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About 
This document serves as a complementary guide to aid the 

user in Food Bank’s food inventory management through the 

web application.  

The web application can be accessed via the following URL: 

https://tinyurl.com/foodbank-client  

 

Supported Platforms 
The web application is best viewed on a computer with a 

screen resolution of 1366×768. It can also be viewed on 

mobile platforms such as Android smartphones or Apple 

iPhones. 

 

  

https://tinyurl.com/foodbank-client
https://tinyurl.com/foodbank-client
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Login 
Users are required to login with their username and 

password in order to access the web application. 

 

 

Login Page 

 

Kindly note that the username and password are Case-

Sensitive, hence please be reminded to check if Caps Lock is 

activated. 

 

If incorrect username and/or password was 

entered, the user will see the messages in red, 

advising the user on what needs to be corrected. 
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Dashboard 
After successfully logging in, the first page that will appear is 

the homepage, which is also known as the dashboard.  

 

 

Dashboard as the Homepage 

 

1 Clicking the hamburger menu  opens the navigation 

bar, that allows navigation to other pages. 

Clicking the Food Bank icon returns to the homepage. 

2 The graphs display the top requested items from the 

inventory, and the top number of items in the inventory. 

Clicking on a bar expands the view. 

3 Provides information on the current Request Window 

(explained in Request Window section) 

4 Displays the Multiplier and Decay rates for Beneficiary 

Points. Click the edit button  to edit.  

(explained in Allocation section) 

5 Volunteer Password of the day for mobile app login. 
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Navigation 
Users can access the Inventory page by clicking the hamburger 

menu  to view the navigation tabs. 

 

 

Navigation tabs revealed when clicking hamburger menu 

 

These tabs allow the user to access various pages throughout 

the application.  
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Request Window 
The request window sets up the period for Beneficiaries to 

submit requests for food items from the Food Bank inventory.  

 

There are two statuses for the request window: 

 
 

Inactive Beneficiaries are unable to make requests. This is 

the default status for the request window. 

Active Beneficiaries are able to make requests, which will 

be sent and collated on the web application. 
 

The user can change the status through opening and closing 

the request window. The step-by-step instructions for doing 

so will be covered in the next subsections. 

 

Take note that notification emails are automatically sent 

to beneficiaries whenever the window is opened or 

closed. Exercise caution to avoid accidental spam! 
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Open Window  
1. When the user decides to open the window, click the Open 

Window button . 

 
 

2. The user will be required to input the Closing Date of 

the requesting window. This date denotes when the last 

request can be made. 
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Clicking the entry box gives a calendar view to select the date. 

 

1 Click the month to change to a yearly view 

2 Click on the arrows to navigate between months 

3 Click on the date to select the Closing Date 

 

Confirm the Closing Date by clicking the Confirm button. 
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3. The user has successfully opened the request window! This 

is noted by the change in the status from Inactive to Active. 

 

 

4. Opening the window automatically sends an email to all 

Beneficiaries, notifying them that they can make request. 
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Close Window 
The request window will be closed automatically on the 

previously decided Closing Date.  

While the request window is open, the user edit the duration 

of the request window, or manually close the window. 

 

I. Edit 

Clicking the edit button , the user will be asked for a date 

through the calendar view. This updates the Closing Date. 
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II. Manual Close 

The user can also choose to close the window manually by 

clicking the Close Window button . This forces the 

window to close before the previously decided closing date. 

 

Closed Window 

 

When the window is closed, all requests made by Beneficiaries 

are collated and the Allocation algorithm is run on them 

automatically. (explained in Allocation section) 

At the same time, an automated email notifying all Beneficiaries 

that the request window is closed, and no more requests can 

be made until the next window opens. 
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Inventory  
The Inventory page allows the user to view of all the food 

items in the Food Bank inventory. The database is updated in 

real time using the Bunanas Volunteer mobile application. 

 

 

Inventory Page 

 

1 The dropdown menu allows the user to decide which 

Category of food item to view. 

2 Clicking the Add button lets the user manually add a food 

item into the inventory. 

Clicking the Reset button resets the entire inventory. 

