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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

Ul uOUT T wUOTl PUWUT EUPOOWET | OUT wUT T awETT BOwWU
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 toLog 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
DPOXEEUwWOOwW/ $/ EEUI zUwOx1 UEUDOOOWUT 1 Ul wi UOI
whi ch is available only to "Coordinator" accounts.)

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

Hostname: zion|

Password: |«sesss
[ Log In ]

~ N PN THRNEN

passwords for staff working at Hosts, and for staff working as C oordinators;
simply enter that information, and click on Log In. Here, weze logged in as
zion (our Host identity); the password has been entered, but is, following
normal security protocols, presented as a series of asteisks. Do note: both
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user names and passwords are casesensitive, SO you need to payattention to
upper/lower case.

Since we areconcentrating 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:

Brapfany

E

Log Out (zion)
Find Reqistered Guest
Register New Guest
Update Shopping Reports

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 Backgromd Staff
Operations beginning on page 28.

Staff who are doing guest order processingt EUwOUUwWET | OEa wUT 1 az Ul
Fillers ¢+ will also be involved here, because they will (presumably) be

working from the shopping lists generated Ea w01 I w' OUUz UWEEUDPOOU
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:

1 When you are searching for returning guests ¢ that is, guests or
households who are already registered ¢ less is more Minimal
information ¢ usually only the first couple of letters of the first name
and last name ¢ should be entered.

1 When you are registering new guests ¢ that is, guests who inform you
that they have not been to your pantry before, more is bettér The fullest
detail possible should be entered into the form. Ideally, you will enter :

A First and last name;
A Street number and street name,with apartment number if any;
A Phone number if any.

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

Searching forReturning Guests

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

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

deleted¢ P1 wUI EOT OP&l wUOT EUOQwi 1 O1 UEOOGawUxI EODPO
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

EOOz UwPEOUWOUUWI UT UOU Wl EYDOT andtii@w Ol 1 x wOUE |
number. PEPbase therefore knows how to find folks based on the more
huOEOQwWEUUUPEUUT wOl wOT T wl U1 U0zZUwWOEOIT 6 wuw
PEPbase is designed to be as thorough as possible in identifying registered

guests, or guests who aremembers of an already registered household. Hosts

should therefore use the minimal information necessary to locate aregistered

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

! The Pantry ID# is crucial to PEPbase operation, and is used quie 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.

PEPbase in Routine Use | page5



/'$/ EEUl waUl Uz Uw, EOVUEO

erroneous duplication of households ¢ 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, | tend to spell misspell that first name, E UMo#dad 2 ww+ OO OwkPi EQw/ $
tells me if | search for Ms. White using her full name as | spell it:

-- 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/better 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.

Namef|First: Moria Last: | White Pantry-ID#: 0
MAIN Num: Street: Apté#:
INFO Rt City: County: |Dane ST:\wi Zip:
ContactinfoPhone1: - Phone2: - Email:
| Submit Check | [ Register As New Guest | [ Clear Form |

No matches to the entered household information were found
Please confirm that the information is carrect (be careful with the spelling of names). If you have entered a lot of information, cansider blanking
out some of it to broaden the search parameters_ If you're certain that the data is correct, but still can't locate a household record, apologize for
the problem, and click on the Register As New Guest submission button instead. This will let you freat the guest as if he or she is a new guest to
the pantry. We'll resolve the issue later, after the guest has been helped out.

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

/ $/ EEUl wi EUwUI UUUOI EWEWUEUkvwafewor@REDEEUDOT
White is a new guestt because in fact there is noMoRla White registered. Itz

telling us (in red, on the screent herein the printed manual, you need to be

focusing your attention on the line right b elow the buttons) 6

No matches to the entered household information were found.

0 and 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 (ovefriding her verbal
assuranceto us that she has been here before), we will in fact have two
versions of the same houshold. While we can rectify the problem at the

" OOUEDOE UOU wdick, michkeEedtb avaditinlne trst place.
Rather than entering full first name and full last name, then, we want to enter

the minimal amount of information ¢ perhaps just the first letter of each
name. Using that strategy for Ms. White, as shownbelow6
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-- 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 more/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, fo broaden your search parameters.

