ERECORDS

User Guide

Welcome to Ready Records!
This User Guide will help you get up and running with Ready Records.
You will find step-by-step instructions for each part of the process. If you still have questions,
please don’t hesitate to contact us at info@ready-records.com or 651-433-7346.

Ready? Let’s go!
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Step 1: Configure Reminders and Set Signature.

Ready Records can automatically send emails to remind parent/guardians that you need their Food

Program paperwork. To set up the time intervals for reminders:

« Log in as a sponsor
- Click on Setup

« Scroll down to “Manage Enrollment and income Form Reminder Emails”

- Complete the fields by putting in the number of days prior to form expiration that you want to send
a reminder. In the reminder example below, we have the system sending out weekly reminders
starting 35 days from when the form expires.

Manage Enrollment And Income Form Reminder Emails

Enable feature

First Guardian Email Reminder

Second Guardian Email Reminder (days)
Third Guardian Email Reminder (days)
Fourth Guardian Email Reminder (days)

Fifth Guardian Email Reminder (days)

r

35

28

21

A signature is applied to each income and enroliment form that is approved by a sponsor user. To create

a signature:
+ Login as a sponsor

Click on “Users”

Scroll to the signature box

Use the mouse or touchscreen to add a signature

Click Save

Sigr Here:

Clear Signahare
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Step 2: Update All Participant Information.

Ready Records pulls all of the participant and household information directly from the system. Before
requesting paperwork from the parent/guardians, please verify the accuracy of the data in the system for
the following information.
- Enter Address, City, State, and ZIP. Then scroll to the bottom of the page and click the green “Save”
button before adding a parent/guardian.

Household Info

. Parent/Guardian Name, Phone Number and Email Address

Guardian

First Name * Susan
Middle Name
Last Name * Johnson
Primary Phone (651) 433-7345
Secondary Phone
Email Address info@ready-records.com

Primary Guardian fer Household

Save

- Children's Names, Birthdates and Start Dates

First Name * Bethany
Middle Name
Last Name * Johnson

Birthdate Estimated O

Birthdate * 03/03/2009

Start Date * 06/01/2018
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« Race and Ethnicity

Racial Identity Black or African American v

Ethnicity O Hispanic or Latino
® Not Hispanic or Latino

- Schedules
Participant Schedule
Sursdary Formaday Tussday Wiednirsday Thasrsstay Fridary Saturday
OT00 = 0700 & G700 am 0700 &m O 00 vy
(k00 el IN) 1 Q00 pim 00 pm OO0 e
Breaktas Ereaxfast Breaifast Breaifast Bregicipst
Fhl Snascic Fid Srasck Pl Srack Pl Srack Ph Snack
Lumech Lunch L Liim, Lisrahi
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To add a new participant:

Click on “Participants & Rosters” on the main dashboard.

Either create a new household (see separate instructions) or locate the existing household to which you need

to add a child (see separate instructions).

From the Household Info page, click the blue “Add Participant” button.

Only the following fields are required: please note that ALL other fields are not relevant for Ready Records.

¢}

¢}

e}

First name (required)

Last name (required)

Birthdate (required)

Start Date (required): this is the date that the child should begin being claimed for CACFP meals. All
meals prior to this date will be disallowed during claims processing.

Racial Identity (required): you should complete this information based off of income or enroliment
information if you wish to use My Food Program for tracking race/ethnicity data for reporting purposes.
Ethnicity (required): you should complete this information based off of income or enrollment information
if you wish to use My Food Program for tracking race/ethnicity data for reporting purposes.

Participant Schedule (required): use information from the enrollment form to complete this section. See

separate instructions for further explanation of this feature.
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Step 3: Email Request to Parent/Guardian.

To send an email to the parent/guardian requesting that they complete the Food Program paperwork:
« Click on Participants & Rosters

« Click on the name of the Parent/Guardian
« Click on “Email Request for Form”.

Guardians ===
Hame Primary Prane Emael Ardress Is Primary Guardian Action

=3 pLe- - ] Tl 2] carm e
Participants [ # s |
Heaere External Site 1D Rostar sRatur Treletr Lawm [E—

wmconk 3 ctipn  devm (oo Il e e
Awm Cook 4 Freschocd Active m = 1 |
Household Income Statement [ # e |
Firt alfectron menth L wlfietive manth Calegarny e Dubete
03012020 0173172021 & Free Cwerte

« Once you click “Email Request for Form” two things will happen:
°  You will get a confirmation message at the top of the page that says, “Email Request Sent”.

