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Instructions for On-Line Renewal 
 

Review all information that has been “rolled” from the previous year, and update as needed.  Information that 

rolls from year to year includes site’s days, times, site kitchens, staff charts and other site information. 

Budget and Advances should not be addressed until all of the site information and the Excess Fund Balance 

has been entered. 

Items in red are required information to be input before the sponsor is able to submit the renewal. 

Throughout the renewal whenever any data is input always click the ‘Save’ or ‘Insert’ button before continuing 

to the next step. 

 
INDEX: 

Advance - pg. 30 

Budget – pg. 28-29 

Camp Sessions - pg. 17-19 

Civil Rights Requirement – pg. 30 

Commodities (USDA Foods) – pg. 30 

Contact Information – pg. 2-3 

Excess Fund Balance – pg. 23-24 

 

 

 

 

1. Complete ALL site information 

 

2. Enter any leftover funds from 

last year under Excess Fund 

Balance 

 

3. Review and update both staff 

charts 

 

4. Complete the budget, if 

applicable 

 

5. Request an advance 

This paragraph lists all of 

the information that must 

be input or updated to 

complete the renewal. 

You may have to input 

substantially more 

information. 

Field Trip Notification- pg.-21-22 

New Additions to Site Program Information- pg.20-22 

Parent Letter/Media Release – pg. 32 

Site Eligibility – pg. 4 

Site Kitchen – pg. 5-7 

Site Program Information – pg. 10-16 

Sponsor Kitchens – pg. 8-9 

Staff Charts – pg. 24-27 
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From the SFSP Renewal/Profile screen (pg.1), clicking Authorized Official, Representative {1,2,3,4},  General 

Phone, Fax, or Email will bring up this screen. 

  

You may choose to add or change Contact People. Click the ‘New’ button beneath the Contact People table 

and enter the appropriate information (see pg.3). 

 

To update information for an existing contact role, click on the current person’s Name in the table. Phone, fax 

numbers and E-mail addresses can be added or updated.  

 

   
 

 

 

 

 

 

 

 

Click ‘New’ to add someone, representative 2 in this 

case, as a new contact role. To change the information 

for an existing contact, including the name, click on 

the person’s name. The changes will be made on the 

following screens.  
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Click New  under contact people if you have new representatives to 

add.  Click Delete to delete the contact person. Authorized Official 

and Representative 1 cannot be deleted, click New  to update their 

information, if necessary. 

 

Click New  under ‘Contact Devices’ (brings you to the screen below) 

to add a ‘Device Type’. To change a number or email address click 

on the name of the device type; Fax, General Phone or E-mail.  

Select the device type by clicking the down arrow that is to 

the right of the ‘Device Type’ box. 

Enter the phone number or email address in the ‘Value’ box, 

click Save . 

Click New  again on the same page to enter other contact 

device type information and click Save . 

            Repeat until all information is entered. Return to the renewal 

screen (pg. 1)   
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Click on the arrow to see a list of 

eligibility types. Select the 

appropriate one for the site. 

 

If using SED data, enter the 

‘Qualifying School LEA Code’. 

Use the 12-digit LEA code(s) of the 

eligible school(s) from which the site 

will draw its attendance. (Found on 

Area Eligible School Data List). 

 

If using Census Data, use the 10-

digit ‘Block Group Code’ and then 

click ‘Save’.  

  

Then click ‘Back to Summer Feeding 

Site’ link on the bottom of the page. 

 



5 

 

 
 

 

 

 

 

 

 

 

All ‘Sat-Prep’ sites are added 

before adding site kitchens for 

Satellite (Sat) sites. From the 

SFSP Renewal screen, select 

the Site Kitchen link to enter 

the satellite site’s kitchen 

information.   

 

Note the ‘Sessions’ link on the 

bottom of this page that will 

open the page where dates and 

enrollment information is 

entered for camp sites.  (See 

pg. 17-19 for these directions). 

 

For camp sites, enter the session information, it 

will populate the start and end date. 
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Beneath Site Kitchen, click 

New. This will bring up the 

screen on page 7. 
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Click on arrow to the right of the ‘Name:’ 

box to bring up the available kitchens. 

Make sure all ‘Sat-Prep’ sites are on the 

sponsor’s profile before continuing.  
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The window above is available after clicking the green 

arrow. Any Sat-Prep sites will be available as site 

kitchens, as well as any previously entered Sponsor 

kitchens. 

Choose the appropriate 

kitchen by clicking the 

corresponding ‘Sponsor’ or 

‘site’ link from the Kitchen 

Type column in the grid. 

 

If the desired kitchen is not 

available in the pop-up 

window, a new Sponsor 

Kitchen must be input. Click 

‘Insert Sponsor Kitchens’ 

underneath the ‘Save’ and 

‘Clear’ buttons to enter the 

information for a new Sponsor 

Kitchen. (The Sponsor 

Kitchens page can also be 

accessed from the SFSP 

Profile page. ‘Insert Sponsor 

Kitchens’ is directly above the 

first Site Information 

table/chart.) 
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For new Sponsor Kitchens input the name and address of each kitchen the sponsor uses. 

 

Click the Insert  button at the bottom of the page. 

 

Once completed, go back to the ‘Renewal’ screen. 

 

From the renewal page the newly created Sponsor Kitchen must be selected through the 

process described earlier, starting on pg. 8. 
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Click the ‘SFSP Program Information’ link (pg. 10) 

in the site information chart to continue entering 

site information. 

 

Enter the Begin Date and End Date, use the ‘CAL’ 

link to bring up a calendar to choose the date, and 

click ‘Save’. The date must be entered in 

MM/DD/YY format.  Camp sites will enter the 

Begin Date and End Date when they set up their 

Sessions. See pg. 5 for the link to Sessions and pg. 

18 for instructions. 

 

Click the New  button below ‘Meal Types’ on this 

same page to add a meal, or click the meal type 

(Breakfast, Lunch, Supper, Supplement, Snack) to 

change days and/or times. 

 

If deleting a meal, click on meal type, scroll down 

and click ‘Delete’. (Pg. 16) 

 

If changing meal times, click on the Meal 

(Breakfast, Lunch, Supper, Supplement, Snack) 

then, on the next page (pg. 16), scroll to the bottom 

and click Create Update Days. 
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Instructions for adding a new meal type. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter in number of ‘Points of 

Service’. 

 

Then click ‘Save’. 

 

Select which meal is being entered: Breakfast, 

Lunch, Supper, Snack or Supplement (camps 

only). 

 

 

Make sure the menu option is correct. 

Flexible Offsite Consumption. Do you allow children 

to take the fresh fruit/vegetable component offsite? If 

so, check the FOC box. 

Choose Y or N for Offer vs. Serve from the drop down. 

For Closed Enrolled in Non Needy Area sites only. The 

projected # eligible must be at least 50% of enrollment. 

 

Total number of children eating at this site for this meal. Enter 

maximum expected at one time. 

 

For Camp Sites Only 

Enter the type of campers that will be participating 

in the meal service. 
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Instructions for updating information about a meal. 

 
 

 

 

 

 

 

 

 

 

 

 

 

Delete button from page 10. Use only 

if the meal is being deleted. 

Use this link to enter or update times 

for a meal service or the days of the 

week that meals are served. 

Sponsors can update Flexible 

Offsite Consumption, Participation, 

and/or Points of Service. Closed 

Enrolled in Non Needy Area sites 

can update their Projected Number 

of Eligibles and Camp sites can 

update What Campers will 

participate. As always, click the 

Save button before continuing. 
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Enter the first Day of your meal service (Monday-

Sunday) from the grey drop down tab. 

 

Enter the Begin Time and End Time in the HH:MM(AM 

or PM) format 

 

Then click the next day from the next drop down tab and 

the same Begin Time and End Time will automatically 

populate. 

 

If you want a different time for each day, you will have to 

change the times manually. 

 

After the correct times for each day are entered click 

‘Save’. 
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After clicking save you will see “Rows inserted 

successfully” (highlighted). If there is an error with the 

format or some other error with the times, there will be 

an error message.  Make sure the times are in the proper 

HH:MM(AM/PM) format, that no meal times overlap, 

and that supper doesn’t begin after 7pm or end past 8pm.                

 

Click ‘Back to Meal Type’ link to add another meal type 

if needed. 

 

For camps, click ‘Back to Site Program Information’ on 

the bottom of the page, see page 17. 

 

If no other meal types are needed for this site, click 

SFSP Renewal. 

 

If no other meal types are being added for this site click this link to get 

back to the main renewal page. 
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To add another meal type, repeat the steps on pg. 15 
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This is the bottom of the Site 

Programs page (see page 10) which 

opens from clicking SFSP Program 

Information 

For camp sites, click ‘Create and Update Camp Sessions Only’. 

 

Click New to enter Session information. See the screen on page 17. 
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Enter the camp site’s session Begin and End Dates and the number of Enrolled and 

Eligible Residential Campers, Day Campers and Campers Enrolled in Other State 

Program. Use the ‘CAL’ button to bring up a calendar for assistance. Use the comment box 

to indicate all days where there is no meal service or any limited meal service for the 

corresponding session. 

 

Then click ‘Save’, scroll to the bottom of the page. 
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Note the ‘Rows inserted successfully: #’ message. The # should be equal to the number of 

sessions that were input. If all rows were not inserted successfully make sure all information 

is in the correct format, all the dates are correct, and that sessions do not have overlapping 

days. 

 

Then click ‘SFSP Renewal’ at the bottom of the page to return to the renewal screen. (Scroll 

to the bottom; not shown) 
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New Additions to Site Program Information 

 

On the SFSP Renewal page, site information will have to be updated and reviewed. Make sure: Eligibility, 

Method of Service, Start Date and End Date, Days of Service, Meal Times, Site Kitchen, Kosher Option(if 

applicable), Offer vs. Served Option, Flexible Off-Site Consumption(FOC), number of Points of Service(POS), 

Number of Shifts for each Meal Service , Milk Waiver, and all other applicable information is correct for the 

current year, for each site. Update if needed. (Click on the name of the meal [Breakfast, Lunch, Supper, or 

Supplement] to bring up the screen to make updates by meal. For Camp sites the Start Dates and End Dates are 

set through sessions. See pg. 5 and pg. 17 for links to access the ‘Sessions’ page. 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

From page 10 

If eligibility is ‘Not Found’ 

it needs to be updated, click 

Eligibility/Due. See page 4 

See page 5 NEW! 

Must enter 

at least 1 

shift. 

NEW! 

Use this 

link to 

notify 

SED of 

site field 

trips. See 

pages 20-

22 
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The Site Field Trip Link will bring you to this screen.  

 

 

 

 

Click ‘New’ to enter your 

scheduled field trips. 
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Site name & LEA 

Code will be here 

Field Trip Date must be requested 24 hours in advance.  If a 

date less than 24 hours from the current date is entered, the 

following error message will appear: 

“Field Trip Date must be requested 2 days in advance. Call 

the SFSP Office at 518 486-1086 to request this trip.” 

Enter the Date of the Trip, use the ‘CAL’ link to bring up a 

calendar to choose the date. The date must be entered in 

MM/DD/YY format. 

Enter the Departure Time, Return Time and the Beginning 

and End Time of each meal that will be served on the day of 

the field trip in the HH:MM(AM or PM) format 

 

Indicate how you plan to safely transport 

the meals and comply with all food safety 

standards.  

Check the box to 

agree to comply 

with these four 

requirements. 
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Click ‘Excess Fund Balance’ on the main Renewal page. Even 

if there were no excess funds from the previous year a ‘0’ must 

be entered. 
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Staffing Charts:  
For both Administrative and Operational Staff Charts: 

All staff that do not have supervisory or managerial duties must be paid an hourly wage that is at or 

above the minimum wage, and be paid at least every 2 weeks. Refer to NYS Labor laws. 
See page 25 of this document for the administrative staffing chart and page 26 for the operational staffing chart. 

All staff working with the SFSP need to be represented on the staffing chart. This includes workers that are 

volunteers or any staff paid from funds other than the SFSP reimbursement. For  

small programs it is possible that one person works multiple positions, and can be entered as such. 

Click ‘New’ to enter staff. This will allow up to five staff members to be added. If more than 5 positions are 

needed, save the first five, then click ‘New’ again to get five new available lines. 

Use the drop down box to select the ‘Position’ of the staff being entered. If more than 1 worker has the same 

position, be indicated that in the ‘Number of Staff in Position Column’, indicate the number of Program Adults 

for each position in the ‘Number of Program Adults Column’ (Click here for guidance on Program Adults). 

Indicate what funds are being used to pay each position by selecting the category from the ‘Paid By’ drop down 

box: 

‘Hourly’ - the worker is paid hourly and at least some of their pay comes from the SFSP reimbursement.  

‘Salary’ - the worker has a supervisory or managerial position is on salary, and at least some of their pay comes 

from the SFSP reimbursement. 

Enter the amount of excess funds then click Save. 
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‘Non-SFSP Funds’ - the worker is paid, but nothing from SFSP reimbursement.  

‘Volunteer’ – the worker is an unpaid volunteer. 

Indicate the worker’s hourly wage in the ‘For staff paid hourly, enter wage or Begin wage range (to)’ column. If 

more than one worker is in a position, and each have different hourly wages, indicate the wage using the ‘For 

staff paid hourly enter wage or Begin wage range (to)’ and ‘End wage range’ columns. If any fringe benefits 

are paid using SFSP reimbursement indicate the amount in the ‘Fringe Benefits’ column. In the ‘Total Cost 

Attributed to the SFSP’ column include the total of wages and fringe benefits being paid out of the SFSP 

reimbursement. 

 

 

 

Links to staff charts from renewal page. 
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Administrative Staff Chart:  

 

Review the general staffing chart instructions on pg. 24 before continuing. 

 

Start by clicking the Admin Chart (Administrative Chart) in blue from the 

Renewal (SFSP Profile) screen. 

 

First, you will be prompted to enter an Administrator. (This could be your 

Authorized Official or Superintendent). 

 

Enter all Administrative Employees working on the SFSP Program. Use the drop 

down boxes. 

 

Then click Save. 

 

The total of the Total Cost Attributed to the SFSP will automatically populate the 

Salaries/Fringe Benefits item of the Administrative Costs column on the budget. 

 

An error will occur if more than 15% of projected reimbursement is allocated to 

Administrative Costs, including salaries. 
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Operational Staff Chart: 

 

Review the general staffing chart instructions on pg. 21 before continuing. 

 

Next enter the operational staff by clicking the Operational Staff Chart in blue. 

 

You will need to enter in your Site Supervisor first. 

 

After completing the chart click ‘Save’. 

 

To return to the renewal page, click Back to Annual Detail tab, then, on the new 

page, click on the SFSP Renewal tab, which will be towards the top of the page. 
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Now you may enter your Budget. 
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Payroll from the staffing charts for both Operational and Administrative Costs are 

automatically entered; a sum of the ‘Total Cost Attributed…’ columns from the respective staff 

charts. 

 

Enter the appropriate expenses keeping in mind at least 90%, and no more than 100% of the total 

projected reimbursement plus excess funds must be allocated, with no more than 15% directed 

towards Administrative Costs. The information above the chart that begins with ‘Based on 

program operating…’ has the maximum amount to budget and the maximum allowable for 

Administrative Costs.  

 

Once you have completed the budget, print a paper copy for your records or manually record 

what was input then click the ‘Save’ button. Return to the SFSP Profile page to complete any 

other items, to request commodities (USDA Foods), or to request an advance. Make sure to 

update the budget before submitting the final claim for the summer. 

 

Click Back to Annual Detail on the bottom of the page. 

 

Then click SFSP Renewal on the top of the page. 
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To request Commodities (USDA Foods) click Commodities on the renewal page (see pg. 1). 

From ‘Commodities:’ click the drop down box arrow and select either ‘Regular’ or ‘Kosher’. 

Click the ‘Save’ button. 

 

 

Indicate the Ethnic and Racial breakdown of the area serviced by your area/institution (by 

percentage.) The two ethnic categories must total 100%; the five racial categories must total 

100%. Click Save when finished. 

 

To request an Advance, click Advance 

on the renewal page (see pg.1). Click on 

the ‘Request [Month] Advance’ button. 

A new window will pop-up, SFSP 

Advance Worksheet, with the amount 

of the requested advance, shown on 

right. Note that any excess funds are 

deducted from the amount of the 

advance. Click ‘Submit Request’ in the 

new window. Non-school sponsors may 

request just one advance at the the time 

of the renewal. A second advance may 

be requested after progam approval and 

confirmation that staff training was 

completed, projected administrative 

costs do not differ significantly from 

the approved budget, and that the 

sponsor is operating the number of sites 

for which the administrative budget was 

approved.  

July advances must be requested by 

July 1st and Augst advances must be 

requested by August 1
st
. 
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On the SFSP Profile/Renewal screen (below), once everything that was in RED has been completed, a 

certification statement will replace the paragraph of necessary updates. Clicking the ‘Agreement’ link will open 

the sponsor’s agreement with SED that is available to view and/or print. 

 

Please note: Your application has not be submitted until you click the ‘Submit Updates’ tab. 

 

An email will be sent to the address on file to verify that the application has been submitted. School 

sponsors in good standing will get an email stating that their program has been approved. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Click this link to view the agreement with SED. The agreement 

may also be printed. 

After reviewing all information on the 

profile/renewal and reading the 

certification statement, click the ‘Submit 

Updates’ button.  
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The U.S. Department of Agriculture prohibits discrimination against its customers, employees, and applicants for employment on the bases of race, color, national 

origin, age, disability, sex, gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual orientation, or all 

or part of an individual's income is derived from any public assistance program, or protected genetic information in employment or in any program or activity conducted 
or funded by the Department. (Not all prohibited bases will apply to all programs and/or employment activities.) 

  

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Form, found online at 
http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call (866) 632-9992 to request a form. You may also write a letter containing all of the 

information requested in the form. Send your completed complaint form or letter to us by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 

1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov. 

 

Individuals who are deaf, hard of hearing or have speech disabilities, may contact USDA through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 

(Spanish). 
 

USDA is an equal opportunity provider and employer.  

 

 
 
 

After the renewal is approved the date of 

the approval will be shown at the top of 

the SFSP Profile page. Links will be 

available for a ‘media release’ and the 

‘parent letter’. The media release link 

will open in a web page. The text, using 

a word processing program, can then be 

copy and pasted onto the sponsor’s 

agency letterhead. The parent letter link 

will also open in a web page. The text 

can be copy and pasted onto the 

sponsor’s agency letterhead and the 

necessary sponsor information can be 

added. 

 

http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov

