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Good Shepherd Food Bank Online Ordering Instructions 

1. Go to the Good Shepherd Food Bank website: www.gsfb.org 

2. Click on “Agency LOGIN” (upper right of screen, see below) 

 

 

3. Click on “Access Online Ordering Portal” 

 

http://www.gsfb.org/
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4. Type in your Agency Ref, Username and Password and then press “Login”.  

*If you do not have your Agency Ref, Username or Password, or you are unable to log in, please call Good Shepherd 

Food Bank at 207-782-3554. 

 

5. Please read the important notices listed on the Home screen.  

6. You may choose “Print Shopping List” before you start a new order if you’d like a paper list of the products 

available. 
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7. To start a new order, click on “Order Entry” (upper right of screen, see below) 

 

 

8. Select a shipping method and choose when you will pick up the order at the GSFB warehouse. Beginning August 4, 

2015 appointments for order pick up are required. First select a date, then available appointment times will appear 

in the drop down list. If your orders are normally delivered or you utilize a GSFB drop site, the ordering system 

should automatically indicate that on this Shipping Options screen. Once finished, click Continue. 

 



4 
 

9. A list of available products appears next. Type the amount of each product you’d like to order into the “Qty” column 

beside those products. (Note: Generally, products are available by the case. Click on the little camera icon next to 

the product name for more information about product packaging.) There are often several pages of products, so be 

sure to look at the bottom right side of the product list for additional pages. *Fresh produce is not listed but can be 

requested later in the process (see step #13 in these instructions). 

 

10. When finished selecting products, go to the bottom of the order form and press “View Cart” 

 



5 
 

11. Review order items listed for accuracy.  

12. Enter Contact Information for the order  

13. Important! If you’d like fresh produce added to your order write a note in the comments box with the number of 

households you’ll be serving (as supplies allow, we’ll send approximately 5 pounds of produce per household) or 

you can request the number of pounds of produce you’d like. For example: “Requesting produce for 40 

households” or “Requesting up to 200 pounds of produce”. The Shared Maintenance Fee for fresh produce 

is $0.08 per pound. 
Any other comments about the order may also be added in the comments box. 

14. When finished, select “Checkout”. This completes your order and is a necessary step. 

 

 

15. Your order will be reviewed by GSFB staff. You will receive a confirmation email by the end of the next business day 

after the order was placed. If you do not receive a confirmation email, please call!  If we do not send a 

confirmation email, it may mean that your order did not go through properly or that we do not have a correct email 

address for you. 

 

If you need assistance please call 207-782-3554 (x. 1126 for Heidi or x. 1120 for Connie). 

 

 


