
   

 
 
 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 
HOW TO - CSFP 

 “ACTIVATE” CLIENTS FROM “WAITLIST” 
IN CSFP PROGRAM 

STEP 1: Login into your Link2Feed Account and click on “Case Management” 
. 

STEP 2: Click on “Clients” on the left side bar to drop down a list of options. Select “CSFP Kit Issuance” 
 
. 

STEP 3: Select the dates from the 1st to the last of the month from the previous month 
 
 
. 

STEP 4: Check the box of your organization 
 
 
. 

• Your organization has a specific caseload # assigned to your agency. Your “active” clients in Link2Feed should be the same 

number as your “caseload #”. If you do not know your caseload #, please contact your St. Mary’s Representative 

• If you have room in your caseload to move some “Waiting List” clients to your “Active” list, this document will show you the 

step- by-step way to pick which clients get to be active first per Arizona Department of Economic Policies and Procedures. 



 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

 

 
 

 
 

 

 

 
 

 

 
 
 
 
 
 
 
 
 
 

STEP 5: Select “All Clients” and click “Create List” 
 
 
. 

STEP 6: Select ONLY the following options 
 
 
. 

STEP 7: Click on “CSV” 
 
 
. 

STEP 8: On the bottom left of your screen a pop up will appear, click the attachment 
 
 
. 

STEP 9: After the excel opens, highlight the section “status” and click “sort and filter” on the righthand 
screen, then select “sort A to Z 
 
 
. 

STEP 10: Click “Expand the Selection” and click “sort”  
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Last Client 

***EXAMPLE: *** 
CASELOAD #: 30 PPL 

CURRENT ACTIVE CLIENT #: 24 PPL 
AMOUNT OF CLIENTS TO ACTIVATE: 6 PPL 

STEP 11: Right click on “Line 1” and click delete so the names of the columns do not show  
 
. 

STEP 12: Your “Active” clients should be the first group showing. Highlight ALL “Active” clients.  
Look at the number next to the last “Active” clients name - that is how many “Active” clients you have 
registered  in Link2Feed  

 
 
. 

STEP 13: Now that you have your # of current “Active” clients, follow this to know how many clients you 
can now ACTIVATE into the program:  

(Caseload #) minus (Active #) = Clients to Activate 
Reminder: If you don’t know your caseload #, please call your St. Mary’s Rep 

 
. 

STEP 14: Highlight all the “Inactive” and “Active” and “Suspended” and delete out of the excel 

 
 
. 

***OPTIONAL*** 
 

Don’t delete your 
“Suspended” clients if 
you do not have a 
“Waitlist”. You can 
contact your 
“Suspended” clients 
to ask if they would 
like to stay in the 
program. Change 
status to “closed” if 
they say no. 



 

 
 
 
 
 
 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
STEP 15: The only status showing should be “Waiting List”. Highlight the “Status Date Change” and click 
“Sort and Filter” – Select “Sort Oldest to Newest” 

 
 
. 

STEP 16: Click “Expand the selection” and click “Sort” 

 
 
. 

STEP 17: Depending on the amount of clients you can move to your “Active” case load, you will select 
the first few names on the list. These names should have been on the “Waitlist” the longest – therefore 
they get first right to becoming the next “Active” clients. Delete all other names out of excel. 
 

 
 
. 

STEP 18: Go back to your Link2Feed dashboard. Search each client and click on the “CSFP” tab under 
their individual profile 

 
 
. 

STEP 19:  Under “Status” change “Waiting List” to “Active” 

 
 
. 



 
 
 
 
 
 

 

A. HRP-1039A  & HRP-1041A & Issue  YELLOW CARD  

B. To find a copy of these forms please visit the Toolkit portal or the DES website: 
https://des.az.gov/documents-center 

C. Request more yellow cards from St. Mary’s Food Bank or DES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 20:  Click “save changed” on the bottom of the screen 

 
 
. 

STEP 21:  It is required by DES to provide the “Waitlist” to “Active” client(s) with the following forms:  

 
 
. 

HRP-1039A 

https://des.az.gov/documents-center


 

• Do NOT move your clients from “Waiting List” to “Active” until the DAY OF your CSFP distribution. We 
recommend doing this BEFORE the start of the event so you can run an “Attendance List” that is most current 

 

• When you move a client from “Waiting List” to “Active” you have 24 HOURS to issue them a CSFP box or the 
client’s profile will automatically default back to “Waiting List” – It will NOT alert you of this in the system 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

HRP-1041A 

VERY IMPORTANT: 

 
PLEASE CONTACT YOUR ST. MARY’S REPRESENTATIVE IF YOU HAVE QUESTIONS OR 

WANT TO INCREASE OR DECREASE YOUR CASELOAD # OF CSFP CLIENTS 

Put your agency’s 
contact 

information here 

Find “last 
status change 
date” under 
CSFP tab 
under client’s 
profile 


