $4,962.45 |$0.00
| \H'E'/ Update Cart || \E?/ Empty Cart || \H'E'/ Save As Favorite Cart || \H'E/ Load Favorite Cart |
.=
| ﬁContinue Shopping || :-;‘Proceed To Checkout || - Home Menu

Modify the ‘Case Quantity’ box to make changes to the pending order and scroll
down to the bottom of the page. Select the ‘Update Cart’ button to confirm the
changes are made.
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Modify (cont.

Home

7 7

If you make changes here, you MUST click "Update Cart" for them to take effect.

State Abbreviation Lookup

Case Casg

Actual State of Fund Source 1 Increased Qty

Item Code Description Contents |Pricd | Quantity |[Cost | Origin State and Sna_ck funds are
no longer available for use
State Snack
14844 BLUBERRIES 12/1 PTPG 1/10LB CS ***LOCAL GROWN *** |1 CO $1.99 $3.98 AK
Fed
14J03 CANTALOUPE GHL CHUNK 5 LB BG 51B $1.32| 2 $2.64 State  Snack
Fed
14J04 HONEYDEW CHL CHUNKS 1/5 LB BG 518 $533 2 $10.66 State  Snack
Fed
State Snack
14A02 ORANGE 113 CT 1/36LB CS **LOCAL GROWN *** 35 LB $3.46 | 1 $3.46 VA
Fed
State $ Federal $ |Snack $ | Total Cost This Order
Starting Balance NIA $5,000.00 |$0.00
Spent, Previous Orders [$0.00 |$16.81 $0.00
Cost, This Order $0.00 [520.74 $0.00 $20.74

2 Select ‘Update Cart’ |RemainingBalance  |NIA  [$4,962.45 [$0.00

3 Select ‘Proceed to Checkout’

‘ \EEJ Update Cart H \“’/ Empty Cart H lﬁﬂj Save As Favo

& SE h
Continue Shopping =-=Proceed To Checkout Home Menu
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Confirm Modifications

Home

THIS ORDER IS NOT PLACED UNTIL CONFIRMED BELOW!!!

Case |Case Case |Actual State of Fund

ST LEDERT Contents |Price |Quantity | Cost | Origin |Source
14B44 BLUBERRIES 12/1 FTPG 1/10LB CS **LOCAL GROWN *** |1 CO $199 4 $7.96 AK  |Federal
14J03 CANTALOUPE CHL CHUNK 5 LB BG 5LB §132 2 $2 64 Federal
14J04 HONEYDEW CHL CHUNKS 1/5 LB BG LB $6533 2 $10.66 Federal
14A02 ORANGE 113CT 1/35LBCS **LOCAL GROWN *** 35 1B $3.46 |1 $3.46 VA Federal

State funds subtotal = $0.00
Federal funds subtotal = $24.72
~ack funds subtotal = $0.00

Final step is to select ‘$ Confirm Order’ Total cost = $24 72
l ﬁConﬂrm Order ” \FH/ Show Cart H ﬁ{:ominue Shopping
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Modified Confirmation #

Case

Item Code Description Sl Ca_se Order e sta.te. o
Contents Price Quantity Cost Origin Source
14B44 BLUBERRIES 12/1 PTPG 11M0LB CS |1 CO $1.99 4 §796 AK  |Federal
14J03 CANTALOUPE CHL CHUNK5LBBG |5LB $1.32 |2 $2.64 Federal
14J04 HONEYDEW CHL CHUNKS 1/5 LB BG |5 LB $5.33 |2 $10.66 Federal
14A02 ORANGE 113 CT 1/35 LB CS 35LB $346 1 $346 VA |Federal
State funds subtotal = $0.00
Federal funds subtotal = $24.72
Snack funds subtotal = $0.00
Total cost = $24.72
‘ OOrder Again For Same School H %Se\emﬁx Different School H .Home Menu H }{?Log Off ‘

Home

Take note of the Confirmation Number and print a copy of the revised
order.

