lowa Food Bank Association

AMERICA

Welcometothd ! / 1 t C2 2 R onlin® ard&nNdg gystexdDThis ordering system
allows users to:

view upto-the-minute inventory lists;
place an order;

schedule a pickip;

receive order confirmation;

submit monthly reportsand

submit retail pick p items

= =4 =4 4 -4 -

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

Agency log in informationyou will need this information every time you wish to log
into the system:

1 Web Addresswww.ha@p.org

9 Agency Ref270-A

9 Username 270AMC

9 Password:270linn
HACAP Food Reservoir

3197391536
www.hacap.org



http://www.hacap.org/
http://www.hacap.org/
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GETTING STARTHOIDGGING IN

Go towww.hacap.or@gnd clickotK S f Ay 1 2y GKS K2YLI}I 3IS dal !l /1t C22
h NR S NFrofitkere, seledhe linkHACAP Food Reserv@nline Orderingo take you to
the login screen.

Or: Go tovww.hacap.organd click onthe linkonthenew G+ o® / t AO01 al! /1t C22R
hytfAyS hNRSNAYy3IE D CECINEBAY FobdkRedel@nling Siledigdtakié K S € A y ]
you to the login screen.

*PLEASE NOTE: Our website will be changing in the future, an update on how to access the
ordering systenfrom the website will be sent out to you once the change has happened.

An easy way to access the ordering system is to make a shortcut to the site on your desktop.

Login

Agency Ref: || |
Username: | |
|

Password: |

| Login |

Vi02.01.00.0046

The login screen as it will appear after clicking the link. EnterAgency ReferencdJsername
andPassword TheAgency Referencesyour four digit agency numbaevith the hyphen
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(ex:100A). YourUsernameandPasswordvere mailed in an informational letteas well as
your Agency ReferenceShould you forget either yolrsernameor Password please contact
Angie Albright aB19-739-00200r aalbright@hacap.org

Logged as: 242A85| My Agency | Logout | Help

N )
m Orders Statistics  Other Agency Info @ Order Entry
Home
Home | Your Cart
Welcome to HACAP online ordering system Notable Links

HACAP
Cultivate Iowa
Iowa Food Bank Association

We hope you enjoy the system as much as we do

=*If you see any information that is incorrect, please go to www.hacap.org for an Agency Record Update Form.=*
Directions to form:

Click on Programs, click Health and Nutrition, and click Food Reservoir

On the left hand side of the page, choose Agency Partner of the appropriate county

The form is a pdf form: Agency Record Update Form

You will now be logged into your agency home page. Please check the home page when you log
on for messages from tHdACAP FoodeRervoir.

Click the gree®rder Entrybutton at the top of the pagéo begin your order.
SCHEDULING

It is on this screen that you can print out a copy of the current inventory by clieking
Shopping List.

TheShipping Option Methodand Locationwill automatically populate based on your master
agency file. Daot change the default entries. The system will default to the &ixstilable

pickup date To choose another dayclick the calendar icon to view what is available and select
your desired pickp date.


mailto:aalbright@hacap.org
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Home Statistics  Other Agency Info @()I’del’ Ent
Print Shopping List

Shipping Option

Method: Pickup

Location: [Dock- Pick-up v]

Date: [11/16/2017 i ]

Time: [12:00 PM - 12:15PM ~]

Message from Food Bank: We are closed the following days:
Thursday, November 23, 2017 to Friday, November 24, 2017 for Thanksgiving
Friday, November 24, 2017 for Thanksgiving
NOTE: You cannot change shipping options once you dick Continue. You must Cancel Order if you need to select different shipping options.

After the date has been selected you will use thiep down arrow iriTimeto choose your

pickup time. Only available pickup dates and time slots will appear as options. If a pickup date
or time is not shown, that time is not available tdedule. Note: the HACAP Food Reservoir is
closedat noon on Friday

i~ B v = ® v Pagev Safetyv Tooks~ (@

Logged as: 2424ES| My Agency | Logout | Help

R https://food.hacap.org/PrimariusWW/app/setorde O ~ @ & | B Primarius Web Window X

Home m Statistics  Other Agency Info ©0rder Entry
Print Shopping List 8:00 AM - 8:15 AM
8:15 AM - 8:30 AM
.- . 8:30 AM - 8:45 AM
Shipping Option 845 AM - 0:00 AM
Method: 10:45 AM - 11:00 AM
. 11:00 AM - 11:15 AM
Location: 11315 AM - 11130 AM
Date: 11:30 AM - 11:45 AM =
11:45 AM - 12:00 PM
Time: 12:00 PM - 12:15 PM

12:15PM - 12:30 PM
12:30 PM - 12:45 PM
Message from Food Bank: |17.45 pM - 1:00 PM

