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PEPbase in Routine Use:   

Guidelines and Examples  

Introduction  

This section is intended to be used by Hosts and other agency staff as a 

reference guide for on-shift use.  It repeats some of the material from the 

Getting Started  section, but framed in terms of the actual process used during 

on-shift operation.  We strongly recommend that new staff members read 

ÛÏÙÖÜÎÏɯÛÏÐÚɯÚÌÊÛÐÖÕɯÉÌÍÖÙÌɯÛÏÌàɯÉÌÎÐÕɯÜÚÐÕÎɯ/$/ÉÈÚÌȭɯɯ6ÌɀÝÌɯ×ÙÖÝÐËÌËɯÊÙÐÉɯ

sheets for the Host, Picker/Filler, and Data Entry staff functions beginning  on 

page 35.   

Log-In Procedures 

All versions of PEPbase come up asking you to Log In As Host; this is true 

whether you are functioning as a Host or as the Coordinator .  The log-in 

identity you use will determine whether your ac cess is to all functions of the 

program, including Coordinator functions, or only to Host functions .  

(Because errors made in carrying out Coordinator functions have much more 

ÐÔ×ÈÊÛɯÖÕɯ/$/ÉÈÚÌɀÚɯÖ×ÌÙÈÛÐÖÕȮɯÛÏÌÚÌɯÍÜÕÊÛÐÖÕÚɯÈÙÌɯÓÐÚÛÌËɯÖÕɯÈɯÚÌ×ÈÙÈÛÌɯÔÌÕÜɯ

whi ch is available only to "Coordinator" accounts.)   

Clicking on Log In As Host takes you to the simple log-in screen:   

 

8ÖÜÙɯÈÎÌÕÊàɀÚɯ"ÖÖÙËÐÕÈÛÖÙɯÞÐÓÓɯÏÈÝÌɯÌÚÛÈÉÓÐÚÏÌËɯÓÖÎ-in identity(s) and 

passwords for staff working at Hosts, and for staff working as C oordinators ; 

simply enter that information, and click on Log In.  Here, weɀve logged in as 

zion (our Host identity); the password has been entered, but is, following 

normal security protocols, presented as a series of asterisks.  Do note:  both 
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user names and passwords are case-sensitive, so you need to pay attention to 

upper/lower case.   

Since we are concentrating in this section on the Host functions, we will 

presume that you have logged in as Host, and move to a discussion of those 

functions .   

Host Functions  

The Host menu includes the following options:   

 

The two functions that will be most used during hours of pantry/agency 

operation are, as you might expect, those concerning guests: finding guests 

already registered, and registering new guests.  Update Shopping Records is 

included within the Host -level functions, but will normally be done outside of 

the hours of service.  That function is discussed below under Background Staff 

Operations, beginning on page 28.   

Staff who are doing guest order processing ɬ ÈÛɯÖÜÙɯÈÎÌÕÊàɯÛÏÌàɀÙÌɯ/ÐÊÒÌÙÚɤ 

Fillers ɬ will also be involved here, because they will (presumably) be 

working from the shopping lists generated ÉàɯÛÏÌɯ'ÖÚÛɀÚɯÈÊÛÐÖÕÚȭɯɯ3ÏÌÐÙɯÙÖÓÌɯÐÚɯ

discussed beginning on page 25.   

Searching for Guests 

Obviously, guests coming to your pantry/agency are either already registered 

guests, in which case they are already (or should be!) in your PEPbase system, 

or they are new guests who need to be registered.  It would seem that the 

strategies for handling these two circumstances would be quite similar, but in 

fact almost diametrically opposite strategies need to be used.   
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In brief:   

¶ When you are searching for returning guests ɬ that is, guests or 

households who are already registered ɬ less is more!  Minimal 

information  ɬ usually only the first couple of letters of the first name 

and last name ɬ should be entered.   

¶ When you are registering new guests ɬ that is, guests who inform you 

that they have not been to your pantry before, more is better!  The fullest 

detail possible should be entered into the form.  Ideally, you will enter :   

Á First and last name;  

Á Street number and street name, with apartment number if any;  

Á Phone number if any.   

The reasons for this, and what happens if these guidelines are not followed, 

are discussed below.   

