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1.0 School Nutrition Program

1.1 Purpose/Overview

The purpose of the Texas Unified Nutrition Programs System (TX-UNPS) user manual for the School
Nutrition Programs (SNP) module is to provide administrators, State users, and Contracting Entities with

efficient and immediate information to access the web-based software applications, claims, and related

nutrition program functions.

1.2 Website Benefits and Features

The SNP module is a user-friendly application that allows authorized users to submit and approve

applications, claims, and miscellaneous forms. Key system features include:

A software system that manages information regarding Contracting Entities, applications,
claims, and reports.

A single integrated database which serves all child nutrition programs.

The ability to save partially completed forms online, allowing the user to complete the process
at a later time.

Individual User IDs and passwords for secure login to program functions and accurate tracking of
user behavior.

A robust security module that streamlines security setting controls by enabling administrators to
easily assign users to numerous pre-defined groups and eliminating the need to manually set

each user’s security access.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 3
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2.0 Accessing the Website

Before you can begin using the School Nutrition Program (SNP) module, you must be assigned a user ID
and password that provides the required security privileges. Once this setup is complete, you may use
the Internet and your assigned user ID and password to access and log onto the website.

The system can be accessed from any computer connected to the Internet by opening the browser and
entering the designated URL in the browser’s address line:
http://txunpsl.texasagriculture.gov/TXUNPS/Splash.aspx.

Tip: Add this URL to your browser’s Favorites list or create a shortcut to the website on your

ful
HZIF desktop for quicker access to the site. Refer to the browser and operating system help files for
s further information.

-

TX-UNPS S3

The database for this site was last restored on: Apr 20 2017 2:35FPM

Hl.

Resetting Your Password (Revised 04/11/2014)

= (04/1172014) I you click the "Forgot Your Password?” link
on the Leg On screen to have one autemaltically genarated

User ID: and emailed to you, you can expect 1o receive the email with
| your tenmporary password within an howr. If you do not
PatEvord: receive the email and have checked your junk mail box for it.

| please call us a1 1-877-TEX-MEAL (839-6325) and we can
rasel your password for you.

Forgok Your Password?

s (0328/2013) A new feature allowing users to reset their own
passwords has been added to TH-UNPS, Users who know their
user 1D but have forgotten their password should dick the
“Fargot Your Password?” link on the Log On screen to have one
automatically generated and emailed to them,

m & (03/28/2013) Once a valid user name and email address is
entered, an sutomated email will be generated and sent to the
requester. This email will ke from TX-UNPS Help Desk
(squaremeals@Texashgriculture.gov). Please check your spam
_ filter if you do not receive the message,
= (03/28/2013) The email sddress used for the forgot passward
feature may be different than that used in the Contracting Enbity
Apphcations, If changes are needed, the user will need to
= [nkterested in Applying? ;uhmiill completed and vald FND-101. The form is avadlable
om the SquareMesls web site at
* TXAMPS Project Wishaits hittp:/Fenww. squaremeals.org/Portals/8/FND%% 20Forms/ Program s 20
Formes/fnd_101_certificate_of_asuthority _external-combined.doc
= [03/28/2013) Please call 877-TEX-MEAL if you need assistance.
= When resetting your password, please remember that your new
password must contain a specal character. Some examples
special charachers are % 5.5 @ =1

+ Need Help?

Figure 1: TX-UNPS Home Page
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2.1 TX-UNPS Home Page

The TX-UNPS home page consists of three major sections:

e Bulletin board — managed by the Texas Department of Administration and provides general
information or displays current messages that are viewable by the public.

e Log On — allows authorized users to enter their User ID and password. If users have forgotten
their password, they can request a new temporary password be automatically generated by TX-
UNPS and emailed to the address associated with their profile.

e Links — provides access to websites and additional information:

o Selecting the Need Help? link will transfer the user to a webpage that contains the TX-
UNPS User Manuals and other program resources. The user can also send a request for

a User ID and password or for support.

o Selecting the Interested in Applying? link will transfer the user to a webpage that
provides additional information on the nutrition programs offered and allow the user to
submit a request for an application.

o Selecting the TX-UNPS Project Website link will transfer the user to the project’s

website.
2.2 Logging On

2.2.1 Logging On

Using the log on section of the homepage:

1. Enter the assigned User ID.
2. Enter your Password.

3. Select Log On.
Returning Users: Log On

User ID:
Password:

Forgot Your Password?

Log On

* Need Help?
» Interested in Applying?
* TX-UNPS Project Website

Figure 2: Sign-on

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page5
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2.2.2 Changing Your Password

If this is your first time logging on, the system will automatically require you to change your
password.

1. Select a new password and enter it into the box provided.
2. Re-enter your new password for confirmation.
3. Select Save.

Please Note: Security configuration settings generally require a password eight (8) to
twelve (12) characters in length. Please note that the password must be at a minimum
eight (8) characters in length. Passwords are case-sensitive.

The password must contain at least:

e  One numeric character.

e Once special character (e.g., S, ?, !).
e One uppercase character.

For security reasons, the system will automatically log you out after twenty (20) of
inactivity.

2.3 TX-UNPS Programs Menu Page

After logging in, the TX-UNPS Programs page is displayed. Access to specific modules is based on the

user’s security rights.

Fm Applications | Claims | Compliance | Reports | Security | Search ;E Programs Year | Help | Log Out

Programs

L e

B =

Figure 3: Programs Menu Screen
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-
Helpf"ul ‘ Tip: The Accounting, Maintenance and Configuration, and Security tiles are always gray,
Tips | because these are administrative modules with access available only to authorized State users.

2

2.4 System Rules and Error Processing

All information entered and saved on the system is verified to ensure it conforms to data entry
guidelines and system rules. The site performs two types of checks on information entered: Input Edits

and Business Rule Edits.

2.4.1 Input Edits

Whenever information is saved or prior to proceeding to a new screen, the site checks for input
errors. These errors may include entry errors, such as an invalid data entry (i.e., entering a 4-
digit Zip Code), or a non-logical entry (e.g., entering a greater number of eligible than enrolled
children).

If a form contains an input error and the user selects Save, the screen either displays the error
code and description in red at the top of the page (and the error code is a letter) or displays a
message next to the field in error. Input errors must be corrected before you can proceed. The

system will not save data entered on a screen that contains an input error. The user must
correct the input errors and select Save again.

Al Value is required. Please re-enter.

School Nutrition Programs Options

Payment Hold [ an [T 7720100 [ 82010 T 972010 W 1o0/2010 W 1172010 7 1272010
Check all that |

(Check all that apply) M 172011 7 o2/2001 T o3/2011 T o4/2011 T os/z011 T 672011

IAI Reason Code | =l

5. October Enrollment for School Year (SY) 2009 - 2010

Indicate the number of total enrollment and total eligible students at each listed site as of October 31.

Site ID | Site Name Total Enrollment Total Eligible
Test CE - Test Site
1000 Total Eligible cannot exceed Total Enrollment I 50 I 80

Figure 4: Examples of an Input Error (Partial Screen)

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 7
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2.4.2 Business Rule Edits

Business rule edits are used to ensure that entered data on a form conforms to State-defined
guidelines/requirements and federal regulation. Once the user initiates a save, TX-UNPS will
perform business rule edit checks after all input errors have been corrects and a confirmation
screen is provided stating that data entered has been saved and identifies whether errors exist.

The user may correct business rule errors immediately or at another time. The entered data will
not be lost. The errors will display at the top of the screen with an error code (usually 4-5 digits)
and error description. Business rule edits do not prohibit the system from saving the data

entered on the screen.

Code Error Description
18207 Must Indicate either Traditional SFSP or Seamless Summer Option.

Contact Information:

Salutation First Name Last Name

1. Name: Mr. ;I |Jin-| |Sn'|ith

2. Email Address: Ijimsmith@worl-c.edu

3. Phone: |(916) 556-2255 Ext: |56 Fax:[(916) 558-9966

4. Title: |Direc:t0r of Finance

Due Date: December 31, 2012

Summer Program Intention

5. {* Intends to offer 2011 summer meals through the following program:

" a. Traditional Summer Food Service Program (SFSP)

" b. Seamless Summer Option

Figure 5: Examples of a Business Rule Error (Partial Screen)

In addition, business rule edits have an error severity that indicates whether an error is
considered an Error or a Warning. Errors appear in red and must be corrected before the form
can be submitted. Warnings appear in blue and indicate an “out of the ordinary” data value.
Warning errors do not need to be corrected prior to form submission.

Code Warning Description

001 The Application Packet is not considered complete until the prior year's Food Safety Inspection Report has
been zubmitted.

Figure 6: Example of a Warning Error

2.5 Selecting a School Year

Information for Contracting Entities and sites is displayed based on the selected school year. Upon
logging in to the system, the “active” school year is the default selection and can be found in the top-
right corner of the blue bar. In order view information from a prior year, you will need to change the

school year.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 8
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;(' Please Note: A Contracting Entity will be unable to select and view any year, inclusive of
m D\"u\“ | current and past years, if they have been granted the security right to do so.

2.5.1 Selecting a School Year

=

Select Year on the blue menu bar at the top of the page. The Year Select screen displays.

N

Select the year. The selected year is indicated by <Selected.
3. Use the menu bar to return to the task in the program.

‘f" ( Tip: The ability to view and/or modify a school year is controlled by the State’s system
Helptut - administrator. It is important to note that a school year may be set as “view only” to the
Tips Contracting Entities and “modify” to authorized State users.

Year Select
Select Year
2022 - 2023
2021 - 2022
2020 - 2021 < Selected
2019 - 2020
2018 - 2019
2017 - 2018
2016 - 2017
2015 - 2016
2014 - 2015
2013 - 2014
2012 - 2013
2011 - 2012
2010 - 2011
2009 - 2010
2008 - 2009

Figure 7: Select Year Screen

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 9
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2.6 Contracting Entity Search

.\{;"‘\“‘ Please Note: If there is an association with only one Contracting Entity, the Search screen
“\?u, Souil will not be accessible. The system will always default to the Contracting Entity’s data.

For most School Nutrition Programs functions, the Contracting Entity must be searched for and selected
prior to beginning any task. When the Contracting Entity Search screen displays, you can search for the
Contracting Entity using all or part of the Contracting Entity’s ID, Name, or any other combination of
parameters provided on this screen.

2.6.1 Searching for a Contracting Entity

1. Onthe menu toolbar, select Search to access the SNP Search Options screen.

ﬁ Applications | Claims | Compliance | Reports | Security | Search ;E Programs | Year | Help | Log Out

Schoal Vear: 2017 - 2018

SMNP Search Options

Item Description

Contracting Entity Search Search for SNP Contracting Entities.

Status Summary Report  Search for SNP Contracting Entities based on application or claim status.
Address Search Search for SNP Contracting Entities by physical address.

Submitted Packet List Schedule Submitted Application Packets for review.

Figure 8: Search Options Screen

2. Select Contracting Entity Search.
3. Enter search parameters.

4. Select Search.

5. Select a Contracting Entity.

r{& Applications | Claims | Compliance | Reports | Security | Search iZ Programs | Year | Help | Logout

School Year: 2017 - 2018

SNP Contracting Entity Search
Search for Contracting Entities

ce : I Packet Status:
Contracting Entity Name: l:l Field Service Rep: | |
TIN: I:| Packet Assigned To: | . |
CD Code: l:l TDA Region: |:|
Contracting Entity Status: Program Status:
[ search all available Programs
Contracting Entities Found:
Application Submitted Packet
Packet for Approval Assigned

CEID Contracting Entity Name Status Approval Date To
Add New Contracting Entity

L J

Figure 9: Contracting Entity Search Screen

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 10
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Tip: The Contracting Entities List displays based upon the search criteria entered. If no

- selections were made, the list displays all available Contracting Entities with the designated
HelPFMl | status (default is “Active”). To display all Contracting Entities, leave all search parameters blank
Tf|05 and select Search. Users will only see Contracting Entities associated with their user account
J (e.g., ESC users will only see Contracting Entities in their region).

The search parameters follow a specific set of rules which are described in the accompanying table. If
the type of search is identified as “includes”, the system will search for any Contracting Entity that
includes the parameter in any portion of the selected field. For example, if the user entered “386” in the
CE ID parameter, the system will retrieve Contracting Entities with CE IDs of “00386” and “01386".

If the type of search is “exact match”, the system will search only for any Contracting Entity that exactly
matches the parameter.

Parameter Type of Search Search Features

CEID “includes” = |fin combination with the Contracting Entity Name,
the CE ID takes precedence

= |fin combination with any other parameter, all
parameters are used to perform the search

Contracting Entity “includes” = |fin combination with the CE ID, the CE ID takes
Name precedence; this parameter is ignored

= |fin combination with any other parameter, all
parameters are used to perform the search

TIN “includes” = |fin combination with the CE ID, the search is
€D Code performed using both the CE ID and this parameter
= |fin combination with any other parameter, all
parameters are used to perform the search
County “exact match” | = If in combination with the CE ID, the search is
Packet Status performed using both the CE ID and this parameter

= |fin combination with any other parameter, all

Field Service Re
P parameters are used to perform the search

Packet Assigned To
ESC Region
TDA Region

Program Status

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 11
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Parameter Type of Search Search Features
Contracting Entity “exact match” | = Required; defaults to “Active”
Status

= |fin combination with any other parameter, all
parameters are used to perform the search.

If the “Search all available Programs” checkbox is checked, the results display changes in appearance.
The system will ignore all search criteria except for the CE ID and Contracting Entity Status. If the
Contracting Name is entered, and no CE ID is entered, the system will ignore all search criteria except for
Contracting Entity Name. IF no parameters are entered, the system will retrieve all Contracting Entities
in all programs.

School Year: 2020 - 2021
SNP Contracting Entity Search
00003 Status: Active
Search for Contracting Entities
CE ID: I:I Packet Status: [ |
Contracting Entity Name: | | Field Service Rep: | v
TIN: l:l Packet Assigned To: | v|
County: [ v ESC Region:
CD Code: I:I TD& Region:
Contracting Entity Status: Program Status:
[ search all available Programs
| search |
Contracting Entities Found: 1309
Application Submitted Packet
Packet for Approval Assigned
CE ID Contracting Entity Name Status Approval Date To
00001 Approved 08/07/2020 08/07/2020
00002 Approved  06/29/2020  07/06/2020
00003 Approved 09/23/2020 09/23/2020
00004 Mot Submitted

Figure 10: Contracting Entity Search Screen — “Search all available Programs” example.

2.6.2 Adding a New Contracting Entity

On the menu toolbar, select Search to access the Contracting Entity screen.
Perform a search to ensure that the Contracting Entity does not already exist in the
system.

3. Select Add New Contracting Entity at the bottom of the screen results section. The
Contracting Entity Profile screen displays.

4. Refer to the Contracting Entity Profile section.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 12
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School Year: 2020 - 2021

Add Mew Contracting Entity

Contracting Entity Information

Contracting Entity |
Name:

Search |

Figure 11: Add New Contracting Entity Screen

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 13
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3.0 SNP Applications
3.1 School Year Enrollment Process

To participate in the School Nutrition Programs, Contracting Entities must submit an Application Packet
to the State for review and approval. Before beginning the Application Packet, Contracting Entities must
select the “Enroll” button on the Application Packet screen and click “Yes” on the subsequent
confirmation screen. After a Contracting Entity is enrolled, they must complete all required applications
and forms in the Application Packet for the school year.

Applications > Application Packet > Schoal Year:
@ Application Packet
00134 Status: Active Packet Submitted Date:

Packet Approved Date:
Packet Original Approval Date:
Packet Status: HNot Enrolled
Packat Ticket Data:
Counky District Code: 025-306
ESC: 15 TDA& Region: 1

The Contracting Entity has not started in the current year

Click "Enroll’ to enroll for this year based on your prior year's information.

Cancel

Figure 12: Application Packet Enrollment Screen

A new Application Packet must be submitted and approved at the beginning of each year. For
Contracting Entities that are completing this process as part of their “annual update,” certain
information from the previous year’s application rolls over into the new program year. The Contracting
Entity may modify this data for the new program year or leave the data as it is presented (and as was
recorded in the previous year).

3.2 Submitting an Application Packet

The Contracting Entity can submit the Application Packet to the State once all required applications,
online forms (e.g., Food Service Management Company contract), and supporting documents identified
on the checklist are completed and saved without errors.

To submit an Application Packet, the packet must contain:

e A completed Contracting Entity Application with no errors.

e At least one completed SNP Site Application with no errors.

e Allitems in the Checklist are identified as submitted to TDA.

e |[f the Contracting Entity had identified that they would be using a Food Safety Management
Company on their Contracting Entity Application, the packet must contain at least one Food
Service Management Company contract with a status of “Submitted”.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 14
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Once the Application Packet has been submitted to the State for approval, the packet history section of
the Application Packet screen will display the event and the packet status changes to Submitted for

Approval.
Packet History
Event Event Date/Time User
The application packet was submitted, Developer
was enrolled in Developer

Figure 13: Packet History (sub-section of the Application screen)

3.3 Applications Menu

The Applications menu is the starting point for all tasks related to the annual School Nutrition Programs
enrollment process. Menu items are based on security levels.

3.3.1 Accessing the Applications

On the blue menu toolbar, select Applications to access the menu.
Select an application item to access that application function. It is important to note
that Contracting Entities have significantly fewer Applications menu items.

3. Atthe top of the Splash screen will be a blue toolbar of Menu Items. Select Applications

to access the menu.

’m Applications | Claims | Compliance | Reports: | Sepurity | Search ;E Programs Year | Help | Log Out

Welcome to the Texas Unified Nutrition Programs System

The database for this site was last restored on: Apr 20 2017 2:36PM

Figure 14: Menu Toolbar
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Applications =

Item

School Year: 2020 - 2021

Description

Contracting Entity Manager
Application Portal
Application Packet
Attachment B

Attachment B Summary

Attachment B: Upload Attachments

Attachment B: Upload Attachments
Surmmary
Meal Pattern Compliance Summary

\erification Report

Second Review of Applications

Verification Summary

Food Safety Inspections

Food Safety Inspections Summary
Annual Audits

Annual Audit Status Summary
Financial Report

Financial Report Summary

FFWP Summary

FFWP Application Packet

FFVP Grant Allocations

FFVP Grants

FFWP Grant Overview

Summer Nutrition Program Costs
Capital Expenditure Request
October Enrollment

Site Enrollment

Community Eligibility Provision

Texas Summer Mandate

Texas Summer Mandate Summary
TX ELMS

MENU Madule

MENU Module Training

Download Forms

SNP Contracting Entity's Profile, Site and Hold Information
Access to all program applications
Applications Forms (Contracting Entity and Site)

Policy Statement for Free and Reduced-Price Meals, Attachment B: Meal
Count/Collection Procedure(s)

Attachment B summary of submissions.
Manage the upload of attachments for the Attachment B form

Attachment B: Upload Attachments Summary

Mumber of Menu Pattern Certifications by Contracting Entity Summary
Mandatory Annual Verification Report

FMNS-874 report for Contracting Entitys selected to conduct a second review of

applications.
Mandatory Annual Verification Report (FNS-742) Summary

Number of Food Safety Inspections by Site

Number of Food Safety Inspections by Site Summary

Annual Audits

Annual Single Audit Status Summary

School Food Annual Revenues and Expenditures Report

School Food Annual Revenues and Expenditures Report Summary
Fresh Fruit and Vegetable Program Invitations and Approvals

Fresh Fruit and Vegetable Program Application Forms (SFA and Site)
Fresh Fruit and Vegetable Program Grant Allocations by CE/Site

Fresh Fruit and Vegetable Program Grant Information for a specific CE
Fresh Fruit and Vegetable Program Grant Information by Site Overview
Total Costs Associated with Operating a Summer Mutrition Program
Request for funds to purchase capital items == $5,000

October Enrollment and Eligibility by Site

Site Enrollment and Eligibility

Enrollment and Eligibility for Community Eligibility Provision

Summer Nutrition Programs Intent Declaration

Summer Nutrition Programs Intent Summary

Eligikility List Management System for direct certification and direct verification

Menu Planning and Analysis module
Menu Planning and Analysis — Training Environment

Forms Available for Downloading

Figure 15: SNP Applications Menu

3.4 Contracting Entity Manager

Payment Holds, and Technical Assistance.

3.4.1 Accessing the Contracting Entity Manager Menu

The Contracting Entity Manager allows authorized State users to access the Contracting allows
authorized State users to access the Contracting Entity Profile, Site Manager, High Risk Info, Batch Hold,

1. From the blue menu toolbar, select Applications to access the menu screen.

2. Select Contracting Entity Manager, the menu screen will display.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved.
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3. If a Contracting Entity has not been selected, use the Contracting Entity Search feature
to search for and select a Contracting Entity.

1'& Applications | Claims | Compliance | Reports | Security | Search EE Programs Year | Help | Leg Out

Applications > CE Manager >

Contracting Entity Manager

000032 Status: Active

County District Cade! 001-304

ESC: 7 TDA Region: 2
Item Description
Contracting Entity Profile Specific information for the Contracting Entity.
Site Manager Site List and Site Options for the Contracting Entity.
High Risk Info Tracking of High Risk information and history for the Contracting Entity.
Batch Holds Batch Hold Options for Enrolled Programs.
Payment Holds Payment Hold Options for Enrolled Programs.
Technical Assistance Tracking of Technical Assistance provided to the Contracting Entity.
L J

Figure 16: Contracting Entity Manager Menu

3.4.2 Contracting Entity Profile

The Contracting Entity Profile provides general information on the Contracting Entity. The
Contracting Entity Profile data is not year specific. It provides general attribute information
regarding the Contracting Entity such as name, CE ID, type of agency, and county.

All Contracting Entities must be initially registered through the Contracting Entity Profile screen
before an Application Packet can be completed and any additional data can be added to the
system. A Contracting Entity cannot be assigned a TX-UNPS User ID until the entity is defined in

the system via the Contracting Entity Profile screen.

Please Note: State users also use the Contracting Entity Profile to specify whether the
Contracting Entity will report Contracting Entity level or Site level claims. Once these

X“\ “ﬁ““,(' preferences are set in effect starting the following claim month. TX-UNPS functionality will not
? = honor a change to claiming status. (Contracting Entity reporting vs. Site reporting) within a

claim month.

3.4.3 Viewing or Modifying a Contracting Entity

1. On the Applications menu, select Contracting Entity Manager.
2. Search for and select a Contracting Entity using the Contracting Entity Search (if
necessary).
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3. Once a Contracting Entity has been selected, select Contracting Entity Profile.

Item Description
ontracting Entity Profile Specific information for the Contracting Entity.
Site Manager Site List and Site Options for the Contracting Entity.
High Risk Info Tracking of High Risk information and history for the Contracting Entity.
Batch Holds Batch Hold Options for Enrolled Programs.
Payment Holds Payment Hold Options for Enrolled Programs.
Technical Assistance Tracking of Technical Assistance provided to the Contracting Entity.

Figure 17: Contracting Entity Manager Screen

Modify any necessary information within the profile.
5. Select Save. If no errors exist, a confirmation screen displays.

6. Select <Edit to return to the recently modified Contracting Entity Profile screen or select

Finish to return to the Contracting Entity Manager menu.

Applications > CE Manager >

Contracting Entity Profile

Contracting Entity Information

School Year: 2018 - 2019

VIEW | MODIFY | DELETE

CE ID: 00521
Contracting Entity Name: |I F 1
DBA Name: |
Type of Agency: |Educatic-r|a| Institution v|
County: | ; . |
CD Code: I:I
Congressional District:
[ —

DUNS Number:

Communication Preference: (@) Electronic () Paper

Program Participation

Select the program(s) available to the Contracting Entity:
[ school Nutrition Programs (SMP)
Child and Adult Care Food Program (CACFP)

4] Summer Food Service Program (SFSP)
Food Distribution Program (FDP)

Figure 18: Contracting Entity Profile (Partial Screen)
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3.4.4 Deleting a Contracting Entity Profile

1. On the Applications menu, select Contracting Entity Manager.
Search for and select a Contracting Entity using the Contracting Entity Search (if
necessary).
3. Once a Contracting Entity has been selected, select Contracting Entity Profile.
4. Onthe Edit menu, select DELETE. A warning displays.

WARNING: Once the profile has been deleted, it is permanently removed from the
system and cannot be restored. You will not be able to access any data regarding the
Contracting Entity within the system. Use caution before deleting a profile.

.

5. Select Delete to receive a confirmation.
6. Select Finish to return to the Contracting Entity Manager menu.

- Tip: To retain history on a Contracting Entity, change their status to Inactive instead of
HdPFU‘l ‘ deleting the profile.
Tips |

3.5 Site Manager

The Site Manager enables the user to view, modify, add, delete, and change the status of a Contracting
Entity’s site.

3.5.1 To Access Site Manager

On the blue menu toolbar, select Applications to access the menu.
Search for and select a Contracting Entity using the Contracting Entity Search (if
necessary).

3. Onthe Contracting Entity Manager menu, select Site Manager.

3.5.2 Creating a New Contracting Entity Site

On the menu toolbar, select Applications to access the menu.

Select Contracting Entity Manager. The Contracting Entity Options menu displays.
Select Site Manager, the menu displays.

Select Create New Site. A blank Site Profile screen displays.

RN ol o

Enter data. The system will automatically generate the next available Site ID, but the ID
can be overwritten if needed (i.e. for public and charter schools). Site ID must be unique
within a Contracting Entity. They are not unique across the system.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 19
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Please Note: The Site’s CD Code defaults to the Contracting Entity’s CD Code identified on

X\m?mﬁ‘,@\“(’ the Contracting Entity Profile screen.

6. Select the checkboxes for the programs in which the site participates.
7. Select Save to save the information on the site. The Contracting Entity Site Manager re-
displays with the new site added.

Applications > CE Manager >

VIEW | MODIFY | DELETE

Site Profile
Site Information
Site ID:
Site Name: |
CD Code: 101-911
County: |

Program Participation

Site will operate in the following programs:

swp [ sso SFsP cacrp [ FoOP

Status

Site Status:

Created By: cnp_conversion on: 12/29/2010 9:29:06 AM Modified By: TCORMETT on: 1/23/2015 10:12:05 AM

L J

Figure 19: Site Profile

3.5.3 Viewing or Modifying a Site Profile

1. On the Applications menu, select Contracting Entity Manager.

Search for and select a Contracting Entity using the Contracting Entity Search (if
necessary).

Select Site Manager. The Contracting Entity Site Manager displays.

Select the site to view or modify. The Site Profile screen displays.

Modify any information within the profile.

Select Save to receive a confirmation.

Select <Edit to return to the Site Profile screen you just modified or select Finish to

No v ks~w

return to the Contracting Entity Site Manager screen.

respective program’s site list within the Application Packet.

A\“\?&‘t““" Please Note: By selecting program participation, the site will automatically appear on the
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3.5.4 Deleting a Contracting Entity Site

1. On the Applications menu, select Contracting Entity Manager.

Search for and select a Contracting Entity using the Contracting Entity Search (if
necessary).

Once a Contracting Entity has been selected, select Site Manager.

Select the site to delete.

Select Delete on the Edit menu in the top-right corner.

A warning message is displayed.

Select the Delete button at the bottom of the page. A confirmation message displays.

O N VAW

Select Finish to return to the Contracting Entity Site Manager screen.

WARNING: Once the profile has been deleted, it is permanently removed from the
application and cannot be restored. Use caution before deleting a profile.

omm
=

| ==

3.6 High Risk Info

This feature allows tracking of High Risk Information and history for the Contracting Entity.

3.6.1 Viewing or Modifying a High-Risk Information Detail

On the Applications menu, select Contracting Entity Manager.

Select High Risk Info.

If available, select the View or Modify in the Actions column to view the risk type.
Make any necessary modifications.

vk wnN e

Select <Back to return to the main menu or select Save.

Applications > CE Manager > Schoel Year: 2020 - 2021

High Risk Information

0Qoo3 Status: Active

Action | D |Ri5k Type | Status | Open Date Close Date

No Data to Display

| = Back || add |

Figure 20: High Risk Information Screen
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3.6.2 Adding a High-Risk Information Comment

1. On the Applications menu, select Contracting Entity Manager.
Select High Risk Info.
3. From the High-Risk Information screen, select Add.

Applications > CE Manager = School Year: 2020 - 2021

High Risk Information Detail

00002 Status: Active

FRANKSTON ISD CE ID: 00003 High Risk ID: 0

Open Date:

Risk Type:

Discovery Comments:

Response Date:

Close Date:

Il

&

Response Comments:

Figure 21: High Risk Information Detail Screen

4. Complete all the required fields.

5. Select Save.
6. The new High-Risk Information Detail will display on the menu screen.
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Applications > CE Manager >

ooooz Status: Active
FRANKSTON ISD

DBA:

100 PERRY 5T

FRANKSTON, TX 75763-0428
County District Code: 001-904
ESC: 7 TDA Region: 2

Action 1D

High Risk Information

Risk Type

Status

Open Date

School Year: 2016 - 2017

Close Date

| view | Modify | 2017003

505 and Comptroller Eligibility Status

Closed

12/26/2017

01/04/2018 |

Figure 22: High Risk Information Menu Screen

3.7 Batch Holds

The Batch Holds feature enables authorized state users to issue or view payment holds for a Contracting

Entity, by program. Contracting Entities can still enter claims when a batch hold is in place; however, no

payments will be issued by the system for the selected program until the hold is removed.

3.7.1 Viewing or Modifying a Batch Hold

1. On the Applications menu, select Contracting Entity Manager. If necessary, search for

and select a Contracting Entity.

2. Once a Contracting Entity has been selected, select Batch Holds. The Batch Holds screen

displays.
3. Make any necessary modifications.
Select Save to receive a confirmation.

5. Select <Edit to return to the Batch Holds screen you just modified or select Finish to

return to the Contracting Entity Manager Menu screen.

School Nutrition Programs Options

Batch Hold: [ all Months

Reason Code: [ ~

Comment:

Batch Hold Change History

Change Change Date/Time

User

There is no change history at this time.

Figure 23: Batch Holds Screen
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3.7.2 Removing a Batch Hold

1. On the Applications menu, select Contracting Entity Manager. If necessary, search for
and select a Contracting Entity.

2. Once a Contracting Entity has been selected, select Batch Holds. The Batch Holds

screen displays.

Uncheck the All Months checkbox.

Select the blank space from the drop-down menu for the Reason Code.

Select Save to receive a confirmation.

o v kW

Select <Edit to return to the recently modified Batch Holds screen or select Finish to
return to the Contracting Entity Manager Menu screen.

3.8 Payment Holds

The Payment Holds feature enables authorized state users to issue or view payment holds on a
Contracting Entity for a specific month/year, by program. Contracting Entities can still enter claims when
a payment hold is in place; however, a payment will not be issued by the system for the selected
month/year and program until the hold is removed.

