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Online

Applications

In this section, you will learn how to:

v Upload, view and remove the Household Letter displayed on the
district’s Free & Reduced Meals Online Applications web site.

v Change field/message text displayed on the district’s Free & Reduced
Meals Online Applications web site pages.



Section 1: Online Applications

Online Applications at a Glance

Household Letters Upload the Household Letter that is displayed in the district’s Free &
Reduced Meals Online Applications web site after the parent logs in.

Messages Update Free & Reduced Meals Online Applications field/message text
displayed on the district web site.

Page 2 Cybersoft Technologies | Student Eligibility User Manual



Section 1: Online Applications

Household Letters

Online Applications

Household Letters

| Messages

Image Generator

Household Letters page

Household Letters allows you to upload a letter to display for an
applicant using your district’s Free & Reduced Meals Online
Applications website. The letter is displayed on the Household
Letter page immediately after the applicant successfully logs in.

! Only one letter for each language version per academic year is

allowed. If you choose to upload a second letter for a selected
language, the first letter is removed.

o Note
All letters must be in Adobe© Acrobat PDF format.
By default, on the Household Letters page:
= Academic Year is set to the current school year.
= Language is set to “ALL”.
= All current letters are listed in Household Letters list.

= Add New Letter group is set to upload an English-version
letter for the current school year.

Household Letters

Academic Year Language

|2012-2013  v| |- ALL--

v | | Apply

Household Letters

Letter Name File Name Academic Year Language View Remove
Mo records to display.
Add New Letter
Academic Year Language
2012-2013 ~| |English  ~| |Upload

Cybersoft Technologies | Student Eligibility User Manual
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Section 1: Online Applications

Page Functions
Apply Click to display a list of students that match the selected
conditions.
Upload Click to upload a letter file for the selected academic year and
language.

Listings: Household Letters

Household Letters

Letter Mame File Mame Academic Year Language View Remaove
Letter to Household A Letter To Household.pdf 2012 - 2013 English View E
| teder O Deetbbn
Letter Name View only Static text for all letters

File Name View only Complete name of letter file
Academic Year View only Year to which the letter pertains

Language View only Language version of the letter

View Clickable link  Click to view the letter in the Adobe Acrobat window
Remove Clickable link  Click to remove the letter

Page 4 Cybersoft Technologies | Student Eligibility User Manual



Section 1: Online Applications

Uploading a Household Letter

To upload a Household Letter

1.) In Language, select a language, if needed, and click

Upload

2.) Click to browse for a file.

3.) Use standard Windows navigation techniques to select a file and click .

Upload

4.) In the Upload File popup, click

An upload success message and the uploaded letter appears on the Household Letters

page.

Household Letters

Academic Year Language
[2012-2003  «| [-Al-- | ‘ Apply |
Household Letters ‘
Letter Name File Academic Year Language View Remaove
No records to display.
Add New Letter
Academic Year Language
2012-2013 | [English =] [Upload| N

=] Upload File

Allowed extensions: .pdf

2))

2 Chaose File to Upl

Upload

@O-| ) = Local Disk (C5) » A Letter To Household

| 45 | | Search A Letter To Household 0 |

8 Computer
£ Local Disk (C3)
. A Letter To Househeld

Organize = New folder =« i @
R
e E i “® Name Date modifie
- Favorites [
L]
Bl Desktop _ =[] A Letter To Household_English.doex  8/2/201211:
[ | | 3
1 & Downloads : @ A Letter To Household_English.pdf 9/12/2012 111
| = Recent Places : @] A Letter To Household_Spanish.docx  8/2/201211:
® | AlLetter To Household_Spanish.pdf  9/12/2012 11 |
il Libraries EsssssssssssssssssEEEEEEEEEEEEE
@ Documents
J’ Music
[&5] Pictures
E Videos

Cancel

e

Cybersoft Technologies | Student Eligibility User Manual

—

Page 5



Section 1: Online Applications

Viewing a Household Letter

To view a Household Letter

1.) In Academic Year, sclect a year, if needed, and in Language, select “ALL” or a
language.

Apply

2.) Click
3.) In a letter listing, click

Household Letters

5 Academic Year Language . =
B l2012-2013 ¢ [ ~[iApply| =
-TITTLL

Household Letters

Letter Name File Name Academic Year Language View Remove

English it

Letter to Househeld Letter to Househeld.pdf 2012 - 2013

Add New Letter

Academic Year Language

2012-2013 v/ |English  +| Upload

[ Letter to Household.pdf - Adobe Reade
File Edit View Window Help

EREEEGE] v [0 =] H]k -

Smith Schools

Child Nutrition Department
2012-2013

Dear Parent/Guardian:

Children need healthy meals to leam. Smith Schools offers healthy meals every school day. Breakfast costs: Elementary $1.00, Secondary$1.00; lunch
costs: Elementary $1.80, Secondary $2.00. Your children may qualify for free or reduced-price meals if your household income falls below the Emits on
the Federal Income Guidelines. The reduced price s $0.30 for breakfast and $0.40 for lunch.

1. Do I need to fill out an application for each child? No. Complete: the application to apply for free or reduced-price meals. Use one Free and
Reduced-Price School Meals Appiication for all students in your household. We cannot approve an application that is not complete, so be sure fo fill
out all required information. Retum the completed application to the school or cafeteria manager.

Who get free meals? All children in households receiving SNAP (Supplemental Nutrition Assistance Program), FDPIR (Food Distribution
Program on Indian Reservations), or TANF (Temporary Assistance for Needy Families), can get free meals regardless of your income. Also, your
children can get free meals if your household's gross income is within the free limits on the Federal Income Eligibility Guidelines.

Can foster children get free meals? Yes, foster children that are under the legal responsibility of a foster care agency or court, are efigible for free
meals. Any foster child in the household is eligible for free meals regardless of income.

y, and mig

nt get free meals? Yes, childs bomeless, unaway, or migrant qualify
g pot been fold your children will get fies Rl 555-1

234 to see if you

Page 6 Cybersoft Technologies | Student Eligibility User Manual



Section 1: Online Applications

Removing a Household Letter

To remove a Household Letter

1.) In a letter listing, click Remove ( = ).

2.) Click .

A delete success message appears and the letter listing in Household Letters is
removed.

Household Letters

Academic Year Language

[2012-2013 ~| [-Aw—  ~| |Apply

Household Letters

Letter Name File Name Academic Year Language View Remove

Letter to Household Letter to Househeld.pdf 2012 - 2013 English iew s

Add New Letter

Academic Year Language

2012-2013 | |English +| |Upload

0 ™y
Message from webpage ﬁ

:I Are you sure you want to delete?

| ok ||| cancel

Cybersoft Technologies | Student Eligibility User Manual Page 7



Section 1: Online Applications

Messages

Messages allows you to change the text of any field in the
Online Applications district’s Free & Reduced Meals Online Applications web site.

or example, if you want to show ‘“temporary assistance” in
F ple, ify t to show “temporary t ”

Household Letters place of “SNAP or TANF” in the Instructions on the
Temporary Assistance page, you simply display the current
Messages text and update the description. The changes take effect
{m immediately.

Image Generator
& Note

Messages are provided in both English and Spanish. If
you make changes to one language, remember to make
changes to the second language as well.
By default, on the Messages page:
= Language is set to “English”.

« 30 messages are shown on a page; change the page size if needed using the list
display control at the bottom of the page.

=  Most columns include a filter button in the column header to allow for
searching for data.

Messages page

Messages

Language

Add new record Refresh

Code Language Description Delete
hd 84 hd £
OPTION1_HEAD_PLEASELOGIN English Please log in e
. using the information provided on .
OPTION1_HFAD_LOGINLETTER English /" Delete
- - i the letter that you received.
OPTION1_BODY_LOGIN English Login Fa
Please pio
OPTION4_HEAD_PLEASEPRUY ieat me UrIHEINFO English information below anu e wick ry
"GO
Click "Cancel” to return to the login s
OPTION4_HEAD_CLICKCANCEL English page /
OPTION4_BODY_FIRSTNAME English First Name s
| L} | 4 23456788910 . | » ‘ M Page size: | 30 '| 550 items in 19 pages

Page 8 Cybersoft Technologies | Student Eligibility User Manual



Section 1: Online Applications

Add new record Click to add a new message.

Click to update the information displayed on the page.

Listings: Messages

Language

Add new record Refresh

Language

OPTION1_HEAD_PLEASELOGIN English Please log in s

using the information

English Spaded oo e [etter that s

Code View only Internal code string that identifies the text field
Language View only Letter language version
Description View only Field or message text shown on the district’s Free &

Reduced Meals Online Applications web site

(Edit) Clickable icon Click to display the expanded text edit area
/)
Delete Delete Click to remove the message listing

Cybersoft Technologies | Student Eligibility User Manual Page 9



Section 1: Online Applications

Changing Message Text

To change message text

1.) In the Description filter, enter a text string.

2.) Click Filter ‘l/ .

3.) In a message listing, click Edit ( 7 ).

4.) In Description, make changes as needed to the message text.
5.) Click Update

An update success message appears.

II
Language
English [=]

Add new record Refresh

Code Language Description Delete

7]

\E’ \E’ ESNAF or TAN

LT

ousehold receives SNAP or TANF,
ide the Eligibility Group Number.

PROCESS3A_HEAD_INSTRUCTIONL  English

Language

Add new record Refresh

Code Language Delete

ives SNAP or TANF, indicate the 2 [Deletd
pe and provide the Eligibility Group =
Number.

PROCESS3A_HEAD_INSTRUCTION1 English

Code: PROCESS3A_HEAD_INSTRUC
Language: | English ™

Paragraph St... = Font + Size~ | ]
A~B-B I U

If any member of your household receives SNAP or
-Descnpnon TANF, indicate the type and provide the Eligibility
Group Number.

/ Design | 4¢P HIML  © Preview
Update ancel

Page 10 Cybersoft Technologies | Student Eligibility User Manual



Applications

In this section, you will learn how to:

v Scan FRE applications.

v Manually enter a student application.

v’ Validate FRE applications.

v Notify applicants regarding eligibility.

v' View and update applications in the Smart Bin.

v’ Search for and view applications via the Master Index.

v Scan an application to use in mapping form fields on Free & Reduced
Meals Online Applications web site.



Section 2: Applications

Applications at a Glance

Menu selections on the Applications menu create and maintain student applications for Free
and Reduced Priced meals.

Menu Function Description
Scan Prepare, scan and review student applications
Manual Entry Manually enter student applications that cannot be scanned
Validate Review and update manual-entry and scanned student
applications; display contents of and check-in or check-out
application batches
Notify Select complete batches of applications or individual applications
to which to send notification letters; view individual application
letters
Smart Bin View, update or validate individual applications; view, validate
or delete pending applications; view or restore deleted
applications
Master Index Search by application or student to view, update, or validate

application or student data

i Note
Menus and functions to which you have access are those appropriate for your role with
PrimeroEdge. When you access the Applications menu, you may see a subset of the
functions listed above.

Page 12 Cybersoft Technologies | Student Eligibility User Manual



Section 2: Applications

Scan

Scan converts paper application data from written to digital
format, checks for completeness of the data listed on the
application, and stores the scanned information.

Scan
{F_n) Scanning is performed on a computer with a scanner directly
Wialildal Ty ] a'ttaChed to lt
lidaTe By default, on the Scan page:
= The current date is entered for Date Scanned and Date
Notify Received.
Smart Bin « Storage Location and Applications in Batch are empty
Master Index
Scan page

Date Scanned: 5/22/2013  Date Received: 5/22/2013 [E  Storage Location:

Applications in Batch: ‘ Scan Batch H Select Scanner‘

Accept Batch Reject Batch

Scanned Applications Total: 0

Cybersoft Technologies | Student Eligibility User Manual Page 13



Section 2: Applications

Page Functions
Button Description
’ Scan Batch ] Click to start the application scan process.

’ Select Scanner ] Click to choose a scanner when multiple scanners are available.

Accept Batch Clic1'< to‘accept all applications in the batch of scanned
applications.

Reject Batch Clic1'< to‘discard all applications in the batch of scanned
applications.

Batch Preparation

To prepare a batch of applications for processing:
1. Remove instructional page(s) if still attached.

2. Remove all staples or paperclips. Notes or documents attached to an application can be
scanned in later. See Documents section under Master Index: View Application.

Group applications in batches of 25 or less.
A batch can be as small as 1 application.

Ensure that all applications are facing the same direction.

S Uk w

Place the batch of applications in the scanner feeder/input tray face down with the
barcode face up.

See your scanner instruction manual for more information.

Page 14 Cybersoft Technologies | Student Eligibility User Manual



Section 2: Applications

Scanning Applications

To scan an application

1. In Date Received, enter / select a date if the applications were not received on the
current date (optional).

2. In Storage Location, enter the physical location of the paper applications, i.e., Cabinet
A, Drawer 3 (optional).

3. In Applications in Batch, enter the number of applications you have prepared for the
batch.

. l Scan Batch ]
4. Click !
3 Notes

= Date Scanned automatically records the current date.

= Batches must be scanned with a scanner directly connected to the computer.
= The documents in the scanner feeder/input tray are scanned one at a time.

« Each application is numbered and shown in the Scanned Applications list.

= The number displayed at this time is simply a scanning order number. This will
not be the true application number.

Date Scanned: 5/22/2013 : Date Received: 5/22/2013 [ w Storage Location:

-
:Applwcallons in Batch: = Scan Batch [ belect Scanner
L] -

Accept Batch Reject Batch
Scanned Applications

Total: 0

Cybersoft Technologies | Student Eligibility User Manual Page 15



Section 2: Applications

Previewing Applications

After scanning a batch of applications, each scanned application is listed in Scanned
Applications and named “Application#” where the number is a temporary number and
indicates the application’s order in the batch.

The scan status of each application is indicated with either:

« A green check mark (%) by Application# indicates that the application scan

was successful.

- Ared X (®)by Application # indicates that the:
* Barcode is inaccurate for the current year, or

* Application is unreadable.

Before accepting a batch:

Page 16

= Click Application# to view each scanned application.

»  Check each application to ensure that the application is:
* Facing the right direction.
* Not blank.

* Viewable.

Date Scanned: 6/17/2010 Date Received: 6/17/2010 Storage Location

Applications in Batch: 9 [ Continue ] [ Select Scanner I

Freo and Rt e Price School Meals Householi Application for 2004 - 2010 — West Virginia Dept. of Education ;
T o L T T T T P L b AL e B P TS Accept Batch Reject Batch
PART 1 — CHILOREN I SCHOOL - (Use & sanwale apalicaton ke anch laster ehid |

e o sarcom e ar 12 o
- tenst o B AT Scanned Applications Total: 10
R 19008 7& 11 1 2 . w
1 Application1 v L]
(%) 4i0010¢49 7 v -
Application? =]
AEEHCENDIBV L]
Apgh:almnﬁiv =]
PART 2 — HOMELESS. MIGRANT, RUNAWAY o w
(R ——————————————— U L T Applications pel
couniy contacs —
PART 3 — FOSTER CHILD - Carpiess separae asicaron i 45c o endd F‘.EEHEEIIIUI]GJ ]
¥ s 2pyAvcanon 5 Sr 3 CPad o 1 1he gl FESFRONEEANY of 3 wisare agEcy o1 Court pipce an Xin e Peraonl Uss Momnt incoms -
. e ks persaral use monthly scome. Sk fo Part . ;
b e bt e of 1 0 oy o Pan . Application? ¥ T
PART. D MEMBERS AND FROM LAST MONTH - L1401 parson ot e . . o w
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Section 2: Applications

Troubleshooting Scans

When Scanned Applications Total differs from the number entered in Applications in Batch,
an error message appears.

This may indicate a misfeed, an incorrect count, or simply a typo.

= Ifan incorrect count occurred, change the number entered in Applications in
Batch.

= Ifa misfeed occurred, place the missing application in the scanner and click

Continue

Applications in Batch: 9 [ Continue ] [ Select Scanner ]

educ " Mimine Bees alfaesten ] Accept Batch Reject Batch

PR Memimestesn g WO T Scanned Applications Total:

" Pk
Yseo01 4o 12 Application1 ¥

Application? v
TRV L TdUE] ml Application3 v
Applicationd v
Application count do not match the applications in the batch v
county seetaet ey
PART 3— FOSTER CHILD - o) Applicationf

F this ppiation s fer a chid whej
b

TN Application? A4

=y

PART 2 — HOMELESS, MIGRAI

ara appiyng o 15

= E o e s e =

A red X (®) by an Application # indicates that either the:
= Barcode is inaccurate for the current year, or

= Application is unreadable.

To correct:

= Click Delete (-{"'.1) in the application listing to remove it from the batch.

» Change the number entered in Applications in Batch.

Date Scanned: 6/17/2010 Date Received: 6/17/2010 Storage Location:|

Applications in Batch: 1 [ Continue ] [ Select Scanner ]
X Accept Batch Reject Batch

Scanned Applications Total: 1

Application] x =
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Section 2: Applications

Accepting an Application Batch

When all applications have been reviewed and determined to be correct:

Accept Batch

« Click

The digital image of each application is saved and assigned a permanent number. An
automatically-generated batch number is assigned when the batch is accepted.

‘ Batch has been accepted with batch number 61, View Batch Cover Sheet ‘

Date Scanned: 7/13/2010 Date Receved: 7/13/2010 Storage Locat\on:‘ |

Applications in Batch:l:l [ Scan Batch ] l Select Scanner ]
Accept Batch Reject Batch

Scanned Applications Total: 0

On the Scan page in the acceptance message:
» Click View Batch Cover Sheet.
= Sign the cover sheet and paper clip it to the batch.
The Batch Cover Sheet report lists each scanned application’s permanent number as well as the

application’s order in the batch.

& httpy/s L freportviewer.aspx - Windows Internet Explorer l‘:' = g

4 4 1 of 1 b bl @ 100% - Find | Next L~ @ &

Report Generated: 3/2/2011 9:31:43 AM

Batch Cover Sheet

SCHOOLS

Batch = 55 Application Count : 3
Received Date : 7/21/2010 Scanned Date : 7/21/2010
Scanned By : Cybersoft Suppart Lecation
Signature
Serial £ Application £

1 134

P 135

3 136

Page1of L
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Section 2: Applications

Rejecting an Application Batch

If the batch is unacceptable:

Reject Batch

« Click

A confirmation message appears to verify the rejection.

. Cliek |

Date Scanned: 6/17/2010 Date Received: 6/17/2010 Storage Location|

Applications in Batch: 1 [ Continue ] l Select Scanner ]
* . AcceptBatch | Reject Batch
SO EN TR PR m
Scanned Applications Total: 1
\;!() Da you want ta delete the batch? Applicationi x -_l‘
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Section 2: Applications

Manual Entry

Manual Entry is the process of entering an application “by

Applications hand” in PrimeroEdge for Free & Reduced Eligibility—that is, it
is not scanned and it is not entered through an Online

Scan Applications website. In this situation, the parent/guardian has
completed a paper FRE application but the paper application is

Manual Entry not scanned into PrimeroEdge. After the information has been

@ entered into PrimeroEdge, the paper application is retained for

aleate future audits.

Notify On the Manual Entry page:

Smart Bin = There are no default selections

Master Index

Manual Entry page

Applications Add New Application ... ‘
Application # Eligibility Basis Application Status User Date

No records to display.

All applications in the most recent batch for the current date are listed. A new batch is created
when the:

= Current batch includes 10 applications. A batch of manually-entered
applications can include from 1 to 10 applications. If an 11" application is
entered, a new batch is automatically created and the new application becomes
the first application in the new batch.

« Calendar date changes. For example, if you manually enter 5 applications on
Monday they are all placed in Batch #1. On Tuesday, the first application
entered manually is placed in Batch #2.

Page Functions
[ Add New Application ... ] Click to display the Validate window to begin entry of an application.
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Section 2: Applications

Adding a Manual-Entry Application

A manual-entry application is added using the Validate window, also called the Validation
Workspace. This window includes:

« Students group where student(s) are added from the application.

=  Household Members group where all people living at the residence listed on the

application are added.

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

-
/=) Primerofdge - Validate - Windows Intemet Explorer | B

Site Grade Foster Birth Date

MNo records to display. |

B

SNAP W & Homeless Migrant Runaway
Household Members Optional Info... | Guardian Info .. | Add Member ...

Name Income Type Income Amount No Income

No records to display.

Household Size: 0 Total Income:

Applicant SSN: A | No SSN A Signature A Language

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

Pending Application H Comments |
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Section 2: Applications

To add a student to a manual entry application

Add New Application ...

1.) Click to display the Validate window.

2.) In ID, enter the student’s assigned ID.

_OI'_

Click Lookup ( E ).

The Lookup popup displays. Use the search conditions (Student ID/SSN, Last Name,
First Name, and Grade) to find the student information.

Select (highlight) the student listing and click to add the student to the

application.

Add New Application ...

User plate

- 1

‘=) PrimercEdge - Validate - Windows Internet Explore

Students

D Name Site Grade Foster Birth Date

) Ezqrgsioiispliv..

ol-] &

E PrimeroEdge - Lookup

. ) § =
p Area Site Code Site ™
. SCHOOLS [»| | ~ALL- [+] |-ALL- =] =
. ]
m Student ID/SSN_ Last Name First Name Grade Status u
. ]
s c ~All-  [¥]| | Active [¥] -
. ]
(o) :
u
A NS E NN NN EEE NN NN S SN NN NSNS EEEEEEEEEEEEEN

Name D School Name Grade | Birth Date

> ANTHONY WAYNE 6981 MIDDLE SCHOOL 8 10/10/1996

> BRAEDEN DEVANTE 1247 HIGH SCHOOL 10 5/29/1994

> PHILLIP MICHAEL 6988 MIDDLE SCHOOL 8 10/10/1996

> TYLER CHASE 8311 HIGH SCHOOL 9 10/6/1995

> ZACHARY RYAN 0533 MIDDLE SCHOOL 7 7/3/1998

; ALEXANDER BRAYAN 6792 ELEMENTARY SCHOOL 1 3/3/2004

- llllllllllllllllllllllllllllllllllllllllllllilllll-
L] AMANDA DAWN 8496 HIGH SCHOOL 7 4/1/1998
"ll1%&&#85#llllllllllllﬂafllllI*GHSH_@OLIllllllllq.‘l!fﬁi’;ﬁlll
> BRENNON 0348 HIGH SCHOOL 9  1/8/1996
> CAMBERLEY BROOKE 4080 ELEMENTARY SCHOOL 3 4/26/2002
M 4 |3 2345678910 .|F|H Page size: ‘10 '| 1001 items in 101 pages

EE B
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Section 2: Applications

Adding a Pending Student

If the student does not have an assigned 1D, click Add New Pending Student ( 2 ) in the
Validate window.

To add a pending student

1.) Enter/select as much information about the student as is available.

2.) Click

Student ID
First Name William

Last Name Jones

) Site Code
se = | i HIGH SCHOOL

Grade 11 [+]

Foster Student
Birth Date 6/23/1995 &

Cybersoft Technologies | Student Eligibility User Manual Page 23



Section 2: Applications

Adding SNAP/TANF

To add SNAP/TANF

1.) In Case #, enter either the Supplemental Nutrition Assistance Program (SNAP) or
Temporary Aid for Needy Families (TANF) identification number.

2.) In the drop-down list, select the benefits type.

3.) Click Add Benefit Recipient ( x ) and enter the name of the individual who is
receiving the SNAP or TANF benefits.

Students

Mame Site Grade | Foster | Birth Date

JONES, WILLIAM 6/23/1995

m Case # 123456789 I TANF 7] [CIHomeless Clvigrant CIRunaway
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Section 2: Applications

Processing Direct Approvals

Direct Approval options are shown if the “Show Direct Approval options on Validate page”
system setting is enabled. This setting is found in the [System] module in the Management >
System Settings function.

These options are shown here simply as a reminder to process applications with any of these
options checked through the Administration > Direct Approvals function.

1D Name Site Grade | Foster | Birth Date

D JONES, WILLIAM 6231905 & TH

(] L

" L]
Case # 123456789 TANF[=] & = Homeless [CMigrant CIRunaway®
L]

If a Direct Approval option is selected, a message appears to alert you to the proper procedure
for processing these types of approvals.

i B
Message from webpage M

. Please process this application wvia Direct Approvals if Homeless,
JA Migrant, or Runaway status is required.
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Section 2: Applications

Adding Household Members

To add household members

Guardian Info ...

Click

2. Enter the parent/guardian name and select or enter an address.

3. Click .

Add Member ...
4. In the Household Members group, click b

5. Enter the member name and enter the income or select No Income.

6. Click
If your district offers other benefits to students, such as health insurance, textbook assistance,
etc., the Other Benefits... button will be available in the Household Members group.

Household Members Optional Info.. Guardian Info .8l Add Member ...
L =

Name Income Type Income Amao

ABELS, SAM

PrimeroEdge - Guardian Information

NN NN NN SN NN SN NGNS NN EEEEEEEEEEEEEEEEEEEEEEEE
Guardian Name

[ﬁ PrimeroEdge - Add / Edit ouse olc_l

Jonny Abels

u
= Member Name

@ Address in PrimeroEdge v Jane Smith Campbel

L]
L]
L]
L] L]
L] L]
L] L]
L] L]

L]
Address: 4209 POWELL ST a1 Income .
L]
City: State: Zip: : :
= Job $1,000.00 Monthly [=] .
Home: 6484 Work: 7546 . .
il Alimony Monthly =] .
L] L]
L] N L]
() Address on Application v - Refirement Monthly IZ| .
L] L]
. x| Other Monthly [=] :

L]

Address: u : :
. . [T No Income =
City: State: Zip: . . .
L] " L]
Home: Work: = . .
. : .
L] .‘ :

ancel

w
1
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Section 2: Applications

To select other benefits for the household

Other Benefits. ..

1. Click

2. Select one or more benefits.

3. Click .

Household Members 1 Other Beﬁts... Guardian Info ... | Add Member ...
- |

MName Income Type MCOME AMmOoun Mo Income
Jones, William v :‘
Jane Smith Campbell $1,000.00{M) _/' :
- | 'S
[=] Other Benefits CX7]

[CTextbook Assistance

tudem Health Insurance
[CIgand Uniform

O«

Household Size: 0 Total Income (M) $1,000.00

]

Cancel
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Section 2: Applications

Adding Optional Information

To add additional information, such as ethnicity, race, and other benefits

. Optional Info...
1 Click _

2. Select Ethnicity, Race, and/or Other Benefits.

3. Click |

Household Members 1 Optional Info... fGuardian Info ... | Add Member ...

MName Income Type Income Amo No Income
ABELS, SAM s B
Optional Information X

Ethnicity
':'Hispanic or Latino
() Not Hispanic or Latino

@ Not Provided

Household Size: 0 Total Income (Y) $0.00

Race

[ Asian

[7] American Indian or Alaskan

["]Black or African American

[7] Native Hawaiian or Other Pacific Islander

[T White

Other Benefits
[ Textbook Assistance
[7] student Health Insurance

[7]school Fee Waiver

e Cancel
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Section 2: Applications

Adding Application Details

To add application details
1. In the Details group, either:
= Enter the applicant’s Social Security Number, or
« Select No SSN.
2. If the application is signed, select Signature.
By default, English is selected for language. Make a different selection, if needed.

‘When all required information is supplied, the application status changes to “Valid” and
eligibility is determined.

T H B R TR MR T T Y R TR W e T —— ;
Applicant SSN: 123455789 [ No SSNEE Signature Language: English [~
R -
) Eligibility Basis “alid Until
Valid FREE FOSTER  7/31/2013

’ Delete ” Pending Application H Comments
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Section 2: Applications

Adding Comments

To save other information with the application, on the Validate window:

1. Click Comments in the Details group.

2. Enter up to 500 characters for comments.

Add Comment
3. Click
4. Click .

Applicant SSN: 123456789 [C] No SSN Signature Language: English ||

) Eligibility Basis Walid Until
Vaid FREE FOSTER  7/31/2013 o
[ Delete ] ’ Pending Application ] ’ Comments ]
PrimeroEdge - Application Comments Q

New Comment (Limited to 500 Characters)

Add Comment

Previous Comments

[ Cance.J
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Section 2: Applications

Saving an Application as Complete

When all information from the paper application has been entered into the Validate window and
all required information has been supplied, the application status is “Valid”.

Ll ——

On the Manual Entry page, the application is listed with a status of “Processed”.

Applicant SSN: 123570 Signature Language: Englis

Eligibility Basis Walid Until
FREE FOSTER 7131/2013

l Delete ] l Pending Application ] l Comments
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Section 2: Applications

Saving an Application as Pending

To save the application but not process the application as complete:

Pending Application

1.) Click

2.) Select a reason for the pending status (required) and enter comments in Comments
(required).

Ok

3.) Click

The added application is placed in an application batch. The application listing appears
in the Applications in Batch # list with a status of “Partially Validated”.

Applicant SSN: 1234587599 7 Signature Language: English [~]

Eligibility Basis Valid Until
FREE CATEGORIC 7131/2013

[ Pending Application [§ Comments

Eg Add Pending Application X7

M
= Select a reason

@] Missing PFD information

O Restored Application

) Foster Child Application with multiple students listed
O Incomplete

O Incorrect income information

O Incorrect SNAP/TANF information

O Missing household members

O No Signature

) SSN information missing/incorrect

O Possible duplicate information

O Online Application: Unmatched student

O Reapplying after verification

Comment Limited to 500 Characters

oK Cancel
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Section 2: Applications

Validation is the process of ensuring that PrimeroEdge recognized

Applications the parent’s handwriting correctly and that the application is
complete. Unlike scanning, Batch Validation can be done from
Scan any computer with access to PrimeroEdge.
By default, on the Validate page:
Manual Entry Y ’ pag
= Batch # is empty/blank.
Walidate .
{b = Batch Status is set to “Accepted”.

