How to transfer JFS
Forms to PantryTrak

Getting ready to use PantryTrak




Why Enter Information into PantryTrak?

u 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.

u Buldsyour organi zat i oWihsPansndrakwouhave dccesstoam v .
incredible level of reporting and information about your communities. You wo n 0 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!

% Y 0 u Galveady 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

u  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.

u  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

u 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.

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

x Afteryoudve trained your volunteers why not ¢
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
urge to start using PantryTrak with your clients!




Special Strategies to Enter Your Data In
PantryTrak

u  Group Saturday

x 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 number
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!

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

u  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.




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.

Throughthe f or m, t he «c|l
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.

Chio Department of Job and Famity Services
FEDERAL AND STATE FUNDED FOOD PROGRAM 3

ELIGIBILITY TO TAKE FOOD HOME

The box iz optonal for local
agencyuse, check one:

[ {Household w ith minor children)
DE{H:-L. ceholl without minor children)

name VWashington, George

agress 109 M Vernon Way,

ciy Mos Eisley zip 88701 Area Code +Phone
614-577-1234
Mumber 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 familys ize. fyour hous ehold income is at or below the income lis ted for the number of
people in your hous ehold, you are eligible to receive food. This cerfification form is being completed in connection with the distribution
of food from the s tate funded program andior Federal as s 5 tance through The Emergency Food As s 5 tance Program.

S ENo nmly y Read the following statement carefully, then sign the form & write in

Size Income Income Income today's date.
1 322979 31.914 2441
2 21,019 32,584 3508 | cerify that my cumrent gross household income is at or belowthe income
3 220,059 23 054 275 lizted on this form for households with the same number of people as my
2 347,000 33004 =305 household. |.E||3IZI certify that, a= uft.udﬂy, my huys&huld lives in thar area
= — = — sened by this agency. Program officials may werify what | have certified
e 555138 54,594 51,080 to be true. | understand that making a Blze certiication may result in
& 863179 §5,204 81,214 having to pay the State fr the value ofthe bod improperly issued to me
7 571,219 35,934 51,389 and may subject me to ciminal prosecution under State and Federal law
] 379259 368,804 31,524 Signature Date
9 3872599 37274 31,878 J{

For each additional 58040 sa70 S1E5
pers on add

The 0.5, fleparh'rﬁnt of Agnculure prohibits discnmination agains its customers, employees, and a pplicants for employment on the bases of

race, color, national origin, age, disability, =2x, gender identity, religion, reprizal, and where applicable, political beliefs, marital status,
familial or parental satus sexual orientation, or all or part of an individual'sincome is derved from any public assi slance program, or

protected %Oenehc information in employment orin any program or activity conducted or funded by the Deparnment. (Not all prohibited bases
w1|| apply 1o all programsand/or employment activities ) If you wish to file a Civil Rights program complaint of discrimination, complete the
USDA Program Discrimipation Complaint Fomm, found online at hitps/hwwnw.a scrusda.govicomplaint filing custhiml, or atarr!f U SDA office, or
call (866) 632-9992 to request the form. You may also write a letter containing all of the information requested in the form. Send your
completed n:c-mplalntform or letter to us by mail atU.5. Depaiment of Agriculture, Director, Office of Adjudication, 1400 Independence
Avenue, 5.W., Washington, D.C. 202509410, by fax E.Ei}z 90-7442 or email a?nmmmhka%&?gy Individualswho are deaf, hard of
heanng or have Foeec) dizabilities may contact USDA rough the Federal Relay Service at ) 8 7-8339; or (500) 8456136 ISmnlm] USDA
isan equal opportunity provider and employer.

This box s optional for local
agency us g, chedt one:

Full Senice Partial Service | Signature

| X

Cate




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

u The JFS forms only showed a portion AT Y / /L
of the information regarding the AN it b
families that you serve, PantryTrak
provides you more comprehensive
information about families and gives
you better tools to better serve those
families.

u  PantryTrak eliminates storing JFS
records for three years.

