SOP: Managing TEFAP Intake and Proxy
Form(S).in Oasis

Table of Contents

Section 1: General TEFAP Intake & Proxy Requirements (1)

Section 2: Creating Federal Intake & Proxy Forms on QOasis (2-7)

e Completing a New Neighbor’s Release of Information (ROI) (2-4)

e Completing a Proxy Form on Oasis (5-7)

Section 3: Saving PDFs of Neighbors’ Federal Intake & Proxy Forms (8-11)

e Download & Saving a Neighbor’s Proxy Form (8)

e Bulk Printing Federal Intake Forms (9-11)

Section 4: General Annual TEFAP & Proxy Recertification Requirements (12)

Section 5: Annual TEFAP & Proxy Recertification in Oasis (13-17)

e Neighbor Information Reverification (13-15)

* Neighbor ROI Renewal (15),

e Proxy Reverification (16 & 17),

Section 5: Other Ways to Track The Status of a Proxy Form in Oasis (18-21)

e Adding Case Alerts (18 & 19)

e Editing the Proxy Demographic Field in the Intake Form (20 & 21),

Section 6: Terminating a Proxy in Oasis (22-26 ),

e Adding a Note to a Proxy Form (22 & 23),

e Editing the Proxy Case Alert (24 & 25)

e Changing the Proxy Demographic Field in the Intake Form (26)




Section 1: General TEFAP Intake & Proxy Requirements 1

All Neighbors receiving TEFAP/USDA food from a Partner that request to assign a Proxy in
their absence must complete a TEFAP Proxy Form as well as a Federal Intake Form, in-
person, at the Partner’s distribution site. Both forms must remain on file for 3 years with the
Partner, and new forms must be completed by the Neighbor and Proxy every 365 days.

EMERGENCY FOOD REGISTRATION FORM
Intake Information
Clients must be residents of the State of New Jersey
- o e THE EMERGENCY FOOD ASSISTANCE PROGRAM (TEFAP)
Name (Print): _ ] Birihdate Proxy Form / Formulario De Poder
Strent Address: Town & zlp code:
Phitca# Eomall: | give my permission for the undersigned to sign for receipt of my TEFAP
Number of adults in household: Number of children under 18 in household: commodities, due to my inab]"tv to pick up my TEFAP commodities.
QUALIFYING REASON (PLEASE CIRCLE) . s . . .
L. TANE (Temporacy Asistance fic Neady Families - Socisl Serviees Progea) Doy permiso para que la persona abajo firmante, firme la aceptacion de mis
2 SNAP/Food stamps-  Ranoutinsufficlent  Last Stalen Not received productos debido a mi incapacidada para recogerios
3 58I (Supplemental Security Income) — NOT SOCIAL SECURITY
4. WIC (Women, Infants, and Children)
%  MEDICAID Client / Cliente Proxy / Apoderado
B LOW INCOME (185% of poverly)- SELF DECLARATION
T DISASTER (Other — can be divorce, domestic violence, unusual expense. loss of employment, etc.)
Please explain: R e
1 am accepting a charlmble donation of food from the Emengency Food Pantry. 1 hereby relinguish the Food Pantry of all -
Hiability of any nature whatsoever and accept the food products “as is” and at my own risk, Print name of client Print name of Proxy
. Nombre impreso del cliente Nombre impreso del destinatario
“1 certify that my total yearly gross household income is at of below 185% of the poverty level, OR that my houschold
participates in the programis) that 1 have checked on the Emergency Food Registration Form. T will abso notify the Pantry, if
there are changes 1o my income of qualifiers which may caise me 1 become ineligile for the TEFAF foods ™
CLIENT SIGNATURE DATE:
Intervicwer Name Signature of Client Signature of Recipient
Firma del cliente Firma del destanatario
Date / Fecha Relationship / Relacion
Account # Pantry
1l qual nppemiuniiy T

copy of the Federal Form. copy of the TEFAP Proxy Form.



https://cfbnj.org/wp-content/uploads/2024/01/Intake-Form-for-LDA-English-2-23.pdf
https://cfbnj.org/wp-content/uploads/2024/01/Intake-Form-for-LDA-English-2-23.pdf
https://cfbnj.org/wp-content/uploads/2024/01/PDF-TEFAP.USDA-Proxy-Form-English-Spanish.pdf
https://cfbnj.org/wp-content/uploads/2024/01/PDF-TEFAP.USDA-Proxy-Form-English-Spanish.pdf

Section 2: TEFAP Intake & Proxy Requirements for Partners on Oasis 2
Completing a New Neighbor’s Release of Information (ROI)

For Partners using Oasis Insight (Oasis) for their Neighbor intake, both the Neighbor’s
Federal Intake Form(s) and TEFAP Proxy Form(s) can be completed digitally. This process
involves the Neighbor signing Oasis’s Release of Information (ROI) and the Proxy signing the
Proxy Form within the TEFAP section of the Neighbor’s case. Partners using Oasis are
required to save PDF copies of each neighbor’s Federal Intake Form(s) and Proxy Form(s).
Both Forms must be preserved for 3 years and saved on an on site computer to be
compliant.

1. Within a Neighbor’s “Case”, there will be a Red, Yellow, and Green Bar present at the top
of the screen. The Yellow Bar indicates that the Neighbor’s ROI is not on file OR that their
ROI has expired. If the Neighbor has never signed the ROI before, the text will state “Create
New ROI”. Click on “Create New ROI”.

| Address: 31 Cvans Teminal

Hil=idz, MJ 07205

County:  Linkn Maiden:
DOE:

ase #:

Fhene: Total Living In Household: 3
Agency Last Assistance:
Network Last Asslztan o8t

*If the ROI is expired, the text will say “Renew ROI”. Pages 12-14 provide instructions on how to
properly recertify a Neighbor with an expired ROI.

2. A new screen will appear labeled “New Release of Information”. The date will
automatically be set to the current date. Under “Cases To Include”, the Neighbor’s name
will be selected. Click on “Next”.

New Release of Information

Date *
11 - 14 - 2024
Cases To Include

Martin Prince (signing)

Once the new release of information form has been
@ signed and verified it will be valid for a minimum of
365 days.

