How to transfer
JFS Forms to
PantryTrak

Getting ready to use PantryTrak




Why Enter Information into
PantryTrak?

» It prepares your pantry for when you begin using PantryTrak with clients in the
room. Entering the information for each family takes different amounts of time
depending on whether the volunteers are experienced with typing skills or are
new volunteers with limited typing experience. For the comfort of your
volunteers, and the speed of your distribution it is better for the information to
have been entered before you try using PantryTrak with clients in the room.

» Builds your organization’s service history. With PantryTrak you have access to an
incredible level of reporting and information about your communities. You won’t
have access to the full level of information right away, but as your pantry uses
PantryTrak and enters information in, your organization will build more and more
history, and get more and more information. All of this information is
transferrable to the past services you enter from your forms!

< You’ve already done the hard work of giving out the food. Why not give
yourself the tools to show off the need in your community and the great
work you do to meet it?



Goals of document

» This document will instruct you on how to enter information
contained on JFS form 04221 into PantryTrak in preparation

for using the system for all of your registration and
reporting needs.

» This document will also train you how to use PantryTrak and will quickly make

you an expert on how to use PantryTrak and help you answer questions others
may have about how to use the system.




Strategies to Train Volunteers on
PantryTrak

>

If you only want provide your volunteers with a minimum level of training, at
least 20 to 30 forms will allow the volunteer to learn how PantryTrak works.
This will also expose them to a few nuances of PantryTrak such as the three
ways to search for families, how to enter new families, and how to edit the
information of existing families.

For a more complete level of training, data entry experience, and
understanding, over 50 forms per volunteer would be preferable.

After you’ve trained your volunteers why not get your pantry even more ready
to use PantryTrak? As a general rule, the more information you enter, the
easier it will be to start and use PantryTrak during a food distribution. If you
store your forms alphabetically, start working your way down the alphabet
and see how far you get before you can’t resist the urge to start using
PantryTrak with your clients!




Special Strategies to Enter Your
Data in PantryTrak

» Group Saturday

< To start out, it might work well for you to get a group of volunteers
together and train them on the process of entering the forms. From
there, you will all be able to work together and move a large humber of
your families and their service records into PantryTrak!

< A similar strategy to the one above, you could get your youth group
together, tell them to bring their laptops, buy a couple of pizzas and
two liters. After a little training they can all then work to move your
families and service records into PantryTrak. You never know, they
might be able to move all of your families into PantryTrak in just a few
hours!

» Bit by bit: While you have slow times in the Pantry, your regular desk
volunteers can enter the old information for your pantry.

» Mirroring: Enter in the forms you process while you are getting ready to use
PantryTrak. This can be done by your regular desk volunteers, or done later
by a volunteer who likes data entry. Either way it will give you complete
information or help you move into PantryTrak.




What is a JFS
Form?

>

Ohio Department of Job and
Family Services Form 04221 (JFS
Form) is filled out at the pantry
level by either pantry
volunteers, or the head of
household.

Through the form, the client’s
name, address, phone number,
and number of household
members are collected.

When the client signs, they are
self-certifying that their income
is below the threshold for their
household, and they are eligible
to receive food.

The same form can be used for
multiple visits within the same
state Fiscal Year, but must be
changed each July.

Ohio Department of Job and Family Services
FEDERAL AND STATE FUNDED FOOD PROGRAM S
ELIGIBILITY TO TAKE FOOD HOME

ThE box is opti onal for locsl
agency use, check one:

D& (Houssheld with minor childrn)
Ola Hous=hoid without minr chikiren)

name VWashington, George
adwess 169 Mt Vernon Way,

ciy Mos Eisley zip 88701 fres Code + Phone
614-577-1234
Number of people in household byage: age 60+ _2 age 16-59 _2 age birth-17 _2 Total _6

This table shows yearly gross income for each femilys ize. fyour hous ehold income is at or below the income lis t=d for the number of
people in your hous hold, you are gligible toreceive food. This cerification form is being completed in connedtion with the distribution
of food from the s tate funded program and/or Federal ass istance through The EmergencyFood Ass is tance Program.

Meusencia Ely M:ﬂny w Read the following statement carefully, then sign the form & write in
Size Income Income Income foday'sdate.
1 522979 31914 5441
2 521,019 2584 3008 | certify that my curent gross household income is at or belowthe income
3 =30,052 53754 S7E1 listed on this form for households with the same number of people as my
2 sa7.088 s3.924 S805 household. I.alsu certify that, as th.uda)r, my hu!.lsehuld lives in thg area
served by this agency. Program officials may werify what | hawe certified
5 355,139 34594 $1.080 to be true. | understand that making a &lse certiication may result in
8 582178 35,284 51,214 having to pay the State brthe value ofthe bod improperty issued to me
T 571,219 55934 51,389 and may subject me to ciminal prosecution under State and Federal law
8 579259 36804 31,624 Signature Date
E] 327,258 57,274 51,878 X
For each additicnal 58,040 =870 3155
person add

e U.5. Deparment of Agnculiure prohibits discnmination against its customers, employees, and applicants for employment on the basesof
race, color, national origin, age, disability, sex, gender idenfity, religion, reprizal, and where applicable, political beliefs marital status,
familial or parental sfatus sexual orientation, orall or part of an individual'sincome is derved from any public assistance program, or
protected ﬁnehc information in employmentorin any program or activity conducted or funded by the Deparment. (Not all prohibited bases
“ﬂll apply 1] pmgramsamﬂor ermloyment activiies ) Ifyou wish to file a Cwll Rights pmgram ocnmplalnt of discrimination, complete the
found online at hitps/hwan =3 =t him oratany U SDA office, or
call (866) 632-9992 to request the form. You may also write a Ieﬂermntamng aII oftl'e mforrmatlon requested in the fon'n. Send your
completed complaint form or letier to us by mail atU.5. Depariment of Agriculture, Director, Office of Adjudicafion, 1400 Independence