(explained in Add Item & Reset subsection)  

3 Search for the desired food item by typing its name. 

4 Displays the food item in the format of Category, 

Classification, Description, Measurement and Quantity. 

The food items are sorted in alphabetical order. 

5 Clicking the Edit button  allows the user to edit the 

quantity directly. 
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6 Shows the total number of food items in the inventory. 

The dropdown menu lets the user decide how many food 

items to display per page (10 is the default) 

7 Click on either the page number or arrow buttons to 

display the next set of food items in the inventory. 

 

Add Item 
Typically, food items will be added into the inventory by 

Volunteers through the mobile application. However, addition 

of new food items can be done via the Inventory page by 

clicking the Add button . 

 

 

Add new item view 

 

Users can simply fill up the corresponding details of the new 

food item as shown the popup form above to add it into the 

Food Bank inventory. 
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Reset Inventory 
At times, the inventory values need to be reset. This is done 

by clicking the Reset button . Users are 

required to enter their password again to confirm the 

inventory reset as a safety precaution. 

 

 

Confirmation screen to reset inventory 
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Allocation 
The Allocation page allows the user to view the automated 

allocation of food items to requesting beneficiaries, make any 

necessary edits and confirm the allocation.  

Users inspect, modify and approve the allocation through the 

following steps: 

 

1. An allocation algorithm is automatically run when the 

request window is closed (explained in Close Window 

subsection). 

 

 

Summarised view of initial allocation result 

 

Click on any of the food items to expand and show the list of 

Beneficiaries who made a request for the food item, and their 

allocated amount. 
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The expanded view allows the user to make amends to the 

allocated quantity. To prevent errors, allocating more than the 

inventory amount or requested quantity is not allowed.  

 

Expanded view with edits made 

 

2. Once all edits (if any) are complete, click the Approval All 

button and confirm the selection. 
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3. The allocation has been finalised! The allocations can be 

viewed, but can no longer be edited.  

 

 

Greyed-out Approval All button 

 

Once the allocation is finalised, the packing lists for Volunteers 

is automatically generated and sent to the mobile applications. 

(explanation in Packing section). 

The current allocation is also saved in the system for recording 

and improving the allocation algorithm. 
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Packing 
The Packing page allows the user to view the status of the 

packing lists, through a summarised overview and an expanded 

detailed view.  

 

 

Overview of packing lists 

 

The packing lists indicate the food items and their required 

quantity to be packed for delivery to each Beneficiary who was 

allocated at least one food item. These packing lists are 

automatically created when the allocation is approved.  

Typically, Volunteers will complete the packing activity with 

the use of the mobile application which supports multiple 

concurrent users.  

The status of each packing list is Pending by default, and will 

be marked Completed by the Volunteers upon completion. 
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Expanded view of Pending status packing list 

 

 

Expanded view of Completed status packing list 

 

Completed packing lists are compiled and recorded, where 

Reports can be generated. (explained in Report section)  
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Account Management 
The Account Management page allows the admin user to 

manage the accounts of all web application users.  

 

 

Account Management Page 

 

Admin users are able to view the web application users’ key 

details at a glance. They are provided three action buttons: 

 

View and update particulars 

Reset password 

Permanently delete user accounts.  
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I. View and update particulars   

 

View Account Details 
 

By selecting the Edit button , the admin user can update 

the particulars of the selected user. 
 

II. Reset password 

 

Validation check for password reset 
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III. Permanently delete user accounts  

 

Validation check for account deletion 

 

Confirmations are required for the password reset and 

permanent delete functions to prevent any accidental error in 

these aspects due to their high ramifications. 
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Report 
The Report page allows users to generate their invoices when 

sending the packed donations to various Beneficiaries. These 

templates are created automatically from the completed 

packing lists. 

 

 

Report Page 

 

The following step-by-step instruction depicts how the invoice 

can be generated. 
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1. Select the month and invoice number 

 

Dropdown menu for ease of selection 

 

2. Select if the donation will be delivered or self-collected

 

Self-collection invoice 
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Delivery Invoice 

For invoices that require delivery, the delivery date must be 

indicated.  

 

3. Download and print the invoice 

 

Simply press the Download button .  
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