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Pennsylvania Department of Agriculture 

PAMeals 

Home P ge 

The H me page pr vides c ntact inf rmati n f r the Bureau  f F  d Distributi n. This page als  

will display any User Alerts assigned t the current user l gged as well as any alerts ass ciated t  

submissi ns that had have been returned t the user f r c rrecti ns. 

View the Home P ge 

1. Click  n the Home link  n the side bar t access the H me page. 

a. N te: The H me page is the default page that appears after a user has l gged in. 

User Alerts 

These are messages targeted specifically t the current user. They may include messages fr m the 

PAMeals staff  r they may include items that have been returned t the user. Items that have been 

returned will include an attachment link. When clicked, the click will take the user directly t the 

item that has been returned. 
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Pennsylvania Department of Agriculture 

PAMeals 

Delete User Alerts 

1. T delete a user alert, click  n the Delete link at the right  f the alert 

a. This acti n cann t be und ne. 

b. “Returned Invent ry and Expense (I&E)” alerts cann t be deleted 

Alert Reminder 

The alert reminder all ws the user t have the alert rem ved fr m the H me page and re-appear at 

the selected time. 

1. Click  n the dr p-d wn list t the left  f the Sn  ze link and select a  nooze durati n. 

2. Click  n the Sn  ze link. 

a. The alert will be rem ved fr m the H me page and will re-appear at the selected 

timeframe. 
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Pennsylvania Department of Agriculture 

PAMeals 

View Att ched Record 

1. T view the attached rec rd, click  n the View Attached Record link under the alert title. 
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Pennsylvania Department of Agriculture 

PAMeals 

Account 

The Acc unts secti n all ws a user t l cate existing Acc unts f r which they have access t . 

Agency users will  nly have access t acc unts that have been assigned t the user by a PAMeals 

administrat r. 

Viewing the Account P ge 

1. H ver  ver the Account link and click  n theManage Account link  n the side bar t access the 

Account page. 

2. Click the Select link next t the acc unt rec rd that is t be displayed. 

a. The selected rec rd will appear in read- nly m de. 

Account Inform tion 

The acc unt inf rmati n is displayed  n the current page, br ken d wn int the f ll wing 

categ ries: 

1. Acc unt Inf rmati n 

a. Displays the acc unt type, acc unt name(s), the Federal ID and c mpany web address. 

2. Address, C ntact Inf rmati n, & Mapping C  rdinates 

a. By default, this secti n will sh w the Default inf rmati n. This is typically the main 

mailing address. 

b. Each address type includes a physical address, a c ntact pers n including name, ph ne 

and email address and  pti nal mapping c  rdinates. 
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Pennsylvania Department of Agriculture 

PAMeals 

Addresses P nel 

The Addresses Panel pr vides a user with  pti ns t display  ther addresses ass ciated with the 

acc unt. 

1. Click  n the Select link next t the address t view the selected address/c ntact inf rmati n. 
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Pennsylvania Department of Agriculture 

PAMeals 

Agreements P nel 

The agreements panel pr vides a user with a list  f agreements ass ciated with the acc unt. These 

represent the current agreement with the Pennsylvania Department  f Agriculture. Each acc unt 

may have  ne  r m re ass ciated agreements. 

Account Att chments P nel 

The acc unt attachments panel will display any d cuments ass ciated with the acc unt. These may 

include images  f the signed agreement, inv ices and agency summary rep rts. 

1. Click  n the Attachment Name t  pen and view the attachment. 
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Pennsylvania Department of Agriculture 

PAMeals 

Inform tion Upd te Request 

The Inf rmati n Update Request page is used t submit address change requests. All requests will 

be reviewed pri r t appr val. 

Viewing the Inform tion Upd te Request P ge 

1. H ver  ver the Account link and click  n theManage Account link  n the side bar t access the 

Account page. 

2. Click the Select link next t the acc unt rec rd that is t be displayed. 

3. Bel w theMapping Coordinate  panel, click  n the Information Update Reque t link. 
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Pennsylvania Department of Agriculture 

PAMeals 

4. The Inf rmati n Update Request f rm will be displayed with the current address and c ntact 

inf rmati n. M dificati ns can then be made t the current data. 

