State of Arizona
Department of Education

HNS# 05-2014

MEMORANDUM
TO: Sponsors of the National School Lunch Program
FROM: Mary Szafranski, Associate Superintendent

Arizona Department of Education, Health and Nutrition Services
DATE: March 28, 2014

SUBJECT: Certification of Compliance: Updates to Common Logon Application and File
Upload Information

This memo is to inform School Food Authorities (SFAS) of the updates that the Arizona Department
of Education (ADE) has made to the process of submitting a Certification Package for additional
reimbursement (6 cents). The Healthy, Hunger-Free Kids Act of 2010 (HHFKA) requires that an
additional 6 cents per lunch reimbursement be provided to SFAs who are certified by ADE to be in
compliance with the new meal pattern requirements. ADE has updated the following certification
procedures which allow SFAs to submit documentation demonstrating compliance with the updated
meal pattern requirements for ADE to review and approve.

Previously, all SFAs were asked to sign and upload a signed Attestation document. This is no
longer a requirement. SFAs will now only check a box attesting that they are in compliance with

the New Meal Pattern requirements.

In the past, SFAs were also required to attend, or have a representative attend, a certification
training prior to submitting their package. This is no longer a requirement.

If the SFA has not submitted a Certification Package to ADE, please refer to the manual attached,
“How to Upload a Complete Certification Package”, before completing all fields and uploading all
documents. Please also refer to the attached Menu Certification slides for information on how to
prepare a compliant package.

To access the Menu Worksheets, please refer to ADE’s website at: http://www.azed.gov/health-
nutrition/nslp/menu-certification/
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For more information regarding the Certification process, please refer to memo SP 26-2014: New
Questions and Answers Related to the Certification of Compliance with Meal Requirements for the
National School Lunch Program. This memo can be accessed on Partnerweb at:
https://www.partnerweb.usda.gov/searchcenter/pages/Results.aspx?k=SP26-2014&s=All%20Sites

Required Documentation for Certification Package:
All of the following MUST be included for the Certification Package to be complete:
e For Lunch:
o One week for each menu type
o Lunch Menu Worksheet for each menu type
o Nutrient Analysis OR Simplified Nutrient Assessment for each menu type
e For Breakfast (If participating in Breakfast):
o One week for each menu type
o Breakfast Menu Worksheet for each menu type
o Nutrient Analysis OR Simplified Nutrient Assessment for each menu type
e Local Wellness Policy:
o Upload the most recent Local Wellness Policy, or a statement that SFA does not
have a Local Wellness Policy

Please contact your Child Nutrition Program Specialist at ADE with additional questions
concerning this guidance. Your specialist can be found at the top of your Sponsor Application on
CNP Web Common Logon.

This institution is an equal opportunity provider and employer.
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"
Introduction

m The Healthy Hunger-Free Kids Act of 2010
provides an additional 6-cents per lunch
reimbursement to school districts that are
certified to be in compliance with the New
Meal Pattern.

m The school district as a whole must apply
for certification, not individual schools.



"
Certification Process
Documentation

m Lunch Documentation (for each lunch menu)

1 One Week Menu (from current or previous month)
1 Excel Menu Worksheet (link on slide # 6)
1 Nutrient Assessment

m Breakfast Documentation (for each breakfast menu)
1 One Week Menu (from current or previous month)
1 Excel Menu Worksheet (link on slide # 6)
1 Nutrient Assessment



Part A:
One Week of Menus



'__
One Week Menu

m [tems Needed for Compliance
CO0Menu Name
C1Grade Group
1 Dates Served
CAll foods offered and served



"
One Week Menu

m A menu for lunch, and breakfast, If
applicable, from a week in the current or
previous month must be submitted

1 For example, a K-5 school that runs on a 5-day
schedule, Monday through Friday, would submit a
menu for breakfast and lunch from each of these five
days.

* See the following slides for a sample lunch
menu for the given scenario



ample 5-Day Menu

Lunch, K-5, Offer versus Serve

Grilled cheese (2 oz/eq
M/MA; 2.25 oz/leq WG)

Chicken tacos (1 oz/eq
M/MA) with Beans

Pasta (0.75 oz/eq) with
Meat (1.0 oz/eq M/MA)
Sauce (1/4 cup
vegetable)

Beef (1 oz/eq M/MA)
and Bean 1 oz/eq
M/MA) Burrito (1.5
oz/leq WG)

% PB&J Sandwich (1
oz/eq M/IMA; 1 oz/eq
WG)

Steak strips (2 oz/eq
M/MA) with Roll (1
oz/leq WG)

Strawberries, diced (1/2
cup)

Apple slices (1/2 cup)

Apple crisp (0.5 oz/eq
grain)

Green beans (3/4 cup)

Fresh pear (1/2 cup) Canned peaches

Orange wedges (1/2 Salad bar (details to 100% Fruit Juice (4 fl

cup) follow) 02)
Salad bar (details to 1% plain milk (8 fl 0z) Salad bar (details to
follow) follow)

1% plain milk (8 fl 0z) Nonfat chocolate milk (8

fl 0z)

1% plain milk (8 fl 0z)

Nonfat chocolate milk (8
fl 0z)

Nonfat chocolate milk (8
fl 0z)

Baked chicken with
Mashed Potatoes and
Whole-grain Roll (1
oz/leq WG)

Orange chicken (2
oz/eq) rice bowl (1.5
oz/leq WG)

Pineapple chunks (1/2
cup)

Orange wedges (1/2
cup)

Salad bar (details to
follow)

1% plain milk (8 fl 0z)

Nonfat chocolate milk (8
fl 0z)

Hamburger (2 oz/eq
M/MA; 2.5 oz/eq grain)
with Potato Wedges
(3/4 cup)

Cheese pizza slice (2
oz/eq M/IMA,; 3 oz/eq
grain)

Watermelon slices (1/2
cup)

Bagged Craisins (1/4
cup)*

Salad bar (details to
follow)

1% plain milk (8 fl 0z)

Nonfat chocolate milk (8
fl 0z)

*The creditable amount for dried fruits is double the measured amount (i.e. ¥ cup

Bagged Craisins would be documented as Y% cup fruit)



ample

-Day Menu

Lunch, K-5, Salad Bar (if applicable)

Y, cup Romaine/
Y4 cup lceberg Mix***

% cup Baby carrots
% cup Celery sticks
% cup Cherry tomatoes

Ranch dressing (1
Tablespoon)

Y cup Romaine/
Y4 cup lceberg Mix***

% cup Baby carrots
% cup Celery sticks
% cup Cherry tomatoes

Ranch dressing (1
Tablespoon)

Y, cup Romaine/
Y4 cup lceberg Mix***

% cup Baby carrots
% cup Broccoli
% cup Cherry tomatoes

Ranch dressing (1
Tablespoon)

Y, cup Romaine/
Y4 cup lceberg Mix***

% cup Baby carrots
% cup Celery sticks
% cup Cherry tomatoes

Ranch dressing (1
Tablespoon)

Y cup Romaine/
Y4 cup lceberg Mix***

% cup Baby carrots
% cup Celery sticks
% cup Cherry tomatoes

Ranch dressing (1
Tablespoon)

***The creditable amount for leafy greens is half of the measured amount
when raw (i.e. ¥ cup of raw romaine lettuce would be documented as Y4
cup vegetables; however, %2 cup of cooked spinach would be documented
as Vs cup vegetables)




"
One Week of Menus

= Note: You can use your own template if you
wish; the sample menu provided Is simply a
reference

m Every item that was offered or served during
a given meal must be listed




Part B:
Certification Worksheets



"
Schedule Certification Worksheet

m Entry of the One Week Lunch Menu
Requires
C1Full One Week Menu (See slide # 7 for
example)

[1Selection of the appropriate worksheet for # of
days menu is served (See next slide)

O http://www.fns.usda.gov/cnd/Governance/Leqi
slation/certificationofcompliance.htm
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Finding Your Worksheet

(Policy Memos 3

m SP 55-2013: Questioxs and Answers Related to 6 Cents Certification during S% 2013-14

B SP 44-2012: Questions an nswers Related to & Cents Certification Tool {revision)

jlance with New Meal Patterns - Walidation Review Checklists
hecklist for 5% 2012-13
hecklist for SY 2012-13

m Certification of Compliance with New Meal Pa
Statement
-- School Food Authority Six Cents Attestation
-- Menu Worksheet Instructions - Lunch
-- Menu Worksheet Instructions - Breakfast
-- Simplified Nutrient Assessment Instructions - Lunch .
-- Simplified Nutrient Assessment Instructions - Breakfast After g0|ng tO the
-- Instructions for Transferring Data from USDA Certification Tools ;
-- Certification Meal Pattern Reguirement Specification WebSIte1 ScrO”

i Schedule Certification Worksheet “ .
2 e oy aten Wenkargers down to * Policy
-- Grades 6-8: Lunch Memosn and CIiCk
the blue text for

