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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 Messages regarding filing claims and reminders 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 counts — separate counts for each eligibility are shown along with the total
number of active students; data is read only.

e 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 | 8 Wisconsin Department of Public Instruction
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Viewing a Message

In the My Messages list

= Click a Subject link in a

message listing.

10/29/2014  Verification ificatiomhas not been Completed T

10/29/2014  Claims High Breakfast Count 5|

10/20/2014  Claims High Breakfast Count g

10/29/2014  Claims High Breakfast Count &

10/29/2014  Claims High Breakfast Count e

10/20/2014  Claims High Breakfast Count B

10/29/2014  Claims High Breakfast Count T

10/29/2014  Ciaims High Breakfast Count &

10/29/2014  Claims High Brea t T/

U4 - 21 22(23/24 25 26 27 28 29 30 .. | b || M

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

T — ® The message appears in the

View Message popup.
Date:  10/29/2014

Category: Claims
Subjoct; 10 3 Dits Overde »  Click Clnse to close
Your August 2014 claim has not been filed. Claims must be entered in the FNS the View Message

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

Wisconsin Department of Public Instruction Page | 9
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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 | 10 Wisconsin Department of Public Instruction
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Deleting a Message

In the My Messages list

e C(lick Delete (E) ina
Date Category j message listing.

11/14/2014  Verification
11/13/2014  Verification

£\ Caution!
You are not prompted to
confirm the deletion.
Deleted messages cannot
be retrieved.

11/13/2014 Verification
11/12/2014  Verification
11/12/2014 Verification

Verification
11/12/2014  Verification
1171272014 Verification
11/11/2014 Verification
11/10/2014 Verification

o) 161 161 151 18] 15] 15]

18] 151 1P

62 items in 7 pages

The message is removed from
My Messages the list.

Date Category Subject
1171472014 Verification Verification Sample Overdue

Verification Verification Sample Overd

Verification Sample Overdue

18] 15] 151

11/13/2014 Verification

&)

Verification
11/12/2014 Verification

5

Verification

11/12/2014 Verification Verification Sample Overdue

Verification S le O i
Verification Sample Overdue
Verification Sample Overdue

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

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

- -
| 15l

18] 1] 5] 1] &

61 items in 7 pages

Wisconsin Department of Public Instruction Page | 11
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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.

Page | 12 Wisconsin Department of Public Instruction



SNACS SFA User Manual - Eligibility Certification Chapter 1: Getting Started

Log Out of SNACS

Logging out of SNACS can be performed from any page.

To log out of SNACS from
any page

= Click Logout.

Jstn

Student Management  Reviews Counting and Ciaiming  Admin

B Free 108
o Direct Cenification 14
S Dot o = Gither Cenification 12
Vigh Becadzst Comant E :"“"““"“" 3;
: = ATyover

igh feealed 5
High Breakdast Count = Cither 40
High Bezakiast Cont B | Raduced o
Histhy Bewabedand Coand = Camyover &
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

TR ccsemastchontont o sedosn, SODUTTRUV— you do not want to
immediately login to other
o Haresi  Limrucoms o - DPI online programs or
o wemien: services.

Wisconsin Department of Public Instruction Page | 13
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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 | 14
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Category and Page Conventions

Categories
Button
SFAs
Menu selection —¢ ¢

Users
Login Details

Pages

Group Name
Page Name Field Selection box Clickable button

Site Name

-
Role _ Status | LastName First Name
All [+] | Active

User List

Last Name First Name User Name SFA Name Site Name Status Roles
Hugo Victor L VictorH School District Hi Active Site Administrator
Marcucci Victoria vmar Active Manager, Authorized Rep

School District

Manager

testusernam P
test test estuserna s School District Active

ABCDEFGHIJKpMNOPQRSTUVXXYZ Al

LLLLEL,’_J)[ Pagesize:| 20 ¥ | \ 3itemsin 1 pages
1/

N\

/4 N\

Clickable button Page size'selection Clickable link

List size message

Wisconsin Department of Public Instruction Page | 15
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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 | 16 Wisconsin Department of Public Instruction
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Using List Display Controls

Site
—ALL -
Student ID

Grade

> —ALL-

_IDType

| Local D [v] |

Eligibilty  Basis
] AL~ [v] [~ALL~

Last Name First Name

5

| smwacsiD Locat 1D State D Last Name First Name Site Grade  Birth Date

| a 1000030 FORD HENRY Grand Marsh B 05 107161591
1000031 FORD RUTHER Grand Marsh £ 08 12/28/2000
1004172 Freeman Sally Adams.Friendship E! o oL0w2001
100250 Goulds Kendais Adsms-Friendship Mid 08 0
12348854 Greenspan Alan Roche A Cri El P 1171142007
1000101 Gultiemrez Abraham Roche A CHEl 03 11/10/2004
12355100 Heranadez Juiio Roche A Cri Bl a2 1212/2005
1000054 fam Mani Adams-Friendship Mid 07/05/2013
1050100 Sefferson Thamas Adams-Friendship EI 12 11/11/1595
1003987 Jeffries sally Adams-Friendship Hi 05/19/2000

Jlglr 2 2456[7/8 910 . |p M

140 items in 14 pages

Some pages display listings on
multiple pages. Display controls
are provided below the listings to
move between the pages.

Two types of controls are
provided:

Page controls:

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

® To display the last page of

]
listings, click i—!

./

To display the next page of

3
listings, click = .

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

such as ﬂ .

To display the previous

<l
page of listings, click = .

Wisconsin Department of Public Instruction

® To display the first page of
i id
listings, click LE .
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< End of Chapter »
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Chapter 2:
Applications

In this chapter you will learn how to:
v Upload application images or a file with application data for validation processing.
v Manually create, view, and update an application in the Validate window.
v’ Validate an individual application or all applications in a batch.
v’ View and print notification letters.

v" Search for, display, and update an application.

Applications at a Glance

Menu Selection Description

Application Image Upload Uploads one or more application images for validation processing.

Application File Upload Uploads a file of application data to SNACS.

Manual Entry Create and view an application where all information is entered through the
keyboard.

Validate Validate an individual application or all applications in a batch.

Notify View and print notification of benefits letters for an individual application or
for all applications in a batch or for all applications in all batches.

Master Index Search for and view applications.

Table 2.1 Applications Menu Functions

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

The Application Image Upload function uploads one or more images of
applications. Images are uploaded in a “batch” which can be either accepted or
rejected (discarded).

Application Image Upload

When an image batch is accepted, the batch can be processed through the
Validate function in the same manner as manual applications. Select “Accepted”
in Batch Status to open the Validation Workspace.

Application File Upload
Manual Entry

Validate

Notify

Master Index

By default, on the Application Image
Upload page

Application Image Upload

Date Uploaded: 1/21/2014

= Date Uploaded displays the

Images in Batch: o Max 5 Select images current date
+Images in Batch displays "0’
Uploaded Images Total: 0 (ZeI‘O)
= Image viewer is blank.
Page Functions

Field/Button Description

_I Select images ' Click to select images for the upload process.

Accept Batch Click to accept the uploaded images.

Reject Batch Click to discard the uploaded images.

Table 2.2 Application Image Upload Page Functions
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Uploading and Accepting Application Images

On the Application Image
Upload page

Application image Upload

Date Uploaded: 1/21/2014
»  Enter the number of
Images in Batch.

Ilmagssirl Batch: Max: 5 I

Accept Batch Reject Batch

Uploaded Images Total: 0

. Click Select images ].

1y In the Open popup

» Use standard Windows
navigation techniques to

Organize » New folder

.

/¢ Favorites select one or more
B Decidep !- application image files.
& Downloads |
2 Recent Places e f f e
o] EE— ey e
B8 Drophon Application_001. Application_002. Application 003 M . Click Open I'
png g png
4 Libraries I : - =TT
:;i Documents !.._.__.. —1
o Music :-wa-—m—-': s
=/ Pictures et 3
B videos — —
Application_004. Application_005,
M Computer png  prg ]

ﬁ Local Disk (C:)
L. 000_Applicationimages
. 000_DClmport
1. 000_StudentPics

File name: “Application_005.png" “Application_001.png” “Applic

Wisconsin Department of Public Instruction Page | 21
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Application Image Upload

Date Uploaded: 1212014

Max: 5

Images in Batch: [

Selectimages |

L] o

Chveci £ & loster K gl miponubilty of weltes agency o
Eourtl I WA e vated Dals e o s shp o Part

T

(-] £

it ary mente of your Sossencie imceives FoodShare FOPIR o Wil

provce e e per
recerves benetts 202 saig fa part & i n oo recees hese benstls go

:wmr

1 oy ol o e apgring dor i Svomuiens. mgrant
9 1 sty chech T sprpriae b and cal yor
schocl hameess fascn migant coortnsts
{rovmessC wona _ pusssy [

d ority
o = T o
AR Jsmmw Ve [Fojclmme  [Cjo{oofin e
$10000 Sl |5 $10503 00 Oy et per
1] 1 3 | s I
$ § ] i [ 15
5 [ § § i

gen of b o0 Ber S0l

of waite “Tione”

i Secunty Nemtses

Eotly (e Pat B ARYTSION o I ScAon 1 e g Bl o) eome 4 MEred | sttt i e 12000 il et Fedey
o i ‘

oy ey
foeve faine =rmdion. my chigren ey st meg benebis and | mey e Soseculed

Accept Batch

Uploaded Images
Image 1
Image 2

Image 3
Imags 4

Im@e 5

The uploaded image file names
appear on the right.

= Click on each image name
to inspect the image in the
image viewer.

Reject Batch

Total: § »  Click Delete (< )in an
image listing to remove the
image from the batch, if

needed.

(]

[P

Application Image Upload
Date Uploaded: 1/21/2014

Max: &

Images in Batch: (5

Select images

— et |

e

i bm

coum! I of chigrer iateg Seow & e chiden akp fo PeT S WO

A02MS SCOTT 2101883 i

I ey membes of yous Weurnehiad recetves FooeShare FOPR or Vi

for e parce e
ot pas ¢ ®

i Part 1.
[FAME:- Ty

Tost
CASE NUNBER

o any chii e arm appiyeg for m homelest. mgraet
o 3 farbdy chech 2 Jooropnale bz and tal you
fachocl, homeless anon, mgrant cosrtina
HOMELESS . MBGRANT . FLBGWAY L

Accept Batch
Uploaded ayas
Image 2
mage 3
Image 4
Image 5

After all images have been
inspected in the image viewer

Accept Batch
= Click

Reject Batch

whalehshst T

Page | 22
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An acceptance message appears
with the batch number

LN F N §F F N F F ° °F N §F °F N N °F B N B N N B N § |
Batch has bean accepted with batch number 83

Application Image Upload

Date Uploaded: 1/21/2014
Images in Batch: | Max 5 Seiect images

Accept Batch Reject Batch

Uploaded Images Total: 0

Rejecting Application Images

o pe aplonted he b
Application Image Upload

should be uploaded, the batch

Date Uploaded: 1/21/2014 can be rejected.

& e - a .
Images in Batch: s Max: 5 i Select images » C||Ck
of g seape hong  jour Chece £ foater chid (450 respormbty of wedwe agency o | Chwct Accept Batch Reject Batch .
oo Fos o s, | (Gened oot i e b e i e sk o Part 1 V0 i Re]ect Batch
g
SCOTT B15an 0 e i Uploaded Images @ :
AP 50T Jms Tl /] W Image 1 iz i
Image 2 :‘
Image 3 i
Image 4 B
3 . e Image 5 &

A} mprmie o pous househe mcenves FoodShan FOPIR o W) A
Beneth. proves e farme ang cane e b e peree whe. .
" 5 3 e racees s et o o ary chvie o are apyrying for @ homeless, mgrant

bor & iy chach B appregeale Box
jsctonl homeiens lamsen

In the confirmation popup

T

Message from webpage g

oy
I@ Do you want to delete the batch?

|| cancel
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The Application Image Upload
page reappears. All fields have
been reset to default values.

Application Image Upload

Date Uploaded: 1/21/2014

Images in Batch:| | Max: 5 Seiect images

Accept Batch Reject Batch

Uploaded Images Total: 0

Page | 24 Wisconsin Department of Public Instruction
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Application File Upload

The Application File Upload function uploads a file of application data for
validation processing.

Application Image Upload

Application File Upload

Manual Entry
Validate
Notify

Master Index

et on the Appeaton

File Upload page no fields are

Upload File available.

Upload File

Page Functions

Field/Button Description

=D

Upload File Click to start the file upload process.

Table 2.3 Application File Upload Page Functions
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Uploading an Application File

Application File Upload

On the Application File Upload
page

|Upload File
. Click Upload File )
3 In the Upload File popup
(=] Upload File (%]

Allowed extensions: .tsv..

Select

| E J

=

. Click st

Organize = MNew folder

0 Favorites
Bl Desktop E|

-
Name

| Applications 010_2013.txt

Date modified

10/4/2013 8:51 AM

In the Windows Open popup

= Use standard Windows
navigation techniques to
o select a file.

Text Document

@ Downloads
L] Recent Places
[ Dropbox

| Applications_011_2013.bt

4 Libranes

- Computer
&L Local Disk (C)
.. 000_Applications
1. 000_DClmport
J. 000_Student_Files
1. 000_StudentPics <

10/4/2013 8:51 AM

Text Document

. Ciak |

File name: Applications_010_2013 bt

Page | 26
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=] Upload File

Allowed extensions: .tsv, txt
@ ApplicationUpload.txt  xRemove

Upload
[

In the Upload File popup

»  Click .

I Application File Upload

Upload File

Upload File

Uploaded File: ApplicationUpload txt

I':‘;El

[

On the Application File Upload
page

»  Click .

File imported successfully

Application File Upload

Upload File

Upload File |

Valid application data imported. Out of 160 applications in the uploaded file, only 101 were imported

Upload File

=

Application File Upload

A success message appears.

Or, a message with the
number of successful
application imports is shown.

Wisconsin Department of Public Instruction
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Error Messages

You may encounter error situations when validating uploaded applications, such as the following example.

Application #: 182

Date Signed
No SSN Y| Signature

FiRIFAIRE

Incomplete

Applic ation Comments

A minimum of 4 four digits must be provided for the applicant’s SSN on an application. If less than four is entered,
an error message “Invalid SSN" appears in the details area of the Validation Workspace.

Error Description

Invalid SSN

Invalid Date

Missing Information

The last four digits of the applicant’'s SSN must be entered on the application; this
error is shown when less than four digits have been provided on an uploaded
application.

Shown when a student’s birth date is not valid, such as 11/13/2000.

Shown when information is missing in required fields.

Table 2.4 Application File Upload Errors

Page | 28
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Manual Entry
. Manual Entry is the process of entering an application “by hand” into SNACS—
Applications S that is, it is not scanned and it is not entered through the Free and Reduced Price

Meal Application website.

Application Image Upload
As applications are entered, they are collected in batches of 25. When a twenty-

Application File Upload sixth application is created it is automatically placed into a new batch.
The first application entered for the day begins a new batch, i.e,, if you have
I Manual Entry entered 10 applications on Monday and then, on Tuesday, enter the next
application, the new application is not placed in the Monday batch. The
Validate application will be placed in the first Tuesday batch.
Notify

Master Index

.
i | Manual Entry page no
‘ @ fields are available.

Application # Eligibility Basis Application Status User Date

Mo records to display.

Page Functions

Field/Button Description

Click to open the Validation Workspace to enter information from a paper
application.

Add New Application ...

Table 2.5 Manual Entry Page Functions
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Manually Adding an Application

Completing a manual application includes
= Step 1—Adding all students in the Students group.
= Step 2—Adding all members of the students’ household in the Household Members group.

= Step 3—Finalizing the application in the application authorization group by supplying the applicant’s
SSN/indicating that no SSN was provided, amd indicating that the application was/was not signed.

All of the above actions are performed in the window called the Validation Workspace.

On the Manual Entry page:
= Click

Add New Application .. |

| Application = Eligibifity Basis Application Status User Add NEW ADD'ICSI]OI'I -

Mo records to display

The Validate window opens.
This window is also referred to
as the Validation Workspace.
The Validation Workspace
includes three groups of
information

= Students group where
students are added.

= Household Members

|| Fooashare v Benef-r,lary:-
- group where all people
living at the residence
Incoms Amount Ho Incame are added.

= Details group where
application details, such
as Social Security
Number (SSN) and
Signature are recorded.

Household Size: [0 | Total Income

Applicant SSN 1 Date Signed
== 7 & ONossn & Dlsignature & (5192015

Correction Required You must enter at least one student before you can process this

apphication

Comments
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Step 1: Students Group—Adding a Student with a SNACS ID

In the Students group

po—
Students . |
= Click Lookup ( ).
Foster/Head Start
Grade Homalesi/Migrant/  Birth Date
Sunawsy

ENACSID Site Nama

o records 1o display

C— &

In the Lookup popup

E SNACS - Lookup (]
Site = = Select one or more
~ ALL - [=] .
search conditions.
Student ID ID Type Last Name First Name Grade  Status
- Local D [=] 12 [=] | Actve [£] ———
[Search] . Click Search )
.-M ;mcs Local ID  StateID  Site g:tt
| Mo records to display
: In the list of students that
=) SNACS - Lookup o ..
" match the search conditions
~ALL - [=] ..
= Select a student listing.
Student ID DType LastName First Name Grade Status
Local D [+] 12 [=] | Active [=]
= . ciick L9 ]
i Name TSDI‘HCS LocallD  StatelD  Site Birth Date ‘
>  Allens, Kenyottas A, 1000831 100065 Adams-Frendship H 9/19/1995
»  Edwards, Montrell 1000853 1100 Adams-Frendship = 10/15/1995
[ 3 Jefferson, Thomas

Wisconsin Department of Public Instruction
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The student’s information
appears in the Students

group.
Foster/Head Stant
SNACSID Site Nami Grade Homelsssihiigrant/  Birth Date

1000130 |

1

In the Students group
= Click Add New Student

Foster/Head Start .
SHNACSID Grade  Homeless/Migrant/ =i . ( )

Runaway

No records to dispisy.

L 1]

m State [wn

[ ] [Ere

n Zip (55885

n

G EEEEEEEEEEEEEEEEEEEEEEN

S — . cick (Nexta |

| Eigitifity Basis End Date |

(] Add Student 8 In the Add Student popup
ll-'_ll'-lr'lli—l—“l:l—l—l—l-lllllllllll: eSS EEEEsEEsEEEEEEEEEEEEE, . Enter student details.
: funtitme’ |Cuey I "R s Adams-Friendship Elementa v - .

" LastName [Felds .t ’ = = h »  Select a Site and Grade.
m Middle Name |Thomas o Grade i vl - :
= Home Phone |(555) 123-4567 {Guardian 1) = [ Enroliment Date |12/272013 i - =  Enter or select an
:Add:ess | 8473 Harper's Way : --Sb-JA::S-I[: CERLEREERE LR E LT Enrollment Date.
n | [
n e " LocallD &
n AP (60 S oswn | ] » Enter a Local ID.
= City Roling Hills " i M
n | |

| |

| |

| |

| |

-

| Paid Defaut TR0

[+ Student s active
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=) Add Student a On the Demographics tab

= Select basic student

n
SEthnicity | Not Hispanic/Latina = demographics, enter a
o e 2l birthdate and select a
:Gander Male = u Notificati f

L]
R . otrication prefterence.
L B — - ]
bl . »  Enter Primary Guardian
7 Notification Preferences . Information.
® [ Phone | |Email ¥ Letter L]
S sssEEEEEEEEEEEEEEERT

= Enter Secondary
Guardian Information.

[ ] alE_ u
m First Name John u m First Name Jane [ ]
[ ] "y ] u [
: Last Name Fields am Last Name Fields : . Save
% Middle Nome | Casey = % Midde Name  Elizabeth . = Click .
B ast4ofSSN (5555 m N Last4ofSSN (5555 | u
] "N = u
m Home Phone m B Home Phone (555) 123-9876 u
. Mo S h P il | u
u Work Phone (555) 345-0955 : u Work Phone (555} 994-3549 ]
: [ ]
: Email johnfiglds@work com : : Email janefields@work com s
SEsEEsEEEEEEEEEEEEEEEEEs i EEEEEEEEnnEEEEn"

If a Local ID was not entered
on the Details tab, in the
Validate Student IDs popup

[Z] SNACS - Validate Student IDs (]

You are trying to save a student record without entering a value for
Local ID.

If you click Continue a Local ID will be generated by SNACS = Click \_]Contmue 3
To enter a Local ID, click Return to Edit.

| Continue || Retum to Edit

5 The student’s information
i appears in the Students
group.

Foster/Hesd Start
SNACSID Name Site Name Grage Homeless/Migrant/ Girth Date

Runaway
}1:0?3?3 i FIELDS, CASEY KG ]| sneiz00s B
_l— L
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Step 2: Household Members Group—Adding a Household Member

Household Members

Name Income Type

In the Household Members

[opuons o[ sgican o [ oo 01
|

Income Amount

Jefferson, Thomas

Fields, Casey T

. Click | AddMember ..

In the Add / Edit Household

popup

» Enter the member's name in
Member Name.

* In Income, either

| Other Income
|

| |+ | Add new record

[=] SNACS - Add / Edit Household a
| Member Name
|John Casey Fields
Income
] No Income
| Incoms Type Amount TRQUENCY
Job / Employment (before deductions) W Monthiy [w]
| Welfare Payments, Child Support. Alimony OBEI Monthiy L]
Pension, Retirement. Social Security, SSI VA benefits 0.00 Monthly =
0.00 Moy &~

- Select No Income, or

- Enter an Amount and
select a Frequency in an
Income Type listing; enter

all income received by
this member.

. Click [i].

Note
The limit for a single
income entry is
$9,999,999.99 or less.

Page | 34
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Step 2: Household Members Group—Adding or Updating Applicant Information

In the Household Members

Household Members Optional nfol | Appicant info | group
3

Name Income Type Income Amou m
Jefferson, Thomas 7 3] . Click Applicant Info ...

Fields, Casey T

In the Applicant Information

[Z] SNACS - Applicant Information =]
‘ popup
Applicant Name
Jimmy Madison = Enter or update
Enter Address on Application (if same as Address in SNACS, click Copy SNACS Address) Appllcant Namel if
needed.

Address: 1234 Main Ave

= Update the Address on

City: Green Bay State: WI Zp: 99987
Home: 9991234567 Work/Cell: 9993214567 Application if needed. If
Email: JMadison@email.com Copy SNACS Address no address is displayed

and the address on the

Address in SNACS ” application is the same

ot o oy asj the Address in SNACS,
City: Green Bay State: WI Zip: 98989 click
Home: Work/Cell Copy SNACS Address
Email )

= Select a new address to

ROrRARCHton pes: use for notification, if

© Address on Application ~ ) Application Address Blank - Use SNACS Address needed

Em »  Click @

If applicant information is not
entered, this message appears

You did not enter all Applicant Information. “ .
when is

Name and Address are needed for Notification Letters.
Click OK to continue or click Cancel to make changes. clicked in the Validation

ok || cancel Workspace.
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Step 2: Household Members—Adding or Updating Optional Information

In the Household Members

group
Name Income Type

lefferson, Thomas F g L-_' . CI|Ck Optlonal Info...

Household Members

Fields, Casey T

In the Optional Information

(=) Optional Information ) popup

= Select an Ethnicity or
Ethnicity - 1 “Not Provided".
Odispanic or Latino »  Select one or more
@®Not Hispanic or Latino values for Race.
CNot Provided

. Click |

 Race

[asian
[lamerican Indian or Alaskan Native
[[IBlack or African American
[Pacific Islander
Viwnite
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Step 2: Household Members—Completing Household Members

The last step to completing the
Household Members

Name Income Type Income Amount No Income information is to indicate the

Jefferson, Thomas v s E total number of people listed
Fields, Casey T v VA in the Household Members
John Fields Job $2,000.00(M) s g group.

= Enter the total number
of household members
in Household Size.

Household Size: otal Income (M) $2,000.00

Step 3: Applicant Authorization—Completing Authorization Details

The last step in completing a

Applicant SSN e — Date Signed manual entry application is to
5869 = e 172014 | [@ provide evidence that the
' SNjCs Eligibility paper application includes
valid| Eiigliity Basis Valid From  Valid Until applicant authorization
- —FREE INCOME 1/7/2014  7/31/2014 information.
Incomplete | | Enter SFA
Application | | Eligibility Comments

To include applicant authorization information

= Enter the last four digits of the applicant’s Social Security Number in Applicant SSN or select No SSN if
the SSN was not provided.

= Select Signature if the application includes the applicant’s signature, or leave clear if the application was
not signed.

= Select a new signature date if needed; date must be within the current academic year.

When all required information is provided, Valid appears.
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Step 4: Saving a Manual Application

Incomplete || Enter SFA
s |

Comments

At any time, the manual
application can be saved.
To save the application

- i I

The application appears on the
Manual Entry page in the
Applications in Batch # list.

= Click the Application #

link to view the
application.

_ Several buttons appear in the
Applicant SSN: I No SSN ¥ Signature %?f;zséf?’-i - Authorization group when the
application has a status of
+' SNACS Eligibility "Valid".
Valid| Eligibility Basis Valid From  Valid Until
FREE  INCOME 3/11/2014 7/31/2014
Application #: 391 Incomplete | | Enter SFA
Appiication | | Eligibiity || Comments

Page | 38

Wisconsin Department of Public Instruction



SNACS SFA User Manual - Eligibility Certification

Chapter 2: Applications

Incomplete Application

Applicant SSN:

= Date Signed:
[¥] No SSN 7] Signature 5?1_?;27;?:_ &
+' SNACS Eligibility
Valid| Eligibility Basis Valid From  Valid Until
FREE  INCOME 3/11/2014 7/31/2014
|
Application #: 391 incomplete | | [Enter SFA
Appiication | | [Eiigibiity || Comments

To indicate that the application
has required information that
is missing

Incomplete

Application

= (lick

E Add Incomplete Application

Select a reason *

.IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

O Missing Adult Signature

) Missing Case Number information

) Missing Household information

) Missing Income amounts or frequencies
© Missing SSN information

® Other (please specify in comments)

Comment ° Limited to 500 Characters

S I EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESEEEEEEEEEEEENER
gE I EEEEEEEEEE NS EEEEEEEEEEEEESEEEEEEESEEEEEEEEEEEEESR

Will complete when all information is available

In the Add Incomplete
Application popup
= Select one reason for the

incomplete application
(required).

=  Enter a Comment
(required).

. Click |

& Note
This popup also appears
when the

button is clicked and the
application has a status of
“Correction Required.”

Wisconsin Department of Public Instruction
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Documentation has been provided

Enter SFA Eligibility
licant SSN: : : .
ican o — E;?:: Qsongrsxed _ To manually select benefits
| B -
eligibility
Validl& SNACS Eligibility
Eligibility ~ Basis Valid From  Valid Until Enter SFA
FREE  INCOME 5/19/2015 7/31/2015 ' Eligibility
f 1 = Click
incompietd || Enter SFA
Appiicatiol] || - Eiigivity I“’“’“""ts
SNACS - SFA Eligibility Determination a In the SFA Eligibility
Determination popup
Eligibility * Free v
_ * Make changes as needed.
Basis * Income v
. = Enter text in Comments.

Start Date * |5/19/2015 B
End Date * (773112015 =] = Click [ oK ] .
Comments *

licant SSN y Date Signed:
b No SSN Signature (51102015 B
Valid SNACS Eligibility
Eligibility  Basis
FREE INCOME
+' SFA Eligibility
Eligibility — Basis Valid From  Valid Until
FREE INCOME 5/19/2015 7/31/2015
1
Incompiet, Accept SNACS || jEnter SFA
Applicati EW{“W Eligibility Comments
| | W’
—

When SNACS Eligibility is different
from SFA Eligibility, a new button
appears that allows you to
override the SFA Eligibility with
the SNACS Eligibility.
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Enter Comments

Application #: 221

FREE INCOME 1/7/2014  7/31/2014

Applicant SSN: Date Signed
plicant Sorf i @ s e oighes
5860 No SSN Signature ﬁ 712014 =
+' SNACS Eligibility
Valid| Eligibility Basis Valid From  Valid Until

—

Incomplete

Application

Enter SF
E]igibilhj ‘ Comments

N

To add comments regarding
the application

Comments

= (lick

[F] SNACS - Application Comments

Student withdrew on 10/15/2013

Previous Comments

10/8/2013 10:47:42 AM snacs admin
Student became a foster student on 10/1/2013

In the Application Comments
popup

= Enter comment text in
New Comment.

. Click | AddComment |
. Click |9 ]

Wisconsin Department of Public Instruction
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Validate

Applications -~

The Validate function determines if all required information is included in
applications submitted via paper, online (Free and Reduced Meal Application
Application Image Upload website), or through file import. Errors are flagged for correction. When all errors

are corrected, the application eligibility is determined.
Application File Upload

Applications are validated in “batches” through display of each application in the

Manual Entry Validation Workspace window. This window displays the application image as it
I Validais I would appear printed. Students are added or removed as needed. Household
Members are added with income information, when appropriate.

Notif T . . . . .
= Each application is checked for inclusion of the Applicant's Social Security

Master Index number, signature, and signature date. Application processing status is always
available with suggestions for required corrections provided.

|| ) Ot on the valtdate page

Batch # Batch Status o " BatCh # iS blank

Accepted |w| | Apply
= Batch Status is set to
“Accepted”.

= All batches with a status
of "Accepted” are listed in
the Application Batches
list.

Image Accepted

Acuepted

Page Functions
Field/Button Description
@ Click to display all batches that meet the selected search conditions.
i-ChE.‘CK-In I Click to check-in a batch that has previously been checked out.

Table 2.6 Validate Page Functions
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Validation Workspace

Validation takes place in the Validation Workspace window. This window automatically opens when you click on
an Application # link in the Application Summary list on the Batch Summary page.

The Workspace is divided into two panes. The left-side pane is the digital image of the Free and Reduced-Price
Meal application. The right-side page includes four areas:

= Students - lists all students included on the application.

= Household Members - lists all individuals living in the student’'s household and the income, if any, received

by each member.

= Authorization Information — this area provides

— Last four digits of the applicant’s Social Security Number and indicates if the paper application was
signed; only a date within the current academic year can be entered / selected in Date Signed.

—  Current status of application (Correction required; VALID; Incomplete).

— Application number.

— Buttons to access related functions.

= Process buttons — saves the application, and returns to the previous application or continues to the next

application.

Application #: 204 (2 of )

Batch #: 117

PART 1. ALL HOUSEHOLD MEMBERS

Last} 1o sign this form.

Names of gif paople ing In your {e p oo cnig Check if 3 foster
household (First, Middie Initial attants Grade [ court) If i children isted below are foster children, skip fo Pam §

child (legsi responsibiity of welfare sgency or

Frank Jones

Jimmy Smith

Gru M Kiidd 11172001 :m?nie .

ojo|c] ® L}Jgg

PART 2. BENEFITS
It any member of your housenold recesves FoodShare, FDPIR or W-2
Cash Benets, provide the name and case number for the person who
receives benefits and skip 1o pan 5. If no one receives hese benefits, go
toPar 3

NAME:
CASE NUMBER

PART 3. HOMELESS, MIGRANT. RUNAWAY
STATUS

Case# | Faodshare | Beneiciary|

W any child you are applying faf is homeless, migrant
of & runaway check the appropriate bax and call your
sehoed, hemaless kaison, migiant coordinator
HOMELESS J MIGRANT | RUNAWAY _l

OW OFTEN IT WAS RECEIVED

{List only Wi
hewsehald child
mambirs with

Income) ' deductions suppart,

hons, All Other Income
retirenant, Sacial (indicate fraquency. such
Securily, 581, VA 5 "‘weukly” “monthly”

v oualml[ “annualy”)

y Smith | $25.00

y Smilh__|$30.00

]

]

Students

[ ptons o] opicnt o Ao

$30.00(T

PART 5. SIGNATURE AND LAST FC
An adull hausehald member must sign the application. If Part 4 is completed,

Sign hare. 1001 12! Prm nama: Jimmy Smiff

T MUST SIGN)-
he adult signing the Tormm akso mast lst the last Tour
digits of his of her Social Security Number or write “none” If you do nat have a Social Security Number.
| erty (promise) that aif mformation an s SopUCSton 5 frue and thar & (ncome is reported | understand ihat the school wil pet Federal
funds based on the infarmation | give. | understand that schoal afficiais may veniy (check) the ifarmadion, | undersignd thal if | purposety
give faise infarmation, my chidren may iose meal bensfits. and | may be proseccied.

Address 1

Date. 10312013
State 1X__ Zip Code 77375

iy Borin
Phene Numbar {3 D‘ 5551717 Cell Phone Numbet

121

| Total Income [¥) $2,020.00

Date Signed

I No SSN ] Signature 107312013

Last four dni!s of Social Security Numbar (Write “Nona™ if you do lwl have 3 Social Security Number).
ONAL)

Wisconsin Department of Public Instruction
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Searching for an Application Batch

I Validate I

Batch #

B o® Bl

o

Batch Type.  Batch Status  Date Checked Out Checked it By

1/20/2014

112013

17202014

1/23/2014

1/30/2014

1312014

1312014

Image

Image

Image

Image

Image

Image

Image

Accepted Chack-In
Aecepted [ Chock-In
Accepted
Accepted
Accepted

Accepled

On the Validate page

= Enter a Batch # or select
a Batch Status.

- Click  APPlY ] .

]

| O [ Procasse] [Ae3]
F--------------------------

wmﬁ

|b |‘$ [+ -1l R

NN N N N N § |
1

E

Recaived Date Batch Typs  Sasch Statua Date Checked Out Chacked Out By i I
97472013 Manusl Srocersed Checicln | :I
97182013 Manuzi Processed  10/10/2013 Jo Blsckbum ' 1
107772013 Online Sroceised Checkn
10/7/2013 Manual Procesed

10872033 Manus) Srocessed

10872013 Upiodded  Processed  1010/2013 snacs sdmin

10972013 Manusl Srocstsed

107202013 Manus! Srocessed

All applications that meet the
search conditions are shown in
the Application Batches list.
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Validating an Application

Validating an application is the process of verifying that information on an application was read and stored
correctly. The application and recorded information is displayed in the Validation Workspace. The application
appears on the left side of the Workspace, and recorded information is shown on the right side.

Step 1: Verify Students

Household members are shown on the application in PART 1. ALL HOUSEHOLD MEMBERS. In the Students
group, verify that all listed students appear on the application and that the names are spelled correctly; add any
additional student names that appear on the application to the Students list. If a student record in SNACS could
automatically be matched to the information provided, the SNACS ID of the identified student will be displayed in
the SNACS ID box. If no single exact match was found, search for students or add the listed student to SNACS.

9 Note: To process an application, it must include at least one student. Otherwise, a message appears when
Save is clicked in the Validation Workspace and limited incomplete options are available.

Applicant SSN: = = Date Signed:
1 & UINossN Q [lsignature & [,75015 e

Correction Required [va

0
ap

must enter at least one student before you can process this
plication

Application #: 2430
Comments
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Add a Student Not in SNACS

The Add New Student icon ( 1 ) appears in a student listing when the student is not in the SNACS database.

In the student listing
= Click Add New Student

Foster/Head Start

SNACSID Name Site Name Grade Homeless/Migrant/
Bl Date ( & )
e &
Case \FoodShare  [v| Beneficiary
Available information
5] Add Student a . .
= populates fields in the Add
| el \ S Student popup.
FirmNamg ' |Tracey | Site Adams-Friendship Elementary [ *
Last Name Howell | g - =
e e [y Grade 02 59 In the Add Student popup on
Home Phone [_)_— (Guardian 1) Enoimont Dot [102019 @ - the Details tab
Address :
f:::,m » Select the student's
‘:‘; | State 1D Enrollment Date.
State '
% — ] i, . Entfer the student’s Local
i Eigibility Basis End Date ID, if known.
e = E— | = Add any other information,
& Student is aciive if availalble.
« Click [Next» |
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[Z] Add Student [+
[ Detais | Demographics \
Ethnicity |- Select - v
Race | - Select — !_!'I
Gender | - Select —:j

Language —Saer_t—E]
BirthDate 032172008 |

[ Phone [JEmail ] Letter

Notification Preferences ‘

First Name First Name ]
Last Name Last Name |
Middle Name Middle Name |
Last40iSSN | Lastdof SSN |

HomePhone [ __-__ HomePhone [L)__- |

WorkPhone | __-__ WorkPhone  [()__-__

Email ] Email [ |

On the Demographics tab

Enter or select
demographic student
data, if available.

Verify or enter Birth
Date.

Enter Notification
Preferences, if available.

Enter Guardian
Information, if available.

cioe (528)

[Z] SNACS - validate Student IDs [}

You are trying to save a student record without entering a value for
Local ID.

If you click Continue a Local ID will be generated by SNACS.
To enter a Local ID, click Return to Edit.

| Continue || Return to Edit |

The Validate Student IDs
popup appears if you did not
enter a Local ID.

Click |

Wisconsin Department of Public Instruction
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Add a Student Already in SNACS

In the Students group

Foster/Head Start . Click Lookup ( E] )
SNACSID Name Site Name Grade Homeless/Migrant/ Birth Date
Runaway
1063499 HOWELL, RICE LAKE HIGH T 1 . -
_,t' TRACEY SCHOOL 2 | ) 37212009 =
2
Case # 'FoodShare || Beneficiary
e = In the Lookup popup
Sﬂ’ L
AL- = Select one or more
StudentiD 1D Type Last Name First Name Grade Status search conditions.
| [LocaliD [¥] [a | | | —ALL- V] At (V)
. Cioc | Search |
SMACSID Locai ID State 1D Site Birth Date |
| No records to dispiay, |
. e |
In the list of students that
1) SNACS - Lookup — ..
site match the search conditions
~ALL- v
StudentlD  IDType  LastName First Name Grade  Staws = Select a student listing.
LocallD [~] [g | ~ALL-- [v]| [ Active ]
= ok |
= Click .
Hame ISDN‘G Locat I State ID Site Birth Date
. - wosats a00s2s Ve Koo Cr CoreComte sr0n2 The student's information
> G shewsg 2524 1005214 Saftorson B 47172005 .
¥  GAGE VERONICA 1035510 1095510 leflerson B 47272009 appea rs In the StUdents
45 ST o RS group.
LIS B GAMBER, JUSTIM SCOTT 1027854 390054277  3000S4X77  Tmnter & 5/30/2002
“!'Mﬁ&aﬂﬂcﬂ.e""""'J!:ﬂs!'sth‘Mﬂ?Fqu""""""!M"'
>  GANCS ROBERT ALLEN 1027856 390053636 390053636 Teinter® 6172002
¥  GANDEE BRITTANY NICORE 1027857 390045711 350045711 Tainter & &f2200
>  Gandhl, Sania 1000778 269496568 Tainter £ 2552005
»  GANDY, TREVOR GRANT 1025578 390051389 390051598  Taintar & S/26/2007
2/1]2345578910 b M Pageszet0 ~ 137 itesres in 14 pages
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Add a Student Not in SNACS and Not Listed

Foster/Head Start

SNACSID Name Site Name Grade Homeless/Migrant/ Birth Date
Runaway
1063499 HOWELL, RICE LAKE HIGH [ — -
! 'V| 21 &
TRACEY SCHOOL o | | ARYA0Y -
1027854 GAMBER, f — e
TAINTER
s AINTER EL o4 | (¥l smor002 )

T

| | FoodShare [v]| Beneficiary

In the Students group
= Click Add New Student

(&).

4] Student is active

[Z] Add Student e
Detals \ Besmagaphics |\
EEEEEE NN NN NN -.
First N Ca |+ ]
i SG)!':' uE e Adams-Friendship Elementary :] e :
LastName  |Fields | mm IKG - = o
:_: n &- d! [
Middle Name |Thomas .: " 53 :
Home Phone |(555) 123-5678 (Guardian 1) u m Enroliment Date |12/212013 i o
IR R R R R R R R R R RN R R R R AR R RN
Address 8473 Harper's Way [ ]
[]
[]
Apt 505 | :
City Rolling Hills []
[]
State Wi []
[]
Zip 58555 s
: | eigiiity Basis End Date
EEEEEE NN NN NN EEEEEEEEEEN
I Faid Default 732014

Wisconsin Department of Public Instruction

In the Add Student popup
*  Enter student details.

= Select a Site and Grade,
and enter or select an
Enrollment Date.

» Enter a Local ID, if
available.

»  Click .
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- On the Demographics tab
[2) Add Student a

Detake | Demographics \ = Select basic student
s EEEEEEEEEEEEEEEEEEER H
Ethnicity Mot Hispanic/Lating E: d‘emographlcs’ enter a
birthdate and select a

Race White -
Gender | Male  [v] Notification preference.

Language | English [=]
Birth Date 0511972008 Enter Primary Guardian

Information.

Notification Preferences

[“IPhone [T1Email ¥ Letter

= Enter Secondary

| |
m First Name Jane
. ik |

First Name John
Last Nama Fields : Last Name Fislds

= Middle Name | Elizabeth

B Last4ofssN [s555 |

B Home Phone (555) 123-0876 |
m WorkPhone  [(s55)9043549 |

: Email janefields@work com

Middle Name Casey

Last4 of SSN  |5555

Home Phone (555} 123-9876

Work Phone (555) 345-0955

Email johnfields@work com
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Adding a Student Who is Already on an Application

Household Size: [0 | Total Income (¥) $0.00

Applicant SSN Date Signed:

5192015

A L INoSSN Q) | Signature g

Correction Required

! Incompiete
| Application

Commants

If a student is added to an
application who has already
been included on a processed
application, a caution icon
appears. Hovering over the
icon displays a message that
provides the application
number, eligibility status and
the benefits starting date.

Adding a Student Who is Already on an Application Added for Verification

1 | Total Income (Y) $0.00 Proof Provided () No Proof Required

Applicant SSN. Date Signed

¥ NossN [¥] Signature 5122015

Incomplete
Applcation

If a student is added to an
application who has already
been included on a processed
application that has completed
Verification, the

u & O Proof Provided () No Proof Required | 7

field appears. A message
appears in the details group
that proof of income is
required.

If you select “No Proof
Required”, the Comments
Required popup appears and
must be completed before
continuing.

Wisconsin Department of Public Instruction
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Verify Receipt of Benefit Information

Benefit information is shown on the application in PART 2. BENEFITS. Verify the case number. Special status
information is shown on the application in PART 3. HOMELESS, MIGRANT, RUNAWAY STATUS

In the Household Members
— group

Beneficiary| Regina Howell | »  Verify Case # and
benefit type.

W-2 cash benefits
FDPIR
opuordamo] | Appicantnfo | Ad Member

= Enter the Beneficiary
name.

No Income

Page | 52 Wisconsin Department of Public Instruction



SNACS SFA User Manual - Eligibility Certification Chapter 2: Applications

Step 2: Verify Household Members

Household members and their received income are shown on the application in PART 4. TOTAL HOUSEHOLD
GROSS INCOME. Verify that all listed household members, their income, and income frequency appear in the
Household Members list.

Adding a Household Member

T
Household Members Optional Info... I In the Household Members

e group

MName Income Type Income Amount No Incd

Howell, Regina v V4 ":..:

Howell, Tracey v ‘_'-\ . Click Add Member ...
JOYCE, GASTON v 7 ::

Household Size Total Income (Y) $0.00

In the Add / Edit Household

[ swACs - Ada/ ot Househola LR
Member Name popup
Kelly Vising
[ = Enter the Member
| Income
Name.
[ No Income
—— — Za— | = Select No Income, or
Job [ Employment (before deductions) [ﬂ 00 ) Monthily | v] enter an Amount a nd
Welfare Payments, Child Support. Alimeny [20000 Monthly ~] select a Frequency inan
Pension, Retirement. Social Security, SSL VA benefits [0.00 ' Montniy ] Income Type |iSting,’
Other ncome oss___ vt R || [ | enter all income received
| 1+ Aod new record | by thls membel’.
]

. ik |
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Removing a Household Member

In the Household Members
Household Members Optional Info... Add Member ... group

Name Income Type Income Amount No Income e

Howell, Regina L * Click Delete ( _C}_ ) ina

Howell. Tracay 4 member listing.

JOYCE. GASTON v .

T e The rnemF)er !s remqved. No
confirmation is requwed.

Household Size: Total Income (M} $200.00
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Adding or Updating Applicant Information

In the Household Members

T—— T ) |

e ]
Name Income Type Income Amou gnrome
Howell. Regina ./' E_’ - C||Ck App’llwnt InfO =) .
Howell, Tracey i -/' -.?:.’
JOYCE. GASTON 7 ./' ':5_'
Kelly Vising Support Payments  $200.00(M) F o
Household Size: Total Income (M) $200.00
In the Applicant Information
SNACS - Applicant Information .
LA R R R R RERRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRERRRRRERDN] popup
Rppricant Name - »  Enter or update
Jim Smith . .
' Applicant Name, if
Enter Address on Application (if same as Address in SNACS, click Copy SNACS Address) needed.
Address: 256 Bell Street - Update the address’ if
City: | Madison State: |WI Zip: | 55555 needed.
Home: 555-676-1234 Work/Cell: |555-111-5678 . Select a new address For
Email JSmith@home net Copy SNACS Address Notification use, if
needed.
Address in SNACS
.
Address: . Click - .
City: [ State: Zip:
Home: | Work/Cell- |
Email:
For Notification use:
© Address on Application ' Application Address Blank - Use SNACS Address
LB B BN R ERRERERERDRERBSESEBSEBSEBSESREBSESERBERBSEBSRBSEBSEBSRB-RBSEBSERBSEBRBSEBR-SEHSEBSEH-SEH}.] LR B}
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[Z] SNACS - Applicant Information a
i = )
Applicant Name :
L
L
.IIIIIIIIIIIIIIIIIIIIIIIIIIIIII-
Enter Address on Application (if same as Address in SNACS, click Copy SNACS Address)
Address: [256 Bell Street |
City: | Madison State: Wi Zip: | 55555
Home: | 555-676-1234 Work/Cell: [555-111-5678
Email: | | Copy SNACS Address
Address in SNACS
LR R L RLRLELERRERRERELNLERLLRERERERERNERNENLERLERRERSENRENLRERLLRLRM
L
-
u :
City: State: Zip: =
g ity l:l P .
= Homa: WurIdCeH'l:I n
. n
H Email:[ | .
L
-llllllllllllllllllllllllllllllllllllllllllll:
For Notification use:
IIIIIIIIIIIIIIIIIIIII.
= (® Address on Application ~ _}Application Address Blank - Use SNACS Address
L
.llllllllllllllllllll‘
ElCT
L3

Note: If the
= Applicant Name is left blank, or

= Applicant Name is entered and
Address on Application is
selected but no address is
provided

an error message appears when Save is
clicked in the Workspace window.

The Applicant Name and complete
Address on Application details must
be provided to ensure that the
notification can be sent.

Adding or Updating Optional Information

Household Members

Name Income Type Income Amount

In the Household Members
group

Howell, Regina
Howell, Tracey
JOYCE, GASTON
Kelly Vising

Support Payments $200.00{M)

No Income
L4 _/'
o _/'
o _/'
-
P

. Click |0pﬁonal|nfo... '

Household Size: Total Income (M) $200.00
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In the Optional Information
popup

| ) optional Information @
|

Ethnicity . o
[ . = Select an Ethnicity or
Hispanic or Latino M ) ”
Not Hispanic or Latine Not Provided".
*Not Provided .
= Select a value or multiple
|Race - values for Race.
Asian

‘American Indian or Alaskan Native

Black or African American
#Pacific Islander

White

= Click @

oK) [clpcel
J

Completing Household Members

The last step in completing the Household Members information is to verify the total number of people listed in
Household Members.

= Update the Household

T—— Size, if needed.

Mame Income Type Income Amount Mo Income

Howell. Regina v _/. :‘
Howell, Tracey v _/' :‘
JOYCE. GASTON v * W
Kelly Vising Support Payments  $200.00(M) F B

Household s:‘ze-l E] [tolal Income (M) $200.00
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Providing Proof

If all students on an application are on another application that was/is in Verification for the current Academic
Year

= Avyellow warning icon appears in each student listing in the Students group, and

= Two options appear in the Household Members group, “Proof Provided”, “No Proof Required”.

Foster/Head Start
Homeless/Migrant/
Runaway

i FoodShare | Beneficiary|

Optional Info, Applicant Info ... | Add Member .

Income Type Income Amount No Income

Household Size: [0 | Total Income (Y) $0.00 & O Proof Provided O No Proof Required

plicant SSN = - Date Signed
o A LINoSSN £ L Signature g ‘-HQ!"D?G

Correction Required [Invalid household size

Incomplete |

. Comments
Application i
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When all “Correction Required” errors are corrected the status “Incomplete” appears in the Applicant
Authorization Details group with the message, "All of the students on this application were part of Verification. If
all household members are the same proof of income is required per USDA regulations.”

&‘-?;2—}.’ http://wisnktest01/2Apg

Foster/Head Start
SNACSID Site Name G Homeless/Migrant/

Runaway
[1027728 |  guwman o , P -..-

15']?_-15'3 | ALTMAN,

|| FoodShare vl Beneﬂcraryi

Optional Info... Add Member . l

Income Amount No Income |

Household Size: [2 | Total Income (Y) $0.00 A O Proof Provided ) No Proof Required

Applicant SSN: Date Signed:

4 Signature 5110/2015

Incomplete

Anplication Comments
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You must choose one option to complete processing for the application. Hovering over either option displays the
message "Household must submit Proof of Eligibility. Upload documentation from the View Application page.”

If you choose “Proof Provided”, the application can be saved and the validation process continued to the next
application. If you choose “No Proof Required”, one more step is required.

In the Applicant
Household Members Opfcnal Info... Authorization Details group
Name Income Type Income Amount No Income POPUP
BULLMAN, VICTORIA M v s B »  Click "No Proof
v * 18 . ”
ALTMAN, MARK E & Required.
Household Size: Total Income () $0.00 A Oproof Prowuel '.i}No Proof Required I
—i-—-———-—-~--—- S In the Comments Required
=] Comments Required [ %]
popup

Please indicate the reason(s) proof of eligibility is not required.

Comments (Limited to 500 Characters) 1.

Enter comment text
Superintendent has waived submission of proof of eligibility |

2 click L9 |
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Step 3: Verify Applicant Authorization Details

The last step is to verify the authorization information shown in the application in PART 5. SIGNATURE AND
LAST FOUR DIGITS OF SOCIAL SECURITY NUMBER.

Date Signed = Verify the last four digits of
1/812014 & the applicant's Social
Security Number in
Applicant SSN or select No
SSN if the SSN was not

Applicant SSN .
e mm A [INoSSN A [ signature

Application #: 233 incomlete || o provided.
Applicalion . A
L IL | = Verify that the applicant
signed the application and
clear or select Signature as
Applicant SSN — o Date Signed ded
5850 L No SSN Lv] Signature 1/812014 i needed.
_ I SNACS Eligibility = Change the Date Signed
Valid | 4 Eligibility Basis Valid From  Valid Until date' if needed.

== ==} FREE INCOME 1/8/2014 713172014 When all required i formation
Application #: 233 ! Il I 1

is provided, Valid appears for
Incompiete || Enter SFA c " . .
Application || Eligibility S the application status.

Validation Workspace Buttons

Field/Button Description

Click to display the Add Incomplete Application popup; use the Add Incomplete
Application popup to choose a reason and enter comment text to describe why processing
the application cannot be completed as is. The application will receive Paid eligibility with a
Basis of Incomplete.

Incomplete
Application

| Accept SNACS Click to accept the eligibility assigned through SNACS; button appears when SFA eligibility

Eligibility has been entered.
| Enter SEA Click to display the SFA Eligibility Determination popup; use the SFA Eligibility
Eligibilitv. Determination popup to change Eligibility type, Reason, Start Date or to add Comments
: regarding the application eligibility.
e Click to display the Application Comments popup; use the Application Comments
popup to “attach” comment text to the application.

Table 2.7 Validation Workspace Buttons
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Step 4: Saving an Application

When you have completed validating the application, or have validated as much as possible, you will save the
application. The available buttons at the bottom of the right-side of the Validation Workspace, may vary.

Validation Workspace Functions

Button Description

4= Previous Click to display the previous application in the batch; button is grayed when
there are no other previous applications in the batch.

Click to save updates and leave the application on display.

Save & Next =p Click to save updates and display the next application in the batch; button is
grayed when no applications remain in the batch.

Table 2.8 Validation Workspace Functions

Recording an Incomplete Reason

If the application needs

Correction Required t corrections or additional
information, you must record
Application #: 188 incomplete | ' the reason for the incomplete
Mg application.
4= Previous Save & Next =p Incomplete
Application
= Click

In the Add Incomplete

% Add Incomplete Application a Application popup
AN EEE NN NS NN NN SN NN NN NS NN EEEEEEEEEN
m Selecta reason * =
R | O Missing Adut Signature . «  Select one reason for the
: '} Missing Case Number information : incomplete application.
B O Missing H hold inf L]
wl C g L
: Missing Income amounts or frequencies : - Enter a Comment.
: Missing SSN information :
: & Other (please specify in comments) E . CIle | OK
. - o~
w Comment * Limited to 500 Characters " w Note:
m | Will complete when all information is available u
. . Missing Adult Signature has
Bl SN NN NN SN SN SN EEEEEEENENEEERS . . K
— — an impact on eligilbility, so it
] _ should be selected if it is one
=3 of multiple reasons that the

application is incomplete.
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Enter Comments

orrection Requirgy

Application # 183

4= Previous Save & Next =p

To add comments regarding
the application

Comments
= (lick

[Z] SNACS - Application Comments ]
EEEEESEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
New Comment (Limited to 500 Characters)

Student withdrew on 10/15/2013

10/8/2013 10:47:42 AM snacs admin
Student became a foster student on 10/1/2013

In the Application Comments
popup

= Enter comment text in
New Comment.

. Click | AddComment |
. Click |9 ]
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Validating an Application Batch

Validate

Received Date  Batch Type  Batch Status

Date Checied Out

Checked Out By

On the Validate page
= Click a Batch # link.

& Note:

Lazne image Accepted

The @ button

appears grayed (not
available).

Appbation & VEM 11 0 1) Pt & a0

Fre

]~ i

g o

B8] Snpeots mered Fodie: Hied 182 FOTMRS, WG (Y Rty o8 | Cheon #
=  Cagusst in tis Sohmn T8 sacienty maneag Foover. beer e | N0
t = iy

The Validation Workspace
appears with the first application
in the batch displayed.

ST W PR AT

75 or o hores beaed B i =8
s CCK 8 BOBIEONONE 804 300 Cal 00 SChoek. Pomeless
lassir. muganet coorent

HOWELESS &

Tarerecid Moty

e
[ ——

Viorsanokd S [3 | Totwimsome

| S22

Detr: TS0
e TL_ o Cooe 158

O st

VaIa euaics Exgisiley
Eigniey  Zms
PAD INCOMEHIGH

- Data g
= Sonutay T

‘abd From a3 Un
SRS TIR01S

Appcation ¥ 17340

Batch Summary |

« Back to Batch List

| « Check-in Batch || Start Valigating this Balch |

There are applications in this batch that are not processed.

(Batch Summary
Batch # 137 Total Free: 0
Total Applications: 5 Total Reduced 0
Total Processed. 0 Total Paid. 0

The Batch Summary page
appears "behind” the Validation
Workspace with a list of all
applications in the batch.

& Note:
Applications that have been
selected for verification are
listed in the Application
Batches list but are not

Application Summary

Appiication ®  Eiigibility Basis Application Status User Date Phcins: ' Emal Lathir
283 Accepted snacs admin oL2yzoNe

Fr. Accepted snacs admin 0172172014

2 Accepted snacs admin DLL0M4

226 Accepted sracs admin 0172172014

27 Accepted S8 Admin 01212014

available for processing. The
Application # appears as
standard text.
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Appheation & VI 11 o0 )

TGrect] Shstots merked Fogrer heed
ereis apoe it s colume 1 i Sldents Kyec aem markng Frai
roveiess Mgt oe Ryienay pats £ &

o 4 e o e

e Soat

EIAT. romenan, Mgrasl o Runey B0 | o

Er==T

fare
vethom v e v bereis nd e 12 g8 & 1 1) o
roceins mese berefin goo Fas 1

i
e e

| FooaBaare

o Benabesn|

133580

Vit suncs Englnty
Ebgickty Bass
PRID INCOMEHIGH

Apication 8 174

4= Previows

Daie Sgnea

£ Sgrmae TATROI

VasaFrom Vol Ui
RGNS TGS

ireormons | Erinr 27 ||
|Aoﬁn=. eaany || © il

Save B Newt =
o

In the Validation Workspace.

= Review all data in the
right-side pane with the
data shown on the
application in the left-side
pane; make changes as
needed.

= When all changes are
complete, click
to
display the next
application in the batch.

b stion ¥ 4725 17 1 3}

Foste, #4523 597, Homesil. Mot or Ranewty o | Chear
e ¥ A Eucerey Eedd am ks Poshe, s SiaT
o or Rorvwuny, gacs ] 2

YNk owsenckt oee Fasaimars FOE x| [

Fre R

o abes Banaf 4 Wk 10 fart 5 1 o ore
s P, o Pt 3

s, rgrart coomnror.

rowmiEss T somaTT s

‘agpiyg b B nesess, hesd sias e b8

]

Heare
rarasoe W -
|Lant ordy |Eamrgn o [incorme:
e P
A s 12545 O] orchiy

s sax 7]

Totalrcora 3 $47.34500

Appicart 9K

]

1 Mage

WAkl GMACS Engiiny
Exguety
P

Appiication ¥ 1728

4= Previcus

By Voo From  iales Uil
INCOMEMIGH 518015 Tinems

Coate tigrect
[ sgraime SR

| gt || gz ||

In the Validation Workspace

= Continue to review and
make updates on each
application until the last
application in the batch is
completed.

- oo IS
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Batch Summary
= Back to Batch List

« Check-In Balch |

This batch is completely processed.
There are applications in this batch that are not notified.

[Batch y
Batch # 137 Total Free: &
Total Applications. 5 Total Reduced: 0
Total Processed: 5 Total Paid. 0

Appiication ®  Eiigibiiity Basis Appiication Status User Date ot s s
sl Free Income Processed snacs admin 06/24/2014 O
224 Free Income Processed snacs sdmin 06/2472014 |
pri] Free Income Processed snacs admin DE/24/2004 O
226 Free Income Processed snacs admin Des24s204 |
27 Free Income Processed snacs admin 06/24/2014 O

The Batch Summary screen
appears.

The Check-In Batch button is
grayed-out. When the last
application is completed and
saved, the batch is
automatically checked-in.

Two messages are shown

This batch is completely
processed.

There are applications in
this batch that are not
notified.

» Click < Back to Batch List.

Validate

Baich# Balch Status
| OR | Acceptd v]
Application Batches
Baten # Total Apglications Received Date Batch Type Batch Status Date Checked Out Checked Out By
INo records to disgiay. ]

The processed batch no longer
appears on the Validate page.

