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1 Introduction

ThisUserManual is provided fobeterminingOfficials (D9 at school districts using the Direct
Certification ApplicatiofDCADO Potal to process Montana ctine free anl reduced aplications
adzo YA G GSR ( KNZR-iiza icee arl RedlicgdAfpdication/{FRAPP) system.

FRAPP is the parent gal through which household applications are submitfedfree and reduced
meals provided through the National School LunchgfRam.The parent portal can also be used by the
school district to enter data from paper applications so that all applicatwastored odine within the
DCA DO Portal’he User Guide fdfRAPP @vailable on the OPI website undée School Nutrition
Program and providedetailsregardingusage of the parent portal.

Toactivate FRAPP for your district andoit@cess FRAPP@alicationswithin DCAyou will go through a

onell AYS LINRPOSaa (G2 2L Ayod 2 KSy @& 2ddURLIApafeyfsviay R LJdz0 |
your district website or newsletter, the FRAPP will be available to youlidamAdditionally, your DCA
FRAPProcessing dashboard and application details pages will become available to you within DCA. Any
editsyouneedto maketo®l YAf @ Q& | LIX AOFGA2Y oAff 06S YIRS gAGK
versioning and notes input by you. You will be able to sledbe application status and run reports

within DCA as wellou willonly use the parent portalFRAPRp manually enter papeapplications into

the system, if your district chooses to do so.

Because your FRAPP application processing occurs withintXnple to move fromeviewing
household applicationfom the newDCAFRAPP dashboard on the DCA Home Radeingdirect
certification research all in one systelve have integrated the functionality of DCA with FRAPP
processing where possible, timat it looks like one system, the alreatimiliar DCA, with some
additional functionality.You simplyuse menu options and dashboards as you already do within DCA.
Thereare alsoa couple of linksvithin the free and reducedppicationdetail data,descibed later in

this manual, thatwill take you directly to some @ahe DCAnformation pages, such as Student
Information and Case Information, if applicable.

2 DO Portal

The DO Portal for cline free and reduced application processing is simply a dastlmayour DCA

Home Page. The dashboard displays all applications thathiearesubmitted from families (or district

entry) ViaFRARP A (K AYAGAlIf K2dzZaSK2f R AyO02YS St AIAOAL AlE
application You simply click on the apgdition you wish to process, which opens the application display

pages, andllows you to review, edit, leave notes, and status the applicafibe. applications can be

printed individually, if desired, and you can generate aggregate reports

In order to banefit from this automated systemhe district needs to opin before applicationscan be
submittedthrough FRAPP. The aptprocess is completed by the district in the Sponsor Setup section
within the DO Portal in DChastructions are provided in th@pt-in Setupsectiontoward the endof 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:

0 Home Pag®ashboard



Automated Appliation Eligibility Determination
Application Display, Edit and Audit functions
Application Versioning

Link withDCA AIM students

Application Status Determination

Reporting

SponsoiOptin Setup

2.1 DCAHome Page DashboacdO Portal

The Dashboard is the eptpoint to all applicationsubmitted online 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 whergyou make final student eligibility detminations and approve, deny, cancel, or

file the applicationThe following list highlights dashboard information and functionality.

[enta A et S et S o S e B e

U Theapplication statudilter at the top allows you to display all applications.amy status,
including blank status.

U If you have more than one sponsor in your jurisdiction, you can search by sponsor using the
sponsor search filteiThis filter will not show if you only have one sponsor in your jurisdiction.

U The application ID filtesllows you to search by ApplicationdtDmber, by selecting from the
dropdown. You can do a quick search by typing the application ID number in the search box and
choosing the autdnighlighted application.

U The program year filter allows you to displayagiplications for the selected schoaar, or you
can display all years for which you have used this method of collecting applications.

U The bottom left shows you which group of ten applications you are viewing on the dashboard
out of the total number of aplications on the dashboard.

U The bottan right provides paging navigation for you.

