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PART 1: CREATING FOLDERS IN GOOGLE DRIVE

CFBNJ provides partners utilizing Oasis Insight for their intake and monthly reporting with Chromebooks. While
Chromebooks function similar to other laptops, there are some differences. This first section will go over the

process of creating multiple folders within Google Drive.

. STEP 1

At the bottom of Chromebook screen, click on 0 to open the file explorer

e ~O©




SERVICE INSIGHTS * PARTNER RESOURCES

The file explorer will open. Click on » A Google Drive
© Recent My files
& Downloads Be  Playfiles
{3 Other Y. Downloads
B+ Play files 0 Other
» 4\ Google Drive
. J
STEP 3
(- )
Google Drive will redirect you to . This is where a folder called “CFBNJ Reports” should
be created. To create a folder, click on : at the top right of the screen.
@ Recent My Drive
~ K1 My files &‘ Access your Google Drive files offline with file syne
& Davnlosse Nama Size Type Date modified
8 other
. J
e STEP 4 \
A window will pop up displaying several options. Press  New folder Ctrl+E
Q ®@ Az i
Paste Ctrl+V
New window Ctrl+N
New folder Ctrl+E
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STEP 5 ~N

A new folder will be added. The folder name needs to be changed. Type in “CFBNJ
Reports” where o0 [euwe is. Press “Enter” on your keyboard to save the name of
the folder.

My Drive My Drive

"‘, Access your Google Drive files offline with file sync “! Access your Google Drive files offline with file sync
Name Name
I.Q | It creNJReports |

\. J
- STEP 6 ——

Open the new folder by double clicking on 3] CFBNJReports . Once opened, verify that the

correct folder has been open. At the top of the screen, you should see MyDrive > CFBNJReports

|MyDr'|ve > CFBNJ Reportsl

"‘z Access your Google Drive files offline with file sync

Once verified, follow the previous steps to create 2 folders within 3 CFBNJReports ., Each month,
a folder should be created for the corresponding month’s reports. We recommend labeling the
folder using the template “MONTH-YEAR Monthly Reports” (i.e. 08-2025 Monthly Reports). Once a
year, a folder should be created for the corresponding year’s Federal Intake Forms. We

recommend labeling the folder “YEAR Federal Intake Forms” (i.e 2025 Federal Intake Forms).

My Drive > CFBNJ Reports

“; Access your Google Drive files offline with file sync

Name | size

3 2025 Federal Intake Forms

3  08-2025 Monthly Reports

. J

J
@8 Whenever creating folders, downloading content, or moving files, it is a good idea to verify the file is in the correct area by
looking at the folder names at the top of the file explorer.
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I PART 2: CREATING AND DOWNLOADING REQUIRED REPORTS

In this section, we will go over the step by step process for using the Gov-Qualified CFBNJ Monthly Reports shortcut that
generates the CFBNJ Monthly Service Report, and TEFAP, SFPP & Non-Gov Commodity Sheets into one PDF. We will then go
over how to download the document to the folders created in part 1. Afterwards, we will provide instructions on creating and
downloading the TEFAP and SFPP Summary Sheets.

STEP 1
~ 2
Open up Google Chrome by clicking @ at the bottom of the screen.
€00
p—_ -y
.
| STEP 2
Type in cfbnj2.0asisinsight.net to access the Oasis login screen. After entering your
email and password, press  Logn
\. J/
STEP 3
é )
Click the blue tab that is located at the top right corner of the page.
£3 reeoBack M wewe B contacT apmin 1 LOGoUT X
My Agency Agencies Admin
. J
e STEP 4 N\
At the top of the page, you will see a menu of black tabs. Click the tab.
wosk §J reeosack M wewe @) contactapmin I LOG oUT
m My Agency Agencies Achmii
\. J



http://cfbnj2.oasisinsight.net/
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STEP 5
\

-

A list of various reports will appear. Scroll down until you see ."L oaieicmiventy  qnd then click.

