Opening an attendance group

1. Click on “Clients” in the black menu on the left to open a sub-menu, and then click “Attendance.”
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2. On the “Attendance” page, find the attendance group that you want to work with.




Most sites with fewer than 300 CSFP clients have just one attendance group, usually named “Active.”

Larger sites may have multiple attendance groups.
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3. Forthe group that you want to work with, click the yellow “edit” button to open the group.
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4. You are now working within your chosen attendance group.
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Adding clients to an attendance group

1. You can add clients to an attendance group by searching for them the same way you would search for
a client from your dashboard. You can search for clients by their client ID number, date of birth,

name, address, phone number, or CSFP ID (which should be the same as their client ID number).

To search by name, simply begin typing the name of the client you want to add to the attendance
group, and names should begin to pop up. For example, if you type “Smith,” everyone with “Smith” in
their name will pop up. The more you type of a person’s name, the more Link2Feed will narrow down

their name.
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2. Ifyou see the name of the client you want pop up, you can click on the name to add them to the

attendance group.
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3. Another way to search for a client to add is to type part of their name and hit “Enter” on your

keyboard. This will bring up a list of search results that include all possible clients that you want to add.
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You can then click the blue plus sign button n to add the client to the attendance group.



4. When you add a client, a green notice will appear in the top right corning saying: “Success: Client
added to group.” Another notice will appear below the search bar that says “Warning! Client has been
added to the group. To search and record the visit for the client, update the attendance group.”
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5. Scroll to the bottom of the page and click “Update Group” to finalize the addition of the client to the

group. You do not have to do this after adding every client, but it’s best to do it every few minutes to

guarantee that your work is saved by Link2Feed.

When you have clicked “Update Group,” a green notice will appear in the top right corning saying:

“Success: Group updated successfully!
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Removing clients from an attendance group

It a client will no longer be picking up at your CSFP site for any reason, the client should be removed from

your attendance group to prevent it from becoming cluttered with names you are not using.

Deleting a client from an attendance group does NOT delete them from Link2Feed, and they can easily be

added back to the group again if need be.

1. Scroll down to “Record Attendance” and type part of the name of the client you wish to remove into

the search bar on the right.
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2. Click the trash can button u to remove the client from the attendance group. The client will

instantly be removed from the group.
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Editing a client’s profile from the attendance group

The attendance group is a great place to review all oFyour CSFP clients and make updates to their proﬁles as

needed, as you can see a summary of everyone’s information at a glance.

1. Click on the name of the client whose profile you want to edit. This will open the client’s profile in a

new tab. From there you can easily make any changes you need to.
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2. When you are finished editing the client’s profile, you can simply close the tab to return to the

attendance group.
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Recording a visit from the attendance group

The biggest time-saving feature of the attendance group is the ability to record multiple clients’ visits

simultaneously rather than recording each client’s visit separately.
1. At the top of the page, under “Attendance Programs,” click the “OFF” button by “CSFP Visit” to
toggle it to “ON.”
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2. Foreach client who had a visit, click on the little box to the left of a client’s name to “check” the box.

v Client ID; 354555 Demps, Juanita Household Size: 1
Household 1D: Mumber of Seniors: 1
179262 MNumber of Adults: 0
Number of Children: 0
Children's Ages:
] Client ID: 363988 Demps, Melvin Household Size: 1
Household 1D: Mumber of Seniors: 1
183833 Mumber of Adults: 0

MNumber of Children: 0
Children's Ages:

3. When you have checked about 10 names, we recommend that you save the visit before checking any
other boxes. That way your work is not lost if something happens with the computer.

4. Scroll to the bottom of the page and click “New CSFP Visit.”



Client ID: 347111 Filla, Helen
Household 1D:
175085

Children's Ages:

Household size: 2
Mumber of Seniors: 2
Mumber of Adults: 0
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5. Anew set of boxes will open. Edit the “Visit/Pick Up Date” to match the date that these clients

picked up their box.

Visit Details

Visit/Pick Up Date

B 2019-01-23

6. You may record a note with this visit or leave the “Additional Notes/Information” section blank.



Additional Notes / Information

e

Mark this note as an alert Mark this note as private (show to my organization only)

7. In the “Client eSignature” section, click the drop-down menu under “Signature Type” to select what
type of signature you collected. If your clients signed the hard copy sign-in sheet, select “Hard Copy
Signature.” Skip the “Signatory” box. Click the box next to “Client has Signed Hard Copy” to check

the box, and make sure the “Date” matches the date of the actual visit.

Client eSignature

Disclaimer * Signature Type
The U.S Department of Agriculture prohibits discrimination against its customers, employees, and applicants for employment
on the bases of race, color, national origin, age, disability, sex, gender identity, religion, reprisal, and where applicable, political
beliefs, marital status, familial or parental status, sexual orientation, or all er part of an individual's income is derived from any
public assistance program, or protected genetic information in employment or in any program or activity conducted or funded Signatery
by the Department. (Not all prohibited bases will apply to all programs and/or employment activities.)

Hard Copy Signature

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint

Form, found online at http:/fwww.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call (866) 632-9992 to “ Client Signature
request the form. You may also write a letter containing all of the information requested in the form. Send your completad m ent has Signed Hard Copy
complaint form or letter to us by mail at: U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence

Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake®@usda.gov. Date

Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at 201
(800) 877-8339; or (200) 845-6136 (Spanish).

USDA is an equal opportunity provider and employer.




8. Click “Save Visit” at the bottom of the page to record a visit for all the clients you checked off.
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9. Anew page will open with a “Visit Summary” listing every client for whom you just recorded a visit.

Click “Back to List” to return to the attendance group.
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