3.8.1 Viewing or Modifying a Payment Hold

1. On the Applications menu, select Contracting Entity Manager. If necessary, search for
and select a Contracting Entity.

2. Once a Contracting Entity has been selected, select Payment Holds. The Payment Holds
screen displays.

3. Make any necessary modifications.

4. Select Save to receive a confirmation.

5. Select <Edit to return to the Payment Holds screen and select Finish to return to the
Contracting Entity Manager Menu screen.

4
Helpfu{ Tip: The Payment Hold Change History provides information on when payment holds
TiPS ‘ were placed or removed and the reason for the hold.
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School Nutrition Programs Options

Payment Hold: O an O zzoes [sszois [erzore O 1o/2z008 O 1172018 [ 12/2018
(Check all that apply) O w2017 [ 272007 O 372007 O 42007 O s/zo17 O /2017

Reason Code: | v|
Comment:
Payment Hold Change History
Change Change Date/Time User
There is no change history at this time.

Figure 24: Payment Holds Screen

3.8.2 Removing a Payment Hold

1. On the Applications menu, select Contracting Entity Manager. If necessary, search for
and select a Contracting Entity.

2. Once a Contracting Entity has been selected, select Payment Holds. The Payment Holds

screen displays.

Uncheck each checked month checkbox.

Select the blank space from the drop-down menu for the Reason Code.

Select Save to receive a confirmation.

o v kW

Select <Edit to return to the recently modified Payment Holds screen you just modified
or select Finish to return to the Contracting Entity Manager Menu screen.

3.9 Technical Assistance

The Technical Assistance (TA) function enables users to view technical assistance requests in a summary
dashboard view and in a detailed list. New Technical Assistance entries can be added, while existing

ones can be viewed in detail, as well as modified or deleted.

3.9.1 Accessing the Application Packet

1. From the blue menu toolbar, select Applications.
2. Select Technical Assistance from the Contracting Entity Manager menu screen.

3.9.2 Adding a Technical Assistance Entry

From the blue menu toolbar, select Applications.

Select Contracting Entity Manager from the Applications menu screen.
Select Technical Assistance.

Click the Add Technical Assistance button to access the details screen.

P wnNe
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5. Enter the required information.
Click Save to receive a confirmation.

7. Select < Edit to return to the Technical Assistance Detail screen or click Finish to return
to the Technical Assistance screen.

3.9.3 Modifying a Technical Assistance Entry

1. On the menu toolbar, click Applications.
2. Select Contracting Entity Manager.
3. Select Technical Assistance to access the feature.
4. To view or modify, click the Technical Assistance entry.
5. Make any necessary modifications.
6. Select Save to receive a confirmation.
7. Select < Edit to return to the previous screen or select Finish to complete the activity.
Applications = Sponsor Manager > School Year: 2018 - 2019
Technical Assistance
Areas of Technical Assistance
_ Count
SNP 1 SNP 1
5500 550 [i}
FFVP D FFVP 0
SFSPH 0
Centers {0 SFSP o
DCHA O Centers 1]
FOP4 0 DCH 0
0 1 N FDP ]
Taotal 1
J
Technical Assistance Provided Days: 30 60 90 All Count: 1
Date
Provided Representative | Recipient Programs Description D
11,/09/2018 | Davis, Brian Munchen, Louise SNP 1004
v,
Add Technical Assistance

Figure 25: Technical Assistance Screen
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From the blue menu toolbar, select Applications.

Select Contracting Entity Manager.

Select Technical Assistance to access the screen.

Click the Technical Assistance Entry to delete.

CT = COLYAR

On the Edit toolbar located in the upper-right corner of the screen, click Delete. A

warning screen displays.

Select Cancel to return to the previous screen or select Delete to confirm deletion of

the entry and return to the Technical Assistance screen.

Technical Assistance Detail

00003 Status: Active

As of: 11/13/2020

' SNP valid 7/1/2020 through &/30/2021
FDP
Assistance Provided 1D: 107915
# Required
Program: * SMP 550 FFY SFSP Centers DCH FDP
Date Provided: * 8/17/2020 Associated TA:
TDA Representative: = Method: *
Follow-up Nesded?
Hours: 0 Minutes: =
Recipient
Salutation First M Last Name
Mame: = Tina Owen
Title: CND
Email Address: ﬁﬂ
Phone: Fax
Technical Assistance
Area Focus Description
Compliance Other Discussed HACCP,

&dd Technical Assistance

Attachments

Total Attachments: 0

~dd Technical Assistance Attachment

Internal Use Only

Status:

-- Select Status -- v

Internal Comments:

| < Back |

Figure 26: Technical Assistance Screen
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3.10 Application Portal

The Application Portal provides access to all program applications.

C75 COLYAR

Applications >

School Year: 2016 - 2017

FRANKSTON ISD (00003)

e Developer CCGC

FRANKSTON ISD (00003)
100 PERRY ST
FRAMKSTON, TX 73763-0428

.

Messages (11)

Application Packet Notes

Application Packet Notes for CE

Contracting Entity Forms

Budget Summary

Program Form Mame Packet Status

Form Status

SHP Approved
W Contracting Entity Application
%’ Meal Pattern Compliance Dashboard
W' Checklist Summary (1)
Upload Documents
SNP Sites (3)
S50 Sites (4)

SFSP
CACFP - Centars
. CACFP - DCH

Mot Participating
Mot Participating
Mot Participating

Approved
Approved

A

Site Applications

Submitted for Not Return for Withdravin/ Total
Program Approved Approval Submitted Correction Denied Closed Error Applications
SMNP 2 ] 1 ] [1] a a 3
k_SSC} 1 a = a 0 i} a 4 y,
A 4
Figure 27: Application Portal Menu Screen
3.10.1 Viewing an Application Packet Note
1. From the Applications menu, select Applications Portal.
2. Click on the blue arrows to expand the Application Packet Notes section.
Application Packet Notes b

Figure 28: Application Packet Notes Section
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3. Select a Date in the Application Packet Notes section to access the applicable note.

r =)
Application Packet Notes @
Program Date Created By Subject
NSLP 3f16/2017 LaShonte McKinnay FFVP invitation email sent
£0.06 cents email sent out
NSLP 9/21/2016 Dana Jenschke regarding reimbursement and
what to do
NSLP 8/30/2016 Dana Jenschke FFWP training completed email
NSLP 8/30/2016 Dana Jenschke (Mo Subject)
NSLP /25/2016 Dana Jenschke fallow up email sbout FFVP due
to jot form error
NSLP 8/25/2016 Dana Jenschke (T iy et r et
email
Fresh Fruit and Vegetable
NSLP 8foef2016 Tishena Jackson Program: 2016-17 Program Year
Award and Training Requirement
2 RETURNING APPLICATION FOR
11721
NSLP 7/11/2016 Dana Jenschke CORRECTION
r Reminder email sent to CE re:
1120
NSLP f11/2016 Dana Jenschke EFVP fund allocation
NSLP 6/24/2016 Dana Jenschke S i ez (e (RN )
allocation
Email sent 5/13/16 to
NSLP 5/16/2016 Connie Edmonds Principals of sites invited to apply
for FFVP for 2016-2017
’ . Invite To Apply for FFVP Email
13721
NSLP /13/2016 Tishena Jacksen e
. . Email blast sent re important
CACFP - Canters 11/18/2016 Connie Edmonds update to TKUNPS for CACFP
CACFP Due Date 3€" 4th Round
CACFP - Cantars 9/01/2016 Tishena Jackson it an
Email on 8-23-16
o . 3rd Reminder: Application Due
- 15721
CACFP - Canters /15/2016 Connie Edmonds Dates - CACFP Emailed 8-12-18

Figure 29: Application Packet Notes

Application Note

Subject: Email sent 5/13/16 to Principals of sites invited to apply for FFVP for 2016-2017

Note: TO: Principal of a site invited to apply for the Fresh Fruit and Vegetable Program (FFVP)
for school year 2016-17.

The Federal Fresh Fruit and Vegetable Program (FFVP) will allocate just over $8.40
million across Texas this year. The purpose of this program is to increase fresh fruit and
vegetable consumption in elementary schools. Participating schools receive at least $50
per student to provide free fruits and vegetables to students during the school day at
service times other than during lunch or breakfast meal service. This opportunity is only
available to a few elementary schools in Texas that meet specific criteria, including

Your district’s child nutrition director has been sent detailed instructions on how to apply
for the program; applications are due May 23, 2016. Selected schools will be sent notice
of award by May 31, 2015,

If you have any questions regarding this invitation, please contact at
Thank you for all you do on behalf of those you serve.

If checked, Mote is visible to Contracting Entity

Created By: cedmonds10 on: 5/16/2016 10:10:18 AM  Modified By: cedmonds10 on: 5/16/2016 10:10:25 AM

Figure 30: Application Notes

4. Select <Back to return to the previous screen.
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3.10.2 Accessing Budget Summary

From the Applications menu, select Applications Portal.
Select Budget Summary located in the Contracting Entity Forms section.
Once finished, select <Back to return to the Portal.

Budget Summary
2016 - 2017

00521 Status: Active
GOOSE CREEK CISD

2200 Markst Strest
Baytown, TX 77521
County District Code: 101-911
ESC: 4 TDA Region: 3

CACFP - Centers
Income/Reimbursement and Expenses Information

E. Summary of Projected Income and Expenses

Requested  Approved
Amount  Amount

Total annual costs of $10,580.90 $ 10,3800
nonprofit food service
Total anticipatad annual $10,580.30 % 10,380.50
CACFP reimbursemant for
the Program Year
Enter the total of other $0.00 40.00
income to the nonprofit food
eeeeee
Total Income $10,980.90 % 10,980.50

Projected Annual CACFP Income

Requested  Approved
Amount  Amount
Anticipated Annual CACFP % 10,980.90 % 10,380.50
Reimbursement (Projected
Total Meals X Rate Annual
Revenue)

G. Source of Funds

istrative Costs Infc

Figure 31: Budget Summary

3.11 Application Packet

To participate in the School Nutrition Program (SNP), Contracting Entities must submit an Application
Packet to the State for review and approval. At the beginning of each program year, Contracting Entity
data is rolled over and must be verified by Contracting Entities prior to submitting any claims.

The Application Packet contains the Contracting Entity application, site application(s), and other forms
required as a part of the packet. After selecting Application Packet from the Applications menu, each

required packet item and its status displays.

If any packet item requires attention (such as an error within a form), a red arrow appears next to the
Application Packet item. If the Application Packet item has been completed correctly and contains no
errors, a green check appears next to the Application Packet item. For more details, see Reviewing an
Application.

Please Note: Contracting Entities may not submit claims until their Applications Packet has been

\\N\‘QD{‘I‘\“‘ approved for the respective program year. If an Application Packet has been approved or if a

Contracting Entity revises any item, the packet must be re-submitted for State review and approval.
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3.11.1 Accessing the Application Packet

1. On the blue menu toolbar, select Applications to access the menu.

CT = COLYAR

2. From the menu screen, select Application Packet. If necessary, search for and select a

Contracting Entity under the Search menu.

3. From the Application Packet screen, select a packet item to access.

Applications = Application Packst >

@

00002 Status: Active

2020 - 2021 Application Packet

School Year: 2020 - 2021

Packet Submitted Date:
Packet Approved Date:
Packet Griginal Approval Date:
Packet Status:

Packet Assigned To: Lynmarie Corbett

Show Packet History

Latest
Action Form Name Version Status
View | Revise v Contracting Entity Application Rev. 2 Approved
Details v Meal Pattern Compliance Dashboard Approved
Details v Checklist (1)
Details Application Packet Notes (1)
View Application Packet Notes for CE
Add Upload Documents
Details NDL Application Packet Dashboard (20) Complete
Site Applications Approved Pending Return for Denied Withdrawn,/ Error Total
Correction Closed Applications
School Nutrition Program 3 1] i} 1] 1] 3
Seamless Summer Option [i] 17 o [i] (4] (4] 17
| = Back |

3.11.2 Assigning an Application Packet

On the blue menu toolbar, select Applications to access the menu.

N

Figure 32: Application Packet Screen

Contracting Entity. The Application Packet screen displays.

o v kW

Select Save to receive a confirmation.

Select the staff consultant to assign the packet.

select Finish to return to the Application Packet screen.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved.

From the menu, select Application Packet. If necessary, search for and select a

Select the Packet Assigned To link. The Application Packet Assignment screen displays.

Select <Edit to return to the recently modified Application Packet Assignment screen or
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3.11.3 Ending a Contracting Entity’s Enroliment

1. From the Applications menu, select Application Packet. If necessary, search for and
select a Contracting Entity. The Application Packet screen displays.
2. Select the link under the Latest Version column. The Application History screen is

displayed.
3. Select Close Contracting Entity. The End Contracting Entity Agreement screen is
displayed.
Effective Claim Period Version Status Approved Date
Jul 2016 Original Approved 07/14/2016

Close Contracting Entity

Figure 33: Application Packet Screen

4. Enter the Closed/Terminated Date. When this Contracting Entity enters claims, the Days
on Operation fields will edit check with this date to ensure meals aren’t claimed after
the entered date.

5. Select the Closed/Terminated Code.

Enter the Closed/Terminated Reason.

7. Provide a description as to why the Contracting Entity is ending enrollment in
Closed/Terminated Comment.

8. Select Save. The Application History screen is displayed with a message stating that the
Contracting Entity’s enrollment has ended.

Enroliment Information

Closed/Terminated Date: I:I )
Closed/Terminated Code: |:|

Closed/Terminated Reason: |

Closed/Terminated Comment:

Figure 34: End Contracting Entity Agreement

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 32



CT = COLYAR

3.11.4 Re-Opening a Closed Contracting Entity

1. From the Applications menu, select Application Packet. If necessary, search for and
select a Contracting Entity. The Application Packet screen displays.

2. Select the link under the Latest Version column. The Application History screen is
displayed.

3. Select Re-Open Contracting Entity. The End Contracting Entity Agreement screen is

displayed.

Delete the Closed/Terminated Date.

Select the blank space from the drop-down menu for the Closed/Terminated Code.

Delete the Closed/Terminated Reason.

Delete the Closed/Terminated Description.

© N o v e

Once all fields are blank, select Save. The Application History screen is displayed.

3.12 Contracting Entity Application

The Contracting Entity Application screen provides access to the Contracting Entity’s annual application
for the School Nutrition Programs for both new and renewing Contracting Entities. The Contracting
Entity is required to complete a new Contracting Entity application annually; however, the State has
identified select Contracting Entity data that rolls over from the previous year and pre-fills a new year’s

application.

3.12.1 Contracting Entity Application (Original)

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The current year’s Application
Packet screen displays.

3. Select View next to the Contracting Entity Application packet item. The Contracting
Entity Application for the designated school year is displayed.

. Please Note: If there are multiple versions of a Contracting Entity application within the
T-"““‘ system (i.e., revisions exist), the system defaults to the version with the most current
A\‘“‘Q“ﬁ e Application Effective Date designated on the Contracting Entity Application’s Internal Use
Only section.

3.12.2 Viewing a Contracting Entity Application (Revision)

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The most current year’s
Application Packet screen displays.

3. Select the revision link under the Latest Version column. The Contracting Entity

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 33



CT5 COLYAR

Application History for the designated school year is displayed.
4. Select the application version to view.

& Tip: The View option appears in two situations: 1) If the user only has view-access
HGIPFU‘I ' security rights or 2) If the user has modify-access security rights BUT the Application
Tips Packet has been submitted to the State and is under State review and can no longer be

modified.

3.12.3 Adding a Contracting Entity Application (New Contracting Entity)

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The most current year’s
Application Packet screen displays.

3. Select Add next to the Contracting Entity Application packet item. The Contracting Entity
Application for the designated school year is displayed.
Enter required information.

5. Select Save to receive a confirmation.
Select <Edit to return to the Contracting Entity Application screen or select Finish to
return to the Application Packet screen.

‘ Tip: The Add option only appears for new Contracting Entities. If a Contracting Entity had an application
HelpFUl( | in the previous year and has elected to enroll in the new year, the prior year’s application information is
TI'PS rolled over into the new year’s application as a starting point. The user would select Modify to review and

update this information.

3.12.4 Modifying a Contracting Entity Application

1. On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The most current year’s
Application Packet screen displays.

3. Select Modify next to the Contracting Entity Application packet item. The Contracting
Entity Application for the designated school year is displayed.
Make any necessary modifications.

5. Select Save to receive a confirmation.

6. Select <Edit to return to the Contracting Entity Application screen or select Finish to
return to the Application Packet screen.
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‘ Tip: The Modify option only appears when the Application Packet has not been submitted. Once an
HQIPFU( | application has been submitted and approved by the State, a revised application must be submitted
: i.e., the Revise option is displayed).
TIPS (i he Revi. jon is displayed)

3.12.5 Deleting a Contracting Entity Application

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The most current year’s
Application Packet screen displays.

3. Select Modify next to the Contracting Entity Application packet item. The Contracting
Entity Application for the designated school year is displayed.
Select Delete on the Edit menu in the top-right corner.

5. The system transfers you to the bottom of the screen and a warning message is
displayed.

6. Select the Delete button at the bottom of the page. A confirmation message displays.

WARNING: A Contracting Entity application can only be deleted if the Contracting
Entity has not yet submitted any claims for the school year.

Once the application has been deleted, it is permanently removed and cannot be
restored. Use caution before deleting an application.

3.12.6 Revising a Contracting Entity Application

‘Y, Please Note: Only State-approved applications can be revised. Once a Contracting Entity
X“\?uﬁ “ revises any item within the Application Packet, the Application Packet must be re-
submitted and the State review and approval process starts again.
On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The most current year’s
Application Packet screen displays.
3. Select Revise next to the Contracting Entity Application packet item. The Contracting

Entity Application for the designated school year is displayed.
4. Make any necessary modifications.
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5. Select Save to receive a confirmation.
6. Select <Edit to return to the Contracting Entity Application screen you just modified or
select Finish to return to the Application Packet screen.

3.12.7 Entering Internal Use Only Information

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The most current year’s
Application Packet screen displays.

3. Select Admin next to the Contracting Entity Application packet item. The Contracting
Entity Application for the designated school year is displayed.
Enter information in the Internal Use Only section.
Select Save to receive a confirmation.
Select <Edit to return to the recently modified Contracting Entity Application screen or
select Finish to return to the Application Packet screen.

3.13 Site Applications — School Nutrition Program

Contracting Entities must complete a Site Application for each of their sites. The Site Application screen
provides access to the Site’s annual application for the School Nutrition Programs for both new and
renewing sites. Sites must complete a new application annually; however, the State has identified select
site data that rolls over from the previous year and pre-fills a new year’s application.

3.13.1 Access the Contracting Entity’s Site List

1. On the blue menu toolbar, select Applications.

2. From the Applications menu, select Application Packet. The most current year’s
Application Packet screen displays.

3. Under Site Applications, select School Nutrition Program. The Application Packet - SNP
Site List screen displays.

te List
Version/
Action Site ID / Site Name NSLP SBP ASCP SMP FFVP Status
Totals 3 3 o 5} 0
View | Revise | g ¥ X Rew. 1/
- T ’ Approved
=y Rew, 1/
View | Revise | g b X ey
View | Revise | ¢ % % Rew. 1/

Approved

Add Site Application

Total Sites Enrolled: 3

| = Back |

Figure 35: End Contracting Site List
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3.13.2 Adding a New Site (for Contracting Entities)

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The most current year’s
Application Packet screen displays.

3. Under Site Applications, select School Nutrition Program. The Application Packet - SNP
Site List screen displays.

4. At the bottom of the site list, select Add Site Application. The SNP Available Site(s)
screen displays.

5. If the site you would like to add an application for is listed, select the site. If the site you
would like to add an application for is not listed, select Add New Site. The ‘Quick’ Site
Profile screen displays.

6. The system automatically defaults the Site ID to the next available ID for this
Contracting Entity.

Hel:ﬁ*( Tip: For most Contracting Entities, it is highly recommended that you use the Site ID assigned by the
/ \ system. The system has verified that the assigned ID is unique and is the next available Site ID for the
T'PS _\ Contracting Entity. However, public/charter schools should use the campus code assigned by the
Texas Education Agency.

7. Enter the Site Name and County.
8. Select Save. The Site Application for the new site is displayed.

Site Information

Site ID: 2149

Site Name: |

County: |

Program Participation

Site will operate in the following programs:

sup [Jsso [Jsrsp [Jecacre [ FoP

Figure 36: “Quick” Site Profile
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3.13.3 Viewing a Site Application

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The current year’s Application
Packet screen displays.

3. Under Site Applications, select School Nutrition Program. The Application Packet - SNP
Site List screen displays.

4. Select View next to the site whose application you would like to view. The Site
Application is displayed.

3.13.4 Modifying a Site Application

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The current year’s Application
Packet screen displays.

3. Under Site Applications, select School Nutrition Program. The Application Packet - SNP
Site List screen displays.

4. Select Modify next to the site whose application you would like to view. The Site
Application is displayed.

5. Make any necessary modifications.
Select Save to receive a confirmation.

7. Select <Edit to return to the Site Application screen select Finish to return to the SNP
Site List screen.

8. Repeat Steps 4 through 7 for each site that will participate in the program.

3.13.5 Deleting a Site Application

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The current year’s Application
Packet screen displays.

3. Under Site Applications, select School Nutrition Program. The Application Packet - SNP
Site List screen displays.

4. Select Modify next to the site whose application you would like to delete. The Site
Application is displayed.
Select Delete on the Edit menu in the top-right corner.
A warning message is displayed.
Select the Delete button at the bottom of the page. A confirmation message displays.
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3.13.6 Revising a Site Application

. Please Note: Only State approved applications can be revised. Once a SFA revises any item within the
Dﬁ““'(’ Application Packet, the entire Packet must be re-submitted and the State review and approval process
‘(‘NQ gt starts again.

1. On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet to view the most current year’s
Application Packet.

3. Under Site Applications, select School Nutrition Program. The Application Packet — SNP
Site List screen displays.

4. Select Revise next to the Application Packet item. The Application for the designated
school year is displayed.

5. Make any necessary modifications.
Select Save to obtain a confirmation.

7. Select <Edit to return to the Application screen you just modified or select Finish to
return to the Application Packet screen.

4

HEIPFM( Tip: The Revise option only appears when the previously submitted Application Packet has been
T'PS | approved by the State.
b

3.13.7 Entering Internal Use Only Information

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet to access the most current year’s
screen.
3. Under Site Applications, select School Nutrition Program. The Application Packet — SNP
Site List screen displays.
Select Admin next to the site to review.
On the Site Application enter information in the Internal Use Only section.
Select Save to receive a confirmation.

N o v ok

Select <Edit to return to the Application screen you just modified or select Finish to
return to the Application Packet screen.
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He[pful ‘ Tip: If you are viewing an application and have the security rights to update the Internal Use Only
TI'PS | section, the user can also select Internal Use Only on Edit menu in the top-right corner of the

application screen to access the Internal Use Only section of the screen.

3.14 Site Applications — School Nutrition Program

Contracting Entities must complete a Site Application for each of their seamless summer sites. The Site
Application screen provides access to the Site’s annual application for the Seamless Summer Options for
both new and renewing sites. Sites must complete a new application annually; however, the State has
identified select site data that rolls over from the previous year and pre-fills a new year’s application.

3.15 Contracting Entity’s Site List

3.15.1 Accessing the Contracting Entity’s Site List

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet to view the most current year’s
Application Packet.

3. Under Site Applications, select Seamless Summer Option.

4. The Application Packet-Seamless Summer Option Site List screen displays.

Site List
AM PM Version/
Action Site ID / Site Name BRK SMHK LUM SNK SPR Status

Mo Sites enrolled in this year.

Aadd Site Application

Figure 37: Seamless Summer Option Site List

3.15.2 Adding a New SSO Site (For Contracting Entities)

1. On the blue menu bar, select Applications.
From the Applications menu, select Application Packet. The most current year’s
Application Packet screen displays.

3. Under Site Applications, select Seamless Summer Option. The Application Packet -
Seamless Summer Option Site List screen displays.
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4. Atthe bottom of the site list, select Add Site Application. The SSO Available Site(s)
screen displays.

on the Site Profile screen, but who do not have a site application.

X 'Qh.f‘r““t Please Note: The sites displayed on this screen are sites that are designated at SSO sites

5. To add an application for a site that is listed, select the site. If the site application for is
not listed, select Add New Site. The ‘Quick’ Site Profile screen displays.

6. The system automatically defaults the Site ID to the next available ID for this Contracting
Entity. The user can enter in another Site ID; however, it must be 4 digits and must not
have already been assigned to another site.

Hg[pFMl Tip: Use the Site ID assigned by the system, the system has verified that the assigned ID

\

TEPS |\ s unique and is the next available Site ID for the Contracting Entity.

7. Enter the Site Name and County.
8. Select Save. The SSO Site Application for the new site is displayed.

Site Information

Site Name: |
County: |

Program Participation

Site will operate in the following programs:

[1swp v ss0 [srsp [ cacre [ FoP

Figure 38: ‘Quick’ Site Profile Screen

3.15.3 Viewing a SSO Site Application

1. On the blue menu toolbar, select Applications.

2. From the Applications menu, select Application Packet. The current year’s Application

Packet screen displays.
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Under Site Applications, select Seamless Summer Option. The Application Packet -
Seamless Summer Option Site List screen displays.

Select View next to the site whose application you would like to view. The site’s SSO Site
Application is displayed.

3.15.4 Modifying a SSO Site Application

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The current year’s Application
Packet screen displays.

3. Under Site Applications, select Seamless Summer Option. The Application Packet -
Seamless Summer Option Site List screen displays.
4. Select Modify next to the site to view the application. The site’s SSO Site Application is
displayed.
5. Make any necessary modifications.
Select Save to receive a confirmation.
7. Select <Edit to return to the SSO Site Application screen or select Finish to return to the
Seamless Summer Option Site List screen.
8. Repeat Steps 4 through 7 for each site that will participate in the program.
2016 - 2017 Application Packet - SNP Site List
% Enroll
Version)/ FreefRedc
Action Site ID / Site Name NSLP SBP ASCP SHP FFYP Status  Oct 2015
Totals 2 2 2 o o
;; " gﬂtﬂﬂq Middle School x K X '.-?If;ilr.zn 0.0000
Ve | Moty 1003 oo X | x| x ::;'I:II:.I:I‘.:?n 0.0000
Add Site Apphcation
Total Sives Enrolled: 2

Figure 39: SNP Site List Screen

3.15.5 Deleting a SSO Site Application

1.
2.
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On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The current year’s Application

Packet screen displays.
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3. Under Site Applications, select Seamless Summer Option. The Application Packet -
Seamless Summer Option Site List screen displays.

4. Select Modify next to the site whose application you would like to delete. The site’s SSO
Site Application is displayed.

5. Select Delete on the Edit menu in the top-right corner. A warning message is displayed.
Select the Delete button at the bottom of the page. A confirmation message displays.

WARNING: Only a site application that has not been approved can be deleted. Once the
application has been deleted, it is permanently removed and cannot be restored. Use caution
before deleting an application.

i . \_'\,‘_x

3.15.6 Revising a SSO Site Application

. 1 Please Note: Only State-approved applications can be revised. Once a Contracting Entity
&\(WQ“T“,““ revises any item within the Application Packet, the Application Packet must be re-

submitted and the State review and approval process starts again.

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The current year’s Application
Packet screen displays.

3. Under Site Applications, select Seamless Summer Option. The Application Packet -
Seamless Summer Option Site List screen displays.

4. Select Revise next to the site to delete the application. The site’s SSO Site Application is
displayed.

5. Make any necessary modifications.
Select Save to receive a confirmation.

7. Select <Edit to return to the SSO Site Application screen or select Finish to return to the
Seamless Summer Option Site List screen.

4

HGIPFM‘ ‘ Tip: The Revise option only appears when the previously submitted Application Packet
-ﬁps J has been approved by the State.
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3.15.7 Entering Internal Use Only Information

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The current year’s Application
Packet screen displays.

3. Under Site Applications, select Seamless Summer Option. The Application Packet -
Seamless Summer Option Site List screen displays.

4. Select Modify next to the site whose application you would like to view. The site’s SSO
Site Application is displayed.

5. Enter information in the Internal Use Only section.
Select Save to receive a confirmation.

7. Select <Edit to return to the SSO Site Application screen or select Finish to return to the
Seamless Summer Option Site List screen.

‘ Tip: If you are viewing an application and have the security rights to update the Internal
Help{:u‘ Use Only section, the user can also select Internal Use Only on the Edit menu in the top-
TEPS right corner of the application screen to access the Internal Use Only section of the
J screen.

3.16 Closing a Site

A site may be closed within the system, whereby applications be submitted for the site.

3.16.1 Closing a Site

On the blue menu toolbar, select Applications.
From the Applications menu, select Application Packet. The current year’s Application
Packet screen displays.

3. Under Site Applications, select School Nutrition Program. The Application Packet - SNP
Site List screen displays.

4. Select the link under the Latest Version column. The Site Application History screen is
displayed.

5. Select Close Site. The End Site Agreement screen is displayed.
Enter the Closed/Terminated Date. If the Contracting Entity is entering site level claims,
the Days of Operation fields for this site will edit check with this date to ensure meals
aren’t claimed after the entered date.

7. Select the Closed/Terminated Code.
Enter the Closed/Terminated Reason.

9. Provide a description as to why the site is being closed in the Closed/Terminated
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10. Select Save. The Site Application History screen is displayed with a message stating that

the site’s enrollment is closed.

Enrollment Information

Closed/Terminated Date: l:l &

Closed/Terminated Code: | v

Closed/Terminated Reason: |

Closed/Terminated Comment:

Figure 40: End Site Agreement Screen

3.16.2 Reopening a Site

On the blue menu toolbar, select Applications.

From the Applications menu, select Application Packet. The current year’s Application

Packet screen displays.

3. Under Site Applications, select School Nutrition Program. The Application Packet - SNP

Site List screen displays.

4. Select the link under the Latest Version column. The Site Application History screen is

displayed.
Select Re-Open Site. The End Site Agreement screen is displayed.
Delete the Closed/Terminated Date.

Delete the Closed/Terminated Reason.

L ® N !

Delete the Closed/Terminated Description.

Select the blank space from the drop-down menu for the Closed/Terminated Code.

10. Once all fields are blank, select Save. The Site Application History screen is displayed.

3.17 Meal Pattern Compliance Dashboard

Contracting Entities must demonstrate compliance with the USDA’s updated meal pattern requirements

in order to qualify for and receive the additional 6 cent reimbursements. The submission and review of

the documentation required is performed as part of the Application Packet process via the Meal Pattern

Compliance Dashboard.
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o

3.17.1 Accessing the Meal Pattern Compliance Dashboard

1.
2.
3.

