Mid-Ohio Food Collective: Agency Portal
Ordering Guide

FAST FACTS:

PAY CLOSE ATTENTION TO YOUR ORDER CUT OFF DATES WHENEVER YOU ARE
SHOPPING

¢ Local Orders: Shopped items can be added, deleted, or changed until the order
cut-off time, 12:00PM Two business days prior to delivery /pick-up.

e Rural Orders: Shopped items can be added or changed until the order cut-off
time, 12:00PM Three business days prior to delivery.

o Only items available for your program type will appear in your shopping list.

e You must click “Check Out” each shopping session in order to save items in your

cart, if you do not click “check out” prior to ending your shopping session, the
items will NOT be saved in your cart, and you will lose that product.

e When you have completed shopping and want to officially place the order, you
MUST click the “Place Order” button. This will submit the order for processing. If
you do not click “Place Order” BEFORE the cut-off date/time of your order, the
order will drop and will NOT be processed.

o Even after clicking “"Place Order”, you will still have access to add/change
your order until the cut-off date /time of your order.

e Only one order may be placed at a time — You can only start a NEW order after the
cut-off date /time of your current order.

o After the order cuts off, you will be able to follow the status of your order on your

dashboard.
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How to Log In:

1. Goto https://agencyportal.mofc.org/

e Click on the hyper|ink above here: hitps: //agencyportal.mofc.org/

2. Enter your email and password: - Your initial password will be in the Heartland Hub registration
email from Second Harvest Heartland. - If you do not know your password, please enter your
email address and click “forgot password” to receive an email to reset the password. I that
does not work, please contact MOFC - Orders & Customer Service — 614.317.9426.

mid-ohio food
collective

Returning customer

Login below to checkout with an existing account

Enter the email

ur@email.cor associated with
your account

I: Enter password]

Log In Click Log In

% Forgot password?

3. Message Board. Once you have logged in you should see the main portal screen along with
the Message Board. The Message Board provides a variety of information such as changes to
Schedules, Closures, Recalls and other important information from MOFC — Agency Services.

> It's a good idea to log into the portal daily and check the Message Board, even if you
are not starfing or working on an order.


https://agencyportal.mofc.org/
https://agencyportal.mofc.org/

1. Select Account: Afer logging in select, the program from the drop-down menu on the

upper right-hand side.
mid-ohio f;OOd L)‘ Search Agency... >‘ Sign Out
collective

Home New Order Agency Account MOFC Website Agency Resources

2. New Order: click on “New Order” on top tab under the MOFC logo:

mid-ohio food Shopping for: | sign Out

COllective Search Agency...

HomOency Account MOFC Website Agency Resources

UNSUBMITTED ORDERS Unsubmitted Orders for First Church of God

Your order will not be processed until you check out.
You do not have any unsubmitted orders.




3.

Select “Appointment Type,” Delivery or Pickup

Appointment Type:

Home

lick th
New Order Agency Account MOFC Website Agency Resources C ick the

Jan 8 - 10, 2025

08:30 am

mid-ohio food
CO llECtIVE Search Agency...

display the

appointment
categories.
—-Select Category-
--Select Category—
Rural Delivery today < | >

Pick-up

THU 1/9

FRI 1/10

4. Pick-Up/Delivery Dates:

Choose date from
available ordering

Click on forward and

backward arrows to

show the complete

Monday Local Delivery

window.

W Holiday ™ Order m Unavailable

Dec 17 - 20, 2024

-- TUE 12/17 WED 12/18 THU 12/19 FRI 12/20

07:00 am
12:00 pm

calendar.

Note the color key:

White: Order can be placed in this timeframe. All agencies always have the option to
choose a Pick-up time to pick up their orders at the warehouse.

Gray: Orders cannot be placed. All available timeslots have been reserved, or these days
are outside of approved delivery days.

Green: Order already placed for this day for your agency.

Blue: MOFC Closed for Holiday — order cannot be placed.



Important to Note:

deadline information.

be able to edit your order until the order cut-off date /time.

questions about your delivery days.

e The order cutoff deadline will change if a holiday closure is on the
calendar. Please check the message board for holiday ordering and

e When you start an order you will see the order cut-off date. You will

e Contact - Orders and Customer Service 614.317.9426 with any

v —

5. Begin Order: After you have selected your date click on the “Begin Order” button in the

pop-up window.

MOFC Test Agency

Date/Time: 12/23/2024 07:00:00 am
Appointment Type: Monday Local Delivery
Area:

Begin Order

Cancel

e ————

6. Shopping: When placing your first order take a few minutes to familiarize yourself with

all the information on the screen.