Total Applications Received Date Batch Type  Batch Smnn Dare Checked Cut Checked Out By

1 /82013 Manrual Processed Check-In

3 41172014 Oniing Processed

Check-in

On the Validate page:

»  Select “"Processed” in
Batch Status and click

» Click a Batch # link.
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« Check.In Balch
This batch is completely processed.
There are applications in this baich that are not notified.
Batch Yy
Batch # 4 Total Free: 3
Total Applications: 3 Total Reduced: 0
Total Processed: 3 Toetal Paid: 0
Application Summary ollty
) O O 0O
Application ®  Eligibility Basis Apphication Ststus User Date . Ermal
i Free Incame Processed snacs admin D4/11/2004 [ =)
a Fres Foster Processed snacs admin 04/21/2004 ¥ ¥l
5 Free Waaeh' i snacs admin o4/12/2004

" Baich Summary
< Back to Batch List

« Back to Batch List
| « Checkin Batch || Confinu Validating this Batch |
There are applications in this batch that are not processed.
There are applications in this batch that are not notified.
Batch 5 ¥
Batch # 104 Total Free: 2
Total Applications 5 Total Reduced: 0
Total Processed 3 Total Paid: 1
Application Summary Nnur,
.\\pnnaﬂnn
Eligibility Application Status User Date Phone  Emall lm”
54 Free Income Processed snacs admin 02112014 (=]
205 Free Income Processed snacs admin 02/18/2014 =]
56 Paid Incomplete Processed snacs admin 0271872014 u
297 Agcepted snacs admin 021172014
298 Accepted snacs admin 021172014

Batch Summary
« Back to Batch List

The Batch Summary page lists
details about the batch as well
as all applications in the batch.

In this example, all applications
have been processed but no
notification has been sent.

This second example shows a
batch that is partially
processed—two applications
have not been processed.

Wisconsin Department of Public Instruction
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Continuing Validation

Validation of all applications in a
batch at one time is not required.
At any time, you may choose to

fr—y—
click Close ( ) on the

Validation Workspace toolbar to
stop the validation process.

In this example, the second batch has some unprocessed applications ( Checkn | 1tton is available).

To continue processing an application batch, on the Validate page

= Select a Batch Status and click B’” .

» Click a Batch # link.

The first unprocessed application in
the batch appears in the Validation
Workspace.

Process the application and click
the appropriate button to continue
LI to the next application or end the
o aD e = - — : batch processing.

TS g =

iy 610 1 AP 10 i, PO, hDa o PR 4
[

Weanenckt Foe (3] Totd ioma 1) $000

e ce s Apshean 85K
i ] ; . : ot i F 1 o
E - e

P ' E oais raay
v false ot my coudionr oy e s Gt e may be peepacied

Wil GHACS Eligiidity

o0 . - .
Py 5 —— - — Elguaty  Basi vaidFom Ve

unl
FREE  INCOME  SMSG015 713015

]

Apphicarion ¥ 15559 W oigies | Erie BFL
it | Eicamy
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« Back 1 Batch List

« Chockin Baich || Continue Valigatng tis Bakch |

Thers are applic

Baich Summarny
Batch # 790
Total Applications: 3
Total Processed: 2

Appicaticn gty

ons in this batch that sre no
Thero are applications in this batch that are not ne

Total Free: 1
Total Reduced:
Total Paid: 1

Bass Appiication Status
Incomaiets Frocessed
income Frocessed

Owiine

User
snacs admin
snac admin

SnatSp

Bl [Jenore mas  [Tuetter
L9205 =
L LT 1 7 iEi]

Optionally, the process of
continuing the validation process
can be started from the Batch
Summary page if you have closed
the Validation Workspace with
unprocessed applications still in
the batch.

= Click

Continue Validating this Batch |

FOmaiees. Fead SN IR 8
[

aovmnss 1 womaT] s ]

[l L arearman resas cn Anass e L 1Bk e A asmeaces
] e pedyy

Apstart 5%

e GuArS Engiliiy
Elignaty  Easi Vald Fom  vala Ul
FREE  INCOME  SMSG015 713015

Appbication ¥ 3559

The first unprocessed application in
the batch appears in the Validation
Workspace.

Process the application and click
the appropriate button to continue
to the next application or end the
batch processing.
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Checking In a Batch
. .
checked out by the
Batch # Batch Status
OF [omne fa] »  User who begins
s —— processing 2 bateh
! Batch = Total Applications Received Date Batch Type Batch Status  Date Checked Out Checked Out By M U ser Who manua | Iy
1 2 1072172013 Online Online 117472013 snacs admin ente red a p p | icatio n data
| e 3 LB Online Online 112572013 snacs admin . .
(manual applications).

120 1 11/8/2013 Online COnfine 11/8/2013 snacs admin
| 18 2 112272013 Online Oinfine 111273013 snacs admin

When multiple people are processing application batches, you can “check- in” the batch so that others can
make changes to applications in the batch.

On the Validate page:
= Display a list of batches.

- Click Checkin | i an application batch listing.

Batch # Batch Status

After check in, the | CNeckin

button is unavailable for that
batch indicating that the batch

!— OR | onine [+ E

Batch = Tu.nl Applications Received Date BM{P} Type Batch Status Date Checked Qul Cr!eck!.d Cut By N - l iS nOt curre ntly Ch ec ked Out

1 2 10/31/2013 Gniine nline 1072013 sibcs i [ checkn | ’

ug 2 11/8/2013 Online Gnline Checlcin Click the Batch # link to view a
120 1 11/8/2013 Oniine Qniine /8201 sioses ade list of applic ations included in
2 2 111272013 Online COnline /1272013 snacs edmin Check-in ] the batCh

-
Batch Summary

« Back fo Batch List

heckeln Ratot

Batch Summary

Batch #: 158
Total Applications: 3
Total Processed: 3

This batch is completely processed.
There are applications in this batch that are not notified.

Total Free: 3
Total Reduced. 0
Total Paid 0

=
Appiication #  Eiigibfiity Basis Application Status User Date h[;l'e Ernall LJ";‘J!
304 Free Income Processed snacs agmin 06/24/2014 O [
385 Free Income Processed snacs admin 06/24/2014 (]
306 Free Income Processed snacs agmin D6/24/2014

Each application listing provides
final details for the application.

If an application is (or has
completed Verification) the
application cannot be opened.

Also, no Validate is available

in the View Application window
when the application is
displayed through Master
Index.

However, notification may be
available from this screen, if
needed.
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Notifying Processed Application Batches

At a minimum, all applications may be notified by letter. Notification may also be made by email and/or phone
when the applicant specifies to receive notification by those methods and includes an email address and/or
phone number on the application. (Note: per USDA regulations, Paid applications cannot be notified by phone.)

Baich # Baich Status

| OR | Processed|v|

Batch # Total Appéications Received Data Batch Type Barch Status Date Checksd Qut Checked Out By
- 2 1 112013 Onine Procetsed
i_ I 5 4711/2014 Oniine Processed Theokd

Notification can be completed
for batches that include all
processed applications.

= Select "Processed” in
Batch Status and click

» Click a Batch # link.

I Batch Summary

« Back to Batch List
Batch
This batch is compietely processed.
There are applications in this batch that are not notified.
Batch Summary
Batch# 4 Total Free: 4
Total Applications: 5 Total Reduced 0
Total Processed: 5 Total Paid: 1
Application Summary iy |
Apphication ®  Eligibility Basis Appbcation Status User Date ;»r:]“ EmL.li w[“]"
3 Free Income Drocesses anacs admin 04/11/2004 =]
4 Free Foster Processad snacs admin D4/11/2004 &
5 Free :f:,:h Processed snacs admin 04/11/2004
] Free Income Brocessed niacs admin D4/1L/2004 ~ ]
Fasd Income Processed snacs admin 04/11/2014 @ @

Three types of notification are
available: Phone, Email, and/or
Letter. Checkboxes are checked
for the notification type specified
by the applicant.

Notice that the last application
does not have a selected check
box for Phone notification—the
applicant did not request
notification by phone and/or did
not provide a phone number.

To reduce paper waste or
spamming by email, click the
header check boxes to remove
the individual selections, when
needed.

To notify the applicants

= Select one or more
available notification
methods in the application
listings.

- Click | MNotify

Wisconsin Department of Public Instruction
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Letter Notification

Letter notification appears with
the Print popup.

= Click to send

the letter(s) to the printer.

S Letter notification is complete
Type Kercx WorkCentre 7755 PS5 .
Whem 5 USA 3t e St Aoa when the letters are printed.
Comment: Color Printer & Scanner [ Pant 1o fie
Pt rarge - Copies
A YembercFcopies:  [1 [+
¢ P — Wl
o a8 g F
[ el
Notices printed A print message appears on the
Batch Summary page.
« Back to Batch List
This batch is completely notified.
Batch Summary
Batch# 5 Total Free: 0
T et Total Reduced: 1
Total Paid: 1

Email Notification

I Nolices e-mailed. |

« Back to Batch List

This batch is completely notified.
Batch Summary

Batch# 5
T o

Total Free: 0
Total Reduced: 1
Total Paid: 1

Email notification does not
display any interim messages. An
“emailed” message appears on
the Batch Summary page when
email message processing is
complete.
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Phone Notification
r - Phone notification appears with
: the Phone Notification popup.
Application Number 1
= Change the Notify Date

Wy Dvte: boideiciai Lo (and/or time) if needed.
Applicant: Sloan Christie
Home Phone: (907) 456-3071 * Enter a Comment.
Work/Cell Phone: (907) 750-8800

= (Clear This call should be
Comment Limited to 500 Characters

Spoke with Mr. Christie regarding application considered as required
— Notification per USDA
regulations if needed.
[¥] This call should be considered as required . 0K
Notification per USDA regulations = Click .

I ]

f Message from webpage ﬂ Phone notification is complete
when the popup confirmation
message appears.

(e
" . Click -L].
& Note:

= If the This call should be
considered as required
Notification per USDA
regulations check box is
cleared, the application will
not be marked Notified.

_ l_\ Application Number 1 has been notified.
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Notify
- - Notify prints notification letters, sends notification emails or allows the user to
Applications s document notification phone calls for applications after all applications in the

_ batch have been processed. Notifications are generated for one or more batches,
Application Image Upload individual recipients, or a combination of the two, if needed.

Application File Upload Notification letters are addressed according to the information provided on the
Applicant Info pop up in the Validate function.
Manual Entry

Validate

I Notify I

Master Index

» Batch Status is set to
Batch Status " "
Processed[w] [ Apply | Processed”.

= All Processed batches are
listed.

: ] - O | =  Email, Phone and Letter
L i 1 0 0 notification check boxes are

listed when the applications in
the batch include the

Note: Notification by phone is not allowed for applications with Paid corresponding information.

eligibility. For example, the Email check

box appears in the batch

listing when at least one

application includes an email

address.

Page Functions

Field/Button Description

_ Apply Click to refresh the page to display all batches that meet the selected criteria.

Click to send a print request; button appears when one or more batches are
selected.

Notify

Table 2.9 Notify Page Functions
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Listing Application Batches

Satch # lz‘m Recaived Date ;mm ::’m Satch Type pE_ et I_EL
8 3 9/9/2013 Manual |
21 1 10/4/2013 Uploaded [
P H 10/7/2013 sl O
5 1 10/8/2013 Manaal

30 1 10/8/2013 Uploaded |
34 1 10/8/2013 Uplnaded

pol 3 10/25/2013 Manual O
118 2 1142013 Mangal O
m 2 11/8/2013 Manuat O O
126 2 11/1%/2013 Manual

li”‘_!_d:_ﬂZ lL”‘!J Page size: -IO_' 14 ltems in 2 pages

On the Notify page

»  Select a status in Batch
Status.

= Click .

Batch to Notify | touty |
Bach s ::':Hm Received Date :,m s ;’: Chached Batch Type mEL :mDa ﬁ
i 3 9/3/2013 Manual O [m] ]

3 £ 9/4/2013 P O

1 : 1 9/3/2013 Mancal O

8 2 910:2013 Manual

3 2 9/10/2013 Griine ] O
z 1 9/18/2013 Manual

3 2 9/19/2013 Manaal O
14 2 9/20/2013 Manal O
15 z 9/23/2013 Manual

i 4 9/24/2013 Mancal m)
@Jli.lz'z 3 RAN]] MW'Q_T 21 items in 3 pages

All batches of the selected
status are listed in Batch to
Notify.
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Sending Notification of Individual Batches

I_ : To select all batches on the
ol
_ Notify page

«  Select || inthe Batch

to Notify list header for
a notification type;

3/6/2013

4/11/2014

to each checkbox for all

»
EI = checkmarks are applied

L listed batches.

. Click | MNotify

.
the Notify page
Batch

«  Select || ineach
batch listing for the
— =T o ORROR OweOwas - -1 o corresponding desired
— & o 2 notification type.
& 3 5/5/2013 Nanusl |
i g 1 10/4/2013 Uploaded =)
24 2 10/7/2013 Manual O .
= 1 10/872013 Manual - CIICk :
30 1 10/8/2013 Uploaded
E 1 10/8/2013 Uploaded
16 3 10/25/2013 Manual O
118 2 11/4/2013 Manual
1 2 11/8/2013 Manual | 1|
128 2 117192013 Manual
&,dihll”_ﬂ Pngeﬂm_t.ll - 14 items in 2 pages
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Sending Notification for Individual Applications

To print individual application

page
Processed[v » Click a Batch # link in the
Batch to Notify list.
e T s g S0 et e T B [ » Select || inindividual
s 3 sr92013 Marai @] application listings.
2 1 10/4/2013 Uploaded O
2 2 10/772013 Manual O ] )
= T 10/8/2013 Manusl = Click in the
% ¥ 10782013 Uploaded O . . .
B . s B Applications in Batch #
_1{5 3 0725203 Manul ! list.
2 11/4/2013 Manual (|
i 2 /a0 Mancal = = The various notification
= = e - popups appear according to
i 2] 2 [m) (B Pogesze10 - 14 iems In 2 pages e L
the selected notification types.
Refer to pages 78 - 79 for
examples of notification
popups.
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Processing Notification

After selecting the type of notification to be used for a batch or application, clicking NOUY | starts notification

processing. Responses for each type depends on the selected type.

Letter Notification

Processing ...

Letter notification appears with
the Print popup.

= Click OK to send
the letter(s) to the printer.

Letter notification is complete
when the letters are printed.

Commert: Color Prrter & Scanner ™ Parttofie
Pant ange 1 Copees
" omberol copies: [1 1
s [ .
e 1;.2i'3l 1'..3..'3 F
_ons |
Notices printed A print message appears on the
Batch Summary page.
« Back to Batch List
This batch is completely notified.
Batch Summary
Batch# 5 Total Free: 0
T eanes Total Reduced: 1
Total Paid: 1

Email Notification

I Notices e-mailed

= Back to Batch List

display any interim messages. An
“emailed” message appears on
the Batch Summary page when
email message processing is

|I Email notification does not

This batch is completely notified. complete.
Batch Summary
Batch # 5 Total Free: 0
T e Total Reduced: 1
Total Paid: 1
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Phone Notification
= (] Phone notification appears with
Agocation Mo 1 the Phone Notification popup.
Notify Date: [emzora 036 1 O »  Change the Notify Date
(and/or time) if needed.

Applicant: Sloan Christie
Home Phone: (907) 456-3071 .
Work/Cell Phone: (907) 750-8800 Enter a M
Comment _Limited to 500 Characters = Clear This call should be
S considered as required

Notification per USDA
regulations if needed.

[¥] This call should be considered as required

Notification per USDA regulations .
. Click 9K |

I ]

f Message from webpage M Phone notification is complete
when the popup confirmation
message appears.

" ocik L% ]
‘ & Note:

If the This call should be
considered as required
Notification per USDA
regulations check box is
cleared, the application will
not be marked Notified.

I _ l_\ Application Number 1 has been notified.
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Master Index

- Master Index is an electronic paper filing cabinet that holds all processed or

uploaded applications. Applications can be searched for by

Application Image Upload . Application

Application File Upload . Student

Manual Entry Eleven different search conditions can be used to narrow or expand the

application search.

Validate

Motify
I Master Index I

e o e esrincer
Master index
| page

Academic Year Site Grade

it | i ]| [-AL-E »  Academic Year is set to the
Search By
current year.
) Application
Student = Site and Grade are set to "-
Batch # Application # Application Status  Application Eligibility Entry Method ALL_“
| | —ALL v| |8l - | AL .
AppicantSSN___ Applicant Name » Search By is set to
L | “"Application”.
l.-‘-\pply :'_Reselj
: = Application Status,
[Epeiations | Eligibility, and Entry
Method are set to "-ALL-"
= All remaining fields are
clear.
Page Functions
Field/Button Description
[ Apply Click to list all applications that meet the selected search conditions.
Reset Click to clear all search conditions.

Table 2.10 Master Index Page Functions
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Searching for an Application

Master index

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII-

= — — | |
Adams-Friendship Hi [v]| |- ALL~/v] .
Ll e ERERERE R RERNNERRERNENNERERNENHNHNHN.]

AN EEENEEEEEEENEEEEEEEEEEEEEEEEEESN

i # Application Status Application Eligibifity Method

~ALL - | l-AL- = | |Manual |
Name

On the Master Index page

= Select an Academic
Year, Site, and Grade, as
needed.

= In the Search By group,
select a search option.

= Select or enter search
conditions as needed.

. Click LAomly |

Academic Year Ste. | Grade
2013-2014 = | Adams-FriendshipHi [v] |—ALL-[v]
3!—
®) Application
© Student
Batch # Application #  Application Status Application Eligibility  Entry Method
ML v - 7] [Mowat -]
’I_\EIMSSN Applicant Name
| |

Apglication & Bawch # Entry Mathod Eigikility Basis Application Status

2 1 Manual Fres Income Motified

2 L3 Manual Reduced Income: Norified

3 ] Manusl Fres income Processed

2 1 Manusl Free Income Notified

155 110 Manual Free Income MNotified

194 12 Manua! Free Income Motified

[L.J] li_mil |M| Pagesize:{10 =~ 6 ftems in 1 pages

All applications that meet the
search conditions are shown in
the Applications list.
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Searching for a Student

Master Index

A EEEEEEEEEEEEEEEEEEEEEEEERSR
ear Site

i‘U - o

TS EFFAE E R EEDN

Search By § StudentiD o

| | I 5

O Application | u

B Application Eligibility =

®@sSwdent B _AL - '-:

St

--I - ALL - =

2 CHE

= B Reduced .

IIIIIIIIIIIIII-
] .
EEEEEEEEEEEEER

i

On the Master Index page

= Select an Academic
Year, Site, and Grade, as
needed.

= In the Search By group,
select "Student”.

Select a Student ID or
Application Eligibility

as needed.

o]

= (lick

Free |

Academic Year Site . Grade
2013-2014 ~| —ALL— [v] |-ALL-[v]
Search By Student ID

T Application Eligibiity

[® Student

All applications that meet the
search conditions are shown in
the Applications list.

Application  Bateh  Entry Appilcation Appiication
t i -
o 5 & Student Grade  Site Eigislity 5
. . ALEXANDER TRINITY Adams-Friendship High §
2 1 Manial MARIE schoal Free Notified
Adams-Fri i
2 1 Marial Anderson Ann BLAHBLAH 01 Shcdiciiog Free Notifiedt
Schoel
Adams-Friendship Middie y
[ sl ers Fi iffi
3 Manual Wal Lord Sehool ree Motified
8 & Manual Adames Jenas o umdrenchioMidle Notified
School
] & Manual Allens Kenyottas A 12 Avlacny:Friendship.High Free Processes
Schoo!
= ADAMS ALEXANDRIA Adams-Friendship :
1l
13 9 Online CUIARE KG Bementary Free MNotified
Al Fri i
i 13 Marial Jones john u.arm_‘ ol Free Notified
Elementary
Adams-Friendship .
7 | Test,T F
17 4 Manual est, Test Eie l')' ee Notitied
i Adams-Frienaship Middie =
1 1% Manual ANDE TAYLOR Enesne free incamplete
School
Adams-Friendship Middie
i 16 Manual Barbees Aneras o7 = Free Incompliete:
School
(M4 1]2 345 k[ M Pagesize{10 -] 48 items in'S pages
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Viewing an Application

Entry Method
Manual
Manual
Manual

Manual

Page size: 10 ~

Eligibility Basis
Free Income
Reduced Income
Free Foster
Free Income

Application Status
Notified
Notified
Notified

Processed

On the Master Index page
= Display a list of
applications.

= Click an Application #
link.

Application # 9 (3 of 3)
[ vatidato | [ Hotification ..

Application # Entry Methad
9 HManual

Housahald Size Total Income (Y}
1 5000

Dale Received
22013

Application SSN

Appiication Signed Dale
(2013

MNo 558

Batch #: 6

|Md Far \fﬁnﬁcalun_I

< AppEcalion is signed

The View Application window
appears.

If the application has not been
included in the Verification
process, the Application Info
tab appears in the window.
Application details are shown
that provide the application
number in the batch, total
number of applications in the
batch, and the batch number.

If the application has been
included in the Verification
process, the Verification
Response tab appears in the
window.

Two buttons appear below the application details:

- Click | Yalgate | 4 open the application in the Validation Workspace window. (This button will not be

displayed if the application has been selected for Verification).

= Click  Notification .. to view and print the notification letter.

The number of tabs shown for an application is dependent on the application status. In this example, the
application status is “Verified". If the application status is “Processed”, the last two tabs are not shown.
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Application #: 9 (3 of 3)

\ Optional Info "\' Applicant Info \ Histary \ Refuse Benefits \ Image/Documents it

Add For Verification

|. Application Info

Application # Entry Method Date Received Appiication Signed Date
9 Manual 9912013 97912013

Househoid Size Total Income (Y)
1 $0.00

Application SSN
< Application is signed

Students

SNACSID Name Site Mame Grade:  odteriHomeless b pate

MigrantRunway
Adams-Friendship Hi 12 9/19/1995

Houshold Members

Name Income Amount No Income

1000831 Allens, Kenyottas &

Allens, Kenyottas & o

Application #: 2174 (2 of 3)
[[Sonem ]|

| Applicetion Info | Optionsllnfo. |\ Apphesntlnfo. )\ Hutory )\ RehmseBenefits |\ ImageDocuments |\ Verification Info

Application & Entry Method Date Recoived Application Signed Date
2174 Manual 1132014 1132014 Adda Far Vetemon

Household Swe Total ncome () : Application SSN

1 50.00 < No SSN | Application is signed ¥ Proof Provided

Students

SNACSID Mame Grade Fester/Homeless Migrant/Ruraway Bl't'![!l|2|

| 1006357 WOODRUM, BRANDON L o 82412005 |

Houshold Members

Mame

‘ WOODRUM, BRANDON L

The Application Info tab
displays all validated
information. Information
cannot be changed directly in
this tab view. To make changes
you must re-validate the
application.

To include the application in
the verification process, click

| Add For Verification | 1.

verification reason is marked
“for cause” and is not part of
the required sample.

Q Note:

The [ Add For Verification ]

button is available only after
the application has completed
the notification process.

When a student is included on
an application added for
verification and the same
student is added to a second
application, the Proof
Provided option appears on
the Application Info tab.
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The Optional Info tab
FrET contains information
S submitted at the discretion of
Lot ] oenen. the household regarding

I' Application Infa Optionalnfo | Applicantinfo '\ Histon R T T, (TS ) ethnicity or race.

Ethnicity Information cannot be
Hispank or Lalno changed directly in this tab
Not Hispanic or Latino .

view. To make changes you
must re-validate the
application.

* Not Provided

Race
Asian
Amencan Indian or Alaskan Native
Black or African American
Pacific Islander
White

& sna _ The Applicant Info tab
Application #: 8 (3 of 3) ‘| contains all information
displayed in the Applicant
Information popup accessed
from the Validation

Applicant Name Workspace.
Jack Jeffries

Validate | [ Notification ..

| Applicationinfo \ Optionalinfo | ApplicantInfo Y Refuse Benefits  \ Image/D

Information cannot be
changed directly in this tab
Address' |85 Biue Dahlia Lane view. To make changes you
City. Augusta State: W1 Zip: 54722 must re-validate the
Home Work/Cell application.

Enter Address on Application (if same as Address in SNACS, click Copy SNACS Address)

Email.

Address in SNACS

Address
City: State:
Home Work/Cell

Emall
For Notification use:

Blank - Use SNACS Address
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[ o AT | Fixery Nishise lepefits ) Image/Documents Vesification Infn. ' Verfication Resporse I
Basis Start Date End Diate
Vrifcation Complete 41072014 7312014 | SNACS Elighilty o

Appkcaticn Status Esgitilay s Suabe { Time ol

|
veified P Vesifcation Comaiate 471072084 113555 AM snacs pdmin |
Condrmed Reduced Confirmaton Review A 14 10:35:54 P SNacy sdmin |
Precessen Free Ircome LAT0NE 51357 PM SHBCE Bisin |
Proceszed feduced Confirmation Revew L1/6/201 BE2S AM Agmin Bangor |
I| Processes Fiee Wcome 107212007 122528 P A Banges |

Naw Comment (Limited to 500 Charactars) i

4]

|

Fravious Comments |

Al |

i
% |
i}

The History tab displays
information regarding the
determined eligibility for this
application.

The Application Status
History group details the date,
time and SNACS user (Official)
who completed each step in
the application process.

Comments are shown below
the history listing. Previous
comments are displayed below
the New Comment entry box
where new comments can be
entered before clicking

i Add Comment |

Application #: 9 (3 of 3)

Validate | | Notification

\  Dptional Info

| Application Info \ Applicantinfo. \. History Refuse Benefits  \ Image/Tocuments

ENgibility Basis
Free Income

Refuse Benefits

Result Start Date

Reduced [= | *

Comments (Limited to 500 Characlers)

Refuse Benefits

User snacs admin

The Refuse Benefits tab is
where refusal of benefits is
recorded.

If a parent refuses benefits
= Select a Result.
= Select a Start Date.

= Enter up to 500 characters
in Comments to
document the refusal.

. Click RefuseBeneﬁls].
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§ SNACS - View Application - Google Chrome

Lol e |

Application #: 8 (3 of 3)
e e
- dpicantinfo History

| Apphcation Info |\ Optional Info

Manual Application

Batch #: 6

Primary [:]

Add Document

Upload File |

The Image/Documents tab

Uploads images or other
files.

Displays a selected
uploaded file.

To upload a document

Click .

Select a file.

Click .

Enter a name for the
document and click

Lok ],

To delete a document

Click = inafile
listing.

In the confirmation

prompt, click m .

Wisconsin Department of Public Instruction
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< End of Chapter »
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Chapter 3:
Agency Certifications

In this chapter you will learn how to:
v Upload a certification file.
Upload supporting documents for an approval certification file.
Manually match a student to a certified student.
Search for and view an approval certification.
Print one or more notification letters.

Assign eligibility certification by eligibility, address, and guardian.

AN N N NN

Assign eligibility certification through a manual process.

Agency Certifications at a Glance

Menu Selection Description
DC / Other Certifications Manages uploading certification files and students in the uploaded files.
DC Sibling Matching Assign eligibility certification through sibling match by eligibility, guardian, and

address, or through a manual process.

Table 3.1 Agency Certifications 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 Agency Certifications menu, you may see a subset of the menu selections listed
above.
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DC / Other Certifications

DC / Other Certifications is used to

= View uploaded direct certifications

DC / Other Certifications

= Upload direct certification files

DC Sibling Matching *  Print notification letters

* Manually match students in certification files

DC | Other Certifications e .
Certifications page

Search By Academic Year
* Certification eam - Search By iS set to
Processed Date " . . "
Student Certification Type _ Cerlification ID | From To ] (o Certification.
- SELECT - =" [ I :
= Academic Year is set to the
” TE I_H_T_l| current school year.
= Certification Type is set to
“SELECT."
= Certification ID is blank.
= All remaining fields are blank
(empty).
Page Functions
Field/Button Description
._ Apply l Click to list all records that match the selected search criteria.
Reset Click to clear all selected search criteria.
‘ Reias Click to display the New Direct Certification page; use the New Direct
Certification page to upload a direct certification file or create an approval list.

Table 3.2 Direct Approvals Page Functions
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Listings: Certification Lists

Each listing in Direct / Other Certification lists includes:

Header Name
Certification ID

Certification Type

Upload / Entry Date

User

Total Students

Status

Data Type ‘ Description

View only

View only

View only

View only

View only

Sortable; Identifier of certification file; assigned by SNACS.

Sortable; Certification file type; possible types include:

Direct Certification Even Start Foster Head Start
Homeless Migrant RCC Runaway
Sortable; Date that the certification file was uploaded and
changes were made to the respective student records.
Sortable; User name that uploaded the certification file.

Sortable; Total number of students included it the certification
file.

Sortable; Current status of uploaded file; “Imported” refers to file
that has been uploaded to SNACS only, “Processed” refers to file
that has been uploaded to SNACS and match process has been
completed with file.

Table 3.3 Direct Certification Listings

Wisconsin Department of Public Instruction
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Searching for Direct Certifications

: On the DC / Other Certifications
R ...

Search By Academic Year :
2013-2014 = O »
® Certifcation ni 0 Select or enter one or more
(Processed Date . .
® S Cartification T Cartiication ID | From To search criteria.
| Direct Certification v |* | 2]

EEEEEEEEEEEEEEEEEEEEESEEESEESESEESEEEEEEEESR L] Click .

