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Food and Nutrition



Child and Adult Care Food Program:
Application Packet for Centers

Have questions about CACFP forms, claims and applications?
Contact your local Community Operations Office for assistance.

e Technical Assistances are locally available to help you with questions you have about the
Child and Adult Care Food Program and the forms it requires.

e To contact a Technical Assistant, contact the closest Community Operations Office in
your area, and request to speak to a Technical Assistant.

El Paso Field Office (915) 834-7506
Dallas/Fort Worth Metroplex Field Office  (817) 321-8101
Houston Field Office (713) 921-8201
San Antonio Field Office (210) 820-0288
« Austin Satellite Office (877) 839-6325
¢ San Juan Office (956) 787-8866

Have questions about issues, such as errors or warnings, in TX-UNPS?
Contact the TX-UNPS Help Desk for TX-UNPS software issues.

e The Help Desk is available to Contracting Entities (CEs) who need assistance with TX-
UNPS.

e The TX-UNPS Help Desk specializes in helping you, the CE, correct errors and warnings
issued by TX-UNPS, in order to get your application or claim ready for submission.

e The TX-UNPS Help Desk can be reached at: 1-877-TEX-MEALS

Food and Nutrition Division

3E’'S OF HEALTHY LIVING
Education, Exercise and Eating Right

TEXAS DEPARTMENT OF AGRICULTURE
COMMISSIONER TODD STAPLES

The Texas Department of Agriculture’s Foad and Nutrition Division is funded by the
U.S. Department of Agriculture, Food and N e

m nce with Federal law and U.S. Dep artment of Agriculture policy, t hibited from discriminating
m ba of race, co \or, national origin, sex, age, or disabilty. T file a com, tion, write to USDA, Director,
orr fAd] dication and Compliance, 14001 dependence Ave sw Wa n g DC20250 9410 cauzoz zaa 1026,
866-632-9992 (toll free), or 202-401-0216 (TTD). USDA norm ity provider and employe
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Texas Department of Agriculture,
Food & Nutrition Division

Welcome to TX-UNPS Software Demonstration Series

Session A2:
CE Application - CACFP

Slide 1 - Welcome

The Texas Department of Agriculture, Food & Nutrition Division, would like to welcome you to the TXUNPS
Software Demonstration Series.

In this session, we will be reviewing the Centers Contracting Entity Application section of the Application
Packet.
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Slide 6 — First Center CE Slide

To create a new CACFP application, or to renew your CACFP application, you will have to go to the TXUNPS
website. You will need a user id and password.

If you are an existing Contracting Entity, you will receive two emails. One email will have your user id. The
second email will have your password. This information is this way to make it harder for malicious others to
steal your information.

If you want to create a new application, select the request TXUNPS ID link.
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Welcome to the Texas Unified Nutrition Programs System

Slide 7 - CCC1

Once you have logged in to TXUNPS, select Applications.
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Slide 8 - CCC2

For child care and adult care, select application packet — center.
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Slide 9 - CCC3

Select the year you are applying for, or renewing. For the purpose of this training we will work in 2010-2011.
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Slide 10 - CCC4

You will then click on the Add link to begin an application packet.
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Slide 11 - CCC5

You have been directed to the CE application. If you are a new contracting entity, almost all of the
guestions/fields will be blank. If you are renewing, you will see that some questions/fields have answers and
that others are blank.

It is the CE’s responsibility to review all information that is already in the application, and to fill in all blanks,
unless told otherwise through the process of this training.

Question 1 asks if all of your organizations sites are located in the same building.

Question 2 asks if you operate the CACFP program in other states. If the answer is yes, you must list the states
in the text box provided.

Question 3 asks if your organization would prefer to receive cash payment in lieu of commodities.
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The next section requires addresses for your contracting entity location. Questions 4-6 requires that you input
the physical street address that you are located.

Questions 7-9 requires you to input the address that all business correspondence and financial documents
should be mailed to.

If the addresses are the same, please input them in both sections: Street Address & Mailing Address.
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The next section requires contact information for key people in your organization. The information you

provide in regards to email and phone should be the contact information that allows TDA to contact the
individuals any time during business hours.

Fields 10-14 require that you input the contact information for the Contracting Entity Administrator. The CE
Administrator is the same person who signs the Certificate of Authority.

Fields 15-19 require that you input the contact information for the person who will be preparing your claims
each month. If this person is the same as the CE Administrator, input the CE Administrators contact
information.

If you are unsure of this information, please review your CACFP Handbook or call your local Community
Operations Office.
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Fields 20-29 require that you input the contact information for 2 authorized individuals who can act on behalf
of the Contracting Entity. These two contacts would have signed the Certificate of Authority. These two
sections may be the same as the Contracting Entity Administrator.

If you are unsure of this information, please review your CACFP Handbook or call your local Community
Operations Office.
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The next section covers Unmet Need.

Question 30 wants to know if you are applying as a sponsoring organization. If you are only operating one
center than the answer is no. If you are operating more than one center the answer would be yes.

Question 31 wants to know if you are already participating in the CACFP as a sponsoring agency.

Question 31 asks whether the sites you sponsor are affiliated or unaffiliated. Affiliated means that the sites
are part of the CE organization. Unaffiliated means that the sites are not part of the CE organization. If you
are an Independent Center, you should select affiliated on this question in order to continue.

Question 33 asks if any of the unaffiliated sites you wish to sponsor have participated in the CACFP in the past
12 months. If you are an Independent Center, you should select no on this question in order to continue.

If you are unsure of this information, please review your CACFP Handbook or call your local Community
Operations Office.
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The next section is General Questions

Question 34 asks if you engage in any business or activities not related to CACFP during normal business hours.
If you answer yes, you are required to explain in the text box provided.

Question 35 asks if the CE has less than three years of administrative and financial history.
Next question 36 asks if you sponsor 25 or more sites.

You will then be asked in question 37 if you will be averaging you monitoring reviews. Unless you have had
your Applications & Management Plan Change approved, you must enter NO on this question.

Question 28 asks if you would like to get advance payments if the funds are available.

Question 39 asks if you have complied with training requirements. Remember that if you are a new CE you
are required to attend training, and that as a CE you are required to ensure that your organization has trained
all of your sites.

If you answered no to complying with training requirements, you will be required to explain in the text box
provided.