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




Main Screen
Overview

u

To begin the
process of
adding JFS
forms to
PantryTrak,
click on
Quick Add

The next
slides will
walk you
through the
general
process of
entering JFS
forms into
PantryTrak

Demo Pantry

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

S GO B

FOOD
HOME QUICK ADD LOGOUT BANK
Main Menu
Ohio JFS 04221 form (7/2013) 04221 Form-rev July 2013 - English Somali
Service History Lookup Quick Find
REPORTS - JFS 01429 - Local Agency Monthly Statistical Report Main Pantry Report
Include Produce

*** Special Demo System Note: ***
Please use the following zip codes for test entries - 88801, 88802, 88803, 88701, 88702.
Families with these special zip codes are the only ones that will show up when you use the search functions.

Location Date # Reservations Service Snapshot

TODAY >»> 12/02/2013 Reserved |Served

IHoliday Basket 12/23/2013 10 Check-in Today 8 3
[pemo choice - 1210272013 | 8 Check-in Wtk 2 :
IDemo Choice M-F 11/27/2013 2 Check-in This Month P 3
[pemo choice - 1172672013 | 5 Check-in = e e
[Holiay Basket 112672013 | 5 Check-in o — s
[pemo choice - 112412013 | 5 Check-in [Castweer 5 E
[pemo choice - 11/222013 | 11 Check-in [Castionn - =
[pemo choice - 112172013 | 22 Check-in [Castrear P 55
IDemo Choice M-F 11/19/2013 23 Check-in ILast Eiscal Year 563 174
IDemo Choice M-F 11/18/2013 10 Check-in
IDemo Choice M-F 11/17/2013 15 Check-in Wh at. s N ew:
[pemo choice - 11152013 | 5 Check-in
IDemo Choice M-F 11/14/2013 17 Check-in 11/18/13 - New Entry Screens for Adding a
Demo Choice M-F 11/13/2013 2 Check-in Famiy

10/15/13 _ E




Search for Client

u

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

You are logged in as: Jill Oldham - Pantry Mgr. s ot oo
FOOD

HOME QUICK ADD LOGOUT BANK

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

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

Clearthe Search Address Search ==

NOT FOUND? Click here == ADD NEW Family & Reservation (0/d 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

u  Sometime when you search for a family you will get the message:
0OSowovwen300r ecordso this means there ar
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 n g Expand the Search n

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 >=

try screen == ADD NEW Family & Reservation )

@ Sorry. over 300 records found, please try typing a few more letters from the Name

OF. 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.

v Dondot worry though, there are a number of
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. s o o
FOOD

HOME QUICK ADD LOGOUT BANK

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

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

Clearthe Search Address Search ==

NOT FOUND? Cli e==A0D NEW Family & Reservation (0id style entry screen == ADD NEW Family iz ervation )
This box has two search options Or search by:
Last N A Street Address
o LastiName 1. e 1234
1. i.e. Washington 2. i.e 1600
_ o A Narrow it down with
2. 1.e smith, | a street

1. i.e 123 Main

u Last four digits of phone number 5 ie 1600 Penn

1. I.e 5678




Searching for Clients d by name

u  Searching functi
lot like a funnel.
you start at the top
hold a lot. As us you
closer to the bottom t
more narrowed down t
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. Typing more
just narrows your results.

57
Matches

48
matches

19
matches

1 Match

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

Start typing Last Mame OR last 4 digitz of Phone or Cell OR part of

sm Clear the Search|

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

Found 57 matches - Hover over the links to see more information, Cli

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

| Clear the Search Addr

NOT FOUND? Click here == ADD MEW Family & Reservation (0l sty

Found 45 matches - Hover over the links to see more information, Clicking the lin

|smitn

|
Start typing Last Mame OR last 4 digits of Phone or Cell OR

SMith |

NOT FOUND? Click here == ADD MEW Family & Rese

Found 1% matches - Howver over the links to see more informa

Start typing Last Name OR last 4 digits Erf Phene or Cell OR part of Last
smith.jackie

Clear the Search

NOT FOUND? Click here == ADD NEWW Family & Reservation

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

Name Famihy ITx

Last Served

061172014 H

=mith, Jackie

1000669103




Searching for Clients-Address

u  Searching fun
like a funnel.
at the top it can
As us you get clo
bottom the more n
down the results be

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

237
Matches

10
Matches

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.

Match

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

Address Search == || |

I (OM style entry screen == ADD MEVW Famity & Reservation }

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

Address Search == |123| |

0N (0W style entry screen == ADD NEW Family & Reservation )

, Clicking the link will add the reservation immediatety.

