
New Client Intake: TEFAP Creating a New Profile

When you have searched for the client and they are not in the
system, click the “+Add New Household & Visit”.

A pop up for service will appear (seen on the right). Click what
service they will be receiving today. 



Anything that has * is
required and must be filled
out. If the Client does not

have a address or phone (or
prefers not to answer) check
the “No Fixed Address” and

“No Phone” boxes at the
end of each fill in box.  



Scrolling down; you will see
“Household”. This is were you will
add how many is in the home. The

person answering may say “we have
4 in the house” that may include

themselves so you will list 3 in
“Household Members”. The person

answering is already counted.

When you add a “Household Member”
it will auto generate to say “Adult 1 or

Child 1” then last name. You can add in
the name of those in the house. 

We stongely suggest listing all the
adults incase they come to pick up. 



Proxies must be listed if they
are outside the household.

Members listed with a Name
will be part of the profile and
you will not need to list them

as a proxy. 
You will have to add a
“Expiration Date”. This

should be at least yearly and
a phone number is required. 



Next is SNAP (Food Stamps)
and Income. If they do not

wish to give income, leave it
blank and it will auto
populate to the base

income. 
Last is if they are Eligibile

for TEFAP.
Click “Save & 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 page is for the demographic
data. You will be required to list a

D.O.B or AGE for all members in the
household. 

The other catigories are not required
and you can skip. When finished

“Save & Continue. 



You have reached the last page! 
You can scole pass the “Pounds” to
“Data Sharing Acknowledgment”. 

Click the one the client wishes to do. 

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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