L
Cases Report With Barcodes i
M| o Coe gk e i s e b ]

heet. Click here, ent

L SFPP Food Pantry Commodity Acceptance Sheets
B

L™
Diaper and Period Product Report
il il
- Gift Card Report . .. Gov Qualified CFBN) Monthly Reports
k il e il )

STEP 6 N\

Filter By Date OFf Assistance (Skip To Include All)

-

A window will pop up displaying filter options. Click

A field for dates will be revealed. Enter dates in MM-DD-YYYY format. Click next at the bottom of the window.

Choose Filters for Report Choose Filters for Report ., Filter By Zip Code (Skip To Include All)

M inchde Private Asscistance T
Include Private Assistance Filter By County (Skip To Include All)
filter thy Date Of Assistance (Skip To Include A)
St e (WD) Bt Ome (00 . Fiter by Date OF Assistance (S To nclude Al ____ . Filter By Agent (Skip To Include All)
= - = = Start Date (MM-DD-YYYY) End Date (MM-DD-YYYY)
) Only include cases assisted for the first time since star date 08 - 01 - 2025 08 - 31 - 2025 .. Filter By Group (Skip To Include All)
Fiiter iy Mumber Of Times Assisted [Skip To Includs A¥) L Only include cases assisted for the first time since start date
. [fiitar By Amount Of Assistance (Skip To Iaclldz M) = Next XK Cancel

"” “Filter By Date Of Assistance (Skip To Include All)" is the only filter that you will need to use for the purposes of monthly reporting.

(-STEP7 ~N

To begin generating your report, On the next screen, Click on the

locate and click  © Request Report

Choose Fields for Report

Order Assistance By

Oldest to Newest ~
', Your Custom Report is Ready to Download

Right-click here and choose "Save Link Az,

blue hyperlink to open your report.

