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|. Entering the WI USDA Foods Ordering System

1. Gotothe USDA Foods Ordering System (https://wi.cnpus.com/fdp/login.aspx).

2. Enteryour School Food Authority’s (SFA) User ID and Password and click Login button.

- .
@ Wisconsin Department of Public Instruction
School Nutrition Programs

Please Enter

User ID:

Password

3. Welcome and Message Board: Once you have entered the system, a Welcome and message board
will be displayed. The message board may change on a weekly/monthly basis as necessary. Be sure
toread the information displayed on this page.

If you participate in NSLP and are expecting a USDA Foods delivery next month, be sure to click on
the “Product Cancellations, Delays and Updates” link to review the status of specific USDA Foods
products for the monthly orders.

Click on the “Continue” button that is located below the message board information.
4. Program Year Selection: Select the program year by clicking on the desired program year. Program

year is listed by the fiscal year. For example, if the desired school year is for the 2022-2023 school
year, click on program year 2023.

Program Year Selection

2017 July 1, 2016 June 30, 2017
2018 July 1, 2017 June 30, 2018
2019 July 1, 2018 Jung 30, 2019
2020 July 1, 2019 Juna 30, 2020
2021 July 1, 2020 June 30, 2021

SR July 1, 2021 Juna 30, 2022
“ July 1, 2022 June 30, 2023

5. Program Selection: If your agency participates in more than one type of USDA Foods Program [i.e.
National School Lunch Program (NSLP), The Emergency Food Assistance Program (TEFAP), or the
Summer Food Service Program (SFSP)], the system will default to the most recently used program.
Be sure that under the Program section the system indicates the desired program.

6. If the system has defaulted to a different program, click on the word “Program” (located towards the
upper right-hand corner of the Wisconsin USDA Foods Ordering System page).

7. Thiswill be alist of USDA Foods Program(s) that your agency currently participates in. Click on the
initials of the desired program. For example, the desired program is the National School Lunch
Program. Click on the initials “NSLP.” The system will now change to the desired program.


https://wi.cnpus.com/fdp/login.aspx

‘ FDP Program Selection

Program Program Description
@ NSLP
- SFSP

TEFAP TEFAP
CACFP CACFP

[l. Contract Application and Delivery Location Forms

1.

School Food Authority Summary: Once you have selected the desired program year, the School
Food Authority Summary screen will display. Your school specific information can be found on this
summary screen. The summary screen is set up in a tabular format. Each of the tabs contains school
specific information. (The tab choices as listed below are: Applications, Entitlement, Surveys,
Allocations, Inventory, Orders, and Invoicing).

To start participating in the USDA Foods Program, your agency must first review and enter
information on the School Food Authority Contract Form and the Delivery Location Form. If your
agency does not verify and submit the information contained on the School Food Authority
Contract Form and Delivery Location Form, your agency will not be able to order and receive USDA
Foods.

Applications Tab: To review and update the School Food Authority Contract Form, click on the
“Edit” button on the right.

School Food Authority Summary | Test Agency (139999)

Applications | Entitle '

School Food Authority Contract Form

|| Number | __ Name | Revision | Status | Approval Date | Action

139999 Test Agency 0 Pending Submission Vie @l elete
Delivery Location Forms

| [Number | Name [ Revision | Status | ApprovalDate | Action
139999 Test Agency-DeliverySite 0 Approved 01/04/2019 View Revise

T Top of Form

4. Review and update the information listed on the “School Food Authority Contract Form.” Be sure to

keep contact information updated throughout the school year whenever necessary.

Primary and Alternate Contacts: The Primary contact will receive emails from the DPI USDA
Foods Team, and the Alternate will be contacted when the Primary contact cannot be reached. Be
sure to list at least two different staff.



FDP Wisconsin Department of Public Instruction

School Food Authority Contract Form Program: NSLP
Test Agency B pening Subriasion
(139999)

Revision 0

Mailing Address Street Address (if different than Mailing Address)
(1) Addr1 PO Box 7841 (6)Addri:
(2) Addr2 (M Addr2:
(3) City- Madison (2) City-
(4) State: W ~ (5) Zip Code: 53707-7841 (2) State: W W (10)Zip Code:
FDP Primary Contact FDP Alternate Contact (if Applicable)
First I Last First Ll Last

(11)Name: [Mr__ ~| [Test | [ ][Personnel
(12)Title:  [Test Administrator ]
|

ir v‘ ‘Tesl | | ”Personnel |

Test Administrator |

(13) E-mail: test_personnel@test.com il: |test_personnel@test com |

(14)Phone: [(999) 999-9999 am BExt: [ (999) 999-9999 22) Ext.:
(8 Fax:  [(999) 999-9999 anExt: [ | (999) 999-9999 eoEsxt: [ ]
Food Safety Coordinator Food Safety Coordinator Backup
First M Last First 1 Last
: [Mr ] [Test |[][Personnel | z21Name: [Mr__ ~| [Test [ ][Personnel |
Test Administrator | 33)Title:  [Test Administrator
- [test_personnel@test com | (34) E-mail: [test_personnel@test com

- [1999) 999-9999 (29) Ext. (35) Phene: [(999) 999-9999 36) Ext.:
(999) 999-9999 GUExt: | | GnFax  [(999) 9999999 GoExt: [ ]

Program Information

5. Under Program Details: In line (41) you will need to designate the delivery method (State versus
Commercial Distributor). If you will use the State distributor, click “State”.

Program Details

(41) Approved Delivery Drop Type: ® State O Distributor

(42) Distributar: | v

(43) . : ; If your Co-
If you participate in a purchasing co- Aty
operative, please select yours from the | v operative Is not

listed, please
contact the State.

drop down list:

[ Check if your SFAis Lead SFA for your Co-op.

If you have a signed contract with a commercial distributor for delivery of USDA Foods, you will
select the “Distributor” button.

Program Details

41) Approved Delivery Drop Type: ) State @ Distributor

42) Distributor: | v|

For commercial distribution only: If you selected the “Distributor” button, the “DPIl and SFA
Agreement for Commercial Distribution”, describing the requirements of using acommercial
distributor, will pop up for your review. Scroll to the bottom of the Agreement and click “Accept”.
Use the drop down box in line (42) to select contracted distributor. If the distributor is not listed in
the drop down box of line (42), you will need to contact DPI at dpifns@dpi.wi.gov to have the
distributor added to the drop down box.

Deadline for selecting a commercial distributor: The deadline for procuring and contracting with a

commercial distributor for a school year is March 29 of the previous school year. Lines (41) and (42)

will be grayed out to prevent changes to the delivery method. Be sure to refer to the Commercial
Distribution webpage for program requirements on using a commercial distributor for delivery of
USDA Foods.


mailto:dpifns@dpi.wi.gov
http://dpi.wi.gov/school-nutrition/usda/commercial-distribution
http://dpi.wi.gov/school-nutrition/usda/commercial-distribution

Commercial Distribution Agreement for SFA

Instructions: Read and click "Agrae’ button at the bollom indicating the SFA agrees with the following terms
and conditions. F Do Mot Agres’ button is clicked, the SFA will nat ba able to proceed with selecting a
Commerical Distributor for dalivery of USDA Foods

WISCONEMN DEFARTHENT OF PUBLIC INSTRUCTION

COMMERCIAL DISTRIBUTION AGREEMENT FOR SCHOOL FOODO AUTHORITIES
FPARTICIFATIEG IM THE UEDA FOODS PFROGRAM AND CONTRACTING WITH
COMMERCIAL DISTRIBUTORS

Instructiors: Read and check the bow al the end of the agresment indicalting the SFA agress
with the Toliowing lems and corsitions. B B Boa 5 not check, them the SFA will not be abds 1o
proceed with sslecting a Commercial Distributor for delreny of LS0W Foods.

|. GENERAL INFORMATION

By checking the agres o koo located at th end of the agreement, the School Food Authonty
[SFA) ideniified above, and e Wisconsin Department of Publc Instruction (DFY) agree Lo he
ioliowing lenms and condiions for distribution of US04 Foods by a commerncial detribulor
Furthermeons, the purposs of this. agresment i 0 tacilitale the distribution of LS04 Foods 1o

SF Az in Wisconsin who pariicipate in the Mational School Lunch Program and seel bo wlikze a
pormemer sl distnbulor, Ferein afer reflermed o as “Commercal Distnbubor,” for delvery of WSDA,
Foods. This agreement excludes further-processed LS D Foods: cbtained through e dinect
diversion of bulk US0W Foods. The 5FA agrees io administer the: Food Destributon Program in
accordance with federal reguialions inchadng polcy and instructions issusd by OPL Tha
applcabie regulations am 7 CFR 210 (Mational School Lunch Program), T GFR 250 | Food
Disiribustion Frogram|). and applicable procursment and contracting regulatons in 2 CFR Part
200 ithes Suoer-Circula

6. Line (43) Co-operatives - Ignore. DPI does not use Co-op information.

7. Line (44) Click “Yes”, if another SFA prepares your meals under a joint agreement and select the

name of the SFA from the dropdown.

If you prepare your own meals, select “No”, and select your SFA’s name from the dropdown.

(44) Does another SFA prepare your meals under a joint agreement?

O Yes @ No

Select SFA used for meal preparation: |

vJ

8. Line (45) for Direct Diversion Participants only - IMPORTANT FOR ANNUAL ORDER - Direct

Diversion - If you are participating in Direct Diversion Program next year, and you will be taking the

Direct Diversion Annual Order, check box 45.

If you click the Direct Diversion box, you will get a pop up screen with the “DPI and SFA Agreement

for Direct Diversion”. Read the agreement (or print and read).




Click “Agree”.

Direct Drwersion Processing Program Agreement

Instructions. Read and chick "Agree’ bulon a1 the bokom indicating the SFA agrees with the folkowi
and conditions. If ‘Do Not Agree’ butten Is dicked. the SFA will not be abls 1o procesd with accessing the
Direct Diversion USDA Foods survey.

