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Chapter 1:
Getting Started

In this chapter you will learn:
v" About Dashboard messages and widgets.
v How to navigate in the SNACS window.
v How to log out of SNACS.

v" How to use this manual.
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Dashboard

When you first login, the Dashboard tab appears. This tab provides

e My Messages — reminders to file claims and of critical Verification dates; list is updated each evening;
messages shown in bold type are unread messages; messages shown relate to your function with SNACS;
messages must be manually removed; see Appendix B: Messages.

e Current Eligibility Summary — separate counts for each eligibility are shown along with the total number of
active students; data is read only.

e Applications - Free and Reduced Price Meal Application details; shown when SNACS is used to process
applications for free or reduced-price meals; data is read only.

PEEUGLIGE  Eligibility Certification  Student Management  Reviews  Counting and Claiming  Admin
Dashboard
L Category Subject Eligibility Count
Verification Verification Collection Report o Free 493
verification Vesification has not been Completed Direct Certificabon 17
11/14/2014  Claims High Breaktast Count Other Certification 24
| 11142014 Claims High Brealdast Cownt :ppllcabnn 140
arryover 1
11/14/2014  Claims High Breakfast Count
Other m
| 1171472014 Claims High Breakfast Count Reduced 244
11/13/2014  Verification Verification Collection Report Carryover 3
| 11713/2014  Verification Verification has not been G Application 18
1113/2014  Claims High Breakfast Count Other 23
| 11/13/2014  Claims High Breaktast Count Paid 2,686
111372014 Claims High Breakfast Count Total Active Students 3423
| 11/13/2014  Claims High Breakfast Count
ET—— Yot Cotiscion fepat
2 ~
| 11/13/2014 Verification Verification has not been Completed Status Count
111372014 G Hiigh Breakfast Count
Bims High Breaklast Coun Upl 185
Claims High Breakfast Count
Online 49
Claims High Breakfast Count
Total Not Processed 234
Caims High Breakiast Count
Processed 137
verificatien Vesification Collection Report
Notified 23
Verlfication has not been ©
| Declined 13
| f4ll1(2 3 4 567 89 10 - [h|iM| Pagesie: (20 ~
2l = Confirmed 63
254 ite 83
Verfied il
Total Processed 323
Grand Total 557

Page | 10 Wisconsin Department of Public Instruction
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Chapter 1: Getting Started

Viewing a

Message

In the My Messages list

message listing.

Date Category Subject
10/29/2014  Verification VerificatioMhas not been Completed T
10/28/2014  Ciaims High Breakfast Count 5|
10/29/2014  Claims High Breakfast Count &
10/29/2014  Claims High Breakfast Count 53]
10/29/2014  Claims High Breakfast Count &
10/20/2014  Claims High Breakfast Count B
10/29/2014  Claims High Breakfast Count T
10/29/2014  Ciaims High Breakfast Count 153§
10/29/2014  Claims High Breal t T
U4 - 21 22(23/24 25 26 27 28 29 30 .. | b || M

Page size: |10—'| 1254 items in 126 pages

= Click a Subject link in a

[=] SNACS - View Message

Date: 10/29/2014
- Claims

Subject: FNS Claim Data Overdue

Your August 2014 claim has not been filed. Claims must be entered in the FNS

system within 60 days after the end of the claiming period.

The message appears in
View Message popup.

popup.

the

= Click to close

the View Message

Wisconsin Department of Public Instruction
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Printing a Message

In the My Messages list

= Click a Subject link in a
Date Category Subject message listing.

E 11/14/2014 Verification ificati
11/14/2014  Verification Verification has not been Completed
11/14/2014 Claims High Breakfast Count
11/14/2014 Claims High Breakfast Count
1171472014 Claims High Breakfast Count
11/14/2014  Claims
11/13/2014 Verification
11/13/2014 Claims

1171372014 Claims

M)\ ¢)1]2345678910. 0 M oPragesie(10 ~

1254 items in 126 pages

-
&
-—
)
-
-
-
—-——
£‘:;
-
)
-
o
-
e d
©]
-
el
-—
&
-
)

The message appears in the
[=] SNACS - View Message a .

View Message popup.
Date: 111312014
Category: Verification
Subject: Venlication has riot been Completed «  Click to send
Verification should becompleledby 11/15/2014. the message to the

printer.
[

Page | 12 Wisconsin Department of Public Instruction
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Deleting a Message

In the My Messages list

My Messages -
e Click Delete (< )ina
message listing.
11/14/2014 Verification @ \verification Sample Overdue E}:
. o Yot A\ Ccaution!
11/13/2014  Verificaton @  Verification Sample Overdue B
P = You are not prompted to
11/13/2014 Verification Verification Sample Overdue : confirm the deletion.
117122014 Verifiation @  Verification Sample Overdue 3 Deleted messages cannot
11/12/2014  Verification @  Verification Sample Overdue T be retrieved.
11/12/2014  Verificaton @  Verification Sample Overdue o
11/12/2014  Verificatio Verification Sample Due Iy
11/12/2014  Vesificaton @  Verification Sample Overdue '
11/11/2014  Verification @)  Verification Sample Overdue &
11/10/2014  Verification @  Verification Sample Overdue 15
e af1]23 45670/ M Pagesiet0 ~
62 items in 7 pages

The message is removed from
My Messages the list.

Date Category Subject
| 11/14/2014  Verification Verification Sample Overdue
Verification Sample Overdue
Verification Sample Overdue
Vesification Sampie Overd
Verification Sample Overdue
Verification Sample Overd

“

)

Verification

18] 151 &

| 11/13/2014  Verification

-

1a]

Verification

11/12/2014 Verification

| &l

&)

Verification

11/12/2014 Verification Verification Sample Overdue

Verification S le O i
Verification Sample Overdue
Veri Sam| ue

Verification
11/10/2014 Verification
11/9/2014 Verification

e1]23 4567 p|[M Pagesize:|10 ~

18] 1] 5] 1] &

61 items in 7 pages
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Module Navigation

When you log in to SNACS you see one or more modules that your user-role has permission to access. You will
see one tab for each module.

To access a module

Dashboard  Eligibility Certification  Student Management Reviews Counting and Claiming [tag] Click the module tab.

-
The module home page is

System Administration

@ Sites and Users

displayed.

& Management

The Admin module offers two (2) categories in the navigation bar on the left of the SNACS web page.

J Note
Categories and menu selections to which you have access are those appropriate for your role within SNACS.
Therefore, when you log in to SNACS, you may see a subset of the tabs and categories shown above, or you
may see a subset of the menu selections that are reviewed in this manual.
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Log Out of SNACS

Logging out of SNACS can be performed from any page.

To log out of SNACS from
any page

= Click Logout.

Siric

BERLLESGE  Elgibility Certification  Student Management  Reviews Counting and Ciaiming  Admin

B Free 108
o Direct Cenification 14
. = Other Certifcation 12
High Beeakfast Count B :“"""““"“" 3;
: = ATyover

igh feealed 5
High Breakdast Count = Cither 40
High Becakdast Count B | Raduced o
Ml He vl Connt - Camyover 5
High Bewabd st Cocing B Application B
Hicahy Bewaldant Cowing B Other 26
High Bevadant Coxand E Faid 3258
Wieltlz23a5678¢10 _ p|M Pagesize 0 - Total Active Students 240

The Wisconsin Department
of Public Instruction page is
displayed.

For security reasons, you
should close your browser if
you do not want to
immediately login to other
DPI online programs or
services.

Wisconsin Department of Public Instruction Page | 15
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How to Use This Manual

Style conventions are used to help you relate what you see in this book to what you see on the SNACS website.

Text Conventions

Item

Convention Example

Button

Clickable icon

Clickable link

Field name

Group nhame

Key name

Category name

Menu selection

Message

Module Name

Page name

Window name

Selection sequence

Graphic as seen on page

Icon name in bold followed by
graphic

Bold, underlined

Bold, underlined, capitalization
as seen on page

Bold, capitalization as seen on
page

Small caps

Bold, title caps

Bold, capitalization as seen on
page

Italics, enclosed in quotes,
capitalization as seen on page

Bold, title caps, enclosed with
square brackets

Italics, title caps

Bold, capitalization as seen on
page, separated with “>"

Italics, title caps

Click = Apply |
Click Calendar ( | -

Click the User Name in the User Name column.

In Role, select a role.

In First Name, enter the user’s first name.

In the User Profile group...
In the Roles group...

TAB key
ENTER key

The Sites and Users category is...

Select Login Details on the...
“User successfully updated.”

[Admin]
On the Site Details page...
[Admin] > Management >Eligibility Guidelines

In the Report Viewer window, click...

Table 1.1 Text Conventions

Page | 16
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Category and Page Conventions

Categories
SFAs
Menu selection —¢ ¢
Users
Login Details
Pages
Group Name
Page Name Field Selection box
Site Name =
Role ~ Status & Last Name First Name
Al (V]| |Active [v] | ||

— Collapse Category

Button

Clickable button

ool District

Last Name First Name User Name SFA Name Site Name Status Roles
ams-Friendshi Adams-Friendshi

Admin Deploy SEADRIIGEdnl, SOmme-Arendthin AMS-TNENCSID  Active  SFA Admin

School District Elementary

: Adams-Friendship _ Confirming Official,

) J b Active
09y 4000 S School District Verifying Official

Adams-Friendshi;
TestAdamsUser TestAdamsUser TestAdamsUser o Acive  Claims

School District

-Fri i lai i

o qo S Adams-Friendship . Claim Preparer, Authorized

Rep, Determining Official

ABCDEFGHIJKLMNOPQRSTUVWNYZ A

14 (4 [1] 2| ) pagesize[20_~

4 items in 1 pages

vV AN

Clickable button Page size selection Clickable link

Wisconsin Department of Public Instruction

List size message
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Icon Conventions

Several icons are used in this manual to alert you to particular information that is critical or helpful to your use of
SNACS.

Icon Name What it means

6 Note Additional information on the use or operation of the command or topic.
A% Careful! Information that is critical to the use of the feature or menu selection.
v Tip Information that may help to use the feature more effectively.

Table 1.2 Icon Conventions

Message Conventions

Messages are displayed above the page name. The following message conventions are used in the software.

Message What it means Example

Type

Confirmation | Affirms the success of the operation;
no action is required.

Error Indicates that an error has been
made; action is required to
successfully complete the operation.

Table 1.3 Message Conventions

Page | 18 Wisconsin Department of Public Instruction
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Using List Display Controls

] some pages isplaylstngs on

Site Grade Eighilty  Basis multiple pages. Display controls
i o |-Au- ] |- AL [} |- AL - . are provided below the listings to
Student ID ID Type Last Name First Name Status :

[Local D [v]] | [ | [Actve [¥] move between the pages.

Two types of controls are
s | | provided:

Local ID State ID Last Name First Name Site Grade Birth Date
720032166 Z'BRIEN LAUREN Taénter EI PK Q471772006
860018947 ABEOTT AMBER Tainter €l 10 04/25/1993
350080924 ABBOTT JAYLON Tainter Ei 11/18/2000
390080923 ABBOTT JAYLON Tainter EI 08 11/18/2000
960021231 ABBOTT KEISHA Tainter EI 06 06/23/1994
1234567890 abc Ly Jefferson EI o8 05/05/2005

1007340 390098339 390098339 ABDALLA CAIDEN Tainter £ 12 04717/2006

1000746 560039831 ABRAHAM ELLANCRE Tainter El 10 03/28/2006
390053726 390053726 ACORD JENNIFER Tainter £l 01 04/18/2006
300048718 350048718 ACREE KALES Tainter El 02 04/19/2006

L st |: 2345678910k |M Pagesze 10 - 3458 items in 346 pages

\ \ = Page controls:

@ To change the number of
listings displayed on a page,
select a number from Page
size drop-down list.

e To display the last page of

. .M
listings, click ‘:j

e To display the next page of

3
listings, click = .

e To display a specific page of
listings, click number button

such as H .

® To display the previous

<l
page of listings, click = .

—e To display the first page of
14
listings, click LE .

Wisconsin Department of Public Instruction Page | 19



Chapter 1: Getting Started SNACS SFA User Manual - Student Management / Counting and Claiming / Admin

Page | 20 Wisconsin Department of Public Instruction



SNACS SFA User Manual - Student Management / Counting and Claiming / Admin Chapter 1: Getting Started

< End of Chapter »
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Chapter 2:
Student Management

In this chapter you will learn how to:

v’ Search for a student record(s).

AN N N NN

View a selected student record.

Update a student record

Add a student record.

Manually change student eligibility.

Upload an image or document to a student record.

Add notes to a student record.

Student Management at a Glance

Menu Selection Description

Manage Students

Search for, display and add a student record, and manage student eligibility, files
and notes.

Student File Upload

Upload a file with student data to update current records.

Duplicate Student
Report

Table 2.1 Manage Students Menu Functions

Ok Note

Categories and menu selections to which you have access in SNACS are those appropriate for your assigned
role(s). When you access the Manage Students menu, you may see a subset of the menu selections listed

above.
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Manage Students ~ The Students function:

= Adds new student records.
Students

»  Searches for student records.

Student File Upload .
= Updates student record details.

e

Site Grads Eighiity  Basis = Site, Grade, Eligibility,
i 2 o [~ AL ] [~ AL v and Basis are set to
Student ID DT Last Name First Nam Status " "
[ Luc‘iﬁD v E:as | ._ : | A‘:tive [v] ALL".
[ Avply |[ Reset = ID Type is set to "Local
|. Students _|-""’° ID".
E-‘:-‘-._'S.::.‘. Locai ID State ID Last Name First Name Site Grade Birth Date n Status is set to ”Active”.
Page Functions
Field/Button Description
Apply Click to list all student records that match the selected search criteria.
Reset Click to clear all selected search criteria.
| Add Click to display the Add New Student page; use the Add New Student page to
manually create a Student record for new students.

Table 2.2 Manage Students Page Functions

Wisconsin Department of Public Instruction Page | 23
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Listings: Students

Each listing in Students includes:

Header Name Data Type Description

SNACS ID Sortable; Identifier assigned by the SNACS system.

Local ID View only Sortable; Identifier assigned by the local SFA.

State ID View only Sortable; Identifier assigned by the state of Wisconsin.

Last Name View only Sortable; Student's last name.

First Name View only Sortable; Student's first name.

Site View only Sortable; Name of student's assigned school location.

Grade View only Sortable; Student's assigned grade level.

Birth Date View only Sortable; Student's birth date; birth date is in the format of
MM/DD/YYYY.

Table 2.3 Students Listings

Page | 24 Wisconsin Department of Public Instruction
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Searching for a Student Record

N, e e

Site Grade Eligblity  Basis = Enter or select search
Adams-Friendship EI [v] |- ALL - (] [-ALL - [ | -ALL- & conditions, as needed.
IDType LastName First Name Status
[ | LocaliD ]| [And | [ | [Active [
L - Click _APPlY | .

o records to display. |

| e
search conditions are shown in

Site Grade Eligibility Basis

| Adams Friendship €1 [v]| |- ALL - N [-AL- ] [-ALL- = the Students list.
Student ID 1D Type Last Nama First Name Status
[ ] |tocalld [v]| [Anderson i ] [Actve =]

|
| |
4 Students | Aga_ || =
N | |
[ SMACSID Local ID State D Last Name First Name Site Grade Birth Date [ ]
N | |
p | 100000l 1000001 ANDERSON SERRA Adams-Friendship £ 06 02/02/2000 ™
| |

Wisconsin Department of Public Instruction Page | 25
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Viewing a Student Record

Site
RS

Student ID

IDType

Last Name

LocaliD [v]| [FORD

SNACSID

Locai ID State ID

Mo records to dispiay.

Last Name

First Name

Site Grade

On the Students page narrow
search results by

» In Site, select a site.

= In Grade, select a grade
level.

= In Eligibility, select a
benefits eligibility.

Birth Date

» In Basis, select a basis
for the eligibility.

= In Student ID enter one
identifier.

= In Last Name and First
Name, enter complete
or partial names.

= In Status, choose an
available status.

. Click LAomly |

e ]

On the Students page
= C(Clicka SNACSID link in

She = i cuae _ Elgtaity __ Sasis

A= [ - | o | & a student listing to open
Student ID IDType  LastName First Name Status .
[ ][tecain ] [FoRD 1 | [Acive 9] the details for that
student.

Students

SNACSID Loca! I Sate D Last Name- First Name Site Grade Birth Date

i%ﬂ_ I 1000031 FORD RUTHER Grand Marsh B o8 12/28/2000

|

Page | 26
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Tab 1 - Details

Student Details: RUTHER FORD - 1000031

The Details tab lists basic
student information, such as

« Back to Students . . . .
: - if the student is active in
Detalls '\ Demographics |\ Eligibility Group '\, Eligibility '\ Images/Documents |\ Notes(3]
\ \ \ \ SNACS.
\ Enroliment History '\
f:::ama :;I':;ER Site Grand Marsh -Elamenuiry School 1[ - G Note
Middie Name | Lot ™~ Make changes to student
:::r: :;hona {19;::3:?1:8 (Guardian 1) ek i data in the Student
LocaliD | 1000031 Information System and
L State ID . .
Apt D#101 import them into SNACS.
City Sheboygan . .
e - X Eligibiity Changes made directly in
Zip 52525 Eligibility Basis Start Date End Date SNACS COUId be
Free Income 11/8/2013 /3102014 overwritten by the next
import.
[ Student s active P
[ Cancel | Save |
Tab 2 - Demographics

-
Student Details: RUTHER FORD - 1000031

CIPhone []Email [ Letter

Primary Guardian Information

First Name

Last Name

Middle Name

Last 4 of SSN
Home Phane
Wark Phone

(979) 798-6768
T e

Email

= to i}

Details [ Demographics .(". Eligibifity Group *'-\ Eligibifity -". Images/Documents -'\ Notes (3}
X Enrnl.‘mer.:-Hz:roiy. \

Ethnicty -~ Select - i~

Race |- Select - . v

Gender - Select - v

Language - Select | v|

Birth Date ~ |12/2872000

Notification Preferences

Secondary Guardian Information

First Name
Last Name
Middle Mame
Last 4 of SSN
HomePhone |(_)__-__ |

WorkPhone  |_J__ -

Email I |

[(concet |[ Save |

The Demographics tab lists
demographic and Guardian
information imported from
the Student Information
System or entered in SNACS.

3 Note
Make changes to student
data in the Student
Information System, not
in SNACS. Changes
made in SNACS could be
overwritten by the next
import. (Guardian
information may be
updated by the import,
but will not be erased.)

Wisconsin Department of Public Instruction
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Tab 3 - Eligibility Group

owmrmeniom | A
tudent Details: H -1 1
displays all the students in the

B same eligibility grouping
[ Details |, Demographics T Eligibility Group Eligibility Images/Documents  \  Notes (3) =1 (receive their benefits from

\ Enroliment History |\

WLl ALY . the same source).

Students in Eligibility Grou . .
Students are combined in an

ot fmiwe MR mee R fe fe eligibility grouping when they

are processed on an

application together or
received their eligibility
through DC Sibling Match.

FORD RUTHER 1000031 1000031 Grand Marsh Blementary School o8

% Note
No changes can be made on this tab.

Tab 4 - Eligibility
| ..o e
Student Details: RUTHER FORD - 1000031 B .
student’s status history. The
most recent record is listed
[ Demils '\ Demographics \ Eligibility Group |  Eligibility '\ Images/Documents | Notes(} first.
"\__ Enroliment History |
EE | .ot e
Eligibility .. N .
original eligibility record with
Status Start Date End Date Pracess Date Basis Application Processed By Comments i .
Free 11/3/2013 731014 1/3/2014 Income ] snacs admin no income Status Of Pald and BaS|s Of
Free 1182013 7312014 182014 Faster ] SnGes odmin [parents deceased " Defa u |t" .
Free 11/8/2013 7312014 1182015 Income 211 sngcs gdmin
Free 8/14/2013 11/7/2013 8/14/2013 Foster 0 snacs admin parent s il Any student without an
Frez 75172013 8713/2013 13172013 Head Start o snacs admin MANUAL MATCH . . .
Free T/22/2013 75072013 Tr22/2013 Foster o nacs admin parent Is il appllcatlon or Other baSIS for
Paid 71772013 T3 747013 Defautt 0 snacs admin Free or Reduced Status is
* Note: Rtalics indicates historical aligibility records that have been gverwntten or not applied g iven a Reason of “Default”.
Cancel || save |
3 Note

No changes can be made on this tab.
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Tab 5 - Images/Documents

Student Details: RUTHER FORD - 1000031

« Back 1o Studenis

| Dewits \ Demographics '\ Eiigibility Group '\ Eligibility | Images/Documents |\ | Notes 3)

Y Enrcliment History '\

Documents

SampleDoc docx

ample t

SampleDoc.docx

i sl

The Images/Documents tab
displays documents or other

files that have been uploaded
pertaining to the student.

