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Getting Started:
Understanding the process

This section will walk you through the general flow of the program ¢ how and

PT 1 OwbOi OUOEUPOOWPUWEOOOI EUI EOWEOEwW! OPwbUz
using the software both to control household registration (to prevent duplicate

household registrati on, for example) and demographics, and to control product

distribution. Other possible scenarios are discussed in the Appendices in

Adaptive Uses of PEPbase

The Household Database: Tracking and knowing your guests

The Household database & really the primary key to the whole system, and is

fairly rigid without extensive reprogramming. Essentially, the Household

database is intended to keep track of the households using your service, ensuring

Ul E0waOUlwoOOPwl EET wi OU didnihtwntagyladulisb 4 1 WE OE wE C
children, males/ females, etc.), and that multiple members of a household are

registered as a single household, not asduplicate entries of the same household.

From the very beginning of the process, with initial registration of a guest,

PEPbase is set up to collect the information that will be needed for every step of

your operation thereafter.

Collecting the basic information a nd checking for duplicate registrations
The basicinformation for each household is collected at the time of their initial
registration. This information includes:

M first and last name;

street number, street name, and apartment number?;
city, county, state, and zip;

phone number(s) and e-mail;

= =4 =4 =2

number of household members, by category (adult/ teen/ youth/ infant,
and male/ female);

1 You may have guests who are homelessthe program will not choke at not having a street address for a
guest. However, as outlined in the Host Functionsdiscussion in the PEPbase in Routine Usesection, we do
recommend that you enter ?homeless? in the Street field.
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1 existence of allergies or medical conditions (incontinence, for us) requiring
specialized product eligibility .

PEP base

Households

-- Enter basic information for new household --

Please enter as much information as possible in the fields below. At the very least, the full name of the guest is required. Entering additional
information helps ensure that there isn't already a record for this household, and will save time later on, since the information will eventually need
to get entered.

Name|[First: Last: Pantry-ID#: 0
MAIN Num: Street: Apt#:
INFO SOUEss City: County: Dane ST:wl Zip:
Contactinfol(Phone1: - Phone2: - Email:

| Submit Check | | Clear Form ‘
Click the Submit button to check for duplicate entries, and bring up a form with potential matches to the entered data. If no potential duplicates
are found, you will be able to continue entering the data needed to create an initial shopping list for this guest.

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

The screen print above shows what the Host sees at the time of registrationfor a
new guest.

The very minimum of information that should be entered at th is time includes:

1 First and last name;

1 Street number and street name, with apartment number if any (if the guest
Is homeless, we recommend that you enter ?homeless? in the Street field) ;

1 Phone number if any .

Entering less than this information ¢ and particularly entering less than the full
first name and full last name¢ can result in erroneous creation of household
records for households that are in fact already registered. (Seethe Technical
Specifications section for the details of b T E ettty compared, and how, to
better understand this.)

With this information entered, PEPbase automatically runs a check on all adult
members of all households for a FirstName+LastName match, as well asa check
across all existing households for a match on StreetNum+StreetName ora match
on the last four digits of the telephone number. Any potential matches are
presented to the Host as a doublecheck against reregistering an already existing
household. Such potential duplication does not bar a household from being
registered, even if there is duplicate information; it merely provides a warning
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about possibladuplication . There are many good and valid reasons thatsome

information might be the same across two households ¢+ even unusual names are

not necessarily unique; the household may be at a shelter address; a son may use

I PUWOOUT T Uz UwxT 001 wo U G BeelheCGbrdinatbriFuné&ién® U E E U w x
section of this manual for more detailed discussion of this issue.

I PUwDOUUEOEIT O wbuggudstysictdaly@ wandgédand) Ul wE wOE E
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Once PEPbase has run its check for possible duplications and determined that

this new guest is indeed new, PEPbase creates the record for that household,

generating a (unique) ID for the household? and bringing up a screen to allow

summary household information to be collected:

-- Enter basic information for new household --

Please enter as much information as possible in the fields below. At the very least, the full name of the guest is required. Entering additional
information helps ensure that there isn't already a record for this household, and will save time later on, since the information will eventually need
to get entered.

