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Welcome to AgencyExpress 2.0!

Updated 4/12/04

AgencyExpress is a powerful Web-based tool sponsored by America’s Second
Harvest and AidMatrix that will help you shop for and manage your Food Bank
orders online. You can use AgencyExpress to search for items, view item details,
send orders to the Food Bank and review the status of your orders.

This handbook assumes the user is familiar with the use of an Internet browser,
and has access to the Internet. Except in situations specific to the use of
AgencyExpress, instructions on using an Internet Browser or connecting to the

Internet are beyond the scope of this user guide.

If you have questions regarding AgencyExpress, please contact your local Food

Bank.
Thank you!

The AgencyExpress Team

Browser Requirements
To use AgencyExpress, you will need:
« Personal Computer

« Internet Access

« Web browser (Internet Explorer 5.5 or higher)
NOTE: AgencyExpress will work on IE 5.5,

but you may get better results using

Internet Explorer version 6.0.

If you wish to download this version,

use the following link and follow the instructions.
http://windowsupdate.microsoft.com/

Netscape should not be used to access AgencyExpress.

Screen Settings

1. In Windows, bring up the
start menu, go to settings,
and choose Control Panel.

2. Click on the Display icon.

3. Click on the Settings tab.
On the right hand side, you
will see the words Desktop
Area.

4. Move the bar to the left or
right depending on where
you want to set it. The
further right you go, the
higher the resolution you are
choosing.

5. AgencyExpress is best
viewed with 1024 x 768
screen resolution.




4

Updated 4/12/04

Logon to AgencyExpress

Once you have received your AgencyExpress User ID, Password, and Program,
you can login to the website and shop online. Type the following web address
into your Internet browser:

http://www.harvestcenter.com

This action will display a new window shown below. This is the Harvest Center
home page.

1. Click on Agency.

[ QHDNQAEI R IE-ER

AR

America’s Second Harvest
Ending Hunger

Conceptualizing random

Welcome to Harvest Center™ endpoints in 3 access matrix

enterprise wide. Respective
divisions historically
insignificant, upscale trendlines
in @ management inventory
analysis survivabilty format.

Iteration systemwide
engenders economies of scale,
cross-media technology,
presentation action items and
life cycle replication.

'm an agency of a food bank or food rescue
organization and would like to shop for food or
grocery items.

I would like to donate food and/or grocery I would like to learn more about how to
products to the AZH network, participate in Harvest Center,

I'm an affiliate of the A2H network and need to
review or process orders or donations.,

Harvest Center™ is a strategic initiative of America's Second Harvest and its network of food banks and food rescue organizations to
partner with leading information technology companies. The purpose of Harvest Center™ is to dramatically improve our ability to
acquire, manage and distribute food to hungry Americans.
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Logon to AgencyExpress (cont’'d)

After you have clicked on Agency, the following screen will be
displayed. This is the AidMatrix Login page.

2. Enter your User ID, Password, and Program. Your Password
is NOT case sensitive.

3. Click on Login. (Note: The first time you use the AgencyExpress
system, you will be prompted to change your password. Please
see the Change Password topic for more details.)

4, By clicking on the check box, next to Remember my User
Name and Program Code on this computer, you will not
need to enter your User Name and Program Code each time you
login. Your computer will remember these two fields, and fill
them in for you next time you use the system. You will still need
to enter your password. Please do not use this feature on public
computers (i.e. library, friend’s house, etc.)

5. If you have forgotten your password, click on Forgot your
password? Click Here. (Skip to step 7)

j AygpeyiayEss LU= Yoyayad py sl pieysuie nizinae Ealoyay \..i J‘Q]

File Edit View Favorites Tools Help Address | @] http:/fwww. harvestcenter.comjagencyexpress20jnewlogin.asp D GO l':'
QbBack + © - [ B @ P Ssearch Favorites @ Media € L [ A~

pHor=h
__Welcome to AgencyExpress! Language: | English/United States D

Please enter your User Name and password W,

User Name: testuserl

Password: esssssse % 2
Program Code:| 1234p5678 Login

D Remember my User Name and my Progr: Code on this computer

orgot your password? Click Here

3

4

‘ﬁ
6. A successful login will bring you to the welcome screen. Look
for WELCOME TO AGENCYEXPRESS

test shopper Logout | Help

aldmatrix A%

® Exchange Menu

= Welcome

= Browse Shopping List WELCOME TO AGENCYEXPRESS

= Printable List o i . # 3 User Guide - This

u Shopping Cart The Mission of America's Second Harvest is@Rcreate e : document will guide you
PPing a hunger-free America. We distribute food and grocery prgucts through using the

= Order Management through a nationwide network of certified affiliates, increase Agency Express tool. This is a

= Change Password public awareness of domestic hunger, and advocate for policie! America's Second Narvest great place for first time

> support that benefit America's hunary. You can learn more about Secon: ger users to start.

Harvest by clicking here

= Report a problem 6

= Contact Us Aidmatrix leverages the power of technology and

_ _ partnerships to bring items such as food, clothing, building

& Aidmatrix supplies, medical and educational supplies to people in need A o

= About Us during the time of need. You can learn more about Aidmatrix by Y No alerts at this time
H

clicking here.

ATiX

Iy, partnership,




Logon to AgencyExpress (cont’d)

Forgot Your Password

After you have clicked on Forgot your password? Click Here. A
new message box will appear on your screen.

7. You will need to enter your User Name and Program Code to
retrieve your password.
8. Click on Email My Password.

An email will be sent to the email address on record at your Food
Bank. This email will contain a reminder of your password. Use the
password from the email to login using steps 1-3.

-
&) Furgut Passyurd = pieyosuic iz nae Eeglyyay J _] 81

Forgot Password

Please enter your "User Mame" and your "Program Code" in the box below.
Then click on "Email My Password",

Your password will be sent to your "AgencyExpress" email address,

If you forgot your User Name please contact your local food bank.

Enter Your User Name : | testuserl }

Enter Your Program Code : | 9999p1234

aill My Password

6

Updated 4/12/04
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AgencyExpress Welcome Screen

The AgencyExpress Welcome Screen is displayed each time you login.
The contents of this screen will vary.

1. User Help - This section will contain links to documentation. The
user guide you are currently reading will be available here.

2. Alerts — This section will detail any system alerts such as
scheduled system outages or other need to know information

3. News — This section will provide updates on AgencyExpress.

4, Messaging — This section will provide useful information from
America’s Second Harvest and AidMatrix.

5. To return to this Welcome screen at anytime, Click on Welcome

Address g]http:llwww,harvestcenter.comlagencyexpressZDlNewMain.asp D =d Go l','

Q@6Back v ) [ 2 o P search -Favortes @ Meda £ L @ A~

%&n&m _!gg}?l_ 7:_ = test shopper Logout | Help

ge—
® Exchange Menu
= ‘Welcome
= Browse shopigist  WELCOME TO AGENCYEXPRESS
= Printable List - . # 4 User Guide - This
m Shopping Cart n of America's Second Harvest is to create ¢, document will guide you
5 America. We distribute food and grocery products through using the ‘

= Order Management ionwide network of certified affiliates, increase Agency Express tool. This is a 1
= Change Password ess of domestic hunger, and advocate for policies America's Second Narvest great place for first time

erica's hunary. You can learn more about Second €nding Hunger users to start.

