
FreshTrak Training 

Basics + A Little More

FreshTrak Training



Before jumping into FreshTrak training, You should know

• No Install – it can be accessed anywhere there is a computer and internet connection,

• Internet
• A Wi-Fi network in a building nearby. An access point or booster may need to be installed to extend 

the reach of your network to your distribution site.

• A hotspot! Smart phones can be used as a hotspot. 

• Computers
• The number of computers you need depends on how many clients you serve per distribution. 

• Laptops

• Windows XP or newer, Mac 2008 or newer, HP Chromebooks (Google/Chrome OS)

• Tablets 

• iPad, Amazon Fire, Android Device 
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Navigation to Website

1. Navigate to the website by typing the 
URL. 

https://secure.pantrytrak.com/

2.    Click the Member Login button!

1
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Privacy Policy
The first time you login to FreshTrak you will be asked to sign the Privacy Policy. Depending on your role 
at an agency, you will sign every time you login. Doing so, is very simple.
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▪ Feel free to read the policy, or click 
jump to signature

▪ Type your name, type your initials

▪ Click “I Understand”



Home Screen

When you first login, there are 
a number of places you can go 
from the Main Menu. 

For training purposes, we’ll first 
choose our Event, Food Pantry.

The yellow event boxes vary 
according to the services that 
your agency provides.
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Home Screen-Explained

1. Home screen - if you are in Search, Quick Add and Quick Serve, this button will take you back to 
this screen.

2. Quick Add, explained here.

3. Logout, if you’re done serving families and/or using FreshTrak, this will take you out of the system.

4. Headings for each group of tools, Reports section will be covered in this training.

1 2 3
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Home Screen-Events

Events in FreshTrak are all the programs 
an agency maintains. It's also the first 
choice to be made when serving 
families. 

1. Clicking the yellow buttons on the 
Home Screen will take you to Search 
and Serve clients for today’s date.

2. Jump to day, if you’re scheduling an 
Event in the future, or filling in past 
Events, this is one way to get there.

3. View recent listing of all your Events, 
click on a date.

4. Service history at a glance. Recent 
stats as well as a chart of your entire 
history of service you’ve entered 
into FreshTrak

1

2

3

4



Search-Quick Add
It’s best to think of Quick Add as a ‘clean’ Search screen. Unlike 
the Regular view of the serving list, you will not see 
households you have served, reservations created or any other 
statuses. But all the rules and functionality are the same.
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Quick AddRegular Serving List



Search Area-Explained

1. Search box, be sure to click inside here before you start typing.

2. Search types, click to change. When it’s orange, that means it has been selected. 

3. Lists, used for viewing reservations (made ahead of time) or served results.

4. Search results box, provides feedback on the type of search and number of results.

5. Since FreshTrak is lean on bandwidth, some things don’t constantly update. If you’ve added families to the Service Visit List
and don’t see them, just click Reload Page.

6. “i” you’ll see these around FreshTrak when something needs explained or displayed.

7. Navigate to your (<<) last or next (>>) date of service.
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How to Search 
We’ll start to search for Teddy Roosevelt. 

Searches always follow the Last Name, First Name.  An easy way to search is by typing roo,t. The first three 
letters of the last name, first letter of the first name

1. It turns out that there are two Teddy Roosevelt’s in the system (more on that later), but the one we’re 
looking for resides at 20 Sagamore Hill.

2. Once we have decided on the family, click on their name to move forward.

*Other ways to search, can be found here.
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Search-Results

1. Families you have served and not served will be broken in two sections with those you have served always being on top.

2. Often, when searching for a household, there are many of the same names in the system. Some of these may even be duplicates. In the 
case of these two Roosevelt households, they at least have a different address. If they did not, Click the      button to see a snapshot of the 
rest of the household and the service provided in the past to this household. 

3. Not sure if you’ve served someone in the last 30 days? Last Served shows the date and type of service to a client.
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Main Tab-Verify Household Information
Verifying Household Information - missing information 
(indicated by yellow/pink boxes) should be updated 
with the client present. Ensuring the integrity of data 

for all pantries using FreshTrak.

A Verify information with client, including name, 
address and phone number

B Verify that the family size is correct

C Be aware of Active vs Inactive Household members, 
as it affects household size 

1. Then to family size and breakdown.

2. Further details, DOB, gender and active/inactive 
can be updated here.

Finally, click the tab at the top of the page for the 
Electronic Signature.



