ORDERING COMMODITIES

Maine Department of Education

Food Distribution Program

Electronic Ordering Process

ALL PROGRAMS:

1. Obtain ID and Password from Child Nutrition Services Office

2. Log on to internet site http://www.maine.gov/education/sfsr1.htm
3. Click on File Forms  (School Officials Only)
4. Enter User ID and Password

5. Click on Submit
6. On “Login Screen – Select System” click on School Food Service – Food Distribution
NATIONAL SCHOOL LUNCH PROGRAMS ONLY:   Orders will be available to complete from the 1st to the 15th of the month from August to April. 
1. On “Agency Main Page” click on the drop down box under “Select Program Name” and select appropriate program (National School Lunch Program).
2. On “Agency Main Page” click on Shipping Addresses (this is only done before the first order of each new year.  If you have already done this for the year go to step 6.)
3. Complete Shipping Addresses Form.  (This form is only completed before you do the first order of a new school year).   If you wish to pick up your commodities, select “Yes” in the drop down menu where indicated and then leave the rest of the form blank.  If you want commodities to be delivered complete the rest of the form. You may have different addresses for delivery of dry, refrigerated or frozen items.  If all items are delivered to the same place, complete the name and address of delivery location (actual physical street – not a Post Office box) and click the 3 radio buttons for dry, refrigerated and frozen.  If items will be going to different locations fill out a separate shipping address for each location and click the radio button for what type of items should be delivered to that address (dry or frozen or refrigerated).  

4. Click Submit
5. Return to “Agency Main Page”

6. Click on Monthly Orders
7. On “Monthly Orders Main Page” click on File New Month Order
8. Complete order by entering the number of cases by each item that you wish to order.

9. Click on View Totals
10. On “Month Order Preview Screen” click on Accept or Return.  (Once order is accepted you can’t go back)

11. At this point if you get a “Success” message your order has been processed.

STEPS TO PLACING AN ORDER FOR “EXTRAS” (Extras will only be available to order until the 18th of the month and only after you have placed a regular order.)

1. On “Agency Main Page” click on Extras Order

2. On “Extras Order Main Page” click on File New Extras Order
3. Enter number of cases (Quantity Available column shows the number of cases in inventory in the warehouse.)  These items are available on a first come first served basis as long as you have remaining PAL.

4. Click on View Totals
5. On “Extras Order Preview Screen” click on Accept or Return
6. If you get a success message your order has been processed

