Applying for Free or Reduced Lunch
using the Meal Benefit Application

The Meal Benefits Application allows parents/guardians to electronically submit Meal Benefits to
their district.

In order to complete the Meal Benefits Application, the application signer must complete the
following steps:

Log into Infinite Campus Parent Portal:
Once logged in click on More and then Meal Benefits Application
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Meal Benefits Application click here to start the application process. c

Reports on this page require the Adcbe Acrobat Reader (free). ’\‘seu %:
hdobe

Step 1. Register PIN Number/Electronic Signature

In order to submit a legally-binding application to the district, an E-Signature PIN must be
established. If you already have a PIN, skip to Step 2 in this guide. The E-Signature PIN allows
users to submit an electronic signature along with the application which is treated the same
legally as a signature made on the paper application.



E-Signature ®
“fou do not hevs an E-Signature PIN

The [Insert DISTRICT NAME HERE] has adopted ihe use of 2Iecironic SIgnatures 1or Some docUments. By regisienng and creating your eiecironic
signature PIN you will be able to apply your signature electronically to some documents the district publishes that require your signature. Registration is
easy to complets and takes less than & minutes.

Once registered, documents or applications that accept an E-signaiure may also give you the oplicn 1o not use your electronic signature and instead print
the document. sign. and submit the paper form Kot all documents or applications wil require a PIN

| Would you like to create your E-Signature PIN now?
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Photo: Notification of No E-Signature PIN Established

To create an E-Signature PIN, click theYes button. The Create your PIN editor will display.
Note: if you click the No button, the Meal Benefit Application will be closed and you will have to
start the process over again or submit a paper application, found at the student’s school.

E-Signature *

Create your PIN @
PN

Re-enter PIN

Photo: Create your PIN editor

To create a PIN, enter the PIN, Re-enter the PIN, enter your current Campus accountPassword
and select the Submit button. Your PIN is now saved within Campus and available for use with
any documents or forms which require a PIN for signature or verification. To change your PIN,
go to the Account Management tool. Your PIN must be 5 characters long. Characters can be
any combination of letters, number and/or special characters (!@#$%"&*+?~|=). You must use
two different character types in your PIN

Step 2. Review the Letter to Household

The application signer must review the Letter to Household prior to beginning the application
process. This letter contains important information and guidance about the online Meal Benefits
Application.



After you review or print the letter for reference, click the Next button to review the application's
instructions.

. Meal Benefits Application x®

e e

Letter to Household contains important information you will need during the application process. You may print a PDF of this letter by
selecting the print icon. Select 'Next' to continue or "Quit' to stop.

letterToHousehold.fop

Letter to Household

Dear Parent/Guardian:

Children need healthy meals to learn. McLean County Unit 5 School District offers healthy meals every school day. Breakfast
costs $1.45; lunch costs $2.25 (Ele) / 2.30 (Jr. High)/ 2.30 / 2.80 (High School). Your children may qualify for free meals or for
reduced price meals. Reduced price is $0.30 for breakfast and $0.40 for lunch. This packet includes an application for free or
reduced price meal benefits, and a set of detailed instructions. We cannot approve an application that is not complete, so be
sure to fill out all required information. Below are some common questions and answers to help you with the application
nrorAss

Timeout
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Photo: Reviewing Letter to Household

Step 3. Review Application Instructions

The application signer must also review the Application Instructions prior to beginning the
application process. These instructions can also be printed and contain important information
about the application process and submission.

After you review or print the Application Instructions for reference, click the Next button. The
Signer Confirmation screen displays.

. Meal Benefits Application x®

Application Instructions will help guide you through the application process. You may print a PDF of this letter by selecting the print icon.
Select 'Next' to continue

How To Apply For Free And Reduced Priced Student Meals

You are submitting an application for the 2020-2021 School Year. Application Instructions will help guide you through the
application process.

It is recommended you gather any household income information needed and review your household members in the
Household Information section of the Portal for accuracy prior to starting the online application. The USDA's definition of a
household member is any child or adult living with you.

NS S SL

An electronic signature PIN is required to submit your online Meal Benefits Application. If you do not have an electronic >
Timeout
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Photo: Reviewing the Application Instructions
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Step 4. Review and Confirm Signer

Once both the Letter to Household and Application Instructions have been reviewed, the person
completing the online application must confirm their identity as the application signer. If the
identity information is correct, select the Next button. If you have had a change in address
please contact your student(s) school(s).

Meal Benefits Application = ||
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Please review the application signer's name and household address below. Confirm you are the person signing this online application by
selecting 'Next'. Select 'Quit" if you are not this person or if you do not wish to continue

[name] you have been identified as the household member signing this Meal Benefits Application.

You are applying for meal benefits for all household members living at the address below. If the address is incorrect, please
contact your child(ren)'s school to request a change.

Primary Address:
1234 XYI Drive
Normal, IL 617748

Photo: Verifying the signer identity

Step 5. Confirm Household Members

The application signer must confirm all people living within their household. Mark the checkbox
next to the name of each person within your household. Once all members have been marked,
select the Next button.

Meal Benefits Application

x

Household Members are listed below. You must confirm gach person iving in your household by selecting the check box next to their name. If
a perzan licted below is no longer living in your household, do not check the box next to their name. If there are persons missing from your
household you will need to add them by selecting the 'Add Household Member' button. You are not allowed to edit existing household member
information or uncheck the application signer. After you have identified and/or added household members select 'Hext' to continue.

Hame Gender Dos. School Grade
Smith, Jamos John (Sgner) F
@] smin, Jans Mana =
= Anthony u 111011995 Senier Hgh 12
= F oamE0n

If you need to add additonal household members click here. Add Househald Member
Tmeout

Photo: Verifying Household Members




If a person is listed that should not be considered a household member, do not mark the
checkbox next to their name. This does not remove them from the household within Campus,
but does exclude them from the application.

In order to complete the remaining steps of the application process, it is critical Household
members are identified.

Adding a Household Member

If a household member does not appear in the list, you can manually add them. This often
occurs when someone has just moved into the household or the person filling out the
application does not have access to a specific family member within the Portal.

1. Click the Add Household Member button.
Result
The Add Student/Non-Student Member editor displays.

Qb STwcbent M -Student Member ®

Select the type o pedson you ane alding o yours household, eithed stadeal of aoa s ent, L stideal is 8 paran
wio will e enrollad in e schonl disticl dicng e school year. & non-studart i 2 persen who will net be
enmollad in the schood district during the cchool year Complota tha required fiaids apd soioot "Save’ whan
finshed or ‘Cancel' to setum to tha housebold members soeen.

* Resyuired
Student (cumertly enralled in Campus Schodl Cistrcl)

Mon-Siudent

2. Select whether the person is a Student or Non-Student and click the Save button.
e A Studentis a household member who will be enrolled in the district during the
school year.
e A Non-Student is any household member who will not be enrolled in the district
during the school year.
Result
The Add Student/Non-Student Member window displays.

Ardd Siudes ) on - Shedant Member *

Seakinct e Typa of parson pou &6 edding o yeur howsshold, sither stedant o nos-studest. A studeal is & paron
weben il b welbad [n e schioed Sisinien during e schiool pes & son-stedam B o perse wie il no ke
amolia il b e schoeod diswics diring e schood yest Comphits the el rid ekds and salec Seve’ whan
Bimished 21 ‘Cancal o wien o e bomehold mosbar scee.

* Blequired
@ Shudeek [cumanly anrolked i Cormgas Sehool District)
Har-Student
* List M e * First Hamu; Middle Kame: Saffix; Gandes:
(£ St Bimikes St bateid | Grade




3. Enter information about the household member in all required fields and select the Save
icon. Required fields display with a red asterisk.
Result
The Household Members Confirmation screen displays. The added household member
appears on the Household Members screen with the words (Manual Add) appearing
after the person's name. To remove the person from the household, select the black X
on the far right of the screen.

e The School and Grade (and Student Number, if known) fields are important for
application processing as the FRAM Processor uses these fields to better identify
and match this student to records within Campus.
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4, Once all household members have been identified, select the Next button.

Step 6. Indicate Meal Benefits
Once household members have been identified, the application signer is asked whether any
household members receive SNAP, TANF or FDPIR benefits.

I Meal Benefits »
=

Do any household members receive benefits? (SNAP, TANF,
or FDOPIR)

Ho Yez
2

Photo: Identifying SNAP, TANF, or FDPIR benefits



If household member(s)... Then...

do NOT receive benefits click No. You will be directed to the Children screen gee Step 7).