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

U *NOTE*- 2dz Ydzad 62NJ] UOGKNRdAAK Fff FLWLIXAOFrGAZ2Yas S
assure accurate information has bestibmitted 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 bdifginy students within the
householddue to foster care, migrant, homeless, or runaway categorical eligibility.

A| Free / Reduced Online Applications Al applications  ~ All Sponsors ~ App Id v All Program Years v @

Id Date Status Sponsor Household Members Annual Household Income  Household Status SNAP Case TANF Case FDPIR Case
3154 9/4/2020 APPROVED $51,780.00 FREE
3159 3/4/202C APPROVED $38,600.00 Reduced
3166 2/4/2 APPROVED $24,648.00 FREE
3188 3/6/202 APPROVED $22,368.00 FREE
3198 8r8/2020 APPROVED $48,000.00 Reduced
3201 3/8/2020 APPROVED $28,800.00 FREE

3203 3/8/2020 APPROVED $26,856.00 FREE

3208 919/2 APPROVED $30,470.64 Reduced

3217 3/9/202/ APPROVED 0790 Forsyth Public Schools 3 $3,000.00 FREE

3157 9/4/2020 DENIED 0790 Forsyth Public Schools 6 $66,100.00 does not qualify @

Showing 1 to 10 of 10 entries Bres - Next

Figurel. Free and Reduced @ine Application Dashboard.



As you see ifrigurelx
information.

i
i

Id - the application number generated in FRAPP when the family submits their application.
Date- the date the application was submitted.

A The applications are listed oldest to newest of the unprocessed applicatmiosyed by
oldest to newest of each group of statuses.

0KS TI

YAt eQa

Statusg the options forapplicationstatus are:
A Blankg default when submitted.
Approved¢ used when one or more students is eligible.

A
A
A

A
A

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

Cancelled; used when the family has to turn in a new applioatthat will supersede the
cancelled one; for example, to include income that was previously not included.

I LILJ AaGekv impcdtaht pieckyad S NI A a

Deniedc used when no students qualifor free or reduced.

Filed No Approval Needagdused when the family turned in an application when it was

unnecessary to do so.

throughout your entire list.

Household Memberg, total number of children and adults in the household, as filled in on the

application per USB policy.

Annual Household Incomeannual income based on frequency used for eligibility per USDA

poli

Household Status eligibility determnation autccalculated per USDA policy.

A *NOTE** - You must work through all applications, even those thatday2 S &
assure accurate information has been submitted and attend to any student eligibility
statuses that might differ from thlousehold status. For example, a household income may
result in Paid status (does not qualify) for the househblda there may be qualifying

students within the household due to foster care, migrant, homeless, or runaway categorical

SNAP, TAN FDPIR Case Numkgrrogram case number(s) entered by family on application.
U Click on the case number linkighlighted inFigure2) if it is blue to research it in DCA, if
necessary.

cy.

eligibility.

958

52712020

FILED No Approval
Needed

0966 Billings Public
Schools

FREE

626939

626939

Figure2. Example of Application with SNAP/TANF Case Numbers Listed by Family and found in DCA.

2.2 Automated Application EligibyliDeterminatiort The Power!

Figure3is an example cdnapplication detail page, which is what displays after you select an
applicatian 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 FR&RPdetail pagalisplays the aplication ID, submittal

date, number of children and adults in the household, astimatedincome on the top line. The
application information on the top line is statnd is provided to yogo you have knowledge of what
the family initially saw on theusnmary page of their submitted application, in the event they reference
it while speaking witlyou. TheFRAPRpplication uses aastimatedmonthly income to keep the

T2t
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FLILX AOFydiQa NBGASG aAAYLIE SS Ay GKIG
understand how to apply USDA policy to their income for the purposes of freeednded eligibility
determination.The DO portatalculatesactualhousehold income eligibilityy applyindJSDA policto
the individualsubmittedincome valuesind frequenciesand assigns a household statas well as
individual child statuses and digys them on the page. They are highlighteérigure3. If you edit the
FLILIX AOF A2y Qa K2dzAaASK2f R ydzYoSNE 2NJ AyO2YS=>
also able to update student eligibility manually, if &pable.