-- Grades K-8: Lunch
MCertificaﬂon

-- Grades 9-12: Lunch
-- 4-Day Schedule Certification Worksheets

Worksheet that
you need

m SP 40-2012: Certification of Co
-- Prototype Lunch Validation Rewvie
-- Prototype Breakfast Validation Rewvie

rms: Tools, Specifications, and Prototype Attestation

-- Grades K-5: Lunch
-- Grades 6-8: Lunch
-- Grades K-2: Lunch
-- Grades 9-12: Lunch
S5-Day Schedule Certification Workshee
-- Grades K-5: Breakfast
Grades 6-8: Breakfast
5 9-12: Breakfast

e Ao F

— —
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Worksheet Navigation

Change the % to make
more of the screen fit on
one page

3] Microsoft Excel - SP34-2012lunchK-5_4day(1) K

{d] File Edit View Insert Format JTools Data Window Help

NEHOdRIVE NGB P98 -SR]
A9 - & Contribution information for each menu item (CN Label, USDA FCSummmn@tfer)

uSDA FooD aND B

NUTRITION SERVICE

Type a question for help co8 x

: Times New Roman z12 /B I U ﬁv{».A.l

Simplified Directions for Lunch Menu worksheet (4-day schedule
Updated Version of Certification Tool issued on 7/2/2012
Getting Started
REMEMBER TO PERIODICALLY SAVE THE WORKSHEET AS IT IS BEING COMPLETED!!!!
Materials needed: 0
1 week menu (5 days)
Portion sizes for all reimbursable menu ftems
Contribution information for each mesm item (CN Label, USDA Food Fact Sheet)
Standardized Recipes
Production Records
Click here to go to the Food Buying Guide

,

Click here to go to the Food Buying Guide Calculator

CNPP Vegetable Subgroup List
Scroll to page 5
Complete a separate Menu worksheet for each of the three grade groups (K-35, 6-8, and 9-12). A separate Menu worksheet has been developed for breakfast and
nch.

Each Excel file has twelve tabs including the Simplified Nutrient Assessment (and two instruction pages).
The name of each tab is located at the bottom of the workboolk.
Click on the tab at the bottom of each tab to transfer to a different tab.
===t is very important to follow these steps in order; otherwise, the worksheet will not provide accurate results. The accuracy of the menu certification results are
based on the accuracy of the it ion entered by the user

Crediting Considerations
Some vegetables and fruits do not credit on a volume as served basis (e.g. 1 cup credits as 1 cup)
Tomato paste - refer to manufacturing information
Dried fruit- twice the volume as served (1/2 cup credits as 1 cup)

" Qenu Worksheet Instructions ; SFA Notes / Al Meals / Optional VegBar ( DAY1 / DAY2 / DAY3 / DAY4 / Weekly Report / Nutrie <> . ’
Ready NUM
Worksheet 7~ —

Navigation Tabs —
eachtabis a
different page




'__
Save Your Work!!

Macre NG Excel - S734- 201 Turchi.5, dmy1) Py |
2] e Yew s Format Tock Qe Window Hep o » questicn fes hely % b @32
=V EEYRE W Wl oW T O T .. i 45 100 ol s Fioman I = ey |
g - ‘Contribution information for &ac (CH Label, LUS0A Food Ehi

USDA rooo ano
S MU TRITION SERVICE

Simplified Directions for Lunch Menu worksheet (4-dav schedule
Updated Version of Certification Tool isswed on /277612

By selecting

File and Save ttes o s
as you can e =

Complets a separate Menu worksheet for each of the three ade groups (-5, 6-8, and 9-11). A separate Memu worksheet has been developed for breakfast and

The name of cach tab i located ot the bottom of the workbook.
_ _ _mm&@aum«mmbwmmm
Worksheet for '“hu«tywnmmMn%&;ﬁ:h%ﬂﬂwﬁﬁﬂﬂhwdhmmﬁﬁﬂm

Crediiiag Conoras
Iater! m«mmmamm?aw’sw?ﬂf&lwmmuﬂ

paste - refer
Dricd fuit- twice the vohune as served (12 cup credits as 1 cup)
Raw leafy grecns- half the vohume s served (2 cugs credits a3 1 cup)
4+ + ni Menu Worksheet Instructions | 574 Nates | Al Meak | Optional VegBar / DAYL ./ DAYZ / DAY3 /DAY4 / Weskl Report /[ hutne |
L Reody _

)

For each grade group represented you will need a different Worksheet
for submission. (Ex: K-12 is represented, you will submit 3 worksheets
K-5, 6-8, and 9-12. If only 9-12 is represented you will submit 1

worksheet for 9-12)
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O
Helpful Tip

m Zoom out using the “-" button at the bottom of

the screen to view more at one time
1 Between 70% and 90% is a good range

Getting Started
'O PERIODICALLY SAVE THE WORKSHEET AS IT IS BEING COMPLETED!!!!

Materials needed:
1 week memu (5 days)
Portion sizes for all reimbursable menn items
ntribution information for each menu item (CIN Label, USDA Food Fact Sheet)
Standardized Recipes
Production Records
Click here to go to the Food Buying Guide
Click here to go to the Food Buying Guide Calculator

CNPP Vegetable Subgroup List
{Scroll to page 5)
ach of the three grade groups (K-35, 6-8, and 9-12). A separate Menu worksheet has been developed for brealfast and
hunch.
z has twelve tabs including the Simplified Nutrient Assessment (and two instruction pages).
The name of each tab is located at the bottom of the workbook.
SFA Motes -~ All Meals -~ Optional VegBar -~ Monday - Tuesday .~ Wednesday -~ Thursday [l




Menu Worksheet Instructions

[=] Microsoft Excel - SP34-2012lunchK-5_4day(1)

i File Edit View Insert Format Tools Data Window Help

RN = =N N < W SECNE e 3 - - @ 3 - 4] 2] | (M 4% 100% v-@!ETlmesNewRoman - 12
Ag - #A Contribution information for each menu item (CM Label, USDA Food Fact Sheet)

usbAa FOoOOoOD aND
—_ —— .
_ NUTRITION SERVICE

Simplified Directions for Lunch Menu worksheet (4-dav schedule)
Updated Version of Certification Tool issued on 7/2/2012

Getting Started
REMEMBER TO PERIODICALLY SAVE THE WORKSHEET AS IT IS BEING COMPLETED!!!!
Materials needed:
1 week mem (5 days)
Portion sizes for all reimbursable menu items
Contribution information for each menu item (CIN Label. USDA Food Fact Sheet)
Standardized Recipes
Production Records
Click here to go to the Food Buying Guide
Click here to go to the Food Buying Guide Calculator

CNPP Vegetable Subgroup List
(Scroll to page 5
Complete a separate Menu worlksheet for each of the three grade groups (K-5, 6-8, and 9-12). A separate Menu worksheet has been developed for brealdast and
hunch.
Each Excel file has twelve tabs including the Simplified Nutrient Assessment (and two instruction pages).
The name of each tab is located at the bottom of the workbook.
Click on the tab at the bottom of each tab to transfer to a different tab_
===t is very important to follow these steps in order: otherwise. the worksheet will not provide accurate results. The accuracy of the menu certification results are
based on the accuracy of the information entered by the user.

Crediting Considerations
Some vegetables and fiuits do not credit on a volume as served basis (e.g. 1 cup credits as 1 cup)
Tomato paste - refer to manufacturing information
Dmied fruit- twice the volume as served (1/2 cup credits as 1 cup)
Raw leafy greens- half the volhmme as served (2 cups credits as 1 cup)
4 4 » |\ Menu Worksheet Instructions /| SFA Notes / All Meals / Optional VegBar £ DAY1 / DAY2 / DAY2 / DAY4 / Weekly Report / Nutrie

<

|
Ready ¥ MUM /

m

Instructions Tab Scroll Up and Down to
View all Instructions

16



"
Menu Worksheet Instructions

m Complete a separate Menu Worksheet for each
grade group (K-5, 6-8, 9-12) and menu type
(breakfast or lunch)

m Tabs are located at the bottom of the Excel file,
click on each tab to change pages

m CREDITABLE amounts for food items must be
entered into the Worksheet (Example: 2 cups
romaine = 1 cup vegetable)

17



A
All Meals Tab

Enter your SFA Name and the Menu Number
that you are using at the top of the page

'34-2012lunchK-5 [Compatibility Mode] - Microsoft Exce
. .
Text Fraction - ﬂ ?/ﬁ _‘l__}ﬁ - e i

+ & Center [ % - 8% o [[%8 ;%8| Conditional Format  Cell Insert Delete Format
: || Formatting = as Table = Styles - - -
Mumber ] Styles Cells