Custom Template

Gov Qualified CFBNJ Monthly Reports v

= Back | @ RequestReport | ¥ Cancel

Ay
' Depending on the size of your report, it may take a few minutes for it to load.
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he pdf will Il th h fi Inf fl d
The P will open. Scroll t roug to confirm a our reporfs are reftlected.
TT7
Monthly Service Report | TEFAP - The Emergency Food Assistance Progrun Qualificr Codes
USDA Commodity Acceptance Repert 1 TAMAR ~ Turmpuairy s it i sl
i kg ik e . bde | 2SR~ Fand
, 1o copture TOTAL i, s 3 58] Sgpiercntd Sty lresen:
imcheive of all prodnct types received ram CEBNJ e TEFAR. SFFP), aad warch ‘war cang SFPP Thee New Jersey State Food Parchese Proprd . y 4 W00 Wamie. (el oed Chibins
sl o Ak et o <hips with e FuodBumtk. Comuistiby Aroeptince Rzpons Agemcy Name: _ CFRNAT Develapment end Test dgeney 49949 sy -
the T e i Mont/Year_May 3024 L 1o oty fomt pank g | 50 PHMac T dighliy Leorat
by y EACH i Cemmmmiy ool b o0 | 7
§ L Jamary s e + 1%, The repard A e o= = -
ool s o i v o i Tair Traied e . 7, e — 1
R R e e p—— P Erre Y )
Mo Ve BAEIEA e arve e : Sewhin Sl B B — :
rey d Nesmbser i | A s A |l N,
Arrey d Beewher (i ADULO) : " e il i PRIER B AGENCY:  CHus tobmsse s T gy 490 HNo: wenn
Ageriy Hme CYWNIR Drveiapment and Tost Apsney AW ) sthrowncthajare | . e [ e Month:  yiay i -
B s i s it 3 Stepen Sliuker 3 13 ke | e G
e e v =
™ Paniry Pra % Cibce foan-hieal 5 Caitn Tireen s [ 2 | 1 Elisabeth Ave. lrick e T s =
oS e 1 Lalte Ties S 132k 10 Ellzabeth Ave, Buck § | i) pener shnter 2 ek 0 Erm Trrmim. b o
Spnstmrs g s Saper fitan r |4l 41 v Yermieal, st [+
St shed 5 saper hian s [0 | 31 By Torminal, Hitia] | (2] s Sl ! e saaln.. i s i
Rearter of Afuirs Gaver 18; served during s et 84 sl Ll = Bophen, Hiulor 3 12 Iw | 12apple S Ok |14 i) g st 3 i it e
2 et Simgoan s |+ | 1 Bvaen verminal it [
Pharsber of Ciléren fusader 18] mrvcd donng e memit] 70 o n F) Dteien Slraler I M| Moot Tkl : s i
Tota! Bissdss o rovens vl g e oraals] s = = 2 pun 3 Sephen Shuer = 173 Appe Ozt | |# st ne sz ) ok e Tormbsal, ke v
5 e sepben Shur ] Stephen Shuler s [a 123 fpple 5, Ot | [y . f 128 g i ireis o
[roTv o—es— . " " 3 s Bigilen Shkr 3 = s 2 5 [ i STl ] il e o e
Spa. By | ko -] oy Sk FI A BT | M e . e 18 Enrnis v, ik v
. On-Premise/nngregale Feeding Programs — Agency 1: _awisss 3
{Soup Kitchens, Group Homes, Shelters, After schnol programs) FH| ¥ jemey| b T ! Dormn 8 Bt o, Brick
1 T e et et
Il fmclude snacks) *fostion) saper tan s Tk 8 Eress Tormioal, Wb s
o Number of beeakfasts ¢ P
@ Mumber af baaches o i) s st ] tnim o o
o Number of dissers__ 0 1 ) e i o R e
o Numiter of macks L] S
o Numiber of hoane delivered meals ¢ 1| B Siwpes il [ 36 Evam Tormbnal. Bk [ETT
2. Tzl Numnber of meals provided __¢ I
= Total Aduls & Clildeen, | 51 | 27 LI Buplen e L furgs s
|1 Toml Aduls & Childen__| st 1 =5 M : P - .
+ " SFFF foods sl ot e sald, cuchenged, r otieri s dispastd of withot the sppeoval of e SUDA e &
R .

To download the PDF, click on at the top right of the screen.

STEP 9

Monthly Service Report

The Manthly Service Report is intended to copture TOTAL monthly househobd sfindividuals or meals served,
imclusive of all prodisct types received from CFBND, (e, TEFAP, SFPP), and warchouse, ¥ oar coaperation in
submitting reports on time s 2 requirement of yoar membership with the FoodBank.

Plesse submiit the fllowing information bedow by the 7 day of the following month for EACH program
riegistered with the FosdBank. {i.c.. January"s report would be dise on February 7%, The reports can be

emailed to Network Relations at PartnerReporting @i cfbnj.org.

STEP 10

The file explorer will open. The default selected folder is Downloads. To save the

report to corresponding monthly folder, click on * & swcocoie

Save file as

(@ Recent

My files  »

Name

Downloads

Screenshot 2025-07-13 91635

Screenshot 2025-07-18 91749

Sereenshol 2075-07-18 91719,

Screenshaot 2025-07-13 915.50

Screenshaot 2025-07-18 9617,
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STEP 11
(

~N

Double click on [ crenreports The two other folders will appear. Double click on the corresponding
month’s folder, such as B 08-2025Monthiyreports . Once in the folder, verify that you are in the correct
folder by reviewing the top of the file explorer. It should have My Drive > CFBNJ Reports > and the
Corresponding Months Report Folder listed.