Under your Agency Name at the Mid Center of the page you'll see the Estimated weight, Date
and Time when you started the order, the Appointment Type (Pickup, Local Delivery Rural etc.) and
the Appointment Cut Off Time (This when your order closes/cuts off). Any changes to your order

must be completed before the time of cut off.




You will see all inventory available for ordering on your selected day. Each item is listed with an
ltem ID, Description, Nutrition Ranking, Unit of Measurement, Weight, Price, Maximum Quantity,

and Case Qty.

Clear All

Est. Weight:0.00

mid-ohio fOOd Shopping for: MOFC Test Agency \ Sign Out
COllECtI\Ie Search Agency...

Home New Order Agency Account MOFC Website Agency Resources

Narrow By MOFC Test Agency Relevance View Cart

Date/Time: 12/23/2024 07:00:00 am - 12/23/2024 12:00:00 pm
Appointment Type: Monday Local Delivery
Appointment Cut off Time: 12/18/2024 12:00:00 pm

FA Product Category hd

Storage Type v
ge 'yp Narrowed By: 27 - Vegetables Canned/Frozen €3 Dry €

TEST Vegetables
000027-PR 12-Case / Dry ® IE‘

<

Nutrition Ranking

Casel2 1450z 0 (1]

Vegetables, Canned, 12/14.5 Oz

000008-PR 12-Case / Dry @ Casel2 1450z 5100 0

o Choose the items you would like to order and enter the amount of each in the quantity
box. Please be aware of maximum amounts when ordering.

o Click on the green shopping carticon next to each item ordered to add the item into

your shopping cart.

STARBUCKS Espresso Blend Whole Bean ..
1-8-2.5lb Bags / Dry 0

251b 0 0 -

Oh No! Where did it go?

Case

) 000031-DB

Successfully added to your cart. You can continue to View Cart.  x

7Y

VN

e Youwill see the green “Successfully added to your cart” banner, pop up under that
specific item.
e Once your item has been put in your shopping cart the quantity will return to O zero on

the ordering screen.



e  When you click on “view cart” you will see the quantity that you ordered has been

moved into your cart.

01/14/2025 07:00 am - 01/14/2025 12:00 pm
(1 Product)

2

Est. Weight: 20.00

Total: $0.00

Appointment Type: Rural Delivery

Appointment Cut off Time: 01/09/2025 12:00:00 pm
Area:

D Description Nutriti.. Weight Price M Case Qty. Actions

STARBUCKS ESPRESS0 BLEND WH...
-| |
000031-DB 1-8-2.5lb bags / Dry 0] 2501b 50.00 ! .

There it is!

o Additionally, the running total for weight, cost and total items will be updated at the
top of your page.

%= mid-ohio food .shopplng for: MHI Test Agency | sign out

" co llective Search Agency...

Home New Order Agency Account MOFC Website Agency Resources

01/14/2025 07:00 am - 01/14/2025 12:00 pm

I (1 Product)
Est. Weight: 20.00
otal: $0.00

UNSUBMITTED ORDERS

ORDER HISTORY

CONTACTS w
Appointment Type: Rural Delivery
Appointment Cut off Time: 01/0%/2025 12:00:00 pm =1
INVOICES Area: * * *
RETURNS ] Dascription Mulriti..  Waight Price  MaxQly. CaseQuy. Actions
PRINT A STATEMENT ooooatpp  VARBLCKS LSPRESSD HLEND WH. o 2500 50,00 | 5

1-8-2.50b ags / Ory

SERVICE STATISTICS v




7- Shopping I.iSI' Fill‘ers/Search: Filter Column: On the left side of the order

screen is a list of categories to filter, or narrow, your displayed items.

( NarrowBy ) Choose from:

o Product Category:

Clear All
= Bread
+ Cerel
= Fruits Canned/Frozen
i) o Storage Type:
O 05 Cereal = Refrigerator
[ |
O 10- Fruits Canned/Frozen Dry
= Freezer

O 12~ Health/Beauty C irs .
e o Nutrition Ranking:

= Green - Choose Often
O 23- Protein (normeat) = Yellow - Choose Sometimes
() 27- Vegetables Canned/Frozen = Red - Choose Rarely

O 22- Pet Food/Care

g To add/remove o productfilter, click on the
check box by that specific product.

