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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 and other forms 

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

ÐÕÍÖÙÔÈÛÐÖÕɯÕÌÌËÌËɯÛÖɯÙÌ×ÖÙÛɯÖÕɯÛÏÌɯ/ÈÕÛÙàɀÚɯÚÌÙÝÐÊÌȮɯËÌÔÖÎÙÈ×ÏÐÊÚȮɯÈÕËɯÐÔ×ÈÊÛȭɯɯ 

We presume that generally the Coordinator (or the person designated as 

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

from the hurly -ÉÜÙÓàɯÖÍɯÛÏÌɯÈÎÌÕÊàɀÚɯÚÌÙvice hours, and that she/he will have 

more in-ËÌ×ÛÏɯÉÈÊÒÎÙÖÜÕËɯÐÕɯÈÕËɯÜÕËÌÙÚÛÈÕËÐÕÎɯÖÍɯÛÏÌɯÈÎÌÕÊàɀs policies and 

ÎÜÐËÌÓÐÕÌÚɯÈÚɯÞÌÓÓɯÈÚɯÎÙÌÈÛÌÙɯÜÕËÌÙÚÛÈÕËÐÕÎɯÖÍɯ/$/ÉÈÚÌɀÚɯÚÛÙÜÊÛÜÙÌɯÈÕËɯÍÜÕÊÛÐÖÕȭɯɯ 

Because errors made in carrying out Coordinator functions have much more 

ÐÔ×ÈÊÛɯÖÕɯ/$/ÉÈÚÌɀÚɯÖ×ÌÙÈÛÐÖÕȮɯÛÏÌÚÌɯÍÜÕÊÛÐÖÕÚɯÈÙÌɯÓÐÚÛÌËɯÖÕɯÈɯÚÌ×ÈÙÈÛÌɯÔÌÕÜɯ

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.  1   

Please note that the routine for the log-in is the same for a Host as for the 

Coordinator:   

 

(ÛɀÚɯÛÏÌɯÜÚÌÙɯÓÖÎ-in identity or user name that determines whether the log -in will 

take you to the Host menu or the Coordinator menu.  If your user name has been 

ËÌÍÐÕÌËɯÈÚɯÈɯ'ÖÚÛȮɯàÖÜɀÓÓɯÚÌÌɯÛÏÌɯ'ÖÚÛɯÔÌÕÜȰɯÐÍȮɯÏÖÞÌÝÌÙȮɯàÖÜÙɯÜÚÌÙɯÕÈÔÌɯÏÈÚɯ

                                           
1  Right now, user names and passwords are set up as part of the installation process.  By mid-summer, 

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 a Coordinator, as the user name Christine has been for our 

/ÈÕÛÙàȮɯÛÏÌÕɯàÖÜɀÓÓɯÚÌÌɯÛÏÌɯ"ÖÖÙËÐÕÈÛÖÙɯÔÌÕÜȭɯɯ 

.ÕÊÌɯàÖÜɀÝÌɯÓÖÎÎÌËɯÐÕȮɯÛhe Coordinator Functions screen 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 on this menu, with notations as to functions that are still 

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

ÍÙÌØÜÌÕÊàɯÖÍɯÜÚÌɯÖÍɯÛÏÌɯÍÜÕÊÛÐÖÕÚȮɯÉÜÛɯÛÏÌÚÌɯÍÜÕÊÛÐÖÕÚɯËÖÕɀÛɯÍÈÓÓɯÐÕÛÖɯÓÖÎÐÊÈÓɯ

operational order in the same fashion as the Host functions, so menu order seems 

as appropriate as anything else.   

Reports 

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 

ÛÖÛÈÓÌËɯÍÖÙɯÌÈÊÏɯÔÖÕÛÏɀÚɯÝÐÚÐÛÚɯÞÐÛÏÐÕɯÛÏÌɯÚ×ÌÊÐÍÐÌËɯÛÐÔÌɯ×ÌÙÐÖËȺȭɯɯ%ÖÙɯÈÎÌÕÊÐÌÚɯ

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:   

¶ The number of households visiting within the specified time period ;  

¶ 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 Report, below);  

¶ The total number of each product that were requested;  

¶ 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 o f detail desired:   

 

6ÌɀÓÓɯÈÚÒɯÍÖÙɯÈɯÙÌ×ÖÙÛɯÍÖÙɯ,ÈÙÊÏɯƖƔƔƝɯȹÛÏÐÚɯÞÐÓÓɯÉÌɯÍÙÖÔɯÛÏÌɯ/ÌÙÚÖÕÈÓɯ$ÚÚÌÕÛÐÈÓÚɯ

/ÈÕÛÙàȮɯÚÐÕÊÌɯÛÏÈÛɀÚɯÛÏÌɯËÈÛÈÉÈÚÌɯÛÏÈÛɯÏÈÚɯÛÏÌɯÔÖÚÛɯËÈÛÈɯÈÛɯÛÏÌɯÔÖÔÌÕÛȰɯÛÏÌɯËÈÛÈɯ

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

open two days a week, there would be a lot ÖÍɯËÈÛÈɯÞÐÛÏɯÛÏÌɯɁPrint for each Dayò 

levelȭɯɯ6ÌɀÓÓɯÔÈÒÌɯÐÛɯÈɯÓÐÛÛÓÌɯÔÖÙÌɯÊÖÕÊÐÚÌɯÞÐÛÏɯɁPrint totals by Month:ɂɯɯ 
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Clicking on Print Report brings up the standard Print Dialog Box ÈÕËɯÛÏÌɯÙÌ×ÖÙÛɀÚɯ

