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Select or copy this address to your browser: 

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

Select link: Log into 

FFAVORS web 



FFAVORS Login 
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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 email 

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.   
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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. 
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Agreement Screen 

Select Yes! 
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Registration Screen 

Select Register 
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What Can I 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 
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Higher Level Ordering Authority 

Menu 

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. 
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Order as the Higher Level Ordering 

Official 

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.) 

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. 
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Select a customer 

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

of. 
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Order as a customer Menu 

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



14 

Customer Menu 

Once a user gets to this point in the process, the screens will be the same 

for all users who will be ordering. 
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Go Shopping! 

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



Rules for Ordering 
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• 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 28th 

• Delivery dates are Monday – Friday (no week-end deliveries) 

• In this example, available RDDs are 28th and 31st – 4th  
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Rules for Ordering (cont.) 

• In this example, the first available RDD is the 2nd  

• The 28th, 31st and 1st are blocked out due to the 3 business day prep rule 

• Orders can be placed for delivery for the 2nd, 3rd or 4th  
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Select a Required Delivery Date 

(RDD) 

1. Select RDD from dropdown 

2. Select ‘Go Shopping’ 
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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 
Item 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  
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To View Complete Catalog 

To view the complete catalog, select the ‘Show Catalog’ button and keep 

the search text box blank. 
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Order Via Catalog 

Funding Information  

How many do 

you need?      

 

Place the # in 

each box.       

Federal Funds can = Shared Dollars 
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Funding and the Order Process 

Notes about Funding: 
1. At the 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 Information Box: 
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Funding  and the  Order Process 

(cont.) 

 

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). 
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Verify Order 

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. 
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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. 
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Establish a Favorite Cart 

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. 
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Higher Level Ordering  Official 

Favorite Cart 

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. 

1. 
2. 
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Load Favorite 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. 
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Proceed To Checkout! 

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 ‘$ 

Confirm Order’ button. 

Select [$ Confirm Order] 
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Confirmation Page 

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 

• 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 

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 

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.) 

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.) 

1 Increased Qty 

3 Select ‘Proceed to Checkout’ 

2 Select ‘Update Cart’ 
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Confirm Modifications 

Final step is to select ‘$ Confirm Order’ 
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Modified Confirmation # 

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

order. 
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Delete An Order 

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 

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 log out of the system.  

If the user improperly selects “X” to log out it will take 20 minutes before the 

system will allow access again.  



View an Order 
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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. 



View an Order (cont.) 
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Select the RDD to view placed orders. 

The left navigation bar can also be used to navigate to different 

screens. 



View an Order (cont.) 
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The order details are displayed to the user and they have the option to 

print the order. 
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Receipts 

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 7th day after the scheduled RDD. 

Past Due Receipts message 

Receipts Due message 
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Select An Order To Receipt 

Select the receipt to edit. 
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Edit 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. 

1. Enter quantity change 

2. Enter the correct ‘Reason’ 

3. Select to complete the Receipting step 
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Receipt Saved 

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 

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 

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 

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. 



Reports 
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The user can select from Usage Reports, Budget Balance/Spent and Catalog 

reports by selecting the appropriate link on the main portal page. 



Usage Reports 
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• ‘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.  



Sample Detail report 
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A Detail report contains detailed order line item information for each order 

based on the selected date range entered. 



Sample Summary report 
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A Summary report contains one summary line with total dollar value for 

the selected date range entered. 



Budget/Balance Spent report 
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• 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.  



Sample Budget/Balance Spent 

report 
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A summary report contains one summary line with total dollar value for 

the selected date range entered. 



Catalog report 
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• 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.  



Sample Catalog report 
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The Catalog report contains a list of all of the items on the catalog. 
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Log Out Steps 

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. 



 Log out (cont.) 

60 

First prompt will ensure you want to 

log off the site. 

Then the prompt to inform 

user that the browser 

window will close.   