INULITY

Smart Bin

Master Index

Validate page
Batch # Batch Status
OR | Accepted V| |Apply

Application Batches
Batch # Total Applications Received Date Batch Type Batch Status Date Checked Out Checked Out By
408 1 8/21/2012 Scanned Accepted 4/18/2013 Cybersoft Support
409 1 8/21/2012 Scanned Accepted 12/14/2012 Cybersoft Support
410 1 8/21/2012 Scanned Accepted 12/14/2012 Cybersoft Support
411 1 8/21/2012 Scanned Accepted 12/18/2012 Cybersoft Support
415 3 8/24/2012 Scanned Accepted 3/15/2013 Cybersoft Support
416 3 8/24/2012 Scanned Accepted 3/13/2013 Cybersoft Support
420 1 9/13/2012 Manual Accepted Check-In
452 6 12/19/2012 Scanned Accepted 5/1/2013 Cybersoft Support
509 9 5/14/2013 Scanned Accepted Check-In
510 10 5/15/2013 Scanned Accepted Check-In
‘1 ‘T 2 |L |7 Page size: 12 items in 2 pages

Page Functions
Click to refreshes the page to display all batches meeting the selected

conditions.
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Section 2: Applications

Validating an Application

The Validation Workspace is divided into four (4) groups:

= Application Image (left side) - move the mouse cursor over the application to

magnify hard to read or small print.
= Students (top right)
= Household Members (middle right)

= Application Details (bottom right)

Application #: 1470 {1 of 1) Bawh#: 481  Swdents
- Grade  Foster Birth Date
I_ F_mﬂﬂ-ﬁlr'ﬂwmﬂw}:uw:wmm:‘mxfmmmmn:!uucm- —i | JEANIE P 4 B
PART 1 — Wames of ALL Children in Scheal -
Last Name Frst Nama W Dmamm  mer e Schect B - oo [ BRENDA L o4 L
Jeanie 3/1372000 06 :| i
Brenda Lane 5/15/2003 04
_ SNAPITANF ,.IEU“!EH [ Case # TN v| & Homeless (] Migrant [ Runaway
fasston mr 1
of your househald recaives SNAP or TANF indicate W Homesss Migrses Rueusy
- ousehold Memb Optional Info.. | Guardian Info .. | Add Membes ..
FROM LAST MONTH 3 [—
== Name Income Type Incame Amount Nolncome
S — L8 3 i s e s 13 wseiads W= Worky, - Evry 2 woekn T = T oa s, =iy ———
g Jeanie 7 T
P el R~ — el M- = -
earpasmnsues. B 2zo4ss B 5020 g . Brenda L sk
Jeanie X 000 000 000 000
L L)
Benchl |y 000 s oo |, 000 000
u
PART U
Household Size: 2 Total Income (Y) $0.00
S e

—— e o et v g
et YT wenwn R — = - F—;

fonn' B e Applicant 55 Mo S5M Signature  Language] Englis

James 8502 5125

St e P B mece ) Eligibility Basis Walid Until

1313 Mockingbird Lane == FREE CATEGORIC 713112013

PART 6 — Race and Emnieity

[risechryy ssan — - TR TR Application #: 1470 |De\me”9emimgAan\:anon ;Cnmmanls“

PARTT—

T, st s by st
s — I

4= Previous

Save & Next =p
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Section 2: Applications

Students Group

The Students group of the Validation Workspace allows you to confirm or lookup students to
ensure the system recognized the parent’s handwriting and the correct students are listed.

Student information is automatically displayed if the SSN/ID listed on the application matches
a student in the database.

D Name Site Grade | Foster Birth Date

JEANIE 06 O] 3/13/2001 &

L

-
|Z| BRENDA L 04 [ 5/15/2003 39
-

Case # b 3 [THomeless ["] Migrant [] Runaway
Student Data
Field Description
1D The caution icon signals that the student is in a special status such as the

student already has an approved status for this year or was selected for
verification. Hovering over the icon displays the approval status and reason
and shows the application number when appropriate.

When an application lists a student with no Social Security Number/Student
ID, “NO SSN/ID” is listed in the Name field and the 4 icon is shown.

Name Student’s name as it appears in the Primero database
Site Numeric school identifier
Grade Student’s grade level

Birth Date Student’s birth date as stored in the Primero database
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Section 2: Applications

Field Description
(Approval Application approval status and reason (hover the mouse cursor over the
status) icon).

. Add new pending student; click to display the Add Pending Student

popup.

) Pending student; click to display the Add Pending Student popup.
i N

1 No student in the database matches the provided information;

Possible reasons: latest student information import file did not
include the student SSN; SSN was written incorrectly; SSN is not
kept in Primero.

TN Student already has an approved status for this year; If a student

listed on the application is Directly Certified, you are given the option of
extending those benefits to all students on the application upon saving. The
application is then no longer eligible for Verification

Delete - o
S(tu dent) Click Delete ( == ) to remove the student listing from the Students group
Case# Student’s family identifier for the Supplemental Nutritional Assistance
Program (SNAP)/Temporary Assistance for Needy Families (TANF)
programs; enter the identifier and select the identifier type
2 Click to add or view beneficiary name; if the applicant is receiving benefits,

the beneficiary name must be included with the application.

Direct approval options; these options cannot be selected on this page; direct
approval status is designated when the student(s) is processed through direct
approval activities.

Page 36 Cybersoft Technologies | Student Eligibility User Manual



Section 2: Applications

Messages

If any of the students on the application are currently on another previously verified application,
this message is shown when validating a new application for the first time.

A caution icon is shown for the student in the Students list. Hovering over the icon displays
“This student was selected for verification on application ###”.

See Section 7 for more information on how to handle applications of this nature.

l Meszage from webpage I

One or more students on this application were selected for Verification.
Did the Household submit proof of income with this application?
YES—If you have proof of income, continue validating as nermal,
MO—If not, mark this application as "pending” and print a Subsequent
Motice from Verification Tracking for the first application,

Adding Students

Students are combined in a “household” when they are processed on the same application. If
PrimeroEdge recognizes that there are additional students in a household that have not been
added to the application a message is displayed along with the Add Students button. It is always
best to take the application at face value and only add the students that the parent listed.

In the first year that you process applications with PrimeroEdge there will be no prior household
history so you will not see the Add Student button.

To add a student, in the Students group:
1. Enter the Student ID in the ID field: enter the entire ID or just the last 4-5 digits.

-0r-

Click Lookup ( D ) to open the Lookup popup.
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Section 2: Applications

Adding a Pending Student

When Lookup does not find a student, click the & or & icon in the Students group to display
the Add Pending Student popup.

In the Add Pending Student popup:

1. Enter student information.

K
2. Click to save.

Pending Students are placed in the Smart Bin which will be explained in a later section.
Continue processing the application as normal.

Removing Students

To remove a student, click Delete ( =) in a student listing.

A student is removed when the wrong Student ID was written on the application, the wrong
student was accidentally selected, or when the handwriting on the application was so large that it
took up two lines and the system interpreted this to be two students.

Adding SNAP/TANF Benefits

Only one SNAP or TANTF identifier is entered on an application when the System setting
Application has one TANF# for all students is set to “Yes”. Household Members and
information do not have to be entered. The application must be signed by an adult.

1. In Case #, enter a SNAP/ TANF number and select the benefit type.

2. Click Add Beneficiary ( L ) and enter the applicant’s name.

ID MName Site Grade | Foster Birth Date

JEANIE 06 A 3132000 &

-]

BRENDA L 04 A 5/15/2003 &
-]
-]

2

Case # TanF v & [[IHomeless [ Migrant ["|Runaway
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Section 2: Applications

Homeless, Migrant, Runaway

Processing an application with one of these options selected is discussed in the Direct Approvals
portion of Section 3. This type of application should be removed from the batch—they are
scanned in a different function of PrimeroEdge.

Batch: 373

Application 1334 (8 of 10)

Free and Reduced-Price Meals Household Application for 2011 - — Wesi imi
USE BLACK OR DARK BLLIE [NK, mep:a TLY, COMPLETE omﬁﬁxm nor\rl P\g\? JETSESO"H" Education I
PART 1 — Names of ALL Children in School

Last N
ame: First Mame Mi thn*m:"h baki® Grade Schoot Studenl WVEIS 8 (Pubdic Schaels)

—

A dolAon 8¢ orar Pk . i 9632

¢ Dealew 0723061 0} 3729
L Raasidys ex1199 06 o 2993
PART 2 — SNAPITANF NUMBER SN TANF
¥ sy ma=ber of your houtehok recaeves SHAP or TANF A BHI TO PART 51
PART 3 — HOMELESS, MIGRANT, RUNAWAY Homeless Migrant Runaway
¥t chuid yius e PO o & homeiess, MIGInt o Fumsmey, checs 1ne Bopmap-aos box and o ¥R County conaeet %‘

PART 4 — HOUSEHOLD MEMBERS AND GROSS INCOME FROM LAST MONTH

Household
L DACH DTSN ) L heutahol! For i farson whh secint incoesd, et e amiurt - oerwed 3l 4 1 e s . o] umtar o (g bring
. !; o s}

1. Name (Last. First) ’a:‘,'“‘ 3. Income and how often it is received: W = Weekly, E = Every 2
No

weeks, T = Twice per month, M = Manih
List g e i Househaold, Earnings from Work  How  Waltare Paympets, o o Eati " o
— d Ofen? Chid S 5

How Otther
Ofen? ub:m”’

If any of the Direct Approval options are selected in the Validation Workspace, a message
appears to alert you to the proper procedure for processing these types of approvals.

i B’
Message from webpage M

. Please process this application via Direct Approvals if Homeless,
-_Jé Migrant, or Runaway status is required.

Foster Student

When Foster Student is selected for any student (check mark applied):
= Foster children can be included on an application with “non-foster” students.

» A student marked as “Foster” is assigned “Free” eligibility with reason of
“Foster”.

Other students on the application not marked “Foster” are assigned eligibility based on
household income.
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Section 2: Applications

If all students on the application are marked “Foster”, then application is a “Foster” application
with all students assigned “Free” eligibility with a “Foster” basis.

1D Name Site Grade Foster Birth Date
B PETTER, JEANIE w246 06 |3z & E
120301 E PETTER. BRENDA L w246 04 552003 & B

[-] L

Case #2212222222 | TANF v| & [TTHomeless ["] Migrant [] Runaway

Household Members Group

The Household Members group includes all members listed in the household and if the member
has income.

. Add Member ...
=  Click ember to add new members.

= Click Edit ( i’ ) to change a member name or income.

= Click Delete (Eq) to remove a member.

Household Members Optional Info... | Guardian Info ... | Add Member ...

MName Income Type Income Amount No Income

-
Jeanie F 4

.,
Brenda L r 4

Household Size: 2 Total Income (Y) $0.00
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Add Member

To add a household member

1. Click Add Member ... .

2. In Member Name, enter the
3. In the Income group, either:
= Enter the income(s) received by the household member, or

= Select No Income if the member does not receive any income.

4. Click

Household Members Optional Info... | Guardian Info ... ‘ Add Member ...

MName

Income Type Income Amount

ABELS, SAM

Ej Primero - Add [ Edit Household =S

SN SN NN NN SN NS NN NSNS EEEEEEEEEEEEEEEEEER

:Member Name
: Member 1 :

) Income
Household Sizg

Job $1,722.00 Twice a Month I
Alimony  $0.00 Monthly
Retirement  $0.00 Monthly
Other $0.00 Monthly

Mo Income

EN|EN|ERjEN
A EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENTY
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If one Member receives income monthly and another receives income weekly,
PrimeroEdge converts incomes that are of mixed frequency to a yearly total which is
displayed in Total Income.

If all income is received with the same frequency, no conversion is necessary. The total
income and corresponding frequency are shown in Total Income.

The dollar amount in Total Income is compared against the appropriate Income
Eligibility Guidelines.

Household Size

Household size is the total number of people listed on the application. After completing the
Household Members validation, verify Household Size.

If Household Size does not match the number of people listed in the household section of the
application, an error is displayed in the Application Details group of the Validation Workspace.
You may need to add or remove household members.

Guardian Info ...
In the Household Members group, click to view the address and phone

number info PrimeroEdge recognized from Part 5 of the application.

Guardian Information

Address in Primero is the address on file for the youngest student listed on the application.
Select one address to use on the notification letter.

The Address on Application is likely to need correction, verify it matches what is on the
application image.

Selecting Address on Application does not update, change or modify the address associated
with any student, it only tells PrimeroEdge which address to use for the notification letter.

E Primero - Guardian Information ]

Guardian Name

@ Address in Primero

Address:
City: WESTON State: WV Zip: 26452

Home: Waork:

) Address on Application 2

Address: 123 Pleasant View
City: Weston State: WV Zip: 12345

Home: 555-555-5555| Work:  555-555-1224
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Application Details

The Application Details group of the Validation Workspace allows the user to edit the
Applicant SSN, Signature checkbox, Language and any other errors that make the application
invalid. The application validity and status determination are displayed in this area.

In the Application Details group:

Applicant SSN:

Valid

Application #: 168

Mo S5N ¥| Signature Language: English IZI

Eligibility Basis Valid Until
FREE INCOME 713112011

| Add for Verification || Delete || Pending Application || Comments

« In Applicant SSN, only the last four digits of the adult social security number is

required.

= In No SSN, select or clear as needed.

» In Signature, select if the application is signed or clear if unsigned.

= In Language, select a language.

PrimeroEdge reads the application language based on the barcode included on the application.

Notifications and other FRE related documents are printed in the language selected here.

If the

Comments*

application.

Completing Validation

button displays an

“*”, previous comments have been saved with the

When all information on the application is complete, you can do one of the following:

= Delete

= Place the application in Pending

» Add comments

» Add the application for verification processing
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Deleting an Application

In the Application Details group:

Delete
1. Click to remove the application. A warning message is displayed indicating the
results of deleting an application.
Yes
2. Click to continue.
No
3. Click to return to the Validation Workspace.
The Delete Application popup displays.
4. Select the reason for deleting the application.
Enter Comments.
6. Click to delete the application.
Cancel Cancel =
7. Click , , Or to close the Delete Application popup and return
to the Validation Workspace to not delete the application.
After an application is deleted, it can only be accessed via the Smart Bin which is
explained later in this manual.
Pending an Application

If an application does not have enough information to make a determination, it can be marked

“Pending” by clicking

Pending Application

In the Add Pending Application popup:

1.

Select a reason for pending the application.

2. In Comments, enter text describing the reason for pending the application.

3.
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Adding Comments

Comments

Comments are attached to an application by clicking

In the Application Comments popup:

1.) In New Comment, enter comment text.

Add Comment

2.) Click

& Note
The date, time, and username are listed with the comment text in the Previous
Comments group. Previous Comments cannot be edited or removed.

Saving an Application
‘When an application has a status of “Valid” and an Eligibility determination is made, it is ready
to be saved.

If you ask to save changes when the application status is not designated “Valid”, the system
automatically marks the application as “Pending” and the Add Pending Application popup
appears with the reason for the pending status selected.

You must enter comment text before clicking . Otherwise an error message appears.

Applicant SSN: No SSN Signature Language: English [~ ]
] Eligibility Basis valid Until
Valid FREE INCOME  7/31/2013
Application #: 5129 | Add for Verification || Delete | | Pending Application || Comments |

4= Previous Save Save & Next =p

= Click “ to save changes and close the Validation Workspace.

«  Click Msssssman  to save changes and display the next application in the
batch in the Validation Workspace window.

Save & Next . .. .
= A grayed button ( ) is shown for the last application in

the batch (unavailable). To save changes and close the application, you must

cicc I
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Viewing a Batch Summary

The Batch Summary page appears when you save the last application in the batch. All relevant
information pertaining to this batch is displayed here.

Notification can be completed from this page (recommended after each batch is completed).

Validating initiates a “check out” for that batch and prevents other users from accessing the
batch until validation is complete or the batch is checked in.

Batch Summary

« Back to Batch List

‘a Check-In Batch HSlzrt Validating this Batch ‘

There are applications in this batch that are not processed.

Batch Summary

Batch #: 481 Total Free: 0 Application Approval List H Batch Cover Sheet |
Total Applications: 1 Total Reduced: 0
Total Processed: 0 Total Paid: 0

Application Summary ‘

Application # Eligibility Basis Application Status User Date ]

1470 Partially Validated 02/22/2013

A user with proper permissions can check in a batch that is currently checked out by another
user. This is helpful if someone leaves without completing the batch or checking it in.

) =« Check-In Batch ) o
Click to check in a batch to allow others access before validation is complete.

Starting Validation

On the Batch Summary page, to begin the validation process:

. ‘Start Validating this Batch

1. Clic
the batch.

2. Click an Application # link to start validation with a particular application in the batch.

to start the validation process with the first application in

Application Status

Two reports are available on the Batch Summary page that provide information about
applications:

. Application Approval List . L
1. Click to display a report of the applications that have been

processed for the current date. This report is described in a later section of this manual.
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Batch Cover Sheet

2. Click

This report is described in a later section of this manual.

Batch Summary

= Back to Batch List

| « Check-In Batch || Start Validating this Batch |

Batch Summary

There are applications in this batch that are not processed.

-
Batch Cover Sheet | ®
-

Notifying a Batch

Batch #: 481 Total Free: 0 : Application Approval List

Total Applications: 1 Total Reduced: 0 = .
assssssnsnsnnnbosnnnnnnnsn

Total Processed: 0 Total Paid: 0

Application Summary

Application # Eligibility Basis Application Status User Date D

1470 Partially Validated 02/22/2013

to display a summary of applications scanned in this batch.

Recommendation: Generate notification letters from the Batch Summary page as each batch is

completed.

To generate notification letters, select the Notify d:' ) check box.

Batch Summary

«Back to Batch List

‘ « Check-In Batch H Start Validating this Batch ‘

There are applications in this batch that are not processed.

Batch Summary

Batch #: 408 Total Free: 0 Application Approval List H Batch Cover Sheet
Total Applications: 1 Total Reduced: 0

Total Processed: 0 Total Paid: 0

Application Summary

Application # Eligibility Basis Application Status User Date

1394 Accepted Cybersoft Support 08/21/2012
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Notify prints notification letters for applications after they have
Applications been processed. Letters are printed for one or more batches,
individual recipients, or a combination of the two, if needed.

scan Notification letters are addressed to the parents of the youngest
Manual Entry student included on the application. The address used is the
PrimeroEdge database address for that student, unless
Validate “Application Address” was selected on the Guardian Info tab.
Noti All students processed on the application are listed in the grid on
@'fy the letter (see Letter Templates).
S By default, on the Notify page:
Master Index = Batch Status is set to “Notified”.
Notify page

Batch Status

Batch to Notify

7 Batch # Total Applications Received Date Checked Out By Date Checked Out Batch Type

A 399 1 7/16/2012 Online

| 402 3 7/20/2012 Online

| 403 1 7/2142012 Manual

| 417 1 8/28/2012 Manual

A 425 1 9/22/2012 Manual

O 427 1 9/26/2012 Manual

D 429 1 10/11/2012 Manual

A 432 2 10/26/2012 Manual

D 433 1 10/29/2012 Online

A 443 1 11/30/2012 Cybersoft Support 4/19/2013 Manual
|L ‘T 2 ‘L |7 Page size:|10 ~ 18 items in 2 pages

Page Functions

Click to refresh the page to display all batches that meet the
selected criteria.
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Sending Notification for Applications in a Batch

To send notifications for applications in a batch

1. Select one of the following:
= Select O in the first column header, to select all batches for notification, or

= Select 1 in individual batch listings to specify batches to notify.

(Selecting E1 causes the button to display.)
Click Nt

3. Select one print order option.

4. Click .

5. Select the printer and any necessary settings in the printer dialog, and click .

Batch Status

Batch to Notity a
[ Batch # Total Applications Received Date Checked Out By Date Checked Out ype

N

399 1 7/16/2012 Online

-
B 402 3
B 403 1

Print Order by

[«
"
i
&
A

: @ Site
: © Application
:

il Print ﬂ1

™
I~
I
-

™
i}
i

427

‘4&
R
&
=
EEEEEEEEE®

™
&2

]
~

15

':rIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
i

‘4&

e

— 0 0O O 00

r— Printer
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE,

Name: EI CHEEIR Merox WorkCentre ¥ 48 vl: Properties... |
Status: Ready /

Type: ¥eroe WoarkCentre

-
]

items in 2 pages

Where:
Comment: Color Printer & Scanner [~ Print to file
r— Print range Copies
@ Al Number of copies: |1 =

 Pages fmm:l to:l
5 3 2 3| W Collate
 Selection 1 1

ok || cancel |

e
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Sending Notification for Selected Applications

To send notifications for selected applications
1. Click the Batch # link in the Batch # column.

2. Click O in the first column for each letter to print (add check mark).

3. Click .

4. Select the printer and other necessary settings, and click .

5. Click Close Application List

Batch Status
Batch to Notify ‘
) Batch # Total Applications Received Date Checked Out By Date Checked Out Batch Type
399 1 7/16/2012 Online
B 402 3 7/20/2012 Online
403 1 7/21/2012 Manual
memaEEE,
L]
= oAy = 1 8/28/2012 Manual
AEEEER I.
425 1 9/22/2012 Manual
B 427 1 9/26/2012 Manual 3
B 429 1 10/11/2012 Manual
432 |
B w2 Close Appication Lig| | Print |
[ 433
A . : |:| : Application Number Eligibility Basis
=== L
= G | |
[} » = X4
|7|1 2 T ] Print s
-
. H — Printer
o 1 SEussssssssssssssssssssssssasnas, :
Name: = I\\ WRicoh Aﬂcicj = FProperties... |
PR epe——_
Status: Ready
Type: Ricoh Aficio 1050 PCL /
Where:  Consulting Printer Area «
Comment: 10.0.0.241 [~ Print to file
— Print range Copies
o Al Mumber of copies: I'I $
" Pages from: |1 to: |3 I
1 2 3| W Collae
= Selection 1
‘ ok || Cancel

Applications in Batch #385 Close Application List

|:| Application Number Eligibility Basis

1377 Reduced Income
|:| 1378 Free Income
1379 Reduced Income
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Smart Bin collects applications marked as “Pending”, or
applications that include Pending students, or applications that
have been Deleted. These applications can be opened and
Scan modified.
Manual Entry Pending Students displays all students that were not in the
database at the time the application was being validated.
Validate Applications with Pending Students can be processed from the
Smart Bin when the students are included in the PrimeroEdge
Natify database.
Smart Bin Pending Applications lists all applications marked as Pending
,{r_r,) during validation. When more information is received such that
IR the Validation process can be completed, the application is

processed through the Smart Bin.

Applications deleted from the Validation Workspace window are stored in the Smart Bin.
Deleted applications can be viewed and restored from the Smart Bin Deleted Applications list.

By default, on the Smart Bin page:
= Pending Students is selected.

= All is selected in the display options group.

Smart Bin page

@ Pending Students _) Pending Applications () Deleted Applications

Smart Bin Pending Students @ All ) Potential Matches () Matched | Pracess All Matches| Find Matches |

Student ID Last Name First Name Site Code Grade Birth Date Application Application Status Matched Look Up
Jon 4 6/27/2006 1409 Partially Validated ' E Vd
Peter PK 12/21/2011 1406 Partially Validated E .’.
Brenda 4 5/15/2003 1470 Fartially Validated E /s
Jeanie B 3/13/2001 1470 Partially Validated E .’.
William 1 6/23/1995 1432 Processed E rd
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Page Functions

Find Matches Click to display students matching validation criteria.

[ Process All Matches ] Click to update the Validation Workspace and assign
eligibility determination to the matched students.
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Processing Pending Students

To process pending students

1. Select Pending Students.

2. In a student listing, click Edit ( ).
The Smart Bin page expands.
3. Make changes as needed and click Update to save changes.

When information provided at the time of validation appears to match a student in
PrimeroEdge, a &4 icon is displayed in Matched.

Click B in the student listing to search and confirm a match using the process
described in Validate (see pages 33—45).

A green check mark (% ) is displayed in Matched when the information provided at

the time of validation is confirmed or the edit process described above matches a student
in the PrimeroEdge database.

Click ‘ Process All Matche5|
1C

to update the Validation Workspace and assign the eligibility
determination to this student.

5. crick LY ) print the letter(s) now, or

Click M to print the letter(s) at a later date.
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EEmsEmEEEEEEEE

@ Pending Students ® (U Pending Applications () Deleted Applications

Smart Bin Pending Students

Refresh

All () Potential Matches ) Matched | Process All Matchesl Find Matches |

Student ID Last Name First Name Site Code Grade Birth Date Application Application Status Matched
Jon 4 6/27/2006 1409 Partially Validated
Peter PK 12/21/2011 1406 Partially Validated

Brenda 4 5/15/2003 1470 Partially Validated

@ Pending Students () Pending Applications  (_ Deleted Applications

Smart Bin Pending Students @ Al () Potential Matches () Matched | Process All Matches | Find Matches |
Student ID Last Name First Name Site Code Grade Birth Date Application Application Status Matched Look Up

6/27/2006 1409 Partially Validated
EEEEEEEE

1 Student ID:

u Last Name:

L]

: First Name: Jon

. Site Code Site Grade
L]

Grade: ‘ V‘ ‘ V| |__ SELECT -
irth Date: 6/27/2006 H
Update
NN NN NN NN NN NN NN NN NN NN NN NN NN NN NN NN NN NN EEEEEEEEEEEEEEEEEEESE .
Peter PK 12/21/2011 1406 Partially Validated |I| #
Brenda 5/15/2003 1470 Partially Validated

@ Pending Students () Pending Applications () Deleted Applications

Smart Bin Pending Students @ Al Potential Matches Process All Matches | Find atches

Student ID Last Name First Name Site Code Grade Birth Date Application Application Status Match Look Up

Jon 4 6/27/2006 1409 Processed ¢

Peter PK 12/21/2011 1406 Partially Validated

laania ra £132001 1430 Barially Validated

.
Do you want to print notifications for the matching studentsZ, §ocd

Brenda 4 5/15/2003 1470 Partially Validated E /.

Page 54 Cybersoft Technologies | Student Eligibility User Manual



Section 2: Applications

Viewing Application Information and Processing Pending Applications

To view application information and process pending applications

1. Select Pending Applications.

2. Click Expand ( * ') to show options for working with the pending application.

3. Perform one or more of the following actions:
Click to display the application in the View Application window.

Click to open the application in the Validation Workspace to complete the
validation process.

Delet:
Click to delete the application.

.
*) Pending Students : @ pending Applications

lications

Smart Bin Pending Applications

Refresh

Reason Date Added User Comments.

Missing household members /25/2013 1:42:00 PM Cybersoft Support Applicant did not pr...

> 1404 Missing PFD information /10/2013 2:08:00 PM Cybersoft Support Applicant did not pr.
> 1406 Restored Application 10/29/2012 11:06:00 AM Cybersoft Support Deleted App Restored
> 1409 Incomplete 11/13/2012 3:07:00 PM Cybersoft Support Applicant did not pr.
> 1a1 Restored Application 11/30/2012 %:56:00 AM Cybersoft Suppart Deleted App Restored
> 1423 Possible duplicate information 11/19/2012 11:21:00 PM Cybersoft Support Applicant did not pr..
> 142 Possible duplicate information 11/19/2012 11:36:00 PM Cybersoft Suppart Applicant did not pr..
> 1428 Restored Application 11/30/2012 8:56:00 AM Cybersoft Support Deleted App Restored
» 143 Missing househald members 12/18/2012 3:56:00 PM Cybersoft Support Applicant did not pr..
> 1 SSN information missingfincorrect 12/19/2012 3:06:00 AM Cybersoft Support Applicant did not pr..
LR ‘I‘ PARSIL] Page size: ‘107“ 19 items in 2 pages

Validating an Application

In the Validation Workspace:

Clicking displays the application in the Validation Workspace.

1. Make changes as needed to the application. See pages 33—45 for information on the
validation process.

2. Click — to save changes and process eligibility of the application.

Dk Note
Don’t forget to print the notification letter for this application.
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Processing and Restoring Deleted Applications

To process and restore deleted applications

1. Select Deleted Applications.

2. Click Expand ( * ) to show options for working with the deleted application.
3. (Optional) Click to display the application in the View Application window.

4. Click to move the application to Pending Applications in Smart Bin.

5. Click | " | to open the application in the Validation Workspace to begin the

validation process, or

No

Click

to display the Smart Bin page.

) Pending Ay @ Deleted Applications .
n

Smart Bin Deleted Applications
Other [plea:

) Pending Students

Application #

> 132
> 13 Other [pleas) . = . N & .
' Pending Students ' Pending Applications @ Deleted Applications
> 134 Other [plea:
¥ 135 Other [pleas
» 13 Other [pleat Smart Bin Deleted Applications
198 Other pleag ¢
382 Students ar
418 Students are Application # Reason Date Added User Comments
> 424 Students an > 132 Other (please specify in comments) 8/20,/2010 9:58:00 AM used for set up with...
» 455 Students are > 133 Other (please specify in comments) 8/20,/2010 9:5%:00 AM used with set up for...
K < 2 N Page siz3 > 134 Other (please specify in comments) 8/20/2010 10:01:00 AM use for set up
N > 135 Other (please specify in comments) 8/20,2010 10:01:00 AM used for set up
> 136 ( in comments) 5/20,/2010 10:01:00 AM used for set up
> 198 (ol in comments} 8/30/2010 9:44:00 AM application processe...
w342 ct Approvals 9/7/2010 5:17:00 PM already on D/C

dents are
EEEEEEm

o f

EmmmnEm :
Students are Direct Approvals

\

v
™
iy
oo

3/2010 4:39:00 PM already DC import

b
=
Ge}
=

Students are Direct Approvals 9 010 3:43:00 PM already D/C status

already approved as ..

p 16 items in 2 pages

The application has been moved to Pending Applications.

Would you like to validate the application now?

Yes Mo
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Master Index
____ Master Index holds all processed applications. It is an electronic
Applications paper filing cabinet that can be searched by:

Scan = Application
= Student
Manual Entry _ o
Twelve different search criteria can be used to narrow the search
Validate for an application.
Naotify By default on the Master Index page:

) = Academic Year is set to the current school year
Smart Bin

= Site Code, Site, and Grade are set to “ALL”.

ST = Application Status, Eligibility, Entry Method, and
Language are set to “ALL”.

= Search By is set to “Application”.

= All remaining fields are blank.

Master Index Page
e
Academic Year  Site Code Site Grade
[2012-2013 =] |-AL- [#] |-AL-- ] [-an—_ -
Search By Batch # Application #  Application Status  Eligibility Entry Method
-~ ALL - *| |- ALL-- = | |- ALL-- >
@ Application I _J I _J I J
Guardian S5M Guardian Name Language
() Studlent - ALL - -
‘ Applications ‘
Page Functions
Apply Click to refresh the page to display all batches that meet the selected criteria.
Click to return all search criteria to the default settings.
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To display an application by application

e Select search criteria and click | ARRlY |

Il

L]

Academic Year  Site Code Site Grade -
[2012- 2013 ~| [~] ELEMENTARY SCHOOL ] [s M .
2012-2013 - = .
L]

Search By Batch # Application #  Application Status  Eligibility Entry Method L
-- ALL -- - | | Free M | | Online - =

@ Application L]
Guardian S5N Guardian Name Language :

() Student (AL -- - =
R L]
illIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII-

Applications

To display an application by student
1. Select “Student” in the Search By group.

2. Select search criteria and click | APRlY |

Master Index |
.......................................................
AcademicYear  Site Code Site Grade -
|2012-2013 =) A [#] [-aw-- ] [caw- < =
L}
Search By Student ID .
) 060034392 .
) Application .
Eligibility =
@ Student | - ALL - - :

Applications

Tab 1: Application Info
The Application Info tab displays all validated information on the application. Information
cannot be changed directly in this tab view. To make changes you must re-validate the

application.