Cle r Existing D t  

T clear all the current data displayed  n the agency update screen: 

1. Click  n the Clear link. 
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Pennsylvania Department of Agriculture 

PAMeals 

Submitting Address Ch nge Request 

1. Enter the agency’s new address and c ntact inf rmati n that is t be submitted. 

2. Click the Submit link. 

Adding GeoCode Coordin tes 

The Latitude / L ngitude fields represent the physical c  rdinates  f the entered l cati n. While 

these fields may be entered by hand, they can be aut matically c mpleted: 

1. Enter the c mplete address in the Addre  panel. 

2. Click the GeoCode Addre  link. 

a. This will use an external service t determine the GPS c  rdinates based  n the address 

entered. This step is  pti nal. Once pr cessed, a message will be displayed alerting the 

user h w accurate the latitude and l ngitude returned is. A c mplete and precise 

address will yield better, m re accurate results. 
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PAMeals 

Cle ring GeoCode Coordin tes 

T clear the Ge C de C  rdinates: 

1. Click  n the Clear Coordinate link. 

P a g e | 10 



    

 

   

 

                

             

             

     

                    

  

               

                

  

                  

   

 

Pennsylvania Department of Agriculture 

PAMeals 

Agreements 

Agreements represent a c ntract between a vend r (acc unt) and the state. N t all acc unt types 

require agreements and agreement data varies by acc unt type. Each agreement c ntains 

inf rmati n specific t that agreement such as the agreement id, agreement dates, etc. 

Viewing the Agreement Inform tion p ge 

1. H ver  ver the Account link and click  n theManage Account link  n the side bar t access the 

Acc unts page. 

2. Click the Select link next t the acc unt rec rd that is t be displayed. 

3. If n t  pened, click  n the Agreement panel t  pen the available agreements ass ciated with 

this acc unt. 

4. If there are any agreements listed under this acc unt, click  n the Agreement ID f r the rec rd 

y u are selecting. 
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Pennsylvania Department of Agriculture 

PAMeals 

The fo  owing pane s are avai ab e for both TEFAP County and TEFAP Lead Agencies 

Agreement Det ils 

The Agreement details secti n will be read  nly and will display the inf rmati n ass ciated with the 

selected agreement. 
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Pennsylvania Department of Agriculture 

PAMeals 

Sub-Recipient Agencies P nel 

The Sub-Recipient Agencie panel displays any agencies that are sub-recipients t the selected 

agency. T view a sub-recipient acc unt: 

1. If n t  pened, click the Sub-Recipient Agencie panel t  pen the available agencies. 

2. If there are any agencies listed, click  n the Account Name f r the rec rd y u are selecting. 

a. This acti n will return y u t the Account screen and will display inf rmati n f r the 

selected acc unt. 

Reviews P nel 

The Review panel will display any reviews ass ciated with this agreement. These reviews will be in 

read- nly m de. T view a review: 

1. If n t  pened, click the Review panel t  pen. 

2. If any reviews are available, click  n the Review Form ic n. 

3. Click  n the Form Name that is t be viewed. 

a. Only Review that have a status  f Complete are available f r viewing. 

b. The Review is in read- nly m de. 
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Pennsylvania Department of Agriculture 

PAMeals 

These data pane s are avai ab e on y for TEFAP County Agencies 

B se Alloc tion P nel 

The Ba e Allocation panel includes the entitlements ass ciated with the selected agreement and 

will be displayed in read- nly m de. 

Agency Tr ns ctions P nel 

This panel displays all transacti n data ass ciated with the selected agreement. Agency Transacti n 

data is create when an I & E f rm is appr ved. 

1. If n t  pened, click the Agency Tran action panel t  pen. 

2. Click the Refre h Grid t p pulate the Agency Tran action grid. 

a. All data will be in read- nly m de. 
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Pennsylvania Department of Agriculture 

PAMeals 

People Served / St tistics P nel 

The People Served / Stati tic panel will display all pe ple served data ass ciated with this 

agreement in read- nly m de. This inf rmati n is submitted al ng with the I & E data. 

Inventory  nd Expense Reimbursement P nel 

The Invent ry and Expense Reimbursement panel will display all ass ciated I&E f rms ass ciated 

with the selected agreement. 

View I E Report 

1. Click the View link t the right  f an I&E Rec rd t view its rep rt in pdf f rmat. 

Edit an I E Form 

1. Click the Edit link t the left  f an I&E Rec rd. N te: this  pti n is  nly available f r I & E f rms 

that have n t yet been submitted t the PA Department  f Agriculture. 

a. The screen will navigate t the Inventory and Expen e Form page. 
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Pennsylvania Department of Agriculture 

PAMeals 

Inventory & Expense Reimbursement 

This page all ws agencies t submit their I & E t the PA Department  f Agriculture. This is d ne by 

first entering the required inf rmati n such as the agency, submissi n date range and pe ple served 

statistics. 

Up n clicking the Continue link, the user is taken t the I & E entry page. Here, the PAMeals system 

will attempt t pre-l ad all  f the c mm dities that may have been distributed. If a c mm dity was 

distributed that was n t pre-l aded the user will have the  pp rtunity t add additi nal 

c mm dities t the list. 