Meal Pattern
Reimbursable Lunches
Grades K-5

FA Name:
-5 Menu #:

18



O
All Meals Tab

.
Microsoft Excel - SP34-2012lunchK-5_4day(1) [E= e
File Edit View Insert Format Tools Data Window Help Type a question for help - o5 X

g I e A| Z = H 0 .00 :
NEHoSRITa kB F9 e ez ol marsr @l cn 1 - |B 7 @| 8 % o B PRI |
T22 - 2
-
SFA Name: =
R-3 VIETIU #:
. . . Enter each re_imhursanle lunch offered du_rirg the_rele_renoe week a_nﬂ selem or enter the quantity nf each mmp_nnem_. . o i OPTIONAL T o S ]
Each reimbursable meal consists of all required food compenents: any grain/meat/meat alternates in a main dish andfor side dish, total amount of fruit offered with this meal, total amount of vegetables in a main dish and/or side Decimal Calculati
dish, and amount of milk. The vegetable subgroups and types of milk will be recorded on a different tab.
ere to g0 the Food| Buying Guide Calculator Click here to go the Instructions here to the Weekly Report l:E
1 4 4a
i G
**NOTE: Enter the CREDITABLE amount of
Meal Name dried fruit l:B
Enter the name of each reimbursable meal as found on the Of the grains offered
- Enter the total grains " _ _ ~ "
weekiy menu. Select the first blank ifthe component was . N Of with Select the number of Enter the number Fraction Calculator:
not offered with the meal. n__'te' e e - i enter number of i DMLY select the cups of cups of fluid milk Use this calculator to I:E
** DO NOT DELETE ROWS** = o e i i Jui Jui offered with this add the number of
| = S ]
desserts
2.00 2.50 200 0.50 1 - itz
Example: Chicken nuggets wy/ roll and. v 5 :
1 Chicken Tacos with Beans & Calery Sticks z.oo 278 225 050 [ = | =] [ED = || =] 2
2.00 2.00 1.50 0.50 - - - Decimal fon
2 Beef& Bean Burrito & Celery Sticks i i ! s 2 [Rounded down ta the nearest 1/8)
1.00 075 075 2 D Enter the decimal
P | & =) Gl 2] o e decim e
wishtoconverttoa
1.00 1.00 1.00 e - e - fraction inthe box:
4 1/2 PB&)fandwich & Green Beans 2
The decimal entared
2.00 2.25 2.25 12 2 E
5 GrilledfCheese with Sweet Potato Fries | =] | =] | ] | ] 2 zbove has been °
converted tothe
& SteayfStrips, Roll & Carrot Sticks 200 100 100 e =l 12 34 = 2 following fraction:
1 E
7 Bafed Chicken, Mashed Potatos and Roll 2.00 1.00 1.00 | =] | =] | = | = 2
Ofange Chicken, Rice Bowl, Green Pepper and I = = v &
3 {auliflower 2.00 1.50 1.50 2
34 )
9/ Hamburger with Potato Wedges 2.00 2.50 2.50 | =] | =] | = | = 2
] - Biean L ik o %
W « v W' Menu Worksheet Instructions { SFA MNotes ' All Meals,/ Optional VegBar £ DAY1 / DAY2 / DAY3 / DAY4 [ Weekly Report Nutrient Instruction | « | m 3
eady NUM
i

/
*Meal Name should include title of main entrée and vegetable subgroup

*All meals for the entire week will be entered into the All Meals tab 19




O
All Meals Tab

m Enter Meat/Meat Alternative ounce
equivalents

[1Need to be entered to the nearest 0.25 ounce
equivalent (Ex. 2.15 round down to 2)

K5 Aday T —
Format  Tools Data Whrvchone Help -
e = KD - O
-
e o e e erire P TIONAL Tauts o Avsiat fn Frmssivm amd
Tt Decimat Oatariatians
............................................................................... [ =1
e =1
““““““““““““ L=]
the grains affored ek | wish vhis mesl enves | Sslees the naeebec st | | SIS SRS EEEEESE 4 L | feees e caemier | | Frastben Caloulatorn
e Ly —
preepierer s e i e =]
sse ose | =1 =1 ~
7* 050 [ = = = =
= = = = wem
=) = =) =) el
= = = = wem ~
= = = = R e
= = =1 [ I B [ty iy
=1 =1 =] =1
=1 =1 =1 =1
= = = =
s g ey FE A MutnenE et — —
B s
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O
All Meals Tab

m Enter Grains Total

0 The total of all grains is the first column

0 The second\ column is the amount of grains from the total that is whole
grain rich

0 The third column is the amOL/mt of grain which is NOT whole grain rich

(=] Microsoft Excel - 5P34-201Zhanch-5_aday(1) | [Py
i) File Edt View lnset Format Jools Data  Windew &
HRWEN= =TT NEVE N TR RN e N ek e T WY L B L U | mwm s % o b8 teee - oA
122 - e
mmmmmm
OPTIONAL Tools 1o Assist in Fraction anal
Decimat Catculations
[ [~]
[ [~]
action Calculator:
e =]
ool M-
200 =0 = " [=] =
o
1_Chicken Tacos wich Dasns & Calury Sricks 1= s ot [ = | [ = | G= = | I =
[ Geemsitantn conetes |
saat 2o = 150 s [0 = | = | = = e
oo g2 Baan e ere [ = || = | G= = | I = .| [emserchedecima yeu
‘wish 1o convertto s
100 oo o [ = | [ = | = = | [ = Iracsian intha b
20 - [l A Ne — R
200 . 100 [Ercm—c ) - w—c ) [ — [ = ot tio
2oo oo ioo / 0 = | = | o= | =
2uo 150 150 y, [ = | I = | L= = | L =
. ioo \W Emsc il = | e o= |1 =
{ SEA Notes ) All Meals | Optional Vegsar { DAYL A DAY £ DAYA { Weekly Report [ Nutrient Instruction | « [ — =
L)




All Meals Tab

m Enter Total Meal Fruits, including juice, in first purple column
m Enter Total Meal Fruit Juice in second purple column

2] Micracaft Fucal - SP34-201Munchi-5_4day(1)

| 7/ T T
L:x B U we[wm i

T guestion for help - - =

e NN SN - |

Ach component.
Emen reimbursable mesl consists of all requined [Oog cOMpBERenES any s in o main dish andfor i ien, total an " ith this total amount of vegetabies in & main dien anafor side

OFTIONAL Tools to Assist in Fraction and|
Decimal Calculations

Click here bo goe the Food Buying Guite Calculatos

BEC
00 g 30 (=] =
o
200 P ase [ = |1 =
2.00 oo 150 .80 [ = [ = [Mesnadnd doven to the nearest 1/8)
100 o o [ s = | I = v
WASR.£0 ComuArtEa B
108 pes s [ = |1 = racrion in the bos
- G = ]I = e o
. o ” [we =1 |1 = ST
2.00 e oo [ =l [ =
2.00 0 o | w2 = [
2,00 2.50 2,50 | e E] [
<+ ¢ nlT Manu Worksheat Instructions { SFA Motes 3, All Maals { Optional vagRar £ DAY/ DAYZ / DAY3 / DAY4 { Waakly Report { Nutr — — ]
Ready o

22



All Meals Tab

m Enter total meal vegetables
m Enter total meal vegetable|juice

[5] Microsoft Excel - SP34-201ZIunchK-5_ddayi1) B / T [0 o]

= ) canen

SFA Name:
e e
Enter during the e € week and sciect of onter et In et
Each reimbursable meal consists of all required food in s main dish and/or side dish, totsl amount of fruit offered with this mesl. totel smount of vegetatbles in & myfin dish and/or side Dechmal Cateulatle
dish, and amount of milk. The vegetable subgroups and types of milk will be recorded on & different tab.
Chick here 1o g0 the Food Buying Guide Calculater Click here 10 20 the NStructhons Chick here 1o the Peekts Beoort
T
st Hama
D e e L T o OF the graina oftered
pubvnive ot them tartial grains .
not offered with the meal. Whis el A o’
= DO NOT DELETE AOWS ™
mest
S Ui e o
oo T30 200 a3 . - wir - 3 -
R 200 275 23 os0 [ = | = a = R
[ — sow sow 150 asa [ = | = = E | .
S 100 os e = |1 = == i 1
& 1/2 P8 Sandwich & 100 100 100 [ = [ = e = || t B traction in the bo
r T The dediral artered
. en 200 25 23s [ = | = = [ = | I y 2 . e .
- - i 1 1
 srasssuion no s camon e so0 10 roo @ | = [ Ja] Riuirgnacion
. - oo oo roo [0 = | = |\ = = .
Grangs Criten, Rite Bow!, Green Pepoer snd - -
. 200 ag0 £ = |0 = = N2 | =] .
[ =
N wasges 200 230 280 [ETa— = | G ! = :
J T T e YR — - p—— — — —
M 4+ m[\ Menu Worksheet Instructions / SFA Notes . AN Meals (| Optional VegBar { DAY1 { DAYZ / DAY3 / DAY4 J Weekly Report £ Nutrient Instruction | « |,
Ready M




All Meals Tab

m Enter Total Meal Milk

Include total cups for all offerings

=] Excel - SP3- 5_aday(1)

i) Eile  Edit  View nsert  Fgrmat

- CER

Tecls Data  Window Help

oBic B

SFA Name:

Type a questio

SIS NN IE TN AL o ey |

Emen reimbursable mesl consiste of all

Enter cach reimbursable lunch offered during the reference week and select or enter the quantity of each eomponent.

