Appointment List Check-In Step by Step Guide

1  Login to your account.

&= | ogin to the Portal

THIS IS THE TESTING SERVER

See Support: How Do | Log In? for details of logging in to the correct location

testuser@aol.com
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2 Click "Open" on Case Management

Dashboard

Case Management

~/ Create client profiles and record services
~/ Manage client cases and outcomes

~/ Report on demographics and usage patterns

These applications are not currently enabled on your system. You can view more information on these applications, and learn how to
add them to your system, by clicking on the corresponding “Learn More” button below.

3  Click "Clients" on the left hand side

(]
“
=

L} @ LINK2FEED & Sample Agency Pro L

, May 13th

& Clients

[:\J. Regular Food Pantry Visit -
~ -No Appointments

Search for Clients By... @, Client ID 4 Date of Birth @ Address . Phone

+ New Anonymous Visit
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4  Click "Appointments List"

& Sample Agency Pro w = + Test 2
! 10 L L] Ani iyl N
& Clients
Appointments List
‘\J. Regular Food Pantry Visit -
- No Appointments
Search for Clients By... @, Client ID f#) Date of Birth @ Address . Phane
&
+  NewClient [ + New Anonymous Visit
5 It will auto populate to today's date. You can change the date and select the
program type if needed.
= LINK2FEED & Sample Agency Pro w = « Test a
Appointments List
B Copy |B Csv | B MailMerge | & Print
— } Location Status Program Type
Any - Any - Any -
Start Date End Date
iz} 05-13-2025 = 05-13-2025

Appointments List

(E Cancelled CE Completed Cm No Show Cm Pending
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6  You can then press filter to find the exact distribution/date you need.

=  ® unkereeo

May 13th Appointments List

Location

Clients.

Any

Start Date

£ 05-13-2025

(m Cancelled

Status

- Any

End Date

B 05-13-2025

Cm Completed

B Copy | B SV | B MailMerge | & Print

Program Type

Any -

m No Show Cm Pending

7 The appointment list will populate. You will see their Client ID and First and Last

Name.

® unkreen & Sample 4

Appointments List

Client

Clients &

168164 Test, [ 05
Tester 13-

Sample
Agency
Regular
Food
Pantry
Visit

168698 Jones,
Mary

Agency
Regular
Food
Pantry
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Appointment
Details

Dietary
Considerations:
Prefer Not to
Answer

Notes:

* Needs
Diapers/Baby
Supplies

Dietary
Considerations:
Vegetarian, Dairy
Free (lactose
intolerant), Low
sodium/saturated
fat

Notes:

Consent Phone
Household Status Email Number Status
° 2x Madison Voice: Pending
Adults Thuve No s
* Ox Text: No
Seniors Email:
s 0x No
Children
* Ox Madison Voice: (213) Pending
Adults  Thuve No 231- =
* 1x Text: No 4321
Seniors Email:
e 1x No
Children
o 15
year
old



8  You will be able to verify the date and time of their appointment.

= (D unkareen

Tuesday, May 13th

Appointments List Per page: _

Client Appointment Created Consent Phone
Clients # PEETH Household By Status Number Status
168164 Test, [# 05- Dietary e 2x Madison Voice: Pending
Tester 13- Considerations: Adults Thuve No -
Prefer Not to . 0x Text: No
45 % Answer Seniors Email:
AM M . 0x No
Sample HLEs: Children
Agency e Needs
Regular Diapers/Baby
Food Supplies
Pantry
Visit
168698 Jones, [# 05  Dietary * 0x Madison  Voice: (213) pending
Mary 13- Considerations: Adults Thuve No 231- =
2025 Vegetarian, Dairy » 1x Text: No 4321
Free (lactose Seniors Email:
intolerant), Low o 1x No
sodium/saturated Children
Agency fat o 15
Regular i year
Food BITE old
Pantry
9 Here you can see any dietary considerations or notes for this person.
- @ LINK2FEED e Agency Pro w = « Test

