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Refresher for Client Intake

Login to FoodBank Manager using 
your Username and Password.

Click in the ‘New Visit’ tab and 
‘Select an Outreach’.  Your selection 
for the Outreach is easily identified 
by day of the week.

Search for a guest by:
*typing in 2/3 letters of the last 
name, 
*hitting the tab key 
*then typing in 2/3 letters of the 
first name, 
*then hitting the tab key again.

You can use the address to narrow 
the search even more if needed.

Click on the guest you want to give 
a visit to.



Fill in the information needed for 
the visit. Start from the top of the 
page and work your way down. 
Make sure to answer each question 
appropriately.	

Click  ‘Save Visit’.

Click ‘Done’.
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Now search for you next guest

If you have a new client, make sure 
to look for them in your system 
before making a new account. Once 
you agree that they are new, click 
on ‘Create New Guest’. 

Fill in the information from top to 
bottom and ‘Save’  the record. 
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Saving the guest record will 
automatically take you to the visit 
page, where you can process the 
visit as usual.

You may receive some red alerts in 
the ‘Help Desired’ section. Each alert 
will tell you why the alert is there.

If you are unsure how to proceed, 
seek out your supervisor for help. 


