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Disclaimer
Every effort has been made to make this manual as complete and as accurate as possible, but no warranty or fitness is implied. The information provided is on an as is basis. Changes made to the product may not be reflected in this manual. Cybersoft Technologies shall have neither liability nor responsibility for any loss or damages arising from the use of information contained in this manual.

Food Distribution - SFA
Task Guide 
[bookmark: _Toc21358138]Introduction
PrimeroEdge Software structure contains Realms, Modules, Categories and Functional Areas. The hierarchy allows for easy navigation and division between tasks. The structure provides for comprehensive operations while remaining easy to navigate. 
Document Conventions
This document uses the following typographical conventions: 
Bold Print: this print represents Modules, Categories, Functional Areas and key names such as Tab or Enter keys.
Italics: this print represents messages such as User has been added successfully. This print represents variable information such as information you type on command lines. 
Buttons: Bold print and/or a graphic image of a button represents button names such as Apply.

Selection Sequences: The names of each PrimeroEdge Module, Category and Functional Area act as a tool for navigation when placed between arrows. Arrows represent selection sequences in order from left to right as in Module > Category > Functional Area. An example of a sequence is Inventory > Orders > Create Orders.


 Modules, Categories and Functional Areas will be available to you based on your Role Permissions.
Icons in this document alert the reader to special information. 
The green check box  represents helpful tip.
The red triangle  represents a warning with critical task information.
The blue circle  represents a status note.






[bookmark: _District—Food_Distribution_Home][bookmark: _Toc21358140]District—Food Distribution Home Page
Click the Food Distribution Module tab. The Food Distribution Home page provides a snapshot of your organization’s Food Distribution performance in the District Realm. 
[image: ]
[bookmark: _Toc520824686]Figure 1 Food Distribution Home Page--District Realm

[bookmark: _Items][bookmark: _Toc21358141]District—Configuration
This Category contains tasks for managing configuration in the District Realm. Improper configuration settings may result in inaccessible functions. 
[bookmark: _USDA_Foods_List_1][bookmark: _Toc21358142]USDA Foods List
This section contains tasks for managing the USDA Foods List.
Go to District > Food Distribution > Configuration > USDA Foods List
 You cannot edit the USDA Foods List in the District Realm. 
[image: ‪PrimeroEdge - USDA Foods List - Google Chrome‬]
[bookmark: _Toc520824737]Figure 2 USDA Foods List Filters
1. Select the Item Category and Bulk 
2. Click Apply
[image: ‪PrimeroEdge - USDA Foods List - Google Chrome‬]
[bookmark: _Toc520824738]Figure 3 USDA Foods List

3. Search by entering part of the Item Number or Description in the WBSCM ID or USDA Foods Description like text field and click Search 
[image: ‪PrimeroEdge - USDA Foods List - Google Chrome‬]
[bookmark: _Toc520824739]Figure 4 USDA Foods Available List - (2018-2019)
4. Click the hyperlink under WBSCM ID column header
[image: ‪PrimeroEdge - USDA Foods List - Google Chrome‬]
[bookmark: _Toc520824740]Figure 5 USDA Foods Info
5. Click the Price Info tab to view the item's pricing information
[image: ‪PrimeroEdge - USDA Foods List - Google Chrome‬]
[bookmark: _Toc520824741]Figure 6 USDA Foods Price Info
6. Click the Nutrients tab to view the item’s nutritional information
[image: ‪PrimeroEdge - USDA Foods List - Google Chrome‬]
[bookmark: _Toc520824742]Figure 7 USDA Nutrients Info Tab
7. Scroll or resize view to see all the nutritional information
8. Click Close to exit the view












