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Important Note:

Please do not contact Mid-Ohio Foodbank for assistance. Call any member
of the Network Development team at GPCFB and we will be happy to help.

Call 412-460-3663

Eliza Kuhn: extension 408
Brian Zeisloft: extension 219
Laura Officer: extension 233

Phylliss Johnson: extension 222
Marlene Gary Hogan: extension 308
Suzanne Smith: extension 230

Charlese McKinney: extension 284
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Logging In

—

Open your internet browser (Google Chrome, Internet Explorer, Safari, etc.)
Type https://secure.pantrytrak.com in the URL line

Click “Member Login”

Enter User Name and Password (this can be found in your training manual)

Click “LOGIN”

oA W

PANTIRY,

@ Welcome to PantryTrak com - Food Pantry management tools

Being developed by Pantry Managers, for Pantry Managers....

Please enter your User Name and Password -
User Name
3991 For users with authorized access to the Demo system, please use the following
= link - dema pantrytrak com
Pagsword System Notes:
LOGIN

Feel free to use any browser you would like... some good chaices of secure/fast browsers are - Firefox, Chrome, Safari, etc
You will need to make sure that Javascript 1s enabled in your Drowser Setings. I you oo experience
problems with the site using INternetExpIorer, you may want to give Elrefox or Chrome a try. Both are free and easy to install

WARNING! T UNAUTHORIZED ACCESS PROHIBITED
You must have authorized permission to access this area. All actions are monitared, recorded, and reported

PantryTrak is being developed and sugporied thraugh the leadership of Mid-Ohio Faodbank, for more
information please contact Mark Mollenkopd, mmoiienkops af midohiofoodbank. org, o call 614-377-0450,

®
@ ® © VERIFIED & SECURED
e UERIFS SECURITS

PantryTrak by Mak H. Mellenkopt is licensed undsr a Creative Comman: 3.0 Unported License

Home Screen

You will be directed to the home screen after logging in. This screen is your portal

to PantryTrak—you can add new families, conduct registration at your distribution,
and generate statistics reports from this screen. Click “HOME” at any time to return
to this screen.

»

West Hills Food Pantry B
User: Sandy Hershberger - Pantry Director Q‘a

QUICK ADD LOGOUT

Main Menu
Manager Tools Manage AID Types  eSignature Audit
Service History Lookup (1o add NEW records, use the correct date from the list helow, o use Quick Add) Histors Lookup
REPORTS |- Awency Stats Report
* NEW ™ Analysis & Leaming Center Main Pantry Repott  Include Produce
HELP DESK Help Desk & Knowledge Base (ask for Help and find Answers about PantyTrak) FT Help Desk
Serve Families on 06/01/2016 Jump to day
Se\eulEvem.
Pantry Chanse a Date]| 08/01/2016 |
Submit
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Searching for Families

When you are using PantryTrak at your distribution, the easiest way to begin regis-
tering your families is to look halfway down the screen for the section that says
“Serve Families on...” which pre-populates today’s date. Click the yellow button that
says “Pantry.”

Main Menu
Manager Tools Manage AltID Types edignature Audit
Service Histary Lookup (to add MEWY records, use the correct date fram the list below, or use Guick Add) History Lookup
REFORTS - Agency Stats Report
= MEW * Analysis & Learning Center hain Pantry Report Include Produce
HELF DESK Help Desk & knowledge Base {askfor Help and find Answers about PantnTrak) PT Help Desk
Serve Families on 06/01/2016 Jump to day
Select Event:
Pantry - Chaose a Date] 08/01/2016 |
Submit

You will start searching for your families on the screen below. Most of your current
families should be in the system by now. As you register your families, their service
record for today will show up under the Service Visit list below.