3
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Delete An Order

Case |Case| Case |Actual State of Fund

T HEE EEEEEEr Contents Price Quantity | Cost | Origin |Source
14844 BLUBERRIES 1211 PT PG 110 LB CS *** LOCAL GROWN *** |1 CO $199 |4 $7 96 AK Federal
14J03 CANTALOUPE CHL CHUNK 5 LB BG 5LB $1.32 |2 $2.64 Federal
14J04 HONEYDEW CHL CHUNKS 1/5 LB BG 5LB $5.33 |2 $10.66 Federal
14A02 ORAMNGE 113 CT 1/35LB CS *** LOCAL GROWN *** 3518 $3.46 1 $3.46 VA Federal

State funds subtotal = $0.00
Federal funds subtotal = $24.72
Snack funds subtotal = $0.00
Total cost = $24.72

L
‘—> < e=Delete Order 4—.

| dl”

Modify Order |

| .Homemenu ‘

To delete an order, select ‘Change or Delete a Pending Order’ link from the
main Order/Receipt menu. Select either an Order Confirmation number or
a Requested Delivery Date (RDD). Use this screen to confirm this is the
order that needs to be deleted. Then select the ‘Delete Order’ button. An
order can not be deleted within 72 hours of the Required Delivery Date
without contacting the Account Specialist.
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Confirm Deletion

Select the ‘Yes’ or ‘No’ button
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Return To Main Portal

FFAVORS Web Welcomes

Home

‘Please select one of the following options:

View Latest Product News Flashes

Place a New Order
Change or Delete a Pending Order

View an Order

Select a different school.

Display Current Fund Balances

._> Log out / Return to Main Portal 4_’

Contact FFAVORS Help Desk

This option will allow the user to log out of the ‘Order Process’ and return the
user to the ‘Main Menu/Portal’ page where the user can log out of the
system.

DO NOT use the “X” in the upper Right hand corner to loq out of the system.
If the user improperly selects “X” to loqg out it will take 20 minutes before the
system will allow access again.

40




View an Order

Help Logout

1 1) )
S
Date: Wednesday, May 13, 2015

Customer Homepage Last Login: Tuesday, May 12, 2015 12:07:15 PM

Welcome, BEDFORD, VA

Please select from the following options:

Orders Please Read (updated on 6/28/15)
QOrders
Receipts 4—‘ The following changes have been made in FFAVORS:
View an Order

Email Account Specialist
Product News Flashes
Current Fund Balances

« 'Orders’ link has been renamed (previously *Orders and Receipts”)

= ‘Receipts’ link has been renamed (previously "Edit Receipts”)

« The 'Product News Flashes” and 'Email Account Specialist’ links have been moved

to this main menu page.
Usage Reports

Budget Balance/Spent « 'Current Fund Balances’ is available from both this main menu page, as well as its
Catalog original location under the new "Orders’ link.

« FFAVORS will NOT allow a new order to be placed if there is an order that has not
been receipted within the designated 7 calendar days after delivery date. A message
will appear to the right of the *‘Receipts’ link if/when there are receipts to edit.

If you hawve questions, please ask your FFAVORS account representative or email
the FFAVORS help desk.

To view an order that has been placed, select the ‘View an Order’ link
from either the main menu page or the menu within Orders.
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View an Order (cont.)

Home Hilg Logoit

Biate: Tuesday, May 05, 2015
Eeit Recepts
bt BEDFORD, VA Ordering for BEDFORD ELEMENTARY
Current Fund
Balandes
Please select an order to VIEW
Emai Agcount -
‘Specisiat Requested Dellvery Date : -
Solict iy Diffiriant
Wed 1/21/2005
Qustormer Fri 1/16/2015
Tisx L2015
e e Fraons
e Mon 1/5/2015
Fri 2782013
e 2o
Tue 1292013
Fri 1/25/2013
Wed LI23/2003
Pebn 172112003

Select the RDD to view placed orders.
The left navigation bar can also be used to navigate to different

screens.
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View an Order (cont.

Home Help Logout

Edit Receipts

BEDFORD, VA Ordering for BEDFORD ELEMENTARY

Date: Tuesday, May 05, 2015

Product News Flashes

Current Fund
Balances

Email Account
Specialist

Select a Different
‘Customer

Remove customer
lock and return to
home page

Please select an order to VIEW

Requested Delivery Date :

Fri 1/9/2015

View Order Detail

(=]

IOrder Summary For: YVAGZ0
IOrder Confirmation Number: 249778759
Requested Delivery Date: 01,/09/2015
IOrder Date: 12/31/2014
[Order Receipt Date: 01/13/2015

Click State Abbreviation Lookup for State of Origin reference.

