


Introduction

WHAT IS A QUICK GUIDE?

This resource was developed by the Arizona Department of
Education (ADE) Health and Nutrition Services (HNS) Division. Quick
Guides are an abbreviated resource to compliment ADE's Step-by-
Step Instruction: How-to Guides. Quick Guides do not count towards
Professional Standards training hours.

INTENDED AUDIENCE

This resource is intended for School Food Authorities (SFAS)
operating the USDA Foods in Schools Program who would like to
request raw bulk USDA foods for the following School Year.

PURPOSE OF THIS QUICK GUIDE

This quick guide has been created to provide step-by-step
instruction on how to create and place a processing catalog
requisition and complete all follow-up steps. For additional
information on the catalog requisition process, please
reference the What to Expect: USDA Foods in Schools Catalog.
Requisition Process.



https://www.azed.gov/sites/default/files/2024/08/What%20to%20Expect%20%20USDA%20Foods%20in%20Schools%20Catalog%20Requisition%20Process.pdf
https://www.azed.gov/sites/default/files/2024/08/What%20to%20Expect%20%20USDA%20Foods%20in%20Schools%20Catalog%20Requisition%20Process.pdf

Processing Catalog

An SFA requests raw bulk USDA Foods from the catalog
to be received and used in the next school year.

The raw bulk USDA foods requested must be sent to a
contracted processor to be converted to end products.

The catalog is available February - March.

Requisitions are processed in March and orders are
placed with USDA in April.

The completed/purchased requisitions can be viewed in

myFOODS by clicking View “Processor/Material/RA Detail
Report”.




STEP 1: ACCESSING THE PROCESSING CATALOG

1.Click Product Catalog

2.1f a catalog is available, the link will be on the left side of the
screen. If the Processing Diversion link is not available, please
contact USDAFoods@azed.gov to set this catalog link to active.

3.Click Processing Diversion.

4.A number of Categories will display, you may click each category
to view all the materials available in that category.

5.0R you may click the blue band to expand and display all of the
mMaterials available in list form (not by category).

Training Agency 01

Status = Active
Welcome Training User 01

Home  View Entitlement  Product Catalog My Agi

USDA FOODS Product Catalog: None

To begin the process of requesting materials, select a product catalog from the
materials.

Deadlines for Requesting Materials:

: 06 /30/2019 is the deadline for requesting the following “Processing Diversion




Selecting Materials

An SFA can only request materials from one catalog at a
time. Each product catalog requires a separate requisition.

The requisitions from one catalog must be completed
before requesting materials from a different catalog.

When creating requisitions of the same material from

more than one processor, separate requisitions must be
Created.

The SFA is required to enter a minimum of 300 pounds
for each material to divert to a processor.

Using the same material for different end products will
help to meet the 300 pound minimum requirement.

Iy The following information is from the completion of the planners
L

B “ located in the "Documents” link in myFOODS. Each planner helps to
-, - identify end products needed for next years menu planning, including
the necessary number of cases and pounds.




STEP 2: CREATING THE PROCESSING DIVERSION

1.Click on the category of the material being requested.
2.Select the desired material and click Add To Cart.
3.0nce a material has been added to the cart, the SFA may click on
other categories and add additional materials to the cart. This will
create minimal requisitions using this process.
a.Alternatively, the SFA may checkout with the one material in
the cart. This process creates multiple requisitions.
4. Click Checkout.
5.Note the materials listed. If an unwanted material appears in the
checkout screen, click Delete next to that material.
6.An SFA must select a processor from the drop down —remember,
only one processor per material can be selected. If the SFA needs
to send the same material to a different processor, an additional
requisition must be completed.
7.Enter a pound quantity of 300 or more.

Checkout Processing Diversion

Entitlement Year: 2009-2020, fet. Entitlement: $31,999.68, Prior Regs: $1,922.40, Cart Value: $0.040, Remaining Bal; $30,077.28 (valses are estimated)

e S"nwf‘::?':?g‘m’ ‘:—:;‘-i;rlr e:{_l tieut the Checkout prosess. Glick the
CoMmon ERSCROTY Dvaceion it tha Shipping Poriod(s)” i half of & month and nat o specific date
{e.0- cates USDA will deliver to U tween 1071 and 10/14).
Estimated Value
Betien  Matehal Deseription Procersor per Cusantity Cusstities
z 10013 - BEEF COARSE GROUND FRZ CTH-60 LB (L/60= CTN) JTM PROVISIZNS INC hd saz2 Pouns Tokal Shipment Cost
50 $0.00
Material Tot $0.00
ULK (40 Ib avg) ASIAN FOOD SOLUTIONS ~ Er = T
3,500 0.00
Total: $0.00
100397 « PEANUT BUTTER SHOOTH DRUM-500 L8 (408 UNITS) Flease solodt a processor ~o o see [ T pment Cost
0 0.00
$0.00

Update Cart Value | | Coninus



Placing a Requisition

An SFA may leave materials in the cart and proceed
with placing the requisition later (materials left in cart
will not be purchased).

A placed requisition may be deleted or edited up until
the deadline.

When editing a placed requisition, the SFA may only
change or delete quantities, not add additional materials to
the requisition.

An SFA may place as many requisitions as necessary.




STEP 3: PLACING A REQUISITION

1.An SFA may update the cart value at any time.

2.Deleting a material may be completed on this page.

3.Click Continue.