= Click to open and reprocess the application in the Validation Workspace.
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= Click to view and print the Notification of Approval letter.

»  Click I Add For Verification ] to include the application in the verification process; the

verification reason is marked “for cause” and is not part of the required sample.
Verification is explained in Section 7: Compliance.

Application #: 1393 (0 of 1) Batch #: 403

validate | | Notification ...

| Application Info 3 Optional Info Y Guardianinfo History \  Refuse Benefits | Image/Documents ' Verification Info Y\ Verification Response
Application # Entry Method Date Received Language
1393 Manual 7/21/2012 English Add For Verification

Household Size Total Income () Application S5N

0 30.00 Application is signed

Case # Case Type Benefits Recipient
1234567890 SNAP

‘ Students ‘

Student ID Mame Site Grade Foster Student Birth Date

2192 ABIGAIL P 11 10/1/19%4

fl 6672 ABBY R 02 6/10/2003

‘ Houshold Members ‘

Retirement No Income

MName Job Alimeny

ABIGAILP

| ABBY R --
I = — 3

The number of tabs shown for an application is dependent on the application status. In this
example, the application status is “Verified” and two tabs of verification information are
available: Verification Info and Verification Response. If the application status is “Processed”,
the last two tabs are not shown as seen in the example on the next page.
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Tab 2: Optional Info

The Optional Info tab displays Ethnicity, Race and Other Benefits information collected from
applications, if provided. See page 206 for an example of Other Benefits in Online Applications.

[ - PrimeroEdge - View Application -

Application # 948 (0 of 3)

Validate | | Notification ...

Ethnicity
Hispanic or Latinc
Mot Hispanic or Lating

Mot Provided

Race

Asian

Black or African American

I| White

Other Benefits

Text Books

'_ Application Info Optional Info

American Indizn or Alaskan

Batch #: 2909

Y Guardian Info

{ History

':_ Refuse Benefits ':_ Image/Documents

Mative Hawaiian or Other Pacific Islander

S —

Tab 3: Guardian Info

The Guardian Info tab contains all information displayed in the Guardian Information popup
accessed from the Validation Workspace. Information cannot be changed directly in this tab
view—to make changes you must re-validate the application.

Batch #: 303

Application #: 954 (0 of 3)

Validate | | Notification ...

| Application Info \ Optional Info

Guardian Name

Address in PrimeroEdge z
Address: 3036 RD

City:

Home: 1807

Address on Application L

Page 60

GuardianInfo

State:

History

\ Refuse Benefits '\ Image/Documents i_ VerificationInfo '\ Verification Response

Zip:

Work: 0000000000

Address:
City: State:
Home: Work:

Zip:

52
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Tab 4: History

The History tab details the date, time and PrimeroEdge user (Official) who completed each step
in the application process with comments shown below the history listings.

To add comments
e Enter text in New Comment and click | Add Comment |
@ PrimeroEdge - View Application - Windows Internet Explorer Elﬂlﬂ
Application #: 952 (0 of 3) Batch #: 302
|.- Application Info ] Optional Info  \  Guardian Info ( History ' Refuse Benefits Image/Documents
Application Status Eligibility Basis End Date
Motified Free Income 7/31/2013

‘ Application Status History ‘

Application Status Date / Time Official
I}
Motified 2/12/2013 5:04:39 PM Cybersoft support
- /2012 4:28:29 [

m
[ ]
u New Comment (Limited to 500 Characters) u

m  Additional notification was performed due to past problems with mail delivery.
[ ]

Add Comment
.

Tab 5: Refuse Benefits

The Refuse Benefits tab allows for recording of refusal of benefits by the parent or guardian.

To record refusal of benefits

1. Enter or select a Start Date, enter text in Comments to document the refusal and
click | Refuse Benefits |

2. Click to confirm the refusal.

Application #: 952 (0 of 3) Batch #: 302

Validate | | Natification ...

|- ApplicationInfo  \ Optional Info ( Guardianinfo History Refuse Benefits | Image/Documents

Eligibility Basis
Free Income

Imw‘nslllllIIIIIIIIIIIIIIIIIIIIII

L]
: Result Start Date u
u | Feduced[~| 52972013 & .
L]
n Comments (Limited to 500 Characters) u
m  Parent refuses to accept any further benefits :
- u
-..........’IIIIIIIIIIIIIIIIIIIIII
L]
L]
L] Refuse Benefits ™
" N .
- semmumnn”

am
User: Cybersoft Support

S

Cybersoft Technologies | Student Eligibility User Manual Page 61



Section 2: Applications

Tab 6: Image/Documents
The Image/Documents tab displays digital images of the application and other supporting

documents that have been scanned or uploaded. The list of available documents is shown in the
documents group.

To scan a document
e Place the document in the scanner and click .

To upload a document

2. Select a file and click .

3. Enter a name for the uploaded file in Description and click

OK

To display a document in the image window

o (lick a document name link in the Documents group.

To magnify an area of a digital image

e Hover the mouse cursor over the image.

T2 Primerotdge -View Appication - Wandows Iietet Expor (=

Application #: 973 (1 of 848)

|'_ ApplicationInfo ', OptionalInfo ' Guardian Info History '\ Refuse Benefits | Image/Documents

SZLlf

[ Froc and Reduced:Price Mesls Housshold Application for 2012 - 2013 — Wost Vrginia Dept of Educaban ] ‘ Documents ‘
USE BLADK O DUAN BLUE K, FRINT NEATL = one v o

PART 1 — Humes of ALL Chitdren in Sshool
Lot Hermss Firs: biame W Smrmw mr G Sehool [ —
o i

™

Primary

Add Document

PART 2 — SHAPTANF NUMBER

et AR A e o et 2 T 8

PART 1— HOMELESS, BIGRANT, RUMAWAY

iy s i b e e 1 e b e s o

PART 4— HOUSEHOLD MEMBERS AND GROSS INCOME FRO) Household Size
e 2 [Number of pecpie liing
1. Wara LLset, Ay AN 3 income amd how often b reced L}) i yaur hausa)
A S e e ot Wi W e i) .
o 2 weeks, T = Twice per month, M = Monthly

campisntn, e, B 2e4 59 O

Il X 000

000

X
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Tab 7: Verification Info

The Verification Info tab appears when the application has been included in the verification
process. This tab provides read-only details of that process.

E PrimeroEdge - View Application - Windows Internet Explor

Application #: 954 (0 of 3) Batch #: 303

Validate | | Naotification ...

‘ Applicationinfo ' OptionalInfo '\ Guardianinfo %\ History '\ Refuse Benefits ', Image/Documents VerificationInfe '\ Verification Response

Application Number: 954

Area Name: Areal
Eligibility: Reduced
Basis: Income
1st Motice Date: 1/4/2013

Follow Up Notice Date: 1/8/2013
Response Due Date: 1/10/2013

User:

Tab 8: Verification Response

The Verification Response tab also appears when the application has been included in the
verification process and provides two tabs. Verification Result Summary is shown first when the
verification process is complete and provides summary of the verification results.

To view and print a notification of Verification Complete

. Click .

To send a notification of Verification Complete to the printer

1. Click [F‘ri.nt Completion Notice

2. Click in the Windows print popup.

Application #: 954 (0 of 3) Batch #: 303
|' Application Info Optional Info Guardian Info "-_ History "-_ Refuse Benefits | Image/Documents VerificstionInfo | Verification Response
( Verify Response Verification Result Summary
verification Result: Reduced to Paid
Reason for Change: Change in SNAP/TANF
Change Date: 1/15/2013
Official:
Completion Date: 1/10/2013 5:23 PM
Completion Notice Date: [Vlew annt Completion Notice]
by I by
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The Verify Response sub-tab allows for entry of student and income details when a response has
been received from a parent or guardian regarding the application.

To only save new verification information
1. Enter new information.
2. Click .
To save verification information and end the verification process for the application

1. Enter new information.

2. Click | Verification Complete »

(=) Primerofdge - View Application - Wind on e
Application #: 954 (0 of 3) Batch #: 303
validate | | Notification ...
" Application Info "-_ Optional Info Guardian Info History Refuse Benefits Image/Documents ':_ Verification Info | Werification Response
| Verify Response Y\ Verification Result Summary
[ ] Student Details [ ]
[ ] | ]
[ ] | ]
n Students. n
[ ] | ]
- Student ID Name Foster -
[ ] | ]
L] 5010 CHEYANNA M [l L]
[ ] | ]
L L
[] [ ]
Income Household m  Income Details =
[ ] | ]
= Total Income (M) $1,500.00 Household Size: 1 =
[ ] ’ | ]
n I | ]
= sshold Members = =
R L]
(]
= MName Income Ty Incomg ount In:)‘:\‘\e »
| | A J v JR— -
u CHEYANNA M Job $1,500.00(M) PR ]
[ ] | ]
[ ] | ]
@ sNAP/THF Household ™ SNAP/TANF Details ]
[ ] | ]
[ ] | ]
n Confirmed Case # SMNAP |Z| n
[ ] | ]
n @ Not Confirmed n
[ ] | ]
[ ] | ]
S ssssEEsEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE

e ‘ Verification Complete »
5
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Administration

In this section, you will learn how to:

v Document eligibility for Direct Approvals.

Extend benefits for Sibling Direct Approvals.

Set and manage the Grace Period.

Remind parents to reapply for benefits via Grace Period Letters.
Generate Household Letters.

View and update Letter Templates.

View and update Temporary Approvals.

Review of Grace Period Letters page elements.

Steps to view a Grace Period letter as it would be printed.

AN N N N Y U N NN

Steps to print one, selected or all Grace Period letters for all sites or a
selected site.

v Review of Household Letters page elements.

AN

Steps to view a Household Letter as it would be printed.

v Steps to print one, selected or all Household Letters for all sites or a
selected site.



Section 3: Administration

Administration at a Glance

Direct Approvals Upload a list of student names for direct approval certification or view lists of
students approved through direct certification; manually enter names for
certification; view and/or print individual notification letters

DC Matching Certify students for meal service through match with sibling record

Grace Period Letters

View a list of patrons to receive Grace Period letters; view an individual Grace
Period letter; print an individual or multiple Grace Period letter

Household Letters View a list of patrons included in the list of households to receive notification of
reapplication letters; view an individual Household Letter; print an individual or
multiple Household Letters

3 Note:

Menus and functions to which you have access are those appropriate for your role with
PrimeroEdge. When you access the Administration menu, you may see a subset of the
functions listed above or you may not have access to all of the features for each menu

selection.
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Direct Approvals

Direct Approvals are eligibilities that do not come from
applications and are not subject to the Verification process. Some
examples of Direct Approval types are Homeless, Head Start, and
Direct Certification.

Administration

Direct Approvals

vigtlLinmgy

Direct Approvals can be imported via a file (Direct Certification,
for example) or manually entered (Homeless list, for example).
File imports are most commonly used for Direct Certification lists.
Household Letters Manual Entries are most often used for non-Direct Certification
types of Direct approvals, such as Homeless.

Grace Period Letters

By default, on the Direct Approvals page:
= “Approval” is selected in the Search By group.
= Academic Year is set to the current school year.
= Approval Type is set to “SELECT”.
« Approval ID, From, and To are blank.

Direct Approvals page

Direct Approvals

Search By Academic Year
|2013 - 2014 ~

Approval Type Approval ID From

To
() Student | - SELECT -- v| & )

@ Approval

Direct Approvals ‘

Apply Click to return all direct approvals that match the selected search conditions.
Reset Click to reset the fields to the default settings listed above.
New ... Click to either upload a new file or to manually enter a new direct approval.
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Direct Approval Results

View Direct Approval

« Back to Direct Approval List

I Summary \ gudems

File Number:

Approval Type:

1069

Direct Certification

‘ Eligibility Results

Reason Total

File Status: Processed
Changed from PAID )

Status Ch; Date: 4/29/2013
ARG LRt L Changed from REDUCED 0
User Name: Cybersoft Support Changed from FREE 0
NEW Activations 0

Supporting Documentation: 0 | View / Add

Total Students On File 1
Unmatched Students 0
Matched Students 1
SNAP 0
Non-SNAP 1
Prior Approval * 0
Inactive * 0

* - Will not appear within Matched Students tab.

When a direct approval process is completed, the View Direct Approval page appears with two
tabs of information.

The first tab, Summary, provides details about the direct approval process.

View Direct Approval

« Back to Direct Approval List
‘ Summary | Students
Matched Students /| Exclude Previous Free Students || Select All | Print All
1D Last Name First Name Site Grade  Approval Date Print
LY T T T 5 4
> 963032694 BEYERS JASMINE 216 04 4/29/2013

The second tab, Students, lists all students who were included in the file upload or who were
entered manually in the process selected on the Direct Approvals page.
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Manually Entering a Direct Approval

To manually enter a direct approval

1.
2.

On the Direct Approvals page, click .

In Approval Type, select an approval method.

Click |\PPY

In the entry options, choose Manual Entry.

In Student ID, enter all students to be included for this approval type by either:

« Entering a student identification number.

»  Clicking Lookup ( B ) to search for a student in the Lookup popup.

Click |

Tip
Up to 25 students can be entered on one page.

As each student is processed, a green check mark appears next to his/her name.

The View Direct Approval page appears when the approval process is completed.
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rect Approvals

Search By Academic Year
|2012 - 2013
@ Approval
Approval ID  From To
() Student B

Direct Approvals

New Direct Approval

« Back to Direct Approval List

N EEEEEEEESR
Approval Type

: Direct Certification Vv
-

New Direct Approval

« Back to Direct Approval List

Approval Type

[ Direct Certification vV
EEEEEN
L]

File Impor®m @ Manual Entry®

LTI
Students
Student ID Last Name First Name Site  Grade
.. EEEERER
m 960435470 E|: BELL KATELYN 312 3 =
a ] =
960427642 ||y ROBERTS DENNIS 150 10 B

View Direct Approval

Back to Direct Approval List

Prior Approval *

Summary \ Students
File Number: 1070 Eligibility Results
Approval Type: Direct Certification o Toii
File Status: Processed Changed from PAID S
Status Change Date: 5/7/2013 Changed from REDUCED 1
User Name: Cybersoft Support Changed from FREE 0
Supporting Documentation: 0 | View / Add NEW Activations 0
Total Students On File 2
Unmatched Students 0
Matched Students 2
SNAP 0
Non-SNAP 2
0
0

Inactive *

* - Will not appear within Matched Students tab.
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Importing and Processing a Direct Approval File

To import and process a direct approval file

1. Click .

2. In Approval Type, select “Direct Certification” and click Apply

3. Choose “File Import” and click .

4. Click | >

5. Use standard Windows navigation techniques to select a file and click .
6. Click .

7. Click . As the file is imported, a progress bar displays the status of the import

process. All student records in the import file are listed. At this point, you can choose to
process the student listings in the imported file or you can wait to perform the processing
at a later time.

8. Click | PS8 | A second progress bar displays the status of the processing of student

records. When the import processing is complete, the Summary tab of the View Direct
Approval page appears.

Direct Approvals

Search By Academic Year
[2013 - 2014 ~|
@ Approval

) Approval Type Approval ID From To
() Student - SELECT -- v & & Apply
; —
Direct Approvals / ‘I New ...
e—

New Direct Approval

« Back to Direct Approval List

EEEEEEEEEEEEESR
Approval Type

| |

| |

m | Direct Certification Apply | Reset
: =
.IIIIIIIIIIIIII

e Cancel || Process
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New Direct Approval

« Back to Direct Approval List

Approval Type

| Direct Certification V| Apply || Reset

- u_
® @ File Import = ' Manual Entry

Upload File
s

% Upload File

Allowed extensions: .txt,.csv,

Cancel || Process

s .

4

h‘

Close .

/2 Choose File to Upload o
(;Oﬂ | <« Local Disk (C:) » 001 DirectCerts « | 43 || Search 001_DirectCerts )

Organize v New folder =~ [ ®
LTI N NN NN NN NN NN NN NN NN NN NN NN EEE
% Favorites 2 g Name Date modified Type
n
B Desktop m ||| DirectCertification.txt /24/201210:25 AM  Text Documeryg
& Downloads :
I % Recent Places :
A NS IS NSNS NSNS NN NN EEEEEEEEN

m

4 Libraries
D: Documents
J’ Music
[ Pictures
$¥ videos il

.
Upload File |

k

T—— D

Allowed extensions: .txt,.csv,.tsv bt ¥ m’_
DirectCertification.txt

Mew Direct Approval

= Back to Direct Approval List

Approval Type
sy [Rese

@ File Import Manual Entry

Certification.tit

@ Process
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New Direct Approval

« Back to Direct Approval List

Approval Type
| Direct Certification [+]

© File Import ©) Manual Entry

Uploaded File: DirectCertification.txt

New Direct Approval

« Back to Direct Approval List

Approval Type

| Direc

Lal BU S TR E BRI N RRR
Import complete...Loading Preview... StudentID/SSN  Last Name FlstName 3t Codo Giade Code
Elapsed time: 00:00:01s L7281 JONES MAKENNA
1 | wwwrs2 RIFFLE BRINLEIGH
7283 ROBINSON DEVIN
4 | 7289 BARTON BRIANNA
Summary
Students on File: 4
Students Matching: 0

8 kS

Prior Approval *

Inactive *

* - Will not appear within Matched Students tab
I E I E S E SN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

New Direct Approval 3
« Back to Direct Approval List
Approval Type
Direct Certification [
AR EEEEEAE ALl I NN EEEEEEE
Elapsed time: 00:00:00s
Student ID / SSN Last Name First Name Site Code Grade Code
410007281 JONES MAKENNA
410007282 RIFFLE BRINLEIGH
410007283 ROBINSON DEVIN
410007289 BARTON —
i | View Direct Approval |
Summary
Students on File 4 « Back to Direct Approval List
Students Matching: 0 " SN NN NI S S SN NN NS SN NN NN NN NS NN NN NN EEEEEEEEEEEg
A j Summary | Matched Students '\ Unmatched Students | :
| P u
1= File Number: 1186 Eligibility Results "
[ | . . R ]
Approval Type: Direct Certification
u PP I° Reason Total :
B Fil :
- File Status: Processed Changed from REDUCED o m
. ]
: Status Change Date: 9/24/2012 Changed from PAID olm
m User Name: Cybersoft Support Changed from FREE 0 :
[ |
= NEW Activations o7
= Total Students On File 4 =
]
®  Unmatched Students 0 .
[ |
B Matched Students 4 -
= ]
[ | SNAP 0 -
= ]
= Non-SNAP 0 ]
= ]
[ 4 b
[ | 0 ]
= ]
= ]
u u
L) -
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Processing an Imported File

To process an imported file

1. Select search conditions to display a list of approvals

Apply

2. Click
3. Click an Approval ID link.

Process

4. Click

Direct Approvals

Search By Academic Year ™
2013-2014 ~ =
@ Approval
Approval Type ApprovalID  From To
© Student Direct Certification B B

EEEEEESEE S E SN E S EEEEEEEE N ESEE SN SN E NN EEEEEEEEEEEEEEESR
Direct Approvals

Search By Academic Year

|2012-2013 ~|
@ Approval
Approval Type _ Approval ID To
Student Direct Certification V| & T [Aepy|[Reset]

— ‘

Direct Cel  « Back to Direct Approval List

Dect Cet Approval Type o

ect Approval

« Back to Direct Approval List

[ Summary Matched Students Unmatched Students

File Number: 1182

Eligibility Resulits

Approval Type: Direct Certification

Direct Cerf
Direct Ce¥  Student ID / SSN Last Name First Name Site Code Grade Code
Direct Cefl | 410007281 JONES MAKENNA

410007282 RIFFLE BRINLEIGH

‘ Direct Approvals / New ..
Approval ID Approval] -
Direct Cel New Direct Approval

Process

Prior Approval *

Reason Total
File Status: Processed Changed from REDUCED 0
Status Change Date: 9/24/2012 Changed from PAID 0
User Name: Cybersoft Support Changed from FREE 0
NEW Activations 0
Total Students On File 4
Unmatched Students 0
Matched Students 4
SNAP ¢
Non-SNAP 0
4
0

Inactive *

* - Will not appear within Matched Students tab.
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Viewing a Processed Direct Approval File

On the Direct Approvals page:

1. Select a year in Academic Year and select an approval type in Approval Type.

Apply

2. Click
3. In an approval listing, click the Approval 1D link.

The Summary tab on the View Direct Approval page appears. Approval details are
listed.

Matched Students is the number of both active and inactive students that received Direct
Certification benefits in this particular file.

Direct Approvals

L]
Search By m  Academic Year u
® [2012-2013 ¥
© Approval B
: Approval Type ID  From To .l mm
Student m | Direct Certification Vv |m ] [ w|Apply
L []
LTassmmEEEEm L]
‘ Direct Approvals New ... ‘
roval ID Approval Type Update Date User Total Students
> Direct Certification 5/7/2013 10:54 AM Cybersoft Support 2
> Direct Certification 4/29/2013 2:59 PM Cybersoft Support 1
> 1068 Direct Certification 4/19/2013 11:25 AM Cybersoft Support 2
> 1065 Direct Certification 1/8/2013 12:13 AM Cybersoft Support 2
> 1062 Direct Certification 12/6/2012 12:36 PM Cybersoft Support !
> 1061 Direct Certification 11/14/2012 3:14 PM Cybersoft Support 2
> 1060 Direct Certification 11/14/2012 2:25 PM Cybersoft Support 0
> 1057 Direct Certification 10/30/2012 5:01 PM Cybersoft Support 1
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On the View Direct Approval page:
1. Click the Matched Students tab.

I View Direct Approval I

« Back to Direct Approval List

‘ Summary ."‘W ' ed Students

Approval Type: Direct Certification Regoh Total
File Status: Processed Changed from REDUCED 9
Status Change Date: 7/9/2012 Changed from PAID 556
Hieor Namg: Cxticr=oll Suppart Changed from FREE - DCFOSTER 2
Changed from FREE -- DCSNAP 3
Total Students On File 970 Changed from FREE — DIRECTCERT 3
Unmatched Students 360 Changed from FREE -- FOSTER 1
Matched Students 610 Changed from FREE -- GRACEPERIOD 30
SNAP 517 Changed from FREE -- INCOME 3
Non-SNAP 51 NEW Activations 0

Prior Approval * 6

Inactive * 36

* - Wil not appear within Matched Students tab.

The Matched Students tab displays a list of all active students in PrimeroEdge that
matched those listed on the imported Direct Certification list and were not on a previously
imported file.
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In the Matched Students list:

1. Use one or more filters to search for students.

2. Click Expand ( * ) in a student listing to display additional information from the
imported file when available.

3. Select one or more listings in Print ( [_| ) to print a notification letter.

4. Select View ( | ) to display the notification letter in the print viewer window.

View Direct Approval

« Back to Direct Approval List

Summary Matched Students  \ Unmatched Students

Matched Students Exclude Previous Free Students || Select All | Print All

Last Name First Name Site Grade | Approval Date :Match Method | Print
= = [ | = o | B
s (¥ (v s T .
LB R R EENENNENNERRERNERNNRNENERBENRGSENRHNSRHNRHNSHNEHRSERHERHSHMNHSERNHERHERHSEHNBSEHRBSEHNEHNSEH;NH}]
SHANNON 08 9/17/2013 System

ALEXIS KG 8/15/2013 Manual

Case #:

1533 WINDSO
Address: R

Name on File: ALEXIS

DC Type: SNAP
Guardian Name:

Birth Date: 08/26/2008
Matching Criteria: Manual Match

The Unmatched Students tab displays a list of all students in the import file that did not
match a student in PrimeroEdge.

Possible reasons for unmatched students:
« Typo in the import file
= Not enrolled

= Missing SSN in PrimeroEdge
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In the Unmatched Students list:

1. Use one or more filters to search for students.

2. Click Expand ( * ) in a student listing to display additional information, if any, from the
import file.

View Direct Approval

« Back to Direct Approval List

| Summary ‘| Matched Students ] Unmatched Students |

Unmatched Students | Export To Excel | Calculate Probablity | Find Soundex Matches |

Grade on Probability E
ol 1D onfile Last Name on file First Name on file Site on file m  Lookup

[ file % =

|

— — — — — m—

= [ (v [r (v x (¥

| R R R R R RN R RN R R R R R R R R RN R RNRRRERERRERERRRRRRERRERRRRRRERRRRRRRRRRRRRUTY

KEVIN 03 |I|

MONTANA 00 |I|

CHERIA 00 III
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Printing an Individual Notification Letter

On the View Direct Approval page on the Students or Matched Students tab:

1. Click Print (\).

The letter displays in the Letter Viewer window

2. Click

3. In the Windows Print popup, click Print ( al ).

on the window toolbar.

The letter is sent to the selected printer.

View Direct Approval

« Back to Direct Approval List

Summary Matched Students

. Unmatched Students

‘ Matched Students

Exclude Previous Free Students [ | Select All | Print All ‘

D

Last Name First Name Site Grade

Approval Date

Print

()

T@hpsr L fettenieweraspt - Windows Intermet Explorer

£2 [x] (¥]

SHANNON 08

-

NOTIFICATION OF APPROVAL FOR FREE MEALS
DIRECT CERTIFICATION

SCHOOLS

Printed 03/04/2011

To the parents of

Dear Parent/Guardian:

Our records indicate that the child(ren) listed below lives in your household and is eligible for free breakfast and
lunch. This child will automatically receive free meals beginning immediately. We hope this will make it easier for
your child to take part in school meals. Also, this child(ren) may qualify for free or low-cost children's health
insurance. For more information, please call toll-free (877) 543-7669.

Child Name [Student 1D [School Name [Grade |
- ] - ] ELEMENTARY |01
| |scHooL

At the beginning of the school year a letter to parents and an application for free and reduced-price meals
are distributed to each household. Please DO NOT fill out or return an application for the child listed above.

If there are other children in your household who aren't listed above and you would like them to
receive free meals, or you don't want your children to have free meals, or for any questions, please contact:

Sincerely,

In accordance with Federal law and U.S. Department of Agriculture policy, this insttution is prohibited from discriminating on the basis of
race, color, natonal origin, sex, age, or disabilty.

To file a complaint of discrimination, write USDA, Directar, Office of Civil Rights, 1400 Independence Avenue, SW, Washington, D.C.
20250-9410 or call (800) 795-3272 or (202) 720-6382 (TTY). USDA is an equal opportunity provider and employer.

()
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Printing Multiple Notification Letters

1. On the Students or Matched Students tab, do one of the following

Print All

Select Select All (add check mark) to select all student listings and click

- Or -

Select | in the Print column (add check mark) in one or more individual student listings

Print Selected

and click

2. Inthe Letter Address group, select the address to include in the letter.

3. In the Letter Format group, select the letter format. Most commonly selected: System
Address and Household format.

Print All

4. Click

View Direct Approval

« Back to Direct Approval List

Summary Matched Students | Unmatched Students |

el

p ¥ n
L] N N
‘ Matched Students Exclude Previous Free Students.D Select All@Print Selectedl Print All
e www
D Last Name First Name Site Grade = Approval Date Method | Print

v 53 v v (¥
L}
> SHANNON 08 9/17/2013 = :_
n
> ALEXIS KG 8/15/2013 i D:_
‘ L]
L
llllllllllllll. x

Letter Address ]
9 Systern Address
(2} Address on File

Letter Format
@ Individual
) Househeld

| | Printanl | cancel |
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Exporting an Unmatched Students File

On the Direct Approvals page:
1. Select or enter search conditions to display a list of approvals.
2. Click an Approval ID link in the Direct Approvals list.
3. Click the Unmatched Students tab.

Export To Excel
4. Click
2 Save
5. Click to save the file with the default name at the default location, or
= Save as
Click to save the file with a custom name and to a selected location.

6. Use standard Windows navigation techniques to select a save location for the file. Either
accept the default file name of “DCUnMatchedList” or enter a new name.

Save

7. Click
Direct Approvals I
(SearchBy ———  Academic Year :
| 2012-2013 ~| "
| © Approval e ]
(= Approval Type  Approval ID From To -
i | Direct Certification [+] 782012 [E 70012 @

n
:
=

View Direct Approval

« Back to Direct Approval List

Direct Approvals

Approval ID

[ Summary A7 Matched Students I Unmatcheg‘ Students
File Number: 1091 I O Eligibility Results

Approval Type: Direct Certification Reasin ===
File Status: Processed Changed from REDUCED 0
Status Change Date: 7/8/2012 Changed from PAID 1
User Name: Cybersoft Support Changed from FREE 0
NEW Activations 0

Total Students On File 5

Unmatched Students 4

Matched Students 1

SNAP 0

Non-SNAP 0

Prior Approval * 0

Inactive * 1

* - Will not appear within Matched Students tab

\
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I View Direct Approval I

« Back to Direct Approval List

[ Summary | Matched Students ( Unmatched Students |

Unmatched Students

| ID on file | Last Name on file

| Grade on file \ Probability % ‘ Lookup

\ Y (x] |

‘ > 6012
‘ > 9138
‘ > 0595

Size: 2.50 KB
Type: Microsoft

2 Open
The file wi

What do you want to do with DCUnMatchedListxls?

From: primeroedgetest

[x (v (¥

Office Excel 2003

on't be saved automatically.

= Save

< Save as

.. « Local Disk (C:) » 001 DirectCerts

Cancel

Organize v New folder

FEEEFEEFEEEEFEEEEEEEEEEEREEREDRN
4.7 Favorites

P Desktop

& Downloads

"=| Recent Places

Name

No items match youl

4 Libraries
2 @ Documents
> o Music
b =] Pictures
> B Videos

48 Computer
4 &, Local Disk (C:)

. 001_DirectCerts
EEEEEE NN N EEEEEEEEEEEN

|

Date modified

r search,

File name: mDCUnMatchedList.xls

Save as type: | Microsoft Office Excel 97-2003 Worksheet (*.xls)

“ Hide Folders
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DC Matching

Administration

DC Matching extends benefits to the brothers and sisters of a

child approved through Direct Certification. The process can be

completed automatically by matching students based on

DC Matching ESHZZEOId’ address, or guardian, or a manual match process can
{b used.

Direct Approvals

race rFeriod Letiers

Household Letters

DC Matching
I Sibling Match \ Unmatched Previously Matched
Method
© By Household ) By Address () By Guardian Manual Apply
’ Sibling Matches by Household Process Matches
Refresh
Matching Approval Address | [] Student ID Last Name First Name Site Grade
(x] [x] [r kd [r
MASON View (] 5327 MARIAH HIGH SCHOOL 1
NATHAN View D 8924 CRYSTAL ELEMENTARY SCHOOL PK
NETTIE iew [ 5093 ALMA HIGH SCHOOL 12
NYUGEN View D 11122 TRENTON ELEMENTARY SCHOOL
RUSSELL View F 17766 KAITLYN ELEMENTARY SCHOOL
RYAN View (] 14930 JOSEPH HIGH SCHOOL 12
SAMANTHA iew F 7856 KENDRA HIGH SCHOOL 12
SARAH View M 8819 SHELBY ELEMENTARY SCHOOL KG
SUMMER View D 17372 KRISTEN HIGH SCHOOL 12
TYLOR ZACHARY, View (] 45116 LISA HIGH SCHOOL 12
\ J — I

The students listed in the Sibling Matches by Household list are separated into two different
groups:

= Students displayed in group 1 are currently active students whose eligibility
status has been established by Direct Certification.

