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THE GULF COAST AMERICA PRIMARIUS WEB WINDOW GUIDE

Benefits

e Connects to live inventory data, which means that the available items and quantities are current.
e Ability to print a food selection list.

e Ability to schedule your warehouse pickup appointments online.

e Ability to place your delivery and pickup orders online.

e Ability to enter your quarterly reports online.

* Ability to check on orders, statements, invoices, grants, allocations and statistics.

e Some of the agency information will also be displayed graphically.

Web Browser

Primarius Web Window is best used in Internet Explorer or Firefox browsers.

Adobe Software

To view or print many of these items, you will need to have installed on your computer the free software
called Adobe Reader. You can find this at http://www.adobe.com.

Reminders

e Use the Logout link in the upper right hand corner to close your Online Web Ordering session.

* When on a particular page, use the Help link in the upper right hand corner to clarify frequently
asked questions.

¢« Your agency relations coordinator can assist you in answering questions regarding your agency’s
contents on the web.

ACCESSING THE ONLINE WEB
ORDERING SYSTEM

Login (Fig. I)

toam ¢ Begin by going to www.ftgcorders.org.
¢ Each person authorized to order food online will need
to know:
— Agency Ref (Your Agency Number)
— Username
— Password
— Your username and password will be e-mailed to
the e-mail address that we have on file for your
(Fig. 1 agency. Please let your Agency Relations Coordinator know
immediately if this e-mail needs to be updated.

Agency Ref: |

Username: |

Password: |

V02.01.00.0046

h —— The Home Page (Fig. 2)
Home From the Home Page, you can view and directly access
[ome | Your ot your shopping cart by using the Your Cart tab. You
Welome to the ay &res Food Bank Online Ordering System: can also select any of the other tabs to look at agency
Please note: There is  minimum $10 fas on al deliveries. information. The home page displays messages from the
Current st Takes for AL UsDA Only food bank such as closed dates, recalls, etc. In addition,
Fl e e s e SRR e e e s e any relevant links to other web pages are displayed under
oy, 3nuan 16, 056 M Lother King . D3y the Notable Links heading. This informational handout will

by walk through all the tabs to describe what you will see.
Fig. 2

www.feedingthegulfcoast.org



Agency Information (Fig. 3

If you click on the My Agency link in the upper right-hand corner, you will see:

m Orders Agency Pickup Statistics Other Agency Info My Docs
Feeding the Gulf Coast - Main Branch
Agency Info || Locations || Contacts | Hours | Open AR || Service Info |
Contact: Dave Reaney Agency Size: **NOME*=
Address: 5248 Mobile South Street PantrySize:  **NONE**
Theodore, AL 36582 onSite Size: **NONE**
Phone: (251)653-1617 Inactive? No
Email: agencyrelations@feedingthequlfcoast.org Suspended? No
Last Monitored: 1/1/0001 Serve Onsite? No
Serve Offsite? No
Balance: $0.00
Last Paid: 1/7/2016
(Fig. 3)

The tab windows will show you what information Feeding the Gulf Coast has recorded on your agency file.
If the information on these tabs has changed, or is incorrect, contact your agency relations coordinator to
have the information updated.

T e T WS Locations Tab (Fig. 4
Feeding the Gulf Coast - Main Branch

These are the addresses that Feeding the Gulf Coast

Agency Info | Locations | Contacts || Hours || Open AR |[ Service Info | )
has on file for your agency.

Addresses

Type Name Address Address 2 | City State |Zip

Main Feeding the Gulf Coast | 5248 Mobile South Street Theodore AL 36582

Panhandle Feeding the Gulf Coast 5709 Industrial Bivd Milton FL 32583
(Fig. 4)

= Contacts Tab (Fig. 5)
— _ - The contacts listed are the different contacts that

251-653-1617
ont ath |251-653-1617 116 | sben
ontact  Shally Douggans |251-653-1617 101 | sdouggans@feedingtheguifcasst.org No o o

FTGC has on file for your agency. These are the
contacts that are eligible to select and receive
(Fig. 5) product on behalf of your agency.