All approvals matching the
selected criteria are shown in the

DC f Other Cerifications

Search By Acadamic Year N . ge . .
s Gaga v Direct / Other Certification list.
* Certification
Suon Processed Date————————
ude T tegal —_— ;
Cetification Type ~ Centification ID | From To | Apply || Reset
Direct Cartification v |* i | = I = SRy e

Total Students Status

Upload/ Entry Date

Imported

SNaCs sdmin

Direct Certification 12718/2013

snacs admin Imported

Direct Certification 11/25/2013 snacs admin Processed

Direct Certification 1171372013 snacs admin Processed

11/46/2013 Processed
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Displaying a Direct Certification

DC | Other Certifications

Search By - Academic \'e_a_(_ :
120132014 | =
* Certification = n

Student

Processed Date-
From To
= =

Certification Type
Even Start ="

Certification ID

Certification 1D

| Lentification Type Upload / Entry Date User Total Students Status
> 1047 Even Start 7312013 snacs admin 1 Processed
Even Start 7302013 sncs admin 1 Processed
begntast JazEm s adoin : Erpeenes

On the DC / Other Certifications
page
»  Use search criteria to

display a list of approvals.

= Click a Certification ID
link in an approval listing.

| View Direct Certification I

« Back to Direct Cerification List

| Summany

Matched and in SNACS
Fite Number: 1002 Eligibility Resulls
Certification Type: Even Start
e Reason Total
Fi g Processed
e S Changed from REDUCED 0
Entry Date: 7172013 Changed from PAID 1
User Name: snacs admin Changed from FREE o
Total Students: 1
ing D i 0 | View/ Add

"
View Direct Certification

« Back to Direct Certification List

| Summary |\ Matched and it SNACS

Matched and Not in SNACS Unmatched L
o
Certification Type: Direct Certification Reason Total
F48 S hlaorci Changed from REDUCED 0
Upload Date: 1111372013 = 0
User Name: snacs admin Changed from FREE 0
Dot jon: 1 [View/ Add
Total Students On File 385
Matched and in SNACS 11
FoodShare
Non-SNAP
Prior Certification 1
Inactive 0
Matched and Not in SNACS 109
FoodShare 109
Non-SNAP 0
Unmatched 265

The View Direct Certification
page appears. Two to four tabs
may be available.

The Summary tab will always
appear. This tab lists detailed
information about the data
shown on the various tabs.

In the first example on the left, a
Summary tab for an Even Start
file is shown.

In the second example, a
Summary tab for a Direct
Certification file is shown.

Wisconsin Department of Public Instruction
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Summary Tab

File Number: 1034

Certification Type DC Non-FoodShare
File Status Processed

Upload Date 11113/2013

User Name snacs admin
Supporting Documentation. 1 | View / Add

Total Students On File

m

386

The Summary tab details
matching-result information for
names included in the direct

Reason

Changed from REDUCED
Changed from PAID

Changed from FREE

Available functions on the Summary tab include

Function Description

Total

certification file.

|_ View / Add l Click to add or view a file with supporting information for the upload file.

Table 3.4 Summary tab functions

5 Note: Direct Certification files uploaded are automatically added to Supporting Documentation. Any
supporting documentation received for other certification lists should be attached to the record.
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Matched and in SNACS Tab

The Matched and in SNACS tab
lists all records that should have

benefits and matched a student

record in SNACS.

Code

VW W v v

Available functions on the Matched and in SNACS tab include

Function Description

Select to list both Active and Inactive students; by default only Active

Include Inactive .
students are listed.

Exclude Previously Notified Select to view only those students that have been sent notification.

Select to view only those students that did not have a previous Eligibility

Exclude Previously Free . )
Reason of “Free".

‘ l Click to view a Household letter as it will appear printed; Print can be
— clicked on the window toolbar to print the letter.

Table 3.5 Matched and in SNACS tab functions
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Matched and Not in SNACS tab

The Matched and Not in
SNACS tab lists all records that
should have benefits but did not
match a student record in

# and Not in $ | Reprocess il ExportTo Excel | SNACS. (This tab will only appear
Last Name an file First Name on file Eirth Date Code Lookup fOf' uploaded DireCt Certlflcatlon

3 BARKLEY CANDY 08/11/19% E | flles)

Available functions on the Matched and NOT in SNACS tab include

Function Description

:] Click to reprocess students whose records have been updated and a match may be

Reprocess

! made.

Export:To Excel Click to place the dlsplayed r'1ames in an MS Excel file; the Excel file is shown on the
screen and can be edited, printed, etc.
l:l Click to display the Lookup popup; use the Lookup to find and display the record of a
! student who matches the listing; student record can be updated to make a match.
(Lookup) Matches can only be made if the student's first name, last name and date of birth

matches the information in the file.

Table 3.6 Matched and NOT in SNACS tab functions
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Unmatched Tab

| Export To Excel

Last Name on file First Hame an file Code

3 ADAMES JENALS

% AGEE SHAKEELA

4
I
J
|

CHRISTIANMNES

Available functions on the Unmatched tab include

Function Description

The Unmatched tab lists all
records that did not have
eligibility or the student record
submitted to DCF was a close,
but not exact match to DCF
records.

»  Click to save the
unmatched records to an
MS Excel file.

= The Excel file can be used
to research possible issues
in student information
submitted to DCF.

[ Export To Excel

screen and can be edited, printed, etc.

Click to place the displayed names in an MS Excel file; the Excel file is shown on the

Table 3.7 Unmatched tab functions
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Uploading a Certification File

On the DC / Other Certifications

I DC / Other Certifications I

page

Bt By Academic Year
|2013- 2014 ~
* Certification el il
- = Click
Student |
Certification Type Certification ID | From To . ; =
Direct /| Other Certification h

On the New Direct Certification

« Hack 1o Ditoct Codification List

EEEEEEEENRN page

Cetification Type -

m-SELECT- =g e .

e = Select a Certification
== Type.

New Direct Certfcaion In the expanded New Direct

cBEEkI‘DDIISEtCEI‘MI:D:-HLIi f e e=m Cert[ﬁcat[on page

Cartification Type ’:: Fila TLW Qualifier Type E ! . .

Direct Certification [~y bt (=] *  Tab Separatad Select Fie W | Resat .

e e S = Select a file type and a

i Qualifier Type, if needed.

Select File
.l SelectFie |

[#) upload File <]

Allowed extensions: bd

| =

In the Upload File popup

. Click | Select
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In the Windows Open popup

"M R = 7 ’
(3 _Jw| L » Computer » Local Disk(€2) » 000 DCImpart = 1 %3 || Sewrch 000 OCimpart ol .
Yl o - = «  Use standard Windows
Crganize = New folder - 0 @ ! . . .
e Date moditied naV|gat|on teChanUES to
i Deston select a file.
1 Downloads
2 Recent Places
%7 Dropbox
. Open
i Libraries . Click 5 I'

| ¥ Documents
o Mussic

= Pictures
B Videos

™ Computer
&L Local Disk (C)
4 000_DClmpart
4. 000 _StudentPics

- 2

File names  DCimport_11-2013.04

=] Upload File

In the Upload File popup

Allowed extensions: .txt
@ DClmport_11-2013.txt

=3
LS

Close

xRemaove

. ciic |

& Notes
Pre-processing of the
upload file has been
completed when this popup
is shown.

. A "good"” file with the
correct format is indicated

Upload File

with a green bullet as

Allowed extensions: .csv
DirectCertification.csv

xRemove

shown in the first example.

A file with a red bullet as
in the second example
indicates that the file
cannot be used.

Wisconsin Department of Public Instruction
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# Back to Direct Certification List

Certification Typs Fila Type Qualifier Type
Dsct Cerlification [+ et [+ * | Tab Sepamated  [=] [sth m Reset

Uploaded File: 2951_DC_Aug_26_2014 tx!

Cancel || Froce

A message appears that displays
the uploaded file name.

. Click |

New Direct Certification

 Fark b Dirisct Comtication List

Caification Typs Fils Type  Gualifior Type — =
Dirsct Cartdication (= |t [=] * | TabSsparated  [r] | SelectFile| |impon)| | Ressi |

Uploaded Fike: 2151 DC_Aug_26_2014 12t
IS NS EESEESESESEEENEEEEEENEEN]

Fiie Impart: 35% [11) Tota! Lines: 31

Pracessing Line: 11
Elsprad tirs: D00001

| Cancel

A progress indicator appears to
display processing status.

« Backto Direct Certification List

Approval Type: Direct Cedification
Last Name First Name Birth Date Additional Information
ADAMES JENALS 09/02:2000
AGEE SHAKEELA 07/18/1993
AGUILAR ANGEL 08/03/1993
AGUILAR GABRIELLE 07/26/1997
ALBERSS CHRISTIANNES 04/0972002
ALBERSS OLSON 031172008
ALBERSS SONYA 09/01/2001
ALEXANDER TiM 0672472008
ALEXANDER ToBY 0511872008
ALLEN JAQUAN 0411472001
Summary

Students on File: 385

When the import is complete, a
Preview pane and Summary
appear.

If the Preview looks correct:

= Click .
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et e de
View Direct Certification . .
processed file details.

= Back to Direct Certification List
|. Summary , -_ _Ma'.-:"_ﬂ_!__ﬁf{_: in ?MA.’J \ . %‘.e_:a‘.e_g a.'jc Nc.t inSNACS  \  Unmatched \
Certification Type: Direct Certification Rogacn Total
File Status: Processed Changed from REDUCED
Upload Date: 11132013 Changed from PAID g
User Name: snacs admin Changed from FREE
Supporting Documentation: 1 [ View/Add
Total Students On File 385
Matched and in SNACS 1
FoodShare 0
Non-SNAP 0
Prior Certification 1"
Inactive 0
Matched and Not in SNACS 109
FoodShare 109
Non-SNAP 1]
Unmatched 265

Adding Supporting Documents

Display an approval for any type.

=  Click @ on the

View Direct Certification

= Back to Direct fication List

Summany Matched and in SNACS |\ Matched and Not in SNACS 1\ Unmatched

Summary tab.
Certification Type: Direct Certification
File Status: Processed S == 0 NOte
Changed from REDUCED 0 . e -
Upload Date: 02013 SR VD 2 For Direct Certification the
User Name:

Changed from FREE — INCOME 1

uploaded file has
automatically been added to
the Supporting
Documentation.

Supporting Documentation:

Total Students On File . 12
Matched and in SNACS 5
FoodShare
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In the Manage Documents
[Z] Manage Documents [ ]
popup
Add Document
e - Click L UploadFile |
7 <t In the Upload File popup
[=] Upload File

Allowed extensions: .”
Select

b

In the Windows Open popup

b« Local Disk (C:) » 000_Student Files Search 000 Student Files o . Use standard Windows

Organize > Newfolder =y 0@ navigation techniques to

| 2 5% Favorites *  Name Date modified Type |I select a f||e
M B Desktop ﬂ @_1 CourtDocument.docx 6/7/2013 5:00 PM Microsofft
8 Downloads L DC_luly 8 201300 /227013200 PM  Text Doc o
. Recent Places &) FosterDocument.docx 6/7/2013500 PM  Microsof . Click pen |v
57 Dropbox &) suppertingDocument.dock 6/7/2013 5:00 PM Mr{rom'“l
» 4 Libraries
« M Computer

4 &L Local Disk (C:)
| 000_Student_Files
L. 001_StudentiDPics =l L] " + %

File name:  SuppertingDecument.docx inliisinttsitinin docy; *.pdf; V]
|
| open |v I Cancel
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[=] upload File

Allowed extensions: .txt,.csv,.doc, docx, pdf, jpg, tif,.png,.bmp
@ SupportingDocumentdocx  xRemove

In the Upload File popup:

. ciic |

[®] Manage Documents

The uploaded document name
appears in the Add Document

group.

. Click |

upportingDocument.doc}

SupportingDocument docx

Wisconsin Department of Public Instruction
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The document name appears in
the Documents list.
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Removing a Supporting Document

|_ Summary

View Direct Certification
= Back to Direct Ceriification List

Matched and in SNACS. )

Direct Certification

Matchad and Not in SNACS |

FoodShare

File Number.
Certification Type:
e Reason
£he e, itk Changed from REDUCED
3 T30
Upload Date: 013 Changed from PAID
sty Changed from FREE — INCOME
porting Doc
Total Students On File 12
Matched and in SNACS 5

Display the Summary tab for a
Direct Certification.

In the Mange Documents
popup:

. Click Delete ( = )ina

document listing.

-
Message from webpage

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

In the confirmation message

. ok L9 |
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E Manage Documents

Add Document

The document name is
removed from the Add
Document group.

Wisconsin Department of Public Instruction
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Matching a Student Manually

I P St R Display the Matched and Not in
< Backio Dvec Corticaton s SNACS tab and
Summany '\ Matched and in SHACS i- Matched and Not in SNACS | Unmatched |
Matched and Not in SNACS Reprocess | Expor To Excel = Click Lookup ( B )ina
Last Name on fie First Name on fie Sen Das Code Loakup student Iisting.
> wveE JERVANIA o8/z8/19%8 s (i)
3 WINGUR TRAVIS 03/03/2006 s .|
3 R nALR o21957 s (fs)
> KLECKLEY LONNELL 01271995 s (s
>  Knies ADA 10/30/1998 5 [Zl
>  KnEs JAKEEA oR/z/200L s
3 LAMPLEY. AHSIERRA: g8/13/2000 o
> Lone KHALIA o423/198 s
3 MARION TRISTON 1W27/2000 1 @
5  MATTHEWS ANIYAH z El
12345[6/780910. Ppageszeo ~ 111 ftems in 12 pages

=] SMACS - Lookup

e In the SNACS - Lookup popup

Site
~ALL - E

StdentlD  IDType

_ LastName
Localid [x] L

First Name

= Enter or select search

Grade  Status criteria.

h

| [~a-[=] [aave [5]

. Click (Search

Name

SNACSID LockliD

SuwiD  Sm

[

| Mo recarde to duciy

Bt
Dee |

o _J cancel]
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) SNACS - Lookup b In the list of students that match
sits the selected criteria
~ALL— (=
StudentID IDType  LastName First Name Grade ~ Status ) L] Select a student.
Lecalip [+] L I [~ALL~[x] |Adive [#]
o ]
| S

Name SNACSID LocallD  SuwiD  Sm Birth Date: |

5] SNACS - Student Details: Aarons Lefcos - 100276 = In the Student Details popup
o ' Y | Ch d
| Details \ Demographics '\ Eligibilty Group  \ Eligibility \ ImagesDocuments Y MNotes \ Enroliment History | . ange name an
FirstName |ansiera . ' birthdate information as
- Site _AdamsAFﬁend_g_h@p_ Wid E] N

LastName |Lampley |*
Middle Name

= needed on the Details and
Demographics tabs.

. Clae |

Grade 08

(Guardian 1)

“Tender -
Language English E]

Notification Preferences-

Phone LI Email U Lefter

e

FirstName [ | First Name

LastName [ | LastName

Middle Name | : Middle Name
LastdofSSN | | LastaofSsN | |
Home Phone ,'_, __— Home Phane  |(

Work Phone f Work Phone

Email Email
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Reprocessing a File

| ... ..o
View Direct Certification H
SNACS tab for a Direct

w k to Direct Certification List

>

>

L2 s ol
JOHNSON
JOHNSON
JOHNSON
JONES

JONES

JONES

JONES

JONES

KIMBLE

KING IR

I Summary \‘ Matched and in SNACS ] batched and Mot in SMACS

First Name on file
v
MALEEK
SHUNTERRA
ELUAH
EMOCHANNEL
MALIEA
TYIESHA
YASMINE
JERVANNA

TRAVS.

"\_ Unmatched A \

Birth Date

02/27/2005

07181997

07051996

05/30/1998

04/22/2003

1172172001

03/20/1996

037281997

08/28/1998

090372006

Certification.

12

34s(6l78910 ..

Page size:| 10 T}

119 tems in 12 pages

Lockup

=]
i)
=
=
[oe]
[ee]
]
]
=]

- Click

View Direct Certification . .
EEE . .. otinsuacs s

updated when new matches are
made through the reprocessing

of the file.

= Back to Direct Cenification List
| Summary ‘\: Matched and in SNACS _ 1 Matched and Not in SNACS \\. Unmatched |
Matched and Notf in SNACS
Last Mame on file First Hame on file Birth Date Code Lookup
3  KNGIR TRAVIS 09/03/2006 5 E
»  KRK NALA 02/2371997 s E
% | KLECKLEY LONNELL 01/12/1895 s I:
s KyLES JADA 10/30/1998 5 -
¥ | KVLES JAKEELA 08/02/2001 5 B
y  LONG KHALLA 0472371909 5 =]
» | MARION TRISTON 10/27/2000 $ D
>  MATTHEWS ANIVAH 02/26/2004 5 ]
3 | MCAFEE 15a18H 06/12/2004 5 D
5 MCAFEE KA 06/18/2003 5 ==
12345 |€| 789 10 .. Page size:i 10 Ti I 108 items in 11 pages
' TN N N -
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Exporting a File

I View Direct Certification I

« Back to Direct Cerlification List

Summary

Matched and In SNACS ] Matched and Mot in SNACS

| Unmatched

Lazt Name on fls First Name on file
> KIMBLE JERVANNA s @
5  KNGIR TRAVIS 3 )
> KR NALA s D
3  KLECKLEY LONNELL ou1zaees 5 E]
> KviEs A0 1IN 5 E]
3 Kriss JAKEELA 08/02/2001 5 =
3 LONG KHALLA 04/23/1999 5 E]
> MamioN TRISTON 10/2772000 s =)
3 | MATTHEWS ANIVAH 02/28/2004 5 E]
> Meares 154084 05/12/2004 5 [l
12345 Si7 8 9 10 .. Pagesize: |10 ~ 110 items in 11 pages

Display the Matched and Not in
SNACS tab for a Direct
Certification.

. Click | ExportToExcel |

| Windons ntemet Explorer [N )

What do you want to do with MatchedNotInSNACS xls?

Size: 9.00 KB
From: wisnktest01

|| = Open w

The file won't be saved automatically.

< Save

= Save as I

In the list of file options

» Click Save as and enter a
name for the file.

% Save As
" '!‘|-L < Local Disk (C:) » 000_Student_Files

New folder = L7

Organize »
J: Documents o Mame
4 J' Music
[ =l Pictures
& B Videos

Date modified Type

[E] Hunmatchedds  7/24/20139:43AM  Microsaft Bxcel 97-2003 .

4 B Computer
« &L, Local Disk (C)
1. 000_Applications

.1. 000_StudentPic: - i ] ¥
Filename: MatchedNotinSNACS s =
Save as type: | Microsoft Excel 97-2003 Worksheet (%ls) -
= Hide Folders [ swve | Concel |
= Lé | |

Wisconsin Department of Public Instruction

In the Windows Save As popup

»  Use standard Windows
navigation techniques to
select a folder.

= Change the file name, if
needed.

. i (528
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Sending Notification

ification List

View Direct Certification I

= Back o D

SNACS State  Last Certification — — . :
& Local 1D o N First Name s Code [ "|Phone ._IEmaI [[]iettar I View ‘

Display the Matched and in
SNACS tab for a Certification file.

= Select Include Inactive to
list both Active and
Inactive students, if
needed; by default Inactive

> 1004130 1004130 Barkley Candy. ?}&_RDE E
> 1004007 1004007 Barr Kimari 14872013 5
> 1004008 1004008 BENSON COURTNEY 7/8/2013 5
> 1004009 1004009 braggs tyrah Ti82013 |
> 1004010 1004010 brewer george /852013 5
> 1004011 1004011 brown katera /872013 5
> 1004012 1004012 cainion  arthur 7/8/2013 5
» 1000328 1000328 Cannan Madia 7/8/2013 o
» 1000830 100038 Clark Darzheria 7/872013 o
> 1000850 100276 Lampley  Ahsierra T/8/2013 e}

Notification check boxes are shown for each notification type available based

on the contact information on the student record.

To view a single letter, click the icon under View to display a notification

letter in the print window.

Nulin

Ooogool

L - ‘ students are not listed to

eliminate printing an
| unnecessary letter.

Select Exclude Previously
| Free to hide students that
have a previous eligibility
of "Free”, if needed; this
eliminates printing a letter
for a student whose
eligibility has not changed

= Select one or more
available check boxes for
the desired notification

type and click @ .

In the Letter Viewer window,
three buttons appear on the

print window toolbar. Buttons

Adams-Friendship School District
01 West Gth Street, Friendship, WI 53934
04/11/2014

Dear Farent/Guardian:

an application for frese/ reduced m eals for the child{ren) listed.

We want to lat you know that the child(ren) listed below are sutomabcally eligible to recenve meals at school
because they receive FoodShare or W-2 cash benefits. Your child(ren) will receive free meals through the
remainder of the school year and up to the first 30 days of tha nest school year. You do not need to fill out

[Sudent Hame [Eeheal Hame

]

[Candy garidey [Adamz-Friendship Hi

of this ketter to list them,

1f there are other children in your household who aren't isted abowve, they also automaticalfy quaify for
free meals. Please provide the names of additional child{ren) in the househald not listed above and return this
|etter to the address listed above. Wi will update our records to indicate they qualify for free meals effective an
the date this information s received. If you have more children ta list than the space below allows, use the back

N of Child i il

are available according to the
notification selections and
information included on a
student record.

»  Click the desired
notification button on the
window toolbar.
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DC Sibling Matching

Agency Certifications &

DC Sibling Matching is used to extend eligibility to siblings of students on a

Direct Certification list.
DC / Other Certifications

I DC Sibling Matching I
oc siing By deffalult on the DC Sibling
Matching page
jheos — ' ' «  Method is set to "By
® By Eligibility Group ) By Address ) By Guardian ) Manual ﬂ Ellglblllty Group"’

Page Functions

Field/Button Description

| Apply ] Click to list all student records that match the selected method criteria.

Table 3.8 DC Sibling Matching Page Functions
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Matching By Eligibility Group

Matching By Eligibility Group matches students that have previously been in a common “group”, such as children

previously on an application together.

DC Sibling Matching

ling Matched  \  Previously Matched '\

[Frere e

u Method
[ ]

: ® By Eligibility Group (m By Address (' By Guardian ) Manual

Sy EEEEEEEEEE

Sibling Matches by Eligibility Group

E%]

On the Sibling Matched tab
= Click "By Eligibility Group”.

»  Click .

DC Sibling Matching

—
Sibling Matched |\ Previously Matched |\
Method- 1
(® By Eligibility Group ) By Address (' By Guardian ) Manual
Sibling Maches by Elgibily Group Process s | |
S
o |
mmmy % Refresh |
Matching Corsicauon  Acdrass ™[] Bsnacs1o Last Mama Eirgt Nama snn |
‘. n |1 | ] |
— T — o | ) | ly. |
CULLISON LERYSTAL Vi : [ Wioosz2s ACRYSTAL PANDUREVIC Lakview Eiementary
ELLANORE ABRAHAM  view W [ ] glosass WGEORGE MOYER Lakowview Elementary
ELLANCRE ASRAMAM [+ Rlat
L]
[ ]
MOYER WGEDRGE vew g [] grooess weNDY FLOWERS Lakview Eiementary
SLAYTOM AASHLEY STANELY AMBER Latmview Elemantary
SMITH ACHRISTINA ACRYSTAL PANDUREVIC Lakesiew Elementary
(]
[ e—

In Sibling Matches by
Eligibility Group

= Click View to display the
address for each student, if
needed.

= If appropriate, select two
or more options in the
student listing(s) to
process as a match, or
select the option in the list
header to select all listings.

. Click |Process Matches |

® By Eligibility Group ) By Address O By Guardian O Manual

Processing complete.

} E Print Sibling DC L

AMathing Centcamiin.  Adgrea. [ | Shacs1o Last Sama Ferat M Low
— il 77— —
DEAM AZETTY vee [1  iooam WEEDRSE Mo Linevien Blemenzary
MR WotDRGE ver [1 ivosier WDy FOWEL Lukeriew Elamensary
WCTER WGEDRSE e L] soowms WENDY FUOWERS Lakres Bmantary

The Processing complete
popup appears.

= Click to print

notification letters for the
matched students.
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Matching by Address

Sibling Matched

\

—_—
V. Previously Matched

Mathod AEEEEEEEN

Sibling Matches by Address

| |
) By Eligibility Grooi (®) By Address :) By Guardian ) Manual | VL ast Name Match Requied

On the Sibling Matched tab

Click "By Address.”

Clear Last Name Match
Required, if needed.

Click .

DC Sibling Matching

| Sibling Matched | Previously Matched |\

Method

Sibling Matches by Address

©) By Eligihility Group ® By Address () By Guardian () Manual | [9]Last Name Match Required

Last Nama

Fieyt Nama

Sew

X 1 lixd |

e | lixd

T

In the Sibling Matches by
Address group

If appropriate, select one
or more options in the
student listing(s) to
process as a match, or
select the option in the list
header to select all listings.

]
. Click | Process Matches |
5
)
¥
== = ; The Processing complete

DT Sibling Matching

[ Sling Matched "\ Frevousty Matched \

i

) By Ellgibility Group ® By Address ©) By Guardian ) Manual ‘ 121;,!

Processing com,
Print Sibling DC

Sibling Matches by Address

=

popup appears.

»=  C(lick to print

notification letters for the
matched students.

Wisconsin Department of Public Instruction
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Matching by Guardian

On the Sibling Matched tab

DC Sibling Matching

= Click "By Guardian.”

| Sibling Matched “-‘ Previously Matched \

e il potens__ Fostine_{ «  Enter a Last Name and
() By Eligibility Group ) By Addresg ® By Guardian 5 ' Manual | | Aguilar * |Sam i' Apply .
- @ First Name.

Sibling Matches by Guardion
. Ciic .

In the Sibling Matches by
Guardian group

DC Sibling Matching

| Sibling Matched \". Praviously Matched |\ . .
Method _ = Select the option in the
Last Name First Name L.
) By Eligibility Group ' By Address ® By Guardian ) Manual | |Aguilar |* |Sam " | Apply student |IStIng(S) to
process as a match.
Sibling Maiches by Guardian
penuw _ | Process Matches |
WMatching Carification :::": #nr.sw Lant Mama Sirgt Namme Sitn . Click )
C_ Jm & [ Jxl e [ % | W)
N
—— - — The Processing complete
All malches hava been processed succassiully!

popup appears.

= Click to print

notification letters for the

| Xp—
Lastl ot Sibling DC L™
@ I Print matched students.
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Matching Manually

| " M
DC Sibling Matching

R »  Click Manual.

| Sibling Matched  \ _Previously Matched '\

Method =
O By Eligiblity Group O By Address O By Guardm: ® Manual |I - Click A

”

In the Match Students group

DC Sibling Matching

= Enter the SNACSID for a
Approved student in the

| Sibling Matched | Previously Matched \

Method

| OBy Eighiity Group OBy Address By Guardian © Manual Approved SNACS ID field

==
E Certified SNACS ID _ Sibling SNACS ID :mu.m FirstName  Site S - student.
el R

sibling in the Sibling

!n'.! !i':!

i-[-----!ﬂ--“----lﬂ-:

SNACS ID field or click [
to lookup a student.

= Continue entering matches

Match Students as needed; error messages
The selected student cannot extend benefits. appear When a matCh
Certified SNACSID  Sibling SNACSID  Last Name First Name cannot be made; you must
| E | [=] = remove the listing before
ABEVERLY ; L.

contlnumg.
Match Students
The selected student is already direct certified n Click I .

Certified SNACSID  Sibling SNACS ID Last Name First Name Site

loosszs || | =]

Match Students

The selected student is not direct certified
Certified SNACSID  Sibling SNACS ID Last Name First Name Site

= [ —
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The Processing complete
popup appears.

DC Sibling Matching

I Sibling Matct '\_" Aty Matich ‘\

{ * I
Mathiod 1 ""n i'l,:om H . Pﬂm .
() By Eligibiity Group () By Address () By Guardian ® Manual ‘ Q RS I " = Click |: to print

notification letters for the
matched students.

Metch Students

Certified SNACSID  Sibling SNACSID  LastName  FirstName  Site
[ [= | =1

o

Removing a Student from Certification

On the DC Sibling Matching page

DC Sibling Matching

i Sibling Matchecll '\ Previously Matched \ - CIICk the PreViOUSIy
Mathod ) | Matched tab.

| |
® By Eligibility Group () By Address () By Guardian () Manual

I— In the Direct / Other Certification
group, to remove a student from
| Sibling Matched Previously Matched | certiﬁcation
-
SHACSID Locz: 1D State ID Last Nams First Name Centification Date print . Click Delete ( L ) ina
> 1000857 Moraiess Jorgan 121672013 ) ot ..
> 1000133 King-Marshal| Rebeccah 127182013 b student IIStIng'
> 1000084 Mitchel] Newman wizsus B |
> 1000094 ‘Waers Cord 11122013 i iy
3 1ooa72 Freeman sally 11/12/2013 l :%_‘
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SNACS - Remove Student from Certification

Start Date

Expiration l[ 1172014
Date

Comments® Stydent no longer eligible after Dec 31

_k_

-|1211s:2ma )

]

IIIIIIIIIIIIIIIIIIIII‘

_

In the Remove Student from
Certification popup

» Select a Start Date, if needed;
otherwise the current date is
used.

= Select an Expiration Date, if
needed; otherwise the school
year end date is used.

» Enter comment text in
Comments.

= Click .

| DC Sibling Matching I

Sibling Matched l

y Matched

To print a notification letter for a
sibling-matched student

= Select Include Inactive to
also list inactive students

Click OK to print household notification.

SNACSID A Staie 1D dam First Nams Certification Dy Print . . .
—— - =i S T - that were sibling matched, if
> 1000064 Mitenel Newman 11/23/2013 =]
> 1000094 Watters Cord 13/12/2013 " needed.
5 1008172 Freeman Sally 11/12/2013 I [ I}_’
i ] — .
= Click Print( — )ina
student listing.
= Message appears to confirm

printing notification letter.

