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Use Service Profiles to tell the
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Service Profiles ID 877

Active Service Profiles

Everything worked fine, but it looks like there are no Service Profiles tied to this Program

o Add Recurring Service Dates Profile o Add Ad-Hoc Service Dates

Ad-Hoc Service Dates
(will need to be manually created each time)

« Irreqular dates or one time events
« Thursday of the First Full
Week of the Month
« Thanksgiving Distribution on
11/26/2020

Recurring Service Dates Profile
(will generate into the future once established)

« Regqular dates that repeat
« M-F
« 3" and 4th Saturday
« Every Tuesday

You may have a multiple recurring and/or a mix of recurring and
Ad-Hoc to correctly manage an agencies open hours.



Ad-Hoc Service Profiles

Caution This option is meant to be used for agencies that do not have regular schedules such as Holiday, Special Events, Produce Markets, and Mobile

Markets.

Frequency

Ad-Hoc Date
Appointment Window Length

60

The number of minutes you would like each Appointment
Window to be (e.g. 30 will make two 30 minute appointment
windows per hour)

Default Service Offered

Choice Pantry - Pantry - Choice - 3 day

Active Date

10/28/2020

The earliest date Service Dates will be generatad for this Service Frofile. Use this field to pre-plan

changes to a program's schedule. Must be today or later.

Does the Agency Accept Walkins?

Mo

Add

Default Start Time

4:30 PM b

This opticn is pre-selected based on the default start time of
the event. Please modify as necessary.

Default Capacity

b 100

Default End Time

6:00 PM b

This option is pre-selected based on the default end time of
the event. Please modify as necessary.

Optional: Use this field to enter an estimation of how many services each Service Date generatad
from this Service Profile will be able to provide. Most relevant for programs taking reservations.

Inactive Date

The latest date Service Dates will be generated for this Service Profile. Use this field to pre-plan
changes to a program's schedule.

Mo Planned End Date

Does the Agency Accept Pre-Registrations?

hd Mo



Ad-Hoc Service Profiles:
Start and End Time and Service Offered

o Sta rt T| me: O pen | N g t| me Default Start Time Default End Time
« Defaults to start time of event (at set 430 PM v] [ 60oPM v
o o This optien is pre-selected based on the default start time of This optien is pre-selected based on the default end time of
u p), b Ut Ca N be m Od Ifl Ed the E'«Znt. 3Ieapse modify as necessary. the E'«Znt. 3Ieapse modify as necessary.

« End Time: Ending time
« Defaults to end time of event (at set
up), but can be modified

« Service Offered: The type of service the Default Service Offered
customer will receive
- Defaults to service type of event (at
set up), but can be modified

Choice Pantry - Pantry - Choice - 3 day v



Ad-Hoc Service Profiles:
Start and End Time and Service Offered

« Inactive Date: The last date that an event
will show up on Freshtrak:Public
« Defaults to “No Planned End Date”

« Can leave this way for Ad-Hoc
events as you'll only manually
setting a single date (and not
generating into the future).

« Active Date: The first date that an event
will show up on Freshtrak:Public
« Defaults to today, but you can set a
date into the future.

Active Date Inactive Date

10/28/2020
The earliest date Service Dates will be generatad for this Service Frofile. Use this field to pre-plan The latest date Service Dates will be generated for this Service Profile. Use this field to pre-plan
changes to a program's schedule. Must be today or later. changes to a program's schedule.

Mo Planned End Date



Ad-Hoc Service Profiles:
Reservations and RSVP

If an agency would like to take RSVP or Registrations, this is
set from the “Does the Agency Accept Pre-Registrations?”

« No: The agency does not accept pre-registrations from
FreshTrak: Public

* Yes, RSVP: The customer will see the “RSVP” button
« This is a “count me in feature” that creates a service event,
but the customer is welcome to attend any time during the
event's open hours

* Yes, Reserve Time: The customer will be asked to select a
specific time range to attend
« Appointment Window Length: how broad/specific the time
slot is.

« Example: 60 minutes is a range of one hour (11 am -11:59 am)

« Default Capacity: how many customer’s the event can
manage.

« The software will automatically divide the number of
reservations per appointment length window based on
capacity

« The event will stop showing on FreshTrak:Public if the capacity
is reached.

Does the Agency Accept Pre-Registrations?

