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CONTACT INFORMATION

You can find all the contacts you may need while running
your Fresh Stop here.

Cit)r Fresh Staft

Lt koo 8 wovel i comses up!

Pers text o call arviine vou need bhelp.

Leah Finegold, Program Coordinator
(216) 307-1184

Anna Kiss Mauser Martinez, Executive Director
(216) 469-0904

Sam Paskert, Farmer Liaison
(440) 781-9012

Driver name, Driver

Site Contacts
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FRESH FACTS,FAST!

This section has some quick facts that might come in handy during
your Fresh Stop. Take a look!

Family Share Pricing
b Full price: $35
‘ Limited Income: $22

‘ SNAP price: $18*
* Two family shares using SNAP costs $35

Single Share Pricing
b Full price: $22
‘ Limited Income: $13

‘ SNAP price: $11

Processing EBT Made Simple

See page 11 for complete instructions on running EBT vouchers.

1.Collect name, EBT card number, signature while the customer is there.
2.Write share type(s) and date(s) of pickup in the white space.

3.0ur USDA FNS number is 0028570.

4. The phone number is 1-866-568-2835.

5.Email photo of completed voucher to info@cityfresh.org.



END OF NIGHT
CHECKLIST

It’s the end of the night! Have you:

Called in and completed all Manual EBT
Vouchers (page 3)

Sent a photos of all completed vouchers to
info@cityfresh.org?

s

S
Updated KaleChips with future orders made in e
person today? (page 18) k“t:e

-
Ensured all volunteers signed in? (page 22) a |

I

X

a8
Marked all orders as either Received or e
Donated? (page 19) N

E'l-.!-'l E s
[
Completed the Cash 1. oy e
Out form? . g
1 =

N—" i



FRUIT FOR THOUGHT:
FAQS

Use this section to answer questions that shareholders or
random passersby may ask!

What is this?







Tuesday Saturday at 11:59PM
Wednesday Sunday at 11:59PM

Thursday Monday at 11:39PM




ABOUT LIMITED INCOME
PRICING

Our limited-income guidelines (below) are based on 200% of the
federal poverty level. We respect the privacy of our shareholders and
use the honor system to determine eligibility for limited-income
pricing. Shareholders apply limited-income pricing to their order by
simply clicking a checkbox on the order form. See page 2 for all City
Fresh pricing tiers.

1 $29,160 $2,430
2 | ssemo0 | ssaw |

3 $49,720 $4,143
|4 | 0000 | 85000 |

5 $70,280 $5,857
6 | ssose0 | se7s |

7 $90,840 $7,570

Each Add'l $10,280 3856

City Fresh is the only Community Supported Agriculture (CSA) program in
Northeast Ohio with a Limited Income share option.



ORDERING WITH SNAP/EBT

How it works

ProducePerks provides a dollar-for-dollar match for purchases of
fruits and vegetables for SNAP recipients. Basically, we are able to
charge customers using their SNAP/EBT card half price, since the
other half is being matched. (Please note, the amount being charged must be
rounded up to the nearest dollar)

Single Share $33
l Family Share $18 $53 J

SNAP/EBT FAQS
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[ orders have 1o he
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COrders should be pa d for in advance wheneve:
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What happens il scomeone
witlt ar SNAP arder does

nit showe up!?

Sharcholders are responsible for payvment of their shares,

cven if they do not pick them up. Arrangements may be

made o pick up the share later that week, or they will be

churged over the phone
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Unfortunately, no. Custormers can only

eeks 1In advance,




MANUAL SNAP VOUCHER INSTRUCTIONS

A step-by-step guide on how to process SNAP vouchers.

‘ Calculate the amount of the sale (shareholder can prepay up to 14 days ahead) and ask
the customer to present their SNAP card.

‘ Complete the "Offline Food Stamp Voucher Form by filling the card number,
cardholder name, date, store FNS number, purchase amount, store name, store address,
store city/state, zip, manager signature, and checking box marked "purchase” (see
example below).

‘ Dial 1-866-568-2835.
’ Choose English (Press 1) or Spanish language.
@ Press 1 for "Manual Voucher."

‘ You will be prompted to enter the seven-digit USDA food assistance license number.
Enter 0028570.

‘ The number will be repeated back. if correct, press 1.

‘ it will ask for the voucher number: enter the red numbers printed in upper right
corner, followed by the # key.

’ you will be prompted to enter the cardholder's 16-digit card number. Enter it as it
appears on the card.

@ it will ask for the amount of the transaction. Use the * key as a decimal. Press the # key.

All information will be repeated back to you to ensure correctness, followed by the
authorization number, to write in the provided space

b Have the shareholder sign & date the voucher.
‘Give the copy to cardholder. Keep the yellow copy with the stop's receipts.

