Adding a New Family

If a client is not already in the
system, you can add them!
1) Click “Add New Family &
Visit.”

2) Fill out the requested
information.
*check out the hints on the
back of this page
3) Then click “Next.”

Helpful tips:
a) Fill out last name and first name. You can put a middle name or initial if you want, but not
necessary. The “suffix” dropdown menu allows you to add if the person is a “Jr.” or “Sr.” or “…the
IVth.” You MAY leave “middle name” and “suffix” empty.
b) For street address, please use standard postal abbreviations (ex: Rd instead of Road, St instead
of Street), and do NOT use punctuation (Rd is correct, rather than Rd.) If they have an apt or lot
#, please write Apt _ or Lot _, rather than just the number, unless you do not know which it is.
PLEASE leave “housing type” blank.
c) Enter the zip code. Once you click anywhere else (I usually click into the phone # box), it will
automatically determine the city and state that correspond to that code, and often the county
too. If there are multiple counties within the zip code, you will have to select the right county
from a dropdown menu.
d) Enter the phone number. It will automatically include dashes and parentheses, so just type in the
numbers.
e) Enter their date of birth. If they give you their age instead, figure out what year they were born
in and put their DOB as January 1st of that year. That way, the computer updates their age
automatically each year. When you click anywhere else (like into the gender bubbles), the
computer will calculate their age for you.
f) Select their gender.
g) Enter the total number of people in each age category, to create the correct amount of blank
spaces for you to add family members on the next page. You should INCLUDE the head of
household in these numbers. You must put a number in every box of this section, even if that
number is 0.

4) Fill in the Last Name (if
different than the head of
household’s), First Name,
DOB, and Gender for each
family member.
5) Then click “Finish Adding
New Family.”

6) Click on the “E-signature” tab and
complete the TEFAP attestation.

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!