HOME  |ists Expanded Serving Checkln  Sening/Checkln  Offine Reload Page °
‘ ‘ ] Type abbreviated name here RESET
Ex. Search for George Washington by typing
| Name Address Phone Alternate ID | "was,gen” Expand 6

Add Mew Family & Visit
Service Visit list for Wednesday 06/01/2016 , Pantry

) Wids, ;
Senvice Name Address City, State County zip Adults, isit Time Signed Notes
Visit # o Status

Type in the last name of the head of household. If the family for which you are
searching does not appear, refer to page eight of your training manual to add a new
family.

HOME  Lists; Expanded  Serving  ChecklIn  Serdng/Check-ln— Offline Reload Page o °

‘Novacl{] | Mame Net Found RESET
| Name | Address Phone Alternate ID ‘ Expand 6

Add Mew Family & Yisit
Service Visit list for Monday 05/30/2016 , Pantry

- Kids, ;
9{‘?“!'":9 Name Address City, State County zip Adults, Misit Time Signed Hotes
isit # Total Status
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e-Signature

The e-Signature function replaces the annual TEFAP Self-Declaration of Need form,
and the monthly sign-in sheet. Families will e-Sign at each distribution, combining
the requirements for TEFAP and a monthly signature. If your agency does not want
to use the e-Signature function, go to page 6 to review additional steps required for
registration.

Click on the e-signature tab. PantryTrak will produce a current copy of the TEFAP
form, pre-populated with the family’s and your agency’s information.

Children (0-17) -0

Seniors (60 and up) -1
pennsylvania

07-06-
Officer, Laura o6
B

RecpentName

GPCF2436-
1

1 NORTH LINDEN STREET

DUQUESNE_PA 15110
T sae Zp

The Emergency Food partment of Agriculture (USDA) policy, which pronibits discrimination on the basis of race,
color elow. The recipient reviews the

box below that displays their Housenold Size,

| understand the household income limitations and hereby certify that my household

e eligible for participation in the program. | also certiy that, as of today, my
household lives in the area served by Pennsylvania in The Emergency Food Assistar n formis bein

being completed in cannection with the receipt of Federal
| UNDERSTAND THAT MAKING A FALSE STATEMENT MAY RESULT IN MY HAVING TO PAY FOR THE VALUE OF THE FOOD IMPROPERLY ISSUED TO ME AND MAY SUBJECT
ME TO CRIMINAL PROSECUTION UNDER STATE AND FEDERAL LAW.

| understand that an electroric signature has the same legal effect and can be enforced in the sar written signature.

07-06-2016 | I

=

Place the cursor in the yellow box, and have the family read through the TEFAP
form. If the Head of Household is picking up food, have that individual type their in-
itials in the yellow box.

If a proxy or another family member is picking up food, select the appropriate op-
tion and type in the person’s name.

| understand that an electronic signature has the same legal effect and can be enforced in the same way as a written signature.

‘ Mame of Person Signing Drate Initialz Houzehold Position
llohnson, Phylliss 07-06-2016 e | Head of Household * |
Head of Household

Household Member -

USDA Mondiscrimination Staternent

Click the “I Agree” button to complete the e-signature process. If the family com-
pleted the e-Signature, the record for that day will be automatically marked as
“Served.” You can close the window and register your next family.

Important: The e-signature function combines the TEFAP form and the Monthly Sign
-In Sheet. Agencies using e-signature are able to go paperless. Your families should
complete the e-signature at every distribution.
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Registration without the e-Signature

If you are not using the e-Signature function, you must continue to have families
sign for their food on the monthly sign-in sheet. Follow the instructions below to
register your families without the e-signature.

