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I. STARTING THE SNT COMMODITY WEB PAGES

1. Open your Internet Browser

2. Use the mouse to cl iiatkhe bomofthehBeowserpage. Thehe A Locat i
entire address should be highlightedtart with, if not, highlight it with the mouse.

3. Type in the followinghttp://dpi.wi.gov/fns/index.htmio replace the address. Scroll down the web

page to AOrder USDA Commod W CommatlityGréedngi on, and t he
System. 0

4. The f ol l owiNmg sftl @@ ri yowheked to eatpr phe @dser ID and Password
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5. Type in your User ID. This theUser ID that is used for the Commodity Order System and for

the fiscal claim system (agency code). Press TAB or use mousavioto the Password entry
box.

6. Type in the password. This is the password that is used for the Commodity Order System and for
the fiscal claim system (4 digit passwdrdnless your agency has changed the fiscal system
password; then passwords witht match. After you have entered the User ID and Password,
click on the Login button.

7. Once you have entered the commaodity system, a message board will be displayed. The message
board may change on a daily/weekly basis as necessary. Impodatessuch as delays in
products, will be displayed on this message board. Therefore, please make sure to read the
information displayed on this page. Once you have read the message board information, click on
the AConti nueo buttheanessdgdbmard infosmatiom.c at ed bel ow

8. Select the program year by clicking on the desired program year. Program year is listed by the
fiscal year. For example if thlune delivery/pickup is June 208 click on program year 2@0
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9. Please noteif your agencyparticipates in more than one type of USDA Commodity Program [i.e.
National School Lunch Program (NSLP), Emergency Food Assistance Program (TEFAP), or the
Summer Food Service Program (SFSP)], the systéiindefault to the most recently used
program. Theefore, please make sure that under the Progsaationthe system indicates
ASFSP. o

10. If the system has defaulted to a different program, click on the name of the program that is
currently |listed to the ri ghttothefridittohtee wedr d fAProg
AProgramd the system inddcates ANSLP. O Click on

11. You will then be taken to a list of commodity programs that your agency currently participates in.
Click on ASFSP. 0 The system wil/l now change to t

Il. Contract Application and Delivery Location Forms

1. Once you have selected the desired programayebprogram typehe School Food Authority
Summary Screen will appear. All of your school specific information can be found on this
Summary Screen. The Summ&green is set up in a tabular format. Each of the tabs contains
school specific information. (The tab choices as listed below are: Applications, Entitlement,
Surveys, Allocations, Inventory, Orders and Invoicing).

2. In order to participate in the USBZommodity Program, your agency must first review and
completethe School Food Authority Contract Form and the Delivery Location Form. If your
agency does nanterthe information contained on the School Food Authority Contract Form and
Delivery LocationForm, your agency will not be able to use the system.

3. To Review and Edit the School Food Authority Contract Form, use your mouse to click on the edit
button that is | ocated below and to the right of
Form. o
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4. Review and upddenterall of the information listed on the School Food Authority Contract Form.
Pl ease note: the default for the Name title is
necessary.

5. Inrow (41) the system tis2 delivery options. However, for the Summer Food Service Program,
the State delivery methadust be selectedTherefore, this line will be defaulted to the State
delivery method and grayed out to prevent entry for the Summer Food Service Prégram.
agencies that also participate in the National School Lunch Program during the school year and are
using a commercial distributor to delivery commodities during the school year, you may still have
the commercial distributor pielsp the commaodities from éhstatecontracted warehouse.
However, for the Summer Food Service Program, BiRInot provide the commodity order
information to your distributor. Your agency will be responsible for providing the commodity
order information to your distributor and fecheduling the pickip with the stateontracted
warehouse.

6. Please disregard rows (42(44) on the School Food Authority Contract Form. These rows do not
apply to the Summer Food Service Program.

7. Once you review and update the informatiany will need to check on the box located in row (46)

to certify the information on the form is correct

School Food Authority Contract FornRlease noteif you forget to check the box in row (46),

the famwillnotbe submitted and wil|l remain in fiPending
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8. After you have submitted the School Food Authority Contract Form, you will be taken to a
message screen that will indicate whether you form has been successfully subRetiddhe
message to ensure that the form was submitted successfully. At the bottom of the message screen,
it will heretaot egoi Glod ckchool Food Aut holheigt yt SSummar y .
go back to the School Food Authority Summary Screen.

9. After you have submitted the School Food Authority Contract Form, your contract status will

change to fiPending Approval . o This means that th
do not need to wait for DPI to approve this forrRlease noteatfter the first initial approval of
your School Food Authority Contract Form, the ARe

was displayed prior to being fiApproved. 0

10. Next you will need to verify the information on the Delivery Location Fdfrgour agency has
indicated that you will pickup product from the staigontracted warehouse, the delivaddress
portion of theform will already be completed by DPI. Therefdfgiou will be pickingup
product from the warehousgou will only needto completethe contact information portion of
this form. For these agenciesie warehouse listed will be the one that your agency will need to
pick-up product from.Please make sure when you list delivery contact information that the
contact listed hadirect involvement with the delivery/pielp of the commodities. The delivery
contact person will be the person called, if there is a deliverylpdksue.

