Creating an FFVP Application in TANS

Training Guide

Introduction

This document is a training aid designed to provide guidance at each step as you progress through the
TANS application creation process in the training sandbox. This document can also be used as a guide
to create a live application in the TANS production environment.

@ This document is best viewed and navigated on-screen using the Bookmarks pane to navigate
and the Find feature (ctrl+f) to search. Save a tree.

TRAINING OVERVIEW
Length 30 Minutes
Description This document is designed to assist the user step-by-step as

they create a program application in the TANS sandbox.

USDA Key Areas

USDA Professional

Standards Code

Learning Objective(s) How to create, submit, and modify a Fresh Fruit and Vegetable
Program (FFVP) application in the TANS system.

COMMON ACRONYMS

FFVP Fresh Fruit and Vegetable Program

FND/F&N Food & Nutrition Division

Organizations (Org) The new term replacing Contracting Entity

SA State Agency. This term applies to F&N teams within TDA that
manage program eligibility, claims, and compliance.

TDA Texas Department of Agriculture

USDA United States Department of Agriculture

REFERENCES & RESOURCES

SquareMeals.org | TDA Food & Nutrition Website | News, resources, and training for all 12
Food & Nutrition programs in Texas
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FFVP: 7 CFR Parts 211

Code of Federal Regulations for the FFVP
program.

Administrative Reference Manual

TheICN.org Institute of Child Nutrition The ICN is the only federally funded
Website national center dedicated to applied
research, education and training, and
technical assistance for child nutrition
programes.
Policy FFVP Handbook TDA Program handbooks are available on
Handbooks SquareMeals.org.
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https://www.federalregister.gov/documents/2012/02/24/2012-4181/fresh-fruit-and-vegetable-program
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Creating an FFVP Application

PROCEDURE

In the example scenario below, you have the TANS ORG Application security role and work for the
Moonlit Hollows College Preparatory Academies school system. On behalf of your organization, you
will apply to the Fresh Fruit and Vegetable Program (FFVP) for the 2026 program year to adequately
serve your elementary students’ nutrition needs.

Note: The purpose of this scenario is to guide you through the steps required to successfully submit
an FFVP application for a program.

...............

Step | Action

1. Open the TANS sandbox page from the link: http://trainingtans.texasagriculture.gov.
Note: You may want to add the page to your browser favorites.

2, Enter your assigned Login ID and Password.

Note: As you type in the password, you can click the Eye icon to verify your
password is correct.

3. Click the Login button.

Texas Department of Agriculture | Food and Nutrition Division | Content Last Updated 3/16/2026
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http://trainingtans.texasagriculture.gov/Account/Login?ReturnUrl=%2Fapplications%2FSponsorDashboard

USER ACCESS AGREEMENT

User Access Agreement

By signing into TANS, you understand and consent to the following:

-Information in this system and documents submitted become public record and are subject to disclosure.

-Unauthorized use of Texas Department of Agriculture (TDA) information resources is prohibited and misuse is
subject to criminal prosecution. Except as otherwise provided by applicable privacy laws, there should be no
expeclation of privacy. Usage may be subject to security testing and monitoring.

~You certify that all documents and information submitied physically and electronically are/will be true and correct in
all respecis

+Assigned User ID and Password will not be shared with any other employees of your entity as this is considered a
security violation

-With few exceptions, you have the right to request and be informed about the information that the TDA collects about
you. You are entitied to receive and review the information upon request. You also have the right to ask TDA to
correct any information that is determined to be incorrect (reference: Government code, Sections 552.021, 552.023,

| OK ‘ Cancel

The

Step

Action

4.

If this is your first time logging into TANS, read the User Access Agreement carefully
and when ready, select the I Agree checkbox and then click the OK button to
continue.
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TANS HOMEPAGE

ORG Application: Bela Ambrose

- Reports- News- Help- "

TEST
TEXAS AUTOMATED NUTRITION SYSTEM
(TANS)

The Texas Deparbment of Agriculiure's Food and Nulilion Division administers 12 federal chikd and special
nutriben pregrams, The Texas Automated Nulriton System {[ANS) heips ensure DA fulils s mission to
‘aavance compliant fodoral NUIINON PIOQTAMS by DIOVIANG A0MINKSITAIDES, S1alo USETS, and SPONSOTS WM Web-
based ACCASS 10 prOGAM APPIICANNS, CIAimS. COMPIANGE féviews, &nd reksted nutfition program functions.

TEXAS DEPARTMENT OF AGRICULTURE
COMMISSIONER SID MILLER

XOo

o s org

Step | Action

5. Begin navigating to the Application Dashboard, click the Nutrition
Management menu button.

Nutrition Management-

6. Under the Agreements column, click the Applications menu item.

Nutrition Management Reports- News- Help-

Agreements Enrollment & Eligibility Payments

Applications Community Eligibility Provision (CEP) Claims

Texas Department of Agriculture | Food and Nutrition Division | Content Last Updated 3/16/2026
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APPLICATION DASHBOARD

0
ﬁ Library-  Nutrition Management- Reports- News- Help- ORG Application: Bela Ambrose  Logoff

Mooniit Hollow College Preparatory Academies Creale / Renew Application

‘v Applications €@

o applications found for the selected criteria.

Step | Action

7 O Information

On the Application Dashboard, your organization name displays. All applications
created for your organization in TANS and their respective statuses display in the
Applications section. By default, the applications that display are for the current
year. If the application is not in the current program year, select the year for the
application you want to view in the Year drop-down list.

If you start an application and need to complete and submit it later, make sure you

save your changes. Once saved, the application displays in the Draft status. Return
to your application using the same navigation steps above. Click the Program link
for the application you want to continue.

v Applications ©
Program [ Year [ Specialivi Tiatuy [ Wersion

W oAk # D = b e page L]

Note: Please refer to Appendix A for a more detailed discussion on the features of
the Application Dashboard.