Y 2 dikely dd®a LX S 1y

LILI A O

> = Home Studenis - Eligibility Sources ~ Sponsors Sites Reports
- ‘al

Log off

[£) Free / Reduced price school meals application

Original from the Application

App Id Date Children in Household Adults in Household Estimated Monthly Household Income Assistance Programs
116 TI7i2020 2 2 $2710.00 @
Revisions

Revision Date

I

Children in Household Adults in Househeld Calculated Yearly Household Income  USDA Annual Free Threshold USDA Annual Reduced Threshold  Household Status

There are no revisions 2 2 $32,520.00 $34,060.00 $48,470.00 FREE
All Children in the househeld + G
Found in DCA Eligibility Status First Name Middle Name Last Name Birth Date Gender  School Grade Homeless Runaway Migrant  Foster Care
FREE-Income Duey Duck 3/15/2010 M Big Sky Elementary 05
FREE-Income Huey Duck 12412006 M Billings West High School 09

Figure3. Household and Student Status.

i

i

Housdnold 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 thatecttang
eligibility determination. It is not directly editable.

Household status dpns, based on income calculations, and measured against the current
school yeatJSDA Free/Reduced Income Guideljrzes:

A Free

A Reduced

A Does Not Qualify (Paid)

View the USDAree/Reduced Income Guidelines tablé-igure4 by clicking on the blue link

under the free or reduced threshold columns.



USDA Free/Reduced Income Guidelines
Household Size  Free Reduced

Yearly Monthly Weekly Bi-Weekly Bi-Monthly Yearly Monthly Weekly Bi-Weekly Bi-Monthly
1 516.558.00 51,353.00 5319.00 563800 5602.00 523.606.00  51,963.00 5454.00 590800 5084.00
2 522.412.00 51,865.00 5431.00 £362.00 5934.00 53159400  52,653.00 5614.00 51227.00 51,329.00
3 528.236.00 52,353.00 5543.00 51,086.00  51,177.00 54015200  53,349.00 5TT3.00 5154600  51,675.00
4 534,060.00 52,839.00  3655.00 5131000  31,420.00 34547000 5404000  3933.00 5186500  52,020.00
5 £39.554.00 £3,324.00 STE7.00 £1,53400 51,662.00 S56.755.00  54.730.00 £1,09200 5218300 52385.00
] 545.708.00 53,509.00 S879.00 51755.00  51,905.00 565.046.00  55421.00 5125100 5250200 S2711.00
7 551,532.00 54,295.00 5891.00 5198200 52,143.00 57333400  56,112.00 5141100 5252100 53,056.00

Figure4. USDA Free/Reduced Income Guidelines Table.

i

The row and income frequegpaised to evaluaté KS | LILX A OF GA2y Qa Ay O02YS A

yellow on the table.
A Per USDA policy, the frequency used for eligibility determination depends on the
frequency(ies) the household used to enter income.
Student Eligibility Status defaults basen information sbmitted in the application.
Student Eligibility Status options are:
o Needs Verification
A **NOTE**the system defaults to this status for Homeless, Migrant, Runaway
students, and you must change it to the appropriate status, depending@®n th
results of youwerification6 @ SRAGAY 3 GKS addzRSydQa
Freelncome
Reducedncome
PaidIncome
FREESNAP
FREHANF
FREEDPIR
FREBigrant
Free Homeless/Runaway
FreeFoster Care

O O 0O 0O OO0 O0OO0o0OOo

AY T3

EachstudentQd & GF Gdza YI & OK ksycdrBome, humde? aizhoWseol8  dzLJR | G

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

the status manually (for example, from NEEDS VERIFICATION-Mi§REE. Studentstatuses
are updatedboth by the system andirectly editable as applicable