= Students displayed in group 2 are included in the general student list.

The first student in group 1 (Mason) has been recognized as a possible sibling match with the
first student in group 2 (Mariah).
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Matching by Household, Address, or Guardian

To match by household, address, or guardian
1. In the Method section, choose a match method:

= By Household — select this option to match students who have the same
household on file.

« By Address — select this option to match students who have the same address on
file. Select Last Name Match Required to only display students with the same
last name.

= By Guardian - select this option to match students who have the same guardian
on file. Enter the guardian’s exact last name in Last Name and exact first name
in First Name.

2. Click [App'y|.

3. Click the View link in the listing with students to be matched.

4. Compare the students’ addresses and click .

5. Ifthe two students in the listing are a match, select the ¥ between the two students.

6. Click to assign the second student in the listing the same eligibility

status as the first student in the listing.
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. Sibling Match ‘-. Unmatched \;. Previously Matched

Method

LS USEE NSNS EEEEEEEEEEEEEEEEES

m @ ByHousehold (O By Address () By Guardian () Manual '
n

mEEEEEm

Si
X X
1 Sibling Match  \ Unmatched . Previously Matched
Method
@ By Household (©) By Address ) By Guardian () Manual
Sibling Matches by Household
-
Matching Approval [ Student ID Last Name First Name Site Grade
) T T (v]
EEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEN
B MASON 5327 MARIAH HIGH SCHOOL u
MEEEEEEE® EEEEEEEEEEEEEEEEEEEnEnd
|| NaTHAN . View 8924 - CRYSTAL o ELEMENTARY SCHOOL PK
] 5377 READ ~ VIARIA] - ' HIGH SCHOOL %
HIGH SCHOOL 12
" ELEMENTARY SCHOOL 04
[ ELEMENTARY SCHOOL
n
u
0 MARIAH (+#5:5327) 529 UPLAND RD 2 b oo =
[
| 4
[ 529 UPLAND HIGH SCHOOL 12
MASON 7409 =
U ( ) ROAD |
E R R R R R E N R N R N N o ELEMENTARY/SCHOOL L3
HIGH SCHOOL 12

3

DC Matching

= Sibling Match  Unmatched Previously Matched

Method
© By Household () By Address By Guardian ) Manual | APPlY

Sibling Matches by Household

B3 Rerresn
Matching Approval Address | [] | Student’ Last Name First Name Site Grade
v Rd (v (v [r
ON 5327 MARIAH HIGH SCHOOL 1
NATHAN 8924 CRYSTAL ELEMENTARY SCHOOL K
5093 ALMA HIGH SCHOOL 12
TRENTO £1 FMENTARY SCHOQ! 04
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Matching Manually

To manually match siblings

1. In the Method section, choose “Manual” and click gery

2. In Approved Student ID, click Lookup ( B ) to select a student.

3. In Sibling Student ID, click Lookup ( B ) to select a sibling student to be matched to
the approved student.

4. Click . When processing is complete, a Print prompt appears.

5. Click Print.

6. croe 21
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I DC Matching I

; - .
| Sibling Match '\ Unmatched \'\ Previously Matched

Method AEEEE®R
]

() By Household (") By Address ':'ByGuardian:'@'Manual

‘ Match Students

~ \
Sibling Match \ Unmatched \. Previously Matched '\

Method

, By Household [ By Address -'By Guardian @ Manual Apply
Match Students N Process Matches

Approved Student ID Sibling Student ID Last Name First Name Site Grace
;Ill.l.l.r..l....ll

46681 8989 E| - RYLEA 4 =)
L]
LI}

;IIIII |EIiIIIII

Sibling Match \ Unmatched | Previously Matched

Processing complete.

Method Print Sibling DC Lt

By Household By Address (0) By Guardian @ Manual APP'YJ

Match Students
|
Print
— Printer
Name: A\ Kyocera KM-5050 KX v Properties... |
Status:  Ready
Type: Kyocera KM-5050 KX
Where:
Comment: Printer & Scanner ™ Print to file
~ Print range ~Copies
~ Al Number of copies: |1
€ Pages from I to l { ] | | r_
b 3 b 3 v Collate
{~ Selection 41}2}" 41}2}—
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Viewing Unmatched Students

The Unmatched tab automatically displays students who have been unmatched using the
Previously Matched tab. To filter the results, enter search criteria in the column heading and

click | T | to select filter criteria.

Sibling Match Unmatched Previously Matched
ID on file Last Name on file First Name on file Site on file ?Ireade en :;Obabmty Lookup
l¥) Lx) Lx) Wl Ll
v KEVIN 03 |I|
Case Number:
Guardian Name:
Address: PO BOX 440,
Birth Date: 09/27/2005
DC Type: SNAP
Phone 1:
Phone 2:
Possible match:
> MONTANA 00 I:I
> BRIAN 11 |I|
> ACKERMAN |I|
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Viewing Previously Matched Students

The Previously Matched tab automatically displays students that have been matched during the
current school year. To display students matched during a different school year or to filter the

results, enter search criteria in the search section and click the button.

DC Matching

| Sibling Match " Unmatched l Previously Matched "-‘

Academic Year

[2013- 2014 ~
Area Site Code Site
\ SCHOOLS V| [~ AL~ w/|[-AlL- v|
SSN / Student ID  Last Name First Name Grade Status
From To Match Method @
=] H [ system [¥] Sibling [#] Manual | AppPly
Matched Students I:‘ Exclude Previous Free Students
D Last Name First Name Site Grade Approval Date Match Method Print
W NICHOLAS 04 7/3/2013 Manual D 1=]
Case #:
Address: 16 BRENTWCOD DR,

Name on File: NICHOLAS

DC Type: N/A
Guardian Name: LEE ANN
Birth Date: 06/20/2002

Matching Criteria: Manual Match
> ADDISON PK 7/26/2013 Manual | E

> DAKOTA 02 8/20/2013 Manual B =

W
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Unmatching Previously Matched Students

The following criteria must be met in order to unmatch students:
= “Sibling” or “Manual” must be displayed in the Match Method column.
= Match must have been made within the current school year.
« Sibling match must still be DC or DC-SNAP.

After students are unmatched, the following actions occur:

« Students return to their previous state. If students were matched during the
grace period, they receive “Default” status.

= The Eligibility tab on the Student Details page is updated with the new status.

To unmatch students

1. Click ” inthe Matched Students listing.

Unmatch

2. Verify the student displayed is to be unmatched and click

OK

3. Enter comments and click

A success message displays and the student is removed from the Matched Students list.

I Sibling Match . Unmatched ‘ Previously Matched
Academic Year
|2013 - 2014 ~
Area Site Code Site
| SCHOOLS V| |- ALL-- V||~ ALL- v
SSN / Student ID  Last Name First Name Grade Status
|-Al- v [Acive V|
From To Match Method @
B [E] [] System [¥]Sibling [¥] Manual |APply
‘ Matched Students || Exclude Previous Free Students ‘
1D Last Name First Name Site Grade Approval Date Match Method Print
JADE 12 7/3/2013 Manual D Ll
NICHOLAS 04 7/3/2013 Manual [ =
0. 013 Mani

Next Page
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DC Matching
|' Sibling Match \:'._ Unmatched 1 Previously Matched
\
Academic Year
|2013 - 2014 ~
Area Site Code Site
\ SCHOOLS ™| [~ALL—- ~| —ALL- v
SSN / Student ID  Last Name First Name Grade Status
[-al- v] [Acive v
From To Match Method @
E B [system [@Sibling [ Manual |APPlY
Matched Students || Exclude Previous Free Students ‘
1D Last Name First Name Site Grade Approval Date Match Method Print

W - ” JADE 12 7/3/2013 Manual A =
AEEEEEEEEEEEEEEEEEEEEEEENEENg
B Case #: -
- 1115 HOMEWOOD RD -
" Address: ' -
| | L}
L . - | ]
u Name on File: JADE =
B DC Type: N/A u |
| | -
m Guardian Name: KELL ==
: Birth Date: 12/08/1995 Unma léj
m Matching Criteria: Manual Match Comment (Limited to 500 Characters)
| |
u Incarrect match.
.I EEEEEN am

> 960032841 NIC

50034023

Student was successfully unmatched.

| Sibling Match w'\_ Unmatched ] Previously Matched \

Academic Year

[2013- 2014 ~

Area Site Code Site

| SCHOOLS V| [~ ALL— v|[--ALL - v

SSN / Student ID  Last Name First Name Grade Status

[-al- v] [acive V]
From To Match Method i ]
& B [system [¥ISibling [¥|Manual | ApEly
‘ Matched Students ["] Exclude Previous Free Students ‘
D Last Name First Name Site Grade Approval Date Match Method Print
> 960032841 NICHOLAS 04 7/372013 Manual |:| 1=

960039632 DDISON PK 7/26/2013 Manual A =
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Printing Letters for Matched Students

To print letters for matched students

1. Click O in the Print column for all students that are to be included.

2 Click Print Selected ‘

3. Make the following selections:

« Letter Address — the address to be used on the letters.

« Letter Format — the format to be used for the letters.

= Sort By — the order the letters are to be sorted when printing.

4. Click
5. Click .

| Sibling Match Y Unmatched } Previously Matched
Academic Year
(2013 - 2014 ~
Area Site Code Site
\ SCHOOLS | [ AL~ v [ Al v
SSN / Student ID  Last Name First Name Grade Status

From To Match Method @

[ system [¥] Sibling [¥] Manual |ARPIY

Matched Students

|| Exclude Previous Free Students E; E Pm’ntele::ted I

D Last Name First Name Site Grade

> NICHOLAS 04

Letter Address

@ Address in PrimeroEdge
() Address on File

Letter Format
() Individual

® Household
Sort By

() Zip Code

() Site Code

@ Last Name
EEEEEEEEEEEEEEEEER

Approval Date Match Mej Print
7/3/2013 n Y
[ | |
Manual [ ] LI
[ | ]
Manual u -
‘ u
Manual EF,
Ll t ~
MName: " L RIS Xerox WorkCentre ™98 3% vl Properties... |
Status: Ready
Type: Herox WorkCentre
Where:
Comment: Color Printer & Scanner [~ Print to file
— Prirt range Copies
« Al Number of copies: |1 t
€ Pages  fram: I b I
213l 5913l ¥ Calate
 Selection 1 1
/ = I s |
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Exporting a Matched Students File

To export a matched students file

1. Click .

Open

2. Click
The matched students display in a .csv file.

| Sibling Match

 Unmatched w Previously Matched

Academic Year
(2013 - 2014 ~

Area

Site Code

Site

| WOOD COUNTY SCHOOLS | |~ AL~ | [—ALL—-

v

SSN / Student D Last Name First Name Grade Status

From To Match Method @
=] B []system [¥]Sibling [#] Manual |Apply
Matched Students ["] Exclude Previ
D Last Name First Name Site Grade Approval Date Match Method
> NICHOLAS 04 7/3/2013 Manual
> ADDISON PK 7/26/2013 Manual D 1=

3 Manual

Do you want to open or save cncert.csv from i

Save b Cancel X

Open

i
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Grace Period Letters

Grace Period Letters are letters mailed to families who have not
reapplied that are in danger of losing their meal benefits when the
Grace Period ends. This action is not required, but may help
gather more applications and reduce uncollectable bills.

Administration

Direct Approvals

DC Matching

Grace Period Letters

I Grace Period Letters I

Site Code Site Grade

|-Aw - [=] |-Aw- | [-aw- < [apply/| Reset

‘ Grace Period Letters ‘

By default, on the Grace Period Letters page:
= Site Code, Site and Grade are set to “ALL”.

Apply Click to display a list of students that match the selected conditions.
Click to return all settings in the search condition fields to the default values.
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Printing Letters

Grace Period letters can be printed for
* An individual student.
» Selected students.
« All students.

To print Household Letters

1. Select search conditions and click .

2. Do one of:

o Select individual student listings and click

e Select Select All and click

Print Selected

Print Selected

3 Note: Clear individual student listings to not print a letter.

Print All

e Click

to print all Grace Period letters.

II

|}
= Site Code Site Grade -
]
. [=] | " HIGH scHooL [«]  [-At- -] [ Apply 3 Reset
‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII:
Grace Period Letters | BRI EESA N Print Selected | Print All ‘
EEEEEEEER
Student ID Last Mame First Name Expiration Date Print
CURTIS 9/2/2011 12:00:00 AM :- ][] :
| |
MARK 9/2/2011 12:00:00 AM = ) :
| | L}
CHELSEA 9/2/2011 12:00:00 AM n BE =
| | L}
AUSTIN 9/2/2011 12:00:00 AM ] W =
| | L}
KATELYM 9/2/2011 12:00:00 AM : B :
BRAVDEN 9/2/2011 12:00:00 AM : bOF I
JEMMIFER 9/2/2011 12:00:00 AM : W= :
| |
DAVEN 9/2/2011 12:00:00 AM n B :
| | L}
JOSHUA 9/2/2011 12:00:00 AM ] M= =
| | L}
JOSEPH 9/2/2011 12:00:00 AM O ._. u
Lennnmma®
K 4 2 345678310 . p M F'agesize:|1ﬂ vl 488 items in 47 pages
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Viewing Letters

An individual Grace Period letter can be viewed before printing.

To view a Grace Period letter

1. Select search conditions and click .

2. In astudent listing, click View Letter ( | ).

Grace Period Letters

m Site Code Site Grade -

n

E ALL ALL =] [-An- ~ Apply.
[}

Grace Period Letters [ select Al ‘

Student ID Last Mame First Name Expiration Date %

8129 BRIEMNNA 7/31/2013 12:00:00 AM [l

Notice of Expiration
SCHOOLS

Printed 05/09/2013

To the parents of
BRIENMNA

1452

Child Name Student 1D School Name Status

BRIENMNA 8129 Reduced
* ELEMENTARY

SCHOOL

Dear Parent/Guardian:

This is to inform you that your child(ren)'s eligibility for free or reduced-price meals will expire on
07/31/2013.

An application for this school year must be completed and returned to the school to determine if your
child(ren} is eligible for free or reduced-price meals.

If you have any questions about this program, please contact:

Determining Official FN 1 Determining Official LN
o . , HOUSTON, 4452
-3033
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Household Letters

Household letters can be used to mail applications to families.
The information contained on this letter is the standard “Letter to
Household” required to accompany the application with a few

Administration

Direct Approvals

differences:
DC Matching = Includes a grid to display student information for all
students recognized as part of the household to help
Grace Period Letters parents properly complete the application.
i sehicid lefiers » Includes an address field of the parents of the youngest

child in the household, using that student’s address.

9 Note: It is important to edit this letter for district/county
specific information before printing.

Household Letters

Area Site Code Site
[ WOoOD COUNTY SCHOOLS v| [~ AL~ v| [~ ALL— M

Sort By Include
[] Mailing Labels.

@ ZIP Code Grace Period Students
() school Students with no current eligibility
() School and Grade

Apply

Household Letters

By default, on the Household Letters page:
= Site Code / Site is set to “ALL” unless you have access to a single site.
= Sort By is set to “Zip Code”.

= Both Include options (“Grace Period Students” and Students with no current eligibility)
are enabled (checkmark applied).

Apply Click to display a list of records that match the selected conditions.
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Printing Letters

Household Letters can be printed for

= An individual household.

=  Selected households.
=« All households.

To print Household Letters

1. Select search conditions and click .

2. Do one of:

o Select individual student listings and click

e Select Select All and click | Print Selected

Print Selected

3 Note: Clear individual student listings to not print a letter for a household.

e Click | PAntAl | 5 print all letters to all households.

Household Letters

]

B Site Code Site

]

A N T [~]
]

s Sort By Include

]

: ZIP Codle [¥] Grace Period Students

: @ school [¥] students with no current eligibility
]

]

]

I

School and Grade

i EEER .I
Household Letters - [ select AIII Print Selected || Print Al | ||°

School Code Student ID Last Name First Name rint
T i Sp—
201 3412 SUMMER = gHE =
| | L}
| | r L}
201 18780 CASEY-P s ¥ = =
| | L}
201 D014 ADAMS n M = u
| | L}
201 8463 JAMIE = =
[ ] OE [ ]
. | | | |
201 7977 1AN s =HE g
] i [ ]
201 18727 ZAYNE n & =] n
| | L}
201 8545 JAMES u [ = -
| | L}
201 8289 CAITLYN : [ = :
| | = L}
201 7639 DYLAN - = = -
| | L}
201 18344 MEGAN = OEFE =
L EEERRRR L
[M|[4]2[2]2 256780910 .[0|[M| Pagesizes|10 ~| 1500 items in 150 pages

Page 98

Cybersoft Technologies | Student Eligibility User Manual



Section 3: Administration

Viewing Letters

An individual Household Letter can be viewed before printing.

To view a Household Letter

1. Select search conditions and click .

2. In astudent listing, click View Letter ( | ).

u EEEER am EEEEEEERER
Site Code Site
- ALL-- - ALL - [~]
Sort By Include
I ZIF Code [¥] Grace Period Students
@ schoal [#] students with no current eligibility

) 5chool and Grade

Household Letters

Household Letters

[ select All | Print Selected || Print Al | ‘

School Code Student ID Last Name First Name

Print

201 7639 DYLAN

20 8593 AUSTIM

W[«ft]z345678910 .[p][m| Pragesie:[10 |

SUMMER
20 8289 |

329

=

ems in 33 p

WL e SCHOoOoLS
Child Nutrition Department
School Year 2010-2011
Letter to Household

Printed : 05/09/2013

To the parents of

AUSTIN =
ahi RD

101

Dear Parent/ Guardian:

Children need healthy meals to learn. «District» offers healthy meals every school day. Breakfast costs [$x.30¢] in Elementary Schools;
[$x.30¢] in Secondary Schools. Lunch costs [$x.xx] in Elementary Schools; [$x.30¢] in Secondary Schools. The reduced price is [$x.x0¢]
for breakfast and [$x.xx] for lunch. Your child(ren) may qualify for free or reduced-price meals if your household income
falls within the limits on the Federal Income Chart.

Child Name
AUSTIN
BENJAMIN

Student ID
8593
6726

School Name

ELEMENTARY SCHOOL
ELEMENTARY SCHOOL

1. DoI need to fill outan application for each child? Mo. Complete the application to apply for free or reduced-price meals. Use
one Free and Reduced-Price School Meals Application for all students in your household. We @nnotapprove an application that is not
complete, so please be sure to fill out all required information. Return the completed application to: [location or address].

2. Who can getfree meals? Children in households getting Supplemental Mufrition Assis@nce Program (SNAP) benefits (formerly the
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<<End of Section> >
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This section includes the following:

v

v
4
4
4
4
4
4
v
v
v
v

Review of Students page elements.

Steps to view a student record.

Review of student particulars data.

Steps to change the student’s assigned Eligibility.
Review of student demographic data.
Review of student household data.

Steps to upload or remove a student picture.
Steps to set A La Carte restrictions.

Steps to add Special Instructions.

Steps to set Menu Item restrictions.

Steps to set other payment types restrictions.

Review enrollment history.



Section 4: Patrons

Students

Students allows you to display and manually update a student’s

FEiae PrimeroEdge record. The student record includes personal
information and all eligibility information. Some information
Students cannot be updated. Other information can be updated but will be

dﬁ_ overwritten with the next student file import.

Site Code Site Grade
-] [ 8
Student ID / SSN Last Mame First Mame Status

Apply
stdont

Grade Birth Date

(o} Last Name First Name School

Mo records to display.

By default, on the Students page:
= Site Code / Site is set to “ALL”.

= Grade is set to “All”.
= Student ID / SSN, Last Name, and First Name are blank (empty).

= Status is set to “Active”.

Apply Click to display a list of students that match the selected conditions.
Click to return all settings in the search condition fields to the default values.
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Viewing a Student Record

To view a student record

1. Choose one or more search conditions and click | APPIY | .

2. Click an ID link in a student listing.

Students
Site Code Site Grade
so1 [ =] HIGH SCHOOL [«] |-an-[]
Student ID / 55N Last Mame First Mame Status

C Active E

besly

Students

(o] Last Mame First Name School Grade Birth Date
1247 BRAEDEN HIGH SCHOOL 10 05/29/1994
8311 TYLER HIGH SCHOOL g 10/06/1995
3134 AMNGEL HIGH SCHOOL 12 09/25/1991
0348 BREMMOM i HIGH SCHOOL g 01/08/1996
2003 CHELSEY HIGH SCHOOL 10 12/27/1994
2838 TREMTOM HIGH SCHOOL 10 11/30/1994

— — JOSHUA HIGH SCHOOL 12 04/06/1993
2917 TRAVIS B HIGH SCHOOL 10 09/18/1995
}

_J&_I KRISTEN HIGH SCHOOL 10 07/25/1995

5108 RYAN HIGH 5CHOOL 12 03/18/15993

M| 4(1]2 34567 89 10.|F|H Pagesize: |10 ¥ | 124 itens in 13 pages

The Student Details page appears with seven tabs of information for the student. Some
information can be updated while other information cannot be changed.

Keep in mind that some data that can be changed manually, such as Eligibility on the Particulars
tab, may be overwritten when data is imported from the Student Information System.

To save changes

Changes are saved with one click.

e With any tab on display, click .
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Tab 1 - Particulars

The Particulars tab lists basic student information, such as if the student is active in
PrimeroEdge and provides current Eligibility information and account balance.

Student Details: TRAVIS & oo - s 2017

= Back to Students

L Particulars Demographics \;'-.___ Household \;'-.___ Eligibility \;'-.___ Picture and Motes \;'-.___ Restrictions \;'-.___ Enrollment History
First Name TRAVIS .
site  HIGH SCHOOL [~]
Last Name
Grade 10 IZI
Middle N ;
odle fame Homeroom MATH |Z|
55N 114098
Phone 512 StudentID 12917
Addrass - RD PIN 917
Eligibility Edit
o
Ci‘ry Eligibility Reason Expiration Date
State Paid DEFAULT 7/31/2013
Zip 142

Current Balance is ($109.00)

Account is active

Cancel

9 Note: Make changes to student data in the Student Information System, not in
PrimeroEdge. Changes made in PrimeroEdge could be overwritten by the next
import from the Student Information System.
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Manually Changing Eligibility

1. Click | Edit | On the Particulars tab of a student record in the Eligibility group.

2. Select a new Status or Reason as needed; the available Reasons are dependent on the
selected Status.

3. Select a new Start Date when the new Eligibility begins and a new Expiration Date, if
needed.

4. Enter Comments (required) and click | 9K

5. Click .

FUN S6U022917 | Lenerate
‘ Eligibility ﬂl
Eligibility Reason Expiration Date
Paid DENIED 7/31/2013
[=] PrimeroEdge - Change Eligibility Status (|
= Status Free |E| .
= Reason Foster E .
[ o T ---‘
= Start Date 9/26/2012 B
e * Expiration Date  7/31/2013 =
:-IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.IIIIIIIIII.
= Comments parent is il “n

o
urrent Balance is ($ 109.00) - )

Account is active
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Tab 2 - Demographics

The Demographics tab lists demographic and Guardian information imported from the Student
Information System.

| Student Details: TRAVIS - 2917 |

= Back to Students

| Particulars Demographics . Household Eligibility Picture and Motes Restrictions Enrollment History

Ethnicity Other IZ| ‘ Guardian Information ‘
Race White IZ|
Gender Male IZ| First Mame KATHY
Language English IZ| Last Mame
Birth Date  |9/18/1995 =] Middle Name
55N
Haome Phane 4512
Work Phone 9557

Cancel

%3 Note: Make changes to student data in the Student Information System, not in
PrimeroEdge. Changes made in PrimeroEdge could be overwritten by the next
import.

Tab 3 - Household

The Household tab displays all the students in the same household. Students are combined in a
household when they are processed on an application together or have the same case number in
the Direct Certification file.

| Student Details: TRAVIS #% 8 - 88812017 I

= Back to Students

|. Particulars Demaographics ] Household | Eligibility Picture and Notes Restrictions Enrollment History

Students in Household

Last Name First Name ID School Grade Household Pin

TRAVIS 2917 HIGH SCHOOL 10 1276

Caneel

9 Note: No changes can be made on this tab.
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Tab 4 - Eligibility

The Eligibility tab displays the student’s status history.
» The most recent record is listed first.

« All students will have an original import record with Status of “Paid” and Reason of
“Default”.

«  Any student without an application or other basis for Free or Reduced Status is given a
Reason of “Default”.

When Eligibility is changed through the Particulars tab, the application number is changed to
“0” (zero). The application number (other than “0” [zero]) is a link that displays the application
in the View Application popup.

9 Note: No changes can be made to Eligibility information on this tab.
The Other Benefits group lists all additional benefits offered.

To add or remove Other Benefits:

1. Select one or more benefits.

2. Click .
(oo e ]

= Back to Students

| Particulars '\ Demographics '\ Household | Eligibility ' Picture and Notes \ Restrictions '\ Enroliment History
Eligibility
Status Start Date End Date Process Date Reason Application Processed By Comments
Paid 11/372012 7/3172013 11/272012 DEFAULT Cybersoft Support
Free 7/10/2012 5/30/2012 7/10/2012 GRACEPERIOD 1] Cybersoft Support ‘Year Begin
Free 6/14/2011 10/14/2011 6/14/2011 GRACEPERIOD 0 Cybersoft Support ‘Year Begin
Free 7/13/2010 7/31/2011 7/13/2010 DIRECTCERT 1} Cybersoft Support DIRECT APPROVAL - Import
Free 7/13/2010 7/12/2010 7/13/2010 GRACEPERIOD Q Sheila ‘fear Begin
Free 6/20/2010 6/30/2010 6/20/2010 IMPORT (1] Cybersoft Support
Free 5/12/2010 6/18/2010 5/12/2010 IMPORT o Cybersoft Support
Paid 3/23/2010 5/12/2010 3/23/2010 DEFAULT 1} IMPORT
* MNote: Italics indicates historical eligibility records that have been overwritten or not applied.
Other Benefits
u []
m /| Textbook Assistance [|Student Health Insurance [ School Fee Waiver -
I NN NN SN NN NN NS NN NN NS NN EEEEEEEEEEEEnmn”
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Tab 5 - Picture and Notes

The Picture and Notes
50KB or smaller.

To add a picture:

1. Click ' 1. Click Remaove

2. Select a picture

3. Click .

tab displays the student’s picture if it has been imported. Pictures must be

To remove a picture

file and click . The “Happy Face” icon replaces the

image.

The selected image appears in the Picture group.

Student Details: TRAVIS &% S - Ss2017

= Back to Students

|. Particulars \:'-.__ Demographics

\:-.__ Household \:'-.__ Eligibility ] Picture and Motes Restrictions \:'-.__ EnrollmentHistory.

‘ Student Notes ‘

Add Motes

=] (panotes)

Previous Notes

New folder

Organize v

W0 Favorites
B Desktop I
& Downloads

m|»

4% Dropbox

] Recent Places

4 Libraries
5 Documents
J’ Music
|| Pictures
BE Videos

File name: 7770.jpg
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Tab 6 - Restrictions

The Restrictions tab details POS Restrictions. Special Instructions display information on the

POS terminal for the cashiers.

The account can be flagged to not accept checks and to not accept charges.

Student Details: TRAVIS = 2917

= Back to Students

for a la carte purchases on these selected days.

Maximum number of a la carte items allowed per
day.

[ Particulars \:\\_ Demaographics \:\\_ Household \:\\_ Eligibility \.\\_ Picture and Notes T_ Restrictions Enroliment History ) h
‘ A La Carte Restrictions ‘
Item Restrictions Restriction Amount
Mon Tue Wed Thu Fri Enabled Amount
Do not allow this student to use CASH for a la A B R A [ Daily 0o
carte purchases on these selected days. Weekly [ §
Do not allow this student to DEBIT their account HF A A A [ Monthly [T] §

Special Instructions (Max 84 char) ‘ | Restrict Menu Items ‘ ‘ Other Restrictions

Mo records to display.

[7] Mo charges allowed

[« | I3

[7] Do not accept checks on this account

Cybersoft Technologies | Student Eligibility User Manual
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Setting a La Carte Restrictions

On the Restrictions tab of the Student Details page:

o Select days of the week on which the student cannot use cash or debit their account for A
La Carte items.

o Enter the number of A La Carte items the student can purchase each day.

e Select a restriction time range option and enter the maximum amount the student can
spend on A La Carte items.

Farucuiars LeEmograpiics ROUSenow Elgioicy FICLUNE and iNoies RESINCTons ENFONMent niswony

A La Carte Restrictions
AN EEEEENEENEENENEEENEEESN

I-terpﬁeétnjqigr‘ﬁlIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII -REStriC“C'r'Amclunt

» "u
2 Mon Tue Wed Thu Fri ® Enabled Amount
[ | L}
[ | [ | .
. v v
: Do not allow this student to use CASH forala 7 7 7 7 : Daily $
- carte purchases on these selected days. " Wee kly § 500
[ | L}
: Do not allow this student to DEBIT their account 7 v v v v : Monthly $

‘jqal@ia;tﬁﬁugha}e;Qﬂ.the.‘-E'.SﬁﬁC?qga'i'S...................1

.IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.
: haximum number of a la carte items allowed per

-
L]

"jiylIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII:

pf EE NN EEEEEEEEEEESR

Including Special Instructions

Special instructions are recorded for students that have certain medical issues, such as allergies,
or when a parent requests specific restrictions for his student.

To include Special Instructions:

o (Click inside Special Instructions and enter text.

o = Spedallnstructions (Max 84 char)

Peanut allergies|

pf EEEEERN
EEEERERER
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Setting Menu Item Restrictions

Menu Item restrictions are those Menu Items the student is not allowed to purchase under any
circumstance.

To add a Menu Item:

1. Click | Add .. | in the Restrict Menu Items group.

2. Select one or more items in the Menu Items List.

3. Click | 9K

3 Note: Hold down Shift to select a group of items, or hold down Ctrl to select individual
items.

meel1

Mo records to display.

= Pri List CXE
Menu Item Category:

Angel Bites, Taste of Heaven
Breakfast Meal

Cheese

1-
2,

Dinner Meal .
Egg 'O Meal .
Egg Roll .
Ext. Milk .
Fruit .
Hot Chip -
Ice Cream

To remove a Menu Item:

1. Select an item in the list.

2. Click | Remove
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Setting Other Restrictions

Other Restrictions include other payment methods (checks and charges).