MName||First: Kristin Last: Thomsen PantryID#: 0
MAIN Address Num: 1234 Street: Main Street Apt#: 102
INFO City: Somewhere County: Dane ST: Wi Zip: 53766/ -
Contactinfo|Phone1: 123-555-1234 Phone2: 321-555-1234 Email: kthomsen@server.com
Reg Date : 2009-03-24
ADDL
INFO ID Verified? no [~] Diffic Reading? |No
Addr Verified? Mo Language? English Notes 4
Use Household Values Set Manual Override Values ©
....Males.... ..Females... ...Males.... ..Females...
SHOPPING Total Incont Total Incont Total Incont Total Incont
INFO 0 0 0 0 Adults (18+) 0 0 0 0
0 0 0 0 Teens (12-17) 0 0 0 0
Last Visit 0 0 0 0 Youth (4-11) 0 0 0 0
0 0 0 0 Infants (0-3) 0 0 0 0
Allergies In Household: No Allergies In Household? No [~]

Print/Save Clear Form

Click the Print/Save button to save the entered information, print a guest registration form, and generate an initial shopping list for the new guest.
Abandon all of this information, and refurn to the PEP Main Index

We strongly recommend that t he Host also fill in the values for the number of

household members in each categoryt adults, teens, youth, and infants, and

males/females within each categoryt atUT DPUwx OPOUS ww3 i PUwbUOz Uw
EUOOwi UEOOOCa wkPl WEEOzZUwWPOET POI wUT ECwUT PUwWDOI

shortly.

Getting Started | page 4



/' $/ EEUI MdnUal Uz Uw

stage whatever your pantry or service might be. If there are any special

circumstances surrounding the family, those may also be noted. For instance, if

, U w31 OOUI Owl EEwWEDPI I PEUOUawUI EEDPOT OQwpkl1 z Ewi
would prompt staff to offer her assistance in filling out her form. If Ms. Thomsen

spoke only French (one of the three languages we currently support; PEPbase
allowsuptotennon-$ OT OPUT WOEOT UET 1 UAOQwPl whbOUOEwWUI O]
pull-E O b O wO b UllhngUaQdsd L uwu®esling Wit special circumstancesthe

PEPbase in Routine Use section for more detail on these flags.)

With this information filled in, the screenfor our sample guest, Kristen Thomsen,
will look like the following :

-- Enter basic information for new household --

Please enter as much information as possible in the fields below. At the very least, the full name of the guest is required. Entering additional
information helps ensure that there isn't already a record for this household, and will save time later on, since the information will eventually need
to get entered.

Name|First: Kristin Last: Thomsen Pantry-ID#: 0
MAIN Address Num: 1234 Street: Main Strget i Apti#: 7102
INFO City. Somewhere County: Dane ST:|wl| Zip: 53766 -
Contactinfo|Phone1: 123-555-1234 Phone2: 321-555-1234 Email. kthomsen@server.com
Reg Date : 2009-03-24 Ms. Thomsen is expecting a new baby in October; please
ADDL update status at next visit. (3/24/09, cit)
INFO ID Verified? Yes|~| Diffic Reading? |[No [~]
Addr Verified? [No [~] Language? English [~ Notes: E:
Use Household Values Set Manual Override Values ©
....Males.... ..Females... ....Males.... ..Females...
SHOPPING Total Incont Total Incont Total Incont Total Incont
INFO 0 0 0 0 Adults (18+) 1 0 0
0 0 0 0 Teens (1217) 0 0 0 0
s 0 0 0 0 Youth (4-11) 2 0 1 0
0 0 0 0 Infants (0-3) 1 0 0 0
Allergies In Household: No Allergies In Household? No [~]