Hours Tab (Fig. 6)

| Y oers noency picup_tatsics_other Agency nfo_y Docs

Feeding the Gulf Coast - Main Branch

e These are your agency’s hours of operation that
Hours of Operation Hours Comments: FTGC has on flle
Mon. - Fri. 8:00 - 4:30

Monday |8:00 - 4:30
Tuesday 8:00 - 4:30
Wednesday |8:00 - 4:30
Thursday  8:00 - 4:30
Friday 8:00 - 4:30
Saturday | Closed

(Fig. 6)

Open AR Tab (Fig. 7)

| (DY orders AgencyPickup _Statistics _Other Agency Info My Docs

Feeding the Gulf Coast - Main Branch

Shows Administrators if the order:

‘Agency nfo | Locations || Contact | Fours | Gpen AR | Service info

Open Account Ressvabes — Is Open or Closed
=S S = e — Has been Reviewed by FTGC
— Has been Picked (selected) by FTGC
(Fig. 7 — Has a Balance
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(N overspapocy it atsics_Ohrhasocy o My Doce

Feeding the Gulf Coast - Main Branch

Pounds Disubuted by Ctegory
7o)

Pounds Distibuted

otsl People elped Por Year

ATTENTION:
Orders can be created no earlier than 8 working days
prior to the delivery or pickup date and no later than
3 working days prior to the delivery or pickup date.

©OrderEntry

(Fig. 9)

stipping Opton

et
Date: 1/21/2016 L]
e

Message from Food Bank: We are closed the folowing days:
Monday, 2016 for Martin Luther King Jr. Day
NOTE: You cannot change shipping options once you dlick Continue. You must Cancel Order f you need to select different shipping options.

Continue

(Fig. 10.4)

PITCSTOppITY TST

‘Shipping Option

vethod
Lcaton —_—
ars
oae: e ]
Time ety
st

A
Message from Food Bank: We are closed the following days:

Monday, Januzry 18, 2016 for Martin Luther King Jr. Day
NOTE: You cannot change shipping options once you ciick Continue. You must Cancel Order if you need to select different shipping options.

(Fig. 10.B)

Home (EXPY Agency pickup _Statistcs _Other Agency Info_ My Docs.

You have 3 hours 59 minutes a5 of 1/15/2016 9:31:11 AM befoe your oxder is anceled.

Order Ref #
e counts Tota weight purchase cost: — Totat costs
Searc o o ony [ S | PRp— rogo sz 9]
Ref | Product x Packing | *Iype * Category Price |VAP Unit |Weight |Available |Qty =
(5061 ALUSDA BEEF STEWCAN 242402, [ORY|24240 | 06ea s LD s 5000 G 4290 (536 x
10047 | ALusoA PacEs 2915 02 x|z orem | aison o o Gm w w [ ] X
0031 ALUSOA APLE SUICES, 22508 FROZEN 172508 10Futs omedromn ALUSOA oo 000 g m @[] X
156 | AL-USDA CRANBERRY SAUCE 24/15 OZ. ORY 24/150Z. | 10-Fruits Canned/Frozen AL-USDA $5.22 |$0.00 Case 29 1358 x
000 AL-SoA RSN 2913 0 ox o uson wr o e m ] X
1581 | AL-USDA GRAPE 1CE 864 7. oxv avsoa w00 e w [ ] X
14000 | AL-USDA ORANGE ICE 864 OZ. R weroz e vson an o0 G @ |m x
100 Ao GUPERUTNIGERGA0z  (oRY  |gercz | 1edces Auson an o0 G @ e [ ] X
100 ALUSDA CONC CRABERRY UICE /115 0% 1215 14 avsoa e 00 e @ o [] X
oz oz,
15083 AL-USOA CANNED HIGEN ox oz wewmeamy  a-usoa Somjom e ] X
5080 |AL-USDA SALWON, RED o lansor aLvsoa G R e RE
5107 [ A-USDA WHOLE CHICKEN (10 PER ) | FROZEN | 10487 aLvson o2 [s000 (G 8 |10 x
154 | AL-USDALEG QUARTERS 410 8. 34GS  FROZEN /1015 Auson g om0 Gm 2w ] %
o0 -usoa ok veGETARLES o laasor aisoa wi o0 ae 7 ] X
27003 |A1-sA CARROTS orY 241502 AL-usoA 5486 (5000 Case |27 110 —J x
27000 | AL-USDA DICED TOMATOES 24/15 OZ. DRY 24/15 0Z. AL-USDA $5.13 |$0.00 Case 27 315 x
22076 | AL-USDA POTATOES CAN SLICED 24/150Z | DRY 24/15 02 AL-USDA $5.70 |$0.00 Case |30 337 x
21 A soR GREN STYE CORN 4502, |DRY 247150 ALvson oo G w s [] X
22022 US04 GREEN s 241507 o laasor avsoa w000 = 7 e [] X
05 waren 11202 @ om0z crsewgs o oot om0 e m aw [] %
o