= Next X Cancel




Section 2: TEFAP Intake & Proxy Requirements for Partners on Oasis 3
Completing a New Neighbor’s Release of Information (ROI)

3. The ROI will appear. After the Neighbor agrees to the terms of the document, press on the
yellow bar at the bottom of the screen labeled “Click Here for Digital Signature”.

| Spanish

Dasis Assistance Network
COMMUMITY Client Consent Form

F?OD!ANK
SrmEwEE CFBNJ Test Environment

| acknowindge, consent |wmu certfy the follawin,
i gency Fead Pastry. | haraty e
Jeraey of il h'sui wnsu s whatssavar and sceapt thy rwux u

& "t come. frst served Basks. Thisa s ns guarankia of
given. | wil o m-y-ll»-rwu oo prodects ar eschange o barter the fo
sanas

Insgprpians r..na-mr;..m s gelanity. Baing. vaibial sbisa Mﬂal\\.\.lmm.ﬂ«‘am Mu&mn‘i a buahiaid
protitited Ay such behaior may ew it 2uzpencios or ermination af my priviegez ol this Emergeecy F wv
Paniry

this insaitution is asis
and senval criemtation), disabiity, age, or mprisal or retal -adonfwmﬂorrh Aghts scrvity,

b In langages otfror

A somcn wthfedatcet s v a1, Dagerumto of Autcutue SO} oo uialous nd sl
]  rece, P

a9, Hraile, langa e, %.ﬂnﬁ:ﬁlﬁ(q ot

s o

il contact the the program o
rmj 704600 frocr i n‘ﬂ'f.larmxrﬂ!mm g«m Fodorsl Ralay Sanvice ot (800 878739,
To fife a nmé,vammmm'|um UIM Eomph'\wlmwm rmma-smrusnamgun i Dis crimination
€ o vd‘mmamr
USDA office, by ', or by writing & i USDA. T e st colliaia i c

mame, adhhe of th n i suffic
e As: rutary fev Ciril r.qscn}m o s st e ol)nalltgnﬂ‘a\«llﬁgnmvmrnnm. Tha complatad
!D—Jﬂ?l‘r o or kme"mrbc medrouimhr

7. mai: (15, Dapartwant of Agric v A Secretavy for Cinl Rights 1400 Indepandence dvanue, $K
Wiaahingtor, DL.C. AIE0-3430; o 2 e .’aJJ.Ixs mswlm!.l GI0TAAZ; or T, emmail: Frogram btk ofusds gow

Tihis institation is o equal oppartanity providar.

Ho = Food Bank i zhare my gt my bungar ralaies
This entire Client Coo wxr orm will rematin in ffect for (: i [ makeq written request to the Food Bank
v Agency that Ixa linger s utmpu mpamu:ws .ll:agﬁ

(HemtName i S e
Clsok Here for Digital Signature
Signature: X

4. A blank screen will appear stating “Sign Your Name Below”. Instruct the Neighbor to write
their signature anywhere in the blank space. After the Neighbor signs the document, press
“Submit Signature” at the bottom of the screen.

Sign Your Name Below Sign Your Name Bclow

*If the Neighbor is physically unable to sign the ROI. The Partner must ask the Neighbor
for their consent to sign on their behalf.



Section 2: TEFAP Intake & Proxy Requirements for Partners on Oasis 4
Completing a New Neighbor’s Release of Information (ROI)

5. The Neighbor’s signature has been recorded, but the ROI has not been created. To create
the ROI, click on “Verify ROI” at the top right of the screen.

Kelease of Information for Marun Prince &d Upload Signed ROT © Verify ROI
ot Verifie

| Spanish

Oasis Assistance Network
COMMUNITY Client Consent Form
‘ : F FOODBANK
OF NEW JERSEY .
CFBNJ Test Environment

6. Oasis will ask the Agent, the person currently intaking the Neighbor, to confirm that the
ROI has been signed. Press “OK” after confirming that the correct Agent is logged in.

|, Stephen Shuler, verify that a release of information for
Martin Prince has been signed and will be kept on file
for a minimum of 365 days from today.

I@OK X Cancel

7. The ROI has been signed, and the Yellow ROI alert bar has disappeared. This bar will
reappear 60 days prior to the ROI’s expiration date, alerting the Partner that they will need
to recertify the Neighbor prior to the expiration date.

i Only agents from CFBNJ Test Environment can view this case and amything added,

Personal Info for Martin Prince

Address: 31 Evans Terminal Mailing Address:
Hillside, NJ 07205

County:  Lnion Maiden:

DoB:

Case#:  C374732

Phone:
one Total Living in Household: 3

Agency Last Assistance:
Metwork Last Assistance:



Section 2: TEFAP Intake & Proxy Requirements for Partners on Oasis
Completing a Proxy Form on Oasis

1. When a Neighbor requests to add a Proxy, first the Partner must access the Neighbor’s

Case in Oasis. Within their Case, click on the black tab labeled “TEFAP” at the bottom right
of the screen.

{5 Oniy agents Fom CFBR Test Environment can view this case and amyiing acded.

Personal info for Martin Prince

Address: 31 Evanz Termna Mailing Address:
Hilsicke, MJ D205
County:  Union Maiden:
DaB: L'
Cased: CIT4T3Z
Phone:. Nt Prosdides
Total Living in Household: a
Agency Last Assistance:
Network Last Assistance:
Datalls: Heww mary Children {ages 17 and under} are in your How many Total Adults (ages 18 and over) are in your Of those Adulis, how many of them are over the age of 807 0
Household?: 1

Househald?: 2

Qualifying Reason: Do You CURRENTLY Receive Any Of The
Sorvices Listed In Mumbers 1 Through 57 If So, Please Choose
Which Services. if Mot, Do You Quealify For Reason & Or 77
Please Do Mot Mark "MIA™ Unless Told.: 3 - 331 (Suppiemaral
Seurity Income) - NOT SOCIAL SECLURITY

History of Modifications

Todfied by Step

from SEERN).

Thd, Maw 14, 2024 &t 1120 am.
Damograpnic sdded
How many Total Aduls (ages 18 and cvwer} 3 N your Housshoi?: 2
Coernegrsphic sk
Aapoinimert SchesUed:
Demogrepnic Bdded
Comments:
Desnegrapii: acded
Doouments Revewe By
Demograpine added
Dietlary Resshriclions;
Dermographic soded
Humber of Ptz In the Househod: Nons
Ciempgraphic acded
Pty Wt you The b s soemenne 1 youe Acoount il is authordzed o pick up for yai? <

*Depending on the size of the computer screen you are using, the TEFAP tab may not be

visible. If it is not visible, scroll down to the bottom right of the Neighbor’s Case until it
appears.

2. Within the “TEFAP” tab, click on “ADD FORM”.

a Only agents from CFBNJ Test Environment can view this case and anything added.

TEFAP Forms for Martin Prince

Show tefap forms for...

¥ Martin Prince ¥ Living with I Related

Add your first TEFAP Form

Within this tab you can create and view all TEFAP Forms for Martin, In
addition, you can view TEFAP Forms for anyone related to or living with
Martin,




Section 2: TEFAP Intake & Proxy Requirements for Partners on Oasis

Completing a Proxy Form on Oasis
3. A screen labeled “TEFAP Application” will appear. Fill out the sections “Proxy: Would you
like to add someone to your account that is authorized to pick up for you?” and “Proxy
Relationship”. Press “Save & Close” once finished.

TEFAP Application — TEFAP Application

v TEFAP Application ) ) _ )
Proxy: Would you like to add someone to your account that is authorized to pick up for you?

