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SERVICE INSIGHTS * PARTNER RESOURCES

OASIS INSIGHT STEP BY STEP GUIDE

HOW TO INTAKE NEIGHBORS
WITH OASIS INSIGHT

For All Community Partners

OVERVIEW
BY THE END OF THIS GUIDE, PARTNERS WILL BE ABLE TO:

Complete the intake process on Oasis following these 4 steps:

1. Adding / Locating a Case
2. Completing Release of Information (ROI)
3. Assigning Key Tag to a Case

4. Recording Food Assistance

Commonly Used Terms/Phrases

Neighbor The community members who receive assistance.
Case On Oaisis, this is the location of a neighbor’s information.
Assistance Record The food / products the neighbor receives.

Community Partner Agencies that partner with CFBNJ.

R.O. | Release of Information; A digital version of the standard federal intake form.

Intake Refresher New Neighbors Key Tag Pantry 1.D Return Neighbors

How to remember the How to add a case, How to assign a key How to locate and
three steps to complete!| | sign R.O.l. and create tag to a neighbor’s complete intake for
the intake process. assistance records. case. returning neighbors.
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NEW JERSEY

I PART 2: NEW NEIGHBOR INTAKE PROCESS
( CASES )
—~ STEP 1 |
Open your web browser and navigate to cfbnj2.0asisinsight.net.
Then, using your Oasis credentials, log into your account.
‘snll Mlo'ﬂ SI::L:: Ehalinuszﬂ Tﬂd::r kﬂm::ll;::’l: alle leﬁl.liliii-ng m:;rl;m;‘snl,"h:er 2,500 L5, dities atross 49 states,
[
\ J
Ay

' It is imperative that the web address is typed correctly, with the 2 included: cfbnj2.0asisinsight.net

~ STEP 2

When adding a neighbor to Oasis for the first time, Click

The intake form will open upon clicking.

Al I SR P PERY i) ¥ .
b 4 CFBN] Test Environment, A1234-01

CCE) | |
Commumity 381,156 | 2,399,32
ADD NEW CASE + | Dashboard | people served § assistance reccl

BARCODE MODE ][]

Welcome to the Community Food Bank of NJ's OasisPRO Database.

Monthly Reports are sent to PartnerReporting@CFBNJ.org and due on the 7th of each month.
All Monthly Reports (paper form) can be found at https:/ /cfbnj.org/resources/

For additional Oasis resources, please visit our website at https://cfbnj.org/oasis/



http://cfbnj2.oasisinsight.net/
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—— STEP 3

Complete all of the required fields outlined below.

First Name * iddle Name Last Name *

Enter the neighbor’s first and last name

Maiden Name

Wiy

'We recommend adding additional
ate OF Birth (MH-DDYYYY) details such as birthdate.
Head Of Household
— —
Enter the neighbor’s
City * State * Zip * City,State, Zip Code and County.
NJ why

You can use your pantry’s address if
the neighbor cannot provide details.

County *

e e e ~

Calculated Household Size: 0

How Many Children (Ages 17 And Under) Are In Your Household? — Required Next, use the dropdowns to select the

————

number of household members for each

Of Those Children, How Many Of Them Are Younger Than 4 Years Old? required field.

——

e \'“ Total Adults is inclusive of Adults Over The Age of 60

Of Those Adults, How Many Of Them Are Over The Age Of 607 — Required

R

Qual'ﬁing Reason: A Participant In One Or More Local State Or Federal Programs At Or Below The Income H '
Threshold Established By The State Agency For TEFAP Eligibility Will Automatically Qualify For TEFAP USDZ Select the neighbor's

—Regyuired (Select at least one)

[[] 1.SELF DECLARATION - LOW INCOME ( LBS% OF Poverty)

self-declared qualifying reason.

[C) 2. Existing Local, State, Or Federal Program Participant {Example - SMAP/Food Stamps, WIC, Madicak)

EI 3. DISASTER {Other - Can Be Ddvorce, Domestic Violence, Unusual Expensa, Lass Of Employment, ELC)

© AddCase | ¥ Cancel

Scroll to the bottom and click “Add Case.”

If all of the required fields have been successfully added, You will then be redirected to the neighbor’s case.
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OF NEW JERSEY

The ROl is a digital representation of the federal intake form. All

(REI'EASE OF INFORMATION) neighbors are required to sign the ROl once per year.