»  Click .

Wisconsin Department of Public Instruction
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In the Print window

. Click (Bant)

NOTIFICATION OF APPROVAL FOR FREE MEALS
DIRECT CERTIFICATION

SCHOOLS

Printed 03/04/2011

To the parents of

”M

< End of Chapter »
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Chapter 4:
Letter Management

In this chapter you will learn how to
v Display a list of Letter Template types.
Display and update a Letter Template.
Add or remove data fields in a Letter Template.
Add or remove columns in a table in a Letter Template.

Save updates to the current Letter Template or save to a new (copy) Letter Template.

AN N NN

Set a Letter Template as the Active Letter Template.

Letter Management at a Glance

Menu Selection Description

Letter Templates Display Standard Letter Templates; save updates to the current Letter Template or
save to a new file; set the Active Letter Template for a letter type.

Table 4.1 Letter Management 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 Letter Management menu, you may see a subset of the menu selections listed
above.
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Letter Templates

Letter Templates offers 8 (eight) categories of letter templates. The letters can
be edited and sent to families via mail or direct hand-out. Template letters

include:
Letter Templates
= Direct Certification = Review Change in Eligibility
= Notification of Eligibility =  Verification Follow-Up
= Other Certification Lists = Verification Results Notice
= Other Change in Eligibility = Verification Selection Notice

Letter Templates provided by DPI are identified as “Standard” templates. Standard Letter Templates are updated
only by DPI and cannot be removed. A custom Letter Template is created by displaying a Standard Letter
Template and saving it to a new file. Custom Letter Templates can be updated and removed, as needed.

% Note: If DPI updates a Standard Letter Template, the changes will not be made on any Custom Letter
Templates created by the SFA.

A single Letter Template in a Letter Type is designated as the “Active” Letter Template. This template is used by a
notification function when you choose to print or send notification letters or emails. The Letter Template used by
a notification function corresponds with the notification function.

Each Letter Template can include free-form text, data fields and one table with one or more table fields. A
data/table field is a special control that tells SNACS to include information in the letter from the SNACS database
when the letter is sent to the printer or the email is created.

Letters are generated from the Active Letter Template when a notification function is used, such as Notify on the
Applications menu, or clicking Notify on the Batch Summary page after selecting applications in the
Application Summary list.

) ) cciout on the Lemer Templates
| page

Letter Type

ir ificath ~| [Apply] . .
= - = Letter Type is set to "Direct
s Certification.”
= No letter templates are
listed.
Page Functions

Field/Button Description

Apply Click to list all letter templates for the selected Letter Type.
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Table 4.2 Letter Templates Page Functions

Displaying All Templates for a Letter Type

Letter Templates

B |Verification Follow-Up

u | Verfication Results Notice
m | Verification Selection Notice
SR Al EEEEERE A

On the Letter Templates page

= Select a letter type.

Letter Templates

Letter Type )
Other Change in Eligibility [iv]
e

Letter Templates

On the Letter Templates page

- Click :

Letter Templates

Letter Type
Other Change in Eligibility [v]
i
Letter Templates L
L]
Template Name Email Subject Last Edited On Edited By Standard  Active Delete :
2014 Other Change in Eligibiity 2014 _Other Change in Eligiblity  1/22/2014 3:05:43 PM snacs admin v B =
|
Other Change in Eligibility New Other Change in Eligibility 48/2015 %4401 AM snacs admin o 2 |ml
LE R RN R R RN R ERNRRRRRRRRRRRRRRRRRRRRRRRERRRRRRRRERRNRERRRERNN

All available templates for the
selected letter type are shown in
the Letter Templates list.

Wisconsin Department of Public Instruction
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Viewing a Letter Template

Letter Templates

Letter Type

Other Change in Eligibility M

I On the Letter Templates page

= Select a Letter Type and

click .

Emall Subject Last Ecited On Egted By  Stangerd  Active Delete . Click a Tem Elate Name
ic Eiigils 2014 Other Crange in Eiglbity  1/22/2014 30543 PM snacs admin v & . .
| _ e = link in the Letter
U’E

i Templates list.

The letter template appears in

[Pderma]

= | Insert Table Figld -

B u|[E=e s

Remaove Field | Remov

| -

the Letter Template window.

customers, employ
b

«District=
«SFA Correspondence Addresss

=Current Dates

Dear Farent [ Guardian:
Upon review of your household’s free and reduced price meal benefits, THIS TEXT HAS BEEN REPLACED student{s) isted below
had been ncowreddy determined sbgble for free or reduced price banafits when hafshe should have been daniad for the
fabowing reason: Student certified for benefits in emor.

Tharefare, starting «StartDates, the folowing sadant{s) s/are no bnger eigible for frea or reduced price meak:

Meal Prices (Full | Reduced
wSchool Hames BrookPaste  [elunchw  [eSnacks |

“ou may raapply for benefits 2t any tma dunng the school year. IF you did not previously provide proof of curent elgibility, you
mey e askad to do so  you reapply. And this tedt fies been added...

«Child N ame»

I you disagrae with this decision, you may discuss it wih «Verifying Official» at «Verifying Official Phone Numbers .
You 2o have the right to 2 fair hearing. IF you request 3 heanng by Due Dates, your chid{ren) wil continue
raceive free o raduced prce meals untl the dedsion of the hearing offcial & made. You may request a hearing by caling ar
wing to: «Hearing Official=, «SFA Physical Addressw, =Hearing Dfficial Numbers,

Sincerely,

«Verifying Offiaal

Non-0i i The WLS of Agnculture prohibits discnmination against ts
and i for amploy on the bases of race, color, national origin, age, disability,

- licable, political beliefs, martal status, familial or parental
any public assistance program, or
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Adding a Custom Letter Template

Letter Templates

Letter Type

Cther Change in Eligibility ||

| Tempiate Name Email Subject Last Edited On Standard  Active Delste

Ediec By

On the Letter Templates page

= Click a Template Name
link in the Letter

Templates list.

«Current Dates

: w Template Save Dislog = e |

Dear Parent | Guardian:

Upon review of your househol ok T Dot : Lsmdml.‘{s)lzedbdww
had baen ncomacdy determing Sl = ar Ben denied for the

fodawng reason: Student ool

Therefore, starting

|l price maals:

-

BF of current abghdity, you

[“Child Hames

- You rray reapply for benafes &
may ba asked to do so § you rf

TF yyou desagree with this decisi|
You also have the right to 2 faiL
recewe Fee or reduced prce
writng to: «Hearing Officials, «SFA Physical Addresss |

4 Oth nge in Eligihity 2014 Other Change in Eigibity. ~ L/22/2014 3:05:43 PM snacs admin < i
| Qther Change in Eigiiity New Other Change in Eligibiiity 4782015 SA4:01 AM snacs admin i ::_'
2.7 | |
: s Chaope T Dy Bine Clange - Wiodas Freet P In the Template Letter window
- | e R . mema—
3 Suu_bﬁil Insil Figlds + | Insest Table Coburnn Insert Table Fald » | Remove Field | Rermove Column | Add Teble | Addimage | PageSize = | Prirt
] = Tahoma .8 =B FU|F 3 F®E | .
i ] . |."I"";‘"'!"l.'""":.""""n."" Viere S VI II.._... . - ClICk saveAs
; In the Template Save popup
N
«District» = In Save Template as,
«SFA Correspondence Addresss

enter a name for the new
template.

. ocik 9% |

. =
Stve  SwveAs | et Fids - | bvert Tasle Colisnn - | bnneit Tatshe Field - e | Addimags - PageSive~ Pt
B 45U H | - | 4 [®

Vesvwa e My e pn o By ber i Mie e Bog e (AN IR | TR I I

-
=Current Dates
Dear Farent / Guardian:
Upon rview oF your housshold's free and ad that tha student{s) ksted below had
L been incomactly detenmined slghile for hud have been cened for the foowing
. reason: certified for benefits |
£ Trenefore, starng «=StartDates, he E
-

In the Successful Save message
popup

«  Click OK |

» Click Close

the Letter Template
window.
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Editing a Letter Template

Letter Type

Letter Tempiates

Cther Change in Eligibility ||

I On the Letter Templates page

= Display a list of letter
templates.

= Click a Template Name
link.

Emall Subject Last Edited On Ediled By Standard  Active Delste
2014 Other Change in Eiglblity  L/22/2014 3:05:43 P snacs admin o i
Other Change in Eligibiiity 4782015 SA4:01 AM snacs admin v :.-s_' |

Working with Data Fields

Data fields are placeholders for text that is retrieved from the SNACS database when a letter is sent to the printer
or an email is created. A data field appears in a letter template for text that changes from letter to letter, such as
the student name, or provides information which changes on a daily basis, such as the current date. Data fields are
surrounded by

“<< >>" (angle brackets.

To Add a Data Field

Insen Table Fiald ove Field | Rermowve Column Add bmage | Page Size =
Flzzm siEE/wm - (9@

i B Ao Ve e B e nn®e e vl
3 L 3 v s 3 Eir i I!-

=+l Talde Column Add Takle

Print

5 In the Letter Template window

»  Place the cursor where

the new data field is to

-4

wDistrict»
«SFA Correspondence Addresss

wCurrent Dates

Dear Farent | Guardian:

Upon rewewe of your household's free and reduced price meal benefts, & was determined that the student{s) ksted belaw had
been mcarrectly determined sbgible for free or reduced price banafits whan ha/she should have been denied for the falowing
reasen: Student certified for b error.

Therefore, startig «StartDates, the folowng students) s/are no longer elgble for free or reduced price meaks:

Meal Prices (Full aeduoed
BrockFosts  Jelunchn |

«Child Hamexs [«5chool Hames

“fou may reapply for benefifliat any tme diling the schod year. If you did not previously pravide proof of crrent elgibility, you
may be asked tm do so f yolfireanph]

I you deagres with this de jsouss 1 wath «Ver fying Officials at «Verfying Official Phone Numbers .
You 350 have the right to a far hearing. If vou requiest a hearing by =i Due Dates, your chid]{ren) vl continge o
receve Fae o reduced orice maak untd the deasion of the heanng official & made. You may request 2 hearng by caliing or
wiitng to: =Hearing Officials, «SFA Physical Addresss, «=Hearing Official Phone Numbers,

Snicersy,

The WS Dep of L prohibits di against its
apalicants for emplwmeﬂr on the huses of race, color, national onigin, age, disability,

palitical hellefa marital status, Familial or parental
e pubiic assistance program. gr

appear.

Insert Fields ~

»  Click

on the window toolbar.
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able Column Insert Tabie Field « | Remove Field | Remove Column | Add Table Mdl.m.nge Page Size = | Print
Adtvetns Ation Dae -le zu([Elrem = 4 | o L8|
Applicant Name 5
Batch® i
Child Mame
City, State, Tp
S
Current Mesl Status
Mmlngmlcul E}
Cretermining Official Address

Disclaimar

District

District City, State, Zip
District Street Address

= DistrictPhonehlumber bouced peice meal benefits, I was determined that the student{s) isted beiow had
Hearing Cfficial of recuced price banafits when he/she sheuld have been denied for the folowing
Hearing Official Address fremor- le
Heanng Official Phone Number bing student(s) k/are no longer elgile for free of reduced price maals!
) HearingOtficialErmasl Meal Prices (Full / Red "
Respense Due Date ool Names «BreakFasts aLunchs nSnacks ]
aathe the school T you did i F af curt il
- SFAC i Al ting the schod vear. IF you did not previously provide proof of qurfent eligiiity, you
: SFA Physical Address
= Cttils drcuss it with sVerifying Officals at «Verifying Official Phone Numbers.

fyou request a hearing by «Response Due Date, your chidiren) wil contnue ™

Street Address f decsion of the hearing offcial & made. You may request a hearing by caling or
ysical Address=, «Hearing Official Phone Numbers.

¥ Ventying Official

. Verdying Official Address

2 Verifying Official Phone Nurmbes

Voungest Child Grade

Voungest Child School

‘Youngest Child Schoal®
: he LS af prohibis against. its
= Date ifor employment on the bases of race, color, national ongin, age, disability,
= Time and where applicable, political beliefs, mantal status, famdial or parental
= Date Time of an individual’s income is derwed from any public assistance program, or
. gloymml of In eny program or activity conducted or funded by the
> r] and/or anivlues 3 I you m tofile &

On the Insert Fields list

» Click a data field name.

Seve s | Insert Fields = | Intert Table Column sert Table d = e nave Add Tabée | AddImage | Page Size =

L]

«“Current Dates

Dear Parent [ Guardian:

Upon renew of your household's free and reduced prce meal benefits, &t was detenmined that the student{s) isted below had
Been neomactly debermined aighle for free or reduced price benefts when hafshe should have been denied for the falowing
reasan: Swdent certified for benefits in emor,

Therefore, startng «StartDates, the folowing studentis) i5fare no longer sigble for Fee or reduced price meak:

Meal Prices (Full | Reduced)
[ hild W ames uSchool Hames wBreokFasts  [aLunchs [« Snacks

‘ou may raapply for benefie at any tme duning the schodl year. I you dicggec previously provide proof of aurrent elgibility, you
ray be asked to do so F v .npw aDeterrining Offical», n

TF you diagree weh this dediiog WY a0V S Wl{- at «Verifying Official Phone Numbers .
‘ou ko have the rght to 3 far heang, IF you requsst 3 hearng by sResponse Due Dates, your chid(ran) wil continug to
receve free or reduced prce meak wnd the decsion of the heanng offics! & made. You may reguest 3 hearng by caling or
weitng to: wHearing Officials, «SFA Physical Address=, «Hearing Offical Phone Numbers.

Sincerely,

«Verifying Officiabs
= Won-Discrimi The LS Dep of Agriculture prohibits  discrim Bgainst ity
= and appl for empl o the bases of race, color, national origin, age, disabiity,

sex, gender Idenm\f, religion, reprisal, and where applicable, pelitical beliefs, marital status, Familial or parental

(ndwidual's income = dertved from any public assistance program, or
or activity conducted or funded by the

The new data field appears in
the template letter surrounded
with "<< >>" (angle brackets).

When the letter is printed, the
data field is replaced with data
from the SNACS database.

Wisconsin Department of Public Instruction
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To remove a Data Field

In the Letter Template window

Add Image

LR T

Page Size = | Print

Highlight a data field.

w
«SFA Comespondence Addresss

«Current Dates

Dear Parent [ Guardian:

Upan review of your household's free and reduced pace meal benefits, it was determined that the student(s] ksted beow had
been meorrecty determined ehgiile for free o reduced price benefts whan ha'she shauld have bean denied for the folawing
rezzon: Studentcertified in esTor.

Tharefore, arng «StartDates, te folowng student(s) i/ane no lager eighle for free or reduced price rreks:

Meal Prices (Full [ Reduced

«Child N ame» B asty [eLunchs [#Snacks

You mmay reapphy for Jenefits at any tme dumng the schoal yeae, B you did llot praviously prowde proof of aurent elgibdity, you
ookl i foameog once 4

= 7t «Verifying Official Phone Humbers.,

fou 250 feve the Due Dates, your chid{ren) wil contrus o
receie Bae of reduced price Im ul'ﬂ e dacsion of the hearing afficial s made. You may request a hearing by calling or
writng o « ng Officiale, «SFA Physical Address», «Hearing Offiaal Phone Numbers.

Sncerdy,

“Verifying Offical»

Mo e The WS Dap of Agriculture prohibits discrimination against ts
custorners, employees, and far emphay on the bases of race, color, national origin, age, disability,

sex, gender identity, religion, reprisal, and where applicable, political beliefs, marttal status, famiial or parental
status, sexual orientation, or all or part of an indvidual's income is derved from any public assistance program, or

ment or i any program or activity conducted or funded by the
'or amployment activities.) IF you wish to file a

Remove Field

Click

£\ Caution!
Using Delete on your
keyboard only deletes the
text in the window. It does
not remove the field from
the letter! Simply deleting
the text from the window
can cause issues with the
Letter Template.

The data field is removed.

Be sure to remove any additional

text that is not needed.

wDistrict=
«SFA Correspondence Addresss

wCurrent Dates

Dear Farent [ Guardsan:

Upon review of your housahold's free and rediced price mea! benefits, & was determinied that the student(s) isted below had
boan ncomectly determined dubh for fro o reduced price benefits when hefsho should have been denied for the folowing
reason: Student certifiad for benefits in error.

Thersfare, starting «StartDates, the folowng studentfs) &/are no longer sigble for free or reduced price meals:

Meal Prices (Full | Reduced]
|«BreakFasts nSnacks

m Names l |C3 mes
You may respply for hmﬁx any tme dunng the schodl \.if I you did not previousty provide proof of qument edgibility, you
may be asked to do o fwn..ands'

1 you disagree with this decslilgy, ygu g t“d@i\‘mg Official» 2t «Verifying Official Phone Numbers .
You aksa have e nght to & fair hanna iU remua heaning by «Response Due Dates, your chid{ren] wil contrve o
rocavi foe of reduced price meaks untl the dediion of the hissing official & made. You fray reguest 3 hasng by caling or
writng to: aHearing Officiale, «5FA Physical , «Hearing Offical Phone Numbers.,

Sincerely,

wVerifying Official=

Hon-Discrimination Statement: The 1.5 of Agr prahibits againgt its
phay on the bases of race, color, national origin, age, disability,
sex, gender identity, religion, reprisal, and where applicable, politcal beliefs, marital status, familial or parental

stalus, sexual oriertation, or 8l or part of an mdividuals income is derived from any public assstance program, ar

nt or in amy program or adivity conducted or funded by the
emplayment actrities,) I you wish to file a
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Working with Tables

Each of the Standard letters includes one table. Only one table is allowed on a Letter Template. Table columns
can be resized by dragging the column separators with the mouse. Clicking inside the table activates the four

table buttons on the template window toolbar.

To Add a Column to a Table

Seve  SaveAs | Insen Fielh

5 In the Letter Template window

Dear Farent | Guardian:

Upon risew of your household's free and reduced price meal benefits, & was deterrmined that the student(s] isted below had
been mcorrectly determined sbgible for free o reduced price banafits when hefshe should have been denled for the folowing
reason: teertified for benefits in error.

Tharefore, starng «StartDates, the folowng student(s) &/are no lang

«Child N ames [«Scheol Names [utirea
“ou may reapply for berefis at any tme during the schod year, If you did
may be asked to do so if you reapply .

. previously: provade proof of wment =(iibilty, you

If you disagres with this decson, you may decuss £ wih «Verifying Officials 3t «Verifying Official Phone Numbers
You also Fave the ight to a fair hearing. If you reguest a hasing by <Response Due Dates, your chid{ren) wil contrue to
racave free or reduced prica mesk untl the dedsion of the heanng offidal & made. You may reguest 3 hearing by caling or
witing to: «Hearing Officiale, «SFA Plysical Addresss, =Hearing Official Phone Numbers._

Sncerdy,

| Tsest Table Calumn -| Qe Table Field = Remove Field | Remove Column | Add Tatle | Add Image
s -k b cEryEsisiEEs w0 *  Place the cursor in a column
: = 1 SRR M LA L - where the new column is to
appear.
-4
: “m“";giﬁ;mw . Click Insert Table Column ~
“Current Dater and choose where the new

column is to appear.

Note

Table fields are fixed in
length. New table fields
cannot be added if the
addition causes the table to
wrap or extend beyond the

margins. Resize the existing
fields first, then adjust the
size as needed.

. I s
Saveds | Insert Fields +  insert Table Coburnn = | Insest Table Field = | Remove Field | Remave Column | Add Table | Add Image | Page Size

F= = L

Save

0 -

B T
S I 1 e B I..(l..'

The new column appears in the
table.

= | Ppnt

«Districts
«SFA Comrespondence Addresss

wCurrent Dates

Dear Farent | Guardian:

Upon review of your household's free and reduced price meal benefits, i was detenrminad that the studant{s) Isted below had
bean incomectly deterrined eigble for free or reduced price benefits when hafshe should have been denied for the following
reasan; Student certified for in error,

Therefore, startng «StartDates, the folowing students) isfare no longer aligbie for i'eez( rameRAmERER

Meal Pmﬂ!;uﬂf Hedumd!
|Br astn

L]
Yau may reapply for benefits 2t any tme dunng Me schodl year. Tf you did not previously pggvide ¥
may b asked to do so ¥ you reapply . W ATV .

[=Child N ame= [sSchool Hames

If you disagrae with this decision, you may discuss |t with «Verifying Officiale st «Varifying Official Phonae Numbers,
You 2o fave the rght to 3 far hearing, IF vou request 2 hearng by «Response Due Dates, your chidiren] wil continue to
recere fiee or reduced prce meaks untd the deosion of e hearmg offical s made. You may request 3 heaning by caling or
weing to: «Hearing Officiale, «SFA Physical Address», «Hearing Official Phone Bumbers,

Sincarel,
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To Add a Data Field to a Table Column

In the Letter Template window

Place the cursor in the
table column where the

new data field is to

o ",
Save | Sevehs  Ireent Belds - | Ensent Table Column = | Insert Table Field -|_ Remiove Column  Add Table | Acdd Image | PageSae = Print
pomal] - Al Child Harme om0 @
i ‘ il s L [ s e T Wiipasi
'y -
~h
whistricts
«SF A Correspondence Addresss
«Current Dates

Dear «Applicanttl ames :

On «FirstNoticeDate=, you were sent a letter notifying that =Districts would be checking your Free and Reduced
Price School Meals Applicatron, Federal rdes require that we do this to make sure only eligible children get free or
reduced price meals. You mist)

[«Child H amer | [<ftudent D ]
o o
-
: If possible, send coples, not orginal papers. If you do send ariginals, they will be sent back to you only  you ask.
* 1. If you were recesving benafits from FoodShare, W-2 Cash Benefits or FDPIR when you apphed for free or
reduced price meals, or at any time since then, send us a copy of one of these:
g - dsh ar W-2 Cash fits or FDPIR C Notice that shows dates of certification,
+ Letter from FoodShare or W-2 Cash Benefits or FOPIR office that shows dates of certification.
+ Do not send your EST (QUEST} card to the school affice.
2. If you get this letter for & homeless, migrant, or runaway child, pleasa contact «Hom elessRunawayLiaison» ot
e ) i » bier=, o smail at i yLiak i, o =Mig
A Coordi Contact for help.
3. If the child ts a Fester Child: Provide written documentation that verifies the child is the legal responsibility of the
agency of court or provide the name and contact information for a person at the agency or court who can versy that
T the child is a foster child,
-

it = fes FoodShare or W-2 Cash Benefits or FDPIR benafits: Send this page
=15 from each source of income. The papers you

appear.

E . Click | Insert Table Field ~ -

and choose the table
field.

Insest Table Column = | Insest Table Field = | Fern Remove Column  Add T. Addimage  PageSize = | Print

8 7 U[F|R:E|EEE
W TR

L -

I T TR

The new data field appears in
the table column surrounded
with “<< >>" (angle brackets).

«Districts
«5F A Correspondence Addresss

=wCurrent Dates

Daar «Applicanth ames :
On =FirsthoticeD staw, you were sant a latter notifying that =District» would be checking your Free and Reduced

Price School Meals Applcation. Federal rules require that wae do this to make sure onfy eligible children get free or
reduced price meals. You mul BB M@ i emo Bl B B

«Chikd N ame=

[] n
W |«Grades [gptudent O ]
LERRRERERENN]]

¥ possibile, send copies, not original papers. If you do send criginals, they will be sent back to you only if you ask,

1. 1f you were receiving benefits from FoodShare, W-2 Cash Benefits or FDPIR when you applied for free or
reduced price meals, ar at any time since then, send us a copy of one of these:

« FoodShare or W-2 Cash Benefits or FDPIR Certification Notice that shows dates of certification,
«  Letter from FoodShare or W-2 Cash Benefits or FDPIR affice that shows dates of certification,
= Do not send your EBT (QUEST) card to the schoal office.

2, If you get this letter for a homeless, migrant, or runaway child, please contact «Hom elessRunawayliaisons at
i or

' or email at 9
for help,

Contact

3. If the chi hild: Provide written documentation that verifies the child is the legal responsibility of the
n for a person at the agency or court who can verify that
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To remove a Table Column

Ineent Tatde Column = Insert Table Field = Remd || A 3 Add bnage | Page Size = | Print
I

=n - |[a]s ull[F] g fig % T @

Pl T O P e oy S RSP RPEA (L
| T g AT

=Current Dates

Dear Parent | Guardian:

Upon resew of your housahold's free and reduced prce meal benefts, & was datermmned that the studant{s) ksted below had
been mcamectly determined ebgible for free o reduced price benafits when hafshe should have been denied for the folowng
reason: Student certified for benefits in error.

Therefore, starng «StartDabes, th folowng student(s) sfare no ionger eighle for free or reduced price meals:

[«Child Wame- [«School Names

You: mary reapply for benefits at any tme durng the school year. If you did not previously provide proof of current elgeilty, you
may ba asked to do 5o f you reapply .

I you deagres with the decsan, you may dscuss & wih «Verifying Official» at «Verifying Official Phone Numbers.
“fou ks have the nght m a fair heanng. I you request a haarng by =Response Due Dates, yow chidiren) wil contnue o
recewve free of reduced price meak untl the dedsion of the heanng offcial 5 made. You may request a hearing by cabing or
writng to: «Hearing Offical», «SEA Physical Addresse, sHearing Official Phone Numbers.

Sncensy,

“Verifying Officiale

Mon-Discri The US Depal of Ags prohibits disc against its
custamers, emp and far employ on the bases of rece, color, national ongin, age, disability,

sex, gender identity, raligion, raprisal, and wihare awiwblt, political bakefs, martel status, femilial or parental
status, sexual orientation, or all or part of an individual's income is derived from any public assistance program, ar

- or in amy program or activity conducted or funded by the
ent acwities.) If you wish to file a

In the Letter Template window

*  Place the cursor in the
table column to be
removed.

Remove Column

»  Click

Insert Table Calumn « | Insert Table Field = | Femaove Remove Calumn  Add

. e | PageSize = | Print
Flsuy|([Flezm(issg v~ 0@
R LRI R L L

«Current Dates

Dear Parent / Guardian:

Upan rewseve of your housshold's fres and reduced price maal benefits, it was datarmined that the studentis) ksted balow had
been mcorrecty determined hgible for free o reduced price benefits when hefshe shauld have bean denied for the folowng
reason: Student certified for benefits in error.

Tharefore, starting «StartDates, the folowing student(s) &/ane no longer shgible for free or reduced price maas:

:IIIIIIIIIIIIIIIIIIII EEEmEEmE M@IIII:
[=Child W ames [«Schosl Hames [«BreakFasts  [sLunchs ] -

R - — & et sowitm v
may b asked to do so F you reapply .

I you deagres with this decson, you may fsuss £ wih «Verifying Official= 2t «Verifying Official Phone Rumbers.
“fou #lso have the ight w0 a far heanng. If you request 2 hearing by «Response Due Dates, your chid(ren) wil conbnue o
receve fee or reduced price meals untl the deasion of the hearing official is made. You may ;awm a hearng by caling ar
writng to; sHearng Official», «SFA Physical Addresss, sHearing Offical Phone Mul

Sncensy,

«Verifying Officiale

Hon The U.5 prohibits against its
snd far employ o lbe bases of race, colar, national origin, age, disability,

sex, gender n(enm; rehglnn reprizal, and where applicable, potical beliefs, marital status, famifial or parental
staty or all or part of an indivedual's income is dertved from any public assistance program, or
rogram or acthity conducted or funded by the

ities. ) I you wish to fil

The column is removed and
remaining columns, if any, are
wrapped to the left.
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To Change Existing Text

homal|

L

|| Save | Saveds  Insert Faeids = | bas e = | Insert Tuble Freld =

-

v Tahoms -0 -8 7 yl[E

g s Qg ps B o e e

= o - | 9 E
(o ap

T In the Letter Template window

Add Table | Addlmage = PageSize = | Print

= Add, remove or change
ik : existing text as you

would in a word

wDistricts

«SF A Correspondence Addresss

=Current Date:

Dear «Applicantiameas :

On «FirstNaticeDates, you were sent a letter notifying that =Districts would be checking your Free and Reduced I
Price School Meaks Application. Federal rules require that we do this to make sure only eligible children get free or

raduced price meals. in| i :
[«Child ¥ ame» [«Student iDs ]

If possible, send copies, not original papers. If you do send onginals, thay will be sent back to you only i you ask.

L. If you were recesving benafits from FoodShare, W-2 Cash Benefits or FDPIR whan you applied for free or

reduced price meals, or at any time since then, send us a copy of one of thesa:

2, 1f you gat this letter for a

that shows dates of certification,

= FoodShare or W-2 Cash its or FDPIR Certification Wotice that shows dates of certification,
= Letter from FoodShare or W- @Cash Benefits or FDPIR
= Donot send your E3T (QUEST fitard EETERIS TG

processing application,
such as MS Word using
the keyboard.

iaison= at

o or email ot =H

contact

©

Contact Inf far help.

s er Child: Provide written docum ibility of the I-:

, of
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Saving Updates to a Standard Letter Template

A Standard Letter Template cannot have changes saved directly to the template. A message appears to alert you.

In this situation (you have made changes to the Standard Letter Template for a Letter Type), you could

Save As | Insert Fiekds « | Insert Table Column = | Insert Table Field - | Remove Field | Remo

umn | Add Table

=] Tahoma - N ~lelru |z =[3|E ¢

Addimage | Page Size + | Print
S HE |00k ~ | 9 [E

«SFA Correspondence Address»
=Current Dates

Dear Farent [ Guardan:

Upon review of y| Lettar Editer — - — E

been moorrectly

A/ ou cannot save changes to the Standard Template. Do you want to
£ !-I\ make this Template Active without saving changes?

