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WELCOME TO OASIS INSIGHT

1. FOR THESE INSTRUCTIONS, IF IT IS IN A BOX, IT IS A CLICK LOCATION, i.e.,
ANY ARROWS YOU SEE ON THE SCREEN ARE FOR THESE INSTRUCTIONS—THEY'RE NOT IN Oasis Insight.

2. SPELLING COUNTS!
3. MULTIPLE PEOPLE CAN BE WORKING IN Oasis Insight AT THE SAME TIME.
4. THIS IS NOT JUST FOR FOOD PANTRY SERVICES, SO EVERY SERVICE FOR A CLIENT THAT IS RECORDED IS DONE SO

UNDER THE SAME CLIENT RECORD. IF YOU NEED TO TRACK SOMETHING NOT LISTED, YOU MAY ADD A LOCAL
CATEGORY.

OASIS INSIGHT HELP DESK
888-764-0633

LOG -IN PAGE.

v Logh 2 Resjisat Henbensdip

& brisormt | Frotaced Made Off AT RimN -

LOG IN: https://etfb.oasisinsight.net/login/?next=/bulletins. BE SURE CAPS LOCK IS OFF. ALL PERSONS ACCESSING
OASIS INSIGHT WILL NEED THEIR OWN E-MAIL ADDRESS LOGIN AND PASSWORD.



https://etfb.oasisinsight.net/login/?next=/bulletins
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The Personal Info tab gives you an overview of
personal identifying information for a case. If
you need to make a change to a case's personal
information, you can click the "EDIT CASE" link.
You will see all changes made to the case
displayed in the "History of Modifications” list.

The Assistance tab allows you to view all past
assistance records and add new ones to a case,
Click the "Add Assistance” button, enter a value,
choose a category, and then dick the "Add"
button.

The Relationships tab allows you to keep track
of other cases that are related to the individual
you're looking at. Simply click the "Add
Relationship" button to add a relationship.

Tha Apr Lan 143 pum,

Tha Ape L at 143 pom

Thi Apr | 2 142 pom,

The Notes tab is where you can write notes to
associate with a case. Notes are an easy way to
remember important information about a case.
When you are in a case, click on the Notes tab
and then the "Add Note" button,

The Alerts tab is the place where you can give a
heads-up to other agents in your network about
a certain case. Alerts allow you to notify
everyone in the network of suspicious activity,
or perhaps there's a need that your agency
alone cannot meet. Click the Alerts tab when
you are in a case and then the "Add Alert"
button,

Flag Case *|

The “Flag Case” button, located at the bottom
right of a case, allows you to send a message to
the network administrator if you notice an issue
with a case. For example, you can use this
feature if you notice two cases for the same
individual and they need to be merged into one.
The administrator will be notified of the flagged
case via email,

Case Report |-

You can generate a printable report for a
case which will include a summary of all
personal info, assistance records,
relationships and notes.

wesT.
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CLIENT ARRIVES
ARE THEY IN OASIS INSIGHT?

5. .FROM THE OASIS INSIGHT MAIN SCREEN. YOU MAY SEARCH BY FIRST NAME, LAST NAME, OR BOTH,
BIRTHDAY OR EVEN ID #. SEARCHING BY BIRTHDAY IS MOST ACCURATE TO FINDING THE CLIENT AS SPELLING
WILL NOT BE AN ISSUE. SEARCHING FIRST NAME LAST NAME VERSUS LAST NAME FIRST NAME DISPLAYS RESULTS
IN A DIFFERENT ORDER.

6. EXACT MATCHES, IF ANY, ARE SHOWN FIRST IN THE LIST WITH PARTIAL MATCHES FOLLOWING. THIS SEARCH
FOUND ONLY PARTIAL MATCHES.
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ADD NEW CASE

Jake ROSE

Jake PETUNIA

‘ADVANCED SEARCH‘ WHEN YOU ARE ADDING NEW CLIENTS USE THE DATE OF BIRTH SECTION TO CHECK FOR EXISTING
CASES IN OASIS INSIGHT, IF YOU ARE STILL UNABLE TO FIND THE CLIENT TRY SEARCHING BY THEIR NAME INSTEAD.

