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Charitable Goods Distribution

WHAT DO | DO WHEN....

1. I WANT TO DISTRIBUTE FOOD TO THE HOMELESS?
a. You must submit an application to the City of Birmingham. (pg. 3)
2. | NEED TO REAPPLY FOR MY ORGANIZATION’S ACCESS CODE TO THE WEBSITE?
a. Go to website and click on the link “Apply for an Access Code”. (pg. 4)
3. | WANT TO SCHEDULE A DATE AND TIME TO DISTRIBUTE FOOD?
a. Select “View or Make Reservation on website. (pg. 5)
4. | NEED TO CANCEL A RESERVATION?
a. Select “Cancel a Reservation” on website. (pg. 6)
5. | HAVE A QUESTION OR PROBLEM WITH THE WEBSITE?
a. See “Requesting Help or Information”. (pg. 6)

AS ADMINISTRATOR, WHAT DO | DO WHEN....

1. ANEW ORGANIZATION SUBMITS A REQUEST TO DISTRIBUTE CHARITABLE
GOODS?
a. You must approve or deny the organization’s request. (pg. 7)
2. AN ORGANIZATION SUBMITS A REQUEST RE-APPLYING TO DISTRIBUTE CHARITABLE
GOODS?
a. You must approve or deny the organization’s request. (pg. 7)
3. AN ORGANIZATION DOES NOT SHOW OR CLEAN UP THE RESERVED AREA?
a. You will want to create a note on the “Update Request Form” page.. (pg. 7)
4. | AM ASKED FOR A REPORT ABOUT A SPECIFIC ORGANIZATION OR LOCATION?
a. Select “Run Ad-hoc Reports” on website. (pg. 8)
5. I NEED TO GIVE SOMEONE ACCESS TO MANAGE THE CHARITABLE GOODS SITE?
a. Select “Add New Users Security” on website. (pg. 9)
6. | NEED TO CHANGE SOMEONE’S ACCESS TO MANAGE THE CHARITABLE GOODS SITE?
a. Select “Update an Existing Users Security” on website. (pg. 9)
7. | NEED TO REMOVE SOMEONE’S ACCESS TO MANAGE THE CHARITABLE GOODS SITE?
a. Select “Update an Existing Users Security” on website. (pg. 10)
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Charitable Goods Distribution

APPLYING FOR AN ACCESS CODE

1. FrRoM THE MAIN MENU: | _
a. Select Apply for an Access Code on the left Side of the "= === =

Niew or Update an Applicants Reguest
screen.

Miew or hMake s Reservation

b. Read the instructions on the next page and then click the eancel a Resorvation
Add Mew Users Securi
Next button. = t _
Update An Existing Users Security
c. Place a check mark in the appropriate box to indicate that you | RunAdHoc Reports
are a new participant of Charitable Foods Distribution and
click the Next button.

['arn a nesw custorner. | have no Acces Code.

(] I'am reapplying and already have an Acces Code, My Access Code is;

]

d. Fill out the form with your Organization’s information as well as the Primary and
Secondary applicant’s information. The Primary Applicant must put a checkmark in
the box below, enter his /her name as a signature, and click Submit Application.

Please make certain all items marked with asterisks are filled in and then select SUBMIT APPLICATION.

In order to reserve sessions, you must have a valid access code. This is used like a PIN for your organization to reserve locations and time slots. Please complete
this quick application and, when approved, your access code will be emailed to the addresses you list below.

| am a new customer. | have no Acces Code

[ | am reapplying and already have an Acces Cads. My Access Code is

[ ea

Name of Your Organization * Street Address of Your Organization {please include zip) * Date of Applicati Status of Applicati

Sesame Street 1234 Way
Primary Applicant Alternate Applicant
First Name * Last Name * Phone * gnoiude area code) First Name * Last Name * Phone * (nolude area code)
Oscar Grouch 20855551212 Abby Cadabby 2055552121
EMail Address * EMail Address *

oscar.grouch@sesamestreet. org abby.cadabby@sesamestrast. org

(The EMail address you wish us to cantact you at) (The EMail address you wish us to contact you at)

Upon approval of this application, | agree that | and my officers shall hold harmless the City and its officers and employees, and shall indemnify the City, its

officers, employees and agents for any claims for damage to property or injury to persons which may be occasioned by any activity carried on under the terms
of this permit

Primary Applicant |Oscar Grouch

[ oo |
e. Once you submit your application, you will see a notification on the screen.