8. Click the Create/Renew Application button to begin the application process.

Create / Renew Application

9. The programs available to your organization display in the Program Selection box.
Select the program to which you are applying and then click the Save/Continue
button.

Note: In this example, we select FFVP.

Texas Department of Agriculture | Food and Nutrition Division | Content Last Updated 3/16/2026
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Program Selection

SMP
O Special Milk Program
SFSP

FFVP
O Fresh Fruit and Vegetable Program

Save & Continue  Cancel
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APPLICATION FEATURES

ﬁ Library-  Mutrition Management- Reports~ News- Help~

‘D ORG Application: Bela Ambrose  Logoff

o
Organization
- Note: Currently there are NSLP Edits made in / General be reflected across ail are in progress.
\pplication
EIN: “uEr @ N:
Documents
858508668 T 85685535085
'V Sile Management
20 o ID: Organization Name: DBA Name: Type of Agency:
0345 Mooniit Hollow College Preparat Moonlit Hollow College Preparat Educational Institution
County: ESC Region TDA Region: @
e MARION 5 3
Confim and Accepl Physical Address
B e rgency ‘Address: city: State: Zip Code:
L Select State
SA Delermination
Naotifications
™ History
€ PrevFom m Nexi Form ¥ Delete

® 2025 Texas Depariment of Agticutire . {mere. 1 Version (REERO)

Step | Action

10. O Information

In the grey banner, the Program, Organization name, Fiscal Year, and
application Status and Version number display.

e The Organization form is the first form and displays:
e Information populated from the Organization Profile and can only be updated
by TDA.

Use the Application menu item on the navigation pane to navigate the application
steps or forms.

Note: If you need to expand your view of the Application form, click the
Expand/Collapse icon in the upper left of the navigation pane.

ﬁ Library~  Nutrition Managemen

Program Information |

Application

Texas Department of Agriculture | Food and Nutrition Division | Content Last Updated 3/16/2026
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11.

Use the buttons at the bottom of the form to navigate, save changes, and cancel
changes made to the application.

Note: Whenever you click Save in the application process, TANS validates your
entries. If the data entered is valid, TANS displays a green pop-up message
confirming that the save was successful.

0
‘ ORGAp «” Form saved successtully.

Organization

Also, forms that you visit and successfully save, display a green checkmark next to the
form’s menu item in the Navigation pane.

ﬁ Library~  Nutrition Management~- Reports~

¥ Program Information

Organizatig

Program Sele

R The Emergend

Commadity S
Farmers Marl

Financial Information

Management Plan Senior Farme
Food Assistan|

Documents

12,

(i Information

The Delete button, in the lower right, is available on all forms. If
you need to delete the entire application at any time, click the Delete
button.

Important: Do not attempt to use the Delete button simply to clear a
form page. Remember, the Delete feature completely removes your FFVP
application from TANS.

Also, be aware that an organization cannot delete a submitted
application. If you have submitted the application and want it deleted,
you will need to recall the application to have it returned to your
organization for editing. This action will re-enable the Delete button.
The Recall feature will be covered in more detail later.

Finally, be aware that approved applications cannot be deleted, but they
can be terminated by mutual agreement of TDA and the organization.
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ORGANIZATION FORM

ﬁ Library-  Mutrition Management-  Reports~ News- Help~

FFVP: Moanlit Hollow College Preparatory Academies  FY: 2026  Drant Organization
Organtzation - m

‘D ORG Application: Bela Ambrose  Logoff

Note: Currently there are open for

Application
EIN: T uE: @

Documents
858666588 T
v sie banagement L o
Site Information 10345 Mooniit Hollow College Preparal
Site Summary County: Esc Region
MARION 5

Confirm and Accept Physical Address

v sute agency Address:

SA Delermination

Notifications

NSLP. Edits made in ization / General be reflected across il are in progress.
IN:
85685535085

DBA Name: Type of Agency:

Moonlit Hollow College Preparat Educational Institution
TDA Region: @

3
*city: * State: *Zip Code:

Select State ~

™ History

Version Log

ocument Log

€ PrevFom m Nexi Form ¥

® 2025 Texas Depariment of Agticutire . {mere. 1 Version (REERO)

Delete

Step

Action

13. O Information

e Physical Address

The Organization form contains the following sections:

¢ Information about the organization

All sections in this form contain required fields.

14.
State, and Zip Code.

The fields in the Physical Address section are required. Enter the Address, City,

Physical Address

*Address: *city:

1003 Pelt St. Eldorado

*state: *Zip Code:

Texas v 76936-1003

15.
Application page.

< Prev Form Next Form 2 ‘

Click the Save button and then click the Next Form button to continue to the
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APPLICATION FORM
ﬁ Library-

o
Nutrition Management- Reports~ News- Help~ ‘ ORG Application: Bela Ambrose  Logoff

¥ Progra |RtonmaNon FFVP: Moonlit Hollow College Preparatory Academies  FY: 2026 Dran  Version: 1.0 Application
Qrganization =
Jr—— Program Selection
Fresh Fruit and Vegetable Program (FFVP)
Doty
I —
Primary FFVP Contact @
~ Site Management
Site Information *First Name: *Last Name: *Title:
Site Summary
*Phone: Extension: F *Email:
~ Organization Acceptance
Confim and Accept
*Address: *City: *state: *Zip Code:
v State Agency
Select Stale v
SA Determination — |
[ ———————
Notifications e
Tl Mailing address is same as the physical address
~ History
*Address: ‘City: *State: *Zip Code:
Version Lo
e Select State
Claim Preparer
*First Name: *Last Name: Title:
*Phone: Extension: Fax: *Email:
FFVP Program Information
'Will your organization offer local produce? * select v

© 2025 Texas Depariment of Aprculure. (mare. ) Version (IS

Step | Action

16. @ Information

The Application form contains the following sections:

e Program Selection (Read-only)
e Primary FFVP Contact

e Mailing Address

e Claim Preparer

e FFVP Program Information

All sections in this form contain required fields.