‘ [Email Request Sent

Home L Dadisipe(s / Household Info
Household Info

Address 1 4567 Park Street

Address 2

You will see the request listed under Ready Records Request with the date the request was
sent and the email address to which the request was sent.

Ready Records Requests

Date Sent Sent to

08/27/2020 info@ready-records.com

08/26/2020 info@ready-records.com

08/26/2020 info@ready-records.com
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An email will be instantly sent to the parent/guardian email address. Instruct them to look for an email
from “noreply@myfoodprogram.com” and click the link. The module will walk the parent/guardian
through the process step-by-step.

Child Care Home paperwork request inox x & B
noreply@myfoodprogram.com 348 PM (2 minutes ago) Yy
tome ~

Your child(ren) is enrolled in a child care program that participates in the USDA Child and Adult Care Food Program. Child Care Home is requesting that you confirm the enroliment information and provide
information about your household income so that they can receive funds to pay for healthy meals and snacks. Click the link to complste the form Click here

« Reply » Forward

Primary Guardian Confirms Enrollment
The parent clicks on a unique link within their email and they are taken to the Ready Records web app.

Meal Benefit Income Eligibility Form for the USDA Child and Adult Care Food Program ©@Help  English -

Before you begin...

there are a few things you should know.

We need only one application for all the participants in your household.

Eligibility 0 for free or reduced price benefits is based on any one of

» yourtotal household income and size in the month the application is

filled out, or the month before, or

your child’s individual status as foster, homeless, migrant or runaway,
or

participation in an assistance program by any member of your
household

Your US citizenship or immigration status @ does not affect your

eligibility for free and reduced price benefits.

If you have questions at any point during the application, click the
question mark icon Ot get help with the current section.

Things you'll need

Lastly, we compiled a list of the information you might need to complete
the application. Check it out!
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Primary Guardian Completes Form

GUARDIAN

The primary guardian completes the Ready Records web form (our web form is based off of the

prototype for school meal applications created by USDA with modifications for the CACFP). For

household address and phone number and children’s names, dates of birth and typical schedule, the

web form is populated with the data from My Food Program and the parent is asked to confirm the

information but is not able to edit those fields. This is to create consistency between the income and

enroliment forms and the information within the system.

Meal Benefit Income Eligibility Form for the USDA Child and Adult Care Food Program

@ Begin

° Students

Programs

Verify the names of enrolled children in your household that are enrolled in
care. If you notice any errors, please contacts the center and have them

correct this information.

Adrien

Firstname required

| Adrien |

Middle name

Last name

required

Hagedorn |

Suffix (e.g. Jr., Sr., L, 11, 111)

Birthday:

| 07/18/2013 |

Other Kids

@Help  English ~

Adults Summary

What days is your child normally in
care?

Monday X Tuesday X

Wednesday X Thursday X

Friday X

What hours is your children normally in
care?

To:

‘ 8:00 am : ‘

From:

‘ 4:00 pm h ‘

To:

From:

What meals does your child normally
eat while in care?

Breakfast x Lunch x

PM Snack x
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Primary Guardian Provides Case Number or Income
The parent is then able to provide a case number for qualifying programs.

Meal Benefit Income Eligibility Form for the USDA Child and Adult Care Food Program @Help  English ~

@ Begin @ ° Programs Summary

If anyone in your household participates in SNAP @, TANF @, or FDPIR @
then Adrien is automatically eligible for benefits.

Ahousehold is defined as a group of people, related or unrelated, that

usually live together and share income and expenses.

This includes grandparents or other extended family members that are
living with you. It also includes people that are not currently living with
you, but are only away on a temporary basis, like kids that are away at
college. It includes people regardless of age or whether they earn or

receive income.

If you need more detailed information, see the ‘WHO SHOULD I INCLUDE IN
MY HOUSEHOLD? question in Help.

If anyone in your household (including you) currently participatesin
any of the following nracxams alaace select one or more of the
cherlGxes below. If not, press continue.

Supplemental Nutrition Assistance Program (SNAP)

‘ Case number

() Temporary Assistance for Needy Families (TANF)

[} Food Distribution Program on Indian Reservations (FDPIR)

Continue

If they do not participate in programs that automatically place them in the A-Free income eligibility
category, the primary guardian is offered the opportunity to provide their household size and income.
They are also offered the opportunity to provide the race and ethnicity of their children.

