
 
 

SNAP Market Match is part of Washington State’s Fruit and Vegetable 

Incentive Program. For more information, visit: www.doh.wa.gov/FVIP.  

To request this document in another format, call 1-800-525-0127. Deaf or 

hard of hearing customers, please call 711 (Washington Relay) or email 

civil.rights@doh.wa.gov.  
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Formstack replaces Device Magic as of January 1, 2021. Formstack is an intuitive 

workplace productivity platform that gathers SNAP customer data. That data is 

translated into a visual dashboard with easy to digest information so you can 

see SNAP and SNAP Market Match data in real time.  

Formstack can be accessed as an app on your market tablet, and data is also 

available using the Formstack website.  

Let’s get started!  
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1. Download Formstack Go app on your market tablet  

a. Select app store 

b. Search “Formstack Go” 

c. Results will show “Formstack Go – Offline 

Forms”  

 NOTE: There are two Formstack apps 

available in the app store, be sure to 

download Formstack Go and NOT 

Formstack Mobile Forms 

 

IMPORTANT: See page 17 – Formstack FAQs regarding internet requirements to 

utilize Formstack  

 

2. Log-in to Formstack Go app with username and password 

that were emailed to you from Formstack Admin 

a. If you need this information resent, please contact 

SNAP.MarketMatch@doh.wa.gov  

 

3. Your first time logging into Formstack Go will show the 

following prompts (see pages 5 and 6). These prompts 

enable you to “Favorite” the two forms that will be utilized 

to submit distribution and redemption data.  

a. Favorite forms is optional. If you do not add forms to 

your Favorites, they will still be available by clicking 

the Form icon at the bottom of your screen.  

 

 

 

 

 

 

 

 

 

FarmersMarketTest

er 
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Prompt #1: Explains where you’ll find the four main 

navigation options: Favorites, Forms, Help, and Settings. 

Select Next at the bottom.  

 

 

 

 

 

 

 

 

 

 

 

 

Prompt #2: Daily Submission stats will automatically 

calculate and display at the top of your screen for 

each form. 

Select Next at the bottom. 
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Prompt #3: Select SNAP Market Match folder to open 

the two forms available to you: Distribution and 

Redemption.  

 

 

 

 

 

 

 

 

 

 

 

 

Prompt #4: Select the stars on the right hand side of 

the screen of the forms you wish to Favorite. Selected 

starts will highlight yellow. Click Finish at the bottom. 
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Your forms are now added to Favorites!  
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SNAP Market Match Distribution Form 

1. Select SNAP Market Match Distribution in either Favorites or Forms at the bottom 

of the screen 

 

2. Form Options appear before launching the 

form 

a. Favorite – this is another way of 

adding forms to Favorites  

b. One Question At A Time – turn this on 

if you want only one question to be 

displayed at a time on the screen. 

This will result in more clicks to 

advance each question and will take 

more overall time to enter data for 

each SNAP customer. 

c. Kiosk Mode – Highly suggested for 

busy markets. Turn this option on if 

you want to keep your form open 

continuously on your tablet to be 

accessed by a required pre-set PIN.  

 Default PIN is ‘0000’ to change 

PIN go to Settings  

 This option also allows you to 

Enable Timeout which 

automatically closes the form 

after a certain period of time 

(i.e. user has 10 minutes to 

complete a form before it 

closes on them.) This option is 

not recommended.  

d. Share This Form – Optional link to 

complete the form via web portal 

 

3. Select Launch Form at the bottom of the screen  
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SNAP Market Match Distribution Form 

Distribution Forms are to be completed for each SNAP customer transaction processed 

during market.  

 

Complete each data field of the form.  

 

 Transaction Date: Defaults to today’s 

date. Select which date the 

transaction took place.   

 

 EBT Sale Amount: Amount of EBT 

selected  by shopper 

 

 SNAP Market Match Distributed: 

Amount of incentives distributed to 

shopper 

 

 

 EBT Last 8 Digits: The last 8 digits of the 

EBT card 

 

 Shopper Zip Code: Zip code of 

shopper  

 

 Select Submit Form at the bottom 

when finished  

 

Note: the default “0” showing in the text fields are a 

known glitch with the Formstack Go app and will be 

resolved in future app updates. This digit will not impact 

data entered.  
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SNAP Market Match Redemption Form 

1. Select SNAP Market Match Redemption in either Favorites of Forms  

 

2. Form Options appear before launching 

the form 

a. Favorite – this is another way of 

adding forms to Favorites  

b. One Question At A Time – turn this 

on if you want only one question to 

be displayed at a time on the 

screen. This will result in more clicks 

to advance each question and will 

take more overall time to enter 

data. 

c. Kiosk Mode –Turn this option on if 

you want to keep your form open 

continuously on your tablet to be 

accessed by a required pre-set 

PIN.  