Print/Save Clear Form

Click the Print/Save button to save the entered information, print a guest registration form, and generate an initial shopping list for the new guest.
Abandon all of this information, and return fo the PEP Main Index

You will note that, in addition to the information that the H ost enteredto

generate this record, theHOU Uwl EUWEOUOwWOOUI bwasl vérified;, U w3 |
but apparently her photo ID does not show her correct address, so the Addr

Verified E O R wd U w U @iendigomotdsly ¢odiragency demands verification of

guest identific ation and address is of course set by your policies; these flags will

help ensure that appropriate follow -up action is taken for households who did

not have proper identification at the time of registration.) The Host has also

made a comment in the Notes field that Ms. Thomsen is pregnant, with the baby

due in October.3 There are currently six people in the household: Ms. Thomsen,

3 The Host has also dated and initialed the comment, a practice we recommend; this makes it much easier to
know whether in fact a comment is still in effect, or whether it can by now be safely ignored and deleted. See
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her [male] partner, two boys and one girl between 4 and 11 years of age, and one

boy who is three years or younger. The Host has correctly entered this

PDOIi OUOE UbseOvapualudvdrridenNPalues? wU T E U D EHOrREIAG Ingd) T 1 wi
section of the screen. Since tb Host does not as yet have anything more than

countsforUT 1T wOl OET UUwWOI w, UBJ wsthadif) thé Hogt basmuhoOU UT T OO
date of birth information ¢ this is the appropriate place for this information ¢ and

POET I EwPUzZUwUT T wOOOawx OEET wUT.Ehewdumtd w' OUUWE
under the PUse Household Values? side of SHOPPING INFO will be filled in by

the computer using the Date of Birth information that will be collected shortly.

3O0wUIl i Ol E U ugei Mahlai iOfekrideOvaluds? wP Uwi BT T OPT 1T Ul Ewd
actual computer screen, this highlight is a brighter pink, not darker gray, as it

shows on the printed pages of this manual.)

So, a this point the computer does not have exact Date of Birth information for
the household ¢ but because the Host entered the correct numbers in theSet
Manual Override Values, it does have the information it needs to generate Ms.
31T OO U Bhogpidgulist , and of course all of the information that you might
need for demographic reporting. There are no household members with

using may be different), so there are no special conditions that must be
accommodated. Since Ms. Thomen is a new guest, she has no shopping history,
so all products for which the household and its members qualify are available to
her. 61 z OO wWUE OO0 wO O Unguidk dandits Henmddatidn and Us®in x D
Shopping Listé , page 16 of this section.)
Collecting full household information:

Name and DOB for all household members
The household information that has been entered to this point will continue to be
effective at generating the appropriate quantities in future sho pping lists ¢
although the exact products available to Ms. Thomsen for any visit will also be
determined by her shopping history. Unless we want to submit Ms. Thomsen to
atwo -minute quiz every time she visits, h owever, we will need to gather the date
of birth information for the entire household. With this information entered in

both PEPbase inRoutine Use and the Adaptive Uses of PEPbasethe Appendicesfor more guidelines on
using the Notes field.
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the database the PEPbase software can automatically recalculate how many

InNfl EOUUVUOwW8 OUUT UOw31 1 OUWEOEW EUOUUwWPOw, Ud w3l
of each are male or femaleevery time Ms. Thomsen visits. (This does presume

UT EQw, UBd w31 OOUI Oz Uwi Ong¢thusestegeildieh Gniovedig, BhwE T E O1
aunt or uncle joined the household, etc. U zlWays worth a quick question even

when returning guests register ¢ Any chE OT 1 UwUOOwUT T wi GUUI T OOEYVY

We do not recommend that you collect all of this information at the time of
registration. The time required to collect name, gender, and date of birth for
every member of every household is simply too great. Rather, we recommend
that you collect the information using the Cover Sheet that PEPbase autanati-
cally generates on your behalf.

