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Coordinator-Level Functions

Introduction

The Coordinator -level function s are basically background functions: providing

PEPbase with the data it needs to generate the Shopping Lists andther forms

needed by the Guests at the time of service, and obtaining from PEPbase the

DOi OUOEUDPOOwWOI 1 ETl Ew0OwWUI xOUUwOOwWUT 1T w/ EOUUaA
We presume that generally the Coordinator (or the person designated as

Coodinator for the purpose of handling these functions) will be working away

fromthe hurly -EU U Oa wOi wUT Vicaulkolrs, &nd that shedHe Willhave

morein-E1 x UT wEEEOT UOUOE wbOwE OE wlhdities amdd EOED OT w
T UPEI OPOI UwEUwPI OOwWEUwWT Ul EUI UwUOBET UUUEOBEDC
Because errors made in carrying out Coordinator functions have much more
DOXEEUwWOOwW/ $/ EEUI zUwOx1 UEUDPOOOwWUIT 1 Ul wi UOEU
which is available only to " Coordinator" accounts. It is strongly recommended

that you have one or more "Host" logins which are used for normal pantry

operations, in addition to a separate "Coordinator" login, which has a password

known only to the pantry Coordinator. !

Please note that theroutine for the log-in is the same for a Host as for the
Coordinator:

Hostname: | christine|

Password: [+essse

( Uz UwUT dinudéntity do us€ Gdme that determines whether the log -in will
take you to the Host menu or the Coordinator menu. If your user name has been
EIl I POl EWEUWEwW' OUU0OwadUuzOOwUT T wlOT T w GU0wOI €

1 Right now, user names and passwords are set up as part of the installation process. By midsummer,
this capability will be included in the Coordinator functions . When that functionalit y is completed,
this section of the manual will be changed to include the necessary information .
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been defined as aCoordinator, as the user name Christine has been for our

El

(@]

PEP bhase

Log Out (cjt)
REPORTS
Shopping History Report
Other Reports
HOUSEHOLDS
Create New Household Records
Update Existing Household Records
SETUP INFO
Update Product Information
Update Shelter Information
Update L anguage Information
Update Host/Coordinator Information
Database Settings/Helpfiles
MISCELLANEQUS
Database Maintenance/Error-Checking
Return to Host Menu

~ A ae N

/| EQUUaOwWUl T OwadUzOOwUi T wUT 1T w" OOUEPOEUOUWOI
wa OUz Y1 heGdptdinhtér i Erions Ycreen appears:

As of the time of this printing (May 2009), many functions within this area are

still under development. As these are completed, this section of the manual will

of course be updated to include them. We will be discussing these functions in

their order as shown onthis menu, with notations as to functions that are still

under developm ent. This is not necessarily the most logical order in terms of the

i Ul U]l OEa wOil wUOUT woOl wOT T wi UOEUPOOUOWEUOWUT I
operational order in the same fashion as the Host functions, so menu order seems

as appropriate as anythin

Reports

g else.

At the moment, the Shopping History Report is the only report available. Reports
for household demographics along a variety of dimensions should be set up by

the end of Summer 2009.

Shopping History Report
The Shopping History Report provides summary information on pantry activities
for a user-definable time period. The information included in the report can be
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presented at two levels of detail: daily (that is, each agency service period within

that time period is summarized separately) or monthly (that is, the figures are

UOUEOI Ewi OUwI EET wOOOUT zUwYBPUDPUUwWwbHUT DPOWUOT 1|
who are only open once a month, these two levels will of course be identical, but

for agencies who are open weekly or several times weekly, the amount of data in

the final report can vary significantly.

The summary information i ncludes:
1 The number of households visiting within the specified time period ;

1 The number of households eligible for each product within the Products
Database(this includes inactive products; see the discussion in
Interpretation of the Shopping History Reppbelow);

1 The total number of each product that were requested;
1 The total number of each product that were provided.

As of the time of this writing (May 2009), the report is generated as a table that is
best handled by copying -and-pasting into a spreadsheet program such as
Microsoft Excel.

Generating the Shopping History Report
Clicking on the Shopping History Report link brings up a screen letting you
specify the time period of interest, and the level of detail desired:

Reports: Shopping History

| Shopping Detail Level | Print for each Day [ =]

| Begin Date (YYYY-MM-DD) - | End Date (YYYY-MM-DD)

" Print Report Clear Form

61 ZOOWEUOwWI OUwWEwWUI x OUUwi OUw, EVET wl YYNwpUIT B

/| EO0UAOwWUDOETl wlUOT EUzUwUT T WEEUEEEUI wlOT EQwi EU

in the demo version is still pretty sparse). Since the Personal Essentials Pantry is

open two days a week, there would be alot O wE E UE wediUn twUfl d u?e ac h

leveld ww6 1 7 OOWOEOT wh U wE whiat bidOby Ménthe wwE OOEDUIT wE

Reports: Shopping History
Shopping Detail Level -| Print tatals by Manth |~

Begin Date (YYYY-MM-DD) : |2009-03-01 | End Date (YYYY-MM-DD) : 2009-03-31
‘ Print Report | ‘ Clear Form ‘
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Clicking on Print Report brings up the standard Print Dialog Box EOE wUT T wUIl x OU
table. The number of columns will depend upon the number of events included
within the specified time period (in this case, since we asked for just March 2009,
and for Print totals by Month, we have only one event); there will always be four
columns for each event, plus four columns for the summation for the specified
time period. The number of rows in the column will depend on the number of
x UOEUEUUwWPDHUT POwa OU U wWE TFbr@dsaiyg dundisdugsiénU E O w# E U E
here,( z Y1 wOUUOEEUI EwUl PUWUEEOT wEOwWNUUOwWUT T wi 1