> Support

Harvest by clicking here
= Report a problem

= Contact Us Aidmatrix leverages the pdyver of technology and aldmau‘lx

o = pal’t_l'IErShipS to bring itermns such\as uilding = 5 = 3
Aldmatrix supplies, medical and educational suj need Sechnolagy: tamaany, pacoershdp: A o <
= About Us during the time of need. You can lear 4 matrix by /. No alerts at this time 2

clicking here.

The virtual y Aidmatrix is an internet-
based tool that allows Food Banks to operate an online monetary
donation drive. Food Banks can post their top ten most needed items
based on their current inventory levels, present and future demand,
and storage capacity available and collect cash donations towards
purchasing those items. You can learn more about Virtual aid Drives

=== February 16th, 2004 -
click === o 4—
by clicking here & Northern Illinois Food 3

Bank is now live on
Agency Express!

The Virtual Aid Drive by Aidmatrix is an internet-based
tool that allows organizations to operate an online monetary
donation drive over a set period of time that provides for the
purchase of most needed items including food, clothing, building
supplies, medicines, etc. Non-Profits can post their top ten most
needed itemns based on their current inventory levels, present and
future demand, and storage capacity available and collect cash
donations towards purchasing those items.
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Browse the Shopping List and Add Items to Shopping
Cart

To begin shopping, perform the following steps from any screen
(typically the Welcome Screen).

1. Verify that your Name is displayed in the top, right-hand side of
the screen.
2. Click on Browse Shopping List.

e - Bileyusufe [z £

WO oweTed byl esluyay [= ][=]%]
File Edit View Favorites Tools Help Address @http:,i,iwww.harvestcenter.com/agencyexpresszﬂINewMain.asp G° '.lr
QBack ~ ) - [x] &) (» P search T-Favorites @ Meda € L & A [

aidmatrix A

ior=-h

test shopper Logout | Help

9 Exchange Menu

= Welcome

= Browse Shopping List WELCOME TO AGENCYEXPRESS

u Pri i User Guide - This

. ::2;:?;2'25; e Mission of America's Second Harvest is to create :: document will guide you
a herica. We distribute food and grocery products through using the

= Order Management tH 2 ide network of certified affiliates, increase Agency Express tool. This is a

= Change Password p of domestic hunger, and advocate for policies America's § et great place for first time

s> tH ica's hungry. You can learn more about Second Ending users to start.
Support a here

= Report a problem

H v
= Contact Us Aidmatrix leverages the power of technology and aldmatrlx

$ Aidmatrix partpershlps to bring iterns such as foud, clothmgf building Tecmology, Amacy, paraesion.
supplies, medical and educational supplies to people in need A o
= About Us during the time of need. You can learn more about Aidmatrix by A No alerts at this time

clicking here. .

The Virtual Food Drive by Aidmatrix is an internet-

7749_ QE !“::‘ based tool that allows Food Banks to operate an online monetary
A7 sel donation drive. Food Banks can post their top ten most needed items

There are three ways to browse the shopping list and place an order:

A. by Categories,
B. by Keyword Search, or
C. by the Entire Shopping List.

@ feencybeses 0 nwered by S dnatixeicroestilterne i poreT) [= =]

File Edit View Favorites Tools Help Address @']http:llwww.havvestcenter.comlagencyexpresszoINewMain.asp E GO ",'

QBack -~ ) ¥ &) @@ P search F:Favorites @& Meda € o B &~ &
I aidmatrix

> Exchange Menu * Search

test shopper Logout | Help

D]

= Welcome

Browse Shopping List Item Code :] Search

Printable List

Shopping Cart ItemNamefDescription | | | Search  Show Al
Order Management

Change Password

® Support ** Review Sh List
= Report a problem C
= Contact Us -+ Assd B H
® Aidmatrix L ks, Toys, Books, Clothing L
= About Us

-* Baby Food/Formula
= Baby Food/Formula

-* Beverages
= Coffee, Tea, Soda, Drinks

-» Bread/Bakery

= Bread, Biscuits, Rolls, Batter, TOPTMSS, PrE T

3

Cereal
= Hot and Cold

m‘ 5 o T [N
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Browse the Shopping List - Shop by Category
Shop By Category

The screen below displays a list of categories. You can view items in
each of these categories one-by-one and add items to your cart as you
go along.

1. All of the categories are displayed on one page, scroll up and
down to see them all.

2. Click on one of the categories. For example, we will click on the
Cereal category.

@ Aggieyienyasg 2 U-YuyayEd vy sl ke - pileyusuft [nizynz e Edpluyzy ddlal
File Edit View Favorites Tools Help Address @j http:ffwww. harvestcenter . com/agencyexpress20/NewMain.asp \:J Go "l'

QBack ~ ) - [¥] @ » P search Favorites @ Media € L [ A&~

$ Exchange Menu ** Search
= Welcome

= Browse Shopping List Ttem Code ‘: Search

= Printable List

= Shopping Cart Item Name/Description : Search Show All
= Order Management

= Change Password

test shopper Logout | Help

1]

& Support ** Review Shopping List
= Report a problem
= Contact Us -+ Assorted Non-Food

® aidmatrix = Household goods, Toys, Books, Clothing
= About Us

¥ Baby Food/Formula
= Baby Food/Formula 1

¥ Beverages
2 m Coffee, Tea, Soda, Drinks

¥ Bread/Bakery
= Bread, Biscuits, Rolls, Batter, Tortillas, Pie Crusts

real
= Hot and Cold

Pl e o s

The items in the specific category you have selected will be displayed.
You will see lines sorted alphabetically for the items available in this
category.
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Browse the Shopping List - Shop By Category (cont'd)

While viewing items (via any of the three methods), two informational
values will be displayed.

1.

2.

Total Agency Credit Limit: This is your agency’s Total Credit
Limit in U.S. Dollars at the Food Bank.

Current Cart Value: This is the total value in U.S. Dollars of all
items currently placed in your shopping cart. This value will be
updated as you add/remove items.

Under each Item Name you will see an Item Code, Maximum Order
Quantity, Unit Price, Unite of Measure, Pack Size, Gross Weight,
Handling Requirements, Packaging Type, and VAP Fee.

3.
4,

Ul

Q) Back ~

Item Code: This code is specific to each item.

Maximum Order Quantity: You will not be able to order more
than the maximum order quantity for each item.

Unit Price: This is the cost of one unit of the item in U.S.
dollars

Units of Measure: How the item is quantified

Pack Size: The size of the individual items

Gross Weight (in Ibs): The weight of one unit of the item
Handling Requirements: How the item needs to be handled
(i.e. refrigerated, frozen, etc)

Packaging Type: How the item is packaged

Value Added Processing Fee: If your Food Bank uses a VAP
fee, the amount would be listed here.

Address | &] http:{jwww.harvestcenter.comfagencyexpress20/NewMain. asp M E

[ENEEA Search Favorites @ Media €2 ‘o B &~

?® Exchange Menu *+ Search
= ‘Welcome
= Browse Shopping List Item Code 1 Search 2
= Printable List
= Shopping Cart Item MName, | | search Show All
Order Management
Change Password
v Total Agency Credit Limit = $< Unlimited > Current Cart Yalue = $ 13.44
Report a problem Cataloo B
o LT [catalog Home E
Check out
® aidmatrix
About L:
- Raisin Bran Enter Quantity Add To Cart

test shopper Logout | Help

= Item Code: D100001
Maximum Order Quantity: 550
= Unit Price:
= Uni :
3_ 1 1 = Pack Size: 24/16 0z
= Gross Weight (in Ibs): 24
= Handling Requirements: Dry

= Packaging Type: Carton
= VAPFee:$0
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Browse the Shopping List — Shop By Category (cont’'d)
Add an item to your Shopping Cart, by following these steps.

