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1 Introduction 
This User Manual is provided for Determining Officials (DOs) at school districts using the Direct 

Certification Application (DCA) DO Portal to process Montana on-line free and reduced applications 

submitted through Montana’s On-line Free and Reduced Application (FRAPP) system.  

FRAPP is the parent portal through which household applications are submitted for free and reduced 

meals. The parent portal can also be used by the school district to enter data from paper applications so 

that all applications are stored on-line within the DCA DO Portal. The User Guide for FRAPP is available 

on the OPI website under the School Nutrition Program and provides details regarding usage of the 

parent portal.   

To activate FRAPP for your district and to process FRAPP applications within DCA, you will go through a 

one-time process to opt in. When you opt in, the FRAPP will be available to your families. You will 

publish your district’s personalized URL that you receive once you opt in to parents via your district 

website or newsletter. Additionally, your DCA FRAPP processing dashboard and application details pages 

will become available to you within DCA. Any edits you need to make to a family’s application will be 

made within DCA, tracked by automatic versioning and notes input by you. You will be able to choose 

the application status and run reports within DCA as well. You will use the parent portal, FRAPP, to 

manually enter paper applications into the system, if your district chooses to do so. 

Because your FRAPP application processing occurs within DCA, it is simple to move from reviewing 

household applications from the DCA FRAPP dashboard on the DCA Home Page to performing direct 

certification research and actions all in one system. We have integrated the functionality of DCA with 

FRAPP processing where possible, in that it looks like one system, the already-familiar DCA, with some 

additional functionality. You simply use menu options and dashboards as you already do within DCA. 

There are also a couple of links within the free and reduced application detail data, described later in 

this manual, that will take you directly to some of the DCA information pages, such as Student 

Information and Case Information, if applicable.  

2 DO Portal  
The DO Portal for on-line free and reduced application processing is simply a dashboard on your DCA 

Home Page. The dashboard displays all applications that have been submitted from families (or district 

entry) via FRAPP, with initial household income eligibility determination based on the family’s 

application. You simply click on the submittal date of the application you wish to process, which opens 

the application display pages, and allows you to review, edit, leave notes, and status the application. The 

applications can be printed individually, if desired, and you can generate aggregate reports. 

To benefit from this automated system, the district needs to opt-in before applications can be submitted 

through FRAPP. The opt-in process is completed by the district in the Sponsor Setup section within the 

DO Portal in DCA. Instructions are provided in Section 2.6 of this manual. Once a district has opted in 

and made their FRAPP URL available to the public, the power of the DO portal goes to work! 

The DO portal includes: 

➢ Home Page Dashboard  

➢ Automated Application Eligibility Determination 
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➢ Application Display, Edit and Audit functions 

➢ Application Versioning  

➢ Application Transfer 

➢ Link with DCA Infinite Campus (IC) students 

➢ Application Status Determination 

➢ Reporting  

➢ Sponsor Opt-in Setup  

2.1 DCA Home Page Dashboard – DO Portal 
The Dashboard is the entry point to all applications submitted on-line by families in your district or input 

by the district on behalf of families. You click on each application to go to the application detail pages for 

that application where you make final student eligibility determinations and approve, deny, cancel, or 

file the application. The following list highlights dashboard information and functionality.  

➢ You will receive a daily email from the system telling you if you have applications to work 

through that have not been given a status. You can change the frequency of the notifications in 

the Sponsor menu where you opt in to using FRAPP. See Section 2.6 for more information. 

➢ The application status filter at the top allows you to display all applications, or any status, 

including blank status. 

➢  Applications with a red exclamation circle are error-prone applications. 

➢ If you have more than one sponsor in your jurisdiction, you can search by sponsor using the 

sponsor search filter. This filter will not show if you only have one sponsor in your jurisdiction. 

➢ The application ID filter allows you to search by Application ID number, by selecting from the 

dropdown. You can do a quick search by typing the application ID number in the search box and 

choosing the auto-highlighted application. 

➢ The program year filter allows you to display all applications for the selected school year, or you 

can display all years for which you have used this method of collecting applications. 

➢ The bottom left shows you which group of ten applications you are viewing on the dashboard 

out of the total number of applications on the dashboard. 

➢ The bottom right provides paging navigation for you. 

➢ The dashboard updates if you edit the application in the application detail page. 

➢ **NOTE** - You must work through all applications, even those that say ‘does not qualify’ to 

assure accurate information has been submitted and attend to any student eligibility statuses 

that might differ from the household status. For example, a household income may result in 

Paid status (does not qualify) for the household, but there may be qualifying students within the 

household due to foster care, migrant, homeless, or runaway categorical eligibility. 

Figure 1. Error-prone Application Indicator 
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Figure 2. Free and Reduced On-line Application Dashboard. 

As you see in Figure 2, there are 3 tabs on the dashboard. The dashboard defaults to the first tab, which 

displays the Unprocessed Free / Reduced Applications that you have yet to review and status. 

2.1.1 Unprocessed Free / Reduced Applications Tab 
The family’s application number is followed by a few important pieces of information. 

➢ Id - the application number generated in FRAPP when the family submits their application. Click 

on this to move to the application detail page. 

➢ Submittal Date - the date the application was submitted.  

• The applications are listed oldest to newest of the unprocessed applications.  

➢ Processing Deadline – the date by which you’re expected to process the application. This turns 

red when the deadline has passed. You must still process the application, even if it’s past the 

deadline. 