To set Other Restrictions:
1. Select an option (add check mark).

2. Select a Reason if No charges allowed is selected.

Other Restrictions

S I NS S SN S NS SN SEEESEE NS EENSEEEEEEEEEEEEg
E | Do not accept checks on this account =
= [¥] Nocharges allowed .
E Reason .
- Payment Due IZI .

Tab 7 - Enrollment History
The Enrollment History tab displays each school in your district in which the student has been
enrolled. The most recent record is listed first.

Student history may not be complete. Information displayed on this page is a function of the
user’s permissions.

% Note: No changes can be made on this tab.

| Student Details: TRAVIS &% 5 - 82017 I

= Back to Students

|' Particulars '\ Demographics |\ Household '\ Eligility '\ Picture and Notes '\ Restrictions | Enrollment History

‘ Enrollment History ‘

School Grade | Start Date End Date Activity Date
BLEMNMNERHASSETT MIDDLE SCHOOL 07 03/23/2010 [RFEY 03/23/2010
PARKERSBURG HIGH SCHOOL 10 08/02/2012 [RFEY 0&/02/2012
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Application

Reports

In this section, you will learn how to generate and print the following
reports:

v Application Approval List
v Application Processing
V' Audit Trail

v’ Batch Cover Sheet

v Expiring Approvals



Section 5: Application Reports

Application Reports at a Glance

Menu Function Description
Application Approval List Details applications processed on a selected date or date
range.
Application Processing Provides the Application Cycle Timeline report and the

Application Processing report. Details the length of time
applications remain at various stages in the application

process
Audit Trail Details all eligibility changes that occurred on a selected
day.
Batch Cover Sheet Provides batch particulars and lists applications scanned in
the batch
Expiring Approvals Lists all students whose Grace Period expires before the

end of the Academic Year

9 Note: Menus and functions to which you have access are those appropriate for your role
with PrimeroEdge. When you access the Application Reports menu, you may see a subset
of the functions listed above or you may not have access to all of the features for each menu
selection.
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Application Approval List

The Application Approval List details the applications processed
on the selected date. This report should be run at the end of every
processing day so that the Determining Official can authorize the
entire list. Signing this one list is in lieu of initialing or signing
every application by hand.

Application Reports

Application Approval List

Audit Trail

Batch Cover Sheet

Expiring Approvals

Application Approval List Page

I Application Approval List I

Site Code Site
Datz Range
@ Daily From: 5/17/2013 =)
) Monthly Month:| 12y ~] vear| 2013]~]
_ Date Range From: 5/1/2013 To: 5/17/2013
Eligibility User
e g o
Generate Report

By default, on the Application Approval List page:
Site Code / Site are set to your site, or set to “ALL” if you have access to multiple sites.

= Date Range is set to the current date.
= Eligibility is set to “ALL”.
= User is blank.

Page Functions

Generate Report Click to display a list of students that match the selected conditions.
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To display an Application Approval List

1. In Date, enter or select a date.

2. Click | Generate Fiepnrt| _

3. Click Print ( = ) on the window toolbar.

- ALL - -] ()

Application Approval List |
llllllllllllllll_llllllll_lllllllllllllllllllllllllll.
Area Site Code Site -
- - - - - L]
ALL [=] [s01 =] HIGH SCHOOL B .
L}
L}
Date Range ]
L}
Daily From: .
L}
Meonthly Month:| Iay Year:| 2013 :
o u— L}
@ Date Range From: 8/1/2011 =5 Tor gya1s2011 & =
|}
L}
P L}
Eligibility User .
L}
L}
L}
L}
]

Generate Report

m@ﬂ

-

-
@ http://AE R TN re portviewer.aspx - Windows Internet Explorer

] O

4 4 1 of1 b Bl @ 100% - Find | Nex A &
ort Geflerated: 2/3/4011 1:17:19 PM

Application Approval List

SCHOOLS Z

3/2f2011
. . - & e . Temp Approval
Batch Application Amount Period Size FS/TANF Eligibility Basis Expires On
Determining Official: Cybersoft Support

114 610 250.00 W 3 Free Income
114 611 0.00 2 Reduced Inceme |

Reviewing Official's Signature: Date :

Confirming Official’'s Signature: Date :

Faollow-up Official's Signaturs: Diate :

* Indicates that particular application was reprocessed after the date for which report was generared

Page: 1of1l
=—————  —a
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Application Processing

Application Processing produces the Application Cycle Timeline
report and the Application Processing report.

Application Reports

Application Approval List The Application Cycle Timeline report displays the unprocessed
application numbers that are nearing the processing deadline.
This report also provides a summary including the number
applications at various stages in the application process and the
length of time remaining to complete the application cycle.

Application Processing

Batch Cover Sheet The Application Processing report details the number of
applications submitted by various entry methods based on the
Expiring Approvals user who originally processed the applications or the status of the

applications. The report can be generated for a selected date,
month, or date range.

Application Processing Page

Application Processing

Report

@ Application Cycle Timeline () Application Processing

Generate Report

By default on the Application Processing page:

« Application Cycle Timeline is selected.

Page Functions

[ Generate Report ] Click to display a list of applications that match the selected conditions.
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To generate and print an Application Cycle Timeline report

1. Select Application Cycle Timeline.

2. Click I Generate Report ] |

3. Click Print ( = ) on the window toolbar.

Application Processing

Report
;llllllllllllll‘

1 : @ Application Cycle Timeline: _ Application Processing
AN EEEEEEEEEEEENEN

Generate Report

4 4 [_Jor1 b Pi @ BT 3 |
| Genfrated on: 9/20/2013 5:30 PM

Application Cycle Timeline

SCHOOLS
As of 9/20/2013

Days to Complete Application Cycle

Near Deadline
1- 32 Days 4 - 7 Days 8 - 10 Days 11+ Days Total
Processed 61 0 0 2 63
Pending 7 0 0 1 8
Not Processed 0 0 1 3 4
Grand Total 75

Applications Near Deadline (Not Processed)

Batch # App # Received Date Status Method
08/30/2013| Accepted Scanned
09/09/2013| Accepted Scanned
09/09/2013| Accepted Scanned
09/11/2013| Accepted Scanned

Page 1 of 1
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To generate and print an Application Processing report

1. Select Application Processing, and select a date option and enter or select a date.

2. Click I Generate Report ] |

3. Click Print ( = ) on the window toolbar.

Application Processing

[}

Report EEEEEEEEEEEEEEE, :
i " " n

_ Application Cycle Timeline: @ Application Processing = ]
-IIIIIIIIIIIIII. :

L}

L}

Date Range =
- L}

_' Daily From: ]

L}

. L}
_'Monthly Month:| September V| Year| 2013 WV -

L}

. Pr— f— L}
@ Date Range From: 9/1/2013 & To 972072013 ] -
L}

|

Generate Report

@ http://|

{1 Jofz P Pl @ |100% v Find | N4

4

Generated on: 9/20/2013 5:27 PM

Application Processing
SCHOOLS
From 9/1/2013 To 9/20/2013

All Applications Entry Method
All Users Online Manual Scanned Total
Received 7 16 10 33
Deleted [4] 0 0 1]
Processed 7 12 4 23
Pending 0 1 2 3
Not Processed 0 0 5 5
Processed Applications Entry Method
User Name Online Manual Scanned Total
5 g 0 13
2 2 4 8|
Total Applications 7 10 a4 21
Page 1 of 1
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Audit Trail

Audit Trail lists all eligibility changes that occurred on a selected
day and lists the reason for each change.

Application Reports

Application Approval List

Application Processing

Audit Trail
Expiring Approvals
Audit Trail Page
Site Code Site
| - E| | ©  :ELEMENTARY SCHOOL E||
Date
3112011

By default, on the Audit Trail page:
= Site Code / Site are set to your site, or set to “ALL” if you have access to multiple sites.

= Date is set to the current date.

Page Functions

Generate Report Click to display a list of students that match the selected conditions.
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To generate and print an Audit Trail report:

1. Select a Site or Site Code and enter or select a Date.

2. Click [ Generate Report ] )

3. Click Print ( & ) on the window toolbar.

I B A R R R RN R RE R R R R R RERRERRRRRRRR R R RRRRRRRRRRRRERRRRRRRRERRRRRRERRNN]

Site Code Site .

| ]

501 [-] HIGH SCHOOL [~ .

| ]

° Date -
| ]

5/20/2013 & .

| ]

0[]

4 4 1 of1 P bl @ 100%

Audit Trail

Processed Date: 7/1/2011 Printed 7/1/2011

StudentTd  Student Name Eligibility Application No.

To Start Date

PAVTON ELEMENTARY 03 7/2/2011 GRACEPERIOD
SCHOOL

DAKOTA 04 7i2f2011 DENIED
ELEMENTARY SCHOOL

BREONNA PAIGE 07 7/1/2011  HOMELESS
MIDDLE SCHOOL

CAMERON GREGORY 07 7/1/2011  MIGRANT
MIDDLE SCHOOL

ALEXIS ELEMENTARY 03 7/1/2011 PREAPPROVAL
SCHOOL
Page 1 of1
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Batch Cover Sheet

Batch Cover Sheet provides batch particulars and lists
applications scanned in the batch. This report can also be printed

o ] after scanning a batch. This function allows the user to re-print
Application Approval List | the Batch Cover Sheet.

Application Reports

Application Processing

Audit Trail

Batch Cower Sheet

Batch Cover Sheet Page

Batch Cover Sheet |

Academic Year Batch #

2012 - 2013 | =] | 399 -]

Generate Report

By default on the Batch Cover Sheet page:
= Academic Year is set to the current school year.

= Batch # is set to the last-created batch number.

Page Functions

Generate Report Click to display a list of applications processed in the selected batch.
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To generate and print a Batch Cover Sheet:

1. Select an Academic Year and a Batch #.

2. Click I Generate Report ] |

3. Click Print ( & ) on the window toolbar.

Batch Cover Sheet

Academic Year Batch#
° 2[]12—2013E| 760 E|

a ‘ Generate Report ‘
B http:/S—— imero/reportviewer.asp:
4 4 1 of 1 b Pl @ 100% - FindQ (=
Gel on: 3/20

Batch Cover Sheet

School System

Batch #: 782 Location: MNiA

Application Count: 25 Scanned By: Cybersoft Support

Received Date: 08/05/2012 Scan Date: 08/05/2012
Signature:

Serial # Application # | Status
1 87324 Motified
2 8725 Verified
3 8726 Motified
4 8727 Verified
5 8738 MNotified
-1 8739 MNotified
7 8740 Deleted
a8 8741 MNotified
9 8742 Deletad

10 8743 MNotified
8744 Deleted
Lotified
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Expiring Approvals

Expiring Approvals lists all students whose Grace Period expires
Application Reports before the end of the Academic Year.

Application Approval List

Application Processing
Audit Trail

Batch Cover Sheet

Expiring Approvals

Expiring Approvals Page

| Expiring Approvals I

Site Code Site

Expiring Approvals

@ Grace Period

Generate Report

By default on the Expiring Approvals page:

= Site / Site Code are set to your site, or set to “ALL” if you have access to multiple sites.

«  Expiring Approvals is set to “Grace Period”.

Page Functions

Generate Report Click to display a list of students that match the selected conditions.
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To generate a list of students with expiring approvals:

1. In Site Code or Site, select a site code or name.

2. Click I Generate Report ] |

3. Click Print ( & ) on the window toolbar.

Expiring Approvals

Site Code Site
501 E| ! HIGH SCHOOL

Expiring Approvals

@ Grace Period

pE EE RN EEEEEEEEN

[

(2]
3

E hittpy// SRS reportviewer.aspx - Windows Internet Explorer

4 4 1 of 10 b Pl e 100% - Fin

Expiring Approvals

I SCHOOLS
2010 - 2011
Report Type: Grace Period Printed 3/3/2011
W0 W00 ELEMENTARY SCHOOL
Name Student Id Expiring Date Eligibility Processed Date Start Reason Application =
11/7/2010 Free 7/13/2010 GRACEPERIOD 0
11/7/2010 Fres 7/13/2010 GRACEPERIOD 0
11/7/2010 Fres 7/13/2010 GRACEPERIOD o
11/18/2010 Fras 11/17/2010 GRACEPERIOD 0
11/7/2010 Reduced 7/13/2010 GRACEPERIOD 0
11/7/2010 Reduced 7/13/2010 GRACEPERIOD [
11/7/2010 Reduced 7/13/2010 GRACEPERIOD 0
11/7/2010 Free 7/13/2010 GRACEPERIOD 0
11/7/2010 Fres 7/13/2010 GRACEPERIOD 0
11/7/2010 Fres 7/13/2010 GRACEPERIOD o
11/7/2010 Fras 7/13/2010 GRACEPERIOD 0
11/7/2010 Frez 7/13/2010 GRACEPERIOD 0
11/7/2010 Frez 7/13/2010 GRACEPERIOD [
Page 1 of 10
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<<End of Section> >
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Eligibility

Reports

In this section, you will learn how to generate and print the following
reports:

v" Benefits Issuance
DC Sibling
Eligibility Roster
Eligibility Summary
Other Benefits
Percent Needy

Student Activity

N N N N N NN

Student Status Change



Section 6: Eligibility Reports

Eligibility Reports at a Glance

Menu Function Description
Benefits Issuance Details all eligibility determinations for a date or date
range.
DC Sibling Lists students that have been included in a Direct

Certification import and a possible sibling match with
another student.

Elibility Roster Lists students based on selected eligibility criteria.

Eligibility Summary Lists the student count for each Eligibility category on a
selected date.

Other Benefits Add and manage other benefits provided by the district
which are shown on the district’s Online Applications
website.

Percent Needy Lists the percentage of students identified as eligible for

Free or Reduced Price meals in the total school population.

Student Activity Lists all new students, students who have transferred or
students who have withdrawn during a selected date range

Student Status Change Lists all students whose eligibility changed within a selected
date range.

3 Note: Menus and functions to which you have access are those appropriate for your role
with PrimeroEdge. When you access the Eligibility Reports menu, you may see a
subset of the functions listed above or you may not have access to all of the features
for each menu selection.
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Benefits Issuance

Benefits Issuance details all eligibility determinations for a date
or date range for a selected school. All students are included,
even if there were no changes.

Eligibility Reports

Benefits Issuance
This report is a combination of the Status Change and Student

Activity reports.

Eligibility Roster

Eligibility Summary
Cther Benefits
Percent Meedy
Student Activity

Student Status Change

Benefits Issuance Page

I Benefits Issuance I

Site Code Site

ALL-[r] [-ALL- [«
Date Range
® Daily From: 7H2011
© Monthly  Month:| July (-] Year|2011[<]
0 Date Range From: 7/1/2011 ] Te: 712011

Generate Report

By default on the Benefits Issuance page:
= Site / Site Code are set to your site, or set to “ALL” if you have access to multiple sites.

= Date Range is set to “Daily” with the current date selected.

Page Functions

Generate Report Click to display a list of students that match the selected conditions.
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To generate and print a Benefits Issuance report:

1. Select a site in Site Code or Site, and select a date option in Date Range.

2. Click I Generate Report ] |

3. Click Print ( & ) on the window toolbar.

Benefits Issuance

) Daily

@ Monthly

©) Date Range

From: 5/20/2013

Month: SeptemberE Year: 2[‘12E|

From: 5/1/2013

(28 BHHpa/l e S (Primera/reportviewer.asp)

To:

(5]

P

=
ot
[=]

EEEEEEEE N E N EEEEEEEEEENEEEEEEEEEEENEENEEEEEEEEEEENEEEEEEEEEEEEEEEESR
Site Code Site

R " ELEMENTARY -

Date Range

4 4 2

aof 28 b bl @

100% -

Benefits Issuance Document
School System
From 9/1/2012 To 9/30/2012

on: 5/20/2013 6:28 PM

Page 130
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Sita: 0198 ©©  ELEMENTARY-622
634 . Mikayla 4
Free 8/21/2012  07/31/2013 INCOME
g/z/2012 Returned to district
1045 1, Mikial 5
Free 8/21/2012 07/31/2013 INCOME
8/z/2012 Returned to district
1291 + Haidyn 4
Free 8/3/2012  07/31/2013 INCOME
8/2/2012 Returned to district
032 . Keegan 5
Free 8/3/2012  07/31/2013 INCOME
8/15/2012 Returned to district
737 , Logahn 2
Free 8/3/2012 07/21/2012 INCOME
8/2/2012 Returned to district
, Aishwarya
7/25/2012  07/31/2013 DEFAULT

cturned to district

m




Section 6: Eligibility Reports

DC Sibling

- DC Sibling provides a list of students that have been included in
Eligibility Reports a Direct Certification import and a possible sibling match with
another student.

Benefits Issuance

DC Sibling

Eligibility Summary
Other Benefits
Percent Meady
Student Activity

Student Status Change

DC Sibling Page

DC Sibling |

Site Code Site

Sorting
@ Alphabetical By District ) Alphabetical By Site

[ Generate Report ]

By default on the DC Sibling page:

= Site / Site Code are set to your site, or set to “ALL” if you have access to multiple sites.

= Sorting is set to “Alphabetical By District”.
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Page Functions

[ Generate Report Click to display a list of students that match the selected conditions.

To generate and print a DC Sibling report:

1. Select a site in Site Code or Site, and select a sorting option.

2. Click l Generate Report ] ]

3. Click Print ( = ) on the window toolbar.

DC Sibling

Site Code  Site o
0112 «| % %S00 ELEMENTARY -

o Sorting

@ Alphabetical By District ) Alphabetical By Site

e ‘[Genera}eﬁepm]
L

o [E=rE )

4 4 1 of1 b Pl @ 100% - 3 Al 2 & i

Generatad on: 5/20/2013 6:45 PM
DC Sibling Matching
School System ’
Sibling Student Certified Student
Student ID Student Name ‘ Certified Date Student ID ‘ Student Name Certified Date

234 Lawson W 08/09/2012 235 < Riley A 08/09/2012
014 Supreme A 08/09/2012 76 Justice 07/26/2012

S44 Carlos A 07/31/2012 223  Felipe 07/26/2012 £
1585 Victaria G 08/03/2012 041 Joshuz 1 07/26/2012
208 Jessica L 07/27/2012 522 Christapher L 07/26/2012
582 Journey A 08/15/2012 259 Danny A 07/26/2012
521 Alishz 1 07/27/2012 501 Alexia s 07/26/2012
i258 Joslyn T 08/15/2012 259 Danny A 07/26/2012
272 Kirsten £ 08/09/2012 050 Katelyn N 07/26/2012
371 Mallori G 08/09/2012 630 Michael © 07/26/2012
i250 Jaida A 08/15/2012 258 Danny A 07/26/2012
Page 1 of 1

l
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Eligibility Roster

Eligibility Roster builds a list of students based on selected
Eligibility Reports criteria.

Benefits [ssuance By default on the Eligibility Roster page:

. = Areaissetto “ALL” if you have access to multiple Areas.
DC Sibling

= Site / Site Code are set to your site, or set to “ALL” if you
Eligibility Roster have access to multiple Sites.

« Gradeissetto “ALL”

= As of Date is set to the current date

Cther Benefit
K = All Eligibility options are selected.
No Display or Include options are selected.

= All Reason options are selected.

Eligibility Roster Page

Eligibility Roster

Area Site Code Site Grade
[—aLL- =) | [=] | [=] [aw -
As of Date

s |m

Eligibility Reason

Free Uncheck All
Reduced

Paid Categorical Grace Period Principal Approved

DC Foster Head Start RCCI

DC SNAP Homeless Refused Benefits
Default Import Removed
Denied Income Runaway

Direct Cert Migrant Transfer

Even Start Pre-Approval [¥] Verification
Foster

Display

[7] Show Eligibility Code Only

["] Show Application Information
[ Contact Info

["] Sort by Grade

Include

[J1nactive Students
[JInactive Sites
["] Only Verification Sites

Generate Report

Page Functions

Generate Report Click to display a list of students that match the selected conditions.
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Section 6: Eligibility Reports

To generate and print an Eligibility report:

1. Select a site in Site Code or Site, and select one or more options, as needed.

2. Click [ Generate Report ] )

3. Click Print ( & ) on the window toolbar.

Eligibility Roster

Area Site Code Site Grade
~ALL-- =) [=) [~] [an v
As of Date
9/23/2013 )
Eligibility Reason

Free Uncheck All

Reduced

Paid Categorical [V Grace Period [V Principal Approved

DC Foster Head Start RCCI

Display DC SNAP Homeless Refused Benefits

Default Import Removed
Denied Income Runaway
Direct Cert Migrant Transfer
Even Start Pre-Approval [¥] Verification
Foster

["] Show Eligibility Code Only

[] show Application Information
Contact Info

[] Sort by Grade

Include

[ Inactive Students
[ Inactive Sites

["] Only Verification Sites
| E R R EREERERERE R R RERRE R RN RN RRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRRNENNEHN,]

Generate Report
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Section 6: Eligibility Reports

SCHOOLS
As of 9/22/2013

Generated on: 9/23/2013 8:56 AM

b0 Name Grade | Eligibility | Reason Start Date

End Date Phone Number | Email

ELEMENTARY SCHOOL

» SAMUEL EDWARD Free GRACEPERIOD 7/1/2013

« HALEY MARQUETTE Free GRACEPERIOD 7/1/2013

. JARRETT MARK Free GRACEPERIOD 7/1/2013

Paid DEFAULT

7/1/2013

» MICHAEL PHILLIP

Paid DEFAULT 7/1/2013

. PETER DOUGLAS

, ADDISON GRACE Paid DEFAULT 7/1/2013

&, ISAIAH DEMETRIUS Paid DEFAULT 7/1/2013

. BRAYDEN GARRETT

Reduced GRACEPERIOD 7/1/2013

Paid DEFAULT

» KATHERINE ELIZABETH 7/1/2013

. Huteoo KG  vai UEFAULT 7/1/2012
, JOSHUA STEVEN KG  Paid DEFAULT 7/1/2013
+ MACKENZIE SHEA 4 paid DEFAULT 7/1/2013

| ZACHERY ALLEN 4 paid DEFAULT 7/1/2013

, HUNTER RAE 4 paid DEFAULT 7/1/2013
. JUSTIN MICHAEL 2 Ppaid DEFAULT 7/1/2013
. ALEX 5COTT 5 Ppaid DEFAULT 7/1/2013

, EVAN JAMES 1 Ppaid DEFAULT 7/1/2013

Site Total: 457

7/31/2014

9/30/2013

7/31/2014

7/31/2014
7/31/2014
7/31/2014
7/31/2014
7/31/2014

7/31/2014

9/30/2013
9/30/2013
9/30/2013
7/31/2014
7/31/2014

7/31/2014

7/31/2014

Grand Total: 13,189

»

Find | nexe v (%)

Page: 32 of 33

== x

Generated on: 9/23/2013 9:36 AM

Eligibility Roster

SCHOOLS

As of 9/22/2013

Eligibility Count Reason | Count

Free 573| |Categorical 6

Reduced 23| |DC Foster 6|

Paid 12,593) [pc snae 5

Total: 13,189| |Default 12,590
Denied 1
Direct Cert 19|
Even Start 0|
Foster 4
Grace Period 503
Head Start 0|
Homeless 0|
Import 0|
Income 39
Migrant 0
Pre-Approval 0
Principal Approved 0|
RCCI 0
Refused Benefits 1
Removed 0
Runaway 0|
Transfer 0|
Verification 16
Total: 13,190

Last Page

Page: 33 of 33

Cybersoft Technologies | PrimeroEdge Free & Reduced Eligibility

Page 135



Section 6: Eligibility Reports

Eligibility Summary

Eligibility Summary lists the count of students in each Eligibility
category for the selected school(s) on a selected date. This report
also offers a combined percent needy, the number of students
who are DC and the number of students that were denied.

Eligibility Reports

Benefits [ssuance
DC Sibling

Eligibility Roster

Eligibility Summary

Percent Meady

Student Activity

Student Status Change

Eligibility Summary Page

I Eligibility Summary I

Site Code Site As of Date
- ~|  s212013 =]
Report Type
@ Summary O Detailed

By default on the Eligibility Summary page:
= Site / Site Code are set to your site, or set to “ALL” if you have access to multiple sites.
= As of Date is set to the current date.

« Report Type is set to “Summary”.

Page Functions

Click to display eligibility information that matches the selected
conditions.

Generate Report
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Section 6: Eligibility Reports

To generate and print an Eligibility Summary report:

1. Select a site in Site Code or Site, and select new Date and Report Type options, as

needed.

Click l Generate Report ] ]

Click Print ( = ) on the window toolbar.

Eligibility Summary

: Site Code Site As of Date

s [-ALL- | |-ALL- »| 52172013 =

L]

aReport Type

a @ Summary O Detailed

L]
:.......................................................

Generated on: 5/21/2013 2:23 PM

Student Eligibility

School System
As of: 5/21/2013

Free Reduced Paid Total

Income | Other Total

Telq)|ﬁsa‘l)lha

Tdd‘%l)c

No App | Denied

] ‘lln:m|(“_jnwd %Free‘%ked|%pa.d

Douglas County School System

HIGH

MIDDLE

ELEMENTARY,

ELEMENTARY.
MIDDLE-

ELEMENTARY- £5.57] 278 40,81 48.08|
MIDDLE

HIGH

ELEMENTARY.
* MIDDLE

ELEMENTARY

ELEMENTARY-

437 €5.22

HIGH N/ T 13 87 FEE T R S
‘_\—‘_\_\———;
BLEMENTARY! 178 86 28 0 3 1 2% 60.14 39 2 41 158 15 173 510| 58.04 8.04 33.52| 66.08|
MIDDLE! w13 2 [} [} 5 a2 e38 ] -1 “ JEI sl 7ase 1043 1031 894
- IELEMENTARY- 163 112 48 o 2 2 325 50.15] 26 1 27 42 10 52 4p4| 80.45 6.68 12.87| 87.13
Towmk | 8288 4082 1048 [T 73 omean  e063 1968 % 206 9040 613 sesy  zsare|  sams 792 s eLEy
Eco Dis: Economically Disadvantaged Page:1of2 I+ |-

District & Site Totals
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Section 6: Eligibility Reports

Other Benefits

Other Benefits lists all students who requested more information
regarding benefits offered by their district.

Eligibility Reports

Request for information was made during the completion of a

Benefits Issuance

Free & Reduced Meals application on the district’s Free &
DC Sibling Reduced Meals Online Applications web site.
Eligibility Roster Other benefits are presented to the user on the Review

Application page of the Free & Reduced Meals Online
Applications web program. This is the last page presented before

Eligibility Summa
— -~ the user finalizes the application.

Other Bensfits

Student Activity

Student Status Change

Other Benefits Page
Lo
Area Site Code Site
| scHools[x] | ~ALL- [7] |-ALL- =]

Academic Year  Benefits

[2012-2013 ~| | -Al- [~

By default, on the Other Benefits page:
= Site / Site Code are set to your site, or set to “ALL” if you have access to multiple sites.
» Academic Year is set to the current date.

= Benefits is set to “All”.

Page Functions

Click to display all students with other benefits for the selected
conditions.

Generate Report
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Section 6: Eligibility Reports

To generate and print an Other Benefits report:

1. Select a site in Site Code or Site, and select new Date and Report Type options, as
needed.

2. Click l Generate Report ] ]

3. Click Print ( = ) on the window toolbar.

| Other Benefits |
g FE I I EE S NS NN SN NN NN NN NN NN E NN E NN E NS EEEE SN EEEEEEEEEEEEEEEEEEEEEEEEEEER

= Site Code Site

= | 501 E| HIGH SCHOOL E

L]

L]

° " Academic Year Benefits

"l2012-2013 ¥ | --All- [~]

. |

.Illlllllllllll'

[]

Generated on: 5/21/2013 3:55 PM

Other Benefits

SCHOOLS z

07/01/2012 to 06/30/2013

Student ID  |Student Name | Site | Grade | Benefits

Area: Area l

79 CHARLOTTE ANM ELEMENTARY SCHOOL Health Insurance

566 MISSYAs JEAN : ELEMENTARY SCHOOL Bus Fara
Health Insurance
Price Reduction
Text Books

RYLEA ELEMENTARY SCHOOL 4 Health Insurance

. TYRUSS ELEMENTARY SCHOOL KG HEALTH BEMNEFITS
Health Insurance

Mancy Rok PATRICKS 1 Health Insurance
Text Books

Thomas ] ELEMENTARY SCHOOL 5 Health Insurance
. CHASE DAKOTA ELEMENTARY SCHOOL 1 Health Insurance
MADISON JEAN ELEMENTARY SCHOOL 2 HEALTH BENEFITS

Health Insurance
Text Books
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Section 6: Eligibility Reports

Percent Needy

Percent Needy lists the percentage of students identified as

Eligibility Reports eligible for Free or Reduced Price meals in the total school
population for each school. Counts are also provided for total

Benefits Issuance Enrollment and for each Free and Reduced Price eligibilities.

DC Sibling

Eligibility Roster

Eligibility Summary

Other Benafits

Percent Meady

Student Status Change

Percent Needy Page

I Percent Needy I

Site Code Site
AL -[7] | -ALL- =]

As of Date
101172012 B

&

By default on the Batch Sheet page:
= Site / Site Code are set to your site, or set to “ALL” if you have access to multiple sites.

= As of Date is set to the current date

Page Functions

Click to display eligibility information that matches the selected
conditions.

Generate Report
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Section 6: Eligibility Reports

To generate and print a Percent Needy report:
On the Percent Needy page:

1. Select a site in Site Code or Site, and select new Date and Report Type options, as
needed.

2. Click I Generate Report ] |

3. Click Print ( V= ) on the window toolbar.

| Percent Needy |

mSite Code  Site

" AL ~[=] | -ALL- [=]
:As of Date

= 10/1/2012 =

|

[333]

Percent Needy
As of 5/21/2013

SFA: Douglas County School System

HIGH-

MIDDLE

ELEMENTARY-

ELEMENTARY

MIDDLE-

ELEMENTARY-

MIDDLE

HIGH

ELEMENTARTY

MIDDLE 55 89.69

ELEMENTARY 27 87.12

Total 25,278 13,621

District & Site Totals Grand Total 2278 ezt

61.81

2,004
2,004 61.81

Page: 1 of 1
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Section 6: Eligibility Reports

Student Activity

Student Activity lists all new students, students who have

Eligibility Reports transferred or students who have withdrawn during a selected
date range.