12. Enter Quantity in the text box in one or many of the items.

13. Click on Add To Cart beside any of the items being added.
(Note: All items with quantities entered will be added to the
cart, regardless of which Add To Cart button is clicked)

(Y e 0 b i e ey oo i s 2 oy [=[=][X]
File Edit WView Favorites Tools Help Address | &) http:/fwww.harvestcenter.comfagencyexpress20/NewMain, asp L_J GD l',r

QBack » ) - [¥] @ » P search rFavorites @& Meda £ L & & [
l%;mma% A =

® Exchange Menu ** Search
= ‘Welcome

= Browse Shopping List Ttem Code ‘:] Search

= Printable List

= Shopping Cart Item Name/Description :] Search Show All

= Order Management
= Change Password

$ Support - Total Agency Credit Limit = $< Unlimited = Current Cart Yalue = ¢ 30.24 1 2

= Report a problem
= Contact Us

test shopper Logout | Help

]

catalog Home

Check out

® Aidmatrix
= About Us

- Assorted Canned Goods Enter Quantity Add To Cart

= Item Code: D100004

= Maximum Order Quantity: 283.1
= Unit Price: $ 0.0085

= Unit Of Measures: LB

= Pack Size:

= Gross Weight (in Ibs): 20

= Handling Requirements: Dry

= Packaging Type: Can

= YAPFee:$0 1 3

- Assorted General Mills Enter Quantity Add To Cart

= Item Code: D10000S
= Maximum Order Quantity: 45035 ==
= Unit Price: $ 0.0075

= Unit Of Measures: CASE

= Pack Size:

= Gross Weight {in Ibs): 1

= Handling Requirements: Dry
= Packaging Type: Bulk Box

= VYAPFee:$0
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Browse the Shopping List - Shop By Category (cont’d)

A message will appear informing you that your item(s) have been
successfully added to your shopping cart.

14. Each item that was added successfully will be preceded by
Success-. If there are any errors, they will be preceded with
Error-. Any errors will give instructions for correction

15. Click on Check Out if you are ready to finalize your order. Refer
to the Submit Orders from Your Shopping Cart section of the
user guide for instructions on how to checkout.

|
Address | @] http:{fwww.harvestcenter.comfagencyexpress20{NewMain. asp 4 Go o

QBack + O - ¥ &) @ P search Favorites @ Media € L @ &~

test shopper Logout | Help

® Exchange Menu ** Search B
= Welcome
= Browse Shopping List Ttem Code ‘: Search
= Printable List
= Shopping Cart Item Name/Description : Search Show All

= Order Management
= Change Password

& Support R Total Agency Credit Limit = $< Unlimited = Current Cart Yalue = ¢ 3.04

= Report a problem
= Contact Us

catalog Home

Check out
9 Aidmatrix 4 » 1
O A 14 Silerusuin izt Eeuluyay a ).
ortes ‘You exceeded the maximum order quantity for one or more items listed below. Enter Quantity Add fo Cart
= It . Error- The maximum order quantity for Assorted Canned Goods is 269,95, 1 5
: S 2. Success- Assorted General Mills added to the cart.
- :;' Please adjust the quantities for the 'Errored' items. (1)
.
= G
= H
. P
» VAPTEETST
- Assorted General Mills Enter Quantity :] Add To Cart

= Item Code: D10000S
= Maximum Order Quantity: 45033.35 —
= Unit Price: $ 0.0075

= Unit Of Measures: CASE

= Pack Size:

= Gross Weight (in Ibs): 1

= Handling Requirements: Dry

= Packaging Type: Bulk Box

= YAPFee:$0 |
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Browse the Shopping List — Shop by Entire Shopping List (cont’d)
Shop by Entire Shopping List

Instead of using categories to browse through the shopping list, you
can view all items at once.

1. Click on Browse Shopping List from the menu on the left hand
side of your screen.
2. Click on Show All.

g 0:Powered by Sidmatrix.- Micrassft It [ ][=]%]
File Edit View Favorites Tools Help Address | &) http:/fwww.harvestcenter.comfagencyexpress20/NewMain, asp D GD 'l','

Qbak ~ @ - ¥ A 77 Favorites @ Media € L @ A~ [

test shopper Logout | Help

1]

® Exchange Menu Search
= Welcome

Browse Shopping List Ttem Code ‘: Search

Printable List 2
Shopping Cart Item Name/Description :l Search Show All <
Order Management

Change Password

& Support ** Review Shopping List
= Report a problem
= Contact Us -# Assorted Non-Food

o T SR T I,

The entire catalog sorted by Item Name will be displayed

5 B
r Address g’] http: {fwww.harvestcenter.comfagencyexpress20fNewMain. asp Go 'l':'

Q@Back ~ ) [¥] & » P search Favorites @ Meda € L & & [

Jaidmarix A

test shopper Logout | Help

® Exchange Menu * Search [
= Welcome
= Browse Shopping List Ttem Code ‘: Search
= Printable List
= Shopping Cart Item Name/Description l:l Search Show All
= Order Management
= Change Password
$ Support - Total Agency Credit Limit = $< Unlimited > Current Cart Yalue = $
= Report a problem Catalog Home
= Contact Us
Check out
© Aidmatrix
= About Us Page [j Eiiale Pagel1of2 NextPage
- Assorted Canned Goods Enter Quantity I:I Add To Cart
= Item Code: D100004
= Maximum Order Quantity: 283.1
= Unit Price: $ 0.0085
= Unit Of Measures: LB
= Pack Size:
= Gross Weight (in Ibs): 20
= Handling Requirements: Dry
= Packaging Type: Can
= VAP Fee: $0
- USDA Beef EnterQuantty | | AddTo cart
= Item Code: G100001
= Maximum Order Quantity: 1
= Unit Price: $ 0
= Unit Of Measures: CASE
= Pack Size:
= Gross Weight (in Ibs): 1
= Handling Requirements: Frozen Food
= Packaging Type: Case %
= VAP Fee: $0 E
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Browse the Shopping List — Shop by Entire Shopping List (cont’d)
Under the Item Name you will see a Item Code, Maximum Order

Quantity, Unit Price, Unite of Measure, Pack Size, Gross Weight,

Handling Requirements, Packaging Type, and VAP Fee (refer to Shop

by Category Section for details of these fields)

3. Click on the Next Page or Previous Page buttons to view more
items.

4, To look at a particular page, enter its number in the Page text
field and then click on Go To Page

5. Enter Quantity in the text box in one or many of the items.

6. Click on Add To Cart beside any of the items being added.
(Note: All items with quantities entered will be added to the
cart, regardless of which Add To Cart button is clicked)

€] X
l
Address .@j http: {fwww.harvestcenter.comfagencyexpress20fNewMain. asp u Go l"'
QBack ~ ) ¥ &) @ P search Favorites @ Media €2 ' [ A&~
%%Im% _{gggi\_ = test shopper Logout | Help
® Exchange Menu ** Search &
= Welcome
= Browse Shopping List Ttem Code : Search
= Printable List
= Shopping Cart Item Name/Description :] Search Show All
= Order Management
= Change Password 3 4
& Support R Total Agencyf b= Unlimited = Current Cart Yalue
= Report a problem 5

Catalog Home

= Contact Us E
Check out
© Aidmatrix
= About Us Page lale Page 1 of 2 lext Page
- Assorted Canned Goods Enter Quantity Add To Cart

= Item Code: D100004

= Maximum Order Quantity: 283.1
= Unit Price: $ 0.0085

= Unit Of Measures: LB

= Pack Size:

= Gross Weight (in Ibs): 20

= Handling Requirements: Dry

= Packaging Type: Can

= YAPFee:$0

“+ USDA Beef Enter Quantity [ | AddTo Cart<

= Item Code: G100001

= Maximum Order Quantity: 1

= Unit Price: $ 0

= Unit Of Measures: CASE

= Pack Size:

= Gross Weight (in Ibs): 1

= Handling Requirements: Frozen Food

= Packaging Type: Case Q
= VAP Fee: $0
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Browse the Shopping List — Shop by Entire Shopping List (cont’d)

The next screen will give you a note, identifying the success or failure
of Item(s) added to Cart.