4. Note the entitlement values at the top of the page. If the
remaining balance is negative, the requisition cannot be placed.

5.Click Modify Requisition to increase or decrease pound quantity.

6. Click Place Requisition.

7.Click My Requisitions in the toolbar.

8.An SFA may edit requisitions here, to do so, click Edit to delete
materials or change quantities.

Review Requisition
Entitlemnent Year: 2015-30H), Net. Entitlement: $31,999.68, Prior Reqs: $1,922.40, Cart Value: §14,647.53, Remaining Bal: $15,429.75 (values are estimated)

Buthans: To make modifications ta ths requisition, chek: the Modily Requisition butti

Selected Items
requisibion, dick the Cancel Requisition bution. To submet this requisibon, dick the |
Status: Shepeing in Frogress butten,
Catalog: Procesiing Divedsion
Hobe that “USDA Shipping Period{s)" indicate the first or second half of a month ar
{0.5. 1071 indicates USDA will delver to U5 Foode sometime between 1001 and 10014
Estimated \ahee
Material Description Procesior per Quantity Cuantitie:
100154 - BEEF COARSE GROUND FRZ CTH-60 LB [1/E0e CTH) 5T PROVISIONS [H §2.22 P Tetal Shipment Cost
Oree: Truckioad = 0 Pounds 5000 $11,124.00
Mat'l Tetal: $11,124.00
100103 - CHICKEN LARGE CHILLED -BULK (40 Ib avg) ASIAN FOOD SOLUTIONS $0,93 Pounds Toal 5
e Truckdoad = 0 Pounds 3500
Mat'l Tetal
57 - PEANUT BUTTER SHOOTH DRUM-500 LU {STRGS) TYSOM FODDS IMC 0,84 Pounds Totsl Shiprewint Cot
Onee: Truckdoad = 0 Pounds 300 25278
Mat'l Total: $252.78

Modify Requisition | | Place Requisition || Empty Can



STEP 4: FOLLOW-UP STEPS

Once the SFA completes a Processing Diversion Catalog Requisition,

upon ADE notification of completed Processing Diversion catalog

purchases, review the, “Processor/Material/RA Detail Report” found in

MyFOODS reports.

Select the upcoming fiscal year and click Show Grid. This can be
exported to an Excel document.

Processor [ Material / RA Detail Report (FOOTR5LZ_PG)
Fscal Year

Agency Training Agency 01 01-00-00-001 B
Processor Group [ (Select All) v
Commodity (Select All) '

| Run Report || Show Grid || Retum to Report List |

Click the icon in the table/grid header below to export the report data to the desired format.
Then dlick ‘Save” or ‘Save As' before dlicking ‘Open’ (i.e. clicking "Open’ first may produce unpredictable results).
When exporting to Excel, you may see a message regarding the data being in a different format; if so, dick “Yes' to continue opening the file.

@
Processor Group Mame | Material Desc Sales Order Num | Agency Desc Material Num | Shig
ITM PROVISIONS INC BEEF COARSE GROUND FRZ CTH-50 LB (100154) Training Agency 01 (010000001} 100154 6/2
ASIAN FOOD SOLUTIONS CHICKEMN LARGE CHILLED -BULK (100103) Training Agency 01 (010000001) 100103 6/2

TYSON FOODS INC PEANUT BUTTER SMOOTH DRUM-500 LB (100397) Training Agency 01 (010000001) 100397

6/2



Questions and Answers

Once | have been notified to review the report, what do 1 do?
Gain access to:

o www.kl2foodservice.com

e WWWw.Processorlink.com

If | do not gain access to the above listed sites, what happens?
You will not be able to view and manage your pound balances with
each processor. If your pounds are not actively being used, the USDA
Foods Program may remove the pounds from your account.

How do | place orders for end products?

You complete a planner (found in myFOODS Documents) for the
pounds and processors identified in the “Processor/Material/RA Detail
Report”. This planner should be sent to the appropriate broker and
distributor.

Communicate with your broker, distributor, and State Agency
often!


http://www.k12foodservice.com/
http://www.processorlink.com/

Thank you!

In accordance with Federal civil rights law and U.S. Department of
Agriculture (USDA) civil rights regulations and policies, the USDA, its
Agencies, offices, and employees, and institutions participating in or
administering USDA programs are prohibited from discriminating
based on race, color, national origin, religion, sex, disability, age,
marital status, family/parental status, income derived from a public
assistance program, political beliefs, or reprisal or retaliation for prior
civil rights activity, in any program or activity conducted or funded by
USDA (not all bases apply to all programs). Remedies and complaint
filing deadlines vary by program or incident.

Persons with disabilities who require alternative means of
communication for program information (e.g., Braille, large print,
audiotape, American Sign Language, etc.) should contact the
responsible Agency or USDA's TARGET Center at (202) 720-2600
(voice and TTY) or contact USDA through the Federal Relay Service at
(B0O0) 877-8339. Additionally, program information may be made
available in languages other than English.

To file a program discrimination complaint, complete the USDA
Program Discrimination Complaint Form, AD-3027, found online at
How to File a Program Discrimination Complaint and at any USDA
office or write a letter addressed to USDA and provide in the letter all
of the information requested in the form. To request a copy of the
complaint form, call (866) 632-9992. Submit your completed form or
letter to USDA by: (1) mail: U.S. Department of Agriculture, Office of
the Assistant Secretary for Civil Rights, 1400 Independence Avenue,
SW, Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email:
program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.