1:30 PM - 1:45 PM 4, 2017 for ThankSaggng
1:45 PM - 2:00 PM

NOTE: You cannot change shig 2:00 PM - 2:15 PM fel Order if you need to select different shipping options.
2:30 PM - 2:45 PM

i 2:45 PM - 3:00 PM

3:00 PM - 3:15 PM
3:15PM - 3:30 PM
3:30 PM - 3:45 PM - - - - -
3:45 PM - 2-0 ECCA Payroll + Business Solutions. All Riahts Reserved | Privacy Policy | Terms of Use | V02.01.00.0046
4:0 -4:1
4:1 - 4:3

Once your date and time have been selected and you have moved off of this page, no changes
can be made. If you need to change or correct your pickup date or time, ussthenentbox.
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After you have scheduled your pickup appointment, diickitinueto begin selecting your
products.

@ Order Entry
|
thaase Statutss [| Other Agency tabs 1oy Doc |
Order Ref 2 Prre SHopoeng Lst Pt Cat | e Cart
em Coamt Total Waght Puecthae Comt Sarvoe Fees Tots Cost:
St earch »ogm

ASSORTIO NOW PLATS VI PO Ty

2.
- Ol
ote ] x
_— 1000 TS ’ X
- MRS MDD & ASSORTID 1000 ‘
< news !
| FlantAD PeotoCTS | 7l mARITICNAL AIDS r %
1 e PASER PROGUCTS. x
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COMMETIO PASTA ) x
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‘
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A variety of sort options are available when viewing the shopping list. Any column witidke star  can be
sorted by double clicking the column naror clicking the star to get a list of the categories, in this
example,Type TheSearchbox can be used to find specific products, such as cereal, in inventory by typing
& OS NB | Bearchbox. Wih&nS/ou are ready to place your order, simply eriterrtumber of desired

cases in th&ty box.

Additional product detail information can be found for an inventory item by clicking on the

reference numberREF)
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“L_\_‘PNRIMARIUS Logged as:

© Order Entry
Home @ Grants  Statistics My Docs

Order Ref # 377061 Print Shopping List | [_Print Cart | [ View Cart |

Item Count: 3 Total Weight: 57 Purchase Cost: §0.00 Service Fees: $10.83 Total Cost: $10.83
Search: [CFree Food Only Pagesize: 20 ¥

* Storage | % Type * Category
KIKKOMAN SALAD Dry 2%- SH NATIONAL
DRESSING MIX CONDIMENTS | REGULAR

100083 \CONDOMENT, KETCHUP | Dry 26- SH NATIONAL
200z COMDIMENTS | REGULAR

084 |PASTA SAUCE froasted 26- SH NATIONAL
garlic flavor B CONDIMENTS | REGULAR
Condiments, beefand 26- SH NATIONAL
broccoli stir fry mix & CONDIMENTS | REGULAR
KIKKO OYSTER SAUCE 26- SH NATIONAL

COMDIMENTS | REGULAR
SAUCE, PIZZA SAUCE 26- SH NATIONAL
10 COMDIMENTS | REGULAR
KIKKOMAN, TERTYKI 09- SH NATIONAL
BASTE AND GLAZE 9 DRESSINGS | REGULAR
GREEN TEA/ SO MILK 03- SH NATIONAL
BEVERAGES  REGULAR
VARIETY SODA & 03- SH NATIONAL
DRINKS & BEVERAGES | REGULAR
CONDIMENTS, YELLOW 2%- SH NATIONAL
MUSTARD B CONDIMENTS | REGULAR
COMNDIMENTS, DRESSING 26- SH NATIONAL
RANCH COMDIMENTS | REGULAR
VEGETABLE, BAMBOO 27- SH LOCAL
stooTs B VEGETABLES | REGULAR
GLADE CANDLE AND/OR 01-NON- SH NATIONAL
OFF OUTDOOR CANDLE FOODS REGULAR
CITRONELLA
KETCHUP PACKETS 26- SH NATIONAL
COMDIMENTS | REGULAR
KIKKOMAN STIR-FRY 16MIXED & | SH NATIONAL
SEASONING MIx & ASSORTED REGULAR
FOOD
KIKKOMAM COFFEE 8 16-MIXED & | 5H NATIONAL
ASSORTED REGULAR
FOCD
DESSERTS, CHERRY. DR-DESSERTS. SH NATTOMAIL

XXXXXXXXXXXXXE

KIKKOMAN, TERIYKD Dry 09-DRESSINGS SHNATIONAL | $2.66 |CASE |14 262 (X
BASTE AND GLAZE @ REGULAR
(GREEN TEA/ SOY MILK o= e e e e P =) = %
Product Details
COMDIMENTS, LIGHT Es %
BALSAMIC 12719 - CONDIMENTS,DRESSING RANCH
VINAIGRETTE B
VARIETY SODA & Category: SH NATIONAL REGULAR h1 — %
DRINKS Storage: Dry
COMDIMENTS, YELLOW | Second Harvest Type: e Retail-Wholesale 2 e 4
MUSTARD 8 Packaging: PACKETS
VARIETY OF FROZEN | On Hand: 0 B34 4 X
COOKED CHICKEN % | Unit Weight: 6
CONDIMENTS,DRESSING  Unit Measure: CAsE FmEE3
RANCH Price Per: §1.14
It