[bookmark: _Processors][bookmark: _Toc21358143]Processors
SFA/Sponsors or contracting entity (CE) often use the food processing industry to convert bulk or hard-to-use USDA foods into more convenient and usable products. 
Federal law requires that CEs receive the full value of their USDA Foods. When processing, this value must pass through to the CE by the processor. The Value Pass-through Method is the term for crediting the CE for the value of the USDA Food. 
Go to District > Food Distribution > Configuration > Processors
[image: ‪PrimeroEdge - Processors - Google Chrome‬]
[bookmark: _Toc520824743]Figure 8 Manage Processors
1. Click the hyperlink under the Processor Name column header
[image: ‪PrimeroEdge - Processor Information - Google Chrome‬]
[bookmark: _Toc520824744]Figure 9 Processor Info
2. Click the Value Pass Through Method tab
 This is a read-only view. Processor Configuration occurs in the Central Realm. 
[image: ‪PrimeroEdge - Processor Information - Google Chrome‬]
[bookmark: _Toc520824745]Figure 10 Value Pass-through Method
3. Use dropdown menu to select Value Pass Through Method for the Recipient Agency
 The options in Step 3 are set in the Central Realm. 
4. Click Save 
 View the Green success note and the change listed under the Value Pass-through Method section header.
[image: ‪PrimeroEdge - Processor Information - Google Chrome‬]
[bookmark: _Toc520824746]Figure 11 Value-pass Through Method Selection
5. Click Summary End Product List tab to view SEPDS (Summary End Product Data Schedule) information
[image: ‪PrimeroEdge - Processor Information - Google Chrome‬]
[bookmark: _Toc520824747]Figure 12 Summary End Product List
6. Click the hyperlink under the SEPDS# column header to open and view individual SEPDS file
[image: ‪PrimeroEdge - Processor Information - Google Chrome‬]
[bookmark: _Toc520824748]Figure 13 Processor: Processor One List
7. View SEPDS items and click column headers to change the list order
[image: ‪PrimeroEdge - Processor Information - Google Chrome‬]
[bookmark: _Toc520824749]Figure 14 Back Button
8. Click Back to return to SEPDS list or other tabs
[bookmark: _Co-op_1][bookmark: _District—Catalogs][bookmark: _Toc21358144]District—Catalogs
This Category contains tasks for managing Direct Ship Catalog Response and Processed Goods Catalog Response in the District Realm. 
[bookmark: _Toc21358145]Catalogs
This section contains tasks for responding to open Catalogs.
Go to District > Food Distribution > Catalogs > Catalogs
[bookmark: _Direct_Ship_Catalog][bookmark: _Toc21358146]Direct Ship Catalog Response
This page allows districts to respond to an open catalog with requested quantities of items.
[image: ]
[bookmark: _Toc520824807]Figure 15 Catalogs
1. Select the Fiscal Year, Catalog Type, PAL Type and Status
2. Click Apply or Reset apply or reset the selections
3. Click the hyperlink under the Number column header to open the catalog
[image: ]
[bookmark: _Toc520824808]Figure 16 Direct Ship Catalog
4. Click Expand arrow for the header or a single item to expand Order Calendar sub-grid
[image: ]
[bookmark: _Toc520824809]Figure 17 Direct Ship Response
5. Click Cart to enter order quantities for the selected item
 The Delivery Periods with a numerical value are the possible delivery dates. The dates with an empty cell indicate that the item is not orderable for that date.
[image: ]
Figure 18 Direct Ship Order
6. Select the Distributor 
7. Enter Order Quantities
8. Click Save Order (Cancel to cancel order entry)
[image: ]
Figure 19 Direct Ship Order
9. Click Cart to enter orders for other items and repeat until catalog response is complete
[bookmark: _Processed_Goods_Catalog][bookmark: _Toc21358147]Processed Goods Catalog Response
This page allows districts to respond to an open catalog with requested quantities of bulk items and associated processor end products.
[image: ]
[bookmark: _Toc520824810]Figure 20 Catalogs
1. Select the Fiscal Year, Catalog Type, PAL Type and Status
2. Click Apply or Reset to apply or reset the selections
3. Click the hyperlink under the Number column header to open the catalog
[image: ]
Figure 21 End Product Search
4. Select the Processor to order pounds through End Products
5. Select an End Product
 Ordering through End Products is an optional feature. Ordering pounds directly is shown in Step 20.
[image: ]
[bookmark: _Toc520824811]Figure 22 Calculate Pounds
6. Enter End Product Quantity
7. Select Requested Date
8. Click Calculate Pounds
 The system calculates Commodity Pounds based on the End Product quantity request.
[image: ]
[bookmark: _Toc520824812]Figure 23 End Product Pounds
9. Select the Processor Location for the USDA Item
10. Select a Delivery Date
11. Click Add (Cancel to cancel and add a different End Product)
[image: ]
Figure 24 Processor End Products
 The End Product record is created in the End Product List and the corresponding Pounds are inserted in the Processed Goods Response grid.
12. Click Expand > arrow to display End Product details
13. Click Expand > arrow to display Commodity Pounds details
[image: ]
Figure 25 End Product List
14. Click Edit to modify End Product Quantity
[image: ]
Figure 26 Update End Product Quantity
15. Modify End Product Order Quantity
16. Click Update (Cancel to revert any changes)
[image: ]
Figure 27 Processed Goods Response
17. Click Cart to enter order quantities for the selected item
 The Delivery Periods with a numerical value are the possible delivery dates. The dates with an empty cell indicate that the item is not orderable for that date.
[image: ]
Figure 28 Processed Goods Order
18. Enter Order Quantities
 The italicized quantities above the order fields are the calculated pounds from End Products and are not editable through this grid. The End Product Pounds are modified through the End Product List. Processor is also not editable as it has been selected through the End Product tool.
19. Click Save Order (Cancel button to cancel order entry)
[image: ]
Figure 29 Processed Goods Response
20. Click Cart to enter manual (non End Product derived) order quantities for another item
[image: ]
Figure 30 Processed Goods Manual Entry
21. Select the Processor Location
22. Enter Order Quantities
23. Click Save Order
[image: ]
Figure 31 Add Item and Processor
24. Select USDA Item in the Add Item Processor tool to add an Item already on the catalog but with a different Processor.
25. Select Processor Location
26. Click Add 
[image: ]
Figure 32 Processed Goods Catalog Response
Repeat the process, ordering through either End Product tool or Manual Entry, until all desired items have saved order quantities.





