


Disclaimer

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training library to prevent use of outdated content.



Nntended Audience

This training is intended for School Food Authorities
(SFAs) in the state of Arizona operating the USDA
Foods in Schools Program that are requesting USDA
Foods from excess inventory throughout the school
year.

Opjectives

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

e understand how to read the Surplus Catalog;
e create and place a requisition; and,
e review the shipment.




USDA FOODS IN \!’/
SCHOOLS PROGRAM :
myFOODS SYSTEM MANUAL

The instruction within this How-To-Guide is based on guidance
from the myFOODS System Manual. This manual can be accessed
INn 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 to access the manual.


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

Surplus:
Excess inventory of Direct Delivery (brown box) foods that was ordered to assist with

purchasing full truck loads or declined materials from an SFA on the Available Materials
list in myFOODS.

Surplus Catalog:
A list of available materials (USDA Foods) in which an SFA can request cases. The surplus

catalog allows the USDA Foods Program to properly manage physical inventory levels.

Surplus Catalog Requisition:
An SFA’s request submitted through myFOODS to request a case(s) of USDA Foods.

Catalog:
A list of materials grouped by type. There are three catalog types, Surplus, Brown Box,

and Processing Diversion
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Surplus Catalog

REQUESTING SURPLUS MATERIALS

AN SFA REQUESTS MATERIALS FROM THE SURPLUS CATALOG TO BE RECEIVED ON THE NEXT
DELIVERY DATE

@ REQUISITION REQUESTS ARE PROCESSED WITHIN 24 HOURS

@ WHEN REQUISITIONS ARE PROCESSED, THE MATERIALS ARE SCHEDULED FOR SHIPMENT
ON THE NEXT AVAILABLE DELIVERY DATE - CHANGES TO QUANTITIES AND DELIVERY DATES
ARE NOT ALLOWED

VIEW MY SHIPMENTS, SCHEDULED, TO SEE MATERIALS FROM THE SURPLUS REQUISITION
REQUEST
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ACCessiNg the SUrplus

Product Catalog

IN MYFOODS

e Click Product Catalog
If a catalog is available, the link will
be on the left side of the screen.

e Click Surplus

SLIDE 10

Training Agency 01
Status = Active

Welcome Training User 01

Home  View Entitlement  Product Catalog My Agency My Re

USDA FOODS Welcome Training User 01 (Training Agency 01) to the myFOODS Portal!
M myFOODS Bulletin Board Messages
I —
“‘ b : USDA Recalls / Holds
HEALTHY CHQICES
B AMERICAN GROWN * There are no USDA Recalls / Holds at this time.
Product Cataloy s: v : Messages
Surplus * There are no messages at this time.
i : What's New

AFR Help — Commodities

If you are working on your Annual Financial Report the “Agency Completed Shipment Report” will help

In order to determine freight charges, you need to multiply the number of cases received by the shippi
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Product Catalog

CATEGORIES AVAILABLE MATERIALS

A number of Categories will display. The SFA OR the SFA may click the blue band to expand

may click each category to view all the and display all of the materials available in list
materials available in that category. form (not by category).

Home  View Entitlement  Product Catalog My Agency

U Product Catalog: Surplus
M To begin the process of requesting materials, select a product catalog from the list of SLII'['.I|LI5 Deadlines for REQIJEEIIII'IQ Materials:
p—_—— g P q g P g
‘l.. E materials. s : 06/30/2019 is the deadline for requesting the following "Surplus™ catalog items.
HEALTHY CHOICES
AMERICAN GROWN Surplus Deadlines for Requesting Materials: APPLE SLICES FRZ CTN-12/2.5 LB (110470)
W"Et ﬂa‘!alngs: 4 : 06/30/2019 is the deadline for requesting the following "Surplus™ catalog items. APPLESAUCE CUP-96/4.5 (110361)
. Eil.l[l:_lll.B
APPLESAUCE UNSWEETENED CAN-&/10 (110541)
Categories:
Beans APRICOT FRZ CUP-96/4.5 OZ (100261)
;;1& APRICOTS DICED PEELED EX LT CAN-5/10 (100216)
Hourltinain BEANS BLACK TURTLE CAN-6/10 {100359)
Fruits
SRl BEANS GARBANZO CAN-6/10 (100360)
Juice BEANS GREEN CAN-6/10 (100307)
RFANS GRFFN FR7 CTMN-30 1R f1003517




Quliz Time

True or False: The Surplus Catalog is a way for an SFA to request USDA Foods when they are
out of entitlement.

