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Accessing WebWindows 

1.   Open a web browser (Chrome, Edge, Firefox, etc.) 

2.   Go to:   http://www.foodbankwma.org/   

3. Click on “Member Agencies” 

4. Click on “Already a Member” 

5.   Click “Enter Online Ordering” 

http://www.foodbankwma.org/partner-agencies/resources-for-agencies/
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Agency Ref 

Type in your Agency Reference Number that 
the Food Bank assigns a program at the onset 
of membership 

User Name   

Username is the same as your Agency 
Reference Number 

Password   

Numerical password assigned to your program 
and sent via email to the Primary Contact or 
authorized POL Contact 

Closing Dates: 

The FB will post all upcoming closing dates. You can also find 
this information on the Landing page, and the Order Entry page.  

 

Logging In The login page for online ordering will open. 

Enter your login information and click “Login” 

Each program has unique login information to access Online Ordering 

Login: 

Once you click “Login,” you will be 
directed to the Landing page 
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Order Entry 

This button is visible on every page.  
Click to be brought to start a new order 
or access an order in progress. 

 

Navigating the Landing Page 
Click the “Home” tab and the page below will show.  

 It is important to start on the “Home” Page because it will have im-
portant messages from the Food Bank, including closings. 

Your Cart 
Any items entered in 
the cart that have not 
been submitted, will be 
found here. 

Home 
Important Messages, “Your 
Cart” tab, and Notable 
Links. Both “Home” tabs 
have the same function. 

Notable Links 
Links where one can find the Essen-
tials Guide, the Online Ordering User 
Guide, information recalls, and the 
“Keep or Toss?” expiration date ex-
plainer. 

My Agency 
Page detailing general 
program information 
(See page 15). 

Help 
General information 
about the function of 
the Online Ordering 
website. 
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Print Shopping List 
A PDF will download with all the 
items that are currently in the 
warehouse (Located on several 
different pages). 

 

Navigating the Landing Page (continued) 

Agency Pickup 
Use this tab to enter receipt information from any 
retailers you receive donation from as a part of our 
Retail Pickup program. This tab is not visible to all       
programs. 

Orders 
Use this tab to view a 
list of open and 
closed orders  (See 
page 12). 

Statistics  
Use this tab to enter 
the Monthly Service 
Report data for the 
program.  

My Docs 
Use this tab to access the  
Statements tab and the         
Invoices tab.  
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Click  the “Order Entry” button (see p.5).  Before you can view the shopping 
list, you will be brought to this page to select your appointment details.   

• For “Method,” Pickup  will automatically fill in for agencies that do not 
receive delivery and Delivery will automatically fill in for programs that 
receive delivery (*if your program receives delivery but you are making an 
order for pickup, be sure to change the “Method” to Pickup*) 

• For “Location” 

• For pickup orders, select either 30 Minute APPT—SLOT 1 and 30 
Minute APPT  - SLOT 2. If you don’t see the time you want, try 
selecting the other slot. 

• If you placed an order for pickup and forgot some items or are 
placing an order for another program in your agency and want to 
pick up both orders at the same time, you should select 
“DUPLICATE APPOINTMENT ONLY” as the location, then select 
the same date and time as the original appointment. 

• For Delivery orders, select monthly, weekly, Big Y, or Van. See your 
delivery agreement for which option to select for your program. 

• For “Date,” you must choose a date that is NO MORE than four (4) 
business days out from the date you started the order. Your order must 
be submitted NO LATER than two (2) days before the chosen date. 

• For “Time,” choose an interval of time to come in for your order.  You will 
be expected to arrive at the Food Bank at the beginning of the time you 
choose. 

• Important: The “Time” field is required for Pickup and Delivery, but 
for delivery, this is NOT the time your order will arrive—it will arrive at 
the time specified by the Food Operations team.  

Click “Continue” to get 
to the shopping list. 

Creating an Order 

 Choosing a Date and “Shipping”  
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 Reading the Product List 

Ref: 
Product 

number 

Product: 
Describes 

product  

Weight: 
Weight per unit 

Grant: If you have 

a grant on your 

account, whether or 

not it can be applied 

to that item 

Available: 
Amount of product 

available for your 

program to order 

Quantity: 
Number of 

cases that 

have been 

added to    

order 

Del:   
Click “X” 

to   delete 

the item 

from your 

cart 

Press the “Cancel Order” button if you no longer want 
to place the order, and it will cancel the order along 
with the time slot chosen. This option is only available 
BEFORE an order has been submitted.  See page 16 
for information on how to cancel an order after it has 
been submitted.  

 

Creating an Order After you’ve pressed “Continue” on the Date/Shipping page, you will be 
brought to the current product list. The products will be listed with the 
information below, which can be helpful when putting together an order.  
The Shopping List lists all the products available to your program and.  If a 
product is in the warehouse but not available to your program, it will not 
show on the product shopping list. 

