
Free and Reduced Online Application Processing Guide 

You will see 
your 
unprocessed 
applications 
on the home 
page of your 
district site. 

Click on 
“more” 

Click on link 

to the 

unprocessed 

app. 

Or you can go to 
your Application 
List Under the 
"Free and 
Reduced" Tab and 
click on USDA 



If you family has a 
current year benefit 
you will see a yellow 
box. If the existing 
benefit is better, you 
will want to not 
process the app.  

If they do not have a 
current benefit or the 
benefit they do have 
is less then what you 
are approving, then 
continue. 

If a student or child is 
manually added you will 
see how the 
student/child is not hard 
coded. You need to tell 
us if that student is in the 
district by matching them 
or selecting not in district 
if student does not 
attend your school. 

Click next 

Note: Student must be in 
the family located in the 
family dashboard prior to 
processing l



Finally, for your record, you will want to print the page above, which is your summary page. Along with the View 
USDA application page for your record. 

This is your 
summary 
section.  

Click Submit 

Once you submit it 
will bring you to your 
determination page. 
This is where you as 
the determining 
official agree to the 
result and then 
process the 
application. You can 
also email the 
Notification of 
approval/denial her 
as well. 