Item Description Case Case Case Order Case Receipt Actual State Of Fund
Code P Contents Price Qty Qty Cost Origin Source
BLUBERRIES 12/1 PT PG 1/10 LB
14844 cs 1Co $1.99 4 4 $7.96 AK Federal
*** JOCAL GROWN ***
14303 |CANTALOUPE CHL CHUNK 5 LB BG 5LB $1.32 2 2 $2.64 Federal
143104 HONEYDEW CHé‘GCHUNKS i/sLe 5LB $5.33 2 2 $10.66 Federal
14A02 OE&E(;EOE;BLC;;(;?;‘S,;B*% 35 LB $3.46 1 2 $6.92 VA Federal

State funds subtotal $0.00
Federal funds subtotal $28.18
Snack funds subtotal $0.00
|Total Cost $28.18

The order details are displayed to the user and they have the option to
print the order.
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Customer Homepage

Welcome, BEDFORD, VA

Please select from the following options:

Receipts

Date: Wednesday, May 13, 2015

Last Login: Wednesday, May 13, 2015 9:28:04 AM

Past Due Receipts message

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

‘

L]
Orders

‘—_> Receipts ** You hawve receipts that are due now **

View an Order

Please Read (updated on 6/28/15)

The following changes have been made in FFAVORS:

*Orders’ link has been renamed (previously "Orders and Receipts’)

Email Account Specialist

Product News Flashes .
Current Fund Balances ReCGIDtS Due messaqe "Receipts’ link has been renamed (previously "Edit Receipts”)

Usage Reports
Budget Balance/Spent

Catalog

« The ‘Product News Flashes” and 'Email Account Specialist” links have been moved
to this main menu page.

“Current Fund Balances’ is available from both this main menu page, as well as its
original location under the new "Orders’ link.

« FFAVORS will NOT allow a new order to be placed if there is an order that has not
been receipted within the designated 7 calendar days after delivery date. A message
will appear to the right of the "Receipts’ link iffwhen there are receipts to edit.

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

To edit a receipt, select the ‘Receipts’ link. The Past Due Receipts message at
the top of the main portal page indicates that no orders can be placed until the
Past Due receipts are processed. The Receipts Due message indicates that
there are receipts ready to be processed. Orders are considered Past Due if
they have not been receipted by the 7™ day after the scheduled RDD.
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Select An Order To Recelpt

Home Help Logout

Date: Friday, June 19, 2015
Receipts
Receipts are "Past Due’ if not receipted within 7 calendar days of RDD
CUSTOMER CODE CUSTOMER NAME RDD CALENDAR DAYS PAST RDD RECEIPT DT RECEIPTED BY
11
YVA620 BEDFORD ELEMENTARY 6/8/2015 Vendor has not Accepted
- 9
YVA620 BEDFORD ELEMENTARY 6/10/2015 P —
Edit YVAG20 BEDFORD ELEMENTARY 6/15/2015 4 6/18/2015 11:54:34 AM TODD SIXEAUTH
Edit YVA635 BEDFORD MIDDLE 6/15/2015 4

Select the receipt to edit.

Return to Main Menu
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Edit Receipts

BEDFORD, VA Ordering for BEDFORD ELEMENTARY

View an Order

Product News Flashes

Edit Receipt
Current Fund

Balances
Edit Receipt Detail
Email Account Order Summary For: YWVABZ0
Specialist Order Confirmation Number: 537196268
Requested Delivery Date: 05/13/2015
Select a Different Order Date: 05/07/2015
Customer
Remove customer Review receipt quantities, change quantity/reason on line items as necessary, and select
lock and return to 'PROCESS Pending Receipt' button.
home page