1. Search for the family by typing the last name into the search bar.

2. If the family for which you are searching appears, hover over the o button to
view basic household information.

HOME  Lists: Expanded  Serwing  Checkn  SenvingCheck-ln - Offling Reload Page o °
|Ofﬁcer ‘ [ Found 1 matEhEs? Hover over the \.nfu icon t0 | RESET
see mare information, Clicking the link will add
‘ Name Address Phone | Alternate ID ‘ the visit Immediately. Expand 6

Name [ Info_ | Address [ City, State [ #p | Last Served | Phone [ Merge?
1 Families that You Have Served
1 NORTH LINDEN STREET DUGUESHME, PA 16110 \E 412-460-3663
Officer, Laura ‘ (1] ‘ | |uaf23tzma |

]

If the record has the same name but a different address, ask if the person previously
lived at that address. If it is not the same family, go to page eight in the training
manual to add a new family. If it is the same family, click on the name to begin regis-
tration.

There are three easy steps to register the family.

1. Verify that all information on the household card is correct (veteran status, SNAP
status, disability)

2. Click “Signed Paper Form” when the family member has signed the monthly sign-
in sheet.

3. Click “Served” to ensure this family is included in your monthly statistics report.

ServiceProvided  Add Secondary Service I Date & Time I Optional Reporting |
| [Pantry - choice - 3 day v [06/01/2016 |l 10:00 AM ¥ o |
Date of Birth Bge "
First Name Middle: Last Name Suffix mmidd Age Group Gender Identification Status
Eliza [Kuhn 04/01/1988 28 25-34 F oM Needed “erified
Dolores = T1/01/1527 |85 o5 pius F ®M | Needed ®verified |9Actve Cinach
Laura fomcer 02/01/2008 |7 s OF UM _[PNeeded Cverfied [Active Clnactive
Gerry funn /0272008 |7 s F ®M [Needed verified |®Active Uinach

Add Family Member

HOW DID THEY SIGN? Print  Print Al D @

‘ Signed Paper Form | Signed Electranic Form | Not Required | Required, NOT Signed FORIM W/?ats C.arTS

SERVICE VISIT STATUS:
Reserve: d | served NosShow Cancelled by Client  Cancelled internal  Duplicate void ~ Rescheduled

|

It is important that you remember to click “Served.” The default setting is
“Reserved,” and without changing the status manually this family’s service record
will not be included in your pantry report.
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Checking for Accuracy

After checking in your first family, you will be taken back to the service list screen
(see below).

)

HOME | jsts: Expanded  Serving ChecklIn  Serving/CheckIn  Offline Reload Page
| | [ Type abbreviated name here RESET
Ex. Search for George Washington by typing
‘ Name Address Fhone Alternate ID ‘ "was,gen” Expand 6
Add Mew Farnily & Visit
Service Visit list for We 06/01/2016 , Pantry
i Kids, "
Service - - Visit - -
isit # Name Address: City, State ‘ County Zip A_?:‘I;Is. Status Time: Signed ‘ ‘ Notes ‘

If you refresh your web browser, you will notice that the family you just checked in
now appears on the service list (see below) Use this function to double check your

work.

[«)

HOME  Ljsts: Expanded  Serving Check-ln  Serving/Check-In  Offline Reload Page
‘ ‘ o Type abhreviated name here RESET
Ex. Search for George Washington by typing
| Name Address Phone Alternate ID ‘ a5 0R0" BExpand 6

Add MNew Family & Visit

Service Yisit list for

06/01/2016 , Pantry

. Kids, "
Service . . d wisit .
isit 5 Name Address City, State County zip Adults, Status Time Signed Notes
Total
6339810 Kuhn, Eliza 1 NORTH LINDEN STREET 2 DUGUESNE, PA ALLEGHENY isi0 pea=a E 10:00 AM | Signed Paper i
erve

If the family record is highlighted GREEN, it means you registered them correctly. If
the record is WHITE, it means the default status of “Reserved” was not changed to

“Served.” Go to the next page to correct this action.

o

HOME  Lists; Expanded Serving —Checkln  Serving/Checklin — Offline Reload Page
‘ [ Type ahhreviated name here RESET
Ex. Search for George Ywashington by typing
‘ Name Address Phone Alternate ID ‘ "was.gea” Expand 6