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 

×ÙÖËÜÊÛÚɯÞÐÛÏÐÕɯàÖÜÙɯÈÎÌÕÊàɀÚɯ/ÙÖËÜÊÛɯ#ÈÛÈÉÈÚÌȭɯɯFor ease in our discussion 

here, (ɀÝÌɯÛÙÜÕÊÈÛÌËɯÛÏÐÚɯÛÈÉÓÌɯÈÛɯÑÜÚÛɯÛÏÌɯÍÐÙÚÛɯÌÓÌÝÌÕɯ×ÙÖËÜÊÛÚȭɯɯ 

 

The table can be printed as shown, of course, but you will probably want to do a 

copy-and-paste ÖÍɯÛÏÌɯÛÈÉÓÌɯÐÕÛÖɯÈɯÚ×ÙÌÈËÚÏÌÌÛɯÛÖɯÈÓÓÖÞɯÉÌÛÛÌÙɯÍÖÙÔÈÛÛÐÕÎȭɯɯ6ÌɀÓÓɯ

say more about what you migh t want to do with the formatting in Reformatting 

and additional calculation possibilities, below.   

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 

ÛÏÌɯȹÜÕÐØÜÌȺɯÐËÌÕÛÐÍÐÌÙɯÕÜÔÉÌÙɯÛÏÈÛɯ/$/ÉÈÚÌɯÈÚÚÐÎÕÚɯÛÖɯÌÈÊÏɯ×ÙÖËÜÊÛȰɯÐÛɀÚɯÜÚÌÍÜÓɯ

(all rÐÎÏÛȮɯÐÛɀÚɯÌÚÚÌÕÛÐÈÓȺɯÛÖɯ/$/ÉÈÚÌɀÚɯÖ×ÌÙÈÛÐÖÕȮɯÉÜÛɯÐÛɀÚɯÚÖÔÌÛÏÐÕÎɯÞÌɯÏÜÔÈÕÚɯ

can pretty ignore.2  (In fact, I usually just delete it from the spreadsheet file, if I 

even included it in the area for cutting -and-pasting.)   

                                           
2  6ÌɀÓÓɯËÌÈÓɯÞÐÛÏɯÛÏÐÚɯÈÎÈÐÕɯÐÕɯUpdate product information on page 12 of this section, but it is a singularly 

ÉÈËɯÐËÌÈɯÛÖɯÌÝÌÙɯÛÙàɯÛÖɯËÌÓÌÛÌɯÈɯ×ÙÖËÜÊÛɯÖÙɯÛÖɯÔÈÒÌɯÐÛɯÖÝÌÙɯÐÕÛÖɯÈɯÕÌÞɯ×ÙÖËÜÊÛȭɯɯ$ÝÌÕɯÐÍɯàÖÜɀÙÌɯÕÌÝÌÙȮɯ

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 households that were eligible for at least one 

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

ÌßÈÔ×ÓÌȮɯÛÏÌɯɁÌÝÌÕÛɂɯÖÍɯ2009-03, or March 2009), or, in the Total Counts column, 

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

ÛÏÌɯÛÐÔÌɯ×ÌÙÐÖËȭɯɯȹ(ÕɯÛÏÐÚɯÊÈÚÌȮɯÖÍɯÊÖÜÙÚÌȮɯÞÌɯÖÕÓàɯÏÈÝÌɯÖÕÌɯɁÌÝÌÕÛȮɂɯÚÖɯÛÏÌɯTotal 

Counts ÈÙÌɯÛÏÌɯÚÈÔÌɯÈÚɯÛÏÌɯɁÌÝÌÕÛɂɯÊÖÜÕÛÚȭȺɯɯ(ÕɯÕÖɯÊÈÚÌɯÚÏÖÜÓËɯÈÕàɯproduct in 

this column have a number higher than the number shown in the Total Guest 

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

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

registered across all of the 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 Req column.   

SadlyȮɯÐÛɀÚɯÈÓÓɯÛÖÖɯÊÖÔÔÖÕɯÍÖÙɯÜÚɯÛÖɯÙÜÕɯÖÜÛɯÖÍɯÈɯ×ÙÖËÜÊÛȮɯÈÕËɯÏÈÝÌɯÛÖɯÛÌÓÓɯÎÜÌÚÛÚɯ

ÛÏÈÛɯÞÌɀÙÌɯÜÕÈÉÓÌɯÛÖɯ×ÙÖÝÐËÌɯÛÏÈÛɯ×ÙÖËÜÊÛɯÖÕɯÛÏÈÛɯÝÐÚÐÛȮɯÚÖɯÖÜÙɯProv numbers 

frequently fall short of our Req numbers.3 

1ÈÛÏÌÙɯÛÏÈÕɯÑÜÚÛɯÓÖÖÒɯÈÛɯÛÏÌɯÙÈÞɯÕÜÔÉÌÙÚɯÛÏÈÛɯÛÖÓËɯÜÚɯɁ&ÖÚÏȮɯÞÌɯËÐËÕɀÛɯÏÈÝÌɯÈÚɯ

ÔÜÊÏɯÖÍɯÛÏÌÚÌɯ×ÙÖËÜÊÛÚɯÈÚɯ×ÌÖ×ÓÌɯÕÌÌËÌËȮɂɯÞÌɀËɯÓÐÒÌɯÛÖɯÒÕÖÞɯÚÖÔÌÛÏÐÕÎɯÈÉÖÜÛɯ

the magnitude of our lack  ɬ 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, 