1. Enter quantity change

Item D ipti Case Case Case Case Receipt| Receipt Fund S Re
Code escription Contents | Price |Order Q‘lf Qry Cost un ourci: Difference
HONEYDEW CHL CHUNKS l d >
14304 1/5 LB BG 5 LB $5.33 1 1 ) $5.33 Federal /A j,
RASPBERRIES 12/0.5 PT
14B42 PG 1 Co $1.67 1 1 $1.67 Federal N/A =]
FEH OCAL GROWN *+%
14F13 TA':gERCIPEL':?;"TbG":fW 35 LB $2.30 1 1 $2.30 Federal . ,
2. Enter the correct ‘Reason
Federal Dollars represent a shared pot of money controlled by BEDFORD, VA
[ |[ State $ || Federal $ |[ Total Cost, This Receipted Order |
[ Starting Balance || $0.00][  $5,000.00]
| Spent, Previous Orders || $0.00 || $140.06 |
Cost, This Receipted Order $0.00 $9.30][ $9.30]
Remaining Balance $0.00 $4,850.64
3. Select to complete the Receipting step| [ Process pending Recept |

| Go Back to the List of Receipts |

1. Make any changes in the ‘Case Receipt Qty’ column.
2. Select a reason in the ‘Reason for Receipt Qty Difference’ column.
3. Select the ‘PROCESS Pending Receipt’ button.
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View an Order

Receipt Saved

Product Mews Flashes

Receipt was successfully updated.

Current Fund
Balances

BEDFORD, VA Ordering for BEDFORD ELEMENTARY

Email Account
Specialist

Select a Different
Customer

Remove customer
lock and return to
home page

Edit Receipt

Edit Receipt Detail

Order Summary For: YVAB20
Order Confirmation Number: 537196268
Requested Delivery Date: 05/13/2015
Order Date: 05/07/2015

Item Description Case Case Case Case Receipt| Receipt Fund Source] Reason for Receipt Qty
Code P Contents Price |[Order Qty Qty Cost Difference
HONEYDEW CHL CHUNKS -
14304 1/5 LB BG 5 LB $5.33 1 $0.00 Federal
RASPBERRIES 12/0.5 PT
14B42 PG 1 CO $1.67 1 $1.67 Federal -
FERFOCAL GROWIW *5¥*
TANGERINE FALL GLOW -
14F13 100 CT, 1/35 Ib cs 35LB $2.30 1 $2.30 Federal

This order was receipted on 6/3/2015 10:41:31 AM CT.

Federal Dollars represent a shared pot of money controlled by BEDFORD, VA

State $ Federal $ Total Cost, This Receipted Order
Starting Balance $0.00 $5,000.00
Spent, Previous Orders $0.00 £$140.06
Cost, This Receipted Order $0.00 $3.97 $3.97 |
[ Remaining Balance || $0.00][  $4,855.97]

| Go Back to the List of Receipts |

Processed receipt can be printed. The User can go back to the list of

receipts or select other options on the left navigation bar. When finished,

select the ‘Remove customer lock’ link to remove locking.
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Current Fund Balances

Help Logout

Date: Wednesday, May 13, 2015
CuStomer Homepage Last Login: Tuesday, May 12, 2015 12:07:15 PM

Welcome, BEDFORD, VA

Please select from the following options:

Orders Please Read (updated on 6/28/15)
Orders
Receipts The following changes have been made in FFAVORS:
View an Order
Email Account Specialist -

‘Orders’ link has been renamed (previously 'Orders and Receipts”)
Product News Flashes

> Current Fund Balances + 'Receipts’ link has been renamed (previously 'Edit Receipts”)

» The ‘Product News Flashes’ and *Email Account Specialist’ links have been moved

to this main menu page.
Usage Reports

Budget Balance/Spent = 'Current Fund Balances’ is available from both this main menu page, as well as its
Catalog original location under the new "Orders’ link.

« FFAVORS will NOT allow a new order to be placed if there is an order that has not
been receipted within the designated 7 calendar days after delivery date. A message
will appear to the right of the ‘Receipts’ link if/when there are receipts to edit.

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

To view the funding status select the ‘Current Fund Balances’ link on main
menu page or ‘Display Current Fund Balances’ link in Orders.
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Current Fund Balances

Home Help Logout

Date: Tuesday, May 12, 2015

BEDFORD ELEMENTARY BALANCES

Federal Dollars represent a shared pot of money controlled by BEDFORD, VA

STATE § FEDERAL SNACK § TOTAL COST THIS ORDER
Starting Balance $0.00 §5,000.00 $0.00
Spent, Previous Orders $0.00 $136.29 $0.00
Cost, This Order $0.00 $0.00 $0.00 $0.00
Remaining Balance $0.00 $4,863.71 $0.00

Contact FFAVORS Help Desk

This screen displays the estimated funds that are available. The numbers
may represent a shared pot of money depending on how the budget is set

up.
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E-Mail Account Specialist