Prant thus pags
I. General Information

By clicking the agres bution, the School Feod Awthonity (SFA) end the Wisconsm
Dreparement of Public Instruction (DPI) agree 1o the following terms and conditions for
partscipation 1o the Darect Diversion USDA Foods Program. Furthermors, the SFA agress 1t
will imcorporate the terms of this agreement into the agreements wath all applicable pariy(s)
The 5FA agrees to administer the Food Distributon Program m accordance with federal
regulations mclhudmg polscy and instructeons ssued by DPL The applicable regulations
include T CFR 210 (Martional Schesl Lunch Program); 7 CFR 250 (Food Dustribition
Program) and apphcable procurement regulatioms 2 CFR 200 (the Super-Circualar)

1. Agreement Policy Statement

The Wisconsin Department of Public Instrecten (DPT) AGREES TO

1. Owrder balk USDA Foods, 1o the exient available and allowable, and disecily divert o
the processor(s) selected by the SFA covered by this Agreement

Prorate SFA pound commitments up or down to meet manimuam ek load
requirement, where feasible, based on survey results of bulk USDA Foods
COMARMMEnts

-
i

3. Pronnde a List of processors eligible to process in Wisconsin to all SFAs

Provide commitment mffon ber of pounds/cases) to processon(s) selected
har TTA N
Agras L Mot Agres

o

9. Line (47) Check on the box to certify the information on the form is correct.
10. Next, click on the “Submit” button to update the School Food Authority Contract Form.
Please note: If you forget to check the box in line (47), the form will not be submitted and will

remain in “Pending Submission” status. In “Pending Submission” status, your agency will be unable
to order or receive any USDA Foods.

Be sure to CHECK BOX 47 before
clicking Submit !

k here to certify the information on this form is comre

Created by: RO9263 o TR R

Date Created 202
Cancel

11. After you have submitted the School Food Authority Contract Form, you will see a message that
indicates whether your form has been successfully submitted. Read the message to ensure that the
form was submitted successfully. At the bottom of the message screen, it will state “Click here to go
to Sponsor Summary.” Click on the word “here” to go back to the “School Food Authority Summary”
screen.

12. Pending Approval and Approved Contract Status: After you have submitted the School Food
Authority Contract Form, your contract status will change to “Pending Approval.” This means that
the formis “Pending "Approval” by DPI. Please note: the form will remain in “Pending Approval”
status until DPI is able to verify that your agency has a valid National School Lunch Contract for the
applicable school year that your agency has submitted a School Food Authority Contract Form for.
Once the form has been approved by DPI, the status will change to “Approved.” Please note: Since
DPI will not be able to “Approve” the School Food Authority Contract Forms right away, your
agency will be able to make additional changes to your School Food Authority Contract Form when
itisin“Pending Approval” status. In addition, once your agency has submitted this form, your



13.

14.

15.

agency will be able to complete the annual USDA Foods order. You do not need to wait for DPI to
approve this form. After the first initial approval of your School Food Authority Contract Form, the
“Revise” button will replace the “Edit” button that was displayed prior to being “Approved.”

Uncertified Status: Prior to your agency receiving actual USDA Foods deliveries for the specified
program year, DPI will verify that your agency has an approved National School Lunch Program
(NSLP) contract. If the USDA Foods Section has approved your application in the Wisconsin USDA
Foods Ordering System, but your agency does not yet have an approved NSLP contract for the
specified year; the status for the School Food Authority Contract Form will be listed as
“Uncertified.”

If your School Food Authority Contract Form remains listed as “Uncertified” when DPI begins to
create monthly orders for the specified program year, DPI will manually verify your NSLP
participation for the specified year. Therefore, for the months of September and October, your
agency will be allowed to receive orders in an “Uncertified” status.

However, if your agency does not have an approved NSLP contract on file by the end of October
and still remains in “Uncertified” status, your agency will not receive USDA Foods orders for the
remainder of the specified program year.

Delivery Location Form: Next, you will need to verify the information on the Delivery Location
Form. To verify the delivery location information, click on the “Edit/Revise” button that is located to
the right.

School Food Authority Summary Test Agency (139999)

School Feod Authority Contract Form

| Numbor | Name | Revision | ___Staws ___| ApprovalDate | __ Acton |

139999  Test Agency ] Pending Approval View Edit Delale EDIT/REVISE
Delivery Location Forms -
“Thamber | Mame | Revaon | St | ApprovalDate | Acton

139939  Test Agency-DeliverySite o Approved 01042019 View Revise

Review and update the information listed on the SFA Delivery Location Form. After the information
has been reviewed and updated, click on the “Submit” button at the bottom of the form. Please
note: after the first initial approval of your School Delivery Location Form, the “Revise” button will
replace the “Edit” button that was displayed prior to being initially “Approved.”



Teal Agency-Delivery Jite 2410 ."'!.'f-l Progras Yeat
1135068) Pasatig Suteriba choes
Rosimion 1
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L]
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Sasle  |WE W fipCods.  |BITOTTEEN
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16. After you have submitted the Delivery Location Form, you will be taken back to a message
indicating whether your form has been successfully submitted. Read the message to ensure that the
form was submitted successfully. At the bottom of the message screen, it will state “Click here to go
to Sponsor Summary.” Click on the word “here” to go back to the School Food Authority Summary
Screen.

The SFA Delivery Location Form was posted to the database with a status of Pending Approval .

Click here to go to Sponsor Summary

[1l. Annual Order Survey

A. General Information
All agencies that have submitted “Pending Approval” contracts must place an annual order (called a Survey
in this system) for the following school year.

If an agency signs up to participate in the USDA Foods Program after the annual order period, that agency
will not be able to place an annual order for the first program year. For the first program year, this agency
will be able to receive fair-share or surplus USDA Foods that become available through USDA during the
school year.

B. Placing the Annual Order Survey

1. Inorderto place your annual order (called a Survey in this system), your agency must first review
and complete any necessary changes to the School Food Authority Contract Form and the Delivery
Location Form. For instructions on updating the School Food Authority Contract Form and the
Delivery Location Form, please refer to the instructions under Contract Application and Delivery
Location Forms section |l above.

Please note: In order to be able to place your annual order, the School Food Authority Contract



Form and the Delivery Location Form must be submitted (“Pending Approval” status; neither of
these forms need to be in “Approved” status). If your agency has not completed both of these forms,
the “Survey” tab will display a “Must have a Valid Contract” message until these two forms are
submitted.

2. Now that the School Food Authority Contract Form and the Delivery Location Form have been
reviewed and updated, your agency may place your annual order. Click on the “Survey” tab that is
located on the School Food Authority Summary Screen.

3. Onceyou have accessed the “Survey” tab, there will be two surveys listed: State Processing Survey
and Direct Diversion Processing Survey.

4. Bothsurveys give SFAs the option to order from Direct Delivery Brown Box USDA Foods and DoD
Fresh Produce.

The “State Processing Survey” is for SFAs NOT participating in Direct Diversion.

The “Direct Diversion Processing Survey” is for SFAs that have planned and have accepted
processor and commercial distributor contracts and agreements to participate in direct diversion of
bulk USDA Foods for further processing into finished end products. If your SFA plans to take the
Direct Diversion Survey, review the application tab. If the “Sponsor Group” doesn’t indicate Direct
Diversion processing, call DPI at 608-267-4599 or 608-267-4598 to be added to the survey group.

Summary Entitlement Inventory Allocations Orders Billing Surveys Maintenance Reports Resources

Home > Summary Menu > SFA Summary

Program Year: 2023 Program: NSLP SFA 139999 - Test Agency

| Bottom of Form
School Food Authority Summary Test Agency (139999)
Contract Form S €
.m Name Hevision Approvar vate i

130999  Test Agency 0 Pending Approval View Edit Delete

Delivery Location Forms

IO D T

139999  Test Agency-DeliverySite Approved 01/17/2022 View Revise

T Top of Form

5. Ifyour agency selects the “Direct Diversion Processing Survey,” you will not have access to the
state processed products that are obtained by DPI through the state procurement process.

Bottom of F

School Food AuthoritysSTmi Test Agency (139999)
Surveys

|_Grp [Program|Survey Date| Due Date |Status| _Action

1?20 5Y 2021-22 State-Processing Survey State NSLF 01/26/2021 02/24/2021 Open Edit View
1721 8¥ 2021-22 Direct Diversion Survey Direct MSLP 017272021 02242021 Open Edit View

6. Toselect the desired annual order survey, click on the “Edit” link that is located to the right of the
Survey Name Section (under the “Action” column).

Please note: If more than one order survey is offered to participating agencies within the same
Program Year, it will not be necessary to select a survey for surveys occurring after the initial
order survey (since your agency has already designated participation in either the state-



processing program survey or the direct diversion processing survey). In addition, after the first
survey has been selected, participating agencies will be unable to switch survey types (state
processing versus direct diversion processing) for the remainder of the Program Year.

Your agency will now see the annual order screen that is specific to your agency. The top of the
screen will list entitlement data specific to your agency. As you begin to enter and save your annual
order survey data, the entitlement specific data will update to reflect these requests.

Survey Entry
Suray Nara g\;vwg'n Fats Praceatiag vour dpency
Program HELP Lniitlemen Amounis

Eritiament
Bury St Open P:wmurzuu 791385
Survay Chise: 2720 Cuman! Awailatds 191286
Siate Conbact Antondo D Aste gm‘”‘d"" - 0bd
Contact Phane (608) 266-3615 gu“:::“““"“ 7136
Conia Ermail A b w gav Procass Few Total LT
Doy Progeam
Minisurm Em Commisment fﬂ‘:"l'.]'jj‘"““"“"‘ [
Maximum Em. Commiment: T 513 85 E & comemitriant [

End Producls Beed Park & Fish (17} [} oon
Ened Prashucts Pl Pt Chese Products oo LR oon
Ensl Fragusts Chickan, Egga & Turbay 0 (] ]
Fruits L Vegetables o LT {101}
Endd Prasgusts Mincalaneaus Fredusts L] 08 000
End Pigduds Wica bieg beg oog
fotads: ________________________[| __00g H
Submit

Please note: If your SFA has planned to participate in Direct Diversion, but it is not listed on the Summary
Table, you will not have access to the Direct Diversion survey. If your agency selects the wrong survey, you
will need to contact DPI at dpisnusdafoods@dpi.wi.gov for assistance.

6.

