TX-UNPS SNP Training Applications: CE Application

Texas Department of Agriculture,
Food & Nutrition Division

Welcome to TX-UNFPS Software Demonstration Series

Session B1:
CE Application

Slide 1 - Welcome

The Texas Department of Agriculture, Food and Nutrition Division would like to welcome you to the
TX-UNPS Software Demonstration Series.

Today, we will review CE Applications for School Nutrition Programs.
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Slide 2 - Log in screen entered

Open your internet browser and go to the TX-UNPS home page. Enter your user name and
password in the fields provided, and the select and click the Log On button.
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Slide 3 - SNP page

Upon successfully logging in to TX-UNPS, select Applications from the navigation bar.

Please note, depending on what you are wishing to accomplish, you may decide to change the
program year you are working in the TX-UNPS system.
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Slide 4 - Application Packet

You will be directed to the Applications menu. Select application packet to begin your CE Application
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2011 - 2012 Application Packet

Slide 5 - Add an application

If this is the first time you have participated in a school nutrition program or the program year, you will
be asked to enroll for the program year. Select ENROLL to begin your CE Application.
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Slide 6 - Application

Some fields have been pre-populated, while others require data input. Please check all fields for
accuracy and verify that all data is current and correct. Please complete all sections that pertain to
your contracting entity

Please note: during renewals, data from the year prior will roll over.




TX-UNPS SNP Training Applications: CE Application

Child Care (RCCT) anly

Slide 7 - RCCI

For example, in the application, there are sections that pertain to Residential Child Care Institutions or
Food Service Management Companies. Only complete these sections if they apply to your
contracting entity.
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Slide 8 - Certification

Once you have completed the application, please read the Certification section. To indicate
compliance, select the checkbox and select save.
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Slide 9 —Saved with Errors

If an application has errors that need correcting, the system will alert you. Select edit to return to the
application and correct the errors.
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Slide 10 - Error Message

If any errors exist in the application you will see them indicated in Red. If there is a warning, it will be
displayed in Blue. , A warning alert is meant to notify you that some areas may need correcting. You
are not required to reconcile warnings, though it is recommended to always review them.




TX-UNPS SNP Training Applications: CE Application

Slide 11 - Resubmit

After you have corrected the errors that were indicated in red, please review the Certification section.
To indicate compliance, select the checkbox and select save.
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Slide 12 - App Saved

When the application has been successfully saved, you will see a screen indicating the application
was saved successfully. To proceed back to the application packet, select finish.
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Slide 13 - Review App Packet

Once back at the application packet screen, you will notice some changes on the screen. A green
check mark indicates a complete and successfully saved section. A red arrow indicates items that
need attention. You will also be able to view your status for each section of the application packet.

Please note:

For more information of Food Service Management Companies, please see video B3.
For more information on Checklist, please see video B4.
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Slide 14 - Submit App Packet

Once each section of the application packet is showing successfully completed, and you have at least
one site, you can now select Submit for Approval.

At this point, your status will change to submitted and the application packet will be read only.
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Slide 15 - App Packet Status

Once TDA receives all parts of your application packet, they will review and update the application
status. The CE can check their status by logging in and viewing the application packet status area.

Once reviewed by TDA, your application packet will either state approved or returned for correction
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Contact the Help Desk at:
1-877-TEX-MEAL

(1-877-8390-6325),

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

You may also email:
SquareMeals@TexasAgriculture.gov

Slide 16 - Help desk

If you need assistance, please contact the TX-UNPS Help Desk at 1-877-TEX-MEAL. The help desk
is available Monday through Friday 7:30am — 6:00pm central standard time. You may also emalil
guestions to squaremeals@texasagriculture.gov
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Congratulations!

You have successfully completed this course.

The next screen will display a certificate for you to print for your records

If you do not print the certificate, you will have to retake the course to access it again.

Slide 18 - Certificate Explanation

Congratulations on the successful completion of this course. The following slides will provide you
with a printable certificate for your records.
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Slide 19 - Certificate Screen

Please print this certificate for your records. This completes the TX-UNPS Software Demonstration.
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Texas Department of Agriculture,
Food & Nutrition Division

Welcome to TX-UNFPS Software Demonstration Series

Session B2:
Site Application
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Slide 1 - Welcome

The Texas Department of Agriculture, Food and Nutrition Division would like to welcome you to the
TX-UNPS Software Demonstration Series.

Today, we will review Site Applications.
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Slide 2 - Log in screen entered

Open your internet browser and go to the TX-UNPS home page. Enter your user name and
password in the fields provided, and the select and click the Log On button.
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Slide 3 - SNP page

Upon successfully logging in to TX-UNPS, select Applications from the navigation bar
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Slide 4 - Application Packet

You will be directed to the Applications menu. Select application packet to begin your Site
Application




TX-UNPS SNP Training Applications: Site Application

School Nutrition Programs ’,/:r_x UNP% é;

Slide 5 - SNP Site

Scroll down to the Site Applications section and select School Nutrition Program
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Slide 6 - Add Site

The Add Site will be used if the CE wants to add a site not listed (this could be a brand new site, or
one that’s just not currently listed on the screen).