13

Main Tab-Household Members
Active and Inactive members will appear on the Main tab. If they have any other status, members can be found on the Family Members Tab. 
Additionally, the ability to edit First and Last name can be done there as well.

1. Notice, Family Size (located above the Notes box) is indicative of only members that are Active.

2. Disability status is not something that normally is seen on the Main tab. Instead, it can be found on the Additional Info tab. However, if 
there is a status found on another tab that would be helpful to your organization, contact your food bank.

3. Active or Inactive, is a tool for easily taking members out of the household. For example, if grandparents are taking care of grandchildren 
for the summer, this is the way to include and remove them.

4. Need a to add a person to the household, click the Add Family Member.  The green box to fill in their details will appear below.
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Main Tab-Service Details

All service details can be easily changed before moving to electronic signature at the point of service on 
the Main tab. The menu to do so is sandwiched between the address and household members.

1. Service Provided, the default service type under the Event. This can be changed, just click it!

2. Date and time defaults to todays date and hour of service.

3. Optional Reporting is not shown by default, click the (Show) button. You’ll then be given the option 
to input Pieces, Pounds, Dollars and Description. 

4. If you have changed the service provided you may also want to change where service statistic where 
it will accrue.

5. If there is more than one service provided during the course of the transaction, you can add each 
with the use of this button (also at the bottom of the page). Just be sure to change each accordingly 
under Service Provided as they will be added as the default service.
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▪ But if they would like to read more of the 
policy, click Show All Items, which will 
display the full Summary.

▪ If the client would like a copy emailed, type 
their email address and click the Email 
Requested button.

E-Signature Privacy

At the point where you’re ready for a client to 
render their E-Signature, the client must be able 
to see/view the screen. 

▪ First, they will see the Privacy Policy which they 
are not required to sign.
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Electronic Signature
Sign & Serve happen simultaneously; as the client types their E-Sig, they are considered   served     

in the system. Once signed the family can move on to shopping at the pantry. Using the E-

Signature Tab, Point out the following to the customer for their verification:

(A) Verify household information with client 

(B) Verify with customer they fall within gross income limits 

(C) Change name and household position if proxy or family member is signing 

(D) Client/proxy/household member MUST type their initials and click “I agree” button

A B

C D
ATTENTION: DO NOT TYPE CLIENT’S INITIALS IN 

BOX or “I AGREE” FOR CLIENT
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Compliance - make sure you are in compliance

It is very important to execute one of the next two steps to be in compliance with all 

guidelines. All food given to a household must be signed for. 

How Did They Sign? The signature must be obtained at time of service only -

electronically or on a TEFAP Form. Click Here to see how to fill out this form correctly. 

No other type of document can be used to track client intake such as a spreadsheet created 

by the agency. 

When giving other services that you want to track, a signature is not required.

Service Visit Status?  Remember, this indicates the client has been served and their 

service will be counted towards your monthly report. 



Main Tab-Signature
Please Note: This area is important for audit purposes.

How did they sign… or did they sign? When you first create a reservation, none of options will be selected.

• If you’re using E-Signature, it’s easy. Signed Electronic Form will be automatically selected after the e-signature 
is completed.

• If you’re not using E-Signature, but you want to account for paper records, you’ll need to click Signed Paper 
Form. 

• Click the Not Required when you are logging any service other than food and want to keep track of it.

• Click the Required, NOT Signed when the client signature was not collected at time of service.  This should only 
be used under the most extreme circumstances.
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Main Tab-Service Visit Status
Service Visit Status is an identifier that helps you keep track of if a services was provided. When a service event is created, it always defaults to the 
Reserved status.
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If Reserved is highlighted this indicates either of two things. It means that either the client has a reservation at your location or that you looked 

at their record but no service was provided.

When a family signs electronically, their status will automatically be changed to Served. If the family signed on paper, click Served.  

This indicates the client has been served and their service will be counted towards your monthly report. 

No Show means that the client had a reservation but did not arrive at the site.

Cancelled by Client is used when a client has contacted the site to cancel that reservation.

If you make a mistake on a reservation and it needs to be removed from your serving list you can either click Canceled Internal or Duplicated 

void and this will delete the record at a later time.

If the client has reservation is made but it is rescheduled click Rescheduled.



