
FOOD For Lane County Partner Agency Online 

Ordering Instructions 

 
FOOD For Lane County uses the “Primarius Web Window” online ordering system. This online system 

will enable you to log in to our virtual inventory, and view and order products available to your agency 
without having to worry with paper food lists or fussy fax machines. 

Your agency will receive your own username and password. Once you log on you will have the ability to 

view important details about your account including billing information, accounts receivable, invoices, 
and current orders. You will also receive important reminders about closure dates and announcements. 

This manual was created to give step-by-step instructions on using the Primarius Web Window ordering 

system. Please use this as a first-stop reference guide to answer questions about ordering online. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 





STEP 1: Logging on 
1. Please go to the Partner Agency Zone at https://foodforlanecounty.org/agency-zone/ 

 

2. Click the green button that says “Log in” 

*Please note: you can access the Partner Agency Zone from any page on our website by scrolling to the 

bottom of the page and clicking “Partner Agency Zone”. It’s a good idea to bookmark this website. 

 

 

 

 

 

 

https://foodforlanecounty.org/agency-zone/


 

3. A new page like this will open allowing you to enter your Agency Reference number, your Username, 

and your Password. Your Agency Reference number is a 6-digit number assigned to your organization. It 

can be found at the top left of any FOOD For Lane County invoice for your agency. All Agency Reference 

numbers begin with 15, a hyphen and end with the 4-digit number unique to your organization. (For 

example: 15-2345) A couple of agencies will have two additional numbers after the 4 digits, bringing the 
total to 8 digits. 

4. Your Agency Reference number and your Username are the same. Enter your number in both of 

these lines. Please remember, that you can find your assigned Password in the body of the e-mail used to 
send out these instructions. 

 

 

 

 

 

 

 

 

 

 

 



5. Once you have successfully logged on, you will see your account Home page. The Home page includes 

messages from FOOD for Lane County. At the upper right-hand corner of the screen, you can see your 
agency number. You also will see a link for My Agency, Logout and Help. 

 

6. The Help button will open a separate screen with details pertaining to all of the options available on 
that particular page. 

7. The Log Out button will log you out. 

8. The My Agency button will direct you to a number of options that include your Agency Information, 

Locations or site address, Contacts we have on file for you, Hours of operation, and current accounts 

receivable (Open AR). Please take some time to familiarize yourself with this information and click 
through the sub-tabs. 

 

 



STEP 2: Ordering 

From the home page, there are a number of tabs that you can click on, but only one will allow you to 

order off of the food list. To get back to the Home page, simply click on the upper grey tab that is labeled 

Home. 

 

The Home page also includes 4 sub-tabs that include Your Cart, Available Batches, and Pending 

Review. Clicking on Your Cart displays the current items in your cart along with summary detail. 

Available Batches displays any allocations that FOOD For Lane County has made available (This function 

is only made available to food pantries). Pending Review displays all products that have been ordered 

from an available batch/allocation and are awaiting review by FOOD For Lane County (This function only 

pertains to food pantries). 

 

1. To begin an order from the food list, you will need to click on Order Entry. This button is the green 
button that is located on the right-hand side of the screen. 

 

 



 

2. After clicking on order entry, you will be asked to list your pick-up date and time: 

 

If you receive a paid delivery, then select delivery as the Method, and list your delivery time and date. You 

may place an order between Tuesday and Friday at Noon of each week for pick up the following 

week. Orders placed before Tuesday, or after Noon on Friday will not be honored. 

 

 

 

 

 

 

 

 

 

 

 

 

 



STEP 3: Placing an Order 

 

In the Search field, type a product description then click Search to find all products that match what you 

typed. (i.e. “beans”) You can click any of the underlined column headings to sort alphabetically by that 

field. You can filter the shopping list by certain Storage, Types, and Category options. Click the (☆) next to 

the column you want to filter by. All options will appear in a list. Check the box next to each item you 

want to be displayed in the grid. After making your selections, click Apply. To clear filters for that column, 

click Reset. Click the Product Ref number of a product to view additional details about that product. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



1. You may begin ordering products simply by putting the Quantity in the space provided.  

 

It will take a few seconds to process each product before allowing you to move on to the next product. 

