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LINK2FEED INSTRUCTION AID
TOPIC: (L) Modify Household Member
PURPOSE
This instruction aid covers changing Household Members association to a Primary Client’s household. 
The changes that may need to be handled are:
· Make Household Member the Primary Client (of the Household)
· Split Household Member from the household
· Add Household Member to the household
· Link Household Member from another household
AUDIENCE
Agency employees and volunteers who record client visits to a food pantry and who maintain or update client information
PREREQUISITES
(A) Log In & Password Reset
(B) Search Client Record
(C) Client Data Exceptions
(G) New Client Entry-New TEFAP OR (H) new Client Entry-New Client
INSTRUCTION STEPS
	

	(B) Search client record

	1. Select Household Member

	2a. Edit Basic Information

	2b. Switch to Client’s Full Profile

	2c. Promote to Head of Household

	2d. Remove from Household





	


	RULE: You must select the Primary Client record first before changing a Household Member’s association

	1. Select Household Member

	a. Scroll down to Household Members
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	b. Identify the desired Household Member 
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	HINT: There are four actions available:
· Edit Basic Information
· Switch to Full Profile
· Promote to Head of Household
· Remove from Household
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	       2a. Edit Basic Information

	c. Select and click on the Pen icon
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	d. Edit Last Name and/or First Name in Household Member info
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	e. Edit Date of Birth using format MM/DD/YYYY or MM-DD-YYYY
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	f. Edit Gender by selecting one value from list of choices
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	g. Edit Relationship by selecting one value from list of choices
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	h. Scroll down to “Ethnicity”. Edit by clicking on the appropriate values from the list of choices
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	i. Scroll down to “Self-Identifies As”. Edit by clicking on the appropriate values from the list of choices 
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	j. Scroll to the bottom of the screen and click “Save Changes”
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	Edit Basic Information Complete



	       2b. Switch to Client’s Full Profile

	HINT: Select this option to provide Services for a CSFP-eligible client that is a Household Member
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	HINT: Select this option to update a Household Member’s Personal or Monthly Income information 
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	a. Select and click on the Switch icon
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	Proceed to (D) Record Service Visit or TOPIC: (H) New Client Entry






	       2c. Promote to Head of Household

	a. Select and click on the Up-Arrow icon
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	b. A “Promote Household Member” warning message will appear.
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	c. If you are sure you want to proceed, click “Apply”. 
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	d. A “Success” message will appear confirming the person has been promoted to Primary Client
	[image: ]

	Proceed to TOPIC: (C) Client Data Exceptions



	       2d. Remove from Household

	a. Select and click on the Trash Can icon
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	b. A “Remove Member from Household” warning message will appear.
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	c. If you are sure you want to proceed, click “Remove from Household”.
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	d. A “Success” message will appear confirming the person has been removed from the Household
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	e. Click “Save Changes”
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	Remove from Household Complete
Proceed to (C) Client Data Exceptions (for person removed from Household)



BRAFB L2F Instruction-(L) Modify Household Member 20221201	Page 1
image5.png
s=1




image6.png
@© PersonslInformation Client 26 x4

ink2feed.com/org

Airplane mode off

© uniare & 58478 Inake Training
Nene.
Gniine
 Eennicity

) White / Anglo
Black / African American
Hispanic /Latno

Amarican Ingian / Native
‘marican

 Seitidentifies As
) Disabity
Vesaran
New Immigrant

Refugee

& Housenold Members
Name

P E—

PRp———

& Kapps Mexander

G Google

0/intake,

@ i Cattery

Unsisciossa

Unknawn

ssian
Alaska Natie | Aleut / Exkimo
Midale-Eaztern / Norsh-afizan

Bacite siander

omer
Svscues
Mensalliness

Nene

Relztionzhip

Granenic
cnia

Granaenis

670/page/personal?search

[ Login| Event Man

=true

© LinkFeed

omner
Nene.

[—

[—

Pregna

Postpartum

Bressrasing

Gender  Age
vae e
Femae 3
Femae 18

Qa % @w O

© LinkFeed Test Acc

Date of 8iren|
20105012
1585 sy 02

2000)un 15

© = e
+ has
[T ———
omscformasion
[0k
/=1
R





image7.png
Household Member Info

 LastName.  First Name

L J [

s el is required. i fed s required.




image8.png
 Dateof irth

12 Dste of ircn Eztmatea?




image9.png
Dtz of Birtn

05191552

e




image10.png
* Gender

L

This field i required.




image11.png
* Gender Identity

ale
Male

None of These
Transgender
Didn't Ask

Prefer Not to Answer





image12.png
* Relstionshin

——

s ks required.




image13.png
Relationship

Select Type -

Sell

ype

Boyfriend / Girlfriend
Child

Common-Law Partner
Friend

Grandchild

Grandparent





image14.png
* Ethnicity

Alaska Native / Aleut Hispanic / Latino None
American Indian / Native American Middle-Eastern / North-African Didn't Ask
Asian Pacific Islander Don't Know

