
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

        HOW TO – TEFAP  
COMPLETE A MASS CLICK AND MIPR 

 

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

 

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

“ 

STEP 4: To record data, input the date of distribution, # of households and # of 

individuals in those households. If you had multiple distributions this month, 

calculate the total Households and total Individuals served throughout the month. 

Select your last distribution date of the month as the “Date”.  

STEP 3: If you have not already entered all service numbers into Link2Feed, do so by 

clicking “Record Data”. If you have already entered data, skip to step 6. 
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STEP 6: Print out and complete your MIPR Form. FILL OUT ALL AREAS HIGHLIGHTED 

“BLUE” 

 

 

Fill agency name, agency # 
for TEFAP program, & the 
month you are reporting for 

Sign, Print, and Date MIPR 
Coversheet  

Total # of HH’s This Month 

Total # of Individuals This 
Month 

LEAVE BLANK 

If you served prepared meals, enter 
the total # of meals served here  

Definitions: 
 “Duplicated”: Every time an individual or household visits, they are added to the count.  
“Unique”: Individuals or households are only counted once per month, even if they visit multiple times. 

STEP 5: Click save, refresh the page, and the entry will show a total number served.  Note that you 

will need to re-open the submission (by clicking on the orange pencil beside your entry) to see the 

Households and Individual numbers separately. 

 

From Link2Feed report 
total all entries for this month 
 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

IF SAME PRODUCT IS LISTED 2X ON THE SAMEINVOICE – ADD CASE #’S TOGETHER ON 1 

LINE  

   

 

NOTE: Commodity losses are items that have 

gone missing or were stolen     

If you have any EFB’s or LFB’s that you distributed this month, put the inventory numbers here. 

A “Mass Click Agency” may not store food, select “no” for bulk items leftover last month 

You should not have any “Cases Remaining” since you may not store food. All cases “received” should be “used” 
 

Count # of EFB’s and/or LFB’s 
leftover after distribution & fill in 

here 

Items Listed in Bulk Commodities Sheet: 

Get all current month’s invoice(s) out and write down  
ALL Bulk TEFAP commodities received this month. See invoice below as example 



 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sample Agency 
Sample Agency 

10/15/2020 

10/15/2020 

10/15/2020 

 

Send MIPR to your Agency Services Representative and email to 
agencyreporting@stmarysfoodbank.org  

 

SAMPLE INVOICE  

 Same product - add case quantity 
#’s together  

10/15/2020 Invoice date is “received 
date” 

Example: You do NOT need to list any 
items that do not have “TEFAP” in 
front of the product name on MIPR 

***If you have multiple invoices from multiple distributions in one month*** 

Please fill out ONE MIPR Cover Sheet and Form  

 

Any “TEFAP” bulk 
items, record on 
list above  

mailto:agencyreporting@stmarysfoodbank.org