GLADE CANDLE AND/OR| 24 %X
OFF OUTDOOR CANDLE]
crroneLLA B
KETCHUP PACKETS 54 RE.S
KIKKOMAN STIR-FRY i ] |%
SEASONING Mx 'S Close
KIKKOMAN COFFEE 6 Ty ToTIXED & SHNATIONAL | $ZU9 |CASE pey 13 RS

ASSORTED FOOD REGULAR
FROZEN, STEAM Frozen 27-VEGETABLES SHNATIONAL | $3.80 |CASE |20 449 REE
B o= an

ClickClosewhen you are finished.
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Please remember that the shopping cart empties out H8urs after an order has been started
if it has not been submitted. You may continue to add product and delete product from the
cart within 48 hours of starting the order.

FINALIZING YOUR ORDER

To finalize your order, clickiew Cart. On this page yowill be required to enteyour name,
telephone number and email addre$$OT the agency information Add any instructions
specific to your order or notes to change/correct your pickup appointment irCiiements
field. If you find you need to add to horderBEFOREubmitting, clickShopping Listo return
to your order detail. When you are satisfied with your final order, €ie&ckouto submit.You
must click Checkout or your order will NOT be submitted to tHACAP Food Reservoir

@ Order Entry

m'\-l-u.l-l ier Agracy labs Py Do

of #37335

After clickingCheckout this message will appedf.you do not receive this message, youf order
has NOT been submitted the HACAP Food Reservfur review. Be certain that you click
Checkout
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Order Ref #377061

Thank-you! Your order was successfully submitted.

Click figf for a PDF summary of your order.

(c)2003 - 2012 ECCA Payroll +Bus

s Solutions. All Rights Reserved | Privacy Policy | Terms of Use | v2.0.0.48

ORDER CONFIRMATION

AMERICA

Once an online order has been received andewed by theHACAP Food Reservgiou will
receive a confirmatiomessagedo the email address on fileThe order has been scheduled and
will be available for pickup on the date and time on the email messaijarning: If you do not
receive this email ressage, please review the steps and call the F&abervoiras your order
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may not havebeen submitted.

miT
0

PREVIOUS ORDER SUMMARY

TheOrderstab at the top of the page shows all orders that have been placedesAn the

s00p,
m—{{

> o

(i e =l
s e — e
H9 & o= us On Line Order 39292 - Message (Plain Text) ==
Message | Insert Options Format Text Review o @
% cut oo - 8| @] g =0 Qr ¥ Follow Up ~
T A = Y 2
53 copy \Q ¥ High Importance b
Past o Address Check | Attach Attach Signat z
Clipboard [ Basic Text Names Include Tags | Zoom
. || \
& | \
Send
Bee.. | | |
Subject: |Primarius On Line Order 39292
Attached: | £ order.html 7 k8]
Food Bank of lowa [E’
2220 E. 17th St.
Des Moines IA 50316
(515)564-0330 Fax: (515)564-0331
Agency No: 01390 Order No: 39292
Contact: Mary Smith Order Date: 12/11/2012 9:51:00 AM
ABC Agency Pickup Date: 12/28/2012 11:20:00 AM
100 29th Street Ship Via:
Location: Overhead West Des Moines, IA 50266
Phone#: (515)555-1212
Special Instructions:
pickup Order:
Message to food bank: "Please shrink wrap the pallet”.
This was submitted on 12/11/2012 9:58 AM by 01330. Contact Name: Mary Smith Phone: 515-555-1212 Email: msmith@gmail.com
LN ITEM DESCRIPTION QTY WEIGHT SVCFEE COST
0 119 USDA Corn Flakes 1 1% 0.76 0.00
1 2108 Meat & Cheese Wraps (A 1 3 0.42 0.00
251 USDA Pears (Bonus) 2 54 756 0.00
3 9512 Salt (lodized) 50 950 133.00 0.00
49 USDA Macaroni 1 25 1.00 0.00
5 164 USDA Chicken Leg Qtrs. 1 4 6.16 0.00
TOTALS: 1,095 Ibs $148.90  $0.00
Miscellaneous Charges/Freight: $0.00 TOTAL: $148.90
Thank you for your order!
Food Bank of lowa
Food Bank Message:
This food is not to be sold, transferred or bartered for money, other products or services. The items are to be used only for distribution to the needy of our community.
-
Click on a photo to see social network updates and email messages from this person. Fa
Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks. x
'_
Ca 10:01 AM