Carl Carlson

Proxy Relationship

ICare Taker I

Motes

Edit Entry Date/Time — MNov 14, 2024 at 12:20 pm.

I;;?Save&{:bsa X Cancd

4. You will be redirected to the “TEFAP Forms” tab. A form has been added to the
Neighbor’s Case. In order for the Proxy to sign the Proxy Form, click on “CAPTURE

SIGNATURES”.

1 Stephen Shuler

CFBNJ Test Environment Thu, Nov 14, 2024 at 1220pm. | o~ EDIT | 3 DELETE

TEFAP Application
for Martin Prince

ATTENTION — No signature(s) recorded
| s n ueor) [ »

[F] stow (2) mopiFicaTioNs

|5, EDIT TEFAP FORM

5. You will be redirected to a page labeled “TEFAP Application - Signatures”. Under the
Proxy’s name, press “Click here for digital signature”.

TEFAP Application — Signatures

Proxy — Carl Carlson

I & Click here for digital signature




Section 2: TEFAP Intake & Proxy Requirements for Partners on Oasis 7

Completing a Proxy Form on Oasis

6. Have the Proxy write their signature in the blank portion of the screen. Once finished,
press “Submit Signature”.

Sign Your Name Below

Carl Carlson

C C

Submit Signature Insert "COVID-10" Signature m Clear
D ———

7. The signature will now be connected to the Proxy. To view a PDF version of the Proxy
Form, first click “Go Back” at the top left of the screen.

I = GoBack TEFAR Application — Signatures & Print

Proxy Signature

T A Carl Carlsan ReS; ¥ Delets Sipature
C ( Movember 14th 2024 = x

8. Within the “TEFAP Application”, click on “PROXY FORM (PDF)” to be redirected to a PDF
version of the Neighbor’s Proxy Form.

1 Stephen Shuler

CFBNJ Test Environment Thu, Nov 14, 2024 at 1220pm. | o~ EDIT | J{ DELETE

TEFAP Application
for Martin Prince

[E] stow (2) MopIFIcATIONS [} EDIT TEFAP FORM




Section 3: Saving PDFs of Neighbors’ Federal Intake & Proxy Forms 8
Download & Saving a Neighbor’s Proxy Form

1. Within the “TEFAP Application”, click on “PROXY FORM (PDF)” to be redirected to a PDF
version of the Neighbor’s Proxy Form.

1 Stephen Shuler

CFBNJ Test Environment Thu, Nov 14, 2024 at 1220pm. | o~ EDIT | J{ DELETE

TEFAP Application
for Martin Prince

EFAP FORN /™ eroxvR B -

[E] show (2) MoDiFicaTIONS [} EDIT TEFAP FORM

*From this screen, you can download this specific Neighbor’s Federal Intake Form by

clicking “TEFAP APPLICATION (PDF)”. Pages 9-11 provide instructions for how

Partners can bulk save their Neighbors’ Federal Intake Forms.
2. The Proxy Form will open in a new tab. Click on the download button at the top right of the
screen to save a digital copy of the Proxy Form. Within the Partner’s onsite computer, the
Partner needs to create a folder with the current year + Proxy Forms in the title - i.e. “2024
Proxy Forms” and save all relevant Proxy Forms to that folder. The Partner will also need to
rename the file to the date the form was signed + the last name of the Neighbor + Proxy
Form - i.e. “11-14-2024 Prince Proxy Form”.

@p conRoasisl.. /| TEFAP Ap..n22783 -~

THE EMERGENCY FOOD ASSISTANCE PROGRAM (TEFAP)

Proxy Form / Formulario De Poder

| give my permission for the undersigned to sign for receipt of my TEFAP
commodities, due to my inability to pick up my TEFAP commodities.

Doy permiso para que la persona abajo firmante, firme la aceptacion de mis
productos debido a mi incapacidada para recogerios

Client / Cliente Proxy / Apoderado
Martin Prince Carl Carlson
Print name of client Print name of Proxy
Nombre impreso del cliente Mombre impreso del destinatario
cC
Signature of Client Signature of Recipient
Firma del clients Firma del destanatario
11/14/24 Care Taker

Date / Fecha Relationship / Relacion

*The Neighbor’s signature is automatically captured once they complete the ROI. If the
signature of the Neighbor is not present, please verify if the Neighbor signed their ROI.
*Each Proxy Form has to be manually downloaded. Currently, there is no way to bulk
print Proxy Forms from Oasis.



Section 3: Saving PDFs of Neighbors’ Federal Intake & Proxy Forms 9
Bulk Printing Federal Intake Forms

1. In addition to downloading copies of each Neighbor’s Proxy Form, the Partner is also
responsible for saving copies of each Neighbor’s Federal Intake Form. While you can
download each Neighbor’s Federal Intake Form from the “TEFAP” tab within their cases,
Oasis provides a way to bulk export all new Federal Intake Forms. To do so, click on “My
Agency” at the top right of the screen.

Stephen Shuler '#&o

CFBN] Test Environment

T — N e
351,835 2.128,952 S234. 226

|

ices Appointments Broadcasts Duplicate Cases Forms

CFBNJ Test Environment

3. A list of reports will appear. Scroll down until you find the report labeled “Bulk TEFAP
Intake Forms”. Once found, click on “Bulk TEFAP Intake Forms”.

Summary Sheets " TEFAP Appiication
I iews 2l or fiter Summary Sheets data enterad by your agenc ] I View al or fiter TEFAP Application dats entered by your agency,
565 ith Barc 5
F I § Bulk TE I i Carstom Ciases roport. Case # name, agency, and barcode
J I ™ Form | Non: mmedity Acsenianes I - Diaper and Period Product Report

4. The “Choose Filters for All Types Report” screen will appear. First, click on “Show Cases
Assisted By Your Agency”.

Choose Filters for All Types Report

Include Private Assistance In Totals Format: (@ Custom

@ Show Cases Created By Your Agency

I (O show Cases Assisted By Your Agency

Filter By Case Entry Date (Skip To Include All} m

Filter By Number Of Times Assisted (Skip To Include All)



Section 3: Saving PDFs of Neighbors’ Federal Intake & Proxy Forms 10
Bulk Printing Federal Intake Forms

5. Next, click on “Filter By Date of Assistance”. Two fields will appear. Enter the start and
end date of the federal intake forms you would like to generate.

Choose Filters for All Types Report

Include Private Assistance In Totals Format: (@ Custom
(O Show Cases Created By Your Agency

(® Show Cases Assisted By Your Agency

Filter By Date Of Assistance (Skip To Include All} m
Choose Filters for All Types Report
Include Private Assistance In Totals Format: (@ Custom

(O show Cases Created By Your Agency

@ Show Cases Assisted By Your Agency

Filter By Date Of Assistance (Skip To Include All) D
Start Date (MM-DD-YYYY) End Date (MM-DD-YYYY)
11 - 14 - 2024 11 - 14 - 2024

*This report needs to be ran at minimum once per month. Ideally, Partners should run
this report after every distribution.

