
P2 Web Window guide 

https://foodbanksj.primarius.app/pww/Home/Login/ 

Accepting Allocations (TEFAP/SFPP products): 

1. Click Allocations at the top left. 

 
2. Click View next to the allocation you would like to order from. 

a. Note: Allocations expire at midnight so if an allocation says 12/13-12/31 it expires at the end of the day 
on 12/30. 

b. If the Status column says “Orders in Progress,” don’t worry! That just means at least one agency has 
already placed an order for that allocation. 

c. “S” indicates an SFPP allocation and “T” indicates a TEFAP allocation. 

 

3. Type the number of cases you would like to accept of each product in the Accepted column. 
a. Note you can move the Accepted column by clicking and dragging if you need to. 
b. You can also click Select All if you would like everything that has been allocated to you. 

 

4. Click on the Accept tab. 
a. You need to click on the Accept tab even if you clicked the “Select All” button. 



 

5. In the Comment Box type “Pick Up” or “Delivery” and the date you are requesting. 

 

6. Click Finalize. 

 

7. Even if you didn’t accept all your products, your allocation will disappear from the Allocations page until the 
Food Bank has generated the order. Once the order has been generated on the Food Bank end, you can either 
order more of your allocated products or return the remaining cases for other agencies to use. 
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Returning Unwanted Allocations (only do this once you get comfortable with the new system!): 

1. Accept any products you do want first (see instructions above). 
2. You’ll have to wait for your allocation to come back over to Primarius (once the Food Bank has generated the 

order with the products you do want). 
3. Click on Allocations at the top again. 

 
4. Select the allocation that has products you would like to return. 

 

5. Click the Returns button at the top.  

 

6. Put a checkmark next to each product you would like to return. 
a. Primarius will fill the boxes around it with black. This doesn’t count as a checkmark so you still need to 

click on it if you would like to return that product. 

 

7. Click Return Product. 



 

8. You will get a notice that “The Allocated Product was successfully returned.” 

 

  



P2 Web Window guide 

Placing Menu Orders (donated/coop products): 

1. Click Shop at the top left. 

 
2. Select Shop Online from the dropdown menu that appears. (You can also click Print Shopping List to look at the 

menu without ordering.) 

 
3. The menu will come up and looks like this: 

 
4. To order, enter a number in the Qty (Quantity) box. Note the product limits in red. Product limits can either be 

the total amount available in inventory or a monthly limit for how many cases each agency can order each 
month. 

 
5. Click Add to Cart on the right. 

 
6. If you want to add more of an item to your cart, just update the number and click Update Cart on the right. 

 



7. When you’re done shopping, click the # Item(s) line next to Cart at the top right. The number of Items will count 
each unique product type. Example: 4 cases of Black Beans will count as 1 item. 

 
a. Note: Clicking the small down arrow next to the # Items line will show you the total quantity and weight 

of what is in your cart! You will also be able to see this information on the checkout page. 

 
8. You can now review your order. 

 
9. If you need to make any changes, you can update quantities or delete an item altogether on this page. 

a. To update a quantity, type the new number you would like in the box and click Update Cart below it. 

 
b. To delete an item, click the red X to the far right on that line. A box will pop-up to confirm, click Yes. 

 



 
10. Next, click Proceed to Checkout in the bottom right. 

 
11. You will receive a warning that “Changes you made may not be saved.” This is an automatic notification. If you 

know you clicked Update Cart for any changes you can click Leave. 

 
12. On the Checkout page select your preferred order date and type “Pick Up” or “Delivery” and your requested 

date into the Delivery Pickup Notes box. Then click Submit Order. 
a. Note: Shipping Method will be updated either to Pick Up or to Delivery and then to a driver’s name once 

one has been assigned to your order. You will not be able to make changes to Shipping Method, Pickup 
Warehouse, or “Is Delivery.” 

 
13. Once you submit the order, Primarius will take you to the Order History page. 



 


