
PantrySoft School User Guide

This document provides step-by-step instructions on how to register using PantrySoft for scheduling delivery or pickup appointments.
Please note that all registration must be completed by Friday to arrange for delivery or pickup the following Thursday.

NOTE: We follow the Douglas County School District calendar and are closed when they are closed for breaks during the school year. 

Step 1: Sign In to Your School’s Account
1. Access the Site: 

Navigate to https://www.backpacksociety.org/sign-up-for-help page.
2. Locate the Section: 

Scroll down to "School Partner Programs" and click on Place an Order. You will be directed to the login screen shown below.

Logging In
Username and Password: Use the credentials provided by Backpack Society for your initial login. It's advised to update your password after
your first login for security reasons. Should you forget your password at any point, please contact info@backpacksociety.org for a reset.

Action Required
Login: Enter your school's Username and Password, then click LOGIN to proceed.



We entered 20

Updating Registration Details
Once you log in, the Registration Due page will be displayed. Here, you'll notice that most of the fields are pre-filled with the details Backpack
Society has on file for your school.

Primary Household Member Information
Contact Details: The primary point of contact listed is your school's designated contact person. If the displayed information is incorrect, please
update it accordingly. Note: Only one contact can be listed in this section. If additional staff members need access to place orders, you may
share the login credentials with them.

Additional Household Member Counts
Bulk Ordering: For the field labeled “Children (0-18),” we have entered the number 20. This indicates that your school qualifies as a large
group, enabling bulk ordering capabilities. Please do not change this value.

Action Required
Update Information: Review and answer the two questions provided in the Additional Information Box.
Save Changes: Once completed, click "SAVE AND CONTINUE" to proceed with your registration.



The next screen allows you to provide comments as well as any Allergy or Dietary Preferences.

ACTION: When done click "SAVE AND CONTINUE".

IStep 2: Schedule a Visit (Delivery or Pickup)
This section of the interface allows you to arrange either a delivery or a pickup of your ordered items. The term "schedule a visit" is used in the system
interface; however, please note this specifically refers to setting up a delivery or pickup.

Actions to Schedule Your Delivery or Pickup:
1. Choose the Correct Program:

Dropdown Selection: From the two available dropdown menus, select School Program. Please ensure not to select "Family Program" or
"Market," as these options are intended for families only.

2. Set the Date:
Add a Date: Click on the + symbol inside the orange circle to choose a date for delivery or pickup. You can schedule up to four weeks in
advance.

Important Delivery and Pickup Information: (unless other arrangements have been made)
Delivery Times: Deliveries are scheduled on Thursdays each week. BPS volunteers deliver between 10 AM and 12 PM.
Pickup Times: If you have items that need to be picked up, you can do so on Thursdays either between 12 PM to 12:30 PM or 4:30 PM to 6 PM.



The next screen is our storefront. This is where you will select which items you'd like. This screen only allows you 15 minutes to "Shop".
 
NOTE: If you click on the image of the item you want instead of the orange + you will get more information about that item.

ITEMS AVAILABLE FOR ORDER:

Student Bags: These are the same bags that are delivered to your school when a student signs up for this program through our website. You
can now order extra bags (up to 200) with no student names attached. 

School Pantry Refill: Grab & Go Snacks are available in batches of 25 individual snacks. When ordering, add the total number of “batch of
25” you would like. You will order up to a total of 300 snacks per week.

Family Box with Fresh Items: (PICK-UP ONLY): This is the same program the families can sign up for and pick up at Backpack Society.
This box comes with perishable items such as milk, bread, eggs, produce, and frozen/fresh meat. NOTE: If you order a “Family Box” you MUST
pick it up from Backpack Society on Thursday. We are available for pickup between 12pm - 12:30pm or 4:30pm - 6pm. 

Family Box with Nonperishable Items: (PICK-UP ONLY): This box comes with nonperishable items only. NOTE: If you order a
“Family Box” you MUST pick it up from Backpack Society on Thursday. We are available for pickup between 12pm - 12:30pm or 4:30pm - 6pm.

 
Bulk Items: (PICK-UP ONLY): Bulk order of family-size items for distribution through the school (i.e., cereal, rice, etc.) Please reach out to
us if you would like to order these items. Email: info@backpacksociety.org

ACTION: Add the items you would like to your cart. When done adding items to your cart, click "OPEN CART TO CHECKOUT".



You're done! You have created an order for delivery or pick up (based on what you ordered)!
You will receive an email confirmation and reminder when your appointment/delivery gets
closer.

ORDER EDITS: You can go back into your order and make edits up to 48 hours before the
scheduled delivery/pickup.

REMINDER: Orders are ready on THURSDAYS
Delivery is from 10am-Noon
Pick up is from 12pm - 12:30pm and 4:30pm - 6pm at Backpack Society (pull up curbside)

Your shopping cart will open in the upper right of the screen and you can review your order. 

ACTION: When done reviewing, click "CHECKOUT NOW!".

If you have any questions please give us a call at 720-583-2224 or email us at info@backpacksociety.org

Backpack Society
213 W County Line Road

Highlands Ranch, CO 80129