Save file as x
® Recent My Drive > CFBNJReports » 08-2025 Monthly Rep... Q B Az
- 2 My files 4.  Access your Google Drive files offline with file sync

. J
- STEP 12—~

Click on the file to rename the file from the default name to the corresponding Month + Year +
Monthly Reports (i.e. 08-2025 Monthly Reports). Once renamed, press

MNew falder Al files = 07-18-2025manthly_report pOECCOE pdf Canecel @

Mew falder Al files - 08-2025 Monthly Reports - Cancel

\4 out of 6 of your reports have been downloaded to the Chromebook! y,

a STEP 13
To generate the TEFAP and SFPP Summary Sheets through Oasis, first click on € and then
&= GoBack to go back to Oasis.

~ @ CFBNJ x E Reporting Guide with Screensh % +

&« > C 2% cfbnj2.oasisinsight.net/reports/87423/download/

s @ Oasis GIR Service Insights Em... Welcome to Dynami.. »8« CERES &% Asana

= CFBNJ

v @ Agency Assistance Report-Cl X E Reporting Guide with Screensh X +

« > C 25 cfbnj2.oasisinsight.net/reports/87423/

hB @ Oasis i Service Insights Em.. Welcome to Dynami..  »§= CERES % Asana
&= GoBadk
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e STEP 14 ™\
Return to the blue tab, and click the tab located at the top of the page
After the Forms page opens, click located at the top right of your screen.
Agency Forms
‘ e IHSigh“ Tue, jun 18,2024 6:50pm. | o EDT | X BELETE
J
TEP 1

r STEP 15] 2

Summary Sheet Program

Click the drop-down menu to select a program We
will start with TEFAP, and then repeat the same
process to create the SFPP summary report.

albe

. When selecting TEFAP or SPPP, a new section for Commodities will
pop-up with 45 lines to input inventory. We'll look at this in more
depth shortly.

A new Summary Sheets window will open. Let's break down each of the required fields and what to expect.

Summary Sheets —Summary Sheets

Summary Sheet Program *

— ]

Start Date (MM-DD-YYYY) X

nimary Sheets =

End Date (MM-DD-YYYY) *

Signature of Agency Representative *

Agency
Shmatym ot Aaany Bepmamiate CFBNJ2 Development and Test Agency A9999

Title {Month/Year Summary Report)

Tithe {Menth/Year Summary Report)

7

“| summary Sheet Program *

Start Date (MM-DD-YYYY) *

05 - 01 -|2024

End Date (MM-DD-YYYY) *

Commodity 1 - Commodity Name

STEP 16 ~N

Summary Sheets — Summary Sheets Start and End Dates

Add the dates of the month that you're reporting on using
[ree ] MM-DD-YYYY format.

05 |31 |-|202 After you add your dates, a title will automatically be

created and added to the Title section further down on

Commeodity 1 - # of Cases on Hand (from prior months inventery) th e pa g e .
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STEP 17
(

Commodities

After selecting a program, the page will expand in length, adding a Commodities section that allows
you to track inventory for up to 45 commodities on one summary sheet.

T Eng D=tE (MA-Do-TTary

- Commodity Name
Commosty - Commadity Name Add the type of commodity that your agency received through the
Commodity L - # of Cases an Hand (fram prior months inveritoey) progrom you've seIeCted-

Commodity 1 - # of Cases Recelved from Food Bank

Commpdity 1 - End of Manth Tnventory-Count Unopened Cases

o
(Enter these numbars on Line 1 of Next Menth's Repert) c ommo d 1 I‘Y I nvento ry
Commodity 2 - Commedity Name

For each good/item you list, you will need to manually add the

Commodity 2 - # of Cases on Hagfummary Shaet Pragram = \

Commuodity 2 - # of Cases Rece] 100 i
Start Date (MM-DD-YYY) *

number of cases (or quantities):

Commedity 2 - End of Month Inf b o . . .
(e these numbersan Lne 1 05 - Carried over from the previous month's inventory

