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Click the link that says Agency Express 

 
Click on the tab at the top that says Agency Information (same place you go to when you want the shopping list).  You 
will see a link that is located under the current shopping list that says, AGENCY EXPRESS.  Click on this it will take you 

to the site you need to be on to login into Agency Express. 

Click on the Agency 
Information tab  



 
Once you click on the Agency Express link from the previous page, it will open up the Agency Express website as shown above. 

You will be provided your login 
information during training.  **Please 
note , when you initially login  
ŜǾŜǊȅƻƴŜΩǎ ǇŀǎǎǿƻǊŘ ƛǎ ŎƘŀƴƎŜ мнΦ  ¸ƻǳ 
may change this yourself after you login 
for the first time however, if you 
choose to keep that password, please 
know that every agency has a different 
program code and user name so it will 
only be your shopper able to access 
ȅƻǳǊ ŀƎŜƴŎȅΩǎ ƻƴƭƛƴŜ ƻǊŘŜǊƛƴƎΦ 



Once you have logged in you will see this screen pop up.  Currently there is nothing set up as an Activity Status Alert 
however, if your stats are late or we need you to be aware of anything this is where this will pop up for you to see when 

you sign into the site.   Just click the close button to remove this from the screen. 



Under the Order Options you will see 4 separate options listed: Shopping List, Check Out, Order Management, and Scheduler.  You 

will click on ά{ƘƻǇǇƛƴƎ [ƛǎǘέ to access the actual list of items available at WOFB. 



The Shopping List will resemble above.  You can scan through the items and read their descriptions to decide what you may want.  
Notice there is more than one page to the Shopping List.  Just click on each page to review the items.  Once you see what items you 
may want, you will add the Order Qty  next to the item as listed above in the text box. 

Click on each ƛƴŘΦΩƭ page to 
ǊŜǾƛŜǿ ƛǘΩǎ ƛǘŜƳǎΦ 

Here is where 
you will put 
how many of  
your selected 
items you 
want.  
**Please pay 
attention to 
make sure if 
you are 
ordering items 
by the lb or by 
the case. 

You may also 
click the box 
located on the 
right side of each 
item if you would 
like to add it to 
your favorites 
list. 



Enter 
how 
many you 
want of 
the item. 

Click the Add to 
Cart Button .  Once 
you do this a box 
will pop up showing 
that your item was 
successfully added 
to your cart.  Click 
OK  to remove the 
box from the 
screen. 



Once you are ready to check out, 
you will need to go to the Order 
Options tab once again but this 
time you will need to pick 
Scheduler.  This will allow you to 
choose your pick up/delivery 
date and time. 



1.)  You will need to select Delivery or 
Pickup.  These are the only 2 options 
that you should select from.  If you are 
ŀƴ ŀƎŜƴŎȅ ǿƘƻ ŘƻŜǎƴΩǘ ƴƻǊƳŀƭƭȅ ƎŜǘ 
delivered to you will still need to call 
WOFB and talk with Brian so he can 
make sure that date is available for 
our drivers. 

2.)  Next, click on this calendar 
icon.  It will bring up available 
dates to schedule your pick up 
or delivery. ** Please note, we 
only  place available dates  that 
you may select from within a 3 
week period because of how 
the system is set up and any 
holidays that may fall during 
this time.  If you need a date 
ǘƘŀǘ ƛǎƴΩǘ ƛƴ ǘƘŜ ǎȅǎǘŜƳ ǇƭŜŀǎŜ 
contact WOFB and we will 
make sure you get the date 
scheduled that you want. 

3.)  After you click the date 
and select it, next click on the 
clock icon to choose an 
available time.  Once you have 
both of these chosen you will 
then click the Reserve button. 



After you go through all the 
steps to create a reserved 
date, you will then see this 
pop up box saying the 
Reservation was successfully 
created.  Click the OK button 
to proceed.  You will not be 
able to go any further until 
this is clicked. 