- STEP 1 \

Once the case has been created and opened, complete the Release of Information.

Click | © ceaenewror | located in the yellow banner at the top of the case.

Click Next on

the New Release of Information window.

New Release of Information

{8 Ony agents from CFEN) Test Emvronment can view thes case o emything added.

&) Create New ROI ‘

Persanal Info for Ryan Simpson o = Cane

Address 354 Fomest S Madirg Address:
lersey ity N L7304
Cr.Ier thm Maiclen: Date *
Case & CES?ESU a o g L 2024
e Total Living in Houschald: 4
Agency Last Assistance: Jan 15,2025 Cases To Include

Network Last Assistance:  Lan 15,2025
Lemarny Snicketts (signing)
Detals  Huow many Childven (ages 17 andl urider)  Horw iy Total dahuts fages 18 and O thase Adults, haw ey of them are
are In your Housshold?: 2 awver) ar in your Househald?: oner the age of 617 1
ualifying Reasar: Do You CURRENTLY Once the new release of information forrm has been
Recélve Any OF The Sarvices Listed In @ signed and verified it will be valid for a minimurm of
MNumbers 1 Through 5 i So, Flease 365 da"&

Mt Mark "N /A" Unless Told: 7 - Disaster
o Sprecial Cirumstence G dvane,
damestic wlenre, foss f erpliowTent, X Cancel

]

iy

PA banner will always appear at the top of every new case, indicating the ROl needs to be signed.

STEP 2

Scroll to the bottom of the ROl and click the yellow signature line.

After the neighbor has finished digitally signing,

\ ' ’ Qasis Assistance Network
Client Consent Form Click I Submit Signature |
c F CQMMUNm
EPQRMRE, CFBNJ2 Development and Test
Agency 49909 e e

Sign fou Mams Balin

In exchange for receiving assistance, | acknowiedge, cansent to and certiy the following:
| am accepting a charitable donation of food from the indicated Emergency Food Pantry. | hereby refinquish this agency
2nd the Cammunity Food Sank of New Jersey of all lizbiliy of any nature whatsoever and acoapt the food A is” and
2t my owm risk.

Wy yearly gross housenokd income is at or below 185% of poverty as indicated on the Income Eligibifty Guidelines
provided to me. OR my in the | have indicated during the intake process: a8 other
LG

information given durﬂg the intake procass is true and comect

I

My househaold and assistance information will be shared through an elecironic datsbase known ss "Oasis Insight” wit P
tna Community FoodBank of Mew Jersey ("Food Bank’). | understand that whie orginary available only to the PR ‘jL/\
indicated Emergency Foed Pantry, my informaticn may be shared with other agencies within the Food Bank natwork. Pt J"—E

Food is pravided on a “frst come, first served basis. There is no guarsntee of the amaunt o« fype of focd Fraduct
given. | will not sel the food or nan-foed products er exchangs or barter the foad or nan-foed preducts received far
Saniices

Inappropriate behavior such s profaniy, littering, verbal abuss of staffivolunteers or any other disnsptve behavior is EElm| -
prohibided. Any such behavier may resultin the suspension or termination of my privileges at this Emesgency Food
Partry.

e ncitanon o fun hcrminaing on e sascof oo oo nasorstorom o incoars sentavensy | Scroll back up to the top of the ROl and click @ VerifyRoi

and sexusl orientation), disability, age, or reprizal or retaliation for prior civil rights activity.

e

Program information may be made available in languages other than English. Persons with disabilifies who require
siternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign
Language), should contact the responsible state or Jocal sgency that sdministers the progran or USDA's TARGET Centar 5t =
(203) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339. CQnﬁImahon

To file 3 program int, & Ct should complate a Form AD-2027, USDA Program Discriminstion
Complaint Form which can be obtained online at: htfps. G 3027.pdf. from any
USDA offi by call 66) 632-3392, tin ieﬂer ddressed fo USDA. The lefter 4 i t'’s . . N
el b el b e e o e EB::m‘flng:rm I, Sheyenne Brown, verify that a release of information

meﬁ&ammsmhr’ for Civil Rights (ASCR) about lﬁenaiureanddare of an alfeged civil ngms violafion. The completed for Lemony Snickeus has been s|gned ard MH be kept

AD-3027 form or latter must be submitted to USDA by: P
1. mail: U.5. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 Independence Avenue, SW on ﬁle for aminimum Df 365 days frcm wdav'

Washington, D.C. 20250-3410; or 2. fax: (833) 256-1665 or (202) £30-7442; or 3. email: Program Intake@usds.gov

This institution is an equal opportunity provider.

