
 
 
 

Mobile Neighbor Intake 
 
At mobile distributions, client, or neighbor, intake is completed through conversation with 
neighbors while they remain in their car. The Mobile Intake Volunteer will search for each 
neighbor in the Service Insights on MealConnect system, add the visit for those who are in the 
system, and mark the car with the number of food sets that need to be loaded into the car. 
 
If a neighbor’s information is not in the system, the Mobile Neighbor Intake Volunteer will 
provide the neighbor with a white intake sheet and ask them to fill it out as completely and 
legibly as they can. Another volunteer will pick up the form after it has been completed. 
 

Searching for an Individual  
To determine if an individual is already in the system, search by the neighbor’s name. The 
search bar is located in the middle of the Home Screen. 

 
 
Start by typing in the neighbor’s last name, then tap enter. A list of all potential matches will 
appear. Ask the neighbor for their first name and address to verify if one of the records is theirs. 
If the list of potential matches is long, you can perform a narrower search by typing in the first 
three letters of their last name followed by a comma, then a space, then the first three letters of 
their last name (ie roo, ted). Again, a list of potential matches will appear. Once you have 
determined that you found the right person, click the orange “Add Visit” button. 
 

 



 
 
 
 
If the Great Plains Food Bank is hosting multiple distributions in one day, you will be asked to 
select which location you are entering information for. This will likely be the city/town you are 
in. Click the box next to the corresponding location. 

 
 
Next you will be taken through four different tabs – 1. Eligibility; 2. Signature; 3. Household 
Info; and 4. Finish Visit.  
 
1. Eligibility. This tab reviews the household information that is required by the USDA The 
Emergency Food Assistance Program (TEFAP). Since the neighbor has already been entered 
into the system, their information will be populated in each field. If there are any changes to this 
information, simply type over the existing information or select the updated response (for 
questions that use radio buttons or check boxes). If prompted, click “No Changes” for any field 
asked by the system. Once you proceed through this screen, click the orange “Save and 
Continue” button.  

 
 



 
 
 
 
2. Signature. This tab allows the neighbor to provide their signature, attesting they are in need 
of food assistance. This section only needs to be filled out once per year, so the form may 
indicate that no signature is needed. If a signature or attestation is requested, select the 
household member who will sign from the “Signee” drop down. Then type the neighbor’s 
initials into the “Typed Initials” box. Then click the orange “Save and Continue” button. 

 
 
3. Household Info. This tab contains additional household information. Although it is unlikely 
that this information will change, you may again make any needed changes by selecting the 
updated radio button or check box. Once you proceed through this screen, click the orange 
“Save and Continue” button. 

 
 
4. Finish Visit. At a mobile distribution, no information is needed on this tab. Click the orange 
“Finish” button. A pop-up will generate indicating the visit has been added. Click “Done” to 
return to the Home Page to search for the next neighbor. 

 
 
 
 
 



 
 

 
 

Marking the Vehicle 
The Great Plains Food Bank provides food to households based on their family size. For families 
with 1-4 people, one set of food will be provided. For households with 5 or more people, two 
sets of food are provided. Write the number of food sets to be loaded into a car on the 
windshield using the provided paint marker. 
 
Neighbors may pick up food for others, if they are able to provide the needed information about 
the household, or if the neighbor is already in the system.  
 
Once you have completed intake for all of the households in the car, move to the next car. 