ÖÏȮɯƜƙɯÖÙɯÉÌÛÛÌÙȮɯÞÌɀÙÌɯËÖÐÕÎɯ×ÙÌÛÛàɯÞÌÓÓȰɯÐÍɯÐÛɀÚɯÉÌÓÖÞȮɯÚÈàȮɯƗƙȮɯÞÌɯÙÌÈÓÓàɯÕÌÌËɯÛÖɯ

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 is, in fact, one of the major reasons we developed PEPbase; we needed a way to keep track of who 

ÏÈËÕɀÛ gotten something, so thaÛɯÛÏÌàɀËɯÚÛÐÓÓɯÉÌɯÌÓÐÎÐÉÓÌɯÍÖÙɯÐÛɯÈÛɯÛÏÌÐÙɯÕÌßÛɯÝÐÚÐÛȭɯɯ-ÌÊÌÚÚÐÛàɯÐÚɯÛÏÌɯÔÖÛÏÌÙɯ

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  ɬ ÛÏÌÙÌɯÞÌÙÌÕɀÛɯÈÕàɯÚÛÈÛÐÚÛÐÊÚɯ

ÈÝÈÐÓÈÉÓÌȭɯɯ6ÐÛÏɯÛÏÐÚɯÙÌ×ÖÙÛȮɯÞÌɯÕÖÛɯÖÕÓàɯÒÕÖÞɯÏÖÞɯÞÌÓÓɯÞÌɀÙÌɯËÖÐÕÎɯÈÛɯ

supplying our guests, we can begin to report out to the field how big the need 

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

Reformatting and additional calculation possibilities 

Because PEPbase is set up as an Internet-compatible program, it relies very 

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

àÖÜɀÙÌɯÜÚÐÕÎȭɯɯ2ÏÖÙÛɯÖÍɯÚÖÔÌɯÐÕÊÙÌËÐÉÓàɯÊÖÔ×ÓÌßɯÈÕËɯËÌÛÈÐÓÌËɯÞÖÙÒɯÖÕɯÛÏÌɯ×ÈÙÛɯÖÍɯ

the programmer  ɬ which would probably still fail with some browsers  ɬ it really 

ÐÚÕɀÛɯ×ÖÚÚÐÉÓÌɯÛÖɯÎÌÛɯÈÕɯÌÓÌÎÈÕÛɯ×ÙÌÚÌÕÛÈÛÐÖÕɯÖÍɯÈÕɯÈÙÉÐÛÙÈÙàɯÚÌÛɯÖÍɯËÈÛÈȭɯɯ 

We therefore recommend that you do a copy-and-paste5 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 overal l fulfillment 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 the Total Counts columns are about four pages away from the first 

ÌÝÌÕÛɀÚɯËÌÛÈÐÓÚȮɯÛÏÐÚɯÌßÛÙÈɯÊÖÓÜÔÕɯÞÐÛÏɯÛÏÌɯÊÖÕËÐÛÐÖÕÈÓɯÍÖÙÔÜÓÈɯÓÌÛÚɯÜÚɯÚÌÌɯÔÜÊÏɯ

ÔÖÙÌɯÌÈÚÐÓàɯÞÏÌÙÌɯÞÌɯÍÌÓÓɯÚÏÖÙÛɯÛÏÈÛɯÔÖÕÛÏȭɯɯȹ6ÌɀÝÌɯÈÓÚÖɯÔÈÚÚÈÎÌËɯÛÏÌɯ

formatting a little, so that the columns fit better, an ËɯÞÌɀÝÌɯÙÌÔÖÝÌËɯÛÏÌɯProd-ID 

column and the rows for any inactive products.)   

                                           
4  3ÏÐÚɯÚÛÐÓÓɯÐÚÕɀÛɯÈɯÊÖÔ×ÓÌÛÌÓàɯÚÌÛɯÖÍɯÚÛÈÛÐÚÛÐÊÚȰɯÛÏÌÚÌɯÕÜÔÉÌÙÚɯÚÏÖÞɯÏÖÞɯÔÈÕàɯ×ÙÖËÜÊÛÚɯÞÌÙÌɯÙÌØÜÌÚÛÌËɯÐÕɯ

what time period given our rules for eligibility across household composition and timeȭɯɯ ɯÏÖÜÚÌÏÖÓËɯÊÈÕɀÛɯ

ÙÌØÜÌÚÛɯÈɯ×ÙÖËÜÊÛɯÐÍɯÐÛɀÚɯÕÖÛɯÖÕɯÛÏÌÐÙɯ2ÏÖ××ÐÕÎɯ+ÐÚÛȮɯÞÏÐÊÏɯÐÚɯÚÌÛɯÉàɯÖÜÙɯÙÜÓÌÚȰɯÚÖɯÞÌɯÈÙÌɯÈÓÔÖÚÛɯÊÌÙÛÈÐÕÓàɯ

under-reporting the need, or at least the self-×ÌÙÊÌÐÝÌËɯÕÌÌËȮɯÍÖÙɯÛÏÌÚÌɯ×ÙÖËÜÊÛÚȭɯɯ2ÛÐÓÓȮɯÐÛɀs a start.   
5  (ɯÊÈÕɀÛɯÛÌÓÓɯàÖÜɯÞÏàȮɯÉÜÛɯ(ɯÍÐÕËɯÛÏÈÛɯ(ɯÚÖÔÌÛÐÔÌÚɯÏÈÝÌɯËÐÍÍÐÊÜÓÛàɯÎÌÛÛÐÕÎɯÛÏÌɯɁ×ÈÚÛÌɂɯÛÖɯÞÖÙÒɯ×ÙÖ×ÌÙÓàȭɯɯ(ɯ