DO receive SNAP, TANF or FDPIR  click Yes. Enter the benefit case number then clickNext.

benefits Weal Benefits Apglicetion

i e e Y ey e ey Ty Ty

Enter the berefl case number. Seiect Nedt' to carfinue

= Reauinad

& Plzase enter the bansfit case numbes

3 Terewt

Step 7. Confirm Child Household Members
Now that household members have been established, children in the household must be

identified. Mark the checkbox next to the name of each child household member then click
Next.

| Meal Benelils Application

e e e e y— o— y— oy yo—

Student Members of the househald must be confirmed by selecting the check box next to their name. A student is a persan wha will be
enrolled in the school district dunng this school year. Meon-student members should not be selected. Afler you have identfied student
members select ‘Mext' 10 contrue

Hama ‘Gancer BOE School Grado
Sty , lmmos John [Sgnen) F
= Exampie, Pareat (Nansal &dd) F
Evample, Student (Mansal Addj W (afal = 3 Yikmar Hiddie School 0s
| Smin, Jane Hane F
F Emih John Arhory '] i1 DS Al Sonir High 123
¥ Smih, Suse Mans r D& LA
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Photo: Identifying Child Household Members



Step 8. Indicate Foster Children
Once student household members have been identified, the application signer must indicate
whether any of the student household members are foster children.

Ifa
household
member...

IS a foster
child

is NOT a
foster child

Gender DoB School

Foster Children o

M Are any of the students foster children?

i SO TIZOTT

Photo: Identifying Student Foster Children

Then...

click Yes. Mark the checkbox next to the name of each student household member that is a
foster child, enter their Monthly Income and select the Next button.

click No and go to step 9.

Meal Bemafits Application x

pr—

Foster Children must be confimmed by selecting the ¢ heck box next 1o their name. Enter any income the foster child receives. After you have
identified foster children select 'Nest' to confinue

Hama Gender Do EChool Grads Moadhly Income
I ] Ecample, Stucknd (Wanusl Add u 1908 Niddie School ] L 1000
| Smh . Jehn Antheny | IS Seaior Hgh 12 5
s, Suse Here r AU 5

Timeouk

Photo: Selecting Foster Children



Step 9. Indicate Migrant, Homeless, Runaway, and Head Start Children
Once Foster students are identified, the application signer must indicate whether any of the
student household members are Migrant, Homeless, Runaway, or Head Start children.

faender N Sehananl
Migrant, Homeless, Runavray, and Head Start Children *®

Are any of the students Migrant, Homelass, Runaway or

Head Start?
o

Photo: Prompt for Migrant, Homeless, Runaway, or Head Start Children

If a household member... Then...
IS a Migrant, Homeless, click Yes. Select one of the following options from the Student Indicator
Runaway, or Head Start child dropdown for the appropriate student(s) then click Next:
Homeless, Runaway, Head Start, Migrant.
Ml Biswlis AppSCati "

Migrant, Homele:ss and Funavay Children must be confrmed by sesecting e Sudent boicator n the drop st &fler you have idertfied
Miaram. Homeass and Founawsy dhidran saket Ma 16 ¢oitin

Hame Geedor Lo ] SAcraad Gepe Ftudeat ndicator
- E] -
|
Runansy
Hesd St |
po st
= soias
is NOT a Migrant, Homeless, click No and go to step 10.

Runaway, or Head Start child

Photo: Identifying Migrant, Homeless, Runaway, or Head Start child(ren)
Step 10. Enter Household Gross Income
Now that household members have been identified, income must be entered for each member

of the household who earns or is given any of the listed income types.

Per USDA policy, income may only include whole dollar amounts.