Once all  f the inf rmati n has been entered, the user will submit the data t the PA Department  f 

Agriculture f r review. It is imp rtant t n te that n t all users will have the ability t submit. 

Up n appr val, the inf rmati n entered will be used t determine reimbursement am unts f r the 

agency. 

Viewing the Inventory & Expense Reimbursement p ge 

1. H ver  ver the Account link and click  n the Inventory & Expen e Form link  n the side bar t  

access the Inventory & Expen e Reimbur ement page. 
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Pennsylvania Department of Agriculture 

PAMeals 

Cre te New Inventory & Expense Form 

1. Select an Agency fr m the Agency dr pd wn. 

a. Only agencies that have been assigned by an administrat r are sh wn. 

2. Select the Beginning and End Month/Year that the new reimbursement f rm is t be assigned. 

S me agencies will ch  se t submit m nthly while  thers will submit quarterly. 

a. Users cann t submit data when the date range  verlaps an existing expense f rm’s 

date range. 

3. Enter the appr priate inf rmati n f r the People Served  tati tic . 

a. Agencies that are listed as Food Bank d n t enter statistic data. 

4. Click Continue 

Current In-Process Inventory & Expense Forms 

If there are any I&E Reimbur ement Form that are saved but inc mplete, the rec rds will be 

displayed in the Current In-Proce  Inventory & Expen e Form grid. 

Edit an In-Process I E Form 

1. Click the Edit link t the left  f the rec rd that is t be edited. 

Delete an In-Process I E Form 

1. Click the Delete link t the right  f the rec rd that is t be deleted. 
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Pennsylvania Department of Agriculture 

PAMeals 

a. At the Are You Sure p pup, click the OK butt n. 
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Pennsylvania Department of Agriculture 

PAMeals 

Inventory & Expense Edit P ge 

Once y u’ve entered the required data and created the new I & E F rm the system will display the I 

& E Edit Page 

Editing People Served St tistics 

1. Click the Edit link under the Pe ple Served fields. 

a. The People Served fields are n t present f r Food Bank agencies. 

2. Edit the statistic fields as needed. 

3. Click the Continue link t save the changes. 

Add Commodities 

When beginning an I & E f rm, PAMeals will attempt t pre-p pulate the screen with th se 

c mm dities likely distributed during the selected time peri d. This is determined by examining 

distribut r transacti ns and is meant t save the user time during data entry. While the system will 

P a g e | 19 



    

 

   

                    

                 

    

 

      

 

          

      

              

          

      

Pennsylvania Department of Agriculture 

PAMeals 

d it’s best t determine all  f the c mm dities that sh uld appear in the list there is a g  d chance 

that n t all c mm dities will be displayed. In that case the user must add the c mm dity by 

f ll wing the pr cedure bel w. 

1. Click the Add Commodity link. 

2. Select a Commodity and an appr priate Program / Source. 

3. Enter the Start Inventory am unt. 

4. Enter data as needed in the Received, Di tributed, Tran ferred Out, and Credit fields. 

a. At least  ne  f these fields must be p pulated. 

5. Enter the Sale Order Number. 
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Pennsylvania Department of Agriculture 

PAMeals 

6. Click the Add Commodity link. 

Delete Commodities 

When there is n activity  n a particular c mm dity it sh uld be deleted fr m the list. 

1. Click the Delete link t the right  f a c mm dity t delete the c mm dity rec rd. 
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Pennsylvania Department of Agriculture 

PAMeals 

S ve Inventory & Expense Form 

Once an I & E f rm has been started the user may submit the data immediately after data entry is 

c mplete  r the f rm may be saved t be c mpleted and submitted at a later date. F r th se users 

lacking Submit permissi ns this is the  nly  pti n. 

1. Click the Save link t save the Inventory & Expen e Form f r future editing. 

a. There must be at least 1 c mm dity rec rd bef re an Inventory & Expen e Form can be 

saved. 

Delete Inventory & Expense Form 

Once saved, the entire I & E f rm may deleted. Only th se f rms n t yet submitted may be deleted. 

1. Click the Delete link pr vided under the I&E Form grid. 

a. Click the OK butt n t c nfirm that y u want t delete the I&E Form. 
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PAMeals 

Submitting  n Inventory & Expense Form 

Once an I & E f rm has been c mpleted, the data must be submitted t the PA Deparment  f 

Agriculture. This is d ne by clicking the Finalize link. This link is n t enabled f r all users. 