Tab 6 - Notes

I Student Details: RUTHER FORD - 1000031 I

« Back to Students

\ Enroliment History

l Details \‘\\ Demographics ‘\ Eligibility, Group f"\l Eligibifity f'\l Images/Documents ] Motas (3]

Student Notes

Add Notes

Previous Notes

£/14/2013 10.00:24 AM snacs admin
student will start school 1 week late due to leg surgery

712212013 12:21:50 PM snacs admin
Student has a weekly orihodontia appointment on Wed afternoon untll January

7/22/2013 9:28:11 AM snacs admin
Student can only be picked up by father.

The Notes tab lists all notes
recorded for the student in
Previous Notes. New notes
are entered in Add Notes.

Notes are shown in
chronological order with the
most recent note shown at
the top of the list.

Wisconsin Department of Public Instruction
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Tab 7 - Enrollment History

. Student Details: RUTHER FORD - 1000031 I .
The Enrollment History tab

« Back 10 Students displays each school in your

| Detaits D:r.—-.or;ral::h-(', .{\__ [Ilg-bl.’lly_\’:iup .{\__ Eligibility -.,\.\ ImagesDocuments | Notes Eﬁ_}__ SFA in Which the Student has

| Enrolment History '\ been enrolled. The most recent
Enrolmnt History  Eat | record is listed first.
st start Date nd Date Activry Date Student history may not be
Grand Marsh Eiementary School 7172013 /A 74172013 Complete. Information

displayed on this page is a
function of the user's
permissions.

Although the Enroliment
History can be edited on this
page, it is recommended that
changes in enroliment be
imported from your Student
Information System.
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Adding a Student Record

site Grade Eligiilty
~ALL - v —ALL- v —ALL- [v]
Student ID 1D Type Last Name First Name
Localld [¥] [ |
Students
I SNACS 1D Local 1D State ID Last Name First Name
Mo records to display.

On the Students page

. Click |Add..|.

Dk Note

Student records may be added
on this page, but importing
student records using the
Student File Upload function
is strongly recommended.

|I

Letalls \

:Frsmame

m Last Name

| |

u Middie Name
1 Home Phone
B Address

| |

|}

| |
ot

= City
| |

m State
| |

John

Smith

Robert

1{980) 5551234

(Guardian 1)

1234 Maple Street

l

W]
25252 I

Site - Select — ™ -
Grade ~Select— v
Enroliment Date | &
SNACS ID
Local ID
State ID
—
Eligiility Basis End Date
Said Cefaulr TA12014

[+ Student is active

On the Add New Student -
Details tab in the student
contact group

= Enter the student’s First
Name and Last Name
(required).

= Enter remaining
information as needed.

Wisconsin Department of Public Instruction
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Detaiis

First Name
Last Name
Middie Name
Home Phone
Address

Apt
City
Stata
Zip

John

Smith

Robert

(880) 555-1234

(Guardian 1)

wi
25252

(IR R R RERRERERRRRRRERERERERER N
Site Adams-Friendship Middle School ﬂ =
u Grade o7 [v]

:Enro{knenlﬂale [121272013 |

s EEEEEEEEEEEEEEEEEEEEEN
SNACS 1D
Local ID
Stata ID

End Date |

Ll i ]

On the Add New Student —
Details tab in the school

group

= Select the student’s
assigned school Site
(required) and Grade.

= Enter or select
Enrollment Date
(required).

I Add New Student |

On the Add New Student -
Details tab in the ID group

In Local ID, enter the

student ID assigned by

Details T
First N Joh
gkl L Site Adams-Friendship Middle School [v/]| *
Last Name Smith o7 % —
Middle Name | Robert Greda : &
Home Phone |(980) 555-1224 (Guardian 1) Enroliment Date i12.!'2;'2I:H3 =
P AEEEEEEEEEEEEEEEEEEEEEEEEEDR
Addrass [1234 Maple Straet | . ]
! m SNACSID u
n
Aot ] % Local D 567891234 n
| |
Gty Bakerehold ] 5 Staeld 1166998877 o
= |
State wi Tu L]
Zip 25282 |
Enigibility Basis End Date |
Pad Default 7312014 |
[+ Student is active
' Notes

the school.

= In State ID, enter the
Wisconsin state ID (if
known).

= Verify the Student is
active check box is
selected if the student is
active.

. Click |

The SNACS ID is automatically generated by the system for students added manually or through the
import process.

If the Local ID is not entered, a message appears; see the last step in this procedure for more information.
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Add New Student

(L

First Name
Last Name
Middle Name
Last 4 of SSN
Home Phone
Work Phone
Email

Demographics \
IIIIIII

a S S EEEEEEEESEEEEEEEN
lEthnidty Mot Hispanic/Latino [v]
aRace White ~
:Gen:lar Male [v]

B anguage English  [v]

:B’ldh Date ‘IZJ'ZB&DM B

¥ Notification Preferences

]

w & Phone I Email [ Letter
fE s EEEEEEEEEEEEEEEEEDN

Primary Guardian Information

(980) 555-1234
=¥ —= =

First Name

Last Name
Middle Name
Last 4 of SSN
Home Phone
Work Phone
Email |

On the Add New Student —
Demographics tab

= In Ethnicity, enter the
student’s ethnicity.

= In Race, enter the student’s
race.

= In Gender, enter the
student’s gender.

= In Language, enter the
student’s language.

= In Birth Date, enter the
student’s birth date
(required).

= In Notification Preferences,
select the parent's preferred
method(s) of notification.

Add New Student

First Name
Last Name
Middle Name
Last 4 of S5N
Home Phone
Work Phone

Email

"\en Is ] Demographics
Ethnicity Not Hispanic/Latino
Race White
Gender Male l ~|
Language Englrsh [v]
Birth Date |121282000

Notification Preferences

¥ Phone [¥IEmail [ Letter

EEEEEEEEE NN NN NN NN EEEEEEE NN NN EEEEEENEEEEEEEEEEEEESR
e o i
n

i Primary Guardian Information

L]jl<]

[Barbara

[smith

[Jane

[1234
[og0) 8551238
\(305) 555-1234

jsmithi@email com

.l First Name

. Last Name Smith
l. Middle Name Kenneth
.l Last4of SSN (2345

[T T TWET

. Home Phone {9‘&0)555-1234
-' Work Phone (385) 555-1234
.l Email |smith@amail.mm ]

. On the Add New Student -
Demographics tab in the Primary

‘Guardian Information group

= Enter primary guardian
information.

On the Add New Student -

Demographics tab in the

Secondary Guardian Information
‘group

= Enter secondary guardian
information, if available.

= Click .

Wisconsin Department of Public Instruction
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If the Local ID is not entered, the

SHACS SN iidute Sudent IDs @ | SNACS - Vvalidate Student IDs
) . . popup displays.
You are trying to save a student record without entering a value for
Local ID. On the SNACS - Validate Student
If you click Continue a Local ID will be generated by SNACS. IDs popup, do one of

To enter a Local ID, click Return to Edit.

= Click @ to use

the SNACS ID as the Local
ID, or

. Click | RetumtoEdit |

return to the Add New
Student page and enter the
Local ID.

I Continue I Return to Edit

A save success message appears.

I Student details were saved successfully

|

« Back 1o Students
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Updating a Student Record

I Student Details: RUTHER FORD - 1000031 I

« Back to Students

»

X X
Details h L i Y Eligibility Group

El

‘Y\ Images/Documents ‘Y\ Notes (3) §

A

L1

| ——
\ Enroliment History

First Name W -

Last Name FORD .

Middle Name

Home Phone |(979) 798-6768 (Guardian 1)
Address 1234 Victoria

Apt D#101

ciy Sheboygen .
State w ]

Zip 52525

Site ' Grand Marsh Elementary School ' "
Grade |08
SNACSID 1000031
Local ID I 1000031 *
State ID |
Eligiblity | Eot |
Eligibility Basis Start Date End Date
| Free Incame 11872013 TN |
[ Student is active

On any tab of a student record
= Make changes as needed.

= (lick

| Student details were saved successiully

Student Details: RUTHER FORD - 1000031

Details | D A bility Group b ".. Images/Documents '-.' Notes {3}
, Enrcliment Hestory .
FirstName  |RUTHER —
Site Grand Marsh Elementary School [~ *
Last Name |FORD _— :
Middie Name Srage & &
Home Phone |(379) 798-6768 (Guardian 1)
Py %% icton SNACSID 1000031
s = LocallD  [1000031
State ID
Apt D#101 |
City Sheboygan
Edit
i W Ellgibitity | Edt |
Zip 52525 ] ety fass Start Date £nd Date
Free Income 11/8/2013 7312004
[¥| Student is active
s

A success message appears.

Wisconsin Department of Public Instruction
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Changing Eligibility

| Student Details: RUTHER FORD - 1000031

« Back to Students

Images/Documents Y Notes (3}

| Details  \ Demographics .-\_ Eligibility Group Elgibility "‘
\ Enroliment History
First Name |RUTHER - !
Site Grand Marsh Elementary School [v| *
LastName |FORD — — 4
Grad 08 [
Middle Name [ ¢ ~
Home Phone [(979) 798-5788 (Guardian 1)
S SNACSID | 1000031
Address 1234 Victoria
Local ID 1000031
— State ID
Apt D#101
City Sheboygan
State wi
Zip —55525 ] Basis

| Free

Income 182013 7/u2014 |

[ Student s active

On the Details tab of a student
record in the Eligibility group

D

Click = Edit

Note

Changing Eligibility directly
on the student record is
not recommended.
Eligibility should come
from processing.

SNACS - Change Eligibility Status

Eligibility
Basis
Start Date

End Date

Comments

'Reduced v -

Other

\11:3:2013

[7131!2014

A |[<]

[eed
[55:

|

128
[+ed

]

Status change via letter

In the Change Eligibility Status
popup

In Eligibility, select the
eligibility.
In Basis, select a reason.

In Start Date, enter or
select a date on which the
new eligibility begins.

In End Date, enter or
select a date on which the
eligibility stops. By
default, End Date is the
last day of the Academic
Year (plus the minimum
grace period). Unless
there is a specific reason
to enter a different End
Date, use the default.

In Comments, enter
comment text (required).

OK

Click
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Paid ™ - Free ™~ - Available Basis for each
Conkmabon Review Eligibility type are shown to
Defa Confirmation Review

_un DC Foster the left.
Ef“‘e" DC FoodShare
Incomplete Refused Benefits g?er%"t;;msmw
Other Verification FDPIR
Refused Benefits FoodShare
Verification Foster
Withdrawal Head Start

Homeless
Income

Migrant

Mixed Categorical
Other

RCCI

Runaway
Verification

W-2 cash benefits

On the Student Details page

Student Details: RUTHER FORD - 1000031

« Back to Students .
" C I IC k N
[ Detasis \ Demographics {'-._ Eligibikity Group ( Eligibility "'\ Images/Documents "'\ Nates [3}
.\_ Ensoliment Hs:'..';r,'-
First Name RUTHER —
Site Grand Marsh Elementary School [v| *
Last Name FORD i 1 073 —
Middie Name ece | ¥
Home Phone |(979) 798-6768 (Guardian 1)
Add 1234 Victori 1 SNACSID | 1000031
g i LocallD  [1000031
State ID
Apt D#101 |
City Sheboygan
swe W
Zip 52525 | Egity Bass Start Date £nd Dats
Free Incame 1872013 T3L/2014
[ Student s active

A success message appears.

\ Eligibifity Group ) Eligibite
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Adding an Image / Document

Student Details: RUTHER FORD - 1000031
I I tab

« Back lo Students

Enigibility Group Eligibirity Images/Documents | Nates {

| Detas '\ Demographics

SampleDoc docx

Sampie bd
Add Document

SampleDoc.docx e

((cancel | save |

On the Images/Documents

=« Click Upload File | )

[ upload Fite

Allowed extensions:

In the Upload File popup

«  Click = Select and

use standard Windows
navigation techniques to
select a picture file.

. Click | Open [v] .

o Note
Pictures must be 50KB or
smaller.

w | 4 W Secrh GO0 Stident Filss 2
) ==

B |« Local Disk (G » 000, Student Fies

Organize »

New folder =« O 8
g Local Disk {C:) A Mame . Date modified Type

ke CIJU_Studm_Faf; [ CountD R Py
1 001 StudentiDPics £ ) FosterDocument.docx ¥

6/1/2013500PM  Microsoft Wort

File name:  CourtDocument.docx

Microsoft Word®

Use standard Windows
navigation techniques to select
a file.

. Clae

Page | 38

Wisconsin Department of Public Instruction



SNACS SFA User Manual - Student Management/Counting and Claiming/Admin Chapter 2: Student Management

p p In the Upload File popup
[ upload File (]
i = Click .
Allowed extensions:
Axt,.csv,.doc,.docx, .xIs, xisx,.pdf, jpg,.tif,.png,.bmp

@ CourtDocumentdocx  xRemove An image of the uploaded file
or the filename appears.

[ mneneon oo [
Student Detaiis: RUTHER FORD - 1000031 B
in the Add Document group.

= Back lo Studenis

L Details ‘_ Demographics '_ ‘::.:u;lbit;i-’_D_f '_ Eligibifity .' Images/Documents A _.'-'c-te;._i. \  Encoliment History . C“Ck OK

SampleDoc docx
Sampie.bd

Bl sl

Add Document -

CourtDocument.docx | pese
| =

A success message appears.
Document saved successiully .
The new document appears in
Student Details: RUTHER FORD - 1000031 the Documents list.
« Back to Studants

[ Detais \ Demographics '\ SipiiityGroup. \ Eiigiiity |  Imeges/Documents Notes () |\ Enrcliment History

i
,

sl el

SampleDoc docx

Sampie i

CourtDocumant docx

| Add Document

CourtDocument.docx
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Removing an Image / Document

Student Details: RUTHER FORD - 1000031

= Back to Students

On the Images/Documents
tab

* Click Delete ( 2 )ina

document listing.

\  Eigibiity | Images/Documents

| Detaile Demographics \ Eligibiiity Group

CourtDocument.docX  pm

(cance ] save |

In the confirmation message

)

>
Message from webpage

«  Click | OK

@ Are you sure you want to delete the selected file?

|[ oK ]l[ Cancel | ||

by

A delete success message

Document deleted successfully.
! appears.
Student Details: RUTHER FORD - 1000031

i i i

| Images/Documents Motes (1) Enroliment History

SampleDoc docx [
Sampie. td

( ¥ .
| Detalls Demographics Engibility Group

wl | sl

Add Document

SampleDoc.docx ...

[(camcet | Save]
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Adding a Note

*  Enter notes in Add

.
Student Details: RUTHER FORD - 1000031
= Back lo Students

- ~ : < - ——— Notes.

i Details \ Demographics: '\ Eligibility Group |\ Eigibility '\ Images/Documents ] Notes (1) '\ Enroliment History

- i [ Ao
Add Notes
Student has a weekly ia app on Wed unhl January

v

772272013 9:28:11 AM snacs admin
Student can only be picked up by father.

T .
Student Details: RUTHER FORD - 1000031 .
Previous Notes group.
« Back o Students

|- Detals |\ Demographics '\ EigibiltyGroup |\ Bigibilty \ Images/Documents ] Notes(2) '\ Enroliment History \
Add Notes
.lllllllllllllllllllllllllllllllllllllllllllllllll.
n I otes L]
| |
T 7222013 12:21:50 PM snacs admin -
% Student has a weekly on Wed until January -
| |
T 772212013 9:28:11 AM snacs admin -
o Student can only be picked up by father, .
n | |
.-------------------------------------------------.
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Student File Upload
The Student File Upload function:

Students = Uploads student records and applies updates to the database.

= Searches for import records.
Student File Upload

; _ By default, on the Student File
‘Student File Upload

(Student Data Import Upload page
Browse = Start Date and End Date are
Reset set to the current date.
(Search By—
Start Date End Date
6/2472014 e G24r2014 [i] Apply
|_-:: .I.lere_sh“l
ispla
Page Functions
Field/Button Description
Apply Click to list all import records that occur during the selected date range.

| Import Click to upload a student file.

‘ Browse l Click to select a student import file.

Reset Click to clear all selected search criteria.

Table 2.4 Student File Upload Page Functions
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Listings: Student Data Import History

Refresh

Start Date

Students

End Date

Activated

Students Added Failed Total

Inactivated

Unchanged
e i Status
Records eco

Records  Records R

Records

Records

0 0 0 0 Completed

Completed

Each listing in Student Data Import History includes:

Data Type Description

Header Name
Start Date

End Date

Student Activated
Students Inactivated
Unchanged Records

Added Records

Updated Records

Failed Records

Total Records

Status

View only
View only
View only
View only
View only

View only

View only

View only

View only

View only

Sortable; Date and time import was started.

Sortable; Date and time import finished.

Sortable; Number of student records that were made active.
Sortable; Number of student records that were made inactive.
Sortable; Number of student records that retained original status.

Sortable; Number of student records added to the student
database.

Sortable; Number of student records to which changes were made.

Sortable; Total number of records in the import file that could not
be processed.

Sortable; Total number of records updated from the import
process.

Sortable; Completion status of the file import.

Click to view file import details

Table 2.5 Student Data Import History Listings

Wisconsin Department of Public Instruction
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Uploading a Student File

on the StUdent F[le Upload page
Stwdent File Upload
= Click .

[ impor | | Resst |
earch By
Start Date : End Date’ - .
[sr2412012 |E  [oowe014 | & [ Aoy |

Student Data fmport History for Adams-Friendship School District

Students  Students Unchanged Added Updated Fatled Total

St Dats Eod Dt Activated  Inactivated P_.E(I‘)fﬂi Records Recards Records  Records

{0 records to dusplay.

In the Upload File popup

(=] Upload File (]

. Select
Allowed extensions: txt, gees « Click __~~"—

In the Windows Open popup

QU Computen kEaeN Dk 1C) - DECMER e » [ 49 |[ search 000 Student Fies »  Use standard Windows

i i Rl = @ navigation techniques to
5| Documents *  Name : Date modified Type | find and select a file.
‘h :‘"“ i E R M NlR  EE EERE DR E
BF e - L] Studentimpon Aug013.6¢  8/14/20131031 AM _ Text Document
.V'dﬂ-“ L R R R R R R R R R R R R RREREN]

«  Click Open |v

/= Computer
&, Local Disk (C:)
J. 000_Blog
1. 000_ChicagoPresentation
J. 000_Special_Business
4. 000_Student_Files
A 001 _StudentiDPics

File name:  Studentimport_Aug2013.6t
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(=) upload File

Allowed extensions: txt, csv, tsv

@ Studentimport_Aug2013.txt  xRemove

In the Upload File popup

= Click

Student File Upload

Student Data Import

Uploaded File: Studentimport_Ai
I I iBsast)
| S——
Search By
Start Date End Date
[s24zots B [sevan A

Studant Data Import History for Adams-Friendship School District

Activated  Inacthvated Records

Start Date End Date

Added
Records

Updated Failed Total
Records  Records Records

o records to dispiay.

With the uploaded file name
shown in the Student Data
Import History group

= Click .

Student data file successfully added into SNACS import serice

Student File Upload

Student Data Import
| Browse |
dmpor| || Reset
Search By
ﬁaﬂ_nala End Date
5242014 B |sizam01s B [seply |

Student Data Import History for Adams-Friendship School District

Start Date End Date o

Adtivated  Inactivated Records

Added
Records

Updated Falled  Total
ot * Status

Records  Records Records

Mo racords to display.

An add success message
appears.

Wisconsin Department of Public Instruction
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Searching for an Import Record

Student File Upload

Student Data Import

Reset |

Impart |

On the Student File Upload
page

= Select a Start Date,
if needed.

= Select an End Date,

Student Data Import History for Adams Friendship School District

Students
Activated

Students
Inactivated Records

Start Date End Date

Unchanged Added
Records

if needed.

Updated Failed Total
Records  Records Records

o records to display.

I Student File Upload I

All file import records that
meet the selected date
range are shown in the
Student Data Import
History list.

Student Data Import:
Browse
(ifmpat Resst
earch By
Start Date End Date —
EEEEEEEEEERESR AR R R ERERERRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRNNNI

- .
Student Data Import History for Adams-Friendship School District Refresh :
n
:S"m Dute Snciste Activated  Inactivated :mem ::::f‘:! ::::;d ;:i:l:?m ;T::m P :
Eii{;‘;}:;;' 0 ] o o ] 0 Q Completed  Migw.. E
ey 0 0 0 0 3 0 3 Completed View.. E
"
::;:f::m :g;f::;‘ ] 0 0 0 3 0 3 Complsted View. E
E?.ﬁi?:fm Tnﬁ:ﬁ: AM g 0 Y g 0 2 X Completed View.. E
Ei;ﬁ:;; o ?;5 ;Oé: A 0 0 0 0 ] 0 0 Completed View. :
:3;3;03 A ?3’;?:: a 0 0 0 0 3 0 3 Completed  View.. E
"
Rsousan  s0z07am 0 0 S T T
phms w5 om0 m o we
:?f;;f;;l ?:;:2::‘:“ 0 0 2 0 15 L 33 Completed View. E
:Tmi..ll:f;f:;:wlllillllﬁllllJlllllullllnllllnlllilli"i*'ldlﬁ‘!ﬁ‘-l .
F .L[_Yf 2|k || M| Pagesze 10 - 18 items in 2 pages
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Viewing Import Details

Student File Upload

Student Data Import

Browse |

| Students  Students  Unchan

|
I_|rnpnn' | Reset |

U NN NN NN NN NN EEEEENEEEEEEEEEEEY

u [Search By -

. m

m|  Star Date End Date -

| | e - m
[sr2013 = [srnaro13 ey g

m = S o i

. m

IS N EEENNNNSEEENNNNEEEEEEEE

ged Added

Student Data impart History for Adams.Friendship School District

Updated Failed

Total

On the Student File Upload
page
= Use Search By
conditions to specify
which import
records to display.

