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Slide 1 - Welcome 

 

 
The Texas Department of Agriculture, Food and Nutrition would like to welcome you to the TX-UNPS 
Software Demonstrations Series. 
 
Today, we will review completing the CE Application. 

 



Adobe Captivate Tuesday, December 27, 2011 

 

Page 2 of 15 

 

 

Slide 2 

 

 
After successfully logging in to the system, you will be directed to this screen if you solely participate 
in SFSP. 
 
Select Applications. 
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Next select application packet/ 
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You will be directed to the most current program year application screen.   
 
Select Add to enter a CE Application. 
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Let’s review the CE Application 
 
Questions A1 & A2 will be auto-populated for you. 
 
Questions A3-A5 require that you input the street address of the organization.  Questions A6-A8 
request you input the mailing address for your organization. 
 
If the addresses are the same, select the same as street address check box. 
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You will next be asked to provide information regarding the Summer Food Service Program Contact 
in questions A9-A12.   
Question A13 will require you to input any applicable training information. 
 
Fields A14-A20 requires that you give the name and full contact information for the Primary 
Authorized Representative for SFSP in your organization. 
 
Question A21 will require you to input any applicable training information. 
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If neither of the two previous contacts attended training, you will be required to provide the name of 
the person who did attend TDA training and the date of their attendance in fields A22-A23. 
 
A24 through A29 will cover general information about your organization and program. 
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Question A30 wants to know if you will be using TDA’s prototype public release. 
 
A31 requires that you certify the validity on the information provided and that no principle or 
authorized representative has been legally prevented by a State or Federal entity from participating in 
the SFSP. 
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If there were errors made in the CE application you will be directed to this screen.   
 
Select back to correct your errors. 
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Red error messages must be corrected before an application can be submitted. 
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Once the application is free of error we will see a screen telling us that the application has been 
saved. 
 
Select finished. 
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You will be directed back to the application packet screen to complete your site applications and any 
items with a red arrow prior to submitting your application packet. 
To review how these are completed, please return to the TX-UNPS training page after this video is 
complete. 
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The Texas Department of Agriculture, Food and Nutrition Division would like to welcome you to the 
TX-UNPS Software Demonstrations Series. 
 
Today, we will review Budget Detail Screens for SFSP. 
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We have completed and saved our CE Application, and have returned to our application packet 
screen.  We will see a red arrow next to the budget detail. 
 
Select Add under Actions for the Budget Detail.  
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We will then be taken to the Budget Detail Screen. 
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We must first input our project operating costs.  This includes our food costs for meals, operational 
personnel, facility costs and other items. 
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Next we will complete our projected administrative costs.  The costs are related to the expense of 
running the program, not operating the program.   The costs include administrative personnel, office 
costs, legal fees and others. 

 



Adobe Captivate Tuesday, December 27, 2011 

 

Page 6 of 12 

 

 

Slide 6 

 

 
Next we have to scroll down to the Cost Reimbursement Summary. 
Enter any amount of excess SFSP revenue from the year prior that you are applying to this year’s 
costs. 
Next enter the amount of revenue you are receiving from other resources.  If you are getting city 
grants and donations total up those amounts and enter it here.  Then document the sources of 
funding here. 
 
Please note:  to submit your budget detail, your balance on this screen must be equal to or greater 
than zero dollars. 
 
Under adult meal information, answer yes or no to all questions. 
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If your balance on this screen was greater than zero dollars, indicate how you will use the funds.  If it 
was equal to zero dollars, skip the misc section. 
 
Select Save 
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If no errors existed on your budget detail, you will be directed to a confirmation screen that your 
Budget has been saved. 
 
Select Finish 
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You will then be directed to the Application packet to continue your packet. 
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The Texas Department of Agriculture, Food and Nutrition would like to welcome you to the TX-UNPS 
Software Demonstrations Series. 
 
Today, we will review Management Plans. 
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We have completed and saved our CE Application, Budget Detail and have returned to our 
application packet screen.  We will see a red arrow next to the management plan. 
 
Select Details under Actions for the Management Plan. 
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Select Add Management Plan 
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All private non-profit organizations are required to submit a management plan for their SFSP 
application. 
 
Complete all information for the Board Chairman. 
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Under Administrative Staff,  input all the name of administrative staff along with their position titles.  
Position titles can vary.  They may include, but are not limited to, CFO, administrative assistant, 
accountant, legal. 
 