T ] s |

rray be akad DN

dicted balow had
ifor the folowing

meals

ed)

jirent elgibility, you

1f you disagree with this decsion, you may decuss t with «Verifying Official» 2t «Verifying Official Phone Humbers.
You also have the right to a fair heanng. If you request 3 hearing by «Response Due Dates, your chid{ren) wil contnue to
receive free of reduced price meals untd the deasion of the hearing official & made. You may request 2 hearing by caliing or

Addresss, «Hearing Official Phone um bers.

Wisconsin Department of Public Instruction

Click No to then click Save As and save your changes to a new Custom Letter Template.

Click Yes to discard your changes and change the Standard Template to the Active Template
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Saving a Standard Letter Template to a New File

In the Letter Template window

!_sn[g}pa__ InsefiFields - | Insert Tatie Cokirnn - | Insert Table Fiekd - | Remove Field | Ramove Column | Add Table | AddImage | PageSze - Print

| = Tahoma v [E|7 Y| FEEEIEEE/ W - TE

T L.I'....I:..IZ..L...I!.‘..,..LI'....I._.I:\....‘...I'-\..L.- .ll.._....
2 = Click Sove As on the

window toolbar.

L «SFA Correspondence Addresss

: =Current Dates

= S

Save Savehs | Insert Fislds = | Insert Table Columa « | Insert Table Fieid = | Rermove Figld | Remove C Add Table | Addlmage | Page Size = | Print In the popup

Pt 7 S wn ciEsy s sEm g - (0@ »  Enter a name for the new
Y] o .._-D..., o Wi ":"l.' B Heai L s TR |I.._

Letter Template.

H - . ocik L% ]

f -‘ >
5 Template Save Dislog el 5

«Current Dates

2 Seve Tempiste as. [Other Chenge in Bigbity 20152016
Dear Parent | Guardan: | | Email Subject FM-\M
- .

Upon review of your househy dent]s) isted below had

i Ibeen ncomecty determined B deniad for the folowng
+ Teason: |8
- =
; Therafore; startng «Startil)| iffed prce mesis:
«Child N ames
L3 ‘You may reapply for benefil e
v may be asked o do so f you FESDEN -
In the save success popup
Save | Save As | Insent Fields = | Insert Table Column Incest Tabde Field = | Remove Field = Remove Column | Add Table  Addlimage | Page Size = | Print
Shmal] - Tahema 1 ~Ezu | 3FBEEE ™ (9@
[ PR D R T S e S R T SR T H.._ ..... X OK
= . Click S .
-4 T
; «District»
«5FA Correspondence Addresss
= wCurrent Dates ﬁ‘
Dear Farent | Guardian: |
Template Seved Successhully
Upon review of your househoid's free and i hed that the sudent(s) kisted baow had
. been incorractly determined eigble fr fred have bean denied for the folowng
= reason: Student certified for benefits ig s
- o E
; Tharefore, st2rng the folof e = or reduced prce mesk:
os (Full |
oy [Lurch ]

e bt | Bl P it okl Caor i | AddTuble | Addimage. | Page Sae - [iPrnt Ciose On the window toolbar
Nomal] = Tahoma - = j= i | wx - | @ [G
i B T T Tl Sl e el Sl S N e R IR | FURRE |'.¢'_.

= . Click Close ( [l284] ) to

close the Letter Template
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Saving Updates to a Custom Letter Template

A Custom Letter Template can have changes saved directly to the template, or it can be saved with a new name.

, = In the Letter Template window

E%| Save [k | Incert Fields = | Inert Tabie Cofurnn = | Tnsert Table Field « | RemoveField | Remove Colimmn | Add Table | Addlmsge | PageSze Print

_.El,,,,: -....F. ....|=-. ...-..|:.......|5...<..:|=._....|‘..-,.‘.|°..-..|'... . ésa\'e

. : »  Click on the
2 window toolbar.

; «SFA Correspondence Addresss

: wCurrant Dates

Dear Farent / Guardian:

" Upon rieview of your households free and reduced price meal banefts, & was determined that the studentfs) bsted balow had

. free or reducad price benefits whan he/she should have been denied for the followang

In the Save popup

=  Enter a name for the new

custom template
: = Click S .
: «District»
; «SFA Corvespondence Address:
- &2 Template Save Dislog L .
. LR e Change v B, 3515 201 |
2 Dear Farent [ Guardian 3 |
- Upon e of your housd | T Suttet Shengak:ERLRy studentfs) bstad bl had
been incorrectly detenmin pen denied for the folowng
teason: Student certifie =
: Tharefore, saring «Staril ficed price meaks:
- Reduced)
¥ =Child N ames
.' ‘fou may reapply for benefl I ;q proof of current elgibiity, you
i Mneadwdmdosai\i‘—_|= -
7 T—
= ¥ you disagree with this decision, yau may discuss oﬁuzl Phone Numbers.
- hamﬂ by «Response Due Dates, your chid{ren) vl continue to
‘Wou may request 3 hearng by caling or
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= | Remove Feedd | Remove Column | Add

You are asked to confirm the
save to the template. In the

al popup

wDistrict
«SFA Correspondence Addresss
W Template Save Dislog [= 8 =
Save Template as. mmn Bigbiley 2015-2016
e m——— [=)

wCurrant Dites

Daar Parent | Guardian:;

Upon review of your house

suident(s) isted balow had

been incarractly determing an denied for the folowang
raason; tcertified

D date Curment T 7
Therefors, stanng «Stargy &i& 9 you wweri o updaie emplete d price msis:

Reduced)

=Child Name»
‘You may neapply for benef 4L i poroof of qurrent eligibibty, you
may be askad to do so f vl "

o you disagrae with this decsion, you may decuss £ with «Verifying Officials at «Verifying Official Phone Numbers
Yo also hava the right to 2 fair haaring. If you request 2 hearng by «Response Due Dates, your chid{ren] wil continue o
receve fFae of reduced prce mesis unt the decsion of the hearng office & made. You may request a heanng by caling or

- Addrassw, «Hearing Official Phone Numbers.

Yes

»  Click

Insert Table Fredd - | Remove Fiald
= v «| B m % [
i i By ey P o " ' R [ . Wosicainimaini [ . ®,
-
A
| - «Districts
Ll «SFA Correspondence Addresss
|
o =Current Dates
. Dear Parent | Gusrdizn:
- Upon review of your household’s fres and reduce i studentis} ksted below had
been ncomecty determined sigble for free or e been densed for the folowing
{ - reason: tcertified for inerrd |3
i - Therefare, st2rtng wStartDatew, the folowing 41 oced price meaks
| -
: Reduced)
x
5 «Child N ame» [uSchool Hames
< You may reapply for benefits at any tme dunng the schoal year. TF you did not previously provede proof of current eligibility, vou
2 may be asiced to do 5o f you reapoly .
‘_' I you deagree with this decsion, you may discuss © weh «Verifying Officiale at +Verifying Official Phone Numbers.
[ You atso Fave the right to a fair hearing, IF you request a haaring by «Response Due Dates, your chid{ren]) wil continue to
. recave free or reduced prce mesls untd the dedsion of the heanng official 5 made. You may requast 2 hearing by caling or
= Addresss, =Hearing Official Phote Num bers,
pn—

Click

= Click Close ( ) to

close the Letter Template
widow.
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Setting the Active Letter Template

A single Letter Template is set as the Active letter. The Active letter is used by the notification function when the

function sends a print request.

| Letter Templates

Letter Type

Oliwl Change in Ehglbdrly _] J

Letter Tomplatas

On the Letter Template page

= Display a list of template
letters for a Letter Type.

= Click a Template Name

mpiate Name Er'a Subect ust E:I tec On Edited By Standard  Active Delete
2014_Otrer Change in ERgiblity 17 2212014 305:43 PM snacs admin v = link in the Letter
Otner Cnange in Eliginiity 471472015 1055333 AM nacs agmin b3 .
- - Templates list.
Other Change in Eligiblity 4/2/2015 5:44:01 AM Snacs admin o ]
In the Letter Template window
[Suve | Save s Winsent Fietes - | Irsent Tasie ¢ Tnsert Tabiie Field - Remove Field | Rersave Cofumn | Add Table | AddImage  Page Sae - | Print
u £ q . .
- o] ; - . : : z . 3 " = Click either Save or Save
! As on the toolbar.
-
i «SFA Correspondence Address»
«Current Dates
Dear Farent [ Guardan:
I - Upon review of vour household’s free and reduced price maal ben efts, it was datenmined that tha student{s) isted balow had
* heen ncomectly detenmined digble for free or reduced prce benefits when hafshe should have been denied for the fofowing
v reason: Student certified for nerror, |4
Tﬁﬂiw mﬂihﬁwﬂwﬂnmw{s} sfare no longer algble for Fee or reduced price masks |
b

bl LRoduced)

Acd Table | Add lmage | PageSize =

I Save | Saveds | Insent Fields rt Tal = | Imsart Table Fiedd = | Remove Field | R Piint
- (] i) 4 L)
i (| s Pewa v ", o e i # L * ®,
-
E
| - «Districts Ficts
Ll «SFA Correspondence Addresss
-
. «Current Dates #l Tempiate Swve Dialog E=Tich
Dear Parent / Guardiand | S9Ve Template ss: [ORher Dhange n Bighity 20152016
"~ Upen ravewy of your housd)|  Email Subject  [ther Crange i Bighity studant(s) kstad belaw had
s baen noomacty detenmin jen dened for the folowing
. reason: Student certifies e
': : Tharefare, stating «Starfl iced price meaks: |
- T e i Tt ; Reduced)
: [-Child Wamen 7 Sat i Tarilasos Aeive
You may reapply for benedl roof of current elgiaity, you
may be askad to do so £y
- I you deagrae with this decsion, Wumw oz v ing Verifying Official Phone Numbers .
. “ou ako have the nght v a fair hearing. IFY v 2 Dates, your chid{ren) wil continue to
v receve fee o reduced price meal unu uu dwmn of m hnrnn afficial & msut You may request 3 hearing by caling or
«Hearing Official Phone Num bers,

In the Template Save popup

= Click Set this Template
as Active.

. o L]
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In the confirmation popup

|
4 - ol =]

Dear Parent | Guardiang

Upon review of your hous | dentls) ksted beow had
been ncorrectly detemning denied for the folowng
feasan:
Therefore, stamng =Stad) e
Reduced)

[=Child W ame:

b
“You rrary reaoply for bers proof of current elgiility, you
may be asked to doso if vl

i you dissgres with this decsion, you may discuss © wih «Verifying Official» 3t sVerifying Official Phone Numbers .

YYou also heve the nght to 3 farr heanng IF vou request a haarng by «Response Due Dates, your chid(ren) wil continue o

receive free or reduced price meaks untl the dedsion of the hearing oficial & made. You may request a hearing by calling or
Addreses, sHearing Official Phone Hum bers.

In the Save message

- 0z U 2 | E 1=} - m
) " P [ Poierios s [ LT v L i H OK
: i = Click ’:
| - 7 I oy
M «SFA Conupnmnﬂm
"~
[l - wCurrent Dates
A Dear Parant | Guardian: Temmpiate Swved Successfully
" Upon review of your household's free and fe at the student(s) dsted befow had
2 bien incorrectly determinad elgila for froa o ave bean denind for the folowing
I rezson: Student certified for benefits in L
! Therefore, staning «SarDates, e falow jor reduced prce mieals
{|
- ull / Reduced)
: - GHredifosts [dLunchs |
: On the window toolbar
Save As | Insert Fields = | et Table Cohomn = | Insert Tebbe Fosld = | Remave Field  femove Column | Add Teble | Addlmage | Page Sie

iSaw

Click Close ( j ) to

close the Letter Template
window.

Page | 136

Wisconsin Department of Public Instruction



SNACS SFA User Manual - Eligibility Certification Chapter 4: Letter Management

..
efter lempiates
Letter Template listing on the

Letter Type
| Other Change in Eigitiity [v]| Aol | Letter Templates page.
| Tempiate Name Emall Subject Last Edited On Standardm Mcimem Delete |
2l Other Crange in Eligiity 2014 Other Change in Esgiblity  1/22/2014 3:05:43 PM Sracs admin : : 'j
Other Crange in Eligiley 2015-2016 Other Criange i Elgibillty 41472015 121003 PM snacs aomin L R
| Gther Crange in Eiiginity New Other Change in Eligibility 4/A77015 BAL01 AM snacs agmin o : g
fama"
* "
Deleting a Letter Template

Letter Templates can be deleted at any time. However, two letter-template types that cannot be deleted are

= Active — only non-active letter templates can be deleted; make a different letter template the active letter
before deleting a letter template.

Letter Templates

Letter Type _
o

| Other Change in Eli Message from webpage

Letter Templates v You cannot delete Active Templates. In order to delete an Active
Template, make some other Template Active and try again

fited By Standard Active Delete

&
3
2
(’
151 151 151

= Standard - standard letter templates can never be deleted.

Letter Templates

Letter Type
| Other Change in Eligibility |v| Message from webpage

Letter Templates g You cannot delete Standard Templates.

Tempiate Name Edited By Standard Active Delete

SnACs admin

snacs admin

snacs admin

113! =] sl
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To delete a custom Letter Template

Latter Templates

Letter Type

| Other Change in Eligibiity ] [ Apsiy |

On the Letter Template page

= Display a list of template
letters for a Letter Type.

+  Click Delete (<) in a

Tempate Name Email Subject Last Edited On Edited By smmﬂ ..
201 Other Crange In Eligibiity 12014 Other Change in Eiginsty  1/22/2014 0543 PM, snacs admin i ] template I|st|ng.
Dther Change in Eiigibiiity 30152016 Other Crange in Eligibiiity AM42015 1210003 PM SNacs admin

in Engibii Other Change in Eigibiiity A76/2015 5401 AM SnBCs admin

.
= (lick

| Other Change in Engibity [v] ["Message from webpage

T | P s e
from the Letter Templates list.
Letter Type

| Other Change in Eligibilty ||

Tempiate Name Ernail Subject Last Edited On Edited By Standard  Active Deiete
nge in EligiEyli 2 Other Change In Eligibily 41472015 121003 PM snacs admin v ol
Other Crange in Eiginiiity New Other Change in Eligiilay A/B72015 SHa401 AM snacs admin - b

< End of Chapter >

Page | 138 Wisconsin Department of Public Instruction



Chapter 5:
Eligibility Reports

In this chapter you will learn how to

v’ Generate reports listing the number of processed vs. non processed applications, students that meet
selected eligibility criteria.

v’ Generate a report that lists all students with current eligibility expiration date, a history of eligibility
change start and end dates.

v’ Generate a report listing all students imported through Direct Certification that may have a possible

sibling match.

Eligibility Reports at a Glance

Menu Selection Description

Application Processing

DC Sibling

Eligibility Roster

Expiring Carryover

Eligibility Summary

Household Eligibility

Potential Eligibility
Groups

Applications with SFA
Eligibility

Student Status Change

Lists the number of processed and not processed applications by entry method.

Lists students who have been matched to a student included in a Direct
Certification import.

Lists students meeting a selected set of eligibility criteria and eligibility reasons.

Lists all current students with free and reduced meal benefits and their Eligibility
expiration date (during Carryover period only).

Lists students and their eligibility during the period specified. Students may have
more than one eligibility listed on the report.

Lists students in the same household grouping.

Lists active students with non-matching Household IDs that have the same address
or guardian.

Lists applications that had SNACS eligibility overridden and were assigned SFA
Eligibility in the validation process.

Lists students whose Eligibility status changed in a selected date range.

Table 5.1 Eligibility Reports Menu Selections
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Application Processing

Application Processing

Application Processing lists the number of processed and not processed
applications by entry method. Four entry methods are listed with grand totals
by entry method and status provided.

DC Sibling
Eligibility Roster
Expiring Carryover
Eligibility Summary
Household Eligibility

Potential Eligibility
Groups

Applications with SFA
Eligibility

Student Status Change

Processed applications are listed in a second table by the user name who
processed the applications. Four entry methods are listed with grand totals
by entry method and user name provided.

By default on the Application
R ocesng page

Date Range = Date Range is set to "Daily”
® paily From:|9/5/2014 i with the current date
_ Monthly Month: v| Year v| selected.
Date Range From To:
[ Generate Report
Page Functions

Field/Button

Description

Generate Report I

Click to generate the report using the selected report options.

Table 5.2 Application Processing Page Functions

Page | 140

Wisconsin Department of Public Instruction



SNACS SFA User Manual - Eligibility Certification

Chapter 5: Eligibility Reports

Generating an Application Processing Report

| Application Processing

Date Range

) Daily From: %/5/201

) Monthly Month:| september[v]| Year:[2014[¥/]

® Date Range From:|9/1/2014 @ Tolwsnota W

: Generate Report

On the Eligibility Summary page

= In Date Range, select a date
option and corresponding
date range.

. Click Generate Report

The Application Processing report appears in the report viewer window.

. 100% 'i] I:] Find | Next %'

Application Processing
Rice Lake Area School District

From 9/1/2014 Te 9/5/2014

Generated on: 9/5/2014 4:25 PM

Entry Method

Uploaded

| Not Processed

Processed

|processed Applications Entry Method

User Name Uploaded

snacs admin

9

Tolall

Page 1 of 1
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DC Sibling
bty R DC Sibling lists students who have been matched to a student included in a
ENgRy oy o Direct Certification import.

Application Processing

I DC Sibling I

Eligibility Roster
Expiring Carryover
Eligibility Summary
Household Eligibility

Potential Eligibility
Groups

Applications with SFA
Eligibility

Student Status Change

N, e
DC Sibling

= Sorting is set to

Sorting “Alphabetical by SFA."
'® Alphabetical By SFA ! Alphabetical By Site

[ Generate Report |

Page Functions

Field/Button Description

Generate Report I Click to generate the report using the selected report option.

Table 5.3 DC Sibling Page Functions
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Generating a DC Sibling Matching Report

| h D . .
o e e

= In Sorting, select to either

Sorie alphabetically sort students
| O Aiphabetical By SFA  ® Aiphabetical By Site within the entire SFA o

within each site in the SFA.

Generate Report

»  Click

The DC Sibling Matching report appears in the report viewer window.

Find | Mext %"

Generated on: 5/5/2014 4:30 PM

DC Sibling Matching

Rice Lake Area School District

(1| Haugen EI

1008800 | Faith, Holy 09/02/2014 | 1007287 | ALDRIDGE, LOGAN PATRICK o07/02/2014

Hilltop Daycare & Pre-School

1008761 | ghnhg, yhivhg 05/03/2014 | 1007287 | ALDRIDGE, LOGAN PATRICK o7/02/2014
Hilltop EI

1008736 | bvnnav. gtfvb 05/03/2014 | 1007287 | ALDRIDGE. LOGAN PATRICK 07/02/2014

|| Yefferson £

1008237 | Li, Xiahong 03/03/2014 | 1007287 | ALDRIDGE, LOGAN PATRICK o7/02/2014

|| xiddie Korner Child Care Cantar

1008778 | Dill, Angeling 05/03/2014 | 1007287 ALDRIDGE. LOGAN PATRICK o7/02/2014

i Rice Lake High School

1008754 | Mike. Harry Potter 05/03/2014 I 1007287 | ALDRIDGE. LOGAN PATRICK 07/02/2014

| rice Lake mid

1000%40  dfghb, sdfvg 09/03/2014 1007287 | ALDRIDGE, LOGAN PATRICK 07/02/2014
1000149 | &, students 05/03/2014 1007287 | ALDRIDGE, LOGAN PATRICK o7/02/2014

1003903 | s, student23 09/03/2014 1007287 | ALDRIDGE, LOGAN PATRICK 07/02/2014

G, shewag 09/03/2014 1007287 | ALDRIDGE, LOGAN PATRICK o07/02/2014

1008862 | ADAMCZVYK, DANIEL-Paid LEVI 05/03/2014 1007287 | ALDRIDGE, LOGAN PATRICK 07/02/2014
1026420 | ADKINS, JASON MICHAEL 09/03/2014 1026520 BRADLEY, KAYLEE DAWN I 07/02/2014
1000177 | AKERS, RAVEN LEIGH 03/03/2014 1007287 | ALDRIDGE, LOGAN PATRICK 07/02/2014
1003835 | ALDRIDGE, LOGAN PATRICK 09/03/2014 1026520 | BRADLEY, KAYLEE DAWN o07/02/2014

1000319 | ALDRIDGE, LOGAN PATRICK 05/03/2014 1026320 | BRADLEY, KAYLEE DAWN o07/02/2014

1007443 JUTUB. MADLYN RASHEEDAH 05/03/2014 | 1007287 | ALDRIDGE. LOGAN PATRICK 07/02/2014
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Eligibility Roster
- Eligibility Roster lists students meeting a selected set of eligibility criteria and
2ol 8 eligibility reasons.

Application Processing

DC Sibling

[ Eligibility Roster

| Expiring Carryover
Eligibility Summary
Household Eligibility

Potential Eligibility
Groups

Applications with SFA
Eligibility

Student Status Change

ﬁ e o the sloiy Roster
Eligibllity Roster
page
Site Name . . .
s = Site Name is blank; leaving
As of Date this field blank generates a
9152014 (5 report that includes all sites
in the SFA.
Eligibility Basis
VFree [¥luncheck All = As Of Date is set to the
[“Reduced . -
Paid Hcarryover ¥FoPIR  [“other current date.
[¥ICategorical [VFoodshare VRccl o
[¥confirmation Review(¥Foster ~ [YIRefused Benefits = All Eligibility types are
¥bc Foster [¥Head Start YRemoved ; TR
[¥bc FoodShare [“Homeless ¥Runaway selected in Eligibility.
[“Defautt Mincome  MMerification All eligibili
[¥Denied [Mincomplete [¥lw-2 cash benefits " eligibility reasons are
¥IDC Non-FoodShare ¥Migrant  Mwithdrawal selected in Basis.
[¥Even Start
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Page Functions

Field/Button Description

Generate Report Click to generate the report using the selected report option.

Table 5.4 Eligibility Roster Page Functions

Generating an Eligibility Roster Report

T, "

Site Name As of Date
Rice Lake High School - 51142015 ez
Eligibility Basis
¥ Free [¥Uncheck All
:"_ Heduoed 1 Carryover ¥l FOPIR
il Paid fory =
¥l Categorical ¥l FoodShare
[ Confirmation Review ¥ Foster
[+ DC Foster [+ Head Start
¥ DC FoodShare [¥] Homeless
[+ Defautt [+ Income
[+ Denied ] Incomplete
I+l DC Non-FoodShare [ Migrant
[¥] Even Start [¥] Mixed Categorical

¥1 Refused Benefits
¥l Removed

¥ Runaway

%] Verification

[¥] W-2 cash benefits
(] Withdrawal

In Site Name, select a site or
leave blank to include All.

In As of Date, enter or select
a date.

In Eligiblity, select one or
more eligibility types.

In Basis, select one or more
eligiblity reasons.

Click Generate Report '

Wisconsin Department of Public Instruction

Page | 145



Chapter 5: Eligibility Reports SNACS SFA User Manual - Eligibility Certification

The Eligibility Roster report appears in the report viewer window. All students meeting the selected options
appear on the first set of pages.

[ Jmdines & @

Generated on: 5/14/2015 8:23 AM A

Eligibility Roster
Rice Lake Area School District
As of 5/14/2015

Rice Lake High School

1000800 ANDERS. KYLIE Faid Defaulz 7/18/2014 7/31/2015
1007654 Baifour, Krissie Fres FDPIR 2/24/2015 7/31/2015
1003377 Bell. Todd S Defauk 7/18/2014 7/31/2015
1047182 Bhalla, Meheka Hemeless 10/28/2014 7/31/2015
1003897 Elayne, Doris Dafaulz 7/24/2014 7/31/2015
1021916 Chow, Sunny i Default 7/18/2014 7/31/2015
1008253 Fuller, Amandha T Dafaul 7/24/2014 7/31/2015
100828% Hightower, Jamay Default 7/24/2014 7/31/2015
1008285 Jonah. Hunter Income 4/24/2015 7/31/2015
1008735 Lis. Bold Defaul: 7/24/2014 7/31/2015
1000736 McFarland, Peter H Defaulz 7/24/2014 7/31/201%
1060106 Mills, Robert DC FoodShare 4/10/2015 7/31/2015

7/24/2014 7/31/2013

B850 Vecsey. Sunny

1004158 Vellowstone, Jason 4 Income 11/11/2014 7/31/201%5
1004169 Zorba, Marisa Defaul 7/18/2014 7/31/2015

Site Total: 35
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The second set of pages lists counts for each selected Eligibility and Basis.

s WW nktest01/SNACS/report

I 42 Jof2 b M

| 100%

~ | |Find |next - G

Eligibility Roster
Rice Lake Area School District
As of 9/5/2014

| [Basts. [

Carryover
Categorical

Confirmation Review

DC FoodShare

DC Foster

DC Non-FoodShare
Dafault

Denied

Even Start

FDPIR

FoodShare

Foster

Head Start
Homeless

Income
Incomplete
Migrant

Cther

RCCI

Refused Benefits
Removed
Runaway
Verification

W-2 cash benefits

Withdrawal

Total:

Wisconsin Department of Public Instruction
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Expiring Carryover

Eligibility Reports . Expiring Carryover lists all students with Carryover free and reduced-price
meal benefits and the expiration date of their Carryover eligibility. The
students are listed within site name and the report provides the SNACS ID,
grade, eligibility, and expiration date for each listed student.

Application Processing
DC Sibling

Eligibility Roster

Expiring Carryover I

Eligibility Summary
Household Eligibility

Potential Eligibility
Groups

Applications with SFA
Eligibility

Student Status Change

By default on the Expiring
EEE . ... ...

Site Name . . A
= = Site Name is blank; leaving
this selection blank includes
oreraia Rt all students from all schools
Page Functions

Field/Button Description

Generate Report I Click to generate the report using the selected report option.

Table 5.5 Expiring Carryover Page Functions
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Generating an Expiring Carryover Report

| < oo beee
Expiring Carryover

_ = In Site Name, select a site
Site Name -
Northern Lakes Regional Academ = name or leave blank.

e . Click |Generate Report |

The Expiring Carryover report appears in the report viewer window.

[ Jemainee -

Expiring Carryover
Rice Lake Area School District

2014 - 2015

Jefferson El

1007330 abc, xyx 7/31/2015

Northern Lakes Regional Academ

1026443 ARMSTRONG, KATHLEEN 11 Reduced 7/31/2015

Tainter El

1000725 2'BRIEN, LAUREN PK Reduced 7/31/2015

Page: 1 of 1
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Eligibility Summary

Eligibility Reports A Eligibility Summary lists students’ eligibility for the period specified.

Application Processing
DC Sibling
Eligibility Roster

Expiring Carryover

I Eligibility Summary I

Household Eligibility

Potential Eligibility
Groups

Applications with SFA
Eligibility

Student Status Change

| By default on the Eligibility
Summary page

Site . . 'INILA
~ALL - v = Site is set to "All"; select
Date Range ong site or Ieaye sgt to "All
to include all sites in the
'®) Monthly Month: September v| Year: 2014 v/ SEA
Date Range From 1 To
= Date Range is set to
[ Generate Report | monthly with the current
month and year selected.
Page Functions

Field/Button Description

Generate Report I Click to generate the report using the selected report option.

Table 5.6 Eligibility Summary Page Functions
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Generating an Eligibility Summary Report

On the Eligibility Summary page
e

» In Site, select a site or leave

Sf;,_l_ = ] set to “all”.

Date Range = In Date Range, select one
© Monthty Month: | September[]| Year:|2014[V] option and select a

@ Date Range Fom[92014 | F Tolws2oe | @ corresponding date range.

. Click Generate Report '

O r e

of253 b b [ rndinet B @ &

Generated on: 9/5/2014 4:13 PM

Eligibility Summary
Rice Lake Area School District
From 9/1/2014 To 9/30/2014

Site: 10 Rice Lake Success

65965236 b, Bunny
7/18/2014 |  07/21/2015 Default
5/3/2014 0773172014 Refused Benefits
5/2/2014| 05/02/2014 Income

9/4/20137 05/01/2014 OC Foster

1014840  Bhoga, Tejaswi
7/3/2014 07/31/2015 Foster
7/2/2014 07/02/2014 Foster
4/8/2014| 07/01/2014 Migrant

3f18/2014 |  04/07/2014 | Default

10086832 Billa, David
7/18/2014 | 07/31/2015 Default
4/8/2014 | 07/21/2014 Denied
4/7/2014 04/07/2014 Income

7/1/2013  04/06/2014 Default

1021872 ' D. Shravani
7/24/2014 07/31/2015  Default
7/10/2014 | 02/11/2014 Carryover
4/28/2014  07/31/2014 DC FoodShare
4/11/2014 04/27/2014  Income

4/3/2014  04/10/2014 Default

26545252 dfghyid, dfghj

07/31/2015 Default
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Household Eligibility
Eligibility Report - Hqu:sghold Eligibility |d.ent|f|es all students grouped |n.a househo'ld
(eligibility group). Use this report for easy, quick comparison of assigned

eligibility to determine consistent application of eligibility.

Application Processing
DC Sibling

Eligibility Roster
Expiring Carryover

Eligibility Summary

Household Eligibility

Potential Eligibility

Groups

Applications with SFA
Eligibility

Student Status Change

| ;') ... o oo
! Eligibility page no fields or

[Generate Report| | selections are available.

