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In 2011, The Food Bank introduced an online ordering system known as Primarius Online or POL. It 

was something unlike anything we had ever done and while it was not without challenges, it was a 

vast improvement from the old method of ordering which required agencies to fax orders to The Food 

Bank within 24 hrs.  

The newest version, Primarius Web Window or PWW puts your agency’s information at your 

fingertips and makes it more convenient for you to access basic information about your agency. 

Benefits which are available to view on PWW include: 

 agency contact information 

 current hours of operation  

 graphs of information reflecting agency’s statistics  

 previous orders placed  

 account balances  

 invoices  

 statements  

The purpose of this user guide is to help you navigate the online system with ease. The following 

information is a visual walk-thru of all the features of PWW, as well as the online ordering process. If 

there are any questions while you are going through the ordering process, please feel free to contact 

us so we can assist you. 
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Please enter current statistics before ordering. 

Statistics must be kept up to date in order to be able to order.  Click on the Statistics tab and enter any 

 monthly statistics that are needed in order to bring your account up to date.  Statistics are due by the  

 fifth of the following month. 

 

Your agency is suspended, you may not order. 

Agencies are suspended when some type of document or action needs to be completed.  The reason  

 for suspension is also stated in this error message. 

 

Login failed. Incorrect username and /or password. 

Format for entering your agency credentials  

  Agency Ref: or Agency Id (starts with a P or a C or a B) 

   Username: enter Agency Ref again 

   Password: enter your password, remember it must be in UPPERCASE, no spaces. 

 

We can verify that you are using the correct credentials over the phone but Agency Ref and  

 Password information cannot be given over the phone. To get that information, check within your  

 organization or email memberservices@ozarksfoodharvest.org.  

 

Problem(s) submitting order.  Date must be at least (date) but no later than (date). 

 

 You are attempting to make an appointment for a date that is not in the correct time frame. Also be  

 sure and use the calendar graphic to enter the date in the correct format.  

  For Delivery: order on the day that is one week before your delivery day. 

  For Pick Up: order 2 to 5 business days before your desired appointment. 

 

You are over your credit limit by $ dollar amount!  Please reduce your order.  

Each agency has a credit limit that is based on a history of ordering.  A current balance on the account  

 could limit your order, make sure payments are up to date.  If you find that your credit limit is set  

 too low, call Member Services to discuss if it might be temporarily adjusted.  

TROUBLESHOOTING ERROR MESSAGES 
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Q.  When can I order? 

 

A.  Online ordering is available 24 hours a day, 7 days a week, even when the Food Bank is closed. 

 

  For Delivery: order on the day that is one week before your delivery day. 

  For Pick Up: order 2 to 5 business days before your desired appointment. 

 

 

Q.  What if I can’t place my delivery order on the required day? 

 

A.  Remember online ordering can be done from anywhere.  If you can’t place your order for delivery on the 

day that is one week before, we can still accept your order the following day, as long as it is in by noon! 

Q.  Appointments are for 30 minutes.  Can I arrive at any time? 

 

A.  You should arrive on time at the beginning of your appointment time.  In order for us to stay on schedule, 

we must refuse service if you arrive more than 10 minutes late. Your entire order will need to be loaded into 

your vehicle during your 30 minute appointment. 

 

Q. Can I print out the menu so that I can go over it before I start my order? 

 

A. Yes, you can print the menu by clicking on the Print Shopping List button on the home page or on the Order 

Entry page.  Keep in mind that the menu is constantly updating and the paper copy that you print will only be 

accurate for a short time.  

 

  

FREQUENTLY ASKED QUESTIONS 
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