Question 40 wants to know if you subcontract for any CACFP functions. Please remember that there are
specific portions of the CACFP that are not allowed to be subcontracted.

If you are unsure of any of this information, please review your CACFP Handbook or call your local Community
Operations Office.
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Certification

Federal regulations require that TDA certify information regarding past participation and any potential
criminal issues. Read the questions thoroughly in Field 41, and answer accurately in regards to your
organization.
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Question 41.3 can be skipped if you answered NO to question 41.2.
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Read the certification statement for number 42. After you have read the entire statement, check off the box if
you agree and understand. Then click on the red Save button.
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If there were any errors in your CE application, you will see a screen like this. In order to later submit your
application packet, the CE Application must be free of errors. Select Edit to return to the application, and
correct the errors now shown in red.
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Slide 21 - CCC15

Once you have corrected your errors, and resaved the application. You will see a screen telling you your
application has been saved.

Please note: SAVED does NOT mean it has been SUBMITTED. You must complete the entire application
packet prior to being able to submit your application.

Select Finish to continue.
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You will see your application packet screen. Green checkmarks show you sections that have been successfully
saved, and the red arrows show you sections still needing attention.

The next section of the application packet we have to complete is the Board of Directors.
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Contact the Help Desk at:
1 —87(7—TEX—M EAL

1-877-830-6325),

The Help Desk is available:
Monday through Friday, 7:30am - 6:00pm (CST)

You may also email:
SquareMeals@TexasAgriculture.gov

Slide 44 - Help desk
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Texas Department of Agriculture,
Food & Nutrition Division

Welcome to TX-UNPS Software Demonstration Series

Session AS5:
Center Board of Directors -
CACFP

Welcome

The Texas Department of Agriculture, Food & Nutrition Division, would like to welcome you to the TXUNPS Software Demonstration
Series.

In this session, we will be reviewing the Board of Directors for Centers Section of the Application Packet.
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Slide 5-First TXUNPS Slide

Welcome to the Texas Unified Nutrition Programs System

Once you have logged in to TXUNPS, select Applications.
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Slide 6

Select Application Packet Center
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Slide 7

You will now be looking at your Application Packet. You will see a red arrow next to the Board of Director section.
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Once you have clicked on the Board of Directors, select Add Members.
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Slide 9

Question 1 asks that you select the appropriate title for this board member

Input the length of time on the Board on question 2.

Question 3 asks that you input the name of the board member. Please use the legal name of the person and not a nickname.
The date of birth for the board member is required in Question 4.

Question 5 asks for a valid email address that the board member checks frequently.

Provide a phone number where the board member can be reached during business hours Monday — Friday in question 6.

Question 7 asks for the board members occupation, and question 8 asks for their current employer. If board member is unemployed
or retired please note that here.

Page 6 of 12



Adobe Captivate Tuesday, August 23, 2011

Slide 10

Questions 9 -12 require the mailing address of the board members current employer. In fields 13-16 input the home address of the

board member. If it was noted in Question 7&8 that the board member is retired or unemployed, please input home address in both
sections.

Question 17 asks if the board member is related to any staff of the Contracting Entity. If yes, you must input the name and family
relation in the text box. For example, Jane Doe, daughter.

Once all fields are filled in, click the red Save button to continue.
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You will now be taken to this screen which confirms that the information you just inputted has been saved.

Click on the Finish button to continue.
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You will now be on the Board of Directors Member List screen. You will see a summary of the board member you just completed,
and will be able to add more board members at this point.

To add more board members, click on the red Add Member button, and repeat the process we just reviewed to complete the next
board member.

If you have finished adding board members, select the Back button to return to the application packet.
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Slide 13

On the application packet screen you will notice that the red arrow by board of directors has been replaced with a green checkmark.

You are now ready to continue on to the next section of the application packet: contracting entity budget detail.
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Contact the Help Desk at:
1-877-TEX-MEAL

1-877-830-6325),

The Help Desk is available:
Monday through Friday, 7:30am - 6:00pm (CST)

You may also email:
SquareMeals@TexasAgriculture.gov

Slide 14 - Help desk
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Texas Department of Agriculture,
Food & Nutrition Division

Welcome to TX-UNPS Software Demonstration Series

Session A6:
Center Budget - CACFP

Welcome

The Texas Department of Agriculture, Food & Nutrition Division, would like to welcome you to the TXUNPS Software Demonstration
Series.

In this session, we will be reviewing the Center Budget Section of the Application Packet.
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Slide 5 — First TXUNPS Screen

Once you have logged in to TXUNPS, select Applications.
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Select Application Packet - Center
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You will now be looking at your Application Packet. You will see a red arrow next to the Center Budget Detail section.
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Slide 8

Now that you are in the CE Budget Detail, let’s review all of the fields.
Section A Anticipated Annual CACFP Reimbursement

Enter the number of sites you plan on sponsoring. If you are an independent center, that number would be 1.

Question 1 asks that you input how much revenue you expect to receive from your meal reimbursement for the entire program year
from CACFP for all of your sites.

Remember: revenue is the money that your business earns. Profit is what is left of your revenue after you have paid all of your
expenses.
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Slide 9

Section B. Operating Expenses

Question B1 asks for the total labor cost you will incur running the CACFP program at your centers.

B2 wants to know how much money you expect to spend on total qualifying food expenses for CACFP

B3 wants you to in input how much money you expect to spend on facilities and space used for CACFP.

B4 wants you to in input how much money you expect to spend on supplies and equipment used for CACFP.
B5 wants you to in input how much money you expect to spend on purchased services used for CACFP.

B6 wants you to in input how much money you expect to use on financial costs for CACFP.

B7 wants you to in input how much money you expect to use on media costs for CACFP.

B8 wants you to in input how much money you expect to use on contracting organization cost for CACFP.
B9 wants you to in input how much money you expect to use on unaffiliated facility cost for CACFP.

B10 wants you to in input how much money you expect to spend on Other, which must be explained in the text box, for CACFP.

If you are unsure of how to complete these budget questions, please review your CACFP Handbook or call your local Community
Operations Office.
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Slide 10

Section D Administrative Expenses

Please note: Administrative Expenses are to be equal to or less than 15% of your meal reimbursements.

D1 wants you to in input how much money you expect to spend on total labor costs for CACFP.