6. After entering the date range of the report, scroll down to the bottom of the page and
press “Next”.

Filter By Zip Code (Skip To Include All) D
Filter By County [Skip To Include All} D
Filter By Agent [Skip To Include All) D

I—‘.»Next X Cancel

7. After pressing “Next”, you will be redirected to the “Choose Fields for Report” screen.
Click on “Request Report”.

Choose Fields for Report

Order By

Entry Date - First to Last  ~

Custom Template

Bulk TEFAP Intake Forms v

= Back [] © RequestRepot | ¥ Cancel




Section 3: Saving PDFs of Neighbors’ Federal Intake & Proxy Forms 11
Bulk Printing Federal Intake Forms
8. Once the report is finished loading, you will be redirected to a screen that states “Your

Custom Report is Ready to Download”. From here, click on the blue link to open the PDF of
your Neighbors’ Federal Intake Forms.

' is Ready to Download
ight-click here and choose "Save Link As..."

9. Your Neighbors’ Federal Intake Forms will appear. Click on the download button at the
top right of the screen to save a digital copy of the Federal Intake Forms. Within the
Partner’s onsite computer, the Partner needs to create a folder with the current year +
Federal Intake Forms in the title - i.e. “2024 Federal Intake Forms” and save all relevant
Federal Intakes Forms to that folder. The partner will also need to rename the file to the
date/month the forms were signed + Federal Intake Forms - i.e. “11-14-2024 Federal
Intake Forms”.

@ cbnj2oasis.. / 11-14-20..EYASTON ~

EMERGENCY FOOD REGISTRATION FORM

Intake Information
Clients must be residents of the State of New Jersey
Date: _11/14/24 LDA CFENJ Test Environment EFO_ The Community Food Bank of N

MName (Print): Martin Prince Birthdate:

Street Address: 31 Evans Terminal Town & zip code: Hillside 07205 —_

Phone i E-mail:

Mumiber of adults in h hold: 2 Number of children under 18 in household: 1

QUALIFYING REASON (PLEASE CIRCLE)
TANF (Temporary Assistance for Needy Families — Social Services Program)
SNAP/Food stamps -  Ran out/insufficient Lost Stolen Not received
SSI (Supplemental Security Income) - NOT SOCIAL SECURITY
WIC (Women, Infants, and Children)

.-4.==£-":=-®.~.—-

MEDICAID

LOW INCOME (185% of poverty)- SELF DECLARATION

DISASTER (Other - can be divorce, d wviolence, p loss of employment, etc.)
Please explai

1 am accepting a charitable donation of food from the Emergency Food Fantry. [ hereby relinquish the Food Pantry of all
liability of any nature whatsoever and accept the food products “as is” and at my own risk,

“1 certify that my total yearly gross household income is at or below 185% of the poverty level, OR that my houschold
participates in the program(s) that I have checked on the Emergency Food Registration Form. 1 will also notify the Fantry. if
there are changes to my income or qualifiers which may cause me to become ineligible for the TEFAP foods™

CLIENT SIGNATURE | DATE: 11/14/24 S
Interviewer Name: Stephen Shuler

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rghts regulations and policies, this institution is prohibited from
discriminating on the basis of race, colo, sattonal origla, sex {Including gender identity and sexual orentation), desability. age, or reprisal or retaliation for prior eivil
rights activity.

Enadich Barcnne with dleahilisins wwihn sanoiea altsrmadioe masas nf snmmasndeatinm iohialn



Section 4: General Annual TEFAP & Proxy Recertification Requirements 12

For a Neighbor to continue receiving food from a Partner, the Neighbor must be recertified
every 365 days, based on the expiration date of the most recent Federal Intake Form that
the Neighbor signed. During the Neighbor’s recertification process, the Neighbor has to
complete a new Federal Intake Form. If the Neighbor has a Proxy assigned to them, the
Partner is required to verify with the Neighbor that the Neighbor would like to continue
having their Proxy pickup for them. After confirming the continuation of the Proxy, the
Neighbor and the Proxy must sign a new Proxy Form.

If the Neighbor would like to change their assigned Proxy during recertification, the
Neighbor and the new Proxy will both need to sign a new Proxy Form at the Partner’s facility.

If the Neighbor requests to terminate their Proxy’s relationship, no new Proxy Form shall be
provided to the Proxy or to the Neighbor. At this time, the Partner must record that the
Neighbor no longer requires a Proxy to pick up on their behalf. Pages 22-26 provide a few
examples for how a Partner on Oasis can indicate a Neighbor’s termination/change in Proxy
status.

If a Neighbor is no longer able to visit the partner in-person for their annual recertification,
the Partner can complete the Neighbor’s recertification with the Neighbor over the phone.
During their phone/verbal recertification, the Partner must verify with the Neighbor if they
would like to have their assigned Proxy continue picking up for them on their behalf. If so,
the Proxy will need to sign a new Proxy Form the next time they are picking up for the
Neighbor.

If the Neighbor requests to change their Proxy during their phone/verbal recertification, the
Partner will need to mail the Neighbor a copy of the Proxy Form. The Partner must inform
the Neighbor that the Neighbor and the new Proxy will need to sign and return the signed
Proxy Form. The Proxy Form can be returned via mail or the new Proxy can drop off the
Proxy Form to the Partner.

If an Individual is stating that they are the new Proxy for a registered Neighbor, the Partner
shall not provide the Individual with a Proxy Form unless the Neighbor is with them, in-
person, to confirm the Proxy’s request.



Section 5: Annual TEFAP & Proxy Recertification in Oasis 13
Neighbor Information Reverification

Oasis will inform the Partner when a Neighbor needs to recertify via the ROI functionality. 60
days prior to the ROI's expiration, a yellow alert banner will appear at the top of the
Neighbor’s Case, or below the Neighbor’s information if using the barcode mode. At this
time, the Partner will need to confirm with the Neighbor that the information in their Case is
still accurate. If not, the Partner must edit their Case and make the appropriate changes.
After the Partner verifies the Neighbor’s information, the Neighbor needs to sign a new ROI.

*Any time a Neighbor needs to recertify their Federal Intake Form (or the ROI in the case of
Oasis), the Partner also needs to recertify the Neighbor’s and Proxy’s status, even if the
Proxy Form is not expired yet. Pages 16 & 17 go over how to recertify a Proxy in Oasis.

1. When a Neighbor’s ROI is expired, this is an indication that 1. the Neighbor needs to have
their information reverified 2. A new signature is required within the Neighbor’s Case 3. If
the Neighbor has a Proxy Form on file, the Neighbor and Proxy will also need to re-sign the
Proxy Form if the Neighbor wants to continue having the Proxy pick up for them.

ﬁ Only agents from CFBN.J Test Environment can view this case and anything added.

Siepber Shier fio GEBNI ISl Errm i Vel [Cle O
A e e Al % ViewROI ) RenewROI

v information on 11/10/2023, but it expired on 11/9/2024.