Below the entitlement data at the top of the screen, the first entry areais for the Department of
Defense Fresh Produce Program (DoD). DoD has a minimum delivery order requirement. The
required minimum entitlement dollar commitment is shown as the “Minimum Ent. Commitment”
under the DoD Program section. If your agency opts to participate in DoD, the system will require
an entitlement commitment that is equal to or greater than the minimum.

For agencies that want to participate in the DoD Fresh Produce Program, enter adollar
commitment in the “Enter $ Commitment for DoD” box.

Burvey Entry
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8. Inthe“Extra $ Commitment for DoD”, schools can enter any desired additional entitlement DoD
commitment. After the close of the annual order survey and as product truck loads are balanced, it
is possible that DPI may need to adjust down some of your USDA Foods order requests. If DPI
adjusts down other USDA Foods order requests, this may free up additional entitlement dollars for
your agency to spend on DoD. If this occurs, DPI will use the amounts indicated in the “Extra $
Commitment for DoD” to distributed additional entitlement dollars to your agency. The “Extra $
Commitment for DoD” will not be subtracted from your agency’s total entitlement allotment unless
DPlis able to allocate extra entitlement after the close of the annual order survey.

9. Onceyou have entered your desired DoD commitment information, click on the “Submit” button
that is located at the bottom of the screen.

10. If your agency clicks on “Submit,” you will be taken back to the “Survey” tab. To re-access the survey
entry screen, click on the “Edit” button.

Below the DoD Fresh Fruit and Vegetable Program section, the remainder of the survey entry screenis
divided up by “Product Category.”

On this screen, you will see the following columns for each “Product Category”:
Product Category

USDA groups foods into product categories. These categories are grouped by USDA based on
procurement and spending availability.

Cap Percent
For some of the USDA Foods, there may be limitations on the amount of product available for USDA

to purchase. Therefore, USDA sometimes establishes entitlement spending caps on these products.
These USDA spending caps are based on broad product categories. If there is a zero listed in this
column for a “Product Category,” there is no USDA assigned spending cap.

Cap Value
If there is a spending cap percentage, this is the entitlement dollar maximum allowed for your

agency to spend in this product category (i.e. the percent listed in the Cap Percent column times
your agency’s total available yearly entitlement). Please note: the cap value includes all types (End
Products and Raw Products combined) of commitments within that “Product Category.” If thereis a
zero listed in this column, there is no USDA assigned spending cap percentage or value.

Entitlement
As your agency enters and submits product requests on the annual order survey, the entitlement
column will update to reflect total entitlement spent by “Product Category.”

To begin entering product requests on the annual order survey, click on the links located to the left of the
desired “Product Category.”

Depending on the “Product Category”, the following two links may be available:

End Products

Regardless of which survey has been selected, the “End Products” link will contain the Direct
Delivery Brown Box USDA Foods. For agencies that have selected the “Direct Diversion Processing
Survey,” the end product screen will contain only the Direct Delivery Brown Box USDA Foods.
However, for agencies that have selected the “State Processing Survey,” the screen will also contain
the 12 core state-processed products.

Raw Products

The raw products screen will contain commitment information for diverting bulk USDA Foods to

selected processors. For agencies that have selected the “Direct Diversion Processing Survey,”

there will be a “Raw Product” link for all product categories that have been approved for direct

diversion processing. For agencies that have selected the “State Processing Survey,” there will only

be one “Raw Product” link. This “Raw Product” link will be listed for the Cheese “Product Category”
11



and will be for commitments to the Cheese Processing Program. In prior years’ surveys, the Cheese
Processing Program was listed as a separate heading on the survey entry screen. However, with the
new survey, it is listed under this “Raw Product” link for the Cheese “Product Category.”

C. EndProduct Link Entry

1.

To begin entering “End Products” requests, click on the “End Products” link for the desired “Product
Category.” This will take you to the “Survey End Products” screen.

At the top of this screen, you will see entitlement specific data for your agency and for this
particular “Product Category.” If there is a product category cap for this “Product Category,” the
entitlement value of this cap will be listed under the “Product Category Cap” row.

Your agency may now begin to enter desired cases by delivery month for each USDA Food inthe
“cases” row of each USDA Food. Please note: the months listed for each product indicate the
months the product will be delivered to your agency. It does not necessarily indicate what month
your agency will be serving the product.

Since this is an annual order, each agency should try to request all of your available entitlement
allotment. Also, since DPI will have to balance USDA Foods requests to equal full truck loads, your
agency may not receive exactly what is requested on the annual order. Therefore, each agency will
be allowed to request up to 105% of your annual entitlement allotment.

Product Availability
Not all USDA Foods are available year round. If a USDA Food is not available for a particular month,
the entry box for this month will be grayed out and will not allow data entry.

Processing Fee
For products that are processed through the State processing program, a processing fee will apply.

The processing fee, if any, will be listed under the “Proc Fee” section of each USDA Foods product. If
your agency has selected the “Direct Diversion Processing Survey,” the “Proc Fee” column is not
applicable.

The entry boxes are automatically pre-filled with zeros. In order to automatically eliminate the zero,
use the tab key to move from one entry box to the next. If you click on the entry box using your
mouse, the zero may remain and will become part of your entry.

In addition to the “cases” row for each USDA Food, there is an “Extra” row. Based on total yearly
entitlement, there may be product that your agency is unable to order. If there are additional
products that your agency would like to request, you can enter these in the “Extra” rows. However,
the purpose of the “Extra” rows is to assist DPI in balancing truck loads for each product. There is no
guarantee that your agency will receive products requested through the “Extra” rows. Case
numbers entered in the “Extra” rows will not affect your total entitlement requested on the annual
order. Entitlement dollars for agencies entering cases in the “Extra” rows will only be committed if
DPI uses an “Extra” request during the truck load balancing process.

To save and submit your “Product Category” end product requests, your agency must click on the
“Submit” button that is located at the bottom of the form. Your agency does not necessarily have to
enter the entire annual order at one time. You may review and/or change the annual USDA Foods
order as many times as desired during the annual ordering period. However, once the annual
ordering period is over adjustments cannot be made to the annual order.

Once you have submitted end product requests for a particular “Product Category,” your agency
will be taken back to the initial survey entry screen. Any requests made in the “Product Category”
will now be reflected under the “Entitlement” column for that particular “Product Category.”

To enter requests for all other “End Product” USDA Foods, follow the “End Product” steps listed
above.
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D. Raw Products Entry Link

1. Toenter requests for bulk USDA Foods commitments to selected processors, click on the “Raw
Products” link for the desired “Product Category.” For agencies using the “State Processing”
survey, your agency will only need to access the “Raw Products” link (under the Cheese
“Product Category”) if your agency wishes to participate in the Cheese Processing Program. For
agencies using the “Direct Diversion Processing Survey,” all bulk USDA Foods commitments to
selected processors will be under the “Raw Products” links.

2. Onceyou have selected a specified “Raw Products” link, your agency will be taken to the “Select
A Raw Product” screen. All raw USDA Foods associated with this particular “Product Category”
will be listed here. These raw USDA Foods are in bulk format and must be directly shipped (by
DPI) to a processor for further processing.
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3. The following columns will be listed on the “Select A Raw Product” screen:

Code
This is the USDA material identification code assigned to the raw product.

Raw Product for Processing
This is the product description for the raw product.

Unit

There are two types of USDA Foods units: pounds or cases. Please reference this column when
making your raw product commitments to selected processor(s). Commitments to processors
are based on the unit listed in this column.

USDA Value
This is the entitlement value that will be subtracted from your yearly entitlement allotment.
The value listed is per unit type (i.e. pounds or cases) listed in the “Unit” column.

Total Units
As you enter raw product commitments, the total units requested for this raw product will be
reflected in this column.

Entitlement

As your agency enters and submits raw product requests on the annual order survey, the
entitlement column will update and reflect total entitlement spent by “Raw Product for
Processing.”

13



4. Tobeginentry of adesired “Raw Product for Processing,” click on the “Select” link located to the left
of the “Code” column.

5. You will now be taken to the “Survey Raw Products” screen. All eligible processors associated with
the selected raw product will be listed on this screen.
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6. The following two columns will be listed on this screen:

Column 1 - (labeled “Pounds”)

The first column is for entering the desired raw product commitment(s) for the selected
processor(s). This column will be listed as either pounds or cases, depending on the applicable
unit type.

Column 2 - (labeled “Extra”)

In addition to Column 1 for each raw USDA Food, there is an “Extra” column. Based on total
entitlement and entitlement product category caps, your agency may be unable to request all
desired raw USDA Foods commitments. If there are additional raw products that your agency
would like to request, you can enter these in the “Extra” column. However, the purpose of the
“Extra” columniis to assist DPI in balancing truck loads by processor for each raw USDA Food.
There is no guarantee that your agency will receive the raw USDA Foods requested through the
“Extra” column. Commitments entered in the “Extra” column will not affect your total
entitlement requested on the annual order. Entitlement dollars for agencies entering cases in
the “Extra” column will only be committed if DPI uses an “Extra” request during the truck load
balancing process.

7. Enter desired raw product commitments for each selected processor in Column 1. The entry boxes
are automatically pre-filled with zeros. In order to automatically eliminate the zero, you must use
the tab key to move from one entry box to the next. If you click on the entry box using your mouse,
the zero will remain and will become part of your entry.

8. Agencies can commit raw USDA Foods to as many eligible processors as desired. In order for DPI to
directly ship raw USDA Foods to a processor, participating agencies’ commitments must equal a
minimum of 1/2 truck load state-wide to each processor. In addition, the commitments must be
shipped in truck load increments. Therefore, DPl may need to prorate agencies’ commitments up or
down to make truck loads.

It is possible that one or more processors may not receive sufficient commitments to equal the
minimum required 1/2 truck load. Therefore, it is recommended that agencies enter raw product
commitments in the “Extra” column, where feasible. Also, where feasible, agencies may want to
commit raw product to multiple processors in the “Extra” column.
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10.

11

12.

13.

14.

15.

16.

17.

Once your agency has entered all desired raw USDA Foods commitments for the raw product, click
on the “Submit” button at the bottom of the screen.

Your agency will now be taken back to the “Select A Raw Product” screen.

Any requests made inthe “Raw Product” screen will now be reflected under the “Total Units” and
the “Entitlement” columns for that particular “Raw Product.”

If there is more than one raw product for processing in this “Product Category,” repeat the entry
steps outlined above.

Once you have entered all desired raw product requests for this “Product Category,” click on the
“Previous Page” button that is located at the bottom of the “Select A Raw Product” screen.
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You now will be taken back to the initial survey entry screen.

Any requests made inthe “Product Category” will now be reflected under the “Entitlement” column
for that particular “Product Category.”

To enter requests for all other “Raw Product” USDA Foods, follow the “Raw Product” steps listed
above.

After your agency has entered all desired “Raw Product” and “End Product” requests, you will be on

the initial survey entry screen. To exit the initial survey entry screen, click on either the “Cancel”
button or the “Submit” button at the bottom of the initial survey entry screen.
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E. Survey Tab Differences

The “Edit” and “View” links have different functionalities.

Edit
The edit link is for entering/modifying product requests during the annual order period. After
the close of the annual order period, the “Edit” link will no longer be displayed.

View
As product requests are entered, the view link can display both yearly and monthly totals for
grand total spent and grand total requested by “Product Category.”

Please note: You will not be able to print the entire annual order survey on one print out sheet.
In order to print copies of annual order totals, this can be achieved by two methods: either by
accessing the “Edit” link (only available during the annual order period) and individually printing
each request under each “Product Category,” or by accessing the “View” link and pulling up the
order by month to print monthly totals.

1. Toaccess yearly and monthly totals for grand total spent and grand total requested by “Product
Category,” click on the “View” link that is listed on the “Survey” tab.
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FDP Wisconsin Department of Public Instruction
Survey Results
Program Year 2020
Test Agency (139999) Survey Name: SY 2019-20 State Processing Survey
Morn:
Program Start Date End Date Status ) DoD Extra DoD Adj
NSLP 211172019 21272019 Open £1,000.00 $400.00 $1,000.00
UNPFV UNPFV Exira UNPFV Adj
$0.00 50.00 50.00
Product Processing Total Total
I I s el P R
Category: Beef, Pork & Fish
100158 BEEF 40 (A608) $4,835.70 $0.00 45 4 45 0 45
HAM CKD FRZ SLC
100187 (AT26) $0.00 50.00 0 0 0 0 0
HAM CKD FZ CUBE
100188 (AT27) $0.00 50.00 0 0 0 0 0
110851 FISH AK POLL STCKS ~ 3611.52 $0.00 7 0 7 0
ca18 BEEF CRUMBLES, AT $1,197.28 $381.12 16 2 16 0 16
C600 PORK TACO FILLING $0.00 50.00 0 0 0 0 0
C615 PORK BBQ, CP5406 $0.00 50.00 0 0 0 0 0
Category: Cheese Products
CHEDRDFT SHD Y
100012 6/5 (B027) $61.07 50.00 1 0 1 0 1
MOZZ LMPS SD 30
100021 (B037) $0.00 $0.00 [) 0 0 0 0
c710 MOZ PIZZA STICKS $19.73 $13.89 1 0 1 0 1
c712 CHEESE SLICES §0.00 $0.00 0 0 0 0 0
CHEESE
cr22 QUESADILLAS $0.00 $0.00 [) 0 0 0 0
Category: Chicken, Eggs & Turkey
100101 CHIX DICED (A517) $0.00 $0.00 0 0 0 0 0
TURKEY ROASTS
100125 (A537) $0.00 50.00 0 0 0 0 0
110462 CHICKEN STRIPS FRZ §0.00 $0.00 0 0 0 0 0
110911 TURKEY HAM SLCD $0.00 $0.00 0 0 0 0 0
CHICKEN FILLTS
110921 UNBR $0.00 50.00 0 0 0 0 0
110931 EGG PTTY,RND,FRZ  $100.00 $0.00 2 0 2 0 2

2. The“Survey Results” screen can be used to pull up grand totals for the entire survey year or to pull
up monthly totals. Each time that you access the “Survey Results” screen, the system automatically
defaults to the yearly survey grand totals.

3. Toselect a particular month’s individual totals, you will need to use the “Month” drop down box
(located at the top of the “Survey Results” screen) and change the drop down to the desired month’s
totals. Once you have selected a particular month, the totals listed will only include requests for the
designated month.

4. Underneath the words “Survey Results” and your school’s name, the following information will be
listed: Survey Start Date, Survey End Date, Survey Status, DoD, DoD Extra, and DoD Adj.

Survey Start Date
This is the first day that agencies may start to enter orders on the annual order survey.

Survey End Date
This is the last day that agencies may enter orders on the annual order survey.

Survey Status
There are three potential listings for survey status:

“Open” status indicates that it is the annual order period and orders may be
placed/modifications can still be made to the order.

“Balance” status indicates that the annual order period is closed. However, DPI is balancing all
orders to equal truck load quantities. Therefore, the numbers the totals that are listed when the
system is in this status are not final and may not include all adjustments that DPI may need to
make for truck load balancing purposes.

“Fill” status indicates that all balancing has been completed by DPI and that totals listed reflect
what DPI has ordered from USDA on behalf of your agency. Once the status has been changed
to “Fill,” the status will remain in the “Fill” status throughout the school year.

DoD

If your agency has entered an entitlement dollar commitment to the Department of Defense
(DoD) Fresh Produce Program, the requested amount will be displayed under “DoD.”
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DoD Extra
If your agency has requested additional dollars for the DoD program, this amount will be
displayed under “DoD Extra.”

DoD Adj
After the survey is closed and DPI has balanced all DoD requests at a state-level, the DoD

adjusted amount will be listed under “DoD Adj.” This reflects the final amount that your agency
will be able to spend toward the DoD Fresh Produce Program.

5. The “Survey Results” screen will display the following columns:

Product Code
This is the USDA material identification code assigned to the selected USDA Food.

Product Desc.
This is the product description for the selected USDA Food.

Ent. Value
This is the total entitlement value for the total requested per each USDA Food listed.

Processing Fee
For products that are processed through the state processing program, a processing fee will

apply. The processing fee, if any, will be listed under the “Processing Fee” section of each USDA
Food. The amount listed is a grand total processing fee for the total requested per each USDA
Food listed. If your agency has selected the “Direct Diversion Processing Survey,” the
“Processing Fee” column is not applicable.

Total Requested
The total requested column will reflect the grand total requested for each USDA Food. Please

note: if your agency is using the “Direct Diversion Processing Survey” or committing product
for the Cheese Processing Program under the “State Processing Survey,” this column will
contain quantities of both total pounds and total cases requested.

Total Extra

For each USDA Food, the total extra column will reflect the grand total requested of product
through the “Extra” rows/columns of the annual order survey. Please note: if your agency is
using the “Direct Diversion Processing Survey” or committing product for the Cheese
Processing Program under the “State Processing Survey,” this column will contain quantities of
both total extra pounds and total extra cases requested.

Please note: The Total Requested and Total Extra columns serve as historical records once the
survey is in “fill” status. These columns are only used during the DPI balancing process.

Adj

Adjusted (Adj) - This is the total number of cases/pounds that was ordered for your agency by
DPI. This adjustment reflects any adjustment that DPI may have made to balance out truck load
ordering. It also would include any extra cases/pounds that DPI was able to order through the
balancing process. The adjusted column is the column that DPI will use to fill and create orders,
once product arrives from USDA.

Fill

Fill - As product begins to be delivered into the DPI contracted warehouses and DPI creates
orders, the Fill column reflects the total number of cases/pounds that have been filled and
satisfied into orders. Please note: if product is delayed by USDA and/or a processor and DPl is
unable tofill that order for a particular month, the survey results screen will indicate which
product that your agency is still owed. If and when this product comes in, DPI will fill any
outstanding balances on future orders.
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sections, the abbreviation “cs

Bal
Balance (Bal) -
and satisfied into orders.

Totals
The last row of the screen displays the grand total of each column listed. In the grand total
" stands for cases and the abbreviation “pnd” stands for pounds.

F. Raw Products Links

1.

For raw products (used for the “Cheese Processing Program” and/or the “Direct Diversion
Processing Program,”) the amounts listed on the yearly breakdown are grand total commitments for
that USDA Food (Please note: the commitments for raw products are also listed in the monthly
totals for the month of January). They do not list the individual commitments to each processor.

To view the individual USDA Food commitments to each processor, you will need to click on the
desired material identification code. (For example, to see the individual commitment to 100154,
bulk beef, click on the number “100154").

Once you have clicked on the desired raw USDA Food, you will be taken to a screen that displays
the individual processor commitments for this USDA Food.

This column reflects the total number of cases/pounds that have not been filled

FDP Wisconsin Department of Public Instruction
Survey Results
Program Year: 2020
Test Agency (139999) Survey Name: SY 2019-20 Direct Diversion Survey
Program Start Date End Date Status i
NSLP 2/111/2019 2/27/2019 Open $1,000.00 $400.00 $1,000.00
UNPFV UNPFV Exira UNPFV Ad
50.00 50.00 50.00
Product Code Product Desc Unit Type Pack Size
100154 BEEF BLK COARSE (A594) Pounds 60 LB CTN
Total Total
wortmn | gt | i [ |
J.T.M. Food Group - Beef, Pork, Turkey, Mushroom 200 0 200 0 200
Tyson/AdvancePierre (100154 and 100193) 1] 1] 0 0 0
Maid-Rite Specialty Foods 0 0 [ U
Integrated Food Service - Beef 0 0
Totals ‘mmm
« » « » e . . .
3. Underneath the “Survey Start Date” and the “Survey End Date” information, the following data will
be displayed:
Product Code

4. Below thisinformation, the following columns will be displayed:

This is the material identification code of the raw product that has been selected.

Product Desc.

This is the product description for the selected USDA Food.

Unit Type

This is the unit of the requested commitments. The unit listed will be either pounds or cases.

Pack Size

This is the packaging per unit type for the selected USDA Food.

Processor Name

This indicates the potential processor for the applicable commitment.
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Total Requested
The total requested column will reflect the grand total requested for each processor by unit

type.

Total Extra

For each USDA Food, the total extra column will reflect the grand total requested for each
processor through the “Extra” rows/columns of the annual order survey.

Please note: The Total Requested and Total Extra columns serve as historical records once the
survey is in “fill” status. These columns are only used during the DPI balancing process.

Adj

Adjusted (Adj) - This is the total number of cases/pounds that was ordered for your agency by
DPI. This adjustment reflects any adjustment that DPl may have made to balance out truck load
ordering. It also would include any extra cases/pounds that DPI was able to order through the
balancing process.

Fill

Fill - After DPI has ordered the bulk USDA Foods to be delivered into the processors’
warehouses, DPI will begin to fill and invoice administrative fees for bulk USDA Foods diverted
to processors for further processing. The Fill column reflects the total number of cases/pounds
that have been filled/invoiced for your agency.

Bal
Balance (Bal) - This column reflects the total number of cases/pounds that have not been
filled/invoiced for your agency.

To exit the “Raw Product” link screen, click on the “< Back” button that is located at the bottom of the

screen.

To exit the Survey Results “View” screen, click on the “Cancel” button that is located at the bottom of the

screen.

V. Allocations

A. General Information

1.

2.

3.

All products that have been allocated to your agency will be listed under the “Allocations” tab.
This includes products your agency has been allocated based on your annual order, as well as
additional products allocated to your agency on a fair-share basis. The fair-share products are
items that your agency has not yet requested, and your agency must order these products to
receive them. Typically the fair-share products will be bonus USDA Foods. To access the USDA
Foods allocated to your agency, click on the “Allocations” tab. It is the 4" tab from the left and
located below the “School Food Authority Summary” title.

All allocations created in the system will continue to be displayed in the system permanently.
The most recent allocations will be at the top of the allocation list.

For every allocation that your agency has received, the following categories will be listed:

e AllocId - (Allocation Identification) For every allocation, the system will assign an
identification code. The identification code contains both an alphabetic and numeric
sequence. The alphabetic portion of the identification code will indicate the type of
allocation. The numeric portion is acomputer assigned code. There are 3 categories of
allocations represented by the alphabetic portion of the code:

Alloc = This represents an allocation that is a result of a fair-share allocation.

SVY = This represents an allocation that is a result of the annual USDA Foods order placed
by your agency.

Surp = This represents an allocation as a result of your agency placing a surplus request.
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e Alloc Date - (Allocation Date) This is the first date that your agency will be able to place
an order for the product that has been allocated. This date is only applicable for the fair-
share allocations (Alloc). Typically, this date will be the 3™ of the month prior to the month
that you are requesting product for (i.e. August 3™ for September Delivery).

e Accept Date - This is the last date that your agency will be able to place an order for the
product that has been allocated. This date is only applicable for the fair-share allocations.
Typically, this date will be the 10t" of the month prior to the month that you are requesting
product for (i.e. August 10t for September Delivery). After the Accept date has ended, the
system will not allow any agency to edit the allocation.

e Accepted - This column indicates the status of the allocation. “Yes” status indicates that
your agency has accessed the system, accepted/adjusted the allocation amounts, and
clicked on the “Accept” button at the bottom of the screen. “No” status indicates that your
agency has not yet accepted/adjusted the allocation amounts. Please note: If your agency
accesses the system and just views an allocation, you will not receive the allocation. You
must click on the “Accept” button to actually receive the allocation.

e Expire Date - This is the date by which the State will complete your allocation requests
into delivery orders. Typically, this will be the 15t of the month prior to the month that
you are requesting product for (i.e. August 15" for September Delivery).

e Avail Qty (Available Quantity) - The total number of cases allocated to your agency.
Please note: after the allocation has been used to create an “Order” in the system, this
amount will be zero.

B. Survey Allocations (SVY)

1.

For this type of allocation, no modifications are required or allowable. The system will create
the allocation, based on your annual USDA Foods order requests. The amounts and products
may vary from your original annual order for one or more of the following reasons: slight
adjustments made by DPI to balance state-wide orders into truck loads, cancellation of a
product by DPI as a result of state-wide orders being less than a truck load shipment, and/or
product shipment is delayed by USDA.

To view the survey allocation, click on “View” under the Action column for the desired
allocation. Each survey allocation listed typically represents one delivery month.

C. Fair-share Allocations (Alloc)

1.

The fair-share allocations are products that your agency has not yet ordered. These are
products that DPI has ordered and received at the warehouse(s) and are being offered out to
agencies on a fair-share basis. Please note: you will only receive these products, if your agency
orders them. If your agency does not access the system and follow the below listed steps to
“Accept” the fair-share products, your agency will not receive the products(s) that have been
allocated to your agency. Please see above for description of the order categories and time
frames.

To view and/or order the fair-share allocation, please complete one of the following actions:

¢ View - Click on “View” under the Action column for the desired allocation. If you click on
“View,” your agency can only view the allocation. You will not be able to edit the allocation
in view mode.

e Edit - Click on “Edit” under the Action column for the desired allocation. If you click on
“Edit,” your agency will be able to request product for the allocation.
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Fair-share allocations may or may not be available each month. Therefore, your agency will
need to access the system from the 3-10t of each month to check for fair-share allocation
availability.

During the allocation period (between the Alloc date and the Accept Date) when your agency
can request products, you will see both the “View” and the “Edit” options. However, after the
allocation period has ended, you will only see the “View” option. At this point, no modifications
can be made to this allocation.

School Food Authority Summary !
| Allocations | -
- Edit
School Food Authority A.Ioc.ullnlll Add Sunplus .f.-"'
AllocH1930 01032019 |J11|:|1:|'9 n11:~zu19 030772019 9 ¢ Eclil”
SWY35305 11M42018 11132018 Yes 142018 12142018 0 View
SVYIS205 1053018 10018 Yes 152018 11152018 0 View
SVYIS0BE 09M7/2018 096018 Yes  OAIT2018 10MT/Z018 0 View
SVY3I4086 OEMSZ018 08142018 Yes 08152018 0952018 0 Vigw

To request product during the allocation period, click on “Edit” that is located under the Action
category for that particular allocation.

Your agency will now see the products and amounts that are available to your agency to order
for this allocation. The following categories will be listed:

e ENT Value (Entitlement Value) - This is the amount/case that USDA paid to purchase this
particular product. For every case that your agency requests, this value will be subtracted
from your agency’s total entitlement allotment. Each agency is given a yearly entitlement
allotment that is based on your agency’s prior year’s total reimbursable NSLP meals served
multiplied by the federal assistance rate, which is determined by USDA, based on Food
index calculations. If the product is a bonus USDA Food, the entitlement value will be listed,
but will not be subtracted from your agency’s total entitlement allotment.

e Alloc Qty (Allocated Quantity) -Based on what has been received in the warehouse, this is
the amount of product that your agency has been allocated.

e Accept Qty (Accept Quantity) - This is the amount of product, that your agency would like
to receive. Please note: when requesting amounts, your agency can not exceed the number
that is listed in the Alloc Qty. Your agency may request none, less, or all of the Alloc Qty, but
cannot exceed the Alloc Qty. If your agency would like to request any additional amounts of
available quantities, this will need to be done through a surplus request, which is covered
later inthe instructions.

¢ Handling Fee Per Case - This is the amount/case that your agency pays for the
administration, storage, and delivery (if using the state-contracted delivery system) of
USDA Foods.

e ProcFee (Processing Fee) - If this product is the result of a bulk USDA Food being
processed into a finished end product through a state processing contract, a processing

fee/case will also be charged.

e Total Fees - Based on the number of cases requested, this is the sum total of the Handling
Fees and the Processing Fees.
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7. Listed under the Alloc Qty column for each USDA Food is the amount of cases that your agency

has been allocated. The system automatically pre-fills the quantity that your agency has been
allocated into the Accept Qty column. If you want none or less than the amount than has been

allocated to your agency, fill in the amount desired for each product in the Accept Qty column.
To change the desired amount to less than your agency has been allocated, use the tab button.

This will highlight the figure that has been pre-filled and you may now enter the desired
amount. If you want none of the product, enter a zero.

Please note: you may not exceed the amount that your agency has been allocated. If your

agency desires any available additional products, this must be done through a surplus request.

The surplus request will be covered later in the instructions.

8. Afteryour agency has entered the desired case numbers for all of the allocated product, click on
the “Next Page >” button that is located at the bottom of the screen. IMPORTANT: If you select
the cancel button (that is located at the bottom of the screen) or exit out of this screen prior to
selecting the “Next Button,” your order will not be submitted and your agency will not receive

the desired products.
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Once you have clicked on the “Next Page >” button, your agency will be taken to the summary
page of all requested products. Review all of the numbers in the “Accept Qty” column to ensure
the accuracy of all numbers requested.

If you find an error on the numbers that are reflected on this page, click on the “< Prev Page”
(Previous Page) button that is located at the bottom of the screen and you will be taken back to
the prior page. In order to see the “< Prev Page” button, you may have to use the scroll button
that is located on the right-hand side of the screen; and scroll down to the bottom of the page.

If your agency requests less or none of the amounts that have been allocated to you, the
amounts refused will automatically become available in surplus as soon as your agency has
clicked on the “Accept” button. At this point, any agency in your same warehouse region will
have access to the amounts that your agency has refused through the surplus request screen.

Once you have confirmed the accuracy of the numbers, click on the “Accept” button that is
located at the bottom of the screen. (In order to see the “Accept” button, you may have to use
the scroll button that is located on the right-hand side of the screen; and scroll down to the
bottom of the page.) When your allocation has been processed, you will be taken back to the
School Food Authority Summary Screen. If you want to ensure that your order has been
updated, go back into the allocation tab and click on the “View” button that is located on the far
right side of where the allocation is listed.

FDP Wisconsin Department of Public Instruction

Allocation Form
Allocation |d: Alloc31930
Program'Year 2019
Program: NSLP
Allocation Date Last Acceptance Date Expiration Date
132019 11072019 162019

Handling | Process
Fea Fee
ENT Accapt Horail Per Par Total
Coda Descriplion Value Oy Oty Casa Casa Feas

Entitlemant Commodities

CORN FRZ (4130)
100348 Size: 30 LB CTN 1532 5 & 5 07e 0.00 345
Storage: Freezer
Total Commodities 76.60 5 3.95
Mo Charge Commeodities

PEARS SLC (A433)

100224 Size: 6410 CAN 2638 4 4 4 144 000 456
Storage; Dy
Total Ne Charge 105.52 4 4.56
Total All Commaodities §182.12 9 $8.51
Cancel
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11. During the allocation period (between the Alloc date and the Accept Date), your agency can
modify the allocation request as many times as desired. Since refused product automatically
becomes available in surplus as soon as your agency clicks on the “Accept” button, the system
will only allow modifications that are a decrease in the amount of product requested. Once the
Accept Date has passed, no further modifications will be possible.

D. Surplus Requests

1. If your agency would like to request any available surplus products and amounts, click on the
“Allocations” tab that is located on the School Food Authority Summary Screen.

2. Listed below and to the far right of the various tab options is an “Add Surplus” button, click on
this button.

Please note: access to the surplus screen will only be available from the 15t to the 10t of each
month. Therefore, your agency will only see and have access to the “Add Surplus” button from
the 1t to the 10t of each month. If you are accessing the allocations tab outside of the 1-10t"
time frame, the following message will replace the “Add Surplus” button: Surplus requests only
available between the 1st and 10t". DPI will process surplus requests to be part of the
following month’s order (i.e. an agency places a surplus request on September 7. When DPI
processes October orders, this surplus request becomes part of the agency’s October Order).

3. Thisscreen will list all surplus USDA Foods and amounts that are available out of the
warehouse facility (Central Storage and Warehouse - Eau Claire or Madison Central Storage
and Warehouse) that services your agency.

School Food Authority Summary Add Surplus
s

School Food Authority Alocations | Ad Suphis || 4——

Alloc31930  DUO32018 01102019 Yes  OUMS2MY 02072018 5 View Eqa

SVYISINE  11M4R2018 MMM Yas 11142018 127147018 0 Vigw

SVYIS206 10152018 10142018 Yes 10M52018 11152018 0 View

SVY3IS086 0OMTRME  CAME2018 AL-H FMTR2ME 10708 0 View

SVYI456  OBMSZ01E  DBMA2018 Yes  B4MS2MME 09152018 0 Viey

On this page the following categories are listed:

e ENT Value (Entitlement Value) - This is the amount/case that USDA paid to purchase this
product. For every case that your agency requests, this value will be subtracted from your
agency’s total entitlement allotment. Each agency is given a yearly entitlement allotment
that is based on your agency’s prior year’s total reimbursable NSLP meals served multiplied
by the federal assistance rate, which is determined by USDA, based on Food index
calculations. If the product is abonus USDA Foods, the entitlement value will be listed, but
will not be subtracted from your agency’s total entitlement allotment.

e Surplus Qty (Surplus Quantity) -Based on the warehouse facility that services your agency,
this is the total amount of product that is in surplus. Please note: this is the total available
for this warehouse facility and not a percentage that is available to just your agency.

e Request Qty (Request Quantity) - This is the amount of product, that your agency would

like to receive. Please note: when requesting amounts, your agency can not exceed the
number that is listed in the Surplus Qty.
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¢ Handling Fee Per Case - This is the amount/case that your agency pays for the
administration, storage, and delivery (if using the state-contracted delivery system) of
USDA Foods.

e ProcFee (Processing Fee) - If this product is the result of a bulk USDA Food being
processed into a finished end product through a state processing contract, a processing
fee/case will also be charged.

e Total Fees - Based on the number of cases requested this is the total of the Handling Fees
and the Processing Fees.

4. For any desired product, enter the desired amount in the Request Qty column. To enter the
desired amount, use the tab button. This will highlight the zero that has been pre-filled and you
may now enter the desired amount.

IMPORTANT: In this surplus screen, the amount available of each product is the total amount
available out of that warehouse facility. If your agency has the entitlement allotment dollars
available, the system will allow you to take the entire surplus amount available. Therefore,
please only request amounts that are reasonable for the size and servicing scope of your
agency.

5. There are three different types of products available through the surplus screen.

Entitlement USDA Foods = The entitlement value/case listed will be subtracted from your
available yearly entitlement allotment. Please note: in order to request entitlement surplus
USDA Foods, your agency must have remaining entitlement dollars.

If your agency does not have sufficient entitlement dollars and your agency requests
entitlement product, you will receive an error message and the system will not process the
surplus request.

Bonus USDA Foods = These are products that based on agricultural surplus, were labeled
as bonus USDA Foods. The entitlement value/case listed will not be subtracted from your
available yearly entitlement allotment.

Entitlement No Charge USDA Foods = These are products that were originally received
into the state as an entitlement USDA Food, but the state has determined that the product
will be available at no entitlement charge. Therefore, the entitlement value/case listed will
not be subtracted from your yearly available entitlement allotment.

Please note: Regardless of USDA Foods type (entitlement, bonus or entitlement no charge
USDA Foods), applicable handling fees for these products will be assessed when ordered.

7. Onceyou have completed the desired amounts, click on the “Next Page >” button that is located
at the bottom of the screen. IMPORTANT: If you select the cancel button (that is located at the
bottom of the screen) or exit out of this screen prior to selecting the “Next Button”, your order
will not be submitted and your agency will not receive the desired products.

8. Onceyou have clicked on the “Next Page >” button, your agency will be taken to the summary
page of all requested products. Review all of the numbers in the “Accept Qty” column to ensure
the accuracy of all numbers requested.

If you find an error on the numbers that are reflected on this page, click on the “< Prev Page”
(Previous Page) button that is located at the bottom of the screen and you will be taken back to
the prior page. In order to see the “< Prev Page” button, you may have to use the scroll button
that is located on the right-hand side of the screen; and scroll down to the bottom of the page.
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IMPORTANT: Surplus requests can not be modified once submitted. So please ensure that the
surplus request is accurate prior to submission. If you want to print a copy of the surplus
request, click on the print button that is located at the top of the web page tool bar.

Once you have confirmed the accuracy of the numbers, click on the “Submit” button that is
located at the bottom of the screen. (In order to see the “Submit” button, you may have to use
the scroll button that is located on the right-hand side of the screen, and scroll down to the
bottom of the page.) When your order has been processed, you will be taken back to the School
Food Authority Summary Screen. If you want to ensure that your order has been updated, go
back into the allocation tab and click on the “View” button that is located on the far right side of
where the allocationis listed.

IMPORTANT: If your agency does not have sufficient entitlement dollars for the quantity
requested, you will receive an error message. In order to “Submit” the surplus request, your
agency will need to decrease the request to an amount that is within the available entitlement
allotment that your agency has.
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10. Under the allocation tab, all surplus requests begin with “Surp” under the Alloc Id (Allocation Id)
column.

Surp

School Food Authority Summany

Sehoal Food Autharity Alacations |_M-15umm
mm—-mmm
SuplEH 042018 01032019 G100 0RA02019

ARGCIISI0 MBS 01019 Yes 0152018 0VOTR0NS r m £l
SVYIEIE  TIA4B0E 11132018 Yes 1142018 12042018 0 View
SVYIEN0E  ASDOE 1408 ¥es  10MSZ018 11HSEINE 0 Vigw
SVWILIRE  0SATZENE  DS1EZ01A Yes  SAMTROIE 10MTR0E 0 View

SVY30B6  03MSD01E 0342018 Wes SENGZME DIR201E 0 Wiew

11. Once DPI has processed your allocation requests, your agency can view the delivery order
(Typically this will completed after the 15t of the month prior to the month that you are
requesting product for). All open allocations (including survey allocations, fair-share
allocations and surplus requests) will be processed into one order for that particular delivery
month.

Please note: The products and quantities available through the surplus request will change as

other agencies place fair-share allocation requests. Therefore, if your agency desires specific
amounts of surplus items, you may want to view the surplus request screen multiple times.

V. Orders

A. General Information

1. Orders can be viewed by accessing the “Order” tab that is listed on the School Food Authority
Summary Screen.
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2. The following categories will be listed under the “Order” tab:
e Orderld - For every order, the system will automatically assign an identification code.

e Location Nbr - (Location Number) For every delivery location that is created, the system
automatically assigns a number identification code to that delivery location.

e Location Name - This is the name of your agency, as listed in this system.

e Delivery Period - This indicates the month of delivery (i.e. Sep, 2022 is for September 2022
orders).

e Order Status - This indicates “Invoiced” when an invoice has been created based on this
order.

e Verified Date - This indicates whether or not your agency has accessed the system to
verify delivery receipt of the order. This column is only applicable to agencies using the
state-contracted once per month delivery system.

3. Toview a particular “Order,” click on the “View” button that is located on the far right side of
the desired order name. To print a copy of the order, click on the print button that is located at
the top of the web page tool bar.

School Food Authority Summary Vlew
Orders
School Food Authority Orders

Order | Location er | Verified /
l-m

102690 551 DeliverySite Dec.2018 Invoiced View Discrep
101634 551 DeliverySite Mov, 2018  Invoiced View
100943 551 DeliverySite Oct,2018  Invoiced View
100244 551 DeliverySite Sep,2018  Invoiced View

”

If your agency prepares meals (Prep school) for another agency(ies) [Joint school(s)], the “View
button will only reflect the individual order for your agency. To access the cumulative
(combined order) order for your agency including Joint school order(s), click on the “Joint”
button that is located on the far right side of the desired order name. If you want to print a copy
of the “Joint” order, click on the print button that is located at the top of the web tool bar.

School Food Authority Summary
Orders

Joint

School Food Authority Orders

Lacation Delivery
l-_

102377 1325 Dec,2018 View Discrep Joint

Invoiced

Dlslnct DeliverySite

101955 1325 District-DeliverySite Nov,2018  Invoiced View Joint
101248 1325 District-DeliverySite Qct, 2018 Invoiced View Joint
100551 1325 Sep,2018  Invoiced View Joint

District-DeliverySite

If you are a Prep school and you want to print a copy of the individual order for each Joint
school, you will need to log into the system using the Joint agency’s userid and password and
follow the directions described in #1 above.
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In addition, the procedures for handling the delivery orders will vary according to the
delivery method selected by your agency (i.e. state delivery system or commercial

distribution). Both sets of procedures are listed below. Please follow the instructions for the
applicable delivery system.

B. State Delivery System

The following instructions apply to agencies that will be receiving deliveries through the State-
contracted delivery system (currently Midwest Perishables, Inc. is providing this service).

1. Once DPI has processed the allocations into orders, your agency will need to print a copy of the

2.

order from the system to be used and signed by the trucking company when receiving in your

USDA Foods order. To print a copy of the order, click on the “View” button that is located on the
far right side of the desired order and then click on the print button that is located at the top of
the web page tool bar.

Dalivar To:

Contact:

Orrder Numbaer 102570
Order Type: State
Orrdler Status Invoiced
Ordar Dates:
Ordered: 11142018

Delivery Period: Dwec. 2018

Storage Type: Freezer

100101

100256
100277
110462
110473
110859

110861

110931

C418

C520

C5x

C5ED

Ca0
CTH

CTR

CHIX DICED [AB1T) 40LBCTH
STRAWBERRY CUP 4.5 9614 5 0Z
{(B417) cup

CRANGE J SNGL (A299) T0i4 OZ CTH
CHICKEN STRIPS,

UNBREADED, FRZ JoLe
BROCCOLL FROZEN WLE
MIXED BERRY, FRZ, CUP,

e 9614 OF
BUTTERNUT 5QUASH, :
DHCED, IOF 6518

EGG PATTY, ROUND
FROZEN

BEEF CRUMBLES,
ADVANCE-TYSON 4518

CHICKEN FAJITA STRIPS,
PILGRIMSE PRD 0183

CHICKEN NUG, WHOLE
GRAIN, TYSON

CHICKEM PATTIES, WG,
TYSOM 306 LE CASE

PORK TACO FILLING, JTM 65 LB BAGS

G5LB
MACAROMI & CHEESE, JTM oo e oo

196 4.4 oz

2518

306 LE CASE

CHEESE QUESADILLAS,
SCHWANS

9 9
T 1
5 5
(] 0
1 1
10 10
| 1
2 2
12 12
g 9
a 9
10 10
12 12
12 12
12 12
Tolal Cases: Freener 121

If your agency prepares meals (Prep school) for another agency(ies) [Joint school(s)], the “View”

button will only reflect the individual order for your agency. To access the cumulative
(combined order) order for your agency including Joint school order(s), click on the “Joint”

button that is located on the far right side of the desired order name. If you want to print a copy

of the “Joint” order, click on the print button that is located at the top of the web tool bar.

If you are a Prep school and you want to print a copy of the individual order for each Joint
school, you will need to log into the system using the Joint agency’s userid and password and

follow the directions described in #1 above.

When your agency initially views the order, the Ordered Qty and the Received Qty will be
identical. Also, initially when your agency views the order, the order will state, “Not Yet

Verified” at the top of the page. “Not Yet Verified” refers to whether your agency has reported
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delivery shortages. “Not Yet Verified” does not mean that modifications can be made to the
existing order.

When receiving in your monthly order, use the amounts listed in the Received Quantity column
located on the far right-hand side of the form.

If your agency has a shortage/overage/damage on a particular product(s), the school personnel
checking in the monthly order should have the trucker adjust the quantity listed in the Received
Quantity and initial next to the adjustment. This adjustment needs to be indicated on both the
school’s order receiving form and the trucker’s order form. Your agency must retain a copy of
the signed order form on file for proof of discrepancy.

Both the trucker and the school personnel must sign and date both copies of the order form.
The signatures are located at the bottom of the order form.

If the trucking company can reconcile the discrepancy, they will contact your agency to resolve
the discrepancy.

If your agency has experienced a shortage/overage/damage that could not be reconciled by the
trucking company, you will need to follow the procedures listed below:

a. Thediscrepancy must be entered into the system. In order to receive the appropriate
adjustment for this discrepancy, your agency must enter adjustments into the system by
the 7t of the month following the delivery month (i.e. October 7 for September
deliveries). After this deadline, no financial adjustments will be made to your agency’s
account.

b. Toenter the adjustment, click on the order tab and then click on the “Discrep”
(Discrepancy) button that is listed on the far-right hand side of the desired order.

Please note: the “Discrep” button is only used to report a delivery discrepancy. Changes
made through the “Discrep” screen do not allow your agency to change that month’s
USDA Foods order. Once an order has been created by DPI, no adjustments are allowed.

c. The system automatically pre-fills the Received Qty column with the Ordered Qty
column. The only time that your agency needs to enter data into this columnis when there
is adelivery discrepancy.

d. Tomake an adjustment on a product, use the tab button to move to the Received Quantity
field for the appropriate USDA Food. This will highlight the figure that has been pre-filled
and you may now enter the adjusted amount.

e. Afteryour agency has entered the necessary adjustments, click on the “Next Page >”
button that is located at the bottom of the screen. IMPORTANT: If you select the cancel
button (that is located at the bottom of the screen) or exit out of this screen prior to
selecting the “Next Button,” your adjustment will not be submitted and your agency will
not receive the desired adjustment.

f.  Onceyou have clicked on the “Next Page >” button, your agency will be taken to the
summary page of all received products. Review all of the numbers in the “Received Qty”
columnto ensure the accuracy of all numbers received.

g. Ifyoufind anerror on the numbers that are reflected on this page, click on the “< Prev
Page” (Previous Page) button that is located at the bottom of the screen and you will be
taken back to the prior page. In order to see the “Prev Page” button, you may have to use
the scroll button that is located on the right-hand side of the screen; and scroll down to
the bottom of the page.
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h. Onceyou have confirmed the accuracy of the numbers, click on the “Submit” button that
is located at the bottom of the screen. (In order to see the “Submit” button, you may have
to use the scroll button that is located on the right-hand side of the screen; and scroll
down to the bottom of the page.) When your order has been processed, you will be taken
back to the School Food Authority Summary Screen. If you want to ensure that your order
has been updated, go back into the order tab and click on the “View” button that is located
on the far right side of where the order is listed.

i. Based onthe submitted adjustments, DPI will reconcile all discrepancies with the
trucking company. If the trucking company disagrees with the discrepancy(ies), the
trucking company will provide a proof of delivery document to DPI.

j- Oncereconciled and eligible for adjustment, your agency will receive the appropriate
adjustment to your account (This includes both entitlement and applicable handling fee
adjustments).

10. If your agency does not experience a delivery shortage, your agency does not need to access

the system to verify the amounts delivered. After the 7t of the month following the delivery
month (i.e. October 7 for September deliveries), the system will automatically change the order
to “Verified” if no delivery shortages have been reported.

C. Commercial Distribution System

1.

2.

The following instructions apply to all agencies who will be receiving deliveries through a
commercial distributor.

Once DPI has processed the allocations into orders, your agency may want to print a copy of
the order from the system to compare the monthly order with the actual amounts delivered by
the distributor throughout the month. To print a copy of the order, click on the “View” button
that is located on the far right side of the desired order and then click on the print button that is
located at the top of the web page tool bar.

FDP

Order Number 102473
Order Type: State
Order Status Invoiced
Deliver To: Contact: Order Dates:
Ordered: 1114/2016
Delivery Period: Dec, 2016

Storage Type: Freezer

100258 (SAT‘R‘?\)NEEHRY CuP45 25“:5 oz
100348 CORN FRZ (A130) 30LBCTN
100350 PEAS FRZ (A160) 30LBCTN
100351 BEANS GREEN FRZ (A070) 30LBCTN
100352 CARROTS 30 (A093) 30LB CTN
110624 BLUEBERRIES, HIGHBUSH 30LB CTN

STRAWBERRY, WHOLE, "
1086 UM ar 6515

@ NN e e W
o Mo e w

110859 WIXED BERRY. FRZ. CUP, g1y oz 16 16

Total Cases: Freezer a0

Storage Type: Dry
PEACHES CLING SLC
(Ad08)

100219 6i#10 CAN
PEACHES CLING DICE

100220 (Ad09) 6/410 CAN
100224  PEARS SLC (A433) 61810 CAN
100225 PEARS DICE (Ad434) 6#10 CAN
100307 BEANS GREEN 10 (A061) Gi#10 CAN
100362 BEANS REFRIED (A085) B/#10 CAN 1

Total Cases: Dry b5

p@w @ &
= . NS -

Total Cases All Commodities 68

If your agency prepares meals (Prep school) for another agency(ies) [Joint school(s)], the “View”
button will only reflect the individual order for your agency. To access the cumulative
(combined order) order for your agency including Joint school order(s), click on the “Joint”
button that is located on the far right side of the desired order name. If you want to print a copy
of the “Joint” order, click on the print button that is located at the top of the web tool bar.

If you are a Prep school and you want to print a copy of the individual order for each Joint
school, you will need to log into the system using the Joint agency’s userid and password and
follow the directions described in #1 above.
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4. For agencies using a commercial distributor, the Ordered Qty and the Received Qty will be
identical.

5. Ifyour agency has a shortage/overage/damage on a particular product(s), this discrepancy must
be resolved between your agency and your distributor. Please refer to the details outlined in

your contract with the distributor for specific instructions on handling discrepancies. DPI will
not be involved in the resolution.

VI. Invoicing

A. General Information

When an “Order” is created in the system, the system will automatically generate an applicable
“Invoice” for any handling charges as a result of the “Order.”

Any costs accrued through the ordering of USDA Foods, can be accessed through the “Invoicing” tab.

For monthly orders, costs will be calculated on a monthly basis. Any applicable costs, such as
administrative fees, storage fees, processing fees, and delivery fees will be automatically off-set and
taken from the monthly National School Lunch Program (NSLP) federal reimbursement claim.

For direct diversion processing commitments (including the Cheese Processing Program), the costs
will be calculated annually, typically in August, for the upcoming school year. Any applicable costs will
be automatically off-set and taken from the monthly National School Lunch Program federal
reimbursement claim. The reimbursement voucher will reflect the total amount of reimbursement
claim less the assessed fees.

THEREFORE, DO NOT SUBMIT CHECK PAYMENT FOR ANY COSTS ASSOCIATED WITH THE
RECEIPT OF USDA FOODS.

B. Accessing Invoices

1. Toaccess any applicable handling charges, click on the “Invoicing” tab that is listed on the
School Food Authority Summary Screen.

