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SAAVI Online Ordering User Guide

Welcome to Foodbank Victoria’s online ordering system. This guide explains how to
place your order with Foodbank as part of the School Breakfast Clubs Program.
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Suitable Devices & Software

e Hardware - SAAVI can be used on PC & laptop devices with an Internet
connection

e Software - SAAVI works best on the latest versions of Google Chrome,
Firefox & Microsoft Edge (Apple users must use one of these browsers)

e NOTE: Mobile Devices such as smart phones and tablets/iPad’s are not
currently supported.

Logging On

e Open your browser session and go to the following URL -
https://orders.foodbankvictoria.org.au
e Your username -Your Breakfast Club Coordinator’s email address (the

contact email you have provided to Foodbank Victoria).
e Password - If you are signing in for the first time, or have forgotten your
password, you can reset your password using the reset password function.

Password

Forgot Password?
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Welcome Message and Noticeboard

Once logged in, you will see a welcome message to the ordering site as well as a
noticeboard. This noticeboard allows us to communicate information to you
regarding ordering, delivery or menu items.

Booking Calendar

After the noticeboard, you will see a Booking Calendar (see example below). The
calendar will show you the next available delivery dates.

Select the day you would like to receive your order and click ‘Continue’ to take
you to the pantry.

Days that were available but have been fully allocated will show in orange.

Please select your delivery date from the calendar below:

May, 2022

Available delivery days
Fully allocated

Not available

CONTINUE
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Your Pantry

e Here you can select the quantities of each item you’d like to order. You can
search through all available products or look for items in their individual menus
(e.g., Breakfast Items, Snack Items, Lunch Items).

e Enter the quantity of each item you’d like to order in the ‘Qty’ box, before
clicking ‘Add to Cart’. These items now sit in your Shopping Cart.

Note: Limits have been applied to some products to ensure all schools
participating in the program have access to all products.

YOUR PANTRY

B CUSTOMER NAME: GRANT PRIMARY SCHOOL

ﬁ BREAKFAST ITEMS SCHOOL HOLIDAY ITEMS SNACK ITEMS LUNCH ITEMS NON FOOD

E SBP - APPLES (CARTON 1X12KG) CODE: V1IBOOO1ASBP
2 - _ Te—
NO LIMIT \ ‘ Add To Cart
[M]
SBP - ORANGES (CARTON 1X13KG) CODE: V1B0014SBP ‘ TN ‘
&
’ NO LIMIT n ‘ ‘ Add To Cart m ‘
SBP - MINI CARROTS 18X500G BAGS ~ CODE: VIB0024SEP om |
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Order History

e You can view your past 6 months’ worth of orders to help guide how much
of each product you’d like to order.
e On the left of the screen, you can access both ‘Order History’ and
‘Invoices’.
e Order History - Displays past orders by your school. This shows Order Date,
Order Number, Status & Re-Order
o When clicking ‘RE-ORDER’ on a past order, the system will display the
quantities of each item you’ve ordered in the past. You can then add
the previously ordered quantity to your Shopping Cart.
e Invoices - Displays historical invoices generated for your school. As there is
no cost for School Breakfast Clubs Program products, these invoices show
the order details only.

ORDER HISTORY

CUSTOMER NAME: GRANT PRIMARY SCHOOL

Back

ORDER DATE ORDER NUMBER STATUS RE-ORDER

14/04/2022 SAAVI_22058 Ordered

05/04/2022 SAAVI_22041 Ordered

H 04/04[2022 SAAVI 22028 Ordered
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Completing Your Order (Shopping Cart)

e Click the cart icon (top right) to view your shopping cart.

YOUR PANTRY

B CUSTOMER NAME: GRANT PRIMARY SCHOOL

ﬁ BREAKFAST ITEMS SCHOOL HOLIDAY ITEMS SNACK ITEMS LUNCH ITEMS NON FOOD

E SBP - APPLES (CARTON 1X12KG) CODE: V1BOOO1ASBP cTN
2 n:
= NOLIMIT '
]
SBP - ORANGES (CARTON 1X13KG) CODE: V1B0014SBP cTN
[ ]
-

. NO LIMIT !! { Add To Cart '

e The shopping cart will display all the products and the quantities you have

added to your order.
o NOTE: The Cart also displays the ‘Delivery Date’ that you have
selected on the top right hand side of the screen.

e Updating Delivery Date - If you’d like to select a new delivery date, please
click on the date and choose a new date in the booking calendar.

e Adding Products -Go back to your Pantry and add more products to your
shopping cart.

e Amending Order Quantities - Update the order quantity by changing the
number in the QTY field. Press enter to update.

e Deleting Products - Delete products by selecting the product and clicking
‘remove’

=] CUSTOMER NAME: GRANT PRIMARY SCHOOL

= Back

ITEM DESCRIPTION UOM QrY LJ SELECTALL

i
w

SBP - Apples (Carton 1x12Kg) CTN

i®

DELETE

K

Be

e When ready to submit the order click the ‘Place Order’ button at the
bottom right of the Shopping Cart screen.
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e A pop-up message will let you know that the order has been successfully
submitted.

Order has been placed successfully. Your Order No is 22059

Continue

Once you have submitted your order, an order confirmation email showing all
products included in the order will be sent to the school contact email address.

If you have any questions about our new online ordering system, feel free to
contact the School Breakfast Clubs Program team at
schoolbreakfastclub@foodbankvictoria.org.au, or contact your Foodbank
Program Coordinator directly.
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Frequently Asked Questions

Have my login details changed?

Your Breakfast Club Coordinator’s email address (the contact email you have
provided to Foodbank Victoria) is your username. Your password remains the same.
If you have forgotten your password or need to update it, please do so using the
forgot password function.

My preferred date is fully allocated or unavailable. What should | do?

If the date you would like to select is fully allocated or unavailable, please select
the next available date. A fully allocated date means that the day has been filled
with school orders.

Why are there limits on some products?

As we continue to grow the School Breakfast Clubs Program, we need to make sure
all schools have access to all products. The limits are reviewed on a regular basis.

What if | need to change my order?

Due to the quick turnaround between ordering and delivery, we are unable to
amend your order after it has been submitted. Please make sure you are happy
with your quantities before submitting your order. You can add forgotten items to
the next order you place.

What if | need to cancel my order?

If you need to cancel your order, please contact your Foodbank Program
Coordinator by phone, or at schoolbreakfastclub@foodbankvictoria.org.au.
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