On the blue menu toolbar, select Applications to view the menu screen.
Select Application Packet to display the screen.
Select Details next to the Meal Pattern Compliance Dashboard.

Please Note: Menus submitted in previous years are accessible for “View-only” from the Meal

\‘m\q“ﬁ“ﬁ(’ Pattern Compliance Dashboard.

Instructions

Mew CEs participating in NLSP or CEs seeking certification must upload menus prior to upleading the Annual Attestation. To upload a menu, click on the Add Menu link in
the Menus section of this screen. All other CEs participating in NLSP/SBP must upload the Annual Attestation only.

E Annual Attestation (2016 - 2017)

Action

Document Preparer Contact |Lunch Served |Breakfast Served |CE Attestation |Early Breakfast Adoption |Date Last Updated |Status

View | Modify | Admin

v Yes Yes 11/09/2016 Approved

& Months Certified

(2016 - 2017)

Jul Aug Sep Oct MNowv Dec Jan Feb Mar Apr May Jun
Action 2016 2016 2016 2016 2016 2016 2017 2017 2017 2017 2017 2017
View | Modify 4 4 v v v v v 4 4 v v v
% Menus Menu Count: 8
Action Meal Type | Age Grade Group | Menu Nbr | Menu Name Menu Worksheet | Menu | Nutritional Analysis | Date Last Updated |Status Site Count
View | |Breakfast |K-12 2 | Breakfast BIC View View 11/15/2012 Approved 13
View v |Breakfast |[K-12 1 |Breakfast Traditiona View View 11/15/2012 Approved g
View v |Lunch K-5 1 |Elementary Lunch View View View 11/15/2012 Approved 14
View v |Lunch 9-12 1|Lee and Memorial View View View 11/16/2012 Approved 2
View | [Lunch 5-8 1|Llunch 6-8 View View View 11/15/2012 Approved 5
View |+ |Lunch 9-12 3| Peter Hylands View View View 11/19/2012 Approved 2
View |#|Lunch 9-12 2 | Sterling View View View 11/15/2012 Approved 1
View | |Breakfast [K-12 3| waffle Bar View View 11/19/2012 Approved 2l
Add Menu

Figure 41: Meal Pattern Compliance Dashboard Screen

3.17.2 Adding a Menu

On the blue menu toolbar, select Applications to view the menu screen.

On the menu, select Application Packet to display the screen.

Select Details next to the Meal Pattern Compliance Dashboard. The Meal Pattern
Compliance Dashboard screen displays.

Select Add Menu link in the Menus section of the Meal Pattern Compliance Dashboard to
access the screen.
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5. Select the Meal Type and Age Grade Group. Select the Save button. The Menu screen
re-displays with additional fields and capabilities.

Menu Type

2. Age Grade Group:

VIEW | MODIFY | DELETE | INTERNAL USE ONLY
Figure 42: Menu Type Screen
6. Enter the Menu Name.
Menu Type
1. Meal Type: Lunch
2. Age Grade Group: K-5
3.  Menu Number: 1
Supporting Documents
Add Menu Worksheet
Add Menu
Add Nutritional Analysis
Sites Serving
5.  Select sites serving menu:
Site Site MName
Serving |ID Address Grades Menu Planning Method
ALAMO EL .
O |owe1 6100 N. Main Prek, K, 1,2,3,4,5 [F?;;f)ase‘i Menu Planning
BAYTOWN, TX 77521
STEPHEN F AUSTIN EL .
[ o2  |3022 MASSEY TOMPKINS K 1,2,3,4,5 (Fgg;f)ased (0t REDTI,
BAYTOWN, TX 77521-2831
JAMES BOWIE EL
[ |o163  [2200 CLAYTON DR PreK K, 1,2, 34,5 F?;;’PB)“E" Menu Planning
BAYTOWN, TX 77520-3643
CARVER EL .
1 |oies §00 S PRUETT Prek, K, 1,2,3,4,5 [F?gfq"jﬂ)ase‘i pestliianning
BAYTOWN, TX 77520-7045

Figure 43: Menu Type Screen (Partial Screen)

7. Inthe Supporting Document section, select the Add link to upload the respective file
document. The File Upload screen displays providing the ability to Browse and Upload a
document.

File Upload

1. File: Browse...

2. Comment:

Figure 44: File Upload Screen
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Select Upload to upload the document and return to the Menu screen.

9. Select the site(s) served by the menu.

10. Enter comments, if necessary.

11. Select Save to receive a confirmation.

12. Select <Edit to return to the Menu screen or select Finish to return to the Meal Pattern
Compliance Dashboard screen.

Please Note: In the Sites Serving section, the system will display SNP sites that meet the
\“\Qhﬁ‘“\‘ selected Meal Type and Age Grade Group based on the current Site Application.
4
Helpfu[ Tip: Each Menu must include the following supporting documents: Menu Worksheet and

Tips Menu.
.

3.17.3 Modifying a Menu

On the blue menu toolbar, select Applications to access the menu.

On the menu, select Application Packet. The Application Packet screen displays.

Select Details next to Meal Pattern Compliance Dashboard. The Meal Pattern Compliance
Dashboard screen displays.

Select the Modify link next to the Menu to modify.

Make any necessary modifications.

Select Save to receive a confirmation.

N o v ok

Select <Edit to return to the Menu screen or select Finish to return to the Meal Pattern
Compliance Dashboard screen.

3.17.4 Viewing a Menu

On the blue menu toolbar, select Applications to access the menu.
On the menu, select Application Packet. The Application Packet screen displays.
Select Details next to Meal Pattern Compliance Dashboard. The Meal Pattern Compliance
Dashboard screen displays.
4. Select the View link next to the Menu to view. The Menu screen displays.
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3.17.5 Deleting a Menu

On the blue menu toolbar, select Applications to access the menu.
On the menu, select Application Packet. The Application Packet screen displays.
Select Details next to Meal Pattern Compliance Dashboard. The Meal Pattern Compliance
Dashboard screen displays.
Select Delete on the Edit menu in the top-right corner.

5. The system transfers the user to the bottom of the screen and a warning message displays.
Select the Delete button at the bottom of the page to receive a confirmation.

3.17.6 Modifying an Uploaded Supporting Document

On the blue menu toolbar, select Applications to access the menu.

On the menu, select Application Packet. The Application Packet screen displays.

Select Details next to Meal Pattern Compliance Dashboard. The Meal Pattern Compliance
Dashboard screen displays.

Select the Modify link next to the Menu to modify.

5. Select the Modify link next to the supporting document to re-upload. The File Upload
screen displays providing the ability to Browse and Upload a new document. The new
document will replace the existing document.

Select Upload to upload the document and return to the Menu screen.

Select Save to receive a confirmation.

Select <Edit to return to the Menu screen or select Finish to return to the Meal Pattern
Compliance Dashboard screen.

3.17.7 Deleting an Uploaded Supporting Document

On the blue menu toolbar, select Applications to access the menu.
On the menu, select Application Packet. The Application Packet screen displays.
Select Details next to Meal Pattern Compliance Dashboard. The Meal Pattern Compliance
Dashboard screen displays.

4. Select the Modify link next to the Menu to modify.

5. Select the Delete link next to the supporting document to re-upload. The File Upload
screen displays and a warning message displays.
Select the Delete button.

7. Select Save to receive a confirmation.
Select <Edit to return to the Menu screen or select Finish to return to the Meal Pattern
Compliance Dashboard screen.
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3.17.8 Viewing an Uploaded Menu Supporting Document

On the blue menu toolbar, select Applications to access the menu.
On the menu, select Application Packet. The Application Packet screen displays.
Select Details next to the Meal Pattern Compliance Dashboard.

P wnNPR

Select the View link associated with the supporting document (e.g., Menu Worksheet,
Menu, or Nutritional Analysis). The document opens in a secondary window/tab.

3.17.9 Entering Internal Use Only Information

On the blue menu toolbar, select Applications to access the menu.

On the menu, select Application Packet. The Application Packet screen displays.
Select Details next to Meal Pattern Compliance Dashboard.

Select Admin link next to the Menu to access the screen.

Enter information in the Internal Use Only section.

Select Save Internal Use Only to receive a confirmation.

No vk~ wN R

Select <Edit to return to the Menu screen or select Finish to the Meal Pattern Compliance
Dashboard screen.

3.17.10 Adding an Annual Attestation

each year.

X &‘“\ﬂ Please Note: The Contracting Entity must complete and submit an annual attestation

On the blue menu toolbar, select Applications to access the menu.
On the menu, select Application Packet. The Application Packet screen displays.
Select Details next to the Meal Pattern Compliance Dashboard.

P wnNPe

Select the Modify link in the Annual Attestation section of the Meal Pattern Compliance
Dashboard to access the screen.

b4

Enter the contact information.
In the Document section, select the Add link to upload the respective file document. The
File Upload screen displays providing the ability to Browse and Upload a document.
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Applications > Application Packet > Meal Pattern Dashbeard > Attestation = Schoel Year: 2020 - 2021

VIEW | MODIFY | INTERNAL USE ONLY

Meal Pattern Compliance Annual Attestation
For School Year: 2020 - 2021

000032 Status: Active

County District Code: 001-304
ESC: 7 TDA Region: 2

Warning Description
351105 Documents - Contracting Entity Attestation is required.

Document Preparer Contact

Salutation First Name Last Name
1.  MName: bl | | | |
2. Title: | |
3. Email Address: () | |
4,  Phone: | | Ext: | | Fax: | |
Figure 45: Annual Attestation Contact Screen (Partial)
7. Select Upload to access the document and return to the Attestation screen.

File Upload

1. File: Browse...

2.  Comment:

Figure 46: Annual Attestation Upload Screen

8. Enter comments, if necessary.
9. Select Save to receive a confirmation.
10. Select <Edit to return to the Menu screen or select Finish to return to the Meal Pattern

Compliance Dashboard screen.

N

HelPFU' Tip: Annual Attestations cannot be added until all menus have been uploaded or
“ previously certified.

Tips ‘\
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3.17.11 Modifying an Annual Attestation

1. On the blue menu toolbar, select Applications to access the menu.

2. Onthe menu, select Application Packet. The Application Packet screen displays.

3. Select Details next to Meal Pattern Compliance Dashboard.

4. Select the Modify link next to the Annual Attestation to modify. The Annual Attestation
screen displays.

5. Make any necessary modifications.

6. Select Save to receive a confirmation.

Select <Edit to return to the Menu screen or select Finish to return to the Meal Pattern
Compliance Dashboard screen.

3.17.12 Viewing an Annual Attestation

On the blue menu toolbar, select Applications to access the menu.
On the menu, select Application Packet. The Application Packet screen displays.
Select Details next to Meal Pattern Compliance Dashboard.

P wNPe

Select the View link next to the applicable Annual Attestation to access the screen.

3.17.13 Modifying an Uploaded Supporting Document

On the blue menu toolbar, select Applications to access the menu.

On the menu, select Application Packet. The Application Packet screen displays.
Select Details next to Meal Pattern Compliance Dashboard.

Select the Modify link next to the Annual Attestation to make modifications.

vk wnN R

Select the Modify link next to the supporting document to re-upload. The File Upload

screen displays providing the ability to Browse and Upload a new document. The new
document will replace the existing document.

6. Select Upload to upload the document and return to the Attestation screen.

7. Select Save to receive a confirmation.

Select <Edit to return to the Annual Attestation screen or select Finish to return to the

Meal Pattern Compliance Dashboard screen.

3.17.14 Deleting an Uploaded Supporting Document

On the blue menu toolbar, select Applications to access the menu.

On the menu, select Application Packet. The Application Packet screen displays.

Select Details next to Meal Pattern Compliance Dashboard.

Select the Modify link next to the Annual Attestation to modify. The Annual Attestation

P wnNPR

screen displays.
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o

5. Select the Delete link next to the supporting document. The File Upload screen displays
and a warning message displays.
Select the Delete button.

7. Select Save to receive a confirmation.
Select <Edit to return to the Menu screen or select Finish to return to the Meal Pattern
Compliance Dashboard screen.

3.17.15 Viewing an Uploaded Supporting Document

On the blue menu toolbar, select Applications to access the menu.
On the menu, select Application Packet. The Application Packet screen displays.
Select Details next to Meal Pattern Compliance Dashboard.

WP

Select the View link associated with the supporting document (e.g., CE Attestation). The
document opens in a secondary window/tab.

3.17.16 Entering Internal Use Only Information

On the blue menu toolbar, select Applications. The Applications menu screen displays.
On the menu, select Application Packet. The Application Packet screen displays.
Select Details next to Meal Pattern Compliance Dashboard.

Select the Admin link next to the Menu to access the screen.

Enter information in the Internal Use Only section.

Select Save Internal Use Only to receive a confirmation.

No ks~ wN R

Select <Edit to return to the Menu screen or select Finish to return to the Meal Pattern
Compliance Dashboard screen.

A

HEIPFU" Tip: Annual Attestation cannot be approved until all Menus have been approved.

Tips |

3.17.17 Identifying Months Certified

On the menu, select Application Packet. The Application Packet screen displays.

Select Details next to Meal Pattern Compliance Dashboard.

Select the Modify link next to the Months Certified. The Months Certified screen displays.
Check the months certified for 6 cent reimbursements.

Enter comments, if necessary.

o vk wNPRE

Select Save.
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‘ Please Note: If the Contracting Entity is certified for the month of June in the prior year,
\m ““,{\“‘ all months in the current year will automatically be checked by the system upon
e application packet rollover. The State can modify the months certified, if needed.

3.17.18 Viewing Months Certified

1. Onthe menu, select Application Packet. The Application Packet screen displays.
2. Select Details next to Meal Pattern Compliance Dashboard.
3. Select the View link next to the Months Certified. The Months Certified screen displays.

3.17.19 Viewing a Meal Pattern Note

On the menu, select Application Packet. The Application Packet screen displays.
Select Details next to Meal Pattern Compliance Dashboard. The Meal Pattern Compliance
Dashboard screen displays.

3. Select View next to note in the Meal Pattern Notes section.

. Please Note: The Notes feature is only accessible for State users. Contracting Entities do
X\m nﬁ‘“\‘ not have access to the Notes menu option and, therefore, will not be able to access any
\q == notes that were entered.

3.17.20 Viewing a Meal Pattern Note

1. Onthe menu, select Application Packet. The Application Packet screen displays.
2. Select Details next to Meal Pattern Compliance Dashboard.
3. Select Add Note link in the Meal Pattern Notes section. The Notes screen displays.
4. Enter the Subject.
5. Enter the Note.
6. Select Save.
Meal Pattern Notes Note Count: 0
Action Date Created By Mote Summary
| No data to display.

Figure 47: Add Notes Link
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3.17.21 Deleting a Meal Pattern Note

On the menu, select Application Packet. The Application Packet screen displays.

g

Select Details next to Meal Pattern Compliance Dashboard. The Meal Pattern Compliance
Dashboard screen displays.

Select Delete next to note in the Meal Pattern Notes section. The Notes screen displays.
Select DELETE on the Edit menu in the top-right corner.

The system transfers the user to the bottom of the screen and a warning message displays.

o v e w

Select the Delete button at the bottom of the page to receive a confirmation.

3.18 Checklist

A checklist is automatically generated based upon answers to specific questions from the Contracting
Entity and site applications. The checklist identifies supplemental documents that need to be submitted
to the state. The Checklist feature allows Contracting Entities to keep track of documents and their dates
of submission. State users use this feature to identify when documents have been received and to
denote the status of the documents.

3.18.1 Accessing a Checklist

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Onthe menu, select Application Packet. The Application Packet screen displays.
3. Select Checklist.

Applications > Application Packet = Schoel Vear: 2020 - 2021

NSLP Checklist Summary

00003 Status: Active

Approve All Submitted CE Forms [

Contracting Entity Forms Submitted? Approved?

Attachment B: Meal Count & Collection Procedures v v

Approve All Submitted Site Forms

Total
Site Forms Items Submitted? Approved?

No data to display.

o]

Figure 48: Checklist Summary Screen
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3.18.2 Viewing a Checklist

i S .

displays.

Select Checklist Summary.
Select the Contracting Entity or Site whose checklist you wish to view. The Checklist screen

CT = COLYAR

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Application Packet. The Application Packet screen displays.

and who have additional required documents will have a checklist.

‘&m‘qhﬂ“\ﬁ Please Note: Only Contracting Entities and Sites who have completed their applications

Document

Submitted Date Submitted
Form Name to TDA to TDA Status Status Date Last Updated By
Attachment B: Meal Count & 08/15/2020 Approved 09/23/2020

Collection Procedures

Save Cancel

3.18.3 Updating a Checklist

Figure 49: Checklist Screen

On the menu, select Application Packet. The Application Packet screen displays.
Select Checklist Summary. The Checklist Summary screen displays.
Select the Contracting Entity or Site whose checklist you wish to update. The Checklist

screen displays.

4. Identify whether the document has been submitted and the submission date. The Date
Submitted to TDA field automatically defaults to the system date. This can be changed by
the user. A checklist is not considered complete until all checklist items are identified as
having been submitted to TDA.

5. Select Save.

3.18.4 Uploading an Attachment to a Checklist Item

Please Note: If the checklist item has a paper clip icon next to it, an attachment can be

M“\Qhﬁ “’(’ uploaded in the following formats: doc, .xls, .pdf, and .jpg.

1. Select the paper clip. The Checklist File Upload Details screen displays.
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2. Use the Browse button to select the file to upload. Enter a brief comment (field is not
required)
3. Select Save.

Checklist File Upload Detail

Checklist
Program: Schoeal Nutrition Frograms
Checkhist Iterm: Artachment B: Heal Count & Cellect Procedures
Upload Detail
1. File To Uplaad: [ Erowas..

i Comment: [

Figure 50: Checklist File Upload Detail

3.18.5 Enter Internal Use Only Information

On the menu, select Application Packet. The Application Packet screen displays.
Select Checklist Summary. The Checklist Summary screen displays.
Select the Contracting Entity or Site whose checklist you wish to view. The Checklist screen
displays.
Select INTERNAL USE ONLY on the Edit menu in the top-right corner.
5. ldentify if the document was received by checking the “Document on File w/TDA”
checkbox. If the checklist item has been reviewed, select Status and Status Date.
Select Save Internal Use Only to receive a confirmation.
7. Select <Edit to return to the Checklist screen or select Finish to return to the Checklist

Summary screen.

3.19 Application Packet Notes

The Application Packet Notes screen allows State users to read and add notes regarding an entire
Application Packet. This enables State users to efficiently communicate and log information pertaining
to an Application Packet. Comments regarding a specific Application Packet item can be entered in the
Internal Comments field in the Internal Use Only section of the respective screen.

3.19.1 Accessing Application Notes

1. On the blue menu toolbar, select Applications to access the menu screen.
2. On the menu, select Application Packet.
3. Select Application Packet Notes. The Application Packet Notes screen displays.
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;{’ Please Note: The Application Packet Notes feature is only accessible to State users.
X\m m’“,\“ Contract Entities do not have access to the Notes menu option and, therefore, will not be
able to view any notes that were entered by the State.

3.19.2 Viewing an Application Note

1. On the blue menu toolbar, select Applications to view the menu screen.
2. Onthe menu, select Application Packet, to display the screen.
3. Select Details next to Application Packet Notes, the screen will display.

’(' Please Note: Notes can only be modified or deleted by the user that created it. For all
‘\\MQMF‘, “ other users reading another user’s note, the note will be View Only.

3.19.3 Creating a New Application Note

On the blue menu toolbar, select Applications to view the menu screen.

On the menu, select Application Packet, to access the screen.

Select Details next to the Application Packet Notes, the screen will display.

Select the Create a New Application Note button.

Enter the Subject.

Enter the Note.

If the note is not for the CE, skip this step and proceed directly to the next step. Check

Nou ks~ wNe

the box “If checked, note is visible to Contracting Entity” so that the CE can view the
note. The note is now listed on the Application Packet Notes for CE screen.

8. Select Save. A confirmation screen displays.

9. Select <Edit to return to the Application Note screen or select Finish to return to the
Application Notes screen.

Application Note

Subject: |

Note: d

Figure 51: Application Note Screen
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Tip: Once the Create New Application Note button is selected, a blank record is created and displayed on
& the Application Note screen. Even if you do not enter a note and select the Cancel button, the blank
Helpful |
—n‘ps _\ To remove the blank note created in error, select the note and use the DELETE option at the top right of
: the Application Note screen. To enter information in the blank note, select the note and update the

application note will remain and be listed on the Application Notes screen.

Subject and Note fields on the Application Note screen.

3.19.4 Deleting an Application Note.

On the menu, select Application Packet to display the screen
Select Application Packet Notes to view the screen.
Under Date, select the date of the note you wish to delete.

P wnNeE

Once the Application Note screen displays, select Delete on the Edit menu in the top-
right corner.
5. The system transfers you to the bottom of the screen and a warning message is
displayed.
Select the Delete button at the bottom of the page. A confirmation message displays.
7. Select the Finish to return to the Application Notes screen.

WARNING: Notes can only be modified or deleted by the user that created it. For
all other users reading another user’s note, the note will be View Only. Selecting

the button permanently deletes the Application Note from the application and it
will not be recoverable once deleted.

3.20 Application Packet Notes for CE

The Application Packet Notes for CE screen allows Contracting Entities to view all notes entered by the
State and indicated as invisible to Contracting Entities.

3.20.1 Accessing Application Notes for CE

1. On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Application Packet. The Application Packet screen displays.
3. Select View next to Application Packet Notes for CE. The Application Packet Notes
screen displays.
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Please Note: Only notes indicated by the State as visible to the CE on the Application
Packet Note screen are listed. Notes are listed in order of the most recent note at the top
of the list.

3.21 Upload Documents

3.21.1Uploading Documents

1. From the Applications menu, select Application Packet.

2. Select Add next to Upload Documents.

3. Click inside the Drop File textbox to open your computer’s document file.

4. Select a document(s) they must be in a PDF format to be loaded correctly.

5. Drag files to the designated Drop File textbox.

6. Select the Upload button or the Clear All button to remove the files.

7. Once all files have been uploaded, select the Done button to close the screen.
i

Upload Document

Select a document type Drag files below o click on the area to select files (Max 5 files) Click upload

o

Document Type:

[select 2 Dacument Type:

“File size should not exceed 150 MB,

Drop files here to upload @ '

Please upload all material in PDF format.
You may upload multiple documents, please specify the DOCUMENT NAME for each item as you upload it.

Please note that although all are listed, YOUR application may not require all of them.

1f you are not ready to upload all of your documentation now, please login to TX-UNPS later to upload additional documents.

Figure 52: Upload Document Screen

3.22 NDL Dashboard

The NDL Dashboard is a component of the Application Packet located in the SNP module.
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‘ Please Note: Access to the NDL Dashboard is provided only to authorized State users for
X‘{“ ﬂ“ﬁ(p review. If any suspects have not been verified, “Requires Review” will be displayed. The
\? e Application Packet cannot be Approved if there are unverified NDL suspects.

3.22.1 Accessing the NDL Dashboard

1. Select Applications from the blue menu toolbar.

2. Select Application Packet from the menu screen.
3. Click Details next to NDL Application Packet Dashboard.

3.23 Analyzing NDL Data

The information on the NDL Dashboard screen is derived from the saved form data of the Contracting
Entity Applications, Site Applications, Provider Applications, Board of Directors, and SFSP Management
Plan. The system consolidates the same contacts based on their first and last name.

The following four images are used to visually identify the NDL status:

System verified. No match based on the given criteria/data in the NDL data.

User verified that the suspect is not the one found in the NDL data.

The system found a match based on the given criteria/data in the NDL data, but it hasn’t
yet been verified.

XE- R

The suspect has been determined to be on the NDL.
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Applications * Application Packet = MDL Application Packst Dashboard > School Year: 2020 - 2021

National Disqualified List Contracting Entity Dashboard

00002 Status: Active

Verified Status: | v|

Action Verified Attachments Suspect NDL Match
Deta 0

Detail O

Deta 0

Detail Q

Figure 53: NDL Dashboard
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Please Note: The list has a filter to control what displays. The default contains all
categories: non-suspects, only pending suspects, verified offender, and verified okay.

For lists containing more than thirty (30) rows, the grid will add paging. This enables the user to flip
through the data in smaller chunks.

Detail

V) [

Figure 54: Additional Pagination Example

The “paper clip” icon displays if the suspect has any attachments.

Verified Attachments | Suspect

NDL Match

Detail

B ()

Figure 55: Attachments Example

3.24 NDL Suspect Detail

Selecting the Detail link of the NDL Dashboard for a suspected match, displays the following screen.

Suspect | Suspect Match

Sponsor Application: Sponsor App Claims Preparer
Name:

303 -
Site Application: Site Contact NONE, NC
Name:

(alias) NONE

Verified: Verified OK v
Verified By: Developer on: 2/15/2018 4:48:44 AM

Comments:

This person is OK

R o |

Modified By: Developer on: 2/15/2018 4:48:44 AM

Attachments
Add Attachment

Action Uploaded Comment

Count: 2

View | Modify 02/15/2018 05:04 AM This is another attachment.
Developer CCG

View | Modify 02/15/2018 04:51 AM This is an attachment for the NDL.
Developer CCG

Figure 56: Suspect Match Detail Screen
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All suspect occurrences are listed along with the matching NDL data. The user sets the NDL status based
on their findings by selecting one of the options in the “Verified” drop-down box.

The drop-down box selections include:

e Not Verified
e Verified OK
e Verified NOT OK
The user can enter comments, as well as add attachments as needed. Attachments would function as

they do in other parts of the system.

3.24.1 Adding an Attachment

1. From the NDL Suspect Match Detail screen, click on the Add Attachment link. A pop-up
Attachment screen displays.
Select Browse to access the applicable file(s).

3. Add a Comment in the textbox.

Select Save.

Attachment

File To Uplead: Browse...

Comment:

Figure 57: Attachment Pop-Up Screen

3.24.2 Modifying an Attachment

1. To modify an existing attachment, select Modify in the Actions column next to the

applicable attachment. A pop-up screen displays.

Attachments
Add Attachment Count: 2
Action Uploaded Comment
View | Modify 02/15/2018 05:04 AM This is another attachment.
Developer CCG
View | Modify 02/15/2018 04:51 AM This is an attachment for the NDL.
Developer CCG

Figure 58: Attachment List
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2. Make any revisions. Select Save.

Attachment

File To Upload:

File Name: ot

File Size: 1kB

Content Type: text/plain

Uploaded By: Developer CCG

Upload Date: 2/15/2018 5:04:00 AM

Comment: This is another attachment.

Delete

Created By: Developer on: 027152018 5:04:00 AM

Figure 59: Attachment Pop-Up Screen

Please Note: A file cannot be uploaded more than once.

3.25 NDL Non-Suspect Detail

Selecting the Detail link of the NDL Dashboard for Non-Suspect match displays the following screen.

Applications | Claims | Compliance | Reports | Security | Search EEFrﬂgmms | ¥ear | Help | LogOut

Applications > Application Packet » NDL Application Packet Dashboard = Schoaol Year: 2017 - 2018

National Disqualified List SFA Suspect Match Detail

010 EBtatus: Active

Region: 4

Suspect Suspect Match N

Sponsor Applllcallun: Sponsor App Claims Preparer Mo matches in the NDL

Name: Regina Underwood

o .-/
4 A

Figure 60: NDL Non-Suspect Match Detail Screen
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3.26 Attachment B

Attachment B is a policy statement for Free and Reduced Priced Meals.

3.26.1 Accessing the Attachment B List

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Onthe menu, select Application Packet. The Application Packet screen displays.
3. Select Attachment B from the menu screen.

| Applications > Attachment B List > School Year: 2017 - 2018
Attachment B List

Action Version School Year Received Date | Assigned Staff Status
View | Modify | Admin - Pending
0 20138 Mot assigned Validation

Figure 61: Application Note Screen

3.26.2 Viewing or Modifying the Attachment B List

On the blue menu toolbar, select Applications to access the menu screen.

On the menu, select Application Packet. The Application Packet screen displays.
Select Attachment B from the menu screen.

In the Action column, select View or Modify.

Make any necessary modifications.

Select Save. A confirmation screen will display.

No ks wN e

Select <Edit to return to the previous page or select Finish to complete the action.

3.26.3 Internal Use Only

On the blue menu toolbar, select Applications to access the menu screen.

On the menu, select Application Packet. The Application Packet screen displays.
Select Attachment B from the menu screen.

In the Action column, select Admin.

Make any necessary modifications.

Enter in a Status update and any additional comments.

No vk wDhR

Select Save Internal Use Only.
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3.26.4 To Delete an Attachment

On the blue menu toolbar, select Applications to access the menu screen.

On the menu, select Application Packet. The Application Packet screen displays.
Select Attachment B from the menu screen.

In the Action column, select Admin.

Select Delete in the upper-right corner.

A warning will display to verify the action.

No ks wN R

Select Delete.

3.27 Attachment B: Summary
This feature contains a summary of submissions.

3.27.1 Accessing the Attachment B Summary

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Select Application Packet to access the screen.
3. Select Attachment B Summary from the menu.

3.27.2 Assigning a Consultant

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Select Application Packet to access the screen.
3. Select Attachment B Summary from the menu.
4. Click Search on the Report Summary Search Screen.

Applications > School Year: 2017 - 2018

Attachment B Report Summary
Search Screen

Filter

School Year:

ce 10: L ]

Contracting Entity Name: | i

Status: | |

Received Date: From: | | ¥ oo | | 7

Assigned To:

Figure 62: Attachment B Report Summary Search Screen

5. Select Assign in the Assigned To column.
6. From the drop-down list, select the applicable consultant.
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7. Select Save.
8. Click <Edit to return to the previous screen or select Finish to complete the action.

3.28 Attachment B: Upload Summary
3.28.1 Viewing or Modifying a Summary

On the blue menu toolbar, select Applications to access the menu screen.
Select Application Packet to access the screen.

Select Attachment B: Upload Summary from the menu.

From the Summary screen, select a number from the Count column next to the

P wnN e

corresponding description.

Applications > School Year: 2020 - 2021

Attachment B: Upload Attachments Summary
For School Year: 2020 - 2021
Count Description
1232 List of All Contracting Entities
282 List of Contracting Entities that have been approved
584 List of Contracting Entities that have NOT started

93 List of Contracting Entities that have submitted their attachments

273 List of Contracting Entities that have NOT submitted their attachments

| = Back |

Figure 63: Attachment B Upload Summary Screen

5. A list of CEs displays. Select a CE ID or a Contracting Entity Name.

Applications = Schoal Year: 2020 - 2021

List of All Contracting Entities
For School Year: 2020 - 2021

CE ID Contracting Entity Name ESC Region

00001

R I e e R Y

Figure 64: Attachment B Upload Summary Screen

6. The Upload Summary displays. Make any necessary modifications.
7. Select the Submit button to receive a confirmation.
8. Select <Edit to return to the previous screen or select Finish to complete the activity.
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Comments to Contracting Entity

The notification letter that was uploaded is a second copy of the household instructions. please delete file and upload a
notification letter.