2.3 Application Display, Edit and Audit functions

231
¢KS

General Information Section

F LILX AOF GA2Y A& RAGARSR Ayl(u2 aSO0GA2ya 2F AyTF2N
shown inFigure5 shows general information directly from the application, as well as anyeeusta, if
applicable



@ Free / Reduced price school meals application

Original from the Application

Appld Date Children in Househeld Adults in Household Estimated Monthly Household Income

1116 711712020 2 2 $2,710.00 @

Revisions

Children in
Household

Adults in
Household

Calculated Yearly Household
Income

USDA Annual Free

Revision Date Threshold

There are no 2 2
revisions

$32,520.00 $34.060.00

USDA Annual Reduced
Threshold

$48,470.00

b

Assistance Programs

Estimated Household
Status

FREE

Figure5. Application General Information.

Original data neverlanges since it is directly from the family application.

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

The Estimated Monthly Household income is from the parent applicatnohisalways
annualizedBecause of thatf may dffer 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 inFigure6.

~ | Use the dropdown to view previous versions. o]

[] Free / Reduced price school meals application ' current version

Original from the Application

Appld Date Children in Household Adults in Household

958 5/28/2020 1 1

Revisions

Estimated Monthly Household Income

Assistance Programs

SNAP - 626939
TANF - 626939

Revision Date Children in Household Adults in Household Estimated Household Income USDA Free Threshold USDA Reduced Threshold Estimated Househeld Status

5/28/2020 1 1 FREE

Figure6. Example of Application with SNAP a#dNF Case Numbers.

A Click on the case number link (highlightedrigures6) if it is blue to research it in DCA, if

necessary.

U Revision data is displayed in the bottom haflthe application general information section.

A

A

If there hae been no revisions, that fact Wil 6 S
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 (5égure6). You can select amgvision to review

it and compare with other versions. The page defaults to the current version every time you
enter the page.

You have to be on theurrent versiorto select astatusfor the application. Thre is a nice
warning message at the top of thiage when you are not on the most recent version shown
in Figure7® 2dz Ol y ,Pdr theristructighs il tkieSneEs e, quickly get back

to the current vesion.

If you pefer 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

aldl SR dzy RFNIEHWS DA & A 2



D Free / Reduced price school meals application

Revised Application

This is not the latest revision for this application. Click here to see the most curent application.

Figure7. Warning Message regarding Application Version on Display.

2.3.2 Household Children Section

All Children in the household + &
Found in DCA  Eligibility Status  First Name Middle Name Last Name Birth Date Gender School Grade Homeless Runaway Migrant Foster Care
FREE-Income Duey Duck 3/15/2010 M Big Sky Elementary 05
FREE-Income Huey Duck 1/24/2006 M Billings West High School 09

Figure8. Household Children Section.

U Lists all students and other children in the household as submittélae applicaion.

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

change household and student eligibility status. 8atomated Application Eligibiit
Determinationfor details.

U Income can onlpe added to children listed on the application, so add children first, then add

their income in the income section.

U 'asS 0KS WLX dz& &aA 3y Q skctod 6 addl yiordisi@ntsior dhilindd toNthe3 K (i
application The dialog box ifigure9 displays. Type of child is student or additional child. Fill in

detailsasappoINA I i 8 FyR Ot A0] W{Il g8Qo

10
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Add children

Type of child

Student v

Add student

Eligibility Status v
First Hame
Middle Name

Last Mame

Birth Date mmi/dd/yyyy a
Gender Prefer not to disclose “
School Alkali Creek School v
Grade ™ w
Homeless [m]

Runaway a

Migrant (]

Foster Care O

Save Cancel

Figure9. Add Child Dialog Box.

