School District of Oostburg - Online Free & Reduced Meal Benefit
Application Instructions

You are submitting an application for the 2016-17 School Year. Application Instructions will help guide you through the
application process. The online application will be available for submission by Aug. 1, 2016 after 12p.m. CST through the
Infinite Campus parent portal.

Accessing your parent portal: Go to the school's home page of our website at www.oostburg.k12.wi.us, click on Quick
Links, scroll down to Infinite Campus, click, then log in to your parent portal with your secure password. If you are unable
to remember your log-in information, please contact your child's school office as soon as possible. To start the application
process, look for the Applications/Forms Tab on the bottom left of screen. Click here on that tab to start application
process. (Instructions are provided through the online application process, so there is no need to print this sheet.)

It is recommended you gather any household income information needed and review your household members in the
Household Information section of the Portal for accuracy prior to starting the online application. The USDA's definition of a
household member is any child or adult living with you.

An electronic signature PIN(of 5 digits) is required to submit your Online Application. If you do not have an electronic
signature PIN created you will be required to do so prior to starting your application. Click 'YES' to create PIN. Prior to
submitting your application you will be allowed five attempts to enter your PIN, if you fail on the fifth attempt you will be
locked out and the information you entered will be lost. Your PIN will need to be reset prior to submitting a new Online
Application.

For security purposes the Campus Portal is set to automatically log users out after a set amount of time due to inactivity
(approx. 60 min.). To assist in preventing an automatic log out due to inactivity, there is a timer located in the bottom right
corner of each screen. As you navigate to each screen, the timer will start to count down and alert you when there is five
minutes remaining. If you are logged out due to inactivity prior to reaching the final 'Submitted' step, the information will
not be saved and you will have to restart the online application process.

Disclaimer:

No person may be denied admission to any public school in the district or be denied participation in, be denied the
benefits of, or be discriminated against in any curricular, co-curricular, student services, recreational or other program or
activity because of the person’s sex, race, color, national origin, ancestry, creed, religion, pregnancy, marital or parental
status, sexual orientation, handicap or physical, mental, emotional or learning disability in the educational programs or
activities operated by the School District of Oostburg.

Signer Confirmation

Please review the application signer's name and household address below. Confirm you are the person signing this
online application by selecting 'Next'. Select 'Quit' if you are not this person or if you do not wish to continue.

You are applying for meal benefits for all household members living at the address below. If the address is incorrect,
you may update it in the Household Information section of the Portal.

Household Members

Household Members are listed below. You must confirm each person living in your household by selecting the check
box next to their name. If a person listed below is no longer living in your household, do not check the box next to their
name. If there are persons missing from your household you will need to add them by selecting the 'Add Household
Member' button. You are not allowed to edit existing household member information or uncheck the application signer.
After you have identified and/or added household members select 'Next' to continue.



Adding Household Members

Select the type of person you are adding to your household, either student or non-student. A student is a person who
will be enrolled in the school district during the school year. A non-student is a person who will not be enrolled in the
school district during the school year. Complete the required fields and select 'Save' when finished or 'Cancel’ to return
to the household members screen.

Adding Meal Benefits

Select the name of the household member who receives the benefit and enter the benefit case number. Select 'Next' to
continue.

Student Members

Student Members of the household must be confirmed by selecting the check box next to their name. A student is a
person who will be enrolled in the school district during this school year. Non-student members should not be selected.
After you have identified student members select ‘Next' to continue.

Foster Children

Foster Children must be confirmed by selecting the check box next to their name. Enter any income the foster child
receives. After you have identified foster children select ‘Next' to continue.

Migrant, Head Start, Homeless and Runaway Children

Migrant, Head Start, Homeless and Runaway Children must be confirmed by selecting the Student Indicator in the drop
list. After you have identified Migrant, Head Start, Homeless and Runaway children select 'Next' to continue.

Household Income

If a Student Indicator is selected for every student, income information is not required. Providing your income
information may help with the district verification process. For each Adult Household Member, report the total income
for each source in whole dollars only. If they do not receive income from any source, write '0". If you enter ‘0’ or leave
any fields blank, you are certifying that there is no income to report.

Summary Review

Review the household information below for accuracy. If any of the information is incorrect, select 'Previous' to go back
and correct the data. After household information is reviewed select 'Next' to continue.

Authorizations

You must read and accept the 'Authorization Statement' below in order to submit application. By selecting 'Accept' you
agree to the authorization statement and you will be taken to the Electronic Signature PIN(5 digits) entry screen to
submit the application.

By selecting 'Decline' you do not agree to the authorization statement, the application will be cancelled and your
information will no longer be available. If you choose to 'Decline’ you may enter another application at any time.



Social Security Number

The income section of this application has been filled out. You are required to provide the last four digits of your SSN.
Please enter the last four digits of your SSN or mark the "I do not have a SSN" box.

Authorization Statement

| certify (promise) that all information on this application is true and that all income (if required) is reported. | understand
that the school will receive Federal funds based on the information | provide. | understand that school officials may
verify (check) the information. | understand that if | purposely provide false information, my children may lose benefits,
and | may be prosecuted.



