
                                               E-Signature Instruction Process                                        

If client IS NOT receiving USDA commodities but is taking all other pantry food products be 

sure to click on “NOT REQUIRED”  and then “SERVED”. 

 

If client IS receiving USDA commodities but is new to your pantry and IS NOT in the Pantry 

Trak system, be sure to have them sign the hard copy EFA-7 sign-in sheet. When entering 

them into the Pantry Trak system, be sure to confirm that the date matches the date that they 

signed the EFA-7 sign-in sheet and click on “SIGNED PAPER FORM” and click on “SERVED”. 

 

If client IS receiving USDA commodities and is in the Pantry Trak system already, go directly to 

the top of the clients main card and click on the “E-Signature” tab.  There is no need to click on 

“SERVED” or any other indicator under “HOW DID THEY SIGN?” as the system will 

automatically record the transaction as “SERVED”. 
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If the recipient has not previously signed via e-signature the USDA disclosure statement acknowledging that “I 

understand that if I only want to receive USDA Commodities, no further information is required. To receive other 

food/services provided by this agency, additional information may be required” (see sample attached), this will be the 

first screen that will appear.  Make sure sure that the recipient reads the statement, (we recommend displaying the 

enlarged printed disclosure statement enclosed next to the computer screen) understands, and then if they choose to 

continue, have the recipient personally type their initials and direct them to hit the “I Understand” key. 

 

This next screen will appear.  Mark the “Yes” or “No” button after the client answers as to whether or not this is their 

first time receiving any USDA commodities this month and then have them put their initials and press “I AGREE” button.  

If the client cannot recall if they have been to your pantry previously that same month when you distributed USDA 

commodities, look on the top tab entitled “SERVED LAST ON:” which will always show their last date at your pantry only. 
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Tom Lugo 



If you have received a signed authorization for pick-up form EFA-15 referred to as a “sapu”, first be sure to add that 

authorized person’s name in the “PROXY” section on the client’s main card and then click on the “Notes” tab on the top 

of the client’s main card to record the date of receipt. (Remember these EFA-15 must be renewed every 30 days) 

 

After hitting the “Notes” tab on top, this next screen  below will show.  Under the “SERVICE VISIT NOTES” put sapu 

(abbreviation for “SIGNED AUTHORIZATION PICK-UP FORM EFA-15”) the date of the authorization form and the name 

of the Proxy.  Remember that all EFA-15 forms must be updated every 30 days). Then click on “E-SIGNATURE” 

 

If this is the first time that this client/proxy has been asked to do an e-signature for USDA the disclosure statement will 

appear and the proxy’s name will need to be typed in the “NAME OF PERSON SIGNING” section and under the 

“Household Position” section use the drop down to click on “PROXY” the proxy must type their initials in the appropriate 

box and then click on the  “I UNDERSTAND” button. 
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11/30/16-PROXY Paul Jones 



This next screen (seen below) will appear and after clicking on either the “YES” or “NO” question, the Proxy’s name will 

need to be inputted (if not there already), in the “NAME OF PERSON SIGNING” section and under the “Household 

Position” section use the drop down to click on “PROXY” the proxy must type their initials in the appropriate box (if not 

there already) and then click on the  “I AGREE” button. 

 

 

 

Now, you will be able to immediately see the last date you received an EFA-15 for your client in order to request an 

updated form when it has expired by just hovering over the blue and white Info icon.  See example below 
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11/30/2016 PROXY Paul Jones 



 

Viewing your e-signature audit.  Go to your main organization page and click on “eSignature Audit”. 

 

 

Click on the month you would like to review. 
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You will be able to review all e-signature information 

 

 

As long as the Proxy is selected during the E-Signature process, this will be reflected in the Household 

Position column of the Audit. 

 

 

 

Using Service Notes would accomplish your updates and still be easily accessible when you hover over the 

Service Visit # in the Audit. 
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Finally, just to clarify: the only thing other pantries see in the Notes section are the system global 

messages. In keeping with our Diana Prince example, if Steve Rogers changed from just a Proxy to 

moving in and becoming Head Of Household, every agency would see the following system message: 

 

 

There’s a similar message when family changes or updates occur as well. 

 

The bottom of your e-signature audit will show all of your new USDA recipients that signed the hard copy 

of the EFA-7 sign-in sheet for that month indicated with the term “Signed Paper Form”.  These should 

match those who signed and whose original EFA-7 sign-in sheet SHOULD STILL BE TURNED IN AT THE 

END OF THE MONTH WITH YOUR USDA MONTHLY COVER SHEET.  Under the “Signature Status”, if you see 

the term “No Signature Required”, these are clients who chose NOT TO COLLECT USDA products and only 

took the other food products that your pantry offered.  This rarely occurs, however you WILL NOT find 

their names on the manually signed EFA-7 sign-in sheet. 
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To complete your monthly cover sheet totals go to your organization’s main page and click on 

“Main Pantry Report” 
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Select the month you need to obtain your numbers from 

 

You can obtain the numbers to complete your monthly USDA cover sheet by looking at each 

section (corresponding with enlarged alphabet) see next screen 
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A 
B 
C 
 

D 

E 



 

To obtain the totals for sections F & G go back to the “Home” page and select “eSignature 

Audit” 

 

 

Select the same month that you want to obtain the information from 
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FOOD Share, Inc. 

USDA Monthly Report Due the 5th of each month 
Fax Completed Form to 805-604-1542 

Attn: Agency Relations 
 

PLEASE PRINT! 
 

Report for the Month of _____________________ YEAR:_________ 
 

Name of Agency _____________________________________________ Agency Account # US_________ 

Name of Person Completing Report _____________________________________________ 

Daytime Phone Number _____________________________________________ 

 

Section B 
 

USDA Agencies complete this section 

A B C D E F G 

# of 
Small 

Families 
(1-3) 

# of Med 
Families 

(4-6) 

# of 
Large 

Families 
(7+) 

Total # of 
Households 

(A+B+C) 

Total # of 
all 

People 
(aka 

individuals, 
family 

members) 

Total # of  
New 

Households 
 (# of “YES”) 

Total # of 
New “Yes” 
Household 
Members 

 (# family 
members of 

“YES”) 

292 520 71 883 3633 299 1649 
 

Number of Households Turned Away    _______    Number of People Turned Away _______                                    11 

 

F 

G 