 Default PIN is ‘0000’ to 

change PIN go to Settings  

 This option also allows you to 

Enable Timeout which 

automatically closes the 

form after a certain period 

of time (i.e. user has 10 

minutes to complete a form 

before it closes on them.) 

d. Share This Form – Optional link to 

complete the form via web portal.   

 

3. Select Launch Form at the bottom of the screen  
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SNAP Market Match Redemption Form 

Redemption forms are due along with corresponding invoice by the 15th of each month 

for data collected the previous month - i.e. September data is submitted by October 

15. Send invoices to SNAP.MarketMatch.Invoices@doh.wa.gov and CC TA Provider. 

 

Complete each data field of the form.  

 

 Month of Reimbursement: Month data is 

collected  

 

 SNAP Redemption Total: Amount of SNAP 

dollars redeemed for submission month  

 

 SNAP Market Match Redemption Total: 

Amount of incentive dollars redeemed for 

submission month 

 

 DOH Incentive Funds Used: Amount you 

are invoicing DOH for incentives 

 

 Other Incentive Funds Used: Amount of 

other funds that are being used to 

reimburse market for incentives.  

 

 Select Submit Form at the bottom of the 

screen 

 

Example of Completed Form 

Farmer Market Name: DOH Farmers Market  

Month of Reimbursement: October 2020 

SNAP Redemption Total: $500 

SNAP Market Match Redemption Total: $400 

DOH Incentive Funds Used: $300 

Other Incentive Funds Used: $100 

TIP: DOH Funds + Other Funds will always = SNAP 

Market Match Redemption Total  
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SNAP Market Match Redemption Form 

GusNIP Data Reporting Requirements  

These additional redemption form questions are being collected as part of required 

reporting for the GusNIP grant. The Department of Health is required to report this 

information for all farmers markets participating in SNAP Market Match.  

Complete each data field of the form.  

 

 How many fruit and vegetable vendors sold 

at the farmers markets in the past month?  

o Count each unique produce vendor 

only once, even if they sold at the 

market on separate days. 

o Example:  

Week 1: 10 unique vendors sell produce 

Week 2: same10 vendors sell produce 

Week 3: same 10 vendors sell produce  

Week 4: 15 vendors sell produce, 10 of 

which sold the previous weeks and 5 

new unique vendors 

The total amount of produce vendors for 

the month is 15.  

 

 During the past month, did the market offer 

nutrition education activities for SNAP 

Market Match participants?  

o Select all that apply. 

o If not applicable, select none.  

 

 During the past month, did the market offer 

additional services for SNAP Market Match 

participants?  

o Select all that apply. 

o If not applicable, select none.  
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Formstack Dashboard Data 

Both distribution and redemption data are available through the Formstack website. 

Follow these steps to access your data. 

1. Go to www.formstack.com in your internet browser  

a. You must have an up-to-date browser to access this site 

 Chrome, Safari, Firefox and Edge are compatible 

 

2. On the Formstack home page, click Login in the top right corner. This will open a 

drop-down menu. Select Forms.  

 

 

3. Follow the prompts to login to Formstack using the username and password that 

were emailed to you from the Formstack Administrator.  

a. This username and password are the same as used to login to the 

Formstack Go app.  

 

4. Once logged in, use the tabs at the top to navigate to Forms.  
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5. From the Forms tab, use the navigation bar on the left hand side of the page and 

select SNAP Market Match. This is where both your Distribution and Redemption 

forms live and their corresponding data.  

 

 

6. To review Distribution data, hover your mouse over the blue SNAP Market Match 

Distribution text and sub-text will appear. Click on Submissions. 
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7. You are now on the Distribution Form Submission landing page. You can view all 

SNAP Market Match Distribution data and make custom filters to view only the 

data you want to see.  

 

 

 

 

 

8. To create a customer filter click the teal “Create Custom Filter” button in the 

middle left hand of the screen.  
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9. This will prompt a pop-up window to appear. 