Advanced Search

Date of birth (MM-DD-

First name Last name YYYY)
| _ _
Address City State Zip Phone Other ID
4, Search

OASIS INSIGHT SEARCH RESULTS DID NOT FIND THE CLIENT

ADD NEW CASE[.FROM THE LEFT SIDE OF THE SCREEN.




Revised April 2019

ADD NEW CASE

1. NOTE THE TOP 2 TABS: IDENTIFICATION, AND DEMOGRAPHICS. THIS SCREEN IS IDENTIFICATION.

Add Case

Identification = Demographics

First Name Middle Name Last Name Suffix

Maiden Name Mickname

Date Of Birth (MM-DD-¥YYY)

Head Of Household

Gender — Required
7 Female

7 Male

Ethnicity — Required

Street Address Mailing Address

Address Address

City State Zip City State Zip
>

County

Phone Numbers

Drescription Number Ext.

(ex. Home or Cell) - -

@ Add Phone Number

@ Add case ¥ cancel

2. DO NOT CLICK ON|ADD CASE|YET. YOU’RE NOT FINISHED. SCROLL BACK TO THE TOP OF THE PAGE.

4
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3. CLICK ON DEMOGRAPHICS,

Add Case

Weekly S —
|E| Bi-Weekly
Monthly THE DROP DOWN CHOICES

Quarterly
Yearl

Cover nment Benefits — Required (Gelect at least one!

5 o O

Is Anvyone In The Household: — Required (Sslect at least onel

[0] #t Rizk OF Being Homeless
[[] Homeless

B urem

[0] Disati=a

[ Hone OF The Ab

[ we izn =
D Som= H Scho

GED

Graduate=d High Schoo:

Graduated Coll=ge
D Mast=rs O

& Add Case X cancel

4. |ADD CASE|TO SAVE
5. ASUMMARY SCREEN APPEARS KIND OF LIKE THIS:
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Personal Info for Martha Collins B sHowRol | 4 EDITCASE Martha Colins

BIFD ST

Address: BIRD ST Mailing Address: Mot Provided MOUNT PLEASANT, TX 75455
MOUNT PLEASANT, TX 75455
County. Titus Maiden: Not Provided 903-466-1324 (CHLL)
DOB: Oct 10, 1980 - 30 years old Nickname: Not Provided — Oct 10, 1980
S5M: Mot Provided Personal Income: Mot Providec
Case #: (20034 Household Income: Mot Provided
Personal Info
Phone:  903-456-1324 — CELL Personal Expenses: Mot Provided
Household Expenses: Mot Providec
Assistance
Details:  Gender. Female Ethnicity: White Government Benefits:
Mone Relationships
History of Modifications
Modified by Bill Blevins from Mt Pleasant Food Partry Thu, May 19 at 7:50 amy Alerts

6. ADD OTHERS IN THE HOUSEHOLD IN THE IRELATIONSHIPSI TAB ON THE RIGHT.

Add Household Members / Relationships

First Name Last Name Date Of Birth Gandar Ethnicity Relationship Te
- - SRR - S -

First Name Last Name Date Of Birth Gander Ethnicity Relationship Teo
- - —— " — ']

First Name Last Name Date OFf Sirth Gender Ethnicity Relationship Tc
- = — || — =

First Name Last Name Date Of Sirth Gandar Ethnicity Refat ship T
= = —_— )| ——— -

=] —
First Name Last Name Date OF Birth Gander

&) Add Another Housshold Member

© Add Household Members XK Cancel

—

BUT, EVERY PERSON ADDED ON THE RELATIONSHIPS SCREEN BECOMES A NEW OASIS INSIGHT CASE. THIS WILL
ASSIGN THEM A CASE NUMBER REGARDLESS OF AGE OR HOUSEHOLD STATUS.

BEFORE YOU ADD THEM, YOU NEED TO KNOW IF THEY ARE ALREADY IN OASIS INSIGHT AND HAVE BEEN ADDED BY
ANOTHER PANTRY. (SEARCH FOR ALL RELATIONSHIPS PRIOR TO ADDING TO THE HOUSEHOLD) IF NOT FOUND THEN ADD.