➢ Suggested status – this status is determined by the system based on policy in relation to the 

information entered into the application and data that is in the DCA regarding direct 

certification. You are still responsible for determining if it is correct and MUST enter a sub status 

for the application on the detail page. 

➢ Suggested Sub Status - this sub status is determined by the system based on policy in relation to 

the information entered into the application and data that is in the DCA regarding direct 

certification. You are still responsible for determining if it is correct and MUST enter a sub status 

for the application on the detail page. 

o Status – the options for application status are: 

• Blank – this is the default when the application is submitted by family or district.  

• Approved – used when one or more students is eligible for the following reasons: 
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Figure 3. Approval status sub reason codes. 

• Denied – used when no students qualify for free or reduced for the following reasons: 

 

Figure 4. Denied status sub reason codes. 

▪ Cancelled – used for the following reasons: 

 

Figure 5. Cancelled status sub reason codes. 

 

▪ All Students Directly Certified – neither Approved or Denied – used for the following 

reasons: 
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Figure 6. All Students Directly Certified – neither Approved or Denied status sub reason codes. 

o Sponsor – for DOs assigned to more than one sponsor, this will vary; otherwise, it is the same 

throughout your entire list. 

o Transferred Out – displays the new case number of an application you have transferred within 

FRAPP to another sponsor using FRAPP. 

o Transferred In – displays the new case number of an application you have received via transfer 

within FRAPP from another sponsor using FRAPP. 

o Household Members – total number of children and adults in the household, as filled in on the 

application per USDA policy. 

o Number of Students – total number of students, which may not be all children, in the 

household. This is handy for pulling apps for verification. 

o Annual Household Income – annual income based on frequency used for eligibility per USDA 

policy. 

➢ Income Based Household Status – eligibility determination auto-calculated per USDA policy. This 

is NOT the same as the Application status or the Student Eligibility Status. 

• **NOTE** - You must work through all applications and review all students, family members 

and income, then select an application status. You must assure accurate information has 

been submitted and attend to any student eligibility statuses that might differ from the 

household status. For example, a household may have a ‘does not qualify’ or Reduced 

household status, meaning the household income may result Paid (does not qualify) or 

reduced status for the household, but there may be students within the household that 

qualify for Free meals due to foster care, migrant, homeless, or runaway categorical 

eligibility. 

o SNAP, TANF, FDPIR Case Number – program case number(s) entered by family on application.  

• Click on the case number link (highlighted in Figure 7) if it is blue to research it in DCA, if 

necessary. 

• If it is not blue, you must verify if it is a valid case number for the family with open programs 

on it that would cause the kids to be categorically eligible. Note: Medicaid programs cannot 

be used to approve applications for categorical eligibility like SNAP, TANF, and FDPIR. 

Medicaid MUST only be determined through the automated DCA system. Medicaid eligibility 

can be extended through manual direct certification to other members of a household 

(Medicaid Free – EE and Medicaid Reduced – EE) but you cannot manually directly certify an 

individual as Medicaid Free or Reduced, nor can you accept it or use it as a reason to 

approve an application as categorically eligible if self-reported. 
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Figure 7. Example of Application with SNAP/TANF Case Numbers Listed by Family  

o Contact (hidden) – adult household member completing the application that is entered at the 

beginning of the application.  

There are filters on the top of the dashboard, as well as an export icon. There are also instructions and a 

search window. 

 

Figure 8. Filters, exports, instructions, and search icon can be used to customize your view 

o All Sponsors - If you are responsible for more than one sponsor, you can select to filter the 

dashboard to the sponsor’s data you wish to view. 

o  SYYYYY - The system defaults to the current program year; however, if you wish to filter by a 

prior year, you can do so from the second dropdown. 

o Down arrow – use to export the entire dashboard. 

o Gold instruction box – provides important information for you. In this instance, it shows that 

applications will display for you the day AFTER they are submitted in order for the system to run 

matches on the students to provide State ID numbers where possible and reduce your need to 

search and connect students to their State IDs. 

2.1.2 Processed Free / Reduced Applications Tab 
The second tab contains free and reduced applications you’ve already processed. Most of the fields are 

the same as those described for the first tab. The only difference is the Application Status field takes the 

place of the Suggested status columns on the Unprocessed Applications tab. 

 

Figure 8. Example page for processed free / reduced applications 

➢ Application Status – This is the status you provide for the entire application. It differs from the 

student eligibility status and the income-based household status. The application status is 

determined by the combination of all of the students’ App-Determined Eligibility Statuses and 

the DCA-Determined Eligibility Sources, in conjunction with the Income-based Household Status. 
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You must apply meal eligibility policy correctly to determine final results. The system is designed 

to enforce policy where possible. 

2.1.3 Free/Reduced/Paid Students Tab 
The third tab contains a list of all Free/Reduced/Paid students that are on either Approved or Denied 

applications. Applications with Cancelled or All Students DC – neither Approved or Denied statuses are 

not included in this list. This report is addressed later in this manual. 

2.2 Automated Income-Based Household Eligibility Determination – The Power! 
Figure 9 is an example of an application detail page, which is displayed after you select an application to 

review from the free and reduced application dashboard on your DCA Home Page. The automated 

eligibility determination and reporting are the real power behind the DO Portal!  

