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HOW TO INTAKE NEIGHBORS
WITH OASIS INSIGHT

For All Community Partners

O A S I S  I N S I G H T  S T E P  B Y  S T E P  G U I D E
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Commonly Used Terms/Phrases

Neighbor                      The community members who receive assistance. 

Case                               On Oasis, this is the location of a neighbor’s information. 

Assistance Record       The food / products the neighbor receives. 

Community Partner    Agencies that partner with CFBNJ.
Release of Information; A digital version of the standard federal intake form.            R.O. I

PART 2
New Neighbors
How to add a case,

sign R.O.I. and create
assistance records. 

PART 3

How to assign a key
tag to a neighbor’s

case.

Key Tag Pantry I.D

How to locate and
complete intake for
returning neighbors.

PART 4
Return Neighbors

PART 1
Intake Refresher

How to remember the
three steps to complete

the intake process.

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

O V E R V I E W

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



 PART 2: NEW NEIGHBOR INTAKE PROCESS
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S T E P  1

S T E P  2

 When adding a neighbor to Oasis for the first time,

The intake form will open upon clicking. 

Click

P  4

Open your web browser and navigate to cfbnj2.oasisinsight.net. 

Then, using your Oasis credentials, log into your account. 
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It is imperative that the web address is typed correctly, with the 2 included: cfbnj2.oasisinsight.net

CASES

http://cfbnj2.oasisinsight.net/
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S T E P  3

Enter the neighbor’s

City,State,Zip Code and County.

Next, use the dropdowns to select the

number of household members for each

required field.

Enter the neighbor’s first and last name

Select the neighbor's 

self-declared qualifying reason. 

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.

We recommend adding additional
details such as birthdate. 

Complete all of the required fields outlined below. 

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

Total Adults is inclusive of Adults Over The Age of 60
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Click "OK" to verify and save the ROI. You will be
directed back to the neighbor’s case. 

S T E P  2

After the neighbor has finished digitally signing, 

 Click              

Scroll back up to the top of the ROI and click                       

Scroll to the bottom of the ROI and click the yellow signature line.
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A yellow banner will always appear at the top of every new case, indicating the ROI needs to be signed.

The ROI is a digital representation of the federal intake form. All
neighbors are required to sign the ROI once per year.
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RELEASE OF INFORMATION

S T E P  1

Click                         located in  the yellow banner at the top of the case.

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

Click Next on 
the  New Release of Information window.



 PART 3: KEY TAG PANTRY I.D. SETUP
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S T E P  2
Locate 

S T E P  1

Scroll down to the bottom of the right side case
menu. Click:

To assign a key tag, click Add Barcode. Scan the back of the key tag.

You will need your

barcode scanner

and key tag. Scan the key tag again to verify

once prompted. 

After verifying, you’ll be redirected to the case. If

only Red and Green banners are showing, the

neighbor ROI is uploaded. 

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

S T E P  3

Confirm that the barcode number matches

what is listed on the back of the key tag. 

Then, click            

Before giving the key tag to your neighbor,
scan it to make sure it opens up their case.  

The key tag number will now appear as an associated barcode on the neighbor’s case.  

S T E P  2



You can easily track assistance during distribution days

by using the CFBNJ issued Chromebook(s), Barcode

Scanner(s) and  barcode sheet(s).  

What you will need:

You do not need to click Barcode Mode or any additional steps. You just scan!

Once you have finished scanning the relevant category barcodes, confirm that the details are

correct by clicking  
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S T E P  1

S T E P  2

Gov Qualified

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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A window summarizing the assistance your neighbor is receiving will open.

The assistance record  has now been recorded. Click DONE to confirm the record has been added. 

Non-Gov Qualified 

With the case opened, use the scanner and

barcode sheet and scan the applicable

assistance category. 

ASSISTANCE RECORDS
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 PART 4: RETURNING NEIGHBOR INTAKE PROCESS

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

7

4
A “Created Assistance Record”

window will open. 

Click                  to ensure the
record has been saved.

Then, click: 

Double check that the
correct assistance

category was scanned
before confirming.

S T E P  3

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

S T E P  1

A summary window of the neighbor’s case will open,

displaying:

The number of individuals living in the household

Lat date they received assistance from your agency

The status of their R.O.I (if expired). 

S T E P  2

Add the assistance record by using the

barcode scanner to scan the applicable

assistance category barcode(s). 

A window summarizing the assistance your neighbor is receiving will open.

If the yellow “R.O.I expired” banner is displayed, it will need to be renewed. 

Click                    to be redirected to the case, then repeat the R.O.I completion steps outlined on page 5 of this guide.

If a neighbor has misplaced their key tag, refer to page 8 of this guide on searching for cases. 
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 USEFUL INFORMATION & DISCLAIMERS

If the neighbor’s case does exists but is not

appearing, click advanced search.                  

NEIGHBORS WITHOUT THEIR KEY TAGS
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CASE NOT FOUND

If a key tag from another agency is scanned,
the neighbor's basic information (name,
address, DOB), will appear. When you

attempt to either view their case or add an
assistance record, Oasis will prevent you
from doing so. 

“PERMISSION DENIED” ERROR MESSAGE

Enter the neighbor’s name, then click Search. 

Click the Search button at the top of the left
side menu. 

Click the name to be redirected to their case. 

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.
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Click 

USING BARCODE MODE

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

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

 USEFUL INFORMATION & DISCLAIMERS

NEIGHBORS WITH MULTIPLE KEY TAGS

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

OASIS INSIGHT AUTO-GENERATED BARCODES