Searching for Returning Guests 

Although PEPbase assigns a unique ID number to each household in the 

registry  ɬ an ID number that will not be reassigned even if a household is 

deleted ɬ ÞÌɯÙÌÊÖÎÕÐáÌɯÛÏÈÛȮɯÎÌÕÌÙÈÓÓàɯÚ×ÌÈÒÐÕÎȮɯÞÌɯÏÜÔÈÕÚɯËÖÕɀÛɯËÖɯÚÖɯÞÌÓÓɯ

with numbers. 1  Also, given the fact that our guests and yours are apt to be 

dealing with any number of gov ernment and community -based agencies, 

each of which will probably assign a different number for that household, we 

ËÖÕɀÛɯÞÈÕÛɯÖÜÙɯÎÜÌÚÛÚɯÏÈÝÐÕÎɯÛÖɯÒÌÌ×ɯÛÙÈÊÒɯÖÍɯÖÙɯÔÌÔÖÙÐáÌɯàÌÛɯanother 

number.  PEPbase therefore knows how to find folks based on the more 

huÔÈÕɯÈÛÛÙÐÉÜÛÌɯÖÍɯÛÏÌɯÎÜÌÚÛɀÚɯÕÈÔÌȭɯɯ 

PEPbase is designed to be as thorough as possible in identifying registered 

guests, or guests who are members of an already registered household.  Hosts 

should therefore use the minimal information necessary to locate a registered 

guest.  This use of minimal information is not only sufficient, it helps prevent 

                                              
1  The Pantry ID# is crucial to PEPbase operation, and is used quite a bit in the background work of Data 

Entry staff and the Coordinator, but it can be pretty much ignored for the routines that directly involve 

the guests.  The ID# will show up on all of the forms that you and they see and use, but neither you nor 

the guest realy has to worry about it or remember it.   
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erroneous duplication of households  ɬ that is, registering an existing 

household as a new household.   

As an example:  Moira White is a registered member with the Pantry, and has 

been since May of 2008.   

Now, I tend to spell misspell that first name, ÈÚɯɁMoriaȭɂɯɯ+ÖÖÒɯÞÏÈÛɯ/$/ÉÈÚÌɯ

tells me if I search for Ms. White using her full name as I spell it:   

 

/$/ÉÈÚÌɯÏÈÚɯÙÌÛÜÙÕÌËɯÈɯÚÊÙÌÌÕɯÐÕËÐÊÈÛÐÕÎɯÛÏÈÛȮɯÈÚɯÍÈÙɯÈÚɯÐÛɀÚɯaware, Moria 

White is a new guest ɬ because in fact there is no MoRIa White  registered.  Itɀs 

telling us (in red, on the screen ɬ here in the printed manual, you  need to be 

focusing your attention on the line right b elow the buttons)ȱ 

No matches to the entered household information were found.   

ȱand inviting us to either re -enter the information, or to go ahead and 

register Ms. White as a new guest.   

Now, i f we go ahead and treat her as a new guest (over-riding her verbal 

assurance to us that she has been here before), we will in fact have two 

versions of the same household.  While we can rectify the problem at the 

"ÖÖÙËÐÕÈÛÖÙɯÓÌÝÌÓɯÓÈÛÌÙȮɯÐÛɀÚɯmuch, much better to avoid it in the first place.   

Rather than entering full first name and full last name, then, we want to enter 

the minimal amount of information ɬ perhaps just the first letter of each 

name.  Using that strategy for Ms. White , as shown belowȱ 
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ȱwill give us the following result:  

 

MoIRa is now listed , as one of two possible households that match the 

criteria we entered.  I can click on the radio button in fr ont of her name, 

ÛÏÌÕɯÊÓÐÊÒɯɁUse SelectedȮɂɯÈÕËɯPEPbase will bring up her record: 

 

-ÖÞɯÛÏÈÛɯÞÌɀÝÌɯÓÖÊÈÛÌËɯ,Úȭɯ6ÏÐÛÌȮɯÞÌɯÊÈÕɯÎÖɯÈÏÌÈËɯÈÕËɯÎÌÛɯÏÌÙɯÚÏÖ××ÐÕÎɯÓÐÚÛɯ

generatedȭɯɯ6ÌɯÞÖÕɀÛɯËÌÈÓɯÞÐÛÏɯÛÏÈÛɯÏÌÙÌȮɯÚÐÕÊÌɯÞÌɀÙÌɯÍÖÊÜÚÐÕÎɯÖÕɯÛÏÌɯ

registration process; at the end of this section, however, beginning on page 18, 

àÖÜɀÓÓɯÍÐÕËɯPreparing the Shopping List, which will give you the information 

ÈÕËɯËÌÛÈÐÓɯàÖÜɀÓÓɯÕÌÌË.   
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Registering a New Guest 

This needs to be a somewhat long discussion, because we have to deal with 

two issues: guests who are in fact registered who tell us they are not,2 and 

then registering and gathering the necessary information on actual new 

guests.   