6
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7. FROM THE RELATIONSHIPS SCREEN,

Add Relationship

SEARCH FOR EXISTING CASE g I 3[8[]
c""ca Enter the name of the case to link
with
BETTY SMITH
Name Search...
TYPE IN THE NAME, THEN [SEARCH|. JORN DOE]

@ Add a new person to CharityTracker

4 Search X cancel

8. IF OASIS INSIGHT FINDS MATCHING NAME(S), THEY WILL APPEAR HERE. EITHER CHOOSE ONE OR
CANCEL IF NONE OF THEM MATCH YOUR CLIENT. DO NOT IADD A NEW PERSON TO OASIS INSIGHT,.

Add Relationship

JOHN DOE

1 ANONAMOUS STREET
MOUNT PLEASANT, TX 75455

&= Back ¥ cancel @ Add a new person to CharityTracker

I[F THIS IS YOUR JOHN DOE, CLICK ON HIS HIGHLIGHTED-IN-YELLOW NAME. YOU WILL THEN SEE SOMETHING LIKE
THIS:

Add Relationship for Ken Collins

Ken Collins is the || of JOHN DOE

JOHN DOE is the of Ken Collins

[[] 1oHN DOE 1s A Dependant Of Ken Collins

El Both Pecple Live At The Same Address?

& Add Relationship ¥ cancel

WHEN YOU CLICK ON THE BOX A RELATIONSHIP DROP DOWN WILL APPEAR. ADD THE CORRECT RELATIONSHIP AND THEN
CHECK THE TWO BOXES IN THE BOTTOM LEFT CORNER. THIS PLACES THE CLIENT INTO THE HOUSEHOLD.
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9.

IF IT DOESN'T FIND ANYONE AT ALL, YOU WILL GET AN “O0OPS” MESSAGE.

Add Relationship

Qops! There were no results found
for the name you searched. Check for
spelling errors and try your search

again.

Mame Search...

|POHN LENNON

@ Add a new person to CharityTracker

-4 Search

¥ cancel

CANCEL|. IT RETURNS YOU TO THE ORIGINAL CLIENT’S RELATIONSHIPS SCREEN. ENTER INFORMATION IN THE
RELATIONSHIPS SCREEN FOR HOUSEHOLD MEMBERS WHO DID NOT HAVE EXISTING CASES.

Add Household Members / Relationships

First Name Last Name Date OFf Birth Gender Ethnicity Relationship To Martha Collins
TOM SELLECK 01 - 01 - 1945  Male [=] White S

First Name Last Name Date Of Birth Gender Ethnicity Relationship To Martha Collins

First Name Last Name Date Of Birth Gender Ethnicity Relationship To Martha Collins

First Name Last Name Date OFf Birth Gender Ethnicity Relationship To Martha Collins

First Name Last Name Date Of Birth Gender Ethnicity Relationship To Martha Collins

@ Add Another Household Member

@ Add Household Members

¥ cancel

-4, Search for Existing Case

AFTER ALL RELATIONSHIPS HAVE BEEN ENTERED, ADD HOUSEHOLD MEMBERS|.
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10. AFTER ALL THE RELATIONSHIPS HAVE BEEN ADDED, IT WILL GO TO A SUMMARY SCREEN.

A release of information is required o share amythung other than _ )
@ e iciee o b Dy print ROI - @ Verify ROT Ken Collins
Here

Relationships with Ken Collins : LLES T2
DOB — Oct 11, 1980

Living with Ken Collins . .
Personal Info

ADD RELATIONSHIP DETAILS
Mancy Burk

30 years old

Assistance

Relationships

Related to Ken Collins

Martha Collins — Spouse , Head of Household g/o Eoit | 3 DELETE Maotes
30 years old

Alerts

& EDIT CASE

I®| FIAG CASE

‘B caseRePORT

11. SIGNING THE BACK OF THE CLIENT APPLICATION IS OUR APPROVAL TO ENTER THE CLIENT INTO OASIS INSIGHT. IF
THERE IS NOT A CURRENT “ROI” WITHIN THE LAST ELEVEN MONTHS, YOU WILL NEED TO COMPLETE A NEW “ROI”.
THIS DOCUMENTS THAT THE PANTRY INTAKE FORM HAS BEEN COMPLETED AND SIGNED BY THE HOUSEHOLD.

|

Vv
A release of information is required to share amything other than ) .
© .- i - i D printROI @ Verify ROI

Personal Info for SCOTT CALL & EDIT CASE

Address: Mot Providec Mailing Address:

County:  Not Provided Maiden: - Personal Info .