’ Email a photo of the completed vouchers, to kalechips@cityfresh.org. Use the subject:
[Fresh Stop] Manual Vouchers [Date MM/DD/YY}

‘ Add all relevant information in Cash Out Form

OFFLINE FOOD STAMP VOUCH
Impartan! mmh“w“mﬂﬂ%“ﬂmd“ﬁﬂ“ﬂrﬁhm

M@M%E Voucher
6121201118]010 ooo

DATE (MM-DD-YYYY)
nmmﬁ«:—h‘ﬁuﬁ:ﬂ?mmr HiPornase O Reknd Wolfgang Amadeus Mozarg
PRINT CARDHOLDER NAME
Store FNS Auth Number; _ 0028570 _ 2
Store Name: /"1 ’:C“J'-’ 8 Dl %”, & % . E
Stom Addregs: 14055 S1. Route SIf East LIF6/79 BARDHOLDER SIGNATURE Z
Store City/State/Zip Code: D0l OFio 44074 0 4greng i venicher, | bekire thal foo! siemp kndy a

P gt fir e Sl anount of ths danaction.
Store Suparvisor/Clark Signature: btz Thenager Yignasicre
Foad Stamp fegulstions proninit repewsanlation of this vouchar by retaer  volcs ssthorzaion i danis. o B Lot ek 4T70-3880

Manual




FRUIT & VEGETABLE
COUPONS

City Fresh participates in a number of nutrition incentive programs,
including:

e WIC Perks (Women, Infant, and Children Perks)

e TANF Perks (Temporary Assistance for Needy Families Perks)

* PRx (Produce Prescription)
All of these come in the form of Fruit and Vegetable Coupons.
Coupons are redeemable in the printed increments ($5) for full price shares.
Unlike SNAP/EBT or limited-income customers, a customer using Fruit and
Vegetable Coupons is NOT subject to a lower pricing tier. Change cannot be
given for coupons. A combination of coupons, cash, and/or EBT* may be
accepted.

Can accept CANNOT accept

‘H‘l’: Barkad Frukand e 11303 2022 Season -
Vegetable s i ﬁ Chio WIG Farmsrm' Markil Rarition Pragram X _..J
ad i ey Lia - 0t =
SOPIN ey WIC e e, s f

- e P St i B asApmrrad 206 B M mash gl
avirirsat b’ Tk s, avisbio: et dame iy [TESRIES
Mo phange. i

R L A BT = ke 31 PR =

What you can get with $20 of coupons?

¢ One single share.
e Or, they can use the $20 in coupons and pay an additional $12 cash/$6
with EBT* for a family share.
*If using EBT for part of a share, that amount ONLY (not the total) can be reduced
by half.

How to redeem coupons

e Count and initial coupons.

* Record their name and coupon ID on the Cash Out.

» Write a receipt for the purchase.

* Be sure to give the entire stack of coupons to City Fresh ASAP!

o



PRICE GUIDE FOR INDIVIDUAL ITEMS

Only sell items that you're ABSOLUTELY SURE are extras.
If you are short on ANYTHING, hold off on selling items.

Prices are subject to change. For more exact pricing, go to "Farm Report" on your
Fresh Stop dashboard and double the price you see.

‘ Apples 3 for $2
Beets $2-3 (depending on size)
Carrots $2
ps Cherries $5 per pint
Corn 3 for $2
Cucumber $1 for large; $2 per pickle bag
]?ark Leafy Greens $3
(Kale, Rainbow Chard, Collards, etc.)
Eggplant $1-2 (depending on size)
Garlic $1.50
Garlic Scapes $2
Lettuce $2-3
Onion $1-2 (depending on size)
Parsnips $2
) Peaches $1 each or 4 for $3
Peppers $1 each
Potatoes $2 per 11b bag (if >1 Ib then adjust)
Radish $2-4 (depending on size)
Spinach $4 per bag
6 Strawberries $4 per pint
Summer Squash $1
(Zucchini, Yellow Squash, etc.)
Tomato $2 for heirlooms; $3 for pints
Turnips $3 per bunch
Q@ Watermelon $3-4 (depending on size)
Winter Squasl; lglnll;()e l;ai;(;rn, butternut, $9-4 (depending on size)




WRITE RECEIPTS RIGHT

this section's got you covered with all the must-know info to
write receipts accurately.

That day's No. '[W Reciept no. for
date — KaleChips and
—
Gaga, Lady g 101 Cash Out
VP Ao
Last name, | _— One hundred one
First name DOLLARS
— FORRENT S 6/292,7/6,7/13 & F 6/29
o, Share types
( Check number ACCT O l 1 _
- T eneny RO . glossary:
(nothing needed | I - TSR S- Single
: — —" =
khere if cash) o {_ICHEDIT CAFD) af_-—-maam LIS = Limited
\ Income Single
Share types and pickup dates being paid for. (Your initials )
Separate out different share types (if they are F = Family
alternating share sizes) and specify what share LIF = Limited

type is wanted for each date.

Receipt FAQs

Income Family




KALECHIPS GUIDE

KaleChips is City Fresh’s homegrown order tracking, stop-running, and
reporting system. In this guide, you will find most everything you need to
know about how to use KaleChips during your Fresh Stop, from set up to
closing out.

Get Started

Start by logging in to your shareholder account at cityfresh.org.
Then, go to kalechips.cityfresh.org.

Click “Volunteers” and find your Fresh Stop.

Welcome to your Fresh Stop Dashboard! We recommend
bookmarking this page on your device(s) for easy access.

Geggie counts (page IGD

Run a stop Checking shareholders in (page 17)
Adding or modifying orders (page 18)

T run your siop, 3'1;||.|".|| winl the Ballowin

(takies & few secomds o load)
Al orders by all shaseholders at this sbop fortoday end &1 remaining pickups,
Pring this io take o run o gdop without inlernet access, or use it b run the table "live” (with an infermet coanection) and mark anders d
You may akeo be interested i the overall report for J0E2, 2020, 2020, 2019, HV1E, 2017, 2006, or J015,
Shun: copents and counts
What's in your nest wpeoming shares, and how many you nesd fo count out.

End of night . -
Marking non picked up orders as
i il ded fmoat recently, i

Dince the pickup is done, there's a few thin “Donated” at the end (page 19)

Diaily arder surmam
A list of

v ran the stop 1 can use this to mark all wnclaimed onders as "Donated”. This page will show you o list of unclasmed o

pans it [ve* Missed o few ordersT This form will let you set the stetas of all your most recent pickup's orders. You'll likely s



Part One: Setting Up

Seems like a good idea to know what’s in each share and how many veggies
you need to count out for each side, huh? KaleChips breaks it down!

On your Stop Dashboard, click “Share Contents” at the top.

Item Total number of Total count of
types. each share type. items for the Stop.

Share content. “or Coveaétyy 2021-06-15:

Always
Blank

Back to your f@AdghﬁuHﬂ.

Number of items Total number of items
included in each share. for each share type.

The Share Contents page is only for your reference. You do not need to “do”
anything on here. Print it out, count out veggies, and done!

Fresh Tips for Setting Up your Stop

e Always remember to set up your tables from heaviest to lightest!
¢« We recommend separating family and single share contents onto two
different sides. This might depend on your Stop, though.

e Short on veggies? Don't panic! If you are missing a SIGNIFICANT number
of items (i.e., all your tomatoes), call the driver ASAP. If you're just missing
a couple items, there will likely be enough "extras" to make up for it - such
as from other people leaving items behind. Halt your barter or vending
table till there's enough for all shares. And, if needed, swap out family and
single contents to make a nice share for the last few pickups.



Part Two: Running the Stop

From your Fresh Stop dashboard, click “Front Table Report”. This is where you’ll
spend the majority of time while running your stop, so get to know each part.

2 fails ey S Fuuid Summary of Orders for the ENTIRE
today's total orders remainder of season are shown.

Viy i oy
it (Updates as orders are)

marked as "picked up'

. l Share type \ I | . | - | . | |
—_J S or LIS = Single Share £

F or LIF = Family Share 1Rl Al el LEE & b
| Click to view/modify
g Norder details

!Hl.l.. Il:lu.l_ .:lu.t.lhld_i_ FRAE ILH_I.-. ERLE |I'.'||I..I_ LT ||'.-l-.|_
(g . BAkl. Rl (EAal
P——————— Receipt Number = el oo ot v

el i !zu..l_. 18| wch_[string of numbers] means BALL 1ML AL

' it is an online order (and paid W
* Click to mark order [** ¥ for). Check to see if it is #OWES | ==

as "received" when { | (means payment is due) -|r-_1. o |-|:-.1_
customer comes I |

ThE 3 Lokt | Akl
il | g = | 1 ¢ I 1 il = . : =l {
| Wt .Ha.a.lnl.l. R |I+u. HETES IUHH.L |tu..|. el el e |H.|.1. FR TV |||'u...|.-l4u.l. |rlu.|.. LT |:'\.I.|..|.
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The Front Table Report is organized alphabetically by last name. To check someone in, find
their name on the list and that day’s order in the first column.

There, you can verify:

« What type of share they ordered (either S or LIS for Single, or F or LIF for Family)
o If payment is due or not (the Receipt line will read #OWES if payment is due)

Now, click the pickup? Link. This will automatically mark their Share Status from Ordered
to Received and pull up their order details.

" Note the change:
kReceived (was Ordered)

( .
Made a mistake? Use
the "Undo" Button!

[ Need to input a future
order for them, such as
if they are paying in
advance with their EBT
card? Click “place more

| orders”. )

(Need to make other
changes to the order,
such as updating
payment information?
Click “make other
changes” and you’ll be
taken to the editable

kOrder Details page.