For each person answer whether they have attended the SFSP training provided by TDA. 
Also if you are a returning CE, select yes or no for the person if they are performing the same function 
as last year. 
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Under Administrative personnel, provide the following information: 
Provide the number of overall management employees, and the date they received non-TDA training. 
Provide the number of overall claims preparation employees, and the date they received non-TDA 
training. 
Provide the number of overall accounting employees, and the date they received non-TDA training. 
Provide the number of overall training/monitoring employees, and the date they received non-TDA 
training. 
In the two blank text boxes provided you can add additional administrative personnel. 
 
Under Operational Personnel, provide the following information: 
Provide the number of site supervisors, and the date they received non-TDA training. 
Provide the number of volunteers, and the date they received non-TDA training. 
In the three blank text boxes provided you can add additional administrative personnel. 
 
Answer yes or no to the Contracting Entity Monitoring Plan. 
 
Select Save 
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If you filled in all the mandatory elements, you will be directed to a screen confirming that your 
management plan has been saved. 
 
Select finish. 
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You will see that the plan is pending approval from TDA. 

 

Select Back. 
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You will then be directed to the Application packet to continue your packet. 
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The Texas Department of Agriculture, Food and Nutrition would like to welcome you to the  
TX-UNPS Software Demonstration Series.  
 
Today, we will review Checklist Item 
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If your application packet is shows a red check mark next to Checklist Summary, you will need to  
reconcile the items on the Checklist screen prior to submitting your application for approval. 
Select Detail to proceed to the Checklist Items 
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Select the entity name with items showing not submitted 

 



Adobe Captivate Tuesday, December 27, 2011 

 

Page 4 of 10 

 

 

Slide 4 

 

 
 
The checklist item screen will display a list of documents that will need to be downloaded, printed,  
completed and mailed into TDA in order for TDA to approve a CE or site application 
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Once you have completed and mailed the documents, select the check box next to each document.   
The date will auto populate.  By completing this step you have alerted TDA that the documents are in  
transit for review. 
Once you have checked all the document boxes that apply, select the save button to proceed. 
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A screen bearing a message that your checklist has been saved will display.  Select finish to proceed  
to the checklist summary page 
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The Checklist Summary screen will allow a user to review the status of their checklist items. 
Select back to proceed to the application packet screen. 
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After submitting your checklist and documenting the submission in the system, you will see a green  
checkmark display next to Checklist Summary indicating compliance. 
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The Texas Department of Agriculture, Food and Nutrition Division would like to welcome you to the TX-UNPS 
Software Demonstrations Series. 

 

Today, we will review Site Applications. 
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We have completed and saved our CE Application, Budget Detail and Management plan.  Now we must add or 
review our site applications. 

 

Select Summer Food Service Program under Site Applications. 
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Our CE shows that no sites are currently enrolled.  If we had sites listed we could just select them and proceed 
to their application.  However, we must select Add Site Application. 
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Type in your site name and select the county it is located in.    

 

Select Save 

 

Please note: the system will automatically assign a site a site ID number, however if your site already has a site 
ID number you can change it prior to selecting save. 

 



Adobe Captivate Tuesday, December 27, 2011 

 

Page 5 of 28 

 

 

Slide 7 
 

Questions 1-4 and 5-7 require you to input the valid street and mailing addresses for the site. 

Street address is the physical location of the site. 

Mailing address is the address you wish all business correspondence to be sent. 
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Fields 8-11 require that you input the contact information for the CE Contact for this site. 

 

Fields 12-15 require that you provide the contact information for the Site Supervisor for this particular site. 

 

Your geographical location in field 16 is determined by your county. 

 

Question 17 asks if the site has ever participated in SFSP with the CE. 
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Questions 18-24 are yes no questions that must be answered to the best of your ability. 

The date of the CE’s pre-operational site visit is to be inputted in question 25 if the visit was required. 

Question 26 asks if there is another summer feeding site is within a quarter mile and to provide information if 
the answer is yes. 
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Question 27 will ask you to select a site type.  Once a site type has been selected.  Questions 28 & 29 will ask 
for eligibility method and primary service of site based on the site type chosen in question 27. 
 
Question 30 is based on if you chose school data or census data as a method of determining eligibility.  If you 
choose neither method, you may skip question 30. 
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If you choose a restricted open or a closed-enrolled site type, question 31 requires you to explain why either 
of these site types where chosen.  All other site types may skip this question. 