Benefits Issuance

Percent Meedy

Student Activity

Student Activity Page

| Student Activity |

Site Code Site

| -] | M
Date Range

@ Daily From: 5/21/2013 &

©) Monthly Mom‘h: Year:

@ Date Range From: 5/1/2013 To: |B2172013

Student Activity Reports Current Eligibility

@ New Students Free Reduced Paid
© Student Transfer
) Student Withdrawal Current Reason

Uncheck All

Categorical ¥l Grace Period ¥l Principal Approved
DC Foster ¥ Head Start RCCI
DC SNAP Homeless Refused Benefits

¥ Default Import Removed
¥ Denied Income Runaway
[ Direct Cert Migram ¥ Transfer
Even Start Pre-Approval Y] Verification
Foster

Generate Report

Page 142 Cybersoft Technologies | Student Eligibility User Manual



Section 6: Eligibility Reports

By default on the Student Activity page:
= Site / Site Code are set to your site, or set to “ALL” if you have access to multiple sites.
= Date Range is set to “Daily” with the current date selected.
« Student Activity Reports is set to “New Students”
= Current Eligibility has all options enabled (checkmark added).

= Current Reason has all reasons enabled (checkmarks added)

Page Functions

Generate Report Click to display a list of students that match the selected conditions.

To generate and print a Student Activity report

1. Select a site in Site Code or Site, and select new Date and Report Type options, as
needed.

2. Click l Generate Report ] .

3. Click Print ( = ) on the window toolbar.

Student Activity

Site Code Site

L) A g
Date Range

o © Daily From: 5/21/2013
@ Monthly Month:| January E” Year:| ZDBEH
© Date Range From: 5/1/2013 To: 5/21/2013

Student Activity Reports Current Eligibility

© New Students Free ¥/ Reduced [¥I Paid
© Student Transfer
@ Student Withdrawal Current Reason

Uncheck All

Categorical ¥/ Grace Period ¥/ Principal Approved
DC Foster [V Head Start RCCI
DC SNAP Homeless Refused Benefits

Default Import Removed
¥ Denied Income Runaway
¥ Dirsct Cert Migram ¥ Transfer
Even Start Pre-Approval ¥! Verification
Foster

L
|
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Section 6:

Eligibility Reports

& | - B [t
e http:/ M- AL 10 reportviewer.aspx - Windows Inte _—
4 41 of13 b Pl & 100% - e - o

Student Withdrawal

School System
1/1/2013 To 1/31/2013

D |St-dﬂtﬂﬂlle |Qade| licati #|C-lut"'""" |C-lutneasn- Withdrawal Date Retuwrn Date
L
215 Mason 4 0 Paid Diefault 01/08/2013
403 Dawsan 4 0 Paid Diefault 01/08/2013
148 Matthew 5 0 Fres Direct Cert 01/08/2013
936 Kayla 5 0 Paid Default 01/08/2013
Michalas 5 5 0 Paid Diefault 01/220

ler D

A amosaT 1/11/2012
S—
647 Derrick 12 0 Paid Diefault 01/23/2013
Sike: S8 GehaReS HIGH
139 & . Kamryn R 0 Free Direct Cert 01/08/2013 01/15/2013
103 Tequila 5 Paid Default 01/31/2013 02/06/2013
II 092 Luis A 0 Free Direct Cert 01/08/2013 01/10/2013
947 . Brandon A& 0 Fres Direct Cert 01/31/2013
618 o Kevin L 0 Paid Default 01/18/2013 01/26/2013
573 Adam W g 0 Paid Default 01/25/2013 e
916 Rashaan 3 0 Fres Direct Cert 01/14/2013
2 01/08/20132

Eligibility & Reason Totals

Page 144

Ewven Start

Transfer

Verification

Total:

555

[ = httpy o T Primero/reportvieweraspx - Windows Internet Explorer T = B ez |
R— — — - e ——
4 4 13 of13 b Pl ] 100% - Find | Next [ = %) @& s
Generated on: 5/21/2013 5:43 PM
Student Withdrawal
School System
1/1/2013 To 1/31/2013
Frae 399 | | Categorical 4z
Reduced 35| | DC Foster o
1l paic 121 | pesnap ] |
Total: 355 | | pefaule 111
Denied 9
Direct Cert

Page: 13 of 12

L

| »
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Section 6: Eligibility Reports

Student Status Change

Student Status Change lists all students whose eligibility
changed within a selected date range. The report details the
change (From / To) and the reason for the change.

Eligibility Reports

Benefits [ssuance

3‘"‘"“\_’

Student Activity

Student Status Change

o —

Student Status Change Page

| Student Status Change |

Site Code Site

e [ g

Date Range

@ Daily From: 52172013 B

) Monthly I"JIc-nTh: ‘t’ear:
) Date Range From: 5/1/2013 To: 5/21/2013

[ Generate Fiepm‘t]

By default on the Student Status Change page:
= Site / Site Code are set to your site, or set to “ALL” if you have access to multiple sites.

= Date Range is set to “Daily” with the current date selected.

Page Functions

Generate Report Click to display a list of students that match the selected conditions.
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Section 6: Eligibility Reports

To generate and print a Student Status Change report

1. Select a site in Site Code or Site, and select a new Date Range, as needed.

2 Click [ Generate Repnrtl
. 1C ;

3. Click Print ( = ) on the window toolbar.

Student Status Change

n Site Code Site .
= | -ALL- v |-ALL- - .
| ] ||
| ] ||
| ] ||
n Date Range o
Rl @ Daily From: .
| ] ||
] ~ ]
2| @ Monthly Month:| January [=]| Year:| 2013[~] o
| ] ||
5 | © Date Range From: To: .
| ] ||
.IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.

s

2 httpy// e fPrimerofreportviewer.aspx - Windows Inter rer I I E@ﬂ

4 41 ofs b Bl @ 100% - N Ren= =
Gerf#rated on: 5/21/2013 6:01 PM

Status Change Report
School System
From 1/1/2013 To 1/31/2013

From |To | Effective Date

n

{™ e e School System

(|~ School System

TIET AR WY HIGH

403 Myren L 10 Paid Free 1/23/2013DIRECTCERT
261 Frantzy G 10 Psid Free 1/28/2013INCOME -
456 Maztthew E 10 Paid Fres 1/28/2013INCOME
2431 Drylan ] 10 Paid Fres 1/14/2012 CATEGORICAL b
410 Gerard G 12 Reduced Fres 1/7/2013INCOME
5420t Tygwian & 9 Paid Fres 1/9/2013 CATEGORICAL
821 Cheyanne D 3 Free Fras 1/28/2012HOMELESS
12630 Frantzciz G S Paid Fras 1/28/2012INCOME
[l 0685 Alexis K 9 Paid Free 1/28/2012INCOME (
786 Manthan G 9 Paid Free 1/18/20123INCOME

WA% - BEmes MIDDLE-628

834 Juliean M 7 Paid Fres 1/25/2013INCOME

110 Zachery T 7 Paid Free 1/18/2013 CATEGORICAL

Jonathan & 1/18/2012 INCOME

2 INCOME
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Verification

In this section you will learn how to:

v" Generate an Error Prone Sampling (Default).

v Update application information received during Verification
Tracking.

v’ Generate and print Verification Reports.

v’ Generate and print Collection Report.



Section 7: Verification

Verification at a Glance

Sampling Generate a sample of applications for the verification process.

Tracking Update application information as it is received from households;
complete the verification process when all information is collected.

Reports Generate and print one of six reports that provide application
information to help support the Verification process.

Collection Report Generate and print the Collection Report, which summarizes
verification data.

% Note:
Menus and functions to which you have access are those appropriate for your role with
PrimeroEdge. When you access the Verification menu, you may see a subset of the
functions listed above or you may not have access to all of the features for each menu
selection.
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Section 7: Verification

Sampling

Sampling generates a sample pool of applications for the
verification process.

] This “first step” in the Verification process is generally completed
SEMTIE on or after October 1%, the deadline established by the USDA. If
you choose to generate the sample on October 1%, you should not
process applications after you generate the sample (consider
generating the sample at the end of the day) to ensure that all
applications processed on or before October 1% are accurately
considered for Verification. If you choose to generate the sample
after October 1%, PrimeroEdge will only consider those
applications processed on or before October 1 for sampling

Reports

Collection Report

purposes.
.
Sampling Page
Area
Area 1 E|
Apply
Verification Samples ‘
Academic Year | Sample Method Number of Applications Count Sample Complete Sample Date Generated On Generated By
2013 - 2014 Standard 3 (1/1) False 10/24/2013 8/3/2013 9:28 AM Cybersoft Support
Sampling will be complete immediately after the deadline established by USDA has passed. To Sampling Methods

ensure that all approved applications processed on or before the USDA deadline are included
in the count, click the "Generate Sample" button on the next working day immediately after Dgl’ault
the deadline as established by the USDA. @ Standard (formerly Error Prone)

Alternate
") Alternate One (formerly Random)
_! Alternate Two (formerly Focused)

Generate Sample

By default on the Sampling page:
= If your district uses “Areas”, Area is set to the first area in the list of available areas.

« The Sampling Methods group is set to “Standard (formerly Error Prone)” for Default.
This is the most commonly used method and you must have approval from your State
Agency to use an Alternate method.

= Number of Applications displays the total sample pool size (active applications that are
approved for Free or Reduced benefits).
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Section 7: Verification

Setting Areas for Verification

Most districts include all schools in the district in one Verification process. However, some
districts must use separate verification processes for groups of schools, such as charter schools or
residential child care institutions. This scenario requires a couple of simple modifications.

First, “areas” must be established in your district. An area will include one or more schools.
Areas are set up in the [System] module through the Sites and Users > Regions menu selection.

An area:
= Can have any name and description as needed.
= Organization Level must be set to “Area”.

= Parent Region must be set to the school district.

[Z] PrimeroEdge - Add/Edit Region [

Region Mame: Areal
Region Description: Northeast

S EEEEEEEEEEEENEEEEES
Qrganization Level: " Area W L]

mil
Parent Region: _' SCHOOLS W .:

["]ParentOnline enabled

Update Region

Second, each school in an area must be set to that area in [System] > Site and Users > Sites in
Region on the General Info tab. When this is complete, each page in the Verification menu
selections displays an Area field where you will select the area to work with. If you do not set up
areas, the Area field is not shown on the Compliance pages.

« Back to Sites

‘ GeneralInfo | Configuration

General Info

Site Name Elementary School
Site Description Elementary School
Site Code
fEE SN EEEEEEEEEEEEER
Region = Areal Vi m
% [T R L]
Site Type Elementary School W
Site Status @ Active (_ Inactive

Correspondence Address

dress venue
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To generate a Verification Sampling Pool

1. Choose an Area and click

2. Choose a method, if needed.

3. Click | ©Generate Sample

9 Notes You must have approval from your State Agency to use an Alternate Sampling
Method.

AEEEEEEEEEEEEEEN
Area

. [ ]
B Areal E‘ -
. ]
. ]
n | Apply .
. | |
EE NN NN NN EEEEN
Verification Samples ‘
Academic Year | Sample Method Number of Applications Count Sample Complete Sample Date Generated On Generated By
2013 - 2014 Standard 3 /1 False 10/24/2013 9/3/2013 9:29 AM Cybersoft Support
EEEEEEEEEEEEEEEEY
Sampling will be complete immediately after the deadline established by USDA has passed. To woampling Methods [
ensure that all approved applications processed on or before the USDA deadline are included ™ [
in the count, click the "Generate Sample” button on the next working day immediately after [ ] Dgfault -
the deadline as established by the USDA. m @ Standard (formerly Error Prone) :
[ ]
m Alternate [ ]
m ) Alternate One (formerly Random) u
| ]
SlalRel o8 m m

Generate Sample

‘ Sample generated successfully! 6

Area

Area 1 E|

Verification Samples ‘

Academic Year SIS Num.ber_of Count Sanae Somoie Generated On Generated By
Method Applications Complete Date
9/3/2013 9:29 Cybersoft
2013 - 2014 Standard 3 (/1)  False 102472013 yherso
AM Support

Sampling will be complete immediately after the deadline established by USDA has passed. To
ensure that all approved applications processed on or before the USDA deadline are included
in the count, click the "Generate Sample” button on the next working day immediately after
the deadline as established by the USDA.
Sampling Methods

Default

@ Standard (formerly Error Prone)

Alternate
() Alternate One (formerly Random)
() Alternate Two (formerly Focused)

Generate Sample
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Tracking generates notifications (First, Subsequent and Adverse
Action) and updates the sampled applications. After generating
the Verification sample, the next step in the Verification process
Sampling is to send the selected households Notification.
Tracking

)

Collection Report

Tracking Page

Area Academic Year Verification Status
—ALL-- 'v| [2013-2014 +| [Verification Incomplete | | Apply| | Check for Inactive Applications |

‘ 2013 - 2014 Verification Incomplete Applications Print Selected MNotices ‘
Area Application # Eligibility Basis Type 1st Notice [ Follow Up [F) Remave
Area 3 1595 Reduced Income Cause ] i
Area 2 1614 Free Income Sampled [l
Areal 1616 Reduced Income Sampled [l

By default on the Tracking page:
= Areaissetto “ALL” if the user has access to multiple areas.
= Academic Year is set to the current year.

= Verification Status is set to “Verification Incomplete”.
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Section 7: Verification

Page Functions

Click to display a list of applications that match the selected
conditions.

Apply

[ Check for Inactive Applications ] Click to unselect all applications that are marked inactive.

Print Selected MNotices Click to print letters for the selected applications.

Verification Status Selections

Verification Incomplete Application selected but response not received

No Response Application selected, notified and past the “response due
days” with no response from household.

Deselected Application no longer has active students (students withdrew)

Verification Complete Application selected, notified and the Verification process for
the application is complete
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Unselecting inactive applications

1. Click | Check for Inactive Applications
Area Academic Year Verification Status
—ALL-- '~ [2013-2014 ~| |Verification Incomplete  ~| | Apply ‘ | Check for Inactive Applications ‘

\

2013 - 2014 Verification Incomplete Applications

Print SYected Notices ‘

Area Application # Eligibility Basis Type 1st Notice [ | Follow Up M ‘ Remove
Area 3 1595 Reduced Income Cause D j
Area 2 1614 Free Income Sampled &l

Areal 1616 Reduced Income Sampled |:|

Any inactive applications have been deselected.

Area Academic Year

Verification Status

—-ALL--

[~| [2013-2014 +| [Verification Incomplete ~| |Apply| | Check for Inactive Applications |

2013 - 2014 Verification Incomplete Applications

Print Selected Notices ‘

Area Application # Eligibility Basis

Type 1st Notice [ Follow Up ] Remove

1595 Income
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Sending First Notice Letters

The Response Due Date included in the First Notice letter is based on a system setting—15
calendar days by default. This is controlled through a system setting, “Verification Response
Due X Days from Letter Date”. Letters can be reprinted at any time.

To print 15 Notice notices
1. Select an Area, if needed, and select “No Response” in Verification Status.

2. Click .

3. Either select ["| in the 1 Notice column header to print letters for All applications, or
select individual application listings (add check mark).

4. Click | PrintSelected Motices

SIS EEEEEEEEEEEERENF S EEEEEEEEEEEEEEESR
:Area : Academic Year :Veriﬁcation Status

| --Au- [~ [2013-2014 ~| ®[No Response -
L]

Check for Inactive Applications ‘

N Selected Notices ‘

Remove

2013 -

erification Incomplete Applications

Area Academic Year Verification Status

—ALL- (~| [2013-2014 ~| [NoResponse ~| | Apply | ‘Ch¢forlnactiveatio£[

—
2013 - 2014 No Response Applications e K ‘ Print Seleclt\ed Motices ‘
| by |

.-----------'
Application # Eligibility Basis Type = 1stNotice = FollowUp [ Completion Notice [ |
= =
1562 Free Income Cause 1% v . (&
n n
| ]
1565 Free Income Cause g v - v [ O
-IIIIIIIIIII.

A success message appears above the Tracking page when letters have been printed. The green
check mark indicates that the verification letter has been printed for that application.
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Sending Follow-Up Notices

At the time the Follow-Up Notice is generated, the Response Due Date is re-set based on a
system setting—15 calendar days by default which can be changed through a system setting.

To print Follow-Up notices

1. Select an Area, if needed, and select “No Response” in Verification Status.

2. Click .

3. Select Follow Up in the column header or select individual applications.

4. (Click | PrintSelected Motices

Tracking
AEEEEEEEEEEEEEREERE .lllllllllllllllll
: Area : Academic Year  m Verification Status
| | . . .
: --ALL-- E| : | 2013-2014 - | n [No Response v] Apply | Check for Inactive Appllcatlons‘
| |
.IIIIIIIIIIIIIIIII. M EEEEEEEEEEEEEEER
2013 - geﬁﬁcation Incomplete Applications o 0 \ Print Selected Notices ‘
lication # Sis Type ice [ | Remove
Area Academic Year Verification Status
--ALL-- E| | 2013 -2014 - | | No Response - | ‘Apply‘ ‘Check far hactive jcations ‘
2013 - 2014 No Response Applications e I ‘ Print Seleited Motices ‘ |
............ .
Application # Eligibility Basis Type istNotice [ | B FollowUp [ | ®  Completion Notice | |
- n
L}
1562 Free Income Cause v ] : [ :
| |
™ L}
1565 Free Income Cause v [ n v . (&
.IIIIIIIIIIII

Applications are again listed as “Verification Incomplete” (instead of “No Response”). Notice
the individual green check marks indicating that the letter has been printed.
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Sending Adverse Action Notification

If you have sent at least two notices (1% and Subsequent), then you may send an Adverse Action
Notification to the family. Adverse Action completes the Verification process for the application
and changes the students’ statuses to Paid after 10 days. Most districts wait until November 15®
to send the Adverse Action Notice to allow for the possibility that the family may respond.
November 15™ is the very last day that you can send the Adverse Action Notice and complete
Verification by the USDA deadline.

To print Adverse Action notices
1. Select a year in Academic Year and select “No Response” in Verification Status.

2. Click

3. Select | in the Completion Notice column header or select individual application (add
check mark).

4. Click | PrintSelected Motices

EEEEEE SN EEEEEEEEEEEEEEEEEEEEEERSR
Area = Academic Year Verification Status
--ALL-- E| : | 2013-2014 - | [No Response v] Apply ‘Check for Inactive Applications‘
n

2013 - 2014 Verification Incomplete Applicatio

/ e Print Selected Notices ‘

Remove

Area Academic Year Verification §tatus
--ALL-- E| | 2013 -2014 ~ | | Mo Respon¥ - | ‘Apply‘ ‘Check for Inactive Applications‘

2013 - 2014 No Response Applications \ ‘ Print Selected Notices ‘
Application # Eligibility Basis Type 1st Notice [ ] Completion Notice )
1562 Free Income Cause v M :
:
1565 Free Income Cause v [ "
-IIIIIIIIIIIIIIIII.
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Removing an Application from Tracking

Districts are allowed to remove and replace up to 5% of their sample applications when the LEA
believes that the household is fragile or will be unable to respond to the verification attempts. It
is up to each district to follow the guidelines of 5% if they choose to remove applications.

To remove an application
1. Click Delete ( = ) in an application listing.

2. Enter comment text in the Remove Application Confirmation popup.

k ’ Remaove Application I
C .

3. Cl

Area Academic Year Verification Status

—ALL- [v| [2013-2014 +| (verificationIncomplete +| [Apply| |Check for Inactive Applications |
2013 - 2014 Verification Incomplete Applications Print Selected Notices ‘
Area Application # Eligibility Basis Type 1st Notice [ | Follow Up [ Remove
Area 3 1595 Reduced Income Cause B
Area 2 1614 Free Income Sampled 0
Area 1 1616 Reduced Income Sampled |:|

I% PrimeroEdge - Remove Application Confirmation X7

Application #: 1595

Are you sure you want to remove this application from Verification?

M AN NN NN N NN EEEE NN EEEEENEEEEENEEEEEEEEEEEEEEEEEEEEEEEEEEE
A comment is required to remove this application.

Family not available at this time.

>
sssmsmsmmmmmal

3 Remove Application

‘When an application(s) is removed, you may see a warning message regarding sample size.
Numbers in parenthesis indicate the “total number in the sample/number required”. This
message continues to appear until applications are added to the sample.

Clle l Add Application(s) to complete sample

) to add applications to the verification sample.
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Replacing Inactive Applications

If all students on a selected application become inactive, the application must be replaced. It is
important to check for inactive applications frequently (most districts do this daily) so that you
may begin the Verification on the newly selected application as soon as possible.

When an application(s) is removed, you may see a warning that your sample does not contain
enough applications. The numbers in parenthesis indicate “total number in the sample/number
required”. This message continues to be displayed until applications are added to the sample.

To add active applications to a Verification Sample

1. Click lCheckfnrInactiveﬁ.pplicatiuns] .

l Add Application(s) to complete sample l

2. Click .
Area Academic Year Verification Status
—ALL-- =] [2013-2014 +] [venification Incompiete | | Apply | | Check for Inactive Applications |
b
2013 - 2014 Verification Incomplete Applications °t Selected Notices ‘
Area Application # Eligibility Basis Type 1st Notice [ ] Fallow Up [} Remove
Area 3 1595 Reduced Income Cause D :
Area 2 161. Free Income Sampled 0
Areal 1616 Reduced Income Sampled 0

Academic Year Verification Status
[2013 2014 ~| [Verification Incomplete ~| [Apply | | Check for Inactive Applications |

Verification sample does not contain enough applications (149/150). To complete your sample, click “Add Application(s) to complete sample™.

e | Add Application(s) to complete sample ‘ I

2013 - 2014 Veri i icati Print Selected Notices

Eligibility Type £ Remove
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Processing a Verification Response

When a family submits a response you will record the information in the Application Record.
Although the Application record is most commonly accessed via Master Index outside of the
Verification process, you can quickly access the record through the Tracking page.

The Verify Response sub-tab displays Verification details for this application. This tab is where
you will record the response from the household. Household Income is the most commonly
provided information in a response; therefore that selection is the default selection.

To process a verification response

1. Click the Application Number link in an application listing.

2. In the Student Details group, select Foster for each foster child, if any.

3. In the Income Household group, edit ( " ) income information, or add/remove
household members, as needed.
4. Inthe SNAP/TANF Household group, select “Confirmed” and enter SNAP/TANF

information, or select “Not Confirmed” if no information was provided. Select Direct
Verification to indicate direct verification was used.

Area Academic Year Verification Status
—ALL-- [~] [2012-2014 | |[verificationncomplete ] |Apply| [ Check for nactive Applications|
‘ 2013 - 2014 Verification Incomplete Applications Print Selected Notices
Area Application # Eligibility Basis Type 1st Notice [ ] Follow Up [ Remove
Reduced Income Cause D :

P rimentie Vs AT —

Application #: 1614 (1 of 1)

Validate | | Notification ...

{ Application Info \ Optional Info \  Guardian Info History Refuse Benefits Image/Documents Verification Info Verification Response

Batch #: 561

‘ Verify Response \ Verification Result Summary
T A EEEEEER

u Student Details A
. L]
. Students ‘ u
L]
- L]
- Student ID Name Foster .
: , KAITLYN J B [
.-llllllllllllllllllllllllllllllllllllllllllll{
| | . [ ]
@ Income Household = Income Details .
[ ] Total Income (M) $1,650.00 Household Size: 2 [ ]
| | o o L]
| | L]
. Household Members Add Member ... ‘ -
| | L]
n No
Name Income Type Income Amount u
. Income =
= KATTLYN J Job $1,650.00(M) 7 g u
| | L]
u Member 2 Vah: -
n
----------------------------------------------:
SNAP/TANF Household : SNAP/TANF Details n
. L]
Confirmed Case # SNAP WV ]
- L]
| | N
Not Confirmed L]
- L]
| |
- Direct Verification L IV
-IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.‘
Verification Complete »
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To save the data without completing Verification

If more information regarding the application is to be provided at a later date and you simply
want to save the new information without completing the verification process for the

application:

I Click

2. Click Close ( [ ).

| Member 2 o0

) SNAP/TANF Household SNAP/TANF Details
Confirmed Case #
@ Not Confirmed

Direct Verification

$700 e

SNAP W

v

Verification Complete »

Verification details have been saved successfully. You must click the 'Verification Complete’ button to complete the verification process.

Application #: 1408 (0 of 3)

Validate | | Notification ...

|' Application Info Optional Info Y, Guardian Info History

Refuse Benefits Image/Documents

Verification Info

| Verification Response '\
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Section 7: Verification

To save the data and complete Verification

If all information is complete and you want to save the new information and complete the
verification process for the application:

1. Click l Verification Complete » ] |

2. Click in the confirmation message.

K ’ Print Completion Notice ]

3. Clic

on the Verification Result Summary sub-tab.

Verification Complete »
N
—

This will mark the verification for this application as complete.

continue?

e ) -

b
= 5 g A Applicationld=481818\Resp Tab=1 - PrimeroEdge - View Application - Windows Internet Explorer li‘ﬂlﬂ

" Application Info " Guardian Info History Refuse Benefits Image " Documents '\ Verification Info Verification Response

Verification is now complete. You must print the Completion Notice.

( \erify Response Verification Result Summary

Verification Result Reduced to Free

Reason for Change Household Size

Change Date 9/26/2012 It
Official Cybersoft Support

Completion Date 9/26/2012 11:17 AM

Completion Notice Date e Print Completion Notice
s

—

Page 162 Cybersoft Technologies | Student Eligibility User Manual



Section 7: Verification

Scanning and Uploading Supporting Documents

Documents can be scanned or uploaded and saved with the application through the Documents
tab.

% Note: Scanning must be done from a computer with a scanner connected directly to the
computer.

To scan a document

1. Place the document in the scanner.

2. Click .

3. In Description, enter a brief description for the document.

4. Click | 9K | to save the scan and close the page.

he PrimeroEdge - View Applic

Application #: 1393 (0 of 1)

Batch #: 403
[ Application Info \‘-. Optional Info \:«_‘ Guardian Info \‘-. History ‘:-_. Refuse Benefits T Image/Documents “".‘ Verification Info \:«‘ Verification Response
I —_ i; ‘ - ™ ‘ Documents
5
0BT
« s g 2 Primary
[ i | k % =
- H - Test2 - &
il Sy
if: 5 S\:B ¥ Household Letter 19|
: 3 e
L33
= é%& Add Document
o .
3
IR
m Document Details
iy M
; §“§, - Description: Test2
% e © S B E = 5 B E s oe 5 55 _zé\gg Date: 5/23/2013
EESEEEEEEEREEEEEEEEEE B ER 5
i' %ﬂ L]
L e e
o
IR
H R_j
3
i
~i
=
BN
] z
&
i
it g
| ;
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Section 7: Verification

To upload a document

1.

2.

Select the file name and click .
Click .

Enter a description to name the file.

Click .

To view a scanned document

1.
2.

Select the document description in the list to display the image on the left.

Hover over the image with the mouse cursor to enlarge areas of the document.

To delete a scanned document

1.

2.

Select the document description and click .
Click in the confirmation message.
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Reports
Reports generates reports used in the verification process.
Venification Six reports are available:

Sampling

Tracking

Reports

Reports Page

Area Academic Year
—ALL- [~] [2013-2014 -]

Verification Reports
@ Application Images
() Pre-Verification Details
() Verification Results Details
() Verification Worksheet
() Verification Student List

) Verification Tracking Forms

By default on the Reports page:

Application Images—displays images of the verification
applications.

Pre-Verification Details—Ilists completion date and change
details for each application.

Verification Results Details—Ilists all applications by
eligibility with application processing details.
Verification Worksheet—Ilists processing details for all

applications including guardian information.

Verification Student List—lists notification information
for all processed applications, including student and
guardian information.

Verification Tracking Form—displays the worksheets for
verification tracking forms, including contacts and
responses.

Generate Report

= Areaissetto “ALL” if you have access to multiple areas, otherwise it is set to your area.

= Academic Year is set to the current school year.

= Application Images is selected in the Verification Reports group.
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Page Functions

Generate Report C}1ck to generate and display the selected report in the report
viewer window.