= C(lickView...inan
import record listing.

atat Dite ot Activated  Inactivated Records Records Records Records Records Status —
8132013 8132013 I
‘ 2:36:05 PM T37.06 PM o 2 5 . . g 2 &

r
Student Import Details

« Back to Student File Upload

Type Student Import
Start Date: 8/13/2013 2:59:00 FM

Added
Updated

24
2

End Date: 8/13/2013 3:00:10 PM

Inactvated: 0

Status:

Completed

Logged Message

Activated: 24

Log Date

Swident Import Log

Import details are listed
above the Student Import

log.
In the Student Import
Log list

= Use the scroll bar to
view record

started function ReadOataFromTableAndProcess

started function UpdatelmportHistory: InProgress

Inserted -
Inserted -
Inserted -

Inserted -

13345678
1000100

12345876
12345789

Inserted - 12345242
Inserted - 1050100
inserted - 1060100
Inserted - 12345999
Inserted - 12354232
Inserted - 12333500

Bnrsshad 1AEALAL

871372013 3.00:00 PM
8/13/2013 3:00:02 PM
8/13/2013 3:00:06 PM
5/13/2013 3:00:06 PM
571372013 3:00:06 PM
8713/2013 3:00:06 PM
81372013 3:00:06 PM
B8/13/2013 3:00:08 PM
8/13/2013 3:00:06 PM
8/13/2013 3:00:08 PM
8/13/2013 3:00:08 PM
8/13/2013 3:00:08 PM

2434003 30008 DAL

messages.

Click on the column
headers to sort log
data.

. Ciick [Refesh]

update the import
Status and to
z display all records in

to

the import log.

Wisconsin Department of Public Instruction
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Duplicate Student Report

The Duplicate Student Report lists possible duplications of student records.
Duplication by Name and Address, or Name and Birth Date, or by Name and
Guardian can be selected.

Duplicate Student Report

) By default, on the Duplicate
EEE Y <ot report page

Select By .
= Select By is set to “Same

(®) Same Name, Address () Same Name, Birth Date Same Name, Guardian Name. Address” by default
r .

IIGenerate Report |

Page Functions

Field/Button Description

Generate Report Click to create report with selected data conditions.

Table 2.6 Duplicate Student Report Page Functions
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Generating a Duplicate Student Report

Duplicate Student Report

Select By

@® Same Name, Address () Same Name, Birth Date ) Same Name, Guardian

On the Duplicate Student Report
page

= Select one Select By option.

.« Click | Generate Report |

100% [¥] [ |Find| Next

Duplicate Student Review

Rice Lake Area School District

Generated on: 5/14/2015 9:30:52 AM

1007652

1007446

390042666

390042161

f23/2006

04/23/2006 JOHN ADKISON

4512 WINFIELD RD

4512 WINFIELD RD

WINFIELD

WINFIELD

1000171

1000753

390057902
350057903

01/09/1994 PENNY ADKINS

01/09/1994 PENNY ADKINS

RT 1 BOX 44

RT 1 BOX 44

RED HOUSE

RED HOUSE

1000178

1000754

10038456

720027030

720027031

720027032111

07/24/2001 CYNTHIA BUTCHER
07/24/2001 CYNTHIA BUTCHER

07/24/2001 CYNTHIA BUTCHER

PO BOX 53

PO BOX 53

PO BOX 53

1000180

1007288

1003895

1007285

1007284

1007289

1047214

720025074

720065078

720029077

720039078

720025078

720075078

721125078

09/13/2002 MARY ALDRIDGE
05/05/2010 MARY ALDRIDGE
05/05/2005 MARY ALDRIDGE
05/05/2010 MARY ALDRIDGE
05/05/2010 MARY ALDRIDGE
05/05/2010 MARY ALDRIDGE

05/05/2010 MARY ALDRIDGE

108 WOODSTONE
DRIVE

108 WOODSTONE
DRIVE

108 WOODSTONE
DRIVE

108 WOODSTONE
DRIVE

108 WOODSTONE
DRIVE

108 WOODSTONE
DRIVE

108 WOODSTONE
DRIVE

108 WOODSTONE

1012015

1060028

1008824

1012014

1012016

1012013

1021881

7210100087

7250031187

7201030087

7210300087

7250030087

7210030087

729500320087

05/10/2010 MARYE ALDRIDGES
05/10/2010 MARYE ALDRIDGES
05/10/2010 MARYE ALDRIDGES
05/10/2010 MARYE ALDRIDGEE
05/10/2010 MARYE ALDRIDGES
05/10/2010 MARYE ALDRIDGES

05/10/2010 MARYE ALDRIDGES

113 WOOD 25560

DRIVE

113 WOODSTONE
DRIVE

113 WOODSTONE
DRIVE

113 WOODSTONE
DRIVE

113 WOODSTONE
DRIVE

113 WOODSTONE
DRIVE

113 WOODSTONE
ORIVE

SCOTT DEPOT

SCOTT DEPOT

SCOTT DEPOT

SCOTT DEPOT

SCOTT DEPOT

SCOTT DEPOT

SCOTT DEPOT

SCOTT DEPOT WV

SCOTT DEPOT WV 25560

SCOTT DEPOT WV 25560

SCOTT DEPOT WV 25560

SCOTT DEPOT WV 25560

SCOTT DEPOT WV 25560

SCOTT DEPOT WV 25580
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Chapter 3:
Counting and Claiming—

Eligibility Summary

In this chapter you will learn how to

v Upload a file of student eligibility data.

v’ Generate a list of all eligibility changes for a selected time period.

Eligibility Summary at a Glance

Menu Selection

Description

Upload File

View Eligibility Summary

Import a file with student eligibility data.

Generate the Eligibility Summary report with all eligibility changes for a
selected month or date range.

Table 3.1 Eligibility Summary Menu Selections

& Note

Categories and menu selections to which you have access in SNACS are those appropriate for your assigned
role(s). When you access the Eligibility Summary menu, you may see a subset of the menu selections listed

above.

You may or may not see Upload File on the Eligibility Summary
menu.

If your site is processing applications or certifications through

SNACS procedures, the Upload File function. Doing
so overwrites the application or certification processing completed
by SNACS.
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Upload File

Upload File imports a file with student eligibility data.

When a record fails to upload and process, a failure listing appears with the

Upload File reason for failure.

View Eligibility Summary

You may or may not see Upload File on the Eligibility Summary
menu.

If your site is processing applications or certifications through
SNACS procedures, the Upload File function. Doing
so overwrites the application or certification processing completed
by SNACS.

By default, on the Upload File

Academic Year Month page

2013-2014 ~ | |April v|

Upload File = Academic Year is set to
Browse | the current year.

Reset |

»  Month is the current

month.
I ) )
Import Date:  5/20/2014 2:31.01 PM Records in File: 12 Import Detalls group dlsplays
o o the results of the import.

Failed Records group displays
each failed record and the
reason for the processing
failure.

Export To File |
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Page Functions
Field/Button Description
Browse | Click to display the Upload File popup to select a file for upload.
Import | Click to import a selected file.

Click to clear all selections, import details and failed record listings, and return

Reset
; | default settings.

| Export To File l Click to export the failed records listed in the grid as a text file.

Table 3.2 Upload File Page Functions

Listings: Eligibility Summary File Failed Records

| Export To File !

Each listing in Eligibility Summary File Failed Records includes:

Header Name Data Type ‘ Description

Local ID View only Student'’s district ID

Last Name View only Student'’s last name

First Name View only Student's first name

MI View only Student’s middle name initial
Eligibility View only Assigned benefit eligibility

Approval Date View only Date on which eligibility was assigned
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Header Name Data Type | Description

Code for benefit eligibility assignment

View only

View only Text included in Notes column of import file

View only Processing-failure reason

Table 3.3 Eligibility Summary File Failed Records Listings

Uploading an Eligibility Summary file

: y  On the Student File Upload page
e

Academic Year Month - Select an Academic Year
2013-2014 « | | April _V_J and Month

. Click LBrowse|

Import Date: Records in File:
Processed:
Failed

Local I Last Name First Name MI Eligibility Approval Date Reasan Notes Errar

Mo records to display.

Upload File o | In the Upload File popup

Allowed extensions: .txt. gBv. 157 «  Click
5

=

Select
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il In the Windows Open popup

== »  Use standard Windows
Organize = MNew folder = . . .
: - navigation techniques to

9 Eavorites Date modified y . .
E - ) find and select a file.

B Desktop s oy RN N RN R AR NN E I
1 Downloads = [ BligSumm Aprilxt 4/BRNATONAM  Tedt Document 1kE"
%] Recent Places S NN NN NN NN NSNS NN ENNNENENEENENEENEESE

7 Dropbox «  Click

Openlv

4 Libraries

|5 Documents
J‘ Music

|| Pictures
B videos

/& Computer
&L, Local Disk (C:)
J. 000_SNACS EligibilitySum _ , -

File name: EligSumm_April.bt

[Z] upload File [} In the Upload File popup

Allowed extensions: .tsv,.txt .
_ . Click Upload

xRemove

L

With the uploaded file name

Academic Year Month . .
i) [T shown in the Upload File group

Upload File 2
[Browse | = Click .

Uploaded Fite: EligSumm_April g

Eligibility Summary Import Details

Impert Date: Records in File:
Processed
Failea:

Eligibility Summary File Failed Records

First M M Eigibaity Appiowal Diste Res¥on Netes froe |

Page | 54 Wisconsin Department of Public Instruction



SNACS SFA User Manual - Student Management/Counting and Claiming/Admin Chapter 3: Eligibility Summary

Processed and failed record
totals are shown in the Import
:acauemr.ng Manth

aol | Sl Details group.
S . — ’ .

Engibitrty Summary Import Details

Eligibility Summary File Upload

A one-line listing appears in the
Import Date: 520/2014 2:31:01 PM  Records in File: 12

Processed. Failed Records group for each
Falled: 12 .
record that failed to upload and
Eigibiity Summary File Failed Records Export To File process. Error reason(s) are listed
st s __ appr ' for each failed record.
alld % OF M Hgbiy Da; Reason  Motes Error
100722 Smih Bty A E o204 2 Happy Fath Srudent record ot found in SNACS.
9021088  kanes Jack B R 0ILAM4 4 Missing Student Stugient recard not found in SNACS, Use the page controls to move
021097 lohmson  Mamih € 1 031004 8 Bad Eligibifity Code  Missing or invalid Elsgibility Code. .
S between pages of failed records,
9021086 Carter Joan (" pazoIs 1 ML Missing or imvalid Approval Date. i
TR if needed.
Deepak  Joanne  E N oSOAE0I4 14 Missing Lacal 1D A;p”:‘f d;‘:" LoD RERg A Il
9071004 Seth  F F T ERT Missing Last Mame :::f d"‘ns:z_""’ Mising ot rvelc
Q021083 Manne  Ally [ 07062013 20 2"::‘9 Elgibikty Missing ar invalid Ehgibility Code.
9021082 Alswat  Mary T 08/05/2013 '\'{c.‘:'“’““‘“" Missing or invalid Reason (Basis).
8021081  Suthers Mandy 1 o 090472013 50 Bad Reason Code Missing or swalid Reason {Basis).
B0ZI080 Streen hpsse 1 N 100032013 35 Misssng Student Student record not found in SNACS.
e LE 2| b | M| Pagesire 10 ~| 12 ftemns in 2 pages
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Exporting Failed Records to a Text File

With a listing of failed records on
display

. Click Export To File '

Eligibllity Summary File Upload

Academic Year Month

[2013-2014 | [Apr [v]
(Upioad File

Import Date:  5/20/2014 2:31.01 PM Records in File: 12
Processed: 0
Failed:

Eligitility Summary File Failed Records

First _ Appraval
Locat 1D i e Ml Ehgibdity Date Reason  Notes Error

Billy
9021098 Jones Jack B R nnving 4 Missing Student Student record not found in SNACS,
Manish

DAA12/2014 Hapgy Path Student record not found in SNACS.

03A10/2014 Bad ERgibility Code  Missing or invalid Efigibility Code.

D4/09/2015

Eligibliity Summary File Upload

In the Open / Save popup
message

Academic Year Monih
2013-2004 = | April |
View Eligitsity Summary e -

‘Maal Count
[Brawae]

|~ & |

Etigibility Summary Import Details

. Clik | oen |

Import Date:  S/20/2014 223101 PM Records in Flie. 12

Failed 12
Erigibility Summary File Failed Records Export Ta Filn
Last First Approval =
leailn Nis M Eigiiny FE Reasan  Notes feror
1000722 Smith By 4 F Ao 2 Happy Path Student recard not fourd in SVACS
S fonesJack B R @A 4 Wissog Shudent  Stuclent recard not fourd i SHACS
POII0RT fohneon  Mansh  © 1 o0l B Bad Eligibility Code  Misung o invadd Eligebding Code
21056 Carter  Joan [ netenms 1t o e o Tineal Appaal D

future

Do you want to open ce save Errorstact &71 bytes) from wisnktest01?

A text file with the failed record
o/12/2018 Happy Path | listings appears.

Missing Student
Bad E1 ?ihiﬁty Code
roval pate In future

Missing Local ID

Missing Last Name

Missing Eligibility code
08/05/2013 Missing Reason Code
05,/04/2013 Bad Reason Code
10/03/2013 Missing Student

Deepak

mEzoHEIM

Manne
Alswot
suthers

FRAUHIOMMODOA® P

mmzow

11/02,/2013 Missing Student
12/01/2013 Missing Student
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View Eligibility Summary

View Eligibility Summary generates the Eligibility Summary report.

Exgbility Summary 2 The Eligibility Summary report includes all eligibility changes for each Student ID

within a selected month or date range.
Upload File

I View Eligibility Summary I

e . oo oo
View EI lity S
| e Eligibility Summary page

| site

ool = Site Name is set to
Date Range o ALL—".
® Monthly Month: | May vl Year 2014|wv|
: To = Date Range is set to
oo “Monthly” with the
current month and year
SenestoRogen selected.
Page Functions

Field/Button Description

Generate Report I Click to generate the Eligibility Summary report.

Table 3.4 View Eligibility Summary Page Functions

Wisconsin Department of Public Instruction Page | 57



Chapter 3: Eligibility Summary ~ SNACS SFA User Manual - Student Management/Counting and Claiming/Admin

Generating the Eligibility Summary Report

. On the View Eligibility Summary
| .

Site

M- H = Select a Site or accept
Date R " " .
o —ALL—" to include all
‘® Monthly Month: | May [~] vear 2014 v it
T sites.
) Date Range From: 5102014 5/20

= Select a date range in the
Date Range group.

[ Generate Report |

. Click | Generate Report

2 !; SN

4 1 Jof136 b DI ‘ 100% [v] [ |rndinet ®W- & &

Generated on: 5/20/2014 3:28 PM

Eligibility Summary
Bangor School District
From 5/1/2014 To 5/31/2014

Site: 20 Bangor El

1001016 ABDALLA, CAIDEN
1/12/19%0 05/15/2014

5/16/2014 07/31/2014

1003952 ABDALLA, CAIDEN

4/27/2014 07/31/2014 REFUSED

1002554 ABDALLA, CAIDEN

10/10/2013 07/31/2014 | DIRECTCERT

1007109 ABETH, HESTER

4/1/2014 07/31/2014  RUNAWAY

1001017 ACORD, JENNIFER

10/10/2012 07/31/2014  DIRECTCERT

1003553 ACORD, JENNIFER

10/10/2013 05/06/2014 | DIRECTCERT

1001018 ACREE, KALEB

4/8/2014 07/31/2014 VERIFICATION

1002273 ACTON. EMERALLD

1/12/2014 07/31/2014

1001020 ADAMCZYK. STEVIE

10/22/2013 05/06/2014  HOMELESS

1002145 ADAMS, CHASE

4/10/2014 07/31/2014 | VERIFICATION

1001021 ADAMS, JORDAN

9/20/2013 07/31/2014

1001022 ADAMS, KIONA

4 DIRECTCERT
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< End of Chapter >
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In this chapter you will learn how to
v Upload a file with student meal records.
v’ Generate a list of all meal items sold.

v’ Generate a list of meal counts.

Upload File Import all records from a file with student meal records.

Student Meals Generate a list of all meal items sold for a selected date, month or date range.

Meal Count Generate a list of meal counts for a selected date, month or date range; summary or
detailed report available.

Remove Meals

Table 4.1 POS Menu Selections

3 Note
Categories and menu selections to which you have access in SNACS are those appropriate for your assigned
role(s). When you access the POS menu, you may see a subset of the menu selections listed above.
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Upload File

Upload File imports and saves POS transaction data from an upload file.

Upload File

Student Meals

Meal Count

Remove Meals

I Ly derull on the POS Fle
POS File Upload
! Upload page

Academic Year Month Site
IS I | B [BeoorEl i = Academic Year is set to
Upload File

the current year.

Browse

Reset | *  Month is the current
month.

= Site displays "—ALL—".

Page Functions

Field/Button Description

[Tm— Click to display the Upload File popup; use the Upload File popup to select a file
for upload.
Import l Click to import a selected file.
Reset Click to clear all selections and return default settings.
Refresh Click to display the most current history data for POS Upload File.

Table 4.2 POS File Upload Page Functions
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Listings: POS Upload File History

[. Refresh |

snacsadmin 5/20/2014 1:13:37 PM Bangor Mid/H Apri

Each listing in POS Upload File History includes:

Header Name Data Type ‘ Description

User Name View only Name of user who started the import job.
Date View only Date and time import finished.

Site Name View only Name of site to which imported data applies.
Month View only Serving month of imported data.

Records View only Number of records in the file.

Status View only File import status; lists error messages.

i M n -~ ny. A Sita Cadale)
a: VISSINgG or invalid aite Loge(s).

d: Missing or invalid Site Code(s).

J: Invalid Serving Date(s).

Table 4.3 POS Upload File History Listings
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Uploading a POS file

POS File Upload

I On the Student File Upload page

= Select an Academic Year,

Allowed extensions: txt, g

Academic Year  Month site.
sdibhoind Wl - ] Month, and Site
o orowe
- Click B .

POS Upload File History Rllilsh

Uset Nams Date Site Nams Manth Records Status
INo recards to display. |

In the Upload File popup
(=] Upload File (<]

. Click | Select

Organize v New folder

W Favorites

,-‘—I|.i“WII;IIIIIPi‘i“idi'vnIIIW"IIIIIII?%I]

In the Windows Open popup

»  Use standard Windows
navigation techniques to
find and select a file.

B Desktop e : | _| BangorAll_14.b¢

5/15/2014 1:53 PM

Text Document

T

& Downloads
"% Recent Places

[=7 Dropbox

4 Libraries
i_:] Documents
o Music
|| Pictures
B videos

/™ Computer
& Local Disk (C)

|| BangorMiddle_14.b¢

rn anfermafemimte n @i s caleeersn n 0 o ¥

5/20/2014 12:53 PM  Text Document

. 000_SMNACS_POSUpload E)

Open lv

13 .

Click

File name: BangorAll_14.tbd

Wisconsin Department of Public Instruction
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In the Upload File popup
[Z] upload File a
. Upload
Allowed extensions: .tsv, txt = Click - )

@ BangorAll_l4.txt  xRemove

mﬂ " With the uploaded file name
ilz Upload . .
shown in the Upload File group
Academic Year  Month

[2013-2014 %] (Apn  [¥] N_L- v

tuit |

i «  Click .

Uploaded File: BangorAll_14

POS Upload File History
User Name Date Site Name Month Records Status
sriscsadmin 5/2042014 12:52:18 PM Aprid 08B Success.

N | . 5ot ot e i ot
POS File Upload

with the status of the file upload.

Academic Year  Month
2013-2014| [v] “Apm J |- ALL— v
Upload File

lmpart Reset

| User Name

Site Nams

: snacsadmin 5/20/2014 12:5218 PM

April 2088 Success.
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Student Meals (Report)
Student Meals generates the Student Meals report for a selected site for a date,

The Student Meals report includes all imported POS transactions for the selected

Upload File ' date/date range; each listing includes
I Student Meals e Transaction Date
e Local StudentID
Meal Count e Name
e Grade
Remove Meals e Item
e POS Eligibility
- By default, on the Student
.I i Meals page
Pt = Site Name is blank.
Date Range = Date Range is set to
® Daily From: [11/1972014 =] “Daily” with the current
Monthly Month ]| Year[201[5] date selected in “From".
O Date Range From To = Sort By is set to "Date,
Student” to sort first by
oy Date and then by
®Date, Student C'Date, Meal Type (O Student, Date Student.
[ Generate Repor |
Page Functions

Field/Button Description

Generate Report I Click to generate the Student Meals report.

Table 4.4 Student Meals Page Functions
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Generating the Student Meals Report

Student Meals

Site Name
|Date Range

© Daily From:

) Monthly Month: | November [v]  Year:| 2014[v]

® Date Range From: [41152014 B To:fa302014 =]
|Sort By

®Date, Student (Date, Meal Type O Student, Date

On the Student Meals page

= Select a Site or leave blank
to see all sites.

* Select a date, month, or
date range in the Date
Range group.

= Select a Sort By option or
accept the default to sort by
Date and then by Student.

Click | Generate Report |

04/16/2014
04/18/2014
/18/2014
/19/2014
04/22/2014
04/23/2014
04/25/2014
04/27/2014
04/27/2014
04/28/2014
Head Start
04/24/2014
Hilltop Daycare & Pre-School
04/21/2014
04/24/2014
04/28/2014
Hilltop El
04/16/2014

Page | 66
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Student Meals

Rice Lake Area School District
From 4/15/2014 To 4/30/2014

1018304 Harry, Jack
730099078 ALDRIDGE, LOGAN P

1008877 Cook, Marcia
720069078 ALDRIDGE. LOGAN P
1234056789 Faith, Holy

1007653 Edwards, Melissa

1008876 Runaway. Brenda
720089078 ALDRIDGE, LOGAN P

1007228 Lockiear, Heather

740099078 ALDRIDGE, LOGAN P
1007406 Rynchy, Peter
5262635236 ghnhg. yhjyhg
441564654 b, Bunty

464161321 1w, tonyl

1031967 John, Sumana

5987122065 gfikhy, ghikuh

O [ Jrmeines

-

Milke
Breakfast
Milk
Breakfast
Lunch
Lunch
Milk
Snack
Lunch

Breakfast
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Meal Count (Report)
The Meal Count Report lists the number of all meals served by eligibility for a
_ selected date or date range. All sites in the SFA are listed by default, or a specific
site can be selected.

Upload File

Two types of reports, Summary or Detailed, can be generated.

Student Meals = Summary — lists only selected-range totals for each site

Meal Count I = Detailed - lists daily totals for each site

Remove Meals

) Meals page

Site Name

» Site Name is blank

Date Range (WhICh defaults to
® paily From: |5/28/2014 i "_ ALL-")
Monthly Month: (v|| Year V] ’
il B Yo = Date Range is set to
"Daily” with the current
Repont Type
®summary Obetailed date selected in “From”.

= Report Type is set to
“Summary”.

-Genamo Repart |

Page Functions

Field/Button Description

Generate Report I Click to generate the Meal Count report.

Table 4.5 Meal Count Page Functions
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Generating a Summary Meal Count by Site Report

. On the Student Meals page
|

» Either leave Site Name

Sita Nama

Tainter E = blank to select "All" sites or
Date Rangs - select a site.

) Daily From: |5/20/2014 P

& mousily Morks[Viay 5] Yeor| DS = Select a date, month/year,
(® Date Range From: 4152014 T To 43012014 7] or date range in the Date
T Range group.

@5 CDetailed
| TRHERY oA = Select a Report Type.

3 . Click | Generate Report

[ 14 4 T Jor1 b b @ 100%  [v] find|Net M @) &

Meal Count By Site

Rice Lake Area School Distrier
From 4/13/2014 Te 4/30/2014

- srenst tanch snack i
Fres ‘Reduced Paid Total Free Reduced Paid Total Free Reduced Paid Tokal Free  Reduced  Paid Total
Ares: Rice Lake Area School District Serving Days: 15 Serving Days: 15 Serving Days: 15 Serving Days: 15
S Tainter Ef X 159 97 3 3 378 ¥4 30 ns i3 [ Iz 38
Region Totsl v 1 559 587 13 a ars 304 14 1 301 316 15 o 221 238
SFA Total: 37 1 559 587 i3 3 37s 394 14 1 301 316 15 o E2) 38
Serving Days: Max Site Days Page 1of 1
—
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Generating a Detailed Meal Count by Site Report

s | On the Student Meals page
]

Site Name
Tainter El -
Date Range
) Daily From: (5302014
) Monthly Month: | May [v] Year| 2014[v]
'®) Date Range From [4r152014 i B To IMSEJEU_H B
Report Type
CSummary @ Detailed

Either leave Site Name
blank to select "All” sites or
select a site.

Select a date, month/year,
or date range in the Date
Range group.

Select a Report Type.

Click | Generate Report

Hod L _Jofr b b ¢ |100% - @)
Meal Count By Site
Rice Lake Area School District
From 4/15/2014 Te 4/20/2014
Serving Days: 15 Serving Days: 15
3 1] 55 &2 -] o 28
° 35 % ] i i ]
1] -] 1 -] -] 15 1%
4 k- 2 i ] 5 2%
3 1] n £ 2 ¢ n n
'] & 45 ] ] ¥ ks
OLTL0LE 4 5 45 -] ] 7 17
227204 4 a1 45 3 ] n n
3 1] » 42 1 ] ” ]
£ o »” 41 e e k- %
OLr25/2014 ) 1] <4 45 5 ] » 1

et 3 2 @ 43 b : W 2
OL/272014 2 1] 2] 2 -] H 22 n
04282014 3 ¢ 43 48 ¢ n n
04/28/2014 H ° -] 1 ] ] a2 2
Site Total: 7 1 559 597 13 3 s 54
SFA Total: 37 1 559 597 i3 3 378 3%

e

3
]
9
3

Generated on: 5/30/2014 2:40:06 PM
Serving Days: 15 Serving Days: 15
18 1% [ a 13 13
W n e Q i i
18 15 3 e 19 n
15 % 9 % i5
) n 2 Q n 3
7 Eed e £ i8
n n o 1 13
7 w c e b aw
18 n o Q 11 1n
i 15 2 e &7 20
3 kY 1 @ L] 7
u % e i B
1@ 1= © o 11 n
2 3 ] ] 1% L]
s k] 2 e 12 3
301 316 15 o 221 238
301 316 15 L] m 236
Pageicfl
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Remove Meals
Remove Meals removes meals for a selected Site, Date Range, and Meal
- Type. This allows you to correct upload errors, such as when an upload file is
applied to the wrong month.

Upload File

Caution! Removals cannot be undone!
Student Meals

Meal Count

Remove Meals I

. By default, on the Remove
EE N rreas s

Site «  Siteis set to "-ALL-".
~ALL - v
Date Range = Date Range is set to
® Single Date (3222015 B Single Date” with the
i current date selected.
" Monthly Month: v| Year: v
= Meal Type(s) is not set.
Meal Type(s)
[] Breakfast [JLunch [IMik [ Snack
Remove Meals |
Page Functions

Field/Button Description

| Far

*‘%"@%ﬁfﬁﬁm Click to remove selected meal types for the selected site and date range.

Table 4.6 Remove Meals Page Functions
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Removing Meals

| Remove Meals

On the Remove Meals page

= Either leave Site set to "All"

Are you sure you want to remove 4 meal(s)?

Site : . or select a site.

Rice Lake High School [v]

Date Range = Select an individual date, or
O single Date month in the Date Range
® Monthly Month: 'March  [V] Year 2014]v] group.

' = Select one or more Meal

| Meal Type(s) Type(s)

Breakfast Lunch Milk [ Snack yp '
. Click | Remove heals |
i Remove Meals
%3 Note: You must choose at
least one Meal Type.
] A confirmation message appears
Remove Meals with the total number of meals

that meet your selected criteria.

Meals removed: 4

Site )
Rice Lake High School [v]
| Date Range
) Single Date

i] Year: 2[]142'

® Monthly

Month: . March
| !

| Meal Type(s)
Breakfast Lunch Milk ] Snack

Remove Meals |

Remove Meals

A success message displays the
number of meals removed.

< End of Chapter >
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In this chapter you will learn how to

v’ View and enter Attendance Factors for one or more sites.
v Display a list of edit checks for a selected date or date range.
v Resolve an edit check.

v’ Generate an Edit Check report.

Edit Check at a Glance

Menu Selection Description

Attendance Factor Allows SFA to set Attendance Factor for the SFA or an individual site.
Edit Check Report Generate a list of meals served and allowable number of meals to serve.

Review Exceptions Displays a list of edit checks or discrepancies between the number of meals that can
be served for a Meal Type and the actual count of meals that were served

Table 5.1 Edit Check Menu Selections

i Note
Categories and menu selections to which you have access in SNACS are those appropriate for your assigned
role(s). When you access the Edit Check menu, you may see a subset of the menu selections listed above.
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Attendance Factor

Attendance Factor

Attendance Factor allows an SFA to set the Attendance Factor for the month for
the SFA or an individual site (depending on the Setting Attendance Factor). The
value set by the USDA may be used or a custom value may be set when manual
calculations by the SFA determine that a custom Attendance Factor is

Edit Check Report

Review Exceptions

appropriate.

Site Name

Maonth ) )
May, 2015 i '_ Apply

By default, on the Attendance
Factor page

»  Site Name is blank (which
defaults to “-ALL-"). The
Site Name dropdown will
not be displayed if the

Attendance Factor Setting
is set to “"Monthly by SFA".

Cancel |

»  Month is set to the current
month, year.

Page Functions

Field/Button Description

| Cancel I
Save I

Click to display all Attendance Factor records in the Manage Attendance list.

Click to discard changes made to individual attendance factor records.

Click to save changes made to individual attendance factor records.

Table 5.2 Attendance Factor Page Functions

Wisconsin Department of Public Instruction Page | 73



Chapter 5: Edit Check

SNACS SFA User Manual - Student Management/Counting and Claiming/Admin

Displaying Attendance Factors

Anendance Factor I

Month
e, 2075 |
Manage Attendance

[N records 1o dispiay.

On the Attendance Factor page

= Accept "All" (blank) to
view all sites in the SFA or
select a Site Name. (The
Site Name dropdown will
not be displayed if the
Attendance Factor Setting
is set to “"Monthly by SFA".

= Accept the current month
or select a different Month.

. Cick |

Site Name
=
Month _
IMay. 2015 (3
Manage Attendance: May-2015
Site Name Attendance Factor [AFj Average Daily Attendance {ADA)
| [95.00 = 95.00%) f{whole number}
Early childhood speciai Ed 95.00 {25
| Haugene 500 | 5
Head Start [ss.00 25
| Hiltop Dayeare & Pre-Scheal [0 | 5
— -
Filitop &1 [ss.00 25
| seftersong [ss00 5
Kiddie Korner Chid Care Center [s5.00 [25
| Northern Lakes Reglonal Academ |95.m |25
Rice Lake High Schoal [s500 | 5
| Rice Lake hid 95.00 |25
Rice Lake Montessori %500 | [
| Rice Lake Success |9504J |25
Tainter & ss.00 25

The current Attendance Factor is
listed for all schools / selected
school (or SFA, depending on the
Setting value).

Page | 74
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Setting an Attendance Factor

| " " ereonee Facter page
Anendance Factor

Site Name _ = Accept "All" (blank) or
:‘“:' = i select a Site Name. (The
[May, 2015 | = @ Site Name dropdown will

not be displayed if the

Attendance Factor Setting
is set to "Monthly by SFA".

Na records to display. |

»  Accept the current month
or select a different Month.

. cio 20 ]
I—] In the Manage Attendance

group
;"":75' = = In Attendance Factor in a
Mav.205 | @ [Aesy] site listing, enter the USDA

value or a custom value.

= In Average Daily

R Narie Attendance Factor (AF) Average Dadly Attendance (ADA)
o b il Attendance, enter the
| T whole number to indicate
@f@@ the number of students in
attendance (average for this
month).

. Ciae |

A save success message appears.

Aftendance Factor was saved successfully |

Attendance Factor

Tainter El -
Manage Attend® A E
S Kaene Aftendance Factor (AF) Average Daffy Attendance [ADA)
| ) 195,00 = 95.00%] {whole number)
Tainter EI 185,00 |5 i
[omeat]
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Changing an Attendance Factor

On the Attendance Factor page

Artendance Factor

Site Name = Accept "All" (blank) or

| Rice Lake High Schoot .

Month
ITuay_ 2015 e

select a Site Name.

= Accept the current month

s N 55 or select a different Month.
a—— Alt[e;:;;c: ;;c‘o‘:; ;Ar) fverage m:xqu::e {ADA) '
Tainter & 9500 B - Click .

The current Attendance Factor(s)
appear(s).

In the Manage Attendance

Anendance Factor

group

Site Name

| Ric 8¢ - .

8 e gt Sehee « In Attendance Factor in a
[May, 2015 ] site listing, enter a new

Attendance Factor value.
Manage Attendance: May-2015

= In Average Daily

SHa Natrie Attendance Factor (AF) Average Daily Attendance [ADA)
S L Attendance, enter the
i & 1.} i - |25 . .
e = ' whole number to indicate
[eest] @S:J the number of students in

attendance (average for this
month).

= Click .

I A save success message appears.

I Anendance Faclor was saved successfully

Attendance Factor

Rice Lake High School .

[May, 2015 =

Site Narme Attendance Factor (AF) Average Daily Attendance [ADA)
(55.00 = 55.00%) {whioie number]
| Rice Lakz High Schao! [sa00 s
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Edit Check Report

Edit K The Edit Check Report lists the number of meals served and the number of
= allowed meal servings based on the attendance-adjusted eligible number.

Attendance Factor submitted.

Edit Check Report I

Review Exceptions

This report highlights areas for a closer look before reimbursement claims are

. — . By default, on the Edit Check
o

| Site Name
hd L]
eal Type
—ALL— ol
Date Range
L]
* Daily From: |5/28/2014
Menthly Maonth ~| Year ~
" Date Range From: To: .
Repor Type

‘®suymmary _Detalied

i .Genurale Repaort

Report page

Site Name is blank
("All").

Meal Type is set to
II_ALL_II-

Date Range is set to
“Daily” with the current
date selected in "From.”

Report Type is set to
“Summary.”

Page Functions

Field/Button Description

Range.

Generate Report l Click to generate the Edit Check report for the selected Meal Types and Date

Table 5.3 Edit Check Report Page Functions

Wisconsin Department of Public Instruction
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Generating a Summary Edit Check Report

[oR— I On the Edit Check Report page
Site Name = Either leave Site Name
: blank to select "All" sites or
Maal Type .
ALL- <] select a site.
Date Range .
O Daily v (SRR » Either leave Meal Type set
) Monthly Month: | May ﬂ Year:| 2014[%]| to "ALL" or select a meal
® Date Range From: [4/152014 T To: 4302014 i type
ReportType = Select a date, month/year,
| @Summary CDetailed or date range in the Date
Range group.
Genarate Report
. = Select “Summary” in Report

Type.

.« Click | Generate Report |

AT Jofad 2l @ [100% M| [ Jendinet He & &

Generated on: 5/30/2014 2:23:14 PM

Edit Check

Rice Lake Area School District
From 4/15/2014 To 4/30/2014

o lnsalnm-| w | oo | s [coet | w | ma |Mn|ml = | = lnn|n-n-=| »

21 F 1 a7 3 3 o e.00( 18 17}
2 ml HEE Jl 3 ul n.ccl 18 1..?| 1! 1113 a:l 40) :l 7.4

b
i
&
"

i
®

#5.00{

sl w o oo y  d wma o  w 3 ua 2]
R I I I I I
21 20| 3 .3 3 1 o oo 18] | o oo a2 0
:l 1 nl o mI 15[ :‘:l ({ .00] :2' o
7 7o eeel @ T 8 [ I T T | |
1 ] d o] | d e 4 o o s 4 E
Head Start
Milk
| Y o of o ood o o o ocod [ o asedl ssod
Y::Ji 2' Zl 50.00 Gl UI Ul ﬁﬂtl ZI Zl CI CDOI Gl .1[ :l ISDCl
Hilltop Daycare & Pre-School
Lunch
2| 1 3{ 25.00| o a[ o 0.0C 3| 3 of .00} 15 1¢| 3| 2000 ss.00f
Tets] 2! _| :] 355:! s| u] ul cu:l 3[ _| ui aunF :5| ;4[ !| mm'

14 1| 887 $5.00
:l “"
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Generating a Detailed Edit Check Report

N, o oo pese

Site Name

Meal Type
Breakfast '~
Date Range

) Daily From: 42272014

Month: | 11 [¥] Year|2014[¥]

) Monthly
® Date Range From: |4/152014 To|4212014
Report Type-

CiSummary ®Detailed

Either leave Site Name
blank to select "All” sites or
select a site.

Either leave Meal Type set
to "ALL" or select a meal
type.

Select a date, month/year,
or date range in the Date
Range group.

Select “Detailed” in Report
Type.

Click ‘ Generate Report

4 [ Jof2: b Pkl @ 100%

R & &

(3] Find | Next

Edit Check

Rice Lake Ares Schoo! District
From 4/15/2014 To 4/30/2014

Generated ont 5/30/20138 2:28:55 PM

Free Reduced Paid Total
Date _}-,Innglom;lh q.[ugoglwlq '.-“'il“s"lc”"“l" *I“hlml‘ A
Breakfast
Rice Lake Success
4mane n 2 170 1 6 000 2 [ o oo 7 35 170 9500
i z % 17 1 ¢ 000 E E o oo » s 170 B500
e n 2% 1 am 3 1 o o0 s E G oo 2 35 170 8500
227208 % b1 1 3ms 2 2 o oo 3 s o 000 7 5 270 9500
427304 26 2 2 e 2 2 ¢ 000 3 B 1 1 7 s 1 8 85.00

] a3 a

Wisconsin Department of Public Instruction

Kiddie Korner Child Care Center
22013 1% ] 526 o ¢ o aw[ 12 1t o G0 tH = EECTI T
Total #5 0 s 5325 Q ¢ r} 0.00 &7 <5 1] c.00 142 135 s s
lGrara Totat 2,18¢ 2075 7 L: M 127 3 226 esss 418 82 C8) 8385 <5858 <12 o8
Report Legend
Zxcends Alte-dance Factar Exzeeds Bigitle Court
|
ittendance Adiusted Bigitls i the numiser of mesis slswed Defore the Attemdance Factor is seceedes Calrulsted by [Big ¥ &)
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Review Exceptions
Review Exceptions displays a list of edit checks or discrepancies between the
Edit Check % | number of meals that can be served for a Meal Type and the actual count of

meals that were served. Each edit check offers a reason for flagging the Meal

Attendance Factor Type count.
Edit Check Report Comments should be added to individual edit checks to explain the discrepancy.
Review Exceptions ]

| o e
. Exceptions page
Site Name

» Site Name is blank (which

Date Range

* Dally From: [32772015 & defaults to “-ALL-").
- o ) Y = Date Range group is set to
Date Range From: Ta " S .
Daily” with the current
vt | date selected in "From".
Ol @ Resoved @ unesoves (LT
Page Functions

Field/Button Description

: Apply ] Click to display all edit check exceptions in the Edit Check list.

Click to create the Review Exceptions report listing exceptions for the selected date
range.

Generate Report

Table 5.4 Review Exceptions Page Functions
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Displaying a List of Exceptions

I—-I On the Review Exceptions page

Site Name
Red Cedar School

Date Range
) paity

J. Monthly

® Date Range

From: |&29/2014
Month: | ey
From. 3/172014

Edit Check List

C.All @ Resolved @ Unresolved

Gensrate Report

= Accept "All" (blank) in Site
Name or select a site.

= Select a date, month or
date range in the Date

Range group.

. Clae |

[

LRI Generate Report

% Resotved  Options

Site Name

Red Cedar School -

Date Range
) Daily From; 5202014
©) Monthly Month: [May  [v]| Year|2014[v]
. EP gl =
'® Date Range From: |3112014 FE  To|529/2014 Y
Edit Check List Q ANl @ Resolved
= Meal = o Atiendance
e Date e Eigiiity Aeason migie Count =
Red Ceuat D4/29/2014  Snsck paid Peid - poceditpened. g 1 9500
School count
Red Cedar = _ Free - Exceeds approved
i 04272014 Breafast  Free i 0 2 95.00
Ked Coohr 04/27/2014  Breskfast  Paid ol ot el g 1 95.00
Schoal count
Red Cedar . Free - Exceeds approved -
e D4/27/2014  Milk Free o 0 2 2500
Red Codar 04/27/2018 Mk Paid Puid = Sprmcdsapmened . g 1 85.00
Schoal count
Red Cedar Free - Exceeds approved

: 04252014 lunch  Free sy o 1 55.00
Red Cedar e ’ Paid - Exceeds approved - N
E 047252014 Snack Paid e o 1 95.00

P MR Breaktt free oo Dedswpmed g 1 esop
Red Ceoar = i i Free - Exceens approved p
5 ; 04/20/2014  Breakfast  Free ciuk ] 8500
e 04202014 Mik piig ~Tud-Diceedsigproied. 1 sm
School count
)2 3 4 R Pagesi=(t0 -]

37 tems in 4 pages

All edit check records that meet
the search conditions are
displayed in Edit Check List.

