[bookmark: _n7v1j4i8cs7m]FAD Program outline and guide 

[bookmark: _qyj7rqn5vaxo]What is FAD?

The Flourish! Food Aggregation and Distribution Program is designed to make ordering groceries easy and affordable for schools. Our program distributes fresh fruits and veggies, breakfast foods, and ready made snacks to schools across Greater Victoria. Schools order groceries via our online marketplace and orders are delivered the following Tuesday and Wednesday by our drivers. 

Schools have from 7am Wednesday until 12pm Friday to place orders for the following week. 

FAD orders are packed on Monday and Tuesday afternoons in the Flourish Kitchen Area (table space will not be available until 11-11:30). Monday packaging takes about 2-3 hours with 1 person. Tuesday packaging takes 2-3 hours with 2 people (Bruce or Thor will help). 
[bookmark: _fjkafasnpl5w]How to manage the marketplace
The online shop is built using the Local Food Marketplace. In our manual we have specific training videos for our admin system that were provided us during onboarding. 

They have been redacted here, as we cannot provide you with administrative access to manage our account.

To access the marketplace you will need to have an Admin account made for you. 

Each school has been given an account pre-loaded with their funding for the year (with some exceptions)

School accounts are managed by a “point person” in the school who will place orders and be your main communication person regarding FAD. The school and contact person can be found under the “Customers” tab, as the contact person for each school.

If you need to create or manage products watch Training  2. 

Orders are found under “Orders -> Orders”. Training 3 has everything you need to know to manage orders. 

[bookmark: _lr5vax988kkm]Ordering groceries for FAD

You will need to order groceries to “refill inventory” each week. Use the document linked below to find out what days orders need to be submitted on, how to log in, and when orders will arrive. 

We have redacted ordering details as this includes personal contact information for our multiple suppliers.

On long weekends all orders will need to shift a day earlier. 

Other specific details about our suppliers are provided here, but have been redacted for privacy.

Once the ordering window closes on Friday you can look through the orders and make sure you have enough inventory to fill them. 

[bookmark: _iddb2m2naepf]Packaging Orders

When you are ready to pack orders, print packing slips for each school by selecting all orders placed in the period which you are packing. 
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Using the “Bulk Actions” Button, print your packing slips and then sort school orders into piles for Tuesday and Wednesday for each driver.

Once you have your orders sorted by date and driver you are ready to pack them. Local Food Marketplace has a really handy packing function. 
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This will bring you to a page that allows you to sort by orders or products. Choose the schools you want to pack today (advanced filters allow you to select specific “customers”) and then sort by “product” and use this list to collect all the items in your orders and load them onto carts. You generally want one cart for dry goods and one for cooler items. 
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Orders are packed into Frog Boxes or banana boxes and labeled with the school name. Pack the orders into as few boxes as possible (feel free to use other boxes if they make more sense, ie, if a school orders 12 boxes of kashi granola bars, just label and send a full case, instead of unpacking and repacking the items into a new box.) Frozen Items will need to be packed in the morning ahead of loading the trucks, leave clear notes on bins awaiting frozen goods and communicate to the drivers if they need to collect things from the freezer. 

Fill in a delivery sheet for each driver with the schools they will be going to on a given day, and the number of boxes, milk crates, etc. So they know what they are expected to drop off at each stop. 
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Join us on November 14th for a Local Food Connect Training Session - we'll cover how you can transition your producers to Connect and the features they can use to streamline their whole opel
Register here for the first session on Nov. 14th!
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This page displays the orders created for distribution to your customers. For information about how orders are created and how to manage orders, click here.

This page shows orders from the last month. Use the filters to namrow or expand your search. Update Location

Update Distribution Fee
Keyword =

Last name, email, or organization

lod
10/16/2024

Order ID
Add Product

Cancel Checked Orders

Expand Filters Clear Filters T

Count Sub-Total Tax Deposits  Delivery/Pickup  Discounts Revenue Unconfirmed  Unconfirmed
Fee Count Total
6 $85853 $0.00 $0.00 $0.00 $0.00 $858.53 1 $123.88
OrderID  Customer Name Order Date Order Total  Distribution Date ~ Payment Status ~ Actions
@ 10064  Dunsmuir Middle School 10/16/2024 11:59 PM  $517.53 1012312024 UNPAID Email Order v
@ 10059  OakBay Secondary 10/16/2024 0418 PM $84.18 1012312024 UNPAID Email Order v
J& 10083  Centre Mountain Lellum Middle School  10/16/2024 03:32 PM  $123.88 1012312024 UNPAID Convert to Order »
@ 10062  Ecole Poirier Elementary 10/16/2024 03:09 PM ~ $5.85 1012312024 UNPAID Email Order v
a8 10061 EMCS 10/16/2024 02:49 PM  $223.07 1012312024 UNPAID Email Order v
@ 10060  Crystal View Elementary 10/16/2024 01:23PM  $27.90 1012312024 PAID Email Order v
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6 $85853 $0.00 $0.00 $0.00 $0.00 $858.53 1 $123.88
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M 10064  Dunsmuir Middle School 10/16/2024 11:59 PM  $517.53 1012312024 UNPAID Email Order v
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M 10061 EMCS 10/16/2024 02:49 PM  $223.07 1012312024 UNPAID Email Order v
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Pack Orders

Click “Display Products” to show all of the order items in the current period. To limit the items displayed, select and set the filters below before clicking “Display Products”. To bulk credit
order items sort by Product and click the arrow next to the Producer's name.

Period Sort By Packing Status
2/25/2025 v Order v All v Display Products Exports and Labels ~

Packing Reports

Collapse Filters
Bulk Allocate v
= Seae Order Item Reports

Product Storage Customer Name Producers
All v All Customers v All Producers v
i All Customers
Product Attributes Belmont Secondary School PProduct Category
All Attributes v Dunsmuir Middle School All Categories v
Journey Middle School
PEXSISEN Elementary
School Advocates
Order #11513 (Belmont .
Secondary School) Qty Sold Total Weig| ® Order Packed
Flourish School Food Society () Producer Packed
BC Apples , Case (40 Ib) 1 ) Item Packed
gracker Barrel Cheese Slices , 48 6 O] Item Packed
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