+ÌÛɀÚɯËÌÈÓɯÞÐÛÏɯÛÏÌɯ×ÙÖÉÓÌÔɯÚÐËÌɯÖÍɯÛÏÐÕÎÚɯÍÐÙÚÛȮɯÉÌÊÈÜÚÌɯÐÛɀÚɯÛÏÌɯÚÏÖÙÛÌÙɯÏÈÓÍɯÖÍɯ

the discussion.   

When you are registering new guests ɬ that is, guests who inform you that 

they have not been to your pantry before ɬ more is better!  The fullest detail 

possible should be entered into the form.  Ideally, you will enter :   

Á First and last name;  

Á Street number and street name, with apartment number if any;  

Á Phone number if any.   

You enter full information for a new guest because PEPbase is going to do an 

exact match rather than a wild-card match on the data you enter.  That is, 

ÐÕÚÛÌÈËɯÖÍɯÊÏÌÊÒÐÕÎɯÍÖÙɯÈÕàɯÔÈÛÊÏÌÚɯÖÍɯɁÍÐÙÚÛɯÕÈÔÌÚɯÛÏÈÛɯÉÌÎÐÕɯÞÐÛÏɯ,ɂɯÈÕËɯ

ɁÓÈÚÛɯÕÈÔÌÚɯÛÏÈÛɯÉÌÎÐÕɯÞÐÛÏɯ6ȮɂɯÈÚɯÐÕɯÖÜÙɯÌßÈÔ×ÓÌɯwith Moira White above, 

/$/ÉÈÚÌɯÞÐÓÓɯÓÖÖÒɯÍÖÙɯɁÈÕàɯÍÐÙÚÛɯÕÈÔÌɯÛÏÈÛɯis MɂɯÈÕËɯɁÈÕàɯÓast name that is 

Wɂ3 ɬ and will probably not find any.  Therefore, we enter full  first name and 

full  last name, as well as street number and name and phone number.   

(ÍɯÞÌɯËÖÕɀÛɯÍÖÓÓÖÞɯÛÏÐÚɯÎÜÐËÌÓÐÕÌȮ then, although the cause of the error is too 

little inf ormation rather than too much information , the result will be exactly 

the same ɬ ÈɯÏÖÜÚÌÏÖÓËɯÛÏÈÛɯÐÚɯÐÕɯÍÈÊÛɯÙÌÎÐÚÛÌÙÌËɯËÖÌÚÕɀÛɯÎÌÛɯ×ÐÊÒÌËɯÜ×ɯÈÚɯÈÕɯ

existing household, and gets re-registered as a duplicate household.   

                                              
2  There are two main reasons for this problem of registered guests getting registered as new guests: first, 

ÛÏÌàɯÖÙɯàÖÜɯÔÐÚÜÕËÌÙÚÛÈÕËȭɯɯ8ÖÜɯÈÚÒȮɯɁ'ÈÝÌɯàÖÜɯÉÌÌÕɯÏÌÙÌɯÉÌÍÖÙÌȳɂɯÈÕËɯÛÏÌàɯÈÕÚÞÌÙɯɁ-Öȭɂɯɯ3ÏÌàɯÏÌÈrd 

ÛÏÌɯØÜÌÚÛÐÖÕɯÈÚɯɁ6ÌÙÌɯàÖÜɯÏÌÙÌɯÌÈÙÓÐÌÙɯÛÖËÈàȳɂɯÖÙɯɁ6ÌÙÌɯàÖÜɯÏÌÙÌɯÌÈÙÓÐÌÙɯÛÏÐÚɯÔÖÕÛÏȳɂɯÖÙɯÚÖÔÌɯÖÛÏÌÙɯ

ÙÌËÌÍÐÕÐÛÐÖÕɯÖÍɯɁÉÌÍÖÙÌȭɂɯɯ ÓÛÌÙÕÈÛÌÓàȮɯÛÏÌàɯÈÕÚÞÌÙÌËɯÊÖÙÙÌÊÛÓàȮɯÉÜÛɯàÖÜɯÏÌÈÙËɯɁ-ÖɂɯÐÕÚÛÌÈËɯÖÍɯɁ4Ï-ÏÜÏȭɂɯɯ

The other reason ɬ and the main reason that PEPbase works the way it does ɬ is that in fact that person ɬ 