7442 or email a?mmmnnw |I"ﬂl\l'ld.la|5M‘IO are deaf, hard of
rough the Federal Relay Service at ) 877-8339; or (800) 8456136 lSpamsh). USDA

Avenue, S.W., Washi n, D.C. 202509410, by fax Egz
heanng or have speec] disabilities may contact US
isan equal of rtuni ovider and

This box s optional for local
agency us e, chedt cne:

FulISewinel Partial Service | Signature

X




Why do we want to get rid of the
JFS form?

» The JFS forms only showed a
portion of the information
regarding the families that you
serve, PantryTrak provides you
more comprehensive
information about families and
gives you better tools to
better serve those families.

» PantryTrak eliminates storing
JFS records for three years.

» Eliminates errors and difficult
to read handwriting made on
JFS forms



Main Screen
Overview
Demo Pantry

» To begin the You are logged in as: Jill Oldham - Pantry Mgr.

process Of HOME QUICK ADD LOGOUT

add] ngtJ FS |Main Menu

forms o Onio JFS 04221 form (7/2013) 04221 Form-rav July 2013- English ~ Spanish  Somali
PantryTrak, Serace Histon Lookup QuickFn3
Cl]Ck On QL”Ck REPORTS - JFS 01429 - Local Agency Monthly Statistical Report Main Fantry Report
Add Include Produce

*** Special Demo System Note: ***
1 Please use the following zip codes for test entries - 88801, 88802, 88803. 88701, £8702.
’ The neXt S l] deS Families wilh these specizl zp codes are the only ones hal will show up when you use Ihe search funclions.
will walk you

th rough the Lecztion Date #Reservations Service Snapshot
ge nera '. TODAY »2> 2022012 Resened |Served
process of Holiday Basket 12232013 | 10 Check-in ot . B
en te r-i n g J FS Demo Choice M-F 12022012 | & Check-in —— . 3
fo rm S .i n to Demo Chofce W-F eff??;“?ﬂ'fi‘ 2 Cher:k—.:r This Month a 5
Pa n t ryTra k l"leljnn |j':hmce M-F ;wmr. 1" 5 (:h.c.r:.:c-... This Year 1388 865
Holiday Basket 11/26/2013 5 Check-in This Tiscal Year a72 514
[Demo Choice M-F 1172472013 5 Check-in Last Week 15 5
[Demo Choice W-F 11/2272012 i Check-in ast Month 212 23
[Demo Choice M-F 11/21/2013 22 Check-in Last Year 47 23
[Demo Choice W-F 111192012 23 Check-in Last Fiscal Yezr 563 274
[Demo Choice M-F 11/182013 10 Check-in
[Demo Choice M-F 11172013 15 Check-in What,s New
[Demo Cholce M-F 171502012 5 Check-in
Demo Choice M-F 111472013 17 Check-in 11/18/13 - New Entry Screens for Adding a
[Demo Choice M-F 11/13/2012 2 Check-in '1::::121@ T




Search for Client

» When you begin entering your JFS forms into PantryTrak it is
very important that you first search for your families. By
searching and finding a family, you will not have to enter that
families’ information into the system again.

Demo Pantry m
You are logged in as: Jill Oldham - Pantry Mgr. e

FOOD
HOME QUICK ADD LOGOUT BANK

QUICK ADD - Lookup a FAMILY and create a new Reservation/Service Event.
[/ search in Primary Zone n Expand the Search ﬂ

Start typing Last Name OR last 4 digits of Phone or Cell OR part of Last Name, part of First Name (comma in between).

| Clear the Search Address Search ==

NOT FOUND? Click here == ADD NEW Family & Reservation (0id style entry screen == ADD NEW Family & Reservation )

Searching for families is an important skill to have when using
the system with clients during distribution and is the key to
maintaining an accurate un-duplicated count.




Searching for Clients

» Sometime when you search for a family you will get the message: “Sorry over 300
records” this means there are large number of families with the name, phone
number, or address you are search for.

QUICK ADD - Lookup a FAMILY and create a new Reservation/Service Event.

# Search in Primary Zone ﬂ (] Expand the Search ﬂ

Start typing Last Name OR last 4 digits of Phone or Cell OR part of Last Name, part of First Name (comma in between).

smith

Clear the Search

Address Search ==

o 5ttty b o G e kDbt t Ty S TN =2 ADD NEW Family & Reservation )

- Sorry, over 300 records found, please try typing a few more letters fram the Name

OR. for a common name like SMITH._. type a few letters from the last name then a comma, and a few letters from the first name.

» Don’t worry though, there are a number of ways to narrow
down a search. Check out the next couple of slides to learn
about mastering how to search.




Searching for Clients

There are a number of ways to search for families and mastering all three will give you
the tools to quickly and easily find your families.