11. Toreview and enter the necessary informatiortfierdeliverylocation information, cliclon the
fiRevis@ button that is | ocated below and to the righ
Formso

12. Review and update all of the information listed on the SFA Delivery Location Form. After the
information has been reviewed and updatedc | i ck on the ASubmito button
bottom of the form.

13. After you have submitted the Delivery Location Foyou will be taken back to a message screen
that will indicate whether your form has been successfully submitted. Reatesage to ensure
that the form was submitted successfully. At the
heret o go to School Food Aut hohergt yt oS ugromabrayc. ko t oClti hcek



School Food Authority Summary Screen.

14. Afteryou have submitted and ar e i rBchéoPFmoddi ng Approval
Authority Contract Fornmand theDelivery Location Formyour agencyill be eligible to receive
Summer Food commodkts
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I1l.  Allocations (Commodity Offer)

A. Generallnformation
1. For the Summer Food Program, there are two potential places in the system where your

agency can order commodity prodigdt Product that is being directly offered to your agency
will be offered under theAllocations" tab. However, adinal items may also be available
under the splus screen. For both types, these products céounel by accessing the
AAll ocationso tab. I n order to request and rec
Program, your agency must place the order irGtbamodity Internet system froMay 3-
10". Any requests outside of this time frame will not be honored.

2. For any product that is offered and/or requested by your agendyll@ration" must first be
created in the Commodity Internet System.

The fdlowing categories will be listed for théflocation™:

a. Alloc Idi (Allocation Identification) For every allocation, the system will assign an
identification code. The identification code contains both an alphabetic and numeric
sequence. The alphalmeportion of the identification code will indicate the type of
allocation. The numeric portion is a computer assigned code. There are 2 categories of
allocations represented by the alphabetic portion of the code:

Alloc = This represents an allocatioraths a result of a faigshare allocation.
Surp = This represents an allocation as a result of your agency placing a surplus
request.

b. Alloc Datei (Allocation Date) This is the first date that your agency will be able to
place an order for the produbiat has been allocated. For the Summer Food Program,
this date will be May 3rd for the ortame June delivery/pickip.

c. Accept Daté This is the last date that your agency will be able to place an order for
the product that has been allocated. RerSummer Food Program this will be May
10th for the ondime June delivery/pickip. After the Accept date has ended, the



system will not allow any agency to edit the allocation.

d. Accepted Thi s col umn indicates t ha&uswmdicatessus of t he
that your agenchasaccessed the system, accepted/adjusted the allocation amounts,
and clicked on the AAcceptdNbutdtomt ag itmei dat
that your agenchas notaccepted/adjusted the allocation amoumgase note: If
your agency accesses the system and just views an allogatiowjll not receive the
all ocation. You must click on the fAAccepto |

e. Expire Daté This is the date by which the State will complgberr allocation requests
into delivery orders. For the Summer Food Program this will be the around or after
May 15th.

f. Avail Qty (Available Quantity) The total number of cases allocated to your agency.

Please noteafter the allocation has beenused cr eat e an AOrder o in tl
amount will be zero.
B. Ordering Products Directly Allocated (Offered) to Your Agency
1. Based on your agencies established entitlement, your agency will be offered products directly
under the Allocations" tab Please noteyou will only receive these products, if your agency
orders them. If your agency does not access the system and follow the below listed steps to
fiAccept 0 t he prwlldaetcetee theyproduct(s) thatdHaeeo gllocated to
your agency.
2. To view and/or order the product allocated, please complete one of the following actions:

a. ViewiCl ick on fAViewdo under the Action column f ¢
click on AView, 0 your agelauwyinotteeabledon!l v vi ew t |
edit the allocation in view mode.

b. EdtiCl i ck on AEdito under the Action col umn 0
on fAiEdit, o your agency will be able to reque:

3. During the allocationggiod (between May 3May 10d") when your agency can request
products, you will see both the AViewodo and th
period has ended, you will only see the fAView

madeto this allocation.
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4 . To request product duri

Action category for that particular allocation.
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5. Your agency will now see the products and amounts that are available to yoyrtageder

for this allocation. The following categories will be listed:

a. ENT Value (Entitlement Valué)This is the amount/case that USDA paid to purchase

this particular product. For every case that your agency requests, this value will be

subtract d
ent it

enn i
based

from your
ement all

agencyds total
ot ment that is

will be listed but wil|l not be subtracted

allotment.

