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F.O.R.M.S. SETUP
1. Double-click
3
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to launch the FSS F.O.R.M.S. program. This will pull up the application’s front page.

2. The first time you launch this program, you will
need to hit the
button before you log in.
This pulls up the Properties screen.
3. You must enter either the Server IP or Server
Name information. Click
.

4. Click
and while using the proper Login Name and Password assigned in the Admin program, log
into the system.
5. After logging in the first time, you will need to click
a. This time select

again. This pulls up the Properties screen.

to display the window shown on the next page.
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F.O.R.M.S. SETUP (cont.)
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b. Click
to insert.

Table of contents

to display the school district name. Double click the school’s name

c. Application Update Delay (Days to Wait). Enter the number of days you
would like the system to wait to update a student’s status if they are going to
a lesser status. (ex. Free to reduced).
d. Select Automate Update PositiveID/Expire Carryover Statuses if you
would like the to system to automatically run the expire carryover status
routine when the expiration date has passed and to update student statuses
on a nightly basis. This will be necessary if using the Application Update Delay.
6. Click

. This will launch the Admin Program.

a. Click
to the right of Name in District Director Section.
Search the person that a parent would call if there was a
question about a form. When this person is located, double click
on the name to insert. Type in the Title and Phone number.
b. Do the same for District Administrator. The Administrator is the
person who would be contacted if there was a problem that
couldn’t be resolved. These people have to be created as
customers before you will be able to locate them in the
database to enter them here.
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F.O.R.M.S. SETUP (cont.)
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c. Make sure the Forms dates are set. If not, set the Carry over Status Expiration date first. The Carry over
Status Expiration date should be 30 school days from the start of school. The First Day of Fiscal Year date can
be any day previous to the start of Forms data entry or Direct Cert entry. Preferably 7/1 of current school year
which will indicate Any application entered after this date will be considered new/current. Any application with a
signed date prior to 7/1 will have a carryover status and will be considered an old application.

INCOME ELIGIBILITY
1. Click the

button on the front page. The pulls up the Income Eligibility Guidelines Screen.

2. Click
at the top of the screen. This will
unlock the form to allow you to edit the
information and add the prices of your school’s
reduced lunch, breakfast, and snack. When
changes have been made, select
to ensure these settings are not changed.
3. For any family size over eight people add the
allotted amount from the bottom of the screen.
4. Click Close to return to the front page.
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Importing Income Guidelines
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If the Income Guidelines are not correct:
1. Click

and select Download/Import Income Guidelines.

2. When selected you will receive a message for a successful download.
Select OK to continue

3. Click

. When it is done, click OK then close.

4. Open the income Guidelines again to see if they are correct.

4
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Importing Income Guidelines
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If the Income Guidelines are still not correct:
1. Exit Income Guidelines.
2. Click on
3. This will display the version and support windows.

4. Select

, this will take you to our downloads page.
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5. Select
6. Save this file on your desktop or in a file you will remember.
7. Select

, then select Download/ Import Income Guidelines

8. When the Import window opens you will click on
and
search for the file you just saved. Double click on the file to insert
it and select Import.

9. When the import is complete you will receive a message

10. Click OK to close this window, then select Close to exit the Import Guidelines Window
11. Return to, Income Guidelines, to make sure the income Guidelines are correct.
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APPLICATION ENTRY
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The Application Entry is the section of the F.O.R.M.S. software where you enter the information from the free/reduced
applications you have received. This software enables you to process an application for an entire family in mere
9
seconds. Also, through the use of Peer Recognition not only can you qualify students who submitted an application,
but any other school-aged residents, for that household as well.

Navigating the F.O.R.M.S. Data Entry Screen
Creates a new application.
Allows you to delete a student or a signer assigned to a particular household.
Allows you to search for Households, Signers or Students in the database.
Will generate an approval/denial letter for the household.
For entry of Direct Certification or Migrant status students.

Exits you from the Data Entry Screen and returns you to the front page.
By checking this option, the POS will update automatically.

Entering data into F.O.R.M.S. is simple and straightforward. With some administrators processing hundreds, or even
thousands of applications, the process is time consuming and tedious. It is critical that all data entered is verified and
confirmed before saving. Entering the wrong data not only is time consuming but erodes confidence in the process.
FEDERAL AND STATE dollars are at stake in this process. Insure DATA INTEGRITY by doing it right the first time.
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APPLICATION ENTRY (cont.)
1. To begin, log into FORMS and click
10 meal Application Entry Form.
2. To create a new form, click
FSS F.O.R.M.S. Search screen.