Personal Info for Troy McClure

1a. If your agency is providing Neighbors with barcodes, the yellow ROI alert will appear
below the Neighbor’s information within the Barcode Mode. Press “VIEW CASE” to be
redirected to the Neighbor’s Case in order to verify their information.

Open this window whenever a barcode is scanned AVAILABLE BARCODES

Troy McClure |
31 Evans Terminal DOB:
Hillside, NJ 07205 Living in Household: 3

Agency Last Assistance: [\
How many Children (ages 17 and under) Network Last Assistance: |
are in your Household? — 1
How many Total Adults (ages 18 and
over) are in your Household? — 2
Proxy: Would you like to add someone
to your account that is authorized to
pick up for you? —

»  Stephen Shuler frorm CEBM. Tesd Erviuirman verified a rekesss of
w infomnation on 110023, bit it explred on 11920024




Section 4: Annual TEFAP & Proxy Recertification In Oasis 14
Neighbor Information Reverification

2. Prior to the Neighbor renewing their ROI, the Partner must verify with that Neighbor that
the information within their Case is still valid. While their information is visible on the
“Personal Info” tab of Oasis, CFBNJ recommends pressing “Edit Case” to see the complete
version of the Neighbor’s Intake Form.

ﬁ Only agents from CFBNJ Test Environment can view this case and anything added.

. Stephen Shuler from CEBNJ Test Environment verified a release of

9 information on 11/10/2023, but it expired on 11/9/2024. 2 View ROL & RenewROI
Personal Info for Troy McClure & EDIT CASE
| Address: 31 Evans Terminal Mailing Address:
Hillside, NJ 07205
County:  Union Maiden:

DOB:

Case #: C375073
Phone:

Total Living in Household: 3

3. After pressing “Edit Case”, the Neighbor’s Intake Form will appear. Only the following
fields have to be reverified to fulfill the NJDA’s intake requirements: First Name, Last Name,
Address, City, State, Zip Code, County, How Many Children Are In Your Household, How
Many Total Adults Are In Your Household, and Qualifying Reason: Do You CURRENTLY
Receive Any Of The Services Listed In Numbers 1 Through 5? If So, Please Choose Which
Services. If Not, Do You Qualify For Reason 6 Or 7?

First Name * Middle Name Last Name * Suffix

Troy McClure

Street Address

Address * Apt #
31 Evans Terminal

City * State * Zip *
Hillside NJ | 07205

County *

Union v

How Many Children (Ages 17 And Under) Are In Your Household? — Required
1 v

How Many Total Adults (Ages 18 And Over) Are In Your Household? — Required
2 v
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Neighbor Information Reverification

Qualifying Reason: Do You CURRENTLY Receive Any Of The Services Listed In Numbers 1 Through 57? If So, Please
Choose Which Services. If Not, Do You Qualify For Reason 6 Or 77 Please Do Not Mark "N/A" Unless Told —
Required (Select at least one)

O 1-
Q:-
O s-
0O 4-
Os-
Oe-
a7-

TANF (Temporary Assistance For Needy Families - Social Services Program)
Food Stamps/SNAP (EBT Card)

SSI (Supplemental Security Income) - NOT SOCIAL SECURITY

WIC (Supplemental Nutrition Program For Women, Infants, And Children)
Medicaid

Low Income (185% Of Poverty)- SELF DECLARATION

Disaster Or Special Circumstance (L.E. Divorce, Domestic Violence, Loss Of Employment, Etc.)

*All of the Neighbor’s information is Self-Declared; Partners are prohibited from asking
Neighbors to provide proof of identification, address, income, etc.

4. Once the necessary change are made, if any, to the Neighbor’s Case, click on “Save
Changes” at the bottom left of the Intake Form.

Email Address

Neighbor ROI Renewal

1. After verifying the Neighbor’s information, the neighbor must sign a new ROI. Click on

“Renew ROI”.

ﬁ Only agents from CFBN.J Test Environment can view this case and anything added.

0 Stephen Shuler from CEFBNJ Test Environment verified a release of
information on 11/10/2023, but it expired on 11/9/2024.

Personal Info for Troy McClure

2. From here, the ROI renewal process is the same as if the Neighbor was newly added to
Oasis. Follow steps 1-7 on pages 2-4 for guidance on how to have a Neighbor sign their ROL.
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Proxy Reverification

If the Neighbor would like to continue having their Proxy pick up on for them on their behalf,
the Proxy will need to sign a new Proxy Form every 365 days or whenever the Neighbor’s
Federal Intake Form has expired. Partner can use the yellow ROI alert as an indication that a
new Federal Intake Form and Proxy Form need to be signed.

1. When a Neighbor’s ROI is expired, this is an indication that 1. the Neighbor needs to have
their information reverified 2. A new signature is required within the Neighbor’s Case. 3. A
new Proxy Form needs to be signed, even if the Neighbor’s Proxy Form on file is not expired,

by the Neighbor and Proxy.

a Only agents from CFBNJ Test Environment can view this case and anything added.

o Stephen Shuler from CEBNJ Test Environment verified a release of

information on 11/10/2023, but it expired on 11/9/2024.

Personal Info for Troy McClure

®) View ROI &) Renew ROI

1a. If your agency is providing Neighbors with barcodes, the yellow ROI alert will appear
below the Neighbor’s information within the Barcode Mode. Press “VIEW CASE” to be
redirected to the Neighbor’s Case in order to verify their information.

Open this window whenewer a barcode is scanned

Troy McClure
31 Evans Terminal DOB:
Hillside, NJ 07205 Living in Household: 3

Agency Last Assistance
How many Children (ages 17 and under) Network Last Assistance:

are in your Household? 1

How many Total Adults (ages 18 and
over) are in your Household? 2
Proxy: Would you like to add someone
to your account that is authorized to
pick up for you?

AVAILABLE BARCODES

=]

“Btephen Shuler from CEEM.) Test Emsronment verfed a releess of
o information on 11/10G023, but it expired on 118210024,

*In addition to the ROI alert, Partners can use Case Alerts and edit the Proxy Demographic field to
record the Proxy Form’s expiration date. Instructions for how to use these two features can be found

on pages 18-21.
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Proxy Reverification

2. After verifying the Neighbor’s information and having them renew their ROI (as explained

on pages 12-14), a new Proxy Form must be added to the Neighbor’s Case. Within the
Neighbor’s Case, click on “TEFAP”.

& Only agenis from CFBNJ Test Environment can view this case and anything added.

