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Activity Status Alert:  This will either say welcome like here or tell you 
important information about your account.  EG: Account overdue, submit reports, 
compliance

Tabs at top of page:
• Order Options- most used button

• Scheduling pickups
• Shopping List (where you add the items to your 

cart)
• Checkout
• Order Management(where you can see the status 

of your order.  Also where you go to edit or cancel 
an order

• Report- not yet available
• Food Bank links – same links as below
• Inventory- not yet available
• Help- where to change a password or submit an email 

request for help.
• About Techbridge- the company that wrote Agency 

Express
• Log Out- self-explanitory

Member Agency Resources:
• Make an online payment
• Submit monthly statistics
• Meal Connect
• Freshtrak
• Agency ZoneSchedule a pick-up time
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You know you have successfully 
added an item to the cart when you 
see this pop-up window!
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Review the shopping 
cart summary to 
make sure you have 
added all of the 
items you intended 
to.

Scan the list to make 
sure you ordered the 
correct amounts

1. Once you have selected check-out, you will be 
directed to an order summary screen.  Verify 
the order is correct from here or by printing the 
order (1A).

2. At this point you can choose to clear everything 
in your cart and start over, or continue shopping 
to add more items that you may have missed or 
you can change the number of items you 
selected in the order quantity fields and then 
update your cart.

3. Once you have selected all of the items that you 
want to order, navigate to the My Appointment 
window and select pickup or delivery.  If you are 
an agency that receives deliveries, your 
available delivery dates will show in green.  If 
you are a pickup agency, you will need to go to 
the scheduler tab to schedule an appointment 
first and then select pickup from here.

4. Click on the calendar icon to choose the pick-
up or delivery date

5. Click on the clock icon to choose the delivery or 
pickup time.  (Please note that all deliveries will 
show as 6:00am regardless of the actual 
delivery time

6. Press submit cart
7. Make sure to press ok on the pop-up window to 

submit the order.
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If you choose to edit/add to an order, this pop-up window will appear.  Click 
OK.
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