LAa3L AaIlrE, pranl W i st airms LL-uviinng il WeLve ool .

Address Search == |123 Al |

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

*lirkinn the link weill add the reeerratinn immediatehe

¥ L] 0= o d 5 o o
| | Clear the Search Address Search >» (123 Akron|

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

Found 1 matches - Hover over the links to see more information, Clicking the link will add the reservation immediately.

Name Famihy I Last Served Address

Dow, John ﬂ 1000669082 05/11/2014 r 123 Akron Dr, Apt 111 (88801)




Search Results

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

Name Search == |washington|

|Clear the Se arch|

Address Search ==

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

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

Address

City

Washington, Denzel

13533 E 222nd Street, Apt. 1 (88801)

Bedford Falls 216-555-5525

Washington, Gearge
08/29/2014

1600 Pennsylvania Avenue, Apt. 13 (88701)

Maos Eisley G14-575-1236

Washington, Gearge
08M9/2014

1600 Pennsylvania Ave (88801)

Bedford Falls

Washington, George
08Mafzo14

1600 Psylvania Ave. (88801)

Bedford Falls

Washington, Gearge
08212014

456 Mt. Vernon Blvd. (83803)

Emerald City 214-043-1789

Washington, Kerry 08/25/2014

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

Name- last, first

1465. East Green 5t (88801}

Address includes, City
street number, street,

address 2, and zip

code.

Bedford Falls F14-125-3386

Merge- if you see that there
family does not have are duplicate records of a
a phone, the word family, you click the merge
dnoned s h o u fieldonbothrecords.(The
in this field merge will not happen
instantaneously, but will
eventually take effect.

Phone number- if a



Searching for Clients-Hover Over

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

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

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

|Da|"| | Clear the Search Address Search == | |

MOT FOUND? Click here == ADD NEWVW Family & Reservation (0id style entry screen == ADD NEW Family & Reservation )
Found & matches - Hover over the links to see more informatien, Clicking the link will add the rezervation immediately.

Name Famiby I Last Served Address City Phone Merge?
Barker, Gerry n 1000139513 0202002014 E 11212 shaker (32802} Bedrock 216-222-3333 O
Barker, lzzy n 10000932596 |11I1?I2I}1EI- E 301 Morth Sth Street (88701} Mos Eisley |

After you hover over the ID, you will

see: Start typing Last Mame OR last 4 digits of Phone or Cell OR part of Last Name, part of Firet Name (comma in between}).
1. Clientds name [oar | CesrtmeSearcr]  adgoress searcn
2' C I | ent 6 S a d d ress MOT FOUND? Click here == ADD MEVW Family & Resenvation (0id style entry screen == ADD NEW Family & Reservation )
3, Phone number, Found 5 matches - Hover over the links to see more information, Clicking the link will add the reservation immediatehy.
4. Who iS the fam”y Mame Famihy IC Last Served Address City Fhone Merge?
5. Past five service visits arcer, Gerry | 1000139513
A If this is the correct client, click on
Family ID and proceed to slide Barker, lzzy [ 1000093296 | [11212.shaker, - Bedrock, PT 82502
17.(Clicking on Family ID multiple [ | |[Fsryme= County - F 218222
times, will create multiple family Barnes, CIiff 1000869445 W Iname Date Status  |Service Type
records, so only click ID once) _ Gerry Barker 02/20/2014 |Served  |Pantry - Choice - 4 day
A If you do not find the fam”y you are Sames sane LSS Frances Barker 107202013 Reserved |Pantry - Choice - 4 day
IOOking fOI’, check out the next page Barton, Pat n 1000200400 M [Mack Barker 07/24/2013 |Reserved |Pantry - Choice - 4 day

for searching tips .

Shawn Barker 072412013 |Reserved |Pantry - Choice - 4 day




No Results

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

HOME QUICK ADD LOGOUT

QUICK ADD - Lookup, te a new Reservation/Service Event.
VI searchin Primary Zone n Expand the Search n

$ 2 or Cell OR part of Last Name, part of First Jame (Comma in between).
‘ Clear the Search | Address Search >>]

NOT FOUND? Click here >[ ADD NEW Family & Reservationl (O1d style entry screen >> ADD NEW Family & Reservation )

u  If last name yields no results than follow these steps

1. Expand the search and try the name again.

2. Search for clientds address.

3. Search for the |l ast four digits of
u If none of these searches produce any results than add new client.

x  Directions for this are on slide 26.