Table of contents

on the FORMS sidebar. This pulls up the Free/Reduced

or you can search for a student by hitting

. Doing so pulls up the
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3. A search screen will appear. Select the search by criteria and the search on criteria. If using the phone
number, type it in the space by Enter Search Criteria. Then hit enter or search. This will bring up all students
matching that criteria.

• Search by Household based on Household ID or
All Households

• Search by Signer based on Last Name, First
Name, Address, Phone or All Signers

• Search by Student based on User ID, Pin, Last
Name, First Name, Address, Phone or All
Students

In the Search Cirteria box, type in a last name, ID number or whatever you have selected to base your
search on, and then hit
. This pulls up all the students in the database who match your search criteria.
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4. To assign a student to a household, click the checkbox beside his/her name. Select applicable students.
Once you have all students selected, click
to post the selected students to the household. If you would
like to include a student not appearing in this list, do another search, assign the student. Select
to
exit the search screen and go back to the application.

AFTER CLICKING “ASSIGN”

a. This also posts the address
information in the student section of
the FORM as it appears in Admin.
This is required information for the
family section as well.

b. To copy this information to the
family section click
, and the
address information is automatically
copied to the family section.
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The bottom section, seen below, is for student information. The information appearing below the student’s
name (Address, School ID, Grade, etc.) in red is student information read directly from the centralized
database. This information can only be modified in FSS Admin.
HINT: To modify this information, minimize F.O.R.M.S. and open the Admin module from your desktop. To see information for
2nd student on this application, click on student (i.e. Brenda, Randy) and the information in Red will change.

If one of the assigned students is a
foster child, highlight his/her name and
the hit the drop arrow beside the
Foster Child box and select Y.

NOTE: FOR FOOD STAMP or TANF APPLICATIONS
a. If the family application lists either a Food Stamp number or a TANF number, Select this
option by clicking on the drop down arrow beside Household Status. This information needs
to be entered in the corresponding box. An entry of either the Foodstamp # or TANF #
will qualify every student on application for a Free Lunch.
b. On the Family section (TOP HALF) of the FORM you can also enter information for
Language, Health Dept., Certification and Milk Only. The Language field will allow the
Approval/Denial Letters to be printed in Spanish. Choose (S) for Spanish letters. Again all
entries made in the Family section (TOP HALF) of the FORM are for all students on the FORM.
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SPECIAL NOTE: The Certification field should not be used if the Direct Certification has already been
completed. Answering Y qualifies all students listed as free based on Direct Certification
5. Click

to enter the signer and income information.

6. You will type information in the white fields for the signer. When
finished, right click on the signer’s name and select Assign to Signer. This
will move the signer’s information to the yellow area.
7. Enter the signer’s income information in the income entry box.

8. Add other members to the Household tab by clicking in the Total Income box and hit the down arrow on the
keyboard. Enter the information the same as above.
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9. Be sure to enter the household Size in the top left using the up arrow.
10. The address in the top right must be complete for the application to be accepted.

Enter the income amount for each applicable row. Use the drop arrow to select the frequency of income (Yearly,Monthly, Weekly, Bi-Weekly or Bi-Monthly).

You can also add additional non-student family
members to the application in this area of FORMS
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The formula for calculating household size is:
(number of students + number of members + Addt. Members) – (number of members listed as students).
Example: John Smith, a senior at your high school is on an application. There are only two family members, John and
his mother, Sue, the signer. Both John and Sue work. John is found, added to the FORM and Sue, is added as to the
household and her income entered. John also has a job, and is entered on the household section for income purposes.
SEE THIS RESULT
[number of students (1) + number of members (2) +
Addt. Members (0)] MINUS [(number of members
listed as students (1)] = household size (2)
11. Once you have all the signer information and additional members entered, enter
the date the form was signed. The date you are entering the form and the changed
date, will automatically be populated. You will never change these 2 dates.
12. To save the information and to process the application, click
up a confirmation box. You will want to click
.

. This pulls

13. You will also be asked if you would like to update the Positive ID. Select
student’s status to change to the new status.

unless you do not want the
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14. The Student Status will appear in the center of the form.
15. Select
to create the next application or search to look for an applicants
name to make sure an application does not already exist.
If you select
the Update Positive ID message will not pop up every time you save
and application. The POS will Automatically update.
Before progressing to next application make sure that the FORM has a SIGNER, SIGNED DATE, TOTAL INCOME
and that the calculated HOUSEHOLD SIZE is correct. Failure to verify this information will result in INCORRECT
statuses for SCHOOL LUNCH.

16. When exiting the software or Adding a New application the following message will appear. DO YOU WANT
TO UPDATE POSITIVE ID. If answered YES, the FORMS status will automatically update the Point of Sale status for
all students on the application.

Search for an Existing Application
1. Log into FORMS and select
2. Select

.

to bring up the FSS FORMS Search Screen.

3. Select the search Criteria and enter the information in the Enter Search Criteria space and select

.

4. If the student is already assigned to an application, he/she will have a HouseholdID. Double click on the
students name to open the application.
5. If the student does not have a household ID select
to exit the search screen.
a. Select

to create an application.
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LETTER DESIGNER
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1. To access the Letter Designer, log into FORMS and select Reports
then Letter Designer.
2. The letter designer gives you the ability to create Approval/Denial, Status Expiration, Verification and
verification results letters.
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LETTER DESIGNER (cont.)
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3. Click the letter you would like to design from the options on the left of the main screen.
4. The illustration above shows that I have chosen the Income/Standard
Approval/Denial Letter.
5. Notice, I have chosen options from the database keywords. By selecting these
keywords, the system will pull this information from the database into my letter.

6. Type the body of the letter.
7. You can edit the look of your letter by right-clicking on a particular
selection and selecting an option from the menu. Select Font to change
the font size, Bold to make the word or keyword selection bold, etc.
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8. You may also edit the look of the letter by right clicking in the letter and selecting Edit. Make any changes
you would like in this Editor. Click the x when finished and save your changes.
9. You can center any Item by right clicking
on the letter and selecting Edit.
a. Highlight the Item you wish to center.

b. Click this option
letter will look like this:

and the

10. You can design your letter to fit in a number 10 window envelope by following these steps:
a. Click on the letter selection.
b. Select the keywords. When selecting The Customer’s name, place it 10-11 spaces down from the top, using
font size 12 or 12-13 spaces down from the top using font size 10.
c. The Customers name and Address should be placed 12-14 spaces in from the left.
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d. The body of the letter should begin on the 5th line down from the address.
e. Preview and print the letter to make sure it will fit to your specifications.
Example:
The letter to the left was designed using font size 12, to
fit in a number 10 window envelope.

f. Setting Margins may also be achieved by rightclicking on the document and selecting Edit.
g. Put the cursor in front of the keyword to set the
margin by moving the icon in yellow to the correct
position. It will look like this.

Setting the margin at ½ inch should put the mailing address at the correct
position for the number 10 window envelope.

11. To preview the letter, select
. This will generate an output options window and allow you to preview
the letter or print it to see if it is designed to fit in the window envelope you have selected to use. You can change
the design of your letter if necessary.
12. When you are happy with the results of your letter, select
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LETTER DESIGNER (cont.)
13. Select
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to take the letter back to the original form, before you made changes.

14. You may also create a letter in another language
select the appropriate language. You will be given a blank screen.
15. Design your letter and select
the selection prior to printing the letter.

. Select the dropdown arrow to

. When you need to print another letter in a specific language, make

Importing a pre-designed Letter
1. Download the letter template from our download page at: Download.foodserve.com.
2. Go to the Letter Designer in FORMS.
3. Select the Letter type;
receive an empty Letter.

You will
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4. Right Click on the body of the letter and select Edit:

5. Click File, then Load. When you click on Load, you will receive a new window to search for the appropriate file.
When you find the file, double click on the appropriate letter to enter it.
6. Your letter will be overwritten with the
contents of the letter you had chosen.
7. Select
8. Select
when you are ready to
leave the Letter Designer.
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PRINTING APPROVAL-DENIAL LETTERS
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This section will walk you through the process of printing the approval denial letters for the students entered into the
direct cert or migrant list. This is the same procedure used to print Approval/denial letters for all applications.
1. Log into FORMS.
2. Select Reports then Approval Denial Letters. The Approval/Denial Options window
will be displayed.
3. Select the Approval/Denial Letters you would like to print. In this case I have chosen
Direct Cert and Migrant. Please refer to the Letter Designer for FORMS document for the
letter setup.
4. Select

to begin the processing of the letters selected.
5. If you receive the message below, the letter has not
been created or your don’t have any new letters for
direct cert or Migrant (selected).
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6. Once the letters have been generated, you will receive a print options window.
Select OK to Preview or select Printer, then OK to send directly to the printer.
7. Once the letters have been sent to the printer, you will
receive a message, select yes if the letters are
acceptable (this will delete the letters from this table and
only new letters will print when generated again), select
No if you want to generate the same letters again.
8. Select

to exit the Approval/Denial Options window and go back to the main screen.

Generating Individual Direct Cert or Migrant Approval/Denial Letters
1. Log into FORMS and select Application Entry.
2. Once in the Meal Application Entry Form, select

, this will open the certification entry window.

3. Enter a student’s last name in
, then select
to bring up an individual student or
just select
without entering a name and the list will populate with the students in alphabetical order.

4. Right click on the student’s name, in the list and select Individual Approval/Denial Letter.
5. An individual letter will be processed for you to preview and print.
6. Select

to exit the Certification Entry window.
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VERIFICATION
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The verification process is requested by the state to verify that the applications being received are true and
accurate.

Step 1
Reports Necessary
Run these reports and keep them on file so you have them for the Verification Summary Report requested by the state.
Normally the state wants the information from these reports as of October 1. Make sure they are run on October 1.
1. Approved Application Totals will display a total of applications entered into FORMS.

2. Approved Status Count will display the totals for the students in each school.
a. When you select this report you will receive a sort Option window. This
report is already separated by school. Select
to continue.
b. You will receive a Print Preview Screen. Select OK to Preview or select
Printer to send directly to the printer.
c. This report will give you school totals and the district totals will be
listed on the last page of the report.
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3. Verification Summary Reports also give
you application totals but will also display
the number of applications which would need
to be selected, based on the criteria entered,
for verification.

This report is telling the user that they have
253 applications which are subject to
verification.
-23 applications are within $100 a month of the
free/reduced limit. Of these 23, only 8 will need
verified.
-10 applications are Food Stamp or TANF and only 1
will need verified.
-133 (free Apps) + 110 (Reduced Apps) + 10
(FS/TANF Apps) = 253 Total
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Step 2
Polling Households for Verification
1. Log into FORMS.
2. Select Reports then go to Polling/Verification and select Poll
Households for Verification. The Polling window will appear.
3. Select Standard or Focused Polling.
a. Focused Polling is the Error Prone Polling. It
targets the applications that are within $100 of the
free or reduced limit.
1. The default Percentage of households to be
polled is 3%. Food Stamp is defaulted to .5%.
These numbers can be changed if necessary.

2. The default amount is $1200 which is equal to
$100 monthly.
3. Select
. This will generate a list
of all the applications to appear here with the
selected applications appearing in red.

4. Click
to generate a printable list if the
households selected for verification. Print the list
and keep with your records.
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5. If the system did not find enough error prone applications to choose from,
will display a
value. This would be the number of households you will have to select, to verify. Scroll through the list and
select any additional households you would like to verify.

b. Standard Polling is a random selection of the approved application with no criteria selected.
1. Select the Standard Tab.
2. Select the appropriate percentage that has to be verified

3. Select

to generate a list of households to be verified.

4. Select
if you need to generate the same list from previous polling. This will work
for either the standard or focused polling.

Step 3
Verification Letters
1. Click

then go to Polling/Verification, then

.
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2. Select First Notice and enter the date the household has to reply.
3. When you select
you will receive a letter for each
student in the household selected for verification and an
information sheet for each student. It is only necessary to send 1
information sheet per household.
4. Save copies of these letters for your file.
5. Generate the Second Notice for all those who did not reply by the date requested. This will generate a letter for
anyone who did not respond.

Step 4
Entering Verification Information
1. When the verification information is returned, search for the application in FORMS.
2. Check the household information and make sure it is the same as what was provided for you.
3. Make any changes necessary and select
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VERIFICATION (cont.)
4. When all information has been verified, click
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then select Bottom Section

a. Make sure the dates are correct

b. Select correct Verification Results and Reason for Change
c. Date Notice of Change Sent should reflect the date you sent them a letter notifying them that their status has
changed due to verification. This letter can be found on your state website.
d. Enter your name as the Verifying Official’s Signature
e. Select the Date this action has been completed.

f. Select
to update this information. This application will now be locked into this lunch status. If the
household did not cooperate and are set to paid and they send in the verification information at a later date, You
will have to delete the Verifying Official’s Signature to allow the application to update.
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COPYRIGHT NOTICE
All rights reserved worldwide. This publication and the entire software system it describes are protected by
Federal Copyright Law. No part may be copied, photocopied, reproduced, distributed, transmitted, reduced
into any human or computer language in any form or by any means, electronic, mechanical, magnetic, manual
or otherwise disclosed to third parties without prior and express written consent of Food Service Solutions,
3101 Pleasant Valley Boulevard, Altoona, Pa 16602.
DISCLAIMER
Food Service Solutions makes no representation or warranties with respect to the contents herein and
specifically disclaims any implied warranties or merchant ability or fitness for any particular purpose. Further,
Food Service Solutions reserves the right to revise this publication and to make changes from time to time to
the contents herein without obligation of Food Service Solutions to notify any person or organization of such
revisions or changes.
NOTICE
Not all images are to scale.

