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FPRS Lesson 1

Introduction to FPRS
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= What is FPRS?

e Stands for Food Programs Reporting System

e Primary collection point for FNS Program activity
information

e Enables data reporting by FNS Program participants
(grantees)

e Integrates review and approval workflow structure
e Web-based using latest FNS approved technology

e Compliant with Section 508, eAuthentication, and
USDA Web Style

e Supports full range of user roles
e Provides complete historical data
e Supplies financial and participation data to NDB


Presenter
Presentation Notes
FPRS is not just a tool for filling in forms online - - - It is much much more

FPRS works like FNS works: Same logic, Same roles, Same structure

FPRS is secure

FPRS is fully 508 compliant

FPRS knows a lot about its users - - - just like you know a lot about your SAs and ROs

FPRS is a dynamic tool: Many forms, “Many forms of forms (ha ha)”

Robust back-end - - - Database structure does not change with every new form



Food and Nutrition Service
US DA Food Programs Reporting System (FPRS)

ol FPRS Lesson 1

After this lesson, you should be able to
describe the following:

— What is FPRS?

— What is different about FPRS?
— Who uses FPRS?

— What is included in FPRS?

— What happens to submitted forms?

Objectives

— Who performs what functions?

— Where can one go to get assistance
when using FPRS?
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ol FPRS Facts

e \WWeb-accessible system

e All forms are accessible at the state
agency level

e Permanent retention of user accounts

e Keeps a history of every submission by:
— Providing an audit trail for any revision
— Providing the history of any submission

e Permanent retention of certified, posted,
and rejected submissions
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=0 FPRS Facts

e Form warnings are available throughout the
submission process

e Analysis reports are provided for sensitivity
analysis to facilitate data verification

e Submission lockout/unlock by form and by
geographical location

e Users are notified via email when a report
has been rejected

e FPRS provides a list of overdue submissions
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FPRS/NDB Forms

Program Name

OMB Form

Child Nutrition (CN) and
Nutrition Education and Training (NET)

FNS-10, 13, 44, 418, 42, 665, and SF-269 (CN),
269A, 269L, 269 SAE, 425

Women, Infants, and Children (WIC) &
WIC Farmers Market (WIC-FM)

FNS-191, 227, 227A, 498, 798, 798A, 648, 654,
203, 683, and SF-269A, 269L, 425

Food Distribution Program (FD)

FNS-292, 667

Food Distribution Program on Indian
Reservations (FDPIR)

FNS-101, 152, and SF-269A, 269L, 425

Commodity Supplemental Food Program
(CSFP)

FNS-153, 191, and SF-269A, 425

Senior Farmers’ Market Nutrition Program
(SFMNP)

FNS-683A and SF-269A, 425

Supplemental Nutrition Assistance Program
(SNAP)

FNS-46, 101, 209, 250, 259, 366A, 3668, 388,
388A, 583, 759 and SF-269(FS), 425

Recovery Act (CN-NSLP, FDPIR, SNAP, TEFAP,
WIC-CFOOD, WIC-CNSA, WIC-EBT, WIC-
MISC, and WIC-SAM)

FNS-667 (TEFAP), SF-269FS (SNAP), and SF-
425
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Presentation Notes
FPRS is fully integrated into the FNS workflow

FPRS can have as many forms as FNS has - - - the platform (“submission studio”) and workflow structure are in place

We have Commodities data

Financial data

Participant data

All with the same full functionality – we don’t compromise just because a form is complex

We often modify forms as they change, or add new versions of existing forms (MENTION 191 here!!!!!)

FPRS is not just a way to fill out forms and send them in….here’s why
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g  Submission Workflow

Data Entry,
Save &
Validate

Queued for

SA/ITO Certification

Queued for
Posting

Verify Data
Accuracy
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You all recognize this workflow - - - These are the stages of form submission - - - for each and every form in FPRS

Validation engine built in - - - Increased data accuracy - - - workstation level for performance

Forms submitted with warnings - - - like empty cells - - - have those warnings follow through the entire process

Best hope for accuracy - - - no matter how complex the form

Each stage must be completed for the next stage to begin

At every stage after initial entry, a form can be rejected - - - sent back to be revised

When rejected, everyone downstream is notified

Only possible through rule-based user access (later)

Only possible through a unique database structure and form auditing system 
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Submission Workflow

SA/ITO SA/ITO

No (RC; reject
and ask SA to
revise)

No (RP; reject
and ask SA to
re-submit)

No (R; reject
and ask SA to
re-submit)

Submission Status
W: Work file
V: Validated
C: Certified
P: Posted
RC: Rejected before certification
RP: Rejected before posting
R: Rejected after posting
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= Submission Status
W Work In progress - New submission started

RC

RP

and saved, but not yet submitted further
(Deleted after 14 days)

Submission validated and submitted for
certification

Submission rejected before certification
Submission certified

Certified submission rejected before posting

Submission posted

Posted submission rejected after posting
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Take notes, there’s gonna be a quiz

Mutually exclusive and exhaustive - - - “there is only one of them, and there is always one of them”

Audit trail – every change in status is maintained in the FPRS database – who & when

Nothing falls through the cracks - - - when its your turn to do something (due date, certify, post) - - - it appears on your FPRS homepage

Fewer late or missed submissions!

Let’s take a look at who can make the status changes….
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S User Roles
User View Data Entry | Certify Post Final
Role | (SA/ITO & Validate | (SAZITO) (RO) Review
: /RO) (SAZITO) (HQ)
Function
View submissions v v v v v
Enter a new
submission v v v v
Certify (or Reject
Before Certification) v v v
Post (or Reject
Before Posting) v v
Reject after posting v v

1
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Everyone can be a data entry clerk! 

Every user has authorization to perform tasks of those under their responsibility

This ensures that a minor typo does not cause a major hassle

Posting generally occurs at the regional level, and very occasionally at the HQ level

HQ does not have to do anything if they find no fault with a submission - - - but they can reject a submission at any time

Obviously, Regional privileges only apply to States in their region

not all State users can certify

as we can see here, these roles must be carefully defined…
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Role-Based User Access

Location

Geograp

12


Presenter
Presentation Notes
Initial access through eAuth – adding users is easy!

This is how you see your SAs, ROs, & etc - - - FPRS makes sure that access is based on the convergence of these user characteristics.

Compartmentalized - - - you see only what you should see - - - you do only what you are allowed to do

Forces compliance and ensures accountability

This is behind FPRS for every form, every submission, and every piece of data.

Controlled and Compartmentalized roles are the keystone to efficient workflow!
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Public Federal
Web Sites

@

Form Data ' | .
FNS HQ Analysts
Secure Web FNS HQ Intranet
Application Web Application
SA/ITO/Territory/RO Official
Agency
FPRS Users Reports
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You all recognize this workflow - - - These are the stages of form submission - - - for each and every form in FPRS

Validation engine built in - - - Increased data accuracy - - - workstation level for performance

Forms submitted with warnings - - - like empty cells - - - have those warnings follow through the entire process

Best hope for accuracy - - - no matter how complex the form

Each stage must be completed for the next stage to begin

At every stage after initial entry, a form can be rejected - - - sent back to be revised

When rejected, everyone downstream is notified

Only possible through rule-based user access (later)

Only possible through a unique database structure and form auditing system 
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=~ Technical Support

e Online Help Manual

e Helpdesk
— Email: FPRS.Support@fns.usda.gov
— Telephone: 1-866-336-FPRS (3777)
— Hours: 8:00AM — 8:00PM EST

14
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FPRS Lesson 2
Data Entry and Validation
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FPRS Lesson 2

Objectives

After this lesson, you should be
familiar with the following:

— Data Entry and Submission

— Validating, Saving, and Submitting
submissions

— Revisions, History, and Audit Trail
— EXpert Search

— Submission due dates and overdue
submissions

17
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Home Tab

/= FPRS - Welcome to the Food Programs Reporting System (FPRS) for the Supplemental Nutrition Assi - Windows Internet Explorer
g\?: ~ |&] https: /ffprs.fns.usda.gov/Home/Reminder . aspx

File Edit Wiew Favorites Tools Help

o EE|'|§FDRSfWe|come. xlgNdbs,zstste“i |

fi = B - # ~ -rPage v | Tools = >
USDA. united States Depanmen of Agricuiure q |-
&l Food and Nutrition Service

Food Programs
Reporting System

[Onine Forms | 7640 | Admin- | elp | Comacrus | Sign o]

| Welcome | About FPRS | Help Guide | Glossary | Frequently Asked Questions |

Welcome to the Food Programs Reporting System (FPRS)

Welcome Maeve Myers.

This is the enhanced version of the Food Programs Reporting System (FPRS) that now includes the Special Nutrition Program forms along with the Supplemental Nutrition Assistance Program forms. Please see About FPRS for details on available programs and form versions
To obtain or update your access to FPRS using the FNS-674, FNS-674A and if you need Certify access the FNS-4, please click on the link.

-- Notice --
Reporting for the American Recovery and Reinvestment Act (ARRA) will begin on July 1st, 2009

This notice will be updated as more information becomes available.

SMNAP Users: SNAP reporting for ARRA monies will be submitted in FPRS using the SF-269(FS). For more information on SNAP and ARRA please consult the ENS SNAP ARRA Website.

TEFAP Users: TEFAP reporting for ARRA monies will be submitted in FPRS using the FNS-667. For more information on TEFAP and ARRA please consult the FNS TEFAP ARRA Website.

FDPIR Users: FDPIR reporting for ARRA monies will be submitted in FPRS using the SF-425. For more information on FDPIR and ARRA please consult the FNS FDPIR ARRA Website.

CN-MNSLP Users: CN-NSLP reporting for ARRA monies will be submitted in FPRS using the SF-425. For more information on CN-NSLP and ARRA please consult the ENS CN-NSI P ARRA Website.

WIC Users: WIC reporting for ARRA monies will be submitted in FPRS using the new SF-425. For more information on WIC and ARRA please consult the ENS WIC ARRA Website.

Click here to view the SF-425 and SF-425 Form instructions
(This link is for a PDF version of the form, the FPRS version will be available on July 1st, 2009)

ATTENTION!

The ‘Zoom’ feature of Microsoft Internet Explorer version 7.0 has a problem

that may cause the webpage to display incorrectly. Make sure that *Zoom’ is
set at 100% at all times while using FPRS.

If you experience any system problems, please contact the FPRS Help Desk at 1-866-336-FPRS (1-866-336-3777) or send an e-mail to the FPRS Help Desk.

For a system overview, click here to access the EPRS CBT.

| |
’_‘ | | | | |\g"Tru5ted5ihes |@&100% =
(7|« 1~ Gd 5:13PM
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sl Crcating a New Submission

e Select the appropriate criteria and click

Next

button.

Program
Form
State

Agency Code

For Operating
Period/Grant Year

[ tex ]
b

New Submission

=l
IAK - Alaska ;l
| 0292301 - AK DEPT OF HEALTH & SOCIAL SERVICES |
|Fr2010 [~ ||october 2000 =]

19
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e Click the [New] link to start a new
submission for a particular form

New Submission

Erogram
Form
State |AK - Alaska =
Agency Code |0292301 - AK DEPT OF HEALTH & SQCIAL SERVICES
For Operating = -
Period/Grant Year |FY2010 _~||December 2009 |
Next

New Submission

: Revision
Monthly 0 New

20
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Submission Studio

e The blank form displays in the Submission
Studio

Submission Studio

Form Name: FNS-153 (5-00)

Form Description: Manthly Report of the CSFP and Quarterly administrative Financial Status Report

Program: Commodity Supplemental Food Program

State: faYs

Agency Code: 0292301 Agency Mame: AR DEPT COF HEALTH & SOCIAL SERVICES

Program Time: December 2009

Submission Type: Marthly Revision: u]

Submission Status: wWork in Progress

| Save || Edit Check || Certify || Delete | | Quit | [Excel] [History] [&udit]

Participation || Commodities || Remarks |

Partll:lpatmn

Infants Infants Children Pregnant f Breast Post Partum Worn Total Mo. Part. Total No. of Elderly
4. Mumber of Participants {0-3) Munths (4- 12) Months (1- E:) Years Feedlng Women (4A+B+c +D+E 4F) Part

5 Repnrtlng

|(B) IUnits

2 D Unlig. Bal.
Qutlays lig. Obligation al :
- (©) T

20. CSFP Administration

21
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Form Ready for Data Input

e Active and Inactive Cells
— Active cells permit data to be entered

— Inactive cells are “grayed” out and do not permit
data entry

Submission Studio

Form Name: FMNS-152 (5-00)

Form Description: Monthly Report of the CSFP and Quarterly Administrative Financial Status Report
Program: Commodity Supplemental Food Program
State: Fat
Agency Code: 0292201 Agency MName: Ak DEPT OF HEALTH 2 SOCIAaL SERVICES
Program Time: December 2009
Submission Type: Monthly Rewvision: o
Submission Status: Waork in Progress
Save || Edit Check Certify Delete Quit [Excel] [History] [audit]
Participation Commodities Remarks

Kl

weg Mix 300 (24/#300 Can) AO0S7 | 3,014 | | | | | |
gzi?s Gresn 200 (24/&#300 A0S0 I 5)024| I I I I I I
B Blk 300 (24/#300

Ci?ﬂ?s eye (24 A062 I of | I I I I I
gzi?s weg 300 (24/&#300 anon I 4,147' I I I I I I
Carrots 300 (24/#300 Can) 4098 | 2,325 | | | | | | |
c K | 200 (2474300

Cgm erme (247 A119 I 1,664 | I I I | I
£ 24 (244300

aeparsaus 24 (24/ 132 | o] | | | | | |
Peas 300 (24/4300 Can)  Aldd | 2,624 | | | | | | |

=i i
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sl orm Ready for Data Input

e To enter data, click in the appropriate cell
and type In the numbers

e To move to the next cell, hit the Tab or
Enter key

Submission Studio
Form Mame: FHS-153 ({5-00)
Form Description: Monthly Report of the CSFP and Quarterly administrative Financial Status Report
Program: Commodity Supplemental Food Program
State: A
Agency Code: 292301 Agency Mame: Ak DEPT OF HEALTH & SOCIAL SERWVICES
Program Time: December 2009
Submission Type: Morthly Revision:
Submission Status: Work in Progress
G ” Edit Check Certify Delete Quit [Excel] [History] [audit]
|||||| pation Commuodities Remark
Il | | I
[ (B} Units =~ |

23
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sl jit Check/Validation

e Errors vs. Warnings

Errors
— Must be fixed before submitting a form.

oooooooooooooooooooooooooooooooooooooooooooooooooo

— Warnings may be overridden.

e Cell validation tips:

— Display when mouse
pointer “hovers”

over cell

24
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o Validating Form Data

e To validate the submission data entered,
click the Edit Check button.

Submission Studio

Form Mame: FHNS-153 (5-00)
Form Description: Monthly Report of the CSFP and Quarterly Administrative Financial Status Report
Program: Comrmodity Supplemental Food Program
State: Ak
Agency Code: 0292301 Agency Name: LK DEPT OF HEALTH & SOCIAL SERVICES
Program Time: December 2009
Submission Type: Manthly Rewision: u]
Submission Status: Work in Progress
Save || Edit Check Certify Delete Quit [Excel] [History] [Audit]
Participation Commodities Remarks

weg Mix 300 (24/#300 Can) A057 | 3,014 | | 3,014 | | |
gii?s Green 200 (24/#300 A0S0 I 5,024' I I 5,024' I I I
Ezi?s Blkeye 200 (24{#300.&062 I DI I I DI I I I
Egi?s Wed 300 (24/#300 g, | 4,147 | | 4,147 | | |
Carrots 200 (24/#300 Can) ADDS | g,225 | | 2,225 | | |
Eg;r; Kernel 200 (24/#200 A119 I 1,664' I I 1,664| I I I
& 24 (24/#300

peparsgus 2+ (24/ p1a2 | al | | al | | |
Peas 300 (24/#300 Can)  Ald44 | 2,624 | | 2,624 | | |

= &
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sl \/alidation: Error Checking

e Validation Summary Window
— Displays if there are errors or warnings

X

Y

USDA United States Department of Agricullune
sl Food and MNutrition Service

Form Engine Walidation

Primt Cl
I | <4 Errors
i O warning
Errors flagged in <4 cells | —
There wasSwere same errar(s) and/s or warning{s) found
for this submission.
-
4 I I »

e FPRS automatically validates a form
when a submission iIs saved or
submitted

26
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Saving a Form

e A submission can be saved as a work file
by clicking on the Save button

Submission Studio

Form Name: FMS-153 (5-00)

Form Description: Monthly Report of the CSFP and Quarterly Administrative Financial Status Report

Program: Commodity Supplemental Food Program

State: file

Agency Code: 0Z92301 Agency Mame: Ak DEPT OF HEALTH 2 SOCIal SERVICES

Program Time: December 2009

Submission Type: Marthly Revision: u]

Submission Status: Work in Progress

[ save || Edtcheck | cetiv |  peete || quit | [Excel] [History] [Audit]

Participation || Commodities || Remarks |

Infants Infants Children Pregnant f Breast Total Mo. Part. Total Mo. of Elderly
4. Number of Participants - {0-3) Months {4-12) Months (1-6) Years Feeding Women | 05t Pa":‘é‘;‘ ST (4A+B+% +)D+E:4F)
a B C D F G

5. Reporting ) 8

[ (B Units =

q S Unlig. Bal. of
20. CSFP Administration Outlays Unlig. Obligation Tul;al Advances
(A) (B) (C) -
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sl Saving a Form

e Once a submission has been saved it status
changes to Work in progress (W)

e Clicking the OK OK button returns to the
new submission window

e Note: A work file is saved in the system for 14
days before automatically being deleted

Submission Studio

Form Name: FNS-153 (5-00)

Form Description: Monthly Report of the CSFP and Quarterly Administrative Financial Status Report

Program: Commodity Supplemental Food Program

State: AK

Agency Code: 0292301 Agency Name: AK DEPT OF HEALTH & SOCIAL SERVICES
Program Time: December 2009

Submission Type: Monthly Revision: 0

Submission Status: Work in Progress

Save ” Edit Check Certify Quit

28
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Work Files

e To view a work file,

New Submission

Program CSEP - Commodity Supplemental Food Program

u FEFE _E
Form [Frs-153 3
S I State |AK - Alaska k2|
Agency Code [0202301 - AK DEPT OF HEALTH & SOCIAL SERVICES k2|
For Operating - =
- Periotjarant Vear [Frao10 =1 [pecember 2009 =1
and click the

criteria

Next

)

button

e To delete a work file click the

button

Delete

Form Mame:

Form Description:
Program:

State:

Agency Code:
Program Time:
Submission Type:
Submission Status:

Save Edit Check

Submission Studio

FM5-153 (5-00)
Manthly Feport of the CSFP and Quarterly Administrative Financial Status Report
Commodity Supplemental Food Program

Ak

0292301 Agency Mame:
December 2009

mManthly Revision: ]

Work in Progress

Certify

Ak DEPT OF HEALTH 2 SOCIAL SERVICES

29
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sl Submitting a Report

e To submit a report, click the Submit
button

Submission Studio
Form Name: FMS-1532 (5-00)
Form Description: Monthly Report of the CSFP and Quarterly Administrative Financial Status Report
Program: Commodity Supplemental Food Program
State: AK
Agency Code: 0292301 Agency Mame: A DEPT OF HEALTH & SOCIAL SERVICES
Program Time: December 2009
Submission Type: Monthily Rewvision: (]
Submission Status: Work in Progress
Save Edit Check Submit | Delete || Quit

e If you are certain that you want to submit the
e po rt Windows Internet Explorer

:i:) Are vou sure vou want to Submit this submission?

— Click the OK button

K Cancel |
)

30
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sl Subnmitting a Report

 \WWhen a report has been submitted, the message
“The submission has been submitted for
further processing.” appears

e The status of the submission becomes

Validated (V)

Submission Studio

[Excel [Histor v] [Audit

31
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sl Submitting a Report

e Once a form has been saved or submitted:

— A user can view an Excel facsimile of the
submission by clicking on the [Excel] link

— A user can view the history of the submission by
clicking on the [History] link

— A user can view the audit trail of the submission
by clicking on the [Audit] link

Submission Studio

Form Name: FNS-153 (5-00)

Form Description: Monthly Report of the CSFP and Quarterly Administrative Financial Status Report

Program: Commodity Supplemental Food Program

State: AK

Agency Code: 0292301 Agency Name: AK DEPT OF HEALTH & SOCIAL SERVICES
Program Time: November 2009

Submission Type: Monthly Revision: 1

Submission Status:  Validated

0K

The submission has been submitted for further processing.

32
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sl Revisions and History

e The first submission has a revision number O
e The submission history screen shows:

— For whom and when the submission was last
updated

— All the revisions of a submission
— The latest status of each revision
— Which user updated the revision last

Submission History

0 For~ Sub/On~ Type- Rev.~ Status UpdateDateTime UpdateBy
CSFP 153 0292301 200812 200812 Manthly 1 P 02/26/2009 12:18 PM  Gloria Lim [Select][Excell[Audit]

CSFP 153 0292301 200812 200812 Maonthly 0 P 02/06/2009 11:56 AM  Gloria Lim [Select][ExcellTAudit]
Page: 1
OK Found: 2 record(s)

33
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sl Sybmission Audit

e The submission audit displays all activity for a
particular submission

e This screen shows:

— Which user saved the submission (if it was
saved)

— Which user entered the data
— For whom and when the data was entered
— It’s current submission status

Submission Audit

Sub/On 3 Status UpdateDateTime - UpdateBy

CSFP 153 0292301 200812 200812 Monthly 1 P 02/26/2002 12:18 PM  Gloria Lim
CSFP 153 0292301 200812 200812 Monthly 1 c 02/26/2009 12:09 PM  Mary Davidson
CSFP 153 0292301 200812 200812 Monthly 1 W 02/25/2009 03:44 PM  Elaine Nisonger
CSFP 153 0292301 200812 200812 Monthly 1 W 02/25/2002 03:26 PM  Elaine Nisonger
Page: 1

OK Found: 4 record(s)
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sl xpert Search

e Expert Search permits a user to locate a
form based on program, form, location,
time range, or status

e To get to the Expert Search:
Click the| Expert Search button

USDA United States Departmant of Agricullure
‘E Food and Nutrition Service

- _:h : _. e h"""'- e

| New Submission |ExpertSearch’| Due Date | Overdue Submission |

35
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sl cxpert Search

e Select the appropriate criteria to narrow
down the number of submissions listed

e Click List

Submission Expert Search

Program ICSFP - Commodity Supplemental Food Program

Form |FNS-153 =1

Location |US level ;l

Time Range |Fisca| Yearly level ;||Fv2010 ;l

Submission Status ¥ work In Progress (W) ™ Rejected Before Certifying (RC)
™ validated (V) ™ Rejected Before Posting (RP)

I all (A) I Certified (C) I" Rejected After Posting (R)

" Posted (P)

List
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sl xpert Search

e A list of submissions matching the search
criteria iIs returned

Submission Expert Search

Program CSEP - C

Form |FNsS-153

Location |us level =1

Time Range |Fi5|:al Yearly level ;” Fr2010 ;l

Submission Status ¥ work In Progress (W) ™ Rejected Before Certifying (RC)
™ validated (V) " Rejected Before Posting (RP)

™ Al (A) [T Certified (C) ™ Rejected After Posting (R)

™ Posted (P)

Found: 2 record(s)

Search Results

For~ Rev.~Status UpdateDate UpdateBy

CSFP 153 0282301 200912 200912 Monthly 0 W 1/22/2010 certify certify  [Select][Excell[HistoryIlAudit]

CSFP 153 2284101 200911 200911 Monthly 0 W 14112010 Charlene [Select|[Excell[History][Audit]
Howard

Page: 1
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