How To: Add Closure Dates for Appointments in
L2F

Learn how to add specific closure dates for your agency programs within the
Link2Feed platform. This guide will walk you through the necessary steps to ensure
accurate scheduling and program availability information.

A This guide is captured in the TEST Environment in L2F. All Agency Names and
client information is not real and just for testing purposes.

1 Navigate to https://accounts.link2feed.com/users/sign in

&= | ogin to the Portal

THIS IS THE TESTING SERVER

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

madison@feedoc.org
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https://accounts.link2feed.com/users/sign_in

2  Click"Log In"

& | ogin to the Portal

THIS IS THE TESTING SERVER

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

madison@feedoc.org

( LOG IN )

3 Select which Agency you are signing into (if applicable) and click "Continue"

EEE please select the organization you are logging

in to

THIS IS THE TESTING SERVER

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

‘ Second Harvest Food Bank of Orange County (network) - ‘ Py

\ Q

Second Harvest Food Bank of Orange Countyghetwork)

N
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4 Click "Open" under Case Management

Dashboard

Case Management

v/ Create client profiles and record services
/' Manage client cases and outcomes

v/ Report on demographics and usage patterns

5 Click "Administration"

Monday, March 16th Dashboard
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Cm EFAP Regular Food Pantry Visit -

- No Appointments
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6  Click "Agency Programs"
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(@ selectall | O Deselectall

Cm EFAP " ON C Regular Food Pantry Visit -

- No Appointments

Search for Clients By... &, Client ID {4 Date of Birth Q Address

7 Here you can select whichever Program has the Appointments you need to add
closure dates for - You will press this file button under Actions

Monda = PROGRAMS C MGMT C MGMT ORGANIZATIONS
(¥) DETAILS SETTINGS SETTINGS FIELDS & PROGRAMS
4

Interested in adding new programs? Please reach out to your Link2Feed Account Manager for assistance.

Name - Active Actions

EFAP Marmrcf ot db N onaork ®  TEFAP
Administraton Food Pantry Visit - Appointments E V] Pant y

Regular Food Pantry Visit -- No Appointments Managed at the Network ] Pantry

owing 1 to 3 of 3 entries Previous n Next
| C «  Save Changes C  Save & Next

Agency Programs
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8  Click "Appointment Options"

@ Food B Standard

Name

Food Pantry Visit - Appointments

Summary

Type

Pantry

I understand that that by saving these program settings that these changes could affect the client intake process for users.

29
X Cancel +  Sav

| take full responsibility for the changes

9 Here you will see your Appointments and be able to Click "Add Closures"

Scheduling Mode @

Caseloads

Enforce Caseload @

Availability @
End
Date
Days @ Start Time @ End Time @ Start Date @ e Caseload @
Weekdays ~ 8:45 AM 2:30F 03-31-2025 ] 17
Visits v
every
15
minutes

Closure Dates @

(R,

() Do Not Allow CNCT Appeintments @

[ Do Not Allow API Appointments @

©
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10  Scroll to find the dates you need to add

= (&) LINK2FEED & Sample Agency Pro & w = L 4 Madison
Monday, March 16th
Scheduling Mode @
Caseloads ~

Enforce Caseload @

Availability @

March 2026

Days @ Start Time @ End Time @ Start]

Tu We Th

Weekdays v 8:45 AM 2:30 PM 031 u

16|17 | 18 | 19 (20| 29
22 123 124\ 25 | 26 (27 |28

2930|131
Closure Dates @

() Do Not Allow CNCT Appointments @

11  Click on the date you need to add the Closure for

Scheduling Mode @

Caseloads ~

Enforce Caseload @

Availability @
April 2026
Days @ Start Time @ End Time @ S
Weekdays v 8:45 AM 2:30 PM

19| 201121 |22 |23 |24 | 25

26 27 28 29 30

Closure Dates @

] Do Not Allow CNCT Appointments @

(J Do Not Allow API Appointments @
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12  The Closure date will appear here under Closure Dates

Scheduling Mode @

Caseloads

Enforce Caseload @

Availability @
End
Date
Days @ Start Time @ End Time @ Start Date @ 2] Caseload @
Weekdays ¥ 8:45 AM 2:30 PM 03-31-2025 | 17 u
Visits v
every
15
minutes

Closure Djites @

() Do Not Allow CNCT Appeintments @

(J Do Not Allow API Appointments @

You can also Click "x" to remove a closure date and allow appointments to be
13 .
booked for that date again

Scheduling Mode @
Caseloads v
Enforce Caseload @
Availability @
End
Date
Days @ Start Time @ End Time @ Start Date @ e Caseload @
Weekdays ~ 8:45 AM 2:30PM 03-31-2025 ] 17 u
Visits v
every
15
minutes

Closyfe Dates @
0 X

() Do Nesallawy CNCT Appointments @

) Do Not Allow APl Appointments @
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14

15

Click "I take full responsibility for the changes"

Click "Save"

Closure Dates @

() Do Not Allow CNCT Appointments @

[ Do Not Allow APl Appointments @

| undefstand that that by saving these program settings that these changes could affect the client intake process for users.

[ "] I take| full responsibility for the changes

Closure Dates @

() Do Not Allow CNCT Appointments @

[ Do Not Allow API Appointments @

I understand that that by saving these program settings that these changes could affect the client intake process for users.

[+] I take full responsibility for the changes
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16 Click "Dashboard"

= -@- LINK2FEED & Sample Agency Pro & w £ 4 Madison

]

Monday, March 16th Dashboard

Dashboard
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@ You have now successfully added your closure dates!
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