D2 wants you to in input how much money you expect to spend on facilities and space used for CACFP.

D3 wants you to in input how much money you expect to spend on supplies and equipment used for CACFP.
D4 wants you to in input how much money you expect to spend on purchased services used for CACFP.

D5 wants you to in input how much money you expect to use on financial costs for CACFP.

D6 wants you to in input how much money you expect to use on media costs for CACFP.

D7 wants you to in input how much money you expect to use on contracting organization cost for CACFP.
D8 wants you to in input how much money you expect to use on unaffiliated facility cost for CACFP.

D9 wants you to in input how much money you expect to spend on Other, which must be explained in the text box, for CACFP.

If you are unsure of how to complete these budget questions, please review your CACFP Handbook or call your local Community
Operations Office.
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Slide 11

Section E. Total Administrative Expenses double checks that your administrative costs are equal to or less than 15% of your meal
reimbursements.

If you went over the 15%, and you feel that the cost is justifiable, you may request a waiver, and justify your request to TDA in the
text box provided.

If you are unsure of what criteria qualifies for a waiver, please review your CACFP Handbook or call your local Community Operations
Office.
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Section F Summary
F1 will be entered by the TXUNPS software.
F2 wants you to input what you expect your meal reimbursement for the year from CACFP will be for all of your sites.

F3 asks for you to input any additional income you will receive. If you are receiving additional income, you will be required to
explain where and who the income is coming from in the text box provided.

F4 will be entered by the TXUNPS software.
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The CE is to read and review the certification which explains that projected reimbursement is an estimate, and that the CE will be
reimbursed the lesser of the following: actual costs or actual reimbursements.
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Slide 14

After inputting your budget estimates, and certifying the budget detail, you will be required to upload the Budget Justification and
Disclosure Document. This document is a detailed justification of the larger numbers that were inputted above.

This document can be found on the CACFP Program Forms website. Make sure you have already gone to the CACFP Programs form
webpage, and downloaded, completed & saved the document on your computer.

Let’s walk through how we would upload this document to our TXUNPS Budget Detail.

Click on Add an attachment
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Once you have been clicked on add an attachment, you will be directed to this upload screen.

To upload your completed Budget Justification and Disclosure form to the system go to Upload Detail Field 1 and click on browse.
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A pop up box will appear, select the Budget Justification and Disclosure Document you have already completed, and click Open.
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Once you see this screen showing that your document was selected for upload. Click the red Save button.
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You will then be directed to a screen that will tell you your budget file upload has been processed. Once seeing that message, you
can click the Finish button and proceed with finalizing your Budget Detail in TXUNPS.

Page 15 of 20



Adobe Captivate Tuesday, August 23, 2011

Slide 19

You have been brought back to the Budget Detail screen in TXUNPS, and click the red Save button.
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Slide 20

If there were no errors on your contracting entity budget detail, you will see this message telling you that your budget has been
saved.

Click Finish to continue.
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You have now been brought back to the Application Packet screen. You will see that the red arrow has changed to a green
checkmark next to Contracting Entity Budget Detail.
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Contact the Help Desk at:
1-877-TEX-MEAL

1-877-830-6325),

The Help Desk is available:
Monday through Friday, 7:30am - 6:00pm (CST)

You may also email:
SquareMeals@TexasAgriculture.gov

Slide 22 - Help desk

Page 19 of 20



Adobe Captivate

Tuesday, August 23, 2011

Slide 23 - Legal Screen

Food and Nulrition Division

FEXAS DEPABTMENT OF ANDICTITHER - COMMISSTONED TORD STARLES

T Tasss o Fond ana "
[N S e - T

I eor s il Facheral Uaw ared U5, Dapartmisn of Agficaflurs ok s mat e
4 the basls of fice, Colse national orign, ex, sg of dissbiity To Hie 4 Complant of dicsimination. write USOA.
Himctn, 1450 Wb s o i, B, W Fopr e

Page 20 of 20



Adobe Captivate Tuesday, August 23, 2011

Texas Department of Agriculture,
Food & Nutrition Division

Welcome to TX-UNPS Software Demonstration Series

Session A4:
Checklist - CACFP

Slide 1 - Welcome

The Texas Department of Agriculture, Food & Nutrition Division, would like to welcome you to the
TXUNPS Software Demonstration Series.

In this session, we will be reviewing the Checklist Section of the Application Packet.
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Once you have logged in to TXUNPS, select Applications to go to the Checkilist.
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Select Applications Packet - Center
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You will now be looking at your Application Packet. You will see a red arrow next to the Checklist
section.

Click on the Details link in the Checklist section of the Application Packet.
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You will be directed to the checklist summary page. If you have checklist items that need to be
submitted, you will see the 1 or more under Total Items.

Click on the name of the entity that has 1 or more showing under total items.
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After clicking on the entity name, you will be sent to the checklist screen.

This screen lists all of the documents you will need to send to TDA to complete your application.
These documents can be found under the Download Forms section, which we will see on the next
screen.
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Slide 11

You can need to download copies of the documents you can go back to the main Application screen
and select Download Forms, or you can go to: http://netx.squaremeals.com/SNP/forms.html

Page 7 of 13


http://netx.squaremeals.com/SNP/forms.html

Adobe Captivate Tuesday, August 23, 2011

Slide 12

Once you have downloaded and completed the forms, mail or fax them to TDA. Once you have
completed that step, select the check box stating that you have submitted the documents to TDA. A
date will auto-populate in the date submitted field. At this point you would select Save.

By doing this you let TDA know that we need to be looking for your documents to review. Once TDA
has the documents and completes the review, we will check the box stating documents received and
the status will change to approved or returned.
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Once your checklist has been saved for that entity, you will see a confirmation screen. You will now
click Finish to return to the Checklist Summary Screen.
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If you have any additional sites with items showing under Total Items and zero under Submitted
Items, you must click on each entities’ name and repeat the same process we just reviewed.

Once all entities and sites have the same number showing under total items and submitted items, you
can then select the Back button to return to the Application Packet.
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You are now back to the application packet, and if you completed your checklist section correctly, you
will see a green checkmark next to Checklist.
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Contact the Help Desk at:
1 —87(7—TEX—M EAL

1-877-830-6325),

The Help Desk is available:
Monday through Friday, 7:30am - 6:00pm (CST)

You may also email:
SquareMeals@TexasAgriculture.gov

Help desk
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Texas Department of Agriculture,
Food & Nutrition Division

Welcome to TX-UNPS Software Demonstration Series

Session A3:
Site Application - CACFP

Slide 1 - Welcome

The Texas Department of Agriculture, Food & Nutrition Division, would like to welcome you to the TXUNPS
Software Demonstration Series.