When DCA receives an application from FRAPP, this detail page displays the application ID, submittal 

date, number of children and adults in the household, and estimated income on the top line. The 

application information on the top line is static and is provided to you so you have knowledge of what 

the family initially saw on the summary page of their submitted application, in the event they reference 

it while speaking with you. The FRAPP application where applications are entered uses an estimated 

monthly income to keep the applicant’s review simple, in that most people know their approximate 

monthly income but likely do not understand how to apply USDA policy to their income for the purposes 

of free and reduced eligibility determination. The DO portal calculates actual household income 

eligibility by applying USDA policy to the individual submitted income values and frequencies, and 

assigns an income-based household status, as well as individual child statuses and displays them on the 

page. They are highlighted in Figure 9. If you edit the application’s household numbers or income, 

applicable values and statuses dynamically update. You are also able to update student eligibility 

manually, if applicable. 

 

 

Figure 9. Household and Student Status. 
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➢ Income- Based Household Status - defaults based on information submitted in the application. It 

may be updated by the system if you make updates to income or number of household 

members that change the eligibility determination. It is not directly editable.  

➢ Income-Based Household status options, based on income calculations, and measured against 

the current school year USDA Free/Reduced Income Guidelines, are: 

• Free 

• Reduced 

• Does Not Qualify (Paid) 

➢ View the USDA Free/Reduced Income Guidelines table in Figure 10 by clicking on the blue link 

under the free or reduced threshold columns.  

 

Figure 10. USDA Free/Reduced Income Guidelines Table. 

➢ The row and income frequency used to evaluate the application’s income is highlighted in 

yellow on the table.  

• Per USDA policy, the frequency used for eligibility determination depends on the 

frequency(ies) the household used to enter income. 

➢ App-Determined Eligibility Status defaults based on information submitted in the application. It 

will update if you edit it directly using the edit icon or automatically through edits to other parts 

of the application. 

➢ App-Determined Eligibility Status options are: 

• Free-Income  

• Reduced-Income 

• Paid-Income 

• FREE-SNAP 

• FREE-TANF 

• FREE-FDPIR 

• FREE-Migrant 

• Free- Homeless/Runaway  

• Free-Foster Care 

• DCA Source Override 

o This status is assigned by the system under certain circumstances related to Medicaid 

direct certification since Medicaid-based meal eligibility MUST be determined by the 

automated system and cannot be determined by anything entered into an application. 
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• Needs Verification 

o **NOTE** the system defaults to this status for students checked as Homeless, Migrant, 

and Runaway on the application. You must change it to the appropriate status and/or 

directly certify each student, depending on the results of your verification by editing the 

student’s information (pencil icon at top right of section).  

o **NOTE** It also defaults to this status for SNAP, TANF, and FDPIR case numbers that 

are entered on the application but not found in DCA with an open program for any 

children. See Figure 11. You must change it to the appropriate status and/or directly 

certify each student, depending on the results of your verification by editing the 

student’s information (pencil icon at top right of section).  

 

Figure 11. Assistance programs entered on the application appear in the green- boxed area. Those that are a link are found in 
DCA with at least one open program. Those that are not displayed as a link require verification.  

➢ Each student’s status may change if you make updates to income, number of household members, 

categorical eligibility checkmarks (Migrant, Homeless, Runaway, Foster Care), or edit the status 

manually (for example, from NEEDS VERIFICATION to FREE-Migrant). Student statuses are updated 

both by the system and directly editable, as applicable.  

➢ State ID is pulled directly from the statewide information system, Infinite Campus. It can be entered 

through the add/edit function for this section or populated using the search feature described in a 

later section. 

➢ DCA-Determined Eligibility Source is pulled in directly from the DCA and is not editable directly 

through this page. It must be edited on the Student Detail page. 

Further sections in this documents will describe all fields on this page in more detail. 

2.3 Application Display, Edit and Audit functions 

2.3.1 General Information Section 
The application is divided into sections of information from the family’s application. The first section, 

shown in Figure 12 shows general information directly from the application, as well as any revised data, 

if applicable. 
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Figure 12. Application General Information. 

➢ Original data never changes since it is directly from the family application. 

➢ There are several tool tips on the page indicated by an ‘I’. Please review these as they should 

help you understand how to work through the application. 

➢ The system will issue error messages or warning messages that you should read through to help 

you process your applications. Error messages require you to change something on the page 

before you can continue. Warning messages provide information you need to consider before 

choosing to provide a status for an application.  

➢ Click on the printer icon in the upper right corner to print the application. 

➢ The Estimated Monthly Household income is from the application and is always annualized. 

Because of that, it may differ slightly from the actual income calculated per USDA policy and 

displayed in the line below it. 

➢ Assistance programs and case numbers listed in the application are displayed, if applicable, as 

shown in Figure 13.  

•  Click on the case number link (highlighted in Figure 13) if it is blue to research it in DCA, if 

necessary. 

 

Figure 13. Example of Application with SNAP and TANF Case Numbers. 

➢ Revision data is displayed in the bottom half of the application general information section. 

• If there have been no revisions, that fact will be stated under ‘Revision Date’ (see Figure 12 

• If there have been revisions, there will be a dropdown list at the top of the box that tracks 

revision dates, times, user, and version (see Figure 13). You can select any revision to review 
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it and compare with other versions. The page defaults to the current version every time you 

enter the page.  

