
K12Foodservice.com 
Manage Your School Commodities Online

Login
To access your account on K12foodservice.com place your cursor in the address bar at the top of 
your internet browser and type http://www.k12foodservice.com in the space and hit “Enter”.

You will be redirected to the K12foodservice.com public page.  Type your user name and password 
in the upper right corner of the page and select “LOGIN”.  If you have forgotten your user name 
and password, click “Forgot your login or need access?”.  This will direct you to a page where you 
will be able to have your user name and password emailed to you.  From this page you will also be 
able to download an access form if you need a user name and password.  

My Home
After logging in, you will automatically be sent to your account homepage.  There will be two 
sections displayed in the center of the page, and a menu running along the left side of the page. 
Use this menu to navigate through K12foodservice.com.

The first section, labeled “Invoice Number Lookup”, is very useful when completing sales 
verification.  Simply enter in the invoice number listed at the top of your hard copy invoice (from 
your distributor) and hit search.  The  page that opens will include all of the transactions that were 
sent to K12Foodservice.com with that invoice number.  This will be discussed further under the 
Verification section.

The Second section 
of the Homepage, labeled “K12 Updates, Events, and Postings”, will display any information that 
the Manufacturers/Processors, or K12foodservice.com feels is important for you to know.

 

Edit My Info
You are able to edit any of your account contact information, including your user name and 
password, and K12 Access/ Notification Options, by selecting “Edit My Info”, in the gray menu 
section on the right side of the page.  Once you are on the edit page,  change any of your 
information, and select “Update” at the bottom of the page.



Reports
Verification
What is sales verification and what do I need to do? 

Manufacturers who use K12Foodservice.com to display Indirect Sales Discounts/Net-Off Invoice 
(NOI) commodity data for their school customers may also choose to use K12Foodservice.com to 
meet the Sales Verification requirement as stated in the Code of Federal Regulations, 7CFR 250.19. 
To read the regulation, go to http://www.gpoaccess.gov/cfr/retrieve.html.  

When data from a certified commercial distributor is received and processed, invoice-level sales 
data is available on K12Foodservice.com.  Around the 10th of each month, NOI customers receive 
email Reminders, with their username and password, to log on to K12Foodservice.com.  Once 
logged in, we ask that you compare your online account information for the previous month and 
compare the web data to your hard-copy invoices from the distributor.  Next, you will need to 
submit for each of manufacturer, whether or not the distributor gave the correct case amounts and 
discounts on for your commodity purchases.

Instructions for completing sales verification

1. Log on to K12Foodserice.com.
2. Compare your hard-copy invoice, from your distributor, with the invoice data in 

K12foodservice.com.

Option 1:   Enter the invoice number of your hard-copy invoice into the “Invoice Number 
 Lookup” and select “Search”.  The page that appears will display all 
 transactions that were sent to K12foodservice.com with that invoice number. 

Compare the commodity products, discounts, and case amounts that are on 
your hard-copy invoice, with the transactions that are displayed in 
K12Foodservice.com.

Option 2:  Select a manufacturer to view from the drop-down menu on the left 
(navigation) side of the screen.Click on “Balance” to see your current 
balance, then click the 3rd icon on the top right of the report to review the 
transaction summary.  Select the previous month from the list of months that 
run across the top of the report.  

Compare the commodity products, discounts, and case amounts that are on   
your hard-copy invoice, with the transactions that are displayed in 
K12Foodservice.com.

3. Once you have compared the data, select “Verification” from the menu section on the left.
4. For each manufacturer, select “Yes” or “No”, enter comments if desired, and click submit 

a. Select Yes if the data on the transaction summary fairly reflects the discount and 
cases received as shown on your invoices.

b. If you find a discrepancy, click “No” for that manufacturer and write a brief message 
describing the problem. This message will be  sent to your broker and/or the 
manufacturers sales representative for your account. Someone will contact you 
shortly to resolve the problem. You can also contact the commercial distributor, 
broker, or manufacturer directly.

