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Al formstack

Formstack is an intuitive workplace productivity platform that gathers SNAP
transaction 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 on your market tablet or any device that your
market uses for data collection.
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Create Formstack Account Password

Log-in to Formstack.com with username and temporary password that were emailed to you
from Formstack Admin. You will be prompted to create a permanent password.

If you need your password reset, please contact SNAP.MarketMatch@doh.wa.gov.

Amanda Weyrauch has
created a new account for
you at Formstack

Email:

FarmersMarketTester

Password: zX2x9UTE

Happy Form Building!
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Accessing Formstack.com

. Follow these steps to access your Formstack account,

1. Go to www.formstack.com

2. On the Formstack home page, click Login in the top right corner. This will
open a drop-down menu. Select Formes.

Bl Workplace Productivity & Worki %  +

<« O & https;//www.formstack.com

i formstack  Products i Temel R Pricing @ Try It Free

Bl Workplace Productivity & Worki X+

< O &1 https://www.formstack.com

ﬂllformstack Products luti Templ R Pricing Q. Login
Documents
— \ \ Sync

3. Follow the prompts to login to Formstack using the username that was
emailed to you from the Formstack Administrator.
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Accessing Forms through Formstack.com

Market distribution and redemption forms are available in your Formstack.com account.

1. To access your form, hover over the blue SNAP Market Match Distribution text
and sub-text will appear. Click on the small blue link icon af the end of the text.
This will open the distribution form in a new internet browser window.

forms ## Dashboard @ Workspace of Portals

SNAP Market Match 2

Your Folders

Mt

[*] SNAP Market Match >
B Archived For 1. SNAF i'x'm:h-vi Match Distribution - DOH Farmers M: @
@ Deleted Forr
2. SNAP N tch Reder 3 Market
o

2. Submit your distribution data and click Submit Form at the bottom.
3. After submitting data, the form will automatically refresh to a blank form.
4, Complete the same steps to access your redemption form.

5. NOTE: The links for both the distribution and redemption form are unique to your
market and should not be shared.
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Add shortcut to Formstack Forms to your Android home screen

Open your distribution form from Formstack.com and follow the steps below. You do not need to be logged into
Formstack.com to submit forms. Repeat these steps for your redemption form.
9:42 A Pl QaR

Match Distrib... <

stack.com

o- 1. SNAP Market Match Distrib... <
=2 s$N3 ark

etmatch formstack.com

Find in page

Add to Home screen
Desktop site
Translate

Open in Chrome brows

Add to Home screen

Matcn

B 1. SNAP Market Match Distribution -

Transaction Date* Transaction Date*

03/20/2024 03/20/2024

SNAP/EBT Sale Amount* SNAP/EBT Sale Amount*

$ |

SNAP Market Match Distributed* SNAP Market Match Distributed*
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Add shortcut to Formstack Forms to your Apple home screen

Open your distribution form from Formstack.com and follow the steps below. You do not need to be logged into
Formstack.com to submit forms. Repeat these steps for your redemption form.

< Messagesu T 11:03AM C@®44% - Messages » = 11:03AM ® 44 Messages « = 11:04 AM
1. SNAP Market Match Dist... X Cancel Add to Home Screen
snapmarketmatch.formstack.com
Options >

n 1. SNAP Market Match Distribution - NE...
= https://snapmarketmatch.formsta..
®
®) ® S
. An icon will be added to your Home Screen so you can
quickly access this website from your default browser,

AirDrop Messages Mail Notes Rei
Copy L)
Add to Reading List OO
Add Bookmark m
Transaction Date*
Ok Add to Favorites 7,’:(
fote did the SNAPEBT sale toke ploce F|nd Gt page [_E]Q
Add to Home Screen
Markup ®
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SNAP Market Match Distribution Form

Distribution Forms are to be completed for each SNAP transaction processed.
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Transaction Date: Defaults to today’s date. Select which date the transaction
took place.

SNAP/EBT Sale Amount: Amount of SNAP/EBT currency you gave the customer.

SNAP Market Match Distributed: Amount of SNAP Market Match currency you
gave the customer.

SNAP/EBT Last 8 Digits: The last 8 digits of the SNAP/EBT card. If unavailable,
please record 99999999.