DOB:  Dec 12,1960 - 50 years old Nickname: "

SSM: Mot Provided Personal Income: Not Providec As ce 0

Case# (20069 Household Income:  NotProvded — EE—

Phone: ot Frovided Personal Expenses: Mot Provided
Household Expenses: Mot Frovided —

Details- Gender: Male

Alerts 0
.| 4
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12. THEN THIS SCREEN APPEARS. THE NAME OF THE PERSON WHO LOGGED ON WILL APPEAR IN THE FIRST LINE.

Confirmation

13. YOU ARE RETURNED TO THE CLIENT’S
PERSONAL INFO PAGE.

|, Bill Blevins, verify that a release of information for
SCOTT CALL has been signed and will be kept on file
for a minimum of three years from today.

® ok X cancel

14. IF YOU NEED TO ADD A NOTE, CLICK ON THE
NOTES| TAB. IF THIS IS THE FIRST NOTE FOR THIS Create the first note

PERSON: Motes are an easy way to remember important information about this
person. For example, you could make a note that this person was
recenthy laid off from their job.

Add Note

BE CIRCUMSPECT IN YOUR NOTES. THESE MAY NOT BE PRIVATE TO
THE AGENCY THAT ENTERED IT.

TO SAVE.

& Add Note X Cancel

10
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15. IT THEN TAKES YOU TO A NOTES SUMMARY SCREEN:

MNotes for Martha Collins

Bill Blevins

Mt. Pleasant Food Pantry

Fri, May 6 at 5:05 pm. | &~ Eoim | 3 DELETE

she is coming to the fp too often

16. TO RECORD ASSISTANCE, LOOK TO THE RIGHT AND CLICK ON |ASSISTANCE|.

CREATE THE FIRST ASSISTANCE RECORD‘ (WILL ONLY SHOW FOR THE VERY FIRST ASSISTANCE RECORD OF ANY KIND

OF ASSISTANCE).

17. CHOICES FOR THE FOOD PANTRY:

Add Assistance

Be sure to verify this is the correct case for

Martha Collins using a form of identification.

6111

Ediit Date Time — Wed, May 18 at 2:38 pm.

@ Add & save & Add another Cancel

WAIT FOR THE 0 TO CHANGE TO 1, OR FOR EXISTING CLIENTS, THE NUMBER
THEY HAD SHOULD INCREASE BY 1. WHEN YOU ARE FINISHED, YOU ARE

READY TO SEARCH FOR THE NEXT CASE.

THUS ENDETH INSTRUCTIONS FOR CLIENTS NEW TO OASIS INSIGHT...

Create the first assistance record

Keep track of what assistance your organization has provided to this
person. Assistance records greathy reduce duplication of services.

ASSISTANCE:
UNIT: [BOX
CATEGORY: [FOOD: PANTRY BOX

DESCRIPTION| IS THE DATE OF THE SERVICE, I.E., 6/1/11
ADD [TO SAVE.

NOTE: SELECT THE SAME CATEGORY AS AN
AGENCY, TO INSURE ALL ASSISTANCE
RECORDS ARE COUNTED EACH MONTH FOR
YOUR LOCATION.