[bookmark: _Toc21358148]District—Orders/Receipts 
[bookmark: _Receipts_1]This Category contains tasks for managing Orders/Receipts in the District Realm. These tasks include Receipts and Adding a Complaint. 
[bookmark: _Toc21358149]Receipts
This section contains tasks for managing Receipts. The Receipts page lists all receipts for a fiscal year and allows for the editing of certain receipt information.
Go to District > Food Distribution > Orders/Receipts > Receipts
[bookmark: _Add_a_Receipt_1][image: ]
[bookmark: _Toc520824838]Figure 33 Receipts
1. Select the Fiscal Year 
2. Click the Sales Order # link to open and view a Receipt
[image: ]
[bookmark: _Toc520824839]Figure 34 View Receipt
3. View the read-only Receipt information created at the State level
[image: ]
[bookmark: _Toc520824840]Figure 35 Add Receipt Button
4. Click Add Receipt to add a new receipt
 Note: District-level Add Receipt functionality is only available to District Warehouse users with the appropriate permissions.
[image: ]
[bookmark: _Toc520824841]Figure 36 Add Receipt
5. Select the Fiscal Year for the new Receipt
6. Select the Sales Order Number
7. Click Apply
[image: ]
Figure 37 Add Receipt
8. Enter Receipt Good Quantity
9. Enter Date Received
 All other fields are optional 
10. Click Populate Records to create the individual receipt records
[image: ]
Figure 38 Receipt Details
11. Click the Edit Pencil to add lot information
[image: ]
Figure 39 Edit Receipt Details
12. Enter the Lot Number, Date Type, or Date on Product
13. [image: ]Click the checkmark icon to confirm changes
[bookmark: _Bill_of_Lading]Figure 40 Save Receipt
14. Click Save to confirm the Receipt
[bookmark: _Toc21358150]Bill of Lading List
This Functional Area contains tasks for managing a Bill of Lading List. 
 You must first import a spreadsheet (.xml) of data from WBSCM for this Function to work.
Go to District > Food Distribution > Orders/Receipts > Bill of Lading List    
[image: ]
[bookmark: _Toc520824855]Figure 41 Bill of Lading List Selections
1. Select the Shipping Location and enter text for Sales Order Number, BOL Number WBSCM# and Batch Number
2. Click Apply 
[image: ]
[bookmark: _Toc520824856]Figure 42 Bill of Ladings List
 The Bill of Ladings List displays. 








[bookmark: _Toc21358151]District—Transfers
Manage transfers in the District Realm using the PrimeroEdge tools for the Transfer of USDA Foods, Transfers List and Advertisements List. Transfers occur from one Recipient Agency (RA) to another RA. 
[bookmark: _Toc21358152]Transfer USDA Foods
This section contains steps for creating a transfer from one RA to another RA. Additionally, this section contains the steps for acknowledging the RA to RA Transfer. 
Go to District > Food Distribution > Transfers > Transfer USDA Foods
[bookmark: _Create_RA_to][bookmark: _Toc21358153]Create RA to RA Transfer
This section contains the steps in creating the RA-to-RA Transfer. 
[image: ]
[bookmark: _Toc520824915]Figure 43 Transfer USDA Foods
1. Select the Shipping Location 
2. Select the Recipient Agency to receive the transfer
3. Click Apply
[image: ‪PrimeroEdge - Transfer USDA Foods - Google Chrome‬]
[bookmark: _Toc520824916]Figure 44 Field for Optional Comments
4. Use the text-entry field to enter optional Comments
[image: ‪PrimeroEdge - Transfer USDA Foods - Google Chrome‬]
[bookmark: _Toc520824917]Figure 45 Transfer Item List
5. Enter Quantity to Transfer for at least one item
6. Click Submit
[image: ‪PrimeroEdge - Transfer USDA Foods - Google Chrome‬]
[bookmark: _Toc520824918]Figure 46 Transfer Success Note
7. Review Green Transfer success note indicating the Transfer submittal, Transfer assignment number and appearance on the Transfers List 









[bookmark: _Acknowledge_RA_to][bookmark: _Transfers_List][bookmark: _Toc21358154]Transfers List
This section contains tasks for taking actions through the Transfers List. 
Go to District > Food Distribution > Transfers > Transfers List
[bookmark: _Acknowledge_RA_to_1][bookmark: _Toc21358155]Acknowledge RA to RA Transfer
This section contains tasks for the District Realm to acknowledge the Central Realm.
[image: ]
[bookmark: _Toc520824919]Figure 47 Transfers Received
1. Select Transfers Received
2. Click Apply 
[image: ‪PrimeroEdge - Transfers List - Google Chrome‬]
[bookmark: _Toc520824920]Figure 48 Transfer List
3. Click Expand Arrow > to view Transfer item details and Collapse Arrow (v) to close the detail view
[image: ‪PrimeroEdge - Transfers List - Google Chrome‬]
[bookmark: _Toc520824921]Figure 49 Transfer Number Hyperlink
4. Click the Transfer Number hyperlink to open the RA to RA Transfer
[image: ‪PrimeroEdge - Transfers List - Google Chrome‬]
[bookmark: _Toc520824922]Figure 50 RA-to-RA Transfer
5. [image: ‪PrimeroEdge - Transfers List - Google Chrome‬]Click X to close the box
[bookmark: _Toc520824923]Figure 51 Generate Report Button
6. Click Generate Report under the Acknowledgement Form column header on the Transfer List 

