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Benefits 

• Connects to live data which means that the available quantities are current. 

• Print a shopping list. 

• Place your order online. 

• Enter your statistics online. 

• Check order status, statements, invoices, and grants.  

• Each agency has a unique username and password which not only identifies who has completed 

which agency process but also increases agency account security. 

 

Adobe Software 
• To open or print many of these items you will need to have installed on your computer  

Adobe Acrobat Reader, which is a free software. You can download this software at: 

https://www.adobe.com/acrobat/pdf-reader 

 

Reminders 
• Use the Logout link in the upper right-hand corner to close your Online Ordering session. 

• Click the Help link in the upper right-hand corner to clarify frequently asked questions. 

• Select Checkout to complete your order and send it to the warehouse. 

• You must create an appointment prior to placing an online order. 

• Place your order at least 3 business days before your scheduled pickup time. 

• Your agency relations representative can assist you in answering questions regarding your 

agency’s information that is displayed on your portal. 

 

  

https://www.adobe.com/acrobat/pdf-reader
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Accessing the Agency Portal 
You will begin by going to https://www.feedhopenow.org/ or straight to the partner agency website at 

https://shfbpartneragencies.org/ 

 

On the Feed Hope Now webpage, click the link “Partner Agencies” located on the top  

 

Once on the SHFB Partner Agency website click the tab at the top that says “Order” 

 

 

 

 

 

 

 

 

https://www.feedhopenow.org/
https://shfbpartneragencies.org/
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On the Ordering page, click the “Order Now” button to access the Agency Portal 

 

The next window will look a little different. Each person authorized to order food online will need to 

know: 

• Agency Ref e.g. (OB001) 

• Username e.g. (OB001) (same as Agency Ref) 

• Password - if you are a new agency, we will provide one  

 

Once your credentials are entered, please click Login.  
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Making an Appointment: Orlando & Brevard Warehouse 
The following instructions are only for agencies who are in Orange, Osceola, Lake, Seminole, or 

Brevard County.  

After logging into the Agency Portal, you will see the following window: 

 

The link to make your appointment will be on the right side, highlighted in blue.  

Click “Online Appointments—Orlando Warehouse Only” if your agency is in Orange, Osceola, Seminole, 

or Lake County. 

Click “Online Appointments—Brevard Warehouse Only” if your agency is in Brevard County.  

Appointments are scheduled through a program called “Calendly.” Once you click the warehouse link, 

you will be sent to Calendly to schedule your appointment.  

Read the instructions on the left-hand side of the page. The available days and will be in blue. 

 



Agency Portal: Comprehensive Guide 
 

7 | P a g e  
 

Select the day of your choosing, and then select a time on the right column.  

 

Please note that all appointments will begin at the start of the hour corresponding to the selected time. 

Ex: An appointment scheduled for 9:30 AM will begin at 9:00 AM. An appointment scheduled for 1:50 

PM will begin at 1:00 PM. 

One you have selected your day and time, enter all information and details, including the scheduled 

appointment time.  

Once entered and checked over, click “Schedule Event” to submit.  
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Your appointment is not considered scheduled when you hit “Schedule Event.” This is only a request 

for the appointment.  

You will receive an email stating that your request has been received. An approval or a denial email will 

be sent to you within 1-2 business days of your request from a Partner Agency Support Specialist. 

If you must reschedule or cancel an appointment, click the corresponding button on the “Request 

Received” email.  

Making an Appointment: Volusia & Marion Warehouse 
To schedule an appointment at the Volusia or Marion Warehouse, please call the branch directly at the 

following numbers: 

Volusia Branch: 386-257-4499 

Marion Branch: 352-732-5500 

Placing an Order 

 

DID YOU MAKE AN APPOINTMENT? 
Please always schedule an appointment with the warehouse  

before placing an online order. Thank you! 
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Home Page: Click on “Order Entry” 

 

 

Fill in the Shipping Option. Most agencies will select Pickup unless delivery has been approved    

previously by the operations team. Simply selecting the delivery option WILL NOT guarantee delivery.  
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Select the  + Order Entry on the right side of the screen to open up the shopping list:  
 

 

The Search textbox allows you to type in the product name or the product reference number to search 
the shopping list for that particular item. 

 
 
The Ref (reference) column contains the item number. Clicking on the product reference number will 
bring up a new window containing the product details. 

 
 

Place quantity of item in the Qty Textbox and click outside of the box to add item to cart. While the 
system is placing the item in your cart you will see “wait” above the available column. 

 
 

The Red X selection will delete the item from the cart. 
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The starred columns (☆) can sort the shopping list in alphabetical order.  

Clicking on the Star (☆) in the Type Column creates a drop-down list so you can select the category 

you want. 

 

 

 

At the bottom of the list, you will see Apply so that the column will only show those items or Reset to 

erase previous selections. 
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Then you will only see what is filtered and the Star (☆) turns yellow indicating a filter is on. 

 

 

 

Clicking on the Yellow Star (☆) and selecting Reset at the bottom of the column will remove the filter. 

On the shopping list, more product information can be found by clicking on the reference number 
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The Checkout Button 

After selecting the Checkout button, a successful submission will show the following message: 

 

 

 

 

Clicking on 

the ‘Click 

here for a 

PDF 

summary 

of your 

order’ will 

show the 

following message: 

 

 
 

 

Selecting the Open button will show the order summary: 
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Agency Information 
If you click on the My Agency link in the upper right-hand corner, you will see: 

 

These tab windows will show you what information Second Harvest Food Bank has recorded on your 

partner agency file. 

 

Locations Tab 
This tab displays the current addresses that Second Harvest Food Bank has on file for your agency. 
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Contacts Tab 
These are the various contacts that Second Harvest Food Bank has on file for your agency. 

 

 

 
Hours Tab 
This is where you can view your listed distribution hours that Second Harvest Food Bank has on file. 
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Open AR Tab 
Can show you if the order: 

• Is open or closed 

• Has been reviewed by Second Harvest Food Bank 

• Has been picked (selected) by Second Harvest Food Bank 

• Has a balance 

Service Info Tab 
Displays different graphs and charts based on the Partner Agency’s Statistics. 
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HOME -Home Tab 
Displays messages from the food bank such as closed dates, recalls, etc. In addition, any relevant links 

to other web pages are displayed under the Notable Links heading. 

 

HOME - Your Cart Tab 
Shortcut to what is currently in your shopping cart. This tab window displays the current items in your 

cart along with basic summary detail. Click the View Cart button to go to the view cart window and 

either select the Shopping List button to continue the order or the Checkout button to begin 

submitting the order to Second Harvest Food Bank. If you do not have an order in process, click Order 

Entry to start a new order. 
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Orders Tab 
This lists orders for your agency and their current status. Left clicking on a table row (line) will bring up 

the order details. 

 

 

 

Grants Tab 
This lists the grants that have been applied to an agency with amounts used, initial balances, and 

remaining balances. 
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Statistics Tab 
This shows all the documented statistics that have been reported to Second Harvest Food Bank. Left 

clicking on a table row (line) will bring up the statistic report details. 

 

To Enter Statistics: 
Select the Enter Statistics button an enter statistics page will appear: 

 

 

The format and labels will change on our unique system.  

After you submit statistics, corrections will need to be made by your Agency Relations Coordinator. 
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My Docs Tab- Statements 
Lists your agency’s statements that have been published to view online. 

 

 

 

If you click on a file name (for example: Statement for 8-31-2011.PDF), you will see: 
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My Docs- Tab- Invoices 
Lists all invoices for your agency. 

 

 