• You have to be on the current version to select a status for the application. There is a nice 

warning message at the top of the page when you are not on the most recent version shown 

in Figure 14. You can click on ‘here’, per the instructions in the message, to quickly get back 

to the current version.  

• If you prefer a previous version as a final application, you need to recreate that version by 

editing the current version to contain the data from the previous version. That will then be 

your most recent revision, and you can select a status for it. 

 

Figure 14. Warning Message regarding Application Version on Display. 

2.3.2 Household Children Section 
This section of the application displays all children entered as students in your district as well as other 

children in the household. Those that are NOT students in your district have N/A for grade and school 

(Example: 4th child in the list in Figure 15). 

 

Figure 15. Household Children Section. 

➢ Making changes to this section may result in a recalculation of eligibility determination and may 

change household, student, and application statuses. See Automated Income-Based Household 

Eligibility Determination for details.  

➢ You MUST not leave an App-Determined Eligibility Status of NEEDS VERIFICATION unless you are 

going to give the application a CANCELLED status or wait for more information before you 

determine the status. You MUST change the NEEDS VERIFICATION status to something else in 

order to approve the application.  

The following list describes the meaning and functionality for each of the fields in this section of the 

application detail page. 

➢ App-Determined Eligibility Status was discussed in Section 2.2. 
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➢ State ID – This MUST be populated for all students before you can work through the application.  

• All students (those children whose school and grade are not N/A) on the application MUST 

have a State ID for you to be able to finalize the application. Only students who are enrolled 

at an NSLP operating school are eligible for meal benefits. 

• You must be sure all students are enrolled in Infinite Campus (IC) so they show as active in 

DCA and have a State ID before working through applications. 

• If your school is a private non-OPI-accredited school that operates the NSLP, the State ID will 

default to NOAS-NO ST ID. 

• Most State IDs will populate through the auto-match process. If they don’t, you’ll see a 

magnifying glass icon (Figure 16).  

• Click on the icon to search for the student from a list of students within your district. See 

Figure 17. 

 

Figure 16. State ID must be populated by clicking on the search icon. 

 

Figure 17. Enter one or more fields to search for a student in your district. 

• Once selected using the checkbox on the far left of the list, the student’s DCA information 

will populate in the State ID column and will pull in data for the DCA-Determined Eligibility 

Source column, if applicable. 

➢ DCA-Determined Eligibility Source – This is the direct certification recorded in DCA, and is 

displayed on the Student Detail page in the Certification section on the top-right of that page, 

and in the DC History section at the bottom of that page. You must take appropriate action for 
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each student in the household and for the application’s status based on any direct certification 

information you see in this column. This may include:  

• Overriding a Medicaid Reduced direct certification status with a Free-Income status for each 

student if the family is determined to be FREE – eligible based on income.  

• Providing partial approval or denial 

• Linking other students in the household to the active case via potential links 

o If any child in the household is DC’d as SNAP, TANF, Medicaid, or FDPIR, you should go 

to that child’s case and check and see if the other kids on the application are on the case 

 

Figure 18. Case Page is accessed by clicking on a case number link from anywhere in the system or by selecting it under the 
Eligibility Sources menu. 

o If they are, find the Source ID for each of the kids on the Case page, then go to the 

Student Detail page for each child, click on the search icon in the upper right corner of 

the Potential Matches section (Figure 19, then paste the Source ID, hit Search, and if a 

referral link appears with green link button and red invalidate button, check to see if it is 

a valid referral and hit the green button if so. If not, hit the invalidate button (Figure 20). 

 

Figure 19. Use the highlighted icon in the Potential Match section of the Student Detail page to open the Advanced Search 
functionality. 
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Figure 20. Search by one or more fields to find the referral to link the student. 

o Search by multiple names, DOBs, one or more fields to see if you can find the referral for 

this student. 

▪ If a child on the application is NOT on the case for the other child, you still want 

to search for each child and determine if you can link the child to a valid 

referral.  

▪ Children become immediately directly certified if you link them to a case on 

which they have an open program. 

• If you cannot find a referral source to link the child to, then you can manually extend 

eligibility to the child in DCA on the Student Detail page.  

• Extending eligibility to other students in the household using the Extended Eligibility 

Candidates list 

• Manually directly certifying other students in the household 

 

Figure 21. Manual certification results in automatic DC for eligible children. 

• If a student is DC’d Medicaid Free or Medicaid Free – Extended Eligibility, the App-

Determined Eligibility Status will default to DCA Override since Medicaid MUST be 

determined by the automated system and can’t be selected for applications. Then you must 

select the appropriate application status based on the full student list picture. 

• If a student is DC’d Medicaid Reduced or Medicaid Reduced - Extended Eligibility you will 

need to review household income and other factors entered on the application to 

determine whether you accept the Medicaid Reduced direct certification or work the 

application to see if the family qualifies for free meals based on income or other Free direct 

certification categories. 

• If all children are then DC, you can give the application a status of All Students DC – neither 

Approved or Denied. **NOTE**: If you have done all your work in DCA to connect (link) 
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potentially eligible students to their referrals, this example family would not have had to 

turn in an application, as all students would have been directly certified. Once a link is 

established, it is established for eternity, and you never have to do it again in subsequent 

years. It is worth the effort! 

See the DCA User Manual for more information on linking Potentially Eligible students and referrals 

to each other and Manual Direct Certification. 