Black / African American White / Anglo Prefer Not to Answer




image15.png
* Self-dentifies As
Disability None Didn't Ask Prefer Not to Answer
Veteran Other Don't know




image16.png
‘Save Changes




image17.png
@ seces




image18.png
MONTHLY
@ PERSONAL INCoME




image19.png
@© PersonslInformation Client 26 x4

fle  Ho
. C @ hitpsy/test-intake link2feed.com/or
aste
M i © unasze & 547 Intske Traning
Clipboard ERE—
Nore
Gnine
 Exnmiciey

) White / Anglo
Black / African American
Hispanic /Latno

Amarican Ingian / Native
‘marican

 Seitidentifies As
) Disabity
Vesaran
New Immigrant

Refugee

& Housenold Members
Name

P E—

PRp———

& Kapps Mexander

ttps://test-intake link2feed.com/org/670/intake/63901

70/intal

@ HairCuttery [3 Login | Event Man

Unsisciossa

Unknawn

ssian
Alaska Natie | Aleut / Exkimo
Midale-Eaztern / Norsh-afizan

Bacite siander

omer
Svscues
Mensalliness

Nene

Relztionzhip

Granenic
cnia

Granaenis

ge/personal?sear

rue

omner
Nene.

[—

[—

Pregnant

Bressrasing

Gender  Age

vae e
Femae 3
Femae 18

© UnkFesd @ Link2Feed Test A

Qa % @w O

Creryt

Date of 8iren

20105012

1585 sy 02

2000)un 15 s =1

Find -
l Replace.

Select~

Editing

Pagesors 4rswords [

H O Type here to search

& Share 3 Comments
At
P&
oo | Dicwte
padiee |
rasis | vore

1255PM
e b





image20.png
© Personal Information Client # 6

¢« >c

D NewTsb

& https

Apps

= ©ua

test-intakelink2feed.com;

Centurylink Business

x +

G Google

Black / African American
Hispanic /Latno

Amarican Ingian / Native
‘marican

 Seitidentifies As
) Disabity
Vesaran
New Immigrant

Refugee

& Housenold Members
Name

P E—

PRp———

& Kapps Mexander

@ i Cattery

Alaska Natie | Aleut / Exkimo

Midale-Eaztern / Norsh-afizan

Bacite siander

omer
Svscues
Mensalliness

Nene

Relztionzhip

Granenic
cnia

Granaenis

[ Login| Event Man

© LinkFeed

Nene.

[—

[—

Pregna

Postpartum

Bressrasing

Gender  Age
vae e
Femae 3
Femae 18

Qa % @w O

© Link2Feed Test Acc »
© = o
C—
et primary
Date orsirtn Houmehoia member
i0res e so=@ =
1585 May 02 /=1

2000)un 15 7)[=|[1][s

v secrss R





image21.png
Promote Household Member

Are you sure you want o make this memBer the primary hausehold membar?

“This wil updi the househald and make thiz memBar the primary household memser.




image22.png




image23.png
Success

Successtully promoted 63870
primary member of household.





image24.png
@© PersonslInformation Client 26 x4

<

C @ httpsy/testintake ink2feed.com/org,

Apps [} NewTsb §§ CenturylinkBusiness G Google @ HairCutiery [) Logln| Event Manac @ Link2Feed
© s
ssin o
Biack / Atrican American Alsska Nasve / Alut  Eskimo Nons
ispanic /Lo Midaleasiern  Noren-African Unaiscioses
merican incian / Natve Pacitcsancer
marican
 seidencites As
< Disavisy omner Unaiscioses
Veteran Sacuee pregna
New immigrans el liness Pozmpartum
Ratuzes None Sreastsing
# Housenoid Memoers
Name Retatonship Gencar  Age
Py yve—" Granenis vae s
& Omega Mesancer i femsie 32
P y— Granacnia femsie 18

Qa % @w O

© Link2Feed Test Acc »
© = o
+ hdd
[—
Date orsirtn o e houmenots
i0res e B - ]
1585 vay 08 e
20015 R

v secrss R





image25.png
Remove Member from Household

Are you sure you wish to ramove this member from the household?

This member wil nos be daleses, byt & ne household il be crested far thern




image26.png
v Remove from Household




image27.png
Success x

Successfully removed 63303 from
household.




image28.png
v SaveChanges




image3.png
# Household Members

Name

Relationship

Gender

Age

Date of Birth

Add




image4.png
# Household Members
Name

& eta Alecander

& Omess Alesander

& Kapps Mexander

Relstionzhip

Granenic
chie

Granenic

Gender

Miaie

Femaie

Femaie

Age

n

1

Date of giren

20105012
1585 sy 02

2000)un 15

s=1
s=1
s=1




image29.jpeg
n Blue Ridge Area
FOOD BANK ....:

- AMERICA
Everyone should have enoughtoeat. AMERICA