Prod- [ 200903 | Total Counts
ID Product-Name #HH|Req| Prov| %|#HH||Req|Prov| %
Total Guest Visits 287 287

1 toilet paper 230 ||223 ||186 ||83)230 ||223|186 |83
2 kleenex 241 (1232 ||47  ||20(241 |[232 |47 |20
3 laundry soap 229 ||222 |[172 |[77|229 |[222|172 |77
4 dish soap 224 ||217 ||186 ||86(224 |[217|186 |86
5 all-purpose cleaner 153 ||[145||132 ||91]153 |[145]132 (|91
6 glass cleaner 123 ||115103 ||90]123 |[115]103 (90
7 scouring cleanser 197 ||188 (|21 |[11]197 |[188]21 (|11
8 paper towels 259|250 |18 |7 ||259 [|250|18 |7
9 garbage bags 215 ||208 |77 ||37|215 |[208 |77 |37
10 plastic wrap 0 0 0 0|0 0 0 0
61 Incontinence pads 0 0 0 0|0 0 0 0
11 |[aluminum foil 0 Jo Jo JoJo Jo o o

The table can be printed as shown, of course, but you will probably want to do a
copy-and-pasteOl wUT | WUOEEOI wbOUOWEwWUxUI EEUTIT T OwUOuU
say more about what you migh t want to do with the formatting in Reformatting

and additional calculation possibilitidselow.

Interpretation of the Shopping History Report

The column Product-Name is fairly self -explanatory; this is simply the name of
the product as you defined it in the Product Definitions process (see that
discussion, beginning on page 12). Prod-ID is similarly straightforward; this is
UT 1T wpUOPGUI AwbEI OUPI Pl UwOUOET UwUT E
@IbT T OOwPUzUwl UUI OUPEOCAwWUOwW/ $/ EEUI
can pretty ignore.2 (In fact, | usually just delete it from the spreadsheet file, if
even included it in the area for cutting -and-pasting.)

Uw/ $
ZU0wo
|

261 zOOwWEIT E Owb buUptate prodddi inférhafiddOdpade DAof this section, but it is a singularly
EEEWPEI EwUOwI YI UwOUawUOwWET 01 Ul wEWxUOEUEUWOUwWUOWOEOI wh
ever going to carry it again, remove it from your listings by marking it inactive. The little  bit of data
space you might save will be more than destroyed by the fact that your statistics will be shot to pieces.
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The #HH column is the number of hous eholds that were eligible for at least one

of every given product for each event within the specified time period (in our

I REOx O OwU T 200903, or Mérdh-2a09),ionuin the Total Counts column,

the total number of households eligible for each prod uct across all events within

UT 1 wUDPOT wxl UPOES wwop( OwUT PUWEEUT OuwdhlwuEOUUUI
CountsEUT wUOT T wUEOT WwWEUwWUT T w?1 YT OU pradacddi OU UG A wuwi(
this column have a number higher than the number shown in the Total Guest

Visits row at the top, since that row ¢ surprise! ¢ shows the total number of

households who registered for each event, and the total number of households

registered across all ofthe specified time period.

The Req column shows the total numb er of each product that were requested by
the households visiting for each event and across the specified time period; and
since (at least for our Pantry) many of the products are individual products
where more than one can and probably will be requested, the numbers in this
column may often be greater than the number of total guest visits.

The Prov column shows the total number of each product that were provided to

the guests for each product. In an ideal situation, of course, the numbers in the

Prov column would be exactly the same as the numbers in the Reqg column.

SadlyOwb Uz UWEOOWUOOWEOOOOOwWI OUwlUUwUOwUUOwoU U
Ul EQwPI zZUl WUOEEOI wUOwxUOY DE |IPuwlriutlbdeérsix UOEUE Uu
frequently fall short of our Req numbers.3

1E0T T UwUT EOwNUUUWOOOOWEUwWUT 1T wUEPWOUOET UUwU
QUET woOi wiOT T Ul wuwxUOEUEUUWEUwx1T OxOl wOI 1 EI EO? u
the magnitude of our lack ¢ how close were we coming? Were we pretty close?

or really, really far away? The final column, %, gives us a better look at that, by

giving us the ratio of requested products to provided products. If the % figure is,

Ol OwWk wOUWET U01T UOwP1 zUI weodbpOl wxUl U0awki OOC
look at our product procurement strategies.

