
PANTRYTRAK 101



• Welcome, introductions & agenda

• Why do we use PantryTrak?

• The basics

• Adding new clients

• Ground rules

• Practice!

• Common scenarios

• Acting out scenarios (Practice! 2.0)

• Talking through PantryTrak and intake at YOUR site

• QUESTIONS?

Today’s Agenda



Intros
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Why Do We Use PantryTrak?



What Can We Do with the Data?

- Determine where MFPs are needed
- Figure out how Brick and Mortar pantries can better 

serve clients
- Receive grants and funding
- And more!



Demonstration Time!

• Checking clients in

• Adding new clients







GOALS:

1) Maintain privacy of client and their information

2) Make clients feel welcome

3) Obtain accurate information about who we are 
serving

4) Be efficient

Ground Rules for Intake



PRACTICE 1.0

Everyone practice entering two new clients and checking in 
two existing ones.



A client says they have been to the Pineapple Mobile 
Food Pantry distribution before, but this is their first 
time at your site. They have never been given a key tag.

Look them up in PantryTrak. If they are not in the 
system, have them fill out a new client sheet. If they 
are, double check that they don’t have a keytag in the 
system, and assign them one.

Scenario #1



A client says they have lost their key tag.

1) Reassure them.

2) Search for them by name.

3) Mark them as served.

4) Inactivate their first key tag.

5) Assign them a new one.

Scenario #2



A client hands you their key tag, you scan it, and no 
record comes up.

FIRST, check that the Alt-ID box is orange AND that your 
cursor is blinking in the box above it.

THEN, look them up by their name. Mark them as 
served. Add the keytag as if you are adding it for the 
first time. This means someone forgot this step, but 
now they’re all set for next time.

Scenario #3



The Internet isn’t working / PantryTrak isn’t working / I 
think we might be entering something wrong.

1) Remain calm ☺

2) Call Kathryn or Jackie.

3) If necessary, make a list of key tags and names for 
those with both. For everyone else, collect 
registration forms and give them key tags.

Scenario #4



A client does not want to give me their address / name / 
birthdate, etc.

1) Explain what we use the data for. It is NOT used in 
association with their name, but just to give aggregate data 
about how many people are being served, how big their 
households are, etc. so that we can better serve them.

2) If they are still unwilling to share information, do not push 
them. If we can’t get a birthdate, try for an age, and if we 
can’t get that, use a placeholder age. If they don’t want to 
give their address, ask for zip code and county and put a 
placeholder address, or select “homeless.” If they don’t want 
to give their name, put “John/Jane Doe.”

*why might they not want to give this information?

Scenario #5



A client is having difficulty filling out the form or I 
cannot read their handwriting.

Offer to assist them, or ask them to tell you the 
information so you can write it down.

(Scenario #6)



A client is in the system, but a lot of their information is 
missing.

Either ask them the missing information and input it 
directly into the computer, or ask them to fill in the 
missing information on a new registration sheet with 
their name on it.

(Scenario #7)



I closed out of a client’s record too early and realized I 
made a mistake in it.

Select the orange number next to their name, and it 
brings you right back to their record. Voila! You can fix 
it now.

(Scenario #8)



I searched for a client by name, and 2 records came up.

If all the information is the same, mark them to be 
merged, and then select one of them (ideally the one 
with the most recent service date) to enter for the day. 
Mid-Ohio Foodbank will merge them at some point.

(Scenario #9)



- Always make sure your cursor is flashing in the 
correct box.

- When in doubt, hit the button

- Don’t panic if you make a mistake! Most things in 
PantryTrak are correctable ☺

PantryTrak Tips



- The driver will bring you a Chromebook, Mifi, scanner 
(and adaptor), key tags, and blank registration sheets

- Follow the instructions on the “Setting Up” page in 
your folder ☺

- Be sure to make the privacy policy visible to your clients (it 
is included in the Chromebook case)

The Day of Your MFP



- Use numbers to assign places in line.
- People don’t have to worry about losing their spot while 

signing in.

- Easy to keep track of clients going through a second time to 
pick up for another family.

- Use a separate room to sign people in, if possible, OR 
maintain a 10-foot space between client going 
through intake and the rest of the line.

- Maintains client privacy.

Best Practices



- Have a volunteer ask clients in line if they are new 
and hand out registration forms so they can have 
them filled out and ready to bring to the intake table.

- What if a client says they’ve been here but don’t have a key 
tag?

- 1) Look them up in the system. If they are entered already, merely 
assign them a key tag. If they are not, proceed to Step 2.

- 2) Have them fill out a sheet like the new clients. Now they will 
definitely be in the system for next time!

- Check your entries when there are lulls in the line and 
at the end of distribution.

- Look for green boxes (good!). White boxes mean the entry 
is incomplete. Yellow bubbles mean you forgot something.

Best Practices



DO NOT…

- Take client sheets home with you to finish entering later.
- This compromises client confidentiality.

- Instead, send them with the driver for Kathryn to enter at FBST if 
you are unable to complete them all.

- Contact clients for any reason besides alerting them of a 
food recall, which the Food Bank will initiate with you.

- If you would like to contact clients for some other reason, please 
speak to us at the Food Bank first. Because we promise not to 
use their information, we cannot simply access it for other 
purposes any time we want.

Things to Avoid



DO NOT…

- Set food aside for your volunteers or allow your 
volunteers to receive food first.

- At mobile distributions, volunteers can go through as one 
person for every five clients.

Things to Avoid



- Go to pantrytrak.com and click “Member Login.”

- Use the username and password on the sticker inside 
your folder.

- Sign the privacy agreement.

- Select the yellow button for today’s event.

Practice Logging In



Thank you for dedicating the time for this training, and 
for all you do for your community!

Let me help you help others, so please reach out to me 
with questions/concerns/feedback at any point ☺

Questions?


