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 P A R T  1 :  I N T R O D U C T I O N

CFBNJ Monthly Service Report • TEFAP & Non-Gov Commodity Acceptance Sheets •

TEFAP Summary Reports • Federal Intake Forms

Focus

Easily generate and download all 4 required CFBNJ monthly reports and Federal Intake forms.

Locate and use the CFBNJ Gov Qualified Monthly Reports shortcut to generate 3 out of 4 reports.

Goals By the end of this guide, Partners Will Be Able To: 

Efficiently find and download all of your required reports digitally in 30 minutes or less.

Streamline the process of reporting, reducing the number of manual tasks to complete.

Increase the likelihood of submitting required reports on time, maintaining your agency’s good standing.

Perks

In order to maintain partnership with CFBNJ, all government qualified agencies are required to submit a total of

six monthly reports via email to partnerreporting@cfbnj.org by the 7th of every month. Agencies that are

consistently in violation of this policy may be put on hold until they are in compliance.  

mailto:partnerreporting@cfbnj.org


Click the blue                    tab that is located in the top right corner of the page. 

S T E P  1

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

S T E P  3

At the top of the page, you will see a menu of black tabs. Click the                  tab.

S T E P  2

“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. 

In this section, we will go over the step by step process for using this handy Gov-Qualified CFBNJ Monthly Reports shortcut
that generates the following reports at once: CFBNJ Monthly Service Report and both the TEFAP & Non-Gov Commodity
Acceptance  Sheets. 

A window will pop up displaying filter options. Click                                                    

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

S T E P  4

 PART 2:  GOVERNMENT QUALIFIED MONTHLY REPORTS
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S T E P  5

To begin generating your report, 

locate and click       

On the next screen, Click on the

blue hyperlink to open your report. 

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

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

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

S T E P  6
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After the Forms page opens, click                                  located in the top right of your screen. 

Return to the blue                 tab, and click the              tab located at the top of the page 

S T E P  2

S T E P  3

 PART 3:  TEFAP SUMMARY REPORT 
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You are not required to report on your Co-op / Non-gov food donations. 

S T E P  1

Summary Sheet Program 
Click the drop-down menu and select “TEFAP”.

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

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

Partners are required to report the federal (TEFAP/USDA) they receive per month. In this section, we’ll review how to

manually create the TEFAP Summary Reports. Please note, TEFAP = USDA food on your invoices.

Start and End Dates 

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

After you add your dates, a title will automatically be
created and added to the Title section further down on
the page. 



Commodity Name
Add the type of commodity that your agency received through the
program you've selected. 

Commodity Inventory
For each good/item you list, you will need to manually add the
number of cases (or quantities):

Commodit ies
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.

S T E P  4

Carried over from the previous month's inventory 

Received from the Food Bank for the current month 

Remaining at the end of of the current month

Title of Summary Report

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

Signature of Agency Representative 
Type your name in the field to add a digital signature. 

Once you're finished adding each commodity, click 

S T E P  5

S T E P  6

The pdf will open. Click the down arrow to download the report.

After clicking save & close, you will be redirected to the reports

tab, where the TEFAP Summary Report will be listed first. 

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



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

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

 PART 4: FEDERAL INTAKE FORMS

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

S T E P  3

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

S T E P  1

S T E P  2

A window will pop up
displaying filter options. 

Click “Filter by Case Entry Date” and 
then enter dates in MM-DD-YYYY format.

Click “Next” at the bottom of the
window. 
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In addition to the 4 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 consolidated your federal intake forms for the month into a digital file.



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

S T E P  5
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To begin generating your report, locate    

                              and click it.         

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

S T E P  4

On the next screen, Click on the

blue hyperlink to open your report. 