Commodity 3 - Commadity Nar Fnd Rae (MM-OR-0g =
05 - 31 - 2024

Commodity 1 - Commaity Name

L
L
L
P @ Received from the Food Bank for the current month
g
L 4

Commodity 3 - ¢ of Cases an Hj

Commodity 3 - # of Cases Recel
Commedity & - 4 of Cases on Hand (from price mands invenong) 2
Cammodity 3 - End of Month Tnj

(Enter these nurmbers on Line 1 | Commodity 1 - # of Cases Reosved fram Foad Bark 19

commadity | - Frd of Moath Imvenmory-Caunt Linapaned Cases 1
@er thase numbers an Une 1 of fiast Month's Regort)

Remaining at the end of of the current month

J

iy

. If your agency receives more than 45 types of goods through TEFAP, repeat this same process to create another summary sheet.

(A STEP 18—\

fter adding all of the commodities, scroll down to the
bottom of the form.

Signature of Agsncy Representative *
Stephen Shuler

Tide (MenthYear Summary Report)

Signature of Agency Representative August 2025 TEPAR Summary Rapor
Type your name in the field to add a digital signature.

Title of Summary Report

A title will automatically be generated based on the dates you enter.

Edit Ervry Do Trre: — Jul 18, 2025l 825 am

Once you're finished adding each commodity, click| © saeadose [0 mmncem | oo

. J
~—{STEP 19

~N

After clicking save & close, you will be redirected to the reports tab, where the most recent summary

sheet will be listed. Click |- FLlai =2 G200 EESIEAENEE to open the PDF of the completed form.

Fi, 418, 5 aaSam | o EoT | X BELETE

A5 2005 TERAP Sumivesy Roport.

Summary Sheets

e

Li SHow AGENGY FORMS HELOS B PRINT TEFAPISFRPIMARETES (PDE)
[ show i) MODIFICATIONS [ EDITAGENCY FORMS &) COPY AGENCY FORMS
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\
The PDF of the completed Summary Sheet will open. To download the PDF, click on il at the top
right of the screen.
\. J
STEP 21 N
The file explorer will open. The Chromebook will remember the last folder where you saved a
downloaded document. If you followed the previous steps, you should already be in the correct
folder. To verify if you are in the correct folder, review the folder names at the top of the file
explorer.
My Drive > CFBNJReports » 08-2025 Monthly Rep.., Q m az
Once verified, change the default name of the file to Month + Year + TEFAP/SFPP Summary Sheet
(i.e. 08-2025 TEFAP Summary Sheet). After changing the name, press G&P .
New folder Al files - BSFP Application 27446 ot » Al files . D8-3025 TEFAR Sumary Sheedpdf Cancel
\. J
- STEP 22 N

Repeat steps 14 through 21 in order to complete the Summary Sheet Program for the other
government program. Be sure to select the correct Summary Sheet Program in the drop down
menu

Summary Sheet Program *

SFPP v

Start Date (MM-DD-YYYY) *
8 -1 |-]2025
End Date (MM-DD-YYYY) *
8 - 31 - 2025
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PART 3: SENDING REPORTS TO CFBNJ USING GMAIL

After generating + downloading all of your monthly reports, an email needs to be sent to partnerreporting@cfbnj.org
that contains all your reports. By using the CFBNJ provided Chromebook, you can take advantage of Gmail to quickly

send all of your reports. This section will go over the process of attaching files to an email created through Gmail.

. STEP 1 ~\
At the bottom of the screen, click on the \'3 to open Gmail.
MO O
g J
s STEP 2 N
Gmail will open. Click on 2 @«m= to create an email.
= M Gmail Q, Search mail =
7 o o- ¢
& Primary > Promotions =2 Social
B Inbox
¢ Starred {y ‘me Example Email - Example Email for Screenshot
® Snoozed
\_ J
STEP 3
4 N

A “New Message” screen will appear to the right.