3 Note: Refer to page 19 for
a list of techniques
to scroll among
pages in the Edit
Check List.

Wisconsin Department of Public Instruction
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Resolving an Edit Check

Review Exceptions

On the Review Exceptions page

Site Name
Sensioeracmd : = Use search criteria to
Date Ra . . .
o g Fiore (o display a list of edit checks.
Mooy Month: Moy [&] Year2014[¥] +  Click View Comments
® Date Range From: [312014 | [ To|se2014 = ( }in an edit check
[Aee¥ | listing.
site Date :"; Eiigibility. Rasson Eigivie  Count ;‘:::'”“ % fssowed  Optians
::::“r 042972014 Snack  Paid ::;l Eotiippiied g 5300 200
Red Cada Baskfast  Paid :::,:; Exceeds approved o 0.00
&) Edit Check Comments @ In the Edit Check Comments
popup
Date: 4/27/2014 .
Site: Red Cedar School » Enter comments to explain
the discrepancy between
Visiting students received meal service. the Eligiblity and Count
Add Comment values for the Meal Type.
be
. Click | AddComment |

Month. ay

From: (312014

B2 Year.; 201 -'!_:]:

The resolved edit check displays a

" &/ " (green check mark) in the
Resolved column.

T E Tolsemone |

. Meal — _ Attendance .

Site Date e Eigibiy  Resson Eighie Count % Resolved  Options
B -

fed Cefear O4/Z9/Z014  Snack Paid Bl Ortedsgppoied. 1 5500 000

Schowod count

Red Ft - Exceeds

e D4/Z7/2014  Breskfast  Free e ARpEEe S 2 9500 000 o
School count.

Prd - Excesds spproved
count
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Viewing Edit Check Resolution Comments

Review Excepliol . .
e On the Review Exceptions page
Site Name.
o ¢ »  Use search criteria to
Date Rar . . .
St - _ display a list of edit checks.
) Daily From: S292014
© Monthly Month: [May  []] Year) 2014[7] = Click View Comments
(®) Date Range From: | 3172014 ) Ta:|sr;9rzn14 & ( ) in an edit check
listing which has a % in
the Resolved column.
Edit Check List O Al ® Resolved @ Unresolved
Site Date ::: Eiigibility Reason Eligitie - Count :ﬁ:’n“ % Resolved Options
;Tfa' 04/29/2004  Snack paid :::n PR afond 0 1 95.00 0.00
ot MM Sreskast Pad oo DoiREEd T Ew 000
Free - Exceac
(=) Edit Check Comments @ In the Edit Check Comments
popup
Date: 4/27/2014 A

=  Review the comments listed

Site:  Red Cedar School
in Comment History.

["Add Comment | . click | Close

Comment History
admin snacs 5/29/2014 12:00:00 AM
Visiting students received meal service.
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Generating the Edit Check Exceptions Report

||

Site Name =
—ALL- -

Date Range
' Dally From:
v Year 2013[v]

) Date Range From; /10015 To; 2

'® Monthly Month: | April

(Ao

 Edit Check List

‘O All ®Resolved ® Unresolved [ s il
S

On the Review Exceptions page
= Select a Site Name or
accept "—ALL—".
= Select a Date Range option

and enter/select a date.

= Select the exception type
option (All, Resolved,
Unresolved).

.  Click | Generate Report

W oA Jor b K » 100% ~]

I:I Find | Hext d = & al

Generated on: 3/27/2015 8:31:58 AM

Edit Check Exceptions
Rice Lake Area School District

4/15/2013 | Enack = |

= e

Froe - Excaeds approved count a7.00| 0.00]

ancther test, ] may be & bit late for this but for anyone that's interested in this, there is a rather easy way of doing this in SSRS;

Wihes = vase

4/1E/2013 Braakfast |Fras

Y e
o u

Head Start Frae - Exceeds approved count $6.00 a.oof

|Free Free - Exceeds approved count L 1 ¥7.00 .00}

Hilltop Daycare & Pre-School 4/15/2013 | Snack

Page: 1af 1

The Edit Check Exceptions report
appears in the report viewer.

= Click 'a' to print the
report, or

= Click %' to save the
report to a file.
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< End of Chapter »
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Chapter 6:
Counting and Claiming—
Claims

In this chapter you will learn how to

v Generate a Reimbursement Claim.

Claims at a Glance

Menu Selection Description

Reimbursement Claims Generate a Reimbursement Claim for a selected year and period.

Table 6.1 Claims Menu Selections

3 Note
Categories and menu selections to which you have access in SNACS are those appropriate for your assigned
role(s). When you access the Claims menu, you may see a subset of the menu selections listed above.
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Reimbursement Claims

Reimbursement Claims generates a claim for reimbursement for meals
served to eligible patrons for a selected year and period (based on POS file
uploads). After the claim is created, it is then submitted (for review only, not
Reimbursement Claims payment). The data can also be used to enter the claim in FNS.

If data is updated for a generated claim period, the claim can be re-created.
Two reports detail claim data

= Summary Report — provides general information for each program
(number of schools, days in operation, and average daily attendance
(ADA) and meal counts).

= Detailed Report — provides counts and reimbursement amounts by
eligibility for each site.

Note: The M button is unavailable until all Edit Check Exceptions

have been Resolved.

T
Reimbursement Claims . .
| Reimbursement Claims page

Year . Month i
2014-2015[+] | -ALL- *| | Avely | = Year is set to the current
( school year.
Academic Year Month Amount Generated On Subiitted Reports | . Month is set to "—ALL—".
.:_'\-L'_'.||I“;|L-Jf'd
Page Functions
Field/Button Description
Create Claim Click to generate a reimbursement claim.
Apply Click to set the selected Year and Period.

Table 6.2 Reimbursement Claims Page Functions
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Listing Generated Reimbursement Claims

N, | e e
Reimbursement Claims
age
Year ___ Month_ - bag
20420150 | AL~ = »  Select a Year.

= Accept "—ALL—"or select a

i

Academic Year Mot Amount Generated On Subrmitted

llNo claims found. | Month.

= Click .

I : - All generated claims for the
selected Year and Month are
T e— shown in the Reimbursement
ciams it
| Acagemic Year Month Ameunt Ganerated On Summitted feparts
I;-ae-s-:ms May 2015 52828 osL3205 siaosiasieam [ Summary | [Detated |
2004 . 2015 Janisar 2015 s3m oarsians
2014 2015 Juty 2014 3000 oL/06/2015 [ Detasea |

Creating a Reimbursement Claim

'+ On the Reimbursement Claims
page
Year Month

2014-2015[=] | -ALL- = » Select a Year.

Reimbursement Claims

= Select a Period.

. Click |

Academic Year

fNo ciaims found.

2013-2014w] [March2014  [v]| [Apely

Reimbursement Claims: Academic Year: 2013 - 2014 / Period: March 2014

Year Period
Create Claim

»  Click

Academic Year Maonth Amaunt Generated On Submitted Repaorts

No ciaims feund.

e — " ® " 0T
| page

g
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A creation message appears.
Claim created
: Four new buttons appear.
Year __ Pedod
|2013-2014[v| | March2014 v

Reimbursement Claims: Academic Year: 2013 - 2014 | Period: March 2014

Academic Year Month Amoant Generated On Submitted Reparts

I 2013 - 2014 March 2014 5000 05/30/2014 | Submit | [ Summary | | Detafied |

l

Re-creating a Reimbursement Claim

] - < emorsemen e
Reimbursement Claims

page
Year Y Month
2014-2015[3] | -ALL- (=] [ oo | +  Select a Year.

I = Select a Month.
Academic Year Manth Amount Generated On Submitted Reports
. Ciick

|N'ociaimsruuna |
On the Reimbursement Claims
page in a claim listing

Reimbursement Claims

Year Period

2013-2014[%] [Apri20ota  [¥]

! Reimbursement Claims: Academic Year: 2013 - 2014 | Period: April 2014

Re-Create Claim

= Click

Academic Year Month Amount Generated On Submitted Reports
I 2013 - 2014 April 2014 5100 05/30/2014 5/30/2014 1:31:00 PM Summary | | Detailed
| |
L
A creation message appears. The

Claim created

date and time of the “re-creation”
appears in Generated On

Reimbursement Claims
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Submitting a Reimbursement Claim

Year _ Peried
2013 - 20!41] —ALL-

| Reimbursement Claims: Academic Year: 2013 - 2014 [ Period: —ALL-

On the Reimbursement Claims
page
= Display a selected claim or a
list of claims.

Academic Year Manth Amount Generated On ﬂ Reparts |
e e T I | [summary | [etated [ . Click
2013 - 2014 February 2014 $0.20 05/30/2014 Wm ™ |:| [ Detailed | Ic .
Note: The Submit button is
unavailable until all Edit
Check Exceptions have
been reviewed.
I — A submitted message appears.

Reimbursement Claims

Year Period

[2013-2014v]| [-ALL- v

Relmbursement Claims: Academic Year: 2013 - 2014 | Perfod: —ALL

Academic Year Month Amount Generated On Submitied Reports
2013 2014 April 2014 5100 0573072014 5/30/2024 1:3100 P
2013 2018 February 2014 5020 05/30/2014 5/50/2014 1:09:5% PM

The button is replaced

with the date and time of claim
submission.
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Generating a Summary Claim Report

_ On the Reimbursement Claims
Reimbursement Claims . K L
o - page in a claim listing

. Click

2013 -2014[v] |-ALL- v

Reimbursement Claims: Academic Year: 2013 - 2014 | Period: ~ALL—

Academic Year Month Amount Generated On Submitted Reports |
2013 - 2004 April 2014 $0.80 05/30/2014 |
2013 - 2014 Februany 2014 5020 05/30/2014 5/30/201 1:08:559 PM Summary |

The Claim Summary report appears and provides general program information and meal counts by eligibility
for each program.

i Note: A warning message appears on the report when meals are uploaded for a Program in which the SFA
does not participate

4 Joft b #h @ fwoow M [ |endinee H- & &

408107 - February 2014 Generated On: 5/30/2014 1:27:51 FM
School Lunch and Child Nutrition Programs
In Reimbursement Claim for School Lunch and Breakfast Programs
|| General Information
| il'rogrm Number of schools Days in operation ADA
[l |SBP - Severe need 1 1 2
Students Approved Free: 0O
Reduced: 0
Meal Counts
SBP 1 $0.20
Severe need 1 $0.20
Free ] $0.00
Reduced ] $0.00
Paid 1 $0.20
Total: 1 $0.20
Page 1of 1
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Generating a Detailed Claim Report

| et Claime
Reimbursement Claims
age in a claim listin
Year Period i p g 9
™

2013 - 2014w [-ALL-
Reimbursement Claims: Academic Year: 2013 - 2014 / Pariod: ~ALL—

. Click (LDetaked

Academic Year Menth Amournt Generated On Submitted

2013 - 2014 April 2014 $0.80 033072014

The Detailed Claim report appears. One page is generated for each site in the Claim and provides counts and
dollar reimbursement amounts for each eligibility for each program. Totals of each eligibility are listed for each
classification.

JNote: A warning message appears on the report when meals are uploaded for a Program in which the SFA
does not participate.

& http:/y L /SNACS/reportviewer.aspx - Windows Internet Explorer | Bl

4 Jof2 > M @ [rwo% M [ |redinec B @ &

Generated On: 5/30/2014 1:29:38 PM

Claims for 408107 - February 2014 Site Breakdown

School E Development & sep
Adimm Total
Severe need
Count Amount Count [ &mount
190 - Sch for Early Free e $0.00 ] $0.00
Development &
Achievement Reduced 0 $0.00 o $0.00
Paid 1 $0.20 1 50.20
Subtotal 1 $0.20 i $0.20
Grand Total 1 $0.20 1 $0.20

Page 1 of 2
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< End of Chapter »
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Chapter 7.
Admin—Sites and Users

In this chapter you will learn how to

v

AN N N NN

Describe SNACS organizational levels.

Display sites and site details for a School Food Authority (SFA).

Set the school year Start Date and Carryover End Date for all sites in an SFA or for individual sites.
Display all users assigned to an SFA.

Add a new user to an SFA and manage user details.

Deactivate a user.

Display user login history.

Sites and Users at a Glance

Menu Selection Description

SFAs Display all sites and site details for a School Food Authority; set up school year start
and Carryover End Dates.

Sites Display sites by SFA name, site type or site name; display site details.

Users Create and manage Users access to SNACS.

Login Details Display log in and log out dates and times for a selected user.

Table 7.1 Sites and Users Menu Selections

3 Note
Categories and menu selections to which you have access in SNACS are those appropriate for your assigned
role(s). When you access the Sites and Users menu, you may see a subset of the menu selections listed
above.
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About Organizational Levels and User Roles

Two organizational levels are used in SNACS:

= School Food Authorities (SFAs) which administer a school feeding program, and

= Department of Public Instruction (DPI) which monitors compliance of the administration of the school
feeding programs by SFAs.

Wisconsin DPI (State)

[ chilgren's Ranch Facility | | ([ Chiloren's Highschool )
[ cnitdren's Ranch Fadility I ) [ cnitgren's intermediate |

( chitaren's Elementary (pubiic) )

Figure 7.1 Wisconsin Department of Instruction and School Food Authorities Structure

SNACS users at the SFA organization level include individuals who are responsible for school feeding program
administration for an individual School Food Authority, such as school district Food Service Directors.

SNACS users at the DPI organization level include individuals who are responsible for monitoring the
administration of the school feeding program(s) at one or more School Food Authorities (SFAs).

Each SNACS user is assigned a “role” or roles. A role specifies access to menu selections which support the user’s
work duties in SNACS. Roles assigned to SFA-level users include menu selections to manage program
administration at the SFA. Roles assigned to DPI-level users include menu selections to manage compliance of
program administration at one or more SFAs.
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SFAs displays details for your SFA site.

Sites and Users
Academic Year Start Date and Carryover End Date are set for an SFA on the Set
SFAs Up tab of the SFA Details page. The same dates can be set for all schools in the
SFA, or individual dates can be set by school, as needed. Setting these dates is
Sites part of the “year begin” process. The Academic Year set up should be done prior
to 7/31.
Users

Each SFA has a designated Authorized Representative who is the point of
Login Details contact for the SFA.

3 Note: The date set for Start Date is the first date that online applications
are accepted through the Free and Reduced Price School Meal
Application website.

= Four tabs are shown.

Academic Year Provision 2
012-2013  ~| [Appiy| No = The Set Up tab is displayed.
Default Dates

Start Date Carryover End Date ! 0 Note

When the SFA Details page is
first accessed, the only
available tab is Set Up. The
remaining tabs become
available after Start Date and
Carryover End Date dates are
entered and saved for the
selected Academic Year.
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Listings: Site List

Each listing in Site List includes:

Description

Header Name Data Type
Site Name

Site Type View only
In Program View only
Status View only

Sortable; Complete name of the site which serves meals/snacks/milk
through administration of an SNA program.

Sortable; Grade level served at the site; examples of site types include
but are not limited to:

Elementary School Middle School
High School Elem/Sec Combined
RCCI Junior H.S.

Sortable; Indicates if site is participating in the school feeding program.
= "Yes" — School does participate

= "No" - School does not participate

Sortable; Indicates that the site is actively participating in administration
of one or more SNA programs.

Table 7.2 Site List Listings
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Setting the Same School Year Start Date and Carryover End Date for All Sites

' On the Set Up tab
e

SetUp |\ Gesesaiinic

Academic Year n2
|2013- 2014 | Apply
Default Dates

Start Date Carryover End Date
[ Mot Set T [NotSal fe Al S
Site Set Up

» In Academic Year, select a
year, if needed.

. cia o]

«  All sites in the SFA are
listed in the Site Set Up

group.

Set Up L et Sies ...... \

Academic Year Provision 2
2132014 ~ No
Default Dates

n
28 14 15 16 17 18 19 en:
30 2@ 3 4 5 6 U|a

S L
[ |
[ |

31 28 30 31

e | ¢ O Pt o
SFA Details: 35810 - Turtle Lake School District

= Click Calendar ( @I )in
Start Date.

= Select a date on the
displayed calendar.

| SFA Details: 35810 - Turtle Lake School District

|I_ Set Up Genasal-info Sites | s '.

.N:apemlc Year Provision 2
[2013-2004  ~ No
Default Dates
llllllllllllllllll-
StatDale o CanyoverEndDate .
72212013 MW |NotSet 5| [SetForAloNes

: “ 4 October 2013 yow b

Site Name ai & 7

S M TW T F S
Site Set Up
_w 29 30 2 3 4 5_
: |

Turtle Lake El
Turtle Lake Hi

1

8
42 13 14 {1,5 16 17 18 19
43 20 2

44 27 28 29 30 31
45 3 4 5 6§ 7 8 9

In the Carryover End Date
group

»  Click Calendar ( @| )in
Carryover End Date.

= Select a date on the
displayed calendar.

9 Note

Remember, the Carryover End
Date must not be more than
30 operating days after the
Start Date.
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[ e [
SFA Details: 35810 - Turtle Lake School District

I‘ Setup Ganeeal inis 3 "\_I Sitee )\ Usais \
Academic Year Provision 2
2132004~ No
Default Dates

Start Date Carmyover End Date
(2272013 W [10ns2013

Site Name Site Start Date:
Turtie Lake E|
Turtle Lake Hi

Camyover End Date

. Click | SetForAllSites |

| Set Up ‘ Generallnfo |\ Sites -‘"I Users |
Academic Year Frovision 2
20132014 ~ No
| Default Dates
Start Date C End Date
72212013 W [10152013 T | SetForAll Sites
Site Mame Site Start Date Camyover End Date
Turtle Lake EI 7/22/2013 1V15/2013
Turtle Lake Hi T22013 1071572013

A date set message appears.

Setting a School Year Start Date for an Individual Site

l— On the Set Up tab
e ]

[ setup Y ceneratiofo ' sites T usen\
Academic Year slon 2
2013-2014
Default Dates
Start Date Camyover End Date
| Not Set TE |NotSat E§ | SetFor AllSie |

Site Set Up

» In Academic Year, select a
year, if needed.

. Click :

= Allsites in the SFA are
listed in the Site Set Up

group.

Wisconsin Department of Public Instruction

Page | 99



Chapter 7: Sites and Users

SNACS SFA User Manual - Student Management/Counting and Claiming/Admin

SFA Details: 35810 - Turtle Lake School District I

In the Site Set Up list

_: Set Up -"-I General Info ‘_ Sites ..". Users u CIICk E& in a Site
Academic Year Provision 2 ..
w13-2018 = No listing.
Default Dates
Start Date Camyover End Date
(1222013 | [oszos | [SetFeraisies
Site Set Up
Site Name Site Start Date Camyover End Date
Turtte Lake EI 7222013 107152013
| |

I SFA Details: 35810 - Turtle Lake School District I
\ Sies f\, Users | .

In the Site Start Date edit field

T R . |
ssip’ \uCHENrS = Click Calendar ( & i to
Academic Year Provision 2 .
013-018 ~ No display the calendar date
| Default Dates picker‘
Start Date Caryover End Date
7222013 B [10ns2013 = = Select a date on the
| : displayed calendar.
Site Set Up
Site Name Site Start Date Camyaver End Date
Turtle Lake EI e | [Edig
Turte Lake Hi (1222013 =] [1011520f | & Savel Cancel
"o« July 2013 row
E M T W T F s
27 3 1 2 3 4 5 6
28 7 8 9 10 11 12 13
29 14 15 16 17 18 19 20
s0 2B 2524 25 2 27
31 23 29 30 _% 1.2 3
32 4 6 s - e J
r » Inthesite listing, do one of the
SFA Details: 35810 - Turtle Lake School District .
following
[ SetUp \ General info ‘;'. Sites "‘. Users
Pz »  Click to save the
new dates
Canyover End Date.
m (o2 | @
. Click | Cancel | o
- discard your changes.
Site Name Site Start Date. Carryover End Date
Turtie Lake I 7220013 10/15/2013 —_
Turtle Lake Hi < B [101152013 | @ I
|
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|
Dates set for Turile Lake Hi.
.