Nutrition Ranking To remove gll filters, click the X at the top of the
“Narrow By” section next to “Clear All”,

M
(4] a

[ 2-choose Semetimes

Click an arrowto expand or collapse eoch

i> filter category.
O NR- Not Ranked J

8. Search: 1o search foran item, click the magnifying glass on the top right-hand side of the

shopping page. In the search bar that pops up, use key words or an item number and click “ Go”

to find. | To start a search using key words

. click the magnitying symbol first

coll and the search box will open.

Home New Order Agency Account MOFC Website Agency Resources

Q sercnforped|  Beef Stew Click
"View Cart” to

start Checkout
Process.

Narrow By Relevance View Cart

Est. Weight:1
Date/Ti [
Asscetod NonFoods Appoint < Rus
Appointment Cut off T

Fi Product Category ~

[ Deseription Mute  Uel WL Price Max  Casedty. AddteCart

00003505 1-801te / Dry ®  Eacres 14502 0 ] lzl
o w we o (]

00003408




9. Checkout Process: In order to “Checkout” Click the View Cart button to start the

checkout process.

FIRST - Check to make sure all the following information is correct-

Agency/Program Name

Appointment Date
ltems Ordered
Total before any delivery fees are applied

SECOND - If all information is correct click on the green “Checkout” button at the top right side of
the screen.

01/13/2025 12:00 pm - Invalid date
Checkout
(2 Products)
’ Continue Shopping You musi.
I .
Est. Weight: 518.00 ‘ Cancel Appointment CI|Ck
Total: $0.00
Appointment Type: Rural Delivery > h k -l-”
Appointment Cut off Time: $0.00 Sort by Name C eckou
Area: :
for items to
be saved to
(] Description Mutr... Weight Price Max Qty. Case... Actions ca rl“
100004~  GREENS - KALE -
SA 1-9 LB BOX / Cooler @) re00ibt 5000 - 2 o
000021-  QUAKER QUICK GRITS BAG ~ 4000
DB 8-8-5lb bags / Dry o Ib 000 8

10. Review your Order: Before placing your order review your order to ensure that

. . . # . "
everything is correct. To make any changes click the “Edit Cart” button. ‘
—
NEE
Review Your Order SN———
Summary
SUBTOTAL 30 ITEMS $0.00
ID Description Nutrition Weight Price Case Quantity Est. Weight 518.00 Ib
Shipping Cost $15.54
000021-0B QUAKER QUICK GRITS BAG 0 320,00 $0.00 8
TOTAL $15.54
51B/8
&&-3bbags/ Dy You mgst accept the Terms and
100004-8A GREENS - KALE [ 198.00 $0.00 2 Cogdilons
1-9 LB BOX / Cooler
| agree to the Terms & Conditions
Place Order

10



11. Paymenf Method: The payment method will

automatically be defaulted to “Invoice.” This is the same for aff Invoice
agencies and cannot be changed. Orders will be invoiced once the | Remaining Credit
product has been received by the agency. ED%

Net 30 $2,628.95

12. Submit Order: once you are satisfied that everything is correct, scroll to the

bottom of the page and click on the lower right “Place Order” button. *Your order will not be
submitted fo MOFC until you click on the "Place Order” bution.

‘ Edit Cart ‘
| Don't forget Summary

to accept the SUBTOTAL 30 ITEMS $0.00
Terms & Est. Weight 518.00 Ib
Conditions Shipping Cost $15.54
before you TOTAL $15.54

click the Place You must accept the Terms and

Order Button e

I agree to the Terms & Conditions

Place Order

e —
Date/Time: 02,/27/2025 7:00:00 am - 02,/27/2025 12:00:00 pm
Appaointment Type: Rural Delivery
Appointment Cut off Time: 02/24/2025 12:00:00 pm Aﬁe r yo ur order
Shipping Address:
1234 Main Strest has been
Mew York AZ 85703
us successfully
(123) 1231233
submitted you
- will see an order Summary
Thank you for shopping with us!
A Your order number is £501582. conﬁrmahon SUBTOTAL 37 ITEMS 583.65
E=t. Weight 504.00 I
You will receive an email with this confirmation in a few minutes. pCl ge C"'Id =
_ _I Shipping Cost $17.82
receive an emai TOTAL 5101.47
Gontinue shopping confirming the
order.




Congratulations

YOU HAVE SUCCESSFULLY
PLACED YOUR ORDER

Important Reminders: #1.You may EDIT your order up until the cut-off
date and time listed on your order screen. #2. You also must click ‘PLACE ORDER’

before the cutoff date or else you will lose the entire order.

MOFC would like to thank the Second Harvest

Heartland Foodbank, Minneapolis for their

AL assistance and sharing of training materials with us,
12