1. Click the Finalize link t submit the Invent ry & Expense F rm. 

a. Pri r t Finalizing an I&E Form, the submitter must digitally sign the f rm and check that 

the inf rmati n pr vided is truthful and c rrect t the best  f their ability. This is d ne 

by checking the checkb x and entering the users first and last name in the pr vided 

space. A f rm may n t be submitted unless this inf rmati n is pr vided. 
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Commodities 

The C mm dity Search secti n all ws a user t l cate an existing c mm dity based  n its 

c mm dity c de, name  r a variety  f  ther categ ries. 

Viewing the Commodity Se rch p ge 

1. H ver  ver the Commoditie link and click  n the Commodity Search link  n the side bar t  

access the Commodity Search page. 

Se rch for  Commodity 

1. Click the Search link t display all c mm dities. 

a. Entering  r selecting any data in the Search Criteria panel will serve t filter the search 

criteria t a smaller, m re precise search. 
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Pennsylvania Department of Agriculture 

PAMeals 

Viewing Commodity Det ils 

1. Search f r c mm dities using the instructi ns pr vided ab ve. 

2. Click  n theMaterial ID c rrelating t the c mm dity rec rd y u wish t  pen. 

Commodity View p ge 

The Commodity View page displays all inf rmati n regarding the selected c mm dity. All data  n 

this screen is in read- nly m de. 
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PAMeals 

Commodity Description 

The Commodity De cription panel pr vides inf rmati n such as Material ID, Categ ry, the 

c mm dity’s name, ID, and status. 

P ck ging Det ils 

The Package Detail panel pr vides inf rmati n  n the c mm dity’s package descripti n, st rage 

type, weight, units per case, and units per truck. 
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Current Price 

The Current Price panel displays the current price  f the c mm dity displayed. 

Commodity Prices 

The Commodity Price panel displays the price hist ry f r the selected c mm dity. 

Progr m/Source 

The Program/Source panel displays what pr grams the selected c mm dity is used in, and what 

s urces it is available as. 
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M teri l Orders 

PAMeals includes search and display functi ns f r USDA Orders. All  f the inf rmati n ab ut a 

particular  rder can be sh wn by l cating the rec rd and drilling d wn t the details. This 

inf rmati n may be useful pri r t submitting a I & E data. 

Viewing the M teri l Order Se rch 

1. H ver  ver theMaterial Order link and click  n the Order Search link  n the side bar t access 

the Material Order Search page. 

Se rch for M teri l Orders 

1. Click the Search link t search f r all Material Orders 

a. Entering  r selecting any data in the Search Criteria panel will serve t filter the search 

criteria t a smaller, m re precise search. 

Viewing  M teri l Order 

1. Search f rMaterial Order using the instructi ns pr vided ab ve. 
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2. Click the Sale Order # f r the Material Order that is t be displayed. 

M teri l Order View p ge 

The Material Order View page displays the  rder details and  rder items that were listed  n the 

 rder. In additi n, each item listed pr vides a summary review  f the sale. 

View Item Summ ry 

1. Fr m within theMaterial Order View page, click the Sale Order Item link under the Order Item  

grid. 
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PAMeals 

Agency User Reports 

The Agency U er Report page all ws the user t run several pre-defined rep rts. Data fr m these 

rep rts can then be exp rted t several different files types including PDF and Micr s ft Excel. 

Viewing the Agency User Reports 

1. H ver  ver the Report link and click  n the Agency U er Report link  n the side bar t access 

the Agency Report page. 

Commodity Price List 

The Commodity Price Li t rep rt lists all TEFAP c mm dities and their prices. 
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To view the Commodity Price List report: 

1. Under the Commodity Price Li t Report panel select the pr per search criteria that are t be 

applied t the rep rt query. 

2. Click  n the Generate Report link. 

Agency Summ ry 

The Agency Summary rep rt pr vides acc unt inf rmati n and summary inf rmati n  n 

c mm dities received fr m distribut rs and pr cess rs. 
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To view the Agency Summary report: 

1. Under the Agency Summary Report panel select the pr per search criteria that are t be applied 

t the rep rt query. 

2. Click  n the Generate Report link. 

Agency Us ge 

The Agency Usage rep rt lists all c mm dity usage by a specified agency. 

To view the Agency Usage report: 

1. Under the Agency U age Report panel select the pr per search criteria that are t be applied t  

the rep rt query. 
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2. Click  n the Generate Report link. 

TEFAP County Reimbursement Report 

This rep rt is a printable versi n  f I & E data that has been submitted by the agency. B th 

appr ved and in-pr cess submissi n may be viewed with this rep rt. 

To view the TEFAP County Reimbursement report: 

1. Under the TEFAP County Reimbur ement Report panel select the pr per search criteria that are 

t be applied t the rep rt query. 

2. Click  n the Generate Report link. 
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