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1. Log in to your PantryTrak account for you agency. Once on the home screen locate the feature 

“Jump to Day”. This will allow you to back date entries for paper forms ONLY! Select the date, 

use the arrows to scroll back to whatever date you want to enter. Select the event you are 

entering for.  

 

 

 

 

 

 

 

 

2. Once you selected your dates and event, you enter the clients name as normal and select the 

client profile.  
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3. After you open the client file, select “served” under the service status. Then select “signed paper 

form” under the How did they sign row. The 2 must be selected together in order for this 

feature to work. Once selected click close window and then reload your page.  

 

After you reload your page you should see in the signature column “Signed paper form” rather than the 

E-signature “E” 


