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LANDING PAGE 
 
The landing page is basically the same. Your Agency Reference number and your User Name are the same. 
Your password will not change. If you need to change your password, please reach out to your Agency Services 
representative and they can change it for you. 

 

 
 
 

TO PLACE AN ORDER 
 

 
Once you are logged into the system and ready to schedule your next 
shopping appointment or delivery, click on the drop-down menu 
labeled “Shop” on the far left of the grey bar to get started. 
If you choose to print the shopping list, please remember that our 
inventory is updated often, and products move quickly. The Shopping 
List shows what we have in stock at that moment and cannot be 
guaranteed for future orders. 
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Placing Your Order 

 
The menu itself is a huge change with 3 new looks. Just click on the upper right-hand icons to change your 
views. There is also a search bar that you can type in a product, and it will narrow down the inventory to 
products that contain that search word. 
 
 

Look #1 is the List View 
 

         You can change the look from here 
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Look #2 is the Title/Grid 

 
 

Look #3 is Condensed Display (has no pictures) 
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Click on the picture for a larger view.   

 
 

 

 

 

 

A product could have multiple pictures which are located at the top. 
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FILTERS 
 

You can choose to use the ‘filter’ button to filter the 
products by various categories as well. Here is what that 
button looks like. 

 

 

 

 

 
 
 

PRICE FILTER: 
This is a new feature. There is no 
longer a box to sort for “Free Food”. 
This feature is what should be used 
to now do that. Move the orange bar 
all the way to zero “0” and click 
Apply Filters. This filter will sort for 
FREE products.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                                     

CATEGORY FILTER STORAGE FILTER NUTRITION FILTER 

FA TYPE FILTER KOSHER FILTER 



6 
 

ADDING ITEMS TO CART 
 
 
 
 

You can click ENTER to “Add to Cart” to add items into 
your cart or by clicking the blue button of Add to Cart. 
To edit the number you have, change your quantity, and 
click the blue button that now says Update Cart. 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

“Limit” is the same as the old version of “Available”.  
 

Something else at the top of the screen that is different is that there is no longer a running tally of your order. 
You’ll see your cart in the upper right-hand corner of the screen. To see your running tally of order weight, 
grants applied, price, service fees, and cost shares, click on the caret next to your item count by the shopping 
cart in the upper right of the screen. 

 

By clicking on the number item(s), you’ll see your shopping cart and a breakdown of 
your order. (on Next Page) 
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SHOPPING CART 
Now can review your order. If you want to make changes to your order this is where you can adjust the 
quantity or delete an item.  Click the red x to delete an item. 
If you want to cancel the complete order, click on “Cancel Order” in the lower left of your screen. If your 
order looks good, just click the green “Proceed to Checkout” button in the lower right-hand corner.  

 

 
 
 
 

CHECKING OUT 
This first area is our (CPFB) information on what your delivery schedule is and what warehouse your order is 
from. You will see what information applies to your agency. You will not be able to edit this information.  
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If you are getting a delivery, you choose the day that we deliver to your area. The system will allow to 
choose whatever day and time that you like, BUT…we will only deliver to you on your delivery days. 
If you are picking up at the Healthy Hub, you will need to contact Customer Service BEFORE you 
choose a day/time. 
 

 
 
In the next two areas, make sure that the Agency Contact is the person who placed the order. And that 
the Agency Address is the location where the food is delivered. 
In the Delivery Pickup Notes, type in the person who will be meeting the delivery truck, and their 
cell phone number. 
 

 
 
 
 

Once you click “Submit Order”, you will be taken to the ORDER HISTORY page,  
and it will say “Your order was placed successfully.” 
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TO ENTER STATISTICS 
 

Your monthly statistics are due by the 5th of each month for the preceding month. For example, if you’re 
entering your stats on August 5th, you should be reporting your final July numbers. Failure to report these 
statistics may impact your compliance with our network standards and your ability to place orders.  

 
Click the ‘Statistics’ tab. 

 

 
The following page will appear. Click on the green box in the upper right-hand corner that says,  
“+ Add New Agency Statistics”.  

 

 
 

Another big change for statistics, is that the action of choosing a month and year are no longer divided into 2 steps. 
In P2 just choose your month/year and click SAVE.  
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Pantry – Enter Households served and the ages of the neighbors. 

 
 

Meal Program/Soup Kitchen – Enter meals served. 
 

 
 
 

Supplemental – Enter ages of the neighbors served. 
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Backpack Program – Enter the number of Youth and Food Bags  

 

 
 
 
 
 

School Pantry – Enter the ages of the neighbors served and the number of Food Bags. 
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Your statistics will automatically be saved, AND you have the day to go back in and edit your statistics. If 
you see the word “Edit”, you are still able to go in and fix your statistics. 
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DONATED POUNDS  

                                   
 

Questions regarding Retail Donation Pounds? Contact Cindi Pasi, Senior Retail Donations Manager, at 
cpasi@centralpafoodbank.org  

 
To Report: Click the “Agency Pickup” tab in the grey bar across the top of the screen after logging in. This 
will populate a screen with all the stores you pick up from. 

 
Click “Create Pickup” for the store that you are 
currently reporting on. 

 
Donation poundage must be weighed and 
reported individually per store and category. 

 
The below chart will appear, and you can fill in 
the pickup date/time, leave any comments, and 
then enter the weight for each category. 

 
 
When finished click the green “Save” button in the bottom left-hand corner. The record is now 
successfully saved. We are not requiring you to enter the temperatures at this time. 
 

                                          
 

mailto:cbastin@food-finders.org


14 
 

Invoices/Statement – My Documents 
 

 
 
 
 
To view all monthly statements, invoices, and credit memos for an account, click the My Documents tab. 
The “My Documents” page provides access to a complete list of all the financial and compliance documents 
associated with an account, all of which are available for immediate download.  
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Grants 
 

 
 

Here is where you will find all the grants that apply to you. 
 

 
 
 

                                       
 
                                       
If you have any questions, reach out to arinfo@centralpafoodbank.org and we will answer your 
questions. 
 
Thank You 

Remember to ALWAYS log out! 

mailto:arinfo@centralpafoodbank.org
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