SFA Details: 35810 - Turtie Lake School District

A date set message for the
individual site appears.

b
| Sstup |

\ Genesalinfo "-\ Sites (\\ Users '\
Academic Year Provision 2
2013-2014 = Na
Default Dates
Start Date Camyover End Date
72212013 E 100152013 [ | SetFor All Sites
Site Name Site Start Date Camyover End Date
Turtle Lake £I 2272013 10/15/2013 [Edii
Turtle Lake Hi 772472013 10/15/2013

Setting a Carryover End Date for an Individual Site

I SFA Details: 35810 - Turtie Lake School District I

Sat For All Siles

On the Set Up tab

. Click .

|I Set Up ! General info “. Sites .". Users .'\‘
Academic Year Provision 2
2013-2014 - EAPI*! Mo
Default Dates
Stolale Canyover End Dale
|23 i |!0-I'1S|'2013 T | SetFor All Sites
Site Set Up
Site Name Site Start Date Carryover End Date e
Turtle Lake El TR 1071572013 I = I
Turtle Lake Hi 7242013 10/15/2013

In the Site Set Up list

«  Click | Edit

in a site

listing.

Wisconsin Department of Public Instruction
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| SFA Details: 356810 - Turtle Lake School District I

General Info

In the Carryover End Date edit
field

Set Up \; Sites ‘_ Users \
Academic Year Provision 2
2013-2014  ~| [Apply| (No

Default Dates

Site Name Site Start Date Camyover End Date
Turtle Lake £1 [Tr222013 il 101152013 =] Gavd
Turtte Laie Hi 772472013 "o October 2013 L
S M T W T F §
40 2 0 1 2 3 4 5
4 6 7 8 9 10|
2 3 ugs v 19
2w on 2 s w s3sp- |
A 7 M ¥ 30 31 1 2
45 4 5 ] 7 8 ]

= Click Calendar ( @Ijto

display the calendar date
picker.

= Select a date on the
displayed calendar.

SFA Details: 35810 - Turtie Lake School District

[ setvp \_cenemiiio Y sites '\ Usen
Academic Year Provision 2
[2013-2014  ~ No
Default Dates
Start Date Camyover End Date
72212013 T [101152013 T0 | Set For All Sites

Site SetUp

Site Mame
Turtle Lake |?r22m13 B Iwmzm B Canlei
Turtle Lake Hi Ti24203 10/15/2013

In the site listing, do one of the
following

«  Click to save

your changes.

= Click to discard

your changes.

SFA Detalls: 35810 -

Turtle Lake School District

A date set message for the
individual site appears.

Set Up .Y". General Info "\_ Sites ."" Users | \
Academic Year Provision 2
20132014~ [Apply ]| (N0
Default Dates
Start Date Carryover End Date
TR222013 = |1ﬂl'15|'2013 = ! Set For Al Sites

Site SetUp

Site Name Site Start Date Carmyover End Date

Turtie Lake El 72212013 1071172013 [Edii

Turtie Lake Hi 7/24/2013 10/15/2013 [Edii
Page | 102

Wisconsin Department of Public Instruction



SNACS SFA User Manual - Student Management/Counting and Claiming/Admin

Chapter 7: Sites and Users

Displaying General Information for an SFA

SetUp W\ Geperallnfo ) es N Users
A 7 \ \ \

| Default Dates -
Start Date Carryover End Date
I'\.)'. Sat =) |r\-:-.' Set B
Site Set Up

» Click the General Info tab.

I SFA Details: 10014 - Adams-Friendship School District |

| Setup ] Generallnfe | Sites A\ Users \

SFA Name: CESA: |(

Street Address: 1]

City Frienihip Sate: W1 o+ Zip
Phone: G0A] 330-3821 Fax

| Correspondence Address
Street / PO Box: | 201 Wesl Bih Siroet
City State: (W1 = zp
Phaone fi08) 33430 Fax

Contract Info -

Contract Approval Date | 10/12014 Verffication Sample Method

Contract Consultant Standard Required

Provision 27

MAuthorized Represantative

Title Dliresctor of Nutrition Services

First Name: ctona Last Name: | |arcuc
Food Service Manager

Title: L

First Name: | “iclons Last Name:
Dietermining Official

Title:

First Name: 11 Last Name: | Fulm
Venfying Official —

Title:

First Name: | Connn Last Name: | Fulink
Confirming Official

Title: hotion ol b Lon Borrce

First Name: | Viciona Last Name: |ia
Heanng Official

Title:

First Name: | Hichird Last Name: | Vaski

The General Info tab of the SFA
Details page appears.

The General Info tab lists

= SFA name, physical address
and phone

= SFA correspdence address
(where to send land mail)

»  SFA Contract Info

= Authorized Representative
title and name

= Food Service Manager title
and name

= Determining Official title
and name

= Verifying Official title and
name

= Confirming Offical title and
name

= Hearing Official title and
name

3 Note

This information is transferred
from the DPI contract system
and if changed there, is
updated automatically.

Wisconsin Department of Public Instruction
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Displaying All Sites for an SFA

On the SFA Details page

SFA Details: 10014 - Adams.Friendship School District I

»  Click the Sites tab.

M .. 1
Sat Up \

Academic Year

2014 - 2015
Default Dates -
Start Date Carryover End Date
[Not et B [notset E | setFor AllSies

The Sites tab lists all sites
included in the selected SFA in

SFA Details: 10014 - Adams-Friendship School District

[ Csetup Y Generalinio | Sies '\ Users \ the Site List.
AL M +] See page 19 for information on
working with list controls.
e
L]
o
0 Site Type In Program Status o
o - L
o & Elementary School e Active <
L] High Schooi Yes Active L
: Migdie Scheal Yes Active :
: Elementary School Yes Active :
e he A Cri Elem y School Elementary School Yes Active r
"iibifﬁdb!‘bﬂ&@iﬁ?didb’Uleoﬂoooo000000000000000000000000
sy ILJE.L | M| Pagesie: : 20 - Sitems in 1 pages

Displaying Site Details

SFA Details: 10014 - Adamy C-i~~=t=kisCohool District

I On the SFA Details page
= Click the Sites tab.

( T
Setip General info

Academic Year
2014 - 2015 -
Default Dates -
Start Date Carryover End Date
[Not et B [Notse B | et For Al Siies
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—

SFA Details: 10014 - Adams-Friendship School District

X Y \
| SetUp ' Generallnfo 1 Sites | Users

Site Type Site Name
—ALL- -

(Apoty [ Reset

Site List

| Site Name Site Type In Program Status
£ Elementary Schoal Yet Acthe

High Schoal Yes Active

Elementary Schoal Yes Active

Elementary Schoal fes Actve

ABCDEFGHIJELMNOPORSTUVWEYZ An

Ut (e (3] Pagesaez0 -

5 items in 1 pages

The Sites tab lists all sites
included in the selected SFA.

See page 19 for information on
working with list controls.

SFA Details: 10074 -

School District

SetUp |\ Genemlinfo | Sies |\ Wsers |

« Back to Sites

Site Details - - Mid

SFA Name: School District Agency Code: 10014
Street/ PO Box: 51 Site Type: Middle School
City School Category: Other

State Wisconsin Grades 06 To 08
Zip: 539100

gr

I Mational School Lunch Program
| Sehool Breakfast Program
| after School Care Snacks
| 'Special Milk
‘Elderly Nutrition Program
Wisconsin Schoof Day Mik

Start Data:
Carryover End Date:

_—_—_—_—_—_—__J

All details for the selected site are
displayed.

3 Note
Site details can only be
viewed—they cannot be
changed on this page. Any
changes must come from the
DPI contract system.

Wisconsin Department of Public Instruction
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Displaying All Users Assigned to an SFA

SFA Details: 10014 - Adams.Friendshio School District

I On the SFA Details page

»  (lick the Users tab.

ey,
SetUp |\ Generaiinfo |\ Sites I\ Us

( ers
Academic Year Pfcwisii 2 i I

014-2015 No

Default Dates -
Start Date Carryover End Date
[Not et @ [notsa =

All users assigned to the SFA are
displayed in User List.

r

SFA Details: 10014 - Adams-Friendship School District

See page 19 for information on

working with list controls for
oy o lengthy lists.

Adarns-Friendship Adams-Friendship

fmin FAL ovAgm Acti Fi min
Ad Depioy L 2 school District Elementary cies A Akl
Adams-Friendship Confirming Otfficial, Verifying
Jogy Jacob lacob Senool Bt Active el I

Adams-Friendship
School District

Active Claims

Adams-Friendship Claim Preparer, Authorized Rep, I

Determining Officiaé

s C& Lo .
| )R [ pogese=(20 - tems 01 pages

Page | 106 Wisconsin Department of Public Instruction



SNACS SFA User Manual - Student Management/Counting and Claiming/Admin

Chapter 7: Sites and Users

Displaying User Profile Details

SFA Details: 10014 - Adams.Friendshio School District

[ b |
Setip '\ Generalinfo \\ sites W' Us

sers
Academic Year vaisii 2 i I

014-2015 No

Default Dates -
Start Date Carryover End Date
[Not et B [Notse =

On the SFA Details page
= Click the Users tab.

r

SFA Details: 10014 - Adams-Friendship School District

Setlp | Generalinfo T'\ Sites. ] Users

ole _ Status  LastName First Name
Al [ [Actve [v] | |
User List
Last Name First Name User Name SFA Mame Site Name Status Roies.
. L Adams-Friendship Adams-Friendship \
Admin Depiloy SFAL Agmin School District Elematany Active SFA Admin
Adams-Frisndship Confirming Otfficial, Verifying
Jogy Jhoeh. - School District A Cetiial
= = = Adams-Friendship "
TestAdamsUser TestAda School District Active Claims
aBcoefGHIJKLNOFPRARSTUR WX Y Z Au
RN e 4itemsin 1 pages

All users assigned to the SFA site
are displayed in User List.
In the User List

* Locate the desired User in
the User List.

» (lick a UserName link.

Wisconsin Department of Public Instruction
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SFA Details: 10014 - Adams Friendship School District

On the User Info tab, user profile

details are shown.

| Set Up “. General Info 1‘. Sites . Users
« Back to Users
Userlnfo | Login History '\ Login Activity )
0000000
: .
T UserProfile Roles * .
.
°
= ) .
: User Name ~ Sachin ¥ ciaim Preparer °
o [ Confirming Official .
o Last Name * |W|Ison [+l Authorized Rep :
®  FirstName * |Marle 4 Determining Official °
o [ Claims °
o = |rnanew1lson@schml net [ Inactive e
o Emai
o [ Test :
. L] SFA Review
=4 .
o | P (555} 123:1234 [ Test SFA Parmissions b
s Fax [(s52) sa7-278 .
°
: User Status Active Y
°
°
‘ :
: Organization Access :
°
°
°
o  OrganizationLevel ® SFA [ DPJ :
: SFA ahip School [ E. :
: FSMCEmployee ® No O Yes °
Site Name pr——— —t Y
: (Optional) | = SELECT — M :
T 60000006000 060000060060606006060600600600606060060060060606060606060606006000
Deactivate User | | Update User |

Adding a User

SFA Details: 10014 - Adams-Friendshin School District

I On the SFA Details page

»  (lick the Users tab.

Set Up .C;tncrai-infe Y‘ é:t:s \ Users
\ \ e
Academic Year mesnl’ 2 \ I
2014 - 2015 | | Apply | No
| Default Dates -
Start Date Carmyover End Date
Not Sat E  [Motset =)
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SFA Details: 10014 - Adams-Friendship School District

I Set Up \ General Info \'.‘ Sites Users h"‘.

Last Name. First Name User Name SFA Name Site Name

Adams-Friendship Adams-Friendship
School District Eementary

Adams-Friendship
Jogy Jacob lacob Schoal Dictiet

Agmin Deploy igeAdmin

Adams.Friendship
TestAdamsUser TestAdamsUser Tagt i .
 Senool Distriet

Adams-Friendship

Wilsan Marie Sachin Schoal District

SFA Admin

Confirméing Official, Verifying
Official

Caims

Clasm Preparer, Authorized Rep,
Determining Offical

ABCDEFGHIJKLMNOPQRSTUVWXYZ Al

[ a2 hm () Pagesa=(z0 |

4 items in 1 pagss

On the SFA Details page

- Click A AddUser |

[=] WAMS search

WAMS ID

Search Results

Wisconsin Department of Public Instruction

On the WAMS Search page

e Enter a valid WAMS ID

. Click

e Select the WAMS User ID
from the grid
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SFA Detaita: $9000 v Cammey Pepastory Schoal

°

@ liser Profil o Foles*

o .

° o 0PI Admn

@ UmerHams*® =es ° Confeming Oficial

° L]l L Wentying Oficial
Last Nams * [ ® 71 Datermining Cficial

| o Settings

@ Firsl Name * e [Es Fos ec

° - o lzFaAppeals

@ Emai” — - ®

° °

@ Phane [T ®

° °
Fax -

ld "R W :

®  lizer Status ey °

° °

Crgrnization Arcess

Orgarszatian Level SFA DR
BFA
FSMC Empliyee @ Mo Yes

Sile Name = o
{Cptional) = ol e =]

[-create User

In the User Profile group

= User Name, Last Name,
First Name, and Email, will
automatically be populated
when a user is selected in
WAMS.

= In Phone, enter the user's
work phone number.

= In Fax, enter the user’s fax
number.
> Notes

= The User Name field is not
available to make changes.

= Required fields are
highlighted.

= User Status is "New".

SFA Details: 908 S8 School District I

58t Up General Info

Back to Users

User Profile Rales
Usiér Nami [Kumad I 'SFA Administrator
Last Name [Jogi I
First Name [Kumal I
Email [knmar jogi@school net I
Phone (555} 555-1234
Fax (556) 967-1568
User Status Mew

: Diganization Access :
° °
®  Organization Level ©SFA  OPI :
Y ”
: FSMC Employee @ No 'Yes :
o Site Nams (Optionsl) | I A - | b .
..........."'.................................
ﬁ&aalaUsar

In the Organization Access
group

= In FSMC Employee, select
“Yes" if the user is a Food
Services Management
Company employee;
otherwise, leave as “No".

= In Site Name, select a
school—usually the school
to which the user is
assigned.

> Note
Organization Level and SFA
are not available—selections

cannot be made for these
fields.
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SFA Details; S5S8 S School District

| setup General Infa Y Siles

« Back to Usors
Infg

e® 0000000000000 00000

User Profile o Roles °
° .
® 7 SFA Administrat .

User Name IKumnrJ I o N nistrator °
o .

Last Name IJagi I ° 3
©000000000000000000

First Name IKumar I

Erma [kumar jogi@school net |

Phone [i585) 555-1234

Fax [555) 987-1568

User Status New

Organization Access

Organization Level “@5FA  DPI

SFA
FSMC Empioyes ®MNo Yes
Site Name (Dptional) | s Jr fix]

In the Roles group

= Select one or more roles as
needed to provide the user
with the required access.

) | Create User |
= Click }

3 Note
The role shown in the
example is for example
purposes only. You will see
different roles in your system
from those that are displayed
here.

User has been added successiully

SFA Datails: 5058 s School District

| setup GengralInfn. |\ Stes

= Back to Ugers
- . . -

Y\ Login Activity I

Login Histary

User Profile
User Name Kumar.J
Last Mame Jogi
First Name Kumar
Emad kumat jogii@school nat
Phone |855) 585-1234
Fax (555) 987-1568

—
User Status LM:TNE 1

—

Organization Access

Organization Level @SFA- DPI

SFA
FSMC Employes SNo | Yes
Site Name {Optional) | S Jr F’_,

Roles

YISFA Administrator

L‘@ij st

Wisconsin Department of Public Instruction

An add success message appears.

The Login History and Login
Activity tabs are added.

User Status changes to "ACTIVE".

Deactivate User and Update
User buttons appear.

> Note
To view the new user in the
User List, click the
<< Back to Users link.
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Updating User Details

SFA Details: 10014 - Adams.Friendshio School District

[ b e = > AT =
Setiip \ General info \ Sites \ U:F}ri \

I On the SFA Details page
= Click the Users tab.

Pmuisii 2 w I

Academic Year

2014-2005 = No

Default Dates -
Start Date Carryover End Date
[Not set @ [norset

r

SFA Details: 10014 - Adams-Friendship School District

" 1 \
\ Sites ] Users

| Set Up \ General Info

On the SFA Details page

»  Click User Name link.

Role Status  Last Name First Name

User List
Last Name First Name User Name SFA Mame Site Name Status Roies.

Agemin Depioy SEA Agimin ::::’;:::""’ :.‘:::ZW” Active  SFA Admin

o Jacos s ::::.;:«;min e mnn Official, Verifying
TestAcamsUser TestAdemsUser  TestAdamsiser ;ﬂ“’m:{;;:shi" Active  Caims

Wison  Marie s e, e SRS AT R

ABCDEFGHIMKLIMNCOPTRSTUR WXY2Z A
) L2 fin (w0 laum—l

4 stems in 1 pages
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r On the Users tab

= Make changes as needed.

| Set Up \:‘. General Info “._ Sites ] ! Users

« Back to Users Update Usel‘
. ©0000000000000000000000000000000000000000000 " Click
® Userinfo ) Login Hestory '\ Login Activity °
. L]
. .
S UserProfile Roles * d 3 Note
g 2 Cim Proparer M Fields available for update are
° User Name * Sachir 3y . °

[ Confirming Official

* | Lasthame = Wy et . dependent on your role.
o " . [+ Det Official °
o First Name |Marle | 0 Cla::nm e s
: Bl [ mane wilson@school net | I— Inactive :
. [ Test °
o | A —— [C] SFA Review °
: o0 i = [] Test SFA Permissions :
®  Fax | 855) 567-5678 .
. : .
: User Status Active :
. .
. .
. .
o Organization Access °
. °

©000000000000000000000000000000000000000000000000
Organization Level '® SFA DPI

SFA s-Frendship School District T~
FSMC Employee  ® No O Yes

Site Name I e |

{Optional) ~SELECT - v

[ Deasti Ualllmfguwl
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An Update success message
User suecesstully updated

SFA Datails: 988 S School District

A Lised
Login Histary i At
User Profile e
Usar Nama Jasonh I5FA Administrator
Last Name Prr
Flrst Name Jason
Email jasonm@schoal net
Phons (855) 558.7777
F (555 555-T861
User Status Active

Organikeation Access

Organization Level S'SFA DRI
5FA

FSMC Employes  ®no Cves
Site Name (Optional) | - SELECT —

5]

Osaciivata User | | Update User |
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- : The Sites function is used to display lists of sites by SFA Name, site type or
Sites and Users - Lo .
individual site name.

SFAs Details for an individual site can be displayed and include:
. = Mailing Address
Sites
= Agency Code
[ = Site Type
Login Details = School Category
= Grades

= Participating Programs
*  (School Year) Start Date

= Carryover End Date

Site Type __ Site Name _ = Site Type is set to “-ALL-".
—ALL- - -
Apply | [Reset | = Site Name is blank.
= Site List displays all sites
Site List . .
T — included in the SFA.
Site Name St Type In Program Status |
High School Yes Active
Mig Middle Schoo! Yes Active 6 NOte
_Intermediate Elermentary Schoc Yes Active The Site LiSt can be quite
Brimary Elementary Schoo Yes Active
— Eesiditaiy Schod Yes Active | lengthy.
ABECDEFGHIJKLMNOPQRSTUVWATZA |
W[ [e]e M pagesie:[20 - 5items in 1 pages |

See page 19 for information on
working with list controls.
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Page Functions

Field/Button

Description

| Apply |

| Reset ‘

Click to perform a search with the selected criteria

Click to clear all selected search criteria

Table 7.3 Sites Page Functions

Listings: Site List

Each listing in the Site List

includes:

Header Name Data Type Description

Site Name

Site Type

In Program

Status

Sortable; Complete name of the school site.
View only Sortable; School population served at the site; examples of site types
include but are not limited to:
Elementary School Middle School
High School Elem/Sec Combined
RCCI Junior H.S.
View only Sortable; Indicates if site is participating in the school feeding program.
= "Yes" - Site does participate
= "No" - Site does not participate

View only Sortable; Indicates that the site is currently active in the Contract
system.

Table 7.4 Site List Listings
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Displaying All Sites for a Site Type

e Name - = In Site Type, select a type.
~ALL- |~ -
HishSchDol
Site Name Site Type in Program Statuz |
H High Schoo Yes Active
Mig Middle School Yes Active
Intermediate Elementary Schoal Yes Active
- Primary Elementary School Yes Active
£ Elementary School Yes Active
ABCDEFGHIJKLMNOPQRSTUVWXYZ A
ey L—_‘.;EJILI | M Page size:| ?E: - 5 items in 1 pages

Site Type __ Site Name
ETementary Sjhool

=l 3

4
4

Site Name Site Type In Program Status

Hi High Schoo Yes Active

Mlid Middie School Yes Active

Intermediate Eiementary Schoo! Yes Active

Primary. Elementary School Yes Active

—_— e Eiementary School Yes Active

ABCDEFGHIJKLMNOPQRSTUVWXYZ &

sy I_A_EL M| Pagesize: 20 ~+ | 5 items in 1 pages

All sites included in the SFA for
the selected site type are listed.

See page 19 for information on
working with list controls.

