Tips for Avoiding Errors when Submitting for Certification
Submitting the Required Documents
· Upload the Attestation after all menu documents have been uploaded in TX-UNPS.  If you try to submit the Attestation first, you will get an error.
· One Attestation must be uploaded per CE.
· Submit breakfast and lunch menus 
	Menu Submission Options

CE will choose one lunch option and one breakfast option for submission of Menus.
	Fields to add your documents in TX-UNPS

No other documents are required related to adding menus under these options.

	Lunch Menu under Certification Option #1
This option requires the CE to submit an analysis from a software system purchased by the CE
	· Add Menu Worksheet (without Simplified Nutrient Assessment completed)

· Add Menu

· Add Nutritional Analysis

	Lunch Menu under Certification  Option #2
This option requires the CE to complete the Simplified Nutrient Assessment embedded within the Menu Worksheet.
	· Add Menu Worksheet (with Simplified Nutrient Assessment completed)

· Add Menu

Do not Add a document for the Nutritional Analysis 

	Breakfast Menu for a Food Based Menu Plan

	· Add Menu Worksheet  
· Add Menu

Do not Add  a document for  the Nutritional Analysis 

	Breakfast Menu for a Nutrient Standard Menu Plan
	· Substitute Menu Worksheet for Nutrient Standard Menu Planning/Assisted Nutrient Standard Menu Planning

· Menu

· Nutritional Analysis


Completing the Required Documents
Attestation:

· Answer each question and do not leave any fields blank;
· Ensure the signature matches the name of the Superintendent or Authorized Representative indicated in TXUNPS ;
· Ensure the number of menus you upload is reflected accurately. 
Menu:

· Submit both a one week menu and the Menu Worksheet ;
· Ensure each menu is a descriptive list of all reimbursable meals offered each school week.  (Policy Memo SP 31-2012 provides a definition of a menu for certification.);
· Specify the dates the menu will be served; 

· Include condiments offered as part of a reimbursable meal;  

· Vegetable offerings must have identified subgroups that can be tied to those in the Menu Worksheet;
· Main dishes must have descriptive names, such as Steak Fingers or Turkey Sub, that can be tied to the Meal Names on the Menu Worksheet;

· Avoid using any generic food descriptions, such as Home-style Meal, Deli Meal, or “a variety of vegetables;”  

· Do not include a la carte food items that are not part of a reimbursable meal.
Menu Worksheet:

· If a CE gets the following error message:

 "Not enough system resources to display completely."  
Click "OK" and continue to enter data in the worksheet.  This warning message may display due to the size of the document.  
· Grain based desserts, such as cookies and Rice Krispy Treats, are counted as part of the total grain offerings and as a grain based dessert.  They are not “Extras.”

· Enter creditable servings for all food items entered into the Menu Worksheet. 

For Example:  1 cup (volume) of Romaine lettuce is offered, so ½ cup (creditable serving) should be entered in the Vegetable Subgroup chart of the Menu Worksheet. 
· Unspecified Vegetable should be described in the Unspecified Vegetable section at the bottom of the Vegetable Subgroup chart.  

For Example: if Unspecified Beans/Peas is indicated for Baked Beans on the Vegetable Subgroup chart, then the CE must enter “Baked Beans” in the Unspecified Beans Peas section. 