Personal Info

Assistance

Relationships g™
Alerts 0

11
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ENTERING MULTIPLE ASSISTANCE RECORDS

1. GO TO YOUR ASSISTANCE TAB. CLICK ON THE “ADD MULTIPLE ASSISTANCE”. DO NOT USE: ADD A REQUEST -
THIS IS FOR THE SENIOR BOX PROGRAM . IT DOES NOT ADD ASSISTANCE FOR THE CLIENT.

m! ! U P e b o s it provided by B of Gl - et LVC

m 1 Sue Swanson
Daistnm o Qoane ot N5

ARIVATE — Shassigs of Geame ¥

" Timy Tt b Tisaed Facad

Sue Swanson
Ietaaiin e fusl MG W A w4 e s "

m PUIVATE ~ Ricwrigs

Brsty Hay o= Fownt Fromt

Do & Yeronm | Fratectad Mads OFF p v NN -

2. THIS OPTION ALLOWS FOR YOU TO ENTER ALL ASSISTANCES WITH CASE NUMBERS AT ONE TIME. THIS FEATURE
WILL CUT DOWN ON THE AMOUNT OF TIME DOING DATA ENTRY.

ok . Widams roemwt Sapiow provdes by fart Jpee

[ 9 Yeronst | Frmtetnd Made OFF s * NN -

3. YOU WILL ENTER THE AMOUNT, THE UNIT, AND THE CATEGORY. IF YOU ARE DOING DATA ENTRY FOR ON THE
DATE THE FOOD WAS RECEIVED YOU WILL GO TO THE “ENTER CASE #” FIELD AND ADD CASES.

12
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4. IFYOU ARE ENTERING DATA AT A LATER DATE YOU WILL NEED TO EDIT DATE/TIME. THIS IS VERY IMPORTANT
WHEN DATA ENTRY IS BEING DONE AT A LATER TIME.

5. YOU CAN ENTER AS MANY CASES AS YOU WOULD LIKE , | RECOMMEND ONLY ENTERING ENOUGH FOR THE PAGE
YOU CAN SEE. THE PAGE WILL TIME OUT AND ENTRIES BE LOST IF NOT COMPLETED BEFORE CLICKING ON THE
“ADD ASSISTANCE” BUTTON.

Add Multiple Assistance

A thas assistance o

cases

. Enter Case &

Caesa
TR — T AW OGN
Crhen

6. YOU CAN SEE THE CASE NUMBER AND THE PERSONS NAME ASSOCIATED WITH THAT NUMBER. YOU WILL ALSO
SEE IF YOU HAVE A “NOT A VALID CASE”. YOU CAN MAKE CHANGES BY CLICKING THE RED “X” AND RE-ENTERING

THE INFORMATION.

7. CLICK “ADD ASSISTANCE” AT THE BOTTOM OF THE SCREEN. YOU HAVE NOW ENTERED AN ASSISTANCE RECORD
FOR EACH CASE NUMBER YOU HAVE ENTERED. THIS CAN ONLY BE DONE IF YOU HAVE THE CASE NUMBERS. A
REPORT CAN BE RAN TO ASSIST YOU.

13
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IF THEY ARE ALREADY IN THE SYSTEM

critical SteD

WHEN YOU LOOK UP A REPEAT CLIENT IN OASIS INSIGHT, YOU SHOULD FIND THEM—OR
MULTIPLE PEOPLE WITH THE SAME NAME. IF IT FINDS MULTIPLE PEOPLE WITH THE SAME NAME, CHOOSE THE
CORRECT RECORD. IF THEY JUST MOVED TO YOUR COUNTY AND WERE IN OASIS INSIGHT WITH ANOTHER FOOD
PANTRY, IT WILL FIND THEIR CASE RECORD AND YOU SHOULD THEN UPDATE THE ADDRESS, ETC. WE DO NOT
WANT TO CREATE A NEW CASE # IF THEY ALREADY HAVE ONE.

— -
CET—
I - ‘
Recent Cases . Betty Smith
{ f Doe Phome &5
‘ Ocher D=
‘ BETTY SMITH
DD0O DOE. Fhone
‘ DDD, TX 75455 Oxher ID=:
Betty Adams
DOS8: Phone #5:
| Oxher 1D=:

SEARCH| AND CLICK ON THEIR NAME TO GO TO THEIR RECORD.
ANY INFORMATION THAT NEEDS TO BE UPDATED, INCLUDING RELATIONSHIPS.