Personal Info for Troy McClure

Troy McClure

Address: 31 Evans Terminal Mailing Address:
Hillside, NJ 07205 31 Evans Terminal
County:  Union Maiden: Hillside, NJ 07205
DOB:
Case#  C375073
Phone:
Total Living in Household: 3
Agency Last Assistance:
Network Last Assistance:
Details: How many Children (ages 17 and under) are in your Household?: 1 Of those Children, How Many of Them Are Younger Than 4 Years Old?: 0 How many Total Adults (ages 18 and over) are in your Household?: 2
Of those Adults, how many of them are over the age of 607 1 Qualifying Reason: Do You CURRENTLY Receive Any Of The Services
Listed In Numbers 1 Through 57 If So, Please Choose Which Services. If
Not, Do You Qualify For Reason € Or 7? Please Do Not Mark "N/A™ Unless
Told: 2 - Food Stamps/SNAP (EBT Card)
History of Modifications
Modified by Stephen Shuler from CFBNJ Test Thu, Nov 14, 2024 at 3:47 p.m.
0
Demographic added
Ofthose Children, How Many of Them Are Younger Than 4 Years Old?: 0 —
Demographic added Relationships
Appointment Scheduled —
Comments:
Demographic added o 0
Documents Reviewed By- nts
T ——
S
Demographic added —
Number of Pets in the Household: None
Appointments 0
Demographic added

Proxy: Would you ik to add someone to your account that is authorized to pick up for you? :
Demographic added TEFAP 0

3. The Neighbor’s previous Proxy Form(s) will appear. DO NOT edit or delete any of the
Neighbor’s Proxy Forms. To recertify the Proxy, the Partner will need to create a new Proxy
Form. Press “ADD FORM” and follow steps 1-7 on pages 5-7 to create a new Proxy Form.

Follow steps 1 and 2 on page 8 to download and save a PDF of the Neighbor’s new Proxy
Form.

TEFAP Forms for Troy McClure ADD FORM +

Show tefap forms for.. ¥ Troy McClure B Living with I Related

CFBN.J Test Environment

Fri, Nov 10, 2023 at440pm. | o~ EDIT | 3 DELETE

1 Stephen Shuler

TEFAP Application
for Troy McClure

SHOW (2) MODIFICATIONS ;'D:» EDIT TEFAP FORM

*Partners can only edit the Proxy Form to add a note to the Form. Steps to add a note can be reviewed
on pages 22 & 23.
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Adding Case Alerts

In addition to the ROI alert, partners are required to add a Case Alert to a Neighbor’s Case to
indicate that a Proxy has been established. Case Alerts will create a note within the
Neighbor’s Case. Within the Alert, the Partner must state that a Proxy has been assigned to
the Neighbor, the name of the Proxy, and the expiration date of their Proxy Form. By using
the Case Alert function, the Partner will be directed to the Neighbor’s “Alerts” section within
their Case. If the Partner is using key tags or the Oasis generated ID cards, the alert will
appear below the Neighbor’s information.

*In addition to using Alerts for the establishment of a Proxy, Alerts need to be used to
record any changes to the Neighbor’s Proxy Status, including removal/termination of
their Proxy. Pages 24 & 25 provide instructions on how to edit Alerts to record any
changes to the Neighbor’s Proxy’s status.

1. To add an Alert to a Neighbor’s Case, first access their Case. Once there, click on the red
tab labeled “Alerts” at the bottom right of the screen.

Address: 31 Evans Terminal Mailing Address:

wa, Nl 7205
County:  Linion Maiden:
DoB:
Case . 375073
Phone: Total Living in Househald; 3
Agency Last Assistance:
Network Last Assistance.
Dewils:  How many Children (ages 17 and under) are in your Household 7 1 Of those Childnen, How Many of Them Are Younger Than 4 Years Old? Haow many Total Adults (ages 18 and over) are in your Household? 2
Of thosa Adults, haw many of them are aver the age of 607 1 ‘Qualfying Reasan: Do You CURRENTLY Recaive Any Of The Services Listed In
Humbers 1 Through 5? i So, Please Choose Which Services. i Nat, Do You
Quaity For Reason & Or 77 Please Do Mot Mark "NA" Undess Told 2 - Food
SampaSNAP [EBT Can)
History of Modiications Personal | info .

Demagraphic added
CF s Cridren, How Many of Trem A Younger Than & Years ONF7. 0

Demagrapkic adde
Agpeiimen Schedukd

Desmnographic ackden o ]
Commens

Mot by Seephan Shuler i CEBNS Test Envonmen T Py 14, 2004 & 547 o m
o 5|

Demagpaghic added . o
Droouments Revewed By: 2

S [ romrmes [
ol b - "
2

FOUr oot foryaua?

Vo CURRENTLY Recenes v 0f The Senvices Listed in Nurmers 1 Thouoh 57 1 So Plesss Chooss Which Seniees. ot Da You i For Resssn 60 77 Piszse Do ot Mark "N Uinkess Told 3 - Food StamosSNAP BT Candt

*Depending on the size of the computer screen you are using, the Alerts tab may not be
visible. If it is not visible, scroll down to the bottom right of the screen until it appears.

2. Click on “ADD ALERT” to create an Alert.

ﬁ Only agents from CFBNJ Test Environment can view this case and anything added.

I ——

Alerts for Troy McClure

Show alerts for... ¥ Troy McClure B Living with l Related
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Adding Case Alerts

3. The “Add Alert” screen will appear. Fill out the information regarding the Proxy
arrangement including the name of the Proxy, the date the Proxy Form was signed, and the
expiration date of the Proxy Form. Once finished, press “Add Alert”.

Add Alert

Description *

Selma Bouvier has signed a proxy form on
11/14/24 to pick up for Troy McClure. Selma and
Troy will need to sign a new Proxy Form on
11/14/25. |

L) Send email alert te CFBN] Test Envirenment?

&) Add Alert X Cancel

*If “Send email alert to YOUR AGENCY NAME” is checked off, all agents within the

Partner’s agency labeled Agency Administrator will receive an email that a Case Alert
has been added to the Neighbor’s Case.

4. The Case Alert has been added. Whenever the Neighbor’s Case is opened, Oasis will
direct the Partner to the “Alerts” tab within the Case.

Alerts for Troy McClure

ADD ALERT +

Show alerts for... ¥ Troy McClure I Living with I Related

1 Stephen Shuler

CFBMN. Test Enviranment Thu, Now 14, 2024 at 5:30pm. | o EDIT | X DELETE
Selma Bouvier has signed a proxy Torm on 1114724 ko pick up for Troy MoClure, Saima and Troy will need to sign a new Proxy Form on 111425
Alert adoed Tof Troy MeClure

4a. If the Partner provides barcodes to their Neighbors, the Case Alert will appear in the
Barcode Mode Window when scanned, below the Neighbor’s information.