Select Add Site Application.
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Slide 7 - Site

On this screen you will be given two options, you can select a site already listed or add a new site.
For either option you will have to complete the site application.

We will now select on our already listed site.
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Slide 8 - Site Programs

Select all school nutrition programs that the site participates in.

Please note: If you choose a program that is not listed in your permanent agreement you will have to
update your permanent agreement prior to site application approval. Your permanent agreement
amendment process is still a paper process.
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Slide 9 - Site Appl

Some fields have been pre-populated, while others require data input.
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Slide 10 - Site App 2

Please check all fields for accuracy and verify that all data is current and correct.
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Slide 11 - Site App 3

Please complete all sections that pertain to your site.
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Slide 12 - Certification

Once you have completed the application, please read the Certification section. To indicate
compliance, select the checkbox and select save.
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Slide 13

If an application has errors that need correcting, the system will alert you. Select edit to return to the
application and correct the errors.
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Slide 14 - Errors and Warnings

If any errors exist in the application you will see them indicated in Red. If there is a warning, it will be
displayed in Blue. , A warning alert is meant to notify you that some areas may need correcting. You
are not required to reconcile warnings, though it is recommended to always review them.
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Slide 15 - Resubmit

After you have corrected the errors that were indicated in red, please review the Certification section.
To indicate compliance, select the checkbox and select save.
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Slide 16 - Site saved

When the application has been successfully saved, you will see a screen indicating the application
was saved successfully. To proceed back to the application packet, select finish.
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Slide 17 - site screen

You will now see a screen recapping the sites with completed applications for your application packet.

Select back to proceed to the application packet screen.
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Slide 18 - app packet pending

Once TDA receives all parts of your application packet, they will review and update the application
status. The status of the application can be checked by logging in and viewing the site application
packet status area.
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Slide 19 - App Packet Status

The status of the application will change from pending to approved if your site has been reviewed and
accepted to participate in the school nutrition programs.
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Contact the Help Desk at:
1-877-TEX-MEAL

(1-877-8390-6325),

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

You may also email:
SquareMeals@TexasAgriculture.gov

Slide 20 - Help desk

If you need assistance, please contact the TX-UNPS Help Desk at 1-877-TEX-MEAL. The help desk
is available Monday through Friday 7:30am — 6:00pm central standard time. You may also email
guestions to squaremeals@texasagriculture.gov
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Congratulations!

You have successfully completed this course.

The next screen will display a certificate for you to print for your records

If you do not print the certificate, you will have to retake the course to access it again.

Slide 22 - Certificate Explanation

Congratulations on the successful completion of this course. The following slides will provide you
with a printable certificate for your records.
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Slide 23 - Certificate Screen

Please print this certificate for your records. This completes the TX-UNPS Software Demonstration.
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Slide 1 - Welcome

The Texas Department of Agriculture, Food and Nutrition Division would like to welcome you to the
TX-UNPS Software Demonstration Series.

Today, we will review Food Service Management Companies (FSMC).
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Slide 2 - Log in screen entered

Open your internet browser and go to the TX-UNPS home page. Enter your user name and
password in the fields provided, and the select and click the Log On button.
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Slide 3 - SNP page

Upon successfully logging in to TX-UNPS, select Applications from the navigation bar.
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Slide 4 - Application Packet

You will be directed to the Applications menu. Select application packet to begin .
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Slide 5 - FSMC Screen

If on your application you stated that you utilize a Food Service Management company, TDA will
require a contract to be filed in the fall and spring. In addition to the normal FSMC contract process,
you will now have to input information into TX-UNPS as well.
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Slide 6 - No FSMC Contract

If your application packet is shows that no contract is on file, you have the opportunity to provide that
information in TX-UNPS.

Select Detail to proceed to the FSMC screens.
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Slide 7 - FSMC Contract

If no contract is on file, you will need to select create new contract.
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Slide 8 - FSMC Contract 1

Please check all fields for accuracy and verify that all data is current and correct.
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Slide 9 - FSMC Contract 2

Please complete all sections that pertain to you.
Once you complete all applicable sections, select save to proceed.
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Slide 10 - Contract Filed

You will be directed to a screen that displays the contract that was entered in to the system.