Name|[First: M Last |w Pantry-ID#: 0
MAIN Num: Street: Apté#:
INFO Rt County: [Dane STw | zip: B
ContactinfolPhone1: - 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

o will give us the following result:

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

Select Household Name Address Phone(s)
Moira White 3513 Stony Drive #4 608-964-2222 1/ - -
Mabel White 14 Maple Woods Court #207 608-123-4567 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 'returning guest’ section, make any changes that are needed, and print a
shopping list for the guest.

MolRa is now listed, as one of two possible households that match the
criteria we entered. | can click onthe radio button in fr ont of her name,
UT 1 OwBge BdieCted® » w PEPEage will bring up her record:

-- Update information for returning household guest --

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

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
printed, and in the saved record for the guest.

Namel|First: |Moira Last: |White Pantry-ID#: 18
MAIN Num: 3513 Street: Stony Drive Apt#: 4
INFO ADdIeSSl it Wadison County |Dans ST-lwi | Zip|saroa  |-|o
Contactinfo| Phone1: 608-964-2222 Phone2: - Email:

Reg Date : 2008-05-29 Crystal needs deodorant; use over-ride when
ADDL printing shopping list. (7/24/08, ct)
INFO ID Verified? Yes || Diffic Reading? No [+|

Addr Verified? | Yes [~] Language? | English [~ Notes:

- OpbpwUT ECwpkI zVY]I wWOOEEUI Ew, UBw6eT PUI Owbl wEEO!
generatedd ww6 | wp OO0z UWET EOwbPPUT wOT EQwi T Ul Owup O
registration process; at the end of this section, however, beginning on page 18,

\

EOEWEI UEPOwadUz OO6wldI 1 E

a O Uz OPrephribghE 8hopping Listwhich will give you the information
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Registering a New Guest

This needs to be asomewhat long discussion, because we have to deal with
two issues: guests who are in fact registered who tell us they are notz and
then registering and gathering the necessary information on actual new
guests.

+1 Uz UwWETI EOEBDPOWWHE] woDAUT DOT Uwi PUUUOWEIT EI
the discussion.

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

they have not been to your pantry before ¢ more is bettér The fullest detall

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

A First and last name;
A Street number and street name, with apartment number if any;
A Phone number if any.

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

exact matchather than a wild-card matcton the data you enter. That is,

POUUI EEwWOIl wel 1 EOPOT wi OUWEOCaAawWOEUET T UwlOil w? i
2O0EUUWOEOI UwUT EVwWET T b O unitoMbiraii@? andvé) wdD O w O U |
/ $/ EEUIl wbDOOwWOOOO W i®Nau EO®H uast B@d tpdisOE Ol w0l |
W?=23¢ 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.

(T wbl WEOOz Uwi O Othed, RIthdughRhg aalise & Ehé €rér @ to®

little information rather than too muchinformation , the result will be exactly

the samet Ewl OUUI T OOEwUT E0wPUwWwPOwi EECwUI THUUIT L
existing household, and gets reregistered as a duplicate household.

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

Ol 1T awbUwaOUwOPUUOGET UUUEOES ww8 OUWEUOOwW?' EYI waOWAuET 1 QuwTl 1
O 1 wgUl UOPOOWEUW?61 Ul wadUwi 1l Ul wi EUOPTI UwUOEEay 2> wOUwW?61 Ul
UIETTI DOPUDPOOWOIT W?ET 1 OUI 62 ww OUI UOCEUT 6aowll | alwEGPLWI E wl
The other reasont and the main reason that PERbase works the way it doest is that in fact that persont

Bob Green, sayt has never been to your pantry, although his partner, Mary Brown, has; and Bob Green
UbOxOawEOI UOz UwUOEIT UUUE OE wkbusendipnat Git astah indvi@AIET UOT EwbpDUT wi ¢
3%OUwaldlwlOoOl PEPEOUWDPOWUT 1 wEUEDI OE I-BingtGBEWEE GoQudd 800 T UudFuul . D10 |
POUOI EEwWOi w - #0wl0i E0wPUOwWDPUz UwUI E U E TebhditauSpeadificaiion®- EO1 4, w. :
section for more details.
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+ [ (igeAdifferent household for our example here. Dwayne Gardner is in

i EEQwUl T PUUI Ul EwPBDUT wWOUOQWEUUwWPT 1T OwlT 1T w O
, UG W&EUEOI UwODPUUOEIT U (PerkaPshe tindighEne Weéted U w? - OG6 -
EUODPOT w?61 Ul waOdUwil 1l Ul wi EUOPT UwUOKEay 2 wOU
UOUI T awl EUUOWEOEwWTI 1 EVUEW?8UT 2 wEUwW?- 062 wwb6 |
impression that Mr. Gardner needs to be registere¢dnot just located

mp

I
I
200wbkbl wUI O E0w?11 T HPUUI Uw-1 pw&UI UU2 wEOwWOT |
think are the first few letters o f his first and last names, figuring that PEPbase

will catch any duplicate 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: Du Last: Gar Pantry-ID# 0
MAIN Num: Street: Apt#:
INFO R City: County: |Dane ST. wi 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

~

(Since wewere a little rushed, we EDPE Oz UwUEOI wUT T wxUI EEVUUD
working from his ID, andEUUUO1 EwUT EQw?# pPEa Ol

317 EUZz UwE Esoorahis@re@® W0 ww, U w&EUE O] Uz Uw
Assumptions are bad things.)

Notice that the on-screen directionsreminded 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

assumesttE Uwb 1l z Ul wUI T PUUDWUE®T wEw, Ud wepdUw, UB AL
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-- 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.
Namef|First: Du Last |Gar Pantry-ID# 0
MAIN Num: Street: Apté:
INFO Addressf ;. - Gourty [Dans sTlw | Zip: -
Contactinfo|Phone1: - Phone2: - Email:
Reg Date : 2009-05-04
ADDL
INFO ID Verified? No [~] Diffic Reading? No [~]
Addr Verified? No |~| Language? | English [~ | Notes:
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 Teens (12-17) 0 0 0
Al Last Visit ISP
e —— =

0 E O wiluallow us to fill in the information for Mr. Gardner

and register him

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

-

El

-- Enter initial shopping information for new household --

In order to generate an initial shopping list, more information about the household is needed. Please ask the guest for information about how
many adults, teens, youth and children are in the household. In addition, please ask whether there are any special needs, such as allergies or

incontinence, which should be taken into account.

Also, if possible, verify the identity and address of the guest. If this can't be done this visit, it can be done at a later time. You may also add to, or

correct, information in the main household info section.

Namel|First: |Duane Last: | Gardner Pantry-ID#: 0
MAIN Num: 903 Street: Lasalle Street Apt#:
INFO Addressy o Vadisan County [Dane ST-lw | Zip:[saris |-
Contactinfol(Phone1: 608-446-1234 Phone2: - Email
Reg Date : 2009-05-04
ADDL
INFO ID Verified? No [+] Diffic Reading? no [+]
Addr Verified? No |~| Language? | English [~ | Notes:
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 2 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

However, if | had followed the on -screen advice, andl OUI1 Ul E
full name and address¢ 1 Y1 OQwbPi w( z Ewx1 UUD

the duplication would have been caught

PEPbasen Routine Use | page 10
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-- Check POTENTIAL matches of pre-existing households --

Select Household Name |IAddress Phone(s)
Dwayne Gardner 903 Lasalle Street 608-446-1234 //

Please check with the guest to see whether he or she belongs to any of the already existing household records listed above. If so,
Use Selected [fiselect the record, and click on Use Selected to go to the 'returning 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.

Name||First: Duane Last: | Gardner Pantry-ID#: 0
MAIN Num: |903 Street: |Lasalle Street Apt#:
INFO G City: \Madison County: Dane ST wi Zip:
ContactinfolPhone1: - Phone2: |- Email:

P e ——————————————
OEOQCEwW( zEwWl EYT wET 1 OwWEOI UUI EwUT EU isteredd w& E U E ¢
guest. ( WEOUOEwWUT I Owl EY!I WwEOPEOI EwOOwWUT I wODPUU-
would have been taken to his existing record.

(et}

The moral of our story here is that newguests require maximuminformation at
the point of registration. Atthe very minim um, you should be entering full
first name, full last name, street number, street address, and telephone
number.

Providing Household Detail d, 7ET 860 ET OEA ET OOAETI Ae

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 ¢+ DI wa OUz Ul wEwi OOEwxEOU
I

c
H m/
O

POOzUwl EYI wxUOEUEUUwWUT EVwWEU]I wbOU
ages 411. However, your agency probably does want to have data on
household composition for demographic reporting ¢ and if you handle
products that are ageU x | EDI DPEOwOUwi I OET UwUx1 EPI PEOwC
household can be crucial.

PEPbase therefore asks that you gather data on each and everyjnember 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

PEPbase in Routine Use | pagell
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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 areno

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

EI EEUOUI w?i 1 OEOI » wEOOI UwWET | OUl w? OEOI » wbOwl
So, or example, when we register Rosa Gazalez, 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:

-- 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: |Rosa Last: Gonzalez Pantry-ID#: 0
MAIN Num: 9765 Street. Oak Court Apti#:
INFO s City: \Monona County: Dane ST:wi Zip: 53716
Contactinfo|Phone1: 608-222-5555 Phone2: - Email:
Reg Date : 2009-05-04
ADDL
INFO ID Verified? | No Diffic Reading? |No [+]
Addr Verified? [ No [~] Language? | English [~ Notes:
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 1 0
- 0 0 0 0 Teens (12-17) 0 0 0 0
vl 0 0 0 0 Youth (4-11) 2 0 0 0
0 0 0 0 Infants (0-3) 1 0 1 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 to the PEP Main Index

Since we recognizethat the process of gathering and entering name, gender

and date of birth information for every household member at the time of
DPOPUPEOQWUI T DUUUEUDOOwWP OUOEWUOOPwWUT BDOT UWE
even allowthe Host to enter this information; only the Set Manual Override

Valuese Ul w? OPYI 62 wwep UVUwaOUwWEEOwWUI T wEawUOT 1T wl
Preparingthe Shopping Lissection 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 ofthe 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 .

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 far that purpose only.
Please Print All Information

IPaniry D%

37

[Mame - Last First
Gonzalez Rosa

Street Address (With Apartment Number)

9765 Oak Court
City Caunty State ip Code:
Monona Dane Wi 53716 -
Phone Number (1) Phone Number (2) E-mail

608-222-5555

| List All Household Members juse reverse side for additional members, if needed)
[Fuil Hame Date of Birth Gender Allergies? Pantry Hotes

Rosa Gonzalez

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

UT T Ul ZUWEwWOT OET UwlOil wUT 1T wi OU Ugbirg@denwupb i Owl E
age 3to age 4, or age 11 to age 12, or age 17 to agetlBefore the data can be

entered, those values will be accurate and reliable 4

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

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

I OUUI T O0E zwoudht uf,BRAbas® dlitomatically 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.

' T EEUU] woOi wUi PUWEUUOOEUPEWUI EiEt®iedada UDO OO

4 We mentioned this fact in Getting Started O WE U U wd Uz U wpk O U lihlesstberesade BxCeptiodalwl 1 UT 0 ww
EPUEUOUUEOGET UwOUWUOT 1 wi OUUI T OOE wE E UignadthesEtvanual wub U Oz UwWE Y E |
Override Values, and let PEPbase handle the job of keeping track of the ges of household members.
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guest as to his or her household composition + 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 cheein process; see
Changes to the househdbelow.)

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
T1TOIUEUTI wUOT T wl U1l U0zU0wWUT OxxbDOT wOPUUBG ww

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

Name(First: |Alan Last: |Sorensen Pantry-ID# 33
MAIN Aiiss Num: |3300 Street: Russell Ave S Apt#: 123
INFO City: Bloomington County: Hennepin ST: MN Zip: 55431
Contactinfof Phone1: 952-476-1234 Phone2: - Email:
Reg Date : 2009-03-18
ADDL
INFO ID Verified? | Yes [~| Diffic Reading? [ No [~
Addr Verified? | Yes [~ | Language? English =/ Notes:
@ 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 Aduits (18+) 1 0 1 0
Last Visit 0 0 1 0 Teens (12-17) 0 0 0 0
2009-03-18) 0 0 1 0 Youth (4-11) 0 0 2 0
0 0 0 0 Infants (0-3) 0 0 0 0
Allergies In Household: Yes Allergies In Household? | Yes [~ ]

| 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 addition to 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? g:::' Gender |Allergies?| Incont?
62 Alan Sorensen Yes 196011’06' Male Yes No
“INFO™
........ 1975-01-

/ $/ EEUI wi EVUwxUI Ul OUI Ew, UdsHOWsehOId OOz UwUI E ¢
Values section highlighted, and has filled in the ¢ 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 ¢ one of his daughters has had a significant birthday, and has

gone froOwE]l DOT wEOUOUI EWEUWEwWw8 OUUT wUOOwWET pOT wkE
be eligible for sanitary protection products and for deodorant ¢ and her father

EDPEOz Owl YI OQwl E Y Thi& dbiliyJof FEOase Fofaudddinaticaiy ey w w

adjust the counts based on he 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
UPDOx Oawbil OOUI wUT | OwEOEWT OwbbUT w/ $/ EEUI z U
Changes to the household:

Handling additions or subtractions to the household
Although PEPbase can automatically compensate for the passage of time, it
EEOz UwETI EOQwPPUT whbT EVWPUWEOI UOZ UwOOOPWEEO!
member moves out, or a new member moves in, we have to tell it so,
I RxOPEPUOaAd ww3i EURWWwd LR uPbOF B iwd Wi I0OE WipEU b ¢
OOwUT T wi QUUIT T OO0Ey > wl YI UawUDPOl wEwl GUUI T OO
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 homewhile she looks for a job. The Host
therefore changes theUse Manual Override Values to reflect threeadult

i1 OEOI UwUEUT T UwUT EQwUPOG

Namel|First: |Dennis Last: |[Thomas Pantry-ID#: 16

MAIN Address Num: 753 Street: |Highway J Apt#:
INFO City: Deerfield County: |Dane ST Wi Zip: 53531 -0
ContactinfollPhone1: 608-215-8888 Phone2: - Email:

Reg Date - 2008-03-13
ADDL

INFO ID Verified? Yes[~] Diffic Reading? | No [+]
Addr Verified? |No [~] Language? English [~| Notes:
@ Use Household Values Set Manual Override Values
...Males.... ..Females... ...Males.... ..Females...
[SHOPPING Total Incont Total Incont Total Incont Total Incont
INFO 1 0 2 0 Adults (18+) 1 0 3 0
| act Visit 0 0 0 0 Teens (12-17) 0 0 0 0

0 End clicks the radio button to tell PEPbase to Use Manual Override
Values ¢ which will be confirmed by the fact that the highlight changes:

5 We could, | suppose, take the time to readjust the manual side of things when we note a discrepancy of
thistype t EOE w( whbDOOWEOOI 1 UUWUOT EQw( wUOOT UPOT UWEOwWPT T OQw( zOwE(
in the off -shift d ata entry process, or even if things are really, really slow at the Pantryt E0 Uwb O wE O1 U0z Ouw
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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Name||First: |Dennis Last: |[Thomas Pantry-ID#: 16

MAIN Address Num: 753 Street: Highway J Apt#:
INFO City: Deerfield County: | Dane ST Wi Zip: 53531 -0
ContactinfolPhone1: 608-215-8888 Phone2: - Email:
Reg Date : 2008-03-13
ADDL
INFO ID Verified? Yes[~] Diffic Reading? Mo [+]
Addr Verified? No |~ | Language? |English || Notes:
Use Household Values Set Manual Override Values ©
...Males.... ..Females... ...Males.... ..Females...
SHOPPING| Total Incont Total Incont Total Incont Total Incont
INFO 1 0 2 0 Adults (18+) 1 0 3 0

The Host will also click o n the Print/Save button, as if this were a new

household registration; so that PEPbasewill generate a new cover sheet on

whichMr. 31T OOEUWEEQOwUI EOQUEwWI PUWEEUT T Ul Uz UwOEC
Once that data is entered, of course, the default will be reset toUse

~ N A~

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 ayes/no flag in the ADDL INFO section;
Language is a choicelist flag in that same section; and Allergies in
Household?is a yes/noflag 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.

(1 wOTl DU Wi O¥ebQuwbuy uEWMW EuPU O éskudstafiumethber E U1 E wU
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 (seethe Coordinator Functions section of this manual), providing

translations of the productsthat 8 OU U wx EOUUa wdOi I 1 UUOWEOE woIi
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

EEEI EOwUI PUwi OET wEEOQWET wUIl Uwl0OwUT T wExxUO:
will be changed to reflect that need: the policies on the cover sheet will print
OUU0wWPOwWUT T wi Ul U0OzZUWOEOT UETT OWEOKeaUT T wUT O
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 caseof 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.8 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

+1 Uz UwU Il Moith@\ubite O i thitl case, we have complete data for every
member of the household, but her daughter Crystal, who is only 10 years old,

needs deodorantt but according to the Product Definitions databaseOwUT 1T z U w
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 madechanges 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 asnot for folks with allergies ( Hypo-allergenic=No); for folks with
allergies (only) (Hypo-allergenic=Yes); or not an allergy consideratiofiHypo-allergenic=N/A).
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