Demo Pantry

You are logged in as: Jill Oldham - Pantry Mgr. e e i
FOOD

HOME QUICK ADD LOGOUT BANK

QUICK ADD - Lookup a FAMILY and create a new Reservation/Service Event.
[/ search in Primary Zone n Expand the Search ﬂ

Start typing Last Name OR last 4 digits of Phone or Cell OR part of Last Name, part of First Name (comma in between).

| Clear the Search Address Search ==

NOT FOUND? Cli ADD NEW Family & Reservation (0ld style entry screen == ADD NEW Family 2 ervation )
This box has two search options Or search by:
» Street Address
> Last Name 1. i.e 1234
1. i.e. Washington 2. i.e 1600
. . * Narrow it down
2. i.e smith, j with a street
.. 1. i.e 123 Main
» Last four digits of phone number 2. i.e 1600 Penn

1. i.e 5678



Searching for Clients - by name

» Searching functions a
a lot like a funnel.
When you start at the
top it can hold a lot. As
us you get closer to the
bottom the more
narrowed down the
results become.

1. When entering
information into the
search box, remember
that you only have to
type of couple of letters
or digits to get results.

matches

19
You do not have to type matches
in the full last name,
first name, or address
to get a result. A few
letters or digits are
usually sufficient.
Typing more just
narrows your results.

Match

NOT FOUND? Click here == ADD NEW Family & Resg

Clear the 54

Start typing Last Name OR last 4 digits of Phone or Cell OR part of

| Clear the Search

NOT FOUND? Click here == ADD NEWW Family & Reservatio
Found &7 matches - Hover over the links to see more infermation, Cli

|5ﬂ"i

T

Start typing Last Name OR last 4 digits of Phone or Cell OR part of Last Name,

| Clear the Search|

MOT FOUND? Click here == ADD NEWW Family & Reservation (0ld styl
Found 48 matches - Hover aver the links t

[smith Addred

infermation, Clicking the lin

Start typing Last Mame OR last 4 digits of Ph OR pa

smith Clear the Sea

NOT FOUND? Click here == ADD MEW Family & Rese
Found 15 matches - Howver over the links to see more informat]

Start typing Last Mame OR last £
|smitn jackie

itz of Phone or Cell OR part of Last

| Clear the Search

MOT FOUND? Click here == ADD MEW Family & Reservation (g

Found 1 matches - Hover over the links to see more information, Clicking ]

Family 1D

Lazt Served

061172014 !

Name

Smith, Jackie 1000665103




Searching for Clients-
Address

» Searching functions are a |
like a funnel. When you star
at the top it can hold a lot.
As us you get closer to the
bottom the more narrowed
down the results become.

1. When entering information
into the search box,
remember that you only
have to type of couple of
letters or digits to get
results.

2. You do not have to type in
the full last name, first
name, or address to get a
result. A few letters or digits
are usually sufficient.

10

Matches

Match

ast Name, part of First Name (comma in between).

Address Search == ||

(Ol style entry screen »> ADD NEW Family & Reservation }

\

f Last Hame, part of First Name (comma in between).

Address Search == |1231 |

0N (0ld style entry screen => ADD NEW Famity & Reservation )
, Clicking the link will add the reservation immediatety.

N (0O style entry screen =»> ADD NEW Family & Reservation }

“lirkine the link will add the reseruatinn immeadiatahs

LAasL WaiiGy Parl vl S0 manis (LUnnia i BsLve Gein .

Address Search == |123 AJ

AT TET TS U TIET 2 TTUTF =T CETUR D3 TET TS AW 3 =
| | Clear the Search Address Search == [123 Akron|

NOT FOUND? Click here »= ADD MEW Family & Reservation (0id style entry screen == ADD NEW Famity & |
Found 1 matches - Howver over the links to see more infermation, Clicking the link wil add the reservation immediatefy.

Name Famiby 10 Last Served Address

08/11/2014 ‘E

Dow, John [ 1000863082




Search Results

»  After searching for last name or address, these columns will appear:

Hame Search ==

washington]|

Clearthe Search
MOT FOUND? == ADD NEW Family & Reservation (0/d style entry screen == ADD MEW Family & Rezervation )

TIaTTTe Family 1D ||

Address Search ==

Found 6 matches - Hover over the links to see maore information, Clicking the link will add the reservation immediately.

Address

City Phone

Washington, Denzel

13533 E 222nd Street, Apt. 1 (83801)

Bedford Falls 216-565-5625

Washington, George
| 08/29/2014

1600 Pennsylvania Avenue, Apt. 13 (88701)

Mos Eisley 14-575-1236

Washington, George

0812014

1600 Pennsylvania Ave (888071)

Bedford Falls 40122212222

Washington, George
[ 08i19i2014

1600 Psylvania Ave. (88801)

Bedford Falls 40-222-2222

Washington, George

08/21/2014

456 Mt Vernon Blvd. (88803)

214-043-1780

Emerald City

Washington, Kerry

|| D8/25/2014

Name- last, Last Served- the last

first time the family
received a service at
your pantry(Does not
show services
received at other
organizations)

1465. East Green 5t (888071)

Address- includes, City
street number,

street, address 2,

and zip code.

Bedford Falls 14-125-3386

Merge- if yo
are duplicat
family, you

Phone number- if a
family does not have
a phone, the word
“none” should
appear in this field



Searching for Clients-Hover Over

» The hover over function is a great way to get a sneak peak into a client record.

» To use it, place your mouse over Family ID, but do not click on Family ID

Start typing Last Name OR last 4 digits of Phone or Cell OR part of Last Name, part of First Name (comma in between).
|Dar| | Clear the Search

Address Search ==

NOT FOUND? Click here == ADD NEW Family & Reservation (0 style entry screen == ADD NEW Family & Reservation )

Found 5 matches - Hover over the links to see more information, Clicking the link will add the reservation immediately.

