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FEEDING AMERICA

Feeding America® is a nationwide network of over
200 food banks and 60,000 food pantries and
meal programs that provides food and services
to people each year. The Northeast lowa Food
Bank is a member of Feeding America® and
subscribes to its contract, pays membership fees,
and adheres to best practices for food banking.
In exchange, the NEIFB gains national-level
expertise in solving hunger, raising funds,
sourcing food, strengthening advocacy, and
understanding economic and supply trends. The
Northeast lowa Food Bank has a Feeding
America® compliance officer who acts as a
resource and who conducts an audit of the Food
Bank every two years.
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DID YOU KNOW?



BAGS WILL CONTAIN

THERE ARE 8 TOTAL BAGS IN ONE BOX.

INCLUDED ARE 2 BREAKFAST COMPONENTS, 2 LUNCH/MEAL
COMPONENTS, 2 FRUIT COMPONENTS AND SOME SNACKS. WE
DO OUR BEST TO PROVIDE FROM EACH CATEGORY.

EACH BAG WILL WEIGH BETWEEN 2-4 POUNDS.

WE ASK THAT NO EXTRA FOOD IS ADDED TO THE BAGS, BUT
PERSONAL CARE PRODUCTS MAY BE ADDED IF APPLICABLE.




THROWING BOXES OR STACKING THEM TOO HIGH CAN
INCREASE THE RISK FOR DAMAGED PRODUCTS.

DO NOT STORE CHEMICALS NEXT TO (OR ABOVE) BAGS.
MUST BE 6 INCHES OFF OF THE GROUND, 6 INCHES AWAY
FROM WALLS, AND 24 INCHES FROM THE CEILING.

FOR ORGANIZATION AND ORDERING PURPOSES, YOU
SHOULD UTILIZE THE FIFO (FIRST IN, FIRST OUT) SYSTEM TO
ENSURE THE OLDEST PRODUCTS ARE BEING DISTRIBUTED
FIRST.

NOTIFY THE CHILDREN’'S PROGRAMS COORDINATOR
REGARDING ANY ISSUES WITH PRODUCTS.

PLEASE KEEP BACKPACK BOXES FOR NEIFB PICKUP.

- EXAMPLE

CAUTION WHEN
HANDLING
BACKPACK

& in.



Coordinators are required to distribute bags a minimum of once per
month. The program is offered at no cost to the schools or students and
is funded through grants and donations. Being a grant funded program,
the Northeast lowa Food Bank requires coordinators to submit monthly
statistics to us by the 6th business day of each month through Agency
Express and periodically share success stories about the program. We
also request that you complete and facilitate full surveys at the end of
the school year and shorter surveys periodically throughout the school
year.

These surveys give us feedback to help grow the program.
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AGREEMENT INFORMATION LETTER AND REGISTRATION

bsassaman@neifb.org.


mailto:bsassaman@neifb.org
mailto:mbarnhardt@neifb.org

YOU MUST PLACE BACKPACK ORDERS BETWEEN 4 AND 10 DAYS PRIOR TO
YOUR SCHEDULED DELIVERY DATE.

FAILURE TO COMPLY MAY RESULT IN:



YOU WILL ONLY BE ABLE TO ORDER BETWEEN 4-10 DAYS
BEFORE YOUR DELIVERY DATE

If your Delivery Day |You MUST order by
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Example:

NEIFB Middle School gets their
deliveries every other Tuesday.
Their next delivery will be on
Tuesday, the 2Ist of May. NEIFB
Middle  School's  BackPack
coordinator should have
placed their order no later than
Wednesday the 15th (5
business days before delivery),
and no earlier than Saturday,
May T1th. (10 days before
delivery).

Calendar Example:

The yellow is the example
delivery date. The green is
the dates you can order.
The red shows the LAST DAY
TO ORDER, and you MUST
order no later than
MIDNIGHT.

MARK YOU CALENDAR TO ORDER
BACKPACKS!



. AGENCY EXPRESS
_-The BackPack Program orders are processed using the ]
- _Agency Express platform. Please be sure to follow the

proper steps for ordering and completing monthly
reporting.
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AGENCYExpress®
Login

e
Tec!Bridge

[ —

User Name:
1234
Password:
....... Eorgot Password?
Program Code:

0206P1234 Eorgot Progr.
B Remember me next time.