Now that the Host has finished collecting and has enteredthe information about
, UB w31 O0UI Oz, Halshelxlitks o tié@Priat/Save button at the bottom of
the screen. A Cover Sheet will then be generated for that household, which can
be given to the guest to collect the remainder of the information for the
household. The screen shot belowshows a cover sheet from the Pesonal
Essentials Pantry; the specific cover sheet that will print out at your agency will
reflect the text blocks that your agency has specified within its version of
PEPDbase. (Seethe Coordinator Functions and Technical Specifications sections
of this manual regarding customizing agency information.)

PERSONAL ESSENTIALS PANTRY ELIGIBILITY CERTIFICATION

Participation in the Zion Church Pantry is voluntary. Personally identifiable information collected is required for
participation and will be used for that purpose only.
Please Print All Information

Mame - Last First Pantry |D#
Thomsen Kristin 35

Street Address (With Apartment Number)

1234 Main Street #102

City [County State ip Code
Somewhere Dane WI |253?66 -

Phone Number (1) Phone Mumber {2) E-mail

123-555-1234 321-555-1234 kthomsen@server.com

List All Household Members {use reverse side for additional members, if needed)
Full Hame Date of Birth Gender Allergies? Pantry Hotes

Kristin Thomsen
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80Uz OOwWOOUPET wUT EVwPI WEEOwWOOPWUIT T wUOT T w/ EOGUC
31 O0UIT Oz Uwf WIUIUZ U dhadv that &llwaf the information that the

Host entered about her address and phone have ben recorded.

This form can now be printed out (in fact, the program is going to presume that
a0UzOOWE]l wxUDPOUDPOT wb U O wEIE BystenEPONO Didlddue OOE UDE E
box to confirm the print; see the Generating the Shopping List PEPbase in
Routine Use for more detail). This Cover Sheet will provide Ms. Thomsen with
space to write in the names, dates of birth, and genders of all of the members of
her household. (The form provides space for 12 household members. If a
particular household has more than 12 members, they can be asked to use the
reverse side of the cover sheet. The PEPbase data structure will allow up to 24
household members). The Cover Sheet isalso set up to provide Ms. Thomsen
with a chance to see and read ove the policies of your agency: in this case,since
our example was generated by the Personal Essentials Pantrypur policies are
shown at the bottom of the page. (This canand should be changed for your
agency; see theCoordinator Functions section.)

| hereby certify that: Household Household
« My meonthly income is at or below the federally approved DCFS limits for participation SIZE Month Iy |nc0mE
in this program for the number of people in my househeld as indicated on this form. 1 Mo more than 81,476
# All shopping visits, regardless of whao is doing the shopping, will be registered to the
Primary Contact person for my household. 2 Mo more than 31,978
+ ltems are distributed based on household size, expeced produdt duration, and 3 Mo maore than S2 481
availability. .
# | will use the commeodities received for household consumption only. 4 No more than 52,884
» | release Zion Evangelical Lutheran Church and any person distributing commeodities -
from liability resulting from receipt of these items. 5 Mo more than 32,488
# | understand that making false cerification may result in not being to use the Zion 6 Mo more than $3,880
Church Home/Personal Essentials Pantry in the future.
« | am cnly able to pick up items for my household and not acquaintances or relatives. ? No more than 54,431
- -RHIEsfnrsocEptsncE and psrtid.pt.atian in.thE pmﬁr.sm ElE‘lhESEmE.fDIII:—-\"I?—I'}':}HE 8 Mo mare than 54,884
without regard to race, color, religion, national origin, age, sex or disability.
g Mo maore than $5,437
10 Mo more than $8,000
More Fiesze zee 5 host
Signature:

Dealing with a returning guest

6 | zpteGume for the purposes of this discussion that Ms. Thomsen will fill this

i OUOWOUUWEOEwWUT OUUOWPUWEUwWx EUUO WOl wa OUUWET I
point in the near future, probably as part of the background work at your

agency, the information from the form will be entered into her record. For the

x UUx OUl UwOi wUIl PUWEPUEUUUDPOOOWPI zUI wi 6601 wU
Ms. Thomsen has once again come in. Therefore, we need to find MsThomsen

Getting Started | page 8



/ $/ EEUI Mdnla Uz Uw

as areturning guest (although if she ¢ or her partner, Jonathant should absent-

OPOEl EQaAawUEaA W?-0>2wbi 1T OwlUl T w OU0wRPUWU w?