Name Family ID Last Served Address City Phone Merge?
Barker, Gerry n 1000139513 022002014 E 11212,zhaker (83302) Bedrock 216-222-3333 (]
Barker, lzzy n 1000083296 111772013 E 301 Morth 5th Street (88701) Moz Eigley (]

After you hover over the ID, you will
see:

Start typing Last Name OR last 4 digits of Phone or Cell OR part of Last Name, part of First Name (comma in between).

|bar| | Clear the Search Address Search ==

1. Client’s name
2- Client’s add ress NOT FOUND? Click here == ADD NEW Family & Reservation (0id style entry screen == ADD NEW Family & Reservation )
3 . Phone number’ Found S matches - Hover over the links to see more information, Clicking the link will add the reservation immediately.
4 Who -is the fam-ily Name iFarniry D i Last Served Address City Phone Merge?
5. Past five service visits sarker, ey ] g -
« |f this is the correct client, click on
Family ID and proceed to slide Barker, zzy [l 1000083296 | |11212.shaker, - Bedrook, FT £2502
17.(Clicking on Family ID multiple
Barnes, CIiff 1000669449 W |name

times, will create multiple family
records, so only click ID once)

* If you do not find the family you are
looking for, check out the next page
for searching tips.

| 1
Il}ate Status

Roziz0iz014 [served

Service Type

Gerry Barker Pantry - Choice - 4 day

Barnes, Janie 1000105266

Frances Barker [10/25/2013 |Reserved |Pantry - Cheice - 4 day
IEITIZ#ZIM 3 |Reserved |Pantry - Choice - 4 day

07/24/2013 |Reserved

Mack Barker

Barton, Pat n 1000209400

Shawn Barker Pantry - Choice - 4 day




No Results

Demo Pantry
You are logged in as: Jill Oldham - Pantry Mgr. s e woe
FOOD
BANK

HOME QUICK ADD LOGOUT

QUICK ADD - Lockup te a new Reservation/Service Event.
[71search in Primary Zone ﬂ [T Expandthe Search n

or Cell OR part of Last Name, part of First Dlﬁne (comma in petween).

Clearthe Search Address Search >>

NOT FOUND? Click here -I ADD NEW Family & Rescrvationl (Old style entry screen >> ADD NEW Family & Reservation )

]

If last name yields no results than follow these steps

>
1. Expand the search and try the name again.
2. Search for client’s address.
3. Search for the last four digits of the client’s phone number.
» If none of these searches produce any results than add new client.

» Directions for this are on slide 26.

o




Scenario 1- Family already in
PantryTrak

> Check the JFS form and . Main ] E-Signature Service History Additional Info Notes Family Members System Info
\r%ear%fc}lgél’sl.at the ]nfo C]ue, Blue % Close Window & Reload
) [Clue | [Blue | | | Family NOTES: Fg:':g}‘
1. Adcér(?‘s?J I?Sn? zip code Tose kW I | 4
ma C Ol’m R EOE] <= (Zip Code lookup for City, State, County) Proxy: | |
Emerald City, PT Ea_rr_vrnure County
2. Phone number matCheS o T | Pantry - Choice - 3 day r |
JFS form e ] +
How did they sign? Print  Print

3. Number in household FORM w/ date

Signed Paper Form Signed Electronic Form Not Required Regquired, NOT Signed

correlates with JFS form ]

S |f the -informat-ion First Hame|MiddlejLast Name] ?::‘,0: IBirth Age G":'gjp Gender Identification Status
from the JFS form Blue Clue 0e/08/1906 M1 7 5-17 TF® | Needed ®verified
dQeS not match, go to r. Satt 65 65-84 CFOM  [Oneeded ®verified ® active Inactive
slide 18 to learn how Steve 35 35 .59 PN [ONeeded @ werified ®active Inactive
;cr?fg?rqaeﬁgr)]/ ?[fio(?n JFS Paprika Salt 10 51T IE O | Needed ®\Verifisd ® active inactive
forms into PantryTrak. SERVICE VISIT STATUS:

®Reserved UServed ONo Show CCancelled by Client ©Cancelled intemal ©Duplicate void ORescheduled

> If no changes need to "Take-a-Number" tracker (optional) Client's £in line -|0 | |Choose Serving Status T

lS)eer\T(?geh](;t]grl'( Oannd o Service Visit Date & Time Family Status
Y g |08f1 1/201 4| atl 11:00 AM v | = MNew Family 'Previously Served

to slide 21 to learn

about this tab. % Closs Windoi » Reload Close Window & Add Another Service
for this same family




Scenario 1- Changes to a Family
Already in PantryTrak

I Main ] # | E-Signature I Served Last on: 07M12/2014 I Additional Info I Hotes Family Members Sy

» If the address or phone number Clue, Blue Close Window  Reload
that is already in the system does _T
not match the JFS form, click in (Clue | [Blue | | | L _
the address or phone number box 3344 Carin= Road T | Family NOTES:
to modify the information. A 38803 | == @b Code lookup for City, State, County) y

green dot will appear when the Emerald City, PT Barrymore County Pog: [ ]

information is updated.
) ) Main PhU”E | Pantry - Choice - 3 day v |
» If you have extra information and 2ndPhone:[ ]
can update click in the box to Food Pantry _ v|+
enter a date of birth. AT e D E

Signed Paper Form Signed Electronic Form Mot Required Required, NOT Signed
» If you don’t have a birthday, but

know an age, you can enter that

. - ; ] Age . .
into the column. First Name|Middle|Last Namg Group Gender Identification ’
. . Blue Clue 5-17 DF ®py ONeeded ®verified

»  To add notes about families, click — - — |
in note box and add the Steve 35-50 | FM [ Needed ®verified |
information. Paprika Salt 5-17 _F M ONeeded ®verified |
To ch family size i Mr. Salt 65- 84 F M _Needed '®Verified |

0 Change ramily size 1n

PantryTrak, there are a few ways
to do this. Go to next slide to
find out more




Scenario 1- Changes to Family

Size

» If you need to
add/remove members of
the household that
already appear under the
household information,
click inactive or active
next to their name.
Reload the page and the
household member will
change from white to
yellow if you click
“inactive” and yellow to
white if you click
“active”.