Your request has been submitted. You will be contacted by email within five work days.

**Please Note: Once you have submitted your request for an Access Code, please
provide us with the two specified documents. The documents may be attached and
sent by email or may be brought into our office in person. If emailed, please make
certain you include your organization's name (not your Access Code) so that we

know to whom it belongs. Since the driver's licenses must be in color, we cannot
accept a fax.
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Charitable Goods Distribution

REAPPLYING FOR AN ACCESS CODE

1. FrRoM THE MAIN MENU:

a. Select Apply for an Access WW* Bt St Ll

Niew or Update an Applicants Reguest
screen.

Miew or hMake s Reservation

b. Read the instructions on the next page and then click the eancel a Resorvation

button_ Add New Users Securit
Next o .
Update An Existing Users Security

c. Place a check mark in the appropriate box to indicate that you | RunAdHoc Reports
are an existing participant of Charitable Foods Distribution,
enter your Access Code, and click the Next button.

[] ' am a new customer. | have no Acces Code.

| am reapplying and already have an Acces Code. My Access Code s |54%11254343

d. Update the form with any changes to your Organization’s information or the Primary
and Secondary applicant’s information. The Primary Applicant must put a checkmark
in the box below, enter his/her name as a signature, and click Submit Application.
**(If there are no changes to any of the information, you only need to
click Submit Application.)

Please make certain all items marked with asterisks are filled in and then select SUBMIT APPLICATION.

In order to reserve sessions, you must have a valid access code. This is used like a PIN for your organization to reserve locations and time slots. Please complete
this quick application and, when approved, your access code will be emailed to the addresses you list below.

| am & new customer, | have no Acces Code

[ | am reapplying and already have an Acces Cade. My Access Code is

Name of Your Organization * Street Address of Your Organization (please include zip) * Date of Applicati Status of Applicati
Sesame Strest 1234 Way
Primary Applicant Alternate Applicant
First Name * Last Name * Phone * finclude area code) First Name * Last Name * Phone * (include ares cods)
Oscar Grouch 2055551212 Abby Cadabby 20855552121
EMail Address * EMail Address ™
oscar.grouch@sesamestreet.org abby cadabby@sesamestreet.org
(The EMail address you wish us to cantact you at) (The EMail address you wish us to contact you at)

Upan approval of this application, | agree that | and my officers shall hold harmless the City and its officers and employees, and shall indemnify the City, its
officers, employees and agents for any claims for damage to property or injury to persons which may be occasioned by any activity carried on under the terms
of this permit

Primary Applicant |Oscar Grouch

[ submt Appcation|
e. Once you submit your application, you will see a notification on the screen.

Your request has been submitted. You will be contacted by email within five work days.

**Please Note: Once you have submitted your request for an Access Code, please
provide us with the two specified documents. The documents may be attached and
sent by email or may be brought into our office in person. If emailed, please make
certain you include your organization's name (not your Access Code) so that we
know to whom it belongs. Since the driver’s licenses must be in color, we cannot
accept a fax.
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Charitable Goods Distribution

MAKING A RESERVATION

CLICK ON “VIEW OR MAKE A RESERVATION”.

