
SIMC Intake 101
After you have logged into SIMC your page will have the “Intake” bar visible. If
you do not see the bar (and you are logging for a prior day) make sure you are

on the correct day for your check in. 



When searching for a client make sure you spell their name correctly.
Misspellings will not pop up with a similar spelling. 

Exp: if you spell Jane Hooper > Jane Hopper you will come get a
result.  

You may also look up with alternitive ways. (see next page)



By Clicking the down arrow on the seach
bar you can pick how you would like to

search for a client. 
Alt. ID is the number asigned to a client

after a visit, for info on how to utalize this
look up please see ‘How to: SIMC Alt ID

Card’ on the website. 



When the client’s profile is brought up you can add a visit by clicking
“Quick Serve” or “Add Visit”

Regular Pantry /Non TEFAP



Quick Serve will give you a pop up (seen on the left) confirming the visit has been added.
“Add Visit” will open the profile (this is good if they have any updates they need to give;

like household numbers or a change in address). You will have to scroll to the bottom and
click “Save and Continue” to confirm the visit.  It will take you to the second page. This

page has their Alt. ID #. Click “finish” at the bottom to complete visit.

Add visit page 1

Add visit page 2



When the client’s profile is brought up you can add a visit by clicking “Add
Visit”. A pop up will appear asking what services the client is receiving. If

you run out of regular then only click TEFAP and the same if TEFAP runs out
click only Regular 

TEFAP Agencies



When you click “Next” it will
open up the Client’s profile. In

this you will scroll throw to
the bottom (if they have

updates this is the place to
make them; if they have a new
address, phone number, etc.) 
After you have confirmed no

changes are needed click
“Save and Continue”. 



On this page you will be filling out the
TEFAP questions. 

You are seeing is anything has change with 
SNAP (Food Stamps)
Income
Eligibility (are they still able to get
TEFAP) 

Once you have confirmed the prompts click
“Save and Continue”



On this page (seen left) you will be
accepting their signature for TEFAP. You

will need to click the down arrow on
Signee and select who is signing (seen

above).  Clients can do a signature with
their finger OR you do a Verbal Signature

(most common). 
When complete Click “Save and Continue” 

Signature Page
This page will not appear everytime. 



This is the final page. You will
scroll to the bottom (sometimes

it will generate you at the
bottom). You will see the Client’s

Alt ID #. At this time you can
print a ID card for them or you
can fill out the FBA Client Card

to give to them (this is Optional). 
You can now click “Finish” and
the visit will be logged and the
screen will return to the Intake

Home Screen. 
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