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CHROMEBOOK EDITION

For Non-Government Partners

Creating Folders to Creating and Sending Reports
Organize Reports Downloading Both to CFBNJ using

in Google Drive Monthly Reports Gmail

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 to easily sort your reports.

. STEP 1

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

¢ -0
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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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e STEP 5 ~

A new folder will be added. The folder name needs to be changed. Type in “CFBNJ
Reports” where o [eiwd 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
[& Pewioder | IB  crBNJReports |

\. 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 a folder within [0 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).

My Drive > CFBNJ Reports

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

Name

[ 08-2025 Monthly Reports

. J

28 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 Non-Gov CFBNJ Monthly Reports shortcut that generates

the CFBNJ Monthly Service Report and CFBNJ Non-Gov Commodity Acceptance Sheets into one PDF. We will then go over
how to download the document to the folders created in part 1

— STEP 1 ~N
Open up Google Chrome by clicking @ at the bottom of the screen.
€l~00
L -y
.
) STEP 2
Type in cfbnj2.0asisinsight.net to access the Oasis login screen. After entering your
email and password, press  Logn
\. J/
TEP
r SIEP S 2
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 Fd reeosack M HELP ‘:_) conTACT ApmIN ] | LOG OUT

m My Agency Agencies Achmii

Billing
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STEP 5

~N

-

\_

A list of various reports will appear. Scroll down until you see 5, =
- Gift Card Report L . Assistance Heat Map (BETA)
sestAnce eport hat in s 1 gl L P it i’
lll ::lrg'{::u?b e lll Reports lII EESERACA) DO 0 Gt
L Dsnr;pemelbu’i‘mﬁca‘dsnhjch&:m:&ed ‘- Reports Mtll'lﬂ‘lly " Cusnﬂ:epmbbi!—'l’-:psm_%eeﬁﬁk

L Hon-Gov CEBNS Monthly
Reports

and then click.

STEP 6

)

-

A window will pop up displaying filter options. Click

Filter By Date OFf Assistance (Skip To Include All)

A field for dates will be revealed.

Choose Filters for Report

M inchde Private Asscistance

Filter iy Date Of Assistance (Skip To Include A2)

Start Date (MM-DO-YYYY) End Daste (MM-DD-¥YYY)

Enter dates in MM-DD-YYYY format.

Choose Filters for Report

Include Private Assistance

&> Fliter Bx Date Of Assistance ESREE To Include Alli

Click next at the bottom of the window.

. Filter By Zip Code (Skip To Include All}
Filter By County (Skip To Include All)

Filter By Agent (Skip To Include All)

Start Date (MM-DD-YYYY) End Dats (MM-DD-YYYY)
08 - 01 - 2025 08 - 31 - 2025

Filter By Group (Skip To Include All)

L Only Include cases assistad for the first Bme since stat date

I} Only include cases assisted for the first time since start date

Fifter 8y Number Of Times Assisted (Skip To Include A%}

= Next | X Cancel

s [iiter by Amount Of Assistance (Skip To Includs all)

\_

"” “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.

J

STEP 7

(-

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

locate and click  © Request Report

Choose Fields for Report

Order Assistance By

blue hyperlink to open your report.

Oldest to Newest v
Your Custom Report is Ready to Download
Right-click here and choose "Save Link Az,

L 4

Custom Template

Mon-Gov CFENJ Monthly Reports

X cancel

= Back | & RequestReport

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

(_STEP8 ~\

The pdf will open. Scroll through to confirm both reports are reflected.