Scenario 1- Family already in PantryTrak

Service History Additional Info T Hotes T Family Members I System Info l 7 | Help

u  Check the JFS form and | — | /| E-Signature

Ve”fy that the |nf0 C|IJE, Blue % Close Window i Reload
matches: Ciue | [fie ] — Family
1. Address and zip code 2344 Nick Way | | | 4
82803 << (Zip Code lookup for City, State, County) Proxy | |
matCh JFS form Emerald City, FT Barrymore County
P -Choice-3d r
2. Phone number matches lon Prone [443.757.9803 || T |
2nd F'hnne: Food Pantry T
JFS form Howe did they sign? Print Print
3 Number in hOusehO|d Signed Paper Form Signed Electronic Form Not Required Required, NOT Signed FORM w/ date
correlates with JFS form : o
First Name| Middie|Last Ham ?::::ﬂf Birth G‘:glfp Gender Identification Status
u If the information from Blue Clue =17 TF @M | Nesdea ®verified
the JFS form does not fir. Salt 65 - B4 F M| Needed ®verified ®Active Olnactive
matCh, go to Sllde 18 to Stave 95 _ LG _IFI_IM (DNeeded ®'erified ® Active Ulnactive
Iearn hOW to Correctly Paprika Calt 5-17 _IF M CNeeded ®Verified ®active Clnactive
add information from SERVICE VISIT STATUS:
JFS forms into ®Reserved CServed OMo Show CCancelled by Client ©'Cancelled internal “'Duplicate void CRescheduled
PantryTrak "Take-a-Number" tracker (optional) Client's #inline-[0 | | Choose Serving Status v
Service Visit Date & Time Family Status
u Ifno Changes need to |DB;‘I ”2[]]4| at| 11:00 AM ¥ | ®New Family CPreviously Served
be made click on I ——
SerVICe hlstory and go % Close Window & Reload ose merD:T“S <ame f:?ntﬂ‘fr Ervice

to slide 21 to learn
about this tab.




Scenario 1- Changes to a Family Already In

Served Last on: 071212014

PantryTrak

If the address or phone number
that is already in the system does
not match the JFS form, click in
the address or phone number box
to modify the information. A green
dot will appear when the
information is updated.

u If you have extra information and
can update click in the box to
enter a date of birth.

u I'f you donot
know an age, you can enter that
into the column.

To add notes about families, click
in note box and add the
information.

To change family size in
PantryTrak, there are a few ways
to do this. Go to next slide to find
out more

I Main ] ' E-Signature

have

Clue, Blue

Clue

| [Blue

2344 Canine Road

88803

== (fip Code lookup for City, State, County)

Emerald City, PT Barrymare County

Main Phone:

443-787-9803|

2nd Phnne:|

How did they sign?

Signed Paper Form

Signed Electronic Form

Additional Info

¢ Close Window

Hotes Family Members

& Reload

Family MOTES:

]

Pantry - Choice - 3 day

Food Pantry v |+

Not Required

Required, NOT Signed

First Name|Middie|Last Namd ?nﬂlﬁﬂ ;;;‘;‘ Gender \dentification
Blue Clue OF®ny JNeeded ®\Verified
Steve | F M ONeeded ®Verified
Paprika Salt | Fm ONeeded ®Verified
Mr. Salt R _Needed '®Verified




Scenario 1- Changesto Family Size

u If you need to add/remove I Main | +'| E-Signature T Served Last on: 07/12/2014 T Additional Info I Notes
members of the household
that already appear under
the household information,
click inactive or active next 2344 Canine Road L

. RRR03 == (fip Code lookup for City, State, County)
tO thelr name. REIOad the Emerald City, PT Barrymare County
page and the household

Family Members

System Info l ? | Help
Clue, Blue % Close Window & Reload

Clue | [Blue ] - Family
Family NOTES: Size

3

. Main Fhone: |443-787-9803 | Pantry - Choice - 3 day v |
member will change from 2nd Phone:

] : . | Food Pantry r | +
Wh|te tO ye”OW |f yOU C“Ck How did they sign? Print  Print

0 | nNact | vV e (,) an d Signed Paper Form Signed Electronic Form Mot Required Required, NOT Signed RO L) w,."n:_late

ORM. w/

white i f you cl .
First Hame|Middie|Last Name ?ﬂ“ﬁ;’: ;;;‘;‘ Age G‘:‘gﬁp Gender dentification Status
. If yOU need to add anew Blue Clue 5-17 OF @M Meeded '"®Verified
famlly members that do nOt Steve | | |35 | 35-54 WAE WM Meeded '"®Verified ‘® Active Inactive
already appear in the Paprika Salt | | |ho | 5-17 L FLM [ONeeded ®verified ®4ctive Cinactive
household click on family . Salt | |5 | 65 - 84 FUM | Needed ®Verified | Active ®Inactive
members tab.
First Name|Middle[Last Name ?ﬂ“ﬁt‘;’; ;;;‘;' Age G‘:‘gﬁp Gender Identification Status
Blue Clue 5-17 F @M Needed '®Verified
. Salt | | |85 | 65 - 84 LFLM | “Needed ®verified ® active Inactive
Steve | o EE 35 - 59 FLM  |“Needed ®verified ®active lnactive
Paprika Salt | | |ho | 5-17 L FLM  |“Needed ®verified ® Active Inactive




Scenario 1- Changes to Family Size

u 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
add them to the family. Repeat the process to add more family members as
necessatry.

I Main I E-Signature l Served Laston: 07122014 l Additional Info I Hotes I Family Members I System Info l |E| Help .

Add Mew Family Member here: (one at atime)
. . Date of Birth
First Name Middle Last Hame | mm/dd Age Gender
Salt 4 |a/e/1958 56 years old ®FOM e

|Add New Family Memberfl [Reset

u 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 placeholders to the family

Create multiple ‘Placehclder Family Members: (enter#) Seniors(60+)-[0 | Adults(18-58)-[0 | Children-[0 | [Create]

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



Historical Service Records

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

u 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 in the serve history of your
families. The next couple of screens will walk you through how to do this.

I Alain E-Signature Service History Additional Info Notes Family Members System Info . E| Help _

Service Visit History = 1

Date |Children Adurts| Status Location Service Type Signed? Update 5tatus|
0&i11/2014 p 3 |Reserved Food Pantry |Pantry - Choice - 3 day |
#® Close Window i Reload

ADD HISTORICAL SERVICE RECORDS |<-: This link will allow vou to add previous service records that may be documented on paper forms or lists.




Istorical Records Continued

After you click
0OAdd Hi st
Recor do,
come to a screen
with 12 empty
boxes. Enter these
dates into the
boxes.

or
Yy O

Chio Department of Job and Family Sewvices Thi box i= opti onal for local

FEDERAL AND STATE FUNDED FOOD PROGRAM S gy use. cheskone:
ELIGIBILITY TO TAKE FOOD HOME o Housshaldw ih mnar chidren)

O Hous=hols w itout minar childran)

Name

Adgress

City Zip Area Code + Phone

Mumber of people in household byage: age 60+ age 16-59 age birth-17 ___ Total ___

This table shows yearly gross income for esch familys ize. f your hous ehold income is st or below the income lis ted for the numbeld
people in your hous eheld, you are eligible to receive food. This certification form is being in ion with the distri
offood from the s tate funded program andior Federal as s i tance through The Emergency Food Ass is tance Program

Hous ehold “fear by Nenthly Weskly Read the following statement carefully, then sign the form & write in
Size Income Income Income: ‘s date.