Eiementary Schoal
Primary Eiementary Schoo! Yes Actve

E Elementary Schoal Yes Active
E—D‘H_LI—JP-Y-\'Z_}'I_ — — — — — — —

|k‘ﬂ_‘,d_‘:z,__b_”_l:|_, Page sze: | 20 M| 3items in 1 pages
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Displaying Site Details

Site Type _ Site Name - = Select a site name.
-~ALL- - l

Site Name Site Type in Program Status
Elementary School Yes Active
High Scnool Yes Active
E i Middie School Yes Active
1B Elementary School Yes Active
H Elementary School Yes Active
A BECDEFGHIIKLMNOPQRSTUVWXYZ A |
ey LLE'L |M Pagesize: 20 +| 5 items in 1 pages

The Site Details group appears
on the Sites page.

« Back 1o Sites
| | | | | | | | | | | | | | |

O Not

SFA Name: School District Agency Code: 39 Slte details can Only be
Street / PO Box: Ln Site Typa: High School H H o
B Aot ot Dk displayed on this screen

g ek Grades: 05 To 12 they cannot be changed. This
ip 3 . . .
information is populated
[Pt Progeeme based on the Contract
|_National School Lunch Program
| 'School Breakfast Program System data.

- After School Care Snacks
_Special Milk
|_Elderly Nutrition Program
[“Wisconsin School Day Milk

Start Date:
Carryover End Date
EEN I I S S S S S S S S S e e .
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. The Users function allows you to add, modify and inactivate users and user
Sites and Users - o
details with access to SNACS.

SFAs User details include three groups of information:
Sit = Profile data — includes basic user information such as name and contact
es . .
information.
I Users I = Roles - roles specify the menu selection permissions assigned to a User.
: : DPI creates Roles.The roles listed in the Roles group on the Set Up tab
Login Details

or User Info tab are dependent on the selection made in Organization
Level in the Organization Access group on the same tabs.

= Organization Access — specifies the access level—the default/only selection is “SFA” (local). The user can
be designated as a Food Service Management Company employee, and the employee’s assigned site can
be set.

3 Note
The Login History tab is discussed in the next function, Login Details.

Site Name = Site Name is blank
(empty).

Role Status Last Name First Name

All [=] | Active [=]

» Role is set to "All".

==

= Status is set to “Active”.

* Last Name and First
Name are blank (empty).

Last Name First Name User Name SFA Mame Site Name Status Rotes

Hugo Victor L Hi Active Site Administrator

= All users are displayed in
the User List

Marcucci Victoria Active Manager, Authorized Rep

Active Marager

| M |41k | M| Pagesoe 20 - 3 ifems in 1 pages
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% Note
The User List can be quite lengthy. To manage the list of users

= Click on a directory alpha button.
= Change the number of listings in Page size.

= Click on a page number.

See page 19 for more information on working with list controls.

Page Functions
Field/Button Description
j Apply [ Click to retrieve a list of users matching the selected/entered criteria.
j Reset I Click to clear all entered/selected search criteria.

j_ Add User | Click to start the add user process.

Table 7.5 Users Page Functions
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Listings: User List

Add User |

Each listing in User List includes:

Header Name

Last Name

First Name

User Name

SFA Name

Site Name

Status

Roles

Data Type

View only

View only

View only
View only

View only

View only

Description
Sortable; User's last name
Sortable; User's first name

Sortable; User login name

Click this link to display the User Profile.
Sortable; School Food Agency name
Sortable; Site name to which the user is assigned.

Sortable; Indicator of user's current activity in the Reviews system

Possible values: Active, Inactive

Sortable; List of all roles assigned to user

Table 7.6 User List Listings
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Displaying a User

On the Users page

= In one or more search-
condition fields, enter or
select criteria as needed.

Status. Last Name First Name _
leI Acﬁve[] patrick
ooooooooooooooooooooooooooooooooooooooooooooooo

" CIICk '

User List

Last Name First Name: User Name SFA Name Site Name

Campbell Sherry gherrySFa Schoot District Active SFA Reviewer

SFA Reviewer, Authorized
Marcucc! WVictor YmEr ive -
i erie Schoo District i Rep

Patrici Lais Loty Sehog! Distict Active SFA Reviewer
A B :Erc,.—wu;uvopqumuvw:v; All

M4 ie (M Pagesize:] 0 - 3 items in 1 pages

"Patrick” for a last name is

Site Nama . .

2 displayed in the User List.
Role Status Last Name First Name
All [=] Active [7] patrick

Last Name First Name User Name SFA Name Site Name Status Roles
NN BN BN B B B BN DI B BEES BEES BEEE B e . 1
Patricic Lota Lota . Hi Artive SFA Reviewer
Sernoal Digtrict
C mind G NN a0 5 N e A | _— | _— | _— |
L | |1 b M| Pagesize|20 <) 1 items in 1 pages
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Adding a New User

-
Site Name. _

| , [AddUser

Click :

Role . Status.  Last Name First Name

Last Name First Mame. S Mame Roles

Campbel! Sharry shesry Schoo! Dhstrict Acthe SFA Reviewsr
Marcutci Victaria wmar ey Active SFA Reviewer
Patrick Lola 211 ] School District Active SFA Reviewer

ABCDEFGHIJELMNOPOQRSTUVWXYZ Al
L) pagese20 |

3 ptems in 1 pages

=) wams search On the WAMS Search page

WAMS ID ' »  Enter a valid WAMS ID
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N, ' e Protie orow

« Back to Users = User Name, Last Name,
[ serinio First Name, and Email, will
K RN automatically be populated

User Profile Roles . .
. n when a user is selected in
: ar Nk lJaneP I : [TlsFA Administrator WAMS.
: Last Nama |F‘elerson I :
¢ FistName [sane .~ = In Phone, enter the user's
¢ e [iznep@schoot net | 2 work phone number.
[ ] L ]

° I
3 v i . = In Fax, enter the user’s fax
o Fax [Erees 1604 . number.
: User Status New :
..............Q.............‘
_ & Note
Organization Access
Required fields are highlighted.

Organization Level @ SFA° DPI

SFA >

FSMC Employee @No CYes

Site Nama (Optional) — SELECT — L=

Create User
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« Back to Users

Organization Access

Organization Level SFA DPI

SFA School District

FSMC Employes  T'No @ Yes

Site Name (Optional) | - SELECT - E‘I
~ SELECT -

| User Info
User Profile T
Yser Name [Janep | [7'SFA Administratar
Last Name I Peterson I
First Name lJana I
Email Ilaﬂep@sd‘lael net I
Ehone (655) 555-1267
Fax .
User Status New

= In FSMC Employee, select
"Yes”, if needed to designate
a Food Service Management
Company employee.

» In Site Name, select a site.
k) Note

Organization Level and SFA
are not available for selection.

[FRE—

« Back to Users
| User Info
User Profile
User Name lJanaP |
Last Name | Peterson |
First Name I.Iane I
Email |janip@5d‘taof.ne1 |
Phone [ss)se51267
Fax |(555) 555-1984
User Status New
Organization Access
Organization Level ©SFA DPI
SFA |
FSMC Employae “INo @ Yas
Site Name (Optional) | El =]

Roles

¥ SFA Administrator

= Select a role to assign to the
User.

On the Users page

.  Click | Create User | .

Wisconsin Department of Public Instruction
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e=eeee——— e
User has been added successfully

Users Two new tabs appear

« Back to Users

= Login History

[ Userinfo | Login History | Lagin Activity \
= Login Activity
User Profile Roles
it ToneE FSFA Administrator The User Status changes to
Last Name Petersan "ACTIVE".
First Mame Jane
Email janap@school nat 6 Note
e o To view the new user in the
. v User List, click the
Veer Status o << Back to Users link.

Organization Access

Organization Level ©SFA  DPI

SFA S chool District
FSMC Employes  T'No ®Yes

Site Name (Optional) | El [=]

[ Deactivate User | | Update User |

Updating User Details

on fhe e pace

Site Name = Click a User Name link.
-
Role. Status Last Name First Name
Al [=] | Active [+]
User List
Last Name First Name User Name SFA Name Site Name Satus Rales
Campbeil Shermy sherry papmoge e Active 5FA Administrator
Marcuccl Victoria ymar Schoal Oistrict Active SFA Administrator
X ? L 1 b £ i
Patrick Loia Loig Schoal District H Active SFA Administrator
Peterson Jane ! [ —— B Active SEA Administrator
MECDEFGHIIKLM oo.jfd,lumlvwxv:;u |
|IL‘_.‘_Il|il'!._N 9315112::20 -] 4 items in 1 pages
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[E————

« Back to Users » Make changes as needed.

| Userlnfo | _ Login History Y\ Login Acthity '\ . Cllck Umale Usel' .

®  User Profila o Roles
. )
. .
* UserName T E [¥I5F A Administrator 0 Note
: Last Name Peterson : Fields available for Update is
o FirstName Jane . dependent on your role.
: Email janep@school net :
. .
S Phone {855) 5551267 .
. .
. .
: User Status Active P
.
. .
. o

0000000000000 0000000000000000
Organization Access

Organization Level ©'SFA  DPI

SFA

FSMC Employee ®No Yes

Site Name (Optional) El [=]

L__WWJ[E%;_E'J

_| .| _| .| _| .| _| .| _| .| _| .| _| .| |
An update success message
appears.

Users

« Back to Users

| Userinfo. ! Lagin History Login Activity

User Profi
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Deactivating a User

i fhe Deers

» Locate the desired User in

Site Name
- the User List.
Role Status Last Name First Name
Al [=] |Actve [+] » Click a User Name link.

.l.lserl.lst

Last Name First Mame User Name SFA Name Site Name Status Roles

Campbeil Shermy shermy papmoge e Active SFA Administrator

Mareucc Victoria gIar Active SFA Administrator

. Schoal District
Patricic Loia Lots School District Hi Active SFA Administrator
‘Peterson Jane. ! li— Jrr——y Active | SFA Administrator
bacpebGcriIixl MBOE Fim e AW XY Z AL |
— bl
L L 0 Paokie e 4items in 1 pages |

= Back to Users - CIle Deadivate Llw

| User info b Login History A ‘I‘. Login Activity |
User Profile Roles
User Name JaneP Y'SF A Administrator
Last Name Peterson
First Name Jane
Emall janep@school net
Phone |(555) 585-1267
Fax |s55) 5851222
User Status Active

Organization Access

Organization Level @SFA  DPI

SFA School District
FSMC Employee ®No UYes

Site Name (Optional) El IZ‘
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A deactivated message appears.

User deactivated

"INACTIVE" appears in User
Status.

Userinfo Login History \ Login Activity

The | Activate User | pytton

User Profile Roles
User Name JaneP [/ SFA Administrator replaces the [ Deactivate User ]
Last Name Paterson
button.

First Name Jane

Emall janep@school net

Phone [s55) 5551267

Fax ISE=n

User Status LNACTIVE I
_——

Organization Access

Organization Level “'SFA  DPI

SFA

FSMC Employee ENo Yes

Site Name (Optional) El [=]
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Login Details
Login Details displays log in and log out dates and times for a selected user.

SFAs

Sites

Users

I Login Details

By default on the Login Details

| ;-

Name From To

9 Login History ' Login Activities I b |-N>P‘Y| " Name' From' and To are
o empty (no selections set).
= "Login History" is selected.
Page Functions
Field/Button Description
]:I Click to display a calendar to pick a date.
| Apply Click to retrieve data with the requested details.

Table 7.7 Login Details Page Functions
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Listings: Login History

Each listing in Login History includes:

Header Name Data Type ’ Description

Log In Date/Time View only Date and time of each log in

Log Out Date/Time View only Date and time of each log out
Duration (hh:mm AM/PM) View only Total time user was logged into SNACS

Table 7.8 Login History Listisgs
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Displaying User Login History

On the Login Detatls page

as Eom To = In Name, begin entering
i ° Loantisien | Logn Advtes @ | L the user's first or last

7

Jane Wilson Jane name.

Jill Fox Jill

John Brown JghnB

= When the list of names
appears, either select a
name or continue entering
characters to narrow the
list of names before
selecting a name.

“ m

[ — ikt

e Fram o * In From, enter or select a
John Brown ® Login Histery © Login Activites (12012 |{ T [aenly] beginning date for the
“ o June 2012 o .
SiH YW T OE date range to display.
5 2 4 ,7 T80 « In To, enter or select an
TR ending date for the date
2 5 27 28 2 30 range to display.

Login Details . Click m I .

Name

From Ta
John Brown @ Login History ) Login Activities |51/2012 [T (652012 9 @

for the selected time period are
s e B A T T - listed.
John Brown agin History ' Login Activities  |6/1/2012 i |6'5|’2l]12 e

Name

Login History for John Brown

Llug In Date/Time: Log Out Date/Time Duration (hivmm)
E/5/2012 11:33 AM 6/5/2012 11344 AM o011
€/5/2012 1227 AM 6/3/2012 11:29 AM ooz I
&/5/2012 11:18 AM 6/5/2012 1120 AM o0:02
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Displaying User Login Activities

O, e

Name

|| ®Login History OLogin Activiies] [

In Name, begin entering
the user’s first or last
name.

When the list of names
appears, either select a
name or continue entering
characters to narrow the
list of names before
selecting a name.

Or, use the Lookup button
to search for a name.

From To
5182015 | [ [snez01s | [ @

Name

Rice Lake [ ] OLogin History ® Login Activities

On the Login Details page

Select Login Activities.

In From, enter or select a
beginning date for the
date range to display.

In To, enter or select an
ending date for the date
range to display.

Click .

Login Details

Name

rt Date

Login Activity for Rice Lake

End Date Module

From

Rice Lake [] Ovogin History ®Login Activities (5182015 [

Page

To
5182015 | @@

Action

05-18-2015 12:01 PM
05-18-2015 12:01 PM
25-18-201% 13:01 PM
05-18-2015 1100 PM
05-18-2015 1200 P
05-18-2015 1200 PM
05-1B-2015 12200 PM
05-18-2015 1200 PM

05-18-2015 11:56 AM

05-18-2015 1156 AM
05-18-2015 11:35 AM

05-18-2015 11:35 AM

05-18-2015 12:01 PM  Student Management
05-18-2015 1201 PM  Student Management
05-18-2005 12:01 P Cashboard
05-18-201512:00 PM Student Management
Q5-18-2005 1200 PM  Student Mansgement
05-18-2035 1200 PM  Dashboard
095-18-2015 12:00 PM  Student Management
05-18-2015 12:00 PM  Cashboard
05-18-2015 1156 A0 Admin

05-18-2015 1156 M Admin

05-18-2015 1155 AM  Student Management

05-18-2015 1155 AM  Dashboard

View Student
Students
Cashboare
Wiew Student
Studerts
Dashbosrd
Stadertty
Dashboard
Login Detars
Users
Students

Dashboard

Student details updated
Opered
Cpred

Student details upcated

All user login activity for the
selected time period are listed.
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Chapter 8.
Admin—Management

In this chapter you will learn how to:
v View current and past reimbursement rates for Free, Reduced Price and Paid meals.
v View current and past Income Eligibility Guidelines (IEGs) for Free and Reduced Price meals.
v’ Printa report of Income Eligibility Guidelines for a selected academic year.
v’ View import codes assigned to feeding sites in an SFA for use in an import file.

v" Add an import code for a feeding site to identify the site for an import file.

Management at a Glance

Menu Selection Description

Reimbursement Rates | View Reimbursement Rates for Free, Reduced Price and Paid.

Eligibility Guidelines View or print a report of Income Eligibility Guidelines (IEGs) used in determining
eligibility for Free and Reduced Price meals.

School Import Codes | View and add codes assigned to feeding sites in an SFA for use in an import file.

System Settings Manage settings to specify the availability or limits for a feature.

Table 8.1 Management Menu Selections

i Note
Categories and menu selections to which you have access in SNACS are those appropriate for your assigned
role(s). When you access the Management menu, you may see a subset of the menu selections listed above.
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Reimbursement Rates

Reimbursement Rates displays rates of reimbursement to SFAs for Free,
Reduced and Paid meals.

Rates for the current and several past years can be displayed.

Reimbursement Rates

Eligibility Guidelines
Student Import Codes

System Settings

| By default on the
. Reimbursement Rates page
| Academic Year

2014 - 2015]v] [Aspy | * Academic Year is set to
the current year.

Classification Free Reduced Paid

~ Program: ASCSP
Non-AE Snack $0.81 $0.41
AE Snack $0.82
v Program: NSLP

Less than 60%

60% or more $3.00 $2.60 $0.30
v Program: SBP
Non-severe nesd $1.62 §1.32 5028
Severe nesd §1.93 $1.63 §028
I w Program: SM
With Free option $0.23 $0.01 50.00
Without Free option §0.23 £0.01 $0.01
cing 50.23 L
Page Functions
Field/Button Description
Apply Click to retrieve current rates

Table 8.2 Reimbursement Rates Page Functions
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Program Groups

: To collapse or hide a group of
listings
Year

= Click Hide ( %1).
Rates for 2014 - 2015 Academic Year
—?ssfﬁcaﬁan Free Reduced Paid
[ v f .ASCSP
1-AE Snack so81 $041 s0.07

AE Snack $0.82 $0.82 5082
~ Program: NSLP

Less than 0% $298 $258 50.28

£0% or more $3.00 $2.60 5030
v  Program: SBP

Non-severe need 162 $132 $0.28

Severe nesd $193 §163 $0.28
~  Program: SM

With Free option $0.23 5001 §0.00

Without Free option $0.23 $0.01 $0.01

Non-Pricing §0.23 5001 $0.01

To expand or show a group of
Reimbursement Rates IistingS‘
Academic Year .
12014 - 2015 »  Click Show ( 2>1).
Classification Free Reduced Paid
> Program: ASCSP
> Program: NSLP
> Program: SBP
~ re A
ith Free option $023 50.01 §2.00
Without Free option $0.23 50.01 §0.01
Non-Pricing $0.23 s0.01 §0.01
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Listings: Rates

Classification Free Reduced

v Program: ASCSP

on-AE Snack

Each listing in Rates includes:

Header Name | Data Type | Description

Classification View only Sub-categories of program services which are eligible for different
reimbursement rates.

Free View only Reimbursement amount for each meal served to a student who is eligible
for "Free” meals.

Reduced View only Reimbursement amount for each meal served to a student who is eligible
for “Reduced Price” meals.

Paid View only Reimbursement amount for each meal served to a student who is not
eligible for “Free” or “Reduced Price” meals.

Table 8.3 Reimbursement Rates Listings
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Viewing Reimbursement Rates

Reimbursement Rates

Academic Year
2011-2012]=] MApp
' s

Rates for 2012 - 2013 Academic Year

Classification

Reduced

On the Reimbursement Rates
page
= In Academic Year, select
a year.

w  Program: ASCSP

Non-AE Snack

AE Snack

30,39

sa7e

§0.07

5078

1+ ik Aeely ]

~ Program: NSLP

Less than 60%
0% or more
Performance Based

Mot in Program

5045

5246

5248

5027

5029

5245

| The reimbursement rates in
effect for the selected year are
displayed in the Rates group.

~ Program: 582
Mon-severe need

Severe need

$1.55

§185

52.27

£0.27
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Eligibility Guidelines

Management - Eligibility Guidelines display the yearly guidelines provided by the USDA
for household eligibility for Free and Reduced meals.

Reimbursement Rates Income guidelines for the current and several past years can be displayed
I and printed.

Eligibility Guidelines

Student Import Codes

System Settings

5 defalt o th gty

Guidelines page

Academic Year
2013 - 2014 |=] | Appiy |

= Academic Year is set to

] Repo_n
Lo the current year.
FREE MEALS REDUCED PRICE MEALS
* Alldisplayed income
Group Yearly Monthiy Weekly Yearly Manthly i Weekly
hia Maonth Weeks Manth Weeks . .
= . guidelines reflect the
1 51 $1,245.00 5623.00 5575.00 S2BE00 5212574 51,772.00 $356.00 £515.00 $409.00
51,681.00 $541.00 £388.00 £2392.00 §1,196.00 £1,104.00 £552.00 SeIeCted (cu rrent) year'
3 §1,058 00 HEE.00 53,011.00 $1,506.00 51 .390.00 $685.00
4 §$1,276.00 §589.00 5363100 $1.816.00
5 51,494.00 590.00 5425100 $2,126.00 $1,962.00 £831.00
6 $1. 712, §1,580. 790.00 §2435.00 5224500 $1,124.00
7 §1,781.00 £391.00 51,267.00
-] $1,982.00 $991.00 §1 410,00
9 5 $1.554.00
10 s [ 538,190.00 $1,698.00

0 $95627.00 5797000

$103,064.( $8,590.00

§7,437.00 £520.00

* = Each Additional Member

Page Functions
Field/Button Description
| Apply Click to retrieve the guidelines.
Report ] Click to generate the displayed guidelines in a report window.