1. Does the Contracting Entity use the TDA and/or USDA prototype household application, instructions, and
notification letter?

.;E;. Yes .;::;. No
2. Attach a blank copy of the following printed versions used by the Contracting Entity (select each item).

Household Applications - Word or PDF version of the household application(s) distributed by the contract ng entity

{CE). Include the school year and type of household application in the file name, i.e.,
SY_Multiuse or S¥_Multiuse_Spanish,

Instructions - Word or PDF version of the instructions used for each household application distributed by the
contracting entity (CE). Include the school year and type of household application instructions
distributed in the file name, i.e., SY_Instructions_All or SY_Instructions_Multiuse.

Notification Letter - Word or PDF version of the letter(s) distributed by the contracting entity (CE) with each version
of the household application. Include the school year and type of household application letter
distributed in the file name, i.e., 5Y_Letter_All or 5Y_Letter_Multiuse.

Completed Item Type File Name Date
Household 2020_2021_NSLP_HHApplication_Standard_MultiChild_200415.docx.bxt 5/ 7/ 2020 7:15:24
Application AM
Instructions 2020_2021_NSLP_HHApplication_Directions_200415.docx.txt imzozo 7:16:10
Notification Letter 2020_2021 NSLP_HHApplication_Letter 200415.docx.bxt 8/7/2020 7:16:45

AM
NOTE: If using the electronic forms, print the form and upload the forms for each item. To medify or delete

any uploaded attachments, you must click on the above Household Application, Instructions, or Notification
Letter link.

Certification

As an authorized representative of the contracting entity (CE), I certify (1) that the information submitted in this
form is accurate; (2) that the CE will retain documentation that demonstrates the implementation of policies
described in this form; and (3) that the CE will implement these policies in compliance with all applicable
regulations.

Internal Use Only

Status:

Reviewed on 08/07/2020
Internal Comments:
returned for corrections to re-upload the notification letter on 8/12/20. contacted the CE on 8/12/20.

“
Comments to CE:
The notification letter that was uploaded is a second copy of the household instructions. please delete file and upload a
notification letter.
“

Created By: NNOTARIANNI on: 7/21/2020 12:38:3% FM Maodified By: NNOTARIANNI on: 8/12/2020 9:35:33 &AM

| cancel |

VIEW | MODIFY | DELETE | INTERNAL USE ONLY

Figure 65: Attachment B Upload Summary

3.28.2 Deleting a Summary

1. Select Application Packet to access the screen.

2. Select Attachment B: Upload Summary from the menu.

3. From the Summary screen, select a number from the Count column next to the
corresponding description.
A list of CEs displays. Select a CE ID or a Contracting Entity Name.

5. From the Summary screen, select Delete from the toolbar located on the bottom-right
corner of the screen.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 69



CT = COLYAR

6. A warning displays. Select the Delete button to permanently remove the document

from the program.

Press the 'Delete’ button to delete the Attachment B Form and any related items.
(This cannot be un-done.)

| Cancel |

VIEW | MODIFY | DELETE | INTERMAL USE ONLY

)

Figure 66: Delete Warning Screen

3.28.3 Internal Use Only

1. Select Application Packet to access the screen.
Select Attachment B: Upload Summary from the menu.

3. From the Summary screen, select a number from the Count column next to the
corresponding description.

A list of CEs displays. Select a CE ID or a Contracting Entity Name.

5. From the Summary screen, select Internal Use Only from the toolbar located on the

bottom-right corner of the screen.
Using the drop-down box, select the Status.
Make any modifications to the comments sections.

Internal Use Only

Status: | Submitted hd

Reviewed on 11/13/2020
Internal Comments:
returned for corrections to re-upload the notification letter on 8/12/20. contacted the CE on &/12/20.

Comments to CE:

The notification letter that was uploaded is a second copy of the household instructions. please delete file and upload a
motification letter.

Created By: NNOTARIAMMI on: 7/24/2020 12:38:23 PM Modified By: Developer on: 11/13/2020 8:00:20 PM

VIEW | MODIFY | DELETE | INTERNAL USE ONLY

Figure 67: Internal Use Only Section

3.29 Meal Pattern Compliance Summary

This feature summarizes the number of Menu Pattern Certifications by Contracting Entity Summary.

3.29.1 Accessing the Menu Compliance Summary

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Select Application Packet to access the screen.

3. Select Menu Pattern Compliance Summary from the menu.
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3.29.2 Viewing the Meal Compliance Report

el S

On the blue menu toolbar, select Applications to access the menu screen.
Select Application Packet to access the screen.
Select Menu Pattern Compliance Summary from the menu.
Select a number from the Count column. The compliance certification screen displays.
Applications > Meal Pattern Compliance Summary > Scheool Year: 2018 - 2019
Contracting Entities have not started their menu compliance certification
For School Year: 2018 - 2019
select All [] CE ID CE Name /County Contact Information Submitted Date
D 00003 FRAMNKSTON ISD
ANDERSON
D 00004 MECHES ISD
ANDERSON
I:l 00024 PLEASANTON ISD
ATASCOSA
O 05998 CS SNP Test
ANDERSON
Total Records: 4
J

Figure 68: Compliance Certification Screen

Select the applicable checkboxes next to the corresponding CE ID or Select All to
generate specific reports.
Select Generate Excel to export a report through Microsoft Excel or select Generate

Email to forward the reports to another party.

3.30 Verification Report

Contracting Entities use the Verification Report function to complete and submit the mandatory annual

verification report to the State. The Verification Report contains information about sites collecting

applications, site enrollment, eligibility information, and verification results.

3.30.1 Accessing a Verification Report

1. On the blue menu toolbar, select Applications to access the menu screen.

2. On the menu, select Verification Report to display the screen.

3.30.2 Completing or Modifying a Verification Report

On the blue menu toolbar, select Applications access the menu screen.

2. Onthe menu, select Verification Report to display the list.
Select Modify next to the year that you would like to enter data into the Verification
Report. The Verification Report screen for the designated year selected is displayed.
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Enter information into the screen fields provided.
5. Select Save to receive a confirmation.
Select <Edit to return to the Verification Report screen or select Finish to return to the

Verification Reports List screen.

. ‘ Please Note: The Verification Report is automatically submitted when all required fields
Xm?“f‘,“\'\ have been completed without errors and the user selects the Save button. If you do not

correct the errors, the form status will be listed as “Error”.

3.30.3 Deleting a Verification Report

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Verification Report to display the list screen.
Select Modify next to the corresponding year to delete an existing Verification Report.

P wnNe

Select Delete on the Edit menu in the top-right corner. The system transfers the user to
the bottom of the screen and a warning message is displayed.
Select the Delete button at the bottom of the page. A confirmation message displays.

4

Select Finish.

WARNING: Only Verification Reports that have not been submitted can be deleted. Selecting
the Delete button permanently deletes the Verification Report from the system. It will not be
recoverable once deleted.

L
k.

3.30.4 To Enter Internal Use Only Information

On the blue menu bar, select Applications.
From the Applications menu, select Verification Report. The List screen displays.
Select Admin next to the year to update. The Verification Report screen for the
designated school year selected is displayed. The Admin option is not available if the
form status is “Not Started”

4. Enter information in the Internal Use Only section.

5. Select Save Internal Use Only.

If the user is viewing the form and has the security rights to update the Internal Use Only
section, the user can also select Internal Use Only on the Edit menu in the top-right corner of
the application screen to access the Internal Use Only section of the screen.
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“’(‘ Please Note: SMP-only Contracting Entities are not required to submit a Verification Report. These
X\(“Q“ﬂ“ are automatically classified by the system with a status of “Exempt”.

3.31 Second Review of Applications

This report captures program data for each Contracting Entity required to complete a second review of
applications. Additionally, it will amass the number and type of errors that contribute to incorrect
ineligibility or ineligibility determinations. The Second Review of Applications Requires that all
applications be reviewed, including applications that were initially determined to be ineligible for free
and reduced-price benefits.

3.31.1 Accessing the Second Review of Applications List

1. On the blue menu toolbar, select Applications to access the menu screen.
2. On the menu, select Second Review of Applications to display the screen.

Second Review of Applications List

Action School Year Received Date Status
Add 2015 - 2016 Not Started
2014 - 2015 | Not Started
2013 - 2014 | Not Started
2012 - 2013 Not Started
2011 - 2012 Not Started
< Back

Figure 69: Applications List
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3.31.2 Adding a Review to the Applications List

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Second Review of Applications to display the screen.

1.
2.
3. Select Add in the Action column next to the corresponding school year.
4. Complete the Contact Information section.

5.

Complete the Review form.

Instructions

This report will capture program data for each Schoel Food Authority (SFA) required to complete a second review of
applications. Additianally, it will capture the number and type of errors that contribute to incorrect ineligibility or ineligibility
determinations. The Second Review of Applications requires that ALL applications be reviewed, including applications that were
initially determined to be ineligible for free and reduced price benefits (i.e., denied by the initial reviewer).

1-1 Total number of schools in Sponsor: [ ol

1-2 Total number of enrolled students in Sponsor: o

1-3 Total number of applications: o
Mote: Repart all applications subject ko second review

1-4 Total number of applications with changed eligibility determinations: o

Mote: Report all apphcations resulting in a changed determination dus to the second review process
1-5 Results of Second Review by Initial Eligibility Determination:

For each initial elighility determination (A, B, & C), report the number of applications for each result category (1,
2, & 3), and error-acurce cabegories [a, by c. & d).

A. FREE - Determined as FREE based | B. REDUCED PRICE Determined | C. PAID Determined as PAID based

on application as REDUCED PRICE based an on application
application

1. NO CHANGE: | 0| 1, NO CHANGE! 0| 1. NO CHANGE: ﬂ|
2. Changed to REDUCED PRICE: 0| | 2. Changed to FREE: 0 | 2, Changed to FREE:

a. Incomplete application | Cl| a. Incomplete ) a. Incomplete application 0l

arror: applucaﬂon Error: error:

b. Categorical eligibility | 0 b. Categorical o b. Categoncal aligibiity 0]

Error: eligibility error: L - Error:

¢. Gross income calculation | Cl| ¢, Gross income 0 €. Gross income calculation ﬂl

error: Calculal Ion error: error:

d. Other error: [ 0] d, Other error: 0 d. Other error: 0]
3. Chanqqd to PAID: o3 Chanued to PAID: 0 | 3. Changed to REDUCED PRICE:

a. Incomplete application | °| a. Incomplete o a. Incomplete application °|

arror: application error: error;

b. Categorical eligibility | “| b. Gross income 0 b. Categoncal aligibility ”|

&rror: caleulation error: Error:

- Gr?ss income calculation | ol | p— 0 - G!pss income calculation 0|

arror: error

d. Other errar: [ 0] d. Other error: 1

Figure 70: Review Applications Form

Select the Status.

7. Respond to question regarding a review of applications for next year using the radio
buttons and enter any relevant comments.

8. Select Save.

9. The report will be listed on the Programs Report screen with all organizations hat
completed the second review of application form.
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3.32 Verification Summary

The Verification Summary function allows State users to quickly and efficiently view a summary of the
verification report submission statistics. This menu option is available ONLY to authorized State users.

3.32.1. Accessing Verification Summary

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Onthe meny, select Verification Report Summary. The Verification Report Summary
screen displays.

Applications > Verification Summary > School Year: 2018 - 2019

Verification Report Summary
School Year: 2016 - 2017

Select CE ID Contracting Entity Contact Information Verification Received Status
All Name Method Date
L]
D 00001 CAYUGA ISD Standard 1/30/2017 Approved
D 00002 ELKHART ISD Standard 1/12/2017 Approved
E 00003 FRANKSTON ISD Standard 11/8/2016 Submitted

Figure 71: Verification Report Summary Screen

3.32.2 Viewing a Verification Summary Report

On the blue menu toolbar, select Applications. The Applications menu screen displays.
On the menu, select Verification Summary. The Verification Summary screen displays.
Under Count, select the on-screen report summary to view.

P wnNPR

Select the <Back button to return to the previous page.

3.32.3 Emailing Selected CEs Regarding the Verification Summary Report

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Verification Summary. The Verification Report Summary search
screen displays.

3. Enter the search criteria and select Search. The Verification Report Summary screen
displays with data.

4. Check the boxes next to each CE to include in the email distribution or select “Select All”
to select all CEs displayed.
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5. Select Generate Email.

6. Inanew window, the desktop will open your email software to a new blank email page.
The Authorized Representative email addresses for the selected CEs appears in the
“bec:” field.

7. Enter the email text and/or attach a letter. Through your email software, you can now
send the email notification.

3.33 Food Safety Inspections

The Food Safety Inspections screen allows CEs to enter annual food safety inspection information for
each of their sites. Food Safety Inspection reports are submitted for the prior year. Hence, during the
2015-2016 year, CEs are submitting Food Safety Inspection reports for the 2014-2015 year.

Please Note: Only enrolled sites are listed. If the site has an application on file for the designated
A\ {\,““ year, it will be listed and the street address on that application will be displayed.

3.33.1 Accessing a Food Safety Inspections Report

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Onthe menu, select Food Safety Inspections to display the screen.

3.33.2 Completing or Modifying a Food Safety Inspections Report

On the blue menu toolbar, select Applications. The Applications menu screen displays.
On the menu, select Food Safety Inspections. The Food Safety Inspections list screen
displays.

3. Select Modify next to the year that you would like to enter data into the Food Safety
Inspections screen. The Food Safety Inspections screen for the designated year selected
is displayed.

Enter information into the screen fields provided.

5. Select Save. A confirmation screen displays.

Select <Edit to return to the Food Safety Inspections screen or select Finish to return to
the Food Safety Inspections list screen.

Please Note: The Food Safety Inspections Report is automatically submitted when all required fields

“T,&““‘ have been completed without errors and the user selects the Save button. If you do not correct the
‘“Q e errors, the form status will be in “Error”.
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3.33.3 To Enter Internal Use Only Information

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Food Safety Inspections. The Food Safety Inspections list screen
displays.

3. Select Admin next to the year that you would like to update. The Food Safety
Inspections Report screen for the designated school year selected is displayed. The
Admin option is not available if the form status is “Not Started” (i.e., the CE has not
started to work on the Food Safety Inspections report).

Enter information in the Internal Use Only section.

5. Select Save Internal Use Only.

3.34 Food Safety Inspections Summary

The Food Safety Inspections Summary function allows State users to quickly and efficiently view a
summary of the Food Safety Inspections report submission statistics. This menu option is available ONLY
to authorized State users.

3.34.1 Accessing Food Safety Inspections Summary

1. On the blue menu bar, select Applications to access the menu screen.
2. On the menu, select Food Safety Inspections Summary to display the screen.

Applications > FFVP Summary = School Vear: 2016 - 2017

Fresh Fruit and Vegetable Program Summary

Count Description
54 CEs/Sites applied to participate in the Fresh Fruit and Vegetable Program (FFVP)
410 CEs/Sites Invited to participate in the Fresh Fruit and Vegetable Program (FFVP)
338 CEs/Sites Approved to participate in the Fresh Fruit and Vegetable Program (FFVP)

Figure 72: Food Safety Inspections Summary Screen

3.34.2 Viewing a Food Safety Inspections Summary Report

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Food Safety Inspections Summary. The Food Safety Inspections
Summary screen displays.
3. Under Count, select the on-screen report summary to view.
Select the <Back button to return to the previous page.
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3.34.3 Emailing selected CEs regarding the Food Safety Inspections Summary

Report
1. On the blue menu toolbar, select Applications to access the menu screen.
2. Onthe menu, select Food Safety Inspections Summary to display the screen.
3. Under Count, select the on-screen report summary you wish to view.
4. Check the boxes next to each CE to include in the email distribution or select “Select

All” to select all CEs displayed.

5. Select Generate Email. In a new window, your desktop will open your email software to
a new blank email page. The Authorized Representative email addresses for the selected
CEs appears in the “bcc:” field.

3.35 Annual Audits

The Annual Audit screen provides access to the Contracting Entity’s Annual Audit form based on the
year that is selected. The State requires that Contracting Entities fill out an annual audit status form one

time per year.

‘ :(' Please Note: The Year will default to the current year, if the year needs to be changed,
X‘“Q“f"““ selecting the Year option on the blue menu toolbar at the top of the page will allow the

user to select a different year, provided that they have the necessary security clearance.

3.35.1 Viewing and Modifying an Annual Audit Status Form

1. On the blue menu toolbar, select Applications.
2. Select Annual Audit to access the menu screen.
3. Select Modify next to the corresponding School Year.
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Applications > Annual Audits >

Annual Audits

School Year: 2017 - 2018

Action School Year Received Date Status

Modify 2017 - 2018 Mot Started
Modify 2016 - 2017 Mot Started
Modify 2015 - 2016 Not Started
Modify 2014 - 2015 Not Started
Maodify 2013 - 2014 Mot Started

Figure 73: Annual Audit Menu Screen
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Name and Title of Contracting Entity Financial Audit Contact

Szlutation First Name Last Name
1. MName: - | |
2. Email Address: | |
3. Phone: | | Ext:| | Fax:| |
4. Title: | |

Organization Type

5. Type of Agency: Educational Institution

Contracting Entity's 12-Month Fiscal Year

6. Fiscal Year: [ ~]

7.  Total Amount Claimed for this fiscal year (as of 1/14/2018): $0.00

Federal Funds

8. Does your organization expend federal funds from a program other than those —~ —~
e Yes '/ No
administered by TDA?

for fiscal year 2018.

Federal Fund Source Amount

[ I $0.00]

| Ii 5000

9. If yes, identify the federal fund source and the total amount for each source that your organization projects to expend

Figure 74: Annual Audit Form (Partial)

6. Select <Edit to return to the previous screen or click Finish to complete the action.

3.35.2 Enter Internal Use Only Information

From the Applications menu, select Annual Audit.
Select Internal Use Only in the top-right corner.

If prompted, select OK in the dialogue box that appears to continue without saving any

changes.
4. Select Save Internal Use Only to receive a confirmation.

3.35.3 Deleting an Annual Audit Form

From the Application menu, select Annual Audit to access the form.
On the Edit menu, select Delete. A warning displays.

Select Delete to receive a confirmation.

Select Finish to return to the Applications menu.

P wnNe
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3.36 Annual Audits Status Summary

The Annual Audit Summary Search screen provides a search filter for the Annual Audit Status List screen
in order to simplify the annual audit process for State users. Results can be filtered by year, contracting
entity ID/name, status, exempt status, received date, and vendor number.

The search results from the query criteria entered on the Annual Audit Status Summary screen allow the
user to view the audit information, as well as allows the user to export data to an Excel spreadsheet for
the Audit and Investigation interface. These spreadsheets can later be uploaded in the Annual Audit
Upload feature.

3.36.1 Viewing an Annual Audit Status Summary

1. On the Applications menu select Annual Audit Status Summary.
2. The Summary Search Screen displays.

Applications > Annual Audit Summary >

Annual Audit Summary Search

Filter List

School Year:

e 10: [ 1]

Contracting Entity | o
MName:

Status:

Exempt:

o &
Received Date: From: I:I ¥ To: I:I R
vendorhumper: [ ]

Figure 75: Annual Audit Summary Search Screen

Enter all relevant search criteria.

Select Search. The Annual Audit Summary Search results screen displays.
Select Export to Excel at the bottom of the screen. A “File Save” box appears.
Select Save to save the spreadsheet to the computer.

Select the location to save the file.

O N UV eWw

Select Save. The summary data displays in Excel.
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3.37 Financial Report
The Financial Report screen provides Contracting Entity’s revenue and expenditure data.

3.37.1 Accessing Financial Report

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Onthe menu, select Financial Report. The list screen displays.

3.37.2 Viewing or Modifying a Financial Report

On the blue menu screen, select Applications to access the menu screen.
On the menu, select Financial Report. The list screen displays.
Select View or Modify next to the report to view or enter data. The Details screen
displays.
Enter required data.
5. Select Save to receive a confirmation.
Select <Edit to return to the Financial Report Details screen or select Finish to return to

the Financial Report list screen.

3.37.2 Deleting a Financial Report

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Financial Report. The list screen displays.

Select Modify next to the corresponding report.

Select Delete on the Edit menu in the top-right corner.

vk wN e

The system transfers the user to the bottom of the screen and a warning message is
displayed.

Select the Delete button at the bottom of the page to receive a confirmation.

7. Select Finish.

3.38 Financial Report Summary

3.38.1 Viewing or Modifying a Financial Report

1. On the Applications menu, select Financial Report Summary. The Overview displays.
2. From the Count column, select a number next to the corresponding description.
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Applications = School Year: 2020 - 2021

Financial Report Overview
For School Year: 2019 - 2020
Count Description

1234 List of All Contracting Entities
0 List of Contracting Entities that have an approved Financial Report
1234 List of Contracting Entities that have NOT started a Financial Report

List of Contracting Entities that have submitted a Financial Report

Figure 76: Financial Report Overview Screen

3. To add CEs to the reporting summary, check the boxes next to the corresponding CE or
check the Select All box to include all CEs.

4. Select the Generate Email button to create an email containing the reporting summary
to the designated CEs.

#pplications > Finandal Report Summary (All Contracting Entities) = School Year: 2020 - 2021

All Contracting Entities
For School Year: 2019 - 2020

[ select all

Select CEID Contracting Entity Name / County Contact Information
O 00001
O 00002
O 00003

Figure 77: Contracting Entities Screen

3.39 Fresh Fruit and Vegetable Program (FFVP) Summary

This screen provides authorized users the ability to access a list of Contracting Entities/Sites invited to
participate in the FFVP and a list of Contracting Entities/Sites approved to participate in the FFVP.

3.39.1 Accessing the FFVP Summary Feature

1. Onthe menu toolbar, select Applications.
2. From the menu, select FFVP Summary.

3. Select a number from the Count column next to the corresponding CE/Sites Description.
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Applications = FFVP Summary > School Year: 2016 - 2017
Fresh Fruit and Vegetable Program Summary
Count Description
54 CEs/Sites applied to participate in the Fresh Fruit and Vegetable Program (FFVP)
410 CEs/Sites Invited to participate in the Fresh Fruit and Vegetable Program (FFVP)
338 CEs/Sites Approved to participate in the Fresh Fruit and Vegetable Program (FFVP)
L y

Figure 78: FFVP Summary Screen

3.39.2 Inviting CEs/Sites

1. From the FFVP Site Approval Screen, enter the CE ID or Name of the CE/Site and the
region.
If applicable, click the checkbox next to the “show only approved sites” option.
Select Search to complete the action or select Clear Filter to re-enter Search

parameters.
4.
Applications > FFWP Summary > FFVP Site Approvals = School Year: 2016 - 2017
Fresh Fruit and Vegetable Program
Sites Approved for School Year: 2016 - 2017

Filters

Contracting Entity Site Region

CEID MName MName ESC

| | | .

[ click to show only approved sites

Figure 79: FFVP Summary Search Screen

5. Alist of participating CEs/Sites will display. Select the checkboxes next to the applicable
CEs/Sites to invite to participate in FFVP or click the Approve All checkbox.

Select Save.
7. A confirmation screen will display. Select <Edit to return to the previous screen or Finish

to complete the action.
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3.40 Fresh Fruit and Vegetable Program Application Packet

Please Note: Only Contracting Entities by the State to participate in the Fresh Fruit and

X‘“‘an"‘\“t Vegetable Program will see a Fresh Fruit and Vegetable Program Application item on

their Application Packet screen.

Contracting Entities invited by the State to participate in the Fresh Fruit and Vegetable Program (FFVP)

must complete a Fresh Fruit and Vegetable Program Application. The Fresh Fruit and Vegetable

Program Application is accessed from the Application Packet screen; however, it can be submitted

outside of the Application Packet.

3.34.1 Accessing the Fresh Fruit and Vegetable Program Summary

1.

On the blue menu toolbar, select Applications.

From the Applications menu, select FFVP Invitations and Approvals. The Fresh Fruit and
Vegetable Program Summary screen displays.

Select View next to the Fresh Fruit and Vegetable Application packet item. The Fresh
Fruit and Vegetable Program Application for the designated school year is displayed.

Applications > FFVP Summary > School Year: 2016 - 2017|

Fresh Fruit and Vegetable Program Summary

Count Description

54 CEs/Sites applied to participate in the Fresh Fruit and Vegetable Program (FFVP)

410 CEs/Sites Invited to participate in the Fresh Fruit and Vegetable Program (FFWP)

338 CEs/Sites Approved to participate in the Fresh Fruit and Vegetable Program (FFVP)

Figure 80: Food Safety Inspections Summary Screen

3.34.2 Adding a Fresh Fruit and Vegetable Program Application

On the blue menu toolbar, select Applications.

From the Applications menu, select FFVP Application Packet. The FFVP Application
Packet menu screen displays.

Select Detail next to the applicable school year. The Fresh Fruit and Vegetable Program
Application for the designated school year is displayed.

Enter the Contracting Entity’s Contact Information and select from the invited sites
those that are interested in participating in the Fresh Fruit and Vegetable Program.
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and Vegetable Program will display on the screen; this may be a subset of all the sites

X .,u“«’ Please Note: Only the sites that the State has invited to participate in the Fresh Fruit
AT
‘Q = associated with the Contracting Entity.

5. Select Save to receive a confirmation.

6. Select <Edit to return to the Fresh Fruit and Vegetable Program Application screen or
select Finish to return to the Application Packet screen.

3.34.3 Modifying a Fresh Fruit and Vegetable Application

On the blue menu toolbar, select Applications.
From the Applications menu, select FFVP Application Packet. The most current year’s
Application Packet screen displays.

3. Select the Contracting Entity Name or CE ID.
Select Modify next to the Site Name or ID. The Fresh Fruit and Vegetable Program
Application for the applicable school year is displayed.

5. Update any necessary information.
Select Save to receive a confirmation.

7. Select <Edit to return to the Fresh Fruit and Vegetable Program Application screen or
select Finish to return to the Application Packet screen.

. Please Note: The application is automatically submitted when all required fields have
X‘N\ “ﬁm\‘ been completed without errors and the user selects the Save button. If errors are not
? = corrected, the form status is “Error”.

3.34.4 Deleting a Fresh Fruit and Vegetable Application

On the blue menu toolbar, select Applications.
From the Applications menu, select FFVP Application Packet. The most current year’s
Application Packet screen displays.

3. Select Modify next to the Fresh Fruit and Vegetable Program Application packet item.
The Fresh Fruit and Vegetable Program Application for the designated school year is
displayed.

Select Delete on the Edit menu in the top-right corner.

5. The system transfers the user to the bottom of the screen and a warning message is
displayed.

6. Select the Delete button at the bottom of the page to receive a confirmation.

7. Select Finish.
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WARNING: Once the application has been deleted, it is permanently removed and
cannot be restored. Use caution before deleting an application.

3.34.5 Entering Internal Use Only Information

On the blue menu toolbar, select Applications.
From the Applications menu, select FFVP Application Packet. The most current year’s
Application Packet screen displays.

3. Select Admin next to the Fresh Fruit and Vegetable Program Application packet item.
The Fresh Fruit and Vegetable Program Application for the designated school year is
displayed.

4. Enter information in the Internal Use Only section.

%- ' Please Note: The Fresh Fruit and Vegetable Program application status must be set to

\ _ “Approved” in order for the State to approve the disbursement of Fresh Fruit and
‘WQ“_ i Vegetable Program funds through the Fresh Fruit and Vegetable Program Summary
screen.

5. Select Save Internal Use Only.

B Tip: If you are viewing an application and have the security rights to update the Internal
Hglpfbd Use Only section, the user can also select Internal Use Only on the Edit menu in the top-
-n'ps right corner of the application screen to access the Internal Use Only section of the
- screen.

3.35 FFVP Grant Allocations

Outside of the program, the State determines which Contracting Entities/Sites, to invite for Fresh Fruit
and Vegetable Program participation. Once the State has determined their invite list, they must identify

the invitees within the system.

3.35.1 Approving a CE/Site for Fresh Fruit and Vegetable Program Funds

1. Onthe blue menu toolbar, select Applications.
2. From the Applications menu, select FFVP Invitations and Approvals. The Fresh Fruit and
Vegetable Program Summary screen displays.
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Select the count for the “CEs/Sites Invited to participate in the Fresh Fruit and
Vegetable Program (FFVP)” option. The Fresh Fruit and Vegetable Program Sites Invited
screen displays.

Using the parameters provided, search for a CE/Site to identify as “invited” to apply for
the Fresh Fruit and Vegetable Program. To perform a search, uncheck the “click to show
only invited sites” checkbox and enter at least one parameter.

Select the checkbox next to each CE/Site to invite. If you would like to invite all the
CEs/Sites displayed, check the “Invite All” checkbox.

Select Save. The respective CE/Sites selected become display only.

Inviting a CE/Site through this screen will automatically put a Fresh Fruit and Vegetable
Application item on the CE’s Application Packet screen for the designated year.

Filters

Enwited SF& ID

Claar Flltasr

Inwitations

=& Mama =te Mama Hin F/R %

Saarch

Erwilé A

Site

Imvited |SFA ID  |SFA Name Humber [Site Hame Enrodlimant F R s ISP
—_— —_—

iNL.]

S

(nkdrir 239 10000 73.91
QE24 135 100.00 B30

Figure 81: Fresh Fruit and Vegetable Program Sites Invite Screen (Partial)

3.35.2 Approving Funding for a CE/Site for Fresh Fruit and Vegetable

Program Funds

On the blue menu toolbar, select Applications.

From the Applications menu, select FFVP Invitations and Approvals. The Fresh Fruit and
Vegetable Program Summary screen displays.

Select the count for the “CEs/Sites Approved to participate in the Fresh Fruit and
Vegetable Program (FFVP)” option. The Fresh Fruit and Vegetable Program Sites
Approved screen displays. The screen defaults to all CEs/Sites that have a Fresh Fruit
and Vegetable Program Application with a status of “Approved”.

Select the checkbox next to each CE/Site to approve for funding. If you would like to
approve all the CEs/Sites displayed, check the “Approve All” checkbox.

Select Save. The respective CEs/Sites selected become display only. Selecting the CE
Name will automatically transfer the user to the CE’s Fresh Fruit and Vegetable Program
Application.
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3.36 FFVP Grants

The State must identify the grant award amount for each CE/Site approved to receive Fresh Fruit and
Vegetable Program funds. The allocation of grant funds is performed through the Fresh Fruit and
Vegetable Grants screen. This menu option is available ONLY to authorized State users.