Finish-Close, Save, Reload

If you’ve been curious up to this point about where the save button is in FreshTrak, there isn’t one. 
What you may notice along the way, is that every time a change is made in a field, a little green dot      
appears somewhere on the screen. When you see that, your changes have been saved.

Along with saving, you also may have noticed that some changes aren’t immediate. The truth is, 
behind scenes things have changed but will only appear to the user after clicking the               button. 
There aren’t too many places where this is necessary, but as mentioned in the beginning, it is part of 
what helps keep the system so lean on bandwidth.

You’ve finished serving a client and/or updating their household information. Whether you’re ready 
to move on to the next client or finish for the day, how do you leave the Family Service Screen? 

• Close the tab titled ‘Service Visit Update.’
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Add a New Household-Step One

Since we couldn’t find Elsay Smith before, we will need to add her to the system.

To start this process, just click the red text Add New Family & Visit link below the search 
box.
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Add a New Household-Step Two
Adding a new household should be pretty intuitive, in terms of only requiring the basic information found on the 
Family Service Screen.

However, one thing to help prevent duplicates is that the name and address you enter will be searched against 
what is currently in FreshTrak. This also may be a little confusing because they work independently of one another. 
So, while there isn’t an Elsay Smith in the system, if she lived on 1939 Batcave Circle, that is an address that PT 
recognizes.

In any case, if for some reason searching for a household didn’t seem to work but the result offered when you try 
to add them appear correct, just click the on the name like you normally would in search.
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Add a New Household-Step Three
Before getting to the next step, remember that for all the fields you will need 
to input or check each one. 

If you have missed something, like the Zip Code. The screen will prompt you 
and not allow you to move on.

But once you’ve added that piece of information, click Next!
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Add a New Household-Step Four
The next screen offers the opportunity for two more pieces of information to be input before adding the family.

1. If you have time and know the other household member details, names, DOB etc. feel free to do so here. If 
not, you can so later.

2. If you’re adding households to FreshTrak from TEFAP forms, you may have a historical visit to associate with 
them. This would be the spot to add those dates. If not, you can do so later.

3. Finally, when you’re ready to complete your inputs, click Add!

1

2
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What are these tabs used for?



Service History Tab
Service History, is the history of services you have provided to a client, with the details of the service 
and family and at the time of service. 

The Tab will always show the last time this household was served.

Can serve as a good way to see service events that remain unserved/Reserved.

Only place to see past Service Visit Notes.
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▪ Notes on the         tab also 
appear under the           tab.
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Notes Tab
A note about… notes

▪ Notes are private to your location

▪ Notes exist/repeat in a few places

▪ Service Visit Notes under the 
notes tab are saved under 
the corresponding visit under 
the                     tab



Additional Info Tab
Please note these fields are not required! One 
area may used and others not used.

1. Change the default language of  E-Signature 
form. Please note, the languages made 
available are determined by the state. In 
other words, if a paper copy does not exist, 
then it cannot be translated for FreshTrak.

2. Add/edit income details.

3. Add housing details.

4. Add disability status.

5. Add SNAP information.(do not use.)

6. Email

All items on this tab are optional sharing from 
customer.
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Family Members Tab-Add & Promote
The Family Members Tab, is the place to edit all the details of the household.

If the head of household moves out, dies or simply is not 
the primary person coming to the agency, it may be time 
to consider a promotion.

▪ Members eligible will be those with a valid birthdate 
and are over the age of 18.

▪ To make your choice, simply click next to the members’ 
name and click the promote button.

As with the Main tab, there is an 
opportunity to add a single 
household member. Or in bulk, 
creating them through the multiple 
placeholder tool.



Family Members Tab-Info, Status & Searchable

1. If there are edits/changes to names, that can be done here.

2. Any Status beyond Inactive is not available on the Main tab and changes must be made here.

• Permanent Inactive, someone who is likely not returning to a household

• Deceased, 

• Delete, only if you have mistakenly created a household member

3. In the previous slide, we saw how a member can be promoted. But if you would still like to keep them 
actively searchable or make others easily found, this is the place to do so.

30
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2 3

Deeper individual data points 

about each member are 

accessed by clicking the + sign.

https://secure.pantrytrak.com/hesk/knowledgebase.php?article=113


Family Members-Additional Information
Please note these fields are not required! One area may be used and others not used.