A True

B False



Quliz Time

True or False: The Surplus Catalog is a way for an SFA to request USDA Foods when they
are out of entitlement.

( A True

B False

True. ADE must pay excess storage fees to the contracted warehouse when physical
inventory sits. The Surplus Catalog allows ADE the ability to move inventory and assist
SFAs by providing USDA Foods in the form of a “bonus” entitlement.
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Selecting Materials

AN SFA SHOULD ONLY SELECT MATERIALS THAT COULD BE RECEIVED ON THE NEXT
AVAILABLE DELIVERY DAY

@ AN SFA SHOULD ONLY SELECT MATERIALS THAT CAN BE USED IN A TIMELY MANNER

@ AN SFA WILL USE ENTITLEMENT FOR REQUESTED MATERIALS UNLESS NO REMAINING
ENTITLEMENT IS AVAILABLE - THE REQUESTED MATERIALS ARE THEN “BONUS”

AN SFA SHOULD REQUEST ENOUGH MATERIALS TO MEET MINIMUM CASE REQUIREMENTS
IF NO OTHER MATERIALS WILL BE SCHEDULED
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Vaterial Categories

USDA FOODS Product Category: Fish AD DI N G TO TH E CART

Selected Items
Status: Shopping in Progress
Catalog: Surplus

i Click on the Category of the material being
_ - | | | requested.

Fact Sheet Material # Material Description

Fact Sheet Mot Available 110851 Fish AK Pollock Sticks Brd Frz 40LB

Click to View 100155 TUNA CHUNEK LIGHT CAN-6/66.5 OZ

Select the desired material and click Add To
Cart.

Once a material has been added to the cart,
the SFA may click on other categories and add
additional materials to the cart. SFAs with
more than one site may submit multiple
catalog requests per day.

qd D

Click Checkout
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Surplus Quantity

Based on the Remaining Surplus Quantity,
enter a case quantity that can be used in a
timely manner. Do not request more than
can be stored.

Checkout Surplus

Entitlement Year: 2018-2019, Net. Entitlement: $31,999.68, Prior Reqs: $2,487.10, Cart Value: $0.00, Remaining Bal: $18,750.98 (values are estimated)

atez. Click the "Update Cart Value”™ b
utten to continue the Checkout process,
our cart,

Salected Items Use this screen to specify desire
the current shopping cart value,

Status: Shopping in Frogress “Delete” link beside any item to re
Surplus

L] Ld o c ' : " = o = I &
| f t h e re a re n Ot m a te r I a | S I n t h e Ava I | a b | e D:::’::; Location: Shipping Address #1123 Any Streat. Phoenix AZ 11111 (Delivery Date = 628/2019) E‘:L; tl'?.'.rt: i';,'fﬁ;ﬁ"dg‘éfﬁ,iﬂ?;ﬁfff35 st“j,x,':!‘ir‘,’;‘,ffﬁﬂfe';“l'oﬁZn'“d";‘.;‘j};’;}‘? R
. . .
Materials List, make certain to request
Action Material Deccription per C[uantiiy Quan'rjt:,- S T
B

enough cases to meet the minimum case e
regu iIrement. | Update Gart Value | [ Gehinue |

Click Update Cart Value. This will be
deducted from those with remaining
entitlement. If no entitlement remains, this
value is bonus.

d D
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Review the Reguisition

Review Requisition

Entitlement Year: 2018-2019, Net. Entitlement: $31,999.68, Prior Regs) 0, Cart Value: $436.80, Remaining Bal: $18,314.18 (values are estimated)

Selected Items

Status: Shopping in Progress
Catalog: Surplus : i
Delivery Location: Shipping Address #1, 123 Any Street, Phoenix AZ 11117 (Delivery Date = 6/28/2019)
Estimated Value
Material Description per Quantity
110851 - Fish AK Pollock Sticks Brd Frz 40LE {1/40Ib) £87.36

Modify Requisition Place Requisition Empty Cart

Look at the delivery date in the selected items section to
ensure this date meets the SFAs needs.

Once the requisition Is processed and the requested
materials are scheduled for shipment, the SFA CANNOT
make changes to the quantities or delivery date.

Buttons: To make modifications to this requisition, click the Modify Requisition b
reguisition, click the Cancel Requisition button. To submit this requisition, click t
button.