In this session, we will be reviewing the Site Application section of the Application Packet.
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Child and Adult Care Food Program
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Welcome to the Texas Unified Nutrition Programs System

Slide 6 — First Center Slide

Once you have logged in to TXUNPS, select Applications.
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Child and Adult Care Food Program

_TX-UNPS 5z |

Slide 7

Select Application Packet - Center
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<hild and Adult Care Food Program

Slide 8

You will now be looking at your Application Packet. Toward the bottom of the Application Packet you will see
a link for Site Applications.
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Slide 9

If there are no sites listed, or you wish to add a brand new site, select Add Site.
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Child and Adult Care Food Program
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Slide 10

If you see a screen like this select the site you wish to submit an application for, or add a new site by selecting
the Add New Site link.

We will select our site that is already listed.
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Child and Adult Care Food Program

Slide 11

You will then be directed to the site application for that location.

Please note: some sites will already have information in the application, you must review that information
to make sure it is correct, and you must fill any additional blank questions on the application.

With that stated, let’s review our Center site application.
A1l asks what type of site you are operating. You must select whether you are an:
e Adult Care Center
e Child Care Center
e Child Care Center Head Start
e Child Care Center Outside School Hours
e Child Care Center At Risk
e Child Care Center Emergency Shelter.

A2 asks what your tax status is: For Profit, Non Profit, Public or Other. If you select Other, you must explain in
the text box. If you are For Profit, you must select which of the following apply to your site: Title XIX/XX if
you’re an Adult Center, Title XX if you’re a Child Care Center or Free and Reduced Price. All others can skip the
additional information.
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Slide 12

A3 asks who your Center is licensed by: DFPS (Child Care Centers), DADS (Adult Day Care Centers), Exempt,
Not Required (operate less than 2 hours a day), Other. If you choose Other, you must provide an explanation
in the text box.

A4 requires all licensed Centers to provide their License Number.
A5 requires all licensed Centers to provide the effective date of their license.
A6 requires all licensed Centers to provide the expiration date of their license.

A7 requires all licensed Centers to provide the license capacity. If you do not have a license, due to not
being required, you are exempt or you selected other, you can leave questions A4-A7 blank.

Question A8 wants you tell TDA the age range of those your site cares for. You will provide the youngest age
and the oldest age you provide for. AN example would be that you care for 2 month olds through 7 year olds.
You would select From: Oyrs 2 mos To: 7yrs Omos.

A9 You are required to inform TDA if you provide for infants under 12 months old.

A10 Please list the either the elementary, middle or high school that a child would go to if they lived next door
to your center. Provide the name of the school along with the street address of the school.
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Slide 13

The next section requires addresses for your site. A11-A13 requires that you input the physical street address
that your site is located at.

A14-A16 requires you to input the address that all business correspondence and financial documents should
be mailed to.

If the addresses are the same, please input them in both sections: Street Address & Mailing Address.
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Slide 14

Question A17 asks if this site is affiliated or unaffiliated. Affiliated means the sites are part of the Contracting
Entity organization. Unaffiliated means the sites are not part of the Contracting Entity organization.

A18 wants to know if this site has previously been in the CACFP under a sponsor. If yes, the sponsor’s name
and the participation date must be listed in the text box.

A19 requires you to input that date of the pre-approval visit.

A20 if this is an unaffiliated site, you must provide by what day each month the site will submit your meal
counts and menu records to the CE. For example, the 3" of every month would be a valid input in this field.
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tack - Alternate person in charge of this center on a daily basis

Slide 15

Questions B1-B5 requires that you input the Contact information of the person in charge of this center on a
daily basis.

Questions B6-B10 requires that you input contact information of an alternate person who would be in charge
of the center on a daily basis if the 1° contact person was office for out of any reason.
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Slide 16

C1.A requires that you check each month you operate this site.

C1.B requires that you check each day that this site is open and operating
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Slide 17

C2 Requires that you input your hours of operation.

C3 requires that you select which reimbursable meals you serve and what their start and end times are. If you
have a second shift of reimbursable meals, you will input the second shift start and stop times here as well. If
you do not have a second shift, leave the times blank.

Please note: If you are unsure of what meals/snack you serve can be considered reimbursable, please review
your CACFP Handbook or call your local Community Operations Office.
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Slide 18

C4 is only for those serving At Risk Meals. Select the reimbursable meals you serve and what their start and
end times are.

Please note: If you are unsure of what meals/snack you serve can be considered reimbursable, please review
your CACFP Handbook or call your local Community Operations Office.
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Slide 19

If you operate on the weekend, you are required to answer questions C5 & C6.

Please note: If you are unsure of what meals/snack you serve can be considered reimbursable, please review
your CACFP Handbook or call your local Community Operations Office.
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Slide 20

If you serve At Risk Meals on the weekend, you are required to answer question C7.

Please note: If you are unsure of what meals/snack you serve can be considered reimbursable, please review
your CACFP Handbook or call your local Community Operations Office.

If you have any anticipated closures, for example you are closed the 2" week of June every year in order to
perform a heavy cleaning on your site, please list those dates in the text box.
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--------

Slide 21

Question C9 asks how meals are prepared. Select one of the options. If you select Other, you will have to
explain in the text box.

C10 asks how the food is served; unit/cafeteria style of family style.

C11 If you purchase meals through a food service vendor for this site, you have to select which meals are
purchased: breakfast, lunch, supper and/or snacks.

C12 asks if you have a food service vendor
C13 If you said yes in question C12, you have to provide the name of your food service vendor, and

In C14 you have to input the dates of the contract as well.
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Slide 22

If you are a Child Care Center SKIP questions C15 through C16.

If you are an Adult Care Center, you must answer C15 & C16.

Question C15 asks if the site receives Title 11lI-C funds or commodities.

C16 which if any meals do this site use offer vs. serve?