Adding additional member level data points can be useful in pursuing grants, or just getting to the know the population you serve. 
Like the additional household info, none of this is a requirement and should not serve as a barrier to service. 

Please keep in mind that the input fields offered have not been arbitrarily chosen by the FreshTrak team. In fact, they are what has 
been made available on the current US Census.

If any single one of these category are of interest, it can be moved to the Main tab. Please contact your Agency Relations Rep to 
make this change.
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Appendix

• Privacy Policy Posting

• Different ways to Search

• TEFAP Form-Correct Usage information

• Statistics Report

• How to Use a Proxy
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Privacy Policy Posting

We have a Privacy Policy to protect our clients and their data

Also, to set guidelines for FreshTrak users and Food Bankers to know

• What we can do with data

• What we can’t do with data
Protects us, agencies, clients from inappropriate use of personal data

The policy is available in full via the link titled Privacy Policy on the Main Tab.

But to help address questions, concerns as well as give clients a more leisurely 
opportunity to read the information, we highly recommend all agencies print and post 
the Privacy Policy Posting via the link on the Main Menu.
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Search Types

Name search works by entering a portion of the last name, then a part of the first name. Separating the 
two parts by using a comma. Even though it is possible to find families by just entering their last name, 
you should know that both the comma and a space act as a separator for the first and last name. 

Address search can be done using the street number or name. Both work the same way. 

Date of Birth from the picture ID or passport is an easy way to use this search
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There are 3 different  ways to search for clients, this page summarizes the way each works. The next 
few pages will provide more in-depth explanations. We do not recommend using Phone.

Alternate ID can be easily scanned or entered via the keyboard.



Narrow Your Search Results
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+150 Results

100-50 Results

25 Results

<5 Results



Search How it Works
1. As illustrated on the previous slide, Search in FreshTrak works like a funnel. The more you 

type, the less results you get. But! Make no mistake, less is more.

2. Obviously, not every name will be like the example, yielding so many results. For many 
families, you may easily be able to find them after typing a few letters/numbers of their last 
name, or street address.

3. In the case of Elsay Smith, she is not the head of household* we have served, but our 
results box tells us that we should have stopped typing when we reached smi,elsa. Adding a 
y to the end of our first name did not give us any more results and so really we could have 
stopped when we reached smi,els.
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*Sometimes you may find that a person is in FreshTrak, but not listed as the HOH. This is why it’s important 
to always search both Name and Address. But when you do serve a member over the age of 18 that is not 

the HOH, you can promote or make them searchable.



TEFAP Paper Form How-To
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• Cannot circle proof of income.

• Number of People in household 

should include ‘0’ in totals.
• Ohio is a self declaration state, so 

when the client signs the form they 

are agreeing to all information on 

the screen or paper.

• Reminder: When your agency uses 

a Paper form, the agency is required 

to keep all of the signed forms on 

file for 5 years.

• When should the agency use a 

paper form?

• No internet

• No computer intake person 

available on day of service.



Reports-Accessing monthly statistics
At the main menu, click on Main Pantry Report.  

If you are a Produce Program you will “Include Produce”.
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On the pantry report screen, you have the option of 

running a variety of reports.

To run a monthly report for your food program, click by 

Location, By Month that you are reporting for.

If your site has multiple events (Pantry and Produce 

Market, for example), click on the By Event, by month 

option to sort by the different types of events.

Your report will look like the table below for the event you are reporting.

This information can now be 

inputted into your eHarvest account 

for statistical reporting.



How to use a Proxy
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If a customer is ill, under quarantine, disabled, or otherwise cannot make it to a pantry, all Mid-Ohio 

Foodbank partner agencies use a proxy process where they can send someone they trust to pick up 

food for them. Letter of Proxy in several languages can be found on our website.

The proxy letter is good for 1 year from start date. And should be kept on file with the agency. Place 

the name of person in the Proxy box on the Main tab.

You are required to change the name of person signing and Household position, click here for more 

details.

https://www.midohiofoodbank.org/who-we-are/agency-zone/


Login-Remember your Login information
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Accessing FreshTrak

Log into FreshTrak  https://secure.pantrytrak.com/

User ID: ________________________  

Password:_______________________

Best Practice: keep this sheet in a secure location to always have your log in information.

https://secure.pantrytrak.com/

