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ESSENTIAL INFORMATION BEFORE
PROCESSING AN ORDER

You may start your order as early as 8 business

days in advance and noless than 3 business days

by 12pm before your chose n pickup or deli ve ry date.
Wednesday Holiday closures and days when the Food Bank is

closed do NOT count as business days and should be

considered when planning when to complete your
order. You may need to submit your order earlier
than you normally do in those instances. For
Friday questions about holiday closures, please contact
Customer Service or refer to the Agency Portal.

Tuesday Thursday

Wednesday

Thursday Monday
The cut off time to update and add items to your
order is 12 PM, 3 business days before your
Tuesday scheduled pickup -_up or delivery time.

If you'd like to schedule a produce -only shopping appointment or need help with your order,
call Customer Service at401 - 230- 1730.




Step 1: Logging in

AL
o

i~ FOOD BANK

Agency Portal

& Food Bank member programs. If you

contact Jennifer Hazard

Where can you find
Agency Express?

The online ordering system can be
accessed by going to the Rl Food Bank
website (www.rifoodbank.orq), clicking on
the Member Agencies button at the top
right of the screen, and then clicking the
yellow Agency Ordering button.

AGENCYExpress®

Login

User Name:

I

Password:
Forgot Passw
Program Code:
Eoroot Program Code?
Femember me next time.
Meed to clear your username and program code? Click Herg

Log In

What credentials will you need?

Username = Each Shopper will have a specific username.

Password = The default password will be Changel2
(To change your password once logged in:
Click on Help in the top-right corner of the

page. Select Change Password from the
drop down menu)

Program Code = The program code will be
+ 7+

Ex. 0094P1234


http://www.rifoodbank.org
http://www.rifoodbank.org

READY TO SHOP?

Click or hover over  Order Options  to begin!

RHODE ISLAND COMMUNITY

You will see the follow options to select from! P FOOD BANK

- > > P ] » . R
Welcome Order Options Report Food Bank Links Help About TechBridge LogOut e aar s Tl

Activity Status Alert

Hello this is the Rhode Island Community Food Bank =KI\- A Right Aid Right
3
Attention Agencies: . _orn« Eetioes flensgt
Shopping List
Please make sure to place your order 3 to 8 business days in order to be properly processed.
Please keep in mind that holidays are not business days. Please plan accordingly. If you have any Order Management
questions, please contact customer service 401-230-1730. ity S Scheduler
BT
. . COOP non-food items: Due to the conversion to a new ordering system, we currently do not have
SChedUIer Shopplnq Llst COOP items in stock, and we likely will not restock until July.
Welcome to RICFB - YouTube
Where you pre-reserve your Where you can
pickup appointment for your select the
o 0
order. *Delivery orders would product.
1 1 SERER,  RHODE ISLAND COMMUNITY
skip this step. S FOOD BANK

ﬁ Find Food Get Involved Ways to Give
> More than Just Food iy

Food Bank programs and services provide a

lifeline to those in need.

Checkout Order Management
Where your complete your Where you can view your
order and submit to the Food current/past orders and edit your
Bank. This is also when your order to add or remove items.

items get reserved.



Step 2: Scheduling your order

Note: For delivery orders, please select the date you are scheduled to receive your order and choose the 8:30 AM time slot.
Our Customer Service team will adjust the time to match your actual scheduled delivery window.

@Under Pickup/Delivery, click the drop -down menu.

o Place your cursor on the Order Options tab . Click on Scheduler .
For Pickup orders, click on Pickup®.

- Nt Ald. Rig!
Order Options DO

Shopp ist Scheduler

Check Qut
Order Management |
S Scheduler

~

‘v"' Click the calendar icon E next to the Date space.

Available dates will be highlighted in dark yellow.

@ Click the clock icon lnext to the time space.

Click on the circle to the left of the time you wish to select.

Foer s e rve
LXO8-20 AN L. 10:40 A

JOg-40 AM C11:00 &

20 b
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@ Click the Reserve button

A pop -up box will tell you

your reservation was W
successfully created.

sandbox.agencyexpress3.org says

Reservation successfully created!




Step 3: Shopping List

o Place the cursor on the Order Options tab . Then click on

Shopping List .
Use the Search Box to search for certain items. Select the

category you would like to sort and search accordingly.

bt Aid. Right

Search

L,he-L uut

Category Nutritional Information

Order Management
dule Scheduler

[- Select a Category - v| |- Select Nutritional Information - v

Search Show All View Favorites

Click onthe Order Qty box for the item, and type in a quantity
" equal to or less than the Available Qty . Do NOT hit the Enter
key at this time.

The shopping list may contain multiple pages. Change pages
by clicking on the number boxes (1, 2, 3, etc.) in the upper or
lower left corner. Scroll down each page to find the item you
wish to order. You can click on the item number for a more
detailed description.

Shopping List  |[-SortBy-

Tip:Please Add to Cart requested

@ Click _Add to Cart in the upper right of the page. The item is not
placed in the shopping cart unless you do this.