Beal Hare

Slick here to @0 the Instructions

Llick here to the Weekly Regort

A main dish andfor side dish, 1otal ameunt of fruit Gffered with this measl, 1ot ] BMount of vegetables in & main dish snd/or Side
dish, and amount of milk. The vegetable subgroups and types of milk will be recorded on a different tab.

Cliek here © the Food Duving Guide Cakcutat

(OPTIOMNAL Tools to Assist in Fraction and|
Decimal Calculations.

sl manu. Setert i firse iani fhe .—::::::.::..’:: e el Cren the . Fraction Calculator:
ot offerad with the madl. i
** 00 NOT BELETE ROWS** S N B the pumBar of
itk This meal = e el ——
- s . 200 250 200 oso 1 - Wi - 1 - o
1 Cricken Teses wish Besns & Cetery Ssicks 200 278 228 030 [ = = [ED = |0 B
2 Sesrbsesnburima tuienytcs 200 200 230 oz L= B | e = |1 . e
Pt i et Stien B rman hemne. 1.00 o078 o078 [wa = = [aea = [ . s -
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O
Optional Salad/Veggie Bar

¥ it i
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*Use this tab only if a Salad Bar is offered for the week with the SAME vegetable
subgroup offerings every day of the week (other items will be added for individual
days later)
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Individual Days of the Week

[] Microzoft Excel - $P34-2012lunchK-5_aday(l)
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Once you are finished selecting the meals offered each day. make sure to scroll to the right to enter milk type and vegetabie subgroup information.
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The number of tabs available will depend
on how many days a week your menu is.
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O
Days of the Week Tabs

m Select the meal that corresponds to each day from the drop down
boxes.

0 The meals will populate into this tab from the All Meals Tab
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O
Individuals Days of the Week
Continued

Sgb&oups
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*Once the meal or meals for the day have been selected from the drop down box (on the
previous page), entry of vegetable subgroups is required.

«Select vegetable served from the drop down box in the corresponding subgroup

*Choose the largest amount served in that day.
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Weekly Report

(3] Microsoft Excel - SP34-2012lunchK-5_4day(1)
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The boxes in this example are re/d, indicating that a menu Scroll to see All
requirement has not been met. All boxes need to be green to be in . .
compliance with menu certification. The menu would need to be Information on this
altered to fit guidelines if a red box appears. tab



Part C:

Simplified Nutrient Assessment
(or Nutrient Analysis*)

*If you choose to complete a nutrient analysis, it must be completed using
approved nutrient analysis software (i.e. NutriKids). It must provide information
for calories and saturated fat. 30



Nutrient Assessment Instructions

Simplified Nutrient Assessment Instructions
REMEMEBER TO PERIODICALLY SAVE THE WORKSHEET AS IT IS BEING COMPLETED!!!!
Key Information
BFAs mmst provide calorie and satmrated fat information for all meal items, side items with grains and/or meat'meat alternates. and desserts.

[he Simplified Nutrient Assessment does WOT hawve this capability. Information can be collected from nutrition labels. product specifications
or other souwrces (including nutrient analyvsis software or an online system such as the CINPP SuperTracker).

SFAs do not need specific calorie or saturated fat information for millkc. fruits. or vegetables. Estimates for these components have been
preprogramumed.

SF As that have nutrient analvsis software mayw still choose the FINS simplified assessment option if desired_
Below is a list of calorie and fat sowrces tyvpically added to foods, for reference:

Common fats added to vecetables or fruit
Butter
Margarine
“egetable oil (sovbean. canola. olive, nut based)
Salad dressing
Mayonnaise
Cream whipped cream/sour cream
Shortening
Bacon crumbles

Common sources of added sucars to vecetables or fruit

Brown or white sugar
Honewy
Maple and/or fimit syrop

Begin on the left side of the sheet with the “Fruit, Millc, and Vegetable Subgroup Simplified Nutrient Assessment. ™

Fruit, Millk, and Vegetable Subgroup Simplified Nutrient Assessment

B e T T T T - B . = RN, B B I L L e e o L | T A -~ ==~ ek el |
4 M Al Meals Monday Tuesday Wednesday Thursday Friday Wweeakh Report Nutrient Instructions Simplified Mutrient Assessment ]

Scroll down to see

all information 31



"
Nutrient Assessment Instructions

m The nutrient instructions tab gives detalled
Instructions for the Simplified Nutrient
Assessment.

m The information needed for this tab Is
iIncluded in your nutrition labels, product
specifications, or other sources such as
nutrient analysis software.
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Simplified Nutrient Assessment

[E] Micrasont Excel - SP34-20121unchK-5_dday(1)
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Scroll to see All
Information on this

tab 33



" -
Simplified Nutrient Assessment

Fruit, Milk & Vegetable Subgroup area asks a series of questions that are answered
by selecting the statement that most accurately describes your SFA, these
responses generate nutrient information for this section.

B Microsoft Dxcel - SP4- 201 Thurschk-5_tday(1) 3
2] Fle Edn Meew [osent Foemat Jook [Dats  Window Help - B =
| a3 0 i coivn =11 =l p ) s =B a-B
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= | o P | il o) L ey o

Maak { Optional Vegiar { DAYL J DAYZ J DAY DAYE  Woaskdy Report [/ Mutnent Instructions ), Simplified Hutrent Assessment 1« 0 / 5
s

*You will need to scroll along the way to answer all
guestions for this section.
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Simplified Nutrient Assessmen

e —

B Mucrosolt Encel - 51124
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1 | Simplified Nutrient Assessment for Lunch, Grades K-5

Click hare to go to the calories and saturatec
Go te Instructions Click here to go to Optienal 2e and Fraction Calc
semmaenky used condiments
z
N Fruit, Milk, and Nustrient ] [ Main Dish Simplifiad e . Other items: Sides, Dessarts, C
e A Enter the calories and saturated fat for each side
saturated fat for the main dish and any
number of servings planned during the week.
Select the option best g how each Is offered ghout the week,

a Use standard rounding proc "
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11 | G G 1/2 PREJ Sandwich fGreen Beans
3 More than 70% of the total . More than 70% of the total frult
1z | HEEIEE e Grilled Cheese with sfeet Potato Fries
© Fruit not offered ' Fruit not offered /
13 Steak Strips, Aoll & Carrl Sticks
Baked Chicken, Mashed Poffgos and Roll
Orange Chicken, Rice Bowl, GreeNgepper and Cauliflower
Average Toral weakly
16 | SRR ST Hamburger with Potato Wedges
wWhat two types of milk are offered most during the week?
17 Chesse Pizza Slice & leabarg Salad with Charry torm,
M4 r ml Menu Worksheet Instructions{ $Pa Notes { Al Meak [ Optonal vegiar JDava JDavz {Davd S oavs [ weekly Report [ Hutrent Instructo b

Ready P

The Main Dish area is where you will enter the total
calories, saturated fat, and number of planned servings.
* The meal name populates from the All Meals Tab.

* Main Dish section should contain the name of only the
meal items that calories and saturated fat are being
entered for.
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Simplified Nutrient Assessment
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Each Side, Dessert and Condiment
Offered/Served should be listed in this
section. Provide calories, saturated

fat, and number of planned servings

for the week. 36
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Simplified Nutrient Assessment

)

To assist with entry of nutrition data there is a Scroll to the right
table of common condiments and side of the screen
corresponding nutrient data provided
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Simplified Nutrient Assessment

4 uced - 5P 4201 ShamchK-5 Aciayil)
Ldit Yiew foset Fgrmat Jook  Dats  Mindow Help

*\WWhen entry of all sections are complete the box at the bottom
of the page will show if the menu is in compliance.

*A red box indicates menu change is needed.

*Green indicates the menu is in compliance
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Congratulations!

m All iInformation Is entered and ready for
you to Save and Submit!

m Please visit our website for further
Information and guidance.
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How to Upload a Complete

Certification Package

Table of Contents

Accessing CNP Menu Certification Application Page 2
Step One: Package Type Page 5
Step Two: Training Representative Page 7
Step Three: Menus and Analyses

e Add Lunch Menu- Option 1 Page 8

e Add Lunch Menu- Option 2 Page 11

e Add Breakfast Menu Page 14
Step Four: Local Wellness Policy Page 17
Step Five: Attestation by Signing Authority Page 19
Step Six: Submit Package Page 20
Restart Your Package Page 21
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Go to the Common Logon website located at: https://www.ade.az.gov/CommonLogon/logon.aspx.