17. Enter the FFVP contact information.

Primary FFVP Contact @
*First Name: *Last Name: *Titte:
Bela Ambrose Nutrtion Supervisor
*Phone: Extension Fax: *Email:
(512) 222-3333 bambrose@mhcpa edu
*Address: *city: *state: *Zip Code:
3Main Strest Texas v 75657-1001

fields on this page.

Note: For training purposes, you can enter fictitious information in the remaining

18.

In the Mailing Address section, if the mailing address is the same as the physical
address, select the checkbox to populate the remaining fields with the Site address.

Texas Department of Agriculture | Food and Nutrition Division | Content Last Updated 3/16/2026
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Mailing Address

Mailing address is same as the pnysical address.

*Address: *City: *State: *Zip Code:
3 Main Street Austin Texas v 75657-1001

19. O [nformation
Continue entering contact information in the remaining fields. Make sure to
complete all required fields (indicated by a leading, red asterisk *); otherwise, your
entries will not pass validation, and the page will not save.

20. In the last section on the form, indicate if your organization will offer local produce.

FFVP Program Information

Will your organization offer local produce? * Yes

When you have completed all entries, click the Save button and then click Next
Form.

< Prev Form Next Form 2 "

Texas Department of Agriculture | Food and Nutrition Division | Content Last Updated 3/16/2026

Page 13 of 36




DOCUMENTS FORM

o
ﬁ Library-  Mutrition Management- Reports- News- Help- ‘ ORG Application: Bela Ambrose  Logoff
"~ Program information FFVP: Moonlit Hollow College Preparatory Academies FY: 2026  Drafl  Vorsion: 1.0 Documents
wganization v
Title Specialist Comments Verification Document
Application v
= . tor Texas -152) SRm
* 2. Vendor Direct Deposit/Advanced Payment Authorization LR
.
Supplemental Documents
s 1. SNP Questionnaire &
term
2. Commodity Agresmaent &
~
K 3. FNS Instruction 113-1 @) &
4. HACCP ChecklistiFND 104) ﬁ

Notes

Step

Action

21.

O 1nformation
The Documents form contains the following sections:

e Required Documents
e Supplement Documents
e Notes field

Only Excel, PDFs, and zip files can be attached and uploaded. Only include Word,
Excel, or PDF files can be included in zip files. Do not attempt to upload any other file
types. The maximum allowed file size is 50 MB.

22,

You must attach all Required Documents; otherwise, you will not be able to
submit the application. For FFVP, these include the Application for Texas
Identification Number (AP-152) and the Vendor Direct Deposit/Advanced Payment
Authorization documents.

Upload any other documents relevant to the application in the Supplemental
Documents section.

Click the Attach ¢ icon to begin uploading the document.

23.

In the Open dialog box that displays, select the file and click the Open button to
complete the attachment.

Texas Department of Agriculture | Food and Nutrition Division | Content Last Updated 3/16/2026
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“Van” - Texas Department of Agricultire » Desktop » Fiesfor TDA »

[}
[~]
o ®

3 Documents Mse J

Extermal FDP Application Trsiming [ appication or Texas 10 Humber (42-152) - Copy ] 121772025 456 PM PO File

el FDP s 8! Vendor Disect DepostAdvanced Payment Auhoriztion - Copy °

TANS FDP Organizstion Trsining

File name: | &gl

Al files

24.

After uploading, the document is pending TDA review as indicated in the
Verification column.

The Attach file € icon can be used to replace the existing document.

Use the View File [ icon to download the file. This is best used to verify that you
have uploaded the correct file.

The Delete File T icon can be used to delete incorrect or superseded documents.

25.

When you have completed all attachments, click the Save button and then click
Next Form.

\ |
< Prev Form Next Form ’
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SITE INFORMATION FORM

0
ﬁ Library-  Nufrition Management- Reports- News- Help- ‘ ORG Application: Bela Ambrose  Logoff
~_Program Information FFVP: Moonlit Hollow College Preparatory Academies  FY: 2026  Duan  Version: 1.0 Site Information
s
! < Impshire Woods Academic Primary School (3707) Next Site ¥
Application ¥
Documents Implementation Plan | Site Determination
e —— Site Status: Pending

*Is this site applying to participate in the FFVP? ®Yes CNo

* Operating Status: ® Active Inactive

Canfirm ans Acces Physical Address

Address: City: State: Zip Code:
¥ Stale Agency

3 Main Street Austin Texas - 793838333
SA Determination

FFVP Information

School Type: Special Provision Provision % or FAR %:
v History
Elementary School £z 50.00%
Free: Reguced: Paig: Total:
6 104 " 228
*Team Nutrition School? @ves ONo
*Service Days Monday Tuesday Wednesday Thursday Friday

Service Time
* start " End

900 am 10:30 am -]

100 pm 215am [ ]
A0 Adgitional Service Time -

© 2025 Teras Department of Agricuture_(more ) Version EREER)

Step | Action

26. O 1nformation

The Site Information form contains three tabs (General, Implementation Plan, and
Site Determination).

On the General tab, there are required fields that indicate to TDA the location of the
site and the FFVP distribution times and locations for the site. Also, you will indicate
the grades served at the site and other required information.

27, For the sites displayed in the Site drop-down list, you can navigate between sites in

the form by either selecting from the list or using the Previous Site or Next Site
links.

In the Site drop-down list, the gold triangle with an exclamation point indicates the
tabs for the site have not been completed and saved.

% Crevious Site Impshire Woods Academic Primary School {Q?UD v

Mext Site »

28. Even though a site has been invited to apply for FFVP by TDA, if an organization does
not want a particular site to participate, they can still select No for the question Is

this site applying to participate in the FFVP? If No is selected, there is no need
to enter data for the site.
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29.