  



Account Summary
This page displays a brief summary of the current year's allocations, balances, and percent usage. 
All of the manufacturers that you have diverted pounds to will be listed in alphabetical order. 
Below the list of of manufacturers will be a sum of all of the commodity pounds that have been 
used year-to-date, as well as the amount of money that has been saved by utilizing these 
commodities.



Distributor Assignment
To review and update distributor assignments, select “Dist Assignment” from the menu on the left. 
The page displayed lists all distributor assignments by manufacturer.  

At the top of the page is an option to change ALL of your manufacturer distributor assignments to 
one distributor.  To utilize this option, select the distributor you would like to switch to, type in the 
effective date (must be at least 2 weeks in the future), and click “Submit Request”.

If you are using more than one distributor for ordering commodity products, you will need to 
update the distributors by manufacturer.  Note: You may only be assigned to one distributor per 
manufacturer.  To update the distributor by manufacturer, find the manufacturer you want to 
update.  In the drop down bar below the manufacturer's name select the distributor you would like 
to change to,  enter the requested effective date (must be 2 weeks in the future), and click 
“Submit”.  Your new distributor request will be viewable below the distributor drop down, along 
with the status of your request.

Note:  Some manufacturers require approval of distributor changes.  Below is a list of 
Manufacturers that do not require approval, and will allow the distributor change to occur after the 
2 week delay.

McCains, Michael Foods, Schreiber, Uno, and Cains.  All other distributor changes will need to be 
approved by the manufacturer.

Manufacturer Reports

Select a Manufacturer
To view the account balance for a particular manufacturer select the appropriate manufacturer 
from the drop-down bar at the bottom of the menu section.

Once the appropriate manufacturer has been selected that 
manufacturer's logo and home page will appear on the screen.  You 
will also notice that a section titled “Reports” now appears 
underneath the “Manufacturer” drop-down bar.



Products (PTV)
The Products (PTV) section shows all of  the products that are currently approved by USDA for 
commodity processing for the selected manufacturer. (Note: All products on this  page may not be 
approved in every State, and also may not be carried by every distributor.)  If you have questions 
regarding whether a particular product is approved in your State or carried by your distributor, 
please contact your State DA or Distribution Center.

At the top of the Products Page, is a section that allows the products to be filtered based on three 
different criteria: Commodity, Product Name/Number, and School Year.  After these criteria have 
been selected, choose and select how the result set should be sorted; either by product number, 
or product name, then click “Select”.

  
Each product is displayed in consecutive tables with all of that products information.
Product Number(line 1): This is the code that the Manufacturer assigns to each of their 

products to distinguish it from others.
Product Description(line 1): A brief description of the product.
Product Status (line 1): Will display the product as either “Active” or “Inactive”.  If “Inactive” is 

         listed, the product is no long available for commodity  processing, but 
         is left on the list for historical viewing purposes.

Commodity Dependency (line 1):Each product is designated as commodity "Dependent" or 
   "Independent". This designation is only significant where 
   products contain more than one commodity.

Dependent:   There must be sufficient allocation available of ALL commodities in the 
    product for the customer to receive the PTV discount associated with the 

ordered product. If there is not sufficient allocation for even one commodity, 
the customer may not receive any of the PTV discount for that order.

Independent: The customer can receive the PTV discount for any commodity where there 
 is sufficient allocation to support the order. If the customer runs out of one 
 commodity but has a sufficient balance with other commodities, the 
 customer can receive the PTV discounts for the remaining commodities.

Commodity Code (line 3): The code given by USDA for the raw material used to make the 
  product.

Commodity Description (line 3): The description of the commodity.
#per Case (line 3): The number of “Donated Food” lbs used in one case of product.
$ per Case (line 3): The discount value of the product. (May be shown in either lbs or  cases.)
Effective Date (line 4): The dates for which the values contained in this table are valid.
Servings Per Case (line 4): The number of servings contained in one case of that product.
Net Case Weight (line 4): The weight of one entire case of product.