Appointments List Per page: _

Client Appointment Created Consent Phone
Clients # Details Household By Status Email Number Status
168164 Test, [ 05- Dietary e 2x Madison  Voice: Pending
Tester | 13- Considerations: Adults Thuve No e
2025 Prefer Not to . 0x Text: No
@ 8:45 Answep Seniors Email:
AM e Ox No
Sampledltig = Children
Agency * Needs
Regular Diapers/Baby
Food Supplies
Pantry
Visit
168698 Jones, & 05-  Dietary e Ox Madison Voice: (213) Pending
Mary 13 Considerations: Adults  Thuve No 231- bn
2025 Vegetarian, Dairy  » 1x Text: No 4321
@ 9:00 Free (lactose Seniors Email:
AM intolerant), Low e 1x No
Sample  sodium/saturated Children
Agency fat o 15
Regular ear
fod | Notes: ﬁ\d
Pantry -
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10 Once you verify you have found the correct person/appointment to check in - you
will move over to 'Status' on the right hand side of the webpage.

=  ® unkereeo & Sample Agency Pro © = 4 Test

ay 13th

Appointments List Per page: _

Client Appointment Created Consent Phone
Clients # Details Household By Status Email Number Status
168164 Test, [# 05 Dietary ° 2x Madison Voice: Pending
Tester 13- Considerations: Adults  Thuve No il
Prefer Not to * 0x Text: No
Answer Seniors Email:
i s Ox No
Sample ke Children
Agency e« Needs
Regular Diapers/Baby
Food Supplies
Pantry
Visit
168698 Jones, 2 05 Dietary s 0x Madison Voice: (213) Pending
Mary 13- Considerations: Adults  Thuve  No 231- =
2025 Vegetarian, Dairy » 1x Text: No 4321
@ 9:00 Free (lactose Seniors Email:
AM intolerant), Low e 1x No
Sample  sodium/saturated Children
Agency fat o 15
Regular i year
Food Nates: old
Pantry
" n R 3 A
11  Select the "Completed" option to check this person in.
= @ LINK2FEED & Sample Agency Pro w = « Test

Appointments List Per page: _

Client Appointment Consent Phone

PEETH Household Status Email Number Status
Clients

168164 Test, [# 05 Dietary ° 2x Madison Voice:
Tester 13- Considerations: Adults Thuve No

2025 Prefer Not to * 0x Text: No
@ 8:45 Answer Seniors Email:
AM i s 0x No
Sample et Children
Agency s Needs
Regular Diapers/Baby
Food Supplies
Pantry
Visit

168698 Jones, [#05-  Dietary * Ox Madison Voice: (213 i

Mary 13- Considerations: Adults  Thuve No 231- =

2025 Vegetarian, Dairy e 1x Text: No 4321
@ 9:00 Free (lactose Seniors Email:
AM intolerant), Low o 1x No
Sample sodium/saturated Children
Agency fat o 15
Regular year
Food pot= old
Pantry -
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12 It will populate a notification in the right hand corner that this appointment was
successfully completed - they are now checked in!

® unkareen & Sample Agency Pro

[ ¥ ARSI RS

May 13th

Client Appointment Created Consent Phone
Clients # Details Household By Status Email Number Status
168164 Test, [# 05 Dietary ° 2x Madison Voice: Completed
Tester 13- Considerations: Adults  Thuve No o
Prefer Not to * 0x Text: No
Answer Seniors Email:
s Ox No
Sample Ross Children
Agency e« Needs
Regular Diapers/Baby
Food Supplies
Pantry
Visit
168698 Jones, 2 05 Dietary s 0x Madison Voice: (213) Pending
Mary 13- Considerations: Adults  Thuve  No 231- =
2025 Vegetarian, Dairy » 1x Text: No 4321
@ 9:00 Free (lactose Seniors Email:
AM intolerant), Low e 1x No
Sample  sodium/saturated Children
Agency fat o 15
Regular i year
Food Nates: old
Pantry