IF THEY HAVE ALREADY HAD ASSISTANCE IN ANY AREA, CLICK ON |ASSISTANCE|. YOU WILL THEN GET A SUMMARY
SCREEN WHERE YOU HAVE TO CLICK ON THIS TOP RIGHT BUTTON, |ADD ASSISTANCEI.

Assistance for Chris Capehart

Bill Blevins

B Pieasad Food Farery Moo ket 28240 om o BT 0 X OELETE

[ 1 Box LEFERD)

Chyrs Capchan for Food: Jume Somulus Sox

ADD THE DATA FOR THE NEW SERVICE. GIVE IT A SECOND OR TWO FOR THE ASSISTANCE NUMBER TO CHANGE.

NOW YOU ARE READY FOR THE NEXT CASE.

14
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OOPS—YOU FORGOT TO SEARCH BEFORE ADDING A NEW CASE

IF YOU FORGOT TO SEARCH AND WENT STRAIGHT TO ADD NEW CASE, AND THEY WERE ALREADY IN THE SYSTEM, IT
SHOULD GIVE YOU A MESSAGE SIMILAR TO THIS:

Possible Duplicate Case

1, The case you are about to add matches informati on from cases thatalready exist. Please verify that the case youwant to add does not
already exist by reviewing the possible duplicates below. fyou find that the cas e already exists, simply click the name of the existing case.
Ctherwise, click Dismiss and Add New Case” at the bottom of this window.

KEN COLLINS

DOB: Oct11, 1580 Maiden Mame:

Ken Collins

here DOB: Oct11, 1930 Maiden Name:
Mount Fleasant, TX 75455

Ken Collins

BIRD 5T DOB: Oct11, 1930 Maiden Mame:
MOUNT PLEASANT, TX 75455

i) Dismiss and Add New Case X Cancel

DECIDE IF ANY OF THE FOUND CASES ARE YOUR CASE YOU ARE LOOKING FOR AND EITHER CHOOSE IT, OR DISMISS AND
‘ADD NEW CASE|. MAKE SURE TO SEARCH CAREFULLY SO AS NOT TO CREATE DUPLICATES.

WHAT ABOUT THE OTHER STUFF ON THE RIGHT—BELOW THE TABS?

-
Personal info .

—

[ )

e

Relationships

—

Alerts 0

EDIT CASE|1S THE SAME AS THE OTHER TAB IN PREVIOUS SCREENS.

FLAG CASE| SEND TYLER MESSAGES ABOUT THINGS LIKE DUPLICATE RECORDS. THEY
HAVE THE RIGHTS TO MERGE THE CASES.

CASE REPORT: A COMPUTER REPORT ON STUFF ENTERED FOR THIS CLIENT..

15
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ENDING A RELATIONSHIP

1. THE CLIENT TELLS YOU THAT ONE OR MORE PERSONS NO LONGER LIVE WITH THEM.

2. OPEN UP THE CLIENT’S RECORD. GO TO RELATIONSHIPS|.

3. FIND THE PERSON WHO NO LONGER LIVES THERE. IF THE PERSON IS A RELATIVE AND LIKELY TO MOVE BACK IN
THE RELATIONSHIP AND UNCHECK THE TWO SMALL BOXES ON THE BOTTOM LEFT. THIS REMOVES THEM FROM THE
HOUSEHOLD BUT KEEPS THEM AS A RELATIONSHIP. IF THEY ARE LIKELY NOT TO RETURN YOU MAY THE
RELATIONSHIP. THIS DOES NOT DELETE THEIR CASE, JUST THEIR RELATIONSHIP WITH THIS CLIENT.

4. YOU WILL GET THIS MESSAGE. [0K

Confirmation

Are you sure you want to delete this relationship?