ÖÍÛÌÕɯÚÌÌÔɯÛÖɯÌÕËɯÜ×ɯÞÐÛÏɯÑÜÚÛɯÛÏÌɯÛÖ×ɯÙÖÞɯ×ÈÚÛÌËɯÐÕȮɯÙÈÛÏÌÙɯÛÏÈÕɯÛÏÌɯÞÏÖÓÌɯÛÈÉÓÌȭɯɯ2ÐÕÊÌɯ(ɯÏÈÝÌÕɀÛɯÉÌÌÕɯ

able to identify a consistency about this miÚÉÌÏÈÝÐÖÙȮɯ(ɯËÖÕɀÛɯÏÈÝÌɯÈɯÎÖÖËɯÚÖÓÜÛÐÖÕɯÚÛÙÈÛÌÎàɯÍÖÙɯàÖÜɯàÌÛȮɯ

although one thing that does seem to work fairly well is going to the bottom right -hand corner and 

dragging up and to the left, and then ËÖÐÕÎɯÈɯɁÊÖ×àɂɯÊÖÔÔÈÕËȭɯɯ 
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 ÚɯàÖÜɯÊÈÕɯÚÌÌȮɯÞÌɀÙÌɯÚÛÐÓÓɯÏÈÝÐÕÎɯÛÙÖÜÉÓÌɯ×ÙÖÊÜÙÐÕÎɯÌÕÖÜÎÏɯÒÓÌÌÕÌßȮɯÚÊÖÜÙÐÕÎɯ

cleanser, paper towels, incontinence pads, hair picks, lip balm, dental floss, and 

nail clippers.   

3ÏÌɯÈÕÈÓàÚÌÚɯàÖÜɯÞÈÕÛɯÛÖɯÙÜÕɯÞÐÓÓɯÖÍɯÊÖÜÙÚÌɯËÌ×ÌÕËɯÖÕɯàÖÜÙɯÈÎÌÕÊàɀÚɯÔÐÚÚÐÖÕɯ

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 sim ilar to that used from the Host menu, except that PEPbase will not 

search for duplicates in the same fashion.  Therefore, use this option only, repeat 
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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 Use for information on entering address and 

phone data and dealing with the allergy, incontinence, and language flags; see 

Update Existing Household Records, below, 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 

ÈÎÌÕÊàɀÚɯÚÌÙÝÐÊÌɯÊÈÛÊÏÔÌÕÛɯÈÙÌÈɯÈÕËɯ×Ö×ÜÓÈÛÐÖÕȮɯÕÌÞɯÏÖÜÚÌÏÖÓËÚɯÔÈàɯÔÈÒÌɯÜ×ɯ

anywhere from 1% to 50% of your guests at each visit.  And, as mentioned in the 

discussions in the discussion of Registering a New Guest in the PEPbase in 

Routine Use ÚÌÊÛÐÖÕɯÖÍɯÛÏÐÚɯÔÈÕÜÈÓȮɯÐÛɀÚɯÕÖÛɯÎÌÕÌÙÈÓÓàɯÍÌÈÚÐÉÓÌɯÛÖɯÊÖÓÓÌÊÛɯÈÕËɯÌÕÛÌÙɯ

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.   

+ÌÛɀÚɯÚÌÛɯÜ×ɯÈɯÕÌÞɯÎÜÌÚÛɯÍÖÙɯÖÜÙɯËÈÛÈÉÈÚÌȭɯɯ6ÌɀÓÓɯassume we got the basic 

information in  at the time of registration, from the Host functions , and ÛÏÈÛɯÞÌɀÙÌɯ

now coming back to it from within this Update Existing Household.   

8ÖÜɀÓl notice that the directions on the form tell us that the ideal is to work from 

the Pantry ID# ɬ and this is indeed the case.  While we can search 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.   

2ÖȮɯÞÌɀÓÓɯÓÖÖÒɯÍÖÙɯÈɯÎÜÌÚÛɯÞÏÖɯÑÜÚÛɯÙÌÎÐÚÛÌÙÌË, )ÐÓÓɯ*ÓÐÌÕÍÌÓËȭɯɯ6ÌɀÓÓɯÜÚÌɯher printed 

Cover Sheet, which gives us her Pantry ID#; ÚÏÌɀÚɯPantry ID#38:   
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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:   

 

8ÖÜɀÓÓɯÕÖÛÐÊÌɯÛÏÈÛɯÛÏÌɯ'ÖÚÛɯÏÈÚɯÛÖÓËɯÜÚɯÛÏÈÛɯ,Úȭɯ*ÓÌÐÕÍÌÓËɯÓÐÝÌÚɯÞÐÛÏɯÖÕÌɯÔale 

adult, one male youth, and one female infant; we can see those counts in the Set 

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 , PEPbase will generate the 

necessary data entry screen, providing space for six members (Ms. Kleinfeld 

herself, plus five additional household members) :   
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Working from the information on the Cover Sheet, we can now enter the 

ÐÕÍÖÙÔÈÛÐÖÕɯÍÖÙɯÌÈÊÏɯÖÍɯÛÏÌɯÍÖÜÙɯÔÌÔÉÌÙÚɯÖÍɯ,Úȭɯ*ÓÌÐÕÍÌÓËɀÚɯ'ÖÜÚÌÏÖÓËȯɯɯ 

 

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

information for Jill and Dan ɬ ÛÏÌàɀÙÌɯÉÖÛÏɯActive, birth dates are in the correct 

format of YYYY -MM -DD, gender has been indicated, and the Allergies? Flag for 

Dan has been set to Yes.  Mike has been logged as an Active 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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(Íɯ,Úȭɯ*ÓÌÐÕÍÌÓËɀÚɯÍÈÔÐÓàɯÐÕÊÓÜËÌËɯÔÖÙÌɯÛÏÈÕɯÚÐßɯÔÌÔÉÌÙÚȮɯÞÌɯÊÖÜÓËɯÊÓÐÊÒɯÖÕɯAdd 

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 

ÞÌɀÙÌɯÎÖÐÕÎɯÛÖɯËÖɯÏÌÙÌɯÐÕɯÈɯÔÖÔÌÕÛȮɯÚince there are only four members in the 

Household); PEPbase would stop its record creation with only four members. 6   

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 use 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 search screen ɬ Enter search information for an existing household 

record ɬ so that we can go on and enter the next Household.   