PEPbase will still find this household, even if the Host accepts the answer and
assumes thatMs. Thomsenis a new household).

Because of the way that PEPbase checks through its records, it actually makes
more sense when looking for a returning guest to use minimal information (see
the Technical Specifications section for more detail on the reasons for this). And,
as you can seepur host is doing just that:

-- Enter search information for returning household guest --

Please enter enough information to identify the returning guest. Although a search can be performed on any of the following fields, you should try
and use the first and last name of the guest, along with the street number, street name, or phone number. The mare/befter information you can
enter, the fewer possible matches you will need to select from. If no matches (or no correct matches) can be located, you'll have the option to
change (or clear out) some of the fields, to broaden your search parameters.

Households

Name|First: K Last | Thom| | PantryID#: 0
MAIN Num: Street: Aptit:
INFO Address| o County: [Dane STiw Zipp[ -
Contactinfo|Phone1: - Phone2: |- Email:
[ Submit Check ] [ Clear Form ]

Click the Submit button to search for records matching this information and to display them for you to select from. If no matches are found, you
will be able to change your search, or switch over to entering this as a new household instead of a returning guest.

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

When the Host clicks on the Submit Check button, the PEPbase software will

OO0O0O0wi OUWEOGawl GUUI T OOEwWUT EQwOIT |

If needed, you can override the values for household size and composition for this shopping trip. If you do, please ensure that you print out an
update-registration form so the updated information can be gathered for later entry. Also, if there are any changes to the guest's address, phone

If it's convenient, changes and corrections can be made directly on this screen, and will be reflected both on the update-registration form that's

UO0wOT 1 Ul

number, etc, please print out a form so the records can be updated.

printed, and in the saved record for the guest.

Name|[First: |Kristin Last: [Thomsen Pantry-ID#: 35
MAIN Num: 1234 Street: \Main Street Apt#: 102
INFO Address| it [ somenhere County: [Dans ST Wi Zip: 53766 -
Contactinfo|Phone1: 123-555-1234 Phone2: 321-555-1234 Email: | kthomsen@server.com
Reg Date : 2009-03-24 Ms. Thomsen is expecting a new baby in Octaber; please
ADDL update status at next visit. (3/24/09, cjt)
INFO ID Verified? | Yes[~| Diffic Reading? |No
Addr Verified? No |~] Language? |English [~| Notes: e
@ Use Household Values Set Manual Override Values ©
....Males.... ..Females... ....Males.... ..Females...
SHOPPING Total Incont Total Incont Total Incont Total Incont
INFO 1 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, 2 0 1 0 Youth (4-11) 2 0 1 0
1 0 0 0 Infants (0-3) 1 0 0 0
Allergies In Household: No Allergies In Household? |No [~]
[ Save Household ] [ Print/Save ] [ Reset Changes ] [ Clear Form ]

Click the Save Household button to save the entered information and generate a shopping list. Click the Print/Save button print an update-
registration form in addifion to saving any changes, and generafing a shopping list.

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

OEQEwW, UB w31 OOUI

Oz Uwi OUUITT OOEwWExxT EUUB ww
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The Use Household Values fields are now highlighted; EOE wUD OET wbUz UwO(
a few weeks since Ms. Thomsen registered, thg of course still show the same

values as theSet Manual Override Values that were entered at the time of

registration.4 A year or so from now, these values would automatically change,

since Robert would now be four years old (and therefore no longer an infant);

and they would again be automatically updated when Leland turned 12, and

then when Richard and Ann in turn changed from Youth status to Teen status.

