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**VERY IMPORTANT*
EACH AGENCY MUST PROVIDE WOFB WITH THE NAME OF THE PERSON WHO WILL BE DOING THE ORDERING FOR THE AGENCY EXPRESS
PROGRAM ALONG WITH A CONTACT EMAIL FOR THAT PERSON. YOU MAY HAVE MORE THAN ONE ORDER TAKER FOR YOUR AGENCY
BUT NO MORE THAN 3!!!! IF YOU DON'T CURRENTLY HAVE AN EMAIL ADDRESS YOU MAY SET ONE UP FOR FREE AT GMAIL, HOTMAIL,
YAHOO, MSN. THIS INFORMATION MUST BE PROVIDED TO WOFB BY FEBRUARY 3, 2012 SO THAT | MAY GET YOU INTO THE PROGRAM.
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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.




= Agency Express 3 - Windows Internet Explorer

= 3 =
e - |g, agencyexpress3.org, V‘ + A | | 2
Fle Edit View Favorites Tools Help
x Go gk: | v -"l Search = Maore 3> ‘ tommis ~ A+
ff Favarites {5 & | welcome to the Uniced Way,., €| e-C IMPACT - West Ohio Fao.., -] 2 E: Free Hotmal & | @
= »

92|+ | ] West Ohio Food Bank Mail - ... | @3 Agency Express 3 x & - B [ @ v Page~ Safety v Took - @~

l‘!

e

wr

b

AMERICA

Login

You will be provided your login

information during training. **Please

note , when you initially login

brogram Code: - SOSNE2YSQa LI aas2NR

: . may change this yourself after you login

for the first time however, if you

MNeed to clear your username and program code? Click Here

Login choose to keep that password, please

User Name:

Password:

OO remember me next time.

know that every agency has a different
program code and user name so it will

only be your shopper able to access
@2dzNJ  3Sy0eqQa 2yfAyYS
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Once you click on the Agency Express link from the previous page, it will open up the Agency Express website as shown|above.
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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.
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Under the Order Options you will see 4 separate options list&ttropping ListCheck OutOrder ManagementandScheduler You
will click ong { K 2 LJLJAte adcesk thea@dtudl list of items available at WOFB.
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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 Ib or by
the case.
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Item No. Description

Category

|— Selecta Category -

]

Feature Type Handling Req. pesc, Code? Food Source
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Search Show All

-Selectone- w

View Favorites

Total Line Items Total Due
0 $0.00

Available Credit Limit Gross Weight
$2,989.72 0
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Clear Cart Add to Cart Check Out

Shopping List - SortBy-

Tip:Please Add to Cart requested items before leaving page

Available
Oty.

Description

A110 Whele Kernal Corn MOOST

6/#10

A11% Corn 24/300

A119 Kernal Corn MO15
24/15.250z

A113 Kernal Corn MO78
24/150z

A135 Lentils 12/2lb

AZ36 Spaghetti Szuce 24/300

AZ53 Apricot Halves 24/300

2411 Canned Peaches 24/300
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Click on eaciA y Pay@tb
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Price

Al

Favorite

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.

The Shopping List will resemble above. You can scan through the items and read their descriptions to decide what you rhay wan
Notice there is more than one page to the Shopping List. Just click on each page to review the items. Once you seemgailite
may want, you will add the Order Qty next to the item as listed above in the text box.
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#essage fromwebpage bl Total Due you do this a box
will pop up showing
o that your item was
successfully added
to your cart. Click

Item No. Description

Category ! Y Success: Ikem 21515 added to the cart.
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Available Description . Type rose Favarite
Uescription i i Weight

A110 Whaole Kernal Corn MOOBT
6/#10

A113 Corn 24/300

A118 Kernal Corn MO78
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Total Line Items Total Due

Category Once you are ready to check out
[~Selecta Categon - you will need to go to the Order

Feature Type Handling Req. pesc, Code? Food Source
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Order Available Description
Qty Otv. . Sescnpton

A110 Whole Kernal Corn MOOBT
6/#10

AL1S Corn 24/200

A119 Kernal Corn MO78
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Options tab once again but this

Scheduler. This will allow you to
choose your pick up/delivery
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i et el 3.) After you C|ICk the date
Order Options | * | Report ' * Food Bank Links * | Help |* AboutAidmatrix ' Log Out and select it, next click on the
clock icon to choose an
available time. Once you have
both of these chosen you will
Date: Time: then click the Reserve button.

Reserve

Scheduler

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

1.) You will need to select Delivery or

Pickup. These are the only 2 options

that you should select from. If you arel
'y F3SydOeé 6K2 R2SK
delivered to you will still need to call holidays that may fall during
WOFB and talk with Brlan SO he can this time. If you need a date
make sure that date is available for GKEG AayQli Ay

our drivers. contact WOFB and we will

make sure you get the date
scheduled that you want.
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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.