Select the location

- Select -
where you want to ity Hall Pk Lot: SV Comer of 15th St N and Rev Abraham Woods, Jr Biud M (718 15th St Morth)
P icipal Court Pk Lot: NE Comer of 17th St N and Rev Abraham Woods  Jr Blvd N @01 17 St North
distribute food P
Morth Side of Park Place, First Parking Space West of 20th St M (Parking Meter #37)
f the drop- @pen Lot on NV Corner of 15th 3t Narih and 7th Ave N (700 16th 5t North
rom the arop P t han Bt 5t Narth)

down list.
Sun Mon Tue Wed Thu Fri Sat
On the calendar, select the
date on which you want to
distribute the food.

From the open
slots, please enter
your Access
Code in the slot
for the time of

day during which

you want to o

distribute the
food. (Please

note that there is
the potential of having two organizations distributing food from the same location at
the same time.)

Click “Submit Request.” Ik—
VIEWING RESERVATIONS

CLICK ON “VIEW OR MAKE A RESERVATION”.

Select the location s
where you want to
distribute food

Marth Side of Park Place, First Parking Space West of 20th S5t M (Parking Meter #37)
from the drop- Open Lot on N_\l:v Carner of 16th St Nunwd 7th Awe M (700 16th St Morth
down list.

On the calendar, select the
date on which you want to
distribute the food.

Reserved slots will show
the name of the
organization that is
planning on distributing
food at that time and
location.

Chick-Fil-A
Chick-Fil-A




Charitable Goods Distribution

CANCELLING A RESERVATION

1. CLICKON “CANCEL A RESERVATION.”  [fessmsiensaui s aien e st oo i e e
a. Enter your organization’s access code

and select the location you want to P SR
cancel from the drop-down menu. I PeT—

[3) Selectthe calendar date *

b. Select the date you want to

(3) Select the calendar date *

cancel on the calendar. = DRl

Click the box beside the Sun Mon Tue Wed Thu Fri Sat
¢ & € (e 30 1 2 32 4568

timeslot your organization 7 8 9 10 11 12

wants to cancel. 14 15 16 17 18 19 20
d. Click the Submit Request % % % % 21_5 %%

button. ; D56 7 890

{4) Now, check the boxes next to any time slots you wish to cancel. You may only ¢

Organization A:
From 7:00 am to 10:00 am
From 10:00 am to 1:00 pm []
From 1:00 pm to 4:00 pm [

(5) Submit your Cancellation * I:l

REQUESTING HELP OR INFORMATION

1. IFYOU USE OUTLOOK FOR YOUR EMAIL:
a. Click on the “Contact Us” link shown on the website.
b. Enter your questions/issues in the body of the email and click send.
2. IF YOU USE ANY OTHER EMAIL SERVICE:
a. Send an email to Help.Desk@birminghamal.gov
b. In the subject line, please state if you have an issue or question and enter “Charitable
Goods Distribution”.
c. State your issues/questions in the body of the email and click send.
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Charitable Goods Distribution

APPROVING/DENYING APPLICANT REQUESTS

1. CLICKON “VIEW OR UPDATE Name of Organization * Stree
AND APPLICANT’S REQUEST”.

Rt - Salect -
a. Select the organization T ——————

submitting an application ki3 —_—
from the “Name or QEEJFDE“A"
Organization” drop-down Craig’s Candy Apples

Date of Application Status of Application *

Pending e

b. Once the organization’s information
fl"S |n the fOFm, SeIeCt the appropriate =ﬂ"!3l3l"-"‘f@<I

Disapproved

status for the request from the “Status Permit Expired
of Application” drop-down menu. Rosoded
1 act Mama © Phana * deana 1

c. Click the “Save Updates” button at —
the bottom of the page.
CREATING “NOTES” ON AN ORGANIZATION

1. CLICKON “VIEW OR UPDATE Name of Organization * Stree
AND APPLICANT’S REQUEST”.

o - Salect -
a. Select the organization e —

submitting an application ki3 —_—
from the “Name or éﬁigkﬁfﬁ“ﬂ\” B
Organization” drop-down Craig's Candy Apples
menu.

b. Scroll down the “Update Enter a New Note

Request Form” page and click |
in the blank space under
“Enter a New Note”.