Please note: If you are unsure of what either question is asking, please review your CACFP Handbook or call
your local Community Operations Office.
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Slide 23

In question D1, input the number of enrolled participants (enrolled means number of children and/or adults
registered to attend the site) in each of the categories: free, reduced-free, and paid.

D2 if you are a Child Care Center enter the number of enrolled children who receive Title XX. The number
could be zero or higher. Adult Care Centers enter zero for D2.

D3 if you are an Adult Care Center enter the number of enrolled participants receiving Title XIX/XX. The
number could be zero or higher. Child Care Centers enter zero for D2.

If you are unsure of where to get this information, please review your CACFP Handbook or call your local
Community Operations Office.
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Slide 24

Questions E1-E4 asks for unaffiliated site information in regards to signature dates on program documents. If
this site is affiliated, skip questions E1-E4.

If you are unsure of how to get this information, please review your CACFP Handbook or call your local
Community Operations Office.
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Slide 25

Certification.

All site applications require the Contracting Entity read the certification statement, click the check box
certifying that they agree to the statement.

At this point, the person inputting the information can select Save.
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Child and Adult Care Food Program
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Slide 26

If errors exists in the application, you will see this screen after clicking Save. You must correct all errors prior
to being able to submit an Application Packet.

If you get this screen, select Edit and correct all the errors and warnings listed on the application screen, and
then resave the application to proceed.
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Child and Adult Care Food Program
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Slide 27

When all the errors have been corrected and you have resaved the corrected application, you will see this
screen telling you that your Site Application has been saved. You can now click on the Finish button.

Page 23 of 27



Adobe Captivate Tuesday, August 23, 2011

Child and Adult Care Food Program
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Slide 28

You will be directed back to your site list. If you have additional site applications to complete, you will select
the next one in the list and complete it the same way that was just reviewed.

If you have no more sites in your list, and you do not wish to add new sites, select the Back button now.
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Child and Adult Care Food Program
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Slide 29

You are now at the Application Packet Screen. We can see that the CE Application, Board of Directors,
Contracting Entity Budget Detail and Checklist all have Green Checkmarks next to them. We can also see that
we have a Site Application in the Pending Status at the bottom of the Application Packet.

We now have all of the necessary parts of the Application Packet correctly completed and saved, and we are
ready to submit our Application Packet to TDA for approval.

Click the red Submit for Approval button to instantly submit your Application Packet to TDA.
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Contact the Help Desk at:
1-877-TEX-MEAL

(1-877-839-6325),

The Help Desk is available:
Monday through Friday, 7:30am - 6:00pm (CST)

You may also email:
SquareMeals@TexasAgriculture.gov

Help desk
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Legal Screen
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Child and Adult Care Food Program:
Application Packet for Day Care Homes e

Have questions about CACFP forms, claims and applications?
Contact your local Community Operations Office for assistance.

e Technical Assistances are locally available to help you with questions you have about the
Child and Adult Care Food Program and the forms it requires.

e To contact a Technical Assistant, contact the closest Community Operations Office in
your area, and request to speak to a Technical Assistant.

El Paso Field Office (915) 834-7506
Dallas/Fort Worth Metroplex Field Office  (817) 321-8101
Houston Field Office (713) 921-8201
San Antonio Field Office (210) 820-0288
« Austin Satellite Office (877) 839-6325
¢ San Juan Office (956) 787-8866

Have questions about issues, such as errors or warnings, in TX-UNPS?
Contact the TX-UNPS Help Desk for TX-UNPS software issues.

e The Help Desk is available to Contracting Entities (CEs) who need assistance with TX-
UNPS.

e The TX-UNPS Help Desk specializes in helping you, the CE, correct errors and warnings
issued by TX-UNPS, in order to get your application or claim ready for submission.

e The TX-UNPS Help Desk can be reached at: 1-877-TEX-MEALS

Food and Nutrition Division

3E’'S OF HEALTHY LIVING
Education, Exercise and Eating Right

TEXAS DEPARTMENT OF AGRICULTURE
COMMISSIONER TODD STAPLES

The Texas Department of Agriculture’s Foad and Nutrition Division is funded by the
U.S. Department of Agriculture, Food and N e

m nce with Federal law and U.S. Dep artment of Agriculture policy, t hibited from discriminating
m ba of race, co \or, national origin, sex, age, or disabilty. T file a com, tion, write to USDA, Director,
orr fAd] dication and Compliance, 14001 dependence Ave sw Wa n g DC20250 9410 cauzuz zac 1026,
866-632-9992 (toll free), or 202-401-0216 (TTD). USDA noml ity provider and employe
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Texas Department of Agriculture,
Food & Nutrition Division

Welcome to TX-UNPS Software Demonstration Series

Session A2:
CE Application - CACFP

Slide 1 - Welcome

The Texas Department of Agriculture, Food & Nutrition Division, would like to welcome you to the TXUNPS
Software Demonstration Series.

In this session, we will be reviewing the Day Care Home Contracting Entity Application section of the
Application Packet.

Page 1 of 24



Adobe Captivate Tuesday, August 23, 2011

TX-UNPS H=

ried NuTrTion
!

Slide 23 — First Day Care Home Slide for TXUNPS

To create a new CACFP application, or to renew your CACFP application, you will have to go to the TXUNPS
website. You will need a user id and password.

If you are an existing Contracting Entity, you will receive two emails. One email will have your user id. The
second email will have your password. This information is this way to make it harder for malicious others to
steal your information.

If you want to create a new application, select the request TXUNPS ID link.
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Child and Adult Care Food Program
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Welcome to the Texas Unified Nutrition Programs System

Slide 24 - DCH002

Once you have logged in to TXUNPS, select Applications.
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Child and Adult Care Food Program
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Slide 25 - dch003

For child care and adult care, select application packet — DCH Contracting Entity.
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Slide 26 - DCHO04

Select the year you are applying for, or renewing. For the purpose of this training we will work in 2010-2011.
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S TX-UNPS 8z |

Slide 27 - DCHO05

You will then click on the Add link to begin an application packet.
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Contracting Cntity Application for 20610 -~ 2011

Slide 28 - DCHO06

You have been directed to the CE application. If you are a new contracting entity, almost all of the

guestions/fields will be blank. If you are renewing, you will see that some questions/fields have answers and
that others are blank.

It is the CE’s responsibility to review all information that is already in the application, and to fill in all blanks,
unless told otherwise through the process of this training.