Table 8.4 Eligibility Guidelines Page Functions
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Listings: Eligibility Guidelines

Eligibility Guidelines

Academic Year

20132014 =

Eligibility Guidelines
FREE MEALS REDUCED PRICE MEALS

Eligibility
Group Yearly Monthly
Size

Twice per Every 2 Weekly Yearly Monthly Twice per Every 2

Month Weeks Month Weeks i,

51493700  §1,245.00 $623.00 §575.00 $288.00 S21,257.00 S1,772.00 $886.00 §818.00 $409.00
§20,163.00 51,681.00 $841.00 §776.00 $388.00 52869400 5239200 5119600 51,104.00 §552.00
§25359.00 S§2,116.00  §1,058.00 $977.00 $489.00 $36,131.00 S§3,011.00 S51,506.00  §1,390.00 $695.00

$1,276.00 51,178.00 §589.00 _Sis - 51,816.00 51,676.00 $838.00

Each listing in Eligibility Guidelines includes:

Header Name Data Type Description

Number of individuals who reside in the house

View only

View only Yearly limits to qualify for Free or Reduced Priced meals.

View only Monthly limits to qualify for Free or Reduced Priced meals.
View only Monthly limits to qualify for Free or Reduced Priced meals.
View only Monthly limits to qualify for Free or Reduced Priced meals.
View only Monthly limits to qualify for Free or Reduced Priced meals.

Table 8.5 Eligibility Guidelines Listings
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Viewing Eligibility Guidelines

FREE MEALS

REDUCED PRICE MEALS

ﬂg.}ﬁw Monthly T:':::; ! 5;::“; Weekly Yeatly  Manthly ":::'n:':' 3::; Weekly

1 S14937.00 L4500  S62300  S575.00 528800 S21,257.00 5177200  SBBG00  SBISO00  $409.00
2 52016300 51,681.00 5841.00 §776,00 533300 S286094.00 5239200 5119600 5110400 555200
3 §25,350.00 5211600  51,058.00 S977.00 548900 53613100 5301100 SLS0600 5139000 $595.00
4 $3061500 5255200 51,27600 5117300 555900 $4356800 S3A3L00  SLEIG00  SLETE00  $83840
5 SISBHL00 5298700 S149400 5137900  5590.00 S$5L00500 S4,35100 5212600 5196200 598100
3 SA1L067.00 5342300 5171200 5158000 579000 SS544200 S4ETLO0  S243600 SZ4B00 5112400
7 546,293.00 5385300 5192900  51,781.00 S891.00 S65.879.00 5549000 5274500 §2534.00 5126700
s SS1SI9.00 $4,20400 5214700 5198200 599100 $7331600 S611000 $5,05500 $252000 5141000
a SS674500 S4730.00 S236500 218300 SL09200 SBOTSI00 67000 S3IES00  SIL07.00 5155400
10 55197100 5516600 5258300 5233400 5119500 58519000 §7350.00 §367500 5339400 5169800
1 $67197.00 5560200 5280100 5258500 5129400 99562700 ST97000 S598500 S3881.00  51,84200
12 57242300 5503300 5301900 5278600 5139500 510305400 58590.00 5420500 3396800 51986.00
-1 $5,22600  S43600  S2800 520100  S101.00 §7,437.00 562000 531000  S28700 514400

* = Each Additional Member

On the Eligibility Guidelines page

= In Academic Year, select a
year from the drop-down
list.

Academic Year
2013-2014

Eligibility Guidefimes

| FREE MEALS REDUCED PRICE MEALS
ligibll
E,Eup v Yearly  Monthly “':::;f' ‘E;::‘: Weekly Yearly  Maonthly T’:;:::’;' T:&j Weekly
1 S14937.00 S1,24500  $62300  $575.00  §288.00 S2.257.00 5177200  $886.00  S81800  $409.00
3 $20163.00 SLEBLO0  $S4100 77600  $388.00 52569400 S230200 SL1S600  S110400  $552.00
3 §25359.00 S211600 S1058.00 977.00 S4BD00 53613100 S3011.00 5150600  S1.390.00 $695.00
|4 S3061500 SI55200 5127600 SLI7E00  SSE900 4356000 S363L00  S1E160D  SLETBO0 63500
5 $3584100 S2957.00 5149400 S1379.00 $690.00 55100500 5425100 5212600 5196200 $981.00
|s SALOET.O0  $342300 SL7TIZ00  SL58000 579000 SSA,44200 S457LO0  SZ43600 S22800 5112400
7 $46,203.00 5385800 S192000 S17B100  SS0L00 S65ET000  S548000  SAT4S00  S253400  $51,267.00
] $51,519.00 S4.204.00 5214700 S1982.00 $991.00 57331600 5511000 5305500 S282000 5141000
s $S674500 $473000 S238500 S218300 SLO0S200 SBO75300 5673000 S336500 S3,10700 5155400
10 $61971.00 5516600 52,583.00 $238400 5119300 S83,190.00 5735000 5367500 5335400 51,698.00
11 $67,197.00 5560200 5280100 5258500 S1,204.00 SO562700 S79M000 5398500 $3681.00 5184200
| 12 ST242300 5603800 301900 5278600 5139500 S10306400 S3530.00 §4,295.00 S396500  $1986.00
Lo §5,226.00 5436.00 5218.00 5201.00 510100 S§7.437.00 £620.00 $310.00 S287.00 $144.00

* = Each Additional Member

. Click .

The guidelines in effect for the
selected year are displayed in the
Eligibility Guidelines group.
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Printing an Income Eligibility Guidelines Report

Eligibility Guidelines

On the Eligibility Guidelines page

Academic Year .
2011-2012 = In Academic Year, select a
year from the drop-down
Efigibility Guidelines . .
list, if needed.
FREE MEALS REDUCED PRICE MEALS
EligibHity .
Twiice per Every 2 Twice per Every 2 -

g::un Veay  Monthly L it Weekly Vearly Manthy R Weekly Click .
1 S1493700 S1,24500  S623.00  S575.00 528300 S§21,257.00 5177200  $886.00  SS1600  $409.00

] 52016300 5168100 584100  S7F600 533300 S2BE04.00 5239200 SL,19600 SL10400  $552.00

3 $25359.00 S211600 §1,05800 97700  §489.00 $3613100 5301100 SLS0G00 5139000  $595.00

4 $3061500 5155200 S1,27600 117800  S569.00 $4356800 SI631.00 SLBIG00  SL67600  $836.00

5 $3584100 S2967.00 S149400 5137900 63000 $51,00500 S4,251.00 $212600 5196200  5981.00

& SA1L067.00 5342300 5171200 5158000 579000 SS544200 S4ETLO0  S243600 SZ4B00 5112400

7 $46,29300 $3858.00 5192000 178100  $89100 $65579.00 SS49000 S274500 S253400 51,267.00

8 SS1,51900 $4,20400 S2147.00 §198200  $99100 S§7331600 S611000 $3,055.00 $252000 5141000

[ $56,74500 5473000 5236500 S218300 5109200 $80753.00 $673000 $335500 310700 5155400

10 $6197100 S5,16600 $258300 5238400 §1,195.00 $6519000 §7.35000 S3,675.00 S339400 51,698.00

1 $67,19700 $560200 $280100 5258500 §1294.00 §95627.00 $797000 S$3.985.00 S3EBL00  51,842.00

12 $7242300 $603300 $3,01900 $2786.00 5139500 S103,064.00 S$8,590.00 $4,295.00 $3,068.00 51,986.00

-1 $5,22600  S43600  $21800  §201.00 510100 §7437.00  $62000 531000  §287.00 514400

* = Each Additional Member

In the Eligibility Guidelines group

ty Guidelines

Acaoric ez « Click | Report |

2011-2012 E

Eligibility Guidelines
3
FREE MEALS REDUCED PRICE MEALS L

Ellgibiiity
Twice per Every2 Twice per Every 2
:ir;:un Yearly Monthly Monih Weeks Weekly Yearly Manthly Month Weeks Weekly
1 51415700  51,180.00 $590.00 §545.00 S273.00 5014700 5167900 584000 577500 $388.00
|2 $19.123.00  51,594.00 £757.00 $736.00 $36500 S§27,21400 $226800 5113400  §1,047.00 $524.00
3 52408900 5200800 5100400 §927.00 S464.00 53425100 5285700 5142900  51,319.00 565000
4 $29.055.00 5242200 SLZII00 5111800 $559.00 $4134800 S344600 5172300  51,591.00 £796.00

5 53402100 5283600 51418300 51,30900 5655.00 54341500 S403500 5201800  51.863.00 §932.00
L 53896700 5324900 5152500  51,500.00 575000 S$5545200 S4624.00 5231200 S213400 51,067.00
£ $43953.00 5366300 S1E3200 5169100 584600 S52,549.00 5521300 5260700 5240600 §1,203.00
L
9

$4291900 5407700 S2039.00 5133200 594100 56961600 5580200 5290100 S267300 5133900
$5388500 5449100 S224600 5207300 S105700 57668300 $6391.00 53,196.00 5295000 5147500

10 SSEE51.00 §4.90500 5245300 5226400 §1133.00 S$63.7S000 5698000 5349100 §3.22200 5161100
1 $63817.00 §531900 S2660.00 S245500 51,229.00 59051700 S7,569.00 5378600 S349400  S1,747.00
| 12 S68.783.00 5573300 5286700 5254600 5132500 59753400 5815800 5408100 5376600 5188300
| s1* $496600 41400  §207.00  §191.00 596,00 S7,067.00  S589.00  §295.00  §27200  §136.00

* = Each Additional Member
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i o4 L S T - vind {vest k= 30 <IIIIIIIIIIIIIIIIIIIIIII‘

Sanaratad an: 862012 132,43 DM

Income Eligibility Guidelines

July 1, 2012 ta June 30, 2013

Engibiiity determination is based on househald size and income. Total income must be at or below the amounts in this table,
This table & for schiol use only in application approval, Do not send to househokls.

Yearly | Monthly Yearly

14,157.00 | 1,180.00 | s590.00 545.00 273.00 | 20,147.00 | 1,679.00 | B40.00 | 775.00 388.00

19,123.00 736.00 27,214.00
: 24,089.00 | Z,008.00 | 1,004.00 | 927.00 | 34,201.00
1 29,055.00 | 2,422.00 | 1,211.00 | 1,118.00 | 559.00 |41,398.00 | 3,946.00 | 1,723.00 | 1,591.00 | 796.00 o
s 34,021.00 | 2,836.00 | 1,418.00 | 1,309.00 | 655.00 |48,415.00 | 4,035.00 | 2,0i0.00 | 1,863.00 | 932.00
8 38,987.00 | 3,249.00 | 1,625.00 | 1,500.00 | 750,00 |S55482.00 | 4,624.00 | 2,312.00 | 2,134.00 | 1,067.00
7 43,953.00 | 3,663.00 | 1,832.00 | 1,691.00 | 846.00 |62,549.00 | 5,213.00 | 2,600.00 | 2,406.00 | 1,203.00
8 48,919.00 | 4,077.00 | 2,009.00 | 1,882.00 | 941.00 |69,616.00 | 5802.00 | 2,90L00 | 2,676.00 | 1,339.00

53,805.00 | 4,491.00 | 2,346.00 | 2,073.00 | 1,037.00 | 76,682.00 | 639100 | 319600 | 295000 | 1,475.00
10 58,851.00 | 4,905.00 | 2,453.00 | 2,264.00 | 1,133.00 | 83,750.00 | 6,960.00 | 3,491.00 | 3,222.00 | 1,611.00
1 63,817.00 | 5,319.00 | 2,660.00 | 2,455.00 | 1,229.00 |90,617.00 | 7,569.00 | 3,786.00 | 3,494.00 | 1,747.00
12 68,783.00 | %,733.00 | 2,867.00 | 2,646.00 | 1,325.00 |97,884.00 | 8,158.00 | 4,081.00 | 3,766.00 | 1,883.00
Far Each
it FAO66.00 | +414.00 | +207.00 | +190.00 | +1,000.00 | +7.067.00 | +589.00 +295.00 | +272.00 | +136.00
add

Monthly = 12 pays/per year Twice per month = 24 pays/ year Every 2 weeks = 26 pays/ yesr
Pagatofl

On the Report Viewer window
toolbar

Click Print ( &¥ ).

Click Close ( [Z2]) to close
the Report Viewer window.

Wisconsin Department of Public Instruction
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Student Import Codes

Management -~ Student Import Codes identify each SFA and each feeding Site in the SFA.
The codes are used in the header of an import file to identify students
Reimbursement Rates served at a Site in the SFA.

Existing SFA code can be viewed or updated. Feeding Site codes can be

Eligibility Guidelines view or updated and new Site codes can be created.

I Student Import Codes

System Settings

By default on the Student
Import Codes page

Student Import Codes
| SFA Import Code

= SFA lists the complete

SFA Turtle Lake School District

AGENCY CODE 35810 School Food Authority
Student Import SFA Code: | | Save SFA Changes | name
Sits Dotails n = AGENCY CODE lists the
[ 7 IR code assigned to the SFA.
TM 'L‘_' N *Z : »  Student Import SFA
I : : , Code defaults to the
Save Site(s} Changas |
FE AGENCY CODE.
= Site Details group lists all
currently existing
feeding-site codes.
Page Functions
Field/Button Description
| Save SFA Changes l Click to save a new SFA import code or changes to the code.
l . Click to hide or show the Site Details list.
Save Site(s) Changes Click to save changes to a Site code.

Table 8.6 Student Import Codes Page Functions
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Updating a Student Import SFA Code

' On the Student Import Codes page
i ]
_ = In Student Import SFA

SFA Import Code
Code, enter a new SFA code.
SFA Turtle Lake School District
AGENCY CODE -
Student import SFA ml = IISaw_eSFEF;Cnmmis . Click | Save SFAChanges

Site Details
Site Code Student Import Site Code
Turtle Lake El 20 20
Turtle Lake Hi 40 | 40

Save Sita(s) Changes |

-I An update success message
appears.

Student Import District Code is updated successfully

Student Import Codes

/SFA Import Code—

SFA Turtle Lake School Distnct
AGENCY CODE 35810

Student Import SFA Code: | 35811 Save SFAChanges |

Site Details

Site Code Student Import Site Code
Turtle Lake £ 20 0

Turtle Lake Hi 40 40

Saye Siteis) Changes |

Each time this page is displayed
the original Agency Code is shown
along with the updated code.

Student import Codes
SFA Import Code—

Turtle Lake School District

SFA
AGENCY CODE 35810

Student Impont SFA Code: | 35811
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Updating a Student Site Import Code

N, " ¢ °vcent Imort cades page
Student Import Codes

SFA Import Code—
SFA Turtle Lake School District
AGENCY CODE 35810

Student Import SFA Code: | 35810

| Save SFA Changes

In Student Import Site
Code, enter a new SFA code.

Click Save Site(s)Changes] )

—
TEEEEEEEREEREE,
[ Site Code B Student Import Site Code »
o
Turtle Lake EI 20 s E | =
S ssssmmmEEEE
Turthe Lake Hi 40 e |

Student Impont Site Coda(s) are updated successfully

An update success message

Student Import Codes

appears.

|SFA Import Code-
SFA Turtle Lake School District
AGEMNCY CODE 35810

Student Import SFA Code: | 35810

Site Details

[ Site Code

| Save SFa Changes

Student Import Site Code

Turtle Lake E|

Turtle Lake Hi

22

|40

Save Sie(s) Changes

Page | 146

Wisconsin Department of Public Instruction



SNACS SFA User Manual - Student Management/Counting and Claiming/Admin Chapter 8: Management

System Settings

System Settings offer the ability to set specific values for selected
Management -~ functions, such as the Verification Response Due Days. These values can
change over time as the need for the change is required.

Reimbursement Rates

See Appendix A: System Settings for a complete list of system settings
available at the SFA level.
Eligibility Guidelines

Student Import Codes

I System Settings

On the System Seftings page,
by default:

Save Setirgs.

T —— . . = All Settings available to
seting the SFA are displayed in

F5 Categony: Apphcations

“va O tabs for each Module.
F—— e »  Settings are displayed
' mm by Category

v Category: Oniine Appécation
8 aM72014
W Category: Verification
131014

2112015

5

o of Aoy 3

Page Functions

Description

Click to save changes made to setting values.

I Save Settings

Table 8.7 System Settings Page Functions
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Updating a System Setting

On the System Settings page:

Ellgibiity Cenfication | Restews '\ Countmg and Claiming '\ fAdmen
Satting
~ Categary: Apglications-
Incluck 1ANE Keopem Mamo * ves Ko
n Per Baty %
ormrt aaplication to MONTHLY § YEARLY YEARLY
BeterStatus =
& yes No
el - Benehts Recipisnt Nurrs B Yes W No
Apaligtions. pee limags Baicl 25
Makapplications in Usiaad Fe 200
~  Categary Online Apgbeation
Online registzaton for benafits a0 =1l
- Categary: Venfication

= Inasystem setting
listing, enter a new
setting value.

. Click | SavesSetings |

Spltings saved suctesshully.

Eligititity Carfification Reyiews

Y, Coninting and Claiming %, Acbmn.
[
Seming
v Category Applications
wluie TANF Reopeent Nums ®es N
iadad Aoplicatan Poc 2%
MONTHLY [ YEARLY YEARLY
BeterStans =
Yl 55 ® Yes L]
alegor & Yes @ N0
Applicaans gl 25
M applizations in Uslkaad Fie 200
- Category; Onling Appécation
Online regigtration for bonafits a4 i

~  Categary: Verfication

A save success message
appears.
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< End of Chapter >
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Table A.1 Messages for Admin

Subject / Message / Description

Category: Admin

Complete Financial Report
Complete the Annual Financial Report
Appears 8/1 and appears 1-time
Send Public Release
Send out the Public Release to Media and Community Agencies

Appears 7/1 and appears 1-time

Submit Annual USDA Foods Order
Submit the annual USDA Foods (Commodity) Order
Appears 7/1 and appears 1-time

Table A.2 Messages for Counting and Claiming

Subject / Message / Description

Category: Claims

Annual Claim Deadline
Your Annual Claims must be filed in FNS by 8/31
Appears on 5/15 if no WI School Day Milk/Elderly Nutrition Program claims in FNS for current Academic
Year and SFA is in Program
Annual Claim Deadline
Your Annual Claims must be filed in FNS by 8/31
Appears on 8/1 and every day until 8/31 if no WI School Day Milk/Elderly Nutrition Program claims in FNS
for last Academic Year and SFA is in Program
FNS Claim Data Overdue
Your <<Month Year>> claim has not been filed. Claims must be entered in the FNS system within 60 days
after the end of the claiming period.
Appears on the 51 day after the last serving day of the month and repeats until the 60" day after the last
serving day of the month if the claim has not been submitted in the FNS system and the SFA or Site is in
Program
High Breakfast Count
Breakfast count for <<Month Year>> is equal to or higher than Lunch count.
Appears when the number of breakfast meals is equal to or higher than the lunch meals
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Table A.2 Messages for Counting and Claiming, continued

Subject / Message / Description

Category: Claims

No Claim Data
No Claim Data Exists for <<Month Year>>.

Appears 51 days from last serving day of the month if the claim is not entered in FNS, appears daily until 60
days after last serving day of the month or until the day after claim is entered in FNS, whichever occurs first

Table A.3 Messages for Contract

Subject / Message / Description

Category: Contract

Renew Contract
Renew annual contract using DPI's Online Contract System
Appears 5/1 and appears 1-time
Submit Food Service Contract
Submit Food Service Management company contract to DPI
Appears 5/1 and appears 1-time
Submit Joint Agreement
Submit Joint Agreement to DPI
Appears 5/1 and appears 1-time
Submit RFP
Submit RFP to Food Service Management company
Appears 5/1 and appears 1-time
Submit Vendor Contract
Submit Vendor contract to DPI
Appears 5/1 and appears 1-time
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Table A.4 Messages for Reports

Subject / Message / Description

Category: Reports

Child Nutrition Report
Please review your Child Nutrition Report on Online Services.
Appears 11/1 and appears 1-time

Civil Rights Compliance
Complete the Civil Rights Compliance Self Evaluation form.
Appears 10/15 and appears 1-time

On-Site Monitoring form
Complete the On-site Monitoring form
Appears 1/1 and appears 1-time
On-site Monitoring form for Afterschool Snacks
Complete the On-site Monitoring form for Afterschool Snack Program
Appears 1/1 and appears 1-time
On-site Monitoring form for Afterschool Snacks
Complete the On-site Monitoring form for Afterschool Snack Program during the first 4 weeks of operation
Appears 9/1 and appears 1-time
Submit FNS-10
Submit the FNS-10 report

Appears 10/31 and appears 1-time
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< End of Appendix >
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Table B.1 System Settings for Admin

System Setting / Description

Category: Management

None

Table B.2 System Settings for Counting and Claiming

System Setting / Description

Category: Claims

Attendance Factor

Controls whether Attendance Factors are entered Monthly for each Site or Monthly for the entire SFA.

< End of Manual »
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