Salary [ Wages

© Yes
O No

$40000 yearly v
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Form is Certified and Signed by Primary Guardian
At the end of the Ready Records web form, the information provided is presented in a summary screen.

The primary guardian certifies the accuracy of the information provided and signs their name using a

touch screen or mouse.

Meal Benefit Income Eligibility Form for the USDA Child and Adult Care Food Program @ Help  English ~

@ Begin @ @ Programs @ Other Kids @ Adults ° Summary

) 1certify* that are in my household and
that our household income is al:mut

*1 certify that all information on this form is true and all income is reported.
*l understand that the center will get Federal funds based on the information | give.
*lunderstand that CACFP officials may verify the information.

“lunderstand that if | purposely give false information, the participant receiving meals may lose

the meal benefits, and | may be prosecuted.

Sign Here:

OV

= -

2 sy s - BectoncCole X | Fesseodio sy e X |
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Visit our Youlube channel or click the image
to watch our training video on How to Send a
Ready Records Request to a Parent.

Household Info

Guardians
Name Primary Phone
Kathryn Stokes (123) 4567890

Participants
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https://www.youtube.com/channel/UCD8md1oc4WrQf-3XZ9s4S8g
https://www.youtube.com/watch?v=PDufdbafmnA
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Step 4: Approve Paperwork.

After a parent/guardian has provided the income and enrollment information, a form will appear under
Household Income Statements that is placed in PENDING status. The sponsor must approve and sign the
form before it will be used in a claim.

To approve a form:
- Login as a sponsor admin user. (Ensure that you have a signature on file)
« Click on “Ready Records” tab from the main dashboard.
« Click on “Review Form” to go to the Household Income Form page.

Fw/pwm, TesT Sponsor Logout

Bi Licensing & Users £4 Sites =Clai  Ready Records

Ready Records
Site Name Guardian Name
Test Center 2 Susan Hill Review Form
Test Center 2 Tammy Bailey Review Form

« Change the status of the form to “Approved” and enter the effective and expiration dates along with
the reason for the household income category. A recap of the information provided by the parent/
guardian appears on this screen to assist you with classification.

HIEF Stanus PEHDING ¥ L
First effecaive month G200 72020
Lt eifpctivn mnonth [y Fa 3 Er el
FIRE waluss A-Fres ¥
Resson Select ¥

Moaes

Uplaad Feem Choose Fie | Mo file chosen

Armiziance Plogram case pambers for Sopolamantsl Mutrition &ssstance Broguem [(Sal) — 123454785

To view or print the form, go back to the household information page and click “View Document”.
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The approved income and enrollment forms with signatures can be printed at any time. The form onto

which the data is populated depends on the state. For most states, it will be the USDA income form and

our MFP generic enrollment form. For states that require the use their own form, then the data will be

populated onto that form. We know this is the case for Alabama, Wisconsin, Louisiana, Florida and Georgia.

CACFP Child Care Income Eligibility Form (IEF) for 2018-2019

Child Gare Food Program Enrollment For

ot
Fo0#PROGRAM Site Nae: inderCere 000155

All Children in Household

DateofBirth [N

Adrien Hagedorn
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Video Tutorials
Visit our Youlube channel or click the image to

watch our training video on How to Approve a
Ready Records Form.

- 8 x
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https://www.youtube.com/channel/UCD8md1oc4WrQf-3XZ9s4S8g
https://www.youtube.com/watch?v=-pQQpVYq7pw
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The majority of reports are contained in site-level reports. Sponsor-level reports are those that

aggregate data across multiple sites.

Sponsor-Level Reports
- Expired/Missing HIEF
« Pending HIEF Report
« Income Certification Address Logging

Site-Level Reports
- Ethnicity/Racial Report
« Household Report
« Duplicate Case Number Report
« Missing Forms Report
« Site Summary Report

To run a report:
- Login as a sponsor admin user.
- Click on “Reports”.

+ Select the report that you would like to run and follow the prompts.
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If you're still in need of help, we're here! Please reach out to us by phone 651-433-7346,
email info@ready-records.com or a web chat at ready-records.com.

The entire on-boarding process can happen as quickly or as slowly as you need. We have gotten
through all these steps in the same day with customers and had them up-and-running in hours. Other
customers take more time and that’s fine by us. What we want is a successful experience for YOU!

JOIN THE CONVERSATION!

@CACFPreadyrecords Ready Records
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