TT7
. ot
CFE Monthly Service Report . No:
e AGBOIEY: cru orsbsmnsos s Tos gy 47590 08 e
Month:  May 4
The Muthly Survic Rugirt s i TOTAL munthly i wmrals seevl, e g
Inclusive of alf product tvpes rucelved from UFENJ. (L2, TEFAP, SFPF), and warchowse. Yaur cooperatlon s = R v = Py
sashmilfime rep of your withs the FuudBank.
b by thie 7™ day LACH progeaas o [mm| praey st 3 [0 | e 0 e T, bk o
registered with the FoodBonie (i, Jasuery’s repart woukd Fehrarry 7%, The reports can be # ] Spa Stk L] 123 g 52 el e
amatlad in Nitwark Relations a1 Pt g el e "
ra) mo pin 31 | v Attt e
Menth ! Year 225 e 1[0 | e 1284 Tt s, P
8 s s sz 3 2| e W s Tormbd Wl e
ngency W Peamher e, AWK 01 _AT2REN1
e el R 125t v e
Apeniy W CFBMT Test Tnarunment, 41334-01 Fuil CFRNI0msts@gmnil oy
e i =  fasonta| o T e 18 et Ara. ek )
1t i T N 14 it s, rick
e ] [0 | e 8 s Tormbaad, Wk s
lasr) supes st 3| | e o e
| T oe—p— P P sean
Buiuber f Adults fover 151 served dering e centh| 4 u u st e sispme 3| v i
Hiuniter o Clikben Pl 18] served dhaing thee st 2 0 0 S e 3 x| g wen
Lasal Penber of parsods served dering e centh| g u u e i e
seticaay a]n
Tones Munnder of Hossisiolds served daing toe oot u u

STEP 9

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

CFE Monthly Service Report
e
)

The Manthly Service Report is intended to capture TOTAL monthly household sfindividuals or meals served.
imclusive of all product Gypes received Trom CERN (he, TEFAP, SFPP), and warchouse, ¥ oar couperation in
submitting reports on time s 2 requirement of yoar membership with the FoodBank.

Pliase sabmiit the Tollowing infsrmation below by the 7 day of the following month for EACH program
regisiered with the FoodBank, (i.c. Januarys report would be die on February 7, The reports can be

emailed to Network Relations a1 PurtnerReportingi 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

Saawes file s
@ FRecent My files » Downloads
- 3 Myfiles Name

Screenshot 2025-07-13 91635

B Gther @  scroenshot 200507151749
B> Play files ~ Screenshol 2025-07-18 91719
» % Google Drive

Screenshaot 2025-07-13 915.50

=== Screenshot 2025-07-18 91617,
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W

-

corresponding month’s folder, suchas 5

> and the Corresponding Months Report Folder listed.

Save file as

STEP 11

© Recent My Drive > CFBNJReports » 08-2025 Monthly Rep...

- K Myfiles Qc Access your Google Drive files offline with file sync

\_

Double click on [ creNsreports The monthly report folders will appear. Double click on the
08-2025 MonthlyReports  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

~

J

-

m Al files x 07-18-2025manthly_report pOECCOE pdf

¥

Al files - 08-2025 Monthly Reports

Goth of your reports have been downloaded to the Chromebook!

STEP 12—\

e CD

- Cancel

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
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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 PDF. This will highlight the document. After highlighting
the PDF, click to attach the files to the email.

Tt i e ®
@ Avcont My Drive > CFENJReparts > 08-2025 Manthly Rep...
B Moo s CFBNC 5 DB-20E5M.  dcibiestic @ O B A2
= K1 My Tl Walooma o Google Drive!
B e art b A anl stomatialy AL A Aosessyour Gogls Srlve flas offles with fle syoc
& Downloads & tmeniomds
Mamz
B Flay foes 0 oo
© QE-20UE borthly Szports pdf B Aotz
BE-I035 Mook Recodr ol IR FOF ooy oy 53 408
- % Guogle Drive
= 3 My Drive

= [0 CFENJ Raparts

[ 2025 Fadar

~[@]
\. J
- STEP 6 ~N

After attaching all the PDF to the email, press and you will have officially submitted all of
your reports!

A1234-01 August 2025 Reports -
partnerreporting@cfbnj.org

A1234-01 August 2025 Reports

Hello,

Attached are Stephen's Food Paniry's Reports for August 2025,

If you have any questions, please contact me at 201-123-4567

- Stephen|

08-2025 Monthly Reports.pdf (265K) x

AR ®EGZF i 0]