12/11/2012 | |

Reviewedcolumn indicates that yousrder has been received and reviewed by thaCAP Food

Reservoir.
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€ PRIMARIUS
Home [(ORY Grante Staticice iy Doce

) Order Entry

Orders

red A |Del/Pickup
03/20/2012 | 03/25/2012
03/20/2012  |03/23/2012
01/12/2012  |01/18/2012
01/05/2012 | 01/10/2012
01/02/2012  |01/05/2012
12/07/2011  |12/12/2011
11/18/2011  |11/23/2011
10/31/2011  |11/03/2011
09/27/2011 | 10/04/2011
09/13/2011 | 09/20/2011
08/31/2011 | 09/06/2011
04/28/2011 | 04/28/2011
03/23/2011 | 03/23/2011
02/24/2011 | 02/24/2011
01/20/2011  |01/20/2011
12/15/2010 | 12/15/2010
11/09/2010 | 11/09/2010
10/04/2010 | 10/04/2010
09/10/2010 | 05/10/2010
05/11/2010 | 05/11/2010

01/18/2012
01/05/2012
01/03/2012
12/08/2011
1142242011
11/02/2011
10/04/2011
09/20/2011
09/13/2011
04/28/2011
03/23/2011
02/24/2011
01/20/2011
12/15/2010
11/09/2010
10/04/2010
09/10/2010
05/11/2010

359984
359154
358444
351845
359416
358113
356398
354950
353014
351111
350038
343926

01/13/2012
01/05/2012
01/03/2012
12/08/2011
11/19/2011
11/01/2011
09/29/2011
09/13/2011
08/31/2011
04{28/2011
03/23/2011
02/24/2011
01/20/2011
12/15/2010
11/09/2010
10/04/2010
09/10/2010
05/11/2010

Pagesize: 20

Wil Dock 1

Wil Dock 1

No Del/PU Location
No Del/PL Location
No Del/PU Location
No Del/PU Location
No DeljPU Location
No Del/PU Location
No Del/PU Location
No Del/PU Location
No Del/PU Location
No Del/PU Location
No Del/PU Location
No Del/PL Location
No Del/PU Location
No Del/PU Location
No DeljPU Location
No Del/PU Location
No Del/PU Location
No Del/PU Location

<ol 2 vt iPapesorz

(c)2009 - 2012 ECCA Payroll +Business Solutions. All Rights Reserved | Privacy Policy | Terms of Use | V2.0.0.48

AMERICA

Double clicking on any order will bring up a summary screen. Use this to print a copy of your

order if you desire.

#PRIMARIUS
Home @ Grants Statistics My Docs

Logout | Help

&) Order Entry

Order #377061

Order Date: 3/20/2012
Weight: 65

Total Cost: $13.11
Payments: $0.00
Applied Grants: $0.00
Balance: $13.11

Order Status:
Warehouse:

Shipping Method:
Delivered/Picked Up:
Picked Up By:
Delivery/Pick-up Location:

Products

12718 CONDIMENTS, DRESSING RANCH
100011 KIKKOMAN SALAD DRESSING MIX
100084 PASTA SALCE froasted garlic flavor
12592 VARIETY OF FROZEN COOKED CHICKEN

26-CONDIMENTS
26-CONDIMENTS
26-CONDIMENTS
15-MEATSFISH/POULTRY

SH NATIOMAL REGULAR
SH NATIOMAL REGULAR
SH NATIONAL REGULAR.
SH NATIONAL REGULAR.

Completed
Miwaukee

Pickup

3/26/2012 11:30 AM

Mil Dock 1

Weight

12
1
52
4

Quantity

2
1
2
4

Print Order

(£)2009 - 2012 ECCA Pavyroll + Business Solutions. All Rights Reserved | Privacy Policy | Terms of Use | ¥2.0.0.48
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AGENCY RETAIL PICKUP

(ONLY for agencies that pick up additional fibat outside vendors)

This section is only for partner agencies that pick up food from outside veirmausling but not
limited to Target, Panera, Fareway etc. Click onAlgency Retail Pickutab to enter the
additional food.

Logged as: 1766ce| My Agency | Logout | Help

[TAIHAWKEYE AREA
E!'ﬂ COMMUNITY ACTION
PROGRAM, INC

m Orders  Agency Retail pickup  Statistics  Other Agency Info @ Order Entry
Home

Horne || Your Cart

Welcome to HACAP online ordering system Notable Links

HACAR
Cultivate Towa
lowa Food Bank Association

We hope yvou enjoy the system as much as we do

(£)2009 - 2013 ECCA Payroll + Business Solutions. All Rights Reserved | Privacy Policy | Terms of Use | w02.01.00.0012

It will bring you to he screen below, where you will cliékld New Receipt

11