1 22,978 51914 5441

2 531,019 52,584 5596 | certify that my curent gross household income is a or belowthe income

3 539,059 53,7054 S751 listed on this form for households with the same number of people as my

h hold. lalso certify that, as oftoday, my household lives in the area
4 7,055 524 905 ; : e b -
54 52 s served by thizs agency. Program officials may verify what | have certified

5 855128 54,594 $1.080 to be true. | understand that making a &lse certifcation may result in

e 383178 55,284 $1.214 having to pay the State fr the value ofthe bod improperty issued to me

T 571,219 35,934 51,389 and may subject me to criminal prosecution under State and Federal law

H $79.259 26,604 51,524 Signature Dste

3 587,299 57,274 51,678 X

For each additicnal
person add 58,040 3670 3155
The U.5. Depariment of Agri i t= di: ion againstits and licants for employment on the basesof
race, color, national origin, age, dlsil:lll‘l]", sex, gender identity, religion, remsal and where appllc:ahle, political bellefs.. marital status,
familial or parenhl safus sexual onentatlon, orall or part ofan il from any public assistance program, or
orinany p or activity orfunded by the Deparlment (Not all prohibited bases
\MII apply Toall programsand.l'or employment al::‘twmes.) Ifye you wish to file a Cwll nghts qQ d y P the
found online at hitp:/iww 5 ml, or at any USDA office,

a in
call (866) 632-9992 to request the form. You may also write a letter containing all ofthe mfclmatlon requested in ﬂ1e form. Send your
completed complaint form or letter to us by mail atU.5. Depariment of Agncu Iture, Director, Office of 1400 1

Avenue, 5.W., Washington, D.C. 20250-9410, by fax (202)690-7442 or email atp@ram.ln kef@usda.gov. Individuals who aredeaf hard of
hearing or have speech disabilities may Donhc‘t USDA through the Federal Relay Service at (800) 877-8339; or (300) 3456136 lSpanlsM. us
isan equal pr and employ

This box s optional for local
agency us e chedk one:

Full Serice Parfial Senice | Signsture Date
X

Full Senice | Partial Senice | Signsture Date ‘
X

Full Serice Fartial Senice | Signature Date
X

Full Serice Fartial Senice | Signature Date
X

Full Serice Parfial Senice | Signsture Date
X

Full Serice Parfial Senice | Signsture Date
X

Full Serice Parfial Senice | Signsture Date

Full Serice Parfial Senice | Signsture Date
X

Full Serice Partial Senice | Signature Date
X

Full Serice Parfial Senice | Signsture Date
X

Full Senice Partial Senice | Signature Date
X
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|E.I'IE| may subject me to cnminal prosecution un

Historical Service Records Continued [ =

u To enter date into boxes, either choose correct T CusomerS empioyees ahd appICANIS For Smployment o e Basss of
gion, reprizl, and where applicable, political beliefs, marital status,

date On Calendar Or type |n the date aS lividual's income |= derved from any public assislance program, or
ledlor funded by the Deparment. (Mot all prohibited bases
mm/ dd/ yyyy

to ﬁllg a C.lwl ng t=s pmgram m‘nplﬂlnt of discrimination, complete the
HIL, 513 i =t himl, or at any USDA office, or
|nfarmt|on requeﬁed in the form. Send your
L of Agriculture, Difect Gl', Dﬂic:e of Adjudlcaimn, 1400 Independence

¢ 01/01/2013 is the proper format, not 1/1/13. email at progmminia keQusda goy. Individua s o are deat hord of
If you type in 1/1/13 the computer literally
thinks this is the year 13 AD and will not accept

n - . Date

X
the value S e—
=

u  To save records to PantryTrak, click on Add button [ |

- ] +» Homg Add Historical Service Refords - Step 1of2

C If records are entered correctly, green text will N
appear on screen. Click close record to exit y entering dates in the fields below, PantryTrak wifl create historical service records for this family.
. . " |:| he records will be marked as served on these datrs, Lusing the family infarmation that is already in |
H|St0r|Cal ReCOFdS. . |:| au can use as many ar as few lines as you wouldjlike.

<

= |06/19/2014]
Jun  v[2014 |

.|:| . Sy Mo Tu We Th Fr Sa

-] 1| 2| 3| 4| 5| 6/ 7
Add Historical Service Records - Step 2 of 2 - 8 9 10 1 12 13 14

Ll 15 16| 17| 18 20 M
Pleaze wait a moment while we process the information = |:|

22 23 24 235 26 27 28

Hiztorical Service Record 203691 was added to the databaze for 050152014 . - |:| 29 30
Historical Service Record 3036592 was added to the database for 071202014 . = :
¥ Close Window #: All Done, click Close Window to return to the previous a
A R
SCIEen.




Adding New Family into PantryTrak

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




