

STEPS TO APPLY FOR 6-CENTS CERTIFICATION IN TX-UNPS



Log -In


https://txunps1.texasagriculture.gov/TXUNPS/Splash.aspx


Select SCHOOL NUTRITION PROGRAMS if user has user rights to multiple programs (blue square)


Applications


In the top left hand corner, under items, click APPLICATION PACKET


Select 2012-2013 Application


Meal Compliance 
Dashboard


Click on Details


Menus


Supporting Documentation


Click Add Menu (third section down)


Select Meal Type and Age Grade Group, then click SAVE


Type menu name and click ADD under Supporting Documents for Menu Worksheet, Menu and Nutritional Analysis (if applicable)


Click BROWSE to find the document(s) on your computer


Locate the file on your computer, select it, and click OPEN


Site Serving


Click on the site(s) that will be serving the menu


Comments from Contracting Entity


You have the option of adding notes for the monitor certifying your menu to see


A green checkmark will appear if it is uploaded correctly


A checkmark will appear next to each site that has been selected


Once you have completed adding documentation and comments, click SAVE


Pending Status


After a menu is uploaded, a PENDING status will appear and remain there until it has been viewed by a monitor 


Attestation


After all menus have been uploaded, upload the Attestation


Under Annual Attestation, click MODIFY


Enter contact information


Under documents, click ADD for certification Attestation


Click BROWSE to find the document(s) on your computer


Locate the file on your computer, select it, and click OPEN 


A green checkmark will appear next to the successful upload


Click SAVE at the botton of the page


Final Step to Submit


You are now on the Meal Pattern Comliance Dashboard screen, at the very bottom of the page, click BACK


You are now at the 2012-2013 Application menu screen.  The Meal Pattern Compliance Dashboard will show NOT SUBMITTED


Click red button at the bottom of the page SUBMIT FOR APPROVAL to send the application for review


Meal Pattern Compliance Dashboard = SUBMITTED


On top right corner of page, Packet Status = Submitted from Approval


A red message will appear "The Application Packet is currently under review by the State and is unvailable for changes."
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