» If you need to add a new
family members that do
not already appear in the
household click on family
members tab.

Kain Z_.>‘ | E-Signature Served Last on: 071M2/2014 Additional Info Notes Family Members System Info I ’ Help
Clue, Blue % Close Window & Reload
[Clue | [Blue | | | @ Family
Family MOTES: Size
2344 Canine Road | |
88803 == (Zip Code lookup for City, State, County} P 3
Emerald City, PT Barrymare County Proxy: | |

Main Phone: |443-787-9803
L —

How did they sign?
Signed Paper Form

Signed Electronic Form

| Pantry - Choice - 3 day

Foodpamy__v] +

Mot Required

Required, NOT Signed

Print  Print
FORM w/ date

Date of Birth

Age

First Name|MiddlejLast Name,| P i Age G Gender Identification Status
Blue Clue 09/08/199¢ 5-17 JFiE Meeded '®Verified
Steve [35 ] 35-59 JFM | Needed ®Verified ‘®Active Inactive
Paprika Salt | |IU | 5-17 JELUM Needed ®Verified ®Active “Ulnactive
. Salt | [ B5-84 CFCm | Cneeded ®verified (Active '®inactive
First Hame|Middie|Last Hame [I}:lﬁ:; m Age G‘:gﬁp Gender Identification Status
Blue Clue 09/0811 996 5-17 (JF @ Meeded "®'Verified
Mr. Salt | [ |65 | 65 - 84 FM [UNeeded ®verified ®active Clnactive
Steve | [ |25 | 35-59 (FM  [ONeeded ®verified ® Active Inactive
Paprika Salt 1o | 5-17 (FM  [ONeeded ®verified ® active O




Scenario 1- Changes to Family
Size

» If you have supporting documents that provide you with have the name of
the person you need to add, type this information into the green boxes.
To add this person to the household, make sure to click “Add New Family
Member” to add them to the family. Repeat the process to add more
family members as necessary.

I Main I # | E-Signature ] Served Last on: 07/1212014 ] Additional Info I Notes l Family Members ] System Info l 7 | Help .

Add Mew Family Member here: (one atatime)
. . Date of Birth
First Hame Middle Last Hame mmiddiyyyy Age Gender
[salt . la/s/1958 56 years old @F O~

Mrs. Ld
e e et

» If you only have the JFS form that gives you only with the amount of
people in family without any extra information, create placeholder
family members for the people you want to add. When the family comes
back, you can complete their record. Make sure to click create to add

Create multiple Placeholder Family Members: (enter#) Seniors(50+)-[0 | Adults(18-59)-[0 | children-[0 |

After you are done adding/subtracting members from the household, to
add service history to family record, click service history tab.




Historical Service Records

» To add dates from the JFS form click on add Historical Service
Records.

» Adding your families to PantryTrak helps get your pantry ready to
use the system. However, one of the most important yet over looked
parts od getting your pantry ready to use PantryTrak is building m

the serve historv of vour families. The next couple
I Main | E-Signature Service History I Additional Info l Notes ] Family Members System Info 7 | Help

Service Visit History = 1

Date  |Children|Adults] Status | Location Service Type Signed?|Update Status)
08M11/2014 |1 3 Reserved |Food Pantry |Pantry - Choice - 3 day
% Close Window i Reload

I ADD HISTORICAL SERVICE RECORDS |<< This link wiill allows vou to add previous service records that may be documented on paper forms or lists.




Historical Records Continued

» After you
click “Add
Historical
Record”, you
will come to
a screen with
12 empty
boxes. Enter
these dates
into the
boxes.

Ohio Department of Job and Family Services
FEDERAL AND STATE FUNDED FOOD PROGRAM $§
ELIGIBILITY TO TAKE FOOD HOME

This bexis optional forlocsl
lagencyuse, check one:

D, {Household w ith mnor chukdren)
CaHousehatd without minor chikiren)

Name:

Address

City zip #res Cods + Phane

Number of peogle in household by age: age 60+ ___ age 18-59 age birth-17 _ Total __

This table shows yearl gross income for each familysize. Fyour hous eholl income is at or below the income fis d for the number of
peoplein your hous ehald, you f & is being completed in connection with e distibution
o154 from the s tate furded program andior Federal 855 btance through The Emergency Food Ass s tance: Frogram

Fousehald Vearly Tty =] Read the following statement carefully, then sign the form & write in
Siz= Income. hncome Income. foday's date.
1 $22,978| $1,914 3441
2 31015 52589 3583 | I certify that my curent omss household ncome s at or belowthe income
= 28055 9004 S7e1|  |listed on this form for households vith the same number of people as my
= [nouschold. | alse certif that, as ofteday, my household lives in the area
4 7,098 | 924 90!
il b 9] | saried by this agency. Pmarsm offcisls may very vhat | hawe certiisd
i 355139 84584 S1083] io be true. | that making a flse certiication may resulf in
8 363,179 $5.264] $121%  |having to pay the State Br the value ofthe bod improperly issued ta me
7 571218 6324 $1383| |and may subject e to criminal prosecution under State and Federal law
B sTe.209) BT Sizzr|  |sgnaure e
9 587,299 $7.274| $1.873
For each additonel
person add 32040 3870 8155
The U.S. of Agri ibits di i msl on he basssof

race, color, national origin, a bility, se) ,geme identity, al, anc where ¢ appllcahie, palitical beliets, marital gatus
Iamlllalor parental status, se) i orientation, or all or part of 4n |ndw|d||al'! income s derived from any public assstance program, or