U 'asS dKS Wy23SLI RkLISYOAt Q A Oaitr remgvesiudedits atizLILIS NJ NA 3
children listed in the sectiaThe dialog box ifigurel0displays.

r
Edit'Add/Remove children from this application
E F v ||
Fou D
Firs
Mic
Last N
Birt o
- o
=1 E W
Gra w
Haon
Run
Mig
Fosh

FigurelO. EdifRemoveChildren Dialog Box.

A JEtA0] 2y (KS WiNIakKOlFyQ A02y (2 NBY20S || OKA:
A Fillin detailsas appropriate.

11



Notes

You are required to enter a note before
you click on 'Save'|

Save Cancel

Figurell. Required Note Textbox.

U 9YGSNI @82dzNJ y2GS F2NJ I dzRAG LlzN1LI2&asSa FyR Of A0]

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

U Found in DCAdisplayscheckmarks for childrefitom the appicationwho are foundn DCA

*NOTE** These are not just students that are directly certified in MG poking atall

children in DCA in your district.

A Thesearch/comparewill only look aname,DOB and gendeand compare to the AIM
studensslistedin DCAso if the parent hasot entered the name and DGEactlyas it is in
DCA from AIM, th&’ C 2 dzy’ R cdiuyiin Vil nbt Be checke®ecause there is so much
data that isnot requiredin the free and reduced application, and because parents might not
enter children the same wags they are stored in DCA from AIM, there is not much data to
definitively compare to make robuihksbetween the application data and the DCA data.

A If astudent isfoundin DCAthen the student name becomes a limkthe ajplication detail
page and yu can click on it to go to the DCA student information page.

A 2dz Oy SRAG Fye OKAfR IyR YlaNIN]®RGEdzyUT 25 R5 /A
5/1Q Attt y2d OKIy3IS 8t AJA0ACL aidndtadsio DCAdZE A Y

*NOTE* You nust make those changes manually and note why you made your changes in
one or both systems:or example, if you determine a student is eligible due to SNAP, and
that is not recorded in DCA, go to potential matches andwmteto link the student to a

NEFTSNNI f® LT e2dz OlyQid FAYR ' NBFSNNI 3 (KSy

U Elgibility Status; defaults original status from automatic analysis of the data entered on the
application. Seé&utomated Application EligibilitDeterminatiorfor details.

A  2dz Oy SRAG lyeg OKAfRQa StAIA0AfAGE &l Gdza

U First Name, Middle Name, Last Name, Date of Birth, Gender, School, Glisgéays as
submitted on the application.
A Unrequired fields Middle Name, DOB, Gender) will be blank if etk on the application.
A Nonstudent children will not show a school or grade.

A 2dz Oly SRAG Fye OKAfRQa AYyTFT2NNIGA2Y Ay (KS

U0 Homeless, Migrant, Runaway, Foster Gadisplays heckmark for each category indicated for
each child in thesubmitted application.

A 2dz Oly SRAG Fye OKAfRQa AYyTFT2NNIGA2Y Ay (KS

2.3.3 OtherHousehold Adults Section
The section shown iRigurel2 lists adults, other tan the adult contact that filled out the application.
The household contact is listedtime Contact Info Sectian

12



Other Adults in the household + =

First Name Middle Name Last Name

Mickey Mouse

Figurel2. OtherHousehold Adults Section.

U Lists allW 2 (i & 8t&dh the household as subtted in the application.

U Making changes to this section results in a recalculation of eligibility determination and may
change household and student eligibility status. Saemated Application Eligibiit
Determinationfor details.

U Income can only be added to adults listed on the application, so add adults first, then add their
income in the inome section.

U First Name, Middle Name, Last Namdisplays as submitted on the application.

A Middle Name will be blank if left blank on tla@plication.
A You can edit any 2 (i IKFSdfinforation in the edit dialog box.
U 'asS (KS WLIX dza peliga gt the sediényo addyond XK ¢ @D the

application.The dialog box iffigurelOdisplays. il Ay a4 Yy SSRSR FyR Of A 01

Add adults

First Mame
Middle Name

Last Name

Save Cancel

Figurel3® ! RR Wh{GKSNJ ! RdzA 6aQ 5Alf23 . 2E®

U 1aS 0KS Wy20SLI RKLISYOAtQ A02y Ay GKS dzLJISNI NR 3
The dialog box ifrigurel4 displays.