Service Info Tab (Fig. 8)

Displays different graphs and charts based on the Partner
Agency’s Statistics.

Placing an Order (Fig. 9-Fig. 13)
From the Home Page, click on Order Entry. (Fig. 9)

Fill in the Shipping Option (Fig. I0A). For delivery, the time

you select will not necessarily be the time that your delivery
arrives. Actual delivery times will vary based on the number
of scheduled stops. Please make sure you select the delivery
date when your orders are normally delivered.

For pickup, the time you select will be your appointment
time. To select an appointment time, first select Pickup

as the Method, then select from the Location dropdown

(Fig 10.B). For the Milton warehouse, you will see FLAPP1-
FLAPPA4. For the Theodore warehouse, you will see APP1-
APPS5. These refer to the appointment slots available at each
appointment time. Once you have selected the Location,
you will select the Date and Time. If the time you wanted
does not appear, you may try selecting a different Location.

Example: You selected Pickup at APPI on April I, 2016. You wanted an
8:30 appointment, but only 10:30 appeared as an available time. You
select APP5 instead and 8:30 now appears in the Time dropdown.

Select Order Entry on the right side of the screen to open
up the food selection list. (Fig. 7])

Note the five bold words on the left side of the screen:

Item Count: The number of items in your cart.

Total Weight: The total weight for the products in
your cart. For agencies receiving deliveries, there
is a 1,000 pound minimum on all delivery orders.

Purchase Cost: The cost of the Purchase product
in your cart.

Service Fees: The cost of AL-USDA (if available to
your agency) and Marketplace product in your cart.

Total Cost: The total cost of all products in your cart.
As you add and remove products from your cart, these totals
will change. This allows your agency to stay within its budget.

Note the four buttons on the right side of the screen:

Cancel Order: Select to cancel your order and remove
items from your cart.

Print Shopping List: Select to print a food selection list.
Print Cart: Select to print the items in the cart.

View Cart: Select to view the items within the cart.

The Search textbox allows you to type in the product
name or the product reference number to search the
food selection list for that particular item.