. . .. . A1234-01 August 2025 Reports
Fill out the email with the following information: . 4

partnerreporting@cfbnj.org

To: PartnerReporting@cfbnj.org_

A1234-01 August 2025 Reports

Subject: Agency Number + Month + Year + Monthly Hello,
Reports (i.e. A1234-01 08-2025 Monthly Reports)

Attached are Stephen's Food Pantry's Reports for August 2025.

. If you have any questions, please contact me at 201-123-4567
Body: A short message stating your agency name,

name of primary contact, and their phone number - Stephen



mailto:partnerreporting@cfbnj.org
mailto:PartnerReporting@cfbnj.org
mailto:PartnerReporting@cfbnj.org
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STEP 4

To attach your reports to the email, click on Jj .

STEP 5
(

~

The file explorer will open. Go to the corresponding month’s folder by clicking - @& coogenrive , double
click on &5 ceureos , and then by double clicking the month’s folder (i.e  ©  oe0meryrepons ). Once in
the correct folder, click on the icon next to each of the reports. This will highlight the documents. After
highlighting all 3 PDFs, click to attach the files to the email.

*® [ *®
[ol Wy Dowe > CFEMJReparts > 082025 Moathly Rop.. (=T - B [ol LT smbinieciion W G
ML % hoomas your Google Drive files offine with fils sy - 8 el % hooeas your Grogle Drive filee offine with file sz
= O e
M Sics | Tvew | Catmedied 4 A Sics Tyew Dals mdiiad 4
B Tk B Tk
E) R2nTERER Saran B pd 6B PR L. Tl TN B C9-R0EE SRR EUn My Shiet gl ICEE POF L. Today TN
= i Googebre [ C-ZNTTIFAP Sunman Shiet et T AL, Rl FAlAN = i Googebre @ 03-20E5TERAR Surnmary Brectpdl wHE POFdL.  RedmyFAAN
= [ My oo 2T Aol Besartn et kA EEAL. Ay SIIAN = [ My oo @ 032035 Korthly Repoete st 5k FOEdL.  RdnySIIAN |
B = T B = T

[=EE T [=EE T

BE sharad wth ma BE sharad wth ma

\ Garel U Ganal )

e STEP 6 ~

After attaching all 3 PDFs to the email, press cmd you will have officially submitted all of
your reports!

A1234-01 August 2025 Reports - X
partnerreporting@cfbnj.ong

A1234-01 August 2025 Reports

Hella,

Attached are Stephen’s Food Paniny's Reports for August 2025,

It you have any questions, please contact me at 201-133-4567

- Stephen]|
08-2025 SFPP Summary Sheet.pdf (102K) x
08-2025 TEFAP Summary Sheet.pdf (98K) x
08-2025 Monthly Reports.pdf (265K) x

Bo@®RGZ o}
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‘ PART 4: FEDERAL INTAKE FORMS

In addition to the 6 monthly reports required by CFBNJ, the NJDA also requires partners to maintain up-to-date
documented records of every federal intake form completed by a neighbor at your organization each month. This record
must readily available for reference by the state in the event of an inspection for 3 years, but does not have to be printed.
In Oasis, the ROI is the digital version of the standard federal intake form, and in this last section, we will walk-through

how to consolidate your federal intake forms for the month into a digital file.

e )
Partners are not required to submit the Federal Intake Report to CFBNJ unless otherwise requested.

/STEP 1 ~N

Return to the blue tab, and then click the black tab.

K s reeDBACK M8 Hewe E conTacT apmin 1 | LOG OUT ¥
n ':3 My Agency Agencies
My Agency Agencies Broadcasts Duplicate Cases Reports Offline Billing
LS

A list of various reports will appear. Scroll down until you see j, smmensces  and then click.