Need to clear your username and program code

Log In

Username: Each agency shopper will have a specific Username. The Username is not case
sensitive. Please do not allow anyone else to use your Username.

Password: The default password is changel2. This is case sensitive. All lowercase, no
spaces. You may change your password by clicking the HELP tab and choosing Forgot
Password? FYI: if you change your password, we can no longer get into your account to help
with issues.

Program Code: The Program Code is always going to be 0206 (Feeding America NEIFB
Agency ID number), the letter P capitalized (case sensitive), and your 4-digit agency
number.

Example: 0206P1234

HINT: CLICK ‘REMEMBER ME NEXT TIME’ TO SPEED UP THE LOGIN
PROCESS!

Activity Status Alerts will inform you of any closings, trainings, etc. relating to the Food
Bank. Please thoroughly read any alerts that appear, and then click ‘close’.

Activity Status Alert

Welcome to NE Iowa ***TEST*** online ordering
Close
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Imagine a world of balance between those wha have and these in need, created by a network of
‘24 solutions offering give and take to mobilize product, human and financial resources.
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This page shows your shopping cart AND shopping list.
One option will be available, ‘BackPacks’. Double check that the quantity exceeds the needs for your order
- if it is less than the needed amount, please contact the Children’s Programs Coordinator.
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Under ‘order quantity’, type the amount of BackPack boxes you are needing.




ALWAYS CLICK ‘ADD TO CART’ BEFORE EXITING THE PAGE.

A message will appear to confirm that you have added the items to your cart.

or’ occurs, this means
that you attempted to order more
than what is on stock. Contact
~ the Children’s Programs
Coordinator.

www.agencyexpress3.org says

Success: tem BACKPACKBLUE added to the cart.

Bunrut unart. Commaunity locuued

FEEDENG 1 3
FEEDING"  TecH3ridge

NOTE: If you have successfully added items to your cart, a red
number will appear next to the shopping cart in the upper right

corner of the page. This number also indicates that the order is
in draft status. IT HAS NOT BEEN SUBMITTED TO THE FOOD BANK
YET. Click on the cart to CHECK OUT.




PLEASE DOUBLE CHECK ORDER AND CLICK SUBMIT.
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You must review the following three
sections before completing checkout:
1. My Appointment

2. Shopping Cart (Review Your Order)
3. Comments




This section is used to assign your order to an already pre- reserved appointment time
(Delivery Route or Confirmed Pickup).

o Hover over the date and time.
o Select the GREEN date and time, this should be the only option that is shown.

Click the comment box and write us a reminder or note. This note normally assists our
drivers with directions and instructions to the agency.

DOUBLE CHECK ORDER. DOUBLE CHECK SCHEDULE. DO NOT
FORGET TO SUBMIT!

il o F
H

AMEHILA 2 -

W s e gss. ¥ R b iessiiem Leis  Hew " Aboul Teolieaige Leg s ]

Shopping Cart Summany

Tirtal Deaes
£0.00

My Appointment

Bederance Hiwmber; POSELSTY

P g B dieery Dlale! Time
iy

Toial i e Fisms

Growy Welghd Total Cube Sine
34 s 0 Cu. Fr.

TR Faisa e s s 1B e e

Awallable Credit Lima
£0.00

Pyl et el i
E=ntrectiema /Tlrectlenn/Tomenin




CLI&ZK ‘OK’. THE SHOPPER WILL RECEIVE A
CONFIRMATION EMAIL WITHIN 15-20 MINUTES
: '~ OF THE ORDER BEING SUBMITTED. DOUBLE

: *~ CHECK THE ATTACHED ORDER CONFIRMATION #
: ONCE YOU HAVE RECEIVED IT.

v

www.agencyexpress3.org says

Are you sure you want to submit the order?

ﬂ) Cancel

£

A

www.agencyexpress3.org says

Order PO5315727 was submitted successfully.

"~ IT IS YOUR RESPONSIBILITY TO WAIT 20 MINUTES
AFTER PLACING YOUR ORDER TO CHECK THAT THE
STATUS IS ‘ACKNOWLEDGED’ THROUGH AGENCY
EXPRESS ORDER



Draft Order Your order has been placed, but not submitted to the Food Bank.