3.36.1 Accessing the Fresh Fruit and Vegetable Programs Grants

1. On the blue menu toolbar, select Applications.
2. From the Applications menu, select FFVP Grant. The Fresh Fruit and Vegetable Program
Grants — Site Grant Overview List screen displays.

3.36.2 To Allocate Grant Funds to a CE/Site (Add)

On the blue menu bar, select Applications.
From the Applications menu, select Fresh Fruit and Vegetable Grant Allocations. The
Fresh Fruit and Vegetable Grant Allocations screen displays.

3. Enter grant information.
Select Save to receive a confirmation.

5. Select <Edit to return to the Fresh Fruit and Vegetable Program Grants — Site Grant
screen or select Finish to return to the Fresh Fruit and Vegetable Program Grants — Site
Grant Detail List screen.

Fresh Fruit and Vegetable Grant Allocations
for School Year: 2014 - 2015

Grant Allocations

Operating Operating Admin

Site Site Jul 2014 to Oct 2014 to Jul 2014 to

RN |ID Name Sep 2014 Jun 2015 Jun 2015
0029700000257 .00 .00 0.00]
000304/ 00000304 0.00 000 0.00]
D00305|/00000305 0.00 0.00 0.00

Figure 82: Fresh Fruit and Vegetable Grant Allocation Screen

3.37 FFVP Grants Overview

To view all Fresh Fruit and Vegetable Program grants, the user can access the Fresh Fruit and Grant

Overview screen. This menu option is available only to authorized State users.

3.37.1 Accessing FFVP Grants Overview

1. On the blue menu toolbar, select Applications.
2. From the Applications menu, select FFVP Grants Overview.
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3. Select the CE Name to view a specific Grants Overview.
4. Select the <Back button to return to the Applications menu screen.

Applications > FFVP Grant Overview > School Year: 2016 - 2017

Fresh Fruit and Vegetable Program Grants - Grant Overview List

CE ID CE Name Site Name Total Grant Award
00056 g 14,054,582
00056 $ 8,426.26
00079 % 31,304.581
00079 $ 41,314.17

Figure 83: FFVP Grants Overview List

3.38 Summer Nutrition Program Costs

The Summer Nutrition Program Costs screen allows Contracting Entities to enter their total costs related
to operating a summer nutrition program.

3.38.1 Accessing Summer Nutrition Program Costs

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Summer Nutrition Program Costs. The list screen displays.
Select Modify next to the year to enter data into the Summer Nutrition Program Costs
screen. The screen for the designated year displays.
Enter information into the screen fields provided.
5. Select Save to receive a confirmation.
Select <Edit to return to the summer Nutrition Program Costs screen or select Finish to
return to the Summer Nutrition Program Costs list screen.

. .‘ Please Note: The form is automatically submitted when all required fields have been
\\m uf\,““ completed without errors and the user selects the Save button. If the errors are not
= corrected, the form status will be in an “Error” status.

3.38.2 Deleting Summer Nutrition Program Costs

On the blue menu toolbar, select Applications to access the menu.
On the menu, select Summer Nutrition Program Costs. The list screen displays.
Select Modify next to corresponding year to enter data into the Summer Nutrition
Program Costs screen.

4. Select Delete on the Edit menu in the top-right corner.
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5. The system transfers the user to the bottom of the screen and a warning message is
displayed.
Select Delete button at the bottom of the page. A confirmation message displays.
7. Select Finish.

WARNING: Only Summer Nutrition Program Costs reports that have not been submitted can be
deleted. Selecting the DELETE button permanently deletes the form from the system. It will not
be recoverable once deleted.

3.38.3 Entering Internal Use Only Information

1. On the blue menu toolbar, select Applications.
2. Onthe menu, select Summer Nutrition Program Costs. The list screen displays.

. ‘ Please Note: The Admin option is not available if the form status is “Not Started” (i.e., the
X\m “\“““ Contracting Entity has not started to work on the Summer Nutrition Program Costs
o report).

3. Select Admin next to the corresponding year to update the information.

4. Enter information in the Internal Use Only section.

5. Select Save Internal Use Only.

- Tip: If viewing the form and have the security rights to update the Internal Use Only
Helpf’ul ‘ section, the user can also select Internal Use Only on the Edit menu in the top-right

Tips J corner of the application screen to access the Internal Use Only section of the screen.

3.39 Capital Expenditure Request

The Capital Expenditure Request screen allows Contracting Entities to submit capital expenditure
requests. Contracting Entities must submit capital expenditure requests for each capital item that is
>$5,000. A Contracting Entity may submit as many capital expenditure requests as required in a given

year.

3.39.1 Accessing Capital Expenditure Request

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Onthe menu, select Capital Expenditure Request. The list screen displays.
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3.39.2 Adding a Capital Expenditure Request

1. Onthe blue menu bar, select Applications. The Applications menu screen displays.
On the menu, select Capital Expenditure Request. The Capital Expenditure Requests list
screen displays.

3. Select Create New Request button. A blank Capital Expenditure Request screen is
displayed.

4. Enter information into the screen fields provided.
Select Save. A confirmation screen displays.

6. Select <Edit to return to the Capital Expenditure Request screen or select Finish to
return to the Capital Expenditure Requests list.

&
HelPFul _ Tip: % Paid by Program Funds should be entered in whole numbers. If the use enters a
Ti|05 decimal, upon selecting Save, the system will use normal rounding to derive a whole
number.
& Tip: The maximum quantity that can be entered is “9,999”. The maximum cost per item
HeIPF“[ that can be entered is “599,999.99”. If this is insufficient, please enter the quantity on

Tips ,\ multiple lines.

3.39.3 Modifying a Capital Expenditure Request

On the menu toolbar, select Applications to access the menu screen.
On the menu, select Capital Expenditure Request. The list screen displays.
Select Modify next to the request that you would like to modify data. The Capital
Expenditure Request screen for the selected request is displayed.
Make any necessary modifications.

5. Select Save. A confirmation screen displays.

6. Select <Edit to return to the Capital Expenditure Request screen or select Finish to
return to the Capital Expenditure Request list screen.
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3.39.4 Deleting a Capital Expenditure Request

On the blue menu bar, select Applications. The Applications menu screen displays.
On the menu, select Capital Expenditure Request.
Select Modify next to the corresponding year to enter data into the Capital Expenditure
Request screen. The Capital Expenditure Request screen for the selected request is
displayed.
4. Select DELETE on the Edit menu in the top-right corner.
5. The system transfers the user to the bottom of the screen and a warning message is
displayed.
Select the Delete button at the bottom of the page. A confirmation message displays.
7. Select Finish.

WARNING: Only Capital Expenditure Requests that have not been submitted can be deleted.
Selecting the Delete button permanently deletes the Capital Expenditure Request from the
system. It will not be recoverable once deleted.

o

e 'y

3.39.5 Entering Internal Use Only Information

On the blue menu bar, select Applications. The Applications menu screen displays.
On the menu, select Capital Expenditure Request. The Capital Expenditure Request list
screen displays.

3. Select Admin next to the corresponding year to update. The Capital Expenditure
Request screen for the selected request is displayed.

X‘(“‘QDT-"““‘ Please Note: The Admin option is not available if the form status is “Not Started”.

4. Enter information in the Internal Use Only section.
5. Select Save Internal Use Only.

completed and submitted. The Contracting Entity cannot modify a denied request.

X g"‘w\" Please Note: If the State denies a capital expenditure request, a new form must be
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3.40 October Enrollment

The October Enrollment screen allows Contracting Entities to enter their October enrollment and

eligibility data for each of their sites.

3.40.1 Accessing October Enroliment

1. On the blue menu bar, select Applications to access the menu screen.
2. Onthe menu, select October Enrollment. The list screen displays.

3.40.2 Completing or Modifying October Enroliment

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select October Enrollment. The list screen displays.
Select Modify next to the corresponding year to enter day into the October Enroliment
screen. The enrollment screen for the designated year displays.
Enter information into the screen fields provided.
5. Select Save to receive a confirmation.
Select <Edit to return to the October Enrollment screen or select Finish to return to the

October Enrollment list screen.

. ‘ Please Note: The form is automatically submitted when all required fields have been
y“‘qm“,““ completed without errors and the user selects the Save button. If the errors are not

corrected, the form status is “Error”.

_ WARNING: Only October Enrollment forms that have not been submitted can be
j \ deleted. Selecting the Delete button permanently deletes the October Enrollment
= form from the system. It will not be recoverable once deleted.

L

3.40.3 Deleting October Enrollment

From the Applications menu, select October Enrollment. The list screen displays.
Select Modify next to the corresponding year to enter data into the October Enrollment
screen.

3. Select Delete in the Edit menu in the top-right corner.

4. The system transfers the user to the bottom of the screen and a warning message is
displayed.

5. Select the Delete button at the bottom of the page to receive a confirmation.

6. Select Finish.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 95



CT= COLYAR

3.40.4 Enter Internal Use Only Information

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Onthe menu, select October Enrollment. The list screen displays.
3. Select Admin next to the corresponding year to update.

X\M\Q“T",w\“’ Please Note: The Admin option is not available if the form status is “Not Started”.

4. Enter information in the Internal Use Only section.
5. Select Save Internal Use Only.

B Tip: If viewing the form and have the security rights to update the Internal Use Only
HEIPF“[ ‘ section, the user can also select Internal Use Only on the Edit menu in the top-right
Tips "‘\ corner of the application screen to access the Internal Use Only section of the screen.

3.41 Site Enrollment

The Site Enrollment screen allows Contracting Entities to enter their Site Enroliment and eligibility data
for each of their sites. The site must have an active approved application within the system.

Once the site-level claim data has been entered into the system will automatically pre-populate the
fields on the Site Enrollment screen with the respective claim data.

3.41.1 Accessing Site Enrollment

On the blue menu toolbar, select Applications to access the menu screen.

On the menu, select Site Enrollment to display the list screen.

Select Detail for the respective school year to view site-level data.

Site enrollment site-level data for a Contracting Entity can be exported to MS Excel by

P wnNPR

selecting the Export button on the Site Enrollment Site List screen.
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Action School Year Reporting Month
Deta 2016 - 2017 October 2016
Deta 2015 - 2016 October 2015
Deta 2014 - 2015 October 2014
Deta 2013 - 2014 October 2013
Deta 2012 - 2013 QOctober 2012
Deta 2011 - 2012 October 2011
\ b

Figure 84: Site Enroliment Screen

3.41.2 Completing or Modifying Site Enrollment

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Site Enrollment. The list screen displays.
Select Modify next to the corresponding year to enter data into the Site Enrollment
screen. The list screen for the designated reporting month is displayed.

4. Select View next to the corresponding site. The respective site’s Building Enrollment
screen is displayed.

5. Enter Enrollment and Eligibility data based on the last operating day of October.
Select Save to obtain a confirmation.

7. Select <Back to return to the Site Enroliment screen or select Finish to return to the Site
Enrollment list screen.

3.42 Community Eligibility Provision (CEP)

The Community Eligibility Provision screen allows Contracting Entities to enter Directly Certified (DC)
Identified Students and Site Enrollment data for each of their sites. This data is used to report to USDA
each designated data collection period and in determining a site’s potential eligibility in participating in
the USDA Provision 4 CEP program. Sites which have a 40% or greater percentage of DC are eligible for
this option. Sites whose percentage is between 30.00% - 39.99% are potentially eligible.

3.42.1 Accessing CEP Site Eligibility

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Onthe menu, select Community Eligibility Provision. The Community Eligibility
Provision (CEP) Site List screen displays.
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Action School Year Reporting Date Open Date Close Date Status

View | Modify | Admin 2016 - 2017 April 1, 2017 March 1, 2017 May 1, 2017 Submitted
View | Modify | Admin 2015 - 2016 April 1, 2016 March 1, 2016 May 1, 2015 Submitted
View | Madify | Admin 2014 - 2015 Apnl 1, 2015 March 1, 2015 May 1, 2015 Submitted
View | Madify | Admin 2013 - 2014 Apnl 1, 2014 April 7, 2014 April 11, 2014 Submitted

Figure 85: Community Eligibility Provision Screen

3.42.2 Viewing or Modifying CEP Site Eligibility

On the blue menu toolbar, select Applications to access the menu screen.

On the menu, select Community Eligibility Provision.

Select the appropriate Detail (View, Modify, or Admin) next to the applicable year to
enter data into the Site Enrollment screen.

Enter the number of Directly Certified students and the total student enrollment for
each site.

Select Save to obtain a confirmation.

Select <Edit to return to the Site Enrollment screen or select Finish to return to the Site
Enrollment list screen.

| Select sites are eligible for CEP |

Nbr Identified Students |
Potentially
Site ID | Site Name SNAP Other Total | Enrollment ISP | Eligible? Eligible?
-103 i 103 -147 70.06 % X
0003
0101 280 Ijl 280 372|| 7527 % X
0106 146 Ij| 145 195|| 74.87 % X
Contracting Entity Totals 597 1] 587 811 73.61 %
Total Sites: 5
Export | | Export All

Internal Use Only

Date Received: 3/15/2017
Status: Submitted
Date Approved:

Internal Comments:

Comments to Contracting Entity:

Created By: sreyes ont 3/15/2017 11:46:09 AM Modified By: sreyes on: 3/15/2017 11:46:09 AM

VIEW | MODIFY | DELETE | INTERMAL USE ONLY

Figure 86: CEP Screen (Partial Screen)
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3.42.3 Deleting Community Eligibility Provision

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Community Eligibility Provision. The Community Eligibility
Provision (CEP) Site List screen displays

3. Select Delete on the Edit menu in the top-right corner.

4. The system transfers the user to the bottom of the screen and a warning message is
displayed.

5. Select the Delete button at the bottom of the page. A confirmation message displays.
Select Finish.

3.42.4 Entering Internal Use Only Information

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Community Eligibility Provision. The CEP Site List Screen displays.
Select Detail next to the corresponding year that to enter data into the Site Enrollment
screen. The Community Eligibility Provision (CEP) - Site Eligibility screen for the
designated reporting month is displayed.
Enter information in the Internal Use Only section.

5. Select Save Internal Use Only.

3.43 Texas Summer Mandate

By State law, Contracting Entities that meet certain criteria are required to operate a Summer Food
Service Program (SFSP), Seamless Summer Option program (SSO) or submit a waiver to the State
identifying why they are unable to meet this regulation. The Texas Summer Mandate screen allows
Contracting Entities to identify which program they will operate or make a request for a waiver for a
specific school year.

3.43.1 Accessing Texas Summer Mandate

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Onthe menu, select Texas Summer Mandate. The list screen displays.

3.43.2 Completing or Modifying Texas Summer Mandate

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Texas Summer Mandate. The list screen displays.
Select Modify next to the corresponding year to enter data into the Texas Summer
Mandate screen.
4. Enter information into the screen fields provided.
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5. Select Save to receive a confirmation.
6. Select <Edit to return to the Texas Summer Mandate screen or select Finish to return to

the Texas Summer Mandate list screen.

completed without errors and the user selects the Save button. If the errors are not

X \f"‘“\‘ Please Note: The form is automatically submitted when all required fields have been
‘Q corrected, the form status is “Error”.

l ?u( Tip: The Contracting Entity can select one of two options: 1) Operating a summer
He P program or 2) Requesting a waiver from operating a summer program. The questions
Tips _\ beneath each option are activated Only once the user selected an option.

3.43.3 Reviewing a Texas Summer Mandate

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Texas Summer Mandate. The list screen displays.
Select Admin next to the corresponding year to enter data into the Texas Summer
Mandate screen for the designated year selected is displayed.
Enter information into the screen fields provided.
5. Select Save to receive a confirmation.
6. Select <Edit to return to the Texas Summer Mandate screen or select Finish to return to

the Texas Summer Mandate list screen.

3.43.4 Revising a Submitted Texas Summer Mandate

X ?“T'\'““t Please Note: Only State-approved submissions can be revised.

On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Texas Summer Mandate. The list screen displays.
Select Revise next to the year to be updated. The Texas Summer Mandate screen with
the most current version of the form is displayed.
Make any necessary modifications to the screen fields.
5. Select Save to receive a confirmation.
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6. Select <Edit to return to the Texas Summer Mandate screen or select Finish to return to
the Texas Summer Mandate list screen.

completed without errors and the user selects the Save button. If the user does not

X‘“ ﬁ,&\‘{\‘ Please Note: The form is automatically submitted when all required fields have been
? correct the errors, the form status is “Error”.

u ”

Please Note: The Texas Summer Mandate list screen will now have sign next to the
X‘“ “ﬂm\‘ entry with multiple versions. The default display is the most current version; however, by
? selecting the “+” sign, the user can see all versions for the respected School Year.

[+] | Action School Year Received Date Latest Version |Status
2018 - 2019 Original Mot Applicable/ Exempt
Add 2017 - 2018 Original
View | Admin 2016 - 2017 12/01/2016 Original Approved
[#] |view | admin 2015 - 2016 06/02/2016 Rev. 1 Approved
View | Admin 2014 - 2015 01/27/2015 Original Approved

Figure 87: Texas Mandate List Screen

3.43.5 Deleting Texas Summer Mandate

1. On the blue menu toolbar, select Applications to access the menu screen.
On the menu, select Texas Summer Mandate. The list screen displays.

3. Select Modify next to the corresponding year to enter date into the Texas Summer
Mandate screen.
Select Delete on the Edit menu in the top-right corner.

5. The system transfers the user to the bottom of the screen and a warning message
displays.
Select the Delete button at the bottom of the page to receive a confirmation.

7. Select Finish.
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3.44 Texas Summer Mandate Summary

The Texas Summer Mandate Summary function allows State users to quickly and efficiently view a
summary of the Texas Summer Mandate statistics. This menu option is available ONLY to authorized
State users.

The Texas Summer Mandate Summary screen operates based on TDA-defined business rules. The screen
will display counts for only the following submissions:

e If the Contracting Entity’s Type of SNP Organization is “Public”.
e The Contracting Entity has a prior year March claim (or any of its sites have a prior year March
claim) with a status of “Accepted”.

e 60 percent or more of their students qualify for free or reduced-price lunch.

Applications > Summer Mandate Summary > School Year: 2016 - 2017

Texas Summer Mandate Summary

Count Description

722 List of All Contracting Entities mandated by TDA to offer a summer nutrition program or provide a waiver
235  List of All Contracting Entities that have approved submitted waivers
235  List of &ll Contracting Entities that have submitted waivers
136  List of All Contracting Entities that will provide a Traditional Summer Food Service Program (SFSP)
267 List of All Contracting Entities that will provide a Seamless Summer Option (550)
33 List of All Contracting Entities that have requested intent to partner or collaborate

i List of All Contracting Entities that have not submitted the Texas Summer Mandate

Figure 88: Texas Mandate Summary Screen

3.44.1 Viewing a Texas Summer Mandate Summary Report

On the blue menu toolbar, select Applications to access the menu screen.
Select Texas Summer Mandate Summary from the menu.
Under Count, select the on-screen applicable report summary to view.

P wnN PR

Select the <Back button to return the previous page.

3.45 TX Eligibility List Management System (TX ELMS)

The TX ELMS feature provides the ability to offer direct certification via a web-based system. Select the
link located at the bottom of the screen to be relocated to the web-based feature. Authorized users
access to the Direct Certification/Direct Verification system from within TX-UNPS.
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Applications > TX ELMS > School Year: 2020 - 2021

Texas Eligibility List Management System (TX ELMS)

To help ensure children in need have access to school meals, the Texas Department of Agriculture (TDA) offers direct
certification web-based system that helps determine which enrcolled students are eligible to receive free and reduced-
price meals. This software system is called the Texas Eligibility List Management System {T® ELMS).

Direct certification (DC) is a method of directly certifying children who are categorically eligible for free meals due
to the household receiving SNAP (Supplemental Nutrition Assistance Program) or TANF {Temporary Assistance for
Needy Families) benefits. TDA provides updated DC information monthly to assist with the USDA required DC
regulation.

Direct verification is @ method of verfying program participation for children who are approved for free or reduced-
price meals using state SNAP, TANF, CHIP {Children’s Health Insurance Program) and Medicaid records. TDA provides
direct verification information beginning October 1 of each year to assist with the USDA required verification
regulation.

Click on the link below to go to the Direct Certification/Direct Verification screens. (Note: This will open in a new
window. Please ensure your computer is set to allow pop-ups.)

TX ELMS

Figure 89: Texas ELMS Screen

Please Note: By selecting the TX ELMS link on this screen, a new browser window will
open providing access to the Direct Certification/Direct Verification system.

The screen will not open if you have a pop-up blocker running on your system. If this
occurs, hold down the CTRL key and select Direct Certification/Direct Verification again.

ot

3.46 Menu Module and Menu Module Training.

By selecting either of these features, a new browser window will open providing access to the Menu
Planner and training modules.

3.47 Download Forms

The Download Forms function allows users to view, download and/or print all forms and documents
made available on the site by the State.

3.47.1 Accessing Download Forms

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Onthe menu, select Download Forms to display the screen.

3.47.2 Downloading or Viewing a Form

1. On the blue menu toolbar, select Applications to access the menu screen.
2. Onthe menu, select Download Forms. The Download Forms screen displays a list of all

available forms.
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3. Select the Form ID of the form you wish to download. If the form is a document, a gray
dialog box appears.
Select Open to view the form or select Save to save the form to your computer.

5. Select the <Back button to return to the previous screen.
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4.0 Claims

The TX-UNPS Claims component allows Contracting Entities to submit monthly online reimbursement
claim requests to the State, review claim rates, and review historical payment summaries.

4.1 About the Claims Process

A CE submits a reimbursement claim to the State for every month in which one or more sites
participates in the School Nutrition Programs. CEs may enter CE and site information into the monthly
claim form beginning at the first of every month. CEs have thirty days from the last day of the claim
month/year to submit an original claim.

Claims cannot be created for a month if there is no approved Application Packet in effect for that period.
If you cannot access claims for a specific month, be sure your Application Packet has been approved.

At the time claims are submitted, they are checked by the system to ensure they conform to established
business rules governing reimbursement claim eligibility and approval.

The following table identifies the steps related to submitting and processing a claim:

Performed by Task

Complete the Claim for Reimbursement form(s) for the selected claim month.
Contracting Entity

(CE) Submit error-free claim to the State for processing.

Review and approve claim.
State

Select claim for inclusion in the payment process.

Send payment information to the appropriate State agency for payment.

4.2 Claims Menu

CEs use the Claims Menu to access claim functions, view current claim rates, or view payment

summaries.
Claims = School Year: 2016 - 2017
Item Description
Claim - SNP School Mutrition Program Claims
Claim - 550 Seamless Summer Option Claims
Claim - FFVP Fresh Fruit and Yegetable Program Claims
Claim Rates View current claim rates
Payment Summary Summary of payments made to this Contracting Entity
Grant Award Notification Grant Award Notification

Figure 90: Claims Menu
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4.3 Claim Dates

Various dates are used in the claims function. The following table identifies and describes the dates
used:

Date Description

This date is typically set to the date the claim was first submitted to the State. The date can be
. changed by an authorized State user via the Internal Use Only section of the claim form until

Date Received . o ]
the claim has been processed for payment. The value of this field is used to validate the

60/90-day claim rules.

This date is set to the current system date each time the claim is submitted for payment and

contains no errors. If errors are detected during the submit process, the date is not set.
Date Accepted

These claims are identified with a status of “Accepted”. Accepted claims can be modified until
they are included in a payment batch.

This is the date that the claim was added by the State into the batch payment process (via
Payment Tracking in the Accounting module). Once the claim has been added to a batch (i.e.,
“batched”), it cannot be modified.

Date Processed These claims are identified with a status of “Accepted*” until the batch process has
completed. When the batch process is completed, the status of the claim is “Processed”.

If a change is required to a claim that has a status of “Accepted*” or “Processed”, a revised
claim must be entered into the system.

4.4 Claim Entry

The Claim Entry function is used to enter, modify, and view claims. The system provides the ability to
submit claims at the Contracting Entity or site level. Original and upward adjusted claims cannot be
submitted if the received date is more than 60 days from the last day of the claim month/year. To create
a claim in any given month, an approved Application Packet must be in effect for the period.

4.4.1 Accessing a Claim Entry

1. Onthe blue menu bar, select Claims to access the menu screen.
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2. From the Claims menu, select the type of claim you would like to enter (e.g. SNP, SSO or
FFVP). The Claim Year Summary screen displays.
a) If a CE has already been selected, the Claim Year Summary screen displays.
b) If no CE has been selected, use the CE Search to search for and select a CE.
3. Select the Claim Month to submit a claim. The Claim Month Details screen displays. The
current school year is the default year if no other school year has been selected.

4.4.2 Claim Year Summary

The Claim Year Summary summarizes information regarding the claim for each claim month in
the designated year:

e Adj Number: identifies the number of revisions associated with the claim. Each revision
must be re-processed by the state.

e (Claim Status: identifies the current status of the claim.

e Date Received: identifies the date the system initially received the claim submission. The
State has the authority to modify this date.

e Date Processed: identifies the date the claim was included in the payment batch
process.

e Earned Amount: identifies the current value of the claim.

Claims > Claim Year at a Glance - SNP > School Year: 2016 - 2017

@ 2016 - 2017 NSLP Claim Year Summary
Claim Adj Claim Date Date Earned
Month Number Status Received Processed Amount
Jul 2016 50.00
Aug 2016 ] Processed 09/26/2016 09/27/2016 £27,189.58
Sep 2016 0 Processed 10/10/2016 10/11/2016 $76,651.70
Oct 2016 o Processed 11/08/2016 11/10/2016 £73,207.00
Mov 2016 o Processed 12/08/2016 12/08/2016 £61,5629.40
Dec 2016 1] Processed 01/23/2017 01/24/2017 £51,521.04
Jan 2017 o Processed 02/03/2017 02/07/2017 £58,438.76
Feb 2017 o Processed 03/07/2017 03/07/2017 564,703.96
Mar 2017 £0.00
Apr 2017 £0.00
May 2017 50.00
Jun 2017 £0.00
Year to Date Totals $413,741.44

Figure 91: Claim Year Summary Screen
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4.4.3 Claim Month Details

From the Claim Month Details screen, specific claim forms or a summary of the submitted claim

can be accessed.

Claim Month: September 2016

Adj Date Date Date Earned
Claim Items Mumber Received Accepted Processed Amount Status
View | Summary 0 10/10/2016 10/10/2016 10/11/2016 %76,651.70 Processed
Total Earned $76,651.70

Figure 92: Claim Month Details Screen — Example of Processed Claims

If the claim has been processed, the options are View (to view the completed claim form) or
Summary (to view the calculated payment summary related to the claim).

If the claim has not been processed, the options are View (to view the completed claim form),
Modify (to enter a new claim or modify an existing claim) or Summary (to view the calculated

payment summary related to the claim).

. Please Note: Claims can be modified UNTIL they have been added by the State into the
—\'““‘ batch payment process. Once a claim has been included in a payment batch, the status of
X‘(\\QMZ}_ the claim is “Accepted*) until the batch process has completed. When the batch process
. has completed, the status of the claim is “Processed”.

4.5 Claim Site List

The CE will first select Add Original Claim from the Claim Months Detail screen. The Claim Site List

screen will display.

adj Dale Date Date Earmned
Claim Items Number Received Accepted Processed Amount Status

There are no claims for this month.

Total Earned £0.00

PO - org v com |

Figure 93: Claim Site List Screen
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The CE would use the Claim Site List screen to select the site whose claim to add, view, or modify.

4.5.1 Adding an Original Claim

Claims can be entered for each eligible month in the school year. Eligible months are
determined based on an approved Application Packet and the designated application effective
date (identified by the State in the Internal Use Only section of the CE and Site applications).

1. From the Claims menu, select the type of claim to enter (e.g., SNP, SSO or FFVP). The
Claim Year Summary screen displays.

2. Select a Claim Month. The Claim Month Details screen displays.

3. Select Add Original Claim button. If the CE is performing site-level claiming, the Claim
Site List screen displays. Under Actions, select Add to the left of the Site Name to add
an original claim. The Claim for Reimbursement screen displays.

4. Enter claim information for all enrolled programs. Only the programs identified in an
approved Application Packet with the appropriate effective date will be available for
data entry.

Select Save. The Claim Month Details screen displays.
Review the information.

7. To make a modification or correction to the claim, select the <Back button to return to
the Claim for Reimbursement screen.

8. To submit the claim, check the Certification box and select the Submit for Payment
button.

. ;(’ Please Note: When the Submit for Payment button is selected, the system performs
)\m\gh\f‘,“\'\ additional edit checks (e.g., 60/90-day rule, etc.). If the system identifies errors, the

errors must be corrected before the user can submit the claim for payment.

4.5.2 Modifying an Unprocessed Claim

Claims can be modified as many times as necessary until the claim has been submitted and
processed by the State for payment distribution.

1. From the Claims menu, select the type of claim to view (e.g., SNP, SSO, or FFVP). The
Claim Year Summary screen displays.
Select the applicable Claim Month. The Claim Month Details screen displays.
The Claim Site List screen displays. Under Actions, select Modify to the left of the Site
Name you wish to view. The Site Claim Report screen displays.
Update claim information.

5. Select Save. The Claim Month Details screen displays.
Review the information.
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7. To make a modification or correction to the claim, select the <Back button to return to
the Claim for Reimbursement screen.

8. To submit the claim, check the Certification box and select the Submit for Payment
button.

4.5.3 Revise a Processed Claim

Claim revision resulting in a downward adjustment may be submitted at any time. Claim
revisions resulting in an upward adjustment may be submitted if the date of submission is within
30 days of the last day of the original claim month. Revised claims must be re-processed by the

State regardless of their original status.

1. From the Claims menu, select the type of claim to enter (e.g., SNP, SSO or FFVP). The
Claim Year Summary screen displays.

2. Select the applicable Claim Month. The Claim Month Details screen displays.
If the CE is performing site-level claiming, the Claim Site List screen displays. Under
Actions, select Revise to the left of the Site Name whose claim you wish to revise. The

Site Claim Report screen displays.

Please Note: The Add Revision button will only display on Claim Month Details screens

\'m\e“?‘“\“' that currently have no claims created.

Make any necessary changes to the claim.

Select Save. The Claim Month Details screen displays.

Review the information.

To submit the revised claim, check the Certification box and select the Submit for

No v ok

Payment button.