Packing: 
Information 

on size of 

individual 

package 

within case 

Category: 
Buy-In,     

MEFAP, etc. 

Price: 
Price of 

product per 

case or per 

pound 

Type: 
Veg, fruit, 

complete 

meal, etc. Storage: 
Dry,           

refrigerated 

or frozen 

VAP: 
Value 

Added 

Product 

Unit: 
the unit 

to which 

price/

weight 

refers 
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Creating an Order 

 Adding Product 1: To add a product to your order, enter a number of cases in the “Quantity” box and 
press   enter on your keyboard. The page will update and add the item to your cart. 

• Once you add items to your cart, the system will automatically generate an order 
number. You can see this on the top left of the ordering screen. 

• As you add items, use the information across the top of the ordering screen, under 
your order number, to keep track of the Total Weight, Total Cost, Grants Applied, and 
Balance Due for your order. 

• Note: Only one product at a time can be added to the cart. “Item Count” in the tracker 
at the top of your order counts total of different products in cart, not the number of 
cases in the order. 

2: To look for a specific item, type the name of the product into the “Search” box and 
click “Search.” This will bring up all available items with that word in the product’s de-
scription. You can also check the “Free Food Only” box next to the search to see only 
items that have no costs or fees. 
3: When you are done adding products to your cart, click “View Cart.” 
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Submitting Your Order 
From this page you can review your order, including your appointment date/
time, a complete list of items on your order, the total weight, and the balance 
due. 
To make changes to the items on your order, or add more items to your order, 
click “Shopping List” or “Order Entry” to go back to the shopping list. If merging 
your order with another, or placing two orders for pickup at the same time, 
please make a note in the “Comment” box, including the order number for the 
other order.  

**The comments box should not be used as a tool of communication with 
Agency Relations. **  

The person making the order should enter their contact information. This 
information will be used if we need to contact your with any issues or 
questions about your order.  

When you are satisfied, click “Checkout” at the foot of the page.  You will be brought to another page 
confirming that your order has been sent to the Food Bank for review. 

**Retain your Order Ref # in case your order is not properly submitted. ALWAYS check your order status 
in the “Orders” tab (p.12) when you Check Out.** 
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Creating an Order 

 Submitted 

If there were no errors on the checkout page, you will be brought 
to this page after clicking “Checkout.”  Your order has been 
submitted to the Food Bank and will be reviewed. You should 
print or save a copy of your original order by Clicking “here.” 

If adjustments were made to your order when it was reviewed , 
these adjustments will be reflected on your invoice. You can find 
your invoices under the “My Docs” tab.  

Reasons for Adjustments:  
• There was a product quality issue (ex. Potatoes in 

your order were rotten, tuna cases showed rusting, 
etc.) 

• The item was listed incorrectly (ex. Chicken 
drumsticks were listed as thighs, sparkling water was 
listed as regular water, etc.) 

• There was a recall on the item 

**Our Food Operations team doesn’t have capacity to inform 
agencies of all adjustments to their orders. If there is a recall on 
an item you ordered, we will let you know; otherwise, it is 
important to print or save your order after so you can compare it 
to the invoice. 

If there are any problems with your order (ex. missing items, 
spoiled produce, items you did not order, etc.), please email 

your order number, your program number, and a description of 
the issue to agencyrelations@foodbankwma.org.  
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Creating an Order 

Order:  Order/invoice number 

Status: If an order is Open, it means 
  it has not been picked up/ 
  delivered. If an order is  
  closed, it means it has been 
  picked up or delivered. 

Entered: Date order is first opened 
  online 

Del/Pickup: Date order is to be delivered 
  or picked up 

Method: Pick up or Delivery 

 

Reviewed: Whether your order has been
  reviewed by the warehouse 
  (if “Yes,” the Online Ordering 
  Contact(s) should have  
  received an email signaling 
  receipt of order; for technical 
  reasons, this function does 
  not always work) 

Released: Date order is released to be 
  picked by warehouse 

Picked: Whether your order has  

  been picked in the warehouse 

 

Confirmed: This date confirms that the 
  order was received by your 
  program. Our warehouse  
  staff confirms all orders that 
  were picked up and delivered 
  at the end of each business 
  day. 

Location:   Gives interval of pick up time 
  assigned to your program or 
  delivery information. 

To check the status of an order or look through old 
orders, click on the “Orders” tab. 

The page below will display your program’s orders, 
old and new, and the status of each order. 

To see a detailed summary of an order, double click 

on the order. 
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Add New Receipt 

Click here to add a new receipt from a retailer. You 
will be prompted to add the number of pounds and 
category of product your program has received.  

 

Agency Pickup 

 Entering Receipts 
To enter receipts for the Enabled Agency 
program, also known as Retail Pickup, click on 
the “Agency Pickup” tab. 

The page below will display the receipts that 
have already been entered by your program.  