 

Question 32 asks Closed Enrolled sites to provide additional information in regards to enrolled children and 
free and reduced meals. All other site types may skip this question. 

 

Question 33 asks Camps to provide additional information.  All other site types may skip this question. 
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Question 34 asks that you input the number of operational days during the months the site operates 

Question 35 requires you to input the operation dates of the site 

Question 36 requires you to check each meal type you will be serving at the site 

Question 37 asks for further information if you have selected supper in question 36 

In question 38, you must select the system you are using to serve meals 

In question 39, asks if the site is outdoor or mobile site 

Question 40 asks if the site will have a fruit or vegetable that can be consumed offsite 

Question 41 requires you to list how you will communicate the number of meals needed for the next day 

In question 42, will you be requesting a waiver for the first week site visit 
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If serving Breakfast, please complete question 42-52 which include: 

• Meal service method 

• Menu planning option 

• Number of day meals will be served in operating months 

• Meal serving dates 

• Meal times 

• Average daily participation 

• Site plan for receipt and storage of meals prior to service 

• Site plan for the storage or disposal of leftover meal components 

• Site plan for service during inclement weather 
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If serving AM Snack, please complete question 53-62 which include: 

• Meal service method 

• Menu planning option 

• Number of day meals will be served in operating months 

• Meal serving dates 

• Meal times 

• Average daily participation 

• Site plan for receipt and storage of meals prior to service 

• Site plan for the storage or disposal of leftover meal components 

• Site plan for service during inclement weather 
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If serving Lunch, please complete question 63-72 which include: 

• Meal service method 

• Menu planning option 

• Number of day meals will be served in operating months 

• Meal serving dates 

• Meal times 

• Average daily participation 

• Site plan for receipt and storage of meals prior to service 

• Site plan for the storage or disposal of leftover meal components 

• Site plan for service during inclement weather 
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If serving PM Snack, please complete question 73-82 which include: 

• Meal service method 

• Menu planning option 

• Number of day meals will be served in operating months 

• Meal serving dates 

• Meal times 

• Average daily participation 

• Site plan for receipt and storage of meals prior to service 

• Site plan for the storage or disposal of leftover meal components 

• Site plan for service during inclement weather 
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If serving Supper, please complete question 63-92 which include: 

• Meal service method 

• Menu planning option 

• Number of day meals will be served in operating months 

• Meal serving dates 

• Meal times 

• Average daily participation 

• Site plan for receipt and storage of meals prior to service 

• Site plan for the storage or disposal of leftover meal components 

• Site plan for service during inclement weather 
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Questions 93 and 94 ask for an explanation of any meal time exceptions. 
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If you are operating a camp, please complete question 95. 
 

 



Adobe Captivate Tuesday, December 27, 2011 

 

Page 18 of 28 

 

 

Slide 21 
 

Special Meal Pattern and Dietary Needs 

Question 96 asks if you will be serving children under 1 year of age 

Question 97 asks if you anticipate the need to plan or prepare special diets for children with disabilities 

Food Production Facility Information 

If the meals served at this site are prepared at another facility, please provide that information in question 98. 

Food Safety and Sanitation 

Question 99 asks if there is a certified food handler on site 

Question 100 asks how the CE will deliver and hold meals according to local and state health department 
standards 
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Outreach 
Indicate the dates the site was advertised in question 101 
Question 102 asks for the advertisement methods 
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Question 103 requires that you certify the validity on the information provided and that no principle or 
authorized representative has been legally prevented by a State or Federal entity from participating in the 
SFSP. 
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If there were errors made in the CE application you will be directed to this screen.   

 

Select back to correct your errors. 
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Red error messages must be corrected before an application can be submitted. 
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Once the application is free of error we will see a screen telling us that the application has been saved. 

 

Select finished 
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If you have additional sites to add select Add Site Application.  If you have sites already listed, select modify, 
and make sure that all fields are complete and accurate. 

 

Once completed, select Back to go to the Application Packet Screen. 
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You back on the application packet screen.  You will notice that all of your packet items have green check 
marks, and you have at least one site application showing as pending. 

 

You will also notice that the red Submit for Approval button is now available to be selected.  If you have 
finished inputting all of your information, and have corrected any error messages, select the Submit for 
Approval button to direct your packet to TDA for review. 
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