Shopper Zip Code: Zip code of shopper. If unavailable, please record 99999.
Select ‘Submit Form’ at the bottom when finished. Page will automatically refresh

to a blank form.

Transaction Date®

03/20/2024 |
Mhaot dote did the SNAFREET sale toke ploce?

SNAP/EBT Sale Amount®

k3

SNAP Market Match Distributed*®

3

SNAP/EBT Card Last 8 Digits

Shopper Zip Code

Submit Form



Alternative SNAP Market Match Distribution Form

As an alternative to entering distribution data into Formstack, data can be fracked using
the approved DOH Incentive Distribution Tracking spreadsheet to be submitted by the

15th of each month.

Download the DOH Incentive Distribution Tracking template from the SNAP Market

Match Google Drive. Complete each data field of the form.

e Market Name. Tip: Enter
market name on first line
and copy information
down the column using the

¥ SNAP

Maten

SNAP & SNAP Market Match Distribution Tracking

Fill Handle.

e Transaction Date: Record
date the transaction took
place.

e SNAP/EBT Sale Amount:
Amount of SNAP/EBT
currency you gave the
customer.

Market Name

SNAP/EBT Sale SNAP Market Match Amount |Last 8 digits of SNAP/EBT

Transaction Date ot Distributed card

Shopper Zip Code

Ex: Washington
Farmers Market

What date did the (How many SNAP/EBT How much SNAP Market Match What is the last 8 digits listed
SNAP/EBT sale take |fokens did you give the  |cumency did you give the on the customers SNAP/EBT
place? customer? cusfomer? card? Customer is not
required to provide this
information. Record
99999999 if card number is
not available

Which zip code does the
customer live in? Customer is
not required to provide this
information. Record 99999 if zip
code is not available

<---- Report #

Total Amount of Total Amount of Total Amount of

hese numbers

0 $0 $0 via Formstack by the 15th

SNAP fransactions SNAP Distributed SNAP Market Match Distributed of each month

¢ SNAP Market Match Distributed: Amount of SNAP Market Match currency you

gave the customer.

e SNAP/EBT Last 8 Digits: The last 8 digits of the SNAP/EBT card. If unavailable, please

record 99999999.

e Shopper Zip Code: Zip code of shopper. If unavailable, please record 99999.

Criteria for submitting distribution data using the DOH Incentive Distribution Tracking

spreadsheet:

¢ Data must be recorded and submitted on DOH approved template.
¢ Changes to the template will not be accepted.
¢ Data must be submitted as an editable Excel spreadsheet. Do not send as a PDF

or any other file format.

e Submit by the 15" of each month along with invoice.
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https://docs.google.com/spreadsheets/d/1SAk2E3sbMaAwk2_uYgdBcDGd8B0k2m7Q/edit?usp=sharing&ouid=110712018267166403290&rtpof=true&sd=true
https://docs.google.com/spreadsheets/d/1SAk2E3sbMaAwk2_uYgdBcDGd8B0k2m7Q/edit?usp=sharing&ouid=110712018267166403290&rtpof=true&sd=true
https://www.excelcampus.com/keyboard-shortcuts/fill-handle-copy-dates-numbers/#%3A~%3Atext%3DAfter%20double-clicking%20the%20fill%20handle%2C%20press%20Ctrl%2BD%20to%2Cthe%20selected%20range%29%20is%20copied%20down%20with%20Ctrl%2BD
https://www.excelcampus.com/keyboard-shortcuts/fill-handle-copy-dates-numbers/#%3A~%3Atext%3DAfter%20double-clicking%20the%20fill%20handle%2C%20press%20Ctrl%2BD%20to%2Cthe%20selected%20range%29%20is%20copied%20down%20with%20Ctrl%2BD
https://www.excelcampus.com/keyboard-shortcuts/fill-handle-copy-dates-numbers/#%3A~%3Atext%3DAfter%20double-clicking%20the%20fill%20handle%2C%20press%20Ctrl%2BD%20to%2Cthe%20selected%20range%29%20is%20copied%20down%20with%20Ctrl%2BD

SNAP Market Match Redemption Form

The Redemption form includes monthly consolidated information for both distribution
and redemption. Redemption forms are due along with corresponding invoice by the

15t of each month for data collected the previous month.