Question 1 asks if you operate the CACFP program in other states. If the answer is yes, you must list the states
in the text box provided.
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Slide 29 - DCHOO07

The next section requires addresses for your contracting entity location. Questions 2-4 require that you input
the physical street address that you are located.

Questions 5-7 require you to input the address that all business correspondence and financial documents
should be mailed to.

If the addresses are the same, please input them in both sections: Street Address & Mailing Address.
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Slide 30 - DCHO08

The next section requires contact information for key people in your organization. The information you
provide in regards to email and phone should be the contact information that allows TDA to contact the
individuals any time during business hours.

Fields 8-12 require that you input the contact information for the Contracting Entity Administrator. The CE
Administrator is the same person who signs the Certificate of Authority.

Fields 15-19 require that you input the contact information for the person who will be preparing your claims
each month. If this person is the same as the CE Administrator, input the CE Administrators contact
information.

If you are unsure of this information, please review your CACFP Handbook or call your local Community
Operations Office.
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Slide 31 - DCHO09

Fields 13-17 require that you input the contact information for the person who will be preparing your claims
each month. If this person is the same as the CE Administrator, input the CE Administrators contact
information.

If you are unsure of this information, please review your CACFP Handbook or call your local Community
Operations Office.
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Slide 32 - DCHO10

Fields 18-27 require that you input the contact information for 2 authorized individuals who can act on behalf
of the Contracting Entity. These two contacts would have signed the Certificate of Authority. These two
sections may be the same as the Contracting Entity Administrator.

If you are unsure of this information, please review your CACFP Handbook or call your local Community
Operations Office.
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Slide 33 - DCHO11

As a Day Home sponsor, the Tiering section requests that you break down you provider counts, along with
child eligibility.

Question 28.A requires you input how many Tier | providers you are sponsoring

Question 28.B requires you input how many Tier Il providers you are sponsoring

Question 28.C requires that you input how many children are enrolled in Tier | providers you sponsor
Question 28.D requires that you input how many children are enrolled in Tier Il providers you sponsor

Question 28.E requires that you input how many children are enrolled in Tier Il providers that are eligible for
Tier | reimbursement.

If you are unsure of this information, please review your CACFP Handbook or call your local Community
Operations Office.
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Slide 34 - DCHO12

Question 29 requires you to select the approved method you will use to determine Tier | status.

Question 30 asks how you will notify your Tier Il providers of the reimbursement options. If you select other,
you will are required to explain in the text box provided.
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Slide 35 - DCHO13

Question 31 asks you to inform TDA of the procedure you will use to distribute and collect income eligibility
forms from the children’s households in Tier Il providers claiming at both reimbursement rates. If you choose
other, you are required to explain in the text box provided.

Question 32 requires you to provide how you will keep the information on the income eligibility forms
confidential.
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Slide 36 - DCHO14

The next section is General Questions.
Question 33 asks if you are currently participating in CACFP as a sponsoring organization.

Question 34 asks if any of the providers you are going to sponsor have participated in CACFP in the past 12
months.

Question 35 asks if you engage in any business or activities not related to CACFP during normal business hours.
If you answer yes, you are required to explain in the text box provided.
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Slide 37 - DCHO15

Question 36 asks if the CE has less than three years of administrative and financial history.
Next question 37 asks if you sponsor 50 or more providers.

You will then be asked in question 38 if you will be averaging you monitoring reviews. Unless you have had
your Applications & Management Plan Change approved, you must enter NO on this question.

Question 39 asks if you would like to get advance payments if the funds are available.

Question 40 asks if you have complied with training requirements. Remember that if you are a new CE you
are required to attend training, and that as a CE you are required to ensure that your organization has trained
all of your sites.

If you answered no to complying with training requirements, you will be required to explain in the text box
provided.

Question 41 wants to know if you subcontract for any CACFP functions. Please remember that there are
specific portions of the CACFP that are not allowed to be subcontracted.

If you are unsure of any of this information, please review your CACFP Handbook or call your local Community
Operations Office.
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Slide 38 - DCHO16

Certification

| Cortitication

Federal regulations require that TDA certify information regarding past participation and any potential
criminal issues. Read the questions thoroughly in Field 42, and answer accurately in regards to your

organization.
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Slide 39 - DCHO17

Question 42.3 can be skipped if you answered NO to question 42.2.
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Slide 40 - DCHO19

Read the certification statement for number 43. After you have read the entire statement, check the box if
you agree and understand. Then click on the red Save button.
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Slide 41 - DCHO20

If there were any errors in your CE application, you will see a screen like this. In order to later submit your
application packet, the CE Application must be free of errors. Select Edit to return to the application, and
correct the errors now shown in red.
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pay Care Home

Slide 42 - DCHO21

If you have correctly inputted your application, you will see a screen telling you your application has been
saved.

Please note: SAVED does NOT mean it has been SUBMITTED. You must complete the entire application
packet prior to being able to submit your application.

Select Finish to continue.

Page 21 of 24



Adobe Captivate Tuesday, August 23, 2011

Child and Adult Care Food Program
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Slide 43 - ADC19

You have been directed back to the Application Packet screen to complete the next portion of your packet.
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Contact the Help Desk at:
1 —87(7—TEX—M EAL

1-877-830-6325),

The Help Desk is available:
Monday through Friday, 7:30am - 6:00pm (CST)

You may also email:
SquareMeals@TexasAgriculture.gov

Slide 44 - Help desk
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Texas Department of Agriculture,
Food & Nutrition Division

Welcome to TX-UNPS Software Demonstration Series

Session A7:
Day Care Home Board of
Directors - CACFP

Slide 1 - Welcome

The Texas Department of Agriculture, Food & Nutrition Division, would like to welcome you to the TXUNPS Software Demonstration
Series.

In this session, we will be reviewing the Board of Directors for Day Homes Section of the Application Packet.
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Welcome to the Texas Unified Nutrition Programs System

Slide 2 - DCH001

Once you have logged in to TXUNPS, select Applications.
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Slide 3

Select Application Packet DCH Contracting Entity
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You will now be looking at your Application Packet. You will see a red arrow next to the Board of Director section.
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Member List for 2010 - 2011

Slide 5

Once you have clicked on the Board of Directors, select Add Members.
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Slide 6

Question 1 asks that you select the appropriate title for this board member

Input the length of time on the Board on question 2.