Primarius Web Window Guide | 3



Home (I Acency pickup_ Statstics _ Other Agency Info_ My Docs
ou have 3 hours 59 minutes as of 1/15/2016 9:31:11 AM before your rder s canceled.
Order Ref #
Item Count: Total weight: Purchase Cost: Service Fees: ol Cost:
Searcin[ ] ClreeFe ooy Searen | ot Soti PG| agesie: [20°9]
Weight | Avaiable Oty
0041 | AL-USDA BEEF STEW GAN 24/24 OZ 24/2402. $000 |Case 4298 54 1 %
10047 | AL-USDA PEAGHES 24/15 OZ orr 2150z 000 [Ge 2w x
10021 ALUSDA APPLE SLICES, 1272508 frozn | 12250 5000 (g 2 @ x
10056 | AL-USDA CRANBERRY SALCE 24/1502 | DRY. 241502 0w (e mm [ ] X
10006 | AL-USDA RAISINS 24/15 02 Ry o s000 Case 25 87 %
14561 | ALUSDA GRAPE JUICE 8/64 02 ory 00 (Gae B = (IR
14000 | AL-USDA ORANGE JUICE 8/64 0Z. orr 7 0w (G ® @ x
14001 | AL-USOA GRAPEFRUIT NICE 8640Z. | DRY AL-UsOA 9 00 (o= B 2% x
14000 AL-USDA CONC. CRANBERRY JUICE 12/115 | ORY auson sl s e 2 o0 [ ] X
oz —
15003 | AL-USDA CANNED CHIGKEN oRY auson S2 00 (ae BB x
15080 AL-USDA SALION, RED Ry auson 266 5000 (e 4 78 %
15107 AL-USDA WHOLE GHICKEN (10 PER CASE) | FROZEN auson O 00 Ge @ 1m0 R
1312 ALUSDALEGQUARTERSA/IDLG.BAGS  |FROZEN | 41015, | IsWeatFshPoury | ALUSDA % s s 2 vm [ ] X
)))))) ALUSDA MIX VEGETABLES oY 2415 02 ALusoA S13 00 (G 27 25 x
200 ALUSDA GARROTS orr 241502 ALuson 1% 000 (G 27 1m0 x
27000 | ALUSDA DICED TOMATOES 24/150Z. | DRY 24715 02 ALuson 5135000 (e 27 315 x
22076 | ALUSDA POTATOES CAN SLIGED 2415 0Z | DRY 241502 ALuson 570 5000 e B 37 [
27271 | AL- USDA CREAM STYLE CORN 24/15.02. | RY 241502, Auson G 000 G 7 18 1 %
27052 A-USDA GREEN BEANS 24/15 0Z orr 241502 auson s 000 s 27 67 =
00 WaTER 12/12 02 @ orr oz . Donated 6% s000 e 1 3 L
Product —
el 2 ext> Ipage 1ot
Shopping List
Feeaing the Gut Coast - Main Branch
Date Printed: 11572016 A1 935 AM
“Hem cost and avaiatie quantiy may vary
Ret Product Storage  Packing  Type Catsgory  Prics VAP Uit Weight Available Q.
Orter
05041 ALUSDABEEF STEWCAN 2424 DRY wunsoz oo ALuSDA ST S0 G e 5w
oz MeasEnieesisoups
10047 ALUSDAPEAGHES 261502 DRY wnsoz 10 AUSDA s 000 G 2 187
0 ALsoasemLe suces, FROZEN s ALusoA  sete s B m @
G
10055 ALUSDACRANBERRY SAUGE  DRY aunsoz AUSIA 52 S0 G R
2615 02
10006 ALUSDARASINS24150Z  DRY 2502 ALUSDA 8475 s000  Case 25 a7
SE1 ALUSDAGRAPE JUICE 86§02 DRY w6402 AUSA B2 S G W
MO0 ALUSDAORANGEJUICE &84 DRY astoz ALUSDA  sa2 S0 case 3 B
oF
W00 AuSDAGRAPEFRUTIUCE  DRY assoz AusoA  me 0 c B om0
z
MO0) ALUSDACONC GRANBERRY  DRY amsoz ALUSDA  sie s case w2 o7
e Eercs
15093 ALUSDACANNED CHICKEN  DRY 241507 ALUSDA  ss® S0 Case 28 @
15080 ALUSDASALMON, RED oRY wnsoz ALUSDA S8 S0 Case 4 s _
1107 ALUSDAWHOLEGHKEN(0 FROZEN 10468 ALUSDA  son2  s000  Gass 48 1
PER IS
1565 ALUSDALEGQUARTERSMD FROZEN  4n0LS ALusoA 57 s Case & 1739
{58335
2055 ALUSDAMXVEGETABLES  DRY. aunsoz ALUSDA s s case 25
703 ALUSDACARROTS oRY 241507 ALUSDA  s4es S0 Case 27 10
W00 ALUSDADGED TOMATOES  DRY. aunsoz ALUSDA  sen S0 case  m s
215 02
Order# 334500
Agency: 3228 - Feeding the Guif Coast - Main Branch
Order Status: Entry NOT complete, Must Check Out
Order Placed: 111512016
Warehouse: MAIN
Shipping Method: Pickup
Delivered/Picked Up: 1/21/2016 At 9:30 AM
Deliver/Pick Up Location: APP4
ProductRef  Product Type Category Quantity Weight  Unit Total Cost
Measure
08041 ALUSDABEEF STEWCAN  06- ALUSDA 2 85.96 Case $16.33
124 07 Meals/Entrees/Soups
27003 ALUSDA CARROTS 27-Vegtables AL-USDA 2 54 Case $9.72
CannedFrozen
14561 ALUSDA GRAPE JUICE8/64  14-Jucies ALUSDA 3 114 Case $10.25
oz
14001 ALUSDA GRAPEFRUIT JUICE  14-Jucies AL-USDA 3 114 Case $1026
864 OZ.
27055 ALUSDA MIX VEGETABLES  27-Vegtables ALUSDA 2 54 Case $1026
CannedFrozen
10047 AL-USDA PEACHES 24/150Z.  10-Fruits AL-USDA 2 54 Case 8972
Canned/Frozen
10006 ALUSDARAISINS 24/150Z. 10-Fruits ALUSDA 2 50 Case $9.50
Canned/Frozen
15080 AL-USDA SALMON, RED 15-MeaUFish/Pouly  AL-USDA 2 2 Case $5.32
Totals: 18 553.96 $81.37