When all items have been added to the cart, click on Check Out .

Shopping Cart

Total Line IlTems Total Duea
1 S14.40

Gross Weight




New Process to Ensure your
items have been reserved!

ltems will not be reserved or taken out of
our inventory until you submit your order

on Step 4. We recommend adding and
deleting items  after your order has been
submitted. Refer to Step 5 for more
information on how to make changes to
edit your order.




Step 4: Submitting your Order

The order quantity can be changed by clicking on the Order
o You can review your order at this time. Qty box and highlighting the quantity, entering a new quantity,
A line item can be deleted by clicking on the Em next and clickingon Update Cart. * Make sure that the new entered
to Order Qty . QTY matches the number on the far -right column.

When you have finished reviewing the order, click the icon E
below the Date space. The date you scheduled earlier will be

highlighted in yellow (green for delivery). Click on the date to
select it.

To remove all line items from the cart, click on Clear Cart, then
" click on Update Cart and the cart will be emptied.




Step 4: Continued....

0 Click the - icon nexttothe Tim e space.

You may type comments
Click on the circle to the left of the time to select it.

into the space provided.

My Appointment

» Agencies can request produce by the pallet or %2 pallet

(assorted selection of what we have in house).
A - Agencies may identify items that are not wanted. For
PRy Dot example: no carrots, or no carrots and onions.
Comment (Pleace oo vgnt ko '.:' .--.

Clickon Submit Cart to place the order. Your order will not be

transmitted fo the Food Bank untill you do this, and your items
will not be reserved.

— “
rint  Clear Cart Continue Shopping Update Cart
Order Qty

Item No. Description Quantity
O NE-62 COOP Toilet Tissue - 1 Ply COOP
2 Available Qbty. [271]




Step 5: Order Management

You should receive a confirmation email within a few hours of

business hou rs). If you do
not receive the ema I, please ¢ onitact Customer Service to

submitting your order (during normal

confirm that your order has been received.

o Place the cursor on the Order Optionstab . Click on Order

Management.

»

Order Dpti* Report
Shopping'Bist

Check Qut

Order Managemgnt

ty S Scheduler

o

A summary of your orders that were previously submitted can

be viewed onthe = Order Management screen. The order detail

can be viewed and/or printed by clicking the printer icon _in the
left column. Please contact Customer Service immediately if

you need to cancel an order that has been submitted.

Drder Management




Step 5: Continued

@ You can now eait your order!

Clickonthe pencil Pl icon_(keep in mind that this icon takes
time to load and you will not be able to edit your order once the
order has been released).

Order Management

You can add to your shopping cart by clicking the Continue
Shopping icon . You can also delete items and edit

quantities her . "Make sure to update the cart _ using the updafte
cart icon fo effectively make changes to your shopping

cart.

Click on the Submit Cart icon E after adjusting your items.

After making changes to your order, the status will be listed as
a new order _so that food bank staff can review and approve.




WHAT DO THE ORDER
STATUSES MEAN?

Once you have submitted your order, you will see the following
statuses in Order Management.

Order Status Description

New Order Order has been recently submitted and not yet sent to RICFE.

Sent to the Order has been sent to food bank admin and is awaiting approval
Food Bank and release

Acknowledged Food bank E_u:lrnm has approved the order and made any necessary
changes to it

Released Order is being fulfilled by the food bank and cannot be changed

Invoiced Order has been picked up by the agency and has been billed

Allocated Food bank admin has created the order for the agency
Canceled Order canceled by the agency

Rejected Order has been rejected by food bank admin

Non-web Order Order entered by the food bank admin, typically received by fax or
nhone




How to Submit your Monthly
Statistics to the Food Bank!

%%, RHODE ISLAND COMMUNITY

~ FOODBANK

. —
Order Options Report » JFood Bank Links | * Help » TechBridge LogOut

Survey-Management

Continue to collect the same data you have been submitting to
the food bank.

ex. Tolal # of Households, Total # Individuals, Total # of Visits, New Families (optional)

Activity Status Alert

Hello this is the Rhode Island Community Food Bank
Attention Agencies:

Please make sure to place your order 3 to 8 business days in order to be properly processed.
Please keep in mind that holidays are not business days. Please plan accordingly. If you have any
questions, please contact customer service 401-230-1730.

Place your cursor on the  Report tab. G0n b e o W il e vt AT oot

Welcome to RICFB - YouTube

Click on Survey Management. p—

-: . ':_v FED)E(B)LBD(BOXwNNK Q ' Donate om—

Fill in the same fields as you would in Primarius . Findfood  Getimolved  WaystoGie

Protect Our Budget
Allocation

You are now able to edit your Statistics once submitted. (Please
note that all edits and/or submissions need to be done by the
10" of each month.



Time to Navigate
Agency Express!

www.rifoodbank.orqg



http://www.rifoodbank.org

QUESTIONS?

?
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