2. The following categories will be listed under the “Invoicing” tab:
e Invoice ld - For every invoice, the system will automatically assign an identification code.

e Delivery Period - The delivery period indicates the month in which the invoice costs were
accrued (i.e. Sep, 2022 would be the invoice for the September 2022 order). If the invoice is
for direct diversion processing (including commitments for the Cheese Processing
Program), the delivery period will be the month that DPI invoiced the applicable
administrative fees (typically will be in August).

e Invoice Type - There are two types of invoices: order invoice and order adjustment. For
every order that is created, the system will automatically generate an “order invoice” for all
applicable handling charges. All DPI approved credit adjustments will be indicated as an
“order adjustment.”

e Invoice Amount - This s the total amount due for this particular invoice.
e Paid Amount - As your agency submits federal reimbursement claims, any applicable fees

will be offset from the federal reimbursement claim. This column will reflect how much, if
any, has been taken from a federal reimbursement claim.
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To access details of a specific invoice, click on the “View” button that is located to the right of
the desired invoice.

On the top right-hand corner of each invoice, the following information will be displayed:

e Invoice Number - For every invoice created, the system automatically generates an
identification number.

Delivery Period - The delivery period indicates the month in which the invoice costs were accrued
(i.e. Sep, 2022 would be the invoice for the September 2022 order). If the invoice is for direct
diversion processing (including commitments for the Cheese Processing Program), the delivery
period will be the month that DPI invoiced the applicable administrative fees (typically will be in
August).

e Invoice Type - There are two types of invoices: order invoice and order adjustment. For
every order that is created, the system will automatically generate an “order invoice” for all
applicable handling charges. All DPI approved credit adjustments will be indicated as an
“order adjustment.”

e |Invoice Status - This indicates the status of the invoice. An “Open” status indicates that
payment through the federal reimbursement claim has not yet occurred. A “Paid” status
indicates that payment through the federal reimbursement claim has occurred.

e Reference Order: Thisrefers to the corresponding “Order Id” listed under the Order Tab.
The “’"Reference Order” designates the order being invoiced for. If the invoice is for direct
diversion processing, the reference order section will be blank.

In the middle of the invoice, the “Payment History” will be displayed. The “Payment History”
indicates the amount(s) of the invoice that has been recovered from a federal reimbursement
claim. If the invoice amount is greater than the federal reimbursement claim, the remaining
balance will be recovered from the next submitted federal reimbursement claim. If this occurs,
it will be reflected in this Payment History Section. The following columns are displayed in the
Payment History Section:

e Credited Date - This is the DPI processed date that applicable fees were offset from a
federal reimbursement claim.

¢ Voucher - Thisis the voucher number of the reimbursement check/electronic transmittal
for which the applicable fees were offset from.

e Claim Date - This is the federal reimbursement monthly claim date for which the applicable
fees were offset from. (For example, if the applicable USDA Foods fees were offset from the
September 2022 federal reimbursement claim, the claim date would be listed as
“9/1/2022.)

e Amount - This is the amount of the fees that were offset from the applicable federal
reimbursement claim.

Every invoice will give detailed information on the handling fees associated with each USDA
Food. For each USDA Food being invoiced, the following categories will be listed:

a. Invoice Quantity - Indicates the total number of cases ordered and invoiced.

e Admin Fees (Administrative Fees) - This is the amount that your agency pays for the
Department of Public Instruction (DPI) to handle the allocation and distribution of USDA
Foods. The figure displayed in this column is the total administrative fee for that
particular USDA Food (i.e. 10 cases of 100307, green beans ordered multiplied times
46/case administrative fee = $4.60 displayed in the administrative column for 100307).
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e Processing Fees - If this product is the result of a bulk USDA Food being processed into a

finished end product through a state processing contract, a processing fee will also be
charged. The figure displayed in this column is the total processing fee for that particular
USDA Food (i.e. 20 cases of C308 ordered multiplied times $39.15/case processing fee =
$783.00 displayed in the processing fees column for C308). If the product was ordered
through direct diversion processing, this column will be zero and does not apply.

Storage Fees - Once USDA Foods are delivered by USDA into the state of Wisconsin,
DPI has to pay the state-contracted warehouse to store the products prior to delivery to
schools. This is the amount that DPI pays the contracted warehouse to store the USDA
Foods. The figure displayed in this column is the total storage fee for that particular
USDA Food (i.e. 10 cases of 100219, peaches ordered multiplied times $1.136/case
storage fee = $11.36 displayed in the storage fees column for 100219). If the product
was ordered through direct diversion processing, this column will be zero and does not

apply.

Delivery Fees - This column applies only to agencies using the state-contracted delivery.
DPI has to pay the contracted warehouse to delivery USDA Foods to agencies selecting
this delivery option. This is the amount that DPI pays the contracted warehouse to
deliver the USDA Foods. The figure displayed in this column is the total delivery fee for
that particular USDA Food (i.e. 12 cases of 100225, pears ordered multiplied times
$1.2926/case delivery fee - $15.51 displayed in the delivery fees column for 100225). If
the product was ordered through direct diversion processing, this column will be zero
and does not apply.

b. Total Fees - Based on the number of cases/pounds requested this is the total of the all
applicable fees (Administrative Fees, Processing Fee, Storage Fees, and Delivery Fees).

FDP Wisconsin Department of Puk mstruction
SFAI £
Invoice Number: 110798
Delivery Period: Dec, 2018
Irvoice Type Order Invoice
Irvolce Status: Open
Referance Order. 102473
Mailing Address: Contact:
Payment History
Credited Date Vouchar Claim Data Amoasnt

Inwoice Hems

Allecation: 102473 111472018

100219 PEACHES CLING SLC (A4DB) 610 CAN 4 184 000 270 000 454
100220 FEACHES CLING DICE (A403) 6810 CAN 8 368 000 541 000 909
100224 FEARS SLC (A433) 610 CAN 3 138 000 203 000 341
100225 PEARS DICE (A434) 610 CAN 8 368 000 541 000 9.09
100256 STRAWBERRY CUP 4.5 (Ad17) 045 O 3 094 000 138 000 232
100307 BEANS GREEN 10 (A061) G#10 CAN 4 184 000 270 000 454
100348 CORN FRZ (A130) 0 LB CTH 4 128 000 188 000 316
100350 PEAS FRZ (A160) 30 LB CTH 2 064 000 084 000 158
100351 BEANS GREEM FRZ (A070) 30 LB CTN 3 096 000 141 000 237
100352 CARROTS 30 (A099) 30LBCTN 2 0564 000 094 000 158
100362 BEANS REFRIED (A085) 610 CAN 1 048 000 072 000 121
110624 BLUEBERRIES, HIGHBUSH 30 LB CTH 2 064 000 094 000 158
7104 I TAMIICRICY, WHELE, 615 LB 8 256 000 376 000 632
110856 MIXED BERRY, FRZ, CUP, 9614 9614 OZ 16 445 000 654 000 1099

Total Allocation 68 25.02 000 3676 000 6178

T T N N R S
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7.

At the bottom of each of the above listed columns, the total cumulative fee is also indicated.
This includes the total invoice amount (exception: the grand total is not listed for invoices
resulting from a direct diversion processing commitment).

To print a copy of the invoice, click on the print button that is located at the top of the web page
tool bar.

VII. Annual Commodity Allocation and Receipt Summary (CARS)

Report

It is each agency’s responsibility to print out and maintain a copy of the CARS report for audit purposes. The
summary covers the monthly USDA Food distributions your agency received during the specified school
year. This summary shows the USDA Foods received by your agency, the value of the items, and the
percentage of your entitlement received.

The amount next to the line, “Total Value Received: Entitlement, Bonus, DoD, UNPFV and Raw Product:” is the
total value of USDA Foods your agency has received for the specified school year. This amount is what your
agency may need for year-end reports.

To access a copy of the CARS report:

1.

Below the web tool bar and above the School Food Authority Summary portion of the system in
the left-hand corner (below the outline of the state of Wisconsin), the following words are
listed: Summary, Allocations, Orders, Reports, and Resources.

Click on the word “Reports.”
Click on the words “CARS Report.” The CARS report will now be displayed.

In the top right-hand corner of the CARS report, the following school specific information will
be listed :

Program Year - This is the designated Program Year for the selected CARS Report.

Yearly Entitlement - For the designated Program Year, this is the annual entitlement available
in the USDA Food internet system. Please note: yearly entitlement is the entitlement that has
beendistributed in the Wisconsin USDA Food Ordering System. The yearly entitlement may be
more or less than the USDA determined annual entitlement (USDA published meal rate times
total number meals served in the prior school year). Therefore, the yearly entitlement may not
be a true indicator of the USDA determined annual entitlement.

Actual Entitlement - For the designated Program Year, this is the actual annual entitlement
that your agency was entitled to and reflects the USDA published meal rate times the total
number of meals served in the prior school year.

At the bottom of the CARS report, the following information will be listed:

Total Value Received: Entitlement, Bonus, DoD, UNPFV and Raw Product - For the designated
Program Year, this is the total value of USDA Foods received.

Total Percent Offered - For the designated Program Year, this is the total percentage of annual
entitlement that was made available to your agency for ordering.

Total Percent Received - For the designated Program Year, this is the total percentage of the
annual entitlement that was received by your agency. Please note: since the yearly entitlement
distributed in the system may be more or less than the USDA determined annual entitlement,
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the total percent received is based on the actual entitlement and not the yearly entitlement
(USDA meal rate times total number meals served in the prior school year).

6. Toprint a copy of the CARS report, click on the “Print” button located on the web tool bar.

VIII. Exiting the System

To exit out of the system, click on the “Logoff” button that is located at the top of the page, in the
far right-hand corner of the green tool bar section.

Nondiscrimination Statement for USDA Child Nutrition Programs

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, this institution is prohibited from discriminating on the basis of race,
color, national origin, sex (including gender identity and sexual orientation), disability, age, or
reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with
disabilities who require alternative means of communication to obtain program information (e.g.,
Braille, large print, audiotape, American Sign Language), should contact the responsible state or
local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice
and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027,
USDA Program Discrimination Complaint Form which can be obtained online

at: https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-
0508-0002-508-11-28-17Fax2Mail.pdf, from any USDA office, by calling (866) 632-9992, or by
writing a letter addressed to USDA. The letter must contain the complainant’s name, address,
telephone number, and a written description of the alleged discriminatory action in sufficient
detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an
alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA
by:

1. mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or

2. fax:
(833) 256-1665 or (202) 690-7442; or
3. email:

program.intake@usda.gov

This institution is an equal opportunity provider.
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