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To properly enable and manage online Meal Benefit Applications, the following setup steps must be
completed:

e Step 1. Assign Proper Tool Rights and District Assignment Values

e Step 2. Set Up Messenger Email Settings

e Step 3. Enable Password Reset

e Step 4. Enable E-Signature

e Step 5. Create Year Preferences and Permissions

e Step 6. Establish Online Application Templates

e Step 7. Establish Application Preferences

e Step 8. Enable Online Meal Benefit Application Functionality

e Step 9. Assign Emancipated Students to the Campus Parent Portal Homepage
e Submitting Meal Benefit Applications via Portal

Household income guidelines are effective on July 1. As a result, the online meal benefit
application for the new school year should be made available to parents on July 1st. Your district
should not allow online applications to be submitted prior to July 1st. Paper applications can be
submitted at any time.

Step 1. Assign Proper Tool Rights and
District Assignment Values

Tool Search: Tool Rights

In order for Campus application users to properly manage and process Meal Benefit Applications,
proper tool rights must be assigned to appropriate user groups.
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Tool Rights ¢ User Management > User Groups > Tool Rights

-

Group Tool Rights Editor

Search Campus Tools

[ Enter text to search for matching tools... ]

Tool Rights

» Instruction Al [Jread (Jwrite (JAdd () Delete
»  Student Information = an (=) read (=) write (=) add (=) Delete
»  Attendance Office Al [(Jread [Jwrite [ add [ Delete
»  Behavior Office ] Al [Jread [ Jwrite [ JAdd [ ] Delete
»  Census DA (Jread (Jwrite (Jadd () Delete
»  Communication O an (Jread (Jwrite (Jadd () Delete
» Employee Self Service O an (Jread (Jwrite (Jadd () Delete
» Fees O an [(Jread (Jwrite [ Add () Delete
v FRAM All Read Write Add Delete

»  Application Processing All Read Write Add Delete

» Tools Al Read Write Add Delete

» Reports All Read Write Add Delete

> Setup All Read Write Add Delete
»  Grading & Standards O an (Jread (Jwrite (Jadd () Delete

E

Along with proper FRAM tool rights, users responsible for processing applications must have the
FRAM Processor checkbox marked on their District Assignment.

District Assignments ¥¢ Census > Staff > District Assignments

Nordquist, Ceil B} staff #: 11242141
m Delete New Documents

Employment Assignment Information

School Department

Harrison High |7II

*Start Date End Date Title

07102017 |ﬁ| | |ﬂ| | setect a vaive -

Type FTE of Assignment Assignment Caode

\_ I N

Teacher Special Ed Program  Behavior Health Behavior Respon: Response to
0 0 0 Admin 0 Approver ntion

] [m] ]
Advisor Supervisor Counselor Foodservice Exclude Behavior Self Service Approver FRAM Processor
Referral
(] O O O (]

Activity Activity
Staff Preapproval

(] O

Step 2. Set Up Messenger Email
Settings

Tool Search: Email Settings

For online Meal Benefit Applications to function correctly, Messenger Email Settings must be
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established. See the Email Settings article for more information.

Step 3. Enable Password Reset

Tool Search: Password Reset

Password Reset functionality must be enabled for online Meal Benefit Applications to function
correctly. See the Password Reset Configuration article for detailed instructions on how to enable
this feature.

Step 4. Enable E-Signature

Tool Search: E-Signature

E-Signature is a functionality that allows application signers to submit a legally-binding signature
with their application.

See the E-Signature article for instructions on setting up E-Signature functionality.

If you do NOT Activate E-Signature Functionality

e |t is ultimately the responsibility of each CNP SA (Child Nutrition Program State Agency)
and local agency to review their state’s statutes and policies regarding what is required for
the electronic transfer of information in state-administered Federal programs. Know the
requirements before activating or deactivating E-Signature.

E-Signature

Activate E-Signature in Portal
FRAM = Online Application Submissions

Step 5. Create Year Preferences and
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Permissions

Tool Search: FRAM Preferences

Permissions allow parents to determine what additional programs may have access to their child's
eligibility in order to receive Free and Reduced benefits.

e Campus Product Permissions: Specific tools within Campus will adjust item pricing based
on if the parent has selected to share or not. Subject to any additional Free and Reduced
preferences within the tool.

e Custom Permissions: Custom Permissions are permissions that may be needed for programs
outside of Campus, such as free textbooks, weekend food backpack programs, etc

If your district provides additional educational benefits (i.e. reduced or no charge sports fees, text
books, etc.) to students who have a free or reduced meal benefit, then permissions can be
established on the Year Preferences. Year Preferences allow the application signer to give the
district permission to share their child(ren)'s free or reduced meal benefit with staff in charge of
other school programs.

Permissions should be done before setting up Online Application templates as permissions will
appear and can be established within templates.

FRAM Preferences vr FRAM > Setup > FRAM Preferences

Year Preferences | Application Preferences  Verification Preferences

I Please remember to read the USDA regulations and Campus Cemmunity for any FRAM changes.