There is a lot of valuable information in this table, especially if your area of

service is, like ours, one for which statistics are not readily available. Until we

3 This s, in fact, one of the major reasons we developed PEPbase; we needed a way to keep track of who
I E E gdted something, sotha0 wUT 1 aZ EwUUDOOWET wi OPT PEOT wi OUwWPUWEOwWUOT 1
of invention.
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started being able to look at this report, we really had no idea of the actual need

for personal and household hygiene products ¢ UT T Ul wpbil Ul Oz OwEOa wUUE
EYEDPOEEOI wwe6dDUTl wOl PUwUI xOUUOwPT wOOUwdOOau
supplying our guests, we can begin to report out to the field how big the need

is+ how many people need how much, how often, of these products. 4

Reformatting and additional calculation possibilities

BecausePEPbase is set up as an Internetompatible program, it relies very

heavily on the standard display and printing capabilities of t he web browser

AUz Ul wOUPOT ww2T OUUwWOT wUubOT wbOEUI EPEOA wWEC
the programmer ¢ which would probably still fail with some browsers ¢ it really

PUOZ Uwx OUUPEOT wOOwWI 1 UWEOwWI 01 T EOUwxUI Ul OUEU
We therefore recommend that you do a copy-and-paste® to move the data in the

on-screen report into whatever spreadsheet you use within your agency, and use

the capabilities of that program to do whatever formatting you feel is best. This

also lets you add in other analyses of the data from this table. For example, we

usually add a column between the Product-Name and the first event columns,

and insert a conditional formula that will insert a string  (in our example, the

string is !!! to alert us if the overall fulfilment percentage for a product is less

than 35%.

Below is the top left-hand quadrant of the March 2009 Fulfillment Report

generated from the Print Shopping History Report with Print for each Day

detail. Since theTotal Counts columns are about four pages away from the first

1 YI OUzUwEI UEPOUOwWUT PUwl RUUEWEOOUOOwWPDUT wll
OOUI wi EUPOCawkPT T Ul whl wil O0wUTl OUOwWUT ECwOOOUI
formatting a little, so that the columns fit better, an E wb 1 z Y1 wU I ROl EwUT T
column and the rows for any inactive products.)

4+ 31 PUWUUPOOWPUOZ DWEWEOOXxOI U1 OawUl Owdi wUUEUPUUPEUOWUOT T U
what time period given our rules for eligibility acss household composition and imew  wi OUUI T OOEwWEEC
Ul U1 UOWEwx UGEUVEOWPI wbUzUwOOUwWOOWUT 1 PUw2i OxxbOT w+PUUO
under -reporting the need, or at leastthe seltex 1 UET DY1 EwOl 1 EQwi OU wddtart.Ul wx UOEUE U

5 (WEEOz OwUl OOwaOdUwphl aOwEUDwW( wi POEwWUT E0w( wUOOI UPOI Uwl EY
Of U1 OwUIT T OwOOwI CEwUx wpPUT wNUUUOwWUT T wUOxwUOPwWxEUUI EwbOO
able to identify a consistency about thismiUET T EYDPOUOwW( wEOOz Uwi EYI wEwWl OOEwWUOO
although one thing that does seem to work fairly well is going to the bottom right -hand corner and
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PEP Fulfillment Study
March 2009
[ 1 3/1/2009 3/5/2009 3/8/2009
Req [Prov | % |#HH [Req |Prov | % |#HH |Req |Prov| %
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oo [ [ feo e un |~ oo [~ fon [ [0 [© [S 6 o]~ e |0 [0 [~ v
]
=
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nail clipper [ 11| 21
emery board 4] 13 1
toothbrush [child's) s 11 o[ o 7 g
toothbrush (adult) 8 13 13| 100 14 42 20| 48

H
o
=

Uwa OUwWEEOwWUI | Owki zUI wUUPOOwW! EYDOT wOUOUEOI
cleanser, paper towels, incontinence pads, hair picks, lip balm, dental floss, and
nail clippers.
31T T wEOGEOQaUI UwabUwhPEOUWUOOWUUOwWPDOOWOI wedUUU
and your reporting responsibilities; but at least with this report, you can easily

summarize and tabulate the raw data into something that can be analyzed and
examined.

Other Reports
[This area is still under development. Plans for options within
Other Reports include reports on frequency of household visits by
household, summation of household totals by ZIP code, analysis of
household demographics by gender and age. |

Households

Create New Household Records

This option is not apt to be used very commonly; new household records will
generally be created at the point of registration by the Host. However, if the
computer goes down, or your network cable fails, or some oth er catastrophe
happens, you may find yourself resorting to your old paper -and-pencil based
forms at registration, and turning them into records after the fact.

The process of creating new Household records from the Coordinator functions
is very, very similar to that used from the Host menu, except that PEPbase will not
search for duplicates the same fashion. Therefore, use this option only, repeat

Coordinator -Level Functions | Page 8
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only if you are absolutely sure that the Household does not yet exist within the
database.

The main reason for creating new Households from the Coordinator Options is
that you can add the name/gender/date of birth information at the same time,
rather than having to go back in and find the record again, as you would if the
Host had entered the new Household. Check the Registering for returning guests
discussion in PEPbase in Routine Usefor information on entering address and
phone data and dealing with the allergy, incontinence, and language flags; see
Update Existing Household Recordelow, for entering individual household
member data.

This function will probably be modified somewhat in the coming months, to
provide added protection against the creation of duplicate Households.

Update Existing Household Records

This is probably the most frequent duty of the Coordinator. Depending on your

ET 1T OEazUwUI UYPET wEEUET Ol OUwEUI EWEOEwWx OxUOE
anywhere from 1% to 50% of your guests at each visit And, as mentioned in the

discussions in the discussion of Regisering a New Guesh the PEPbase in

Routine UseUl EUDOOwWOi wUIl PUWOEOUEOOwWPUZ UwOOUwWiI T O
the information on the specific individuals within a new household at the time of

registration. This is therefore done as part of the Coordinator Functions.