Application Images

To generate and print Application Images

1. Select Application Images and click | Generate Report

2. Click Print ( &4 ).

4 41 Jofa b Pl @ [100% v Find | next B @ & A
Application #: 1616
I 1 Independent School District I
Free and Reduced-Price Meals Household Application for 2013- 2014
USE BLACK OR DARK BLUE INK PRINT NEATLY, COMPLETE ONE APPLICATION PER HOUSEHOLD
PART 1 — Names of ALL Children in School
Student 1D Number or Date of Birth Mark I
Social Security Number (Opticnal) Last Name First Name L} (Optionaly Foster Child  Grade School Code
1 " . HARRY 1/17/2001 03 207
PART 2 — SNAPITANF/| IR Number
FOP! umbej ‘SNAP/TANFIFDPIR Eligibility Group Number
If any membar of your nousshold receives SNAPTANF/FDPIR provigs the aligibility group numbgr, (f any, SKIP TO PART §)
Name:
PART3—H | Migrant, Migrant
If tha child you are applying for is homeless, migrant, o runaway, check the appropriate box and cantact your schadl's sdministrative
affices at- (254) 752-8522 or 1+{677) 520-5522 2
PART 4 — Household Members lnd Gruu Innnmu From Last Month Household Sizs
List aach person in the househald, For sach parson wha fectives incarme, wiite the amaunt received and fillin haw often i s recerved. (N"'Tﬂ:’p‘sll""“
1. Name {Last, First) 2.Mark 3. Income and how often It is received: W = Weekly, E = Every 2 weeks, T = Twice per month, M = Monthly
Box H
List everyone in Household. No Eamings fromWork  How  Welfare Payments,  How - Pehsion, Retirament,  How Other How
Attach a separate sheet if needed. Income Bafore Deductions Dften? Child Support, Alimony Orhn? Soclal Security Citen? Oftan?
» HARRY X
, SANDY
X
PART 5 — Signature and SOcIaI Security Number - (Adult must slgn ) .
An adult household member must algn H‘nmpllﬂﬁﬂn WPartdls mllpbnl! the aduft signing the form must also st the tast 4 digits of his or her Social Socurllv Number
or mark the “| do not have a Social Security Number” box. (Sse Privacy Act Statemant on the back of this page)
i contity (promise) that ail information an this applicetion Is true and that all income is rapaned. | understand that the school system may get fedaral funds based on the information ! give.
| understand that schoof officials may verify (chack) the Information. { undarsland that if | purpasely give fatss informatton. my child{ran) may lose meal benefils. end | may be prasaculad.
Signature Today's Date Last 4 Digits of Social Security Number
Ido not have &
SHHDY LEMOH 8/26/2013 : v sslsecumrreer | [INENARIN
Printed Name Homa Phona Numbar Work Phone Numbar
SANDY LEMON .
Il o
. . e m
14992%tinderlich drive - I
Visit http://www.wacoisd.org, choose Support, choose Child Nutrition Services, choose School Meal Application on the
left side, and click on the On-Line application banner on the left side to fill out this application eledmmcally
RETURN COMPLETED APPLICATION TO 511 FRANKLIN AVENUE, WACO, TX 76701 TQ CHILD'S SGHOOL OFFICE OR TO SCHOOL CAFETE MANAGER
v
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Pre-Verification Details

To generate and print a Pre-Verification Details report

1. Select Pre-Verification Details and click | Generate Report

2. Click Print ( & ).

of 124 b Pl . Find | Next

Pre-Verification Details
School District Name: School System - 2012 - 2013
Batch # App # |T“)-e |Cnn|)letln-Da‘be |mfd_gﬁ
Verification Summary Section 4.2

-
1131 15106

1131 15107
1135 15120 E
Total [ose | | | |

Verification Summary Section 4.3

767 B415
757 Bdi6
7e7 B419
7e7 8420

788

1134

1135

113

Total

Grand Total:

Page: 124 of 124
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Verification Results Details

To generate and print a Verification Results report

1. Select Verification Results Details and click | &enerate Report |

2. Click Print ( & ).

portviewer.z

4 4 1 of 3 b PRI & 100% v Find | Next [, =

(242083 5:06 AM

G
oo

Verification Results

School District Name: School System - 2012 - 2013

Batch # App # |St-de-ls |Cnl|‘)|etinnl‘.\abe |M!ﬂﬂgﬁ |Neasn-Fuﬂ_gﬁ
Section 7. Mo Change

A. FREE Eligible based on SNAP/TANF Application
10780

2 10/5/2012 No Change

11231 1 10/5/2012 No Change

11986 1 10/5/ 2012 No Chang=

14408 1 10/5/2012 No Chang=

B. FREE Eligible based on income/household size application
8513

1 10/24/2012 No Change

m

779 BESE 2 10/17/2012 No Change
792 8910 2 10/15/2012 No Change
B1E 2464 2 11272012 No Change

€. REDUCED PRICE Eligibility

I| 752 B398 1 1071172012 No Chang=
754 B407 1 10/12/2012 No Chang=
7 B4BE 1 10/11/2012 No Chang=

775 8571 1 10/13/2012 No Change

776 B55E 1 10/9/2012 No Change

778 B617 2 10/11/2012 No Change

792 BEDE 2 10/11/2012 No Change

2 10/10/2012 No Change

Page: 1 of 3

Find [ next b » (3 &

Generated an: 5/24/2013 9:03 AM

Verification Results

School District Name: School System - 2012 - 2013

Batch # App # |St-duls |Cnn|)letin.l)a‘be |Mfﬂﬂgﬁ Reason For Changes
Section 11. Did not respond

€. REDUCED PRICE Eligibility
773 8532 11/15/2012 Reduced to Paid N Responss

Total 1

Grand Total: 52

Page: 3 of 3

Last Page
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Verification Worksheet

To generate and print a Verification Worksheet

1. Select Verification Worksheet and click I Generate Report |

2. Click Print ( & ).

= httpy, i - Wi £=2
4 4 1 of2 b Dbl & 100% - Find | next  ELQ @) | n
Generated on: 5/24/2013 9:23 AM -
| Print
Verification Wo
School System - 2012 - 2013
Batch# [App# |Type |5h|denls |Gna-\:|ian Name Guardian Phane ‘ First Notice | Follow Up |Cump|eliun Completion | Results / Changes |Reason For Changes A
Sent Motice Sent  |Date Notice Sent =
752 8398 Sampled |1 7296 10/1/2012 10/11/2012 |10/11/2012 | No Change
|754 8407 Sampled |1 -3361  10/1/2012 10/12/2012 |10/12/2012 | No Change
|770 2450  Sampled |2 -6453 | 10/1/2012 | 10/15/2012 |10/15/2012 |10/15/2012 |ReducedtoPaid  |Income L4
|J‘J 1 2486  Sampled |1 -7414  10/1/2012 10/11/2012 |10/11/2012 | No Change
|772 8503 Sampled |1 10/1/2012 10/12/2012 | 10/12/2012 | Reduced to Free Income 3
|772 2513 Sampled |1 -3043 | 10/1/2012 | 10/15/2012 |10/24/2012 |10/24/2012 | No Change
|773 2532 Sampled |1 10/1/2012 | 10/15/2012 |11/15/2012 |11/15/2012 |ReducedtoPaid | No Response
|733 8537 Sampled |1 -8096 | 10/1/2012 | 10/15/2012 |10/15/2012 |3/6/2013 Free to Paid Income
|774 8551  Sampled |1 -5731 | 10/1/2012 | 10/15/2012 |11/14/2012 |11/14/2012 |Reducedto Paid |Income
|775 2571 Sampled |1 -0288  10/1/2012 10/12/2012 |10/12/2012 | No Change
775 8582  Sampled |2 -8361  10/1/2012 | 10/15/2012 |11/2/2012 | 11/2/2012  FreetoReduced | Income
1 10/1/2012 10/9/2012 10/10/2012 | No Change
» -7415 10/1/2012 1o i 01 Free to Reduced Income
d( €
nt | Date
818 9452  |Sampled |2 7112012 10/9/2012 | 10/9/2012 | No Chang ]
818 9458  |Sampled |1 -9452 | 10/1/2012 | 10/15/2012 | 10/26/2012 | 10/26/2012 | No Change
818 9464  |Sampled |2 -7675 | 10/1/2012 |10/15/2012 11/2/2012  11/2/2012 | No Change
859 10319 | Cause 2 -6329 | 4/4/2013 | 4/15/2013  4/19/2013  4/19/2013 | No Change
882 10780 | Sampled |2 -8150 | 10/1/2012 10/9/2012 | 10/11/2012 |No Change 3
892 11231 | Sampled |1 -4913 | 10/1/2012 10/9/2012  10/9/2012 | No Change
936 11996 | Sampled |1 -5003 | 10/1/2012 10/9/2012 | 10/9/2012 | Mo Change
1033 13960 |Cause 3 9/7/2012  |9/17/2012  10/3/2012  10/3/2012 | Free to Paid No Response
1072 14408 | Sampled |1 -8389 | 10/1/2012 10/9/2012 | 10/9/2012 | No Change
1262 16106 | Cause z -1827 | 3/1/2013 3/6/2013 3/15/2013  3/15/2013 Reduced to Free Income
Total: 52 82
Page: 2 of 2
Last Page —
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Verification Student List
To generate and print a Verification Student List report

1. Select Verification Student List.

2. Enter Site Code and Site, if needed and click | Generate Report |

3. Click Print ( 0 ).

ofa b Pl 100%

Generated on: 5/24/2013 10:31 AM

Verification Student List 7

School System - 2012 - 2013

Batch # App#  |Type |e-mi—||ame |c-mia.|=|m.e ‘I‘.st“nhneﬁmt Follow Up Notice Sent | Completion Date

Site: #taNENE  jun

8617 Sampled Khalista i0/1/zo01z2 10/11/2012

8987 Sampled Samuel 10/1/2012 10/15/2012 10/29/2012

Site; MR 0 Sl s MR AEE B

8538 Sampled Devin i0/1/zo01z2 10/9/2012
8450 Sampled Krista 10/1/2012 10/15/2012 10/15/2012

8450 Sampled william 10/1/2012 10/15/2012 10/15/2012

Site: Ml & 44 ol u o sileb dBE 0

793 8937 Sampled 10/1/2012 10/15/2012 10/17/2012

51 Sampled . Caleb i0/1/zo01z2 10/15/2012 11/14/2012

Savannzh 10/15/2012 10/15/2012

App # Type Student Name T —-nxﬁé"'_’; ‘mpﬁ:ﬂe First Notice Sant | WM

783 8735 Sampled Cole -8213 10/1/2012 10/15/2012 10/26/2012

785 8780 Sampled Macie -8734 10/1/2012 10/15/2012 10/15/2012
Site: MG G o8 1R RS

792 88596 Sampled Lauren -1673 10/1/2012 10/11/2012
Site: tasmmme  dsews

783 8737 Sampled Desmond -6822 10/1/2012 10/15/2012 10/13/2012

Site: WEes MmieE 1 EEEE IR w0

813 9352 Sampled Cameron -4158 10/1/2012 10/15/2012 10/15/2012 -
88z 10780 Sampled Astin -8150 i0/i/z012 10/9/z012
88z 10780 Sampled Aryun -8150 i0/i/z012 10/9/z012

809 9253 Sampled Giovanni -5247 i0/1/z012 10/15/2012 10/16/2012

817 9424 Sampled Kaleigh -4031 i0/1/z012 10/15/2012 i11/s/z012

Total Students : a2

Page: 4 of 4

Last Page
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Verification Tracking Forms

To generate and print Verification Tracking Forms

1. Select Verification Tracking Forms and click | Generate Report |

2. Click Print ( & ).

]

4 41 Jofa b Pl @ [100% v Find |next v O} & A
Generated on: 9/10/2013 12:12 PM

Verification Tracking Forms

SCHOOLS - 2013 - 2014

Applicant Name: ., RAYMOND

Processor — please initial any action

Batch #: 548 App #: 1595 # Students on App: 1

How was the application originally approved? Reduced, Income

Verification Action: Date: Date of Call:

verffication Notice Sent O noanswer O Left voicemail

Verification Response Due O Bad/Disconnected Number

Second Notice Sent O Left Message With:

Response Received a/10/2013 O oOther:

verification Results: Documents Submitted for Verification:

O Free to Paid O Pay Stub(s)/Earning Statement(s)

O Free to Reduced O Employer Statement

O Reduced to Paid O Benefit/Award Statement (Sodal security, pensions)

O Reduced to Free O unemployment, Disability or Worker's Comp

O Paid to Reduced O Public Assistance Letter/Statements

O Paid to Free O Diverce Decree/Custody Order/Checks/Statements

B Mo Change O oOther Income (Rent, dividends, etc.)

O statement of No Income
O oOther:

Action: Date: Reason for Change in Status:

Change Effective O Income Change O Household Size Change
l Notice of Change O cChange in SNAP/TANF O Mo Response
Fair Hearing Request O Income HH submitted SNAP/TANF O Refused Benefits
Fair Hearing Date O oOther;
Hearing Determination:
Notes:
|

Werifying Official Signature Date

Page: 1 of 3 v
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Collection Report

Collection Report is a two-page report that summarizes
verification data. The report is submitted for SFAs that
participate in the National School Lunch Program and/or the
Sampling School Breakfast Program (SBP).

Initial report data is submitted to the USDA on or about

Tracking November 15 each year.

Reports After reapplications have been submitted and processed, final
submission of the report is on or about February 15.

Colledion@eport

Collection Report Page

Collection Report

Area Academic Year

|Area1 ~| [2013-2014 ~

| Verification Collection Report ‘ | Submit ‘

By default on the Collection Report page:
= Areais set to the first area if you have access to multiple areas.

= Academic Year is set to the current school year.

Page Functions

Click to generate and display the Verification Collection report
in the report viewer window.

l Verification Collection Report I

Click to send district verification summary data to USDA
website.
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To generate and print a Verification Collection report

1 Clle |Veriﬁcation Collection Report‘

2. Click Print ( & ).

enerated on: 9/10/2013 12:26 PM

Department of Agriculture, Food and Nutrition 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(MSLP) and/or the School Breakfast Program (SBP).
All 8FAs, including SFAs with all schools exempt from verification requirements, must complete applicable sections.

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless it contains a valid OMB control number.
The valid OMBE number for this collection is 0584-0026. The time required to complete this information collection is 45 minutes per response, including the time to
review instructions, search existing data resources, gather the data needed and complete and review the information collection

SFA ID#: Type of SFA: B Public O NenprofitiPrivate |School Year: 2013 - 2014
SFA Name: SCHOOLS SFA City: SFA Zip code
A. Number of
Section 1 *All SFAs must report Section 1% Schools OR | B+ Number of

Total Schools, g Students

Residential Institutions

Child Care 1-1: Total schools (Do not include RCCls): 2 349

Institutions

(RCCls) and 1-2: Total RCCls (Do not include schools countedin 1-1): | e | et
Enrolled 1-2a- RCCls with day students (Report ONLY day studentsin1-2aBy [  ———— | = ———
Students  [550 " RCCIs with NO day swdemts: | —r |  ——

A. Number of

*ONLY SFAs with alternate provisions must report Section 2** Schools AND e :tt?::{:f
Institutions
Section 2 2-1: Operating Provision 2/3 in a BASE year for NSLP and SBP: 0 0
Sgisoggh 2-2: Operating Provision 2/3 in a NON BASE year for NSLP and SBP: o] 0
operating 2-2a: Provision 2/3 students reported as FREE in a NON BASE year: 0]
altemate 2-2b: Provision 2/3 students reported as REDUCED PRICE in a NON BASE year 0
provisions 2-3: Operating the Community Eligibility Option: a 0
2-4- Operating other alternatives for NSLPand SBP- | — [ e
2-5: Operating an alternate provision(s) for only SBP or only NSLP: [ —n | —
**ALL SFAs must report Section 3 or check box 3-1 if applicable™ B. Number of
34- 0O Check the box only if all schools and/or RCCls in the SFA were not required to : EREE
: perform direct certification with SNAP (L.e. NON BASE year Provision 2/3 for all Students
schools)
Section 3 |3.2: Students directly certified through Supplemental Nutrition Assistance Program (SNAP): Do 0

S"—"je"('jts not include students certified with SNAP through the letter method.
approved as
FlggE eligible 3-3: Students directly certified through other programs: 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, 4
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: Include students
certified for free meals through the family providing a letter from the SNAP agency

Section 4 - ot : . A. Number of | B. Number of
Students ALL SFAs collecting applications must report Section 4 e e rae Students
approved as |41 Approved as categorically FREE Eligible: Based on those providing
FREE or documentation (e.g. a case number for SNAP, TANF, FDPIR on an a 0
REDUCED icati
application)
PRICE . -
eligible 4-2: Approved as FREE eligible: Based on household size and income 2 2
througha  |Information
household  [4-3: Approved as REDUCED PRICE eligible: Based on household size and ’ ;
application  |income information
T-1: Total FREE Eligible Students 6 T-2: Total REDUCED PRICE Eligible Students 1
Reported: Reported:
Page: 1 of 2
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Find | Next .zL'

Generated on: 9/10/2013 12:32 PM

Department of Agriculture, Food and Nutnition Service

School Food Authority (SFA) Verification Collection Report

Section 5
**ALL SFAs must report Section 5 or check box 5-1 if applicable™

5-1: O Check the box if ALL schools and/or RCCls are exempt from verification.
If 5-1 is checked, no further reporting in Section 5 is required.

5-2: Was verification performed and 5-3: Type of Verification process used:
completed?
O Yes, completed by November 15th 1 & Standard (Lesser of 3% or 3,000 error-prone)
O Yes, completed after November 15th 2. O Alternate one (Lesser of 3% or 3,000 selected randomly)
& No, verification was NOT performed or the |3. O Alternate two (Lesser of 1% or 1,000 error prone
process was not completed. applications PLUS lesser of one-half of one percent or 500
applications with SNAP/TANF/FDPIR case numbers)

If 1 or 3is checked in | 5-4: Total ERROR PRONE £.5- Number of
5-3, report 5-4. applications: Report all 3 applicétions selected 0
If 2 is checked in 5-3, |applications as of October 1st for verification sample-
enter “N/A™ in 5-4. considered error prone ple:

**ALL SFAs must report 5-7 or check box 5-6 if applicable*

Check the box if direct verification was not conducted in the SFA, (i.e. not | A. Number of | B. Number of
one of the schools and/or RCCls in the SFA performed direct verification). If | Applications Students

5-6 is checked, skip 5-7.

56 &

Report if FREE and/or REDUCED PRICE eligibility is
confirmed through direct verification with
SNAP/TANF/FDPIR/MEDICAID as of November 15th

5-T: Confirmed through
direct verification:

5-8: Results of Verification by Original Benefit Type
For each original benefit type (A, B, & C), report the number of applications and students as of November 15th for
each result category (1, 2, 3, & 4). Do NOT include students and applications already reported in 5-7A or 5-7B.

ATREE Categoncaly Elgbie B. FREE-Income C. REDUCED PRICE-Income
) Certified as FREE based on Certified as REDUCED PRICE based
SNAP/TANF/FDPIR documentation income/household size application | on income/household size application
(e g case number) on application PP pp
Result a. b. Result a. b. Result a. b.
Category |Applications | Students Category |Applications | Students Category |Applications| Students
1. Responded, 1. Responded, 1. Responded,
NO 0 0 NO 0 0 NO 0 0
CHANGE: CHANGE: CHANGE:
2. Responded, 2. Responded, 2. Responded,
Changed to 0 0 Changed to 0 0 Changed to 0 0
REDUCED REDUCED FREE:
PRICE: PRICE:
3. Responded, J. Responded, 3. Responded,
Changed to 0 0 Changed to 0 0 Changed to 0 0
PAID: PAID: PAID:
4. NOT 4. NOT 4. NOT
Responded, Responded, Responded,
Changed to 0 0 Changed to 0 0 Changed to 0 0
PAID: PAID: PAID:

WC-1: Total questionable applications verified for cause (Enter “N/A" if not applicable):
Report the number of applications as of November 15th verified for cause in addition to the 0
verification requirement.

Page: 2 of 2
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In this section you will learn how to:

v Set up and manage application review auditors.

v" Review applications included in an audit.



Section 8: Reviews

Reviews at a Glance

Manage Reviews Set up an auditor to review applications.

Review Applications ~ Review applications included in a audit for a selected school year

% Note:
Menus and functions to which you have access are those appropriate for your role with
PrimeroEdge. When you access the Reviews menu, you may see a subset of the functions
listed above or you may not have access to all of the features for each menu selection.
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Manage Reviews

Manage Reviews sets up or removes auditors who are allowed to
Reviews manage Free & Reduced Eligibility data in PrimeroEdge.

Manage Reviews

Manage Reviews Page

||

Academic Year

|2012-2013 ~| [appiy

‘ Auditors Add ... ‘
User Mame Level Sites Date Range Edit | Delete
Alexander STATE ELEMEMTARY SCHOOL 01/03/2013 - 02/09/2013 _/' s}
Cybersoft Support STATE ELEMENTARY SCHOOL 12/23/2012 - 01/09/2013 / =
Alexander STATE MIDDLE SCHOOL 12/14/2012 - 03/14/2013 _/' s}

By default, on the Manage Reviews page:
= Academic Year is set to the current school year.

= All auditors are displayed in the Auditors list.
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Page Functions

Click to display list of auditors for the selected Academic
Year.

Add ... Click to add a new auditor for a site.

Edit . . . .

() Click to make changes to assigned sites for an auditor.

Delete ) o

(&) Click to delete an auditor listing.

Listings: Auditors

Auditors

User Name Level i Date Range

Sherry Campbell STATE ELEMENTARY, HIGH SCHOOL 10/01/2012 - 06/30/2013

ELEMENTARY,

- 03/31/2013

User Name View only Auditor’s name

Level View only User’s permission level

Sites View only Site with which the auditor has permission to work
Date range View only Date range during which the auditor has permission to

work with site data.

Edit Clickable icon  Click to display the Add or Edit Auditor popup; use the
( v ) Add or Edit Auditor popup to make changes to an
auditor’s starting/ending dates of review and to add sites to
the list of assigned sites.

Delete Clickable icon  Click to remove user name from list.

(=)
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To add an auditor:

1. Click | Add..

N

Select a user name and a date range in the Add / Edit Auditor popup, and click
3. Select a Site Code / Site and click .

4. Repeat step #3 for all sites that the user is to to review and click

Academic Year

|2012-2013 ~| [apply

Auditors

User Mame Level Sites Date Range

- 02/09/2013

[=] Add / Edit Auditor

..................................'

| ]
= User. Sherry Campbell - STATE [~] .
= Start Date: 5/24/2012 =] .
u — [ ]
= End Date:  6/30/2013 [ .
u u

[=] Add / Edit Auditor =

Added successfully
User: Sherry Campbell - STATE
Start Date: 5/24/2013 B
End Date: &/30/2013 =
Assigned Sites
Site Code Site Last Modified By Last Modified On
HIGH SCHOOL Cybersoft Support 5/24/2013 11:32:14 AM
.Illllllllllllllllllllllllllllllllll EEEER
a Site Code Site
: HIGH SCHOOL
. 5
L]
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To change Auditor details

1. Click Edit (./ ) in an Auditor listing.

2. Enter or select new review dates and add sites, as needed.

3. Click :
4. Click .

3 Note Only auditor data for the current Academic Year can be changed. Auditor records
for prior years cannot be changed.

Academic Year

[2012-2013 ~| [apply]
Auditors ‘

User Name Level Sites Date Range M
Sherry Campbell STATE HIGH SCHOOL 05/ oss0iofs 8]
TELEMENTA - 02/09/20 3 =

[=) Add / Edit Auditor

ExT
Saved successfully (

User: Sherry Ca
LAEEEEEEEEEEE

sstart Date: 5/24/2013
L]

L]
L]
L]
nd Date: 6/30/2013 = .
1

Assigned Sites ‘
Site Code Site Last Modified By Last Modified On
HIGH SCHOOL Cybersoft Support 5/24/2013 11:32:14 AM
ELEMENTARY SCHOOL Cybersoft Support 5/24/2013 11:55:00 AM
S EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR

= Site Code site
; ELEMENTARY SCHOOL E

e

/ Close
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To delete an Auditor

1. Click Delete (2 ) in an Auditor listing.

2. Click in the message popup.

||

Academic Year

|2012-2013 ~| |Apply

‘ Auditors Add ... ‘
User Mame Level Sites Date Range Edit | Delete
HIGH SCHOOL, Vd =
Sherry Campbell STATE 05/24/2013 - 06/30/2013 & =

ELEMEMTARY SCHOOL

Alexander STATE MIDDLE SCHOOL 12/14/2012 - 03/14/2013

-
Message from webpage u

./ \'.
@] Are you sure you want to delete this audit?
. g

oK
L

Cancel

—
S —
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Review Applications

Review Applications allows you to review applications included
in an audit for a selected school year. Application details as well
as summary statistics can be viewed.

Manage Reviews

)

| Review Applications |

Review Applications Page

Review Applications I

Academic Year

2010-2011 - Apply

Site # of Applications
LV DhistrictMame: SCHOOLS; DateRange: 03/04,/2011 - 03/31,/2011

. ELEMENTARY SCHOOL 19
Liws ELEMEMTARY SCHOOL 54

HIGH SCHOOL 131
ELEMENTARY SCHOOL 48
ELEMENTARY SCHOOL 25

& MIDDLE SCHOOL 114
35

By default on the Review Applications page:

= Academic Year is set to the current school year.

Page Functions
Click to display list of audits for the selected Academic Year.
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To review applications

1. Select a school year in Academic Year and click | APPW | |

2. Click a School Name link in a site listing.

3 Note: The current date must be within the date range of the review created in Manage
Reviews to be able to view application data.

e

Academic Year

n
[2012-2013 ~| [Apply] E
-

Audits ‘
Site # of Applications
v — mialdc 0| S; Date Range: 01/01/2013 - 06/13/2013
Wil ELEMENTARY SCHOOL 16
Summary tab

The Summary tab provides totals for applications, students and by eligibility.

= Applications For Re

Site: 201 - . ELEMENTARY SCHOOL

L1
i

( summary Applications \;"-. Roster

Total Applications: 16

Total Free Students:
Total Paid Students:
Total Reduced Students:
Total Students:
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Applications tab

The Applications tab lists links to all applications and offers three sub-tabs of application
information.

Application Image sub-tab— displays application images and lists application details.

Site: fi ELEMENTARY SCHOOL

[ summary ‘ Applications Roster

Index | Application # Application Info Application History Documents

lx

L Application Image

Details

Batch Application #: 049
300

Batch #: 300
Foster Application: No
Personal Income:  $0.00

Total Income: $50,557.10 (V)
Household Size: 8
SSN: 3535
No SSN: No
Application Date:  07/02/2012
Signature: Yes
ligibility: Reduced
Basis: Income
Manual Application
pplicat
- e —— .

Application Info sub-tab—lists all students and household members on a selected
application

[ Appications For Review =T

Site: 4 - ELEMENTARY SCHOOL

Summary Applications

Roster

[_application image Y\ application History

ion & Application Info Documents n q
Index | Appiication pp \ Details
[r
—— | - ‘ Aapplication = a9
Batch #: 300
o
L) Student ID Name site Grade Foster Student Foster Application:  No
3 g6l 700 HAYDEN L 2010 K6 Personal Income: ~ S0.00
4 1 8997 JASON J 201 K 6/25/2006 Total Income: $30357.10 ()
E pig 5979 LANDON 201 3 7/30/2006 Household size: 8
SN 3535
6 ux 8511 MACKENZIE P 201 o1 7/18/2004
7 | 1z Mo SSN: No
7572 DIANA 201 0a 10/27/2000
= Application Date:  07/02/2012
== 6175 JANELLE E 201 02 4312002 Signature: Ves
MR 18861 JusTIce 200 02 11/23/2002 Eligibility: Reduced
o Lz 8926 LIBERTY 201 PK 2/8/2006 Basis: Income
FERRET
12 1362 Houshold Members
13
Name lob Alimony Retirement Other No Income
1
. HAYDEN L
15
JASON J
16
LANDON $50557.10(1)
MACKENZIEP
DIANA
JANELLE E
JusTICE
LIBERTY
P e e— e —
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Application History sub-tab— displays application status history and lists application

details.

ELEMENTARY SCHOOL

Summary Applications |

Roster

' Application Info

\ Documents

T ‘ Application Image Application History = ‘ s -
r
N 948 ‘ Application Status History ‘ Application #: 949
Batch #: 300

Z =2 Application Status. Date / Time Official Foster Application:  Ne
: oL Notified 8/31/2012 4:28:29 PM Cybersoft Support Personal Income: 30.00
3 021 Notified 8/31/201; Cybersoft support Total Income: $50,557.10 (v)
: — Notified 8/13/2012 Cybersoft Support Household size: 8
6 13 SSN: 3535

Notified 7/5/2012 2:04:57 PM Cybersoft Support
7 | 142 N SSN: No

Notified 7/5/2012 Cybs ft S rt N
. ot e 73 ypersaft Suppo Application Date:  07/02/2012

Processed 7/2/2012 12:13:56 PM Cybersoft Support Signature: Ves

pplication Comment: Eligibility: Reduced
g Basis: Income
1 1360
12 1362
13
L it e —— e —

Documents sub-tab— displays scanned-document images and lists application details.

Siter 4 - ELEMENTARY SCHOOL

Summary Applications

Roster

Incex | Application # ‘ Application Image

Application Info

Application History

x

Documents

-

Details

Testl

Document Details

Description:

Corplex

o Com

Dater

Application 949

Batch # 300

Foster Application:  No

Personal Income: ~ $0.00

Total Income: $50557.10 ()
Household Size: 8

SSM: 3535

No SSN: No
Application Date: ~ 07/02/2012

Signature: Ves

Eligibility:
Basis:

Reduced
Income

Roster-tab

The Roster tab displays a list of all students by grade whose application has been received for

processing.

(@ Applications For Review - Windows Internet Explorer =)
Site: 44 - ELEMENTARY SCHOOL
[ summary Y\ applications Roster
jcation &
Grade Student Name Student ID Application Status Reason Start Date
MEGAN R 2853 1215 Free INCOME 11/01/2012
AL -- Austin, Amber Paid DEFAULT 07/02/2012
BK Austin, Amber 224455 Paid DEFAULT 09/15/2012
K6
= Austin, Amber 220456 Paid DEFAULT o702/2012
2 Andrew 234 Paid DEFAULT 07/02/2012
2 Malla M 6655 Paid DEFAULT 07/02/2012
4 DUSTIN O 5316 Paid DEFAULT 11/03/2012
s
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Reapplying After Verification

After the Verification process is complete, a student may submit an application for Free and
Reduced Price Meals for various reasons. Even though the first application determined that the
student was not eligible for benefits at the time the application was submitted, life changes in the
students circumstances may now qualify the student for Free or Reduced Price meals.

The following example is how to handle this situation in PrimeroEdge.
First Application for Free & Reduced Meals— W

Our student, Janie, applies for Free or Reduced Price Meals through PrimeroEdge.

1. Janie submits an application—either a paper application that is scanned, entered through
the district’s Online Applications website, or entered by the Central Office through
Manual Entry on the Applications menu into PrimeroEdge.

2. Proof of income is provided.

3. The application is validated and Free & Reduced Meal Eligibility is determined as
“Reduced”.

4. Janie’s application is added for verification by clicking | Add For Verification | in the

Validation Workspace.

Two letters are sent requesting proof of income. No response is received by the stated due date in
the notification letters and the Eligibility status changes to “Paid”. The length of time that this
process takes depends on each district’s procedures. See USDA Guidelines to determine when
letters should be sent.

6 Premeso - Validate - Windows Internet Explorer T

Application 217 (2 of 20)

Site  Grade  SNAPTANF

Birth Date

. i
[ s e e e ]!
ouets :

et s e 2k

s B

PART 2 — Momeloss, Migrant, Runswey
1 0N 50 00 Mg o i Domwlens, GEAFY, G rereway, chech the sprosiate
county coveaxt

hild Perscnal Use Income (M) 000

il g coun, o}
DK e Vet P20 amourt O the CHATs Geraonal ise manthly iscame. S fo Pt &

Personal Use Monthly Income

Income Type Income Amout

Job

$1,400.00f5)

et it g et e S
S ramiiere S e

Eanrphe Seah, Jare 8 20480 @ 50 00

\ 40000 8

Household Size 4 Total Income (E) $1,400,00

Ty
. 0811104 b hmene s Soce Sy e

s e At o P bt

Applicant SSN No SSN ! Signaturs Language: English | =

Eligibilty Basis Valid Untd

b e o - o Valid
Weston WY AuAsa REDUCED INCOME 713112011
PaRT
Application #: 217 Addsor Verication | Delete  Pending Applicaton | Commants
T ot | | ]|
PARTT . - -
v - Sedraad Use Save & Next =p
L-....-.......--.-._ RVt o - J
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To process the application

1. On the Compliance menu, select Verification Tracking.

2. Click [ Process & View Verification Result» | o the Verify Response tab of the View
Application popup.

3. Click in the confirmation message.

- ... - , — -
— — W = g - g e—— | |
& Primero - View Application - Windows Internet E)(psler 4 u_lg

[ ApplicationInfo ' GuardianInfo \ History ' BEdend/Refuse 1\ Image ' Documents  Verification Info T Verification Response ‘-,\_
[ Verify Response \,\ Verification Result Summary
© SNAP Household SNAP Details
Confirmed  SNAP/TANF # I
Not Confirmed
@ Income Household Income Details

Total Income (E) |$1,400.00  Household Size: 4 I

Household Members Add Member .

