Doing Intake on Salesforce:
Getting started
1. Click the Login button at the top right corner

2. Log into your respective pantry. If you’re using a Friedens laptop, the username
and password should be automatically saved, and all you’ll have to do is hit “Log
In”

Intake
1. To sign in a community member who is already in the database, simply search
their name in the top search bar. Click on the option with word “Household”
next to their name.

2. Once in their profile, select the “Create Served Event” option from the top
menu.

3. This window will appear. Be sure they have not been served at the pantry
within the last calendar month. Click “next”.

4. This window will appear next. We have not been enforcing signatures during
Covid, but we will soon be returning to this – along with always asking for address
verification every time someone comes to the pantry. For now, click “next”

5. This window will appear next. Make sure you are signing them in for the correct
date and location, then hit “next.”

6. For this next window, check three things:
- Select the person from the household who is there to pick up the food.
- Select the service type – usually “Full,” but if they are just picking up a
Stockbox, be sure to select “Stockbox only”
- Ask if they received food stamps this month. If “yes,” check the box. If
“no,” leave it blank.

7A. If no one in the household receives a stockbox, you will be directed to this
window. Hit “finish” to complete the sign-in.

7B. If one or more people in the household receive a box, this window will pop up
prompting you to go forward. Hit “next”

8. Check if the person is picking up a stockbox today. If yes, place a check by the
name of the person receiving the box and UNCHECK the “No stock box served”
option. Hit “next”

9. In this window, place your initials in the blank and hit “next”

10. If there is only one person receiving a stockbox in the household, select “no”
in this window and hit next. If there are two or more people receiving a stockbox
in the household, select “yes” in this window and hit “next”. REPEAT STEPS 8-10
FOR EACH PERSON RECEIVING A STOCKBOX.

11. After each person receiving a stockbox has been accounted for, you will come
to this screen. Hit “finish” to complete the sign-in.

Entering new client:
1. From the home page, select the down arrow next to “Contacts” in the top
menu. Then select “New Contact”

2. This will take you to the first page of questions. On this page, enter the
clients’...
- First Name
- Middle Initial (if applicable)
- Last Name
- Set “Relationship” to “Primary”
- Birthday
- Gender
- Race
- Primary Language
- Member of Armed Forces Status

3. If they have a piece of mail with them, set the “Address verification date” to
today’s date.

4. Phone and email are optional.
5. Once you have completed all this, hit “save”

6. You will then be taken to this page. From here, select the blue “Household”
link under Account Name. This is the hardest step to remember.

7. You will then be taken to this page. Select “Edit” from the top menu.

8. This will take you to the second page of questions. On this page, enter the
clients’...
- Annual income bracket
- Referred by (how they heard about the pantry)
- Housing status
- Primary transportation

- Primary household language
- Dietary needs
- If they have dietary needs, select which one from the list (ie
diabetes, food allergies)
- Primary Address
- FoodShare Status

9. When all of these are complete, select “Save”

10. If the client lives alone, you are now free to enter them in for their first visit
(See the “Intake” instructions”). However, if they have any family/friends living
with them, you need to enter each person’s information one at a time.
11. To enter additional household member information, select “Create New
Household Contact” from the top menu

12. For each additional household member, enter:
- First name
- Last Name
- Relationship to primary (ie “child,” “spouse,” “relative,” etc.)
- Birthday
- If exact birthday is unknown, ask for the age and set it to “January
1st” of the appropriate year.
- Gender
- Race
- Primary Language
- Member of Armed Forces Status

13. When all the necessary fields are completed, hit “Save”

14. Repeat as many times as necessary to fill out the household