& oK ¥ cancel

16
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REPORTS

WE WILL ALL HAVE TO PLAY WITH REPORTS BEFORE WE WILL KNOW WHICH ONES WE REALLY NEED TO RUN FOR WHAT
PURPOSE. HERE IS ONE WE MIGHT USE TO DOUBLE CHECK OUR BALANCING NUMBER EACH DAY:

CLICK ON [MY AGENCY| TAB, TOP RIGHT: ”

ssstance for I

ance for.,

CLICK ON THE TAB:

Assistance Categories Reports Billing

Mt. Pleasant Food Pantry

Street Address: Mailing Address:

1406 M Edwards 1406 M Edwards

Mount Pleasant, TX 75455 Mount Pleasant , TX 75455
Phone: 003-572-3272 About Us:

Fax:

‘Web:

HERE ARE THE REPORTS CHOICES:

T Vol o Voo o] B kgt o o et

L Besigh of frace - Fest IIMC Sepants - Exit Tow L I - e Pages Sdeye Tome @

Cateqories

Ass s lang e Lases

] S i ] SRl
_ Demoaraptiecs h v

Vew 4w @3 mal wniatml Howsstoldy Assistunce Requests
i Rl

Request Stutis
gy -
Custom Rerwwls

© Yeeonwt | Fratectad Made O T NS -
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CLICK ON ASSISTANCE TAB AND THE MENU BELOW COMES UP:

B8
a8
B
B
a8
a8
a8
=
8
5]
5]
5 )
)

YOU WILL NEED TO CHOOSE THE FORMAT THAT YOU WOULD LIKE TO SEE THE REPORT IN.
LIST: THIS IS A REPORT THAT WILL LIST ALL INFORMATION (VERY SIMPLE REPORT)

TABLE: THIS IS ANOTHER TYPE OF REPORT THAT YOU CAN SEE A LITTLE DIFFERENTLY, BUT ONCE THE REPORT IS RAN YOU
CAN NOT MAKE CHANGES TO IT.

CSV: THIS IS A REPORT THAT TAKES A FEW MINUTES TO RECEIVE, COMES TO YOU IN AN EMAIL AND CAN BE LOADED INTO
A PROGRAM, SUCH AS EXCEL, AND CAN BE MANIPULATED ANYWAY YOU WOULD LIKE TO USE IT.

ENTER |DATE OF ASSISTANCE+‘ AND PUT THE DATE YOU ENTERED THE DATA, NOT THE DATE OF SERVICE, IF THEY ARE
DIFFERENT. ‘ASSISTANCE CATEGORY+‘AND CHOOSE FOOD: PANTRY BOX.| YOU CAN LEAVE EVERYTHING ELSE ASIT IS.

NEXT| THEN LEAVE EVERTHING ON THE 2"° SCREEN AS IS.

ICREATE REPORT]

18
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THE NUMBER OF ASSISTANCE RECORDS SHOULD MATCH THE NUMBER OF RECORDS YOU THOUGHT YOU ENTERED—THE
NUMBER OF ASSISTANCE RECORDS IS THE NUMBER OF “BOXES” WE DISTRIBUTED THAT DAY.

Mt. Pleasant Food Pantry Agency Assistance Report (page 1 of 1)

Report Filters

Include private records: Yes
Date range: May o1, 2011 toJun o1, 2011

Report Summary

Total Assistance: S 0.00
Assistance Records: 10

Children (o - 17) Assisted: a]

Adults (18 - 50) Assisted: =

Seniors (6o0+) Assisted: a]

Other (unknown) Assisted: 1

Total Cases Assisted: 5

Children (o - 17) in Assisted Households: 8

Adults (18 - 59) in Assisted Households: 11

Seniors (60+) in Assisted Households: 2

Other (unknown) in Assisted Households: 4

Total Households Assisted: = households with a total of 25 members

Still doesn’t match?

CAN YOU GET A printout OF A LIST OF THE CLIENTS WHO APPEAR IN A CERTAIN REPORT? Yes.

Once you login, you click on on the top right, and then the tab toward the middle-top of the page.
From there you will select either| ‘ (Assistance to see who's received a box during a certain period of
time, and Cases to see who all is in your system) from the options that appear. Then you will click either the :l
options on the top right of the next screen that appears (List will form a complete list of the data you want in a template
form, while CSV is an excel file and will be emailed to you allowing you to manipulate it however you’d like). Next select
the time frame that you want to see under the I:\ function at the top of the page, and then all the subsequent
information that you want in the report from the list on that screen and the next. Run a few to see what you need and
what you don’t. After you do that click I:l on the bottom of the screen and Oasis Insight will either email you an
excel file (CSV) with all the information you’ve selected, or the report will process and appear on the screen.