Bob Green, say ɬ has never been to your pantry, although his partner, Mary Brown, has; and Bob Green 

ÚÐÔ×ÓàɯËÖÌÚÕɀÛɯÜÕËÌÙÚÛÈÕËɯÛÏÈÛɯàÖÜɀÙÌɯÊÖÕÊÌÙÕÌËɯÞÐÛÏɯÏÐÚɯhousehold, not him as an individual.   
3  %ÖÙɯàÖÜɯÓÖÎÐÊÐÈÕÚɯÐÕɯÛÏÌɯÈÜËÐÌÕÊÌȮɯÔàɯÈ×ÖÓÖÎÐÌÚȰɯÛÏÐÚɯÐÚɯÈÊÛÜÈÓÓàɯÈÕɯɁÌßÈÊÛ-string -ÔÈÛÊÏɂɯÞÐÛÏɯÈÕɯ.1ɯ

ÐÕÚÛÌÈËɯÖÍɯ -#ȰɯÛÏÈÛɯÐÚȮɯÐÛɀÚɯÚÌÈÙÊÏÐÕÎɯÍÖÙɯɁ%-ÈÔÌǻ,ɯ.1ɯ+-ÈÔÌǻ6ȭɂɯɯ2ÌÌɯÛÏÌɯTechnical Specifications  

section for more details.   
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+ÌÛɀÚɯuse a different household for our example here.  Dwayne Gardner is in 

ÍÈÊÛɯÙÌÎÐÚÛÌÙÌËɯÞÐÛÏɯÜÚȮɯÉÜÛɯÞÏÌÕɯÛÏÌɯ'ÖÚÛɯÈÚÒÚɯɁ'ÈÝÌɯàÖÜɯÉÌÌÕɯÏÌÙÌɯÉÌÍÖÙÌȳɂɯ

,Ùȭɯ&ÈÙËÕÌÙɯÔÐÚÜÕËÌÙÚÛÈÕËÚɯÈÕËɯÚÈàÚɯɁ-Öȭɂɯ Perhaps he thought we were 

ÈÚÒÐÕÎɯɁ6ÌÙÌɯàÖÜɯÏÌÙÌɯÌÈÙÓÐÌÙɯÛÖËÈàȳɂɯÖÙɯ×ÌÙÏÈ×ÚɯÖÜÙɯ'ÖÚÛɯÏÈËɯÈɯÊÖÓËɯÈnd 

ÚÛÜÍÍàɯÌÈÙÚȮɯÈÕËɯÏÌÈÙËɯɁ8ÜÏɂɯÈÚɯɁ-Öȭɂɯɯ6ÏÈÛÌÝÌÙɯÛÏÌɯÊÈÜÚÌȮɯÞÌɀÙÌɯÜÕËÌÙɯÛÏÌɯ

impression that Mr. Gardner needs to be registered, not just located.   

2ÖȮɯÞÌɯÚÌÓÌÊÛɯɁ1ÌÎÐÚÛÌÙɯ-ÌÞɯ&ÜÌÚÛɂɯÈÛɯÛÏÌɯÔÈÐÕɯÔÌÕÜȮɯÈÕËɯÛà×ÌɯÐÕɯÞÏÈÛɯÞÌɯ

think are the first few letters o f his first and last names, figuring that PEPbase 

will catch any duplicate households :   

 

(Since we were a little rushed, we ËÐËÕɀÛɯÛÈÒÌɯÛÏÌɯ×ÙÌÊÈÜÛÐÖÕÈÙàɯÔÌÈÚÜÙÌɯÖÍɯ

working from his ID, and ÈÚÚÜÔÌËɯÛÏÈÛɯɁ#ÞÈàÕÌɂɯÞÈÚɯÚ×ÌÓÓÌËɯɁ#ÜÈÕÌ.ɂ  

3ÏÈÛɀÚɯÈÊÛÜÈÓÓàɯÖÜÙɯsecond mistake ÞÐÛÏɯ,Ùȭɯ&ÈÙËÕÌÙɀÚɯÙÌÎÐÚÛÙÈÛÐÖÕ.  

Assumptions are bad things.) 

Notice that the on-screen directions reminded us that entering more 

information would help us avoid duplicate household registrations .  