+1 Uz UwUl OwUx wEwOIl b wl Ulatstmeiwddouti@bhslcuEEUEEE U 6
information in at the time of registration, from the Host functions ,andUT EUwb1 z Ul 1
now coming back to it from within this Update Existing Household.

8 O U gotixe that the directions on the form tell us that the ideal is to work from

the Pantry ID# ¢ and this is indeed the case. While wecansearch for an existing

household using name or address, the result of that search is to leave us looking

at Household record with no access to the individual member information.

200wkl ZOOWOOOOWI OUWE,uPOOWE @PI Oiuticipintdwi 1| B @0
Cover Sheet, which gives us herPantry ID#; U1 1PaniryuD#38:
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Admin Households

-- Enter search information for an existing household record --

Enter enough information to identify the existing record. If you have the pantry ID number (from a registration form, perhaps) that is the ideal

identifier.
Name||First: Last: PantryID#: 38
MAIN Num: Street: Apt#:
INFO RETTES City: County: |Dane ST |wi Zip:
Contactinfo|Phone1: - Phone2: - Email:

I Submit Check I I Clear Form ]
Click the Submit button to search for records matching this information and to display them for you to select from.

Abandon all of this information, and return to the PEP Main Index

We type that in to the Pantry-ID# window, and then click on Submit Check.
PEPbase retrieves her record, and displays it for us, with the information that
was available to the Host at the time of registration:

-- Update information for an existing household record --
Make any changes, corrections, or additions to the household record.
Name][First: |Jill Last: Kleinfeld PantryID#: 38
MAIN Address Num: 5555 Street: |Oak Street Apté:
INFO City: Stoughton County: Dane ST: wi Zip: 53589
ContactinfollPhone1: 608-529-8654 Phone2 Email
”ﬁEﬁEEkD |[ID][First Name Last Name [[Active? || Birth Date || Gender |Allergies?|[Incont? |
NFO | [o6]ui |[Kieinteid [ Tvo T=] Jfovoo-0o00 [ Femate[=]|[ [wo [=] |[Tno [=]]
| Add Members |
Reg Date : 2009-05-04
ADDL
INFO ID Verified? |No [+] Diffic Reading? No [~]
Addr Verified? No [~] Language? English [~| Notes:
2 Use Household Values Set Manual Override Values ©
—..Males.... -.Females_.. —..Males.... -.Females...
SHOPPING Total Incont Total Incont Total Incont Total Incont
INFO 0 0 1 0 Adults (18+) 1 [ 1 0
Last Visit 0 0 0 0 Teens (12-17) 0 0 0 0
0000-00-00 0 0 0 0 Youth (4-11) 1 0 0 0
0 0 0 0 Infants (0-3) 0 0 1 0
Allergies In Household: No Allergies In Household? No [+]

80Uz OOwWOOUPET wUOT EQwUT T w OU0wi EVwBEOEwUUwUI
adult, one male youth, and one female infant; we can see those counts in theSet
Manual Override Values, which are highlighted.

However, the only member of the Household listed is Ms. Kleinfeld herself,
because the Host has no way to add information for the individual members.
We have to do that from here, as Coordinator.

The first thing we have to do is to get space to record more members of the
household. When the Add Members button is clicked, PEPbasewill generate the
necessary data entry scren, providing space for six members (Ms. Kleinfeld
herself, plus five additional household members) :

Coordinator -Level Functions | Page 10



-- Update information for an existing household record --
Make any changes, corrections, or additions to the household record.
Namel|First: Jill Last: |Kleinfeld Pantry-ID# 38
MAIN Num: 5555 Street: Oak Street Apt#
INFO e City: Stoughton County: Dane ST: wi Zip: 53589
Contactinfo Phone1: 608-629-8654 Phone2: Email:
|[1D][First Name [Last Name [Active?|[ Birth Date | Gender |[Allergies?]Incont?]
lfoe]Jin Kleinfeld No [+] |[oo00-0000  [Femate ]| Tno [] |[Tho [+]
HOUSHOLD
MEMBER No E| Fema\e@ No E No E
INFO No [=] Female [-][ Mo [] |[[no [-]
Imll No E| Fema\e@ No E No E
No El Fema\aﬂ Mo E No E
No [=] Fema\e@ Mo [+] No [+
Reg Date - 2009-05-04 — —
ADDL
INFO ID Verified? No [+] Diffic Reading? [No [+]
Addr Verified? No [~] Language?  English [~] Notes:
7 Use Household Values Set Manual Override Values ©
...Males.... ..Females... ...Males.... ..Females...
SHOPPING Total Incont Total Incont Total Incont Total Incont
INFO 0 0 1 0 Adults (18+) 1 0 1 0
Last Visit 0 0 0 0 Teens (12-17) 0 0 0 0
0000-00-00 0 0 0 0 Youth (4-11) 1 0 0 0
0 0 0 0 Infants (0-3) 0 0 1 0