Question 3 asks that you input the name of the board member. Please use the legal name of the person and not a nickname.
The date of birth for the board member is required in Question 4.

Question 5 asks for a valid email address that the board member checks frequently.

Provide a phone number where the board member can be reached during business hours Monday — Friday in question 6.

Question 7 asks for the board members occupation, and question 8 asks for their current employer. If board member is unemployed
or retired please note that here.
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Slide 7

Questions 9 -12 require the mailing address of the board members current employer. In fields 13-16 input the home address of the

board member. If it was noted in Question 7&8 that the board member is retired or unemployed, please input home address in both
sections.

Question 17 asks if the board member is related to any staff of the Contracting Entity. If yes, you must input the name and family
relation in the text box. For example, Jane Doe, daughter.

Once all fields are filled in, click the red Save button to continue.
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Slide 8

You will now be taken to this screen which confirms that the information you just inputted has been saved.

Click on the Finish button to continue.
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Slide 9

You will now be on the Board of Directors Member List screen. You will see a summary of the board member you just completed,
and will be able to add more board members at this point.

To add more board members, click on the red Add Member button, and repeat the process we just reviewed to complete the next
board member.

If you have finished adding board members, select the Back button to return to the application packet.
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On the application packet screen you will notice that the red arrow by board of directors has been replaced with a green checkmark.

You are now ready to continue on to the next section of the application packet: contracting entity budget detail.
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Contact the Help Desk at:
1-877-TEX-MEAL

1-877-830-6325),

The Help Desk is available:
Monday through Friday, 7:30am - 6:00pm (CST)

You may also email:
SquareMeals@TexasAgriculture.gov

Slide 11 - Help desk
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Welcome to TX-UNPS Software Demonstration Series

Session A8:
Day Care Home Budget -
CACFP

Slide 1 - Welcome

The Texas Department of Agriculture, Food & Nutrition Division, would like to welcome you to the TXUNPS Software Demonstration
Series.

In this session, we will be reviewing the Budget Detail for Day Homes Section of the Application Packet.
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Once you have logged in to TXUNPS, select Applications
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Select Application Packet DCH Contracting Entity.
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You will now be looking at your Application Packet.

You will see a red arrow next to the Center Budget Detail section.
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Slide 5

Now that you are in the CE Budget Detail, let’s review all of the fields.
Section A Anticipated Annual CACFP Reimbursement
Enter the number of sites you plan on sponsoring.

The next field asks that you input how much revenue you expect to receive from your meal reimbursement for the entire program
year from CACFP for all of your sites.

Remember: revenue is the money that your business earns. Profit is what is left of your revenue after you have paid all of your
expenses.
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Slide 6

Next is the section on Projected Annual Administrative Expenses

A wants you to in input how much money you expect to spend on total labor costs for CACFP.

B wants you to in input how much money you expect to spend on facilities and space used for CACFP.

C wants you to in input how much money you expect to spend on supplies and equipment used for CACFP.
D wants you to in input how much money you expect to spend on purchased services used for CACFP.

E wants you to in input how much money you expect to use on financial costs for CACFP.

F wants you to in input how much money you expect to use on media costs for CACFP.

G wants you to in input how much money you expect to use on sponsoring organization cost for CACFP.

H wants you to in input how much money you expect to spend on Other, which must be explained in the text box, for CACFP.

If you are unsure of how to complete these budget questions, please review your CACFP Handbook or call your local Community
Operations Office.
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Slide 7

The next section is the Summary
Question 1 will be populated by the TXUNPS system.
Question 2 asks that you input the amount of money you anticipate to get from your annual CACFP reimbursements.

Question 3 asks for the dollar amount of any other income that you receive. You will have to explain any other income in the text
box required.

Question 4 will be calculated by TXUNPS based off of the number entered in the Summary section.
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Slide 8

The next section is Certification.

The CE is to read and review the certification which explains that projected reimbursement is an estimate, and that the CE will be
reimbursed the lesser of the following: actual costs or actual reimbursements.

Lastly, we will review the Document Attachments.

After inputting your budget estimates, and certifying the budget detail, you will be required to upload the Budget Justification and
Disclosure Document. This document is a detailed justification of the larger numbers that were inputted above.

This document can be found on the CACFP Program Forms website. Make sure you have already gone to the CACFP Programs form
webpage, and downloaded, completed & saved the document on your computer.

Let’s walk through how we would upload this document to our TXUNPS Budget Detail.
Click on Add an attachment
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Once you have been clicked on add an attachment, you will be directed to this upload screen.

To upload your completed Budget Justification and Disclosure document to the system go to Upload Detail Field 1 and click on
browse.
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A pop up box will appear, select the Budget Justification and Disclosure Document you have already completed, and click Open.
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Once you see this screen showing that your document was selected for upload
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. Click the red Save button.
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You will then be directed to a screen that will tell you your budget file upload has been processed. Once seeing that message, you
can click the Finish button and proceed with finalizing your Budget Detail in TXUNPS.
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Slide 13

You have been brought back to the Budget Detail screen in TXUNPS, and click the red Save button.
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Slide 14

If there were no errors on your contracting entity budget detail, you will see this message telling you that your budget has been
saved.

Click Finish to continue.
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You have now been brought back to the Application Packet screen. You will see that the red arrow has changed to a green

checkmark next to Contracting Entity Budget Detail.
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Contact the Help Desk at:
1-877-TEX-MEAL

1-877-830-6325),

The Help Desk is available:
Monday through Friday, 7:30am - 6:00pm (CST)

You may also email:
SquareMeals@TexasAgriculture.gov

Slide 16 - Help desk
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Welcome to TX-UNPS Software Demonstration Series

Session A4:
Checklist - CACFP

Slide 1 - Welcome

The Texas Department of Agriculture, Food & Nutrition Division, would like to welcome you to the
TXUNPS Software Demonstration Series.

In this session, we will be reviewing the Checklist Section of the Application Packet.
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Once you have logged in to TXUNPS, select Applications to go to the Checklist.
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Select Application Packet - DCH
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You will now be looking at your Application Packet. You will see a red arrow next to the Checklist
section.

Click on the Details link in the Checklist section of the Application Packet.
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You will be directed to the checklist summary page. If you have checklist items that need to be
submitted, you will see the 1 or more under Total Items.