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

ËÌÍÐÕÌÚɯÚÖɯÔÜÊÏɯÖÍɯ,Úȭɯ*ÓÌÐÕÍÌÓËɀÚɯÐÕÛÌÙÈÊÛÐÖÕÚɯwith us  ɬ what products her 

household will be eligible for, and how often ÚÏÌɀÓÓɯÉÌɯÌÓÐÎÐÉÓÌɯÍÖÙɯÛÏÌÔȭɯɯ(ÛɯÞÐÓÓɯ

also determine whether her Shopping List or other forms are printed in a 

ÓÈÕÎÜÈÎÌɯÚÏÌɯÊÈÕɯÜÕËÌÙÚÛÈÕËȮɯÈÕËɯÞÏÌÛÏÌÙɯÚÏÌɀÓÓɯÙÌÊÌÐÝÌɯÞÏÈÛÌÝÌÙɯÈÚÚÐÚÛance she 

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 Jill ɬ ÚÏÌɀÚɯID 96 

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.  Neither you nor the guest 

ÕÌÌËÚɯÛÖɯÞÖÙÙàɯÈÉÖÜÛɯÛÏÌÔȮɯËÌÈÓɯÞÐÛÏɯÛÏÌÔȮɯÖÙɯÌÝÌÕɯÙÌÈÓÓàɯÒÕÖÞɯÈÉÖÜÛɯÛÏÌÔȭɯɯ(ÍɯàÖÜɀÙÌɯÊÜÙÐÖÜÚɯÈÉÖÜÛɯ

how PEPbase uses them, check the Technical 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 

ÔÖÙÌɯÊÖÔ×ÓÌÛÌɯÛÏÌɯÙÌ×ÖÙÛÚɯàÖÜɯÊÈÕɯÎÌÛȭɯɯ.ÕɯÛÏÌɯÖÛÏÌÙɯÏÈÕËȮɯÐÛɀÚɯ×ÙÖÉÈÉÓàɯÕÖÛɯ

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  ɬ for us, toilet paper, kleenex, laundry soap, dish ÚÖÈ×ȱȭɯɯ%ÖÙɯàÖÜȮɯÐÛɯ

may be frozen meats, fresh meats, dried pasta, fresh fruits, canned fruits, fresh 

ÝÌÎÌÛÈÉÓÌÚȮɯÍÙÖáÌÕɯÝÌÎÌÛÈÉÓÌÚȮɯÔÐÓÒȮɯÌÎÎÚȱȭɯɯ 

(ÛɀÚɯÞÖÙÛÏɯÛÈÒÐÕÎɯÚÖÔÌɯÛÐÔÌȮɯÐÕɯÖÛÏÌÙɯÞÖÙËÚȮɯÛÖɯÛÏÐÕÒɯÈÉÖÜÛɯÞÏÈÛɯàÖÜɀÙÌɯ

ËÐÚÛÙÐÉÜÛÐÕÎȮɯÞÏàɯÐÛɀÚɯËÐÚÛÙÐÉÜÛÌËɯÐÕɯÛÏÌɯØÜÈÕÛÐÛÐÌÚɯÐÛɯÐÚȮɯÞÏàɯÐÛɀÚɯËÐÚÛÙÐÉÜÛÌËɯÈÊÙÖÚÚɯ

ÛÐÔÌɯÛÏÌɯÞÈàɯÐÛɯÐÚȮɯÈÕËɯÞÏÖɀÚɯÌÓÐÎÐÉÓÌɯÍÖÙɯÐÛȭɯɯ 

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

 

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?   

%ÖÙɯÔàɯÌÈÚÌɯÐÕɯËÐÚÊÜÚÚÐÕÎɯÛÏÐÚȮɯ(ɀÔɯÎÖÐÕÎɯÛÖɯÉÌÎÐÕɯÞÐÛÏɯÈɯ×ÙÖËÜÊÛɯÛÏÈÛɯÞÌɯÔÐÎÏÛɯ

ÊÈÙÙàȭɯɯ6ÌɀÓÓɯÛÏÌÕɯÞÈÓÒɯÛÏÙÖÜÎÏɯÛÏÌɯ×ÙÖÊÌÚÚɯÖÍɯËÌÍÐÕÐÕÎɯÛÏÈÛɯ×ÙÖËÜÊÛȮɯÈÕËɯÛÈÓÒɯ

about the implications of that definition for your guests.   

Adding a product to the database 

6ÌɀÙÌɯËÖÐÕÎɯÛÖɯÈËËɯÛÏÌɯ×ÙÖËÜÊÛɯtoilet bowl cleaner to our Product database.  