Please note that our assumgion is that, except for special circumstances we

presume that the Set Manual Override Values will beignoredonce the

Household date of birth information has been entered. The whole point of having

the Use Household ValuesUT EUD OO wb U w U Gavedrd Kedpuea O U wE 0Oz Uw
interrogating the household as to the ages of its members, but can simply let

PEPbase keep track of them over time. Unless the date of birth information

I EUOZUWET T OQwl EUTT Ul EwOUwIi 00T Ul gronettetsatUT T Ul u
Manual Override Values! @ OE wUl EUz UwOa wOOI we OOOPEEOI wi
this project, so | promise not to do any more yelling.)

The Host will probably not need to refer to the information on the specific

[ OUUI T OOEwWOI OEI UUOuwWE lheraui® ahy donfsionEBmp@ & O1 wb OwE
householdOwWE a wi OPOT WEOPOwWOOT wPUEUI T 02 wUOUDPOT wUT

T USe Housenola values Set mianual OVerrae vaiues
....Males.... ..Females... ...Males.... ..Females...
SHOPPING Total Incont Total Incont Total Incont Total Incont
INFO 1 0 1 0 Adults (18+) 1 0 1 0
L ast Visit 0 0 0 0 Teens (12-17) 0 0 0 0
0000-00-00 2 0 1 0 Youth (4-11) 2 0 1 0
1 0 0 0 Infants (0-3) 1 0 0 0
Allergies In Household: No Allergies In Household? Mo [~
‘ Save Household ‘ ‘ Print/Save ‘ ‘ Reset Changes | | Clear Form |

Click the Save Household button fo save the entered information and generate a shopping list. Click the Print/Save button print an update-
registration form in addition fo saving any changes, and generating a shopping list.

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

‘ ID |First Name Last Name Active? gi;:: Gender |Allergies?| Incont?
67  Kiistin Thomsen Yes 19505{01’ Female No No
68 Jonathan Thomsen Yes 195243'02' Male No No
“INFO™
1900 073
B7 1T wl0l UOW?OYI UUPET 2wUT I T U0wOOwWUT 1T wi EEVCwWOT EQwUT 1T Ul wYEOUI Uu

one male teenager and one male youth, and PEPbase would be directed to use Override values rather than
#1 UPYT EwYEOUT U ww6eil wedOz0wUx1 OEWOOOWOUET wUDOT wrOUUaADOT wE|
SeePEPbase in Routine Usefor more detailed discussion of this.
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With the Notes field showing a reminder that Ms. Thomsen is expecting a baby
in October, even if she forgets to tell the Host, the Host will probably ask abou t
the baby starting in mid - to late September. Once the baby idorn, the Set
Manual Override values will be changed to reflect an additional infant, and the
Host will use the Print/Save EU 0 UOQwUOwx UPOUwWOUUWE wlOl pw" OV
date of birth can then be obtained; if there are other household changes,they can
be logged as well. In this way, Ms. Thomsen (and we) can be assured thatwe
have her most current information, and that the products that show up on her
shopping list (if your agency is using the shopping list capability) are indeed the
x UOEUEUOUwWUI Ol YEOUwWUOWT T Uwi OUUIT T O0EzUwOI 1 EU
Misre gistration problems:
EnterD OT wE w? Ol b -aehd)id the dat&b@dé w

OUT OUTT wbl wEPEOz UwOI OUPOOwWPUwUx wEEOYT wopEl
simple), PEPbase in fact did think that Ms. Kristen Thomsen might already be
registered. When the host clicked onthe ?Submit Check? button a cautionary
screen appeared:

PEP bhase

Households

-- Check POTENTIAL matches of pre-existing households --

Select Household Name |Address Phone(s)
Molly Campbel 1234 Main Street #D 608-987-6543 I/
Joyce Campbell 826 Oak Street 608-873-1234 I/
|Alan Sorensen 9300 Russell Ave S #123 952-476-1234 1/
'Christine Thompson 1234 Main Street #6 608-123-4567 I/ -

Please check with the guest to see whether he or she belongs fo any of the already existing household records listed above. If so,
Use Selected ||select the record, and click on Use Selected to go to the "refurning guest' section, make any changes that are needed, and print a
shopping list for the guest.

