g‘f\ St. Mary’s

~ Food Bank’ HOW TO COMPLETE A MASS CLICK IN LINK2FEED

STEP 1: Login into your account in Link2Feed and click “Case Management”

Case Management

+/ Create client profiles and record services
+/ Manage client cases and outcomes

~ Report on demographics and usage patterns

Open

STEP 2: Click “Programs” on left-hand column & drop down to click

“Record Data”

= Programs

Search for Clients By... &, Client ID 8 Date of Birth & Nar

STEP 3: Under “Bulk Pantry Recording” click “Record Data”

Mass TEFAP Distribution

STEP 4: Input Date of Distribution, total # of HH's and total # of individuals in HH's

Number of Bulk Entries Recorded

Date Households Individuals

‘ B | 01252021

**PRO TIP: If you host multiple distributions throughout the month, put the DATE as the last date you
distributed food that month. Calculate total # of HH & pol served and enter as one mass click total.

STEP 5: Click save, page refreshes, entry shows total # of HH & individuals combined

$ Program $ Visit Date
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