Once you have ordered a couple of items, you will begin to see the available inventory adjust based on 

what you have ordered.  

If you make a mistake, you can remove a product from your order by either making the Quantity 0 or by 
clicking the Red X (Del) next to the product you want to remove. 

*Note: Any quantities that are over the available limit will change to a rose color and must be changed 
before you can continue. 

To view items currently on your order, either View Cart or click Print Cart to download a PDF summary 

of the current order. You can also print out a list of all products available for order by clicking Print 
Shopping List; however, you can only place your order by ordering online. 

 



2. Please be sure to look through all of the available pages by clicking on Next at the bottom of the screen. 

 

3. Once you are finished selecting products off of the food list, click on View Cart. This will take you to the 
checkout page. 

 

Step 4: Submitting an Order 
1. The checkout page displays all of the items that are currently on your order. You must enter your 

Contact Information in case we need to contact you with questions about the order.  

 

 

*Note: Please do not use the comment box for important questions or changes about your order. Please 

contact your Partner Agency Services Coordinator for assistance. 

Please confirm all of the information on the checkout page regarding your order. Confirm that the 

Shipping Method is correct, including the pickup time and date. Also, be sure to check the Total Weight 

of your order and that it is below the weight restrictions of the vehicle you will be using to pick up. 



 
Finally, be sure that the number of items is correct with what you wanted to order. You can return to the 
Shopping List at any time before checking out, by clicking Shopping List. 

After reviewing your order, click to submit the order to the food bank for processing. Congratulations! 

You have just ordered online. Please be aware that all orders are reviewed by FOOD For Lane County 
staff, and may be adjusted to facilitate the movement of product in the warehouse. 

 

 

Trouble Shooting: Returning to a current order  

 

If you had to step away from an order you were working on and had not yet submitted, you will typically 

need to log on again. The system will automatically log you out after a certain time of inactivity. To find 

the order you were working on, after logging back in, go to Orders, one of the main Home page tabs. The 

first order listed will be the last order you were working on. Any other orders listed will be past or 

pending orders. 



After clicking on your current order, an order summary will appear (see next section). To continue 

adding items to your order, click on the Order Entry icon. This will take you back to the available food 
list. 

 

Order Summary  

 

Since this particular order has not been submitted and has not been checked out, the order status is listed 

as “NOT complete.” 

At this point, you are also able to print your order if you want a hard paper copy for your records. You can 

resume ordering on the food list by clicking on Order Entry. 

 



Allocations: For Food Pantries only 
All of the USDA product available to your agency will now appear as a batch (a list) under the Allocations 

tab. 

 

Batches listed include both expired and currently available lists.  

Click the respective row to review the details of the batch.  

 

 

 

 

 



 

Instead of an Order #, you will see a Batch #. This will help differentiate between the food list products 
and USDA products.  

Each batch lists USDA products line by line. For each product you have the ability to accept any amount 

you choose, not exceeding the amount made available to you. If you do not want some, or all of the 

product, you may select the “Return” box – which essentially means, “no thank you”.  

These batches will be available to you for a period of 8 weeks, until they expire. You can order partial 

quantities from the amount available to you, and the remaining amount, if not returned, will be held for 

you until the period expires. 

Once you are finished with either accepting or returning each of your USDA allocated products, you will 

need to choose one of the following options: 

Accept: You will get what you have accepted and returned what you do not want. Returned items will not 
be made available again.  

Accept all: Choose this to accept everything Listed.  

Reset: to clear all the fields.  

Once you have chosen one of these options you will see this 

screen. This is your last option to either continue accepting 

allocated product or to submit your order. Once you press 

OK, the batch will be sent for processing. 

 

 

Additional notes: Any categories that are over-limit will change to a rose color and must be changed before 

you can continue. After submitting your allocation, you can print a PDF summary of the batch once you log 

back in and go to allocations. 
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