[bookmark: _GoBack]Submitting yearly paperwork to participate in the USDA FNS programs

District preparer / food service director logs in and goes to annual participation
Completes the following forms?  
 Annual policy data (Legal agent must accept agreement before this will be accepted)
	Fill in all the blanks and save and submit
Anonymity and accountability
	Fill in the blanks and submit
Application data
	Fill in the blanks and submit
Attestation
	Click the accept button
Parent letter
Uploaded from your computer
For multiple letters scan then as one document and then upload as one
USDA contact
	Fill in blanks accurately
Notify Legal agent participation packet ready to go!



Submitting monthly information for reimbursement

District preparer / food service director logs in and goes to annual participation
Completes the following forms?  

The School detail
	Completed first and contains school level information.  Can be completed by school user level permissions
Fill in ALL the blanks
Only programs that are approved on the yearly application will appear here.
Once completed submit the school detail

Claim form/financials contains district level information such as financials
Complete the form by filling in all boxes
Submit the claim
Notify legal agent it needs approval.






Agreement between Maine DOE and District
to operate the USDA FNS Programs
(Legal Agent)

Legal agent logs in
Selects Agreement (this is not yearly)
Reads document
After reading to and agreeing to the terms signs by clicking “accept”
This then becomes a signed legal document.

Yearly paperwork to participate in the USDA FNS programs approval
Legal agent logs in
Selects annual participation
A chart will appear that indicates what and when information was completed.  All forms must have a district submitted date for approval function.
Legal has the option to review as read only all the documents.
Once satisfied agrees and signs by clicking Legal agent approval



Monthly Claim approval
Legal agent logs in
Select monthly claims
Review information.  (Note legal agent is read only)
When satisfied accurate statement select approve.

USDA FOOD ORDERING
(District Agency)
ANNUALLY 
Log in with ID and password
The district will appear
Select the school/agency you are ordering for from drop down list.
A chart will appear and annual order will have a link “create order”
Once you click on annual order the shipping address form will appear.
Complete and submit.
In all the selected boxes: Enter in all the cases the district would like to have
Click the “Save” button
Click on “Back to product list” at bottom left
Chart will reappear
The Schedule button will appear on the right hand side of chart now
Click on each individual “schedule” button
Select the months and quantity you would like them delivered.
“save”
Review the order and ensure have not exceeded your PAL and/or left a balance if wish to purchase DOD items
Once you have adjusted the items to purchase selected the months and quantity you would like them delivered “save” and ”submit”.  Order cannot exceed what you ordered and must order what you purchased.
Once purchases scheduled submit it.  Items will automatically appear on Monthly letters.

“Save”-If happy click on “Submit”.
Once click on Submit button you can’t go back & change your order.  You can only change an order if saved it. 

Review the order and ensure have not exceeded your PAL and left a balance if wish to purchase DOD items
Once you have adjusted the items to purchase select the months and quantity you would like them delivered.  Cannot exceed what you ordered and must order what you purchased.
Once purchases scheduled submit it.  Items will automatically appear on Monthly letters.
ANNUAL order of extras
Discontinued
Will appear on monthly letters

Shipping Address
Complete shipping address form completely
Submit the form


MONTHLY ORDERING (1-15)
Login 
Select school/agency 
The chart wll appear and after the month of delivery  create order will appear
Select create order 
Items from the annual orders will automatically appear
Review the order form for any DOD fresh products and place order
Review if there were any special State agency purchases available and place order
Review to see if there were any extra items available and place order
Must have PAL available unless it is bonus!
Submit the order. 


	
	
	


Legal Agent permission only approves cannot edit information.  This is the final step and approval is a legal signature stating true and accurate.  Position also has access to direct certification list. This person should have the legal authority to sign documents.
District preparer and Food Service Department Director  This person can prepare yearly information, school details, claims, order product.  Director position (as reported to DOE) also has access to Direct Certification list.  The preparer should not be the legal agent.
School Preparer this person can prepare the school detail for their school only.  Can read other schools in the district but cannot edit others.
USDA agency level can order USDA and schedule product for the school/agency of the district.  PAL is based on a district therefore this ID can view and edit all agencies in the district.  