4.5.4 Viewing a Claim

1. From the Claims menu, select the type of claim to view (e.g., SNP, SSO, or FFVP). The
Claim Year Summary screen displays.
Select the applicable Claim Month. The Claim Month Details screen displays.
If the CE is performing CE-level claiming, select View. The Leave as is screen displays.
4. If the CE is performing site-level claiming, the Claim Site List screen displays. Under
Actions, select View to the left of the Site Name to view. The Site Claim Report screen

displays.
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The Claim Summary allows the user to view a summary of the month’s claim in an easy-to-read

or print format. No modifications can be made from this page.

1. From the Claims menu, select the type of claim to view (e.g., SNP, SSO, or FFVP). The

Claim Year Summary screen displays.

Select the applicable Claim Month. The Claim Month Details screen displays.

If the CE is performing CE-level claiming, select Summary. The Claim for Reimbursement

Summary screen displays.

o If the CE is performing site-level claiming, the Claim Site List screen displays.

Under Actions, select View to the left of the Site Name to view. The Site Claim

Report screen displays.

Contracting Entity Totals

= el Pl ved | Rate Federal Amount
Mational School Lunch Program

Free 13,093 3.1800 41,635.74
Reduced 0 2.7800 0.00
Paid 1] 0.3200 0.00
Total 13,093 41,635.74
Performance-Based Reimbursement (Lunch)

Claimed 13,093 0.0600 785.58
Adjusted 1] 0.0600 0.00
Total 13,093 785.58
School Breakfast Program Severe Need

Free 3,909 2.0400 18,174.36
Reduced 0 1.7400 0.00
Paid 0 0.2500 0.00
Total 8,909 18,174.36
Afterschool Care Program - Area Eligible

Free 1,202 0.8600 1,033.72
Total 1,202 1,033.72
Claim Reimbursement Total 61,629.40
Contracting Entity Claim Reimbursement

Totals

Current Claim Reimbursement Total 51,629.40
Previous Claim Reimbursement Total 0.00
Met Claim Reimbursement Total 61,629.40
Show Site Meal Details

Figure 94: Claim for Reimbursement Summary Screen

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved.

Page 111



CT = COLYAR

4.5.6 Deleting a Claim

If the CE has entered a claim in error and the claim has not been included in the batch payment
process (i.e., the status of the claim is not “Accepted” or “Processed”), the claim can be deleted.

1. From the Claims menu, select the type of the claim to view (e.g., SNP or FFVP). The
Claim Year Summary screen displays.
Select the applicable Claim Month to display the screen.
If the CE is performing site-level claiming, the Claim Site List screen displays. Under
Actions, select Modify to the left of the Site Name to view. The Claim for
Reimbursement screen displays.
Select Delete in the Edit menu in the upper-right corner.

5. The system transfers the user to the bottom of the screen and a warning message is
displayed.
Select the Delete button at the bottom of the page. A confirmation message displays.
Select Finish.

4.5.7 Entering Internal Use Only Information for a Site-Level Claim

1. From the Claims menu, select the type of claim to review (e.g., SNP, SSO, or FFVP). The
Claim Year Summary screen displays.

Select the applicable Claim Month to access the details screen.

Select Claim in the Claim Items column. The Claim Site List screen displays. Under
Actions, select Modify to the left of the Site Name to view. The Site Claim Report screen
displays.

Select Internal Use Only from the top-right of the screen.

Enter information.

Select Save Internal Use Only to receive a confirmation.

No v ok

Select <Edit to return to the Claim for Reimbursement screen or select Finish to return
to the Claim Month Details screen.

4.6 Claim Rates

The system provides a screen to view claim for reimbursement rates by year. The rates displayed apply
for the rate year defined at the top of the page. Meals are reimbursed based on the designated rate
established by the USDA. Annually, the reimbursement rates are entered by authorized staff through
the Claim Rate Maintenance screens in the Maintenance and Configuration module.
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4.6.1 Accessing Claim Rates

1. From the Claims menu, select Claim Rates. The Claim Rates screen displays.
2. Use the <Back button to return to the Claims menu. The Claim Rates screen defaults to
the designated school year identified at the top-right of the screen.
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5.0 Compliance

The Compliance Review Tracking section provides instructions regarding how to navigate through and

use the features associated with Administrative Reviews, including Corrective Action Documents (CADs)

Through the web-based Compliance module, authorized users can:

View review schedules.

Enter and maintain CE contact information related to the review.
Complete select off-site review forms.

Submit CADs to the State for review.

View commendation and technical assistance information.

View notes from the State.

Attachment documents within the system.

5.1 Compliance Menu

Using the SNP module, authorized users have the ability to access the Compliance administration

submodule. From the Reviews screen, the user can either add a new Review or open an existing Review

to view or modify.

Once a new review has been set up in the system, the user is transferred to the Review Dashboard for a

summary of the review and a launching point to all available review-specific functions.

5.1.1 Accessing the Compliance Menu

1. On the blue menu toolbar, select Compliance to access the menu screen.

Compliance >

Item Description

Review Tracking Functions for tracking reviews.

Statewide Review Dashboard Provides statewide statistics regarding reviews.

Bulk Review Scheduling Functions for scheduling reviews in bull.

Bulk Review Assignments Functions for bulk assignments to reviews.

Historical Reviews Functions for tracking historical CRE Reviews.
Procurement Review Tracking Functions for tracking procurement reviews.
Procurement Review Bulk Scheduling Functions for scheduling procurement reviews in bulk.

Figure 95: Compliance Menu Screen

5.2 Review Tracking

The Review Tracking can be used to add a new Compliance Review or open an existing Compliance

Review to view or modify. This feature contains general administrative information about the review.
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This screen is:

e The first screen completed to schedule a review.
e Used by the State throughout the review process to track key dates, etc.
e The last screen completed to close a review.
Some Review Information is pre-populated based on the CE Profile, Application, and/or Site

Applications. Furthermore, there is data entered on this screen that drives the status of the Review
Progress Bar, CE access to the Off-site review forms, and CE access to the Corrective Action documents.

A
HelPFul Tip: The Review Information screen has several overall review-tracking fields. These are
TfPS completed over the life of the review.

5.2.1 Viewing or Modifying Review Information

1. If necessary, search for and select a CE.
2. Select Review Tracking from the Compliance menu.
3. Select the Details link for the applicable review. The Review Dashboard displays.

Expand
A R e
Details 26498 2018 - 2019 Administrative Romo, Melba (1] COpen
Details 18330 2015 - 2016 Administrative Romo, Melba 10/07/2015 09/23/2018 1 Clozed
52 2010 - 2011 Initial CRE Cantu, Jaclyn &/30/2011 Closed

Add Mew Review

Figure 96: Review Tracking Screen

4. Select the View or Modify link next to Review Information.
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Review Progress

Review Details

Scheduled
CACFP - 2015 vl

Review Type:
Review Form Set:

.

Lead Reviewer:

Review ID:

Status:

31388
Open

Review Tools

-

Action Description

View | Modify Review Information

View | Modify Contracting Entity Contact Information
Detail Site Dashboard (1)

Detail Review Forms

View | Modify Corrective Action Documents (0)
View | Modify Commendations (0}

View | Modify Technical Assistance (0)

View | Modify Motes to Contracting Entity (0)
View | Modify State Agency Notes (0}

Detail Review Attachments (0}

Detail Correspondence Tracking (0)

Figure 97: Review Dashboard

5. Enter required data.
6. Select Save.
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Review Tracking

Review ID: 31388

1. Review Type:

2. Review Form Set:

3. Review Year:

4. Prior Cycle:

5. Month of Review:

6. First Review?

7. Follow-up Required?

Application Information

Scheduled v
CACFP - 2015v1 ¥
2016 - 2017 v
L v
O

O Associated Review ID:

!I

8. Type of Agency:
Type of CACFP Organization:

9. Application Effective Date:

Private Non Profit Organization

Sponsor of Affiliated Sites

Reviewers

10. Lead Reviewer: |unassigned Vl
11. Additional Reviewer 1: [unassigned v
12. Additional Reviewer 2: [unassigned v
13. Additional Reviewer 3: [Unassigned v

-

4. Additional Reviewers:

Figure 98: Review Information Screen
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Please Note: The CE Access to CAD dates determine when the CE will be able to view or
modify information prior to the Start Date and will not be able to modify information

after

the End Date.

5.3 Statewide Review Dashboard

The Review Dashboard serves as the launching point for all information pertaining to the review

including:

Managing the administrator of the review.

Updating review contact information.

Identifying sites to review.

Completing forms.

Managing findings and Corrective Action Documents (CADs).

Entering Technical Assistance, Notes, and recommendations.

There are four (4) major process steps in completing a SNP review:

1)
2)
3)
4)

Scheduling a review.

Preparing for and conducting the On-site review.

Completing the Findings/Corrective Action process.

Closing the review.

Statewide Review Dashboard = Schocl Year: 2020 - 2021
SNP Reviews
Statewide Review Dashboard
2020 - 2021
Reviews | Reviews - S50 || Findings || Findings — SS0O | Mutrition | Worklead | Workload - S50
Scheduled Reviews 2020 - 2021 Review Status
600
Off-zite
400 On-site
200
- 100 200 300 400 500
' 2021 2022 2023
Off-site On-site CAD
2021 2022 2023 B Mot Started 434 454 457
I Open 457 355 346 H Pending Review 21 1 0
Closed 1 0 0 N Completed B 3 1

Figure 99: Statewide Review Dashboard
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5.3.1 Accessing the Review Dashboard

el S

If necessary, search for and select a CE.
On the blue menu toolbar, select Compliance.

Select Details link for the applicable review.

CT5 coLYaR

Select Review Tracking from the Compliance menu to access the list screen.

Review Tools

Description

Review Information

Sponsor Contact Information
Site Dashboard (1)

Review Forms

Corrective Action Documents (D)
Commendations (8)

Techmical Azsistance (3)

Hates to Spansor [0)

State Agency Motes (D)

Review Attachments (0)

Correspondence Tracking (0]

< Back

5.3.2 Accessing the Graphical Review Data

1. On the blue menu toolbar, select Compliance.

Figure 100: Statewide Review Dashboard

Please Note: Menu items and links on the Review Dashboard are driven by the Security

feature.

Tip: When applicable, a number in parenthesis is displayed after a menu item. This

indicates the respective count of the associated items (e.g., a “(1)” next to Site
Dashboard indicates that one (1) site has been selected for review).

2. Select Statewide Review Dashboard link.
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3. Select the tab related to the category of review data to access.
Statewide Review Dashboard > School Year: 2017 - 2018
SNP Reviews
Statewide Review Dashboard
2017 - 2018
Reviews | Reviews - S50 Findings — 5SSO || Nutrition | Workload | Workload - S50
Reviews with Findings
Count %o
B Reviews with Findings 1 (i}
I Reviews with No Findings 226 100
Number of Findings
SFA Site
SFA Site
PS 1 1 0
N PS5 2 ] 0
Resource 0 [}
I General 0 0
B Other Programs 0 0
E Provision 0 0
A J

Figure 101: Statewide Review Dashboard Data Tab

4. To view the data for a specific statistic, select the count link. The Review Search displays

with the data results.
5. To export the data into Microsoft Excel for a specific graphic, select Export.
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6. To conduct a search not specific to a graphic, select Search at the bottom of the page.

Statewide Review Dashboard > Review S=arch >

Search Criteria

Review Search

School Year: 2017 - 2018

Contracting Entity:

Review:

Lead Reviewer:

Review Status:
Off-site Status:
On-site Status:
CAD Status:

Findings:

ID: I:I Period: Year:
[adl | Review Form Set: [all ~|
Dpen [ Closed

Not Started
Not Started
Mot Started

[l with Findings

Pending Review
Pending Review
Pending Review

[ without Findings

Completed
Completed

Completed

Reset Search Criteria

Found: 0

Figure 102: Statewide Review Dashboard Search Screen

5.4 Bulk Review Scheduling

5.4.1 Accessing the Bulk Review Scheduling Screen

1. Onthe menu toolbar, select Compliance to access the menu screen.

2. If necessary, select search to find and choose a CE.
3. Select Bulk Review Scheduling link.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved.

The Bulk Review Scheduling feature provides the ability for the State to add a new review, or to
enter/change a Scheduled Date for multiple reviews, from a single screen. This feature reduces work
steps by allowing for review creation and Schedule Date definition/updates from a single screen, as
opposed to accessing each review and entering the information on the Review Information screen.
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Review Scheduling > School Year: 2017 - 2018

SNP Reviews
Bulk Review Scheduling

Search Criteria

Review Year: 2017 - 2018
CE Name: |AII
ESC Region:
TDA Region:
Review Type: All d
Display CE with no reviews:
Clear Search Criteria
J
Found:
[ ESC TDA | Review | Scheduled Lead Review
CE ID CE Name Region | Region | Type Date Reviewer | Status
| No data to display. |
Review Form Set: |ﬁ«dministrati\re Review | Schedule Date: I:I &
Schedule
L y

Figure 103: Bulk Review Scheduling

5.4.2 Adding a Review

On the blue menu toolbar, select Compliance to access the menu screen.
Select Bulk Review Scheduling link.

w

The criteria automatically defaults to CEs with no review scheduled in the current Review
Year.

Select Search. The results section of the screen displays.

Check the box next to each corresponding review to schedule.

At the bottom of the screen, enter the Schedule Date.

N o u bk

Select Schedule. A review is created for each CE with the Scheduled Date set to the

entered date. A confirmation message is displayed identifying that the review(s) have
been created.

8. Select Finish.

5.4.3 Adding a Scheduled Date to an Existing Review

1. On the blue menu toolbar, select Compliance to access the menu screen.
2. Select Bulk Review Scheduling link.
3. Enter the search criteria.
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Select Search. The results section of the screen displays.
Check the box next to each corresponding review to add a scheduled date.
At the bottom of the screen, enter the Schedule Date.

N o u bk

Select Schedule. The review’s Scheduled Date is updated to be the entered date. A
confirmation message is displayed identifying that the review(s) have been created.
8. Select Finish.

5.5 Bulk Review Assignments

The Bulk Review Assignments feature provides the ability for the State to assign a review, or multiple
reviews, to a Lead Reviewer. This is useful at the beginning of the year when reviews are allocated to
State staff. This is also useful when reviews need to be reassigned throughout the year due to workload
management, absent staff, etc. This feature reduces work steps by allowing for review assignments from
a single screen, as opposed to accessing each review and entering the Lead Reviewer information on the
Review information screen.

5.5.1 Accessing the Bulk Review Assignments Screen

On the blue menu toolbar, select Compliance.
Select Bulk Review Assignments link to access the screen.

5.5.2 Adding a Reviewer

On the blue menu toolbar, select Compliance to access the menu screen.
Select Bulk Review Assignments link. Enter the search criteria.

Select Search. The results section of the screen displays.

Check the box next to each review to assign.

At the bottom of the screen, select Lead Reviewer.

S

Select Assigned. The review is updated with newly assigned Lead Reviewer. A
confirmation message is displayed identifying that the review(s) has been created.
7. Select Finish.

5.6 Historical Reviews

If the State has performed historical reviews within the system, the SNP reviews are also listed on the
SNP Review List screen but are not accessible. The user can access theses reviews via the Historical
Reviews menu item on the SNP Compliance menu.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 122



CT = COLYAR

5.7 Procurement Review Tracking

The purpose of the Local Agency Procurement Review is to provide Contracting Entities (CEs) with a
resource for completing procurement activities for review to ensure compliance with the established

policies and standards of the government program.

The procurement of goods and services is the responsibility of a Contracting Entity Obtaining the most
economical purchase price for the products or services needed should be considered when using
Federal funds. Federal, State, and Local Government laws and regulations specify the procurement
methods, terms, and conditions CEs must follow to competitively procure goods and services, award
contracts, and oversee contractor performance [2 CFR 200.318(b)]. State Agencies are required to
ensure that CEs comply with the applicable provisions through audits, administrative reviews, technical
assistance, training guidance materials, and by other means [7 CFR 210.19(a)(3)].

5.8 Notifying CEs of a Procurement Review

Much like an Administration Review, the State Agencies will notify each CE when a procurement review
is needed. Notification may be done within the Procurement Review, by telephone, email, letter, or a
combination of all types. Notice may be within 4-6 weeks or more, as the State Agency schedules its
reviews for the school year. Advance notice enables CEs to:

e Discuss the review with their administrative, business, and/or procurement officials to prepare
for the review.

e Complete a CE Procurement Table of procurement processes conducted during the previous
school year.

e Obtain a “vendor paid list”/summary report of expenditures by vendor during the previous
school year.

e Provide procurement documentation of purchases from awarded vendor selected by the State
on which the review will be conducted.

5.9 Scheduling the Review

The State Agency will contact the CE to schedule the procurement review. Procurement reviews will
often be conducted in the same year that an CE received an Administrative Review since State Agency
procurement reviews are required once every three years. These reviews may be conducted on-site
during the Administrative Review, off-site only, or via a combination of on-site and off-site activities.

Once the State Agency communicates the scheduled review, it will notify the CE regarding the
information needed from the CE.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 123



CT = COLYAR

o

For off-site reviews, the CE will need to provide the State Agency with the requested procurement
documentation within the Procurement Review. The entrance conference, review, and exit conference

will be conducted off-site.

On-site reviews entail the entrance conference, review, and exit conference being conducted on-site or
both on-site and off-site. Requested procurement documentation within the Procurement Review must
be provided by the State Agency.

If the review will be conducted both on-site and off-site, the State may review documentation ono-site
and/or off-site if needed and conduct an entrance and/or exit conference on-site.

The State may determine the review approach based on whether the CE’s document storage system is
electronic or hard-copy and the CE’s ability to electronically transmit procurement documentation. The
State Agency will discuss these options and include the method of review in its notification.

5.10 Review List

The Procurement Review List enables selection of a specific review by clicking on the Details link, as
well as the creation of a new review by clicking on the Add New Procurement Review link.

rﬁ lpphonies | Owms | Comphancs | Fapoers. | My Profile | Saearch El-h'q'-'m | Waar | Hele | LogOwt
Procunsmeset R Lis > School Vears 1017 - 2008

SHP Procurement Reviews

Details

Rawiew Rawiew RLEview Lead Scheduled Closed Nbr of e
tus

Actions 4y Yair Tiped [ Frr Data Data Vandor ]

Jatails 18913 2017 -~ 2018 Procuramant (&) Opsn

Add Maw Procursment Raviee

Figure 104: Procurement Review List

Add New Procurement
Review

Clicking the Details link in an existing review navigates to the Procurement Review Dashboard.
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5.11 Providing Procurement Documentation

The State Agency requires the CE to complete the "CE Procurement Table" from the Procurement
Review Dashboard to collect procurement information from the CE. This is a link within the Procurement
Review Dashboard that contains questions and links to forms the CE will complete regarding the vendors
that supplied goods and services to the CE during the previous school year.

The CE Procurement Table details the procurement information the CE conducted in the prior school
year, the review period, so the State Agency can select a sample of procurements/contracts to review.

In this step, the State Agency will:

e Click Detail to access the CE Procurement Table.

e Send notification and the CE Procurement Table to the CE to answer questions and input.
relevant information. This step is completed outside of this system.

e Request copies of documentation to detail the procurement history.

Raviaw Prograss
r
Raview Datails
Raview Type: Procuremeant Lead Reviewer: Review ID: 18314
Review Form Sel; Procurement Review vl Status: Dpan
”
Review Tools
Action Description
View | Madify Raview Infarmation
View | Modify Sponsor Contact Information
Catal SFA Procuramant Tabla Staff: (0) Vendors: (0]
Dretail Review Forms Vendors Selected for Review: [(0)
View | Madify Corrective Action Documents (0]
View | Madify Recommendation (D)
Vigw | Modify Commendations (D)
View | Modify Technical Assistance {0}
View | Modify Motes to Sponsor [0)
WView | Modify Etate Agency Notes (0]
[etai Review Attachments ()
Datail State Agency Aktachments (0)
'

Figure 105: Procurement Review Dashboard

CE Procurement Table contains the questions and forms for CEs to input the:

e  Procurement Authority Staff Information.
e Dollar value of the CE’s small purchase threshold.
e Memberships at retail and/or wholesale club warehouses.

e Use of group purchasing/buying organizations and/or cooperatives.
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e Information regarding their purchases such as:

Vendors
o Total paid/vendor
o Goods/services purchased
o Competitive procurement method to procure the product(s) or service(s)

5.11.1 Procurement Review Dashboard

*The dashboard is like the other review dashboards. CE Procurement Table replaces Site
Dashboard. Review Forms includes the number of vendors selected for review.

5.11.2 CE Procurement Table Summary Screen

This screen encapsulates the information on the USDA Procurement module’s CE Procurement
Table page.

Procurement Authority @

Does your business office close for summer or another extended period time not associated with a holiday?

If yes, what date range is your business office personnel not available? From: To:
~
Procurement Authority Staff 4
Add Staff Count: 0O
Action| Name |Pusitinll.fTil|e | Responsibilities | Contact Information

No Staff Entered

-

Small Purchase Threshold Information @

What is the small purchase threshold for the LEA/SFAT 0.00
What is the small purchase threshold for the State, if applicable? 0.00

e

Group Purchasing Organizations, Group Buying Organizations and Third Party Entities @ w

Did the SFA pay a membership fee, join at no cost, or otherwise enter into an agreement with a Group

Purchasing Organization (GPQ), Group Buying Organization (GBO) or third party entity?

If Yes, Provide Organization Name/Type

Add Count: 0

Action| Organization Name | Organization Type

| Mo Organizations Entered

e

Type Vendor Count # Selected for Review
Micro Purchases 0 0
Small Purchases 0 0
Formal Contracts a 0
FSMC Contracts 0 (1]
Processing Contracts 0 (4]

Figure 106: CE Procurement Table Summary Screen
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CE Procurement Table: This form includes questions and forms for CEs to input the:

e Procurement Authority Staff information.
e Dollar value of the CE's small purchase threshold.
e Memberships at retail and/or wholesale club warehouses.
e Use of group purchasing/buying organizations and/or cooperatives.
e Information regarding their purchases such as:
o Vendors
o Total paid/vendor
o Goods/services purchased
o Competitive procurement method to procure the product(s) or service(s)

5.11.3 Common Dashboard Items

The remaining items on the Procurement Review Dashboard are similar to the AR items with the
same descriptions.

View | Modify Corrective &ction Documents (3)
View | Madify Recommendation (2)

View | Modify Commendations (2)

View | Madify Technical Assistance (2)

View | Modify Motes to Sponsor (1)

View | Modify State Agency Notes (1)
Detall Review Attachments (1)
Detail State Agency Attachments (1)

Figure 107: Common Procurement Review Dashboard Items

5.11.4 Procurement Authority

Collects information regarding extended closures for the business office.

Does your business office close for summer or another extended period time not associated with a holiday? Yes

If ves, what date range is your business office personnel not available? From: &/19/2017 To: 7/28/2017
. vy

Figure 108: Procurement Authority Screen

The section is edited by clicking on the Edit link. The date range will be required if the question is
answered “Yes”.
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Procurement Authority X

= Date range of office closure required.

Does your business office close for summer or another extended period time not associated with a holiday?

If yes, what date range is your business office personnel not available? From: l:l &

Figure 109: Procurement Authority Screen

5.11.5 Procurement Authority Staff

List the name(s), position(s)/title(s), responsibility, and contact information of those person(s)
authorized by the CE as procurement agent(s) and who is/are responsible for compliance with
Federal, State, and Local Government program regulations, including Child Nutrition Program
requirements. The personnel listed in the Procurement Authority Staff screen will be the State
Agency’s points of contact.

Procurement Authority Staff

Add Staff Count: 0

Action Hame Position/ Title Responsibilities Contact Information
Mo Staff Entered

Figure 110: Procurement Authority Staff Screen

e The grid is sortable by the Name.
e Staff entries are added by clicking on the Add Staff link. All fields must be completed.

F 3

Procurement Authority Staff 9 X

Mame must be provided.
Position/Title must be provided.
Responsibilities must be provided.

.
.
.
« Contact Information must be provided.

MName: *

Position,/Title: *

Responsibilities: *

Contact Information: *

Figure 111: Procurement Authority Staff Contact Screen
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5.12 List of Documentation to Provide to the State

The State Agency will request information from the CE at two different points in time. The first request
for documentation will occur after the State Agency has notified the CE of the impending procurement
review. The information the State Agency should request includes the CE's:

e Vendor paid list/summary report of all vendors paid from the nonprofit food service account.

e The completed CE Procurement Table.
After receiving the CE's completed CE Procurement Table and/or vendor paid list-summary report of
vendors paid, the State Agency will select a sample of procurements to review and request the following
documents from the CE for the purposes of the procurement review:

e Vendor paid list/summary report of expenditures by vendor.

e Supporting procurement documentation (solicitations, evaluation, and contracts) for each
vendor selected for review [2 CFR 200.318(i)].

e The CE's procurement procedures [ CFR 200.318(a) and 7 CFR 210.21(c)].

e Written Code of Conduct [2 CFR 200.318(c) and 7 CFR 210.21(c)].

e Solicitation documentation (copies of quotes and/or sealed bids/competitive proposals issued
and advertisements published, as applicable).

e Responses (quotes for informal procurement procedures and bids/offers for formal
procurement procedures).

e Evaluation and scoring results used to select the contractor (for competitive proposals — RFPs)

e Final contract awarded and contract notification documentation.

e Supporting documentation, such as purchase orders and/or receipts/invoices for vendors
selected for review (2 CFR 200.318(i)). The State Agency reviewer will examine three receipts
from each vendor selected for review. The State has the discretion to request receipts/invoices
as follows: three invoices provided in one month from the vendor; one invoice a month for a
three-month period; or otherwise as the State Agency chooses.

e Amended contract language, as applicable (The State Agency will need to review amended
contracts to determine if a material change was created by an amendment).

e Prior year value of USDA food planned assistance levels for processing contracts for self-
operating CEs and for CEs with a FSMC.

Within the Procurement Review Dashboard, the CE and State Agency can attach documents within the
review feature’s “Review Attachments” or within the Review Forms attachments.

5.13 Procurement Standards and Government Regulations

Once the State Agency receives the documentation needed to assess compliance, the information will
be reviewed to answer the questions in each form. Answers will be selected from the options provided
and, as needed, reviewers will add information in the “comments” box provided next to each question.
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When the answer triggers a finding or the need for the State Agency to provide technical assistance to

the CE, the user will indicate the finding within the Findings Detail Screen will pull the question and

information from the review pages into the “Summary of Findings” page specific for the review page.

The procurement method features will be used to review a vendor based on the procurement method

used by the CE. The State Agency may insert comments/provide technical assistance and record this

information in the applicable column (providing technical assistance, establishing findings, and listing

required corrective action). The State Agency will review the CE's procurement procedures and answer

the applicable questions in each of the applicable review pages.

W@E‘&“‘

5.14 Vendors

Please Note: When reviewing the individual procurement methods, micro-purchase
methods, small purchase procedures, sealed bids/competitive proposals, FSMC, and
processing contracts, the State Agency will use the questions in each page determine if
the solicitation process used complies with the type of procurement being reviewed.

This section provides links to the details for each of the vendor types, the total number of each vendor

type, as well as the number of vendors selected for review for each vendor type.

Type

Vendor Count

# Selected for Review

Micro Purchases

3

Small Purchases

Formal Contracts

FSMC Contracts

Processing Contracts

3
2
2
2

= | D R

Figure 112: Vendor Screen

The association to the USDA’s procurement module is as follows:

e Micro-purchases — purchases from vendors valued at $3,500 or below.

e Small purchases/informal contracts — purchases from vendors valued at $150,000 or below or
most restrictive threshold.

e Formal contracts: sealed bids/competitive proposals — vendor contracts valued above $150,000
or at above the State’s/CE’s small purchase threshold.
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5.15 Micro Purchases Vendors

List the name of the vendor(s), goods/services provided, total paid to vendor(s), and how many

purchases were made from this vendor(s) during the school year are listed in the appropriate boxes.

[Burchasan dram vardars vabued ot §3.309 or balzer)
) I'h-l-rll—r

| verster 22 B e | Tohat mui & Frmbane

Frermemin | eieried
Moty |ABC Mizrz Vendar 212348 Fruk $2.500.00 )(
Moty |BRD Micro Vendar E34TITY Vegetablen HL. 70000 3 et
Micra Pw chasa Vandar Aaskyuis
Asquired Salacted
L o Maviare o Kaverm
Al i Busthase andens

7 e e

Figure 113: Procurement Table Vendor Screen

The Micro Purchase Vendors section allows the CE to add or modify vendors and has an indicator to
show if the vendor has been selected for review.

Please note by the indicator that one vendor is selected for review.

Micre Purchase Vendors F
[Purchases from vendors valued ar 3,300 or balow)
Add Vender Count: 2
Action | vendor Name Vendor 1D Goods/Services | votsipaid | # Purchases | Commanis Selected
Modify | ABC Micro Vender 212345 Fruit $2.500.00 2 Ié_.
Medify | EFG Micro Vender ES4TATS Wegetables $1.700.00 k| "g'

Figure 114: Micro-Purchase Vendor Screen

The Micro Purchase Vendor Analysis section displays the count of vendors, the number of vendors
required to review, and the number of vendors selected for review.

Please note: A warning will appear if the minimum number of vendors have not been selected for
review.

Micro Purchase Vendor Analysis

Count Required Salected
to Review for Review
All Micro Purchase Vendors 2 1

@ Minimum selection requireaments have been met.

Figure 115: Micro-Purchase Vendor Analysis Screen
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List the names of vendor(s), goods/services provided, and total paid to vendor(s) are listed, as well as all

applicable questions have been responded to.

[Purchsass from wendory vakesd 8 §150,020 or Balow, or mast rewtricties thrashold)

A v LEAJSFA Thrasheid: Stare Thrasbad: Caust: 2
NeaOa Mame Wesdar bD qum Torial Pubd Correreain | wtecied

IE fy | HID Sl Vandor D243 rean $13,000.09 )

E ity | LM Somall Vancdae D517 |Refgerate Repiacerees $13,400.00 [=]

A

Small Perchase Vendors by Type

Small Purchase Vendor Analysis

‘Wandor: could ba in one mane than grouging.
“Gpa/GRO/Third Party” snd “Orly Orng Basporas™ are nog
mrutually axcheiive.

- 3PO/I80Third Parey
Gnly One Rmpocne
Al Othary

ook

endon could be in one more than grouping. "Opa/080/Third Sarty” and "Only One Rsapenes” are

nos muswally ssciusive.

Count haviaw  for ke
GRGBO Thind Famy 2 1 1
Only One Reipenss L] -] L]
A0 Camary R [] (] (/]

@Nl"lﬁu- Stlution Peguiamants ki Bees met

Figure 116: Small Purchases Vendor Screen

The Small Purchase Vendors section allows for vendors to be added or modified and has an indicator to

show if the vendor has been selected for review.