2ÐÕÊÌɯÐÛɯÐÚÕɀÛɯàÌÛɯÐÕɯÛÏÌÙÌȮɯÞÌɯÏÈÝÌɯÛÖɯÉÌÎÐÕɯÉàɯÛÌÓÓÐÕÎɯ/$/ÉÈÚÌɯÛÏÈÛɯwe wish to 

Add New Product.  This option is shown in the pull -down list in the upper right -

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

new Product definition screen:   

 

%ÖÙɯÛÏÌɯÚÈÒÌɯÖÍɯÛÏÐÚɯËÐÚÊÜÚÚÐÖÕȮɯÞÌɀÓÓɯÉÌÎÐÕɯÈÛɯÛÏÌɯÛÖ×ɯÓÌÍÛȮɯÈÕËɯÞÖÙÒɯÖÜÙɯÞÈàɯ

across the options available to us in this definition.   

To begin with , PEPbase gives 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 

different record.  2ÐÕÊÌɯÛÏÌÙÌɀÚɯÈɯÍÈÐÙɯËÌÎÙÌÌɯÖÍɯÊÖÔ×ÓÌßÐÛàɯÛÖɯÛÏÐÚɯ×ÙÖÊÌÚÚȮɯÛÏÌɯ

program (well, the programmer and I) make you consciously decide to abandon 

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

6ÌɀÓÓɯËÌÈÓɯÞÐÛÏɯÛÏÌɯPrint All Products ÉÜÛÛÖÕɯËÖÞÕɯÉÌÓÖÞȮɯÈÍÛÌÙɯÞÌɀÝÌɯÍÐÕÐÚÏÌËɯÈÓÓɯ

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 ID ÕÜÔÉÌÙÚɯÜÚÌËɯÐÕɯÛÏÌɯ×ÙÖÎÙÈÔȭɯɯ2ÐÕÊÌɯÞÌɯÏÈÝÌÕɀÛɯàÌÛɯÚÈÝÌËɯÛÏÐÚɯ×ÙÖËÜÊÛȮɯ

its ID is simply new.  The ID will be assigned as soon as we click Save Record.   

It is ɬ or will be  ɬ 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 ɬ the 

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

insulation kits from October through December  ɬ this flag can be set to No.  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 the ProdID as the key identifier, any and all information that was 

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

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

ÛÏÌɯÐÕÍÖÙÔÈÛÐÖÕɯÛÏÈÛɯÈ××ÓÐÌËɯÛÖȮɯÚÈàȮɯɁ+ÐÝÌÙɯ2ÈÜÚÈÎÌɂɯÛÏÈÛɯàÖÜɯËÌÍÐÕÌËɯÈÚɯÈɯ

product in January of 2010 from the information that applied to its replacement, 

Ɂ&ÙÌÌÕɯ!ÌÈÕÚȮɂɯÛÏÈÛɯàÖÜɯËÌÊÐËÌËɯÛÖɯÊÙÌÈÛÌɯÉàɯÖÝÌÙÞÙÐÛÐÕÎɯÛÏÌɯɁ+ÐÝÌÙɯ2ÈÜÚÈÎÌɂɯ

ÐÕÍÖÙÔÈÛÐÖÕȭɯɯ(ÍɯàÖÜɯÈÙÌÕɀÛɯÎÖÐÕÎɯÛÖɯÊÈÙÙàɯɁ+ÐÝÌÙɯ2ÈÜÚÈÎÌɂɯÈÕàɯÔÖÙÌȮɯÚÐÔ×Óàɯset 

the Active flag to NoȰɯÚÐÕÊÌɯÐÛɯÞÐÓÓɯÕÌÝÌÙɯÈ××ÌÈÙɯÖÕɯÈÕàɯÚÏÖ××ÐÕÎɯÓÐÚÛÚȮɯÐÛɯÞÖÕɀÛɯÉÌɯ

cluttering up your data; and the new product , Ɂ&ÙÌÌÕɯ!ÌÈÕÚ,ɂɯÛÏÈÛɯàÖÜɯÊÙÌÈÛÌËɯas 

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 products 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, our toilet bowl cleaner is going to be located in the area of household 

ÊÓÌÈÕÐÕÎɯÚÜ××ÓÐÌÚȰɯÛÏÈÛɀÓÓɯ×ÜÛɯÐÛɯÖÕɯÌÐÛÏÌÙɯ2ÏÌÓÍɯƗɯÖÙɯ2ÏÌÓÍɯƘȭɯɯ2ÐÕÊÌɯ2ÏÌÓÍɯƗɯÐÚɯ

ÈÓÙÌÈËàɯ×ÙÌÛÛàɯÍÜÓÓȮɯÞÐÛÏɯÍÖÜÙɯ×ÙÖËÜÊÛÚȮɯÞÌɀÓÓɯÈËËɯtoilet bowl cleaner to Shelf 4, 
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and move the paper towels over to the right by one place.  That will put toilet 

bowl cleaner on Shelf 4, Bin 1.   