**If you entered a receipt incorrectly, please 
email Brandie at brandiet@foodbankwma.org, 
and she will assist you.  
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Every program is required to enter statistics by the 15th of month for the previous month 
(i.e. statistics for November 1 the November 30 must be entered by December 15th).   

The system allows a month leeway to submit your statistics.  If numbers are not entered 
by the end of the month for the preceding month (ex. November stats aren’t submitted by 
the end of December), the system will stop you from making an order until your statistics 
are up to date. 

 

Entering Statistics Click the “Statistics” tab to see a list of statistics that have 

been entered and to make a new entry.  Click “Enter Statistics” 
at bottom, right hand side of the page to make a new entry.  On 
the new entry form, choose the month and year you are 
entering statistics for. a out the form and submit. 

When entering stats, use the Tab key to navigate through the 
different columns—hitting “Enter” will submit your statistics. 
Once submitted, there is no way to edit or reenter them. If you 
accidentally submit before you’re finished entering, or if you 
make a mistake, you can email  
agencyrelations@foodbankwma.org, to ask us to reset them 
for you. Remember to include your program number in your 
message to the Agency Relations team. 
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Contacts 

Shows all contacts 
for your program, 
their contact 
information and 
shopping status. 

Hours 

Lists hours of      
operation that 
the Food Bank 
has on record 
for your 
program. 

Open AR 

Shows currently 
unpaid invoices. Service Info 

Graphics     
showing how 
much food 
your program  
has received 
from the Food 
Bank. 

 

Your Agency Info 

Click on “My Agency” (top right corner) and you’ll see information for your program. 

Agency Info 

Lists: Primary     
Contact, phone and     
address for the     
program.  Other    
miscellaneous        
information, 
including program 
size and date of last 
monitoring visit. 

Locations 

Lists all 
addresses  on 
file for program. 
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FAQ’s & Pickup Policy Info 

How far in advance do I need to make my order before I pick it up/
have it delivered? 
Orders must be submitted by midnight two days before your intended pick up 
date or regularly scheduled delivery date.  This gives our warehouse staff time 
to review  and pick your order. Orders can be opened four days ahead of your 
pick up day. Check your Essentials guide for a list of holiday and inventory 
close dates for the warehouse 

 

Can I change my order after it has been submitted? 
We can remove items from your order after it has been submitted, but we 
cannot add items. As long as it is before the ordering deadline for your pickup/
delivery appointment, you can use the Duplicate appointment function to place 
a second order to be picked up/delivered with your original order. See further 
details on p. 7. 

Please contact agencyrelations@foodbankwma.org to change your pickup 
time or cancel your order. Orders that have already been picked will be subject 
to a restocking fee—there is no fee for orders cancelled before they are picked. 

 

How does salvage shopping work?  
Note: We do not currently offer salvage shopping in our warehouse.  When we 
do have salvage shopping available, this is how it works… 

When you come in to pick up your order, you will have 30 minutes for your 
appointment, all of which can be used to look over the available salvage. If you 
are only interested in picking through loose salvage, make an order two days 
ahead of the day you want your appointment and add “Salvage” to your cart. In 
the Comment box at checkout, be sur to write that it is a salvage only 
appointment.  The hours to do so are 9am – 2pm, Mondays – Fridays (note: 12
-1pm the warehouse is closed for lunch). Only two programs are permitted in 
the salvage area at any given time, and shoppers must wear closed-toed 
shoes. 

 

 

 

Pickup Information 
 Hours 

Warehouse hours are from 9am-3pm Monday—Friday, with a break for lunch 
from 12-1pm. 

 Authorization 

Everyone who picks up must be authorized by the program to do so.  

 Timeliness 

If you arrive early or late for your appointment, you may have to wait while 
other agencies are being served. If you arrive after 3pm you will not be able to 
pick up your order. 

 Parking and Loading 

Programs should park in the check-in spaces. If our staff doesn't greet you 
right away, please ring the bell next to the check-in door. Our warehouse staff 
will direct you to the appropriate loading area.  

 Order Doesn’t Fit into Vehicle 

When ordering, keep in mind the size and weight limit for your vehicle. If your 
entire order cannot fit into your vehicle, you will have to come back to pick up 
your order by 3pm the same day. 

 Cancellation & Missed Pickups 

Should you need to cancel or reschedule, please email 
agencyrelations@foodbankwma.org with your order number. You can cancel 
an order before it has been picked without any consequence. If an order has 
already been picked and the program cannot make the appointment time/day, 
the you must reschedule to pick up within 2 business days. Failure to do so will 
result in a restocking fee and a Missed Pickup Warning. The second 
occurrence will incur a $25 Missed Pickup fee in addition to the restocking fee. 
Subsequent occurrences will result in Missed Pickup fees increasing by $10 
for each incident (i.e. third time $35, fourth time $45, etc.). 

 .  