No

Please chose an option

Yes, RSVP
Yes, Reserve Time

Appcintment Window Length

60

The number of minutes you would like each Appointment
Window to be (e.g. 30 will make two 30 minute appointment
windows per hour)

Default Capacity

100

Cptional: Use this field to enter an estimation of how many services each Service Date generated
from this Service Profile will be able to provide. Most relevant for programs taking reservations




Ad-Hoc Service Profiles:

An Example

« Faux Pantry is testing out a
Saturday distribution, but aren't
ready to regularly put it on the
schedule

« They're going to be open from
12:00 - 3:00

« Due to parking lot restrictions, they
would like to take timed
reservations. They'd like one hour
time slots.

« They can serve 300 customers
during the hours they're open.

« They will still accept customers
without a reservation.

Caution This option is meant to be used for agencies that do not have regular schedules such as Holiday, Special Events, Produce Markets, and Mobile

Markets.

Frequency

Ad-Hoc Date v

Appointment Window Length Default Start Time

60 12:00 PM

The number of minutes you would like each Appointment
Window to be (e.g. 30 will make two 30 minute appointment
windows per hour)

Default Service Offered

Choice Pantry - Pantry - Choice - 3 day v

Active Date

10/28/2020

The earliest date Service Dates will be generated for this Service Profile. Use this field to pre-plan
changes to a program's schedule. Must be today or later.

Does the Agency Accept Walkins?
Yes v

Add

This option is pre-selacted based on the default start time of
the event. Please modify as necessary.

Default End Time

v 3:00 PM v

This option is pre-selected based on the default end time of
the event. Please modify as necessary.

Default Capacity

300

Optional: Use this field to enter an estimation of how many services each Service Date generated
from this Service Profile will be able to provide. Most relevant for programs taking reservations.

Inactive Date

The latest date Service Dates will be generated for this Service Profile, Use this field to pre-plan
changes to a program's schedule.
No Planned End Date

Does the Agency Accept Pre-Registrations?

Yes, Reserve Time v



(You'll set the date
on the next screen)

Ad-Hoc Service Profiles:

An Example

Caution This option is meant to be used for agencies that do not have regular schedules such as Holiday, Special Events, Produce Markets, and Mobile

g Markets.
Faux Pantry is
= Frequency
testing out a
Ad-Hoc Date v
Sa t u rd ay Appointment Window Length fDefauIt Start Time d Default End Time
12:00 PM v 3:.00 PM v

d I St rl b Utl O n ’ b Ut Th:iumber of minutes you would like each Appaintment
a re nlt re a dy tO m:i:;fﬁfﬁ; 30 will make two 30 minute appointment
regularly put it

on the schedule

Default Service Offered

Choice Pantry - Pantry - Choice - 3 day

Active Date

10/28/2020
changes te a program's schedule. Must be today or later.

Does the Agency Accept Walkins?
Yes

Add

The earliest date Service Dates will be generated for this Service Profile. Use this field to pre-plan

This option is pre-selected based on the default start time of
the event. Please modify as necessary.

This option is pre-selected based on the default end time of
the event. Please modify as necessary.

Drafaml

el e
SeratrTCapactty

~ 300

Optional: Use this field to enter an estimation of how many services each Service Date generated
from this Service Profile will be able to provide. Most relevant for programs taking reservations.

Inactive Date

The latest date Service Dates will be generated for this Service Profile. Use this field to pre-plan
changes to a program's schedule.
No Planned End Date

Does the Agency Accept Pre-Registrations?

v ‘Yes, Reserve Time v

« They're going to be open
from 12:00 - 3:00



Ad-Hoc Service Profiles:
An Example

Caution This option is meant to be used for agencies that do not have regular schedules such as Holiday, Special Events, Produce Markets, and Mobile

Markets.
Frequency
Ad-Hoc Date v
Appointment Window Length Default Start Time Default End Time
60 12:00 PM v 3:00 PM v
The number of minutes you would like each Appointment his option is pre-selected based on the default start time of This option is pre-selected based on the default end time of
Window to be (e.g. 30 will make two 30 minute appointment he event, Please modify as necessary. the event. Please modify as necessary.
windows per hour)
fault Sendce QOffersd Default Ca pacity
Choice Pantry - Pantry - Choice - 3 day v 300

® Th ey’d | i ke o n e h o u r ti m e S | Ots . Optional: Use this field to enter an estimation of how many services each Service Date generated

from this Service Profile will be able to provide. Most relevant for programs taking reservations.