7. Each item that was added successfully will be preceded by
Success-. If there are any errors, they will be preceded with
Error-. Any errors will give instructions for correction

8. Click on Check Out if you are ready to finalize your order. Refer to
the Submit Orders from Your Shopping Cart section of the user
guide for instructions on how to checkout.

ks %]

Address .g‘] http:ffwww, harvestcenter.comfagencyexpress20/NewMain. asp D Go l'l'
QbBack ~ O - ¥ @ & O search Favorites @ Media €2 L @ A~
I %%’mem _{ggg}}_ test shopper Logout | Help
® Exchange Menu * Search B
= Welcome
= Browse Shopping List ITtem Code :] Search
= Printable List
= Shopping Cart Ttem Name/Description :] Search Show All

= Order Management
= Change Password

> Support

= Report a problem
= Contact Us

© Aidmatrix
= About Us

Total Agency Credit Limit = $ = Unlimited = Current Cart Yalue =$ 0

catalog Home

Page |: Go To Page

- USDA Beef

[ Silerusuitlnizrnzt Ealoyay

c out
Prev. Page ge 2 of 2

= Gross Wei

= Item Cod [} 1. Success- USDA Beef added to the cart.

= Manim;n . 2, Success- USDA Peaches added to the cart. <—
7 = Unit e

= Unit Of M

= Pack Size:

a‘m’ Quantity [ | AddT 8

= Handling Requirements: Frozen Food
= Packaging Type: Case
= VAP Fee: $0

- USDA Peaches

= Item Code: G100000

= Maximum Order Quantity: 1239
= Unit Price: $ 0

= Unit Of Measures: CASE

= Pack Size: 24{160z

= Gross Weight (in Ibs): 29

= Handling Requirements: Dry

= Packaging Type: Can

= YAPFee:$0

Enter Quantity | | AddTo cart
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Browse the Shopping List
Shop by Item Name or Item Code

You can search for items by typing in an Item Code.

1. Click on Browse Shopping List from the menu on the left hand
side of your screen.

e ) s Address g’] http:{ fwww, harvestcenter .comfagencyexpress20/NewMain, asp Go l':.
Qiak + © - ¥ A = 77 Favorites @ Media € L @ A~

test shopper

Logout | Help

® Exchange Menu

= Welcome
= Browse Shopping WELCOME TO AGENCYEXPRESS
= Printable List P . . #4 User Guide - This

X The Mission of America's Second Harvest is to create ¢ document will guide you
= Shopping Cart . A # document will g ¥

a hunger-free America. We distribute food and grocery products through using the
= Order Management through a nationwide network of certified affiliates, increase Agency Express tool. This is a
= Change Password public awareness of domestic hunger, and advocate for policies America's Second Narvest great place for first time
$ Support that benefit America's hungry. You can learn more about Second €nding Hunger users to start.

Harvest by clicking here

= Report a problem U S
= Contact Us Aidmatrix leverages the power of technology and aldmatrlx

$ Aidmatrix part_nershlps to bring iterns such as _food, clothmgf building Tecmology, mmchy, e

supplies, medical and educational supplies to people in need

= About Us during the time of need. You can learn more about Aidmatrix by
clicking here.

> No alerts at this time

The Virtual Food Drive by Aidmatrix is an internet- [%

2. Type in an Item Code or part of an item code.
3. Click on Search.

File Edit WView Favorites Tools Help Address | &) http:/fwww.harvestcenter.comfagencyexpress20/NewMain, asp GD

QbBack + © - [¥] 2 (» S search rFavorites @ Meda € L & A~

® Exchange Menu + Search
= Welcome

Browse Shopping List Item Code D100001 Search
Printable List

Shopping Cart Item Name/Descripti
Order Management
Change Password

test shopper Logout | Help

]

$ Support ** Review Shogping List
= Report a problem 3
= Contact Us 2 ssorted Non-Food

$ aAidmatrix = Household goods, Toys, Books, Clothil L]
= About Us
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Browse the Shopping List - Shop by Keyword Search
(cont'd)
All items that have that part of the keyword in the Item Code will be
displayed. In this example searching for D10001 returned the Items
with Item Codes D100011 and D100013
[ ® Exchange Menu * Search ;‘

[ Slquping(;art Item Name/Description :l Search Show All

® Support o Total Agency Credit Limit = $< Unlimited > Current Cart Yalue = ¢ 3.04

= Report a problem
= Contact Us

& Aidmatrix
= About Us

Catalog Home
Check out

-+ Assorted Pies N Cakes Enter Quantty [ | AddTo Cart

= Item Code: D100011

= Maximum Order Quantity: 10

= Unit Price: $ 0.05

= Unit Of Measures: LB

= Pack Size:

= Gross Weight (in Ibs): 1

= Handling Requirements: Refrigerated Food

= Packaging Type: Plastic

= VAP Fee: $0 k

-+ Corn on the Cob, Fresh Enter Quantty | | AddTo Cart

= Item Code: D100013
= Maximum Order Quantity: 2046 —
= Unit Price: $ 0.02

= Unit Of Measures: LB

= Pack Size:

= Gross Weight (in Ibs): 1

= Handling Requirements: Refrigerated Food

= Packaging Type: Tote

= VAP Fee:$0
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Browse the Shopping List - Shop by Keyword Search
(cont’'d)

You can search for items by typing in its name.

1. Click on Browse Shopping List from the menu on the left hand
side of your screen.

Address g’] http:{ fwww, harvestcenter .comfagencyexpress20/NewMain, asp

Qback ~ @ - ¥ A - 77 Favorites @ Media € L @ A~

test shopper Logout | Help

® Exchange Menu

= Welcome
= Browse Shopping WELCOME TO AGENCYEXPRESS
= Printable List P . : #4 User Guide - This

N The Mission of America's Second Harvest is to create * 2 document will guide you
= Shopping Cart . A » document will g ¥

a hunger-free America. We distribute food and grocery products through using the
= Order Management through a nationwide network of certified affiliates, increase Agency Express tool. This is a
= Change Password public awareness of domestic hunger, and advocate for policies America's Second Narvest great place for first time
$ Support that benefit America's hungry. You can learn more about Second €nding Hunger users to start.