Troy McClure
31 Evans Temminal DOB:
Hillside, NJ 07205 Living in Household: 3

Agency Last Assistance:
How many Children (ages 17 and under} Metwork Last Assistance: MNon
are in your Household? — 1
How many Total Adults (ages 18 and
over) are in your Household? — 2
Proxy: Would you like to add someone
to your account that is authorized to
pick up for you? —

Case Alerts

Selma Bouvier has signed a proxy farm an 1111424 1o
pick up for Troy MeClure. Selma and Troy will need fo

sign a new Proxy Fomon 11714425,
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Editing the Proxy Demographic Field in the Intake Form

While less visible than a Case Alert, the demographic field “Proxy: Would you like to add
someone to your account that is authorized to pick up for you?” can also be used to indicate
that a Proxy has been established, changed, or removed (terminated). To use the field, the
Partner needs to edit the field within the Neighbor’s Oasis Intake Form.

1. Within the Neighbor’s Case, click on “EDIT CASE” to access their Oasis Intake Form.

E Only agents from CFBMN. Test Environment can view this case and anything added.

Personal Info for Troy McClure

Address: 31 Evans Terminal Mailing Address:
Hillsicle, MJ 07205

County:  Union Maiden:
DoB:

Cased:  C375073
Phone:

2. Towards the bottom of the form, there is a field called “Proxy: Would you like to add
someone to your account that is authorized to pick up for you?”. In this field, write the name

of the Proxy as well as the expiration date of their proxy form. Once finished, press “Save
Changes”.

Proxy: Would You Like To Add Someone To Your Account That Is Authorized To Pick Up For You?
Selma Bouvier (EXP. 11/14/25)

Neighbor Signed A Paper Federal Intake Form
D Yes

What Is Your Preferred Language?

______ ~

Consents To Receiving Text Messages

O Yes
3 No

Email Address
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Editing the Proxy Demographic Field in the Intake Form

3. Within the Neighbor’s Case, the Proxy’s name will be present in two locations: to the right
of “Details” and in the gray section at the right of the screen, above the “Personal Info” tab.

i3 Only agenits from CFBNJ Test Environment can view Bis case and anything added.
I.I ADD PHOTO

Personal Info for Troy McClure

: 31 Evans Terming Mailing Address: !
Hillside, NJ 07205 31 inal

County:  Unicn Maiden: i Hillside, N1 07205
poe: ! T seiow o ep
Case®:  C375073
Phone: | Case # — (375073
Total Living in Household: 3 How many Children (ages
Agency Last Assistance: b 17 and under) are in your
Network Last Assistance: SRUSSHalde S
: ) How many Total Adults
Details: How many Children (ages 17 and under] are in your Of those Children, How Many of Them Are Younger Than 4 How many Total Adults (ages 18 and over) are in your S___..E_-_-.;_..., 1..',.-'
Household?: 1 Years Old?: 0 —
Of those Adults, how many of them are over the age of 607 1 Qualifying Reason: Do You CURRENTLY Receive Any Of The Proxy: Would you like to add someone to your account that is
Services Listed In Numbers 1 Through 57 If So, Please Choose J authorized to pick up for you? : Selma Bouver (EXP. 11/14/25)
Which Services. If Not, Do You Qualify For Reason & Or 77
Please Do Not Mark “NIA™ Unless Told: 2 - Food Stamps/SNAP
(EBT Card)
Modified by Stephen Shuler from CEBN Test Envimnment Thu, Mow 14, 2024 &t 5:489 pm.
Demodraptic chanaed

3a. If the Partner provides barcodes to their Neighbors, the Proxy’s name will appear in the
Barcode Mode Window when scanned, below the Neighbor’s Name.

Troy McClure VIEW CASE
31 Evans Terminal DOB:
Hillside, NJ 07205 Living in Household: 3

Agency Last Assistance: None
How many Children (ages 17 and under) Network Last Assistance: None
are in your Household? — 1
How many Total Adults (ages 18 and
i 7

Proxy: Would you like to add someone
to your account that is authorized to
pick up for you? — Selma Bouvier (EXP.
11/14/25)
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Adding a Note to a Proxy Form

If a Neighbor has requested that their Proxy be unassigned from their Case or there is a
situation that requires a Partner to unassign the Proxy, the Partner must not delete the
Proxy Form from Oasis. If the Proxy needs to be removed, the Partner must add a note to
the Proxy Form and edit the Case Alert to reflect the Proxy’s termination.

1. If a Proxy is being removed from a Neighbor’s Case, a Note can be added to their Proxy
Form. Within their Case, click on the black tab labeled “TEFAP” at the bottom right of the

screen.

i Only agents Fom CFBN Test Environment can view ks cass and anyiing added.
Personal Info for Martin Prince B sHowroe | # eomcase | M

Address: 31 Evanz Termna Mailing Address:
Hilsicke, MJ D205

County:  Union Maiden:

poE: Mot Ereich

Cased:  CI4TEE

Phona: ot Pros
Total Living in Household: a
Agency Last Assistance:

Network Last Assistance:
Details:  How many Children {ages 17 and underj ars in your How many Total Adults {z0es 18 and over) are in your Of those Adulis, how many of them are over the age of 807 0
Household?: 1 Houschold?: 2

Qualifying Reason: Do You CURRENTLY Receive Any Of The
Sorvices Listed In Mumbers 1 Through 57 If So, Please Choose
Which Services. if Mot, Do You Quealify For Reason & Or 77
Please Do Mot Mark "MIA™ Unless Told.: 3 - 331 (Suppiemaral
Seurity Income) - NOT SOCIAL SECLURITY

History of Modifications

Modfied by Stepl from SEERN). Thd, Maw 14, 2024 &t 1120 am.

Demograpnic sdded

How many Total Aduls (ages 18 and cvwer} 3 N your Housshoi?: 2
Coernegrsphic sk

Aapoinimert SchesUed:

Demogrepnic Bdded

Comments:

Desnegrapii: acded

Doouments Revewe By
Demograpine added

Dietlary Resshriclions;

Dermographic soded

Humber of Ptz In the Househod: Nons

Dempgrapi: sk
Prroiy: Wi yau ihelrnd SOMMENNE 1 YU St thak is Suthorized to piok up for you? =

2. A record of all of the Neighbor’s Proxy Forms will appear. If there are multiple Proxy
Forms between the Neighbor and the same Proxy, the note only needs to be added to the
most recent Proxy Form. To add the note, click on “EDIT”.

TEFAP Forms for Troy McClure

Show tefap forms for... ¥ Troy McClure ¥ Living with B Related

1 Stephen Shuler

CFENJ Test Environment Thu, Nov 14, 2024 at 4:45 p.m. x DELETE

TEFAP Application
for Troy McClure

[E] sHow (2) MODIFICATIONS [} EDIT TEFAP FORM

*The Partner must not delete any Proxy Forms from the Neighbor’s Case.
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Adding a Note to a Proxy Form

3. In the “Notes” section, provide a brief explanation regarding why the Proxy is being
terminated, the date of termination, and the name of the Individual processing the
termination. After adding the note, press “Save & Close”.

TEFAP Application — TEFAP Application

+ | TEFAP Application ) _ : .
Proxy: Would you like to add someene to your account that is authorized to pick up for you?