The Operating Status shows as active by default. Inactivating a site on an
application indicates that the site is no longer participating in the program. However,
the site remains available in TANS for other programs.

* Operating Status: ® active O Inactive

30.

Select the weekly Service Days for the program.

*Service Days Monday Tuesday Wednesday Thursday Friday

31.

In the Service Time section, enter the start and end times for each period of service
during the day. Click the Add Additional Service Time button to add additional
Start and End fields for another period of service.

In the example screenshot, the site has two periods of fresh fruit and vegetable service
times: One in the morning between breakfast and lunch, and one after lunch.

Service Time
¥ Start * End

Al Adcitional Serdoe Thime

32.

In the Grade Group Information section, indicate the level of the school as
Elementary School, Middle School, and/or High School.

After selecting the relevant checkboxes, the typical grades for the school level selected
are automatically selected in the Select Grades at this site section. However, in
this example where the Elementary School checkbox is selected, this school also
has a kindergarten.

Select or unselect any additional grades. In this example, Kindergarten checkbox is
selected.

*Grade Group Information: €)

Elementary School (] Middle School [ High School
Select Grades at this site: (Check all that apply)
Head Start 1st grade 5th grade 9th grade
Pre Kindergarien 2nd grade | 6th grade 10th grade
Kindergarten 3rd grade 1 7th grade O 11th grade
4th grade | &th grade 121 grade

33-

o Information

In the large comments and text fields throughout the application, the character limit
is 2,500.

On the Site Information — General or Implementation Plan tabs, if you select
the Other checkbox, be sure to enter information in the enabled large text fields.

34-

Indicate service locations in the school in the Location of Service section.
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* Loeation of Service:

I Ciassrooms (tray/baskets) ) Cafeteria (not immediately before or during SBP or NSLP times)
Hallways (Kiosks, carts, stands) [ Vending Machines (at no cost to students)
O other

35. Indicate who will deliver the service directly to the students in the Delivered By
section.

* Delivered By:
Student [ Teacher () Parents/ Volunteer (] Food Service Staff
Other

Students from Duskwood College also attend the food stands and provide fresh fruit and vegetabie nutrition education o students as ihey come by|

36. Answer the remaining questions on the General tab.

* The FFVP must be integrated with the school's other efforts to promote sound health and nutrition, reduce overweight and obesity, or promote physical activity.
HOW will the FFVP be integraled with other eflorts Lo promote good health?

* Under the FFVP, free Tresh fruils and vegetable snacks must be provided lo students at least two days per week, during the school day but not during Iunch of breakfast service.
WHEN (day(s) of week and time(s) of day) will the fresh fruit and vegetable snacks be available to students?

* Schools can offer the FFVP o students through a variety of point-of-service distribution methods. including inside classrooms, in hallways. inside the nurse’s and school's office. at kiosks. in free vending machines, or as part of

nutrition education activities.
WHERE will the fresh fruit and vegetable snacks be available to students?

* Schools are encouraged to develop partnerships with one or more entities that will provide non-Federal resources to help implement the FFVP, such as with local universities, extension services, and local grocers.

WHO (If anyone) will partner with the school to implement the program? Please also describe the partnership activities planned for the FFVP. Enter "None” If you have no partnerships.

37. Save your changes and continue to the Implementation Plan tab.

FFVP: Moonlit Hollow College Preparatory Academies FY: 2026 Draft Version: 1.0

te Impshire Woods Academic Primary School (9707) £4 o Next Site >

General | Imple:
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IMPLEMENTATION PLAN TAB

ﬁ Library~

= % Program Information

on o

v
Documents

~ Site Management

Site Summary

~ Organization Acceptance

Confirm and Accept

~ State Agency

Notifications.

Nutrition Management- Reports- News- Help- ‘0 ORG Application: Bela Ambrose  Logoff
FFVP: Moonlit Hollow College Preparatory Academies  FY: 2026 Dman  wersion: 1.0 Site Information
< Impshire Woods Academic Primary School (9707) £ A Mext Site >

Implementation Flan

Site Status: Pending

ite Determination

Operating Status: Active

Schools are authorized to use up to ten percent of the overall allocation for administrative costs.

* How will the FFVP be promoted to students?
Teacher O Moming Announcement
Classroom Annauncement [ Incorparation with existing curriculum
Other

Fifien minutes at the stan of class day each Monday 5 dedicated to nuttion educaton,

¥ History
* How will the FFVP be promoted to families?
version Log
! [J  Announced at school events School Newsletter School Website
Document Log O LocalMedia Parent Teacher Conferences Distribution of eAUCION Materials to families
(] other

* Select the partnership(s) your school has established to provide resources to support and implement the FFVP.

B Local Grocery Parent Teacher Association iOrganization [ Food Corps
[ LocalFam Local University O None

] communi ity Based Organization (CBO)

(=] Othe

38.

o Information

The Implementation Plan tab contains questions asking how your organization
will ensure the FFVP is promoted to students and families and how students will
receive nutrition education. Also, you will indicate the partnerships the school has
with organizations in the community who contribute resources to the program.

39-

Indicate how the FFVP will be promoted to students.

* How will the FFVP be promoted to students?

Teacher (] Morming Announcement
Classroom Announcement ] Incorporation with existing curnculum
Other

Fifteen minutes at the stan of class day each Monday 15 dedicated o nuirition aducabon

40.

Indicate how the FFVP will be promoted to families.

™ How will the FFVP be promoted to families?

Announced at school events School Newsletter School Website
Local Media Parent Teacher Conferences Distribution of education materials to families
Other

41.

Indicate the school partnerships with other organizations who will help support and
implement FFVP.