-- Enter basic information for new household --

Please enter as much information as possible in the fields below. At the very least, the full name of the guest is required. Entering additional
information helps ensure that there isn't already a record for this household, and will save time later on, since the information will eventually need
to get entered

Il NamellEirct e Lact Pantnc D 0

(OQwUl PUWEEUI OwUT 1T wxOUI OUPEOQWOEUET I Uwbki Ul wE
I OEI| E wb B Wiaswdtihe phone numbers of Joyce Campbell and Alan

Sorenson. If there had been another household who had any adult member

PI OUIl wi PUUUDWOEOT wel T EOQwPDUT w?* U? wOUwpkIi OUI u
households would also have been listed. By presenting such potential duplicates

PPUI wUT I PUwWUUUI I OwOUOEIT U wasyd hotith® @ostadd U OE T U u
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the guestt in this case, of course, Ms. Thomsent to determine whether in fact
Ms. Thomsen is a member of any household already listed in the database.

Concluding remarks

371 Ul wxUOET EVUUI UwEUT Oz Owxl Ui T E0COwWPUZzUwWUUBC
a household, and guests may still forget to inform you when a household

member moves out or a new member moves in, or even that a new bay has

been born. However, the Household database can provide your agency with a

reasonable assurance that youhave up-to-date information on the households; it
EEOQwxUOYPEIl waOUwkpDUT wlOT T wi Ol RPEDPOPUawWUOWI E
conditions; and it can help prevent proliferation of duplicate registrations. And,

in conjunction with the product definition capabilities outlined below, it can

allow you to be much more flexible in your support while still maintaining

adequate control of your invento ry.

Even if you use none of the capability to link household information and product
definitions to product guest shopping lists, the Household database will
probably be a great timesaver just in its ability to prevent duplicate registrations
and to summarize household age and genders information.

Product Definition

The process of defining the products that your pantry or agency provides within

the PEPbase Product database is handled at the Coordinator levels, so that

process is not described in detil here. For the purposes of our discussion within

this section ¢ just understanding the flow of PEPbaset P1 7 OOwoO OO Owb OUUI E |
the Household database and Product database interact, using the product

definitions that we use here at the Personal Ess® UPEOUw/ EOUUa auw6 1 7 Y
page within the Coordinator Functions section of this manual for your agency

Coordinator to record whatever decision tree is being used within your agency; if

you have that section in your version of the manual, you might w ant to put a

finger or a bookmark in that section to make it easy to flip back and forth

between here and there for this discussion; if not, you might want to ask your

Coordinator for a copy of that page .
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Eligibility Rules for Products

Uwbkl z YT wbefdd)bedddis Bf the Personal Essentials Pantry is
products for personal and household hygiene. These products are very different
from food products in terms of who is eligible for what, and how long the
expected product lifetime is. With the exception of infants or households with
food allergies, all food can pretty much be assumed to be okay for all
households. Suitability of personal and household hygiene products, however,
differ s by age, gender, and specific conditions.

At first blush, it wou Id seem that the rules for who can get what, and how often,
would be fairly complicated. However, they can be diagramed into a fairly
simple paradigm , as shown in the chart below.

Is the product gendedependent?
Provide only for individual
of specified gender(s)

B
~

Yes: Personal item, one p
eligible individual Is the product agelependent? Provide
only for individual of specified age(s)

—

~

Is the product conditiomlependent?
Provide only for individual

-~
with specified condition(s)

Does the product directly
touch the skin? -

Is the product gendedependent?
Provide only if household
includes specified gender

Ty ™~
No: Household item; |
standard amount provided|
for each eligible visit; life
span of product adjusted far
household size

Is the product agelependent? Provide
only if household includes specified age(s)

s N

Is the product conditiorspecific? Provide
only if some member of the household
meets that condition

Determining Product Eligibility

Is the product for general househok, or for use by a single individual?