 

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:  

o Scouring cleanser 

o Toilet bowl cleaner 

o Paper towels7 

3ÏÐÚɯÈÉÐÓÐÛàɯÛÖɯËÌÍÐÕÌɯÈɯ×ÙÖËÜÊÛɀÚɯÓÖÊÈÛÐÖÕɯÈÓÚÖɯÔÌÈÕÚɯÛÏÈÛɯÐÍɯÌÝÌÙɯàÖÜɯÕÌÌËɯÛÖɯ

ÊÏÈÕÎÌɯÞÏÌÙÌɯàÖÜɯ×ÜÛɯ×ÙÖËÜÊÛÚȮɯÐÛɀÚɯÈɯÙÌÓÈÛÐÝÌÓàɯÚÐÔ×ÓÌɯÛÏÐÕÎɯÛÖɯÙÌÈÚÚÐÎÕɯÛÏÌɯ

ÖÙËÌÙɯÈÚɯÐÛɯÞÐÓÓɯÈ××ÌÈÙɯÖÕɯÛÏÌɯÎÜÌÚÛɀÚɯ2ÏÖ××ÐÕÎɯ+ÐÚÛȰɯàÖÜɯÚÐÔ×ÓàɯÊÏÈÕÎÌɯÛÏÌɯ

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 ÍÜÕÊÛÐÖÕɯÐÚɯÊÖÔ×ÓÌÛÌËȮɯàÖÜɀÓÓɯÉÌɯÈÉÓÌɯÛÖɯÙÌÚÌÛɯÛÏÐÚɯÛÖɯÏÈÕËÓÌɯÞÏÈÛÌÝÌÙɯ

languages you may need.  In the meantime, you can provide only the English  ɬ 

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 rectangleÚȰɯ(ɀÔɯÞÖÙÒÐÕÎɯÍÙÖÔɯ6ÖÙËȮɯÕÖÛɯÐÕɯ/$/ÉÈÚÌȮɯÈÕËɯ(ɀËɯ

have to do those bullets as graphic characters, which can really screw up the layout.   
8   ÛɯÛÏÌɯ×ÙÌÚÌÕÛɯÛÐÔÌȮɯÐÍɯ/$/ÉÈÚÌɯÐÚɯÛÖÓËɯÛÖɯÜÚÌɯÈɯÍÖÙÌÐÎÕɯÓÈÕÎÜÈÎÌɯÉÜÛɯËÖÌÚÕɀÛɯÏÈÝÌɯÌÕÛÙÐÌÚɯÐÕɯÛÏÌɯ

database for themȮɯÐÛɯÞÐÓÓɯÜÚÌɯÛÏÌɯËÌÍÈÜÓÛɯÓÈÕÎÜÈÎÌȮɯ$ÕÎÓÐÚÏȭɯɯ6ÌɀÝÌɯÚÌÛɯÛÏÐÕÎÚɯÛÖɯÖ×ÌÙÈÛÌɯÛÏÐÚɯÞÈàɯÛÖɯ

ÊÖÝÌÙɯÊÈÚÌÚɯÞÏÌÙÌɯàÖÜɯÑÜÚÛɯÊÈÕɀÛɯÍÐÕËɯÈɯÛÙÈÕÚÓÈÛÐÖÕɯÍÖÙɯÛÏÌɯ×ÙÖËÜÊÛɯÕÈÔÌɯɬ as in our example of toilet 

bowl cleaner in Hmong, below.   
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because of a cluster of about 5 households from Ruanda, which used to be a 

%ÙÌÕÊÏɯÊÖÓÖÕàȺȭɯɯ(ÍɯàÖÜɯËÖÕɀÛɯhave folks within your staff or guests who can help, 

look at some of the free on-line translation programs. 9   

For our new product, these entries would be:   

 English:  toilet bowl cleaner 

 Spanish:  limpiador de tazón de lavabo 

 Hmong:  toilet bowl cleaner10 

 French:  le nettoyeur de bol de toilette 

 

Properties 

As mentioned above, for right now the four categories of Properties are fixed.  If 

àÖÜɀÝÌɯÎÖÛɯÈɯÊÙÈÊÒÌÙÑÈÊÒɯ×ÙÖÎÙÈÔÔÌÙɯÈÙÖÜÕËȮɯàÖÜɯÊÈÕɯÊÌÙÛÈÐÕÓàɯÛÈÓÒɯÈÉÖÜÛɯ

changing them (although this process goes beyond just changing the labels here; 

àÖÜɀËɯÞÈÕÛɯÛÖɯÛÈÒÌɯÈɯÓÖÖÒɯÈÛɯÛÏÌɯÓÖÎÐÊɯÖÍɯÏÖÞɯÛÏÌàɀÙÌɯÜÚÌËȮɯÈÕËɯËÖɯÈɯÓÖÛɯÖÍɯÊÖËÌɯ

searching; see the Technical Specifications section).  However, even for food 

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

Personal is a yes/no flag that determines whether this product is allotted one 

standard quantity 11 per household, or one standard quantity per individual.  If 

                                           
9 6ÌɀÝÌɯÉÌÌÕɯÎÖÐÕÎɯÛÖɯhttp://www.freetranslation.com/ , which seems to do a pretty good job for Spanish 

and Frenchȭɯɯ(ÛɀÚɯÈɯÓÐÛÛÓÌɯÛÌËÐÖÜÚȮɯÉÌÊÈÜÚÌɯàÖÜɯÊÈÕɀÛɯËÖɯàÖÜÙɯÞÏÖÓÌɯËÖÊÜÔÌÕÛɯÈÛɯÖÕÌɯÛÐÔÌ but rather have 

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  ɬ remember that 

Hmong only became a written language about 40 years ago, so resources are much sparser.   
10  Like we just said:  Resources for Hmong are much sparser; a search for this term turned up nothing.   
11  Ɂ2ÛÈÕËÈÙËɯØÜÈÕÛÐÛàɂɯËÖÌÚÕɀÛɯÎÌÛɯËÌÍÐÕÌËɯÈÕàÞÏÌÙÌɯÐÕɯÛÏÌɯËÈÛÈÉÈÚÌȮɯÙÌÈÓÓàȰɯÞÏÈÛÌÝÌÙɯÛÏÈÛɯɁÚÛÈÕËÈÙËɯ