Alloc Qty (Allocated Quantity) Based on what has been received in the warehouse,

this is the amount of product that your agency has been allocated.
Accept Qty (Accept @antity)i This is the amount of product, that your agency
would like to receive. Please note: when requesting amounts, your agenogt

exceed the number that is listed in the Alloc Qty. Your agency may request none,
less, or all of the Alloc Qty, Hican not exceed the Alloc Qty. If your agency would
like to request any additional amounts of available quantities, this will need to be done

through a surplus request, which is covered later in the instructions.
Handling Fee Per Cas$eThis is theamount/case that your agency pays for the

Department of Public Instruction (DPI) to handle the allocation and distribution of
commodities. This per fee/case will include an administrative fee, an initial storage
fee, and a delivery fee (if your agencyeéseiving delivery of commodities through

the statedelivery system).

e. Process Fee Per Case (Processing Fee PeriCégiis product is the result of a

bulk USDA commaodity being processed into a finished end product through a state

processing contr, a processing fee/case will also be charged.
f. Total Feed Based on the number of cases requested, this is the sum total of the

Handling Fee Per Case and the Processing Fee Per Case.
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Allocation |d Alloc10d1
ADVOCAP Inc-Fond Du Lac
200220 Programear. 2006
Program TEFAP
Allocation Date Lagt Acceptance Date Expiration Date Close Date
7432005 711072005 71512005 1143072005
Entitlement Commodities
APPLESAUCE 300
A351 Size: 24800 CAN 7.83 34 34 34 022 0.00 7.48
Storage: Dry
BEEF STEW CHUNKY
As80 Size: 24724 OZ CAN 2325 23 23 23 0.36 0.00 828
Storage: Dry
Total Commodities 800.97 57 15.76
Bonus Commodities
ORANGE J SNGL
Sy B — A T [l
&] I | |4 intemer
distart| @ [©] &% ~ [B] Inbox - Micrasef. || & Wisconsin CN__. Monthly Order E.. « i 404 PM

6. Listed under the Alloc Qty column for each commodithéamount of cases that your

on

per

ement a

on
Program meals served. If the product is a bonus commodity, the entitlement value
from your

your



agency has been allocated. The system automaticailjliprne quantity that your agency

has been allocated into the Accept Qty column. If you want none or less than the amount than
has been allocated to your agencyi,ifilthe amount desired for each product in the Accept

Qty column. To change the desired amount to less than your agency has been allocated, use
the tab button. This will highlight the figure that has beerfiieel and you may now enter

the desired amoun If you want none of the product, enter a zero.

Please noteyou may not exceed the amount that your agency has been allocated. If your
agency desires any available additional products, this must be done through a surplus request.
The surplus requesitill be covered later in the instructions.

7. After your agency has entered the desired case numbers for all of the allocated product, click
on the ANext Pageodo button t h#&MPORTANTI byomat ed at th
select the cancel kon (that is located at the bottom of the screen) or exit out of this screen
prior to selecting twhlaotfeNumnited &hd yodragensihb your or de
not receive the desired products.
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Bonus Commadities
ORANGE J SNGL
A299 Size: 70/ OZ CTN 593 3 3 3 019 0.00 0s7
Storage: Freezer
WALNUT ENG PECS
A259 Size: 2411 LB 50.83 2 2 2 024 0.00 0.48
Storage: Cooler
INSTANT 2
BO95 Size: 120256 0L PKG 18.20 87 57 57 019 0.00 1083
Storage: Dry
AR PUD
BES30 Size: 48/3.5 OF CUPS 12.60 34 34 34 0.10 0.00 340
Storage: Dry
CHOC PUD
B&31 Size: 48/3.5 OZCUPS 12.52 23 23 23 0.10 0.00 230
Storage: Dry
Total Bonus 1,702.21 119 17.58
Total All Commodities $2,503.18 176 $33.34
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8 . Once you have c ltonh,gdureadency will be talen té tNheesuntmarly a ge 6 b u't
page of all requested product s. Review all of

ensure the accuracy of all numbers requested.

If you find an error on the numbers that are reflected on this pagepctick t he fAPrev Pageo
(Previous Page) button that is located at the bottom of the screen and you will be taken back

to the prior page. I n order to see the APrev P
button that is located on the righ&ind side of th screen; and scroll down to the bottom of the
page.

If your agency requests less or none of the amounts that have been allocated to you, the
amounts refused will automatically become available in surplus as soon as your agency has
cl i cked o nbutoh.eAt thisfpoict,ampyagency in your same warehouse region will

1C



have access to the amounts that your agency has refused through the surplus request screen.

9. Once you have confirmed the accurascy of t
|l ocated at the bottom of the screen. (Il n or
the scroll button that is located on the riglaind side of the screen; and scroll down to the
bottom of the page.) When your allocation has been processediilybe taken back to the
AAl |l ocat i o.nlsyouwardtb ensucerthatgaur order has been updated, click on the
AiVi ewd button that is located on the far right

10. During the allocation period (betare May 3rd- May 10th), your agency can modify the
allocation request as many times as desired. Since refused product automatically becomes
available in surplus as soon as yowil agency cl i
only allow modificationghat are alecreasan the amount of product requested. Once the
Accept Date has passed, no further modifications will be possible.

C. Ordering Additional Products Through Surplus Requests
1. If your agency would like to request any available ssrphoducts and amounts, click on the
AAll ocationso tab that is | ocated on the School

2. Listed below and to the far right of the var
this button.

3. This screen wilist all surplus commodities and amounts that are available out of the
warehouse facility (Central Storage and Warehdusau Claire or Geneva Lakes Cold
Storage Darien) that services your agencyhe amounts are listed are grand totals available
out d this warehouse anake not specific to just your agency. These amounts are available
on a first come, first serve basis.
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