Working from the information on the Cover Sheet, we can now enter the

PDOI OUOEUDPOOWI OUwl EET woOil wuUT 1T wi OUUwOI OET UUwC

-- Update information for an existing household record --
Make any changes, corrections, or additions fo the household record.
NamefFirst: Jil Last: |Kleinfeld Pantry-ID#: 38
MAIN Num: 5555 Street: Oak Street Apt#
INFO e City: Stoughton County: |Dane ST \wi Zip: 53589
Contactinfo(Phone1: 608-829-8654 Phone2: Email:
[ID|[First Name [Last Name [Active? || Birth Date || Gender |[Allergies?|[Incont?]
96[Jill Kleinfeld Yes [+] || 1985-04-11 Female [« Mo [=] |l [Mo [+]
HﬁgagglﬁD Dan Kleinfeld Yes [+] |[1983-03-22 Male [l [Yes[=] [l [No [=]
INFO Mike Kleinfeld Yes [=] |(2002-10-05 Male [« [No [=] |l [No [<]
—
[“Add Members | Mo [~] Fomale No [=] | [me [=]
No E FEmaIeE No E Mo E
Mo [~ Femaleg No [~] No [~
Reg Date : 2009-05-04
ADDL
INFO ID Verified? No [+] Diffic Reading? [No [~]
Addr Verified? No |»| Language? | English [~ Notes:
0 Use Household Values Set Manual Override Values ©
...Males.... ..Females... ...Males.... ..Females...
SHOPPING Total Incont Total Incont Total Incont Total Incont
INFO 0 0 1 0 Adults (18+) 1 0 1 0
Last Visit 0 0 0 0 Teens (12-17) 0 0 0 0
0000-00-00 0 0 0 0 Youth (4-11) 1 0 0 0
0 0 0 0 Infants (0-3) 0 h 1 0

In thi s screen shot of the process, the Coordinator has already recorded the

information for Jilland Dan ¢ UT 1 & z UActiuds Kirth dates are in the correct
format of YYYY -MM -DD, gender has been indicated, and theAllergies? Flag for
Dan has been set toYes. Mike has been logged as anActive member, his date of
birth has been entered, and the Coordinator is in the process of setting his

Gender to Male.
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(T w, UBw* Ol POI 1 OEzUwi EOPOaAawWDOEOUEIT EAddOUT wOl
Members as many times as we needed to accommodate her family We would

get room for five additional household members with each click on the Add

Members button. Any fields that were not needed would simply be left blank (as

Pl zUI wi OPOT wU O wE Oinck thavel ara Brdy dobrunénibérs idteO w U
Household); PEPbase would stop its record creation with only four members. ¢

The last thing that the Coordinator does on this update process is to click the

radio button for Use Household Values to tell PEPbase to tse those values

when Ms. Kleinfeld visits the Pantry again. This will also highlight that section,

so that the Host is aware of which values PEPbase is using.

Clicking the Save Household button will save all of this information, and return
us to the seach screent Enter search information for an existing household
record ¢ so that we can go on and enter the next Household.

Care needs to be taken in entering this information because this information that

EI 1 DOl UwUOWOUET woOi w, UwitntsG iwBatprotiubtErer wub OUT UE E
household will be eligible for, and how ofteilJ 1 1 z OOWET wi 0BT PEOI wi OU
also determine whether her Shopping List or other forms are printed in a

OEOT UET T wUT 1 wEEOQWUOEI UUUEOEOQWEOE arfed sheJT 1 UwU
might need from Pantry staff when she visits.

Setup Info

The options in this section of the Coordinator Functions define the way that
PEPbase behaves, in terms of its product eligibility rules, its identification of
potential duplicate Household s, its language capability, its recognized users and
their level of use, and the help information presented to its users. To the highest
degree we could, we made all of these customizable by your agency, for your
agency.

6 You may also notice that not only does the Household have an ID number, but so does Jillt UT 11 96w
in this demo dataset. Like the Pantry ID#, these are automatically set by PEPbase; however, unlike the
Pantry ID#, the only way that these are used are internally by PEPbase. Neiher you nor the guest
Ol'T EUwUOwWhPOUUAWEEOUUWUT T OOwWET EOwPPUT wUOT T OOwOUwWI YI OQwUl
how PEPbase uses them, check th@echnical Specifications section of this manual.
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Update Product Information

In many ways, this is the heart and soul of PEPbase. The definitions established

for the products will determine who can receive what products, and how often

they can request them. It also gives PEPbase the matrix for reporting on product
consumption, by pro duct and by household. The more specifically you define

your products, the more control you have over who gets what, when, and the

OOUI WEOOXxOI Ul wUOI 1T wUl xOUUUwaOUWEEOwWI 1 U8 w C
particularly valuable to have a product definit ion for every variety of canned

vegetables, or for all gazillion varieties of pasta that may come through your

pantry. Your goal is to define those product classes that you need to control and

report on ¢ for us, toilet paper, kleenex, laundry soap, dish UOE x 6 6 ww %O U wa O U C
may be frozen meats, fresh meats, dried pasta, fresh fruits, canned fruits, fresh
YITIUEEOI UOwi UOG&al OwYIl 11 UEEOI UOwOBPOOOwWI 1T U
( Uz waC)UU'I’ wUEODOT LuL’Jc")C)‘I wUDOI OwDC’)wOUT I waOL‘JE

UPOI wUT T whEAwWPUwWPUOWEOEwWPT Oz Uwi 0BT DPEOI wi OU

Clicking on the Update Product Information will bring up the following screen:

Pantry Product Definition / Editing

Select the product to edit, or choose New Product to create a new “Add New Product” [=]
entry.