B aosly 1o eﬁ‘m "'°""’"°..'é,'“ et achv e 100w 10015 & Gl Rt progarn ~o mplaint of di Aemabo ot e
will a al rams andior =3 U Wi to file a Civil rAm | int iscrimination, co e

V. y <t o found SAlins o1 H pmg o at any U SDA office,

call (58 632-2092 to requed the form. Yau may also write @ letier contatning all of the Information requested in he, form. Send your
completed complaint fofm or |efiSr to us by mail atl).5. Depriment of Agricuiture, Director, Office of Adjudcation, 1400 independence
Avenue, S, ,Wamgm D.C. 20250-8410, by fax (202)690-7442 or email at progmm.inia ke@usda.gov. Individualswho are dea, hard of
hearing or have specch disabilitiesmay contact USDA through the F ederal Relay Serice at (800) 8775335, or (300) 5456436 (3 parish). U
isan equal opportunity providerand employer.

This box & optional for local
sgency use, chadk one:
Full Senice | Fartial Senice | Signature Dat=
X
Full Senvice | Partial Senice | Signaturs: Dst= '
X
Full Senice | Parbal Seice | Signsturs Dai
X
Full Senice | Parbal Seice | Signsturs Dai
X
Full Senice | Parfisl Senice | Signsture Dok
X
Full Senice | Partisl Senice | Signsture Dok
X
Full Senice | Partisl Senice | Signsture Dok
X
Full Senice | Partial Senice | Signature Dat=
X
Full Senice | Parbal Seice | Signsturs Dai
X
Full Senice | Parbal Seice | Signsturs Dai
X
Full Senice | Parbal Seice | Signsturs Dai
X

EFFECTVE JULY 1, 2013
JFS 04221 (Rev. T1213) English




Historical Service Records
Continued

Signature

X

Date

o

» To enter date into boxes, either choose correct S cusomers embloyses and applicanis for mployment on e e of
gion, reprisal, ang|where applicable, political beliefs marital status,

date on calendar or type in the date as fividual's income fs derived from any public assisiance program, or

activity conductedjor funded by the Department. (Not all prohibited bases
ta filea Cwll Rights prograrn ocrru:ulalnt of discrimination, complete the

mm/dd/yyyy uliwnene =ri3 Jjov/co =t him oratanyUSDAcﬂioe ar
Jntamng all ofl |nformat|on mquesled in the form. Send your
tof Agriculture, Di or,OIﬁoedeudlcaton 1400 Independence
o e

0 01/01/2013 is the proper format, not 1/1/13. "Cderal Hotay Safice ot [B00) ET7-530%; or (00) 9455158 (Spanisn. 03
If you type in 1/1/13 the computer literally _
thinks this is the year 13 AD and will not accept [. <

the value :

» To save records to PantryTrak, click . ——
on Add button o E—

& HOME Add Historical Service Refords - Step1of2

y entering dates in the fields below, PantryTrak will create historical service records far this family.
he records will be marked as served an these dales, using the family information that is alreadyin |

0 If records are entered correctly, green text will . [ oucanuseasmanyoras fewlines as you wouldfike.

appear on screen. (léak close record to exit S <
Historical Records. N e jun —v[2014

.l:l | su me Tu we Th Fr sa
S 12 3 45 6

Add Historical Service Records - Step 2 of 2 -] 8 9 10 M 12 13 14
. 15| 16 17| 18 20 1
Please wait a moment while we process the information - |:|
. 22 23 244 25 26 21 28
Historical Service Record 803691 was added to the database for 05/01/2014 . " |:| 20 30
Historical Service Record 803692 was added to the database for 07/12/2014 . =] | ;

® Close Window 4= All Done, click Close Window to return to the previous

SCreen.




Adding New Family into
PantryTrak

» How to add a new family from a JFS form and
transfer their information into PantryTrak

Add a NEW Family and Service Record for TODAY, Monday Feb 3, 2014 - Step1of3

[ Tod i e o S b el ey B

R

FEDERAL AND STATE FUMDED FOCD PROSRAM S [ et # HOME
ELISERLITY T TAKE FOOT HONE B
l.-
= U o (o -""._,; i Head of -
i, .+-_ ot Sarnen W i Househald (HH) Last- \Washington Firs- George | Middle- |:|
B g el ] = n, prrp— -
[~ Bl i fuf, TR =TT : Address 456 Mt. Vernon Blud. (Strest address)
H-rm-li.l:l !“hdl_. L L LI g 1R B 2 g e~ 81 2 LTI I L
e A e i i - ne(s) (Apt # Lot # etc.)
i e bt o A s e -
- A 88801 Bedford Falls, Barrymore County, PT
BRI, -
iy 0 e g el e - Zp Code *** Special Demo System Note: ***
i e it B S B P i B Please use the following zip codes for test entries - 88801, 88802, 83803, 88701, 83702.
e ey gy P b . Families with these special zip codes are the only ones that will show up when you use the sesarch functions.
i Y | e e g b s TR
SRR D e o W B BT ]
o L TR Phane Numbers Phone- [214-043-1789 | celr 214-034-1797 |
Personal Date of Bith |12/14/1899 T4 years oid
Infarmation (HH) - _ _
wﬁnmw .ﬂw- Gender. ©' F @ N ' Nct Specified or Listed
Total #in household age 60+ |2 age 18- 50 |2 age bith- 17 |2 (including Head o
by Age Group:
MNEXT

Reset

# Close Window & Don't ADD new record




Did your search?