ØÜÈÕÛÐÛàɂɯÐÚɯcan be set up to print as a comment after the product name on the Shopping List (toilet 

paper [2 rolls]ȺȮɯÉÜÛɯ/$/ÉÈÚÌɯÖÕÓàɯÞÖÙÙÐÌÚɯÈÉÖÜÛɯÞÏÌÛÏÌÙɯÐÛɀÚɯËÐÚÛÙÐÉÜÛÐÕÎɯone unit of standard quantity, 

http://www.freetranslation.com/
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àÖÜɀÙÌɯÈɯÍÖÖËɯ×ÈÕÛÙàȮɯÔÖÚÛɯÖÍɯàÖÜÙɯ×ÙÖËÜÊÛÚɯÞÐÓÓɯ×ÙÖÉÈÉÓàɯÉÌɯÚÌÛɯÛÖɯno; but if 

àÖÜɀÙÌɯËÌÈÓÐÕÎɯÞÐÛÏɯ×ÌÙÚÖÕÈÓɯÏàÎÐÌÕÌɯÌÚÚÌÕÛÐÈÓÚȮɯÈɯÓÖÛɯÖÍɯÛÏÌÔɯÞÐÓÓɯÉÌɯyes.  +ÌÛɀÚɯ

face it; toothbrushes just shouldÕɀÛɯÉÌɯÚÏÈÙÌËȭɯɯ 

For our example new product, toilet bowl cleaner, this flag will of course be set to 

noȰɯÛÖÐÓÌÛɯÉÖÞÓɯÊÓÌÈÕÌÙɯËÖÌÚÕɀÛɯȹÖÙɯÚÏÖÜÓËÕɀÛȵ) come in contact with the skin, and 

therefore will not be contaminated by that contact.   

For gender is a three item list:  Male, Female, BothȰɯÈÚɯÌß×ÌÊÛÌËȮɯÞÌɀÝÌɯÚÌÛɯÛÏÐÚɯ

flag to Both.  Products ÛÏÈÛɯÈÙÌɯÚ×ÌÊÐÍÐÊÈÓÓàɯÍÖÙɯÜÚÌɯÉàɯÔÈÓÌÚɯȹÔÌÕɀÚɯËÌÖËÖÙÈÕÛȮɯÖÙȮɯ

ÐÍɯàÖÜɀÙÌɯÐÕÊÙÌËÐÉÓàɯÎÐÍÛÌËɯÞÐÛÏɯÚ×ÈÊÌɯÈÕËɯÔÖÕÌàɯÍÖÙɯËÐÈ×ÌÙÚɯÈÕËɯ×ÜÓÓ-Ü×ÚȮɯÉÖàɀÚɯ

pull -ups) or specifically  ÍÖÙɯÍÌÔÈÓÌÚɯȹÚÈÕÐÛÈÙàɯÕÈ×ÒÐÕÚȮɯÛÈÔ×ÖÕÚȮɯÞÖÔÌÕɀÚɯ

ËÌÖËÖÙÈÕÛȮɯÖÙȮɯÈÎÈÐÕɯÐÍɯàÖÜɀÙÌɯÐÕÊÙÌËÐÉÓàɯÎÐÍÛÌËɯÞÐÛÏɯÚ×ÈÊÌɯÈÕËɯÔÖÕÌàȮɯÎÐÙÓɀÚɯ×ÜÓÓ-

ups) are flagged appropriately.  If a product is marked as Personal=No, this flag 

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

 

For age allows you to specify a product as being restricted to individuals 0 -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, or variable units of standard 

quantity, in which case it uses the line as the checkmark space on the Shopping List.   



/$/ÉÈÚÌɯ4ÚÌÙɀÚɯ,ÈÕÜÈÓ 

Coordinator -Level Functions | Page 19 

 

However, diapers and pull -ups, which are, of course Personal=Yes, are 

restricted for distribution to children ages 0-3 at our Pantry12.  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 of product_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 to No, it will never be offered to any 

ÏÖÜÚÌÏÖÓËɯȹÐÍɯÐÛɀÚɯÈɯÎÌÕÌÙÈÓɯ×ÙÖËÜÊÛȺɯÞÐÛÏɯÈÕɯÈÓÓÌÙÎàȮɯÖÙɯÖÍÍÌÙÌËɯÛÖɯÈÕàɯÐÕËÐÝÐËÜÈÓɯ

ȹÐÍɯÐÛɀÚɯÈɯ×ÌÙÚÖÕÈÓɯ×ÙÖËÜÊÛȺɯÞÐÛÏɯÈÕɯÈÓÓÌÙÎàȭɯɯ(ÍɯÛÏÌɯÍÓÈÎɯÐÚɯÚÌÛɯÛÖɯN/A, the product 

presents no danger to folks with allergies, so can be offered freely.   

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

àÖÜɀÙÌɯÐÕɯÈɯÍÖÖËɯ×ÈÕÛÙàȮɯÏÖÞÌÝÌÙȮɯàÖÜɯÈÓÚÖɯÔÈàɯÍÐÕËɯÛÏÐÚɯÍÓÈÎɯÜÚÌÍÜÓȭɯɯ8ÖÜɯÞÖÕɀÛɯ

be able to set it for specific allergens such as 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, 

                                           
12  6ÌÓÓȮɯÛÏÈÛɀÚɯÈÊÛÜÈÓÓàɯÕÖÛɯØÜÐÛÌɯÛÙÜÌȰɯÛÏÌàɀÙÌɯÙÌÚÛÙÐÊÛÌËɯÛÖɯeither [Households with Infant_Count>0] or 

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