[image: ]
[bookmark: _Toc520824924]Figure 52 USDA Transfer Food Authorization Report
7. Click the Export icon to export the form in various formats 
8. Click the X to exit the report viewer 
[image: ‪PrimeroEdge - Transfers List - Google Chrome‬]
[bookmark: _Toc520824925]Figure 53 Acknowledge Button
9. [image: ‪PrimeroEdge - Transfers List - Google Chrome‬]Click Acknowledge under the Acknowledged By column header
Figure 54 Transfer List
View the Transfer Status Acknowledgement under the Status column header
 The Transfer is now available for completion in the Central Realm. 
[bookmark: _Toc21358156]Advertisements List
In the first part of the Advertisement process, the Central Realm posts the Advertisement. The District Realm then responds. The Central Realm then completes and generates the acknowledgement. In the last part of the process, the District Realm acknowledges the Central Realm.
Go to District > Food Distribution > Transfers > Advertisements List
[bookmark: _Respond_to_Advertisement][bookmark: _Toc21358157]Respond to Advertisement
This section contains tasks for the District to respond to an open Advertisement. This allows the district to respond with requested quantities of USDA foods on an advertisement posted by the state. 
[image: ‪PrimeroEdge - Advertisements List - Google Chrome‬]
[bookmark: _Toc520824926]Figure 55 Advertisement List
1. Select the Fiscal Year, Item Type and Status
2. Click Apply
[image: ‪PrimeroEdge - Advertisements List - Google Chrome‬]
[bookmark: _Toc520824927]Figure 56 Hyperlink and Expansion Arrows
3. Click Expand Arrow > to view the item details of the Advertisement and the Collapse Arrow (v) to close the detail view
4. Click the Advertisement Number hyperlink of an Advertisement in Open status to open the Advertisement Response page
[image: ‪PrimeroEdge - Advertisement Response - Google Chrome‬]
[bookmark: _Toc520824928]Figure 57 Advertisement Response
5. Enter Quantity Requested for Advertisement item(s)
6. Click Submit 
[bookmark: _Acknowledge_Advertisement][bookmark: _Toc21358158]Acknowledge Advertisement
This section contains tasks for acknowledging an advertisement in the District Realm. After an Advertisement is completed at State level and acknowledgment is requested, the RA can acknowledge at the Advertisements List.
[image: ‪PrimeroEdge - Advertisements List - Google Chrome‬]
[bookmark: _Toc520824929]Figure 58 Advertisements List
1. Select the Fiscal Year, Item Type and Status
2. Click Apply
3. Click Expand Arrow > to view the item details of the Advertisement and the Collapse Arrow (v) to close the detail view
[image: ‪PrimeroEdge - Advertisements List - Google Chrome‬]
[bookmark: _Toc520824930]Figure 59 Generate Report Button
4. Click Generate Report to view the Advertisement Acknowledgement form 
[image: ]
[bookmark: _Toc520824931]Figure 60 USDA Food Advertisement Authorization (Acknowledgement)
5. Click the Export icon to export the form in various formats
6. Click the X to close the report view
[image: ‪PrimeroEdge - Advertisements List - Google Chrome‬]
[bookmark: _Toc520824932]Figure 61 Acknowledge Button
7. Click Acknowledge under the Acknowledged By column header
[image: ‪PrimeroEdge - Advertisements List - Google Chrome‬]
[bookmark: _Toc520824933]Figure 62 Advertisements List
8. Advertisement is Acknowledged to the Central Realm
[bookmark: _Add_a_Complaint][bookmark: _Toc21358159]District—Recalls/Complaints
This Category provides a method to capture and log recalls into the system. 
[bookmark: _Recall_List_1][bookmark: _Toc21358160]Recall List
This section contains tasks for managing the Recall List. 
[image: ‪PrimeroEdge - Recall List - Google Chrome‬]Go to District > Food Distribution > Recalls/Complaints > Recall List
[bookmark: _Toc520824952]Figure 63 Recalls
1. Click Respond to respond to a recall
[image: ‪PrimeroEdge - Recall List - Google Chrome‬]
[bookmark: _Toc520824953]Figure 64 Recall Information
2. Enter Quantity Served
3. Enter Quantity in Stock
4. Click Save
5. Click X to close the view
Edit a Recall	
[image: ‪PrimeroEdge - Recall List - Google Chrome‬]
[bookmark: _Toc520824954]Figure 65 Edit Response Button
6. Click Edit Response to edit an existing recall response
[image: ‪PrimeroEdge - Recall List - Google Chrome‬]
[bookmark: _Toc520824955]Figure 66 Recall Information
7. Make changes and click Save
8. Click X to close the view
Generate a Recall Report
[image: ‪PrimeroEdge - Recall List - Google Chrome‬]
[bookmark: _Toc520824956]Figure 67 Generate Report Button
9. Click Generate Report to view the Recall Record Report
[image: ‪https://gademo.primeroedge.com/reportviewer.aspx - Google Chrome‬]
[bookmark: _Toc520824957]Figure 68 Recall Record Report
10. Click the Export icon to export the report in various formats
 Exporting as PDF will yield better printing results
11. Click X to close the report view
[bookmark: _District—Accounts_Payable][bookmark: _Toc21358161]Complaint List
This section contains tasks for managing the Complaint List. 
Go to District > Food Distribution > Recalls/Complaints > Complaint List
[image: ‪PrimeroEdge - Orders Report - Google Chrome‬]
Figure 69 Complaint List
1. Click Add Complaint

[image: ‪PrimeroEdge - Orders Report - Google Chrome‬]
Figure 70 Add Complaint
2. Select the Fiscal Year
3. Select the Sales Order Number
4. Click Apply
[image: ‪PrimeroEdge - Orders Report - Google Chrome‬]
Figure 71 Add Complaint
5. Enter the Lot Number(s)
6. Select the Complaint Date
7. Enter Affected and Remaining Quantity
8. Enter Description of Complaint
[image: ‪PrimeroEdge - Orders Report - Google Chrome‬]
Figure 72 Add Complaint
9. Enter Complainant Name
10. Click Save
[image: ‪PrimeroEdge - Orders Report - Google Chrome‬]
Figure 73 Submit Complaint
11. Click Upload File to add attachments
12. Click Submit to finalize the Complaint