19
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ANOTHER TYPE OF REPORT THAT COULD BE USEFUL IS THE CLIENT LIST REPORT

CLICK ON “CASES”

R

Faverem . ' v

Demograpte s Howseholg Assistunce Request

Reguest Statis

€ st Rerwwls oo curvaus w3

& Yeronm | Fratectad Made OFF s T Niks -

CHOOSE “TABLE” FORMAT
ENTER DATE OF SERVICE WHEN YOU BEGAN ENTERING DATA INTO THE SYSTEM TO TODAYS DATE
AT BOTTOM OF SCREEN “NEXT”

T8 Berings o Gome

Fariem . ohey =

L Blestingh of Twace - Fiomt LM Sepast; - Ft T L I = e P Sdeye T -

.....

PACc e e e e e e e e e
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CHOOSE “CASE NAME” THIS WILL GIVE YOU ALL OF YOUR CLIENTS IN ALAPHETICAL ORDER

o [t Erpcem vl by |

Faevem . ohy =

L Bhesiingl of fwace - St IIMC Sepants - Eyet Tew -k

Cirm @ Yeena | Fratwited Made O v WieN -

IN A FEW MOMENTS YOUR REPORT WILL COME UP. (SEE NEXT PAGE)

21
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YOUR REPORT PROCESSES AND YOU CAN MAKE A COPY OF IT TO USE DURING YOUR PANTRY DAY.

THIS REPORT WILL ALLOW YOU TO HAVE THE CLIENT SIGN FOR THE FOOD, VERIFY THE INFORMATION, AND MAKE AN
EASY DATA ENTRY SHEET FOR THOSE THAT HAVE TO DO DATA ENTRY AT A LATER DATE.

Aqency Laves sl Grace - Fret UM W -l Eaiorst oooriand by ot Taras 1o
9

Pt ] " -
L Sgeacy Coes - Weiuags of Gowe - st LI J B = Pages Sdeye Tome §-

T Total Case: ) C
Clalldran (o - 17) in Mottabolds 263
Addns (12 - 50) in Bowsehobds i
Senhamy (60+) 0 Rasebir 16z
Ot (unkasymi) bt Dossnbyoicde a2
Total Bsuseholds: 296 houselinlds w2 5 02a) of 921 members

Case Lt Nt Tirst Xams Diate of Rirth 5% Namber Stroet Addres County Amiat. Cnt.
Ciusigd  Aded thavn Ot 3%, 493 164 M 726, Jelierson, TX 736y Martsn
Ciadab  Mum shaguacia Pl 00, 4090 05 A MUK, Jufheerscn, TX 73635 Marian
CoeT Adidrn Jaceti Mirzs 2008 5003 P} 2683, Jefhewon, TX 73635~ Narien
Comm AQuriga Ehbe AJT US. 4935 10e2 06 Jeflerser Raad, Jeffercon, T 7305 Marnar
T=s302 Alen Brin P 06, 2040 553 Lakeside,, Jeflerwon, TS Marhm
Cioodio Alen [ T ¥eov 18, 1068 P.0. Do 213, Jetteron, TX ~363~ Manan ]
CiooSzs  Aden Clands Dec bl xom1 P.0. Sa3 213, Jeflerwm, TX Tfix Maran
Copdgy  Alan Jeznetts Dec 36, 5040 324 Sarws 4, Jeeraon, TX Marizn '
Cizsoss  Alan Rasslall Fokt 15,3083 1990 131 343, Mffersas, TX 4965 Marien
CUNEs Alsty Genda Folt 15, 2083 1308 MLX 37, Jefferwon, TX 7563 Marian
Tirm O Yeeonw | Fratwtad Made OFF T NN -

REMEMBER:

YOU CAN PLAY AROUND WITH THE REPORT FEATURE TO GET THE INFORMATION YOU NEED.
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