13 You can also use this Status drop-down to select cancelled if someone chooses to
cancel their appointment.

Client Appointment Consent Phone
Clients # Details Household Status Email Number Status
168164 Test, Dletalry i e 2x Madison Voice: Complete
Tester Considerations: Adults Thuve No
Prefer Not to * 0x Text: No
Answer Seniors Email:
o 0x No
o Children
Agency e Needs
Regular Diapers/Baby
Food Supplies
Pantry
Visit
168698 Jones, [# 05-  Dietary e Ox Madisen Voice: (213
Mary 13- Considerations: Adults Thuve No 231-
2025 Vegetarian, Dairy . 1x Text: No 4321
@ 9:00  Free (lactose Seniors Email:
AM intolerant), Low . 1x No
Sample sodium/saturated Children
Agency fat o 15
Regular i year
Food fotess old
Pantry -
Visit
168928 Mouse, E=05- Dietary * 0x Madison  Voice: minniemouse@test.com ol 28
Minnie 13- Considerations: Adults Thuve No 2
2025 Prefer Not to * 1x Text: No
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14  Orto select the "No Show" option if they did not show up to their appointment.

cuco
@ 9:00
AM
Sample
Agency
Regular
Food
Pantry
Visit

Clients

E 05-
13-

2025

168928 Mouse,
Minnie

@ 9:15
AM
Sample
Agency
Regular
Food
Pantry
Visit

168936 Jim,
Halpert

Agency
Regular
Food
Pantry
Visit

168922 # 05-

12

Mouse,
Mirkou

15 can Click the "Search" field.

Start Date

]

05-13-2025

Clients

(B Cancelled

Appointments List

Client
#

168164 Test,
Tester

Sample
Agency

Raanlar
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vegswanan, vany v 1A
Free (lactose Seniors
intolerant), Low s 1%
sodium/saturated Children
fat o 15
. year
Notes: old
Dietary e 0x
Considerations: Adults
Prefer Not to . 1x
Answer Seniors
. 1x
hotes: Children
* ALLERGY - e 5
SHELLFISH year
old
Dietary . 1x
Considerations: Adults
None . 0x
Seniors
Notes: o A%
- Children
o2
year
old
Dietary * 0x
FAncidaratinne: Brulre

End Date

Cm Completed

Appointment
Details Household
Dietary . 2x
Considerations: Adults
Prefer Not to . 0x
Answer Seniors
e 0x
Llotes: Children
* Needs

Ninmare Rk

TeAL v
Email:
No

w0z

Madison
Thuve

Voice: minniemouse@test.com
No

Text: No

Email:

No

Madison
Thuve

Voice:
No

Text: No
Email:
No

jimbo@aol.com

Madison Voice:

Thina

mickey.mouse@aol.com

Cm No Show Cm Pending

Per page:

Phone
Number

Created
By

Consent

Status Email Status

Madison  Voice:

Thuve No
Text: No
Email:
No

2@
Pend.

If you scroll through the appointment list and cannot find a specific person - you




16  Begin typing in the person's name - first or last.

m Cancelled m Completed Cm No Show m Pending

Clients

Client Appointment Created Consent Phone
EETH Household By Number Status

168936 ]im, [# 05  Dietary e 1x Madison Voice: jimbo@aol.com

B

No Show v
Halperty, 13 Considerations: Adults Thuve No
None . 0x Text: No
. Seniors Email:

Notes: o G No E

= Children
Agency o 2
Regular year
Food old
Pantry
Visit

Then you can verify it is the correct person/appointment - and Select the
17 n ] 3 A
Completed" option to check them in.

(m Cancelled Cm Completed Cm No Show Cm Pending

+  Save Status Changes
Clients

Appointments List Per page:

Client Appointment Created Consent
# Details Household By Status Email Number Status

168936 |im, #05-  Dietary * 1x Madison Voice: jimbo@aol.com Compléted w !
Halpert 13- Considerations: Adults Thuve No s—
2025 None * 0x Text: No
@ 9:30 Seniors Email:
AM Notes: o e e l
Sample Children
Agency o 2
Regular year
Food old
Pantry
Visit
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