Page Functions

Field/Button Description

Generate Report I Click to generate the report using the selected report option.

Table 5.7 Household Eligibility Page Functions
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Generating a Household Eligibility Report

Household Eligibility

On the Household Eligibility page

»  Click

Generate Report

The Household Eligibility report appears in the report viewer window. Household groups appear between the

formatted lines.

_C_] [ Endines  H- &

Household Report

Adams-Friendship School District

Generated on: 1/13/2015 9:52 AM

TAYLOR ANDE

Alan Greenspan

Anaras Barbess

1000851

1000140

1000006

100348

12348654

02/02/2000) Adams-Friendship Middle Schoal
10!291"2003: Adams-Friendship Middle School
11/11/2007 Roche A Cri Elementary Schoal

Jonas Bells

Katias Bells

1003968

1000827

1003968

100032

12/12/2006 Adams-Friendship Elementary

10/05/2001 Adams-Friendship Middle Schoal

GABRIELLE AGUILAR

Jamas Brown

1000037

1004140

1000037

1004140

07/26/1937 Adams-Friendship Elementary

11/02/2008 Adams-Friendship Elamantary

Default
Dafault

John Smith

Jamie Williams

1000278

1000147

1000278

1050103

12/28/2000; Adarma-Friendship Middle Schoal

12/28/1597 Grand Marsh Elementary Schoal

Default
Default

Casay Fields
Thomas Jefferson

1003988

1000130

1003988

1030100

05/19/2008 Adams-Friendship Elemantary

1171171895 Adama-Friendship Elamentary

Default

Defaule

rahul p

Lily Smith

1016306

1007356

7600kkj
1007356

07/30/199% Adams-Friendship High Schoal

05/19/2006 Adams-Friendship Elementary

Default

Newman DC

Newman Mitchell

1000063

1000064

1000063

1000064

07/01/2013; Adams-Friendship Middle Schoal

07/02/2013 Adams-Friendship Middle Schoal

Dafauit

Defauic

Hope Dismond

Willow Prates

1000141

1000848

1000102

100327

05/12/2006. Roche A Cri Elementary Schoal

08/31/2000 Adams-Friendship Middle School

Defaule

Default

Jack Abramof
John Doe

1000928

1000950

1000328

1000950

01/01/2001 Adams-Friendship Elementary

01/01/2000 Adams-Friendship Elementary

Default
Default

Thamas Black

Jane Todd

1007354

1007355

1007354

1007355

12/02/200% Adams-Friendship Elemantary

01/01/2007 Adams-Friendship Middle Schoal

Default

Emma Ellisan

Jordan Moraless

1000371

1000857

1000371

100309

05/16/2002 Grand Marsh Elementary School

04/20/2000 Adams-Friendship Middle Schoal

Page 1 of2
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Potential Eligibility Groups

__ Potential Eligibility Groups lists students with the same address or same
Eligibility Reports ~ guardian name, but different Household IDs for active students.

Application Processing
DC Sibling

Eligibility Roster
Expiring Carryover
Eligibility Summary

Household Eligibility

Potential Eligibility
Groups

Applications with SFA
Eligibility

Student Status Change

P el EXCIER s o . By default on the Potential
vty Groups page

Method . p
" = Method is set to "By
® By Address () By Guardian [[ILast Name Match Required Address.
=  “Last Name Match
Generate Report | Required"” option is not
enabled.
Page Functions

Field/Button Description

Generate Report I Click to generate the report using the selected Method, and option, if applicable.

Table 5.8 Potential Eligibility Groups Functions
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Generating a Potential Eligibility Groups Report

Potential Eligibility Groups |

Method

By Address ) By Guardian

[#]Last Name Match Required

On the Potential Eligibility Groups

page

= In Method, select a

grouping method.

» If needed, select "Last Name

Match Required.”

= (lick

Generate Report

The Potential Eligibility Groups report appears in the report viewer window.

& (0% [~

e -

(O

Generated on: 3/23/2015 12:35:12 PM

-~
Potential Eligibility Groups
Rice Lake Area School Distnct
| | e | |
t Tommy 1000800 565497845 gl g 789 wild rd, human 25569 Paid DEFAULT
ADKINS ASHLEY 1007433 390074059 CYNTHIA BUTCHER P O BOX 53 i 25082 Free EVENSTART
ALBERTS ATHENA 1000178 720027030 CYNTHIA BUTCHER POBDX 33 m:s 25082 Reduced VERIFICATION App 145
ALBERTS ATHENA 1000178 720027030 CVNTHIA BUTCHER PO BOX 53 .:zi.zrg:s 25082 Reduced VERIFICATION App 145
ALBERTS ATHENA 1003846 720027032111 CYNTHIA BUTCHER PO BOX 53 i 25082 Free INCOME Ao 243
ALBERTS ATHENA 1000754 720027031 CYNTHIA BUTCHER PO BOX 53 m;s 25082 Paid DENIED App 141
ARMSTRONG ASHLEV 1000300 720025738 GLEN ARMSTRONG  P. 0. BOX 100 ELEANOR 25070 | Free MIGRANT
bl 1007432 390063068 GLEN ARMSTRONG P, O, BOX 100 ELEANOR 25070 Free RCC
ADAMS SHANICE 1007448 350042154 CLIFF AKERS P. 0, BOX 242 ELEANOR 25070 |Free EVENSTART
AXERS RAVEN 1000177 740026288 CLIFF AKERS P. 0. BOX 242 ELEANOR 25070 Fres DCSNAR
MONOLA JAMES 1028041 390089161 GLEN ARMSTRONG P. 0. BOX 242 ELEANOR 25070 Paid DEFAULT
ARNOLD AUBREY 1007453 350100244 CLIFF AKERS P. O, BOX 243 ELEANOR. 25070 Free EVENSTART
MURRAY LYDIA 1028061 350059032 GLEN ARMSTRONG P. O, BOX 243 ELEANOR 25070 Pad DEFAULT
BALUNOVIC DARIO 1025224 350056250 P. O, BOX 244 ELEANOR 25070 Free EVENSTART
PARSONS THOMAS 1028081 390052527 GLEN ARMSTRONG P. O, BOX 244 ELEANOR 25070 .Piid DEFAULT
BELL KVLE 1025243 390100247 CLIFF AKERS P. 0, BOX 245 ELEANOR 25070 |Free EVENSTART
PROFITT BAILEY 1028101 3500354097 GLEN ARMSTRONG P. O. BOX 245 ELEANOR 25070 Pad DEFAULT
BOGGS CYNTHIA 1025263 790005756 CLIFF AKERS P. 0. BOX 246 ELEANOR 25070 Free EVENSTART
RIDER DEREK 1028121 160005752 GLEN ARMSTRONG | P. O, BOX 246 ELEANOR 25070 Paid DEFAULT
BROWN JALS 1025303 350059118 CLIFF AKERS P. O, BOX 248 ELEANCR 25070 Free EVENSTART
SKEENS SHANNON 1028161 390054102 GLEN ARMSTRONG P. O, BOX 248 ELEANDOR 25070 Paid DEFAULT
BURKE CHRISTOPHE 1025323 350046415 CLIFF AKERS P. 0. BOX 245 ELEANOR 25070 Fres EVENSTART (]
—— yengaza ) F— R N— I I

Wisconsin Department of Public Instruction
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Applications with SFA Eligibility

Applications with SFA Eligibility lists applications that had SNACS
eligibility overridden and were assigned SFA Eligibility in the validation
process. Report includes both SNACS and SFA Eligibility, SNACS and SFA
Basis, and the Start Date for the SFA Eligibility.

Eligibility Reports A
Application Processing
DC Sibling

Eligibility Roster

Expiring Carryover
Eligibility Summary
Household Eligibility

Potential Eligibility

Groups

Applications with SFA
Eligibility

Student Status Change

T ) on e Aeptcations
Applications with SFA Eligibility
| with SFA Eligibility page

Academic Year |2014-2015 -
= Academic Year is set to the
current year.

[[Generate Report

Page Functions

Field/Button Description

Generate Report l Click to generate the report using the selected Academic Year.

Table 5.9 Applications with SFA Eligibility Functions

Page | 156 Wisconsin Department of Public Instruction



SNACS SFA User Manual - Eligibility Certification Chapter 5: Eligibility Reports

Generating an Applications with SFA Eligibility Report

oty o cotions ih 57
Eligibility page

Academic Year 2014-20!_5 -
= In Academic Year, select a

year or leave set to the
current year.

Generate Report

»  Click

The Applications with SFA Eligibility report appears in the report viewer window.

(723 hitp://wisnktestO1/SNA

4 4 T_Jof1 b b @ (0% & [ |rndines H- @ &

Generated on: 3/23/2015 10:53:51 AM

Applications with SFA Eligibility

Rice Lake Area School Distnct
Academic Year: 2014 - 2015

2110 Free Free Homeless Homeless 12/02/2014 10/03/2013 snacsadmin
2147 Reduced Free Refused benefits Income 02/25/2015 10/28/2014 snacsadmin
2245 Reduced Free Refused benefits  Income 11/26/2014 12/01/2014 snacsadmin
2247 Paid Paid Income Income 08/01/2014 12/02/2014 snacsadmin
2256 Free Free Income Income 07/01/2014 12/16/2014 snacsadmin
2312 Paid Free Income Income 02/10/2015 02/10/2015 snacsadmin
2313 Paid Paid Income Income 02/10/2015 02/10/2015 snacsadmin
2333 Free Free Income Income 07/01/2014 02/24/2015 snacsadmin
2369 Free Free Foster Foster 02/05/2015 03/05/2015 snacsadmin
2370 Free Free Income Income 02/05/2015 03/05/2015 snacsadmin
Page: 1 of 1
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Student Status Change
Eligibility Report ~ Student Status Change lists studen'ts whose gllg!blllty status'changgd.lh a
selected date range. The report details the beginning and ending eligibility

status, the date the status changed, and the reason for the change.

Application Processing
DC Sibling

Eligibility Roster
Expiring Carryover
Eligibility Summary
Household Eligibility

Potential Eligibility

Groups

Applications with SFA

Eligibility
| Student Status Change I
- By default on the Student Status
| Change page
Site Name
: »  Site Name is blank.
Date Range
* Daily From (1171772014 ] = Date Range is set to "Daily”
Monthly Month V] Year|2014[% with the current date
Date Range From To Selected.
[ Generste Repor |
Page Functions

Field/Button Description

Generate Report l Click to generate the report using the selected report options.

Table 5.10 Student Status Change Page Functions
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Generating a Student Status Change Report

| On the Student Status Change
e

page
Site Mame

Ré Sel - . .
o « In Site Name, select a site or

 Date Range leave set to blank to

) Daily From '

i ot e ] You BTV genearate a report for all
® Date Range From ;'szuu B To 114172014 | &= sites.

. = In Date Range, select one

' option andenter or select a
corresponding date or date
range.

Click Generate Report

The Status Change Report appears in the report viewer window.

100% v |:! Find | Next

Generated on: 11/17/2014 4:46 PM

Status Change Report
Rice Lake Area School District
From 9/1/2014 To 11/17/2014

'SNACS ID Grade

re Lake High School

1004168 vy, anuhya 11/11/2014 INCOME

1008754 Mike, Harry Potter 9/3/2014 DCSNAP

Page 1 of 1
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< End of Chapter »
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Chapter 6:
Verification

In this chapter you will learn how to
v’ Generate a collection of processed applications for the Verification process.
Confirm review of an application in the Verification pool.
Send 1% Notice and Follow Up notification to an applicant requesting verification documentation.
Record a Verification response submitted by an applicant.
Record the Verification Results Summary to complete verification of an application.
Record a refusal of benefits for an application.
View verification information for a selected application.

Enter selected data for inclusion in the Collection report.

DN N N N N R R N

Generate, review and submit the Collection report.

Verification at a Glance

Menu Selection Description

Sampling Generate a sample of processed applications to include in the verification process.

Tracking Track the notification and confirmation process of applications included in the
verification process.

Collection Report Enter data, generate and submit the Collection Report summarizing verification
data.

Table 6.1 Verification 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 Verification menu, you may see a subset of the menu selections listed above.
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Sampling generates a group or collection of applications for the verification
process.

Sampling This first step in the Verification process is completed on or after October 1%, the
deadline set by the USDA.

Tracking

You will generate the sample only once.
Collection Report

By default on the S li
(SRR

—— = All previous sample
b | generations are shown in the

chermic Year ampie Method S mple Compiete Generated On Generated By =+ M N
2 i Solected  Sample Com e Verification Sample list.
Si should be leted diately after the dal tablished by Sal Method: 1
USDA (October 1) To ensure thal a applcation processed on of before D’:f""”:—: S * Sample Methods is set to
October 1 luded in th L, It is st ted that th aul " " H H
sacn?peerne?:r:eéqg&] oy cl;r;_Kuneg(:'og:nelrz:*issr:rr:l%wle'?:ﬁg!ﬁ:‘nex*. guy:ess ® Standard (formerly Error Prone) DefaUIt Wthh IS the Error
¢ after October 1 P
gl Alternate Prone method. This is the
Alternate One (formerly Random)
Alternate Two (formerly Focused) most Commonly used
emersle Sanel. method. The other methods
are not available unless
previously approved by DPL
Page Functions
Field/Button Description
I Generate Sample I Click to “collect” a group of applications to be used in the verification process.

| Replace Inactive Applications | Click to add applications to the list of applications to be included in verification
when INELIGIBLE “Sampled” applications appear in the list; the INELIGIBLE
applications are removed;

Table 6.2 Sampling Page Functions
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Generating a Sample Pool

sample be created by clicking “Generate Sampile” on the next business
day after October 1.

Academic Year  Sample Method :;f}:f‘g'”’ PAPS Capen Generated By
fNo records to display.

Sampling should be compieted immediately after the date established by : Sampling Methods

USDA (October 1). To ensure that ail applications processed on or before

October 1 are included in the count, it is strongly suggested that the Default

(%) Standard {formerty Ermor Prone)
f ‘ Altemate One (formerly Random)

Focused)
——

—I On the Sampling page

In the Sampling Methods
group, choose a method, if
needed.

Click Generate Sample] ‘

Sample generaled successiully!

z e 3
Acadermic Year  Sample Method h“ﬁ"’ﬁﬂ'g‘.h: ;“P"‘I Sample Complete 4 0n 4By
2013 - 2014 Standard EH] 2 True 11/6/2013 855 AM Rice Lake
should be c y after the date established by | Sampling Methods —
USDA (October 1). To ensure that all applications on of before
October 1 are included in the count, it is strongly suggested that the Default
sample be created by clicking "Generate Sample” on the next business. ® Standard (formerty Ermor Prone)
r1,
day afler Octobe
3' Cne (| R

! Altermate Two {rcm\em Focused)

SereyEte S

I A success message appears.

A listing for the completed sample
appears in the Verification
Sample list.

Wisconsin Department of Public Instruction
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. Tracking monitors the verification process for all applications in the Sample
Verification & pool or applications selected for Verification for Cause. Applications at different

stages of the process can be displayed and corresponding notification sent.

Sampling
When responses are received from the applicant, response information is
I Tracking I recorded with the application. Responses can include uploading supporting
documentation to the Images tab.
Collection Report

. | By default on the Tracki
PR

| Academic Year  Verification Status Verification Type ] _ i | - Academic Year is set to
2013-2014 ~ - ALL - *| -All - = | | Apply | | Replace Inactive Appl:cannns_ the current SChOOI year‘

e N » Verification Status is set
i _ : to “-ALL-".

Application # Eligibality Basis Type Verification Status Lst Motce 1st Follow Up Completion hotice

Reduced

= Verification Type is set to

Reduced 172013
“-ALL-".
0 2013 = Applications list displays
all applications that meet
MAYING 1112013 the default conditions.

Page Functions

Field/Button Description

! Apply | Click to display all applications in the Applications list that meet the selected
search conditions.

Table 6.3 Tracking Page Functions
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Verification Status

As the application moves through the verification process, the application Verification Status changes.

Initially all applications are labeled “Selected.” When an application has completed the Verification process, the
application status reflects "Verification Complete”.

See the Verification Status table below for a description of each status.

Selection Description

All All applications in the verification process with any status; this includes applications selected

= Through the Sampling function, or

Add For Verification

= By clicking on the Application Info tab in the View Application

window to Verify for Cause.

Selected All applications identified through the Sampling function or for Cause to be included in the
Verification process; no processing activities have been completed.

Confirmed All applications which have been reviewed by a designated review person and a
Confirmation Review has been recorded as performed.

Informed All applications that have been sent a Verification Selection Notice letter requesting
supporting documentation.

Follow Up All applications that have been sent one or more Verification Follow-Up letters.

In Progress All applications for which a response from the applicant has been recorded on the Verify
Response sub tab of the Verification Response tab in the View Application window;
however, more information is needed before the Verification Result Summary sub tab can
be completed; multiple responses can be recorded on the Verify Response sub tab.

Verified All applications that have a recorded result on the Verification Result Summary sub tab of
the Verification Response tab in the View Application window.

Completed All applications that have been sent a Verification Results letter.

Removed All applications selected to include in the Verification process but have been removed.

Table 6.4 Verification Status Codes
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Verification Process Status
1

Selected

Removed » Applications identified through the Sampling function or
for Cause to be included in the Verification process;
; e o S * No processing activities have been completed.
for the Verification process through
the Sampling function or for Cause but 2
have been subsequently removed —
from the Verification process

Confirmed

« Application has been reviewed by a
designated review person;
* Review person completes the
Confirmation popup for the application

7

Completed

. Wim has completed
all steps in the Verification

process

6

Verified " Applicant has been sent a
= Verification Result Summary sub requesting supporting
tab has been completed; documentation
= Applicant has not been senta
Verification Results Notice letter 4 B
) Follow Up--—=
In Progress = Applicant has been sent a Verification Selection
Notice letter requesting supporting documentation;
VS kant has made a r : = Applicant has been sent a Verification Follow-Up
. MR IS letter as a second reguest for supporting

Verify Response sub tab;
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Displaying Applications by Verification Status

S, e

i Academic Year & Verfficaton Status Renfication Type = Select an Academic Year if
2013-2014 ~ wm/-ALL— | g AL~
3 5 . needed.
S ammmEEg AL :
m | Selected - A .
Verification samel| confirmed qgtions (3/1). You need to a sampled app App added for » Select a Verification Status.
cause are not cam [} .
n informed =
- e
s s _ i
' Verified - CI|Ck .
Application & Eigil oy e Verification Status st Notice  1stFollow Up Completion Notice
4 Rl removed Smmpled  Confirmed
feEEEEEEEEEED
5 Paid Confirmation Revew  Sampled  Removed INACTIVE
[] Reduced  Venficabon Complete  Sampled.  Verfied
87 Reduced  Verification Complete  Cause  Completed W03 1171172013
-3 Paid Confirmation Reveew  Cause Fallow Ug 12/572013 4732014
£ Reduced  Refused benefits Cause Verified 02112014
) Pad Confirmation Review  Cause Follow Up 11715/2013 11152013
264 Reduced  Confirmation Review  Cause Confirmed
721 Free Confirmation Review  Cause Fallew Up 4/3/2014 471072014
7. Paid Confirmation Review  Cause Fallow Up 4372004 47102014
g1z 3 456 7|0 (M Pagesie[10 -] 63 items in7 pages

| ...\ oo concitions o
Tracking .y

selected search conditions are
Academic Year  Verification Status Verification Type . . . .
2013.2014 =| [Comirmed | ~AlL- = Riara Inciive Apolcaicons shown in the Applications list.

Verifi sample too many app 15 (341). You need to remove 3 P Appli added for
cause are not considerad In this count

2013 - 2014 Confirmed Applications

Application & gty Basis Type Phone Emad[]  letter[]  Remove | ]
4 Reduced Confirmation Reveew Sampled = -_E.I I
264 Redoced  Confirmation Review Cause O B i |
5 Paid Confirmation Review Cause O o) |
75 Reduced  Confirmation Review Cause O O o I
02 Paid Confitmation Review Cause 0 0 b i
201 Reduced  Confirmation Review Cause O = |
a3 exid Confirmation Review Cause O ¥ (1
a4y Paid Canfirmation Review Cause O O - I
1200 Reduced Confirmation Revew Sampled O ] I
l“-lLﬁlzL.’__L’Ij__, Page size: | 10 - 17 items in 2 pages | I
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Displaying Applications by Verification Type

Tracking On the Tracking page
] 5 5 [
Academic Year m Verification Status m Verification Type : H
" 20132014 ~ " AL ~n AL~ v T = Select an Academic Year if
[ ]
AR RNENS a | AL needed.
m  Cause
3 Sampie .o .
2013-2014 - ALL — Applications s = Select a Verification Type.
Applicaion #  Ehgibility  Basis Verfication Status 1st Notice 1st Follow Up  Completion Notice
2 Paid Confirmation Review Cause Completed
4 Free Confirmation Review  Cause Completed " C I iC k .
5 Free Confirmation Review Sampled  Informed 11772013
13 Paid Confirmation Review Cause Removed
14 Free Confirmation Review Cause Completed
13 Paid Confirmation Review  Cause Informed 172013
1% Faid Confirmation Review Cause Confirmed
17 Paid Confirmation Review Cause Completed
20 Free Income Cause Salected
= Paid Confirmation Review Cause Confirmed
[€..1] |i_!_1_!2 34k N Pagestze:i!i] - 31 items m 4 pages

All applications that meet the
selected search conditions are

Academic Y Verification Stat Verification . . . .

e e ) &mem B apiaca LiaciVe AppAcators shown in the Applications list.

Application #  Eligibility  Basis Type Venfication Status 1st Nobice  lstFollowUp  Completion Notice

5 Fres Confirmation Review  Sampled  Informed 11772013

8 Paid Confirmation Review  Sampled  Selected I
a2 Paid Confirmation Review  Sampled  Removed INACTIVE
X} Paid Confirmation Review  Sampled  Removed INACTIVE

Removing an Application from the Sample Pool

If applications are added for Verification after the Sampling pool has been generated, a message appears to let
you know that too many applications are in the pool. “Extra” sampled applications must be removed.

Academic Year  Verification Status
23014 - = ALL =
BN NN NN NN EEEEE NN NN NN NN ENEEEEEEEEEEEEEEEEEEEEER

Verification sample contains too many applications (3/2). You need to remove a sampled application. Applications added for =
cause are not considered in this count.
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On the Tracking page

Academk:\fear: Verification Status !eﬂﬁczn‘on Type . Select “Selected” in
2013-2014 ~ |m |Selected ¥ AL e .
m Verification Status.

Verfication sample contains too many applications (3/2). You need to remove a sampled application. Applications added for

cause are not considerad in this count
= Click .

2013 -00ea _arp

- In an application listing
&3 Free Cause Ji
il Free Income Cause o ) 1=t
= Free Incame Sampled = [ [Conm = C(lick Delete ( = ).
. =
) e Incite Sangied L) [conim]
e l1]2 2 M Pagesue[10 ~ 11 items in 2 page
F " In the Remove Application
[=) sNAcs - R Application Confirmati o i R PP
' Confirmation popup
| Application #: 72
Are you sure you want to remove this application from Verification? = Enter comment text to eXp|ain
A comment is required to remove this application. reason for the removal.

Too many applications in sample

. Click | Remove Application

When the number of applications

| & e Categorica e i marked “Sampled” reaches the

8 Free Income Cause o | Confirm correct number for the generated
ILEaIlIIIIIIIFlf!elllIIIl]ﬂ:m:!lllIIIIIS:IIIIIIII—::IIIl-cm.mm.l Sample pOOII the Delete icon is
] Free Income Sampled .
i no longer available for Sampled

applications.
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Confirming an Application

When an application has been reviewed, the application is confirmed. The available options in the Confirmation
popup depend on the selected Confirmation Results. Completing confirmation for an application changes the
application status to “Confirmation Review.”

When “No Change" is selected in -
Confirmation Results, no options are [Z] SNACS - Confirmation a
available. Comments may be entered,
but are not required.

Confirmation Results * No Change -

Reason for Change”

No notification is required therefore o svsikindor o shawilie Bt
the only available actions are to Incomplete application because:
either iconﬂl the results, or to No FoodShare, W2 cash benefits, or FDPIR
Not Agency Certified
Gancel | tpe confirmation. Other-
Start Date *

Comment Limited to 500 Characters
Copy of paycheck not submitted

Confirm | | Cancel

e L e

Y Y ' [Z5] SNACS - Confirmation &
When “Free to Reduced” is selected . - - — — —]

in Confirmation Results, two || Confirmation Results * Free to Reduced -
Reason for Change options are '

X . Reason for Change*
available. Comments are optional.

@ Income over/under the allowable limit

e . . . Incomplete application because
No notification is required therefore | piete app

the only available actions are to No FoodShare, W2 cash benefits, or FDPIR
[ Not Agency Certified
either 'Coﬂl the results, or to o
er

m

M‘ the confirmation.
Start Date o3t

Comment Limited to 500 Characters .
Income listed on application was entered wrong|

%3 Per USDA regulations, if the
Confirmation is Free to Reduced, the
application remains in Verification and . :
the eligibility is not changed until the ' : | Gonfirm | | Cance
Verification process is completed.
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When “Free to Paid" is selected in
Confirmation Results, all Reason
for Change options are available
and one must be selected. A Start
Date and Comments must be
selected/entered.

Notification is required, therefore
the available actions include:

| Email & Confirm when an email

address is provided in the student
record, and/or

| Print & Confim | when no email

address is provided.

Either or both types of notification
can be sent.

When "Reduced to Paid" is selected
in Confirmation Results, only two
Reason for Change options are
available and one must be selected.
A Start Date and Comments must
be selected/entered.

Notification is required, therefore
the available actions include:

| Email & Confirm :
when an email

address is provided in the student
record, and/or

Print & Confim when no email

address is provided.

Either or both types of notification
can be sent.

[=] SNACS - Confirmation

Confirmation Results * Free to Paid
Reason for Change®

\'::-‘Income over/under the allowable limit

O Incomplete application because:

O No FoodShare, W2 cash benefits, or FDPIR
O Not Agency Certified

i -
@ Other: change

Received supporting documentation of

Start Date * 5_4!23.-'2015

Comment Limited to 500 Characters

[Copy of paycheck submitted

Email & Confirm | | Print & Confirm

| ) SNACS - Confirmation

Confirmation Results * Reduced to Paid

Reason for Change®
@ Income over/under the allowable limit
- Incomplete application because:

No FoodShare, W2 cash benefits, or FDPIR
Not Agency Certified

J Other:

Start Date”

Comment Limited to 500 Characters

[6r13r2015 i)

Income was entered jncorecuy{

| Print & Confirm

Wisconsin Department of Public Instruction
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To confirm an application

N,

Academic Year  Verification Status Verification Type = Display a list of “Selected”
2013-2014 ~| | Selacted v | |-ALL- .| Haplace Inactive Applicalions applications.

2013 - 2014 Selected Applications. .
B | . ik | Confirm

Application & Eligibility Basis Type Remave

Lause

0 Free Income Cause
|® Free Income Sampled [ Copirm | |
: —
In the Confirmation popup
[ SNACS - Confirmation (%]
SEUEEEEEEEEEEEEEEED u Select a Confirmation
Confirmation Results * = |Free to Paid v ou Results selection.

aReason for Change”
:Olncome over/under the allowable limit
:@Incomplete application because:  |Supporting documentation not provided

=) No FoodShare, W2 cash benefits, or FDPIR

= Select a Reason for
Change (if available) and
enter text (if required) to
describe the reason when

fteen?’"snnnmnns ll‘lllll'

2O Not Agency Certified the corresponding option
EOO‘her: is chosen.
NN EEEEEEEEEEEEEEE NN NN NN NN NN NN EEEEEEEEEEEEEEE .
g N N NI NN NN NS EE NN NS NN NN NN EEEEEEEEEEEEN . IfFreeorRedUCEdtOPald,
- r 1 )
aStart Date (412312015 B select a Start Date for the
Sy EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN P,
Comment Limited to 500 Characters new eligibility.
Copy of paycheck not submitted
= Enter Comment text.
[‘Email & Confirm | [ Print & Confirm | | orvirn [ Cancel = Click a confirmation

button.

The application is removed from
the list.
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Sending 1** Notification

Applicants are provided twice with notification of the verification selection—15* Notice and 1 Follow Up.
Notification is provided through email or with a printed letter. First notification is sent after the Confirmation
Review is performed. Sending notification changes the application status to “Informed.”

Applications that include an email address can be notified by email as well as by letter.

On the Tracking page

»  Select "Confirmed” in
Verification Status.

. Cick |

Academic Year  Verification Status Verification Type
2013-2014 ~| | Confirmed ' - 3—ALI_._—

2013 - 2014 - ALL — Applications

Application Eligibily  Basis Type Verification Status  stNotice  istFoliowUp  Completion Notice |
Paid Confirmation Review  Cause  Completed ‘

Free Confirmation Review Cauge Completed
Confirmation Review  Sampled  Informed
5 China o

ha s B

T, - - Select one or more methods of
| 2013 - 2014 Confirmed Applications e . .
notification by either
Application = Eligibility Basis Tipe g Prone[]  Emai[] Letter[] ]| Remowe
& paid Confirmation Review Couse i R - = Selecting the desired
e Paid G jon Review Cause S | N P .
-3 = e oe 1 0 i i notification type in
7 Reduced  Confimmation Review case || o individual application
m Free Confirmation Review Couze I ] ] 5 I )] |istings or
= Selecting the desired
| R Notly Setected notification type in the
F— r— = Prove[]  Emei[] ey 0 5 column header to select all
64 Paid Confirmation Review Cauze I e E i E‘ applications.
2 Paid Confirmation Review Cause [~ | B
2 Paid Confirmation Review Cause 0 ~
187 Reduced Confirmation Review Caisse =2 )
i) Free Confirmation Review Cause O v =} "

When all applications to receive
notification have been identified

Basis Letter [,
[ Paid Confirmation Review Cause ~ =

2 Paid Confirmation Review Cause = . Click NON)' Saleded
12 Paid Confirmation Review Cause Il ~

187 Reduced Confirmation Review Cause [« =

210 Free Confirmation Review Cause O ™M =]
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Notices printed. If there are issues with the letiers, they can be printed again,

Academic Year  Venfication Status _ Verification Type

2013-2014 ~| | Confirmed = T - Replaca nadive Apphcations

Application # Eligibility Basis Type Phone[ ]  Email[] Letter [ ] Remave
5 oad Confirmation Review Cavse - - o B
2 Paid Confirmation Review Caise O | =
ul Paid Confirmation Review Cause 1 O

A print message appears.