Complete each data field of the form.
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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
fo reimburse market for
incentives.

Select Submit Form at the
bottom of the screen.

DOH Funds + Other Funds
= SNAP Market Match
Redemption Total

Month of Reimbursment*

SMNAP Transactions Total*

SMNAP Distribution Total*

4
]

SNAP Market Match Distribution Total*

4
]

SMNAP Redemption Total*

L
+

SNAP Market Match Redemption Total*

4
]

DOH Incentive Funds Used*

L
+

Other Incentives Funds Used*

4
]




GusNIP Data Reporting Requirements

These additional redemption form questions are being collected as part of required
reporting for the federal GusNIP grant that funds the SNAP Market Match program. The
Department of Health is required to report this information for all farmers markets
participating in the program.

Complete each data field of the form.
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O

How many fruit and vegetable vendors sold
at the farmers markets in the past month?

Count each unique produce vendor
only once, even if they sold at the
market on separate days.

Example:

Week 1: 10 unique vendors sell produce
Week 2: same 10 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?

Select all that apply.
If not applicable, select none.

During the past month, did the market offer
additional services for SNAP Market Match
participantse

o Select all that apply.

e}

If not applicable, select none.

GusNIP Grant Reporting

* How many fruit and vegetable vendors sold
at the farmers market in the past month?
Count each fruit and vegetable vendor only
once, even if they sold at the market on
separate days.

0
* During the past month, did the market offer
nutrition education activities for SNAP
Market Match participants? Nutrition
education activities could have been done
independently or in collaboration with a
community partner. Select all that apply. If

the market did not offer nutrition education
from the list above select ‘None'.

None

Diabetes Prevention Program (DPP Classes)
Tours

Nutrition education materials

Consultations with a Registered Dietitian
Recipes or cookbooks

SNAP-Ed programs

Support groups

000000000

Taste tests/ cooking demonstrations

* During the past month, did the market offer
additional services for SNAP Market Match
participants? Select all that apply. If the
market did not offer additional services from
the list above select ‘None'.

None

Public benefit application assistance (e.g., applying
for WIC or FMNP)

COVID testing

Delivery services

Fitness program

Nutrition or cooking information

Shopping assistance

Transportation assistance (e.g., provide bus passes)

Resource referrals

O0000000 00

Voter registration



Exporting Formstack Data Reports

. Follow these steps to access your data distribution and redemption data.

1. Once logged in to Formstack, navigate to Forms tab.

B W I Product 0 X M Your Formstack Forms

& O & https;//www.formstack.com

forms §# Dashboard [Bl Forms & Workspace of Portals

2. 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.

Bl Workplace Produ orki % @ Your Formstack Forms

< @] 8 https;//www.formstack.com

forms §i Dashboard Bl Forms @ Workspace DE Portals

Q SNAP Market Match 2 roms, 6 submissions

Your Folders

[

T - SNAP Market Match Distribution

Created on Sep 11, 2020 by Amanda Weyrauch

[ Deleted Forms

SNAP Market Match Redemption

Created on Sep 11, 2020 by Amanda Weyrauch

3. Toreview Distribution data, hover your mouse over the blue SNAP Market
Match Distribution text and sub-text will appear. Click on Sulbmissions.

r W Your Formstack Forms

] 8  httpsy//www.formstack.com,

forms B Dashboard [E Forms @ Workspace of Portals

Q SNAP Market Match 2 orms, 6 submissions

Your Folders

Uncategorized

[1 SNAP Market Match >

i Archived Forms t ‘F\-:_atch Distribution
@ nalytics
[ Deleted Forms

SNAP Market Match Redemption

Created on Sep 11, 2020 by Amanda Weyrauch
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4. You are now on the Distribution Form Submission landing page. You can
view all SNAP Market Match Distribution data and export a distribution
report to monitor and report monthly data.

® Fomstack

@ (“Notsmong

8 https//www.formstack.com

[ forms i Dashboard B Foms & Workspace o Portals 0 A ®maswen
B Fom: [ SNAP Market Match SNAP Market Match Distibution Submissions 1 Anayies
Submissions Partial Submissions Charts

Al Submissions m < sharing Q

O Filtered by. All Submissions

20201015 15:39:04 Doh 10152020 YES 525

STE 5

5. To export distribution report, select “Export All" on the far-right side of the screen.

[ forms Dashboard Workspace Portals P Amanda weyra

ERUN  submissons 19 Ansiytes

1.2022 SNAP Market Mat

B roms [ snaem

Submissions Partial Submissions Charts
22 submission !