➢ Child demographics – First Name, Middle Name, Last Name, Birth Date, Gender, School, and 

Grade are displayed based on what the parent/guardian has put in the application.  

▪ They may or may not match exactly the Infinite Campus student or Source Referral records 

in DCA, so you may need to search for a student in a number of ways to match the 

application’s student to the student with the correct State ID from Infinite Campus if it 

hasn’t automatically matched.  

▪ Review Names, DOBs, grades, schools, program checkmarks, and DC source for all children 

on the FRAPP Detail page. Correct or add children and students if necessary, using the edit 

or add icons. 

• Unrequired fields (Middle Name, DOB, Gender) will be blank if left blank on the application.  

• Children not enrolled in your districts will display N/A for grade and school. If a 

parent/guardian has added a grade or school for a child that is not enrolled in your district, 

you will be unable to populate the required State ID. You must edit the child to show N/A 

for the grade and school before you can process the application. If edited to show N/A for 

grade and school, they will display a State ID of NOAS-NO ST ID. 

• Income can only be added to children listed on the application, so add children first, then 

add their income in the income section.  

• Use the ‘plus sign’ icon in the upper right of the section to add more students or children to 

the application. The dialog box in Figure 22 displays. Type of child is student or additional 

child. Fill in details as appropriate and click ‘Save’. 

 

Figure 22. Add Child Dialog Box. 
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• Use the ‘notepad/pencil’ icon in the upper right of the section to edit or remove students or 

children listed in the section. The dialog box in Figure 23 displays.  

o To delete an incorrectly selected or hand-entered state ID, blank it out, then replace it 

with the accurate State ID or leave it blank and make the grade and school N/A. 

o Click on the ‘trashcan’ icon to remove a child. 

o Fill in details as appropriate. 

o Your checkbox for Homeless, Runaway, Migrant, or Foster Care MUST be in sync with 

the Eligibility status in the top-most field. 

 

Figure 23. Edit/Remove Children Dialog Box. 

 

Figure 24. Required Note Textbox. 

• Enter your note for audit purposes and click on ‘Save’. 

• Notes are accumulated at the bottom of the application page. 

• Once we match the FRAPP child to a student in DCA from the statewide information system, 

the State ID is a link you can click on it to go to the DCA student information page to check 

child’s information. 

• You MUST check each student’s status to see if they are directly certified in DCA before 

determining the application’s status. You should check the student information page, 

potential matches, and the extended eligibility candidate lists to match and link in DCA. You 

may manually certify if that is necessary. 
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➢ Homeless, Runaway, Migrant, and Foster Care – these are checked if the parent/guardian has 

responded ‘Yes’ to the applicable questions in the application OR if you have edited or added a  

2.3.3 Other Household Adults Section 
The section shown in Figure 25 lists adults, other than the adult contact that filled out the application. 

The household contact is listed in the Contact Info Section. 

 

Figure 25. Other Household Adults Section. 

➢ Lists all ‘other adults’ in the household as submitted in the application. DO NOT repeat the adult 

who is filling out the application in this section. That adult is already counted. If the applicant is 

also listed in this section, delete that adult from this section. 

➢ Making changes to this section results in a recalculation of eligibility determination and may 

change household and student eligibility status. See Automated Income-Based Household 

Eligibility Determination for details. 

➢ Income can only be added to adults listed on the application, so add adults first, then add their 

income in the income section. 

➢ First Name, Middle Name, Last Name – displays as submitted on the application. 

▪ Middle Name will be blank if left blank on the application.  

▪ You can edit any ‘other adult’s’ information in the edit dialog box. 

➢ Use the ‘plus sign’ icon in the upper right of the section to add more ‘other adults’ to the 

application. The dialog box in Figure 23 displays. Fill in as needed and click on ‘Save’. 

 

Figure 26. Add ‘Other Adults’ Dialog Box. 

➢ Use the ‘notepad/pencil’ icon in the upper right of the section to edit adults listed in the section. 

The dialog box in Figure 27 displays. 
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Figure 27. Edit/Remove ‘Other Adults’ Dialog Box. 

▪ Click on the ‘trashcan’ icon to remove an ‘Other Adult’. 

▪ Fill in details as appropriate. 

▪ Enter your note for audit purposes and click on ‘Save’. 

▪ Notes are accumulated at the bottom of the application page. 

2.3.4 Household Income Section 
The next block of data contains household income details. 

 

Figure 28. Household Income Section. 

➢ Lists all income and income frequency for all child and adult members in the household as 

submitted in the application. 

➢ Making changes to this section results in a recalculation of eligibility determination and may 

change household and student eligibility status. See Automated Income-Based Household 

Eligibility Determination for details. 

➢ Use the ‘plus sign’ icon in the upper right of the section to add income to the application. The 

dialog box in Figure 29 displays. Select the household member from the ‘Person’ dropdown list.  

The’ Type’, ‘Frequency’, and ‘Amount’ boxes appear. Fill in as needed and click on ‘Save’. 
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Figure 29. Add Income Dialog Box. 

➢ Use the ‘notepad/pencil’ icon in the upper right of the section to edit income listed in the 

section. The dialog box in Figure 30 displays. 

 

Figure 30. Edit Household Income Dialog Box.

▪ Fill in details as appropriate. 
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Figure 31. Required Note Textbox. 

▪ Enter your note for audit purposes and click on ‘Save’ as shown in Figure 31. 