c. Enter any detailed notes that

need to be made about the Add Thig-Note |
organization and click “Add this S
Note”.
d. Note will be added to View All Notes Related to This Organization
the “View All Notes

Entered BY: wpstapf 2/17/2015 Z:55:41 PM

Related to this _ _
LEfﬁTtrash in Linn Park

Organization” box on
the right-hand side of the This is used ko view all past notes associated with this
————organization. Motes are read-only and permanent.

screen.
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Charitable Goods Distribution

APPROVING/DENYING APPLICANT REQUESTS

FrROM THE MAIN MENU: Addd Mew Users Secutity
a. Select Run Ad-hoc Reports

LUpdate An Existing Users Securify

Run Ad Hoc Reports

By Access Code: |- Select -
ON THE RUN AD-HOC REPORTS S . |- Select -
PAGE: Irganization Name: 1, o 705421 [Sesame Street]

3 Primary Applicant: 24212271641 [ABC Yogurt]
a. Click the drop-down menu for = g ax applican:

26812373541 [Just In Time Meals]
2781135974425 [You Scream lce Cream]
the type of report you Want t0  ions By Location: 29212808417 [ukfgkig]

run and select the appropriate R
value. R Rt

b. Click the box beside
“Include Notes” if you b Include Notes
want to see the notes u

entered about the organizations.

c. Select the time period for which you want to run the report by selecting the start date
on the “From Date” calendar and the end date on the “To Date” calendar. (You must
do this for every report type even though the web page states differently)

By Date: From Date: To Date:
= 2 = fd
b
P 24 b L X A8 03 25 & L L A3 303
[ 2 32 4 5 b £ 1 2 2 4 5 B 7
B g6 39 10 11 1& 13 14 8 2 10 11 12 15 14
i 15 16 17 18 18 20 24 15 16 17 18 13 20 24
2 43 244 2B kL 28 2 23 M4 5 X% 2d
12 3 4 5 &8 7 1 2 3 4 ii?_L

d. Click the “Run Report” button to generate report. %
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Charitable Goods Distribution

ADDING NEW SECURITY USER

1. FROM THE MAIN MENU: Add MNew Users Secuity
a. Select Add New UWUgdate An Existing Users Security
2. ON THE ADD USER SECURITY PAGE: Run Ad Hoe Reports
a. Enter the user’s name and user ID
(NOTE: User
ID needs to be Name® User ID*
Windows login  Fiiliam Sta
nf wpstapf
ID). o

b. Enter the user’s City of Birmingham email address.
Email Addr:™ william. stapf@birmingh

c. Select the options to which the user [] Maintain User Security

should have access. Run Reports

[%dministrative User

d. Enter any appropriate

Notes:
notes on the user.

e. Click Save.

T

ADDING NEW SECURITY USER

1. FROM THE MAIN MENU: Add Mew Users Security
a. Select Update An Existin Update An Existing Users Security
Security

Fun Ad Hoc Reports

2. ONTHE MAINTAIN USER SECURITY [tlame:™ '

- Select -
PAGE: M

Alan Foster
a. Select the user’s name from the drop- | gamy Laliar a

down menu. i n

Craig Waorth h
Doug Amison

Gary YWalker

Huckleberry Hound

[] Maintain User Security’
Run Reports

b. Select/De-Select the
options to which the

user should have Administrative User
access.
c. Enter any appropriate Notes:

notes on the user.

d. Click %I
Save.
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Charitable Goods Distribution

REMOVING USER SECURITY

1. FROM THE MAIN MENU: Add Mew Users Security
a. Select Update An Existing U Update An Existing Users Security
Securlty Fun Ad Hoc Reports
2. ONTHE MAINTAIN USER SECURITY  [tlame: '
PAGE:
a. Select the user’s name from the drop- g‘:ﬁffﬁi: 2
down menu. S Porer "
Craig Warth h
Doug Amison
Gary YWalker
Huckleberry Hound
Matasha Bettis
. ‘Yogi Bear
b. Click Delete.

T
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