[ Print All Products ] Use Selected ]

ProdiD: new
Active: | Yes 0

Personal: | 1o
For Gender: Soth
For Age: | All
Hypo-allergenic? | /4
For Incortinence? | 1o

Shelf:| English
Spanish
Bin: Hmong
French

#Days For A Household Size Of

12 || 34 | 56 || 7-8 [ 9-10 (1112 13+
0 0 0 0 0 0 0

Name

0

N Enter Size/Type 1 SizeType 2 SizeType 3
(all languages) SizelType 4 Size/Type 5 SizelType 6

when . -
applicable SizeType 7 SizelType 8 SizelType 9

Notes:

The version of PEPbase that you received has a completely and totally blank
Product database; you are responsible for deciding what products to list, how
you will name them, what their definitions are, and how they will be ordered on
the Shopping List and on summary reports such as the Shopping History Report.
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Eventually, you will be able to customize the Properties categories, but for right
now, you are limited to the Properties we have set up: Personal, For Gender,
For Age, Hypo-allergenic?, and For Incontinence?

%OUwOawl EUI wuwbOWEDPUEUUUDOT wUT PUOwW( z Owl O
EEVUUaAdww6E]l zOOWUT T OwbPEOOWUT UOUT T wUOT 1 w
about the implications of that definition for your guests.

Adding a product to tle database

61 zUIl WEODOT wU O uokeEdwI Cldameuie durdPEbduEt Database.
2PDOETl wbUwbUOzUwal OwbOwlT I UT Owmk wishboY T wU O wWE I
Add New Product. This option is shown in the pull -down list in the upper right -

hand corner of the screen: When we click onUse Selected, PEPbase brings up a

new Product definition screen:

abandon it before you can select a different record to work on.

|You are currently editing a product record. You need to save or “Add New Product*

[ Print All Products ] Use Selected

ProdID: new
Active: Yes[~] [|o

Shelf:| English
Spanish
Bin: Hmong
French

Personal: No [-]
For Gender: | Both [~
ForAge: Al |[~|
Hypo-allergenic? /A [~ |
ForIncontinence? No [+|

#Days For A Household Size Of...

12 || 34 56 7-8 || 910 | 11-12) 13+
0 0 0 0 0 0 0

0

Name

Enter

I SizefType 1 Size/Type 2 SizelType 3
€ awnES,?gES) Size/Type 4 Size/Type 5 Size/Type 6
SizelType 7 Size/Type 8 Size/Type 9

applicable

Notes:

Abandon Edits | [ Undo Changes | [ Save Record

%OUwWUT I wWUEOIT wOi wlUi PUWEDPUEUUUDOOOwWPI zZ OOwWET 1
across the options available to us in this definition.

To begin with , PEPbasegives us a reminder and a warning: You are currently

editing a product record. You need to save or abandon it before you can select a
differentrecord. 2 DPOET wUT 1 Ul ZUwWEwWi EPUWET T UI T wOi wgdo:
program (well, the programmer and |) make you consciously decide to abandon

your work before you can go off to do something else, or, of course, to save it.

61 zOOwWE T ERdintAlBPHHuatdE U WD OO WE OP OwWET OOPOwWET Ul Uw
of the other sections of this form.
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Product

ProdID is assigned by PEPbase automatically, in the same fashion as all of the

other DOUOET UUwUUT EwPOwWUT T wxUOT UEOCS ww2DOET whki
its ID is simply new. The ID will be assigned as soon as we clickSave Record.

Itis + or will be ¢+ an Active product, so that flag is correctly set to Yes. However,

since there may be times when a product becomes unavailable for a while ¢ the

venison from the fall hunt is finished, or your pantry only gives out window

insulation kits from October through December ¢ this flag can be set toNo. In

this way, you can keep the product and its definition in the database, but have it

invisible and unavailable.

Do not over-write an existing but inactive product to define a new product. Since

PEPbase uses thé’rodID as the key identifier, any and all information that was

generated aboutthe distribution of the original product will be grouped into the

information on the newproduct. There will absolutely no way of separating out

UT T wbOi OUOCEUDPOOWUT EVWExxOPI EwUOOwWUEaAOQwW?+DY
product in January of 2010 from the information that applied to its replacement,

2&UI T OQw! 1 EOQUO?» wUTl EVwaObUwE] EPEI EwUOWEUT EUI u
DOi OUOEUDPOOG ww( il wadOUwWEUI Oz 0wl OPOT uwsetOwWEEUU &
the Active flagto NOOWUD OET wbUwbPbOOwWOI YI UWExxT EUWOOWE
cluttering up your data; and the new product,? & UT 1 O w!wiUE EW wa @I wEUI E
an entirely new product with its own ProdID will have accurate and reliable

distribution data.

Location

The Location definition is used to tell PEPbase what order to use for the products
on the Shopping List. Our presumption is that, whether your guests will their
own orders with your assistance or you fill the guest orders and take the
completed orders out to the guests, it would make sense to take the poducts in
their order on your pantry shelves. The Shopping List will print out in order by
Shelf and then Bin, so that products on the same shelf will be printed next to
each other.