All applications selected to
receive notification are removed
from the list.

Sending Follow-Up Notification

Follow Up notification is sent when no response is received from the applicant within the defined number of days

after the 1%t notification has been sent.

Applications that include an email address and/or phone number can be notified by those methods as well as by

letter.

Academic Year  Verification Status \
2013-2014 ~ | |informed = |

2013 - 2014 - ALL — Applications

Application #  Eligibility  Basis Type Verification Status  IstNotice st Follow Up  Completion Notice
| 22 firmation Review  Cause  ©

To view all informed applications

»  Select "“Informed” in
Verification Status.

. i |

2013 - 2014 Informed Applications
Application#  Eligiblity  Basis Type IstNotce M Phone[] Email[] letter[] m Remove
187 Reduced  Confirmation Review Cause w0 = = : T
20 Free ConfimatonReview  Cowe 172013 w L M M = =
: fssssEsEEEEEEEEEE r

| 2013 - 2014 Informed Applications

Application # Eiigibility  Basis Type istNotice g Phonefy] Email[] Letter[] W Remove
- -
187 Reduced  Confirmation Review Cause 11/7/2013 : = vl O = &
0 Free Confirmation Review Cause  1L7/2013 @ O [+ ; =
-- FEEEEEEEEEEEEN r

Select one or more methods of
notification by either

= Selecting the desired
notification type in
individual application
listings, or

= Selecting the desired
notification type in the
column header to select all
applications.
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|I

2013-2014 ~

Verification Type
Informed v| [~ALL-

Inactive Applications

2013 - 2014 Informed Applications

Application®  Eligibiity  Basis

187 Reduced Confirmation Review Cause 11772013 & M (] :c
270 Free Confirmation Review Cause 11772013 vl O :'—‘

= (lick

When all applications to receive

notification have been identified

Follow Up Selected

| Notices printed, If there are kssues with the letters, they can be printed again,

Academic Year  Verification Status

jhﬁ.'{m | Informed w| [—ALL- .| Replace Inactvi

Eligibility Basis Type 1t Notice Phane Email Letter Remove

| Apgiication #
[No records to display.

A print message appears.

All applications selected to
receive notification are removed
from the list.

Wisconsin Department of Public Instruction
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Processing Notification

After selecting the type of notification to be used for a batch or application, clicking ‘ Notify Selected ] or

‘ Follow Up Selected ] starts notification processing. Responses for each type depends on the selected type.

Letter Notification

Letter notification appears with
the Print popup.

Processing ...
g = (lick to send

(21 ===\
o the letter(s) to the printer.
e (R ] v |
e Letter notification is complete
Whers: £S5 USA: 3rd Floor Bt
ot Gl P S Chaste when the letters are sent to the
Part range Coples .
o = printer.
N o i
e a2 e F
e
L . S
{ wotces panea A print message appears on the

Batch Summary page.

« Back to Baich List

This batch is completely notified.
Batch Summary-
Batch# 5 Total Free: 0

Tolald Total Reduced: 1
3 Total Paid: 1

Email Notification

Email notification does not display interim messages. An “emailed” message appears on the Batch Summary
page when email message processing is complete.

Notices e-mailed

« Back to Batch List

This batch is compietely notified.
[Batch Summary
Total Free: 0

Total Reduced: 1
Tolal Paid: 1
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Phone Notification
| @ Phone notification appears with
A CASGE Wb 1 the Phone Notification popup.
Notify Date: [emz01a 10364 T © » Change the Notify Date
(and/or time) if needed.

Applicant: Sloan Christie
Home Phone: (907) 456-3071 .
Work/Cell Phone: (907) 750-8800 Enter a M
Comment _Limited to 500 Characters = Clear This call should be
3@”;5&“71“ Mr. Christie regarding application considered as required

Notification per USDA
regulations if needed.

[¥] This call should be considered as required —

Notification per USDA recutahons .
. Click l oK |

f Message from webpage || Phone notification is complete
when the popup confirmation
message appears.

I 4 L\ Application Number 1 has been notified.

. Click 9K
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Recording a Verification Response

When the applicant responds to the request for verification, the response is recorded on the Verify Response sub
tab of the Verification Response tab in the View Application window. Multiple responses maybe recorded, if
needed. Recording a Verification Response changes the application status to “In Progress”.

9 Note: Only current year applications can be updated. Applications from prior Academic Years cannot be

changed.

. e
Trackin .
: Waltlng for a response

Academic Year  Verification Status
2013-2014 ~| | Follow Up ¥

2013 - 2014 Follow Up Applications

Application =  Eligibility  Basis

Verification Type
—ALL —

Type 1st Motice 1stFollow Up Phone|

Apply ' Replace Inactive Applications

Email

Follow Up Selected

Letter|

= Select "Follow Up" in
Verification Status.

e . Click .

- Free Confirmation Review  Cause  11/12/2013 4272014
|@‘§ I Reduced Confirmation Review  Cause 4/8/2014 47112014 L]

1)

e—

In the list of applications

= Click the Application #
link in an application

listing.

Response Detais

The View Application window
Batch & 119 opens‘

On the Verify Response tab

» Click Add new record to

display a response form.

4 SNACS - View Application -

Application #: 207 {4 of 4)

In the response form

= Select a Response Date, if
needed.

+; Add new recard

Retpance Date First fame Lest Hame Dotument Type

sponse Details

s = Enter the respondant’s
o First Name.

Response Dste | 1132014
Farst Mamae: Tom

Leat Name: Smith
Decument Type: | Sacial Securily, Pensions, or Retrement

. Dietails:: provided copy of pension form

= Enter the respondant'’s
I Last Name.

= Select a Document Type
(see the list to the left).

»  Enter information in

Response Details, if
needed.
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-- Select --
Jobs

Child Suppeort or Alimony
Other income
No income

Foster Letter
Agency Certification List

Refused Benefits

Kinship/Adoption Assistance Letter
Third Party Rep (Collateral Contact)

Social Security, Pensions, or Retirement
Unemployment, Disability, or Worker's Comp

Military Housing Privatization Initiative
W-2 cash benefits, FoodShare, FDPIR Letter

Click Insert.

Thirteen (13) document types are
available for selection.

i Vetification Response succasshilly updated

Application # 102 of 5)

Image/Documer

iy Verdication Info Werifica

ot o oo

Response Date  Fast Name: Last Mame  Dmcument Type

e Tom Smith Socia! Security, Persiong. or Retrement

Appits To

Awsponse Detals

provided cogy of pensan form

An update success message
appears. The new response
appears in the response list.

Close the window.

Wisconsin Department of Public Instruction
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Recording the Verification Result Summary

When the verification for an application has been determined, the result is recorded on the application. Saving the
Verification Result changes the application status to “Verification Complete.” No new responses or results can be

recorded.

9 Note:
changed.

I Tracking I

2013-2014 ~

Only current year applications can be updated. Applications from prior Academic Years cannot be

On the Tracking page
= Display all applications
that are “In Progress.”

= Click an Application # link
in an application listing.

20 Free

Academic Year  Verification Status Verification Type
In Progress v| [—AL- v Replace Inarive Applcation
2013 - 2014 In Progress Applications Follow Up Selacted
L Application#  Eligibility  Basis Type 15t Notice 1stFollow Up  Phone Email  Letter[ | Remove
__% mm _f_ rfirmati _Rlide'n Cause  11/12/20103 1:.{).1!5&3_ .
- Reduced  Verification Complete.  Cause O
-
Varification Compiete Cause O ¥

i\ Cptionai info

\ Applicant fnfe 'y History

Y\ Refise Benebds | Image/Docoments

Vesification Result
No Change
Paidt To Free

Paidl To Reduced

* |No'Crangs -

In the View Application window

« Select the Verification
Result from the available
selections.

Application #: 1673 (2 of 7)

When you select a Verification
Result, a Reason for Change
may appear.

L Application Info

\ \ Optional Info

Applicant Info )\ History

Image/Documents

\ Verification Info

Verification Response

Iu (.

Venfy Response Ve
Verification Result: *
Reason for Change:

nification Result Summary

\

Refuse Benefits

In this first example, no further
selections are required before
saving the verification result.

Paid To Reduced
Income over/under the allowable limit
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Application #: 1958 (3 of 3) Batch #: 575

[ Application Info -Y\ Optional Info 1(\ Applicant Info 1\ History Y\ Refuse Benefits
!

\ Image/Documents \ Venfication Info T Verification Response .'-‘

Verify Response [ Verification Result Summary \

Verification Resuit: * | Free to Paid -

Reason for Change: * ) Not Agency Certified
© Income over/under the allowable limit
O Incomplete response
) No response
) No FoodShare, W-2 cash benefits or FDPIR
O Refused Benefits

Save | | Generate Letter | | Generate Email

In this second example, multiple
Reason for Change listings are
provided and you must select
one reason before saving the
verification result.

Application #: 1928 (2 of 2)

L Application Info \ Optional Lnfo_\ Applicant Info \ History

\ Refuse Benefits \-\ Image/Documents \ Verification Info 1 Venfication Response "'L

i Verify Response Verification Result Summary

Verification Result: *  |Reduced to Paid -

Reason for Change: ~ ) Income over/under the allowable limit
O Incomplete response
®) No response

Generate Lelter | | Generate Emai

&

The button becomes

available when a Reason for
Change is selected.
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[ verification Result: * Free to Reduced - :

1 Uyes No 1

IChange Eligibility of Selecting Yes will change the eligibility/reason of any

[ Foster’HomelessMigrantRunaway: * Foster/Homeless/Migrant/Runaway student on the application 1

1 from Free to the same eligibility/reason as the other students on the ||
application

When foster, migrant, runaway,
and/or homeless children are
included on an application, their
eligibility/reason can also be
changed to match the status of
other children on the application
or left as is. A "Yes" or “No”
response is required before the
verification result can be saved.

Application #: 10 (2 of 5)

In the View Application window

. Click Save .

Suecesshully saved

|| Application £ 10 (2 of 5)

| Verity Responsa

Varification Rasult

)| Successfuly saved

i

|¥ : | ¥
Verfication Resull.  Reduced 1o Free
Verification Reason: No response

Application ¥: 132 (1 of 5) Batch #: 24

A success message appears.

To generate notification after
saving

. Click ‘ Generate Letter |

to print a letter.

. Click ‘ Generate Email I

to send an email message.
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Note: One or both Generate buttons may be available. The Generate Email button is available only when

the applicant included an email address with the application.

e e = Note: After saving the

| Apptcauon .2 2ot Bacne1 | Verification Result, all
functions on the Verify
Response sub tab

: = become unavailable.
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Viewing Application Verification Information

I, o
Tracking

: i eplete icte dppleaions in an application listing.

Application # Ehgibility Baus Type
2 Reduced Venfication Complete Cause
4 Paid Refused benefits Cause
il Reduced Verification Comgplate Cause
12 Free Venfication Complete Cause
0 Reduced Verffication Complete Cause
4 Paid Verification Complete Cause
26 Pasd Verification Complete Causa
50 Pasd Verification Complete Cause
e fee Vertcason Compce coe

In the View Application window
Application & 132 (1 of 5) Batch #: 24

= Click the Application Info
tab.

a 1 k! 0 ol \ 4 3 " 1R s ! A b \! 8 1
Application Infe ' Optionailnfo  Appleantinfe '\ History  RehuseBenefts '\ Imege/Gomments [l Verfcation nte |

]

evhecation Respanse

Venfy Respanse ' Werificafion Resalt Summany

|+ Add new mecord

12, Refresh
Respanse Date First hlame: Lest Mame Docunent Trpe Response Details Deede
18008 Luey Sriger Unemproymeny, Dissbitty, o Werker's Comp Provides letter from dackor or dasbisty 7 B
107872008 Sancy Lemon Unempieyert, Disabiiity, or Werker's Coma Provided copy of Warker Compensaticn farm s B ‘

The current verification
information for the application is
listed.

| Application £ 132 (1 of 5)

Applicationlnfo. % Optonalinfo, . Apglcantinfo & Hatory . Image/Dacuments Verficston Iréa | Verdication Responee

L]

m Application Humber: 132

W Ekgibility Free

] =

.Basns Werfication Complete
m st Motice Date: M3

W Foliow Up Netice Date: | 11/12:2013

:ﬂnsmnu Due Date: | 1172772013

mUser: snacy admin

Cantact Methad Date/Time

Rl el by diepiny,
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Refusing Benefits

An applicant may choose to refuse assigned benefits. This process is completed in the View Application window

on the Refuse Benefits tab.

Tracking

Academic Year Vel Status Wi ation Type
2014-2015 ~

Selected v| |—ALL-

- [ Replace Inactive Applications

2014 - 2016 Selected Applications

| Application # Eligibdity Baus Type Remave
1675 Reduced Income Cause b} INACTIVE
Bhich Free Eoster Sampled o | Confirm
1954 Free Income Cause ol | Confirm
2 Free Income Couse = Confirm
|1¥ I = ncome Cause 3] [ Confirm |
S l

On the Tracking page

= Click an Application # link
in an application listing.

(This can also be done by
accessing the View Application
page by clicking on the
Application # link in Master
Index.)

Apglication Info Optional info '\ Applicantinfo  \ #istory W\ Refuse Benefits: i Image/Documents |\ Verification Info

R ELLE CELT

Application # Eniry Method
1269 Manual

Date Received
S222014

ation Signed Dale
220014 Add Foe Mistifieation

Household Size Total income ()
1 $0.00

Application SSN
< Application is signed

In the View Application popup

»  Select the Refuse Benefits
tab.

Application #: 1968 (2 of 2)
[ Contem

| Application Info

Optional Info Applicantinfo, '\ - History | Refuse Benefits Image/Documents

\ Verification Info

Eligibulity Basis
Free Income

-lRl'a;Bl‘nlml‘lslllllllll:
Result Start Date

L]
Reduced|v| * (9232014 | % © |

Comments (Limited to 500 Characters)
Parent refuses benefits - will pay full price for all meals

JussspEunm

User snacs admin

hittpe/fwasnitest] SNACSFRENMiewApplication.aspxl Applicationid= 5001 &\'Hv;punseTn...j

On the Refuse Benefits tab
= Select a Result.

= Select a Start Date on
which the new Eligibility is

to begin.

= Enter comment text in
Comments.

. Click Refuse Benefits '

Wisconsin Department of Public Instruction
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In the confirmation popup
This application has been selected for Verification. Refusing Benefits to

. cio (]
Reduced will change the student eligibility, but the application will

remain in Verification.  Note: If the Refusal is to
Paid, the application can be

The Household will still need to provide documentation. removed from Verification.

Do you want to continue?

A benefits refusal message
appears.

Application #: 1968 (2 of 2)

[ Confem [ Refuse Benefits J .
The button is
; Application Info 3 Optional Info ApplicantInfo '\ History Refuse Benefits Image/Documnents Venfhication Info .
e . no longer available.

Eligibility Basis

Free Income

Refuse Benefits The application is given the

pesil S Date Verification Status of

muw:‘ . Q2014 .

Comments (Limited to 500 Characters) Completed .

|
L ]

User. snacs admin

I dhe date of relueal s Isied Inthe
racking . .
Completion Notice column
Academic Year  Vernfication Status Verification Type

2013-2014 | Completed | [~AlL- - | o] [eze e Aianm when viewing a list of all
Completed applications.

Application # Eligibility Basis Type 1st Notice 1st Foliow Up Completion Notice
Reduced Can
. Fles Confirmation Raview Lause /62013 wauid
267 Reduced Confirmation Review Cause
3 Denied Refused benefits Cause 11/07/2013
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Collection Report

Collection Report collects and submits data about the verification process for
an SFA.

Sampling

Tracking

I Collection Report

Collection Report
: | Report page

Academic Year
== = Academic Year is set to
Section 3 the current school year.
3-1: Check the box only If all schoois and/or RCCIS in the SFA were not . Sections Shown are

required to perform direct certification with SNAP (ie. NON BASE year

Provision 2/3 for all schools)

T — relevant to the types of

3-4. Students certified categoncally FREE eligible through SNAP letter H H
method: Include students cerified for free meals through the family providing SChOOIS n yOU rs FA: e,

s if you have any RCCIs in
your SFA you will see

cngc"ffa'f tnn: ﬂxm errl4$.|€_|‘;o sncln’g:‘s ;;.ggrn Rscisc:: ;urﬁ :;ernpt from verification (see instructions for fist of exemptions). If 5-1 is Section 1; whereas if no
RCCIs exist in your SFA,
Section 1 is not included
in the display.

Section 5-1

= No default selections or
entries are made.

Page Functions

Field/Button Description

Save | Click to save selections made on the Collection Report page.

' Verification Collection Report I Click to generate and display the compiled Verification Collection report.

Click to send the completed Verification Collection report to DPL

Table 6.5 Collection Report Page Functions
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Completing Collection Report Data

Section 1

Collection Report

Academic Year
2013-2014 ~

Section 1

-.I.....I....r.....I....:
w A Number of Institutions l_E. Number of Students -
1-2: Total RECIs (Do not include schools): m | 2 g 24 g
;-azt_?}'_ RCCls with day students (Report ONLY day students in 1-: I - = T :
1-20: RCCIs with NO day students: = 1 = 19| o
L] i [

If your SFA includes one or more
RCCIs (Residential Child Care
Institutions), Section 1 is shown
and you must provide totals for
A. Number of Institutions and
B. Number of Students.

»  Enter totals for item 1-2.

= Enter totals for item 1-2a,
if appropriate.

»  Enter totals for item 1-2b,
if appropriate.

Section 2

Academic Year

2013-2014 ~

A o B BB A
m [REions ™

2-1: Operating Provision 2/3 in a BASE year for NSLP and SBP: []

2-2: Operating Provision 2/3 in a NON BASE year for NSLP and 1
SBP

2-2a: Provision 2/3 studenis reporied as FREE in a NON BASE
year.

2-2b: Provision 2/3 students reported as REDUCED PRICE ina
NON BASE year

2-3: Operating the Community Eligibility Option:

. Number of Students

5997

135
5143

a:m
a [FEERENESNEN

2.5: Op

ing an provision(s) for only SBF or only NSLR

EFEEEEEEEEER

=

i7

If your SFA includes one or more
schools operating under

= Provision 2/3, or

= Community Eligibility
Provision (CEP), or

= An alternate provision(s)
for SBP or NSLP

Section 2 is shown on the
Collection Report page and you
must provide totals for A.
Number of Schools AND
Institutions, and B. Number of
Students.

= Enter totals for item 2-1
through 2-5, as
appropriate.
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Section 3

Section3 is shown for all SFAs.

Academic Year = Select 3-1, if appropriate.
2013-2014 -

»  Enter the total number of
students in 3-4, if
appropriate.

Section 3
[+13-1: Check the box only if all schools andior RCCIS in the SFA were not
required to perform direct cerification with SNAP (i.e. NON BASE year
Provision 2/3 for all schoois)
B. Number of Students
3-4: Students certified categorically FREE eligible through SNAP letter _
method: Include students certified for free meals through the famity providing | 444
a letter from the SNAP agency '
N
Section 4 Data for Section 4 is completed

for you by SNACS.

Section 5

Section 5 is shown for all SFAs.

Academic Year = Select the checkbox if
A - appropriate for your SFA.

Section 51

[+ check the box if ALL schools andior RCCIS are exempt from verification (see instructions for list of exemptions). If 5-1 is
Jkd(ed. no further reporting in Section 5 is required.

jon Callection Report || Submit |
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Entered data can be saved as
often as needed. All data does
not have to be complete to save
the data.

2013-2014 ~

To save entered data

Section 1
A Number of institutions B Number of Students
1-2: Total RCCis (Do not include schools) 2 234 .
1-2a' RCCls with day students (Report OMLY day students in 1- | 3 PP . Click .
2aB)

ay students:
A save success message appears.

[C]Check the bax it ALL schools and/or R are exempt from venfication (see instructions for list of exemptions)
checked, no further reporting in Section 5 is required

Verification Collection Report || Submit |

Generating and Printing a Collection Report

|-— l On the Collection Report page

Academic Year " Cth
2013-2014 ~
Verification Collection Report
/Section 3

[J3-1: Check the box only if all schools andior RCCIs in the SFA were not
required to perform direct certification with SNAP (i.e. NON BASE year
Provision 2/3 for all schools)
B. Number of Students
3-4: Students certified categoncally FREE eligible through SNAP letter
method: Include students cerified for free meals through the family providing [253
2 letter from the SNAP agency.

Section 5-1

[_Icheck the box if ALL schools and/or RCCIS are exempt from verification (see instructions for list of exemplions), 11 5-1 is
checked, no further reporting in Section 5 is required.

| Verification Collection Report E\
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The completed Collection Report appears in the Print window.

To print the report

»  Click Print ( @ ) on the window toolbar.

1 Jofz b M > M| Find | Hext € @ &

Generated on: 11/6/2013 2:30 PM

N
Department of Agriculture, Food and Nuliition Service

School Food Authority (SFA) Verification Collection Report

State agencies must report the information on this form ANNUALLY for each SFA with schools operating the National School Lunch
Program({NSLP) andior the School Breakfast mogram iSElD )
All SFAs, including SFAs with all schools exempt from verification requi , mus licabl tions.
According 1o the Paperwork Reduction Azt of 1005, no persons are required to respond to 8 collecton of information uniess it contsans 8 vabd OME control number.
The valic OME number for this collection is 0584-0026. The time required to compiete this informaton coflection is 45 minutes per response. including the tme to
review instructions, sesrch existing dats resources, gather the cata needed and complete and review the informaton collsction

SFA ID# 10014 Type of SFA© O Public NonprofitPrivate |School Year: 2013 - 2014
SFA Name: Adams-Friendship School District  |SFA City: Friendship SFA Zip code: 53934

A. Number of
Tolmr:);ds Al SFAs must report Section 17 Schools OR 8. Slmll of
Chlid Care |1-1: Total schools (Do not include RCCls) 365
[g‘églﬁ;"::d 1-2: Total RCCls (Do not include schools counted in 1-1) 234
Enrolled 1-2a: RCCls with day students (Report ONLY day students in 1-2aB)

Students  [4155 RCCls with NO day students

"ONLY SFAs with alternate provisions must report Section 2°

Section2  |2-1: Operating Provision 2/3 in a BASE year for NSLP and SBP
5:;?15 O:Eh 2-2: Operating Provision 2/3 in a NON BASE year for NSLP and SBP
operating | 2-2a Provision 2/3 students reported as FREE in a NON BASE year

lternat 2-2b: Provision 2/3 students reporied as REDUCED PRICE in a NON BASE y
2-3: Operating the Community Eligibility Option:

2-4: Operating other altematives for NSLP and SBP: ——
2-5: Operating an alternate provision(s) for only SBP or only NSLP: 0

provisions

**ALL SFAs must report Section 3 or check box 3-1 if applicable™
Check the box only if all schools and/or RCCls in the SFA were not required to
perform direct certification with SNASPdt1i.a I:ION BASE year Provision 2/3 for all

ools)

Section 3 3.3 Stydents directly certified through Supplemental Nutrition Assistance Program (SNAP): Do
v Stu:;eelgsﬂs not include students certified with SNAP through the letter method
F&gg eligible |3-3: Students directly certified through other plo?ams Include those directly certified through
NOT subject | Temporary Assistance for Needy Families (TANF). Food Distribution Program on Indian
to verification |Reservations (FDPIR), or Medicaid (if applicable). those documented as homeless, migrant,
runaway, foster, Head Start, Pre-K Even Start, or non-applicant but approved by local officials.
DO NOT include SNAP students already reported in 3-2.

3-4: Students certified categorically FREE eligible through SNAP letter method: Indude students
certifiad for frae meals through the family providing a letter fror

meas Inrpugn the Ny prowvicing 3 sesh

31:0

Section 4
Students

approved as [44 Approved as categorically FREE Eligible: Based on those providing

FREE or documentation (e.g. a case number for SNAP, TANF, FDPIR on an
REDUCED | appiication)

PRICE
eligible 4-2: Approved as FREE eligible: Based on household size and income

througha  |information

household 4.3 Approved as REDUCED PRICE eligible: Based on household size and 0
application  |income information

**ALL SFAs collecting applications must report Section 4™

"

T-1: Total FREE Eligible Students I 7058 IT -2: Total REDUCED PRICE Eligible Students

Reported: Reported:

Page: 1 of 2
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Submitting a Collection Report

The Collection Report is submitted sometime between November and January. The report can only be submitted
once. Submitting the report sends the completed report to the Wisconsin Department of Public Instruction.

| " e oo Pt

Academic Year
2013-2014 =

Section 3

1¥13-1: Check the box only If all schools andfor RCCls in the SFA were not
required to perform direct cerification with SNAP (i.e. NON BASE year
Provision 2/3 for all schoals)
B. Number of Students
3-4: Students certified categorically FREE eligible through SNAP letter =
method: Inciude studenis cerfified for free meals through the family providing 1253
a letter from the SNAP agency =

Section 5-1

[¥Icheck the box if ALL schools andior RCCls are exempt from verification (see nstructions for list of exemptions). If 5-1 is
checked, no further reporting In Section 5 is required.

[Seve]

. Click | Submit

Summary repor has been submitted successfully

Academic Year
2013- 2014 ~

Section 3

~3-1: Check the box only If all schools and/or RCCIs In the SFA were not
required to perform direct certification with SNAP (Le. NON BASE year
Provision 273 for all schools)
B. Number of Students
3-4: Students certified categorically FREE eligible through SNAP lefter
method: Include students certified for free meals through the family providing
a letter from the SNAP agency.

Section 5-1

¥ Check the box if ALL schools andior RCCIs are exempt from verification (see instructions for list of exemptions). If 5-1is
checked, no further reporting in Section 5 is required

Verification Collection Report

A submit success message
appears.

The @ and M]

buttons are no longer available.

3 Note:If an error in your
Verification Collection
Report is discovered after it
has been Submitted, contact
DPI to have the report
“unlocked”.

< End of Chapter >
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Table A.1 Messages for Eligibility Certification

Subject / Message / Description

Category: Eligibility

No Applications Processed
No Applications have been processed in SNACS as of < <Setting Date>>.
Appears on the Setting Date, which is currently set to 10/1 and appears 1-time
No DC File Processed
No Direct Certification file has been processed in SNACS as of 9/1.
Appears 9/1 and appears 1-time
Updated Letter Template

DPI has updated the <<Template Name> > standard letter template. Any SFA modified letter for this
template will need to be updated.

Appears when DPI updates a standard Letter Template

Category: Verification

Verification Collection Report Due
Verification Collection Report is due by 2/1
Appears on several dates between 11/1 and 2/1 if it has not been submitted.

Verification Sample Due
Verification sample should be created on 10/1.
Appears on 10/1

Verification Sample Overdue

Verification sample is overdue. It should have been created on 10/1.

Verification has not been Completed
Verification should be completed by 11/15.

Verification has not been Completed

Verification completion date has passed.

Verification Collection Report
Verification Collection Report has not been submitted. It is due by 2/1.

Applications Still in Verification
There are one or more applications in Verification that have not been completed.

Appears on 1%t of each month December through June as long as one or more applications in Verification are
not in “Removed” or “Completed” status.

Page | 194 Wisconsin Department of Public Instruction



SNACS SFA User Manual - Eligibility Certification Chapter 6: Verification

< End of Appendix >
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Table B.1 System Settings for Eligibility Certification

System Setting / Description

Category: Agency Certifications

Migrant Liaison Coordinator

Used for letters; default is set to State-level coordinator; SFA may change data.

Category: Eligibility Reports

Include Adverse Action days during grace period

Yes / No; “Yes" specifies to include .

Retain Eligibility Until Grace Prd End Date

Yes / No; "Yes" specifies to provide currently assigned level of benefits to the student until the last day of
the Grace Period.

Include Date of Birth on Application

Controls whether the Date of Birth is used on applications. Set by default to “Yes" — strongly recommend
using this value.

Category: Verification

Email From
Controls the email address shown as “From” for all emails sent through SNACS for this SFA; this needs to be
an actual email address; if this is an email address that is not monitored, suggest that the SFA add as “No
Reply” address and add text to the letters indicating not to use “Reply” and, if desired, giving the correct
contact email for the individual type of letter.

Email CC
Not Required; controls the SFA’s email address that will be automatically copied on every email sent from
SNACS; if used, this needs to be an actual email address.

Email Bcc

Not Required; controls the SFA's email address that will be automatically blind copied on every email sent
from SNACS; if used, this needs to be an actual email address.

Verification Response Due Days

Used in Verification to control the current Respond By date; may be changed at any time and will be
effective from that point forward.; currently set at 15 (days).

% Note: As the end of the Verification period approaches, the SFA should adjust the number down; the
number should be reset to a larger number at the end of Verification (for the next year)

< End of Manual »>
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