[bookmark: _Toc21358162]District—Reports
PrimeroEdge Food Distribution updates reports in real time. Reports include PAL Balances, USDA Item History, Catalog Response, Commodity Perpetual Inventory, Transaction History and Shippers Breakdown. 
[bookmark: _PAL_Balances_1][bookmark: _Toc21358163]Orders
This Functional Area contains tasks for generating an Orders Report. The Orders Report provides the current status of all placed orders that have received a Sales Order number and provides updates on the status as they are received.
Go to District > Food Distribution > Reports > Orders
[image: ‪PrimeroEdge - Orders Report - Google Chrome‬]
[bookmark: _Toc520824974]Figure 74 District Orders Report Selections
1. Select the USDA Item, Shipping Location, or Status
2. Modify Requested Delivery Date range by using the calendar 
3. Click Generate Report
[image: ‪release.primeroedge.co/reportviewer.aspx - Google Chrome‬]
[bookmark: _Toc520824975]Figure 75 District Orders Report
4. Click the Export icon to save the worksheet in one of the optional formats
 Exporting as PDF will yield better printing results
5. Click the X to close the report view
[bookmark: _Toc21358164]PAL Balances
This section contains tasks for generating a PAL Balances report. The PAL Balances Report displays a list of transactions that affected the PAL funds balance for the Recipient Agency.
Go to District > Food Distribution > Reports > PAL Balances
[image: ]
[bookmark: _Toc520824976]Figure 76 District PAL Balances Selections
1. Select the Fiscal Year
2. Click Generate Report to view the report
[image: ]
[bookmark: _Toc520824977]Figure 77 PAL Balances Report
3. Click the Export icon to save the worksheet in one of the optional formats
 Exporting as PDF will yield better printing results
4. Click the X to close the report view

[bookmark: _USDA_Item_History][bookmark: _Toc21358165]USDA Item History
This section contains tasks for generating a USDA Item History report. The USDA Item History Report provides a historical list of transactions for each item at a selected Shipping Location.
Go to District > Food Distribution > Reports > USDA Item History
[image: ]
[bookmark: _Toc520824978]Figure 78 USDA Item History Selections
1. Select the Shipping Location
2. Select a WBSCM Item 
3. Use the Calendar to select Date Range
4. Click Generate Report 
[image: ]
[bookmark: _Toc520824979]Figure 79 Next Page Control
5. Click Next Page to view the different items and their transaction history
[image: ]
[bookmark: _Toc520824980]Figure 80 Download Icon
6. Click the Export icon to save the worksheet in one of the optional formats
 Exporting as PDF will yield better printing results
7. Click the X to close the report view
[bookmark: _Catalog_Response_1][bookmark: _Toc21358166]Catalog Response
This section contains tasks for generating a Catalog Response report. The Catalog Response Report displays a page by page summary of the Recipient Agency's responses to catalogs for a Fiscal Year.
Go to District > Food Distribution > Reports > Catalog Response 
[image: ]
[bookmark: _Toc520824981]Figure 81 Catalog Response
1. Select the Fiscal Year 
2. Select a WBSCM Item
3. Click Generate Report 
[image: C:\Users\CARLOS~1.GUT\AppData\Local\Temp\SNAGHTML294bc589.PNG]
[bookmark: _Toc520824982]Figure 82 Next Page Control
4. Click Next Page to view the different Catalogs
5. Click the Export icon to save the worksheet in one of the optional formats
 Exporting as PDF will yield better printing results
6. Click the X to close the report view
[bookmark: _Commodity_Perpetual_Inventory_1][bookmark: _Toc21358167]Commodity Perpetual Inventory 
This section contains tasks for generating a Commodity Perpetual Inventory Report. The Commodity Perpetual Inventory Report displays all items with quantity on hand at the selected Shipping Location(s).
Go to District > Food Distribution > Reports > Commodity Perpetual Inventory
[image: ‪PrimeroEdge - Commodity Perpetual Inventory - Google Chrome‬]
[bookmark: _Toc520824983]Figure 83 Virtual Inventory
1. Select the Shipping location and WBSCM Item
2. Click Show End Product Detail to show the sub-grid for any commodity items at a processor that are used to create end products
3. Click Generate Report 
[image: ‪https://gademo.primeroedge.com/reportviewer.aspx - Google Chrome‬]
[bookmark: _Toc520824984]Figure 84 Commodity Perpetual Inventory Report
4. Click the Export icon to save the worksheet in one of the optional formats
 Exporting as PDF will yield better printing results
5. Click the X to close the report view
[bookmark: _Transaction_History_1][bookmark: _Toc21358168]Transaction History
This section contains tasks for generating a Transaction History report. The Transaction History Report lists all Recipient Agency transactions for a specified date range.
Go to District > Food Distribution > Reports > Transaction History 
[image: ‪PrimeroEdge - Transaction History - Google Chrome‬]
[bookmark: _Toc520824985]Figure 85 Transaction History
1. Select a Transaction Type
2. Select Transaction Recorded Date range
3. Click applicable Radio to Sort By Date or Transaction Type
4. Click Generate Report
[image: ‪https://gademo.primeroedge.com/reportviewer.aspx - Google Chrome‬]
[bookmark: _Toc520824986]Figure 86 Transaction History Download Control
5. Click the Export icon to save the worksheet in one of the optional formats
 Exporting as PDF will yield better printing results
6. Click the X to close the report view
[bookmark: _Shippers’_Breakdown_1][bookmark: _Toc21358169]Shippers Breakdown
This Functional Area contains tasks for generating a Shippers Breakdown Report. The Shippers Breakdown Report provides an item breakdown with RA address for Distributors to use for delivering orders.
Go to District > Food Distribution > Reports > Shippers Breakdown
[image: ‪PrimeroEdge - Shippers Breakdown - Google Chrome‬]
[bookmark: _Toc520824987]Figure 87 Shippers’ Breakdown Selections
1. Select a Date Range
2. Click Generate Report 
[image: ‪https://gademo.primeroedge.com/reportviewer.aspx - Google Chrome‬]
[bookmark: _Toc520824988]Figure 88 Shippers' Breakdown Report
3. Click the Export icon to save the worksheet in one of the optional formats
 Exporting as PDF will yield better printing results
4. Click the X to close the report view
[bookmark: _Toc21358170]District—Management
This Category contains tasks for managing Commodity Drawdown, Forms and Planned Assistance Level (PAL) in the District Realm.
[bookmark: _Planned_Assistance_Level_1][bookmark: _Toc21358171]Planned Assistance Level
This section contains tasks for managing Planned Assistance Levels. The Planned Assistance Level page allows the district to allocate its PAL funds to the various programs for spending that fiscal year.
Go to District > Food Distribution > Management > Planned Assistance Level
[image: ]
[bookmark: _Toc520825000]Figure 89 Planned Assistance Level Selections
1. Select the Fiscal Year
2. Click Apply 
3. Click Edit
[image: ]
[bookmark: _Toc520825001]Figure 90 Planned Assistance Level List
4. Enter optional Direct Ship and Processed Goods allocation percentages
5. Click Save
[bookmark: _Commodity_Drawdown_1][bookmark: _Toc21358172]Commodity Drawdown
This section contains tasks for managing Commodity Drawdown. This page allows the manual drawdown of items with quantity on hand at a processor or distributor location.
Go to District > Food Distribution > Management > Commodity Drawdown
[image: ]
[bookmark: _Toc520825002]Figure 91 Commodity Drawdown
1. Select the Shipping Location
2. Click Apply
[image: ]
[bookmark: _Toc520825003]Figure 92 Commodity Drawdown Item Search
3. [bookmark: _Forms_1]Use the Item Search Box to filter results by Item Number or Item Description
4. Click Apply
[image: ]
Figure 93 Commodity Drawdown Confirm Withdrawal
5. Enter Drawdown Quantity for item(s)
6. Click Confirm Withdrawal 