Log on to Common Logon
e Enter your username and password
e Click Continue

HELP
If you cannot log into Common Logon, please contact Patty Hansen at 602-364-0718.

S on Do
-4 situmlmnu (OMMON LOGON

The gateway to secure data transactions and information
|:> S5O Confinua 2

+ Please note that our web pages have new functionality which willlog you out and take you back to this page if your session remains TIIETOT 00 NG 2 penod of ime.

+ We have changed our pracices regarding passwords and user acoounts. Click hers for Cumrent Password Process.
+ If you have lost your password Click here.

+ Tolzunch an appication the user must have 3 vabd usemame znd passward and must agree that, by usna that usemame and password, they will 2bide by the ADE Acceptable Use Palio

4 to Common Lagon account, please contack the ADE Supgart Center at (602) 542-7376%  vou are i the Phoenix area. Outsi 00, Or Click here for more information.

jetin Bozrd for the latest news and infarmatian.

Copyright & 2002-2012 Arizona Department of Education: Management Information Services, All Rights Resenved

Click on the link: CNP Menu Certification

HELP

This menu item will be listed automatically without a permission form. If you do not see CNP
Menu Certification in the Common Logon Application list, contact Patty Hansen at (602) 364-
0718.

The gateway to secure data transactions and information
Common Logon Application Menu

4 CNP Direct Certification / Direct Verification
> 4 CNP Menu Certification
4 CNP Verification

4 CNPWeb
@ LEA Profile
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https://www.ade.az.gov/CommonLogon/logon.aspx

By clicking on the link, “CNP Menu Certification”, you will be directed to the Home Page of the CNP

Menu Certification System. Here is a snap shot of how the screen should look:

Arizona Department of Education

Home | Package Checkiist | Logout |

£ Home CNP Menu Certification

Home
Welcome to the Arizona Department of Education CNP Menu Certification System

To send ADE a complete Certification Package, click on the tab titled “Package Checklist” and complete all fields.
Due to this process being electronic, the following forms are no longer required. You DO NOT need to be upload or send them to ADE:

o (temized Summary for Lunch
o [temized Summary for Breakfast
o Cerlification Package Checklist

IN ADDITION, ADE DOFS NOT NEED PRODUCTION RECORDS, FOOD LABELS OR RECIPES.

Select the tab: Package Checklist
e Package Checklist is located at the top of the screen.
e Package Checklist is where ALL DOCUMENTS will be uploaded.

Arizona Depurtment of Education

£ Home NP Menu Certification

Home
Welcome to the Arizona Department of Education CNP Menu Certification System

To send ADE a complele Cerlification Package, click on the Lab litled "Package Checklist” and complele all fields.

¢ |temized Summary for Lunch
o llemized Summary lor Breaklast
¢ Cerfification Package Checklist

IN ADDITION, ADE DOES NOT NEED PRODUCTION RECORDS, FOOD LABELS OR RECIPES.

Due to this process being electronic, the tollowing forms are no longer required. You DO NOT need to be upload or send them to ADE:
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By clicking the tab, “Package Checklist”, you will be directed to a screen that looks like this:

Arizona Department of Education

Hame | Package Checkliat [ 1 ngnat |

£ Home > Package Chacklist CNP Menu Certifieation & Welcome 4235

Package Checklisl

» Please enter the full name of the parson who attendad the Menu Certification training.

» Please onter the date that they attended training,

» Plaase choose either the Package A or B Checkist.

« Note: Unce a package has been selected it cannot be changed without deleting all uploaded documents and restarting this process.

Sponsor Name: Musa Unilied District {07-02-04-000)

e this step has heen submitted it cannot he changed without restarting the Menu Cerfification process

) Cerlification Packagu: =

[Soe]
On this screen you will begin entering text into the fields and uploading the documentation
requested in a series of 6 steps:
1. Step One: Package Type
2. Step Two: Training Representative
3. Step Three: Menu and Analyses
4. Step Four: Local Wellness Policy
5. Step Five: Attestation by Signing Authority
6. Step Six: Submit Package
Step One Must complete all fields in Step One and click ““Save™ before you
have access to Steps two-five. Once this Step is saved, the only way
to edit information for Step One is to restart the entire uploading
process. All fields and documents will be deleted when you restart.
Steps Two-Five Do not need to follow numerical order to complete steps. Can edit

any step and the uploading process will NOT restart. Must click
“Save” to any edits made if wanting to keep changes. Able to log off
and log back on to work on this page at any time.

Step Six By clicking “Submit”, you are sending everything entered to ADE
and will not be able to edit any fields in the Package Checklist.

The system will prompt an error message if any field was left blank
and prevent the package from submitting.
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Step One: Package Type

[-JSTEP ONE: PACKAGE TYPE

Sponsor Name: Academy of ics and Science South, Inc. (07-82-42-000)

Once this step has been submitted it cannot be changed without restarting the Menu Ceiftfigtion process.

() Certification Package:

7] Which month does your one-week menu represent?: |I> El 7] Meal Participation: j El

Save

1. Certification Package
Using the dropdown menu select one of the following options:
e Package A- Lunch Option 1: Requiring a Nutrient Analysis for each menu type
e Package B- Lunch Option 2: Requiring a Simplified Nutrient Assessment for each menu type

HELP
“Do | have Nutrient Analysis Software?”
o Ifyes, chose Package A- Lunch Option 1: Requiring a Nutrient Analysis for each menu type
e Ifno, you, chose Package B- Lunch Option 2: Requiring a Simplified Nutrient Assessment for each
menu type

[ )
No matter which package you choose, you will need to provide information about lunch, breakfast (if
applicable), your local wellness policy and the attestation.

2. Which month does your one-week menu represent?
Using the dropdown menu, select one of the options:
e The current month will be listed
e  The month preceding the current month will be listed
e  The month following the current month will be listed

HELP

If you cannot find the month that matches the one-week menu you have selected and prepared
documentation for, you MUST select a DIFFERENT week to fit into the appropriate timeframe. If you
upload documentation that does not match the month selected in this dropdown, your Certification Package
will contain errors and ADE will not certify the package.

If certified, the additional 6 cents will retroactively be applied to the month containing the one-week menu
submitted.

3. Meal Participation
Using the dropdown menu, select one of the options:
e Lunch Only
e Lunch and Breakfast

HELP

Indicate the type of meal service the SFA participates in.

If you are unsure what meals you participate in, refer to CNP Web Sponsor Application, Section 7-Menu

Planning.

e If “Not Participating in Program” is listed next to ““School Breakfast Program Menu Planning Option™ on
the Sponsor Application, you are not participating in Breakfast. You will choose ““Lunch Only” from the
dropdown.

e If ameal pattern is listed next to School Breakfast Program Menu Planning Option™ on the Sponsor
Application, you are participating in Breakfast. You will choose “Lunch and Breakfast™ from the
dropdown.
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Step One: Package Type

[-]STEP ONE: PACKAGE TYPE

Sponsor Name: Academy of Mathematics and Science South, Inc. (07-82-42-000)

%, Once this step has been submitted it cannot be changed without restarting the Menu Certification process.
) Certification Package: Package A - Option 1: Requiring a Nutrient Analysis for Each Menu Type E|
) Which month does your one-week men represent?: October PY 2014 ] ) Meal Participation: Lunch and Brealdast [¥|

WARNING: Once this step has been submitted by clicking ““Save”, it cannot be changed without restarting the Menu
Certification Process.

BEFORE YOU CLICK SAVE:
e  Make sure the correct Certification Package from the Certification Package dropdown list is selected.

e  Ensure the month of the one-week menu documentation matches the month you have selected from the
dropdown list.

e  Ensure the dropdown selection for Meal Participation matches your CNP Web Sponsor Application,
Section- 7, Meal Participation.

Click “Save” once all fields have been correctly selected.

HELP

If you click “Edit™ for Step One after clicking “Save”, you will only have the option to cancel or restart the
entire Package Checklist page. Restarting the entire Package Checklist will result in a deletion of all fields
and files entered into this page.

If you need to edit the fields AFTER clicking “Save”, please refer to page 24, “Needing to Restart your
Package”.