[Parchases from vendors walued a8 §150,000 or below, or mest restrictive threshold)
Add Vender LEA/SFA Thrasheld: Stane Threthald: Court: 2
Action | wendsr mame | vendor 1 | Goods sservices | Tatal Paid | eoenments | seiccted
WView | Modsfy | HII Small Vendor 01245 Cvan 4135,000.00 lﬁﬂl
Wiew | Mod *.-_.ILI.M Small Vendar _.I:H.!.El'."n _.Fhr'ngiﬁ-.nr Raplacamant 415,400.00 @

Figure 117: Small Purchase Vendor List Screen

The Small Purchase Vendor Analysis section displays the count of vendors, the number of vendors

required to review, and the number of vendors selected for review.

Small Purchase Vendors by Type

Small Purchase Vendor Analysis

Vendors could be in one more than grouping.
"Gpo/GBO/Third Party" and "Only One Response” are
not mutually exclusive.

MC'B:;’ n

Only One Respénse
PO/GBO/Third

Count

N GPO/GBO/Third Party
Only One Response
All Others

0
1
2

not mutually exclusive.

Required

Count to Review
GPO/GBO/Third Party 0 ]
Only One Response 1 1

2 2

all others @

@ Minimum selection requirements have been met.

Vendors could be in one more than grouping. "Gpo/GBO/Third Party” and "Only One Response” are

Selected
for Review

]
1

2

Figure 118: Small Purchase Vendor Analysis Screen
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Small purchase vendors (and subsequent vendor types) allows for the selection of the GPO/GBO/third
party organization previously mentioned, if needed. The drop-down list on the vendor entry/edit
screens is populated from the list of Organization Names entered on the CE Procurement Summary
screen.

5.17 Formal Contracts Vendors

List the name of vendor(s), goods/services provided, contract value, solicitation type (IFB or RFP),
contract type (fixed price or cost reimbursable), and contract duration are listed, as well as all applicable
guestions have been responded to.

Please note: A warning will appear if the minimum number of vendors have not been selected for

review.

Formal Contract Vendors

Saaled Bids/Competitive Proposals (vendor concraces valesd above $150,000, or ot or above the Same s/LEA's small purchase chreshald)

Add Verdar LEASSFA Thrashokd: Sawte Threshold: Counicz 2
Actizn et R Wendas B Gobaiil | e i Canivadt Walue | Cammanis
View || Modily |08 Forsal Connras BITNTE Profeasionsl Chianing Service $45, 0030000 IEI
View | Modify | QRS Formal Vesdor QUSZIETTA4ES  |Professional Fainting $12.000.00 @
Farmal Conlracis Vendors by Type Formal Comtracts Vesder Anakysis
Vandars cauld ba i ol SedE ThiA SFEUBIRG. Vishdlard otald Bd in ofe Mon thes greuging. "Gpa/GE0 Third Pary® &ad “Daly Ons Rispenia” G
*Gpa/GE0Third Pirty™ ind “Only Dfe Ridpania” & Ret st Futully dadluiive,
mutuplly schapve, Count Hequired Selected
bo Review for Review
GROYGBO Third Famy 2 1 1
Onby One Response ] 0 [+]
Al Gthery 0 0 o

@ Hinsmum salemion reguirements have been ma

Covianit

B GPOYCED Third Party 2
Only Osa Ridpefia o

All Cnbars i

Figure 119: Formal Contract Vendor Screen

The Formal Contract Vendors section allows for vendors to be added, viewed, or modified and has an
indicator to show if the vendor has been selected for review.

Formal Contract Vendors =
Sealed Bide/Compatitve Proposals [wender contraces valued above $250,000, or at cr above the State's/LEA"S small purchase thresheld)
Add Vendar LE&/SFA Thrashald: Seate Thrashald: Counrt: 2
Action Vendss Hame Vendes 1D | Gaets) seriices | Cantract Value Comanents Selocted
View | Modsy | ROP Formal Contracc 0125478 Professional Cleaning Service £4%,000.00 @
View | Modify | QRS Formal Vendor 01523677453 | Professional Fainting 1 $12,000.00 )

Figure 120: Formal Contract Vendor List Screen
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The Formal Contracts Vendor Analysis section displays the count of vendors, the number of vendors
required to review, and the number of vendors selected for review.

Formal Contracts Vendors by Type Formal Contracts Vendor Analysis
Wendors could be in one more than grouping. Vendors could be in one more than grouping. "Gpo/GBO/Third Party" and "Only One Response" are
"Gpo/GBO/Third Party" and "Only One Response” are not not mutually exdusive.
mutually exclusive. Count Required Selected
to Review for Review
GPO/GBO/Third Party 2 1 1
Only One Response V] o o
all others @ 0 0 0

@ Minimum selection requirements have been met.

Count

W GPO/GBO/ Third Party 2
Only One Response o

All Others o

Figure 121: Formal Contract Vendor Analysis Screen

5.18 FSMC Contracts

List the contract value, solicitation type (IFB or RFP), and contract type (fixed price or cost reimbursable,
contract year), and respond to all applicable questions.

Please note: A warning will appear if the minimum number of vendors have not been selected for
review.

Faod Sareits MEnIQe=ant Comgany COmTics

Add Vander Caurtz 2
Action Vendar Mame vendar B G i ok Coniract Valus je— et
Vi | Madify | TUV FEMC Conbracs 1IS40TIS4 Vagetakiss §503,321.00 )
Wi | Madity | WY FSMC Cantract BETT454126% Frait $115, 450805 lgl

FSHC Comtracts Vendors by Typs FSHLC Costracts Vesdor Analysis

Virdeds could b in o e BRI prousifeg. Vianders could b in thh Sere ERER Srteping. "G/ GBOThind Parny™ and “Only Oaa Ritsonss™ an
“Gpe/GB0J Third Farry” and “Daly Ona Rasposss” are not mot mastualy aachusive.

mutully gxchdvh Regquired Splected

== I Kanvier far Review
Al FEMIC Corracrs Vandars | 2 1
-"i M 4 T Rl PR bR L I

- GROGBRO Thisd Parey
Guly Ong Reaposee

Coaunt

3

L]

Al thhass -]

Figure 122: FSMC Contracts Screen

Verify the contract value, procurement type, and contract duration are listed, as well as all applicable
questions have been responded to.
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FSMC Contracts )
Food Service Management Company Contracts
Add Vendor Count: 2
Action Vendor Name Vendar ID Goods/Services Contract Value Comments Selected
View | Modify | TUV FSMC Contract 125457554 Vegstables $505,521.00 @
View | Modify | WXY FSMC Contract 8774541269  |Fruit £125,498.03 (3]
Figure 123: FSMC Contracts Screen
The FSMC Contract Vendor Analysis section displays the count of vendors, the number of vendors
required to review, and the number of vendors selected for review.
FSMC Contracts Vendors by Type FSMC Contracts Vendor Analysis
Wendars could be in one more than grouping. Vendors could be in one more than grouping. "Gpo/GBOSThird Party” and "Only One Response” are
“Gpo/GBO/Third Party” and "Only One Response” are not not mutually exclusive,
mutually exclusive, Count Required Selected
to Review for Review
All FSMC Contracts Vendors 2 2 1
A Minimum selection requirements have not besn met. ]
Count
N GPO/GBO/Third Party 2
Only One Response 0
All Others 0
Figure 124: FSMC Contracts Screen
5.19 Processing Contracts
List the contract value, procurement type, and contract duration are listed. Answer all applicable
questions.
Propwwmey g griy
Arterm srnwrae [vorew s et nn | mmwct v Srerae S
LY we | mpd (E§ Soomimng Condren IH".-I-'F Il:n-" Bt e | (IR ] |
| | -.'H-I Prasisiie CARITRA | AGEGGE | | bl BEE 33 1 -;' |
e Casstvae by Waeedeie b T lluuﬁ mummﬂn
VESIOE PSR 3N W M R DV TR Yewedors e300 B v e T TR RrRaeeg CTea 0D Thed ey and Ok D REsmoE T @
* B B0 Tern ey e ey Org Spspors” @ow oo e ey by g
weien by s en " I
e T e s B
- AR Thind s z 1 1
- by S e 1 ]
“':7'" & Crray i a I
A WSS e e St e e et Sl
Caarai
-G Tl Py 3
Dy Dmg Bmaorm 1
Al G [
Figure 125: Procurement Table Vendor Screen
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Processing Contracts
Add Vendor Count: 2
Action Vendor Name Vendor ID Goods/ Services Contract Value Comments Selected
View | Modify | CDE Processing Contract | 98954875 Cazh Register $152,000.00 ®
Wiew | Modify | ZAB Processing Contract | 78459554 Computer £500,000,00 @

Figure 126: Processing Contracts Screen

The Processing Contracts Vendor Analysis section displays the count of vendors, the number of vendors

required to review, and the number of vendors selected for review.

Please note: A warning will appear if the minimum number of vendors have not been selected for

review.

Processing Contracts Vendors by Type

Processing Contracts Vendor Analysis

Venders could be in one more than grouping.

*Gpo/GBOyThird Party" and "Only One Response” are not

mutually exclusive.

GPO/GBO/ Third Party
Only One Response
All Others

Count
2
1
0

GPO/GBO/Third Party
Only One Response
All Others

Wendars could be in one more than grouping. "Gpo/GBO/Third Party” and "Only One Response” are
not mutually exdusive.

L | : Minimum selection requirements have not been met.

Required Selected
to Review for Review
1 i
1 1]

0 1]

Figure 127: Processing Contracts Vendor Analysis Screen

5.20 Technical Assistance and Corrective Action

After completing the review, the State Agency must identify the areas of noncompliance, note the

technical assistance provided, and document the findings/associated corrective actions necessary.

As the reviewer answers the questions in each page, the response to the question will determine

whether corrective action is necessary. Answers that are designated as findings or requiring technical

assistance will auto-populate into the corresponding review tool, Corrective Action documents, and/or

Technical Assistance, and provide a summary of the designated Findings.
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e From the Procurement Review Forms screen, select View or Modify next to the corresponding
vendor review file.

Procurement Review List > Procurement Review Dashboard = Procurement Review Forms = School Yeer: 2017 - 2016

SENP Procurement Review
Review Forms

Action Form Status

Procurement Review [11)

Sponsor Level (11)

View | Modify 100 - General Procuremeant Procedures
View | Modify Micro Purchases - All
View | Modify Small Purchaszes - &l
View | Modify Formal Contracts - All
View | Modify FSMC - All
View | Modify Processing Contracts - All

[ Micro Purchase Vendors (1)
View | Modify EFG Micre Vendor

[ Small Purchase Vendors (1)
View | Modify KLM Small Vendor

|E| Formal Contracts Vendors (1)
View | Modify QRS Formal Vendor

|E| FEMC Contracts Vendors (1)
View | Modify TUV FSMC Contract

=] Processing Contracts Vendors (1]

View | Modify 7AB Processing Contract

Figure 128: Procurement Review Forms Menu

e The selected form displays.

e Select Yes, No, or N/A to answer the question.

e Populate the Comments box with the appropriate response.

e If the answer results in a Technical Assistance or a Finding choose either the Finding (F) or
Technical Assistance (T) icons next to the question. The Technical Assistance/Finding screen will
be displayed.

If the user clicks on the “F” icon this following screen displays. Please note the three tabs along the top
of the screen.

e Under the Finding tab, select which Action is required in the drop-down menu.
e Select the appropriate Status in the drop-down menu.

e Fill in the Due Date for Corrective Action to be completed.
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e Select a Standard Comment that is provided in the drop-down menu.

e Enter the Description of the Finding in the text box.

F
Edit Finding

Firnding | Reguired Cormmective Action | Sponsor Cormective Action Response

Form: Small Purchases - all

Question: 3

Finding ID:  /-2000

Small Purchases requirements are not met.

Action: Action Required  w|
Status: W
Due Date: | | &

add Standard Comment:

Were price or rate quotations obtained from an adequate number (2 or mare) of
qualified sources? [2 CFR Part 200.320(b)/7 CFR 3016.36{d){1)]

Finding Description:

Figure 129: Edit Findings Description Screen

e C(Click on the Required Corrective Action tab.

e Select a Standard Comment that is provided in the drop-down menu.

e Enter the Required Corrective Action in the text box.

e Enter any Finding Description/Special Instructions within the text box.

.
Edit Finding

Finding |} Required Corrective Action ;|| Sponsor Carrective Action Respanss

Add Standard Comment:

Required Corrective Action:

Special Instructions:

Figure 130: Edit Findings Corrective Action Screen
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Click on the Contracting Entity Corrective Action tab.
Enter the Required Corrective Action Response within the text box.

Edit Finding

Finding | Required Comective Action | Sponsor Comective Action Response

Corrective Action Response:

Figure 131: Edit Findings Corrective Action Response Screen

CT = COLYAR

If the user clicks the “T” icon on the Technical Assistance question, the following screen will display. The

Technical Assistance function enables the State to enter and track technical assistance provided to CEs or

sites.

Adding a Technical Assistance:

Select the “T” Icon link for Technical Assistance. The Technical Assistance pop-up displays.

Enter the Technical Assistance details.
Select Save.

B
Technical Assistance

Form: Srmall Purchases - Al
Qramption: 4

Did che SFA restrics compatiton by: [2 CFR Par 200.319(8)(1-7]:

Dians: 4138/ 01T E.- Rdvidnidd :'.'".ais naed
Method [+ Seler Mashod - | Geher
Recipient:

Follow-up Nesded?

Add Srandard Comenant:

Comments

i B J U s 5, x < BE {1 L'J\- = NN ) “ Fﬂﬂ't.l:'l'!ﬂl..l V.
iz defat w| X B RRBRE EiE SEEE=EEE : =k
A

Figure 132: Technical Assistance Screen
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Figure 113 illustrates how the Procurement Review Dashboard displays existing Corrective Actions or

Technical Assistance associated with the review.

Review Tools

Description

Action

View | Modify
View | Modify
Detail

Detail

View | Modify
View | Modify
View | Modify
View | Modify
View | Modify
View | Modify
Datail

Detail

Feview Infarmation

Spensor Contact Information

SFA Procurement Table Staff: (0) Vendors: (10)
Review Forms Vendors Selected for Review: (5]
Corrective Action Doecuments (1)

Recommendation (0]

Commendations (0]

Techniczal Assistance (1)

Notes to Sponsor [0)

State Agency Motes [0)

Review Attzchments (0)

State Agency Attachments (0)

Figure 133: Procurement Review Dashboard

5.21 Corrective Action Documents

The Corrective Action Documents (CAD) section is accessed from the Review Dashboard. A CAD is
automatically generated for each Finding logged by the State in the On-site Assessment. The State user
can update the Finding Description either from the Edit Findings pop-up or from the Findings Details

screen.

The Findings screen provides the ability for State users to easily:

e View total CADs required by status.

e View CAD counts, due date, and CE access dates.

e Update CAD due dates for all open Findings/Recommendations.
e View lists of Findings/Recommendations at the CE- and site-level.

e Update Finding information.
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Corr [E] Review ID: 18914
L
Total CADs Reguired CAD Counls
I Mot Started 1 Totl Mumbaer of CADE: 1
I Panditeg Acticn 4] Hy=kar of Sponpor Caby: 1
Panding Subsmessisn 0 Rumbar of Sie CAD ]
I Pending dpproval 1] CAD Dus Dace;
I Rsturmsed 1] Sponser Acceps $iark Date:
Accepbed 4] Sponsor Accens End Date:
r - r
He Findingu and Acticn [}
Updata All Opan and Returned Corrective Action Dua Dete: E._ I Updace 1

"

sponscr Findings

Mol Slaied Pendimg Aoissn | Perding Submmiion PFendimg Kpproval Raluimied | Aicepled | Tedtal
i 0 0 @ 0 ) [
Action | Araa | puestion cAD?| status | Dws Dake
3 - Wi Dok O FEDE QUOTECONE GhTRREd
Wie | Mod#y | Small Purchases - Al from an adequane number (2 or s ¥ Ko Grarted | S2L12017
B
L] L
r
Vendor Fimdings
Not Slarted | Pemd Sl Approval | Eeturmed | Accepied | Tetal
Al o o o o ol o
Hibr of
Aebions Aroa Question CAD? Shatus Dus Dals Bl
Ho Fendimgs.
|

Figure 134: Procurement Review Findings Screen

To add a new Finding, click on the Add New Finding link displays following Reviews Findings Detail

screen.
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Select the Form in the drop-down box.

Select the appropriate Question in the drop-down box.

Complete the Finding Description and Required Corrective Action text boxes as needed.

Enter Special Instructions, if applicable. If the user would like to add an attachment, select Add
an attachment. The Findings File Upload Detail screen displays. There is a 15MB size limit to
uploaded files.

Select Browse and navigate to the file to upload.

Enter a description in the text box.

Multiple attachments may be entered; however, the Add an Attachment link must be selected
for each individual attachment. Selecting Modify and then Browse

Browse for an existing attachment will overwrite the previous file with a new file.
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e Complete the Finding Tracking section to reflect the Current Status, Corrective Action Required,
Due Date, and complete the Reviewer Response to CAD text box.
e Select Save.

e Select Submit for Acceptance.

Review Findings and Corrective Action Documents Rewview 10; 16514
Form: - Eabacl hrai - ]
Question: — Ealact Guarition — %]
Finding 1D;

Finding Description
Add Stendard Cammeent:

L
Ao n]a g e a | [ T 2[R | Font|osina -
Sinw [deteat | K| BRE e REZIEE i = v
. £
Reguired Corrective Aclicn:
&dd Stendand Comment:
U-
Aol pl gl g el LIC TIERS SUE SEar-T0 RPN L b
Sige defwst | % |gf B R EG O NETE R == | W

Special Instrsctions:

Sponser Corrective Action Response:

Dogusnent Afbachmenis

B Sgondos may iubmit svpplenental isformation relited to their Cormectres Action by salecting the '8dd an sttachment’ brk.

Action Comments Uploaded By

You may &dd an sttachment only stter creating the CALD, chck on save bution

rinding Trackimg

Current Status: WAl Blitid
Corrective dction Required; | Aoion Reguined  w
Drae Dute: -
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Figure 135: Findings Review Details Screen
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Clicking the Modify link from the Procurement Review Findings screen (Figure. 43) opens Figure 64.
Modifying Findings Corrective Action Screen.

e Update the Finding Description and Required Corrective Action text boxes as needed.

e Enter Special Instructions, if applicable. If the user would like to add an attachment, select Add
an attachment. The Findings File Upload Detail screen displays. There is a 15MB size limit to
uploaded files.

e Select Browse and navigate to the file to upload.

e Enter a description in the text box.

e Multiple attachments may be entered; however, the Add an Attachment link must be selected
for each individual attachment. Selecting Modify and then Browse for an existing attachment
will overwrite the previous file with a new file.

e Complete the Finding Tracking section to reflect the Current Status, Corrective Action Required,
Due Date, and complete the Reviewer Response to CAD text box.

e Select Save.

e Select Submit for Acceptance.

To modify a Technical Assistance entry, select Modify from the Procurement Review Dashboard. The
following Technical Assistance screen will be displayed. For this screen vendors are broken down by
name/type.

e Select the View or Modify link for Technical Assistance. The Technical Assistance list page
displays.
e Select View or Modify next to the desired Technical Assistance.

e Clicking Modify opens the specific Technical Assistance screen.
e Make any desired changes.

e Provide appropriate documentation within the text box.

e Select Save.

Clicking on Add Contracting Entity Technical Assistance will allow the user to add new Technical
Assistance entries.

e Select Add Contracting Entity Technical Assistance or Add Site Technical Assistance link. The
Technical Assistance pop-up displays.

e Enter the Technical Assistance details.

e Select Save.

As with the case of the AR, no fiscal action is required during the first procurement review cycle. Only
when repeat findings of documented noncompliance are identified may fiscal action be assessed.
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However, when noncompliance is identified, findings, and technical assistance provided must be
documented and corrective action required. The following required corrective action must be followed:

e When a solicitation of bids/offers was used to award contracts without language based on
lowest responsive bidder/responder most advantageous with price as the primary factor, State
Agencies must require CEs to rebid these contracts in time for the next school year.

e  When unallowable costs provisions are determined, States must require CEs to immediately
amend contracts to remove unallowable cost provisions.

e |f the State Agency requires an CE to amend a contract, no other contract modifications may be
made other than those approved by the State Agency for the purposes of the corrective action.

e States may require the CE to participate in procurement training to increase knowledge of
procurement standards and correct procurement procedures to comply with Federal, State, and
Local Government procurement standards.

e States may take other action as needed to resolve findings identified during procurement

reviews.

e When assessing the need for fiscal recovery and re-solicitation of contracts, these actions must
be assessed on a case-by-case basis and the State Agency must work with the appropriate
regional office to assess this process.

5.22 Reporting the Results of the Review

The State Agency may provide technical assistance and establish findings and required corrective action,
as applicable. State agencies must notify CEs in writing of the results of a procurement review. CEs with
guestions concerning required corrective action for program violations should be directed to the State
Agency.

5.23 Summary

The State Agency has the discretion to conduct the procurement reviews off-site, on-site, or a
combination of both if all procurement documentation needed to conduct the review can be provided
by the CE. The procurement review may be conducted as part of the AR, or as a separate review, as
determined by the State Agency. State Agencies must review all CEs once during each AR cycle. State
Agencies may add questions to the feature to ensure compliance with State procurement regulations
that may be more restrictive than Federal requirements.
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5.24 Procurement Review Bulk Scheduling

This feature creates Procurement Reviews for bulk scheduling.

5.24.1 Scheduling a Review

No ks wnNR

On the blue menu toolbar, select Compliance to access the menu screen.
Select Procurement Review Bulk Scheduling link.

Enter the search criteria.

Select Search. The results section of the screen displays.

Using the drop-down box select the Review Form set.

At the bottom of the screen, select Schedule.

Select Finish.

CT = COLYAR
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Procurement Review Bulk Scheduling =

SNP Reviews
Bulk Procurement Review Scheduling

Search Criteria

5chool Year: 2020 - 2021

Review Year:

2020 - 2021 %

CE Name: [an v
ESC Region:
TDA Region:
Review Type:
Display CE with no reviews:
Clear Search Criteria
A
Found:

Al ESC TDA |Review | Scheduled Lead Review

CE ID CE Name Region | Region | Type Date Reviewer | Status

| No data to display.
Review Form Set: Schedule Date:| | %

Figure 136: Procurement Review Bulk Scheduling Screen
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6.0 Reports

Standard Reports for the School Nutrition Programs are available to users through the Reports

component.

6.1 About Reports

The Reports component of the SNP module enables users to run, view, and print reports containing data
maintained within the program. The Report List contains all reports available within the SNP module.
Once a user selects a particular report, the user may be prompted for additional parameter information.

Access to Reports is generally provided to authorized users to help review and manage statewide data.
The Reports menu displays only reports to which the user has access.

6.1.2 Generating a Report

1. On the blue menu toolbar, select Reports. The Reports menu screen displays.
2. Select areport to generate. The respective report’s parameters screen will display.
3. Identify the report parameters.

6.2 Report Parameters

Most reports require one or more parameters to be entered in order to customize the report to the
user’s specific needs. Report parameters are useful to also limit data contained in the report or control
how the information is sorted or grouped. Below is an example of a report parameters screen.

Reports *

School Nutrition Programs Reports

Report Filters
Report Group: | ALL V|

| Apply Filter |

Figure 137: Example of a Report Parameter —CE Profile Report

6.3 Reports

From this window, the user can:

e View the report, page-by-page.

e Change the zoom percentage of the displayed report.
e Search the report using the “Find/Next” feature.

e Select to export the report data (see next section).

e Select to print the report or specific pages.
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6.3.1 Exporting a Report

Once the report is generated, the user can export the report in a variety of formats including:
XML, .CSV, .PDF, and Microsoft Excel.

1. Inthe top menu bar of the generated report, select a format in the Select a format
box. The Export link becomes active.
2. Select Export. The system will open a new window and display a pop-up confirmation

asking if the user would like to open or save the file.

Do you want to open or save SponsorProfileRK001v01.xlsx from ohuat.cnpus.com?

Open Save b Cancel

Figure 138: Open or Save Confirmation Pop-Up Screen

3. Select either the Open or Save option. The desktop software will manage the opening

or saving of the file.
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7.0 Security

The Security menu option within the Child and Adult Care Food Program module is the access point to
the Change Password and User Manager functions.

7.1 Security Menu

The Security menu option within the Child and Adult Care Food Program module is the access point to
the Change Password and User Manager functions.

7.1.1 Accessing the Security Menu

1. Select Security on the blue menu toolbar to access the menu screen.
2. Select a security item to access that security function.

Security =
Item Description
Change Password Change Password for Logged-In User
User Manager User Manager
CE System Logins Contracting Entity System Logins
L

Figure 139: Security Menu Screen

7.1.2 Accessing Change Password

On the blue menu toolbar, select Security.

On the Security menu, select Change Password. The Change Password screen displays.
Enter your New Password.

Re-Enter the New Password.

Select Save to receive a confirmation message.

Sk wN e

Select <Edit to return to the recently modified Change Password screen or select Finish

to return to the Security menu.

Security > Change Password =

Change Password

Flease enter your new password, then re-enter your new password to verify it. Select Save to continue.

Mew Password: |luuuuu |

Re-Enter Mew Password: | |

Figure 140: Change Password Screen
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Please Note: Security configuration settings require a password ten (10) to twelve (12)
. J(' characters in length. Please note that the password must be at least ten (10) characters in
X\(“?DT\,““ length. The password must contain at least one number, one letter, and one special

character (e.g., !, ?, /). Passwords are case sensitive.

7.2 User Manager

The User Manager allows authorized users to set up and maintain various components of a user’s
security access. The features within the User Manager enable you to add new users, set up and modify

user profiles, change passwords, and set assigned groups, security rights, and associated CEs.

7.2.1 Accessing User Manager

1. On the blue menu toolbar, select Security.
2. Select User Manager to access the Search for User screen.

7.2.2 Searching for a User

Before proceeding in the User Manager, a user must always be searched for and selected. If a
user has already been selected or are elsewhere in the application, return to the User Manager

screen.

1. From the User Manager/Search for User Page, select the type of search on the Search
By drop-down list. Enter the Last Name or Username in the text box, and select Search
or select All to display a list of all users. A list of users matching the search criteria

displays.

The names displayed are dependent on the user’s type. The chart below describes how
a user’s type is denoted and which users will be displayed in the search for each type:

User Type

Denoted by

Users displayed

Administrators

"Yes" in Administrator column

All

State Employees

Names and User IDs in bold

Non-administrators

CE users

Non-bolded names; blank administrator column

Non-administrators

2. Select a User to access the User Options menu.
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7.2.3 Adding a New User

If you have already selected a user or are elsewhere in the application, return to the User
Manager screen.

From the User Manager screen, select Add New User to access the User Profile screen.
Enter the new user's information in the User Information section.
Enter the new user's login name and password. Enter the password again for
confirmation.
(The new user is required to create a new password upon first logging in).

4. Use the buttons to select if the user is a State employee, an Administrator, and if the
user is to only be granted access to associated CEs.

5. Use the drop-down menu to select the user's status.
Select Save to receive a confirmation.

‘ Please Note: After creating a new user, it is recommended that the user is assigned to a
‘\m\enf"“\“ group. Until the user is linked to a security group, he or she does not have any security

rights and will not be able to access any system functions.

7.3 User’s Profile

The User's Profile enables a user's basic information, login, security base, and status to be viewed and
modified. In addition to name, contact, and login information, the user's profile specifies whether the
user is a State employee, an administrator, and if the user is granted access to associated CEs only.
These specifications affect which program functions the user may access. Furthermore, users specified
as Active have access to all normal functions, while Inactive and Locked users are not permitted to login
or access the system.

7.3.1 Accessing User’s Profile

On the blue menu toolbar, select Security.
Select User Manager to access the Search for User screen.
On the Search By drop-down list, select the type of search, enter the Last Name or
Username in the text box, and then select Search or select All to display a list of all
users. A list of users matching the search criteria displays.
Select the User to access the User Options menu.

5. Select User’s Profile.
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7.3.2 Viewing or Modifying a User’s Profile

1. Access the User's Profile to view or modify through the User Manager.
2. Make any necessary modifications.
3. Select Save to receive a confirmation.

Please Note: To make any modifications, Modify must be selected on the Edit menu in

XN\Q%‘:‘)\-“‘ the top-right corner.

7.3.3 Deleting a User’s Profile

\ WARNING: Once a profile has been deleted, it cannot be restored. Use caution
! \ before deleting profiles.

On the blue menu toolbar, select Security.

Select User Manager to access Search for User screen.

On the Search By drop-down list, select Last Name or Username, enter all or part of the
Name in the text box, and then Select Search or select All to display a list of all users. A
list of users matching the search criteria displays.

Select the User to access the User Options menu.

Select User’s Profile.

On the Edit menu, select Delete. A warning displays.

No v ok

Select Delete again to receive a confirmation screen.

7.4 User Assigned Group(s)

The User Assigned Group(s) enables users to be assigned to numerous pre-defined groups. Groups are
created as a way to categorize multiple users together to provide identical security settings for the
entire group. Changing any security setting for the group changes the setting for each member in that

group.
7.4.1 Accessing User Assigned Group(s)

1. On the blue menu toolbar, select Security.
2. Select User Manager, to access the Search for User screen.
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3. Onthe Search By drop-down list, select Last Name or Username, enter all or part of the
Name in the text box, and then select Search or select All to display a list of all users. A

list of users matching the search criteria displays.

Security > User Manager >

User Manager

Search for User

Search By: | | | Search

Click to list all Users = ALL

| < Back || Add New User |

Figure 141: User Manager Search Screen

4. Select the User to access the User Options menu.

5. Select User’s Assigned Group(s).

VIEW | MODIFY

User's Assigned Group(s)

User Mame: jsmith  Name: John Smith

Available Group Assigned Group
Calyar Consulting Group SNP Sponsar - APPS
Test Group SHF Sponsor - CLAIMS
State Administrator Add > SHF Supenintendant
Accounting

Weab Ars

Guest

Tast

Hote: This user is a "‘Sponsor Administrator’. Changing the Assigned Groups
will change the Assigned Groups for all related Sponsor Administrators.

EX [(cancel |

Figure 142: User’s Assigned Group Search Screen

7.4.2 Adding a User to Assigned Group(s)

1. On the blue menu toolbar, select Security.

Select User Manager. The Search for User screen displays.

3. On the Search By drop-down list, select Last Name or Username, enter all or part of the
Name in the text box, and then select Search or select All to display a list of all users. A
list matching the search criteria displays.

4. Select a User to access the User Options menu.
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5. Select User’s Assigned Group(s).
6. Once the screen displays, select the group to add the user to on the Available Group
list.

