[bookmark: _GoBack]How to complete the processing item pre-order surveys.
Use your iCAN user ID and Password to log into your district account.[image: ]
If you are set up to use the School Nutrition Program on iCAN you will see this screen. You will need to click on the yellow Food Distribution Box. 
If you do not see this screen you will see the next.[image: ]





As you log on to the Food Distribution (FD) portion of iCAN you will see instructions on Bill of Ladings, Order open times and Processing information.
[image: ]
Click on Agencies in the top blue line
.[image: ]






This will bring up the Agency home page. (Orders, Surveys, Invoices and Contract)
Click Surveys to open the processing pre-order request surveys (112, 113, 114, and 115)
[image: ]
This will open the agency survey entry. Click “continue” for current year surveys or select the year of surveys you would like to review.
[image: ]
Processing Pre-Order surveys are 112, 113, 114, and 115. [image: ] 
Click the blue number for the processor you would like to receive product from.

Make sure to read the special instructions and use the up/down arrows on the right if they appear. Fill in the number of units you would like delivered in the month you will need them. These units will be ordered from the processor specifically for your agency. They will show up on your order in the Available Allocated Quantity column on the Month you requested it. 
[image: ] *** As a note: As the month’s order closes you can view but not modify.

These are processed items so there will be a charge associated with them that the agency will pay Department of Education. Click continue.[image: ]
Review your survey and submit if it is what you want.[image: ]
Click finish to complete the process.[image: ]
Placing your monthly order
1. Click Orders from the Agencies home page. [image: ]
2. Click Open Orders[image: ]
[image: ][image: ][image: ][image: ]
1. [image: ]
2. Available only to your agency
3. Open to all agencies to order (surplus)
4. The total number of cases you should expect
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days of delivery for adjustments to be credited to the invoice. Refer to Chapter 7 of the CAN Manual for
instructions. If you received something that you did not order, someone else is expecting it. The
trucking company must take the product back to the warehouse - please don't accept extra product.
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Orders can only be placed during an OPEN ORDER PERIOD. If you have an outstanding invoice you will not be
able to place an order until invoices are brought current.
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