▪ Notes are accumulated at the bottom of the application page. 

2.3.5 Contact Info Section 
The Contact Info section can be used to call, email, or send a letter to the person who applied on behalf 

of the family.  

 

Figure 32. Contact Info Section. 

➢ Displays Contact Info of household adult that filled out the application. 

➢ Displays email address, if provided by the application contact. 

➢ Displays last 4 digits of the contact’s SSN if entered on the application. 

➢ Use the ‘notepad/pencil’ icon in the upper right of the section to edit contact info listed in the 

section. The dialog box in Figure 33 displays. 

 

Figure 33. Edit Household Contact Info Dialog Box. 

▪ Fill in details as appropriate. 
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▪ Enter your note for audit purposes and click on ‘Save’. 

▪ Notes are accumulated at the bottom of the application page. 

➢ Once you have provided the application status at the bottom left of the application detail page, 

an envelope icon will appear next to the email address.  

▪ Select the Email (envelope) icon next to the contact email address to send an email to the 

contact regarding the application’s status once it is determined. If you hover over the ‘i’, or 

‘information’ icon next to the ‘envelope’ icon, you will see a username/date/time stamp for 

the last email to this contact. 

• The email defaults the To, From, Subject and body of letter based on the information in the 

application and per the application status and status reason you have determined; and 

individual child(ren) status you have accepted or edited. 

  

Figure 34. Contact Email, Part 1 

• Edit any information necessary in the email from/to/subject lines, as well as in the text, 

if necessary, before sending. DO NOT edit the Non-Discrimination statement, as it is 

determined by the USDA. 
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Figure 35. Contact Email, Part 2 

• The email is recorded in a note. You can hover over the email note to see the contents 

of any sent email. 

 

Figure 36. Contact Email Record in User Notes 

 

Figure 37. Contact Email Contents 

• User notes display a variety of information and act as an audit trail for your work. 

2.3.6 Racial/Ethnic Identities Section. 
Racial/ethnic information is optionally provided for students on the application, not other children in the 

household. 
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Figure 38. Racial/Ethnic Identities Section. 

➢ Displays Racial/Ethnic Identities of household students as submitted in the application. 

➢ Use the ‘notepad/pencil’ icon in the upper right of the section to edit racial/ethnic data listed in 

the section. The dialog box in displays. 

 

Figure 39. Racial/Ethnic Identities Edit Dialog Box. 

▪ Fill in details as appropriate. 

▪ Enter your note for audit purposes and click on ‘Save’. 

▪ Notes are accumulated at the bottom of the application page. 
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2.3.7 Application Status Determination 
 

 

Figure 40. Application Status Drop down, sub-reason, and user/date/timestamp. 

 

o This function is only used on the most current version of the application. 

o Suggested Status and Suggested Sub Status are determined by the system based on policy in 

relation to the information entered into the application and data that is in the DCA regarding 

direct certification. You are still responsible for determining if it is correct and MUST enter a sub 

status for the application on the detail page. 

o The Suggested Status and Suggested Sub Status are displayed on the Home Page Dashboard 

under the Unprocessed Applications tab. 

o Select the appropriate status for this application from the drop-down list. 

• Make sure to status applications correctly as you don’t want to create more verification 

work for yourselves than necessary. 

• Applications in APPROVED status are the pool from which applications are pulled for 

verification. This includes those that are approved for income and non-direct categorical 

eligibility. 

• It is important to keep your applications statuses updated if the original status becomes 

obsolete. For example, if someone is approved on a first application in September for 

Reduced and they submit a second application in October that qualifies them for free, you 

may want to ‘CANCEL’ the first application with the status reason of ‘New application 

overrides previous application eligibility determination’, which will keep the students from 

appearing on the Free and Reduced Students list twice. Conversely, if a second application 

comes in that has additional information on it, you may want to update/edit the first 

application with the new information to maintain the earlier eligibility date and cancel the 

second application. As a second example, if you deny or approve an application based on 

income and then find out all kids are directly certified, you may want to edit the appropriate 

fields in the application and change your application status from ‘APPROVED’ or ‘DENIED’ to 

‘All Students Directly Certified – neither Approved or Denied’. 

• The status is displayed on the Home Page Dashboard under the Processed Applications tab. 

• Applications can be filtered by status on the Home Page Dashboard. 

o Select the appropriate status reason for this application from the dialog box that appears. 
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• If you choose ‘Other’, type your reason in the text box. 

o The options for application status and related status reasons are: 

o APPROVED  

 

➢ DENIED  

 

➢ CANCELLED – if you leave a child in NEEDS VERIFICATION status, you MUST choose this 

option, which will default to the 5th sub-reason code. 

 

➢ All Students Directly Certified – neither Approved or Denied – you MUST use this if all 

students are directly certified. 
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2.4 Application Transfer 
There are circumstances under which you might want to transfer an application to another sponsor. For 

example, a parent went in through the OPI Website to the FRAPP and selected and submitted to the 

wrong school district; or perhaps the children moved to another district. 

After receiving the request from the sponsor to which the children have transferred, you can use the 

transfer icon highlighted in Figure 41 to SEND the application to the RECEIVING district. 

 

Figure 41. Application transfer icon. 

➢ The application can be transferred with or without an application status of Approved, 

Denied, Cancelled, or All Students Directly Certified – neither Approved or Denied. 