Edit/Remove Other Adults from this application

=1

First Mame Mickey

Middle Name

Last Mame Mouse

Maotes

Cancel

Figureldd 9 RAGkwSY23S WhiOKSNIJ ! RdzZf 6aQ 5Af23 . 2E®

13



234

A/ tA01 2y GKS WiNIakKOFryQ AO2y (2 NBY20S |y Wh
A Fill in details as appropriate.

A 9y iGSNI @2dzNJ y23GS F2NJ FdzRAG Lldz2N1LI2asSa |yR Of A0}
A Notes areaccumulate at the bottom of the application page.

Household Income Section

The next block of data contains household income details.

Household

First Name
Daphne
Daphne
Daphne
Daphne
Daphne
Daphne
Duey

Duey

Income + G
Last Name Income Type Frequency Amount
Duck Military basic pay Monthiy $750.00
Duck Iilitary housing assistance IMonthly $100.00
Duck Salary / Wages Annually $15,000.00
Duck Tips Twice per month $50.00
Duck Alimony or Child Support Every two weeks $150.00
Duck Retirement income from Secial Security or pensions Ionthly $110.00
Duck Part Time Monthiy $50.00
Duck Friends or family Ionthly $25.00

Figurel5. Household Income Section.

i

Lists all incomand income frequencior all child and adult membesrin 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. 8atomated Application Eligibiit
Determinationfor details.

'aS GKS WLIX dza

AAIYQ A02Yy AY
dialog box irFigurel6RA & LJX @ ad { St SO
¢ KSR IWCNEBIjdzSy 0e Q=x

G§KS dzLJLISNJ NA IK G
GKS K2dzaSK2fR YSYoSt
- LILIS | N

YR Wl Y2dzyiQ
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Add income

Person

Save Cancel

Add income
Person
Mickey Mouse L
Type Frequency Amount
annuity hd yaarly b

Save Cancel

Figurel6. Add Income Dialog Box.

U !'asS dKS Wy23SLI RkLISYOAt Q A O2 yhcomglistad i $he dzLILIS NJ NA 3
section. The dialg box inFigurel? displays.

Edit Household Income

Daphne Duck

Type Frequency Amount

military basic pay ~ mionthly ~ 750.00

Daphne Duck

Type Frequency Amount

military housing assistance W monthly || 10000

Figurel?. Edit Household Income Dialog Box.

A Fillin details as appropriate.

15



Moles

You are required to enter a note befare
you save for audit purposes |

Save Cancel

Figurel8. Required Note Textbox.

A Enter your note for audit purposegaR O f A O s sBoyin ifFigure®BS Q
A Notes are accumulated at the bottom ofetapplication 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.

Contact Info &
First Name Middle Name Last Name Mailing Address Apt# City State Zip Phone Email
Daphne Duck 1234 Carloon Alley NC 59602 5555555555 daphne.duck@daphne.com = &= @

Figurel9. Contact Info Section.

U Displays Contact Info of househaldult that filled out the application.
U 1asS 0KS Wy20SLI RKkLISYOAt Q A 02 yontayinfaliKes in et JLIS NJ NA 3
section The dialog box iRigure20displays.

Edit Household Contact Information

Mailing Address | 1234 Cartoon Allsy

Apt#

City/StateZip Naorth Caroling w
59602

Phone 5555555555

Email daphne ducki@daphne.cor

Motes

Cancel

Figure20. Edit Household Contact Info Dialog Box.
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Fill in details as appropriate.
OYGSNI @2dzNJ y2idS F2NJ I dzRAG LizN1l2asSa FyR Of A0Oj
Notes are accumulated #e bottom of the application page.