If the Community Based Organization (CBO) checkbox is selected, you will need
to enter more specific information describing the CBO and the support it provides.
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* Select the partnership(s) your school has to provide o support and the FFVP.
Local Grocery
(m] Local Farm Local University ] Mone
(] Community Based Crganzation (CBO)

Parent Teacher Association /Organization [} Food Corps.

O  Other

42.

Save your changes to the Implementation Plan tab and continue to the Site
Determination tab.
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SITE DETERMINATION TAB

~ Site Management

Site Summary

™ Organization Acceptance Pending v

o
ﬁ Library-  Nutrition Management- Reports- News- Help- M ORG Application: Bela Ambrose  Logoff
=~ Program information FFVP: Moonlit Hollow College Preparatory Academies. FY: 2026 Orait Version: 1.0 Site Information
h < Impshire Woods Academic Primary School (3727) £i - Nexi Sie >
n

Operating Status: Active

Determination

Specialist: *status: *Processed Date: Comments:

and Accept

Notrfications

v History

43.

o Information

The TDA Application Specialist uses the Site Determination tab to indicate the
information that has been entered for the site is Approved (or Accepted).

Other statuses are Pending, Reviewed, and Incomplete.

TDA uses the Comments field to provide additional information concerning the
status they select.

Continue to the remaining sites and enter site information for each.
Click the Next Site link.

£ Previous Site Impshire Woods Academic Primary School (9707) £ v Next Site »

45-

Make sure you save after completing each site. Once you have completed the final site,
click the Save button and then click Next Form.

< Prev Form Next Form

Note: After a successful save, a green checkmark displays next to the site name in the
Site drop-down list.

< Previous Site Night Brook Academic Primary School (9?29 v Nexi Site »
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SITE SUMMARY FORM

g
ﬁ Library-  Nutrition Management- Reports- News- Help- ‘ ORG Application: Bela Ambrose  Logoff
=~ Program informatcn FFVP: Moonlit Hollow College Preparatory Academies. FY: 2026  Dan  version: 10 Site Summary
Site List
Eliginie: 1 Active: 1 inactive: 0 Acceptea: 0 Deciinea: 0 Team Nutrition School: 3
v Eligible: 3 Accepted: 0 Team Nutrition Schoot: 3 |
~ Site Management Combined Award Amount @)
Site Name. i Site Status i Op Status :
alion & Operating i Administrative i Total
IMpSRire Woods ACHIE: PTmary Sccol ($727) Penang Active
<1 » M 5 v itemsperpage 1-10t1nems &

The fallowing sections represent a summary count of the number of sites thal are pending andior accepted In each of the following calegories.

Service Days
Number of Sites Operating the following:

Monday: 3 Tuesday:d  Wednesday:s  Thursday:s  Friday:3
~ History Implementation Plan
Promoted to Students By: Promoted to families: Support Resources: Nutrition Education:
Teachir: 3 Announced at school svents: 0 Local Grocery: & School Gardens: 3
Morning Announcement: 0 School Newsletter: 3 Parent Teacher i =]
Classroom Announcement: 3 School Website: 3 Food Corps: 0 Farm Field Trips: 3
Incorporation with existing curriculum: 0 Lacal Media: 0 Local Farm: 0 Assemblies: 1
Gther: 3 Parent Teacher Conferences: 3 Local University: 3 Morning Announcemen s:0
Distribution of education materials to families: 0 Commun ity Based Organization (CBO): 0 Other: 3
otner: 2 otner: 3
Step | Action
46. O nf i
Information

The Site Summary form displays data summarized from all FFVP sites. It displays
the number of Eligible sites, sites that the organization declined FFVP participation,
etc.

It lists each site and provides a link to the Site Information form for the site.

The Combined Award Amount fields will display after the application is approved
and once these amounts are determined by TDA.

The counts in the Service Days section indicate the number of sites in which FFVP
is active for each weekday.

The Implementation Plan section lists counts of specific resources available to
implement FFVP across all sites.

Note: The Site ID column is hidden by default on this page. Use the Columns
option to display it, if needed.

Site Name ElSite Type

Abundant Baskets Community Food Bar T Sort Ascending

South (41) + Sort Descending
Abundant Baskets Community Food Ba ||l Columns >
North (42)
Y Filter [
I | i
RN RO Xl = [H Set Column Position >
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If in your review of the Site Summary form, you made any changes, be sure to click
the Save button and then click Next Form to continue to the Confirm and
Accept form.

\ |
< Prev Form Next Form 2 ’
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CONFIRM AND ACCEPT FORM

g
ﬁ Library-  Nutrition Management- Reports- News- Help- ‘ ORG Application: Bela Ambrose  Logoff
_Program informatan FFVF: Moonlit Hollow College Preparatory Academies. FY:2026  oran  version: 10 Confirm and Accept
anzaton n
. Acknowledge and certify your agreement to the statements below by checking the corresponding boxes:
onts. o inderstand your selection as a potential FFVP particigant is based on prior year sée information under the National School Lunch Progam. Any sigaiscant

b ot mite to: grace levels served and percentage of free and reduced priced children, may afiect eigioilty for this program
v sze Management

alion ¥ hal | have read the Permanent Agreement and agree (0 s ferms.
ay o+
Comments / Notes:
~ Organizaton Acceptance Application is ready for TOA review and approva
Canfim and Accept
Signature

v Sule Agency
—_—— agree thal by submilting this application, | am elecironically Signing and confiming the Information inckuded Is accurate

*First Name: Last Hame: “Te:
Nalifications

~ History

Step | Action

48. @ Information

The Confirm and Accept form is the last form needed to submit the application for
TDA review.

Be sure to read the Acknowledge and certify... section to be aware of your
responsibility to provide “true and correct” information and the consequences should
you fail to provide such.

Once you are certain, click the corresponding checkboxes, enter any comments you
want to communicate to the PES, and then click the Submit button.