Harvest by clicking here

= Report a problem U S
= Contact Us Aidmatrix leverages the power of technology and aldmatrlx

$ Aidmatrix part_nershlps to bring iterns such as _food, clothmgf building Tecmology, mmchy, e
supplies, medical and educational supplies to people in need i o
= about Us during the time of need. You can learn more about Aidmatrix by ¥ No alerts at this time
clicking here. [ )
The Virtual Food Drive by Aidmatrix is an internet- [%

2. Type in a keyword in the Item Name/Description field.
3. Click on Search.

L[]

Address .El']http:n‘www.harvestcenter.comfagencyexpressZDJ'NewMain‘asp Go

Back ~ ) - [x] (2] «» O Search rFavorites @ Meda £ L B A~

i A

ECRONORY. NUmATETY. pertierstip.

el
o

Logout | Help

test shopper

1]

$ Exchange Menu « Search
Welcome

Browse Shopping List Item Code I:l Search
Printable List

Shopping Cart Item Name/Description
Order Management
Change Password

earch Show All

® Support ** Review Shoppj

= Report a problem
= Contact Us

® Aidmatrix
= About Us

hsorted Non-Food 3
= Household goods, Toys, Books, L

Baby Food/Formula
» Baby FoodFormula
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Browse the Shopping List - Shop by Keyword Search
(cont'd)

All items that have that part of the name/description in the Item Name
will be displayed. In this example, searching for Pasta returned the
items, Pasta and Sauce for Pasta.

43

** Search

1]

-
® Exchange Menu

= Welcome

Browse Shopping List Item Code [ ] search

Printable List

Shopping Cart Item Name/Description Search Show All
Order Management
Change Password

$ Support o Total Agency Credit Limit = $< Unlimited > Current Cart Yalue = § 3.04

= Report a problem
= Contact Us

® Aidmatrix

Catalog Home
Check out

= About Us

» Pasta Enter Quantity | | AddTo cart

= Item Code: P100003

= Maximum Order Quantity: 1100
= Unit Price: ¢ 5.6

= Unit Of Measures: CASE

= Pack Size:

= Gross Weight (in |bs): 40

= Handling Requirements: Dry

= Packaging Type: Case

= VAP Fee:$0

- Sauce for Pasta - 10/16 0z bottles Enter Quantity [ | AddTo cart

= Item Code: P100004
= Maximum Order Quantity: 40 T
= Unit Price: § 2.24

= Unit Of Measures: CASE

= Pack Size:

= Gross Weight (in Ibs): 16

= Handling Requirements: Dry

= Packaging Type: Case

m ¥YAPFee:$0
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Printable Shopping List

Some users may find it convenient to print out a list of available items
for their review.

1. Click on Printable List from the menu on the left hand side of
your screen

1§ [x]

File Edit VYiew Favorites Tools Help Address @http://www.harvestcenter.comlagencyexpressZUlNewMain.asp Go :‘,",'

Q@Back ~ ) - [¥] 2] (0 S search TcFavortes @ Meda € L & A~ ¥

? Exchange Menu

test shopper Logout | Help

= Welcome
= Browse Shoppiga List TO AGENCYEXPRESS
= Printable LisP . . #3 User Guide - This

N T 1 f America's Second Harvest is to create ¢ b document will guide you
= Shopping Cart . 2 . documentu

a erica. We distribute food and grocery products through using the
= Order Management tl vide network of certified affiliates, increase Agency Express tool. This is a
= Change Password public awareness of domestic hunger, and advocate for policies Amarter's Sscead Bervest great place for first time
® support that benefit America's hungry. You can learn more about Second €ncing Huager users to start.

Harvest by clicking here
= Report a problem

. .
= Contact Us Aidmatrix leverages the power of technology and aldmaul X

© Aidmatrix part_nershlps to bring iterns such as \_‘uod, |:|oth|ngf building Technology, hamanity, paraeTsiip,
supplies, medical and educational supplies to people in need o
= About Us during the time of need. You can learn more about Aidmatrix by . No alerts at this time

clicking here.

The Virtual Food Drive by Aidmatrix is an internet-

2. Click A table of ALL available items will be displayed. Click on
the Print button. This will open your computer’s printer function
where you can click print.

File Edit View Favorites Tools Help Address | &) http:/fwww.harvestcenter.comfagencyexpress20/NewMain, asp

Q@Back ~ ) - [¥] & » P search cFavorites @ Meda € L & & [

test shopper Logout | Help

=y
9 Exchange Menu
= Welcome = and view the entire list
= Browse Shopping List = Best view, if printed in "Landscape” mode.
= Printable List
= Shopping Cart ** Printable Shopping List - 4/12/2004 3:46:59 PM (CST)
= Order Management
0 @RS Item Description Max Qty | UOM | Unit Price | Gross Weight | Packaging Type | Handling Req
& support Assorted Canned Goods 269.95 |16 | 0.0085 20 Dry
0 RepEi At Assorted General Mils 45033.35 | CASE | 0.0075 | 1 Dry
= Contact Us " .
Assorted Pies N Cakes 10 LB 0.05 1 Refrigerated Food
¥ Aidmatrix Corn on the Cob, Fresh 2046 5 002 1 Refrigerated Food
= AboutUs Diapers assorted sizes 500 LB 0.14 1 42 Ct Pack Dry
Food Basket Item 2 1 CASE | 4.15 20 2{10 0z Dry
Food Basket Item-12 77 CASE | 3.15 20 210 0z Dry
Food Basket Item-15 21 CASE | 4.15 20 2{10 0z Dry
Food Basket Item-17 80 CASE | 4.15 20 210 0z Dry
Lysol Spray 2800 CASE | 3.92 28 20{1802 Dry
Pasta 1100 CASE | 5.6 40 Dry
Salvage, Unsorted 10 LB 0.14 1 1 Refrigerated Food
Sauce for Pasta - 10/16 oz bottles | 40 CASE | 2.24 16 Dry
USDA Beef 1 CASE |0 1 T Frozen Food
USDA Peaches 1239 case | o Y | 2411602 Dry
= N
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Submit Orders from Your Shopping Cart

The shopping cart screen stores all of the items that you selected from
the shopping list. This is the last screen to complete before submitting
your order.

1. Click on Check Out from the shopping list or click on Shopping
Cart from the menu bar on the left-hand side of your screen.

22 uyEss 20U Kuayad i Aldia .- Sieyusufe [z Eepluyay \._i‘u‘]'g]
File Edit View Favorites Tools Help Address »g’]http:h‘www.harvestcenter.com/agencyexpressZDlNewMain,asp u Go l','

Q@6Back ~ ) ¥ @ (» O search rFavortes @ Meda € L [ A~

P aidmarix /5

test shopper Logout | Help

9 Exchange Menu ** Search
= Welcome
= Browse Shopping List ITtem Code :] Search
= Printable List
= Shopping Cart Ttem Name/Description Search Show All
= Order Manageme‘\
= Change Password 1
® Support " Total Agency Credit Limit = $ = Unlimited = (] e=$0
= Report a problem

Catalog Home
= Contact Us

9 nidmatrix
= About Us

Check out

- Raisin Bran Enter Quantity [ | AddTo cart

Item Code: D100001
Maximum Order Quantity: 550
Unit Price: $ 3.36

Unit Of Measures: CASE

Pack Size: 24/16 0z

Gross Weight (in Ibs): 24
Handling Requirements: Dry
Packaging Type: Carton

YAP Fee: $ 0

There are three sections of the Shopping Cart: Header Information,
Contact Information, and the Shopping Cart.