[bookmark: _Toc21358173]Forms
This section contains tasks for managing Forms. The Forms page allows for the upload of district forms and viewing of forms uploaded at the state level.
Go to District > Food Distribution > Management > Forms
[image: ‪PrimeroEdge - Forms - Google Chrome‬]
[bookmark: _Toc520825004]Figure 94 Forms Selections and Saved Forms List
1. Select the Fiscal Year
2. Click Apply
3. Click the USDA Forms hyperlink to open a new window to the external FNS (Food and Nutrition Service) Forms page
4. Click Add New Form Plus Sign
[image: ]
[bookmark: _Toc520825005]Figure 95 FNS Forms External View
 Download these forms directly from the USDA website. 
[image: ‪PrimeroEdge - Forms - Google Chrome‬]
[bookmark: _Toc520825006]Figure 96 Form Description and Year Selections
5. Use text field to enter the Form Description
6. Select the Fiscal Year
7. Click Select
[image: ]
[bookmark: _Toc520825007]Figure 97 Local Computer Files
8. Navigate to the file and select it
9. Click Open
[image: ‪PrimeroEdge - Forms - Google Chrome‬]
[bookmark: _Toc520825008]Figure 98 Upload Button
10. Click Upload
[image: ‪PrimeroEdge - Forms - Google Chrome‬]
[bookmark: _Toc520825009]Figure 99 View/Download Button
11. Click View/Download to view a form
12. Click Delete to remove a form
 The Delete button is only available for forms uploaded within the logged-in District. 
[image: ‪PrimeroEdge - Forms - Google Chrome‬]
[bookmark: _Toc520825010]Figure 90 Delete Confirmation Box
13. Click OK to confirm deletion
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Shipping Loction®
[Distiouto, 1234 Highway T, Anytonn T, 77000

Recpent Agency To”
[ WessTER COUNTY SCHOOLS

Comments:
Tansterting extra coss of cnaese and apple sices to Webster County]

4—

Transfer Item List

e e W O e

100002 Chesse, Chedsar, Wite, Shregced, Chiles 0 %

100098 Chicken, Cut-up, Frozen o 130
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2017 - 2018 ttem Type: Direct Ship.
BARBOUR COUNTY SCHOOLS  Shipping Location:  JM Distributor
WEBSTER COUNTY SCHOOLS Requested Date:  5/24/2018

D1035 Transfer Status: Pending Approval

Comments:

Transferring extra cases of cheese and apple slices to Webster County.





image52.png
Transfer List

v Diss DirectShip  BARBOUR COUNTY SCHOOLS  Pending Acknowiedgment

100002 Cheese, Cheddar, White, Shredded, Chilled 25 Cases $66.00
P DrecShn  BABOUR COUNTYSCHOOSS  Campite i
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USDA Transfer Food Authorization Genaraies C3/25/2018 €2132:30 i oy F0 Disice

Transfer Number: D1035

Transfer From:

Agency Name: BARBOUR COUNTY SCHOOLS

Shippping Location: JM Distributor

Transfer To:

Agency Name: WEBSTER COUNTY SCHOOLS

Agency Address:

Item Number | Description Amount Transfered | Price Total

100002 Cheese, Cheddar, White, Shredded, Chilled 25 66.00 1,650.00|
100206 Apple Slices, Unsweetened, Canned 0 27.74 0.00]

Transfer Total: 25 1,650.00

Conditions: The recipient agency transferring the USDA Foods is responsible for the all fees and/or storage charges up to the date of transfer.
Thereafter, the recipient agency receiving the USDA Foods is responsible for all of the expenses associated with the product. USDA Foods
with a pack date older than one year from the receipt date may not be transferred without the express consent of the receiving agency.