➢ The application can be transferred to any sponsor that has opted into using the on-line 

free/reduced application. 

o You will be stopped and asked to contact the RECEIVING sponsor if they have not 

opted into using the on-line free/reduced application to see if they wish to opt in or 

if you should mail the printed application (see Section 2.5.1) to them. 

o Before you transfer, you will be asked to provide a reason for the transfer and click 

on the Transfer button. 
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Figure 42. Application transfer dialog box. 

o You’ll receive a confirmation message regarding the transfer. Hit Continue to return 

to the DCA Home page. 

 

Figure 43. Transfer confirmation message. 

o The F/R/P list for the SENDING sponsor will have an updated student status, with 

their prior status appended with the transfer reason. 

o The RECEIVING sponsor application will be assigned a new number; the SENDING 

sponsor application will keep the old number. 
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o The SENDING sponsor will no longer be able to edit the application, and there is a 

log note regarding the transfer; RECEIVING sponsor will be able to edit the 

application if necessary.  

 

Figure 44. Application status and user notes to indicate application was transferred. 

o The Applications list will contain an application number under the Transfer In and/or 

Transfer Out headings. 

 

Figure 45. Applications list. 

o Multiple transfers of an application are allowed. Each transfer is tracked by a new 

application number, a new log note, and date/time stamped in the top section of 

the application detail page for each sponsor. 

 

 

Figure 46. Updated application block of sending sponsor following transfer to another sponsor. 
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Figure 47. Updated application block of receiving sponsor after transfer. 

o The SENDING sponsor is unable to edit after transfer, and there is a log note 

regarding the transfer. 

o The RECEIVING sponsor needs to verify the schools are correct for the children. If 

not, use the edit button on the children data block to edit the school(s), then make a 

note and save. 

 

Figure 48. Children block edit icon is highlighted. Use this to edit child data if necessary. Schools will not always translate 
accurately to the new sponsor. 

 

 

Figure 49. Dialog box to change and save child information and a user note. 
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2.5 Reports 
There are several ways to report free and reduced information from the DCA FRAPP DO Portal. 

2.5.1 Application Print 
The application detail page allows you to print the application. 

 

Figure 50. Application Print Icon. 

➢ You can print the application, if necessary, using the icon highlighted in Figure 29. This should 

only be necessary in rare circumstances since the information is stored on-line. 

2.5.2 Free/Reduced/Paid Students Eligibility List 
You can print the list of free and reduced students processed via FRAPP applications by going to the 

Home Page and clicking on the Free/Reduced/Paid Students tab next to the Free/Reduced Applications 

on the dashboard. 

 

Figure 51. Free/Reduced/Paid Students List. 

➢ Contains all students from all applications that are in ‘APPROVED’ and ‘DENIED’ statuses. 

Students from ‘CANCELLED’ and ‘All Students Directly Certified – neither Approved or Denied’ 

applications are not included. It is important to keep your applications statuses updated if the 

original status becomes obsolete. 
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• If a student is direct certified in DCA and also submitted on an application and is on an 

application in ‘APPROVED’ or ‘DENIED’ status, you will have to work through those duplicate 

situations for reporting purposes. 

• This data will automatically load to IC. If you don’t use IC as your POS, you can use this 

report to load your POS with your non-direct student statuses if you wish. Work with your 

POS vendor to figure out the best way to do so. 

➢ The Information icon on the list tab reminds you that this list only displays students for whom 

you have provided an application status. 

➢ App ID, Date of Application, Household Status, Sponsor, School, Student Status, Student Name, 

Student DOB, Student Grade, Student Gender, State ID, Address, Contact, and last 4 of SSN are 

displayed if data exists. 

➢ The filter allows you to view a list for the school year you select or for all programs years in 

which you have used this method of collecting applications. 

➢ List can be exported to Excel using the ‘down-arrow’ in the upper right corner. 

➢ Use the Search textbox in the upper right corner to sort by keywords in any column. 

➢ Each column can be sorted in ascending or descending order using the up-down arrows at the 

top of each column. 

2.5.3 Combined DCA and On-Line Apps F/R Students Report 
This report (yellow highlighted bullet) includes both students determined Free in DCA and those 

determined Free or Reduced in FRAPP.  

➢ You will have to review your lists and sort out duplicates in the combined report.  

➢ The report displays on-line and can be exported to .csv as well for you to filter, parse, and use as 

needed.  

➢ To avoid having the student show up in the list twice, you must correctly status the application. If 

students are DC’d, don’t approve the application. Instead, choose All students DC. Better yet, don’t 

even have the family fill out an application if the students are DC’d.  

➢ This data will be loaded to IC on a nightly basis. If you don’t use IC as your POS, you can use this 

report to load data to your POS. You can also use the DC Report and the Free/Reduced/Paid list 

separately to load your POS, if desired. Work with your POS vendor to see the best way to do this. 

 

Figure 52. Links on the Reports List take you to the report where you can enter various parameters before generating the report. 
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The .csv report in Figure 53 has 22 columns (yellow highlight). The color-coding provides highlights for 

examples in this document; there is no color-coding in the actual report you generate. The salmon line is 

an example where the student is determined via FRApp, was also auto-matched to a student in IC via 

DCA but has not been directly certified in DCA. The green line is a sample student that was determined 

Free-SNAP in FRApp, auto-matched to a student in IC via DCA, and has also been directly certified in 

DCA. There is a FRAPP determination of FREE in column H and I and a DCA Source in Column S.  