? Exchange Menu + Header information ** Contact Information

= ‘Welcome

= Browse Shopping List Reference Number PO32 Contact Not available 52 &l

= Printable List

= Shopping Cart Pickup Date 04/13/2004 e} Address test ship

= Order Management Pickup Time :l Address2 test ship

= Change Password ) City test city
> Support Shipment Method Pickup D State oK

= Report a problem [a] Zip 99999

= Contact Us Delivery Instructions E Phane Not available
9 aidmatrix Fax Not available =

u About Us Update Header Update Contact

*+ Shopping Cart
Delete | No. | Item Code | Description Order Quantity | Unit Of Measure I Gross Weight | Unit Price | YAP Fee I Pacl'
X |1 | Glo0001 | USDABeef [t | CASE 1 0 0 [2]
X 2 | Gtooooo USDA Peaches [12 | CASE 29 0 0 24/1€
| Total Gross Weight | 3491bs
Total Price $0
| Total Agency Credit Limit | $< Unlimited > |
[0 ] D
| GoToPage Clear Cart Update Lines Submit Cart
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Submit Orders from Your Shopping Cart (cont’'d)

Header Section

Reference Number

1. You will see a reference number at the top of the header. Use
this number to identify your order later on. The reference
number is unique to AgencyExpress. The Food Bank may use a
different number to identify your order in their systems.

Il@ Hugpeyicnyass 2o U Moyyayad b Adirmirie - Sieyusuft Intzynze Eculoyay

File Edit View Favorites Tools Help Address @http:,f,iwww.harvestcenter.com!agencyexpresszo!

Q@ Back ~ [ 2] «» O search Favorites @ Media 2 - & &

$ Exchange Menu

v inl ation

= ‘Welcome

O s S st Reference Number PO32

= Printable List

= Shopping Cart Pickup Date 2

= Order Management . .

Pickup Time

= Change Password
$ support Shipment Method Pickup |54

= Report a problem [=]

= Contact Us Delivery Instructions E|
® Aidmatrix

= About Us Update Header

Pickup Date

The Pickup Date field allows you to give your preferred date for pickup,
by default the date is set to week from the current date. The Food
Bank will change this date based on inventory availability.

2. Click on the Calendar Icon to enter a new date. A Calendar will
appear where you can click on a Date to set the date.
Alternatively, you can Type in a new date with the correct
format (mm/dd/yyyy) to change the date.
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|@ Ciylaglay - Sileyusofe [, J | B

April 2004
[<<] [<][Scroll [2] [2=]

Sun |Mon Tue Wed Thu Fri |Sat

1 2 3
4 |5 & [Z 8 |2 |10
11 |12 |13 |14 |15 (16 17
18 |18 |20 |21 22 (23 24
25 |26 |27 |28 |29 (30 1

Submit Orders from Your Shopping Cart (cont’'d)

Pickup Time

The Pickup Time field allows you to give a preferred time for pickup.
The Food Bank will accommodate this time if possible. Some Food
Banks may not have assignment of times.

3. Type in a pickup time if necessary.

Shipment Method

The Shipment Method field allows you to select a preferred shipment
method, pickup or delivery. The Food Bank will accommodate this
method if possible.

4, Select the appropriate method from the drop down box

Delivery Instructions

5. If you need to enter any other special delivery instructions,
please enter them in this box.

6. Click on Update Header to save your changes.
Look for a confirmation that says Header Information
Updated Successfully.
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did

File Edit View Favorites Tools Help Address [@ http: ffvsvave, harvestcenter.comjagencyexpress20)

P Back - [*] 2] ©» O search <'7Favorites & Media € L [ &~ [

technology. humanicy. pertsceship. e ]

nger

$ Exchange Menu ++ Header information

= ‘Welcome 3

= Browse Shopping List Reference Number PO32

= Printable List

= Shopping Cart Pickup Date 0471372004 &

= OrderMancgent 4 oy, L ]

ime

= Change Passwotl -E@\» 5

> SUPPOLE Shipment Method Pickup

= Report a problem / [«]

= Contact Us Delivery Instructions E|
$ aidmatrix
= About Us

6 > Update Header
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Submit Orders from Your Shopping Cart (cont’'d)

Contact Information (This section is optional)

You will find the Contact Information on the top, right-hand side of
the screen. If your Agency/Program has multiple contacts, the first
dropdown box will allow you to select the Contact placing the order. If
any of the contact information is incorrect, contact your local Food
Bank to have this info updated.

1. Select a Contact from the dropdown box labeled Contact.
2. Click on Update Contact after selecting a contact.

[%’o’ Contact Information

Contact test ship <+— i EI
Address test ship

Address2 test ship

City test city

State QK 2

Zip 99999 |
Phone Not available
Fax Not available E

Update Contact
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Submit Orders from Your Shopping Cart (cont’'d)

Shopping Cart Section

Review Items In Shopping Cart

1. The Items in your shopping cart will be listed line by line.
Review these items for accuracy. If you have forgotten an item,
you can continue to shop by clicking Browse Shopping List.

Delete an Item

2. Click on the red ‘X’ under the Delete Column next to the line
item that you want to remove from the cart.

Clear Cart

3. If you wish to start over with an empty cart. Click the Clear
Cart button.

Change Quantities

4, Enter the new quantity in the text box under the Order
Quantity column.
5. Click on Update Lines to save your changes. Look for Line
Items Updated Successfully note to appear on your screen.
4
** Shopping Cart 1
Delete | No. | Item Code | Description Ordqr Quantity | Unit Of Measure | Gross Weight | Unit Price | YAP Fee | Pack
X |1 | D100004W | Assorted Canned Goods LB 20 0.0085 0 [2]
b 4 2 D10000S Assorted General Mills 2 CASE 1 0.0075 1}
X |3 |D100011 | Assorted Pies N Cakes L& 1 0.05 0
f Total Gross Weight 205 Ibs
Total Price $0.25 5
2 Total Agency Credit Limit | $< Unlimited >

4l ] * bl
Go To Page 3 ' Clear Cart Update Lines Submit Cart
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Submit Orders from Your Shopping Cart - Line Items

Section (cont’'d)

Totals

6. At the bottom of your shopping cart the Total Gross Weight,
Total Price, and Total Agency Credit Limit will be displayed.
The Total Gross Weight and Total Price are updated as you
change quantities. The Total Agency Credit Limit is static.

Submit

7. Click on Submit, once you have reviewed each section of your

shopping cart.

8. You will see a note, asking if you are sure of your order. Click
Ok when you see this note, if you want to proceed with

submitting your order.

** Shopping Cart

Delete | No. | Item Code | Description Order Quantity | Unit Of Measure
b 4 1 D100004 Assorted Canned Goods 10 LB 20
X |2 | D1000s | Assorted General Mill CASE 1
X |3 |D100011 | Assorted Pies N Cakes L& 1
6 Total Gross Weight 205 Ibs
Total Price $0.25
Total Agency Credit Limit | $< Unlimited >
K1 ]
Go To Page Clear Cart

| ICTOS O TIETETRXIDTET;

\? / Are you sure you want

I oK |[ Cancel ]

Gross Weight | Unit Price | YAP Fee | Pack

0.0085 |0 [2]
0.0075 |0
0.05 0
=
0]
Update Lines Submit Cart
7
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Submit Orders from Your Shopping Cart - Line Items
Section (cont’'d)

When you click on Submit an email is sent to your Food Bank
Administrator notifying them that you have submitted an order. The
Food Bank Administrator will review your order, make any necessary
changes, and release it. Once the order is released, you will receive
an email notifying you that your order is ready.

suft iz Eeuluyay J J‘@

éj http:{fwww, harvestcenter.comfagencyexpress20/NewMain.asp J Go l','

QBack ~ [ 2 » O search Favorites @ Media € o @ &~

i@ AggneyEayEss LU-Loyayad Dy S e - ey
dress

File Edit View Favorites Tools Help Ad

test shopper Logout | Help

& Exchange Menu Your Purchase order has been sent to the food bank successfully. Your Order Number is PO33
= ‘Welcome

= Browse Shopping List
= Printable List

You will receive a confirmation that your order has been submitted
which will look similar to the following screen.

