PantryTrak

Overview




Logging in to PantryTrak

1. Go to Pantrytrak.com and then
click on Login in the upper right

2. Enter ID and password. Note, the
ID is NOT case sensitive, but the
password IS case sensitive.

3. Read the Privacy Policy, then
input your Name and Initial to
confirm that you agree and will
adhere to the Policy.

& i gyt som

FreshTrak

ice Portal

anks and agency partners empowering us
aaaaa opportuni eighbors.

gPantrmik is Becoming FreshTrak

FreshTrak: Service

How We Work Together
T T
‘ Usiog the dtafom the o 10 oy work Foryeors |

FreshTrak: Service Login
Username 2
volunteer@100

Password

- | !

Ohic Food Banks

YOUR FULL NAME INTIALS
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Privacy Policy Summary

1. Reading this Summary document is nol @ subslitule for reading the PantryTrak Privacy Policy in Tull

2. The Privacy Pollcy refers y to any provider or agency as & Foodbank(s)

3. The use of the PantryTrak System is pursuant o a Master Subscription Services Agreement between Mid-Ohio Foadbank (MOF") and Foodbanks.



How to Begin - Choose the

Service Delivered

1. Choose the service associated

with why the Patron is visiting
today. The vast majority of
patrons come for food so

PANTRY
TRAK

North Dearborn Pantry
User: Richard Newsom - Volunteer
HOME QUICK ADD LOGOUT

<

Main Menu

please select “Pantry”.

Manager Tools

Manage Alt ID Types eSignature Audit

Service History Lookup

(to add MEW records, use the correct date from the list below, or use Quick Add) History Lookup

Note: If patron is there for multiple | aency Stats Repor
. . Analysis & Leamning Center Main Paniry Report  Include Produce
services (e .g. Food and C lOth]ng , PRIVACY POLICY Privacy Policy  Privacy Policy Posting (recommended)
you W.i ll be ab le to Ca ptu re that HELP DESK ﬁz;:l::g;:jj::r:;:s:::n to our new Help Deck, please email:
late r SO j ust Select the p r‘i m a ry Ee sure to include your Agency Name and which Foodbank you are associated with.
purpose for their visit.)
Serve Families on 12/28/2022 Jump to day
Pantry ] Clothing Thanksgiving Christmas Gift Christmas Box i:lzi::e;;l

Submit




Searching for a Patron/Family

HOME  Lists: m& Senving Check-n Serving/Check-ln Offine Reload Page U
|S earch fc ° Type abbreviated name here RESET

or a Family

Ex. Search for George Washington by typing
1. Search for the patron. ALWAYS | EslzssTee Lo [ e 0 e P @
do a search even if they have Serc v vt Py 1225202 Pty
never visited North Dearborn T [ e | e s | com | o0 | A

Pantry before. They may have
visited another pantry in the

area and their information a0 Number ot s by T s
could already be in the system. e e

Families without Children- 0
Families with Children- 0

Notes / Tips
* You can search by Name, Address, Date of Birth, Phone Number, or Patron ID
When searching by name:
o Input a few characters of the last name, then a comma, then the first ch
the first name. For example, this search will return all patrons who ar

HOME Lists:: Regular Expanded Serving Check-ln Se

smi, r

[Wame | Acaress | os | Phone




Selecting a Patron

1. If shown, click on the desired Patron Name. If the same patron (with the
same address) is shown multiple times, select the top one on the list).

2. The last time this patron was served at the pantry is listed here.

3. If this patron is not listed, then click on “Add New Family & Visit”.

HOME Lists:: Regular Expanded Serving CheckIn Serving/ChecklIn Offline Reload Page U
* Found 2 matches - Hover over the info iconto | ResgeT

‘smi, r

- Addrﬁsl DOB | Phone | AltID ‘
Searchtheseresuits: [ ]

Name [ mfo | Address | City, State [ zip | Last Served [ Phone | Merge?
1 Families that You Have Served
Smith, Ryan ‘ 0 ‘2215? JACKSON RIDGE RD LAWRENCEBURG, IN ‘ 47025 ‘ ‘ none ‘ (]

1 Families in Your Arga That You Have Mot Served

see more information, Clicking the link will add
the visit immediately. [ Expand ﬂ

Smith, Robin ‘ 9 ‘3179w00[)s RD ‘ LAWRENCEBURG, IN ‘ 47025 ‘ ‘ none ‘ O
Showing 1 fo 4 of 4 entries
Add New Family & Visit
Service Visit list for Friday 12/ .
SHOW Notes
Service Name Address City, State County zi Aduits Visit Time
Visit # " P Total Status




1.