Authorization/Acknowledgment of Transfers

Sending Agency Acknowledgment Recipient Agency Acknowledgment
Date: Date: Friday, May 25, 2018
Name: Name:  FD District
Signature: Signature: FD District

Powered by PrimeroEdge for: WEBSTER COUNTY SCHOOLS Page: 10f 1
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USDA Food Advertisement Authorization enarsted G/2/2018 0:20635 M by FD Dorice
Transfer Number: D1033

Transfer From:
Agency Name: STATE ACCOUNT
Shippping Location: M Distributor

Transfer To:

Agency Name: BARBOUR COUNTY SCHOOLS

Agency Address: - -

100098 Chicken, Cut-up, Frozen 50 38.00 1,900.00

100206 Apple Slices, Unsweetened, Canned 60 28.56 1,713.60
Transfer Total: 110 3,613.60]

Conditions: Thenoplen!Mmﬂnmd\emmuwehudlk&adlwwd\nswwmmdum
Thereafter, the recipient agency receiving the USDA Foods is the product. USDA Foods
vmh-pndtmﬁanymmhmﬂmmmhmmmWMHMm’wmm

of
Sending Agency Acknowledgment Recipient Agency Acknowledgment
Date: Monday, May 14, 2018 Date:
Name:  Justin FD State Name:
Signature: Justin FD State Signature:

Powered by Primerofdge for: BARBOUR COUNTY SCHOOLS Page: 10f 1
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Recall Number: 6

Date of Recall: 01/25/2017
Class of Recalk Class 2
Lot Numbers: 3435323232

USDA Item: (100002) Cheese, Cheddar, White, Shredded, Chilled

Quantity Served: 10

I |

Quantity In Stock:
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Recall Number: 6

USDA Item: (100002) Cheese, Cheddar, White, Shredded, Chilled

Date of Recall: 01/25/2017

Class of Recalk Class 2

Lot Numbers: 3435323232

Quantity Served:

]

Quanity In Stock: 15

Response last updated on 6/12/2018 220:30 PM by FD District.
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Recall Record Report

Recall Number: &

‘Generated 08/12/2018 02:21:58 PM by FD District

Date of Recall: 01/25/2017
Date Responded: 06/12/2018

Ttem Description: Cheese, Cheddar, White, Shredded, Chilled

USDA Number: 100002

Pack size: §/5 Ib bag

Recipient Agency Quantity Served Quantity in Stock
BARBOUR COUNTY SCHOOLS (4000126) 15 15
Total| 15| 15|

Powered by PrimeraEdge for: BARBOUR COUNTY SCHOOLS

Page 1 of1
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USDA Item:
(100002) Cheese, Cheddar, White, Shredded, Chilled

Lot Number(s):*
123456

Complaint Date:*
1022018

Shipping Location:
(4006789) JM Distributor

1075 100 450 Cases

Description of Complaint:”

Several cases of this cheese item were molded at fime of

receipt.

‘Address of Remaining Product:

—s

Complaint Status:
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USDA Item: Complainant
(100002) Cheese, Cheddar, White, Shredded, Chilled Quantity.
Lot Number(s)* lo Nemer
123456 John Doe. — 9
1075 100 450 Cases
Title:
District Manager
Description of Complaint:”
Several cases of this cheese item were molded at fme of | Emal
receipt.
Phone:
[
‘Address of Remaining Product:
Complaint Dater Fac
107272018 i
Shipping Location:
(4006789) JM Distributor Complaint Status:
Complaint ID:
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Requested Delivery Date From: 7/1/2018

To: 6/30/2019
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Recipient Agency Orders Report
ttam: Al

Shipping Location: All

Sestus: Al

Req.Dalivery Date: 02/01/2018 - 06/30/2019

‘Ganerated 07/31/2018 05:51:01 PM by Justin

e

Ttem: (100002) Cheese, Cheddar, White, Shredded, Chilled

Unit of Measure: S

Sales Order | Status Delivery Date [Shipping Location Order | Order
oty Value
(101012) Varija Unprocessed Fruits
5006955405 On Invitation 02/15/2018 | Distributors 1,280 85,747.20)
(101012) Varija Unprocessed Fruits
5008955404 Purchased 03/15/2018 | Distributors 1,150 77,038.50)
(101012) Varija Unprocessed Fruits
5008955405 Purchased 03/15/2018 | Distributors 1,280 85,747.20)
(101012) Varija Unprocessed Fruits
5008995407 Received 03/15/2018 | Distributors 1,280 85,747.20)
(101012) Varija Unprocessed Fruits
5006953408 | Approved by SpAgency 03/15/2018 Distributors 1,280 85,747.20)
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Fiscal Year:

11— 2018 - 2019 -
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Generate Report
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reportviewer

Wb M@ Y

PAL Balances T Generated 02/06/2015 060

Fiscal Year: 2018 - 2015

Recipient Agency: EDGE COUNTY SCHOOLS

|

e e (== e

‘ Beginning Balance _ PAL Fund $3,262,765.80 $3,262,765.80
|order adjustments | (Orders: 1003) 2018-2019 (s75,723.58)| $3,207,042.22|
|catalog (Catalog 1022) Training Processed (s62,677.12)| $3,144,365.10|
|order Adjustments  (Orders: 1022) Training Processed (s61,851.52) $3,082,513.58|
|cancelled order (Cancelled Order: 1022) Training Processed $33,600.00| $3,116,113.58|
|receipts (Receipts: 1022) Training Processed $7,056.00| $3,123,169.58|
|order adjustments  (Orders: 1023) Training 2 (s29,471.88)| $3,093,697.70|
|catalog (Catalog 1027) DS Demo 1210 (550,370.00)| $3,043,327.70
|catalog (Catalog 1028) PG Demo 1210 (527,068.30)| $3,016,259.40|
|order Adjustments  (Orders: 1026) PG Demo 1210 $39.00| $3,016,298.40|
|Receipts (Receipts: 1028) PG Demo 1210 (53,720.44)| $3,012,568.96
|catalog (Catalog 1029) Test DS Catalog 1211 (25,185.00)| $2,987,383.96
|catalog (Catalog 1030) Test PG Catalog 1211 (s25,480.13)| $2,961,903.83