School Year (Required)

24-25 v

Default Expiration Date (Required)

06/24/2024 E

Permission to Share o

Campus Product Permissions

[T school Store and Activity Registration

Custom Permissions

Name (Required) Sequence (Required)

I Weekend Food Backpack l I 1 l Remove

Add Custom

m Roll Forward Permissions

Once permissions are established, application signers will be asked whether or not they authorize
the district to share their student's meal benefit information with relevant district staff.
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Meal Benefits Application

Sharing Information with Other Programs

If your child is eligible for free or reduced priced meals, he or she may also qualify to receive other benefits. You must give your permission for us to share your child(ren)'s name and
meal eligibility status with staff in charge of other school programs.

Filling out the Meal Benefits Application does not automatically qualify your child to receive other benefits.

| do not wish to share my information with other programs.

O

Allow my child(ren)'s name and meal eligibility to be shared with staff in charge of Athletic Fees *
Select One *

) No
) Yes

Allow my child(ren)'s name and meal eligibility to be shared with staff in charge of Enrollment Fee *
Select One *

() No

) Yes

‘ Previous | Cancel m

Establishing permissions will also enable permissions to appear within the Household Applications
tool, where the user can decide whether or not the child(ren)'s meal benefits are shared with
relevant district staff members.

Step 6. Establish Online Application
Templates

Tool Search: FRAM Communication

Once permissions have been entered, Online Application and Inbox Message templates must be
reviewed and filled out accordingly. These templates allow districts to dictate what text is provided
to the Portal user during the online Meal Benefits Application process.

For more information, see the following articles:

e Online Application Content
¢ FRAM Communication

You must have at least one English (Portal) Portal Inbox Messages letter on the Letters
and Messages tab. If the letter is not set up, the error message "Online Application Letters
must be set up" will display on the FRAM Preferences.

If this is the first time you are enabling Online Applications and you are setting up the
Approval/Denial Letter for the upcoming school year before July 1, Approval and Denial
Letters must be set up for both the current and future years, even if you do not intend to
use the current year's letters.

Copyright © 2010-2024 Infinite Campus. All rights reserved.
Page 5


http://kb.infinitecampus.com/help/household-applications
https://kb.infinitecampus.com/help/fram-communication-fram-communication#online-applications-content
http://kb.infinitecampus.com/help/fram-communication-fram-communication
https://kb.infinitecampus.com/help/fram-preferences

FRAM Communication t¢

Letters and Messages | Online Applications Content

School Year *

23-24 v

B Pre-Application Letter
B3 Direct Certification Approval Letter
(31 Approval/Denial Letter

E1 Verification - Pre Notice 2

»
»
»
» [ Verification - Pre Notice 1
»
» [ Verification - Post Notice
v

(3 Portal Inbox Messages

English

Step 7. Establish Application
Preferences

Tool Search: FRAM Preferences
Users must establish Application Preferences related to Meal Benefit Application functionality.

For more information about each field, see the FRAM Preferences article.

Year Preferences | Application Preferences | Verification Preferences

Eligibility Import Preferences @

Include Medicaid in Extend Direct Cerfification Non-Direct Eligibility Overwrite

General Letter Preferences

Hide Breakfast Program Hide Eligibility Expiration Date

Custom Letter Preferences

Use Custom Approval/Denial Letter

Canned Letter Preferences

Hearing Official Name Homeless Coordinator
Ceil Nordguist Helga Holms
Migrant Coordinator Runaway Coordinator

Step 8. Enable Online Meal Benefit
Application Functionality

Tool Search: FRAM Preferences

To enable online Meal Benefit Application functionality, mark the Meal Benefits checkbox on the
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Application Preferences. Once this checkbox is marked and saved, the Applications/Forms section
of the Portal will become available, allowing users to select the Meal Benefits Application link
and begin submitting their applications to the district.

This checkbox is not available unless Steps 1 - 6 are complete.

Household income guidelines are effective on July 1. As a result, the online meal benefit
application for the new school year should be made available to parents on July 1st. Your district
should not allow online applications to be submitted before July 1st. Paper applications can be
submitted at any time.

Step 9. Assign Emancipated Students
to the Campus Parent Portal
Homepage

To access the online application, emancipated students must be assigned the Campus Parent
Portal homepage on their user account and given the Campus Parent Portal URL to fill out the
online application.

Emancipated students who are assigned the Campus Parent Portal homepage in their user
account can access their information in Campus Student and Campus Parent. If the
emancipated student is assigned as a guardian to other students, information for the other
students can be viewed by the emancipated student. For more information about emancipated
students, see the Emancipated Students article.

Submitting Meal Benefit Applications
via Portal

Once the Meal Benefit Application setup is complete, users can access and submit applications via
the link within Portal: More > Meal Benefits Application.

For more information about the Portal application process, see the Meal Benefits Application (Portal)
article.
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