Here you can see if they
have upcoming orders (or

not) é




Click the Share Type (the first hyperlink in the order square: S, LIS, F, or LIF) on the
Front Table Report, or the "make other changes" on the previous screen, to be taken to
the editable Order Details page.

(Receim change )
from OWES to
the Receipt
number (from
receipt book), or
manual voucher
Knumber. )

" Foodstat is what |
the “pickup?”
button
automatically
changes. If you
do not use the
“pickup?” button,
or bulk donation
(see page 19) you
will need to
manually change

Order detail for order #72920

| Dikard, Darecna

LIF e

| Euelid 2023-06-13

7
Paytype should P the Foodstat to
| Panding
reflect the correct SR reflect the order

method of | Ordered v status (i.e., either
\payment. 'E.'DM'H- SRABAT Received or
‘ Donated).
\, J

(hystat manually

change from
Pending to Paid or
\Partial.

Note use this to make any notes on the order, such as
if they still owe a partial payment.

You can also click on the shareholders name on the first column of the Front Table
Report to go to their Person Report, which has an overview of their orders, as well as an
option to add more orders for them. To add more orders from their Person report, click
“Make some orders”.

Paytype will most likely either be
Cash, Check, or EBT for in-person
orders

It will autofill with the same
Share Type that was most
recently ordered, so ensure that
this is accurate with what the
customer wants

ERal TR L] "hhl-ﬂ'_’!.’.l-.

Pey ===] T 9
Dy SN 2F K]
= L Eeied i ameh
= L wikd L
= L Eeled SR

Leave Checknum blank
except for Check orders

Check each pickup that is
being ordered for. That

day’s pickup is at the top,
so be careful to choose
the correct dates!

Change Paystat from Paid to
Pending or Partial if (full)
payment is not being processed

Add a Receipt - either a receipt
number (see page 14), manual
voucher number (see page 11), or
OWES if payment is not being
processed

" Foodstat is ALWAYS
\“Ordered” for future orders

[ Add a note if there’s an
important detail we shouldn’t

forget when this pickup rolls !

\around, like “still owes $6”




Part Three: Closing Out

If you have any leftover shares, those will need to be marked in the system as
“Donated”. It’s best to get this done the SAME DAY as your Fresh Stop. There’s a
couple ways to do this:

1. Mass Donation

If you've been running the stop “live” and you know you have checked in everyone
who came, click “Mass Donation” from your Fresh Stop Dashboard.

2. Bulk order
ML CaRE§in

i ) b sy il e s bl Thrares e, Koyrores By b 1 s i et e Modification
P T e

]
E.
g

[P N ,
uu,u;?i If you see any names If yoll Wefen t able tq run the
EE.:; of people that DID stop “live”, or you think you
Pk e come today, go back! may have missed marking a
ekl faeh & . .

Lamgek. Ci, 115 pickup or something, use
oy i Only proceed if you e

ey yp Y Bulk Order Modification

i

are sure you want to
mark ALL of these
orders as "Donated"

F
]

instead of Mass Donation.

i

?

This will pull up a chart of all
the order details for all
remaining orders. Be sure to

-

fi
|

i
I

L R B L II-.IIIi-:i'I-l-'I-iIl-'IIl-I-'I L
"

i
!

:ﬂ‘ﬂl.ﬁ.l Once you're Sure, hit update the FOOdStat from
oy the "Donate" button “Ordered” to either
b bl bl e i P ‘

T —. “Received” or “Donated”, as

[T ST L IRTRRNT By S E T TR S ST ] well as any payment
information for orders. Then
click “Modify” to save.

3. Overdue Orders

If it is past the Fresh Stop pickup day, i.e. your Fresh Stop
was on Tuesday and it is now Friday, and there are still
orders that have not been marked as either Received or
Donated, they will go to the Overdue Orders report.

Scan here to get to the Overdue Orders report and see if
your Fresh Stop has any. e

Click on the Order Number to edit the order. Change the E
Foodstat from Ordered to either Received or Donated,
and ensure other details are accurate as well.




Place Week-to-week ordering

Your Income-based tiered pricing
o CI We accept SNAP/EBT
Faer order online at cityfresh.org or by phone
Choose between
single share family share
7-10 items 11-15 items
Feeds 1-2 Feeds 3-5
people/week people/week

Together with our farmers, we
.Eo The choose the best items to make
arms a nice variety for shares.

Fresh Bring your tote bag to fill up at one of 15
~ St op community pickup locations.
D Swap recipes and stories with neighbors
a and volunteers!




CITY FRESH VALUES

Fresh Stops are
managed by folks in
the neighborhood.

LT
s

Environmental
Resilience:

Social Equity:

Economic Justice:




