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STEP 1

Log onto Oasis Insight www.SanDiego.OasisInsight.net

If you are unsure of what email and password to use, contact feed@sandiegofood-
bank.org.

STEP 2

Click the blue "My Agency" tab
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STEP 3

Click on the "Reports" tab

STEP 4

Scroll down the Saved Reports and End the FPAH Bouseholds Assisted
 freakdown Report
All report templates that SDFB has created for you will be found under Saved Reports, 
ignore the top section of the reports tab.
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STEP 5

Click on the "Fdit" button to the right o& the FPAH Bouseholds Assisted
 freakdown Report

Every time you want to open a report you must always click the EDIT button to update the 
dates of the report. If you just click on the title, it will pull the old report that you ran the 
month prior.
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STEP 6

Click on  "Save V Continue" button

The •rst page that pops open is the Title and Description page, do not change any 
information here. Simply Save & Continue.
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STEP 7

Fdit the Date o& Assistance

Change the dates in this section to match the dates of when your distribution occurred.
(  For mass distributions )once a month distributions:x Set the start date and end date as 
the day of your distribution.
(  For EFAP sites that are open more than once a monthx Set the start date as your EFAP 
delivery date and the end date as your last date of EFAP distribution before your neYt 
scheduled delivery.
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STEP 8

Click on "Save V Continue"

'ou will leave all other •lters eYactly how they are. Scroll down and click on the Save & 
Continue button.

STEP 9

Click on  "Save V miew Report" button

Don"t change anything on this page, either, just Save and View.
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STEP 10

miew the FPAH Report &or your agency

After click the HSave & View ReportH button the qouseholds Breakdown EFAP report will 
populate. This will breakdown the details of the households assisted at your agency"s 
distribution, and act as a tool to help you complete the reWuired EFAP report.
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STEP 11

freakdown o& Report

The top line of the report provides statistics for the unduplicated nuUbers during your 
report time frame.

:nduplicated malues( /ill count each household only once, regardless of how many times 
they received assistance from your distribution over the timeframe set on the report.

The second line of the report provides statistics for the duplicated values and overall 
assistance provided during your distribution.

Duplicated malues( Counts each time a household received assistance from your distrib-
ution over the timeframe set on the report. A single, uniWue household may be counted 
more than once if they received assistance more than once.
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STEP 12

San Diego Pood fank Invoice )SDPf ReportT

Oasis reports are a tool to help you complete this portion of your EFAP report. Don"t forgot 
to add the statistics that are on any paper EFA-7s to this invoice as well.

STEP 13

Notal =uUber o& Bouseholds Served )SDPf report1BBT

Notal =uUber o& Bouseholds Served shows the number of unduplicated households who 
received food at your distribution that were recorded using Oasis Insight.

This number will be entered on the SDFB report, on the HH line.
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STEP 14

Notal =uUber o& Cases Served )SDPf report1I=DT

Notal =uUber o& Cases Served shows the number of household members )people+individ-
uals: that have been assisted at your agency"s distribution. Oasis Insight calculates this by 
summing the total people in households served.

This number will be entered on the SDFB report, on the IND line.

STEP 15

Notal =uUber o& Bouseholds with -34 Bousehold MeUbers 

Notal =uUber o& Bouseholds with -34 Bousehold MeUbers totals the number of undupli-
cated households that have 1-3 individuals. 'ou will not use this number for any of our 
reports.

Made with Tango 11 of 17

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 16

Notal =uUber o& Bouseholds with 8 or Uore Bousehold MeUbers

Notal =uUber o& Bouseholds with 8 or Uore Bousehold MeUbers totals the number of 
households that have 4* individuals. 'ou will not use this number for any of our reports.

STEP 17

Notal =uUber o& Assistance

Notal =uUber o& Assistance indicates how Uany tiUes assistance barcodes have been 
scanned during the report tiUe &raUe.
In this cases, 5+ assistance barcodes have been scanned during the course of the report 
timeframe. 'ou will not use this number for any of our reports.
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STEP 18

Duplicated =uUber o& Bouseholds with -34 Bousehold MeUbers  )SDPf
 report1-34T

Duplicated =uUber o& Bouseholds with -34 Bousehold MeUbers indicates the number 
of households with 1-3 people who have been assisted within your agency"s report 
timeframe.

The original value for these households was 50, but it now shows as 52 since 2 households 
with 1-3 individuals have been assisted twice during this timeframe.

This number will be entered on the SDFB report, on the 1-3 line.
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STEP 19

Duplicated =uUber o& Bouseholds with 8 or Uore Bousehold MeUbers
 )SDPf report18xT

Duplicated =uUber o& Bouseholds with 8 or Uore Bousehold MeUbers indicates the 
number of households with 4* people that have been assisted within your distribution 
timeframe.

The original value for these households was 29, but it now shows as 33 since 4 households 
with 4* individuals have been assisted twice this month.

This number should be entered on the SDFB report, on the 4+ line.
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STEP 20

Notal =uUber o& "fags" Distributed )SDPf report1fagsT

Notal =uUber o& "fags" Distributed indicates the amount of EFAP Bags that were provided 
to the community overall.

This is calculated by multiplying the Duplicated =uUber o& Bouseholds with 8 or Uore 
Bousehold MeUbers by two and then adding Duplicated =uUber o& Bouseholds with -34 
Bousehold MeUbers. In this eYample, it would be )33=2:*52N118.

This number will be entered on the SDFB report, on the Total Bags Distributed line.

STEP 21

San Diego Pood fank Invoice )SDPf ReportT

Hlease input all Uatching categories &roU the Oasis Insight report on the SDPf Report.
(  Total umber of qouseholds Served )SDFB reportNqq:
(  Total umber of Cases Served )SDFB reportNI D:
(  Duplicated umber of qouseholds with 1-3 qousehold Members )SDFB reportN1-3:
(  Duplicated umber of qouseholds with 4 or more qousehold Members )SDFB re-
portN4*:
(  Total umber of HBagsH Distributed )SDFB reportNBags:

Don"t forgot to add the statistics that are on any paper EFA-7s to this invoice as well.

In the e2aUple below we calculated the &ollowing(
On paper EFA-7sx qq-5, I D-21, 1-3x2, 4*x3, Total Bags- 8
On Oasisx qq-79, I D-230, 1-3x 52, 4*x 33, Total Bags- 118

Notals(
qqx 5 * 79 N 58
I Dx 21 * 230 N 6+-
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1-3x 2 * 52 N +8
4*x 3 * 33N 4
Total Bagsx 8 * 118 N -6
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