Active Date Inactive Date

10,/28/2020
The earliest date Service Dates will be generated for this Service Profile. Use this field to pre-plan The latest date Service Dates will be generated for this Service Profile. Use this field to pre-plan
changes to a program's schedule. Must be today or later. changes to a program's schedule.

Mo Planned End Date

Does the Agency Accept Walkins? Does the Agency Accept Pre-Registrations?

Yes v Yes, Reserve Time v
Add

Due to parking lot restrictions,
they would like to take timed
reservations.



Ad-Hoc Service Profiles:
An Example

Caution This option is meant to be used for agencies that do not have regular schedules such as Holiday, Special Events, Produce Markets, and Mobile

Markets.

Frequency

Ad-Hoc Date
Appointment Window Length

60

The number of minutes you would like each Appointment
Window to be (e.g. 30 will make two 30 minute appointment
windows per hour)

Default Service Offered

Choice Pantry - Pantry - Choice - 3 day

Default Start Time

12:00 PM

Default End Time

3:00 PM

This option is pre-selected baspd-en-the-default-start-t
the event. Please modify as npcessary.

Default Capacity

hd 300

Thi Sl loctad bl Sk dafa lb sl
’ L Pr

the event. Please modify as necessary.

Optional: Use this field to enter an estimation of how many services each Service Date generated
from this Service Profile will be able to provide. Most relevant for programs taking reservations.

Active Date Inactive Date

10/28/2020

The earliest date Service Dates will be generated for this Service Profile. Use this field to pre-plan
changes 10 a program s schedule. MUST De today or 1ater.

The latest date Service Dates will be generated for this Service Profile. Use this field to pre-plan
changes to a program's schedule.

No Planned End Date
Does the Agency Accept Pre-Registrations?

« They can serve 300 customers
during the hours they're open.

Does the Agency Accept Walkins?

Yes v Yes, Reserve Time v

Add

« They will still accept customers
without a reservation.



Ad-Hoc Service Profiles:
Add new Ad Hoc Event Date

You'll choose the Service Date on this screen. This should be the date of the event.

<« C @ secure.pantrytrak.com/core/admin/schedule/add_event_date_adhocla.php?fb_id=218&esp_id=1619
Main Menu / List of Agencies / Manage Schedule Profiles / Edit Service Profile / Ad Hoc Service Date

Add New Ad Hoc Event Date

Mid-Ohio Foodbank - Admin Account - Faux Pantry

You are a special PantryTrak Admin, you are viewing information for Mid-Ghio Foodbank (#21)

Enter Service Date Information Existing Days of Service for This Service Profile

Service Date Ad-Hoc Date Not Defined

11/07/2020

Accept Pre-Registration?

{ Nov v[2020 ~ ) Date *  Start Time End Time Service Provided Service Category Capacity Reserved il Accept

Su Mo Tu We Th Fr No data available in table

1 2| 3 4| 5 7 Showing 0 to 0 of 0 entries Previous Next
11 12 14
e Pantry will be
15 17 18 19
22 24 25 26 28
29

TS 15 U BT U e YOU Want saun appoinunent window to be. Eg
for 4-15 minute appointment slots in an hour, enter *15°
Please enter a number between 1 and 60

Page generated in 0.029 seconds




<« C @ securepantrytrak.com/core/admin/schedule/add_event date_adhoc1aphp?fh, I18esn i

le Profiles / Edit Service Profile / A

Add New Ad Hoc Event Date
Mid-Ohio Foodbank - Admin Account - Faux Pantry

Service Profiles

= Date Ad-Hoc Date Not Defined

Service Dat \d-Hoc D
. T | [ conr [ cov |[ o Search:
“ EndTime Date  * :::: :'I":! Service Provided z:::';:ry Capacity  Reserve d Avallable  AcceptWalkins? = Accept Pre-Registra’
View &  Frequency & Dayof , Start , End Service Type Service Future Service Published Service Propose Service Generation
12400 " 9 ¥ Week Time Time P Category Dates Dates Dates Status
Showing 1 to 1 of 1 entries s [ [ . Not Pantry - Choice - .
e " ‘ Edit | Ad-HocDate  ° 1Z00BM  Z0DEM o SO Choice Pantry

Defined 3 day

You'll now see an Existing Days of Service on the Add New Ad Hoc Event Date Screen
as well as active “Ad-Hoc Date” in the Service Profiles.

This means all is correct.

** Be sure your “master” - event level Publishing Status is set to “publish in resource events” **



