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Feed My People’s (FMP’s) Partner Hub 
 
How to Access Partner Hub 
 
 Go to fmpfoodbank.org. 

 
 Click Network Partners located in the gray bar across the top of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 Click Partner Hub. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Enter Log-in InformaƟon 

o Agency Reference = Partner ID Number 
o User Name = Partner ID Number 
o Password = FmpFood2023! 
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Partner Hub Welcome Screen 
 
 Welcome to Feed My People’s Partner Hub! 

o The informaƟon under this heading on the leŌ-side changes regularly.  
o Please be mindful to read the informaƟon each Ɵme you log-in.  

 The right hand side lists informaƟon about Order Windows, Order Status DefiniƟons, and Order 
Acronyms. 

o This informaƟon is valuable when ordering products from FMP. 
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Shop on Partner Hub 
 
 Click Shop. 
 
 
 
 
 
 
 
 
 You have two opƟons to shop. 

o Print a Shopping List  
 The list will be long and mulƟple pages to print. 
 This opƟon allows you to have a paper copy of all items from which to make your 

selecƟons. 
 You will sƟll need to go to Shop Online in order to place your order. 
 Please note that FMP has quick product turnover, and the products you wish to order 

may be gone by the Ɵme your place your order. 
o Shop Online  

 You can place your order while looking at product. 
 You have two hours to complete your order from start to finish before it will Ɵme 

out. 
 At the two-hour mark, your products are released so other Partners are 

able to order them. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Choose your view for shopping. 

o OpƟon #1 
 
 
 
 



 4 Updated 1.21.2025 
 

 
o OpƟon #2 

 
 
 
 
 
 
 

o OpƟon #3 
 
 
 
 
 
 
 Browse through the inventory. 

o Be mindful on how the product comes: each, per pound, per case, etc. 
o Based upon the descripƟon, enter the amount you would like to order in the Qty box.  
o Then select Add to Cart. 
o The limit next to the Qty box indicates the maximum that you can order of that product. 

 Please be mindful that we have over 260 Partners who may also be interested in that 
product.  

 Please only purchase what you need unƟl your next order window opens. 
 
 
 
 
 

o At the boƩom of the screen, you have the opƟon to change how many items you can view 
at a Ɵme. 

 
 
 
 
 
 
 

o The boƩom of the screen is also where you advance to the next screen of products. 
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 When you are done shopping, click the Cart at the top of the screen.  
 
 
 
 
 
 
 
 Review your order. 

o From here, you are able to either Cancel Order if you no longer want this order, ConƟnue 
Shopping if you want to add more items, or Proceed to Checkout if your order is complete. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Proceed to Checkout when ready to place your order.  

o Your agency informaƟon will automaƟcally fill in the categories below. 
o Do not change any informaƟon on the checkout screen. 
o If something does not look right with your delivery date, you can: 

 Check your order under Order History to see if the appropriate changes have been 
made once the Warehouse has reviewed your order. 

 Contact the Partnership Team to pass along any changes that need to be made.  
 The warehouse will make route or date adjustments as needed. 

o When placing any order for Customer Pick-Up, you must type Customer Pick-Up (or CPU), 
the date you will pick-up the order, and the Ɵme you plan to pick-up the order in the Delivery 
Pick-up Notes secƟon. 

o Please also use the Delivery Pick-Up Notes secƟon if there is any addiƟonal informaƟon 
the Warehouse Staff needs to know about your order.  

 Please know that it is at the Warehouse’s discreƟon on what they are able and unable 
to accommodate.  
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o Click Submit Order when ready to officially place your order.  
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Order History 
 
 You can view your past and current orders under Order History. 
 
 
 
 
 
 
 
 
 You can place up to two orders for the same delivery or CPU. 

o Keep in mind, you cannot place the second order unƟl the first order has a status of 
Reviewed. 

 You can see the status of your order indicated below.  
 
 
 
 
 
 
 
 
 
 
 
 Order Status DefiniƟons 

o Data Entry – The order has not been submiƩed. 
o Entered – The order has been submiƩed.  
o Reviewed – The order has been reviewed by our Warehouse. 
o Released – The order is being processed. 
o Picked – The order is picked and waiƟng for shipment or pick-up. 
o Confirmed – The order has been shipped or picked-up. 
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Entering StaƟsƟcs 
 Monthly staƟsƟcs are due by 8:00 am on the 5th of the following month. 
 
 Click StaƟsƟcs. 
 
 
 
 
 
 
 
 
 Click Add New Agency StaƟsƟcs 
 
 
 
 
 
 
 
 
 Choose the month for which you are reporƟng staƟsƟcs and click Save. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Change the Show rows column to 20, so you see each staƟsƟc that is required.  
 
 
 
 
 
 
 
 
 
 

v 
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 For each StaƟsƟc Name category, enter the staƟsƟc number in the value column. Please enter 
Comments if it will help FMP understand your numbers. 

o Press Enter aŌer each number to ensure they have been entered correctly. 
o Click into the next staƟsƟc and repeat the process. 
o When finished, you do not need to press Save aŌer entering the data as it will automaƟcally 

save for you. 
o AŌer entering your staƟsƟcs, if there are any changes that need to be made you have unƟl 

the end of the day you started. AŌer that, please contact the Partnership Team with any 
needed changes.  

 
Pantry/Backpack StaƟsƟcs    Meal/Snack StaƟsƟcs 
 
 
 
 
 
 
 
 
 
 
 
 
  
      
 How to Enter Voucher Pounds in StaƟsƟcs 

o Lines 12 and 13 are for Kwik Trip Voucher Pounds ONLY. 
o These pounds should not be included with your food pounds on Lines 5 and 10. 
o Voucher staƟsƟcs are reported as pounds using the following formula: 

 1 egg voucher = 1 pound 
 1 produce voucher = 1 pound 
 1 meat voucher = 1 pound 
 1 milk voucher = 4 pounds 

 If you are a partner who personally redeems Kwik Trip Vouchers for product to distribute, please 
count the Kwik Trip Voucher poundage on Line 12 as “1st Visit” when redeemed.  

o Do Not, then record any voucher items, eggs, produce, meat, and/or milk, in your food 
weight on Line 5 when they are distributed to your guests. We do not want this weight 
recorded twice, and since you are redeeming the vouchers, just like your guests would, we 
want this recorded as voucher pounds.  

o If addiƟonal vouchers are redeemed aŌer this first redempƟon, the weight can be recorded 
under “AddiƟonal Visits” on Line 13.   

 Again, the items purchased with your vouchers (eggs, produce, meat, and/or milk, 
should not be recorded with food pounds. 

 
 
 

v 
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Invoices and Statements 
 
 Invoices will show-up in My Documents aŌer the order has been Confirmed. 

o Please do not pay individual invoices. 
o SomeƟmes Food Credits will be added throughout the month, which will change your totals 

due. 
o Please wait to pay using your Agency Statement, that is generated on the 1st of the month. 

 Your Agency Statement will also be emailed to your Bill To Contact. 
o Past Agency Statements are also housed under My Documents should you need to go back 

and look at past Agency Statements.  
o When paying by check, please include: 

 Agency Reference Number in the memo of the check. 
o If that one check includes more than one agency payment, please include: 

 The Agency Reference Numbers AND the amounts being paid for each account. 
 If you have any quesƟons about billing, please contact FMP at 715.835.9415. 

 