Help Logout

Customer Homepage

Welcome, BEDFORD, VA

Please select from the following options:

Orders
Receipts

View an Order
H Email Account Specialist
Product News Flashes
Current Fund Balances

Usage Reports

Budget Balance/Spent
Catalog

Date: Wednesday, May 13, 2015

Last Login: Tuesday, May 12, 2015 12:07:15 PM

Please Read (updated on 6/28/15)

The following changes have been made in FFAVORS:
« 'Orders’ link has been renamed (previously *Orders and Receipts’)
+« '‘Receipts’ link has been renamed (previously "Edit Receipts”)

= The 'Product News Flashes” and "Email Account Specialist” links have been moved
to this main menu page.

« ‘Current Fund Balances’ is available from both this main menu page, as well as its
original location under the new "Orders’ link.

« FFAVORS will NOT allow a new order to be placed if there is an order that has not
been receipted within the designated 7 calendar days after delivery date. A message
will appear to the right of the *Receipts’ link if/when there are receipts to edit.

If you hawve questions, please ask your FFAVORS account representative or email
the FFAVORS help desk.

If the User is having a problem or there is a need to contact the DLA

Account Specialist you can select this on the main menu. You can also
select the Contact FFAVORS Help Desk link that is available on most

pages.
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Reports

Help Logout

ST
I

Date: Wednesday, May 13, 2015

Customer Homepage Last Login: Tuesday, May 12, 2015 8:08:32 AM

Welcome, BEDFORD ELEMENTARY

Please select from the following options:

p— Please Read (updated on 6/28/15)
Orders
Receipts The following changes have been made in FFAVORS:
View an Order
Email Account Specialist + ‘Orders’ link has been renamed (previously ‘Orders and Receipts’)
Product News Flashes
Current Fund Balances + ‘Receipts’ link has been renamed (previously 'Edit Receipts”)

« The ‘Product News Flashes’ and ‘Email Account Specialist” links have been moved

to this main menu page.
Usage Reports

Budget Balance/Spent « “Current Fund Balances’ is available from both this main menu page, as well as its
Catalog original location under the new *Orders’ link.

= FFAVORS will MOT allow a new order to be placed if there is an order that has not
been receipted within the designated 7 calendar days after delivery date. A message
will appear to the right of the ‘Receipts’ link iffwhen there are receipts to edit.

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

Contact FFAVORS Help Desk

The user can select from Usage Reports, Budget Balance/Spent and Catalog
reports by selecting the appropriate link on the main portal page.
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Usage Reports

Home Help Logout

Date: Tuesday, January 06, 2015

Usage Report

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

Report Type: © Detail
O Summary
* RDD Start Date: #5 Select or enter a date in mm /dd/yyyy format (on or after 01/01/2012)
* RDD End Date: #E Select or enter a date in mm/dd/yyyy format

* Denotes a Required Field

l View Report l l Report Help l

Contact FFAVORS Help Desk

» ‘Detail’ report is the default. Select ‘Summary’ for a summary usage report.

« RDD Start and End dates are required.

« Select the ‘View Report’ button to run the report. Select ‘Report Help’ to view
instructions on viewing, navigating, printing and exporting the report.
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Sample Detail repor

) =3 | [T Parameters T4 Group Tree _H 2 [00% L] | @t CRYSTAL REPORTS'

Main Report ‘

Date range: 1/1/2014 to 1/31/2015

State name District code District name Fund code Customer code  Customer name

VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY E
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY
VA OVAD44 BEDFORD, VA FED YVAG20 BEDFORD ELEMENTARY

A Detalil report contains detailed order line item information for each order
based on the selected date range entered.




Sample Summary report

= AE| Parametersﬁj Group Tree H S|100% |- | ‘,jﬁ

Date range: 1/1/2014 to 1/31/2015

State name District code District name u Customer code Customer name
VA QVA044 BEDFORD, VA FED YVAB20 BEDFORD ELEMENTARY

A Summary report contains one summary line with total dollar value for
the selected date range entered.
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Budget/Balance Spent report

Home Help Logout

Date: Tuesday, January 06, 2015

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.

* Budget Year: July 2014 - June 2015 E

* Denotes a Required Field

[ View Report ] ‘ Report Help ‘

Contact FFAVORS Help Desk

» Select the ‘Budget Year’ date range.