> > >

U Select the Emafenvelope)icon next to the contact email address to send an email to the
contact regarding the applicati@statis once it is determinedf you hover ovethe YQor
UnformationCiconnext to the€nvelopelcon, you will see aisernametate/time stamp for
the lastemail to this contact.

A The email defaultthe To, From, Subject armbdy of letterbased on the information ithe
applicationand perthe applicationstatus andstatus reasoryou have determinedand
individual chibl(ren)statusyou haveaccepted oredited.

Email Household Contact

Application APPROVED -

Status

To daphneduck@yahoo.com

From determiningofficial@school k12 mt.us

Subject Disney Public Schools Application for Fre

Email .

Body P B U = Helvetica - A~ = = =~ i -

G2 | ] | m X || ?

Thank you for filling out the Free and Reduced On-Line Application for
school meals. Your application #1234 has been APPROVED.

All students in your household have been approved as eligible for
reduced meals based on your reperted household income.

The eligibility statuses for each of the students in your household are:
» Donald Duck: FREE-Income
» Huey Duck: FREE-Income
» Duey Duck: FREE-Income
« Luey Duck: FREE-Income

Mon-Discrimination Statement: In accordance with Federal civil rights law and U5,
Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its

i Email =4 Print Cancal

Figure21. Contact EmaiRart 1

A Hlit any information necessary in the email from/$oibject lines, as well as in the text
necessarybefore sendingDO NOT edit the NeDiscrimination statement, as it is
determined by the USDA.
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Email Household Contact

Application | \pppoVED v
Status

To daphneduck@yahoo.com

From determiningofficial@school k12.mt.us

Subject Disney Public Schools Application for Fre

Email -
Body i B U = Helvetica = A -

mn
|

n
]
]

G | [a] | W@ W e ?
the form. Te request a copy of the complaint form, call {(866) 632-9992. Submit your -
completed form or letter to USDA by:
(1) mail: U.5. Department of Agriculture
Office of the Assistant Secrefary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;
(2) fax: (202) 690-7442; or
(3) email: program.intake@usda_gov.
Thiz insfitution is an equal opportunity provider.

Sincerely,

Determining Official First and Last Name
determiningofficial@school k12.mt.us
(406) 555-5555|

i Email =4 Print Cancel

Figure22. Contact EmailPart 2

A Theemail is recorded in a note. You daover over the email note to see the contents o
any sentemail

User Notes
Created On Created By Type Note
4/15/2021 12:12:24 PM cp3321 Email Contact Email from [determiningofficial@school k12.mt.us] to [daphneduck@yahoo.com] ...

Figure23. Conact EmaiRecord in User Nes

Cog off
User Notes
Created On Created Type Note
By : e
4/15/2021 cp3321 Email Email from [determiningsreremgseroormrermeaoro—————————————
12:12:24 PM Contact [daphneduck@yahoo.com] ...

Figure24. Contact Email Contents
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2.3.6 Racial/Ethiic Identities Section.

Racial/ethnic information is optionally provided for students on the application, not other children in the
household.

Optional Racial / Ethnic Identities

&)
First Last Ethnicity Race
Duey Duck Not Hispanic Hawaiian
Huey Duck Hispanic American Indian

Figure25. Racial/Ethnic Identities Section.

U Displays Racial/Ethnidentities of household students as submitted in the application.
U 'asS GKS Wy2GSLI RKkLISYOAtQ A02y Ay i ESlistddidJS NJ NR 3
the section. The dialog box in displays.

Edit Optional Racial / Ethnicity Identities

Child Ethnicity Race
Duck, Duey O American Indian or Alaskan Native
O Asian

O Black or African American

Mative Hawaiian or Other Pacific Islander

O Wnite
Duck, Huey American Indian or Alaskan MNative
O Asian

O Black or African American
O Mative Hawaiian or Other Pacific Islander
O White

MNotes

Cancel

Figure26. Racial/Ethic Identities Edit Dialog Box.

