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Online Free
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Parents’ Guide
to Getting
Started



Adding Students to Account
On the Home Page, Click the Add Student button.
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Hame = Actount * Applications = Income Sucveys ~ Pass on Application ~ Students * Contact Us ~

Start > Your Students

Your Students

All students assigned to your account are shawn below.

Name School District School Grade

Howard, Ein ' Documentation Apple Grove Apple Grove High School 1

Enter the Zip Code of your first students’ school.

1 T Logged in as Eugene Hossenpheffer | Log Out |
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Home » Account * Students v Contact Us ~

Start > Your Students > School Search

Find Your Student

To search for your student, start by entering the zip code of the school your student attends.

School Zip Code: 16803 B

Click the Continue button on the bottom.

Available schools will be displayed. Click on the blue SELECT to the left of your students’ school.



Logged in as Euoene Hossenpheffer | Log Out ‘
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Start > Your Students > School Szarch > School Setection

Find Your Student

Schools located in the entered zip code are shown below, Click the Select link next to the school your student attends.

i School ; . City State Zip Code ‘
| Seqt | Apple Grove High School  State College A | 16803 |

Select | Apple Grove Jr High School  State Collge eA 16803
| Select | Chenry il Middle School | State Coliege | PA | 16303 |

Select | Washington Elementary State College FA . 16803

Enter the Required information and Click on the Continue button in the lower right.
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Start > Your Students > School Seath > School Seiection > Student Ssarch

Find Your Student

Please enter your student’s information for each of the fields shown below,

Schoot: Apple Grove High Scheol

First Name: | ! j

Last Name:

Note: each school may establish their own criteria for Finding Your Student. Please contact the school if
the search function is unable to Find Your Student.

Verify the information and Click on the blue Add to the left of your students’ name.



ContactUs~
Start > Your Students > School Search » School Selection > Student Search > Student Selection

Find Your Student
If your student is shown in the list below, click the Add fink next to their name in order to 2dd them to your account.

| ~ Student Grade

Add : Howard, Erin

You will be returned to the Home page. You can continue to add additional students as needed.



Start a New Application
On the Home Screen, click the Applications link.
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Home

Account Applications Income Surveys

View and make changes to your user account informati Submit an application and review pending or submitted Submit an income survey and review pending or
applications. submitted income surveys.

Pass on Application Students i Contact Us

Indicate that you are deckning to submit zpplication Review or moddfy students associated with your account. Contact the LunchTime support taam.

infermation.

Next, click the Start New Application button

Your Applications
Students that attend different school districts cannot appear on the same application.

#0f
Students

School District Application State Software Status

' Application ID Application Status

@ No Applications
! "




Enter Demographics
Complete all required fields (as indicated by *) in the Demographics Page.

Swet v Your Applivasces » Doamagraphics

Application Demographics
Complete the information below ta start the process of adding a new application or editing an existing application.
* denates required Feld

Application I e Mpplicatiza
First Name* [ .

Middle Name=

Last Mama?*

l
l
Hame Suffo: ‘
Last 4SSN |
Ho SSH
Address*

Address Line 2:

State*
Zip Code*
dokile Phame:

Home Phame

|
!
o L
I
|
|
I
|

‘Work Phana:

Household Information
A howseheld mesber is amyone who is [ing with pou and sheres income ard espesises, even if not refated to you.

Househald Size l', il o E

Additional Applicant Information
Pleasz check the box below i you are applying for bemefits far y af on this spplication. Cnly check this box if you are 2 studert.

D1 will e Inted as 3 student on this application.

Click the Continue button to move to the next section.



Assign Students
From the students listed in the top section, click Add link to include the student on the current

application. If a student was previously added to an application, that student will not be available.
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Harre - Rzt - AgveryEs -

o v Vour bgpleatons » Damaguphat » Sateds

Assign Students

Plagns a4 each staddent inuidunly by claking the Add Erd net 1o thalr nare or cick the ASd A Students buron ¥ you want 2 add o of your shaderss i thia spplicasion Lach
stodert e the sppfication Fuet aterd the seme wchool ditrct. Dk stodert may erly sppear on one appication in your srourt If 2 stadient b ot sppearing n the [o2 of salible
shaderts, pither the 3 bool gairict s not turestly actepting applicasions or the saudent exits on arother spplication in your ot

}E Nas sansol Diabist tobost Grds i
ﬂ: pid ‘ Moaesd, Erin | Domusrtaton Aspie Grave ! e Grave Vigh Schal Y

Students on this Application :

Click the Reenove Bnk rest 1o sy student you wh 1o remoer Fom this applesion

Applicstion 155

’ CNams Sehzal Deatrich i seasal crata

i @ o Sustorts ‘

Click Close on the confirmation screen

n

o Siudenl added Lo this applcalicn.