In our case, ourtoilet bowl cleaner is going to be located in the area of household
EOI EOPOT wUUxxOPT UOwWUT EUZOOwx U0 whbUwOOwI BUOT 1
EOQOUI EEawxUl UUa wi UOOO wpdidtbawl cledher to>Shetd£ UE UU O wb

Coordinator -Level Functions | Page 15



/'$/ EEUl waUl Uz 0w, EOVUEO

and move the paper towels over to the right by one place. That will put toilet
bowl cleaner on Shelf 4, Bin 1.

You are currently editing a product record. You need fo save or *Add New Product*
abandon it before you can select a different record to work on.

[ Print All Products ] Use Selected

#Days For A Household Size Of

12 || 34 56 |[ 7-8 || 9-10 |[11-12]| 13+
0 0 0 (1] 0 0 0

Personal: [No [+]
For Gender: | Both  [~]
ForAge: (Al [~]
Hypo-allergenic? | N/A [ |
For Incontinence? No ||

ProdID: new
Active: | Yes [] |14

Shelf:f English
Spanish
-l Hmong
French

Name

Enter Size/Type 1 Size/Type 2 Size/Type 3
ol \awng::ges) Size[Type 4 SizelType 5 SizelType 6
SizelType 7 SizelType 8 Size/Type 9

applicable

Notes:

[ Abandon Edits ] [ Undo Changes ] [ Save Record

With scouring cleanser on Shelf 3, Bin 4, and paper towels on Shelf 4, Bin 2, that
means that the shopping list will print out in the order of:

0 Scouring cleanser
o Toilet bowl cleaner
o Paper towels’

3T PUWEEPOPUAWUOOWET I DOl WEWxUOEUEUZzZ UWOOEEUDC
ETEOT T whT 1 Ul wabUwxUUwxUOEUEUUOwWPUzUwEwWUI OE
OUET UWwEUwPUwPPOOWExxT EUWOOwWUT T wli UT U0UzU0w2T &

Shelf/Bin definition i n the Product database.

Name(s)

You will have to provide at least one name for the product, in English. As of this

writing (May 2009), the database is set up to handle a total of four languages:

English (the default language), Spanish, Hmong, and French. As the Language
Information] UOEUDOOWPUWEOOXxOI Ul EOQOwadUz OOwWET weEOI
languages you may need. In the meantime, you canprovide only the English

but any household you designate as needing one of the other three languages

will get a fairly strange shopping list. 8 We recommend that you do try to

provide at least the Spanish and Hmong for your products (we have the French

7 Sorry not to have given these rounded rectangleU Ow( z Owpb OUODOT wi UOOwW6 OUEOwWOOUwWh O
have to do those bullets as graphic characters, which can really screw up the layout.

¢ UOwUT T wxUl Ul OUwWUPOI Owbi w/ $/ EEUI wDUwWUOOEWUOWUUT wEwi OUI
database for themO wD Uwb D OOwWUUl wUT 1T wEI Il EUOUWOEOT UETT Ows$ O1 OPUT 6 w
EOYI UWEEUI UwpkbT 1T Ul waOUwNUUUWEE Oz U tds B 6UE exdmple af dietU OE UD O O wi
bowl cleaner in Hmong, below.
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because of a cluster of about 5 households from Ruanda, whichused to bea
%UIT OET wE OO O 0 awadeuolis Withirdydut)siat @ Guedisuwho can help,
look at some of the free ontline translation programs. °

For our new product, these entries would be:

English: toilet bowl cleaner
Spanish: limpiador de tazén de lavabo
Hmong: toilet bowl cleaner®

French: le nettoyeur de bol de toilette

'You are currently editing a product record. You need to save or *Add New Product”
abandon it before you can select a different record fo work on.

[ Print All Products | Use Selected

ProdID: new
Active: | Yes [+] |[ 4

Personal: No [+]
For Gender: |Bath  [~|
ForAge: Al ||
Hypo-allergenic? N/A |~/
ForIncontinence? No ||

#Days For A Household Size Of...

12 34 | 56 | 78 || 910 |[11-12] 13+
0 0 0 0 0 0 0

Shelffl English toilet bowl cleaner

Spanish | limpiador de tazén de lava
Hmong |toilet bowl cleaner
French | nettoyeur de bol de toilett]

Bin:

Name

o Enter Size/Type 1 Size/Type 2 SizefType 3
& awrwg::ges) SizeType 4 SizelType 5 SizeType 6
applicable SizeMype 7 SizelType 8 SizeType 9
Notes:
Abandon Edits ] [ Undo Changes ] [ Save Record

Properties

As mentioned above, for right now the four categorie®f Properties are fixed. If

aOUzYl wi OUWEWEUEEOI UNEEOwxUOT UEOOI UWEUOUOE
changing them (although this process goes beyond just changing the labels here;
AO0OUZEWPEOUWUOWUEOTI WEWOOOOWEUWUT T wOOT PEwWOI u
searching; see theTechnical Specifications section). However, even for food

pantries, you may find that these are useful categories for the products you carry.

