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Service Insights on MealConnect (Neighbor Intake Program) 
Quick Guide: Creating Event Schedules  

 
This is a quick guide on creating event schedules on Service Insights. You must create an event 
schedule for your agency to be able to do neighbor intake, and it will also determine the intake 
form that you will be using. Only the Foodbank Admin and Agency Admin accounts can create 
an event schedule.  

 
Step #1: Log into Service Insights (Neighbor Intake Program) 
 

 
 
Step #2: Click on the menu button at the top left corner of the screen, then on Admin Settings, 
then finally on Event Schedules.  
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Step #3: Click on the Create New Event Schedule button 

 
Step #4: Fill out the details for the event schedule 
 

 
In the Location field, you should have one location that corresponds to your agency location. 
Choose the location from the dropdown.  
 
  



 

3 
Creating Event Schedules (4/16/2025) 

For the Title field, type in the same information as your location.  
 

 
Based on what you have chosen for the Location field, the Address section will auto default to 
your pantry address. If you need to add a custom address, click on the Custom Address bubble 
and fill in the information.  

 
 
For the Date and Time section, I would recommend setting the start date to an earlier date than 
your first event, setting the start and end time to encompass the full day, and setting the event 
as recurring daily, even if it is not the case. This will ensure that even if schedules change in the 
future or someone tries to enter information from paper forms after the time set for 
distribution, the program will work smoothly. 
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For the Primary Services Provided section, you will add the following information based on what 
services you provide. If you have multiple programs, please click the plus button to add more 
services. Most of our partners will use Option 1, Option 2, or both.  
 
Option 1: You provide USDA/TEFAP food from the government.  
Option 2: You provide non-USDA/TEFAP food.  

This is a common case for both our TEFAP partners and non-TEFAP partners. Even if you 
provide TEFAP food, if you have other food you’re providing to those who are not TEFAP 
eligible, add this option in addition to Option 1. 

Option 3: You provide other services (delivery, mobile pantry, other non-food items) and would 
like to track them on Service Insights.   
 

 Option 1 Option 2 Option 3 

 TEFAP specific Donated/purchased 
food only 

Talk with the Service 
Insights Project 

Coordinator about 
how you can 
customize. 

Primary Service 
Category 

Food Pantry Food Pantry 

Custom Display 
Name 

USDA Food Pantry 

Intake Form IL TEFAP /MO TEFAP  Minimal Food Pantry 

Government 
Program 

The Emergency Food 
Assistance Program 

- 
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You can ignore the rest of the Event Schedule page for now, as those are relevant only for 
features that will be released in the future. Click on the Save button on the bottom right of the 
screen to move to the next page.  
 
Step #5: Activate your event schedule 

 
At the very bottom of the screen that comes up, after all the event times, you will see the Event 
Schedule Status section. Click on the Active bubble and click Save in the bottom right corner.  
 
 