« Default is the current budget year.

» Select the ‘View Report’ button to run the report. Select ‘Report Help’
to view instructions on viewing, navigating, printing and exporting the
report.
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Sample Budget/Balance Spent

eeeeeeeeeeeeeeeeeeeeeeee

444444

A summary report contains one summary line with total dollar value for
the selected date range entered.
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Catalog report

Home Help Logout

Date: Touesday, Febvuary 10, 2015

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: >

* Denotes a Required Field Sunday, Feb 08, 2015
Sunday, Feb 01, 2015
‘Sunday, Jan 25, 2015
* T Sunday, Jan 18, 2015 @
Sunday, Jan 11, 2015
I <o Jon 03 2015
Sunday, Dec 28, 2014 :
Sunday, Mar 31, 2013
Sunday, Mar 24, 2013
Sunday, Mar 17, 2013
Sunday, Mar 10, 2013
Sunday, Mar 03, 2013
Sunday, Feb 24, 2013
Sunday, Feb 10, 2013
Sunday, Feb 03, 2013
Sunday, Jan 27, 2013
Sunday, Jan 20, 2013
Sunday, Jan 13, 2013
Sunday, Dec 30, 2012
Sunday, Dec 23, 2012
Sunday, Dec 16, 2012

« Select a valid ‘Catalog Effective’ date from the drop down box.

» Select the ‘View Report’ button to run the report. Select ‘Report Help’ to
view instructions on viewing, navigating, printing and exporting the
report.
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Sample Cataloqg repor

@ <3 | T3 Parameters |72 Group Tree H S 00% .| | 3% CRYSTAL REPORTS'

Main Report |

USDA-GARDEN SPM300-13-US123 01/04/2013

ltem Code Item Description Unit of Issue Units Per Case  Source of Supply  State of Origin Price
14A08 BANANA 1-A PUERTQ RICO GROWN LB 1 CONUS wv 115
14B44 BLUBERRIES 12/1 PT PG 1/10LB CS co 1 LOCAL AK 1.99
14J03 CANTALOUPE CHL CHUNK 5 LB BG LB 5 CONUS 1.32
14J04 HONEYDEW CHL CHUNKS 1/5LB BG LB 5 CONUS 533
14A02 ORANGE 113 CT 1/35LB CS LB 35 LOCAL VA 346
14157 PEAR 12/3 LB BG LB 36 CONUS 356
14156 PEAR 20/2 LB BG LB 40 CONUS 4.39
14178 PINEAPPLE 5 CT 1/40 LB CS LB 40 CONUS VA 241 3
14B42 RASPBERRIES 12/0.5 PT PG co 1 LOCAL SC 1.67
14F13 TANGERINE FALL GLOW 100 CT, 1/35Ib cs LB 35 CONUS KY 230

The Catalog report contains a list of all of the items on the catalog.
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0g Out Steps

Help Logout

Date: Wednesday, May 13, 2015
Customer Homepage Last Login: Tuesday, May 12, 2015 12:07:15 PM
Welcome, BEDFORD, VA

Please select from the following options:

Orders Please Read (updated on 6/28/15)

Orders

Receipts

View an Order

Email Account Specialist
Product Mews Flashes
Current Fund Balances

The following changes have been made in FFAVORS:
« ‘Orders’ link has been renamed (previously "Orders and Receipts’)

« “Receipts’ link has been renamed (previously 'Edit Receipts”)

+« The 'Product News Flashes” and 'Email Account Specialist’ links have been moved

to this main menu page.
Usage Reports
Budget Balance/Spent -

*Current Fund Balances’ is available from both this main menu page, as well as its
Catalog

original location under the new "Orders’ link.

« FFAVORS will NOT allow a new order to be placed if there is an order that has not
been receipted within the designated 7 calendar days after delivery date. A message
will appear to the right of the "Receipts’ link if/when there are receipts to edit.

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

Desk

The User can log out of the system using the Logout link in the top right-hand
corner of the Main Menu/Portal page.

The Help link displays this user manual.
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Log out (cont.)

Message from webpage

[9} Are you sure you want to log off?

| Ok | | Cancel

Then the prompt to inform
user that the browser
window will close.

= First prompt will ensure you want to
log off the site.
|
I |
Message from webpage &3

For security reasons, your browser window will close automatically. —

—
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