If...

you want to enter
income

Then...

indicate each household member's income by selecting the Add Income button and
entering their income amount.

infarmation S — .
imvores T Arvrae Fromuwecy
= ED
OR
Mark the No Income checkbox for each household member that has no income.
Do ﬂ-lm Asd IReoma ‘51
(e iv]
G-
Once all household member income is entered, click Next.
you do NOT want  click Next.
to
enter income If income is not specified, you are certifying that you have no income to report Your
information application will be processed as No Income and be approved for free benefits.
| Meal Benafits Application

s o, — — o o,

If a Student Indicatar has been selected for every student, incarme information is not required. Providing your income informatian may help
with the district werfic ation precess. For each Aduk Household Member listed, repord {ota income for each source in whole delars only.
they do nat recehse Ncome from any sounce write 00 I you enter '0° or leave @y fiekds blank, you are certilying that there i no incame 10

regart

Cendor ooE Ha Income A Incars Student Indicator  Total Income

Hean-Ehsdent Househobd Memibers

Emith , Robard (Eigner)
S, Aleandm
Student Houzsbold Membars

G | Merians

Temeeut

F T U150 F
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Photo: Indicating Household Member Income



Step 11. Review Household Information for Accuracy

Now that household members (and their benefits) have been identified, household information
must be reviewed for accuracy.

The Total Income column lists the total amount of money each household member makes
based on the frequency noted (i.e., monthly, yearly, etc). Frequencies listed in this column are
automatically annualized across all members. The Total Household Income field indicates the
total amount of income the household (all members included) earns per year. The Total
Household Size indicates the total amount of members within the household.

Review all the information on the screen and if it is accurate, select the Next button. If this
information is incorrect, select the Previous button to go back to the previous step and correct
inaccurate information.

Meal Banefits Application X

FRaeviaw the housshold information below for accuracy. If any of the information is incormect. select 'Previous’ to go back and correct the data.
After household rformation is resmewed select ‘Mexd' o continue

Hame Genider Doe School Grande Eienafis Sudent indicory  Tolal Income

Mon-Shederd Hopxshokd Bembers

31 50000 Twice
Usnth}
Examspla , Parent o i
(Manual sad SO0
Snilth | Jueg Mirk F 18000 [Marke]
Btudent Housshold Wemibars

Exanmpla, Studemt ,

(MEnus Ay 1111958 ‘Wilmar Widdie Schosl oa Foihe S10.08 Mokl

Siralk | Jobin Aathony H D s Wilmar Seniar High 12 5500
Sireds . Sume Wem F B2 g
Total Housahold Incoma: $327,220.00 {Yearly)

Total Howsshold Size: &

Tineouk
[ Provioue J _ Next 50:17

Photo: Reviewing Household Information for Accuracy
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Step 12. Authorize Household Application

Now that all household information has been entered and confirmed as accurate, the household
application must be authorized.



Meal Benelils Applicalivn

® |

‘You must respond t2 [insert appropriate options here] and read the authorization statemant below. By selecting 'Accept’ you agree to the
authorization statcment and you will be taken to the Electronic Signature PIN entry screcn to submit the application.

| By sclecting 'Decling' you do not agree to the authonzation statemert, the application will be cancelled and your information will no longer
oe available. If you choose to 'Decline’ you may enter another application at any time.

Social Security Number
The inccme section of this application has been filled out. You are required to provide the last four digits of your SSN. Please enter the last four
digits of your SSN or mark the "l do not have a SSN" box.

XXHH-XX- [CJ Ido not have a SSN
Ethnicity (check one) Race (check one or more)
':_‘H spanic or Latine _lamerican Irdian or Alaskan Nztive
| Onot Hispanic or Latino Clasian |
| @ Responsc Clelack or African American
| Onative Hawaiian or Other Pacific Islander |
Ohwhite |
|

Authorization Statement
| certify (promise) that all information on this application is true and that all income (if required) is reparted. | understand that the school will
receive Federal funds based on the information | provide. | understand that school officiale may venify {check) the information. | understand that

if | purpesely provide false infermatior, my children may lose benefits, and | may be prosecuted.
Timeout
[ Proviows J Occine J accept ] 5911

Photo: Authorize Household Application

e You must provide Social Security information. Enter the last four digits of your SSN or
mark the "I do not have a SSN" box.

e Review the Authorization Statement. If you agree with this statement, believe all entered
information is accurate and would like to complete the application process, select the
Accept button. If you do not agree with the application and Authorization Statement,
select the Decline button. If the Decline button is selected, a message will appear
warning you the application process will be cancelled and all application information
entered will be deleted.

Step 13. Electronically Sign the Household Application
Once you have reviewed the application and agreed to the Authorization Statement, you must
review the Terms of Use.






