
                                                        
Benefits

•	 Connects	to	live	inventory	data,	which	means	that	the	available	items	and	quantities	are	current.

•	 Ability	to	print	a	food	selection	list.

•	 Ability	to	schedule	your	warehouse	pickup	appointments	online.

•	 Ability	to	place	your	delivery	and	pickup	orders	online.

•	 Ability	to	enter	your	quarterly	reports	online.

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

•	 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

•	 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.

(Fig. 1)

(Fig. 2)

PRIMARIUS	WEB	WINDOW	GUIDE

ACCESSING THE ONLINE WEB 
ORDERING SYSTEM

Login (Fig. 1)

•	 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							
					agency.	Please let your Agency Relations Coordinator know  
					immediately if this e-mail needs to be updated. 

The Home Page (Fig. 2)

From	the	Home Page,	you	can	view	and	directly	access	
your	shopping	cart	by	using	the	Your Cart	tab.	You	
can	also	select	any	of	the	other	tabs	to	look	at	agency	
information.	The	home	page	displays	messages	from	the	
food	bank	such	as	closed	dates,	recalls,	etc.	In	addition,	
any	relevant	links	to	other	web	pages	are	displayed	under	
the	Notable Links	heading.	This	informational	handout	will	
walk	through	all	the	tabs	to	describe	what	you	will	see.

www.feedingthegulfcoast.org	 
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Agency Information (Fig. 3)

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

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.

Locations Tab (Fig. 4)

These	are	the	addresses	that	Feeding	the	Gulf	Coast	
has	on	file	for	your	agency.

(Fig. 3)

(Fig. 4)

Contacts Tab (Fig. 5)

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

Hours Tab (Fig. 6)

These	are	your	agency’s	hours	of	operation	that		
FTGC	has	on	file.

(Fig. 6)

Open AR Tab (Fig. 7)

Shows	Administrators	if	the	order:	
—	Is	Open	or	Closed	
—	Has	been	Reviewed	by	FTGC	
—	Has	been	Picked	(selected)	by	FTGC	
—	Has	a	Balance(Fig. 7)
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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. 10.A).	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-	
FLAPP4.	For	the	Theodore	warehouse,	you	will	see	APP1-	
APP5.	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 APP1 on April 1, 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. 11)

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.

(Fig. 8)

(Fig. 9)

(Fig. 10.A)

(Fig. 11)

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.	

(Fig. 10.B)
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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.

(Fig. 12)

(Fig. 13)

(Fig. 14)

(Fig. 15)
								
Print Cart Button (Fig. 15)
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.
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To	checkout,	fill	in	the	textboxes	with	the	name,	phone	
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	
transportation,	you	can	use	the	Comment	textbox.	Once	
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.”	

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).	

(Fig. 16)

(Fig. 17)

(Fig. 18)

(Fig. 19)

ATTENTION:  
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.	

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).



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

(Fig. 20)

 
To Enter Monthly Reports (Fig. 21)
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.

Effective Date:	The	month	and	year	being	reported.

Meals: The	number	of	meals	served	during	the	month		
being	reported.	Only agencies that serve meals should  
report this number.

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  
should report this number.

Total Number of individuals: The	total	number	of		
individuals	across	all	households	that	were	served		
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	

(Fig. 21)

Left	clicking	on	a	table	row	will	bring	
up	the	monthly	report	details.

This institution is an equal opportunity provider. 