 

 

 

10. To view all transactions during a specific time frame, name the filter for the time 

period.  

a. In the first drop-down box in the bottom row (default text: Unique ID), 

select “Date Submitted” 

b. In the second drop-down box select “is after” 

c. In the third box type first date of query month (i.e. 10/1/2020) 
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11. Click the teal plus sign to create a second row of filter parameters.  

 

 

12. In the second row create the second set of filter parameters: 

a. In the first drop-down box in the bottom row (default text: Unique ID), 

select “Date Submitted” 

b. In the second drop-down box select “is before” 

c. In the third box type late date of query month (i.e. 10/31/2020) 

 

13. Click the blue Save and Search button in the bottom right corner of the pop-up 

window. This will display the relevant data that fall within the filer parameters 

created. 

NOTE: More examples of filters will be provided in the final draft of this toolkit. We are 

also seeking resolutions to pre-populated filters. 
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Submitting Data through Formstack.com 

Both distribution and redemption forms can be completed through your Formstack.com 

account using your web browser as an alternative option to using the Formstack Go 

app.  

1. Follow steps 1-5 above 

 

2. To submit distribution data, hover your mouse over the blue SNAP Market Match 

Distribution text and sub-text will appear. Click on the small blue link icon at the 

end of the text. This will open the live distribution form in a new internet browser 

window.  

 

3. Submit your distribution data per usual and click Submit Form at the bottom.  

 

4. You will need to relaunch the link for each SNAP transaction.  

 

5. Complete the same steps to access your redemption form and submit 

redemption data along with your invoice by the 15th of each month.  

 

6. NOTE: The links for both the distribution and redemption form are unique to your 

market and should not be shared.  
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Formstack FAQs 

 

Can I submit forms offline?  

Yes! This is one of the great benefits of Formstack Go. You are able to submit 

both distribution and redemption forms while not connected to an internet 

source. However, this is not an automatic function. Please follow the steps below 

to work offline. While offline, your submissions will be stored in your tablet and 

sync with your Formstack account once your tablet has established an internet 

connection again. 

Be sure to connect your device to Wi-Fi to upload any offline submissions as 

often as possible, and at least once a month to report redemption data.   

To utilize Formstack Go offline: 

1. Connect to an internet source (Wi-Fi, mobile hotspot, etc.) to initially 

log-in to the app. 

2. Under Settings select Work Offline. 

3. You are now able to submit both distribution and redemption forms 

without internet access. 

4. Your submissions will be stored in your tablet and sync with your 

Formstack account once your tablet has established internet 

connection again. 

5. To upload stored submissions, connect to an internet source. 

6. Under Settings, un-select Work Offline.  

7. Your stored submissions will automatically sync with your Formstack 

account. 

Note: You will need to turn on Work Offline mode while connected to an 

internet source before submitting forms offline. If you are not connected to an 

internet source when you select Work Offline you will be unable to submit forms 

while offline.   

Example: Log-in to Formstack at home while connected to an internet source before 

leaving for market. Turn on Work Offline mode. Once at market, you do not need to be 

connected to Wi-Fi to submit data. At the end of the market day, connect to an 

internet source back at home and turn off Work Offline mode for data to be 

automatically uploaded.   

If you have access to an internet source at market you can log-in on site and submit 

forms per usual.   
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I put my form into Kiosk mode and forgot my PIN to exit out of it. 

The default PIN for Kiosk mode is ‘0000’. You can change this to a unique PIN in 

Settings. However, once you have created a unique PIN, it is your responsibility 

to record and remember the PIN number as you will be the only one with access 

to this information.  

If you forget your PIN number completely exit out of the Formstack Go app. You 

can then log back into the app and click on the Setting gear wheel in the 

bottom right corner. You’ll be able to see the PIN you have set for your account 

and change if needed.  
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SNAP Market Match Technical Assistance (TA) Providers 

TA providers are the primary points of contact for farmers markets, and can 

answer questions about Formstack and invoicing.  
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SNAP Market Match Program Contacts 

Questions, issues, or program feedback? Stay in touch!  

 

Please contact SNAP.MarketMatch@doh.wa.gov and cc your TA provider if one 

is assigned to your market for questions using Formstack or for data corrections.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:SNAP.MarketMatch@doh.wa.gov
mailto:SNAP.MarketMatch@doh.wa.gov