" v B i
| e iy o il = (=20
- K
IIIIIIIIII Bpquesty
I il SR iy il | = e
L L L
e s i
il R M SR ’
B ey shicic . Tene sewtication
e |
L L L
o il TIEAP Iniake: Formy ] T i T Mgy Service Repor

( STEP 3 ~N

Click “Filter By Case Entry Date”. Then enter dates in
MM-DD-YYYY format.
Fliter By Assistance Category (Skip To Includs Ally

Cl1oose Filters for A[] Types Report Filter By Damographic Profile Match [Skip To Include All)

Fiiter By Zip Code (Skip To Include All)

Click “Next” at the bottom of the window.

Include Private Assistance In Totals Format: (@) Custom

(@ Show Cases Created By Your Agency Filter By County {Skip To Include All)

(O show Cases Assisted By Your Agency Fitter By Agent [Skip To Include All)
Fiiter By Group (Skip To Include Al
Filter By Case Entry Date (Skip To Include All) E id P (skip )
Start Date (MM-DD-YYYY) End Date (MM-DD-YYYY) - %
=% Next Cancel
08 - 01 - 2025 08 - 31 -|2025

“ The checked box next to Include Private Assistance should not be unchecked.
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STEP 4

r

To begin generating your report, On the next screen, Click on the

locate © Requestreport and click it. blue hyperlink to open your report.

Choose Fields for Report

Girgnr By
Entry Date - First to Last  ~
Your Custom Report is Ready to Download

Right-cliek heve und choose "Sove Link As,."

x

Cuslom Termgplate

Bulk TEFAP Intake Forms i

= Back @ RequestReport X Cancel

Ay
. Depending on the size of your report, it may take a few minutes for it to load.

STEP 5

To download the PDF, click on the top right of the screen.

EMERGENCY FOOD REGISTRATION FORM

Intake Information
Clients must he residents of the State of New Jersey
Revision

date 1-21-3005

Date: _08/18/25 T.IDA CEBN) Test Environmens, A1234.01

FEF()_The Communiry Food Bank of N1
Mame (Prinr): Marge Simpson
Town & zip code (required):_Oradell 07649

Birhdae: 0101770

Phaone #: E-mall:

MNumber of adulrs in howsehold: 4 Mumber of children under 18 in household: 2

QUALIFYING REASON (PLEASE CIRCLE)
A purticipant i ane e moee focal sioe o fekernl pe 2 I i threshali estobishend by e site gy
for TEFAP eligitilicy wil autowtivlly qualify fior TEFAP USDW Fofs
o SELF DECLARATION - LOW INCOME {185% of poverty)
(2.) Eisting Local, State or Federal Program participant {example - WIC)
3. DISASTER {Other - can be divoroe, domestic vielence, unusual expense, loss of employment, etc,)

Please explain:

J

STEP 6

)

The file explorer will open. Go to the corresponding year’s intake form folder by clicking -~ @ cooglebrive
, double clicking on ¢ aur - and then by double clicking the year’s folder (i.e [ 2025Federalintake Forms ),
Change to default file name to Month + Year + Federal Intake Forms (i.e. 08-2025 Federal Intake
Forms). Press once finished.
n i s X .smnl-w ®
@ Fscuni MyCrve 5 CFBNJReparts 3 2025 Federal Intake F.. o B a7 @ Fcon MyCrive 3 CFBNJReparts 3 2025 Federal Intake Fo 0 @Az
- L Myl . fcess yaur Google Crive files offine with fil syme - 01y fis . Asces your Google Crive files offie with file 5o
& Downicads it m & Downicads itk m
3 cener [ oaner
Han S | Tyme ot mieefind 4 Ha S | Ty ot i 4
B Play Fluss B Pl st
- Gungh Orin - i G ok
- [ My Do - 03 My D
= [ CREkd Seports = [ CFakd Zeports
0 co-229 Mo, £ B8 Mo
2, shaedwith me 2, shared wath me
m allfies aT-p-a02tsfap_tulk_repor: pof Garen @ . m Alifies I::u.-m.-.-.|-d~-l|-aba|---m4|—.nf I Creew .




