
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 
HOW TO - TEFAP CLIENT INTAKE ON LINK2FEED  

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

STEP 2: Search by Client’s Name, Birthday, or Client ID OR click “New Client” 

“ 

STEP 3: If the client’s profile is complete, click “Services” to record the visit 

“ 

STEP 4: Select “New TEFAP Pantry Visit” 

“ 

**A client ID is a specific number every client is assigned 
when they are registered as a profile in L2F. You can find 
this # in their profile’s first tab or on a CSFP yellow card  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 5:  Select date of distribution.  “Reason for their visit” is an optional field. 

“ 

STEP 6:  Type in # of Emergency Food Boxes (EFB), LFBs or Donated boxes given 
to the client  

“ 

STEP 7:  Type client signature and click “Save”  

“ 

STEP 8:  If done correctly, the page will reload and your visit will show recorded 

“ 

Only record EFB’s 

in “Box” section – 

Required to 

record   

Donated boxes are the 

boxes your agency creates 

out of loose product – 

must record if no other 

items were given 

Large Family Bags (LFB) 

are food bags provided 

by SMFB. Record these 

if agency receives them. 

You do NOT need to record 

or describe other types of 

product (Milk/Eggs, etc.) 

Drop down to “Verbal Signature” 

**Intake worker may receive 

verbal permission from the client 

to sign on their behalf.  

Click “Save” 

 