[] i give my consent ta be contscted by the Food Bsnk to shars my testimanial and highiight my hunger refated experisnce @ ok

This entire Client Consent Form mﬂmmqﬁ&ﬂ)ﬁrﬁ)y@mumﬂmu&na li.‘?'mﬂ]'ﬁq?.m to the Food Bank
or Agency that I no longer wish to

Click "OK" to verify and save the ROI. You will be
Click Here for Digital Signature

X directed back to the neighbor’s case.




\V/

SERVICE INSIGHTS * PARTNER RESOURCES

I PART 3: KEY TAG PANTRY 1.D. SETUP

— STEP 1

{8 Onlyagents from CFBN) Test Environment, A1234-01 can view this case and anything added.

After verifying, you'll be redirected to the case. If P T T e SRS

only Red and Green banners are showing, the

Address: 85 Custer Ave

neighbor ROl is uploaded. g vk N 07112 Noiddon

Mailing Address: Mot Provided]

TEFAP

Next, we need to assign a neighbor a key tag. # EDITCASE

MERGE CASE
DELETE CASE

iaht si ‘B CASE REPORT
Scroll down to the bottom of the right side case =
menu. Click: EE IDCARD

\ J
~{STEP 2 .
To assign a key tag, click Add Barcode. Scan the back of the key tag.
Add Barcode
i ———— Associated Barcodes
[2=] (100312218 SCAN YOUR
Lemony Snicketts
, UMRTIN | © ac parcoce BARCODE
. or type the barcode numbers below and press enter
You will need your —
barcode scanner T Sugiorteed i
Code 128 or any 1-Dimensional Barcode.
and key tag. . -
yiag Scan the key tag again to verify
X once prompted. )
A sTEP 3 .
The key tag number will now appear as an associated barcode on the neighbor’s case.
R R S Confirm that the barcode number matches
[55] ficlo0312218) S
Lemony Snicketts s g et what is listed on the back of the key tag.
(LT T — "
| gt ST | Then, click % cose
& hdd Barcods
Al o . .
T Cym—— Before giving the key tag to your neighbor,
thee i i e sollvere il cormes valh your prnter . . .
scan it to make sure it opens up their case.
ke
\ v
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i )
A\
p STEP 1 .
You can easily track assistance during distribution days With the case opened, use the scanner and
by using the CFBNJ issued Chromebook(s), Barcode barcode sheet and scan the applicable
assistance category.
Scanner(s) and barcode sheet(s). gory
What you will need: |” I ||”|||” Hllll” ||||HI||| II||| |||
Primary Food Category
T TEFAP + NON-GOVERNMENT FOOD
TEFAP + NON-GOVERNMENT FOOD Gov Qualified
Additional Food Categories
NON-GOVERNMENT FOOD DISTRIBUTION
Non-Gov Qualified
\ J J
Ay
' You do not need to click Barcode Mode or any additional steps. You just scan!
r STEP 2 2
A window summarizing the assistance your neighbor is receiving will open.
Once you have finished scanning the relevant category barcodes, confirm that the details are
correct by clicking
8 Cpan this window whenavar a harcoda = senned AWAILATLE BARGOOES
Barcode Mode
Lemaony Snicketts ' Bl Gpsn s windov Whenever 3 bamode iz scanned
85 Custer Ave DOB: Mot Provided
Mewark. NJ 07112 Living in Household: 3
Agency Lust Assistance. Ky 6, 2025
How many Children (ages 17 and under) Network Last Assistance: [ay & 2025
are in your Household? — 2
How many Total Adults (ages 18 and
over) are in your Household? 1
Proxy: Would you like to add someocne
to your account that is authorized to
pick up for you? —
Created 1 assistance record
for Lemony Snicketts
ITEM NAME AMOUNT /UNIT
TEFAP + Non-Government Food 100 Boxes/Bags » ___
EE === SCAN YOUR NEXT
Pk 33, Mt 15 a | CLIENTID CARD Ui
CONFIRM ASSISTANCE m
The assistance record has now been recorded. Click DONE to confirm the record has been added.
\ Y,
(Y

If your agency would like to receive Chromebooks and barcode scanners to use with Oasis, please send an email to serviceinsights @cfbnj.org.
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NEW JERSEY

I PART 4: RETURNING NEIGHBOR INTAKE PROCESS I

After a neighbor has been added into Oasis, you can easily access their case by scanning their key tag.