Add MNew Family & Visit
Service Yisit list for

y 06/01/2016 , Pantry

- Kids, B
Senvice Name Address City, State County zZip Adults, Visit Time Signed Notes
Visit # otat Status
5330810 |Kuhn, Eliza 1 NORTH LINDEN STREET 2 [DUAUESNE, PA ALLEGHENY istio pro=s | E H0:00 AM | Signed Paper li]
EIVE
5343845 [Officer, Laura 1 NORTH LINDEN STREET DUQUESNE, PA lLLEGHENY psmo pea=z ’ 01:00 FM
BSEME

It is easy to forget to click “Served.” To make changes to the service visit, click on the
“Service Visit #” for the record you want to edit.

<)

HOME  Lists; Expanded  Serving — Checkln — Serving/Check-in - Offling Reload Page
| | o Type abhbreviated name here RESET
Ex. Search for George Washington by typing
‘ Name Address Phone Alternate ID | @, 0" Expand 6

Add MNew Family & Visit
Service Visit list for Wednesday 06/01/2016 , Pantry

Hids, Visit

Service . " - "
Visit # Name Address City, State County Zip Adults, Status Time Signed Hotes
Total
- 5330810 Kuhn,Eliza 1 NORTH LINDEN STREET 2 DUQUESNE, P& ALLEGHENY LI y 10:00AM |Signed Paper i
H343845 Officer, Laura 1 NORTH LINDEMN STREET DUQUESNE, PA LLEGHENY 1a110 0+2=12 R " L 01:00 PM
GEELGE
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Checking for Accuracy, continued

Change the Service Visit Status to “Served.”

. - Date of Birth Age - q
First Name Middle Last Name Suffix mided Age Group Gender Identification Status
Laura Officer 12/25/1985 30 25-34 ®F UM |®Needed verified
Brian [Zeisloft 12/25/1820 95 35 plus F ®n |®Needed * “erified *Active lnactive
Add Family Member
HOW DID THEY SIGN? Print Frint Alt1D
Signed Paper Form Signed Electronic Form Not Required Required, NOT Signed FORIM W’f Iljate C..%.rTS

SERVICE YISIT STATUS:
Reserved Served No Show cancelled by Client cancelled internal Duplicate void Rescheduled

|

Hit the “Close Window” button and refresh your browser to see your changes.

HOME  Ljsts: Expanded Sering  ChecklIn  Sendng/Checkln  Offline Reload Page o
| ‘ (] Type abbreviated name here RESET
Ex. Search for Gearge Washingtan by typing
‘ Name Address Phone Alternate ID | s gen” Expand 6

Add MNew Farnily & Visit
Sarvice Visit list for Wednasday 06/01/2016 , Pantry

. Kids, .
Service . . " Misit . -
Visit # Name Address City, State County Zip n';j;':, Status Time Signed Notes
B335810 Kuhn, Eliza 1 NORTH LINDEN STREET 2 DUQUESHE, PA WLLEGHEMNY 15110 2+2=4 o 4 E 10:00 AM | Signed Paper n
Erve
‘ 6343845 Officer, Laura 1 NORTH LINDEN STREET DUQUESNE, PA WLLEGHENY 15110 0+2=2 Served ‘E 01:00 PM | Signed Paper

Repeat the same steps to register the rest of your families.

Errors

Registering a family twice

Internet connectivity issues can sometimes cause PantryTrak to react more slowly
than usual. Some agencies have accidentally registered the same family twice. If
this occurs, click on one of the “Service Visit #'s” for that family and change the sta-

tus to “Duplicate Void.”

Accidentally registering the wrong family

You cannot delete a family once you have registered them, but you can remove
them from your statistics. Click on the “Service Visit #” for the family that was reg-

istered accidentally, and click “Cancelled Internal” in the status section.

IMPORTANT NOTE: Double check for accuracy by closing the window and refresh-
ing. The line should become PINK. Refer to the Frequently Asked Questions guide

for more assistance.
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