Mote that "USDA Shipping Period(s)" indicate the first or second half of a month
(e.g. 10/1 indicates USDA will deliver to US Foods sometime between 10/1 and 10;

Remaining Surplus
Quantity Surplus

956 Cases Requested

3

_ .

SLIDE 18




Quliz Time

True or False: An SFA with no remaining entitlement should request as many cases off the
Surplus Catalog as possible.

A True

B False



Quliz Time

True or False: An SFA with no remaining entitlement should request as many cases off the
Surplus Catalog as possible.

A True

( B False

False. An SFA should only request a quantity in which they can successfully use within
a month. ADE monitors requests and has the discretion to reduce quantities when
deemed more than can be used in a month.
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Placing a Requisition

@ AN SFA SHOULD NOT LEAVE SURPLUS MATERIALS IN THE CART, AS THE REMAINING SURPLUS
QUANTITY MAY NO LONGER BE AVAILABLE WHEN THE REQUISITION IS FINALLY PLACED.

@ ONCE A SURPLUS CATALOG REQUISITION IS PLACED, ADE WILL COMPLETE THE
REQUEST AND SCHEDULE THE MATERIALS FOR SHIPMENT ON YOUR NEXT AVAILABLE
DELIVERY DAY. THIS IS DISPLAYED IN THE SELECTED ITEMS SECTION.

AN SFA MAY NOT EDIT A REQUISITION OR SCHEDULED SURPLUS SHIPMENT ONCE IT HAS
BEEN PLACED.
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Placing a Regu

Click Place Requisition

O

Review Requisition

Entitlement Year: 2018-2019, Net. Entitlement: $31,999.68, Prior Reqs: $2,487.10, Cart Value: $436.80, Remaining Bal: $18,314.18 (values are estimated)

ecte Buttons: To make modifications to this requisition, click the Modify Requisition by
_Sejl RIS requisition, click the Cancel Requisition button. To submit this requisition, click th
Status: Shopping in Progress button.

Catalog: Surpius Mote that "USDA Shippi Period(s)" indicate the first d half of nth
= = — = : ote tha ipping Period(s)" indical e first or second half of a mo
Delivery Location: Shipping Address #1, 123 Any Street, Phoenix AZ 11111 (Delivery Date = 6/28/2019) (o0, 10/1 indicates LSDA will defives £ US Foods sumtime hetwesn 1071 and 10/

Estimated Value Remaining Surplus
Material Description per Quantity Quantity Surplus
110851 - Fish AK Pollock Sticks Brd Frz 40LE (1/40lb) £87.36 995 Cases Requested
5
| Medify Requisition | ‘ Place Requisition | | Empty Cart
— - ————— —— — p §

THANK YOU! Requisition has been placed. Requisition # = req50 Click here i

ADE will process the requisition and create
: a shipment. If a Surplus Catalog Requisition
Continue

shipment is created, it will combine with

other shipments listed for the same delivery
date and site.
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Questions and ANswers

CAN I CHANGE THE DATE OF MY SCHEDULED SHIPMENT THAT WAS CREATED
WHEN MY SURPLUS CATALOG REQUISITION WAS PROCESSED?

No, the Surplus Catalog allows ADE to move inventory from the warehouse to SFAs
to avoid being charged excess storage fees. If shipment dates are changed to a later
date, ADE is in jeopardy of receiving an excess storage fee invoice from the
warehouse.

CAN 1 CREATE SURPLUS CATALOG REQUISITIONS EVEN IF | DO NOT HAVE ANY
REMAINING ENTITLEMENT?

Yes, the Surplus Catalog allows ADE to move inventory from the warehouse to SFAs
to avoid being charged excess storage fees. If you do have remaining entitlement,
you will pay for the cases you request.



- CONTACT US



https://www.azed.gov/hns

Congratulations

You have completed the Online Course:
Step by Step Instruction: How to Create a
Surplus Catalog Requisition

Information to include when documenting this
training for Professional Standards:

Training Title: Key Area: 1000 - Nutrition
Step by Step Instruction:

How to Create a Surplus .
Catalog Requisition Length: 15 minutes

Learning Code: 1170

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



CertiTicate

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 .4/

certificate of completion from Survey Monkey.

Information to include when documenting this training for Professional Standards:
Training Title: Key Area: 1000 - Nutrition

Step by Step Instruction: Learning Code: 1170
How to Create a Surplus

.. Length: 15 minutes
Catalog Requisition

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



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