» Before adding a new family to PantryTrak, make sure you exhausted all
your search options.

Demo Pantry

You are logged in as: Jill Oldham - Pantry Mgr. s e o
FOOD

HOME QUICK ADD LOGOUT BANK

QUICK ADD - Looku a new Reservation/Service Event.
[/]searchin Primary Zone n Expand the Search ﬂ

Start typing Last Name OR last 4 digits of Phone or Cell OR part of Last Name, part of First Name (comma in between).

| Clear the Search Address Search ==

NOT FOUND? Click here == ADD NEW Family & Reservation (oid style entry screen == ADD NEW Family & Reservation )

Remember this box has two search Remember this box is search by:

options » Street Address
Last Name 1. i.e1234

1. i.e. Washington 2: i..e 1600

2. i.e sm.lt‘h, j « Narrow it down with a street
Last four digits of phone number 1. i.e 123 Main

1. i.e 5678 2. i.e 1600 Penn

Remember expanding the search will also help you to locate families.




Scenario 2: Add New Client

» Transfer information S
from JFS form to the — Wasmr%

: on, G eorgg
respectlve bOXGS ° Address 4’89 Mt{Vernon Way,

1. First and last name of ci Mo Eisley 8870 sres Cace - Prone
614-577-1234
head of household \ \ . 1 _
Numhero\people |r&usehold byage: age 60+ Z_I age 18-59 _2 age birth-17 _2 Total _6
A ¥ s ¥
2. Address

< When including lots
and apartments, make

sure to type Apt or Lot . : :%
with theynpumbper i a misdehfdd ) La*— |Wa5h'| gton Firs- George Middle- |:|

& HOME Add a NEW Kamily andyService R d ODAY, Monday Feb 3, 2014 - Step1of3

Apt 102 or Lot 33 Address 456 Mt. \fernon Blvd. | (Street address)
Line(s) (Apt# Lot # etc)
1. Zip COde 88801 Bedford Falls, Barrymore County, PT
. . Zp Code *** Special Demo System Note: ***
o |f a Z]p COde fallS mn Please use the following zip codes for test entries - 83801, 88802, 88803, 88701, 88702,

Farrilies with these special zip codes are the only ones that will show up when you use the search functions.

multiple counties

ou’ll have to Phone Numbers Phone- 214-043-1789 | Cell 214-034-1797 |
; . hich Personal Date of Birth 114 years old
determine whic iformation (++1)

Genderr ©F @ N 0 Mot Specified or Listed

ﬁggny‘tgutrhggs!.t]ve ]n ° Et:lg#:igpﬂou%s:ehdd age G0+ age 18- 548 age birth - 17 2 (including Head of Household)

judgment, or use NEXT
google maps.

Reset # Close wWindow & Don't ADD new record




Scenario 2: Add New Client
Continued

1. Phone number(if client has no

phone, type None into box.) nsme Washington, George
2. Date of Birth(format must be: pax=: 789 Mt Vernon Way,
mm/dd/yyyy 1.e 09/20/1992) ciy Mos Eisley zi 88701 K;fg;;ﬁnzem
“ g%%%ggeq%gP%Y(ngotglpe in Mumber of people in household byage: age 60+ _2 age 18459 _2 age birth-17 _2 Total _6 ||
) 1 )
age if you know it, or use a
placeholder for now. . Home  AddaNEWFamily and Service Record for TODAY, Monday Feb 3, 2014 - Step fl of 3 }
<« To guess which placeholder to y
use for HOH age, look at total ~ [Headd i Last- | First- | fidae | | /
number in household and by
process of elimination use the  |Addess (Street address)
most appropriate placeholder. |Unets) | fant# Lot# etsh
1. Gender wEM 4
Zip Code *** Special Demo §
2. Total # in household. In each Please use the follewing zipjfodes for test entiies - 83804 :
age group i.nclude the head Of Families with these speci the search functions.
household in the proper Phone Numbers Phone- | [/
count. - =
. r;:;g; " Date of Birth MP} SNE B
Click next Gender © F ) Not Specified or Listed
E‘:‘;‘g:‘:ﬁmdd age 60+ [Seniors ¥ age 18- 59 Aﬂults‘ | agevimn- 17 Kids¥ (including Head of Household)
NEXT

Reset ¥ Close Window & Don't ADD new record




Scenario 2:Add New Client and Histori¢

If your pantry
had used any
extra documents
or forms to
register families
fill out any
member names
or ages you
might have, or
know.

4 HOME Add a NEW Family and Service Record for TODAY, Thursday Aug 7, 2014 - Step 2 of 3
Head of ) )
Last- First- Middl
Housshold (HH) ast- [ravo | First- iohnny | e | |
Address 3450 Cartoon Bhed. | (Street address)
Line(s} (Apt# Lot# etc)
City, State, Zip Mos Eisley Pt Jperor | |parymore | county
Phone Humbers [pse-gg0-uag0 | |
Date of Birth (mm/ddfyyyy OR A
Personal Information (HH) aee I_ (m ”BH?HQ?B | ge-|34 |
Gender: ® I
#in household by .
ge Group agec0+ [0 | agets-ssp ] agevin-7