Fill in details as appropriate.
O9YGSN) 82dzNJ y23dS F2NJ I dzRAG LizN1J2asSa FyR Of A0}
A Notes are accumulated at the botn of the application page.

A
A

2.3.7 Application Status Determination

Application Status

U This function is only used on the mosir@nt version of the application
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U Select the appropriate status for this application from the drop down list.
91 Applications in APPROVED status are the fsom which applications are pulled for
verification.

T

It is important to keep your applications staassupdated if the original status becomes

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

Reduced and they submitszcond application in October that qualifies them for free,

@2dz gAft ol yih G2 WAL YA Ki KISK Sevkajiditiotral JLSESAF G
2OSNNARSa LINB@A2dza | LILIX AOFGA2y StAIAOALAGER
from appearing a the Free and Reduced Students list twice. As a second example, if

you deny or approve an applicatitsased on income and then find out all kids are

directly certified, you need to edit the appropriate fields in the application and change

your applicatior® (i  1dza FNRBY Wl ttwh+95@ FANIIRBYHILAI HQ@ Qi

9 The status is displayed on the Homagge Dashboard.
1 Applications can be filtered by status on the Home Page Dashboard.
U Select the appropriate status reason for this application from thendibx that appears.

T LT é2dz OK224S WhiKSNRI (el &2dz2NJ NBlFazy Ay i
U Theoptions forapplicatbn statusand related status reasorsme:
i APPROVED
1 FREE INCOME for all students
1 REDUCED INCOME for all students
9 Partial HH Approva Some student§RE or REDUCED Income qualified sorde
studentsdirectly certified in DCA (any categorncludingextended eligibility)
1 SELF REPORTEOSTER CARE for all studemtsiot in DCA as foster car®Ounable
to obtain official documentation to manually cdtiin DCA
1 ADMINISTRATIVE APPLICATION for all studdrtsiot willing to fill out an application
but schoolsubmitsit on behalf of the children
1 SELREPORTED SNAP, TANF, FDPIR for all studealde to find in DCA
1 Other
0 Text box
i DENIED
1 PAIDINCOMEGdr all stulents
9 PartialHHDenialg Some student®AID Income ansbme studentglirectly certified in
DCA (any category, includiegtended eligibility)
M1 Other
0 Text box

i CANCELLED

il
il
il

HH declined benefit
More than one application for same studergsplit HH oraccidentd double submittal
Submitted without income;, unable to verify categorical eligibilityrequested new
application
New application overrides previous application eligibility determination
Other

0 Text box
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U FILERZ All students DC
1 All students DGNAP
T All students DGNAP Letter Method
1 All students D@\l other sourcebesidesSNAP
9 Other
0 Text box

2.4 Reports
There are several ways to report free and reduced information from the DCA FRAPP DO Portal.

2.4.1 Application Print
The application detail page allowswto print the application.

3 (&‘ Home Students ~ Eligibility Sources ~ Sponsors Sites Reports Log off

D Free / Reduced price school meals application

e

Original from the Application

App ld Date Children in Household Adults in | i Monthly Income Assistance Programs
1116 7/17/2020 2 2 $2,710.00 @
Revisions
Children in Aduits in Calculated Yearly Household USDA Annual Free USDA Annual
ion Date L Income Threshold Threshold Status
There are no 2 2 $32,520.00 $34,060.00 $48,470.00 FREE

revisions

Figure27. Application Print Icon.

U This functionality is not yet in the system. When it becomes available, you will be abiatto p
the application, if necessary, using the icon highlighteigure29. This should only be
necessary in rare circumstances since the information is stored on line.

2.4.2 Free/Reduced Students Eligibility List
You can print the list of free and reduced students processed via FRAPP applications by going to the
Sponsor Menwand dicking on the Free/Reduced Students tab next to the Sites tab on the dashboard.

Figure28. Free/Reduced Students List.
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