Click the Continue button.



Special Living Situations
If the student is a Foster Child, is Homeless, is a Runaway, or is Migrant use the Modify link next to the
student’s name to indicate these special situations.

Logged in as Eucene Hosseroheffer | Log Out |
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Home~ Account ™ Applications ™ Income Surveys ~ Pass on Apphcation ™ Students = Contact Us ~
PF ) pp

Start > Your Appiications > Demographics > Students > Living Stuations

Special Living Situations
Click the Modify link next to each student that you wish to modify ther special living situation status. Special living situations include: Homeless, Migrant, Runaway, Foster Chitd, etc.

Application 1D: 73235

School District School Grade Living Situation

i Name
&q Modly  Howard, Erin | Documentztion Appls Grove | Apple Grove High Schodl 1 | None

Living Situations
Check any Living Situations that apply for the given student. Click the Update button when complete.

g Logged in as Euoene Hosseroheffer | Log Out |
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Home~ Account ™ Applications * Income Surveys ~ Fass on Applcation ™ Students = ContactUs =

Start > Your Applitions » Demographics » Studerts > Living ShmSons » Nodify Living Stuation

Special Living Situations
Indicate any special living situations that exist for the selected student.

Application ID: 73235
Student: Howard, Erin
School Apple Grove High Schaol
Living Situation: [ Foster Child
(JHomeless
O Migrant

O Runaway

Once the Living Situations have been entered (if applicable) click the Continue button.



Children’s Racial and Ethnic Identities (OPTIONAL)

Click on the appropriate boxes, or click Continue to skip these questions.

X 1t Lopged inas Eucere Hoscerchetter | Log O |
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ncome St

Start > Your Aoplications > Darmogephic » Stderks » Lhing Stusfons » Pada and Bihnic

Children's Racial and Ethnic Identities (Optional)

Itis a requirement to ask for information abeut your children’s race and ethnicity. This informaticn is important and helps to make sure the cemmunity s fully served. Respending to
this section is optional and does not affect your children's efigieTty for free o reduced price meals.

Application ID: 73235

Ethnicity (check one):

CHispanic or Latno  [Not Hispanic or Latina

Race (check one or more):
CAmerican Indian or Alaskan Native [CAsian [8lack or African American  [iNative Hawaian or Other Pacific lslander DWhite

Lm)

v

Assistance Programs

Enter details regarding assistance programs if applicable. This information is not required. If the family
does not participate in these assistance programs or prefers not to include these details, click the
Continue button.

= £ Loggedines Eucene Hosercheer | Log Out |
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Start » Yor Appfcetions > Demogrephic > Studsrds > Lving Shustiors » Face and Bhric » Assistance

Assistance Programs
i anyone in your household participates in SNAP, TANF, or FDFIR 2l students ca your application are efigible to receive free maals.

Ahousehold is defired 2s a group of people, related or unrelatad, that usualy fve together and share income and experses. This includes grandparents or cther extended famiy
members that are [fving with you. It 2lso indludes pacple that are rot currently Fing with you, but are only away on & temporary basis, Fke iids that are away 2t college. tindludes
people regardizss of age or whether they eam or receive income.

If anyene in your heusehold (including you) currently participatas in any of the following programs, please select one or more of the checkbaxes below. I not, dick Contirue.
Application ID: 73235

O Supplemental Nutrition Assistance Program (SNAP)
OTemperary Assistance for Nezedy Famifies (TANF)
[ Food Distribution Program on Indian Reservetions (FDFIR)

Pl

If an Assistance Program was selected in the previous screen, the Household Members and Income
sections below will be skipped.



Household Members

Begin to enter the Household Members by clicking the Add Household Member button. Please include
all members of the household including those with zero incomes and small children. Note: this section is
not applicable if an assistance program was selected.

1,/ Logged in 2s Fucene Hosserorefler | Log Ot |
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Appiications ~ Income Surveys * Pass on Apphcaton ™ Students ~ Contact Us =

Start > Your Appiications > Demographics > Studerts > Living Stustions » Rada and Bthric > Assistarce > Household

Household Members

Please list 2ll members of your househeld. The total number of people listed on this screen must ba the same as the househeld size specified on the demographics sereen. The
applicant and student(s) have been automatically added to this list and cannot be removed.

Applicaton ID: 73235

Household Size: 3

\L Name Source

! 1
Hessenphefier, Eugene | Applizant
Howard, Erin T _ Student

Add Household Member

Once all household members have been added, dlick continue to advance to the income summary page.