Verify Patron Info

Use info shown to confirm
this is the correct patron.

Update data as necessary
including adding/removing
family members as the
household changes. To help
you notice if there is
missing information, it will
be shown in pink.

Smith, Ryan

SUFFIX

MIDDLE
W‘! e P.am»'|

LAST FIRST

‘Smith HRyan

[CHomeless

Home Address

STREET ADDRESS

22167 JACKSON RIDGE RD \
APTZ, LOT#, ETC OR LEAVE BLANK

—

CITY STATE
|LAWRENCEBURG

ZIP CODE

COUNTY
[DEARBORN County |

Address verified (optional): NO @ yes O I:l

MAIN PHOME 2MND PHONE NOQ PHONE NUMBER
‘I’IOI’IE H |

Other Information/Questions Hide

Family
Size

4

Children

Adults

Seniors

Family Notes

Proxy

Is the household below the 200% poverty TEFAP guidelines?
Freestore

Cves

Service Provided

Add Secondary Service

Date & Time

Optional Reporting

\Primary Service - | Pantry - Choice - 14 day vl

12/23/2022

Jaf 05:35 AM w |

{Show)

First Name Middle Last Name Suffix

Ryan Smith

Adultl Smith

child1 | Smith |

L

child2 | smith |

Date of Birth
mmiddiyyyy

Race/ Ethnicity

Gender

| Identification

Status

Please Choose

Please Choose

OF @M
Co

‘@N seded OVerified

Please Choose

Please Choose

OF @M
Co

‘@N seded OVerified

®Active Olnactive

Please Choose

Please Choose

OF @M
Co

‘@N eeded OVerified

‘@Actwe Olnactive

Please Choose

Please Choose

C L << < <<

OF @M

Co

‘@N eeded OVerified

‘@Actwe Olnactive

Add Family Member




Input Patron Visit

Choose the correct service.
System will default of “Pantry
- Choice - 14 day”. This is our
normal food pick-up.

The date and time of service
is automatically filled. If
necessary, it can be updated.

Click on “Not Required” for
signature.

Click on “Served” as we fill
food orders as soon as the
patron arrives.

The “Alt IDs” button is used
to input our patron number.
See next slide for instructions
on adding a patron ID number.

If they also got clothing,
picked up a holiday food box,
etc. then you can add a
secondary service.

Signed Paper Form

SERVICE VISIT STATUS:

Signed Electronic Form

Not Required

Required, NOT Signed

FORM w/ Date Sheet

oo o

Reserved | Served NoShow  Cancelled by Client  Cancelled internal  Duplicate void
]
Alt 1Ds
"Take-a-Number" tracker (optional) Client's #in line -El | Choose Serving Status v
& Reload Close Window & Add

same family

ANOTHER Service for this

Family Status

Service Provided Add Secondary Service ° Date & Time Optional Reporting
Primary Service - | Pantry - Choice - 14 day M 12/23/2022  |af 05:35 AM ~| (Show)
First Name Middle Last Name Suffix Race/! Ethnicity Gender Identification Status
Please Choose -
Ryan Smith 8F @n ®Needed OVerified

Please Choose ~ [0
Please Choose ~ |[OF @ . . .

Adultl Smith ®Needed OWerified  |[@Active Olnactive

u | J fsmi | Please Choose v|Co

Child1 | | [smith | Please Choose VIOF ®M \@needed Overified  [@Active Olnaciive
Please Choose v|Co

Childz | | [smith | Please Choose VIOF ®M \@needed Overified  [@Active Olnaciive
Please Choose v|Co

Add Family Member
HOW DID THEY SIGN? Print  Print Face .

®New Family OPreviously Served

Notes / Tips

- The system automatically saves your entries so no need to click save.

- When finished with the above steps, simply close the entire window and
ou’ll be able to search for your next patron. DO NOT click the button



Add a Patron ID Number
S

Click the button for “Alt
IDs”.

Click “Add Alt ID”. Do
this for the head of
household ONLY.

Type in the patron ID
from the master list at
the front desk.

ID Type should be set to
“Any Card”.