The first question is whether a given product can be provided for use by the
entire family, or whether it is a product that needs to be provided for each
eligible individual.

In general, products that do not directly touch the skin ¢+ or where the portion
that doegouch the skin is dispensed and separated from the bulk of the
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product ¢ are dispensed to the entire household. These products include toilet
paper, laundry soap, Q-tips, body soap, shampoo, etc.

These products are packaged in standard amounts, and dispensed in those
standard amounts only. No household ever gets more than that standard amount
at any given visit; however, larger households may request that standard amount
more often.

Products that dotouch the skin directly + most deodorants, toothbrushes, combs,
razors, etc.+ are provided one per eligible individual. The lifespan, or required
time before these products will again be dispensed, is a constant for each
product, since only one individual will be (or is presumed to) use the product.

Eligibility by age, gender, adical condition

Rules also govern whether products are available:
1 for both genders, or for only men/boys or women/girls,
1 for all ages, or for only certain age ranges;

9 for all individuals, or only individuals with certain conditions (allergies or
incontin ence are the two major conditions we track).

Product Life Span p? # UUEUD OO~ A

While food pantries traditionally have worried too much about the lifespan of

Ul 1 PUwxUOGEUEUUWOOET wUOT T azUl wEPUx1 OUI EwpdEY
concern), the various products that the Personal Essentials Pantry carrieshave
very different life spans. For instance,toilet paper will be used up more rapidly
than toothpaste, and toothpaste more rapidly than deodorant. Life span also
differs not just by product type, but by household size: the larger the household,
the more quickly aproduct will get used up. Because of this the product
definition parameters include information as to the expected duration for the
product, which in turn determines the frequency with which that product can be
requested by a given household.

Of course, products that are supplied per individual household members always
have a constant life span acrosshousehold size, because there will never be (well,
there shouldnever be) more than one pason using them. However, the lifespan
for those products will still vary; hairbrushes and combs are fairly durable, while
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toothbrushes should be replaced every six months; wO 01 Oz UWUEOPUEUAa wx U
products will need to be provided more often than wome Oz UwET OEOUEOUS ww

As an example,O1 Uz UwU E @k RréducOD@iitan that the Personal
Essentials Pantry has set up for three productst dish soap, baby powder, and
POOI Oz UwE | NdtcOpadDlarly the differences in Properties and
Duration/Frequency.

Dish Soap
Pantry Product Definition / Editing
'You are currently editing a product record. You need to save or dish soap
abandon it before you can select a different record to work on.
[ Print All Products ] Use Selected

ProdID: 4
Active: | Yes[~] Bin: 1

English dish soap
Spanish jabA®n para platos
Hmong |xum npum nxtuav tais di
French |savon de vaiselle

Personal: Mo #Days For A Household Size Of]
For Gender: | Bot k

For Age: Al
Hypo-allergenic?
For Incontinence? Mo

Baby Powder

'You are currently editing a product record. You need to save or baby powder
abandon it before you can select a different record to work on.
[ Print All Products ] Use Selected

Personal: | No
For Gender: Both
For Age: 03
Hypo-allergenic? No [~
For Incontinence? | Yes [~ |

#Days For A Household Size Of...

1-2 34 56 7-8 [ 910 || 1112 13+
45 40 35 30 25 20 15

Spanish |polvo de bebé
-l Hmong tshuaj hmoov (me nyuam
French |poudre pour le bebe

~

Woma{()z Uw#1 OEOUEOU

Both dish soap and baby powder are defined as general household products (the

Personal? WEE UIT T ORiépartle® EE UwE | 1 Qaor)) &n0 tndteibre Bhow
EWYEUPEEOI wOPi | wUxEO3 ww2POET w, Udw3T 6OUI Oz U
eligible for dish soap every 24 days (seeDuration/Frequency table). On the

other hand, baby powder, while considered a general household product, is
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