Click on the name of the entity that has 1 or more showing under total items.
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Slide 20

After clicking on the entity name, you will be sent to the checklist screen.

This screen lists all of the documents you will need to send to TDA to complete your application.
These documents can be found under the Download Forms section, which we will see on the next
screen.
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Slide 21

You can need to download copies of the documents you can go back to the main Application screen
and select Download Forms, or you can go to: http://netx.squaremeals.com/SNP/forms.html
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Slide 22

Once you have downloaded and completed the forms, mail or fax them to TDA. Once you have
completed that step, select the check box stating that you have submitted the documents to TDA. A
date will auto-populate in the date submitted field. At this point you would select Save.

By doing this you let TDA know that we need to be looking for your documents to review. Once TDA
has the documents and completes the review, we will check the box stating documents received and
the status will change to approved or returned.
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Once your checklist has been saved for that entity, you will see a confirmation screen. You will now
click Finish to return to the Checklist Summary Screen.
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If you have any additional sites with items showing under Total Iltems and zero under Submitted
Items, you must click on each entities’ hame and repeat the same process we just reviewed.

Once all entities and sites have the same number showing under total items and submitted items, you
can then select the Back button to return to the Application Packet
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You are now back to the application packet, and if you completed your checklist section correctly, you
will see a green checkmark next to Checklist.
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Contact the Help Desk at:
1-877-TEX-MEAL

1-877-830-6325),

The Help Desk is available:
Monday through Friday, 7:30am - 6:00pm (CST)

You may also email:
SquareMeals@TexasAgriculture.gov

Help desk
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Food & Nutrition Division

Welcome to TX-UNPS Software Demonstration Series

Session A3:
Site Application - CACFP

Slide 1 - Welcome

The Texas Department of Agriculture, Food & Nutrition Division, would like to welcome you to the TXUNPS
Software Demonstration Series.

In this session, we will be reviewing the Day Care Home Provider Application section of the Application Packet.
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Once you have logged in to TXUNPS, select Applications
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Select Application Packet - DCH
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You will now be looking at your Application Packet. Toward the bottom of the Application Packet you will see
a link for Provider Applications.
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If you are an existing Day Care Home Sponsor, you will see a list of providers to select from to review and
update their site applications. Please note: all provider applications on file must be reviewed for information
errors and all missing information entered.

For the purpose of this training example, we will add a provider to get to a site application.
Click on Add Provider.
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Choose the Licensing authority for your day care home. If you choose licensed or registered, you must put in a
license number.

If you choose military or tribal, you must put in a last name. This search will see if the provider is already listed
in TDA’s database.
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Slide 35

The license number was not found in the database, so you will be required to provide the first and last name
of the person associated with that license number.

Now click the red add new provider button.
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We have now been directed to the provider application for Day Care Homes.

Question 1 will show the requested application effective date.
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Slide 37

The next section is License Information.
Questions 2 & 3 will be filled in by TXUNPS based on information you provided earlier.
Field 4 requires you to input the capacity as allowed by your license.

Field 5 asks for the effective/beginning date of your license, while field 6 asks for the expiration date of the
license.
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The next section is Provider Information

Field 7 requires that you put the name of the provider along with salutation. Make sure that the name
matches the license.

Field 8 requires the date of birth of the provider.
Field 9 is where the provider’s email address is input.

Field 10 is the provider’s phone and fax number. These numbers should be numbers that the provider will
answer during business hours.
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The next section requires addresses for your day care home.
Fields 12-16 requires that you input the physical street address that the day care home is located.

17-20 requires you to input the address that all business correspondence and financial documents should be
mailed to.

If the addresses are the same, please input them in both sections: Street Address & Mailing Address.
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The alternate contact information section is optional though highly recommend to fill out.
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The next section is in regards to Tiering.
Question 28 asks that you select which Tier this provider is in.

Question 29 is only required for those in Tier |. Tier | providers must select why they are Tier I. If they choose
census, they must provide the census code. A start and stop date are also required for all Tier | providers.
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Question 30 asks that Tier Il providers choose which reimbursement option they want for their location.

Question 31 asks for the breakdown of the number of children enrolled in the program.
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The next section is Schedule.

32.A requires that you check each month the provider operates.

.....

32.B requires that you check each day that this provider is open and operating.
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33 Requires that you input your hours of operation.

34 Requires that you select which reimbursable meals you serve and what their start and end times are. If you
have a second shift of reimbursable meals, you will input the second shift start and stop times here as well. If
you do not have a second shift, leave the times blank.

Please note: If you are unsure of what meals/snack you serve can be considered reimbursable, please review
your CACFP Handbook or call your local Community Operations Office.
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If you operate on the weekend, you are required to answer questions 35 & 36.

If you have any anticipated closures, for example you are closed the 2" week of June every year in order to
perform a heavy cleaning on your location, please list those dates in the text box.

Please note: If you are unsure of what meals/snack you serve can be considered reimbursable, please review
your CACFP Handbook or call your local Community Operations Office.
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The next section is General Questions.

Question 38 asks if the meals are prepared onsite or other. If you choose other, you will be required to
explain in the text box provided.

Question 39 asks what day of the month the provider will make available meal counts and menus to the CE.

Question 40 asks for the date of the provider’s pre-approval visit.
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Questions 41-45 asks for provider and CE information in regards to signature dates on program documents.

If you are need additional help with any of this information, please review your CACFP Handbook or call your
local Community Operations Office.
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The last section is Certification.

All provider applications require the certification statement be read by the inputter, then click the check box
certifying that they agree to the statement.

At this point, the person inputting the information clicks the red Save button.
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If there are no errors in your provider application, the above screen will be displayed. Click on finish to
continue.
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You will be directed to this screen to see that the provider has been inputted, and the status of the provider
application. Select back.
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You will be taken back to the DCH Provider List screen. If you have no other provider applications to update or
add, you can click on the back button.
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You are now viewing a completed application packet. All items have been completed and saved. It is now
time to SUBMIT the application packet to TDA for approval.

Select the red Submit for Approval button.
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1-877-830-6325),

The Help Desk is available:
Monday through Friday, 7:30am - 6:00pm (CST)

You may also email:
SquareMeals@TexasAgriculture.gov

Slide 53 - Help desk
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