New Order You have successfully created a new order.

Sent to Food Bank | Your order has been sent to the Food Bank. No changes may be
made under this status.

Acknowledged Your order has been received by our system.

Released Your order has been completely processed and can no longer ba
changed.

Editing You have started making edits to your cart but did not resubmit the
cart. IF no changes were made, click ‘cancel edit’ and the order will
be restored to ‘acknowledged’.

Cancelled Your order has been cancelled.

Rejected Your order has been rejected by the Food Bank. The Food Bank will
contact you.

Invoiced Your order has been deliverad or picked up. This is the final status
that an order will appear under.

“, My
Final submission. — . .
Bo— Displays and prints the current
R Prnt it of items.
. +. M
Add items selected to cart. e :-3 Clears all items that have been
Add to Cart

clear cart added to the cart.

\\ Similar to clicking on the cart

check our With the red number next to it. 4‘, Redirects to the ‘shopping list’

@ Cancel Order

/ Edit Order

ontinue Shopp page,
*,
— Refreshes the page.
Update Cart




e Created By Status finas

Iotal Pickup/Delivery Admin Modified

Price Date Edited Date
POS5315804 Rachel Acknowledged 18.00 $0.00 | 05/22/2024

- O Sandhorst

05/15/2024
Z>

Veight

Reference
Number

PO5315804

Cancel Order Number:P05315804

Please choose a cancel reason code below and click submit.
[Cancelled by Agency

“]

Cancel Order Number:PO5315804

Please choose a cancel reason code below and click submit,
[Cancelled by Agency
Cancelled by Agency
Rejectad By Foodbank
Rejected due to Credit problem- Please Call Us!
Rejected due o incomplete survey
| Scheduled Shipment Date Conflict
IULRn Y S dLE - T
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All agencies are required to submit monthly statistics to the Northeast
lowa Food Bank. To submit these, the Agency Express Survey
Management will be utilized. These must be entered NO LATER THAN THE
6th BUSINESS DAY OF THE MONTH.

If the school did not distribute, the survey must still be completed
indicating that no bags were distributed. If you miss a report, your
account will be automatically suspended until you submit the report.
You MUST allow 15-20 minutes for the system to recognize your
submission and unsuspend your account.

.
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Activity Status Alert

ings:
Monday, 5/27

Imagine a waorld of balance between those who have and those in need, created by a netwark of
aid solutions offering give and take to mobilize product, human and financial resources.

© TechBridge, Inc. Copyright 2000-2015
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Select the ‘start date’ and click backspace to delete the current date.

Click ‘search’.
The ‘start date’ is the month of the report you will submit. This example has
May as it's start date. May’s statistics will be recorded on this report.

Hy Surveys
Bef®  Nitle Slart Date End Date  Stalus  Expiration Date  CERES SurveviD Required
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BACKPACK QUESTIONS
BACKFACK

Number of students that received at least one backpack bag during the month *

Total Number of backpack bags given out during the month *

Number of voluntears *

Total number of volunteer hours *

Siuibmit

© TechBridge, Inc. Copyright 2000-2015 |,

Once complete, click submit. Once you have submitted your survey, it will

show a chart of all previous or upcoming surveys you have or will take. It is
recommended that you review the ‘submitted to ceres’ column to ensure
your report has been successfully submitted.

My responses
Befs Tithe Stari Date End Date My Besponse #  Submitted to Ceres
View Tour Responses 4235 PANTRY STATISTICS 17172023 12:00:00 &M L1202 12:00:00 &M Successhul
Your B § 4195 PANTRY STATISTICS 12/1/2022 12:00:00 AM  1/1/2023 12:00:00 AM Succesuful
Your B 4166 PANTRY STATISTICS 11/0/2022 12:00:00 AM 127172022 12:00:00 AM Succeastul
weew VWour Besponses | 4147 PANTRY STATISTICS 10/1/2022 12:00:00 AM  11/172022 12:00:00 AM Successful
View Tour Responses = 4142 PANTRY STATISTICS  S/1/2022 12:00:00 AM 10/1/2022 12:00:00 AM Suwccessful
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