49. Click the Acknowledge and certify... checkboxes.

Acknowledge and certify your agreement to the statements below by checking the corresponding boxes:

*By submitting this applicaticn, you are indicating that you understand your selection as a polential FFVP participant is based on prior year site information submitted under the National School Lunch Program. Any significant

changes 1o site operation, including, but not limiled to: grade levels served and percentage of free and reduced priced children, may afiect eligibility for this program

*1 cerlify that | have read the Permanent Agreement and agree 1o ts terms

50. Enter any comments or notes for the TDA Program Eligibility Specialist to read.

Note: Any comments you enter will display in the Action Log, which will be covered
in more detail below.

Comments / Notes:

Application Is ready for TDWA review and approval

51. Click the Save button and then the Submit button at the bottom of the form.

You must sign the application electronically by entering your TANS password.
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Please Confirm...

Please confirm your identity by entering your
password to submit the application

m Cance!

Once you have entered your password and clicked Submit in the Please
Confirm... box, the application goes to TDA for review.
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After Application Submission: Next Steps

THE APPLICATION PENDING REVIEW (SUBMITTED)

g
ﬁ Library-  Nufrition Management- Reports- News- Help- ‘ ORG Application: Bela Ambrose  Logoff

EIN: fuE:@ ™:

787878767 690969095369 45454545454
Organization 1D Organization Name: DBA Name: Type of Agency:

10409 WMoonit Hollow College Pregarat 100N Hollow College Preparat Educatonal Instiution
County: ESC Region: oA Region: @
mary o TRAVIS

Physical Address
*Address *city: *State *Zip Code:

o Information

In this section, we will cover the actions that can be taken once the application is in TDA
review. The Recall feature and the Action Log will be covered in depth.

Recall and Edit buttons

If the organization needs to make a change to the application after having submitted the
application for TDA for review, the organization can request a recall of the application. Use
the Recall button on the bottom left of the application to make the request. TDA will
receive a notification that your organization has requested a recall and if the Application
Specialist approves the recall, the application status will update to Return for Modification
and the organization can update and resubmit the application.

The Edit button becomes active once the application is approved. Use the Edit button to
create an amendment to the application. See Appendix C for more information on this
feature.
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Review the Action Log

After you submit the application, the Application Dashboard displays and the application
status updates to Pending Review.

| Program i Year i Specialist Status i Version
|rwp 2025 Sandy App-spec Fending Review 1
W 5 v nems per page 1-1001tems ()

Clicking the Status link opens the Action Log. The Action Log displays the comments you
entered when submitting the application. Also, check the Action Log for comments entered
by TDA during application determination.

x

¥ ActionLog 1« Fr25262024  Version: [iU v a
Version Y Action T | Comments Y | Modified By T Modified Date and Time T

Application is ready for -
10 Submitted TDA review and Bela Ambrose 12/30/2025 11°55 AM

approval.
1.0 Draft Bela Ambrose 12/23/2025 12:47 PM —

M4 1 L | ()

For a complete discussion on application statuses refer to Appendix B.

Monitor the Organization Inbox for TDA messages

In this sample TDA message, TDA notifies the organization that the FDP application has
been Returned for Modification and includes the instructions to review Action Log as in the
screenshot above.

The next section covers situations when the application has been returned to the
organization for modification.

Notification Email for 2025-2026 FFVP Moonlit Hollow College Preparatory Academies. Application

{ij Delete ~ TJ Archive Fg Move to & Report Phish €~ & > [S)] @ Zoom P & g B

Notification Email for 2025-2026 FFVP Moonlit Hollow College Preparatory Academies. Application

T TANS - Test<tansnotifications@texasagriculture.gov> ) & Reply € Replyall > Forward N
To: @ Bela Ambrose Wed 1/14/2026 11:36 AM

@ Retention: Inbox (30 days) Expires: Fri 2/13/2026 11:36 AM

Texas Automated Nutrition System (TANS)
Texas Department of Agriculture
Food and Nutrition Division

Moonlit Hollow College Preparatory Academies. FY 2025-2026 FFVP application status has changed o RETURNED FOR MODRIFICATION. f=or
additional details, please log into your TANS account, click Nutrition Management, and select Application: — isplay

the action log select the corresponding application status.

Please do not reply to this automatically generated email message.

© Reply ~ Forward
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APPLICATION RETURNED FOR MODIFICATION

1 a
ﬁ Library-  Nutrition Management- Reports- News- Help- A ORG Application: Bela Ambrose Lngnﬁ

Year:  cument + Organization: Mooniit Hollow College Preparatory Academies. | Reset Create | Renew Application

“ Applications @

Program i Year i Specialist il status i Version
FFVP 2026 Sanay App-spec Returmed for Modification 1

4«1 » W |5 * items per page 1-10f 1items ¢

Fraud Hotline: 1-666-5-FRAUD-4 ar 1-8 PO X 78
@ Toll Free: (67 earing impaire: ) XxOBa

d & Nutrition Division This produc
Nutrition Assist rograms “This institution ks an equal o er www.SquareMeals.org

Texas Automated Nutrition System (TANS)
© 2026 Texas Depament of Agriculture

Step | Action

1. If TDA’s Application Specialist should find an error or omission in the organization’s
submitted application, the Specialist will return the application for modification.

As explained above, this action will generate an automated email message to the
organization. This message is general and does not contain information specifying
the issue or the required resolution.

2. Reviewing Alerts

After logging into TANS, there is a new alert notification as indicated by the number
next to the Alert ﬂ icon. View the alert.

Click the Alert icon.

3. The Alerts pane opens and displays an applications alert. In this case, the Alert is for
FFVP and indicates the Return for Modification status.

To view more details, click the Application alert item.

A Alerts -]

Admin Reviews [ Applications [f] Claims [

2025-2026 FFVP Returned for Modification

0 days ago
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4. The alert displays the same information as was received in the email.
Close the alert.