However, when we click on Submit Check, ignoring  that advice, PEPbase 

takes us at our word, and searches for any households with any adult 

members that match this information .  Finding no matches, it presents us with 

the Enter basic information for new household registration screen, and 

assumes thÈÛɯÞÌɀÙÌɯÙÌÎÐÚÛÌÙÐÕÎɯÈɯ,ÙȭɯȹÖÙɯ,ÚȭȺɯDu Garȱ 
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ȱÈÕËɯwill allow us to fill in the information for Mr. Gardner and register him 

as a new household ɬ an error which , as with Ms. White, would probably not 

ÉÌɯÊÈÜÎÏÛɯÜÕÛÐÓɯÛÏÌɯ"ÖÖÙËÐÕÈÛÖÙɀÚɯÙÌÝÐÌÞȭɯɯ 

 

However, if I had followed the on -screen advice, and ÌÕÛÌÙÌËɯ,Ùȭɯ&ÈÙËÕÌÙɀÚɯ

full name and address ɬ ÌÝÌÕɯÐÍɯ(ɀËɯ×ÌÙÚÐÚÛÌËɯÐÕɯÔàɯÔÐÚÚ×ÌÓÓÐÕÎɯÖÍɯÏÐÚɯÕÈÔÌɯɬ 

the duplication would have been caughtȱ  



/$/ÉÈÚÌɯ4ÚÌÙɀÚɯ,ÈÕÜÈÓ 

PEPbase in Routine Use | page 11 

 

ȱÈÕËɯ(ɀËɯÏÈÝÌɯÉÌÌÕɯÈÓÌÙÛÌËɯÛÏÈÛɯ,Ùȭɯ&ÈÙËÕÌÙɯÞÈÚɯÐÕɯÍÈÊÛɯÈÓÙÌÈËàɯÈɯÙÌÎistered 

guest.  (ɯÊÖÜÓËɯÛÏÌÕɯÏÈÝÌɯÊÓÐÊÒÌËɯÖÕɯÛÏÌɯÓÐÚÛÐÕÎɯÍÖÙɯɁ#ÞÈàÕÌɯ&ÈÙËÕÌÙȮɂɯÈÕËɯ(ɯ

would have been taken to his existing record.   

The moral of our story here is that new guests require maximum information at 

the point of registration.  At the very minim um, you should be entering full  

first name, full  last name, street number, street address, and telephone 

number.   

Providing Household Detail ȡ  7ÈÏȭÓ ÉÎ ÔÈÅ ÈÏÕÓÅÈÏÌÄȩ   

The second area of information that PEPbase provides is detail as to the 

composition of the household.  Again, this may not be as crucial to your 

distribution of products  ɬ ÐÍɯàÖÜɀÙÌɯÈɯÍÖÖËɯ×ÈÕÛÙàȮɯÍÖÙɯÐÕÚÛÈÕÊÌȮɯàÖÜɯ×ÙÖÉÈÉÓàɯ

ÞÖÕɀÛɯÏÈÝÌɯ×ÙÖËÜÊÛÚɯÛÏÈÛɯÈÙÌɯÐÕÛÌÕËÌËɯÖÕÓàɯÍÖÙɯÈËÜÓÛÚɯÖÙɯÖÕÓàɯÍÖÙɯÊÏÐÓËÙÌÕɯ

ages 4-11.  However, your agency probably does want to have data on 

household composition for demographic reporting  ɬ and if you handle 

products that are age-Ú×ÌÊÐÍÐÊȮɯÖÙɯÎÌÕËÌÙɯÚ×ÌÊÐÍÐÊȮɯÒÕÖÞÐÕÎɯÞÏÖɀÚɯÐÕɯÛÏÌɯ

household can be crucial.   

PEPbase therefore asks that you gather data on each and every member of the 

household: how many male adults, how many female adults, how many male 

teens, how many female teens, how many male youth , how many female 

youth, how many male infants, how many female infants.   

We recommend that the Host collect the raw counts for each category at the 

point of registration, and enter it in the  Set Manual Override Values at that 
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time.  If no information is entered, PEPbase presumes that there is only one 

individual in the household (every household has to have at least one 

member; but without being told of more, PEPbase will assume there are no 

more), and that the individual is an adult female (adult by default, and female 

ÉÌÊÈÜÚÌɯɁÍÌÔÈÓÌɂɯÊÖÔÌÚɯÉÌÍÖÙÌɯɁÔÈÓÌɂɯÐÕɯÛÏÌɯÎÌÕËÌÙɯ×ÐÊÒÓÐÚÛȺȭɯɯ 

So, for example, when we register Rosa Gonzalez, a new household with six 

members, we will enter the information to tell PEPbase that her household 

includes one adult male, one adult female, two male youths, and one male 

and one female infant:   