Balance
This report shows allocations and balances, in both pounds and dollars, and usage rates, by 
commodity, for a particular recipient agency. This page can be found by selecting “Balance” under 
the Reports section of the menu on the left side of the page.

The RA Number/Name , Distributor, Brokerage, COOP, Management Company, and Account Type 
are displayed at the top of the Balance table.  For each commodity, the total allocation (including 
adjustments and carry-over), current balance, and percent of allocation used are displayed.  FFS 
accounts only display the data in pounds, NOI accounts display data in pounds and dollars.

Quick Links from the Balance Report
There are also six quick link icons in the top right of the Balance table: (from left-to-right) 
Balance Summary , Monthly Usage Summary , Transaction Summary , Product Usage ,  Distributor 
History, and Account Information .

Balance Summary
The Balance Summary the page that was discussed above.  This is the first page in the balance 
section.  The Balance icon is grayed out when being viewed.

Monthly Usage Summary
This report displays usage for each commodity by  month, in pounds, dollars, and as a percent of 
the total allocation.  It is suggested to aim for a monthly usage target of 10% this display best use 
of commodity assets.



Transaction Summary
This report shows all transactions (Deposits, Deposit Adjustments, Carry-Over, Orders, and Order 
Adjustments) for an account.  The report automatically opens to the current month.  The month 
currently being viewed is displayed in red at the top of the page, along with the currently assigned 
distributor, brokerage, and account type.

To view a different month's transactions select a month from the list running along the top of the 
transaction section of the page.  To view all transactions, select “ALL”.  

Details: Select the green arrow icon to the left of each transaction to view more details about that 
specific transaction.  A pop up window will appear showing more information about the 
transaction, including a breakdown showing which commodities were used for each item.

Type:  Displays the type of transaction that is being displayed. There are several different 
transaction possibilities; Deposits (DEP), Deposit Adjustment (DEP-ADJ), Carry Over (COV), Order 
(ORD), or Order Adjustment (ORD-ADJ),

Distributor: The name of the distributor company that sent the product, and then sent the invoice 
data to K12.  (Note: Only orders (ORD) will have a distributor associated with the transaction.)

Invoice Date: The date that the Recipient Agency (RA/School) was invoiced for that product.

Invoice Number:  This field displays the Invoice number that is associated to a specific order.

Product Number:  The number associated with the product ordered.

Description/Memo:  The description of the Product ordered

Cases: The number of cases ordered that are associated with that specific transaction.

Finished Lbs:  Displays the total weight of the cases for the transaction.

DF Lbs:  The total number of DF Lbs (donated food lbs.) that were used to complete this 
transaction.  This is the number of pounds that will be removed from the balance of this account 
for the transaction.

Total PTV:  The total PT Value (pass through value) discount applied to the transaction.  This is the 
dollar amount that will be removed or added to the accounts balance.



Product Usage
This report summarizes product usage in pounds, dollars, and finished cases .  The report defaults 
to year-to-date, but a specific month can be selected to view.  

Distributor History
The Distributor History page displays all of the distributors that you have been assigned to since 
your account was set up with that specific manufacturer.  Below each distributor is a list of all of 
the commodity products that were purchased through that distributor, along with the number of 
cases, DF Lbs, and PTV Discount.

Account Information
When the Account Information icon is selected a pop-up window will appear showing all contact 
information related the the Recipient Agency account.  This information includes RA Information, 
Recipient Agency Contacts, Distributor Information, Distributor Contact, Brokerage information, 
Manufacturer Regional Information, and K12 Contact Information.

Transaction Search
The transaction search allows you to search for and export orders, deposits, adjustments, and 
carry-overs.  The transaction search can be used to extract data from the web to excel for further 
data manipulation and reporting.  Click “Transaction” under the Search section of the menu, and 
the search screen will appear on the following page.  For more concise results, enter as much 
search criteria as possible.  Once you have entered your search criteria, click “Search”.  An Excel 
Spreadsheet has been created.  It will depend upon your personal computer settings on how the 
spreadsheet is retrieved.  For some it will automatically pop-up, while others will need to save it 
and open from their files.  