Continue

Error Message
You may receive an error message if the total number of Household Members is not equal to the
Household size indicated in your Demographics Screen. Continue to add Household Members until the

total matches the Household size.

o

o The number of household members must match the household
size you specified on the demographics screen.

, D




Household Member Information
All household members in the household must be reported. Click the Add Household Member button to
add another household member. Click on the Save Household Member button to continue.

J

Home ~ Account ™ Applications ~ Income Surveys ™ Pass on Application ~ Students > Contact Us ~
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Start > Your Applicetions > Demographics > Students » Living Stustions > Radsl and Bhnic > Assistarce > Household

Household Members

Please list all members of your household. The total number of people listed on this screen must be the same as the househald size specified on the demographics screen. The
applicant and student(s) have been automatically zdded to this list and canrot be removed.

Application ID: 73235
Haousehold Size: 3
[}
Name Source
Hossenphefier, Eugene ‘ Applcant
| | Howard, Ein T Student

Add Household Member

Once 2!l househo!d members have been added, click continue to advance to the income summary page.

Complete the Household Member Information screen and click the Update button.
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Home ™ Account ~ Applications ~ Income Surveys ~ Pass on Application ™ Students ~ Contact Us ~
Stast > Your Appiicatons > Demogrephics > Students » Laing Stustions > Radal and Bhic > Assslance > Household > Memnber

Household Member Information

Enter the household member information below.
* denates required field

Application I1D: 73235
First Name: - ) .

Middle Name: |
Last Name:* ‘
Name Suffoc ‘

Last 4 SSN: { _




Once all household members are listed, click the Continue button to move to the next section.
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Home ~ Account ¥ Apphcations * Income Surveys ™ Pass on Applcation = Students ~ Contact Us ~

Start > Your AppiGtions > Demogrephics > Students > Living Stustions > Padal and Bhnic > Assistance > Househo'd

Household Members

Please list all members of your household. The total number of people listed on this screen must be the same as the household size specified on the demographics screen. The
applicant and student(s) have been zutomatically added to this list and cannot be removed.

Application 1Dz 73235

Household Size: 3

‘

| Name Source
f : : i

| Modfy = Remove = Hossenpheffer, Baby | Entered
! | |

' Hossenphefler, Eugene . Applicant
i _ ‘ E

| | | Howeard Efn T | Student

Add Household Member

Onee all househo’d members have been added, dlick continue to advance to the income summary page.

Continue

Income Amounts, Frequencies and Types |
Click the Add Income link to enter the income for the selected Household Member. If any children in the
household have income, please include it both here and in the Child Income box.

” e e e o Ve
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Tt > Yor Agicstors > Derograpbics > Suderds » Living Shafiors » Facs and Bheic » Assstarce » Household » brcome

Household Income
Piease enter 28 income For each member of your housshold

Application ID: 73235
Household Income Summary

[ Name Anaeal Incoms
| 2cdincome Hossenghater, Baby 5900

| 04 incoms Hosserghefer, Evgeas 5000

&g Incoma Howzrd EmT L
i Tola! Annoal Hoosshold Inceme:. $0.00

Income Entries




Indicate the Income Amount, Frequency, and Type. If the Household Member has a zero income, enter
0.00. Click the Update button to continue.

Pass on Application = Students ¥ Contact Us ™

Stad > Your AppScations > Demographics > Students > Living Stustions > Radal and Ethnic » Assistarce » Househo'd > income » Detad

Income Detail Entry

Please complete the items below to add additional income for the selected household member.
Income is defined a5 Gross Income, meaning all the money you eam before taxes and other daductions are subtracted.

Application |D: 73235

Household Memben Hossenpheffer, Eugene

Income: £50.00 5

Frequency: ® Weekly
OEvery Two Weeks
OTwice Per Month
OMonthly
O Once a Year
Income Type: @® Work Earnings Amount
O Seif Emplayad Income
OWelfare, Child Support, Alimony
O Pensions, Retirement, Sccial Security
O Other Income

Click Close on the Confirmation screen.

o
|
|

o Income entry successfully added.




Additional Income Sources
If the household member has additional sources of income, click on the Add Income text to add each
income stream.
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Pass cn Application ~ Students ~ Contact Us =

Income Surveys ™
Start > Your Appications > Demcgraphics > Students > Lhing Stustions > Pada and Bthwic » Assstance > Household > Income > Detal

Income Detail Entry
Please complete the items below to add additional income for the selected household member,

Income is defined as Gross Income, meaning all the money you earn before taxes and other deductions are subtracted.
Application ID: 73235

Heuseheld Member: Hossenpheffer, Eugens
Income: 250,00 .