 

Since we recognize that the process of gathering and entering name, gender 

and date of birth information for every household member at the time of 

ÐÕÐÛÐÈÓɯÙÌÎÐÚÛÙÈÛÐÖÕɯÞÖÜÓËɯÚÓÖÞɯÛÏÐÕÎÚɯËÖÞÕɯÛÖɯÈɯÚÕÈÐÓɀÚɯ×ÈÊÌȮɯ/$/ÉÈÚÌɯËÖÌÚÕɀÛɯ

even allow the Host to enter this information; only the Set Manual Override 

Values ÈÙÌɯɁÓÐÝÌȭɂɯɯȹ ÚɯàÖÜɯÊÈÕɯÚÌÌɯÉàɯÛÏÌɯÏÐÎÏÓÐÎÏÛȮɯÈÕËɯÈÚɯÞÌɀÓÓɯÚÌÌɯÐÕɯÛÏÌɯ

Preparing the Shopping List section beginning on page 18, PEPbase will default 

to using the Set Manual Override Values for this initial visit.)   

Instead of collecting this information at the time of registration , PEPbase uses 

the Cover Sheet as the mechanism for gathering this information.  This Cover 

Sheet is printed when the Host clicks on the Print/Save button at the bottom 
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of the form.  This will bring up an on-screen version of the form, and the 

standard Print Dialog Box.  The Host can simply click on the OK of the Print 

Dialog Box, and the Cover Sheet will be sent to the printer.  The Host simply 

presents the Cover Sheet and asks the guest to complete the requested 

information by hand .   

 

Once the Cover Sheet has been filled out, it can be sent to the Data Entry staff 

and entered at some later time.  Until such time as the Cover Sheet data has 

been entered, however, the Set Manual Override Values can be used; unless 

ÛÏÌÙÌɀÚɯÈɯÔÌÔÉÌÙɯÖÍɯÛÏÌɯÏÖÜÚÌÏÖÓËɯÞÏÖɯÏÈÚɯÈɯÊÙÐÛÐÊÈÓɯÉÐÙÛÏËÈà ɬ going from 

age 3 to age 4, or age 11 to age 12, or age 17 to age 18 ɬ before the data can be 

entered, those values will be accurate and reliable.4   

Once the data has been entered, PEPbase will have the information it needs to 

continually update the counts for the household composition.  Each time a 

ÏÖÜÚÌÏÖÓËɀÚɯÙÌÊÖÙËɯÐÚɯbrought up , PEPbase automatically recalculates the age 

of every household member based on their date of birth, and presents the 

summary breakdown in the Use Household Values section of the screen.  

!ÌÊÈÜÚÌɯÖÍɯÛÏÐÚɯÈÜÛÖÔÈÛÐÊɯÙÌÊÈÓÊÜÓÈÛÐÖÕȮɯÐÛɀÚɯÕÌÝÌÙɯÕÌÊÌÚÚÈÙàɯÛÖɯÙÌ-interrogate a 

                                              
4  We mentioned this fact in Getting StartedȮɯÉÜÛɯÐÛɀÚɯÞÖÙÛÏɯÙÌ×ÌÈÛÐÕÎɯÏÌÙÌȯɯɯunless there are exceptional 

ÊÐÙÊÜÔÚÛÈÕÊÌÚɯÖÙɯÛÏÌɯÏÖÜÚÌÏÖÓËɯËÈÛÌɯÖÍɯÉÐÙÛÏɯÐÚÕɀÛɯÈÝÈÐÓÈÉÓÌȮɯÛÏÌɯ'ÖÚÛɯÚÏÖÜÓËɯignore the Set Manual 

Override Values, and let PEPbase handle the job of keeping track of the ages of household members.   
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guest as to his or her household composition  ɬ which both your Host(s) and 

your guests will appreciate.  (It may be necessary, and is probably a good 

idea, to ask whether there have been any changes to the household; if there 

have been, those can be accommodated as part of the check-in process; see 

Changes to the household, below.)   

PEPbase will also highlight the Use Household Values section of the screen, 

to make it clear to the Host which set of data PEPbase will be using to 

ÎÌÕÌÙÈÛÌɯÛÏÌɯÎÜÌÚÛɀÚɯÚÏÖ××ÐÕÎɯÓÐÚÛȭɯɯ 

As an example, Alan Sorenson is a returning guest whose record is complete:   

 

/$/ÉÈÚÌɯÏÈÚɯ×ÙÌÚÌÕÛÌËɯ,Ùȭɯ2ÖÙÌÕÚÖÕɀÚɯÙÌÊÖÙËɯÞÐÛÏɯÛÏÌɯUse Household 

Values section highlighted, and has filled in the c ounts for each category.  

Notice, however, that enough time has elapsed since Mr. Sorenson first 

registered that the Use Household Values and Set Manual Override Values 

no longer match ɬ one of his daughters has had a significant birthday, and has 

gone froÔɯÉÌÐÕÎɯÊÖÜÕÛÌËɯÈÚɯÈɯ8ÖÜÛÏɯÛÖɯÉÌÐÕÎɯÊÖÜÕÛÌËɯÈÚɯÈɯ3ÌÌÕȭɯɯ2ÏÌɀÓÓɯÕÖÞɯ

be eligible for sanitary protection products and for deodorant  ɬ and her father 

ËÐËÕɀÛɯÌÝÌÕɯÏÈÝÌɯÛÖɯÛÏÐÕÒɯÈÉÖÜÛɯÐÛȵɯɯThis ability of PEPbase to automatically re-

adjust the counts based on the passage of time is the reason that, unless there 
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are Notes directing us to use the Set Manual Override Values counts, we 

ÚÐÔ×ÓàɯÐÎÕÖÙÌɯÛÏÌÔɯÈÕËɯÎÖɯÞÐÛÏɯ/$/ÉÈÚÌɀÚɯÊÖÜÕÛÚȭ5   

Changes to the household:   
Handling additions or subtractions to the household  

Although PEPbase can automatically compensate for the passage of time, it 

ÊÈÕɀÛɯËÌÈÓɯÞÐÛÏɯÞÏÈÛɯÐÛɯËÖÌÚÕɀÛɯÒÕÖÞɯÈÉÖÜÛȭɯɯ(ÍɯÈɯÏÖÜÚÌÏÖÓËɯÊÏÈÕÎÌÚɯÉÌÊÈÜÚÌɯÈɯ

member moves out, or a new member moves in, we have to tell it so, 

Ìß×ÓÐÊÐÛÓàȭɯɯ3ÏÈÛɀÚɯÞÏàɯÐÛɀÚɯÈɯÎÖÖËɯÐËÌÈɯÛÖɯÐÕÊÓÜËÌɯÛÏÌɯØÜÌÚÛÐÖÕɯɁ ÕàɯÊÏÈÕÎÌÚɯ

ÛÖɯÛÏÌɯÏÖÜÚÌÏÖÓËȳɂɯÌÝÌÙàɯÛÐÔÌɯÈɯÏÖÜÚÌÏÖÓËɯÙÌÛÜÙÕÚȭɯɯ 

If there have been changes, the Host can simply make the appropriate change 

to the values in the Set Manual Override Values section, and click on the 

radio button on that side.   

For example, Dennis Thomas, whose household consists of himself, his wife, 

and his mother, has a change.  Their adult daughter, Janice, has graduated 

from college, and has moved back home while she looks for a job.  The Host 

therefore changes the Use Manual Override Values  to reflect three adult 

ÍÌÔÈÓÌÚɯÙÈÛÏÌÙɯÛÏÈÕɯÛÞÖȱ 

 

ȱÈnd clicks the radio button to tell PEPbase to Use Manual Override 

Values ɬ which will be confirmed by the fact that the highlight changes:   

                                              
5  We could, I suppose, take the time to readjust the manual side of things when we note a discrepancy of 

this type ɬ ÈÕËɯ(ɯÞÐÓÓɯÊÖÕÍÌÚÚɯÛÏÈÛɯ(ɯÚÖÔÌÛÐÔÌÚɯËÖɯÞÏÌÕɯ(ɀÔɯËÖÐÕÎɯÜ×ËÈÛÐÕÎɯÖÍɯÛÏÌɯÏÖÜÚÌÏÖÓËɯÐÕÍÖÙÔÈÛÐÖÕ 

in the off -shift d ata entry process, or even if things are really, really slow at the Pantry ɬ ÉÜÛɯÐÛɯËÖÌÚÕɀÛɯ

need to be done, and takes up time that could be more profitably spent doing something else, like 

refilling my coffee cup.   
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The Host will also click o n the Print/Save button, as if this were a new 