Personal is ayes/no flag that determines whether this product is allotted one
standard quantity ! per household, or one standard quantity per individual. If

961 zY1l wiEl 1 Gupl/ dBviEréetradsation.com/ , which seems to do a pretty good job for Spanish
and Frenchd ww( Uz UWEwWOPUUO!T wUIl EPOUUOWET EEUUIT whubratheEhEv®z OwE OQwa
to do words and phrases, and they miss some colloquialisms, but for the type of stuff we need, it seems
to do fairly well. For Hmong, on the other hand, we end up doing a lot of searching ¢ remember that
Hmong only became a written language about 40 years ago, So resources are mule sparser.
10 Like we just said: Resources for Hmong are much sparser; a search for this term turned up nothing.
U22UEQOEEUVUEWQ@UEOUDUa» WEOI UOzUwi I OwET i POl EwEOGaprPi I Ul wbOwl
@ U E O U Bcanber sat D kawprint as a comment after the product name on the Shopping List (toilet
paper 2 rolls)A OWEUUw/ $/ EEUI wOOOawbOUUDI Wnednk & stdndaiel guandity,] Uwb Uz Uw
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~ ~ oA ~ N A

aoUlzUl wel EOPOT whbbUIl wxl UUOOEOQuWI ayep¥ DUl WU
face it; toothbrushes just shoulddz O wE]l wUT EUI E& ww

aOUz Ul wEwi OOEwWxEOUUaAOwWOOUUwWOI weotbitifwx UOEUE
I

For our example new product, toilet bowl cleaner, this flag will of course be set to
nnOwUOPOI UwE OGP Owa DO a8 (dodantghtadi @ith beustid) ahdl

therefore will not be contaminated by that contact.

For gender is a three item list: Male, Female, BothOwE Uwil B x1 EUT EOQwbi z YI
flag to Both. Products UT EUWEUT wUx1 EPI PEEOOa wi OUwUUI wE3
PDi wadbUzUIl wbOEUI EPEOQawl Pi Ul EwbPUUwUOEEDWEO&
pull -ups) or specifically | OUwi 1 OEOI UwpUEOPUEUAwWOEXxOPOUOW
El OEOUEOUOWOUOWET EPOwPi wadUzUl wbOEUI-EPEOa U
ups) are flagged appropriately. If a product is marked as Personal=No, this flag

will almost certainly set to Both, asit is here for our example.

'You are currently editing a product record. You need to save or *Add New Product*
abandon it before you can select a different record to work on

I [ Print All Products ] Use Selected

ProdID: new
Active: Yes [+] l[4

ShelfZ] English toilet bowl cleaner
Spanish limpiador de tazén de lava
Binf  Hmong toilet bowl cleaner
French le nettoyeur de bol de toile

Personal: | Yes |~ |
For Gender: Both | =|
For Age: | Al [~

#Days For A Household Size Of...
Hypo-allergeni T
For Incontinenc 3?1

1-2 3-4 56 7-8 |[ 9-10 |[11-12|[ 13+
0 0 0 0 0 0 0
41

1247 Name
Enter 4_plus

1

I SizelType 1 Size/Type 2 12_plus Size/Type 3
& aﬁg::ges) SizeType 4 Size/Mype 5 18_plus Size/Type 6
applicable SizelType 7 Size/Type 8 Size/Type 9
Notes:
Abandon Edits ] [ Undo Changes ] [ Save Record

For age allows you to specify a product as being restricted to individuals O -3
(infants), 0-11 (infants and youth), 4-11 (youth), 12-17 (teens), 4_plus (youth and
teens), 12_plus (teens and adults), or 18 plus (adults).As with the For Gender
flag, any products that are flagged as Personal=No will almost certainly be set to
For Age=All, as it is here for our example product.

in which case it uses the rounded rectangle for the checkmark space, orvariableunits of standard
guantity, in which case it uses the line as the checkmark space on the Shopping List.
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However, diapers and pull -ups, which are, of course Personal=Yes, are
restricted for distribution to children ages 0-3 at our Pantry!2 Infant formula
could actually be marked as Personal=No (if the family has an infant, they get
infant formula) or Personal=Yes (if the family has infants, they get one bottle or
box of formula per child), but would probabl y still be set at For Age=0-3.

Personal products (Personal=Yes) that are delimited by age will be distributed

on the basis ofproduct_quantity=count_of_eligible_individuals. General products
(Personal=No) will be distributed in the defined standard quan tity to any
household with a member of that specified age.

Hypo-allergenic? is another three-condition flag. It can be set to Yes, No, or N/A.

If the flag is set to Yes, it will be distributed only to households where at least

one member has an allergy. If the flag is set toNo, it will neverbe offered to any

T OUUIT OCEwpPi whbUzUwEwWI I Ol UEOQwWwxUOEUEUAwWbDUI
Dl wbUz UwEwWx1T UUOOEOwx UOE UE U AR Produd OwE OOIT U
presents no danger to folks with allergies, so can be offered freely.

Our allergy concerns at the Personal Essentials Pantry are chiefly fragrances. If

alUzUl wbOwEwi OOEwxEOUUaOwl OpP1 YT UOwaOUwWEOQUC
be able to set it for specific allergens suchas wheat, soy, eggs, or peanuts, but

you can set it as a cluster for anyone with an allergy to any of these.

It is possible that our example product, toilet bowl cleaner, had so many
fragrances that it might be unusable by people with allergies. Most brands,

[Households with Individual_ Incontinence=Yes; see the discussion on thé-or Incontinence flag below.)
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