Orders are Tentative

Please keep in mind that your order is tentative until acknowledged by
the Food Bank Administrator. The Administrator may have to change
quantities or reject orders. If changes are made to your order, they
will be reflected on your order in AgencyExpress (see “Review the
Status of Your Orders” section of this guide). In addition, Food Banks
typically will email you if changes had to be made.
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Review the Status of Your Orders

You can review the status of your order once it has been submitted to
the Food Bank by following the steps below. The Food Bank may alter
the details of your order. It is recommended that you review your
order prior to delivery/pickup. Look to see if they have changed the
Header Information or Item quantities. Also, the Total Price and
Total Gross Weight will be updated based on any changes made. You
can review these changes made by the Food Bank.

1. Click Order Management from the menu on the left-hand side
of your screen.

2. All of your orders will be displayed, sorted by Created Date. You
can click on a Reference Number to view more details on that
specific order. For example, clicking on the text PO31, will
display the details for that order.

@ AggieyiayEss LU-KoyayEd oy Aldnmerle- Hieyusuie iz Ealuyzy \_i J‘ﬂ
File Edit View Favorites Tools Help Address | @] http:{fwww. harvestcenter.comfagencyexpress20/NewMain. asp \J Go l','

QBak ~ ¥ [2) «» O search Favorites @ Media € L [ A~
W b B kel B s

test shopper Logout | Help

® Exchange Menu

= Welcome

= Browse Shopping List o
= Printable List /
= Shopping Cart
» Order Management Reference Number Status Total Price Total Gross Weight Created Date D
= Change Password ORD100224 Non-Web Order $25.51 0lbs 04/03/2004 [=]
® Support ORD100217 Non-Web Order $0 0lbs 04/06/2004
= Report a problem 3 Ent to Foodbank $702.1765 4784 Ibs 04/06{2004
= Contact Us 2 Ent to Foodbank $366.5985 3060 Ibs 04/06/2004
® Aidmatrix Ent to foodbank $0 349 |bs 04/06/2004
= About Us nt to foodbank $0.25 205 Ibs 04§06/2004
Mon-Web Order $49.8 0lbs 04/05/2004
Mon-Web Order $6.72 0lbs 04/05/2004
Nnn-Weh Orrer $4n.58 nlhs N4NSizNn4 E

» | Page 10f 3 Go To Page




30

Updated 4/12/04

Review the Status of Your Orders (cont’'d)

Viewing a Specific Order

You can enter a specific Reference number

1. Type the Reference number in the Reference # text box.

2. Optionally you can search by the created date of a reference
number by entering a To and/or From date to see only
specifically dated orders. It is easiest if you click the calendar
link.

3. Click on GO.

@ LoENCyEXpTese R0 oW ET el I dmatx e erasoitinterne i xplores d‘ﬂ'@
File Edit View Favorites Tools Help Address .éj http: fwww.harvestcenter.com/agencyexprel u =d Go l','

QbBack ~ O - ¥ & & P search Favorites @ Media €2 ' @ A~

test shopper Logout | Help

== = 0
¥ Exchange Menu From date: B To date: B Reference #: |PO30 ‘
= Welcome
= Browse Shopping List v
= Printable List
= Shopping Cart
= Order Management Reference Numl us Total Price Total Gross Weight Created Date .
= Change Password PO30 2 to Foodbank $702.1765 | 4784 |bs 04/06/2004 5|
> Support ’_‘

= Report a problem
= Contact Us
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Review the Status of Your Orders (cont’d)

Under the Status column your Order Number will fall under one of the
following statuses.

Non-Web Order - This Order has been entered by the Food Bank
Administrator. This type of order is typically from a fax or
telephone order.

New - Your Order has been recently submitted and not yet sent
to the Food Bank Administrator.

Sent to Food Bank - Your Order has been sent to the Food Bank
Administrator and is awaiting their approval and release.

Acknowledged -The Food Bank Administrator has approved your
Order and made any necessary changes to it. You will receive
an email notifying you that your Order has been acknowledged.

Invoiced - Your Order has been picked up by your agency and
has been billed.

Rejected - Your Order was rejected by The Food Bank
Administrator. None of the items will be available.

Your most recent online order will appear on the first page. If you
want to see older orders,

4, Enter the page number in the text box.
5. Click on Go To Page.
OR
6. Click on the forward/back arrows.
From date::lﬁ Todate:[ |E Reference #:I:] Go %)

Reference Number Status Total Price Total Gross Weight Created Date

(<))

ORDINNZNS
» | Page 1 of 3 Go To Page

ORD100 MNon-Web Order $25.51 0lbs 04/08/2004 El
ORD100) 4 Mon-Web Order $0 0 lbs 04/06/2004
030 Sent to Foodbank $702.1765 4754 Ibs 04/06/2004
031 Sent to Foodbank $366.5985 3060 Ibs 04/06/2004
032 Sentto Foodbank $0 349 Ibs 04/06/2004
O3 Sen| $0.25 205 |bs 04/06/2004
OR Mor] 5 $49.8 0lbs 04/05/2004

OR $6.72 0lbs 04/05{2004 I%ZI
p NAR-TTRR CrrRr 44n.58 nihs N4iNS{ZNna
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Review the Status of Your Orders (cont’d)

View Order Details

1. Click on a Reference Number to see more details.

A = =]

s @ http:{ v, harvestcenter . comfagencyexpress20/NewMain.asp Go ?l.
77 Favorites @ Media €@ L [ &~

File Edt ‘View Favorites Tools Help Add
QbBack ~ © - [x] 2 » O search
laim,.qmma% Y

shopper

Logout | Help

¥ Exchange Menu Fromdate: [ B Todate:| B Reference#:[ |
= Welcome
Browse Shopping List P
Printable List
Shopping Cart
Order Management Reference Number Status Total Price Total Gross Weight Created Date .
rd ORD100224 Mon-Web Order $25.51 0lbs 04/08{2004 z‘
1 ORD100217 Mon-Web Order $0 0lbs 04/062004
m —> PO30 Sent to foodbank $702.1765 4784 |bs 04/06/2004
PO31 Sent to foodbank $366.5985 3060 Ibs 04/06/2004
® Aidmatrix PO32 Sent to foodbank. $0 349 Ibs 04/06/2004
= About Us PO33 Sent to foodbank $0.25 205 bs 04/06/2004
ORD100204 Non-Web Order $49.8 0lbs 04/05/2004
ORD100205 Mon-Web Order $6.72 0lbs 04/05/{2004
ORNDINNZNG, Nan-Weh Order | 4N.58 Nihs N4iNSiznnd EI
[»]Page1of3| | GoTorage

You will see all of the line items in your order listed here. The quantity
confirmed for your agency will be shown under the Accepted
Quantity column. The Amount Charged column will show you the
final fee for each line item

AT ARSI IO OTIRTLETNEIREXDIOTETS

File Edit View Favorites Tools Help Address @http:n‘www.harvestcenter.comp‘agencyexpress20,fNewMain.asp