2025-2026 FFVP Returned for Modification X |Na Aerts |
D1/14/2026 11:36 AM

Aamin Reviews @ Appacations @ ciams @
Texas Automated Nutrition System (TANS)

Texas Department of Agriculiure:

F0od and Nutrition Dvision e e
Moonlit Hollow Gollege Preparatory Academies. FY 2025-2026 FFVP appiication sialus has changed lo RETURNED FOR MODIFIGATION. For addrlional defalls, please log Inio your TANS account. click Mutriion days aga

Management. and select Appiications 1o view Ihe Application dashboard. To dispiay the action log select the Corfesponding applicaion status

5. If the Alert is no longer needed, you can delete it by clicking the Dismiss link.
A Alerts E
Admin Reviews [J Applications [J Claims [

2025-2026 FFVP Returned for Modification
0 days ago

Close the Alerts pane by clicking the Close (x) icon.

6. To learn the details about the specific issue or the required resolution, review the
Action Log.

Click the Returned for Modification link from the Application Dashboard to open
the Action Log.

V¥ Action Log  10: Fr25262024 \rersion:_

Version Y Action Comments Y | Modified By Y Modified

‘You indicated that nutrition education will be -

provided to students. Will this involve
educational materials to be distributed? If so,
how will the costs of these materials be
Returned for covered. Also, you mention promotional will be
Modification distributed materials such as bilingual flyers.
How will the cost of these materials be
covered? Be mindful that schools cannot cover
the costs of nutrition education and promotional
materials with FFVP funds. I

Sandy App-Spec 01147202

Application is ready for TDA review and Bela Ambrose 12/30/205

approval.

Submitted

Draft Bela Ambrose 12/23/20z
]

]

o Follow the instructions and once you have corrected the application, update your
comments on the Confirm and Accept form, and then re-submit the application
for approval.
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REVIEW THE APPROVED APPLICATION

B T L = MNotification Email for 2025-2026 TEFAP Abundant Baskets Community Food Bank Application - Message (HTML) el - (m] x
ity PP g

File Message Help Acrobat

- = M 9 € > i sharetoTeams (B8] mnapps 2 BR- O~ - L find 5%~ Q zoom [
E}

Notification Email for 2025-2026 TEFAP Abundant Baskets Community Food Bank Application

) € Repl I % ReplyAll | —> Forward [
TANS - Test <network.services@texasagriculture.gov> © 3 Reply | O Reply 1 % |
To  Emerson Grant Fri 6/20/2025 1:55 PM
oy Inbox (30 days| Expires 7/20/2025

\L This item will expire in 30 days. To keep this item longer apply a different Retention Policy.

Texas Automated Nutrition System (TANS)
Texas Department of Agriculture
Food and Nutrition Division

Abundant Baskets C ity Food Bank FY 2025-2026 TEFAP application status has changed t§ APPROVED. for additional details, please log into your

TANS account, click Nutrition Management, and select Applications to view the Application dashboard. To'display the action log select the corresponding
application status.

Please do notreply to this ically

8. When the State Agency (SA) makes a final determination on the organization’s
application, in addition to the email notification the applicant receives (screenshot
above), the final determination is recorded in the application in the SA
Determination form.

o
ff Uvrary-  Nuviton Management-  Reports-  News- Help-  TEST B ORG Application: Emerson Grant  Logoff
=~ Program insormation (FDP) TEFAP : Abundant Baskets Community Food Bank ~ FY: 2025  Apgroved  Version: 1.0 SA Determination
anization ¥ -
-
ftion o Agreement (-]
Application Type: Assigned Speciaist: " status: "Effective Date: Submitted: Processed: New | Renewal
v
TEFAP Sandy App-Spec Approves ~ | 061302025 06/20r2025 06/30/2025 New
nt Plan o

¥ Site Management
n ¥
ary o

~ Organization Acceptance

SA Determination

~ History

9. The Specialist will have attached the Notice of Determination (NOD) —
Approved to the Notifications form.

Note: Other final determination statuses such as incomplete, denied, etc. will also
have their corresponding notifications uploaded to this form.
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ﬂ Library-  Nutrition Management-  Reports- Help-  News~ ‘5 ORG Application: Bela Ambrose  Logoff

“_Program information FFVP: Moonlit Hollow College Preparatory Academies. FY: 2028  npproved  Version: 5.0
State Agency Notifications
Notification Type Version1d Date Document Comments
¥ Sile Management Natice of Determination (NCD) - Approved 50 52026 B Notice of Determination -
Approved
Site Information v
Stte Summary «
¥ Organization Acceplance
Canfirm and Accept
¥ Siae Agency
¥ History
Version Log

& 2026 Toxas Doparimen of Agicullurs {mora ) Vorsion EIS

Note: The Version Log form is useful when there are multiple versions of the
applications. The Previous version can be viewed from this form. The Document
Log contains a list of all documents uploaded by the organization including those
that have been replaced.

10.

Once approved and the program year begins, the organization can begin filing claims
through the TANS claims process.
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Appendix A: The Application Dashboard and
Versions

When the organization has one or more applications listed on the dashboard, several features are
available that help the organization access and track their applications.

Each column in the table has a filter column settings icon (the three horizontal dots). The following is
a closer look at the filtering tools available in the Application Dashboard.

Year:  Cument v Organization: Mooniit Hollow College Preparatory Academies. Reset Create | Renew Application
v Applications @ @
Program E\rm Eswclallﬂ ﬂm; E Version E
FFVP 2026 Sandy App-spec Pending Review 1 Y

M 4 1 » W 5 * | ltems per page 1-1of1items ¢

Use the Sort menu items to sort the applications by a specific column.

Program i Year i  Speci
EFVP I 1 Sort Ascending
+ Sort Descending
M 4 1 » M |5 ¥ | items pe
Ml Columns »
Y Filter >
[E Set Column Position >

Use the Column tool to show or hide columns in the dashboard.

