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PantryTrak: Simple Registration

®m www.PantryTrak.com — Cloud based online client registration system

vemo rantry &,
User: Second Harvest - North Central Foodbanker - =3
Super Foodbanker =
HOME QUICK ADD QUICK SERVE LoGouT

ATTENTION: PantryTrak User

Click Here to jump to signature and

PantryTrak Privacy Policy Acknowledgement

Privacy Policy Summary

1. Reading this Summary document is not a substiute for reading the PantryTrak Privacy Poicy in ful

Demo Pantry
User: Bunny Rabbit - Super Foodbanker
HOME QUICK ADD QUICK SERVE

o

LOGOUT

Login to PantryTrak using the given
credentials. You will see the Privacy policy.
Read it and sign and type your initials at
the bottom of the page. Press | understand
when you are done.

Demo Pantry

YOUR FULL NAME

-

INTIALS

| Understand

Jump to top

Once you have successfully logged in
and signed the privacy policy you will

Main Menu

be taken to the home screen. To start

Gift Adoption Tools. rview) Adoption Families (summary counts

registration for clients simply press

Manager Tools ervations from Prior Senvices (Of

Senvice History Lookup

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

the correct event, which are the

REPORTS |agency Stats Report

Analysis & Learning Center Main nelude Produce

yellow buttons.

PRIVACY POLICY Privacy Policy  Privacy Policy Posting (rec

HELP DESK

Help Desk & Knowledge Base (ask for Help and find Answers about PaniryTrak) PT Help Desk

“** Special Demo System Note: ***
Please use the following zIp codes for test entries - 88801, 88802, 88803, 85701, 88702
Families with these special zip codes are the only ones that will show up when you use the search functions.

Serve Families on 08/07/2017 Jump to day

Select Event: [Food Pantry v

Food Pantry Holiday Basket Produce Market GChooss a Date|_08/07/2017
Submit
CSFP Enroll Referrals Toys Offline|Delivery
Mobile Pantry

Once you have selected the correct event
you will be directed to a search log. You may
look up clients by last name, first name.
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HOME ~ GQUICKADD  QUICK SERVE  LOGOUT

Use the 3,3 rule to search for a %‘ bty &
client. Make sure they are not in e
the sytem alredy before you add a e s T oo
new family to the sytem. If they
are in the system already simply
click on the correct name. Verify
family inforamtion is correct and
up to date. Capture the e-

signature and close the window.

n Wonday August 7, 2017 ()
~FHover cver

== e

If they are not in the system you wﬁ Demo Pantry
may add them by C||Ck|ng on the % You are logged in as: Bunny Rabbit - Super Foodbanker

red Words that Say “Add NeW QUICK ADD - Lookup a FAMILY and add services for Food Pantry on Monday August 7, 2017. (click to change event or event date)
Family & reservation”. Fill out % S— Anemalemlm@“:;w

all the family inofrmation and ADD KEW Fami & Rosanvaion

follow the prompts as suggested

to complete the registration.

B

HOME QUICK ADD QUICK SERVE LOGOUT

HOME  Lists: Expanded Serving ChecklIn Semving/Check-ln  Offiine Reload Page v w
Jame, Lebron| | ° Found 3 maiches - Hover over the infoiconto | ReseT

see more information, Clicking the link will add

N | Address Phone Alternate ID ] the visit immediately. Expand e

Name [ Info | Address ] City, State [ Zip | Last Served I Phone | Merge?
3 Families that You Have Served
James, Lebron 6 1234 G STREET CLEVELAND, OH 44110 E 216-452-7895 vl
02/06/2020

James, L ebron 0 1234 SOUTH ST HOMELESS | Bedford Falls, PT 88801 E 444-444-4444 vl
02/18/2020

lJames, L ebron 6 123 SOUTH MAIN STREET CLEVELAND, OH 44108 E 123-456-5372 )
03/04/2020

Add New Family & Visit

Qarsina \lieit lict far Cridav N2UONIIANA CAnd Dantns

If they are in the system, open their client profile by click their name in orange.
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@rhone Updated

Family

Hopkins, Brittney R size 2 Children 1 Adults 1 Seniors 0
LAST FIRST MIDDLE SUFFIX Family Notes
[Hopkins | Brittney IR ‘El

~Homeless

Home Address
STREET ADDRESS
[5510 Baumhart Rd \ 4
APT# LOT# ETC OR LEAVE BLANK

Proxy

cITy STATE
[LORAIN | [oH]
ZIP CODE

In response to Covid-19, Program Staff (including Volunteers) in OHIO are permitted to
44052 complete this service WITHOUT a signature by the Customer. You simply need a verbal
confirmation from the customer that their information is correct and that they meet the

COUNTY ‘ eligibility requirements.

[LORAIN County

Address Verified (optional): NO @ veEs I:l SERVE THIS CUSTOMER

MAIN PHONE 2ND PHONE NO PHONE NUMBER

[440-960-2265 ||

Clicking this button will Sign and Serve this customer. This indicates that the customer is
eligible for this service.

Your name, Brittney Hopkins, will go onto the electronic signature as a member of the Program
Staff.

After opening the client profile, confirm family size & personal information quickly. Click
on the blue button that says serve this customer. Once electronic signature is captured
select the yellow close window button at the top of you screen & reload your search page.

Waiver of e-signature requirements due to Covid-19. (dick here to view) ¥

In response to Covid-19, Program Staff (including Volunteers) in OHIO are permitted to complete service visit records
WITHOUT a signature by the Customer. You simply need a verbal confirmation from the customer that their
information is correct and that they meet the eligibility requirements.

You will see a new button appear below the Proxy box that when clicked, will mark the service visit as both Signed
and Served. When you view the resulting e-signature audit details you will see that the Users name will be in the
Signature Name field and Program Staff will be in the Household Position field.

This new process is designed to provide agencies with a way to continue serving hungry families, maintain program
compliance, and most importatly eliminate close contact between customers and agency staff or volunteers.

Check your daily log frequently throughout your distribution to ensure there are no
missing signatures as you go. If you check it through out the process you may be able to
catch and fix any mistakes that may have occurred. Use the reload Page button at the
top of your log screen as well . It will help you to show you the most accurate client
information and e-signatures.