X\(\\ “.‘ﬁ'““t Please Note: To make any modifications, Modify must be selected on the Edit menu.
P

Security ® User Manager >

User's Assigned Group(s)

User Name:
Name:

.

User Security Groups

Available Group(s) Assigned Group(s)
SMP CE Admin A ESC Rep - DO NOT USE
TDA CE Assistance
ErrorCodeModify
SNP CE Suppert
FSMC Rep

FDP CE Admin

FDP CE Direct Ship

FDP Coop

FDP Processor/Broker
FDP Contracted WH
FDP Food Bank

CACFP Center CE Admin
CACFP Center CE Support
CACFP DCH CE Admin
CACFP DCH CE Support
CACFP Read Only

SFSP CE Admin

SF5P CE Support

SF5P CE Read Only
MEMNU CE Support

|SMP Apolication Support - =

.

B (s

Figure 143: User’s Assigned Group Screen

7. Select Add>.
8. Select OK on the Message box that appears.
9. Select Save to receive a confirmation.
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7.4.3 Removing a User to Assigned Group(s)

On the blue menu toolbar, select Security.
Select User Manager. The Search for User screen displays.
On the Search By drop-down list, select Last Name or Username, enter all or part of the
Name in the text box, and then select Search or select All to display a list of all users. A
list matching the search criteria displays.

4. Select a User to access the User Options menu.

5. Select User’s Assigned Group(s).
Select the group to remove the user from on the Available Group list.

‘,&“\’K Please Note: To make any modifications, Modify must be selected on the Edit menu.

&

7. Select <Remove.
8. Select OK on the Message box that appears.
9. Select Save to receive a confirmation.

7.5 User’s Security Rights

The User’s Security Rights feature enables administrators to set security rights for an individual user.
These rights determine the areas within the system's programs and modules the user is granted access.

When a user has assigned groups, the groups' default security settings will apply and display in the
user's security rights. No more rights may be given to the user than are given to the group. However,
administrators may deny user's specific rights through this feature. Users cannot modify their own
security rights.

7.5.1 Accessing a User’s Security Rights

On the blue menu toolbar, select Security.
Select User Manager. The Search for User screen displays.
On the Search By drop-down list, select Last Name or User Name, enter all or part of the
Name in the text box, and then select Search or select All to display a list of all users.
Select All to display a list of all users. A list matching the search criteria displays.

4. Select a User to access the User Options menu displays.
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5. Select User’s Security Rights to access the screen.

User Security Rights by Program
User MName: Mame:
Program Description
Combined Programs ' Lists security rights related to Combined Programs.
SNP v Lists security rights related to the School Nutrition Program module.
CACFP ¥ Lists security rights related to the Child and Adult Care Food Program maodule.
SFSP X Lists security rights related to the Summer Food Service Program module.
FOP ¥ Lists security nghts related to the Food Distribution Program module.
Accounting X Lists security nights related to the Accounting module.
Maintenance and Configuration M Lists security rights related to the Maintenance and Configuration module.
Security X Lists security rights related to the Security module.
= Back
b v

Figure 144: User’s Security Rights Menu Screen

7.5.2 Modifying a User’s Security Rights

On the blue menu toolbar, select Security.
Select User Manager. The Search for User screen displays.
On the Search By drop-down list, select Last Name or Username, enter all or part of the
Name in the text box, and then select Search or select All to display a list of all users. A
list matching the search criteria displays.
Select a User to access the User Options menu.

5. Select User’s Security Rights.

ﬁ““‘ Please Note: To make any modifications, Modify must be selected on the Edit menu.

i

6. Modify the desired information.
7. Select Save to receive a confirmation.
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Please Note: To security rights available to a user depend on the user’s assigned groups.
Only the security rights assigned to the user’s assigned groups display in the user’s
security rights. To assign additional security rights to a user that are not displayed as
options in the user’s security rights, a user will need to be assigned to a group with the
preferred rights.
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7.6 User’s Associated Contracting Entities (CEs)

The User's Associated CEs feature enables individual users to be associated with specific CEs. In order for
users to have access to system functions for a Contracting Entity, such as claims access, users must be
associated with the Contracting Entity. Similarly, users who should no longer have access to Contracting

Entity functions need to have their Contracting Entity association removed.

are associated.

A\ ‘f&“ﬁ(’ Please Note: for security purposes, users can only view Contracting Entities to whom they

7.6.1 Accessing User Associated CEs

On the blue menu toolbar, select Security.
Select User Manager. The Search for User screen displays.
On the Search By drop-down list, select Last Name or Username, enter all or part of the
Name in the text box, and then select Search or select All to display a list of all users. A
list matching the search criteria displays.
Select a User to access the User Options menu.

4. Select User’s Associated CEs. The User’s Associated CEs screen displays.

User's Associated Contracting Entities

User Name: Name:

Associated CEs
Actions CE ID CE Namie
Reamaove 00115 BRAZOSPORT ISD

(B

Figure 145: User’s Associated Contracting Entities Screen

7.6.2 Adding a CE Association

On the blue menu toolbar, select Security.

2. Select User Manager. The Search for User screen displays.
On the Search By drop-down list, select Last Name or Username, enter all or part of the
Name in the text box, and then Select Search or select All to display a list of all users. A

list matching the search criteria displays.
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Select a User to access the User Options menu.

Select User’s Associated CEs. The User’s Associated CEs screen displays.

Select Add CE to access the Add User’s Associated CEs screen.

Enter the Agreement Number or the CE Name, and then Select Search or select All to

No v s

display a list of all CEs. A list matching the search criteria displays.

8. Select Add Association to the left of the CE to associate with the User. A confirmation
message displays.

9. Select Finish. The User’s Associated CE screen displays with the newly added
Contracting Entity on the list.

7.6.3 Removing a CE Association

On the blue menu toolbar, select Security.
Select User Manager. The Search for User screen displays.
On the Search By drop-down list, select Last Name or Username, enter all or part of the
Name in the text box, and then Select Search or select All to display a list of all users. A
list matching the search criteria displays.
Select a User to access the User Options menu.
5. Select User’s Associated CEs. The User’s Associated CEs screen displays.
Select Remove to the left of the CE to remove. A confirmation message displays.

7.7 Reset User’s Password

The Reset User’s Password enables a user’s required password to be reset to login to the system.

Please Note: Passwords can be reset for user’s who have forgotten their passwords. If a

._" \ﬁ user attempts to log in with an incorrect password, a Login error will display. The user will
X‘“QHT “ be temporarily locked out of the system after six unsuccessful login attempts. Remember,
g passwords are case-sensitive.

7.7.1 Resetting a User’s Password

1. Onthe menu toolbar, select Security.
Select User Manager. The Search for User screen displays.

3. Onthe Search By drop-down list, select Last Name or Username, enter all or part of the
Name in the text box, and then Select Search or select All to display a list of all users. A
list matching the search criteria displays.
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4. Select a User to access the User Options menu.
5. Select Reset User’s Password. The Reset User's Password screen displays.
6. Enter the New Password.

Please Note: Default settings require a password to be at least six characters in length,

XN\QM‘\'““‘ containing one or more numbers. However, these settings can be changed by State

administrators within the Configuration module.

8. Confirm the New Password.
9. Select Save. A confirmation screen displays.

Reset User's Password
User Information

First Name:
Middle Initial:
Last Name:

User Name:

Login Information

New Password: LTI T Y] |

Confirm New Password: |

Require password change next login:

[sove [

Figure 146: Reset User’s Password Screen

7.8 Impersonate User
This feature allows State administrators to assume the login ID and security rights of a user.

7.8.1 Impersonating a User

Select User Manager. The Search for User screen displays.
On the Search By drop-down list, select the type of search and then select Search or
select All to display a list of all users. A list of users matching the search criteria
displays.

3. Select a user. The User Options menu displays.
Select Impersonating User. The User Impersonation screen displays.
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5. Select the Impersonate this User button. The system will revert back to the main
program module page so the User can navigate through the program.

Security | Reports EE Programs | Help | Log Out

User List >
User Impersonation

By selecting the “Impersonate this User” button below. vou will
assume the Login ID and security rights of
for testing and QA purposes.

Impersonate This User

Figure 147: User Impersonation Screen

7.9 CE Systems Login

1. From the Security Menu, select CE System Logins to access the List screen. All users
associated with the Contracting Entity are displayed.

Security >

Contracting Entity System Logins

000032 Status: Active

Security Groups

SNP CACFP SFSP FDP No Program
MENU CE Support Staff FDP CE Administration
MENU CE Support Admin
ELMS CE Admin
SNP CE Read-Only
SNP CE Compliance
SMP CE Claims
SHP CE Application

Filter: | | Status: Fending B active (J1nactive
User Count: 1
Action  UAM Lock First Name Last Name User ID Phone Number Last Login Status

Figure 148: System Login Screen
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Please Note: Only Admin or State users can see the Detail links.

administrator is determined by the State via the User Profile under the Security
module.

-

“ﬁ(' The key symbol located in the Admin column identifies the system administrators. An
qt\

The lock symbol indicates a user that has been locked out of the system.

7.9.1 Adding a New User

1. Select Security from the blue menu toolbar.
2. Select the Systems Logins link.
3. From the Detail screen, click the Add User link.

Filter: | | Status: Pending V] active [ Inactive

‘ Add User | User Count: 13

Figure 149: Add User Link

4. The User Profile pop-up screen displays. Complete all required text fields.
5. Select Save.

rUser X
First Name * MI  Last Mame
| [ |
Title: * | |
Email Address: [£3 = | |
Phone: * | | Ext: |
Is the user an administrator for the MENU module? Oves Ono

Figure 150: User Profile Screen

activated and an email is sent allowing the user to reset their password.

—/”

h\\ f‘“ | Please Note: For new users, once the User ID has been saved, the user is automatically
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7.9.2 Selecting Security Groups

1. After completing the User Profile screen and selecting Save, the Security Groups section
displays.
Verify the list of security groups is correct.

3. Check all the applicable security groups that the user will have access to.

4. Select Save.

Security Groups X

Program Security Group Has Group
CACFP CACFP Center CE Admin

CACFP Center CE Support (Claims)
CACFP Day Care Home (DCH) CE Admin
CACFP Day Care Home (DCH) CE Support (Claims)
CACFP Read Only
Fop FDP CE Admin
FDP CE Direct Ship
FDP CE Mon Coop Proc Sch
FDP Contracted Warehouse
FDP Coop
FDP Food Bank
FDP Processor/Broker
SFSP SFSP CE Admin O
SFSP CE Read Only
SFSP CE Support (Claims)
SNP SNP CE Admin O
SNP CE Support (Claims)

SNP Food Service Management Company (FSMC) Representative

Figure 151: Security Groups List Screen

5. Once the appropriate security groups have been selected, a User ID can be generated or

assigned.
Login )(i
User ID:  [~MNot Assigned~ | [ Generate

The user designated above, and I, acknowledge that each is individually authorized on behalf of the contracting organization to
make written agreements with the Texas Department of Agriculture (TDA) to operate a food pregram, to sign documents or
reports about the agreement and to present claims for reimbursement, when appropriate, to the agency.

By enabling this system login, we certify individually and collectively that to the best of our knowledge and belief, all
documents submitted physically or electronically on behalf of the above named contracting organization pursuant to our
participation in any and all programs administered by TDA, are/will be true and correct in all respects, that they are/will be
available to support any and all claims and that we will not submit claims (excluding amended/adjusted daims) for goods or
services for which we have already received payment. We recognize that we are fully responsible for any excess amounts
which may result from errors made in relation to the completion and submission of claims.

We are also aware that deliberate misrepresentation or withholding of information may result in prosecution under applicable
state and federal laws.

We further understand that user IDs and passwords are specific to the individual and will not be shared.

Created By: on: 10/3/2016 §:54:55 &AM

Figure 152: User ID Screen
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7.10 Making Modifications to Existing Users

The Detail scre

en is mostly read-only to users. Information can be edited by selecting the Edit icon in the

section. A separate Edit icon is provided for each section: User, Security Groups, and User Login.

7.10.1 Modifying an Existing User

P wnN e

Select Security from the blue menu toolbar.

Select the Systems Logins link.

From the System Logins screen, select Detail next to username.

From the User Detail screen, click the Edit button in the upper-right corner of the
section to modify (User, Security Groups, or User Login).

Make any necessary modifications on the pop-up screen. The pop-up screens are the
same as when adding a new user.

Select Save.

ﬁ Applications I Claims | Compliance Reports l Security Search EE Programs | Year [ Help ] Log Out

Security >

00001

Status: Active

Larry Lawrence
Director
—
Security Groups
Program Security Group Has Group
SF5P SFSP CE Admin x
SNP SNP CE Admin X
:
—
User ID: llawrencel0 Status: Active I Deactivate User
Last Login: 10/03/2016 08:00:22 AM
Reset Password
- S
Notes o
Add Mote Count: 0
Action Note ID Created Note
No Notes
“ vy

Figure 153: User Detail Screen
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7.11 Action Buttons

The User Login section of the Detail screen contains administrative action buttons that control the status
of the account.

7.11.1 Deactivating a User

This button displays when the user account is active. After selecting the Deactivate User button,
the Activate User button displays.

User Login

User ID: csmith1s Status: Active Deactivate User

Last Login: N/A

| Reset Password |

Figure 154: User Login Deactivation Option

7.11.2 Activating a User

This button displays when the user account is not active. After selecting the Activate User
button, the Deactivate User button displays.

User Login

User ID: csmith15 Status: Inactive Activate User

Last Login: N/&

Figure 155: User Login Activation Option

7.11.3 Unlocking a User

Locked users are identified on the List screen by a Lock symbol in the corresponding column.

Action Admin Lock First Name
Detail Paula
Detail Larry
Detail Larry
Detail Amy
Detail ;% Mary

Figure 156: User Login Locked Users Example

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 164



C¥5 COLYAR

User Login

User [D: alenoirlo Status: Active JEEEsips mi=s)
Last Login: 03/19/2018 02:59:10 PM

Reset Password

Figure 157: User Login Unlock User Option

Please Note: The Unlock User button displays when the account is locked, after selecting
the button to unlock the user account, the button will be hidden.

7.11.4 Resetting a Password

The Reset Password button displays when the user account is active or for new users. Once this
selection is made, an email is sent to the user allowing the password to be reset within the
system.

FASSWORD RESET LINK

Food and Nutnition Drvmsson

Comtractmg Entity Name: CAYUGA 15Ds
Costractmg Eatiey: 00001

Iner ID llavrencell
User Name: Lasry Lanvence

Click the link below 1o set/retst vour password
hitg ' ocalbost 5 SR Texas Web Secunty UserPasynordSet aopa
qE=H G061 11160600360 31 31 IUMMENI03131 36353 L0 JF o DI 3P ST ED0ARS T/ LAAAASDF TR 2230 ES 1AL

I vou did not request & change 10 vour password, o if you bave an inquary, please contact the Help Desk

CONFIDENTIALITY NOTICE: This e-mml commyunscatson constifubes ehectnonic communscations withen the scope of the Electronsc
Commusscatsons Privacy Act, 18 US.C. § 2510 et seg. Thes e-maal communscation may contam nos-public, confidential or begally
pervileged information mbended for the sole use of the desipnated recipsent(s). The unauthorcred and mientional mbercephion, wse, copy
o dclovure of vuch information, or attempt to do vo, 1 stcthy profubated and may be unlawful under applicable laos. 18 US.C. §
2510 If vou bave received thas ¢-mail communicatson in emor, please mnmedimely potify the sender by renam e-mml and delee the
cngmal e-mal from your sysiem

Figure 158: Password Reset Email Example

Clicking on the link transfers the user to a new screen to reset the password. No password is
necessary for this action.
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7.11.5 Setting a Password

As the password is typed and confirmed, the green edit checks will display positive feedback
once each specified condition is met. Once the new password is saved, the user is redirected to
the login screen.

Set Password
Please enter your new passwond, then re-enter your new password to venfy it. Select Sawve to continue.
Password must be at least 10 characters long.

Password must mol match User [D,

v
% Password must contain an alpha cheracter. (a-z, A-Z)
v

Re-Erter New Patsward.

Pagdward miasl contin B lower-cade charsctger. (5-X)
Password must contain & numenc character, (0-9)

Password must conthn & specal dharacter,
[ %A )"+ -JSicmaTR 0N {1 3)
Passward must contim sn upper-case character. (A-Z)

%

Password must be confirmed.

Figure 159: Set Password Screen

7.12 Notes

The Notes section allows users to read and add notes regarding an account. This enables users to
efficiently communicate and log information pertaining to a user.

. :(' Please Note: The Notes feature is only accessible to Administrators or State users.
X\m “fu\“ Sponsors do not have access to the Notes menu option and, and therefore, will not be
T able to access any notes that were entered.

7.12.1 Creating a Note

On the blue menu toolbar, select Security.
Select the Systems Logins link.
From the System Logins screen, select Detail next to user name.

bl S

In the Notes section of the User Detail screen, select Add Note.
Notes

Add MNote Count: 1

Action Mote ID Created Note

View | Modif 1002 07/16/2018 User must reset passward and have security rights assigned.
Developer CCG

Figure 160: Notes Section
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5. Enter the Note.
6. Select Save. The note will be added immediately to the Notes section.

Note X

Delete

Figure 161: Adding a Note

7.12.2 Viewing or Modifying a Note

On the blue menu toolbar, select Security.
Select the Systems Logins link.
From the System Logins screen, select Detail next to username.

2w e

In the Notes section of the User Detail screen, select View or Modify.
Notes

Add Note Count: 1

Action Note ID Created Note

View | Modif 1002 07/16/2018 User must reset password and have security rights assigned.
Developer CCG

Figure 162: Notes List Section

5. Make any necessary modifications.
6. Select Save.
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7.12.3 Deleting a Note

1. On the blue menu toolbar, select Security.

2. Select the Systems Logins link.

3. From the System Logins screen, select Detail next to username.

4. Inthe Notes section of the User Detail screen, select Modify.

MNote X

Add new security group to this account.

Ex

Created By: Developer on: 07/12/2018 1:35:55FM

Figure 163: Notes Delete Option

5. Select Delete. A pop-up warning confirmation displays.
6. Select Delete. The note will be immediately removed from the list.

Delete Confirmation

Are you sure you want to delete this item?

Cancel || Delete |

Figure 164: Delete Confirmation Pop-Up Screen
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8.0 Application Packet Process

This section of the manual provides information on how the State can review and approve Application
Packets through the program.

8.1 Submitting an Application Packet

All new enrollment or renewal enrollment applications are initially created with a status of “Pending
Validation”. Once the Application has been saved, the systems validates the business rules and the
application’s status is set by the system to either “Error” (if any errors exist) or “Not Submitted” (no
errors, but the Application Packet has not been submitted).

Only complete Application Packets that have no errors can be submitted to the State. To submit a
completed Application Packet, the CE would select the Submit for Approval button. This simulates
sending a completed Application Packet in the mail. Application items are placed in a view-only mode
for the CE.

An Application Packet can be submitted to the State (i.e., the Submit for Approval button is enabled)
only if the following conditions have been met:

e The CE Application must contain no errors.
e At least one Site Application must exist and contain no errors.

o If the CE is using a Food Service Management Company (FSMC), at least one contract must exist

and contain no errors.

e If the CE is participating in the Community Eligibility Provision (CEP) offered by the USDA, the

Community Eligibility Provision (CEP) Schedule must exist and contain no errors.

e Allitems in the Checklist must be submitted (submitted checkbox checked and date submitted is

entered).
e The CE is not closed.

Once the CE has submitted the Application Packet, the State will review each item in the submitted
Application Packet. The State may approve each application item, deny an application item, or return
the application item and its respective Application Packet back to the CE for correction.

If the Application Packet is denied or returned to the CE for correction, the State will provide comments
within the respective Application Packet item as to why the application was denied or what needs to be
corrected in order to re-submit the Application Packet.
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8.2 Reviewing an Application Packet

Once a CE’s Application Packet has been submitted, it must be reviewed by an authorized State user.
The State must review each item included in the Application Packet and set each item’s status to
“Approved”. This includes each checklist item.

To identify which Application Packets have been submitted, State users can use the CE Search screen by
performing a search where Packet Status is “Submitted for Approval”.

Applications | Claims | Compliance | Reports | Search iEngmm: | ¥ear | Help ] Log Oust

Applications > School Year: 2017 - 2018

SMNP SFA Search
Search for SFAs

SFA ID: [ ] Packet Status:

SFA Name: [ Packet Assigned To: |

SFA Status: Active Region:

Program Status:

| Search |

Figure 165: CE Search

After locating a submitted Application Packet via the Search screen, the user should follow the following

steps:

1. Assign the Application Packet to a consultant (this may be yourself). For additional information,
see the Assign an Application Packet section.

2. Review the CE Application.
o Select the Admin option next to the CE Application item.
o Review the application.
o Update the Internal Use Only section of the application.
o Enter Internal Comments, if desired.
o Update the Application Status.
- If the application has no issues, change the status to “Approved”.

- Returning to the Application Packet screen, you will notice that the application status
is “Approved” and there is a green checkmark next to the packet item.
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- If the application requires additional information or corrections from the CE, change
the status to “Returned for Correction”.

- Ensure that you have provided information as to what needs to be corrected within
the Comments to CE field.

- Returning to the Application Packet screen, you will notice that the application status
is “Returned for Correction”.

- If the application is not valid for submission, change the status to “Denied”.

- Ensure that you have provided information as to the reason for denial within the
Comments to CE field.

- Returning to the Application Packet screen, you will notice that the application status
is “Denied”.

- If the CE has requested to withdraw the application, change the status to
“Withdrawn”.

- Ensure that you have entered information as to the reason for the withdrawal within
the Comments to CE field.

- Returning to the Application Packet screen, you will notice that the application status
is “Withdrawn”.

3. Review the FSMC Contract List (if applicable).

o Select the Details option next to the FSMC Fact Sheet item. The FSMC Contract List is
displayed.

o Select each submitted contract and review the packet item.

o Update the Internal Use Only section of the packet item with Internal Comments, if
desired.

o Update the packet item status.

- For each FSMC contract submission, if the packet item has no issues, change the
status to “Approved”.

- Returning to the Application Packet screen, you will notice that there is a green
checkmark next to the FSMC Contract List packet item.

- If the packet item has an issue, keep the status as “Pending Approval”.

- Ensure that you have provided information as to what needs to be corrected
within the Comments to CE field.
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- Returning to the Application Packet screen, you will notice that the FSMC
Contract List item will have a red arrow, signifying that the item requires
attention.

4. Review each School Nutrition Program Site application.

O

O

Select the Admin option next to the site application item.
Review the application.
Update the Internal Use Only section of each site application.
Enter Internal Comments and Comments to CE, if desired.
Update the application status.
- If the application has no issues, change the status to “Approved”.

- Returning to the Site List screen, you will notice that the application status is
“Approved” and there is a green checkmark next to the packet item.

- If the application requires additional information or corrections, change the
status to “Returned for Correction”.

- Ensure that you have provided information as to what needs to be corrected
within the Comments to CE field.

- Returning to the Site List screen, you will notice that the application status is
“Returned for Correction”.

- If the application is not valid for submission, change the status to “Denied”.

- Ensure that you have provided information as to the reason for denial within
the Comments to CE field.

- Returning to the Site List screen, you will notice that the application status is
“Denied”.

- If the CE has requested to withdraw the application, change the status to
“Withdrawn”.

- Ensure that you have entered information as to the reason for the withdrawal
within the Comments to CE field.

- Returning to the Site List screen, you will notice that the application status is
“Withdrawn”.
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5. Review the Community Eligibility Provision (CEP) Schedule (if applicable).

o Select the Admin option next to the Community Eligibility Provision (CEP) Schedule
item. The Community Eligibility Provision (CEP) Schedule is displayed.

o Review the data submitted.

o Update the Internal Use Only section of the packet item with Internal Comments, if
desired.

o Update the packet item status.
- If the schedule has no issues, change the status to “Approved”.

- Returning to the Application Packet screen, you will notice that there is a green
checkmark next to the Community Eligibility Provision (CEP) Schedule packet
item.

- If the packet item has an issue, change the status to “Error”.

- Ensure that you have provided information as to what needs to be corrected
within the Comments to CE field.

- Returning to the Application Packet screen, you will notice that the Community
Eligibility Provision (CEP) Schedule item will have a red arrow, signifying that
the item requires attention.

6. Review the Checklist items (if applicable).
o Select the Details option next to Checklist Summary. The Checklist Summary is
displayed.

o Select each checklist item for the CE and each site.
o Select INTERNAL USE ONLY from the top right of the screen.

o For each checklist item received and reviewed, identify that the items was received and
change the status to “Approved”.

- Returning to the Application Packet screen, you will notice that there is a green
checkmark next to the Checklist Summary packet item.

8.3 Approving an Application Packet

Once the State has reviewed each Application Packet item and has identified each item as “Approved”,
the State can now approve the Application Packet.

For new CEs, two levels of approval are required. Initially, an authorized State user would select the
Recommend Approval button on the CE's Application Packet screen.

Copyright © 2020 by Colyar Technology Solutions, LLC. All rights reserved. Page 173



CT = COLYAR

Once the button is selected, the Approve button is activated on the CE’s Application Packet screen.
Once the Approve button is selected, the Application Packet status is set to “Approved” and the CE can
begin submitting claims for reimbursement based on the approved Application Packet’s data.

For existing CEs, only a single level of approval is required. Once the renewal applications and required
packet items have all been reviewed and approved by, the State user selects the Approve button (i.e.,
the Recommend Approval button is not active) on the CE's Application Packet screen. Once the
Approve button is selected, the CE can begin submitting claims for reimbursement.

8.4 Application Packet Statuses

Statuses are used to manage the workflow of the Application Packet. Each packet can have only one
status at a time.
Not Submitted

The packet has a status of “Not Submitted” when the packet is created for the first time or when any of
the packet items are created, revised, or modified, but the Application Packet has not been submitted to
the State.

Submitted

The packet has a status of “Submitted” when the CE uses the Submit for Approval button on the
Application Packet screen to submit the error-free packet to the State for review.

If the packet status is “Submitted”, the entire packet becomes read-only to the CE.

All applications that are “Submitted” must ultimately be “Approved”, “Denied”, or “Returned for
Correction” or “Withdrawn”.

Approval Recommended (i.e., First Level Approved)

When a CE is new to the program, the system will require two levels of approval. This status represents
the first level of approval performed by the State before a final approval is granted.

The Application Packet screen will display the First Approval button when the first level approval is
required. After selection, this button will not display; however, the Approve button will be displayed.
Approved

The packet has a status of “Approved” when the State has approved each packet item AND has selected
the Approve button on the Application Packet screen.
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Denied

The packet has a status of “Denied” when the State selects the Deny button on the Application Packet

screen.

When a packet is “Denied”, the packet remains view-only and nothing in the packet can be modified.
The only way to edit items in a denied packet is for the State to change the status of the packet to
something other than “Denied”.

By denying an Application Packet, the status of all items within the packet is automatically set to
“Denied”. An “Approved” packet cannot be “Denied”.
Returned for Corrections

The packet has a status of “Returned for Corrections” when the State selects the Return button on the
Application Packet screen.

This status unlocks the packet for the CE and sets the status back to “Not Submitted”.

An “Approved” packet cannot be “Returned for Corrections”.

Withdrawn

The packet has a status of “Withdrawn” when the CE or State selects the Withdraw button on the
Application Packet screen. An Application Packet with a status of “First Level Approved” can be
withdrawn.

An Application Packet with a status of “Approved” packet cannot be “Withdrawn”. If an application has
been “Approved”, it can only be “Cancelled” or “Terminated” by the State (see Application Packet
section).

8.5 Application Statuses

Statuses are used to define the current state of an application packet item. Each application can have
only one status at a time.

Pending Validation

The application has a status of “Pending Validation” when the application has not yet been opened or
saved.

Error

The application has a status of “Error” if it has failed system validation rules. Data entered is maintained.

Not Submitted

The application has a status of “Not Submitted” when the application is saved without error, but the
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Application Packet has not been submitted to the State.

Submitted

The application has a status of “Submitted” when the CE has submitted the Application Packet to the
State for review (i.e., the CE has selected the Submit for Approval button).

Any application that is marked “Not Submitted” is changed to “Submitted”.

The Application Packet becomes read-only to CE users.

Approved

The application has a status of “Approved” when the State has approved the application (i.e., the State
selected “Approved” in the Internal Use Only section of the form).

Denied

The application has a status of “Denied” when the State has denied the application (i.e., the State
selected “Denied” in the Internal Use Only section of the form).

If the application is “Denied”, it can no longer be modified by the CE. Only the State can change the

status of the application.

When setting the application status to “Denied”, the State should enter a comment in the Comments to
CE field explaining the reason the application was denied.

Returned for Correction

The application has a status of “Returned for Correction” when the State has identified errors in the
application and has selected “Returned for Correction” in the Internal Use Only section of the form.

When setting the application status to “Returned for Correction”, the State should enter a comment in
the Comments to CE field explaining the reason the application was returned.
Withdrawn

The application has a status of “Withdrawn” when the State has selected “Withdrawn” in the Internal
Use Only section of the form.

If the Application Packet has ever been approved, there will not be an option to withdraw.
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8.6 Claim Statuses

Statuses are used to define the current state of a claim. Each claim can have only one status at a time.

Not Eligible

The claim has a status of “Not Eligible” when there is an application condition that is preventing claiming
for the selected month (e.g., CE or site is not authorized on the Application Packet to operate for the
selected month or the Application Packet status is not “Approved”).

Incomplete

The claim has a status of “Incomplete” when the claim has been created in the system but the Save
button was never clicked (e.g., timeout, logout, etc.). The system saves the data that has been entered,
but no edits have been performed.

Error

The claim has a status of “Error” when the claim has been submitted and has business rule violations.

Pending

The claim has a status of “Pending” when the claim has been saved and on-line edits have been
performed, but the claim has not been submitted and validated with additional edits (e.g., 60/90 days
edit, etc.). Applicable only when the CE is participating in CE-level claiming.

Validated

This site claim has a status of “Validated” when the site claim has been entered, validated, and contains
no errors. Applicable only when the CE is participating in site-level claiming.

Accepted

The claim has a status of “Accepted” when the claim has passed all on-line edits and additional edits
(e.g., 60/90 days edit, etc.), and is ready to be included in the payment tracking process.

Accepted*

The claim has a status of “Accepted*” when the claim has been selected by the State for inclusion in the
batch payment process. However, if the batch process has not run, the claim cannot be modified. Should
the claim require a change, a revised claim must be submitted.

Processed

Claim has been fully processed and has been sent to the State’s Accounting Office for disbursement of
funds.
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