Frequency: OWeekly
OEvery Two Weeks
O Twice Per Month
®Monthly
OO0nce aYear
IncommieType: OWork Earnings Amount
O$elf Employed lncome
@Welfare, Child Support, Alimony
(O Pensions, Retirement, Secial Secunty
O Other Income

Click Update when complete.



Review the information in the Household Income Summary. Add Child Income, if any. “Child Income”
refers to any income earned or received by children living in the household, including earnings from
work, social security benefits, or other sources, that are not from foster payments. Please note: Income
from each child should be reported above in the Household Income Summary. The “Child Income” value
is a total amount of the income attributed to the children in the household

Household Income
Please enter 38 ncome for each member of your hawsehod.

Apglication ID: 95721
Household Income Summary

‘ Name Annual Incoma
Addlncrme | Howard, Erin T | $000
Add bncrme Shiclds, Sesan | 51560000

Totd Anmual Househald lncome: . $15,600.00

Income Entries

, tzms Frequency Type

{ | [ |

{ Remove | Shels, Se=in | Weelly ‘ Viork Earmings Amount

Child Income

Sremetimes children in the household earm o receive income Indude the TOTAL intome (before tanes and deductione) received by ALL children linted above.
Child tncom: 2.0

froquency: 1 Wekly

Back

Once all sources of income are entered for each household member, click the Continue button under
the Household Income Summary.



Confirm Application Information
Review all the information in the Application. Use the Back button to go back to a previous section to
make any necessary changes.

Confirm Application Information
Please review and verify the information thown on this page. i evenything b= correct, s¥ck the Submit Applcation button

Application 0 [ Househald Size: 3
Mame. Hosserphefier, [ugene Mobile Phone: BUOIEINTED
Last 4550 1214 tlome Phare
Work Phate.
Address 31 Science Pork Road
Addies Line 2 Suste 123
Cay: State Callege
State PA
Zip Code 16811

Students on this Application

| Name - school District Scncel Grads  Living Sifuztion

Heward, Erin j Docwrmentaton Apple Growe E Agpile Grove Hhigh Schoo 11 1 Nare

Children’s Racial and Ethnic Identities (Optional)

! Hnparic or Latno ¢ Not Hisparic or Latino

I Arperican ladian or Mlaskan Natse | Asian | Black or Afdcan Amercan | Nathe Msasian o Other Pacife Isharder  Wite

Assistance Programs

Total Arevaal Heusetald feome: | $47, 20000

SHap.
TANE,
Household Members
i Hams . Amaasl ncome i
|
; HeasmrpireTer, Baby | 00 |
[T — | se72mm ;
Howewd, Erin T | 0.0 l




Submit Application

Final Confirmation

| eertify (promise) thet 28 infaemation on this applization & true and that all incame i reported. | understand thst this information is given i connection with the receipt of Federal
fimds, and that school officials may veridy (confirm) the information. | am aaare that if | purpossly give false infoemation, my children may bsge meal and/or Summer EBT benefits, and |
may be prosecited under agplicable State and Federal Laws. For Summer E8T Only: | cestify that | am rot already recaiving Summet £0T benefits in another State.

And

By chaeking the | Accept’ bax below, you are signing this Agreement elzctraricaly, You agree that your elautronic sigrature is the legal equsadent of your manual signature an thiz
Agreement. By checking | Accept’ you consent to be legally baund by this Agresmend’s tesms and eomditians.

&[‘J I Accept

Back

Review all information. Click the checkbox to confirm that the information provided is accurate and true
to the best of your knowledge. Click the Submit Application button to finalize the application and
submit it to the school district.

A final screen will be displayed. By clicking the Yes button, no further editing will be permitted. Confirm
that you wish to submit the application by clicking the Yes button.

|0

A Submitting this application vl transfer this information to the
school district for precessing. Mo further editing of the application
wil be parmitied. Do you want to submit the application information
now?




Application Submitted

A final screen will provide details regarding the next steps. And email indicating the determination for
your application should arrive withing24-48 hours. Be sure to check Spam and Junk folders if you do not
see this email.

Application Received

Thank you for submitting your Free/Reduced Application information. Your application information has been received and will bz processed by the school district, While the application
is processing. it will show as pending. Once it has been processed by the school, you will receive an email indicating the determination for your application. Should you have any
questions regarding the final determination of your application, please contact the school directly.

If you do not receive the determination email after your application has been marked as processed, please check your spam folder just in case the determination email got defivered
there instead of your inbox.

Additional Applications
If additional applications are required for other school districts, use the Start New Application button.

Return to this section to see any updates in Status.

Your Applications
Students that attend different school districts cannot appear on the same application.

Application D Application Status :::nm School District Application State Software Status

73235 i Documentation Apple Grove . SUBMITTED PENDING