(Fig. 15)

Print Cart Button (Fig. I5)

The Ref (reference) column contains the item number.
Clicking on the product reference number will bring up
a new window containing the product details and the
product photo (if available).

Place quantity of item in the Qty textbox and either tab
or select another Qty box by moving the mouse cursor.

Note: Alabama agencies that select USDA product for their order
will have Must Takes added to their orders. The Must Takes will
be on the Home Page displayed.

The red X selection will delete the item quantity from
the cart.

The starred columns (Fig 12) indicate columns that the food
selection list can be sorted on. Clicking on the underlined
word will sort the column in ascending or descending order.
Keep clicking the word until you get the view you want.

Note the small arrow pointing downward indicating an
ascending selection (smallest number to largest number or
alphabetical). Clicking on the Star in the Type column creates
a drop down list so you can select the category you want.

At the bottom of the list, you will see Apply so that the
column will only show those items or Reset to erase
previous selections. Then you will only see what is filtered
and the Star will turn yellow indicating a filter is on.
Clicking on the yellow Star and selecting Reset at the
bottom of the column will remove the filter.

On the food selection list (Fig. 13), more product
information can be found by clicking on the reference
number or the camera icon (when available). A product
detail page will show with the product image when
available. As we develop the product list further, images
of each product type will be added.

Print Shopping List Button (Fig. 14)

To print a food selection list, select the Print Shopping
List button. A new web window will appear with the
following message: Do you want to open or save this file?
Select the Open button. A printable food selection list
will appear.

Printing this list allows your agency to draft an order
before placing it. Please keep in mind that product
quantities may change between when you print the
list and when you place your order.

To print a shopping cart, select the Print Cart button. A new web window will appear with the following
message: Do you want to open or save this file? Select the Open button. A printable cart list will appear.
Printing this list allows you to review the products you have selected and make changes prior to submitting
your order. The list also displays the weight and fee totals.

4 | Primarius Web Window Guide



View Cart Button (Fig. 16-Fig. 17)

From here, you can either select the Shopping List button to return to the food selection list or you can

proceed to checkout (Fig. 16).

Home Agoncy Pickup _tatistis_Othar Agency Tnfo My Docs

You have 3 hours 55 mutes 25 f 1/15/2016 940:35 A befoe your oder s anceld.

Order Ref #334500

Contact Information

o mte

[— ‘ —‘ o Statu: Enry NOT compats, Must Crck Ot

Item Count:6 Total Waight:55+ Purchase Cost: 000 Servico Foos: 3137 Total Cost 551,37

14 v | 26 cse m

|
Z Auoa | s e o ]

7003 | AL-USDA CARROTS oRY

x x/x x xxx x

2055 AL-USDA MIX VEGETARLES oRY 7 Aua | 53 e 2 k]

A $25 fee will be charged to agencies who cancel
appointments less than one working day in advance.