+ Scheduled Exports Create Scheduled Export

AN Submissions » ma( < sharing

Q@ Filtered by All Submissions

2021.05.10 14:35:20 051102021 s10 510 98765325 999999
2021.05.06 11:38:35 051062021 52580 52580 98765321 98512
2021.05.03 09:39:48 05032021 596369 96369 98765326 96352

6. From the drop-down menu, select “to Excel.”

forms Dashboard Workspace
B Foms [ SNAP Market Match 1. 2022 SNAP Market Mstch Distribution - DOH Farmers Market 2 Bud  Comversonkt  Setings  Share [T TR
Submissions Partial Submissions Charts
22 submissions

+ Scheduled Exports

@ Filtered by: All Submissions

Teat Farmer Mark te Submi Transact ’ SNAP/EBT Sale A SNAP Market Ma
20210510 14:35:20 051102021 510 510 98765325
2021.05.06 11:38:35 05062021 52580 52580 98765321
2021.05.03 09:39:48 05032021 596369 $96369 98765326
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7. A pop-up window will appear. Click “Export All Submissions in Filter.”

Your filter export is being processed

8. Click the plus sign on the left side next to “Exporting Submissions” to expand
the section. Click “Download Export” on the right side in the blue box.

porting Submissions

Filtered by. All Submissions (EXceL

+ Scheduled Exports

AN Submissions v EECIEEEE N = import data | < Sharing aQ

O Filtered by: All Submissions BMakAnAs  EEwonal T Delete A

Table Settings £3

)M Test Farmer Marke Jate Submitted Transaction Date SNAPEBT Sale Amoun SNAP Market Match Distributed SNAPIEBT Card Last 8 Digis
20210540 143529 05102021 s10 510 98765325 999999
2021.05.06 11:38:35 05062021 s2500 s2s560 98765321 9512
2021.05.03 09:39:48 05032021 $06360 $96360 98165326 98352

9. This prompts an Excel document to download. Click Open File.

[ forms Dashboard
B roms [ SNAP Market Match 1.2022 SNAP Market Match Distribition - DOH Farmers Market Butd Conversion Kt Settings Share Submissions 12 Anaiytics
Submissions Partial Submissions Charts
22 submissions

- Exporting Submissions

Filtered by: All Submissions (EXEEL T T3 s Fas @

@ Filtered by. All Submissions WHerkanAs  EeportAnl [ Delete Al

Table Settings ¥

M Test Farmer Market Date Submitted Transaction Date SNAP/EBT Sale Amount SNAP Market Match Distributed SNAP/EBT Card Last 8 Digits
20210510 14:35:29 051102021 s10 s10 98765325 999999
20210506 11:38:35 05062021 s2580 s2580 96765321 98512
20210503 09:39:48 05032021 96369 596369 96765326 96352
2021.05.03 09:37:01 05032021 5860 5060 90090090 985450
2021.03.03 14:05:51 03032021 s10 s10 sssasses 98512
02604 0032021 st §10 96765444

20201208 12:52:04 121082020 510 510 12345678 98512

10. This will open an Excel document that contains all distribution data that can
be filtered and sorted as needed. Repeat steps to access Redemption
data.
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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.

Organization Contact Name Contact Email Contact Phone

Birdsign Consulting Rita Orddénez Rita@birdsignconsulting.com 360-336-6401

Ellen Gray
Washington State Amanda SNAP.MarketMatch@doh.wa.gov 360-485-6430
Department of Health Weyrauch Amanda.Weyrauch@doh.wa.gov

(WA DOH)

WSU Extension Kitsap Jess Sappington Jess.Sappington@wsu.edu 360-228-7308
County

Catholic Charities of Carolyn Knowles  Carolyn.Knowles@cceaseternwa.org 509-464-9222

Eastern Washington
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SNAP Market Match Program Contacts

Questions or issues with data reporting? Stay in touch!

Please contact SNAP.MarketMatch@doh.wa.gov and cc your TA provider for
questions using Formstack or for data corrections.
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