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Call 412-460-3663 

Eliza Kuhn: extension 408 

Brian Zeisloft: extension 219 

Laura Officer: extension 233 

Phylliss Johnson: extension 222 

Marlene Gary Hogan: extension 308 

Suzanne Smith: extension 230 

Charlese McKinney: extension 284 

PantryTrak Login Information 

https://secure.pantrytrak.com 

 

 

Username: 

Password:  

System Overview 
 

PantryTrak is an electronic client record management system that was designed by 

Mid-Ohio Foodbank in 2009, specifically for use at food pantries. It is a cloud-based 

system, which means you can access PantryTrak from any device that has internet 

access. PantryTrak simplifies the registration system at pantries and provides auto-

mated, detailed reporting features. This system will eventually replace paper forms. 

 

PantryTrak generates an unduplicated count of families/individuals in any given ser-

vice area, and provides real-time data that will inform your pantry, GPCFB, volun-

teers, donors and other community stakeholders.  

Important Note: 

Please do not contact Mid-Ohio Foodbank for assistance. Call any member of the 

Network Development team at GPCFB and we will be happy to help. 
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Logging In 
 

Open your internet browser (Google Chrome, Internet Explorer, Safari, etc.), and 

type https://secure.pantrytrak.com in the URL line. 
 

Click “Member Login,” and enter your User Name and Password (see page 3). Click 

LOGIN to continue to the next screen.  

Important Note: 

Please do not contact Mid-Ohio Foodbank for assistance. Call any member of the 

Network Development team at GPCFB and we will be happy to help. Phone num-

bers are on page 3.  
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Home Screen 
 

You will be directed to the home screen after logging in. This screen is your portal 

to PantryTrak—you can add new families, conduct registration at your distribution, 

and generate statistics reports from this screen. Click “HOME” at any time to return 

to this screen. 
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Searching for Records  
 

Some of your families might already have a record in PantryTrak. Remember, all 

families are permitted to attend Produce to People distributions in addition to at-

tending a pantry so they could be in the system for that reason.  
 

NOTE: It is important to search for each family before adding a new record to avoid 

entering the same family into the system more than once.  
 

Scroll halfway down the screen until you reach this point: 

If the family you are searching for appears, hover over the   button to view basic 

household information. Confirm that the information on the screen is the same as 

the family for which you are searching by comparing the address, phone number, 

etc.  
 

When you are certain you have found the family you are looking for, click on the 

name and proceed to page 8.  

To make entering your families as easy as possible, click the yellow “Pantry” button 

to start searching for families. All records will pre-populate with today’s date to 

start, but you can change the date back to the family’s last service date later if you 

want your records to be accurate.  Once you are on the next screen, type in the last 

name of the family for which you are searching.  If the family is not in PantryTrak, 

no records will appear and the search bar will be highlighted pink. If this occurs, 

proceed to page 6 to add a new household.  

If there is a record for that name in PantryTrak, it will appear in a blue table below 

the search bar.   
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Entering a New Household 
 

If the family you are searching for is not found, enter their household information 

into PantryTrak by clicking the “ADD NEW Family & Reservation” link.  

Enter information about the head of household, and other information displayed on 

the screen.  

 

NOTE: when adding a new family, your information will not be saved until you com-

plete the last step.   

If possible, enter date of birth. Ages will automatically update every year. If you do 

not have date of birth, enter the individual’s age and add date of birth later. 

 

Enter the number of people in each age group, including the head of household. 

You must put a number in each box - enter 0 if there are no people in the house-

hold in that age group.  

Check your work for accuracy, and click NEXT to continue.  
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Entering a New Household, continued 
 

Enter name, date of birth and gender for each additional household member. Pan-

tryTrak automatically enters the last name of the head of household for each family 

member.  If another household member has a different last name, you can change it 

manually.  

PantryTrak will allow you to enter previous service dates to help you track when 

this family was served at your pantry. While this practice is useful, it is not required. 

If you want to use this function, proceed to page five of the Frequently Asked 

Questions handout. If you do not want to create historical service records, click 

“ADD” to complete the process. 
 

Once you have successfully added a new family, the confirmation screen below will 

appear briefly and you will automatically be directed to the family’s new household 

card. This family is now ready for registration.  
If you get stuck on this 

page, please refer to the 

Frequently Asked Ques-

tions handout for guid-

ance. 

The main tab is the equivalent of the household card. From this screen you have ac-

cess to all information about this households service history at your pantry.  
 

All agencies are required to report three additional demographics each month. You 

are asked to track whether families receive SNAP benefits, whether any individuals 

in the household have a legal disability, and whether individuals in the household 

are veterans.  
 

Enter this information in the appropriate boxes (see image on next page).  

Main Screen and Entering Additional Information 
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Main Screen and Entering Additional Information, continued. 

The main tab is the equivalent of the household card. From this screen you have ac-

cess to all information about this households service history at your pantry.  
 

All agencies are required to report three additional demographics each month. You 

are asked to track whether families receive SNAP benefits, whether any individuals 

in the household have a legal disability, and whether individuals in the household 

are veterans.  
 

Enter this information in the appropriate boxes (see below).  

Remember, you have created a service record using today’s date. If you want to 

change the date back to this family’s last visit to your pantry to keep your records 

as accurate as possible, you can change the date field now.  

If you changed the date back, be sure to also change the service visits status at the 

bottom of the screen. The default is RESERVED, and you should select SERVED. 

This will ensure that this family shows up in your statistics reports. You should also 

select SIGNED PAPER FORM to notate that there is a physical signature on one of 

your monthly-sign in sheets for this visit.  
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Registration 
 

This manual is designed to assist agencies in entering new families. When you are 

ready to register families at the point of service, please refer to the Registration 

Guide for complete instructions.  

If you forgot to add a family member initially, or added too many family members, 

don’t worry. You can edit the household card at any time.  
 

Adding a Family Member 

There are two ways to add another family member to the household card. Click the 

yellow “Add Family Member” box under the family member table, or click on the 

“Family Members” tab at the top of the screen. Hit refresh to view your changes. 
 

Removing a Family Member  

You cannot completely remove a family member, but you can remove them from 

the household card.  Go to the “Family Members” tab, and click the “Delete” option 

in the box to the right of the individual’s name and birth date. The person will con-

tinue to show up on the Family Members tab as a record of past service, but will no 

longer appear on the Main tab of the household card.  You can always make the in-

dividual active again if they move back into the home.  

Note: If you select “Inactive” the family member will continue to appear on the 

main screen of the household card, but they will not be included in your statistics. 

Each agency can decide whether to use inactive or delete, but we recommend de-

lete to keep your records as clean and as organized as possible.  

 

Updating Individual Information (race, ethnicity, language of origin, etc.) 

If you need to update information for a particular household member, click the 

“Family Members” tab to edit.  Scroll down to the table and select the red link 

“Show Additional Information Fields.” 
 

Adding Historical Service Records 

Go to the “Service History” tab. Click on “Add Historical Service Records” and enter 

all of the dates the family received food at your pantry. You can go back as far as 

you would like. PantryTrak will automatically create service records for these dates.  
 

Once you have updated all of this family’s information, you can CLOSE WINDOW 

(at the top and bottom of the screen). Refresh the next screen to see your work 

and check for accuracy.  

Updating Additional Information 