After clicking “Save” for Step One, you will see this screen below, which opens Steps two through six:

Spensor Name: Academy of Mathematics and Sclence Scuth, Inc. (07 82-42-000) Package Status: Pending
€3 Certification Checklist Pockage: Package A | Opten 1 - Seguring 3 Mutrent Asalyse for Bach meny Trpe.
{4 Month represented by one-week menu: October PY 2014 {3 Meal Participation: Lunch and Breakdast

Eot
Pleaze Note: As of April 2013, Training for & Cent Certification is na lenger a mandatory reguirement for Package Certification.
3 Certilication Training Representative: ) Date attended:

Edit

Piease chick "New Menu’ to add a Meal Menw, | New hMeny

Ho Menus Found.

3 Local Wellness Policy: -

4 Local Wellness Policy Document: No File Uploaded

Edd

{3 Attestation Statement: s jurisdiction op
ram authorized ui
ation, 3¢ &6t fol

Edi
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Step Two: Training Representative

[-1STEP TWO: TRAINING REPRESENTATIVE

Please Note: As of April 2013, Training for 6 Cent Certification is no longer a mandatary requirement for Package Certification.

) Certification Training Representfve: |I> () Date attended:

THIS FIELD IS OPTIONAL

If a representative attended the Menu Certification for 6 cents training offered in school year 2012-
2013, follow the steps below.

1. Click “Edit”
HELP
If you are unable to select “Edit’” because the button is grayed out, scroll through this webpage
and make sure there are no Steps open. If any Steps are open, click “Cancel” or **Save™ for that
Step. Only one Step at a time can be edited.

2. Certification Training Representative

e Type in the first and last name of the person who attended the ADE training, Menu Certification
for 6 cents.

HELP

Training is_optional for an SFA to submit a Certification Package to ADE. The SFA may choose
to have an individual under the SFA, a caterer or Food Service Management Company employee
attend the Certification for New Meal Pattern training.

3. Date Attended

¢ Click on the calendar icon next to the empty field. Select the actual date the attendee went to
Menu Certification for 6 cents.

[-ISTEP TWO: TRAINING REPRESENTATIVE
Please Note: As of April 2013, Training for 6 Cent Certification is no longer a mandatory requirement for Package Certification.

) Certification Training Representative: John Smith ) Date attended: 02/22/2012 7]

Cancel Save

[ISTEP THREE: MENIIS ANT) ANATVSES

Click “Save” if you want to save the information entered into these fields.
You may click save even if some fields are left blank.
You will be able to edit the fields after you click “Save”. This WILL NOT cause a restart of the
Certification upload process.

Click “Cancel” if you do not want to save the information entered into these fields.
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1. Click “New Menu”

]

Miw Wsrni |

=

The screen will reformat and look like this:

enu’ to add a Meal Menu.

) Menu Name: 3 Meal Type: | Contine

| Cancsl |

2. Menu Name
Type in the name of the menu. The menu name must be unique for each upload. For example: if you use
‘Arizona Menu' for one menu, you can’t use it for another lunch or breakfast menu. You might call it

'Arizona Menu 2," instead.

3. Meal Type
Using the dropdown menu, select the option:

e Lunch

Without clicking “Continue” the screen will reformat and the window will add another dropdown selection, Grade
Group:

New Menu

S

¢) Menu Name: Arizona Lunch Menu () Meal Type: Lunch E| Continue
() Grade Group: D
4. Grade Group
Using the dropdown menu, select the options:
e Pick the selection that has the appropriate grade group and operating days for the lunch menu you are
adding.
New Menu
() Menu Name: Arizona Lunch Menu () Meal Type: Lunch  [+] Continue
¢) Grade Group: Lunch K-5 4 Day E|

Click “Continue” if all fields are correct.
If one or more fields are incorrect, you can change them before clicking “Continue”.

Click “Cancel” if you do not want to add this menu.
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Once “Continue” is clicked, you will see this screen asking for THREE file uploads:

N Menu
5 Munu Name: Anzona Lunch Menu Menu Type: Lunch, Grades K-5, 4-Day Schedule Slatus: Pending
Status Item Description File Actions

3 1. One Wonk Monu Lunch, Grades K-8, 4-Day Schidule Chick the Browse' button to select a file
Then click tha 'Save’ button to upload it

Browse_
9 2. Lunch Menu Worksheet Click the ‘Browse' button to select a fila
Than chek the "Save” bulton to upload it.

Browse..
3t riat beialyele Click the Browse’ button to select a file
Then click the 'Save’ button to upload it.

 Browse..

Cancsl || Sawe , slete

If you clicked “Continue’ and then realized you have selected the wrong Menu Type (grades and
operating days) for lunch, you must select “Delete”. A warning message will pop up, click “OK”™.
This will delete ONLY this lunch menu you have begun creating. Scroll back down to Step Three:
Menu and Analyses and select “New Menu”. Re-enter the correct fields.

HELP- Seeing Three File Uploads

Since you have selected “Package A, Option 1™ in Step One, you must upload three files:
e One Week Menu Lunch

e Lunch Menu Worksheet

e Nutrient Analysis

If you do not have a separate Nutrient Analysis because you do not have Nutrient Analysis
software, you selected the wrong Package Type in Step One. Click ““Cancel’” in Step Three. Refer
to page 24, “Needing to Restart your Package™. Once the package is restarted, you must select
“Package B- Lunch Option 2: Requiring a Simplified Nutrient Assessment for each menu type” in
the dropdown.
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| |

— Edit Menu

@5 Menu Arizona Lunch Menu Menu Type: Lunch, Grades K-5, Standard (5-Day)
Name: Schedule

Status: Pending

Status Item Description File

Actions

&9 1. One Week Menu Lunch, Grades K-5, Standard (5

-Day) Schedule Click the 'Browse' button to select a file

Then click the 'Save' button to upload it.

ChUsers‘\emolcha\Desktop\Lunch Menu docx

€ 2. Lunch Menu Worksheet Click the 'Browse' button to select a file

Then click the 'Save' button to upload it.

C-\Users\emolcha\Desktop\SP34-2012_Lunch_Grades_K-5 xls

(203 HETETE AE Click the 'Browse' button to select a file

Then click the 'Save' button to upload it.

C-\Users\emolcha\Desktop\Lunch Analysis_pdf

[ cancel |[ save |[ Delete |

1. Upload the One-Week Lunch Menu
e Click the “Browse...” button.
e A screen will pop up for you to find the file.
e  Select the file and click “Open”
o Afile is attached when the field is entered with text.

2. Upload the Lunch Menu Worksheet

Upload the completed EXCEL worksheet provided by USD and/or the worksheet from the nutrient analysis software. If using the

USDA Worksheet, KEEP in the Excel format.
e Click the “Browse...” button.
e A screen will pop up for you to find the file.
e  Select the file and click “Open”.
e Afile is attached when the field is entered with text.

3. Upload the Nutrient Analysis
e Click the “Browse...” button.
e Ascreen will pop up for you to find the file.
e  Select the file and click “Open”.
e Afile is attached when the field is entered with text.

HELP

If you have selected the wrong file, you must click the “Browse” button again. A window will pop up to select the
correct file and click ““Open”. This will REPLACE the file. You may not upload more than one file in each file line.

You can only “Delete File” AFTER you have clicked “Save™.

Click “Save” if you want to upload the file(s) attached.
You can click “Save™ before all files have been attached.
You will be able to Edit and Delete the file(s) after you click “Save”.

Click “Cancel” if you do not want to upload any of these files, but still want Menu Name to exist.

Click “Delete” if you do not want to upload any of these files and do not want the Menu to exist.

Once you have clicked ““Save™ the page will refresh and Step Three will show the following table:

Arizona Lunch Menu Lunch, Grades K-5, Standard (5-Day) Schedule Pending (3 OF 3 FILES)
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1. Click “New Menu”

=

Miw W |

=

The screen will reformat and look like this:

w Meny' to add a Meal Manu.

) Menu Name: 3 Meal Type: | Contine

| Cancsl |

2. Menu Name
Type in the name of the menu. The menu name must be unique for each upload. For example: if you use
‘Arizona Menu' for one menu, you can’t use it for another lunch or breakfast menu. You might call it

'Arizona Menu 2," instead.

3. Meal Type
Using the dropdown menu, select the option:

e Lunch

Without clicking “Continue” the screen will reformat and the window will add another dropdown selection, Grade
Group:

New Menu

S

() Menu Name: Arizona Lunch Menu 7] Meal Type: Lunch |Z| Continue
¢) Grade Group: D
4. Grade Group
Using the dropdown menu, select the options:
e Pick the selection that has the appropriate grade group and operating days for the lunch menu you are
adding.
Vew Menu
) Menu Name: Arizona Lunch Menu (7] Meal Type: Lunch E Continue
{) Grade Group: Lunch K-5 4 Day

Click “Continue” if all fields are correct.
If one or more fields are incorrect, you can change them before clicking “Continue™.