Select back to proceed to the application packet screen.
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Slide 11 - FSMC Contract Showing in System

Once the FSMC contract is complete you will see the status field update and a green check mark
display next to FSMC Contract List. Your application packet must then be submitted for approval, as
well as any additional contract information requested by TDA.
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Contact the Help Desk at:
1-877-TEX-MEAL

(1-877-8390-6325),

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

You may also email:
SquareMeals@TexasAgriculture.gov

Slide 12 - Help desk

If you need assistance, please contact the TX-UNPS Help Desk at 1-877-TEX-MEAL. The help desk
is available Monday through Friday 7:30am — 6:00pm central standard time. You may also email
guestions to squaremeals@texasagriculture.gov
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Slide 13 - Legal Screen
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Congratulations!

You have successfully completed this course.

The next screen will display a certificate for you to print for your records

If you do not print the certificate, you will have to retake the course to access it again.

Slide 14 - Certificate Explanation

Congratulations on the successful completion of this course. The following slides will provide you
with a printable certificate for your records.
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Slide 15 - Certificate Screen

Please print this certificate for your records. This completes the TX-UNPS Software Demonstration.
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Welcome to TX-UNFPS Software Demonstration Series

Session B4:
Checklist Items

e,

Slide 1 - Welcome

The Texas Department of Agriculture, Food and Nutrition Division would like to welcome you to the
TX-UNPS Software Demonstration Series.

Today, we will review Checklist Items.
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Slide 2 - Log in screen entered

Open your internet browser and go to the TX-UNPS home page. Enter your user name and
password in the fields provided, and the select and click the Log On button.
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Slide 3 - SNP page

Upon successfully logging in to TX-UNPS, select Applications from the navigation bar.
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Slide 4 - Application Packet

You will be directed to the Applications menu. Select application packet to begin.
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Slide 5 - Checklist Items

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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Slide 6

Select the entity name with items showing not submitted.
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Slide 7

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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Slide 8

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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Slide 9

A screen bearing a message that your checklist has been saved will display. Select finish to proceed
to the snp checklist summary page.
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Slide 10

The SNP 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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Slide 11

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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Contact the Help Desk at:
1-877-TEX-MEAL

(1-877-8390-6325),

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

You may also email:
SquareMeals@TexasAgriculture.gov

Slide 12 - Help desk

If you need assistance, please contact the TX-UNPS Help Desk at 1-877-TEX-MEAL. The help desk
is available Monday through Friday 7:30am — 6:00pm central standard time. You may also emalil
guestions to squaremeals@texasagriculture.gov
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Congratulations!

You have successfully completed this course.

The next screen will display a certificate for you to print for your records

If you do not print the certificate, you will have to retake the course to access it again.

Slide 14 - Certificate Explanation

Congratulations on the successful completion of this course. The following slides will provide you
with a printable certificate for your records.
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Slide 15 - Certificate Screen

Please print this certificate for your records. This completes the TX-UNPS Software Demonstration.
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Texas Department of Agriculture,
Food & Nutrition Division

Welcome to TX-UNFPS Software Demonstration Series

Session B5:
Food Safety Inspection

Slide 1 - Welcome

The Texas Department of Agriculture, Food and Nutrition Division would like to welcome you to the
TX-UNPS Software Demonstration Series.

Today, we will review food safety inspection.
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Slide 2 - Log in screen entered

Open your internet browser and go to the TX-UNPS home page. Enter your user name and
password in the fields provided, and the select and click the Log On button.
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Slide 3 - SNP page

Upon successfully logging in to TX-UNPS, select Applications from the navigation bar.
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Slide 4 - app packet

You will be directed to the Applications menu. Select Food Safety Inspection to begin.
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Slide 5 - fsi

Once the food safety inspection screen displays, select MODIFY for the school year application you
are completing.
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Slide 6 - submit fsi

Some fields may have been pre-populated, while others require data input. Please check all fields for
accuracy and verify that all data is current and correct. Please complete all sections that pertain to
your entity.

Select save once complete.
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Slide 7 — Save Screen

If no errors existed you will be directed to the Food Safety Inspection screen.

Select back to return to the application packet.
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Contact the Help Desk at:
1-877-TEX-MEAL

(1-877-8390-6325),

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

You may also email:
SquareMeals@TexasAgriculture.gov

Slide 8 - Help desk

If you need assistance, please contact the TX-UNPS Help Desk at 1-877-TEX-MEAL. The help desk
is available Monday through Friday 7:30am — 6:00pm central standard time. You may also email
guestions to squaremeals@texasagriculture.gov
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Congratulations!

You have successfully completed this course.

The next screen will display a certificate for you to print for your records

If you do not print the certificate, you will have to retake the course to access it again.

Slide 10 - Certificate Explanation

Congratulations on the successful completion of this course. The following slides will provide you
with a printable certificate for your records.
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Slide 11 - Certificate Screen

Please print this certificate for your records. This completes the TX-UNPS Software Demonstration.
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