<« If you don’t have

[DTHER Family Members (Please DO NOT re-enter the Head of Household, if vou need to add mere Family Members, you can do it on the next screen)
any extra lease update the “placeholder” names below with any information that you have for the remaining Famity Members
information, Last Name First Name Middle ﬁﬁm Age Gender
that 1S flne too) Bravo | LAduIt'l | | | | | | | Use Placeholder Age(35)7 ¥ QF Om
JUSt leave the f5rave | |lchi [ [l |l | Use Placenoider Age(10)7 I OF OM
pl?ceholc_ler . fgrave | |lchigz [l [ | | Use Placehokder Age(10)7 ¥ QF OM
information in Bravo Child3 Use Placeholder Age(10)? ¥ QF OMm
place
. . || ves, | Jvant to add Historical Service records from prior forms or logs sheets for this famity. Otherwise, just complete the information about the Other Famity Members
> To add historical lick Herdto display the lines for entering service history.
data from JFS Add Reset % Close Window & Don't ADD new record

forms checkmark
the Yes that
appears under
Other Family
Members box.



Scenario 2:Historical Service Records

Continued

» Add dates from JFS form to boxes

» Special note about the first date - defaults to today,
change if necessary.

» To enter date into boxes, either choose correct date
on calendar or type in the date as mm/dd/yyyy.

2 01/01/2013 is the proper format, not 1/1/13. If
you type in 1/1/13 the computer literally thinks
this is the year 13 AD and will not accept the
value

» To save records to PantryTrak, click on
Add button

< If records are entered correctly, green text will
appear on screen. Click close window to exit

record. '

Add Historical Service Records - Step 2 of 2

Pleaze wait a mement while we process the information

Historical Service Record 303691 was added to the database for 05/01/2014 .
Historical Service Record 3036592 was added to the database for 071272014 .

® Close Window : Al Done, click Close Window to return to the previous

SCreen.

. + Home  Add Historical Service Records - Step1of2

By entering dates in the fields below, PantryTrak will create historical service records forth
. |:| The records will be marked as served on these dates, using the family information that is
You can use as many or as few lines as you would like.

R " fenarzond
] SR R

=

2 3 4 5 6 T
8 10 11 12 13 14

-] | 15 16 17 48[ 13] 20 21
. | 22 23 24 25 26 27 28

L] 29 30
n

'l:l . Su Mo Tu We Th Fr Sa
L]

[==]

Add R




Historical Service

Main I ';-! E—Signaturell Served Last on: 07/2212014 IAdd'rt'mnaElnfo I Notes | Family Members System Info l -:!Heip

» After returning

Bravo, Johnn Close Window 4 Reload
to at the top of i = Famil
[Brave | [ohnny | | | Family NOTES: si }
the page, there iz
. 3450 Cartoon Blvd. | | |
W'Ill be a tab 28707 | <= (Zip Code lookup for City, State, County) proxy: | | 5
that says Served Mos Eisiey, FT [Empire ]
Last, check the v 558501 | df .
date on thetab N
aw di ey sign? Print  Print
and the laSt Signed Paper Form = Signed Electronic Form = Not Required = Required. NOT Signed FORM w/ date

date entered S

N N Date of Birth Age ) N
First Hame Middle Last Hame 1d Age Gender ldentification Status
from JFS form Lioh B Tmif 2:Gf;“l} F @n CNesded ®Werified
ohnny ravo 08/17/1879 34 - = e =/erifi
ShOUld be at the adult] Bravo 35 35_59 [ F M [ONesded ®verified ® Active lnactive
top_ Child1 Bravo 10 5-17 L F M |“Needed ®'erified ®active Olnactive
Childz Brava 10 5-17 (F M [|ONeeded ®Verified ® 2ctive Inactive
> If there is no child3 Bravo 10 5-17 (FUM  [ONeeded ®verified [® active ©Inactive
1 SERVICE VISIT STATUS:
date’ Cl]Ck on ®Reserved Served 'No Show 'Cancelled by Client “'Cancelled internal ©'Duplicate void “'Rescheduled
service h]story "Take-a-Number" tracker (optional) Clients #inline-jo | |Choose Serving Status v
and add dateS. Service Visit Date & Time Family Status
|08/I 1/201 4.| atl 12200 PM v | ®New Family C'Previously Served
If the correct e W EP— Close Window & Add Another senice
1 for this same family
date is there,

close window.



Historical Service Records
Continued

» To see what you’ve added from the JFS form, re-search for client.

» After you find the client, under the Last Served column you should
see the last service date you’ve entered in PantryTrak.

Start typing Last Mame OR last 4 digitz of Phone or Cell OR part of Last Hame, part of First Name (comma in between).

|c|ue-| | Clear the Search Address Search == | |

NOT FOUND? Click here == ADD NEW Family & Reservation (0 style entry screen == ADD NEW Family & Reservation }
Found 1 matches - Hover over the links to 55 ; '

he link will add the reservation immediatety.
Name Famify IO Last Served Address City Phone Merge?
Clue, Blue W 1000671268 07H2/2014 ! 2344 Nick Way (38303) Emerald City £43-TBT-5803 0

0 If you can’t find a family you know you’ve added contact your

Foodbank. It can be easily fixed, but can only be done by an
administrator.




Results of adding JFS forms data
to PantryTrak

» Fully searchable database of your
clients

» Full report on the services you have
performed.

» Easier registration at future
distributions.

Please Remember

< All reporting information is only as accurate as the
information provided.

»» Duplicate client records will lead to duplication in

service statistics

» Using placeholder information instead of

birthdates, ages, or gender will provide

inaccurate age and gender data

»» Reports will not include service statistics for

paper JFS forms unless the information is entered

into PantryTrak