Click “Cancel” if you do not want to add this menu.
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Once you click “Continue”, you will see this screen asking for TWO file uploads:

— Edit Menu
€3 Menu Arizona Lunch Menu Menu Type: Lunch, Grades K-5, Standard (5-Day) Status: Pending
Name: Schedule
Status Item Description File Actions

€3 1. One Week Menu Lunch, Grades K-5, Standard (5 Click the 'Browse' button to select a file

L) SETEilE Then click the 'Save' button to upload it.
a2 LL_mch Menu Worksheet (including Simplified Click the 'Browse' button to select a file

Nutrient Assessment) Then click the 'Save' button to upload it.

HELP

If you clicked ““Continue” and then realized you have selected the wrong Menu Type (grades and
operating days) for lunch, you must select “Delete”. A warning message will pop up, click “OK”.
This will delete ONLY this lunch menu you have begun creating. Scroll back down to Step Three:
Menu and Analyses and select “New Menu”. Re-enter the correct fields.

HELP- Seeing Two File Uploads

Since you have selected ““Package B, Option 2 in Step One, you must upload two files:
e One Week Menu Lunch

e Lunch Menu Worksheet (including Simplified Nutrient Assessment)

If you did not complete Tab 12: Simplified Nutrient Assessment since you have Nutrient Analysis
software, you selected the wrong Package Type in Step One. Click ““Cancel” in Step Three. Refer
to page 24, “Needing to Restart your Package™. Once the package is restarted, you must select
“Package A- Lunch Option 1: Requiring a Nutrient Analysis for each menu type” in the
dropdown.
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[-]STEP THREE: MENUS AND ANALYSES
o MemuName  MenuType  Staws  Action |
— Edit Menu
€3 Menu Arizona Lunch Menu Menu Type: Lunch, Grades K-5, Standard (5-Day) Status: Pending
Name: Schedule
Status Item Description File Actions
5 1. One Week Menu Lunch, Grades K-5, Standard (5 Chick the "Browse” button to select a e
l =) SRR Then click the 'Save' button to upload it.
ColUsershemolcha\Desktop\Lunch Menu docx
€3 2. Lunch Menu Worksheet (including Simplified Click the 'Browse' button to select a file
2 Nutrient Assessment) Then click the 'Save' button to upload it.
C:Wsers\emolchal\Desktop\SP34-2012_Lunch_Grades_K-5.xls

1. Upload the One-Week Lunch Menu
o Click the “Browse...” button.
e A screen will pop up for you to find the file.
o Select the file and click “Open”.
o Afile should now be “attached’ and the field should be entered with text.

2. Upload the Lunch Menu Worksheet (including the Simplified Nutrient Assessment)
DO NOT upload this workbook in a PDF format or separate the Simplified Nutrient Assessment Tab. ADE will only
accept the Lunch Menu Worksheet and the Simplified Nutrient Assessment as ONE EXCEL file.

e Click the “Browse...” button.

e A screen will pop up for you to find the file.

o Select the file and click “Open”.

o Afile should now be “attached” and the field should be entered with text.

HELP

If you selected the wrong file, you must click the “Browse” button again. A window will pop up for you to
select the correct file and click “open”. The file will REPLACE the old file. You may not upload more
than one file in each file line. You can only “Delete File” AFTER you have clicked ““Save”.

Click “Save” if you want to upload the files attached.
You may click ““Save” before all files have been attached.
You will be able to edit the file(s) after you click *“Save”.
Click “Cancel” if you do not want to upload any of these files, but want Menu Name to exist.

Click “Delete” if you do not want to upload any of these files and do not want the Menu to exist.

Once you have clicked ““Save™, the page will refresh and Step Three will show the following table:

Arizona Lunch Menu Lunch, Grades K-5, Standard (5-Day) Schedule Pending (2 OF 2 FILES)
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1. Click “New Menu”

Maw e
Pleaze chok Hew Menu' o add 2 Meal Merw

The screen will reformat and look like this:

Please click 'New Menu' to add a Meal Menu

€3 Menu Name: € Meal Type: =l Continu
2' |_Cancal |

2. Menu Name
e Type in the name of the menu. The menu name must be unique for each upload. For example: if
you used 'Arizona Menu' for lunch, you can’t use it for breakfast. You might call it ‘Arizona Menu
Breakfast," instead.

3. Meal Type
Using the dropdown menu, select the option:
e Breakfast

HELP

If you do not see the option “Breakfast™ listed in dropdown, and you do participate in breakfast,
you have incorrectly filled out ““Meal Participation” in Step One: Package Type. Click “Cancel”
in Step Three. Refer to page 24, “Needing to Restart your Package™. Once the package is
restarted select “Lunch and Breakfast™ in the “Meal Participation” dropdown.

Without clicking “Continue™, the screen will re-format and the window will add another set of dropdown
selections.

€3 Menu Name: Arizona Breakfast Menu € Meal Type: Breakfast| ~ | | Continue |
4, {) Grade Group: El () Meal Pattern: E

4

4. Grade Group
Using the dropdown menu, select the options:
e Pick the selection that has the appropriate grade group and operating days for the breakfast
menu you are adding.
L]
HELP
The dropdown lists all possible age/grade groups for the New Meal Pattern breakfast only.

5. Meal Pattern
Using the dropdown menu, select the option:
New Meal Pattern

@3 Menu Name: Arzona Breakfast Menu @» Meal Type: Sraakfast[ =] |_continue |
@ Grade Group: Sreakfast k-12 5§ Day[~ | @) Meal Pallern: Traditional [=] Cancel |

Click “Continue” if all fields are correct.
If one or more fields are incorrect, you may change them before clicking “Continue™.
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Once “Continue” is clicked, you will see this screen asking for THREE file uploads:

— Edit Menu
) Menu Name: Breakfast Menu Type: Breakfast, Grades K-5, Standard (5-Day) Schedule Meal Pattern:New Meal Pattern
N
H\\tus Ttem Description File
@ 1.0ne Week Menu Breakfast, Grades K-5, Standard (5-Day) Schedule B i T [ G e s T
Then click the 'Save’ button to upload it.
[ Browse... |
@ 2. Breakfast Menu Worksheet Click the 'Browse" button to select a file
Then click the 'Save' button to upload it.
[Browse... |
(7)Te LT e Click the '‘Browse' button to select a file
Then dlick the 'Save' button to upload it.
'\
[ cancsl ][ Save ][ Delete ]

1. Upload the One-Week Breakfast Menu
e Click the “Browse...” button.
e A screen will pop up for you to find the file.
e  Select the file and click “Open”.
o Afile should now be “attached” and the field should be entered with text.

HELP
Upload the completed file containing the specific one week menu for the meal pattern and meal type
chosen. This one week menu must represent the same week for all lunch menus and breakfast menus.

2. Upload the Breakfast Menu Worksheet
e Click the “Browse...” button.
e A screen will pop up for you to find the file
e  Select the file and click “Open”
o Afile should now be “attached” and the field should be entered with text.

3. Upload the Nutrient Analysis
e Click the “Browse...” button.
e Ascreen will pop up for you to find the file.
e  Select the file and click “Open”.
o Afile is attached when the field is entered with text.

HELP

If you have selected the wrong file, you must click the “Browse” button again. A window will pop up to select the
correct file and click “Open”. This will REPLACE the file. You may not upload more than one file in each file line.
You can only “Delete File” AFTER you have clicked “Save™.

Click “Save” if you want to upload the file(s) attached.

You can click “Save™ before all files have been attached.

You will be able to Edit and Delete the file(s) after you click “Save™.
Click “Cancel” if you do not want to upload any of these files, but still want Menu Name to exist.
Click “Delete” if you do not want to upload any of these files and do not want the Menu to exist.

Once you have clicked ““Save” the page will refresh and Step Three will show the following table:

Breakfast Breakfast, Grades k-5, Standard (5-Day) Schadule Panding (3 OF 3 FILES)




Once “Continue” is clicked, you will see this screen asking for THREE file upload“.[ cancel || save |[ Delete |

n

— Edit Menu
{3 Menu Name: Breakfast Menu Type: Breakfast, Grades K-35, Standard (5-Day) Schedule Meal Pattern:New Meal Pattern
Status Item Description File

(7] 1. One Week Menu Breakfast, Grades K-5, Standard (5-Day) Schedule Click the ‘Browse’ button to seledt a file

Then click the 'Save' button to upload it.

(7] 2. Breakfast Menu Worksheet (including Simplified Nutrient Assessment) Click the ‘Browse' button to selact 3 file
Then click the 'Save' button to upload it.

1. Upload the One-Week Breakfast Menu
Click the “Browse...” button.

e Ascreen will pop up for you to find the file.

e  Select the file and click “Open”.

o Afile should now be “attached” and the field should be entered with text.
HELP

Upload the completed file containing the specific one week menu for the meal pattern and meal type
chosen. This one week menu must represent the same week for all lunch menus and breakfast menus.