 

 

Figure 53. Sample of Combined DCA and On-Line Apps F/R Students Report. 

Table 1 provides a description of the report columns. 

Table 1. Combined DCA and On-Line Apps F/R Students Report Column Descriptions. 

Column Header Description 

Sponsor Sponsor in DCA as identified from the State Student Information system, 
IC, or as entered on the on-line Free or Reduced Application in FRAPP 

Site Site in DCA as identified from the State Student Information system, IC, or 
as entered on the on-line Free or Reduced Application in FRAPP 

SponsorCode 4-digit OPI Central database LEA (district code) identifier for the sponsor 

SiteCode 4-digit OPI Central database LEA (school code) identifier for the site 

Source Source system for the row of data; either IC (via DCA) or FRApp 

FRAppID If source is FRApp, this is populated with the FRAPP application ID 
number; otherwise, blank 

FRAppDate If source is FRApp, this is populated with the FRAPP application date; 
otherwise, blank 

HouseholdStatus If source is FRApp, this is populated with the FRAPP/DCA household 
status; otherwise, blank 

StudentStatus If source is FRApp, this is populated with the FRAPP/DCA student status; 
otherwise, blank 

LastName If source is IC, this is populated with the IC data via DCA; if the source is 
FRApp, the data comes from FRAPP 

MiddleName If source is IC, this is populated with the IC data via DCA; if the source is 
FRApp, the data comes from FRAPP 
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Column Header Description 

FirstName If source is IC, this is populated with the IC data via DCA; if the source is 
FRApp, the data comes from FRAPP 

DOB If source is IC, this is populated with the IC data via DCA; if the source is 
FRApp, the data comes from FRAPP 

Grd If source is IC, this is populated with the IC data via DCA; if the source is 
FRApp, the data comes from FRAPP 

Gender If source is IC, this is populated with the IC data via DCA; if the source is 
FRApp, the data comes from FRAPP 

StateID This is populated from IC data via DCA; if not populated, the student 
entered using FRAPP was not auto-matched with an IC student in DCA 

DCDate This is ALWAYS is populated from DCA; if not populated, the student was 
not auto-matched with an IC student in DCA 

DCSourceName This is ALWAYS is populated from DCA; if not populated, the student was 
not auto-matched with an IC student in DCA 

Manual 
Certification 

Flag is ‘Y’ if the DC source was the result of manual direct certification 

EnrollmentStart This is ALWAYS is populated from DCA; if not populated, the student was 
not auto-matched with an IC student in DCA. Example: Non-OPI-
accredited school students. 

 

2.6 Opt-in Setup 
There is minimal setup for a district to opt into using the on-line free and reduced application system. If 

your district opts-in, your families will use your school district’s personalized FRAPP URL to submit their 

applications.  You can provide families with a paper application at your discretion, and the district can 

choose to enter those paper applications into FRAPP by accessing the FRAPP Parent Portal, as well. All 

applications submitted through FRAPP are immediately sent to DCA for processing. They will appear the 

day after submittal, so they have an opportunity to run through the student match process overnight. 

To opt in, log into DCA and click on the Sponsor Menu to display the FRAPP opt-in section highlighted in 

Figure 54. 
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Figure 54. Sponsor Opt-in Section. 

➢ Click on the link ‘Online F/R Application (FRApp)’ or the edit icon. The dialog box in Figure 55 

appears. 

 

Figure 55. Free/Reduced Application Opt-in Dialog Box. 
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➢ Check the box to ‘Enable the online Free/Reduced application?’  

➢ Leave the default for Daily to receive daily notifications when new applications arrive or if you 

have left some without a status in the queue.  

• You can change the frequency using the dropdown if you wish.  

• The frequency can be changed at any time by coming back to this dialog box. 

➢ Click “OK”. 

➢ The link for your school district’s personalized FRAPP URL will display as shown in Figure 55. It 

will also appear on your Sponsor page in the FRAPP Opt-in section in Figure 54. 

• Copy the link from ‘https://’ to the end and put it on your district web page and in your 

newsletters. This provides access to the on-line Free and Reduced Application for your 

families, via your district’s own personalized web URL similar to the Welcome page from the 

OPI website but personalized for your district. 

• This is also the URL used by school district personnel when entering paper applications into 

the on-line system.  

• After you opt in, your sponsor page will display as in Figure 57. 

 

Figure 56. Page that appears from your district’s individual URL (no dropdown selection needed) 
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➢ If you check the box in error, simply uncheck the box or click ‘Cancel’. 

➢ Opting in enables your district to display on the public portal dropdown as a district using 

FRAPP, as shown in Figure 57.  

• The welcome page in the figure is the welcome page that will be used if people access 

FRAPP from the OPI’s web page. It allows families to find the correct district.  

• You will also have your own personalized Welcome Page when you use your district’s 

personalized URL, so the families will not need to select your district from a dropdown.  

 

Figure 57. FRAPP Statewide URL with District Choice Dropdown List. 

▪ Conversely, opting out from the sponsor page and subsequent dialog box removes your 

district from this list and disables the URL for your school district. Your free and reduced 

application dashboard remains intact in DCA, even if you opt out, allowing you to keep a 

record of on-line applications you received and processed.  

Your district is now ready to begin using the FRAPP on-line application and the processing functionality 

within DCA!  


