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This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the
training library to prevent use of outdated content. 

Disclaimer 



Intended Audience

Objectives

This training is intended for School Food
Authorities (SFAs) in Arizona operating the USDA
Foods in Schools Program.

At the end of this training, attendees should be
able to:

TRAINING HOURS
Information to include when documenting this
training for Professional Standards:

Training Title: How to Schedule a
Shipment & Complete a Shipment
Verification

Key Area: 1000 - Nutrition 

Learning Code: 1170

Length: 30 minutesunderstand how to how to identify the must ship by
date;
understand how to plan for future shipments;
schedule a shipment and avoid excess storage fees;
and
complete a shipment verification.



The instruction within this Online Course is based on guidance from
the myFOODS System Manual. This manual can be accessed in the

Documents section of the myFOODS system.

It is recommended to review the myFOODS system manual in
addition to completing this How-To-Guide for complete

understanding of the scheduling and verifying shipments process. 

Click here to access the manual.

https://www.azed.gov/sites/default/files/2024/08/myFOODS%20Systems%20Manual.pdf


Throughout this guide, there will be
comprehension quiz questions to test
your knowledge and help you apply
what you’re learning. Be sure to
review these quiz questions and
answers available within the guide. 

The question mark icon below will
indicate a comprehension quiz
question.

Quiz Time
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My Shipments
Overview

SECTION 1



Definitions
Available Materials:
A list of USDA Foods materials requested on the Brown Box Product Catalog and purchased by USDA.

USDA Shipping Period:
The first half or second half of the month in which you requested (Brown Box Catalog Requisition
Process) the USDA Foods materials to be purchased and delivered to the warehouse.

Must Ship by Date:
A date identified as the 45th day after a USDA Foods truck has been received at the warehouse.
All cases must be scheduled for delivery, or in some instances received, by this date. 

Warehouse:
Contracted warehouse for distribution of USDA Foods.
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Available Materials
The materials requested on the Brown Box Catalog and Brown Box Catalog and purchased
on the SFA’s behalf drawing down entitlement based on the most updated market price
published by USDA.

Shipment Calendar
A calendar view of the materials requested on the Brown Box Brown Box Catalog and
purchased on the SFA’s behalf drawing down entitlement based on the most updated
market price published by USDA.

Shipment List
A list of all shipments that have been:

scheduled;
delivered but not yet verified; and
verified.

My Shipments
THERE ARE THREE TABS ON THE MY SHIPMENTS PAGE
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The Available Materials tab is a list of
materials available to the SFA based on
requests made and purchased on the
Brown Box Catalog. 

These materials have already drawn down
the SFA’s entitlement by the current
materials case cost.

Available
Materials Tab

The materials in white are physically in
inventory at the warehouse and are ready to
schedule for delivery.

The materials in red are physically in
inventory at the warehouse and need to be
scheduled for delivery immediately (SFA is
within 14 calendar days of the Must Ship By
Date).

The materials in yellow are NOT physically in
inventory at the warehouse and cannot be
scheduled for delivery (the USDA Shipping
Period indicates the estimated time of
arrival (ETA) of the truck at the warehouse).
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Available
Materials Tab

USDA Shipping Period: The date the material is
expected to be delivered to the contracted warehouse
(this date was finalized during catalog requisitions). Sort
by clicking on USDA Shipping Period column header
and take note of when these materials will be available
to schedule shipments. If no USDA Shipping Period date
is displayed, the material(s) has physically arrived at the
contracted warehouse and a Date Received displays.
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Available
Materials Tab

Date Received at Warehouse: The date the material
physically arrived at the warehouse. This date starts the
45-day countdown. If no Date Received at Contracted
Warehouse is displayed, the material has not yet
physically arrived at the warehouse.
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Available
Materials Tab

Must Ship By Date: The date this material must be
scheduled to ship by. In many instances, the shipment
may have been received by this date. If the SFA does not
schedule/receive the shipment on or before this date
the SFA will be invoiced for excess storage fees.
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Shipment
Calendar Tab
The materials listed in green on this
Shipment Calendar are the same materials
listed on the Available Materials tab in
white. 

The Date Received at the warehouse
reflects on both tabs.
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Shipment List Tab
The Shipment List tab displays shipments that
have been Scheduled, Delivered but Not Verified,
and Verified.

Scheduled: The SFA has scheduled a list of
materials for a specified delivery date. The
status of scheduled shipments is Initiated.

Delivered (Not Verified): The SFA has
scheduled and received a list of materials at
the delivery site. The warehouse has
confirmed delivery and therefore the SFA is
required to complete the shipment
verification at this time. The SFA will not be
able to proceed in myFOODs without
completing the verification process. The
delivered (not verified) shipments is
Completed.

Verified: The SFA has scheduled, received, and
verified that the list of materials received is the
same as the materials listed on the Invoice the
warehouse provided upon delivery. The status
of Verified shipments is Completed and
Verified.



Quiz Time
True or False: The materials in the Available Materials have not yet been allocated to the
SFA and must be selected by the SFA.

True

False

A

B



Quiz Time
True or False: The materials in the Available Materials is not yet available to the SFA and must be
selected by the SFA.

True 

False

A

B

False. This list of materials was made available to the SFA based on Brown Box Catalog
requisitions.



SECTION 2

Scheduling a
Shipment
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The Must Ship By Date for each material is listed. SFAs
planning to schedule a shipment must decide if there
is 72 hours from the Must Ship By Dates.

If there is more than 72 hours from the Must Ship
By Date, a shipment may be scheduled. There may
only be one available delivery date when scheduling
a shipment within a week of the Must Ship By Date.
If there is less than 72 hours from the Must Ship By
Date, the SFA must contact USDAFoods@azed.gov
to schedule the material, or the SFA can Decline
the material before the Must Ship By Date.

Must Ship By Date
CLICK THE MY AGENCY LINK TO VIEW
DELIVERY INFORMATION
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Must Ship By Date

The items in red MUST be scheduled immediately as there will be
limited delivery dates to choose from due to being within 14 days
or less of the Must Ship By Date (delivery days AFTER the Must
Ship By Date are not available). If no shipment is scheduled, all
the materials listed in red will automatically be removed from the
Available Materials list as of the Must Ship By Date and the SFA
will be invoiced excess storage fees.

To avoid excess storage fees,
schedule or decline the materials
by the Must Ship By Date.
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Schedule Selected Items

To select the materials you would like to schedule, click in the box
next to the material.
 

Remember, the materials in yellow cannot be checked as they
are not in physical inventory at the warehouse.

Click the Schedule Selected Items button.

Holding down the control key
while clicking in the boxes may
help keep the boxes selected.
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Delivery Location

Note the Delivery Location. If the SFA has multiple delivery
locations, select which location the materials should go to from
the drop-down. 

When multiple delivery locations are selected, the quantity of
materials for each location must be chosen. 

Shipments for different delivery
locations are scheduled
separately.
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Available Shipping Dates

Based on the Must Ship By Date for each material, the system displays the
available shipping dates. The boxes that are greyed out are not available to
schedule a shipment for THAT material 

The grey boxes are delivery dates past the Must Ship By Date for that
material.
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Minimum Case Requirement

Based on the Total Available quantity and your storage capabilities, schedule all cases across
available delivery date(s) for that material. Remember to schedule enough cases per delivery date
to meet the minimum case requirement. 

If the minimum case requirement is not met, the warehouse will charge for the minimum.

Click Continue.
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Edit Amounts

The SFA has an opportunity to Create Shipment(s) or Edit Amounts.

The SFA may change the Delivery Location (if there are multiple) or change the quantity
amounts by delivery date but the SFA cannot add materials or remove materials on this screen.
This screen only allows the user to Cancel the shipment and start over or Create the Shipment
and Edit.

Click Continue when edits are completed.



SECTION 2 SCHEDULING A SHIPMENT SLIDE 28

Scheduled shipments are labeled with shipment
numbers.

Clicking OK will return the user to the Available
Materials list.

Shipment Numbers
CLICK CREATE SHIPMENT(S)
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View Scheduled Shipments

To view Scheduled shipments, click the Shipment List tab and select the Scheduled button.

Scheduled shipments will be listed by Delivery Location and Delivery Date.
The shipment may be viewed or edited from this screen.

Click Edit.



SECTION 3

Editing a
Scheduled
Shipment
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Edit Scheduled Shipments

After navigating to the list of scheduled shipments by clicking the Shipment List tab and selecting
the Scheduled button, click Edit to modify the shipment.
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The SFA may Cancel Shipment, change the Location, Delivery Date*, or Remove a
material from this shipment.

Editing a Scheduled Shipment

If a material is within 5 days of the
Must Ship By Date, the SFA will not
see additional delivery dates in the
New Delivery Date drop-down.
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The SFA must click the Save icon if changes are made to the location or delivery
date.

Editing a Scheduled Shipment



SECTION 3 EDITING A SCHEDULED SHIPMENT SLIDE 33

If the SFA selects Cancel Shipment this shipment will be deleted from the Shipment List tab and the
materials will be returned to the Available Materials list to be scheduled.

Cancelling a Scheduled Shipment

Cancelling a shipment or removing
materials from a scheduled shipment,
will not generate a different Must
Ship By Date.



SECTION 4

Verifying a
Shipment
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4 to 5 days after the warehouse has delivered materials, the warehouse will verify
what materials were delivered. The SFA will need to determine if the warehouse
verified correctly by completing a shipment verification. To begin, click OK.

Verifying a Shipment

Click Verify.
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Review the shipment comparing the Quantity
Shipped column to the invoice from the delivery
driver.

If there are no discrepancies, select the Verify
Shipment AS IS (No Changes) button; the SFA
cannot make changes to the amount listed in the
Quantity Verified column. Click Save Verification.

If there are discrepancies, select the Shipment
Has Changes button. The SFA can now make
changes to the Quantity Verified column.

Enter the amount actually received.
Remember, to compare the Quantity Shipped
column to the invoice, not the Quantity
Scheduled column.

Once all amounts are correct, Click Save
Verification.

Verifying a Shipment



The shipment has been verified. 

Verifying a Shipment
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If a shipment is verified incorrectly, contact
USDAFoods@azed.gov to have the verification
deleted so it can be completed correctly.
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Click the Shipment List tab and select the Verified button. All verified shipments will be listed
here. If a discrepancy was indicated between the myFOODS Quantity Shipped column and delivery
invoice, an HNS representative will be in contact to rectify the discrepancy.

Verifying a Shipment

The SFA now has access to all
functionality in myFOODS.



CONTACT US

602-542-8700

www.azed.gov/hns

USDAFoods@azed.gov

If you have a question or require additional
assistance, please contact your assigned
specialist or contact HNS.

https://www.azed.gov/hns


Congratulations
You have completed the Online Course:
Step by Step Instruction: How to Schedule a
Shipment & Complete a Shipment Verification

Information to include when documenting this
training for Professional Standards:

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it. 

Training Title: 
Step by Step Instruction:
How to Schedule a
Shipment & Complete a
Shipment Verification

Key Area: 1000 – Nutrition

Learning Code: 1170

Length: 30 Minutes



Certificate
Requesting a training certificate
Please click the button to complete a brief
survey about this online training. Once the
survey is complete, you will be able to print your
certificate of completion from Survey Monkey. 

Information to include when documenting this training for Professional Standards:

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it. 

Training Title: 
Step by Step Instruction:
How to Schedule a
Shipment & Complete a
Shipment Verification

Key Area: 1000 – Nutrition

Learning Code: 1170

Length: 30 minutes

Take Survey

TAKE SURVEY

https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/OnlineHowToGuides


In accordance with federal civil rights law and USDA civil rights regulations and policies, the
USDA, its agencies, offices, 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
state or local agency that administers the program or contact USDA through the
Telecommunications Relay Service at 711 (voice and TTY). 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, Mail Stop 9410, 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.

https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov

