
Food	Bank
Walkthrough:
How to Place
an Online Order



Let’s start with visiting the Food Bank
of Northeast Georgia’s website:

WWW.FOODBANKNEGA.ORG



First, we will need to visit the
Members page of the Food Bank

website.



From here, you
can log onto our
online ordering

system by
clicking

“MEMBER
LOGIN” or

“PLACE AN
ORDER” under

the Online
Ordering Section.



Most Members will have
accounts with both the
Agency Reference and
the “Username” being
their assigned Member

Reference code 
(Letter-###). 



If you ever forget your
password, contact your

Food Access Coordinator
to reset your password.

Most Members will have
accounts with both the
Agency Reference and
the “Username” being
their assigned Member

Reference code 
(Letter-###). 



Every time you log in, make sure to check
the announcements on the dashboard.
The dashboard may contain important

information, such as when online
ordering may not be available or if there
is product for zero agency share (free!).



Important contact
information is also listed on
the main page. As is listed
here, make sure to call or

email the warehouse if
requesting delivery

BEFORE placing the order
between Monday and

Friday, 8:00am-2:30pm. If
you have any general

questions, please contact
your Food Access

Coordinator and we would
be happy to assist you.



“Statistics” and “My Documents” are important
tabs as well. “Statistics” is where you report your

monthly distributions and “My Documents” is
where you can find posted and past invoices and

statements.



What is available to “Shop” may look different for
Members depending on if they participate in programs to

distribute USDA or GNAP foods and which Food Bank
location they shop. It’s also important to note that items

on the Sharing Floor will not be listed in our online
inventory, as our online inventory and sharing floor

inventory are separate.



Now that we are ready to
begin our order, click the

“Shop” button, then
“Shop Online”. 



The price per pound will be
automatically shown per case for
each item. The current maximum

cost per pound for any item is
$0.18c. Assuming this case is

listed as $0.18c agency share, at
$0.54c, we can see this item

weighs 3 pounds. 



It is also not
uncommon for items to

be listed as a zero
agency share cost

(free). Whenever we
have excess product or

we need food to be
moved, it may be listed

as $0.00 per pound!



“Limit” is how many cases a
Member may request, which is
often the all we have in-stock.
For items with <20  cases in-
stock, there is a chance that
we may no longer have that

item in stock when you check
out. When picking up your
order, if we do not have an

item you’ve ordered in-stock,
the cost for that item will be
reimbursed to your account.



ALWAYS review the
cases count and sizes
under “Packaging”!

This shows there are 12
bottles of 14 fluid

ounces in each case. If
you’re not familiar with

the sizes of an item,
search for pictures of

that size online! 
 It may be difficult to distribute

some items if they are too big or
too small for your neighbors. 



“Storage” shows how the item
needs to be stored. Make sure

you have room in your dry,
refrigerated, or freezer storage

at your facility for each item
you’re checking out!



If you have requested and are
verified to have access to

ordering USDA and/or GNAP
foods, you can identify which

foods are USDA or GNAP in the
title and category. You can also

use the search bar to locate
USDA or GNAP foods.           

   Don’t forget to press the           
button to start your search!

        
   Don’t forget to press the           

button to start your search!



If you simply want an
overview what is in your 

 cart, you can press 
the     button. 

If you’re ready to check
out, click on “Cart: #
Item(s)” to proceed. 



When you add items into your cart, the ordering
system will temporarily hold them, disallowing

other Members to check out with any items you
added, but your order may be deactivated if you

forget to check out within your window.



This shows how many cases you have in your
cart and can be updated before checkout, if
needed. If changing the count, always make

sure to press “enter” after adjusting the
number. Then, you will receive a message that

your cart has been updated.



If you want to
completely remove
an item from your
cart, press the “X”

button.



You can see that the total combined weight of the 5 cases
of USDA Pork Patties is 200 pounds. At a $0.18c per pound

service fee, the price is listed as $36.00



If you want to
deactivate your

order, click
“Cancel Order”



First, review your cart to
make sure you have

everything and the exact
amount that you need. Then,
click “Proceed to Checkout”.



“Shipping Method” is how you would like to receive
your order. From the options provided, Members
should only choose “Customer Pickup” to pick up

the order from the Food Bank or “Call For Delivery”
after calling and approving their delivery date and

time with our Warehouse staff.



“Agency Contact” is the person who is
responsible for receiving or picking up the order.

If we have any issues or delays in delivery, we
will be contacting the person listed here.



“Agency Address” is the site address we will be delivering to. Some Members may
have multiple approved distribution sites to choose from. If you have another or a

different address you would like to begin receiving and distributing your food,
make sure to contact your Food Access Coordinator!



“Pickup Delivery Date” should be
scheduled as accurately as

possible for when you would like
to receive your food and should

only be scheduled during our
Warehouse Hours of Operation. 

 Remember, if you’re ordering for delivery, you will need to
confirm the day and time BEFORE placing your order as delivery.
For pickup orders, if your order is not picked up before 2:30pm,

you order will be reshelved.



Your order may automatically have
a set time and date for your orders.
You want to match the order to the
correct day and time of pickup by

using the tools on the calendar.

Press to reset date and time.

Press to choose a time.

Press to remove the date
and time.

Press to return to Calendar
View.



“Delivery Pickup Notes” allows
you to provide any helpful

information to our staff, such as
directions for where to deliver.



“Is Delivery” must also be
marked as confirmation
for deliveries or it will be

assumed that your order is
being picked up.



Before placing any order,
ALWAYS double check the

delivery and pickup details to
make sure everything is correct.



Before placing any order,
ALWAYS double check the

delivery and pickup details to
make sure everything is correct.

Then, when you’re
ready, click “Submit
Order” to complete

your order.



Now that your order is completed,
you can view it and other online
orders in the “Order History” tab



AND DON’T FORGET!
If you placed your order for delivery, our warehouses need to be

notified properly to confirm if delivery is possible for the date and
time you chose. 

If your order was placed
for delivery from our

Rabun warehouse, call
(706) 782-0780

extension 212. If we
don’t answer, leave us a

voicemail letting us
know you’re requesting

a delivery and include
your name, phone
number, Member
Reference Code. 

If your order was placed for
delivery from our Athens
warehouse, email us at
receiving@foodbanknega.org
with your request for delivery
and include your Member
Reference Code and phone
number for us to get back to
you.