Name Income Type Income Amount Mo Income
| Member 1 Job 51,400.00() s |
[ Member 2 Vs =i
Member 3 Va =)
| Member 4 Vs =)

Process & View Verification Result »

Frimero - Confirmation

&

This will mark the verification for this apgligatign g5 complete. Do you wish to continue?
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Reapplication for Free & Reduced Meals—
The following scenario is only one example of a student reapplying after verification. A student
may reapply at any time during the school year for various reasons.
Scenario:

= Janie’s household loses all income.

= Janie’s guardian completes a new application which is scanned into PrimeroEdge.

= When the new application is opened in the Validation Workspace, a message is shown.
Message text:
One or more students on this application were selected for Verification. Did the Household
submit proof of income with this application?

=  YES—If you have proof of income, continue validating as normal.

= NO—If not, mark this application as “pending” and print a Subsequent Notice from
Verification Tracking for the first application.

Message from webpage

One or more studenks on this application were selected For Verification, Did the Household submit proof of income with this application? YES—IF you
! hawe proof of income, continue validating as normal, NO—IF not, mark this application a3 “pending” and print & Subsequent Motice from Verification
Tracking For the first application.

«  Click | oK
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In the Students group of the Validation Workspace, the message:

“This student was selected for verification on application ###”

is shown when the cursor hovers over the caution icon.

& Prenero - Validate - Windows Internet Explorer -

Application 217 (2 of 20)

i B3 Name Ste  Grode SMAPTANF - Birtn Date
hh!t-m1-mmmum1 l — — — SIS Dzl
|

l UG LACK O AR LU I, PRONT MEATLY. COMALE TE
PART 1 - )
s 48 s sened O ot Soei  Gad
rere— fovre - FCowmel O . B 7O PART

L LANDON 01 " 780206 A B
[Thes student was selected for VerTication on appkcanon.
=

011804 |
01300k PK

MACKENZIE

J

PART 2 — Momwtess, Migrant, Runyway
¥ ot s i aphyng o 18 Pemmatens, QU O Feriway, Check e SpOrprate box 200 o
county cortuct

Foster Chikd Personal Use Income (M). 0 00

PR— [ o | sccuonee

HName Income lype Income Amount

PAST 3 ]
' for & g o rooet placean Xmthe  Persone Vee Wonthly insies
b Big lo Pt 6

and G

Weeth

PART
P et

er1 50 00(2
+. Marwa (Land sty 2 Wncome and e e B reewend W« Wty £+ Euory 3 wmeht, T« Tonin por mnen, M+ Mty ot Member1 Job $1,400.0012)
— — - = -
- Gy Ot O e Menber 2

Enrryts Smdn, Jore 8 20456 0@ 5000 m Member 3

0000 ®

Member 4

Household Size Total Income (E) $1,400.00

L . Yoty e (RS

081110 3 Applicant SSN NoSSN Wi Signatwre  Languags English [»

Eligibilty Basis Valid Unti
Veild REDUCED  INCOME  7/31/2011

e IPCa

Weston WY du45a

v - PR — Vs l“..lu.

Application # 217 [ Delste | VPondng Mpm:aon'} Comments” |

4= Previous Save Save & Next =)

* If Proof of Income is provided, the application is processed in the normal manner.

% If Proof of Income is not provided, click | Pending Application | ;. e Validation

Workspace.
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o Select “Reapplying after verification” and enter comment text in Comments.

e Click | ©K

o The new application is placed in the Smart Bin and processed as a pending application.

e A Follow Up notice letter is printed and sent to the parent/guardian requesting proof of
income.

Add Pending .ﬁ.pplicatinn CxXT]

T'Missing PFD information

T'Restored Application

(D)Faster Child Application with multiple students listed
Dincomplete

Dincorrect income information
Dincorrect SNAP/TANF information
D'Missing household members

)Mo Signature

133N information missingfincorrect
C0nline Application: Unmatched student
@Reapplying after verification

.llllllllllllllllllllllllllllllllllllllllllllllllllll
= Comments

no income|

When verification is processed on the new application, the Verification Result Summary sub-
tab indicates the new result.
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« Click to display the Verification Complete—Benefits Changed letter.

«  Click in the report window.

b [ Application Info Y\.\ Guardian Info Y\.\ History Y\.\ Extend/Refuse Y\.\ Image Y\.\ Documents Y\.\ Verification Info Verification Response
| W
Verify Response Verification Result Summary

Il Verification Result Reduced to Free
Reason for Change Income
Change Date 1/6/2011
Official Cybersoft Support

Completion Motice Date | 1/6/2011

| e

VERIFICATION COMPLETE—BENEFITS CHANGED
SN SCHoOLS
III Application : 217 L
Printed : 01/06/2011 =l
I
To the parents of
I i e o 1
WESTON, WV 26452
Dear Parent [ Guardian:
We have checked the information you sent us to prove your child(ren)'s eligibility for free or reduced-price meals N
and have decided that:
Child Name Student ID School Name Grade |
] L -, PR I ELEMENTARY PK
SCHOOL
[ PR TR Py P ELEMENTARY 1 i
SCHOOL
Starting 01/06/2011 your child(ren)’s eligibility for meal benefits will be changed from reduced price to free
because your income has changed. Your children will receive meals at no cost. .
If you do not agree with the decision, you may discuss it with el at -

. i )
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<< End of Section >>

Page 192 Cybersoft Technologies | Student Eligibility User Manual



In this section, you will learn how to:

v Document eligibility for Direct Approvals.

v’ Extend benefits for Sibling Direct Approvals.

v Set and manage the Grace Period.

v" Remind parents to reapply for benefits via Grace Period Letters.
v’ Generate Household Letters.

v' View and update Letter Templates.

v' View and update Temporary Approvals.

v’ View Students records.



Section 9: Configuration

Configuration at a Glance

Menu Function Description

Eligibility Guidelines View and update the Income Eligibility Guidelines
established each year by the USDA for Free and Reduced
Price meals.

Letter Templates Create, view and update a template letter for a selected
approval type
Other Benefits Create and manage a list of benefits offered by the district,

such as health insurance, or text book purchase

Application Mapping Tool “Fine tune” your district’s application for Free and
Reduced Price meals so that all required data is captured
during application scan.

9 Note: Menus and functions to which you have access are those appropriate for your role
with PrimeroEdge. When you access the Configuration menu, you may see a subset of the
functions listed above or you may not have access to all of the features for each menu
selection.
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Eligibility Guidelines

Eligibility Guidelines displays and allows for editing the Income

Configuration Eligibility Guidelines set forth by the USDA for Free and
Reduced Price meals. These guidelines are used by schools,
Eligibility Guidelines institutions, and facilities participating in the:

= National School Lunch Program (and Commodity
School Program)

Other Benefits = School Breakfast Program
= Special Milk Program for Children
« Child and Adult Care Food Program

Application Mapping Tool

= Summer Food Service Program (SFSP)

The annual adjustments are required by section 9 of the National
School Lunch Act. These guidelines are effective from July 1
through June 30 every year.

Eligibility Guidelines Page

e ]

Academic Year State Category
2012 - 2013 [] | contiguous states[~] [ Apply
‘ Eligibility Guidelines: 2012 - 2013 - Contiguous States | Edit || Get Guidelines || Generate Report | ‘
Free Meals Reduced Price Meals
Househaold
Size Annual Monthiy T-Menth E-2 Wks Weekly Annual Monthly T-Menth E-2 Wks Weekly
1 $14521.00  $1,211.00 $606.00 $559.00 $280.00 $20,665.00  $1,723.00 $862.00 $795.00 $395.00
2 $19,669.00  $1,640.00 $820.00 §757.00 $379.00 $27,991.00 $233300 $1,167.00  $1077.00 $539.00
3 $24,817.00  $2,069.00  $1,035.00 §955.00 $478.00 $35317.00  $2,94400  $147200  $1359.00 $680.00
4 $20865.00  $242800  $1249.00  $1,153.00 §577.00 $42,643.00  $355400  $1,777.00  $1641.00 $821.00
5 $35113.00  $2927.00  $146400  $1,35L00 $676.00 $49,962.00  $416500  $2,083.00  $1922.00 $961.00
g $40,261.00  $3356.00  $1678.00  $1,549.00 §77500 $57,295.00 $4775.00  $2,38800 $220400  $1,102.00
7 $45409.00  $373800  $1893.00  $1,747.00 $87400 $64,621.00  $538600  $2693.00  $248600  $1,243.00
3 $50,557.00  $4,214.00  $2,107.00  $1,945.00 $973.00 $71,547.00 $5596.00  $2,99800 $2768.00  $1,384.00
+1* $5,148.00 $429.00 §215.00 §198.00 $99.00  $7,326.00 $611.00 $306.00 §282.00 §141.00
* = Each Additional Member
Cancel | | Save

By default on the Eligibility Guidelines page:
= Academic Year is set to the current school year.

= State Category is set to “Contiguous States”.
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Page Functions

Button

Description

Click to refresh the screen with data that matches the selected search
conditions.

Edit

Click to activate Edit mode to change Eligibility income limits on the
Eligibility Guidelines page.

Get Guidelines

Click to retrieve the most current Eligibility Guidelines available from
the USDA for display on the Eligibility Guidelines page.

l Generate Report ]

Click to generate and display report of displayed Income Eligiblity
Guidelines.

> Note: Alaska is assigned a separate set of Income Eligibility Guidelines from the USDA.
For Alaska users, “Alaska” must be selected for State Category before using any of
the following procedures.

To retrieve Income Eligibility Guidelines from the USDA

1. Select an Academic Year and a State Category, if needed, and click .

3. Click ,

Eligibility Guidelines

:Academic Year
= 2012 - 2013
|}

State Category

| ]
| ]
|Z| Contiguous StatesE .:

‘ Eligibility Guidelines: 2012 - 2013 - Contiguous States I” Get Guidelines ].kenerate Report ] ‘
| | |
g
Free Meals educe il
:iz:seho . Annual Monthly T-Manth E-2 Wks Weekly Annual Monthly T-Month E-2 Whks Weekly
1 $14,521.00 $1,211.00 $606.00 $5352.00 $280.00 $20,665.00 $1,723.00 $862.00 $795.00 $398.00
2 $19,669.00 $1,840.00 $820.00 $757.00 $379.00 $27,991.00 $2,333.00 $1,167.00 $1,077.00 $539.00
3 $24,817.00| |$2,069.00 $1,035.00 $955.00 $478.00 $35,317.00) |$2,944.00 $1,472.00 $1,359.00 $680.00
4 $29965.00) | $2498.00 $1,249.00 $1153.00 $577.00 $42,643.00) | $3,554.00 $1,777.00 $1,641.00 $821.00
$35,113.00 $2,927.00 $1,464.00 $1,351.00 £676.00 £40,969.00 $4,165.00 $2,083.00 $1,922.00 £061.00
6 $40,261.00 $3,356.00 $1,678.00 $1,549.00 $775.00 $57,295.00 $4,775.00 $2,388.00 $2,204.00 $1,102.00
7 $45,409.00 $3,758.00 $1,893.00 51,747.00 $874.00 $64,621.00 $5,386.00 $2,693.00 $2,486.00 $1,243.00
8 $30,557.00| |$4,214.00 $2,107.00 $1,945.00 $973.00 $71,947.00| |$5,996.00 $2,998.00 $2,768.00 $1,384.00
+1* $5,148,00 $429.00 $215.00 $192.00 £99.00 £7.326.00 $611.00 $306.00 $282.00 $141.00

* = Each Additional Member
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To editincome guidelines

1. Select an Academic Year and a State Category, if needed click .

2. Click | Edit

3. Enter new income values for Free Meals or Reduced Price Meals as needed.

4. Click .

e ]

: Academic Year State Category

L]
r [ 2012- 2013 [=] | contiguous states[ ] E
L]

m[ GelGu|deI|nes ” Generate Report ] ‘

Eligibility Guidelines: 2012 - 2013 - Contiguous States o I

* = Each Additional Member

Free Meals Meals

;::sehoud Annual Menthly T-Month E-2 Wks Weekly Annual Manthly T-Month E-Z Wks Weekly
S EEEEESEEEEEEEEEEEEEEEEENSEENESESEENEEEEEEEENEEENENENNNENNEENENNENS
1 : $14521.0 |$1,211.00 | $606.00 $358.00 $280.00 $20,663.0 |$1723.00 |$862.00 $795.00 $398.00 :
2 E $19,669.0 |$1,640.00 |$820.00 §757.00 $379.00 $27,991.0 $2333.00 |$1167.000 |$L077.00 | $539.00 E
: $24,817.00 |$2,069.00 |$1,033.00 |$955.00 $478.00 $35,317.0 |$294400 5147200 |$1359.00 | $580.00 :
E $29965.0 |$2498.00 | $1,249.00 $1,133.00 |$577.00 $42,643.0 |$3,554.00/ |S1L777.00 |$1641.00 | $82L00 E
5 : $35113.00 |$2,927.00 |$1464.00 |S1,351.00 |$676.00 $49,969.0 1 $4,165.00 |$2,083.00 |$1,822.00 | $96L.00 :
n u
& : $40,261.0 |$3,356.00 |$1,678.00 | $1,549.00 m $57,295.0 |$477500 |$2388.00 |$2204.00 | $1,102.00 :
7 E $45409.00 |$3,758.00 |$1,893.00 |$1,747.00 $8%.00 $54,621.0 |$5386.00 |$2693.00 |$2486.00 | $1243.00 E
8 : $50,557.0  |$4,214.000 | $2,107.00  $1,945.00 |$973.00 $71,947.0 |$5996.00 |$2998.00 |$2768.00 | $1384.00 :
[ ] u
+1* : $5,148.00 |$429.00 $215.00 $198.00 $99.00 $7,326.00 [$611.00 £306.00 $282.00 $141.00 :

To generate and print Eligibility Guidelines

1. Select a State Category, if needed, and click .

3. Click Print ( 50 ).
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Letter Templates

Letter Templates offers nine categories of template letters which can be edited and sent to
families via mail or direct hand-out. Template letters include:

» Direct Approval » Direct Certification

* Grace Period Expiration * Mailing Labels

» Approval/Denial Notice » Letter to Household

* Verification Notice » Verification Subsequent Notice
» Verification Completion Notice » Verification Change Notice

Each template can include free-form text, text fields and table fields.

Letter Templates Page
Letter Type Language
Direct Approval IZ| English IZ|
‘ Letter Templates ‘

By default on the Letter Templates page:
= Letter Type is set to “Direct Approval”.

« Language is set to “English”.

Page Functions
Button Description
Click to display a list of letter templates that match the selected
conditions.

Letter Templates Toolbar

Toolbar Buttons oolbar Ribbo

pproval-Denial Notice - Windows Internet W=k
Save | Save As | Insert Fields - | Insert Table Column Insert Table Field Remove Field | Remove Column | Add Table | AddImage | PageSize - | Print
[Nommal] ~ Tahoma - 16 ~|B FuU|= —;g == o v | A [
L Fo AL R A R A S P A PR A L R
00l Rule
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To view a Letter Template:

1. Select a Letter Type and click - .

2. Click a Template Name link.

| Letter Templates

Letter Type
Appraval/Denial Notice

[]

‘ Letter Templates

Template Name

Language Last Edited On Edited By Standard | Active

Delete

Approval/Denial Notice

6/1/2010 12:00:00

P Cyberseft Support

English

Save | Save As | Insert Fields - | Insert Table Column - | Insert Table Field ~ | Remove Field | Remove Column | Add Table | AddImage | Page Size -

= e ]|

Print

kiormal] ~ Tahoma - 16 ~-|/B Fruls =g w00 - | @[
1 2 k] 5 I U
% """..F""".."""n."""i."‘"'.."' """..""".."""...""
4
: | «Form Name»
«District»
. Batch : «Batch #»

Application : «Applicaton =
Processed Date ¢ «Process Dates
Printed : «Current Dates

To the parents of
«Child Name»
«Street Address»
«City, State, Zip»
Application Date «Application Date»

Dear Farent/Guardian:

Your application for free and reduced-price meals for your child(ren) has been «Application Status»
based on «Reason».

«Temporary Approval» «End Date »
Details of each student listed on the application and their status can be found below. Please note that students

who were previously approved for better benefits will retain their current status; therefore, some students may
have a different Application #/Reason listed below.

[«Child N ame» [ «school Name» [ «Application #/ [ «status» | «Start Date» |

If you do not agree with this decision, or wish to decline benefits, please contact «Determining Official» at
«Determining Official Phone Num ber». You also have the right to a fair hearing. To request a fair hearing,
please call or write the following official:

«Hearing Official», «Hearing Official Phone Number», «Hearing Official Address»
You may reapply for benefits at any time during the school year. If you are not eligible now, but have a decrease

in household income, become unemployed, have an increase in household size, or qualify for TANF or food
stamps, you may fill out another application at that time.

Sincerely,

«Determining Official»

m
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To add a custom template letter:

1. Display a template and click | *ave As

2. Enter a name for the new template and select Set this Template as Active if the template
is to be the current letter used for notification.

£\ Caution! Do not use special characters in the template name. Using special
characters disables the template editor.

9 Note: Only one letter in a template category can be “active”.

3. Click in the Template Save popup.

4. Click in the Successful Save popup.

-
o5l Template Save Dialog E@lﬂ

e = Save Template as: |2'|]"|2_HeminderLel'ter .
a Iv Set this Template as Active .
L

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

e /I 0K | I Cancel |
] s | A
y A

A

=

Ternplate Saved Successfully

o[
Lag?

- s ———
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To edit a custom template letter

Display a list of letter templates and click a Template Name link.

Make changes, as needed.

Save

Click

to save changes and

Letter Templates

Click @ to close the letter template window.

Letter Type
Appraoval/Denial Notice

Language

|Z| EnglishE|

‘ Letter Templates ‘
Template Name Language Last Edited On Edited By Standard | Active | Delete
5 _ 5/23/2013 2:14:39 -
Approval/Denial ietter for 2013-2014 English AM Cybersoft Support s
English AT Cybersoft Support :“
AM
- - T — —
a8 Appmual-lima\ Letter for 2013-2014 - Windows Internet Explorer IE‘E‘#
-
Savelhs | Insert Fields ~ | Insert Table Column - | Insert Table Field -~ | Remove Field | Remove Column | Add Table | AddImage | Page Si t Close
[rrnal] * Tahoma - 10 ~|le 7 ulE] SRR AR N
Save 1 3 2 3 g 7
""‘..F"""L"""n.‘""'L"""L‘“" .\H‘.I_...|..I_....‘€~_‘....
p— -
'
I - «Form Name»
«Districts
: Batch : «Batch #=
Application : «Application #=
Processed Date : «Process Dates
= Printed : «Curent Date»
To the parents of
- «Child Name»
«Street Address»
«City, State, Zip»
T Application Date «Application Dates E
Dear Parents:
Your application for free and reduced-price meals for your child(ren) has been «Application Status»
based on «Reason».
«Temporary Approvab> «End Date »
- Details of each student listed on the application and their status can be found below. Flease note that students
) who were previously approved for better benefits will retain their current status; therefore, some students may
- have a different Application #/Reason listed below.
-
L \mchild Name» | «School Name» | «Application #/ Reason» | «Status» | «Start Date» \
- If you do not agree with this decision, or wish to decline benefits, please contact «Determining Official» at
. «Determining Official Phone Number». You also have the right to a fair hearing. To request a fair hearing,
- please call or write the following official:
L ——— - = = =
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Working With Data Fields

To insert a data field:

1. Place the cursor where the new field is to appear.

2. Click Inzert Fields -

3. Select the field to insert on the drop-down list.

2014 - Windows Internet Explorer = (5 e

Application # emove Field | Remove Column | Add Table | AddImage | Page Size = | Print

Application Date u

= | g

: v R !N_ !

Application Status

r_
=

o Batch # L
Child Name
City, State, Zip

Current Date

. Determining Official
o Determining Official Address

Determining Official Phone Mumber orm Name»
District «Districts

District City, State, Zip Batch : «Batch #»
P Application : «Application #=
- DubictStestiddies Processed Date : «Process Dates
= End Date Printed : «Cument Datex»
i Toth Form Name
- «Chil Hearing Official

«5tre Hearing Official Address

. «City,
— Hearing Official Phone Number

1,

Application Date «Application Dates
Homeroom
Dear PIN

Your Process Date or your child(ren) has been «Application Status»
asg Haasnn

5FA Correspendence Address

. SFA Physical Address b
- [z e ————— Wheir status can be found below. Please note that students
. who ill retain their current status; therefore, some students may
. have Temporary Approval

Ea Temporary Determining Official
. [«Chi Verifying Official | «Application #/ Reasons | «Status» | «Start Dates |

Te

¥ yo Verifying Official Address ecline benefits, please contact «Determining Officials at
«De Verifying Official Phone Number 50 have the right to a fair hearing. To request a fair hearing,

pleas Youngest Child Grade
Youngest Child School
Youngest Child School#
Date

Time
Date Time
Day of Week

To remove a data field:

1. Highlight the field to remove.

2. Click Remove Field

A\ Caution! Using Delete on the keyboard does not remove the field from the letter—it
simply removes it from the display.
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Working with Tables

Table use guidelines include:

= Each of the standard forms in each category includes one table. Only one table is
allowed on an individual form.

» Clicking inside the table activates the four table buttons on the template menu bar.

= Table columns can be resized by moving the column separators with the mouse.

To add a table column:

9 Note: Table fields are fixed in length. New table fields cannot be added if the addition will
cause the table to wrap or extend beyond the margins. Resize the existing fields first—then
adjust the size as needed.

1. Place the cursor in a column to the left or right of where the column is to be inserted.

2. Click Insert Table Column -

and select one option from the drop-down list.

-
8 Direct Certification - ‘A_ ———
— —

InsertTabIeCn\umn-J nsert Table Field ~ | Remove Field | Remove Column | Add Table | AddImzge = PageSize ~ | Print

s To Left 0 -|B 7uU
To Right R s "

oo i B [ [

—

LTI P

NOTIFICATION OF APPROVAL FOR FREE MEALS
DIRECT CERTIFICATION

«Districts
«Temporary Determining Official>

Printed «Current Dates

To the parents of
«Child Names

«Street Address»
«City, State, Zip»

n

Dear Parent/Guardian:

Our records indicate that the child(ren) listed below lives in your household and is eligible for free breakfast and
lunch. This child will automatically receive free meals beginning immediately. We hope this will make it easier for
your child to take part in school meals. Also, this child(ren) may qualify for free or low-cost children's health
insurance. For more information, please call toll-fregg MW p548 S6E0m m m Wy

[ ] [ ]
™ [ ]
[«Child Name» J«Stud School Nagge» [«Grade» | -
L] u
At the beginning of the scho tter to paregts and an application for frge and reduced-price meals l

are distributed to each househald-Flease DO NOTgill out or return an applicatipn for the child listed above.
S EEEEEEEEEE

If there are other children in your household who aren't listed above and you would like them to receive free

meals, or you den't want your children to have free meals, or for any questions, please contact:

«Determining Official»
«FSDAddress»
«Determining Official Phone Numbers

Sincerely,

«Determining Official>

In accordance with Federal law and U.S. Department of Agriculture policy, this institution s prohibited from discriminating on the basis of
race, color, natonal origin, sex, age, or disabilty.

To file a complaint of discrimination, write USDA, Director, Office of Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. i
11 11 | [26 | [7 | [100% NUM
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To add a table field to a column:

1. Place the cursor inside a column.

2. Click | InsertTableField -1 »p 4 select a field from the drop-down list.

To remove a table column:

1. Place the cursor in the column to be removed.

2. Click | Remove Column
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Other Benefits

Other Benefits manages benefits displayed on the Review

Configuration Application page of the Free & Reduced Meals Online
Applications web site. These are benefits offered by your district
Eligibility Guidelines about which parents may be interested in receiving more
information.
Letter Templates
Other Benefits
Other Benefits Page
II
Add new record Refresh
MName Description Spanish Description School Year Delete
Text Books Text Books Text Books 2012 - 2013 s 5|
Health Insurance Health Insurance Health Insurance 2012 - 2013 I. E“‘
Bus Fare Bus Fare Bus Fare 2012 - 2013 V E“‘

By default on the Other Benefits page:

« All existing benefits are listed.

Page Functions
v . - :
(Edit) Click to update a benefit name, description or effective school year.
= Click to remove the benefit; removing the benefit through this menu
(Delete) selection also removes the display of the benefit on the web page.
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Other Benefits Display

rachel adams SCHOOLS

FREE & REDUCED MEAL:

Progress Review Application
Household Lette a
ouseneld fetter Instructions

Please review your application and change any information that is not correct.

Students S B
uaen Your application is NOT complete - you must click "Next” to continue to the final step.

Temporary As

Student(s) on Application |/ Eait |

Household Members
Name Birth Date School Grade Income Foster Child

i, Adams, Jasmine 04/21/2007 SOUTHSIDE ELEMENTARY KG Mo Mo

Applicant Information

44 Adams, William 02/19/2003 SOUTHSIDE ELEMENTARY 02 No No
view Application & Greene, Terence 03/21/2005 SOUTHSIDE ELEMENTARY 01 MNo Yes

e R —— N *

Teu. ae, TX 55555

Other Benefits

(You do not have to complete this part to recieve free or reduced priced meals.)
[ school Year Book
Health Care Plan

[l gand Unifarm

The informarion you give on your Free and Reduced Price School Meal Application may be shared with other programs for which your
children may qualify. Your response will not impact your eligibility determination. If you do not want the infermation shared, pleaze
indicate by marking the following.

[#INo | DO NOT want information from my Free and Reduced Price Meals Application shared with any other programs
|4 previcus

| | ™ Next

To add a new benefit

RYCT K3 i e o

2. Enter a Name and a short Description.

3. C(lick Insert.

n Add new record

School Year

Description Spanish Description

]
m After School Club
Description: : Extended Learning
Spanish Descnpiiot

A A EEEEEEEEEESN
ademic Yea

|2012-2013 ~
Insert Cancel

t Books Text Books 2012 - 2013 #
Health Insurance 2012 - 2013 s
Bus Fare Bus Fare 2012 - 2013 s
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To change an existing benefit

1. Click Edit( ) in a benefit listing.

2. Make changes to benefit information as needed.

3. Click Update.

I Other Benefits I

Add new record Refresh
Mame Description Spanish Description School Year Delete
Text Books Text Books Text Books 2012 - 2013 s ||

Health Insurance Health Insurance Health Insurance 2012 - 2013 i

Bus Fare Bus Fare Bus Fare 2012 - 2013

Extended lez

L]
|}
Name: m  After School Club :
| |
Description: ™ :
L}
Spanish Descn’ptio;: :
YranmmpAm s
Schoal Year: |m
Ugﬁate Carfgel
To delete a benefit

1. Click Delete ( = ) in a benefit listing.

2. Click E in the Message popup.
e ]

Add new record Refresh
Name Description Spanish Description School Year Delete

Text Books Text Books Text Books 2012 - 2013 Va i)

Health Insurance Health Insurance Health Insurance 2012 - 2013 P -_-'-—l_‘

Bus Fare Bus Fare Bus Fare 2012 - 2013 /‘ =

After School Club Scientific Discovery 2012 - 20 7

Message from webpage u

.

Are you sure you want to delete this benefit?

| oK ] |[ Cancel
I/\? | |
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Application Mapping Tool

Application Mapping Tool allows you to “fine tune” your
Configuration district’s application for Free and Reduced Price meals so that all
required data is captured during application scan.

Eligibility Guidelines

The Application Mapping Tool page includes three tabs:

Letter Templates « Template — lists all currently existing application images;
provides a method to create a template from a last
Other Benefits scanned application
‘ Application Mapping Tool \ > Note: The button becomes available after the
Grace Period is set through the [System]
module.

= Reference Image — zooms image areas for close
inspection; scan to create a new application image.

« Mapping — create and modify mapped data areas on the
application to be read and stored in PrimeroEdge.

Application Mapping Tool

Application Mapping Tool ]

Academic Vear: 2012 - 2013

[ Template ‘-.‘\ Referencelmage \ Mapping

Template

D Template Language Status

430 English Created

Spanish /A

By default on the Application Mapping Tool page:

« All scanned application templates are listed on the Template tab.

Page Functions
Click to create a template of the last scanned application.

Tab 1: Template

A mapping image is created on the Template tab from an existing application, i.e., such as when
the same application from a previous year will be used for the new school year.
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To create a template

e Click the Template tab and click in a template listing.

Application Mapping Tool m

Academic Year: 2012 - 2013

. .
[ Template '\ Referencelmage % Mapping \

Template

= Template Language Status

430 English Created

Tab 2: Reference Image

A new image is created on the Reference Image tab or details of an existing image can be
inspected.

3 Note: Before scanning, you must have a scanner connected to your system and paper must
be loaded into the scanner. If not, Internet Explorer stops when you start the
scanning process. You must then restart IE and PrimeroEdge to continue.

To scan a new image

e Click .

Application Mapping Teol

Academic Year: 2012 - 2013

Template Reference Image Mapping

Template: |El19|lsf14—"

‘re and Reduced-Price Meais Houseliold Appiicetion for 2012 - 2013 — Wast Yirginla Degt. of Education
LHE BLACK O SRR SLUE K, FTRHY (FATL Y, EDMRLETE ONE ARPLICATION FER ADLSERDLD
PART 1 — Marses.of AL Childran In Schoal
L b Firs W vl ey [P —
o et e e Y G ] L d

To view details of an application image

1. Select a Template and click .

2. Hover the mouse cursor over the image to zoom-in.
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Tab 3: Mapping

Mapping of the various areas of the application image takes place on the Mapping tab.

Blue boxes are mapped data areas that
are read and saved by PrimeroEdge

FAppli:aiian Mapping Tool

Zone Detail magnifies the area
where the mouse cursor is located.

Academic Year: 2012 - 2013

[ Template \.‘\‘ Reference Image Mzpping

Template: I English - |

Application: OR 1404 E]

L]

Free and Reduced-Price Meals Household Application for 2012 - 2013 — West Virginia Dept. of
USE BLACK O DARK BLUE IWK, PRINT NEATLY, COMPLETE ONE APPLICATION PER HOUSEHOLD I
PART 1.— Names of ALL Childran in School
Last Name First Nameo M Dsormen MY Grage School W 8 Pt Schoo)
i
| N =

=/l

O]

o]
ISl

PART 2 — SHAPITANF NUMBER

PARY $— HOWELESS, WORANT. RUNAW

s 1] [

PART 4 — HOUSEHOLD MEMBERS AND GROSS INCOME FROM LAST MONTH

Homedess Migrant Fusaway
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Section 9: Configuration

To increase or decrease the size of the mapped box

1. Click inside the mapped box and click and drag the edge of the mapped box to expand or

decrease the mapped box size.

2. Commit or Discard your changes.
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To work with Group Tools

1. Select two or more boxes with the mouse while holding down the Ctrl key.

2. Click a group tool to change the size or vertical/horizontal location of all mapped boxes

relative to the first selected box.

3. Commit or Discard your changes.
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To save all changes and close the mapped image

e Click Save & Close
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