QBack v ) - [¥] [2] (» P search rFavorites @ Meda € L [ A~

test shopper Logout | Help

=y
¢ E”\Zhla"ge Menu * Header information ** Contact Information
= ‘Welcome
= Browse Shopping List
= Printable List Reference Number PO30 B Contact test ship IZI
0 GiEER Created By test shopper -
e Order Status Sent to foodbank Address  test ship
s o Pasword Pickup Date n4/10j2004 | B Address2  test ship
> support peup e @ ey
= Report a problem Shipment Method | Pickup SFete oK
= Contact Us None |Z| s;f 299:9 _— E
- ; Delivery Instructions one jot available
® Aidmatrix = =
= About Us
** Shopping Cart
Status | No. | Item Code | Item Code Order Quantity | Accepted Quantity A Date | Amount Charged | Note .
New 1 D100004 Assorted Canned Goods 4 E‘
New 2 D100005 Assorted General Mills 35
New 3 D100011 Assorted Pies N Cakes 3
MNew 4 D100008 Assorted Vegetables 19
MNew S D100013 Corn on the Cob, Fresh 6
New 6 D100006 Diapers assorted sizes 100
New 7 B10002 Food Basket Item 2 1 D
-
[l ] B
[/ @oTo Page
[N




33

Updated 4/12/04

Review the Status of Your Orders (cont’d)
Item Statuses

Under the Status column of Acknowledged orders you will see one of
the following statuses

Accepted - The entire quantity ordered for that item was
approved

Partially Accepted - Less than the full amount of the item your
ordered was approved. Check the Accepted Quantity column to
see how much of the item was accepted.

Rejected - The item ordered was not approved
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Change Password
You will use the Change Password feature to update your password.
1. Click on Change Password from the menu on the left-hand
side.
2 Type in your new password, and your confirmed new
password.
3 Click on Change to save your changes.
B SeencyExprecsR O bwered By i motixeicrosottl pteTneiExpIoTeT: =)=
File Edit View Favorites Tools Help Address .@http:waw.harvestcenter‘comfagencyexpressZU/NewMain.asp D GO l','
@Back ~ ) - [¥] [2] (» S search rFavorites @ Meda € L @ A~ [
ad] 1 A g
= T e E—
$ Exc
= Welcorge
= Browsg Shopping List
= Printabfe List
= Shopgee Cart ** Change Password
= Order Management fﬁ
= Change Password (AL
-
= Report a problem
w Contact Us Change Password:
& Aidmatrix New Password : ] 2
= About Us Confirm New Password :
2
4 Look for Your password has been changed to appear on your
screen. Click Ok. You will need to login again with this new
password.
P:‘u'.ir;ru-:uft Inizynzt Eenlyyzy ml

! E Your password has been changed. Please login with your new password.
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Report a Problem

If you have a question or need to report a problem with
AgencyExpress, fill out this form to have an email sent to your Food
Bank Administrator.

1. Click on Report a Problem from the menu on the left-hand
side.
e e B

Address | &) http:/fwww.harvestcenter.comfagencyexpress20/NewMain, asp Go aw

Q@bBack ~ ) [¥] @ » P search cFavorites @ Meda € L & A~
Peidmar 7 |

9 Exchange Menu

test shopper

= Logout | Help
e

= Welcome
= Browse Shopping List WELCOME TO AGENCYEXPRESS
= Printable List L . . El User Guide - This
y The Mission of America's Second Harvest is to create * document will guide you
= Shopping Cart L P » document v
a hunger-free America. We distribute food and grocery products through using the
= Order Management through a nationwide network of certified affiliates, increase Agency Express tool. This is a
= Change Password public awareness of domestic hunger, and advocate for policies America's Second Narvest great place for first time
® Support that beneflt Amerlca s hungry. You can learn more about Second €nding Hunger users to start.
H eng here

= Report a problem
= Contact Us ‘ 2 1 erages the power of technology and aldmau‘]x

$ Aidmatrix p o bring items such as food, clothlng, building Tecology, maacy, paraasion.
and educational supplies to people in need A o
= About Us durlng the time of need. You can learn more about Aidmatrix by ! No alerts at this time
clicking here. [ 20

2. Type in the text of the issue you are having.
3. Click on Report To Food Bank. This will send an email to your
Food Bank Administrator.

8 v X

Address | ] http: {fwww.harvestcenter comfagenc {NewMain. asp Go w

' Favorites @ Media € L, [ A~

Qback - ©Q - ¥ & & P search
P A

$ Exchange Menu

test shopper Logout | Help

= Welcome o ‘ Report a Problem

= Browse Shopping List

= Printable List

a Shopping Cart = Please summarize your problem below,
= Then click on "Report to Food Bank".

= Order Management

= Change Password

Problem Summary :
$ Support —
Description of my problem.

= Report a problem

= Contact Us
& aidmatrix
= About Us

2 3

| Report To Food Bank |

Logout of AgencyExpress

1. CI|ck Logout at the top, r|ght hand side of your screen.

= ][=]X]

File Edt View Favorites Tools Help Address @http.waw.harvestcentev.cnm/‘agencyexpressZDiNewMaln.asp GD i

QbBack ~ ) - [ [2) @ P search rFavorites @ Meda & L & A~
aidmatrix #Hi :
Ay, Ty, ST, Ay b et

® Exchange Menu

test shopper Logout | Help
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Frequently Asked Questions

I need HELP beyond the information given in the user guide.
What do I do? Call your local Food Bank.

A. Username/Password/Email Questions

How do I get a username, password, and program code? Call your
local Food Bank.

What do I do if I forgot my username, password, and program
code? Call your local Food Bank if you do not know your username
and/or program code. If you have forgotten only your password, refer
to the Forgot Your Password section of this manual.

What steps need to be taken if an Aidmatrix user leaves our
agency? Call your local Food Bank and give them the User ID that is
no longer applicable. They will need to deactivate the user from using
the Online Shopping System on behalf of your program.

How do I update my email address for Aidmatrix? Call your local
Food Bank and give them the correct email address for your username
and program code.

I'm not receiving emails when my order is ready to be picked up at
the Food Bank. What do I do?

First look that the order has reached the Acknowledged state in Order
Management. See View Order Details portion of this manual. If you

see the order, yet have not received the email check the following:

a) Check to see if your email memory space is too full. You may need

to delete some of your old mail to free up space.

b) Has your email account been inactive for a length of time? You may need to
reactivate it.

c) Verify that your organization’s email server is working.

d) Verify that your Internet connection is working.

B. Food Bank Questions

What day and time am I supposed to pickup my order from the Food
Bank now that I order online?

Unless you designate otherwise when you place your online order,
your pickup date and time with the Food Bank will remain the same.
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Frequently Asked Questions (cont’d)

Once I have submitted my order, how will I know when it has been
confirmed by the Food Bank? You will typically receive an Order
Confirmation via email from your local Food Bank. You should also review the
status of your order to check that it has been Accepted.

How do I know if my order has changed from the quantities I
originally ordered? Review the confirmation email that you receive
once your order has been approved by the Food Bank. Also you can
confirm the quantities of your order by looking under the Accepted
Quantity column under Order Management. (Refer to the “"Review the
Status of Your Order” section.)

C. Downloads

How do I download Internet Explorer Version 5.5 or 6 if I don't
have it?

Type http://www.microsoft.com/ie in your Internet browser. Then
click on the application you want to download for free. Follow the
instructions.