Pouered by PrimeroEdge for: EDGE COUNTY SCHOOLS

Page 101
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USDA Item History

Recipient Agency: BARBOUR COUNTY SCHOOLS

Shipping Location: WBSCM Item:

1> [ [-Auw- [f—2
Date Range From: 6/1/2018 @ To: 6/30/2018 =)

3 C ]

Generate Report ¢— 4
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USDA Item History Generated 06/12/2018 03:33:02 PM by FD District
Recipient Agency: BARBOUR COUNTY SCHOOLS
Items: All
Date Range: 3/1/2018 - 6/30/2018
Shipping Location:
USDA Item: Cheese, Cheddar, White, Shredded, Chilled - (100002) Pack Size: 6/5 Ib bag
Transaction Date |Initiated By  Transaction Type Adjustment ‘Quantity On Hand
(case)
Quantity as of 02/28/2018 200
04/30/2018 Justin M Withdraw -20 180
06/01/2018 FD State User Withdraw -50 130
Powered by Primerofcge for: BARBOUR COUNTY SCHOOLS Page: 10f3
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USDA Item Histol

Recipient Agancy: BARBOUR COUNTY SCHOOLS

Items: Al
Date Range: 3/1/2018 - 6/20/2018
Shipping Location:

Find | Next ®

‘Generated 06/12/2018 03:33:02 PM by FD District

USDA Item: Chicken, Cut-up, Frozen - (100098) Pack Size: 4/10 Ib bag
Transaction Date | Initiated By [Transaction Type Adjustment | Quantity On Hand
(Case)
Quantity as of 02/28/2018 200
05/10/2018 | D State User Transfer Out -30 170|
05/11/2018 | D State User Transfer In 50 220
06/08/2018 | D State User Receipt 380 600
Powered by PrimeroEdge or: BARBOUR COUNTY SCHOOLS Page: 2073
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Perpetual Inventory

Recipient Agency : BARBOUR COUNTY SCHOOLS.

Shipping Location:

1 5

B
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Commodity Perpetual Inventory Generated 06/12/2018 04:24:19 9 by 7D Distrct
Racipient Agency liame: BARBOUR COUNTY SCHOOLS
Shipping Location: Processor Address 1
12345 Main st. Anytown, 77777

unit of Quantity | Quontity | Projected
Item# [ Ttem Description ot o || B || =R
100002 _ Cheese, Cheddar, White, Shredded, Chiled /5 Ib bag 1,200 0 1,200
shipping Location: JM Distributor

1234 Highway 1 Anytown, TX 77000

unit of Quantity | Quontity | Projected
Item# [ Ttem Description it o | B || =
100002 _ Cheese, Cheddar, White, Shredded, Chiled &/5 Ib bag 50 1,94 1,99
100098 Chicken, Cut-up, Frozen 4/10 b bag 510 400 910
100121 Turkey, Deli Breast, Frozen 4/101b logs o 300 300
100206 _ Apple Slices, Unsweetened, Canned &/210 can 150 0 150
Report Selections
Shipping Location: Al
o A
Show End Procct Detal: Yes
Poered by PrmercEdge for: BARBOUR COUNTY SCHOOLS Page: 16F1
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Transac ory

1

Transaction Recorded Date From: 6/1/2013 To: 6/30/2018
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Transaction History Generatd 06/12/2018 03:53:55 P by 7O Diice
Recipient Agency: BARBOUR COUNTY SCHOOLS

Transaction Type: Al

Date: 3/1/201 - 6/30/2018

Recipient Agency, [Transaction Type _[Transaction D [Transaction Date
[BAREOLR COUNTY SCHOOLS (4000126] Coaig 1003 o020t

|B4Ra0UR counTy schoOLS (s00028) Coaiog 1004 os/oz201 |
|S4Ra0UR counTy schooLS (s000128) Coaiog 1008 os/oz201 |
|S4R@0uR counTy schooLS (s00028) Coaiog 1008 os/isa0is |
|e4R@0uR counTy schooLS (s00028) Coaiog 1005 os/isa0is |
|S4Ra0uR counTy schooLS (s00028) Coaiog 1010 os/is/201 |
|B4Ra0UR counTy scho0LS (s000128) Coraiog o os/is/201 |
|S4Ra0UR counTy schooLS (s00028) Receint os/os/201 |
|e4Ra0uR counTy schooLS (s00028) Transter 1o o103 o201 |
|e4Ra0uR counTy schooLS (s000128) Transter 0ut o103z os/a02018 |
|S4Ra0UR counTy schooLS (s00028) Wibdran g 32018 |
|B2Re0uR counTy scrooLs (soooizs) Windra s osfova0is |
Powered by PrmeroEage for, BARBOUR COUNTY SCHOOLS e 1ot
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Shippers Breakdown

:09 91 by FD District

Date Range: 06/01/2018 - 12/31/2018

Distributor Location: M Distributor
1234 Highway 1 Anytown, TX 77000

fent Agency Address

BARBOUR COUNTY SCHOOLS 105 5. RAILROAD STREET PHILIPPL, WV 56785

(2000126)
Ttem Number [Ttem Description Pack Size Quantity
100002 Chessa, Chaddar, Whita, Shradded, Chilled /5 b bag s
100098 (Chicken, Cut-up, Frozen 4/1016 bag 200
100121 Turkey, Deli Breast, Frozen 4/101b logs 300

Total 2,036

Poered by Primerafdge for: BARBOUR COUNTY SCHOOLS

Page el
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