Selma Bouvier
Proxy Relationship

Close Friend

Notes
On 11/20/2024, Troy McClure requested that Seima Bouvier be removed as his proxy -
Stephen Shuler

Edit Entry DateiTime Mo 14, 2024 sl 4:45 p.m.

I-;.)m&chse # Cancel

4. There is now a record within the Neighbor’s Proxy Form regarding the termination/change
of their Proxy.

TEFAP Forms for Troy McClure

Show tefap forms for... ¥ Troy McClure ¥ Living with M Related

1 Stephen Shuler

CFBNJ Test Environment Thu, Nov 14, 2024 at445pm. | o~ EDIT | 3 DELETE

I On 1172002024, Troy McClure requested that Selma Bouvier be removed as his proxy - Stephen Shuler I

TEFAP Application

[F] sHOw (2) MODIFICATIONS [£7 EDIT TEFAP FORM
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Editing the Proxy Case Alert

1. In addition to adding a note to the Proxy Form, Partners should record the termination of
the Proxy in the Case Alert that originally indicated the establishment of the Proxy. To edit
the Proxy Case Alert, first access their Case. Once there, click on the red tab labeled “Alerts”
at the bottom right of the screen.

{8 Only agents from CFBNU Test Environment Can view this case and anyihing added.

Personal Info for Troy McClure

Address: 31 Evans Terminal Mailing Address:
Hillside, NJ 07205
County:  Union Maiden:
DOB: e
Case#:  C375073
ez b Total Living in Household: 3
Agency Last Assistance: r
Network Last Assistance:
Details: Howmany Children (ages 17 and under) are in your Household?- 1 Of those Children, How Many of Them Are Younger Than 4 Years Old?- 0 How many Total Adults {ages 18 and over) are in your Household? 2
Of those Aduits, how many of them are over the age of 607 1 Qualifying Reason: Do You CURRENTLY Receive Any Of The Services Listedin  Proxy: Would you like to add someone to your account that is authorized to pick
Numbers 1 Through 5? If So, Please Choose Which Services. If Not, Do You up for you? - Seima Bouvier (EXP. 11/14/25)

Qualify For Reason 6 Or 72 Please Do Not Mark "N/A™ Unless Told: 2 - Food to
Stamps/SNAR (EBT Card)

History of Modificaions

Modified by Stephen Shuler from CFENJ Test Thu, Nov 14, 2024 al 549 pm

Demographic changed Personal info -

Proxy: Woul you ke fo add someonie to your account ihat is authorized fo pick up for you? 1o Proxy: Would you ke fo add someone lo your account thatis aulhorized fo pick up for you? - Seima Bouvier (EXP. 11/1425)

Motified by Stephen Shuler from CFBNJ Test Environment The, Nov 14, 2024 a1 347 pm SSSELAIE U

Demographic adde:
How man yrmm julls (ages 18 and over) are in your Household?: 2 :

Demographic added
Comments:

Dot

Documents Reviswed By

Demographic added Alerts 1
Dietary Resfrickions
Demographic added =)

2. Within the Neighbor’s Alerts tab, locate the Alert related to the Neighbor’s Proxy. Once
identified, click on “EDIT”.

Alerts for Troy McClure

Show alerts for... ¥ Troy McClure @ Living with ® Related

Stephen Shuler

1 CFENJ Test Environment Thu, Nov 14, 2024 at 5:30 p.m. \IL. EDIT K DELETE

Selma Bouwer has S|gned a proxy form on '11/14[24 to plck up for Troy MoCIure Selma and Troy W|II need to sign a new Proxy Form on 11/1 4!25

Alert added for Troy McClure
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Editing the Proxy Case Alert

3. Within the Alert’s Description field, provide a brief explanation regarding why the Proxy is
being terminated, the date of termination, and the name of the Individual processing the
termination. After adding the description, press “Save changes”.

Edit Alert

Description *

11/20/24 - Troy McClure has requested that
Selma Bouvier be removed as his Proxy -
Stephen Shuler

Selma Bouvier has signed a proxy form on
11/14/24 to pick up for Troy McClure. Selma and
Troy will need to sign a new Proxy Form on
11/14/25.

[J send email alert to CFBNJ Test Environment?

© savedwanges | X Cancel

4. The Alert has been updated and the change will be reflected in both the “Alerts” tab as
well as under the Neighbor’s Information when using the barcode mode.

Alerts for Troy McClure

Show alerts for... ¥ Troy McClure M Living with @ Related

Stephen Shuler

CFBNJ Test Environment

Thu, Nov 14, 2024at530pm. | ¢/ EDIT | 3 DELETE

11/20/24 - Troy McClure has requested that Selma Bouvier be removed as his Proxy - Stephen Shuler

Selma Bouvier has signed a proxy form on 11/14/24 to pick up for Troy McClure. Selma and Troy will need to sign a new Proxy Form on 11/14/25.
Alert added for Troy McClure

Barcode Mode

Open this window whenever a barcode is scanned AVAILABLE BARCODES
Troy McClure
31 Evans Terminal DOB:
Hillside, NJ 07205 Living in Household: 3
Agency Last Assistance:

How many Children (ages 17 and under) Network Last Assistance
are in your Household? — 1

How many Total Adults (ages 18 and

over) are in your Household? — 2

Proxy: Would you like to add someone

to your account that is authorized to

pick up for you? — Selma Bouvier (EXP.

11/14/25)

Case Alerts

11/20/24 - Troy McClure has requested that Selma
Bouvier be removed as his Proxy - Stephen Shuler

Selma Bouvier has signed a proxy form on 11/14/24 to

pick up for Troy McClure. Selma and Troy will need to sign
a new Proxy Formn on 11/14/25.
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Changing the Proxy Demographic Field in the Intake Form

While editing the Proxy Form note and adjusting the description of the Proxy Case Alert are
required, Partners are also encouraged to update the Proxy Demographic Field within the
Neighbor’s Intake Form if the Neighbor requests their Proxy be changed or terminated.

1. Within the Neighbor’s Case, click on “EDIT CASE” to access their Oasis Intake Form.

E Only agents from CFBMN. Test Environment can view this case and anything added.

Personal Info for Troy McClure

Address: 31 Evans Terminal Mailing Address:
Hillsicle, MJ 07205
| County:  Union Maiden:
DOB:

Cased:  C375073
Phone:

2. Towards the bottom of the form, locate the Demographic Field called “Proxy: Would you
like to add someone to your account that is authorized to pick up for you?”. Edit the text in
the current field to indicate the status change of the Proxy, including the date of the change
and the individual processing the change. Press “Save Changes” when finished.

Proxy: Would You Like To Add Someone To Your Account That Is Authorized To Pick Up For You?

11/20/24: Troy McClure requested that Selma Bouvier be removed as their Proxy - SS

Neighbor Signed A Paper Federal Intake Form
[ ves

What Is Your Preferred Language?

______ A

Consents To Receiving Text Messages

[ ves
) no

Email Address

© saveChanges | X Cancel