A $50 fee will be charged to agencies who do not
show up for their scheduled appointments.

ATTENTION:

(Fig. 16)

To checkout, fill in the textboxes with the name, phone s

number, and e-mail address of the agency representative
completing the order. If you would like to leave
comments or special instructions for the warehouse or

Thank-you! Your order was successfully submitted.

iick here for a PDF summary of your order.

transportation, you can use the Comment textbox. Once (Fig. 17)
you have filled out these textboxes, select the Checkout
button to submit your order to Feeding the Gulf Coast.

After selecting the Checkout button, a successful
submission will display a confirmation message (Fig 17).

To print or save a PDF of your order summary, click on the
highlighted link under Click here for a PDF summary of your order”

Home [(OFMEY Acency Pickup _ Statistics_Other Agency Info_ My Docs ©Order Entry

p—

(Fig. 18)

vome [EINRY Asency Pickup_statistics _Other Agency Info__My Docs ©Order Entry

si016 Order status: Vit t bo Reviowod
55396 Warchouse: vam
o137 o

P
212312016 9:30 At

i up:
: 5000 picked Up By:
o137 Delivery/pickcup Location: soes

OrderNotes:  Pup Order: Location: = Test, s cee, 1/15/2016 9:41 A by bafe2. Contact Nare: [ERET . Takas: 10% per rder

weight Quantity Total Cost
8556 2 s1633
B 72

s10z0
s1025
1026

Ex)

A-usoA 4
auson E)
auson E)

15000 AL-USDA SALYON, RED. A-soA = 32

Pint Order

(Fig. 19)

Orders Tab (Fig. 18-Fig. 19)

This lists all of the orders for your
agency and their current status
(Fig 18).

Left clicking on a table row will bring
up the order details (Fig 19).

Primarius Web Window Guide | 5



Monthly Reports - Statistics Tab (Fig. 20
This shows all the documented monthly reports that have been reported to Feeding the Gulf Coast.

Left clicking on a table row will bring
R 22 yp the monthly report details.

(Fig. 20)

To Enter Monthly Reports (Fig. 2i)
Select the Enter Statistics button and the enter statistics page will appear.

Reports are due by the 5th day of the following month. Reports must be completed every month even
if you did not distribute food that month. Primarius Web Window will not allow an order to be placed
until the report has been completed.

Logged as: baft2] Hy Agency | Loaout | Help

Effective Date: The month and year being reported.

o
|

Meals: The number of meals served during the month FEEDIN G

being reported. Only agencies that serve meals should THE GULF COAST
report this number. —

Enter Statistics

Effective Date: Month: v vear:
Meals: [

Total Number of children 18 and younger: The total
number of children ages 18 and younger that were _
served during the month being reported. All agencies et e e

Total Number of individel

should report th [S n umber. Total Number of individal received food more than once this month

“Total Number of seriors 60 and older

Comments: |

[ Submit Statistics |

Total Number of individuals: The total number of
individuals across all households that were served (Fig. 2}
during the month being reported.
All agencies should report this number.

Total Number of individuals who received food more than once this month: The total number of individuals
across all households that were served more than once during the month being reported. All agencies should
report this number.

Total Number of seniors 60 and older: The total number of seniors ages 60 and older that were served
during the month being reported. All agencies should report this number.

If you did not distribute during the month being reported, then you will need to put zeros in the
appropriate fields. You may also leave a comment in the Comments box.

Note: You can alter the numbers until you press the Submit Statistics button. Once the statistics have been submitted,
corrections can only be made by contacting Agency Relations staff

CONTACT:

Alabama & Mississippi
Phone: (251) 653-1617 option: 4 or agencyrelations@feedingthegulfcoast.org

Florida
Phone: (850) 626-1332 ext. 202 or agencyrelations@feedingthegulfcoast.org

This institution is an equal opportunity provider.