household registration; so that PEPbase will generate a new cover sheet on 

which Mr.  3ÏÖÔÈÚɯÊÈÕɯÙÌÊÖÙËɯÏÐÚɯËÈÜÎÏÛÌÙɀÚɯÕÈÔÌȮɯÎÌÕËÌÙȮɯÈÕËɯËÈÛÌɯÖÍɯÉÐÙÛÏȭɯɯ

Once that data is entered, of course, the default will be reset to Use 

Household ValuesȮɯÈÕËɯÞÌɀÓÓɯÉÌɯÉÈÊÒɯÛÖɯÕÖÙÔÈÓɯÖ×ÌÙÈÛÐÖÕȭɯɯ 

Dealing with special circumstances:  Language, reading, incontinence, allergy 

PEPbase offers four flags or markers to help deal with folks who may need 

special treatment: Diff Reading? is a yes/no flag in the ADDL INFO section; 

Language is a choice-list flag in that same section; and Allergies in 

Household? is a yes/no flag in the Set Manual Override Values section.  

Household members 4 or older who have incontinence are set with a counter 

in the Set Manual Override Values section.   

The Diff Reading flag allows you to mark any households which may have 

members who have low vision or are blind, or who are functionally illiterate.  

(ÍɯÛÏÐÚɯÍÓÈÎɯÐÚɯÔÈÙÒÌËɯɁYesȮɂɯ'ÖÚÛÚɯÚÏÖÜÓËɯÉÌɯ×ÙÌ×ÈÙÌËɯÛo ask a staff member 

to go with the guest to help fill out the forms.   

Language is a list-based flag that works from values that the Coordinator has 

set up (see the Coordinator Functions  section of this manual), providing 

translations of the products that  àÖÜÙɯ×ÈÕÛÙàɯÖÍÍÌÙÚȮɯÈÕËɯÖÍɯàÖÜÙɯ×ÈÕÛÙàɀÚɯÙÜÓÌÚɯ

and policies as they appear on the Cover Sheet.  There is room in the dataset 

definitions for up to 10 languages.  This flag will show only English until such 

time as the Coordinator has added other languages.  Once they have been 

ÈËËÌËȮɯÛÏÐÚɯÍÓÈÎɯÊÈÕɯÉÌɯÚÌÛɯÛÖɯÛÏÌɯÈ××ÙÖ×ÙÐÈÛÌɯÓÈÕÎÜÈÎÌȮɯÈÕËɯÛÏÌɯÎÜÌÚÛɀÚɯÍÖÙÔÚɯ

will be changed to reflect that need:  the policies on the cover sheet will print 

ÖÜÛɯÐÕɯÛÏÌɯÎÜÌÚÛɀÚɯÓÈÕÎÜÈÎÌȮɯÈÕËɯÛÏÌɯÚÏÖ××ÐÕÎɯÓÐÚÛɯÞÐÓÓɯÉÌɯ×ÙÐÕÛÌËɯÞÐÛÏɯthe 

products in that same language, with English subtitles (since few of us are 
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fortunate enough to have staff who speak all the languages represented 

among our guests, and to have them on every service shift).   

Allergies in Household is set at initial registration just as a yes/no flag for the 

entire family , as part of the Set Manual Override Values section.  The Cover 

Sheet will solicit this information for each individual member , so that slightly 

more control can be obtained.  Basically, in the case of there being any 

member of the household who has an allergy, any general household products 

will be offered in hypo -allergenic form if there is such an option. 6  Products 

intended for individual use will be offered in hypo -allergenic form for those 

household members who have allergies only, by count.   

Exceptions to the rule:  Using the Set Manual Override Values for special cases 

+ÌÛɀÚɯÙÌÛÜÙÕɯÛÖɯ,Ú. Moira White .  In this case, we have complete data for every 

member of the household, but her daughter Crystal , who is only 10 years old, 

needs deodorant ɬ but according to the Product Definitions databaseȮɯÚÏÌɀÚɯ

too young to get it .   

The Host on duty at the time that Ms. White first reported this need has 

recorded this fact in the Notes field.  She also has made changes to the 

information in the Use Manual Override Values, reducing the count of 

female youth by one and increasing the count of female teens, and clicking the 

radio button to let PEPbase know that it should Use Manual Override 

Values rather than Use Household Values:  

 

                                              
6 This is handled through the Product D efinitions process, discussed in the Coordinator Functions  section.  

Basically, every product can be tagged as not for folks with allergies ( Hypo-allergenic=No); for folks with 

allergies (only) (Hypo-allergenic=Yes); or not an allergy consideration (Hypo-allergenic=N/A).   