Click “Add ID”

Close
First Name Middle Name Last Name ID] Type [ Status

Alexandra Eallard Add Alt 1D

Michael Kreuzer Add Alt 1D

Add Alt ID for Alexangra Ballard
Close ID
First Name Middle Name Last Name ID [ Type [ Siatus ID Type
Alexandra [Ballard | Addarip | [Any Card
Michael [Krauzer | addaitioc |

%

e




Adding a New Patron/Family
Step 1

Family and Service Record for TODAY, Friday Dec 23, 2022 - Step10of3

1. Input all patron info. (Note: | « HomE
Housing type not needed).

:ﬁﬁ::;md (HH) Last [Last Name | First [First Name | Mmiddie [Iiddle Name | suffix [ w

. |_|Homeless
2. Input the quantity of each oot Addres I
age group in the household. s EXAMPLE: 123 Foodie Way | Please Select Housing Type v
Apt#, Lob#, Etc or Leave Blank
. |
3. Click Next
Zip Code (5 digits only) Zip Code | = Enter Zip Code to lookup City, State, County

Phone- |Primary Phone Number | 2ndPhone- |Secondary Phone Number |

Phone Mumbers
No Phone Number [

Parsonal Date of Birth OR Age-|~ge DON'T KNOW?

: Use a Placeholder of )25 (J40 (a5
Information (HH) Gender OF OM (O Not Specified or Listed

Total # of people in - . -
househuldp s # people 60+ yrs. | Seniors - # people 18 - 59 yrs. |Adults # people birth - 17 yrs.

by Age Group: {including Head of Houzehold)

NEXT

Reset % Close Window & Don't ADD new record




Adding a New Patron/Family
Step 2

1. Input all family info. DO
NOT input the head of

OTHER Family Membersy” (Flease DO NOT re-enter the Head of Household, if you need to add more Family Members, you can do it on the next screen)
Flease update the "placeholder” names below with any information that you have for the remaining Family Members

hOUSGhOld On th]S Screen. Last Name First Name Middle Suffix ?nm:‘:m Age Gender

Smith Jason v | [oro1/1980 62 , Age Group- 60 - 54 OF @

Smith Frank v | |o101/1981 41, Age Group- 35 - 59 IOF @

2. Click “Finish Add]ng New Smith Stephie | [01i07/2015 7, Age Group-5-17 [®F Cm
Smith Clint v | (011012016 6, Age Group-5- 17 OF @m

3 ”»
Family”.
y - Yes, | want to add Historical Service records from prior forms or logs sheets for this family. Otherwise, just complete the information about the Other Family Members and click ADD
Click Here to display the lines for entering gervice history.

Finish Adding New Family

Reset




Adding a New Patron/Family
(Step 3)

Smlth, Rachel F;;:rzl:y 5 Children Adults Seniors
. . LAST FIRST MIDDLE SUFFIX Fam\ly Notes
1. Confirm data was input smith Rachel | [Middle Nem [ ]
CHomeless

correctly and update it as Home Address

STREET ADDRESS

needed. 123 Appl Gt |

APT#, LOT#, ETC OR LEAVE BLANK

Proxy
I |

2. Additional notes can be Chwkencesure "
captured as needed (e.g.

COUNTY

Township, allergies, 'DEAREORN County |
SpeCial needs’ etc . ) Address Verified (optional): no ® ves O l:l

MAIN PHONE 2ND PHONE MO PHONE NUMBER
513-555-1212 ||

3 . Fi n i S h ad d ] n g t h ei r Service Provided Add Secondary Servicg Date & Time Optional Reporting Reporting Event

se rv.ice .i nfo fo r th.is v.is.i t [Primary Service - | Pantry - Choice - 3 day 12/23/2022 _|af 10:00 AM w | (Show) Food Pantry ~
(S ee p r ev.i ous p a g es f or First Name Middle Last Name suix || e o e O:eg:; Id entiﬁcatiur-l Status
. . Rachel Smith 35-59 Ho CMeeded ®@verified
1 nSt rUCt] ons ) * Jason Smith 60 - 64 85 ®M CMNeeded @veriied ([®Active Olnactive

Frank Smith 35-59 85 C ONeeded @veriied  |®Active Cinactive

Stephie Smith 5-17 gg OM oneedes @vertiea |©Act\ve Olnactive

Clint Smith 6 | 5-17 85 ®u CMNeeded @verified [@aActive Clnactive

Add Family Member



	Slide 1: PantryTrak Overview
	Slide 2: Logging in to PantryTrak
	Slide 3: How to Begin – Choose the Service Delivered
	Slide 4: Searching for a Patron/Family
	Slide 5: Selecting a Patron
	Slide 6: Verify Patron Info
	Slide 7: Input Patron Visit
	Slide 8: Add a Patron ID Number
	Slide 9: Adding a New Patron/Family (Step 1)
	Slide 10: Adding a New Patron/Family (Step 2)
	Slide 11: Adding a New Patron/Family (Step 3)

