Checking in Clients by Name

One way to find a client is to search by their name.
1) Make sure “Name” is selected (it will turn orange).
2) Place your cursor in the search box (by clicking) and make sure it is flashing.
3) Type at least the first three letters of their LAST name, then a comma, then their
first initial.

A list of clients in the system matching those criteria will appear.
4) Click on the name of the client you want. Note: if you want to make
sure it’s the right person before opening their record (which will create a
reservation), you can hover over the “i”.

You will be brought to a page that looks
like this.
5) Ask if they’ve had any address, phone
number, or household changes. Also
check for any missing information.
Update as needed/able.

6) Look to see if the e-signature tab at the top of the page is red.
If so, you need to have them fill out the TEFAP attestation
(required on a yearly basis), so click on that tab and continue
with the instructions on the next page.
If the tab is blue, scroll down and mark “not required,” then
“served,” then close the window. You’re done with that client!
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ATTESTATION (if they need to sign)
7) Let the client know about the privacy
policy (there should be a laminated
summary at the intake area to which you
can refer them). Then scroll down past
this.

8) Below, you’ll see the beginning of the TEFAP
Eligibility Form. Based on the FreshTrak record, it
fills in the name, phone number, and address of
the head of household, and calculates the
household size. If you need to make any changes,
go back to the “Main” tab to the left of the “Esignature” tab, and change it in their record.

9) Select ONE of the
following 3 options.

10) Select from the drop-down menu if
the signee is someone other than the
head of household. Anyone listed as
proxy, or as a member of the household
over the age of 15 with a DOB listed, can
sign.

11) After they verbally agree, you may
initial for the client and select “I Agree.”

12) You will then see the form is
signed, and you don’t need to worry
about it for another year!

13) Close out of the tab for that visit by
clicking the small “x” (which may look a
little different depending on your
browser).

14) This window will appear again. Click
“Reload Page,” and then you can help
your next client!