2. Upload the Breakfast Menu Worksheet (including the Simplified Nutrient Assessment)
DO NOT upload this workbook in a PDF format or separate the Simplified Nutrient Assessment Tab. ADE will only
accept the Breakfast Menu Worksheet and the Simplified Nutrient Assessment as ONE EXCEL file.

e Click the “Browse...” button.

e Ascreen will pop up for you to find the file.

e  Select the file and click “Open”.

e Afile should now be “*attached” and the field should be entered with text.

HELP

If you have selected the wrong file, you must click the “Browse” button again. A window will pop up to select the
correct file and click ““Open”. This will REPLACE the file. You may not upload more than one file in each file line.
You can only “Delete File” AFTER you have clicked “Save™.

Click “Save” if you want to upload the file(s) attached.
Click “Cancel” if you do not want to upload any of these files, but still want Menu Name to exist.

Click “Delete” if you do not want to upload any of these files and do not want the Menu to exist.

Please dick "New Mena” to add 3 Meal Menu. | New Meau

Breakiast Breadfast, Grades K-5, Standard (5-Day) Schedule Pending (2 OF 2 FILES) Edit

Once you have clicked ““Save™ the page will refresh and Step Three will show the above table
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1. Click “Edit”

[-ISTEP FOUR: LOCAL WELLNESS POLICY

) Local Wellness Policy:

) Local Wellness Policy Document: No File Uploaded

Edit |

HELP

If you are unable to select “Edit” because the button is grayed out, scroll through this webpage
and make sure there are no Steps open. If any Steps are open, click “Cancel” or **Save™ for that
Step. Only one Step at a time can be edited.

[-ISTEP FOUR: LOCAL WELLNESS POLICY
{9 Local Wellness Policy: Iz‘

Click the 'Browse' button to select a file

) Local Wellness Policy Document: Then click the 'Save' button to upload it.

Cancel

2. Local Wellness Policy
Using the dropdown menu, select the option:
e Updated in Current School Year
e Only have Local Wellness Policy from previous year(s)
o Do not have a Local Wellness Policy (any year)

If you select “Updated in Current School Year” or ““Only have Local Wellness Policy from
previous year(s)”

The screen will reformat and the field to upload the Local Wellness Policy Document will be available:

[-]STEP FOUR: LOCAL WELLNESS POLICY

3 Local Wellness Policy: Updated for School Year 2012-2013 [=]
Click the 'Browse' button to select a file
() Local Wellness Policy Document: Then click the 'Save' button to upload it.

Browse...

| Cancel | |

Upload the Local Wellness Policy Document

Click the “Browse...” button.

A screen will pop up for you to find the file.

Select the Local Wellness Policy that matches the status you selected and click “Open”.
A file should now be “attached” and the field should be entered with text.

HELP

If you have selected the wrong file, you must click the “Browse” button again. A window will pop
up for you to select the correct file and click ““open”. The file will REPLACE the old file. You
may not upload more than one file.

There is no way to delete a file AFTER you have clicked selected the file and clicked “Open”.
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Click “Save” if you want to upload the files attached.
You may click “Save” to save the dropdown selection, even if a file has not been
uploaded.
You will be able to edit the dropdown selection and file after you click ““Save”.
Click “Cancel” if you do not want to save the dropdown selection or the attached file.
If you selected “Do not have a Local Wellness Policy (any year)

The screen will reformat and field to upload the Local Wellness Policy Document will stay grayed out.

[-]STEP FOUR: LOCAL WELLNESS POLICY
) Local Wellness Policy: Do not have a Local Wellness Pdlicy {any year) m

Click the Browse' button to salact z file
¢3 Local Wellness Paolicy Document: Then click the 'Save' button to upload it.

. Gancel J Save

Click “Save” if you want to keep the dropdown selection.
You will be able to edit the dropdown selection after you click “Save™.

Click “Cancel” if you do not want to save the dropdown selection.
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Click “Edit”
[-JSTEP FIVE: ATTESTATION BY SIGNING AUTHORITY

%] Attestation Statement: As an authorized representative of the sponsor named on this application, I do hereby attest that this sponsor and all sites

under its jurisdiction operating the National School Lunch Program authorized under the Richard B. Russell National School
Lunch Act (42 U.5.C. 1751 et seq), and/or the School Breakfast Program authorized under the Child Nutrition Act of 1966 ( 42

U.5.C. 1773), are in compliance with the meal pattern requirements in effect for the current school year signified by this
application, as set forth in 7 CFR Part 210.10 and 220.23, as applicable.

1 agree

=T
HELP

If you are unable to select “Edit’” because the button is grayed out, scroll through this webpage

and make sure there are no Steps open. If any Steps are open, click “Cancel’” or “Save” for that
Step. Only one Step at a time can be edited.

Read the statement and click, “I agree”

STEP FIVE: ATTESTATION BY SIGNTNG AUTHORITY

(7] Attestation Statement: As an authorized representative of the sponsor named on this application, | do hereby attest that this sponsor and all sites
under its jurisdiction operating the National School Lunch Program authorized under the Richard B. Russell National School
Lunch Act (42 U.5.C. 1751 et seq), and/or the School Breakfast Program authorized under the Child Nutrition Act of 1966 ( 42
W.5.C. 1773), are in compliance with the meal pattern reguirements in effect for the curent school year signified by this
application, as set forth in 7 CFR Part 210.10 and 220.23, as applicable.

[#] 1 agree

Click “Save”

STEP FIVE: ATTESTATION BY SIGNTNG AUTHORITY

(7] Attestation Statement: As an authorized representative of the sponsor named on this application, | do hereby attest that this sponsor and all sites
under its jurisdiction operating the National Schoel Lunch Program autheorized under the Richard B. Russell Natienal School
Lunch Act (42 U.5.C. 1751 et seq), and/or the School Breakfast Program authorized under the Child Nutrition Act of 1966 ( 42

U.s.C. 1773), are in compliance with the meal pattern reguirements in effect for the curent school year signified by this
application, as set forth in 7 CFR Part 210.10 and 220.23, as applicable.

[#] 1 agree

| cancel | | Save |
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[-] STEP SIX: SUBMIT PACKAGE

I UNDERSTAND THAT SELECTING 'SUBMIT' LOCKS THIS PACKAGE FOR REVIEW | SUBMIT

BEFORE clicking “Submit™, ensure all fields have been completed correctly and all documents
have been uploaded.

Click “Submit” if you wish to send the complete Certification Package to ADE for review.

A window will pop-up for you to confirm that you wish to submit your Certification Package:

[-1STEP FIVE: ATTESTATION BY SIGNING AUTHORITY

@) Attestation Document: Click the 'B 1
= Then click f Message from webpage =5

C-\Userslemi

I ) N Tunderstand that by clicking 'OK'

' Tam submitting this package for review and
"~ the package cannot be modified during the review process. MJ M
[-] STEP SIX: SUBMIT PACKAGE
1 UNDERSTAND THAT SELECTING 'SUBMIT' LOCKS THIS PA( oK ] I Gancel

Status

Click “OK” if you wish to send the complete Certification Package to ADE for review.
You will NOT be able to edit any part of this webpage AFTER “OK”” is clicked.
You will be able to VIEW all documents after ““Submit™ is clicked.

Click “Cancel” if you do not want to send the complete Certification Package to ADE for review.
You will be able to modify the Certification Package if you click “Cancel”.

HELP
If the package does not submit, you are missing one or more missing fields or documents.
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Find Step One: Pacakge Type on the web-page
Click ‘Edit”

[-]STEF ONE: PACKAGE TYPE

Sponsor Name: Math and Science Success Academy, Inc. (10-87-98-000) Package Status: Pending

{3 Certification Checklist Package: Package A ( Lunch Cpticn 1 - Requiring 3 Nutrient Analysis for Each Menu Type. )

{3 Month represented by one-week menu: October ) Meal Participation: Lunch Orly

) |

If Edit is grayed out, and you are unable to select “Edit, scroll through this webpage and make

sure there are no Steps open. If any Steps are open, click ““Cancel” or *““Save” for that Step. As a
reminder, only ONE Step at a time can be edited.

The screen will reformat and the window will add the option “Restart™:

STEP ONE: PACKAGE TYPE

ew Loal (07-21-22-000)

Packaga Status: Pending
wn Checklist Packages Package A [ Lunch Sptien 1 - Regur

5 M-mih ropresented by one-week menu; October ) Meal Participation: Lunch Crly

Restart | Cancal

Click “Restart”
A window will pop up:

the Menu Certi Message from webpage =

hanged witho

= ) This will PERMANENTLY remove this Package AND any uploaded files
associated with it

I - Requiring 3 Nu

Click “OK” if you want to delete this Certification Package.

You will NOT be able to see any fields or documents previously uploaded. This button will
permanently delete any entries.

Click “Cancel” if you do not want to delete this package.
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