ASTEP 1 N\

If previously issued, scan the neighbor’s key tag to access their case.

; Dpen this window whenever a barcode is scanned ANAILABLE BARCODES

Mary Clarence oo N A summary window of the neighbor’s case will open,

1819 Blueberry street . .
Jersey City, NI 07543 Llwng in Household: 5 dlsp|c|ymg:

Agency Last Assistance; None
How maty Children Ges 17 and | W bt sl fone « The number of individuals living in the household

under) are in your Household? — 2
How many Tortal Adults (ages 18 and . .
over) are in your Household? — 3 * Lat date they received assistance from your agency
Proxy: Would you Iikg to add someone
0 Y G Aceom st 15 Mith arimedt i « The status of their R.O.I (if expired).

pick up for you? —

05»&&0\‘ Tt han

If the yellow “R.O.l expired” banner is displayed, it will need to be renewed.
Click to be redirected to the case, then repeat the R.O.l completion steps outlined on page 5 of this guide.

\ J
@ If a neighbor has misplaced their key tag, refer to page 8 of this guide on searching for cases.
ASTEP 2 \
Primary Food Categ
Add the assistance record by using the TEFAP + NON-GOVERNMENT FOOD
barcode scanner to scan the applicable Additional Food Categories
assistance category barcode(s). | MIEIVAAAOOA R
\ J
~ STEP 3 N
A window summarizing the assistance your neighbor is receiving will open.
Double check that the :,:.Lw%az‘m:.mm"“;"‘ """ A “Created Assistance Record”
correct assistance | window will open.
category was scanned | mu oo =gy B
before confirming. === Crettea 1 saisance recos
 conr AssISTANGE e Click to ensure the
. B LT record has been saved.
Then, click:
\ J
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USEFUL INFORMATION & DISCLAIMERS

NEIGHBORS WITHOUT THEIR KEY TAGS

SEARCH pel

Click the Search button at the top of the left -

side menu.

‘ @ Commumity 303,661

Dashboard people served

1780

assistance]

Enter the neighbor’s name, then click Search.

Click the name to be redirected to their case.

If the neighbor’s case does exists but is not

appearing, click { 4 Advanced Search

\,
CASE NOT FOUND
e 1
B i i o Whenswel s Baoeds i staniad m:«:wl:|
Case not found
If you scan a neighbor’s key tag, and
receive a “case not found” alert, click
cancel. Then, try to scan the key tag again.
\ J
“PERMISSION DENIED” ERROR MESSAGE
f N
If a key tag f th i d,
a e.y ag from a.no. er age.ncy is scanne s
the neighbor's basic information (name, T Coes| |
address, DOB), will appear. When you
attempt to either view their case or add an e e
assistance record, Oasis will prevent you
from doing so.
\ J
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USEFUL INFORMATION & DISCLAIMERS
USING BARCODE MODE

If you prefer to be directed to the neighbor’s full case instead of the pop-out barcode screen:

Then, deselect the checkmark next to
“Open this window whenever a barcode is scanned”.

B3 Cipan T wired o whentwer & Remo: i seanied CE*”I:I

- e
[
Community .
’ Dashboard gL i

SCAN CLIENT ID CARD
Welmme to the Ccm munjty i ke wariestn s viden aof how b aresile and e chenl 10 G

Monthly Reports are sent to |
All Monthly Reports (paper fd

NEIGHBORS WITH MULTIPLE KEY TAGS

Due to privacy settings in Oasis, if a neighbor visits multiple pantries
that are using CFBNJ's key tags, they will need to have a unique
barcode/key tag for each agency.

We recommend keeping a Sharpie on hand and writing the initials of
your organization within the white heart on the front of the key tag to
help the neighbor identify which key tag is for which organization.

OASIS INSIGHT AUTO-GENERATED BARCODES
’

IDENTIFICATION CARD 312218
CFENJZ Development and Tes: Agency 49899 )

In the event that there are no more key tags to
distribute and/or neighbors have done remote intake
with kiosk mode, the existing barcode that Oasis |||I|||

created can be used in the place of the key tags.

Lemony Snicketts

Print ID Card Email ID Card




