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Service Insights: Adding a New Household  
Updated July 2026 
 

Before adding a new household, ALWAYS be sure to search for the Neighbor.  
It's possible that the household is already in the system. 

 
Entering New Clients 
First, make sure the date is the correct date of their visit. The system will default to Today’s current 
date. If you need to change the date, click the calendar icon in the date box and choose the 
appropriate date. 

 
If a neighbor is new to the system (meaning you were unable to find them), on the Dashboard, click 
the orange + Add New Household & Visit button 

 
On the Primary Service Pop-Up, choose the Food Pantry option. 
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Then click Next to go into the empty profile. Using the completed Service Insights Intake form, fill out 
the appropriate information as given by the neighbor. Do not assume anything. If they leave the 
question blank, select “Don’t Know” and make a note to get that information the next time they come 
in.  
 
The first page is all the information USDA requires for TEFAP eligibility and certification.  For 
questions on this, please refer to the “TEFAP Certification Guide in SI.”  
 
The Basic Information Fields 
Use the additional name fields to record middle initials and any suffixes (e.g., Jr., Sr.) when provided.  
For Date of Birth, age is acceptable; however, for the head of household, collecting the full birth date 
is preferred. This makes it easier to accurately locate them on future visits, especially when names 
are common. 

 
From there you will fill out the Contact sections including the address and contact information. As 
you type the address, a dropdown of suggested matches will appear—select the correct option to 
auto-fill the remaining fields.  If no suggestions appear, manually enter the full address, ensuring the 
county, city, state, and ZIP code are accurate. 
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In the contact information section, indicate whether it is okay to contact the individual by selecting the 
appropriate boxes.  This allows Feeding America to send a one-time text or email with the client ID 
(Alt ID), which helps streamline check-in at future visits.   See the example below of the ID they 
receive. 

 
 
If they do not have a phone you will use the No Phone checkbox. If the individual does not consent to 
being contacted, ensure all contact permission boxes remain unchecked. 
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Gender and Race/Ethnicity 
Record the individual’s self-identified gender. If none of the listed options apply (e.g., non-binary), 
select “None of these.”   In the Race and Ethnicity section, individuals may select multiple options to 
reflect mixed backgrounds. 

 
In the Household section, use the orange plus sign to designate the number of household members 
and create ready-made spaces for them to be added. 
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The Household Member Status drop down is defaulted to Active, when entering for the first time, they 
should be active members of the household. If they move out later, you can switch that to inactive 
which takes them out of the household.  

 Active means they are living in the household and are an active part of it.  
 Permanently inactive means they have moved out and will not return such as getting a home 

of their own. 
 Inactive, means they are temporarily moved out of the home such as in a custody schedule. 

 
Note, if you accidently clicked “Add Adult” and entered in a child or a senior, the system will auto 
correct it, based on the age/date of birth entered.  
 

 
You’ll want to click the Additional Info arrow to bring up the Gender and Ethnicity fields.  Like with 
the head of household, individuals can have multiple options for race/ethnicities. (see screenshot on 
next page) 
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If you need to add another household member, simply click the orange Add Adult button. It doesn’t 
matter if it is a child or senior, the system will correct the category they should fall into based on the 
date of birth or age entered.  
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SNAP and Other Government Programs 
If a neighbor is hesistant to answer these questions, please explain that collecting this information 
helps ensure their household is connected to all available resources to support their food needs.  

 
 
Employment Status and Disability Status 
Both are yes or no questions.  
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Household Monthly Income 
This is the monthly gross income for all members of the household.   Enter in the selected household 
income range from the intake form.   
 
Please note, Oklahoma is a self-declare state, so proof of income is not required; however, an income 
range should still be provided.   
 
Defined: Gross income represents income from all sources before deducting expenses or taxes.  
Income sources include money from jobs, net income from business, farm or rent, pensions, 
dividends, interest, social security payments, and any other money income received by all members 
of the household.  

 
 
 
Military Status 
This is for anyone who is now, or has in the past, served in the US Armed Forces and National 
Reserves or National Guard. 
 
Note: the first response (Yes, on active duty in the past, but not now) will capture Veteran status. 
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Dietary Restrictions 
Use this field to record any dietary restrictions for each household. This information helps guide 
sourcing so we can better match available items to community needs. For example, if many 
neighbors indicate “Low Sugar,” prioritize selecting low-sugar or diabetic-friendly options. If no dietary 
restrictions are provided, select “None.” 

 
 
 



Page 10 of 13 
 

Proxy 
This is the person who has permission to pick up food for the household, typically they live outside of the 
household. The only required fields for a Proxy are the name and phone number, everything else can be 
safely ignored. 
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Food Insecurity 
These two questions help assess impact over time by identifying how much food needs are creating 
stress for the household and whether households have enough food to last the month. 

 
 
Additional Notes 
Use this field to record any relevant notes (e.g., requests to update date of birth). Notes are 
automatically marked as private to your organization. If the information should be visible to others, 
uncheck the “Mark this note as private” box. 

 
Click Save and Continue.  This will take you to the next page where services are added. 
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Primary Services Provided 
Record that assistance was provided during the visit by checking the Food Pantry box. Tracking 
pounds, pieces, dollars, or meals are optional and only needed if you choose to monitor these details 
locally. For food bank reporting purposes, simply confirm that food was provided. 
 

 
 
Data Sharing Acknowledgement 
Please note, the neighbor is not required to share their data with third parties to receive food 
assistance from pantry partners food. There are currently no plans to share data outside of the 
Regional Food Bank. 
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Print or Add Card 
The Alt ID is the client number automatically assigned by the system. While you can print ID cards, 
they are generated individually on standard 8.5" x 11" paper. The most effective way to look up a 
neighbor is by searching using their Alt ID. Neighbors can access their Alt ID through Feeding 
America communications (if they have consented to contact) or by having it written down for them. 

 
 
If you click add Alt ID, it allows you to move an existing ID into a household.  

 
 
When you have finished everything, click the orange Finish button and the neighbor will have been 
added and a visit recorded.  