Program i Year i Specialist

FFVP 1 Sort Ascending 7 App-spec
+ Sort Descending

M 4 1 » M |5 ¥  items per

I Columns
Y Filter » | @Program
Sub Programs
[B Set Column Position vl g
@ Year
[ Year Text

Specialist

Status

Version

| Confirmation Letter

Use the Filter tool to filter the applications by a specific text in the column.

Program i Year i  Specialist

FFVP 1 Sort Ascending 7 App-spec

4 Sort Descending
M 4 1 » MW 5 ¥  items per

Ml Columns >

Y Filter * | Show items with

[E set Column Position » Jvalue that:

Is equal to W

[Is equal to v

[

N 4 » \
‘'ood & Nutrition Division Y- Clear

Use the Set Column Position to move columns right or left in the table.
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Program Year
EFVP + Sort Ascending
+ Sort Descending
M 4 1 » M |5 ¥ items per
Il Columns
Y Filter

[E set Column Position

Specialist

{ App-spec

»
»

* | € Move previous

» IMove next

The Status column displays the current status of the application, which in this example is Pending
Review. Refer to Appendix B for a complete discussion on the status displayed in the dashboard.

Program i Year i Specialist

FFVP 2026 Sandy App-spec

W o« 1 » w5 v items per page

A status

Pending Review

i Version

4

1-1of 1items (5

The Status of the application functions as a link that opens the Action Log for the application. The
Action Log lists each version and each status the application receives.

¥ Action Log  1d: FF25262024 \karsion:_

T
‘ Version YT Action YT | Comments
Application is ready for
1.0 Submitted TDA review and
approval.
1.0 Draft

M4 1 ~ (|

Y Modified By

Bela Ambrose

Bela Ambrose

YT Modified Date and Time T

12/30/2025 11:535 AM

12/23/2025 12:47 PM =

The initial version for an application is always 1.0, including when TDA approves or denies it. When
the organization starts an amendment for an approved application, the version increments to the next
major version (e.g., 2.0). When an application status is Withdrawn or Incomplete because it has
not reached completion of version 1.0, the version is set to 0.1.

In the Action Log, to display only one version of the application and its statuses, use the Version

drop-down list.

The current version also displays on the Application Dashboard.

Program i Year i Specialist

FFVP 2026 Sandy App-spec

< 1 » w5 v items perpage

i Status

Pending Review

f Version
4

LA

By default, the Application Dashboard displays only five applications per page. You can increase
this number by using the “items per page” drop-down. You can also use the First, Previous, Next,

and Last icons to navigate the pages.

v Applications @

Program i Year

FFVP 2026

I\. <« 1 » -|||5 v 'rtemsperpagel
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Appendix B: Application Workflow and Statuses
THE APPLICATION PROCESS

The Application Process

o Submitted by ORG

Application user

e Reviewed by Application
Specialist at TDA

F___-___‘

Application Specialist
makes a determination
on application status

N

h__--__o____---_--_

o Once approved, the ORG is
notified and can submit claims

After the organization submits the application, the assigned TDA Application Specialist reviews the
application.

The Application Specialist reviews the application to ensure all pertinent information is received and
is compliant with TDA and USDA policies. If a correction is needed or additional information is
required, the Specialist will return the application for modification. If the Application Specialist
denies or terminates the application, the organization cannot submit any claims to the program for
the year applied.

When TDA makes a determination on the application, the ORG Application user receives an email
notification. If the application is approved, the organization can begin creating and submitting claims
after the start of the program year.

Texas Department of Agriculture | Food and Nutrition Division | Content Last Updated 3/16/2026
Page 34 of 36



APPLICATION STATUSES

Application Worktlow Statuses

Modification

| [ | |
R i I l
P!
:E.Ef:nt-d-ﬂ ] 1| ;& : : Approved
:, 1 il | 1 L O Denied
b - ¥ J ETe
| i : | Sge e
I I I I .
Draft | Pending | Returned | Recall : Terminated
I Review 1 for I Requested
I 1 I I
i I i I

After you start the application, it remains in the Draft status until submission to TDA.

As your application moves through the approval process, there are four review workflow statuses that
display in the dashboard. These statuses are Draft, Pending Review, Returned for
Modification, and Recall Requested.

There are three final statuses the State Agency (SA) can assign an FFVP application once they make a
determination. These are Approved (Accepted), Incomplete, and Withdrawn.

Refer to the table below for an explanation of each status.

Status Description

Draft The application or amendment has been initiated by the organization.
g % Pending Review The application has been submitted for State Agency (SA) review.
B
5 'M;H Returned for The application was returned to the organization by the PES for edits.
7 § Modification
Recall Requested The organization has requested to recall the application for editing.
qi 8 4l 1ee 8
o Approved Based on USDA, FNS requirements, & SA review, SA determines application submission is
PP q PP
. 9 eligible.
I
TG S Denied Based on USDA, FNS requirements, & SA review, SA determines application submission is
K= ‘E ineligible.
=
-Iq—") Incomplete Applicant fails to provide information requested by SA based on application review or
5 abandoned by the organization prior to determination.
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Appendix C: Application Amendments

An application amendment is required when the organization needs to update the application, such as
update contact information or to modify, add, or remove sites. Amending an application sends the
application back through the TDA approval process.

To begin the amendment, click the Edit 3 button in the lower left. This button becomes active
upon application approval. When you have updated the application and saved, the status of the
application returns to Draft. The application will remain in the Draft status until submitted and
becomes Pending Review. Also, the application version iterates to “2.0” And once approved and if it
is within the program year, the organization can file program claims based on the new amendment.

Version

2

The version of application displays on the Application Dashboard and in Action Log. The
Action Log lists each version and each status the application receives while the Application
Dashboard only lists the most current version.

This completes the Creating an FFVP Application in TANS training guide.
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