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1.0 Welcome to LunchApplication.com  

1.1 Welcome 

 

1.2 Home 
 Click here to return to the Home page at any point. 

1.3 Terms of Use 
 Click here to read LunchApplication’s Terms of Use. 

1.4 Privacy Policy 
 Click here to read the LunchApplication’s Privacy Policy. 
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1.5 Contact Us 
 Click here to contact Meals Plus. 

 

1.6 FAQ 
This screen has two tabs: Instructions and FAQ.  The Instructions tab displays quick 
instructions on how to complete the application.  The FAQ tab displays frequently asked 
questions and answers. 
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1.6.1 Instructions 
This screen displays quick instructions on completing an application. 

**The application must be completed and submitted and/or printed before it will 
actually be saved.  You cannot save a section of the application and return later to finish 
it.** 

Please read the Privacy Policy and the Terms of Use statements.  When finished return 
to the Apply Now screen. Select I Agree.  If you do not agree to the terms, you will not 
be able to use the website, but you can still fill out a paper application by contacting 
your school district. 

 Enter the Security Code and Click Submit. 

 Select your state and school district. Click Next. 

 Please read the Letter to Households. Click Next. 

If your district requires a paper copy of the application to be printed and mailed to 
them, you will receive a Printer Access Warning message: 

“When the application is completed, you must send a printed copy of the 
application to the school.  Please ensure you are connected to a printer before 
continuing.  If you cannot print, you will not be able to complete the application 
process.” 

o Only click Next if you’ll be able to print the application once completed. 

The next screen includes a Letter to Households and District FAQ section. 

 The Letter to Households includes important information of who should 

complete an application and how it works. 

 The District FAQ section includes frequently asked questions for your district. 

Then you will answer a few questions that will direct you through the application 
process. 

Assistance Programs: 

 Are you applying for a foster child? 

 Do you receive Food Stamps or Temporary Aid for Needy Families (TANF)? 

Application Information: 

 Add the required Head of Household information (The name of the adult 

household member who is submitting the application) 

o First Name, Last Name 

o SSN or No SSN 
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o Address 1, City, State, Zip 

o Income or No Income (not available on SNAP/TANF or Foster 

applications) 

 Add the required student information for each student. 

o First Name, Last Name 

o School 

o Student Number 

o Grade 

o Income or No Income 

o None, Homeless, Migrant or Runaway  

 Add any additional household member information. (not available on 

SNAP/TANF applications)  

o First Name, Last Name 

o Income or No Income (not available for Foster application. 

How to enter income: 

 Salary: List the gross income this person earned from work. This is not the same 

as take-home pay. Gross income is the amount earned before taxes and other 

deductions. The amount should be listed on your pay stub, or your boss can tell 

you. Make sure you select the correct frequency of the persons salary. 

 Welfare, Alimony, Child Support: List the amount this person receives from 

welfare, child support and alimony along with the frequency of the income.  

 Retirement, Pensions, Social Security: List the amount this person receives from 

retirement, pensions and social security along with the frequency of the income. 

 Other: In the Other column, include Worker’s Compensation, unemployment, 

strike benefits, Supplemental Security Income (SSI), Veteran’s benefits (VA 

benefits), disability benefits, regular contributions from people who do not live 

in your household, and ANY OTHER INCOME. Report net income for self-owned 

business, farm, or rental income. If you are in the Military Housing Privatization 

Initiative do not include this housing allowance. Report the frequency of the 

income. 

The order in which you add the information does not matter. 

It will give you a message if you skip something that is required.  

 Review the application and make corrections if you need to. After your Review, 

Click Signature. 
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 Read the Adult Head of Household Information and then “sign” your application 

by entering your name and agreeing to the Intent of Signature, click Submit.  

o You can print a copy of your application for your records. 

 Click Finished to complete the application. The application will be sent to your 

school district. You will get a letter from them with the results within about two 

weeks. 

Submitted Applications 
Once you log back into your account after saving and submitting an application, an In 
Progress bar will display where in the process your application is. 

 If you see Application in Progress or Created in the In Progress bar, it means 

that LunchApplication.com has received your application and has sent it to your 

district, but they have not imported it into their system yet. 

 If you see Application has been Submitted or Under Review in the In Progress 

bar, it means that your application is being processed by your district. 

o Once it has been processed and Completed, you will be able to sign in 

again and view the letter. 

1.6.2 Frequently Asked Questions 
What information will I need to provide? 

 For each student you are applying for, you will need to enter their name and 

select their school and grade. Students’ Social Security Numbers and Student ID 
numbers are optional, but will help us to process your application. Please enter 

this if you can.  

 If you receive Food Stamps or TANF, you will need to enter a case number for 

each student.  

 If you do not receive Food Stamps or TANF, you will need to list all the people 

who live in your household and everyone’s monthly gross income. You will need 
to enter the Social Security number for the adult who submits the application (or 

indicate that they don’t have one).  

 If you are applying for a foster child, you will need to list the child’s personal 

income or indicate that the child has no income. Each foster child will need a 
separate application. 

Who can I contact if I have more questions? 
Click here to send your school district a question. 

Can I apply if I don’t want to use the website? 
Yes. Please contact your school district if you prefer to fill out a paper application. 

Do I need to give my social security number? 

javascript:AjaxNS.AR('ctl00$MainContent$btnContactus','',%20'ctl00_MainContent_RadAjaxPanel2',%20event)
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Yes, you must include the social security number of the adult household member who 

submits the application (or indicate that they don’t have one), unless you provide a 
Food Stamp or TANF case number or you are applying for a foster child. 

What if some of my children receive Food stamps/TANF and some do not? 
Please contact your school district for instructions. 

How long does it take to find out if my child is approved? 
You will get a letter from the school district within about two weeks. 

What does Gross Income mean? 
Gross income is the amount earned before taxes and other deductions. The amount 

should be listed on your pay stub, or your boss can tell you. 

* Additional Frequently Asked Questions can be added by districts for the parents to 
view here. 
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2.0 Parent Functions 

2.1 Apply Now 
To access the site as a parent, click on Apply Now at the top left of the 
www.LunchApplication.com Welcome page. 

 

 Click the Terms of Use and Privacy Policy links to read the corresponding 

documents. 

 Then check the I Agree box. 

 Enter the Code in the text box. 

 Click Submit. 

http://www.lunchapplication.com/


8 

 

 

 2016 Education Management Systems, Inc. 

800-541-8999    www.mealsplus.com 

 The District screen appears. 

 

 Select a state from the Select a State dropdown list. 

 Select a school district from the Select a District dropdown list. 

o Each school district has one of the following capabilities: 

 Import—the parent can complete the application online and 

submit to the district via www.lunchapplication.com. 

 Print Import—the parent can complete the application online and 

the district can see the information in STU; however, it must be 

printed and delivered to the school. 

 Print Only—the parent can complete the application online; 

however, it must be printed and delivered to the school. 

If you are unsure which district type you’re assigned to, just look for the Printer Access 
Warning.  If that appears, you MUST print out and provide the printed copy to the 
school for processing. 
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 Click Next.  The Print Access Warning screen displays if the district is Print 

Import or Print Only. 

 

2.1.1 Sign In/Create Account (Import Districts) 
This screen is where new users will be able to create an account.  Existing users can sign 
in with the Login fields. Only parents assigned to a Import-enabled district site can 
create an account.   

o Parents assigned to a Print Import- or Print Only-enabled district site will 

bypass this screen. 

 

 Enter a unique username in the Username text field. 

 Enter the password you want to set for this account in the Password text field. 
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 Enter the password again in the Confirm Password text field. 

 Enter your (the parent) first name in the First Name text field. 

 Enter your (the parent)  last name in the Last Name text field. 

 Select Email, Text Message or Both from the Notifications Via dropdown list.  

Notifications will be sent to you based on your selection here. 

o If you selected Text Message or Both the last two fields will become 

active. 

 Enter your email address in the Email text field.   

 Enter your mobile number in the Mobile Number for Text Notifications field, if 

active. 

 Select your cell phone provider in the Mobile Carrier dropdown list. 

 Click Create Account button to continue. 

Or, 

 Click the Continue Without Creating An Account button to continue without 

filling out the fields. 
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2.1.2 Letter to Households (All Districts) 
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LETTER TO HOUSEHOLDS TAB 
Sample Letter to Households: 
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DISTRICT FAQ TAB 

 

 Click Next.  The Assistance Programs screen appears.   
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2.1.3 Assistance Programs (All Districts) 

This screen is used to indicate when a family receives government assistance (i.e. Food 
Stamps) or Temporary Aid for Needy Families. 

 

 Select Yes or No from the radio buttons. 

o If Yes is selected, enter the Case Number and select a Case Type. 

 Click Next.  The Application Information screen appears. 

2.2 Application Information (All Districts) 
This screen is used to add the application information. 

 

 Click Add in the Head of Household section to enter information. 
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2.2.1 Head of Household (All Districts) 

 

 Enter the first and last name of the head of household (HoH) in the First Name 

and Last Name text fields. 
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 Enter the last four digits of the HoH’s social security number in the Last 4 Digits 

of the Social Security Number text field or check the box if the HoH does not 

have a SSN. 

 Enter the HoH’s address in the Address1 and Address2 fields. 

o Address1 should contain the house/building number and the street 

name. 

o Address2 should contain the apartment or lot number, if applicable. 

 Enter the HoH’s City. State, and Zip Code in the appropriate text fields. 

 Enter the HoH’s home and work phone numbers in the Home Phone and Work 

Phone text fields. 

 Click Save.  The main Application Information screen appears. 

2.2.2 Student Information (All Districts) 

 Click Add Student in the Student Information section. 

 

 Enter the student’s First and Last Name, Teacher name and Student Number in 

the appropriate text fields. 

 Select a school from the School dropdown list. 
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 Select a grade from the Grade dropdown list. 

 Check the Foster Child box if the application is for a Foster Child. 

 Select the None, Homeless, Migrant or Runaway from the radio buttons. 

 Check the No Income box if student has no income. 

 Enter an amount in the Income Amount text fields where applicable. 

 Select the pay frequency from the Frequency dropdown lists. 

 Click Save. The main Application Information screen appears. 

2.2.3 Other Household Members (All Districts) 

 Click Add Member in the All Other Household Members section. 

 

 Enter the household member’s First and Last Name in text fields. 

 Enter the household member’s social security number in the Social Security 

Number text fields.  This is optional. 

 Check the box if No Income or Applying for Foster child Only applies. 

 Enter an amount in the Income Amount text fields where applicable. 

 Select the pay frequency from the Frequency dropdown lists. 

 Click Save.  The main Application Information screen appears. 
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 The Application Information is summarized here. 

 

 Click Next to proceed with the application or Cancel Application to cancel. 

2.2.4 Release Categories (All Districts) 
This section is optional. It can be used if your application form has a place where the 
family can give permission to release information to outside agencies. 

The Release Categories displayed are determined by your district. 

.  

 Check the box(es) of the benefits you would give consent for your district to 

release your child(ren)’s information for qualification.  

 Click Next. 
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2.3 Complete My Application  

2.3.1 Import Districts 

 
 Review the information on this screen before entering your name in the 

Signature text field. 
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 Select your signature intention from the Intent of Signature dropdown list. 

 Click Submit.  

 

o The following message will appear at the bottom of the page. 

 

 Click Print Application to print the document. 

 Click Finished to exit this screen. 

Submitted Applications 
Once you log back into your account after saving and submitting an application, an In 
Progress bar will display where in the process your application is. 

 If you see Application in Progress or Created in the In Progress bar, it means 

that LunchApplication.com has received your application and has sent it to your 

district, but they have not imported it into their system yet. 

 If you see Application has been Submitted or Under Review in the In Progress 

bar, it means that your application is being processed by your district. 

o Once it has been processed and Completed, you will be able to sign in 

again and view the letter. 
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2.3.2 Print Import and Print Only Districts 

 

 Review the information on this screen before clicking Print Application.  Ensure 

any popup blockers are disabled. 

o You must provide the printed application to your school for processing. 
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 The Application displays in another window in PDF format.   

o You can save or print the application from this window. 

o The printed application matches the USDA’s form. 

 Click Finished once the application has successfully printed.  You will not be able 

to access the application once this button is clicked. 

o When Finished is clicked, the user will be logged out of their account for 

security reasons. 

Submitted Applications 
Once you log back into your account after saving and submitting an application, an In 
Progress bar will display where in the process your application is. 

 If you see Application in Progress or Created in the In Progress bar, it means 

that LunchApplication.com has received your application and has sent it to your 

district, but they have not imported it into their system yet. 

 If you see Application has been Submitted or Under Review in the In Progress 

bar, it means that your application is being processed by your district. 

o Once it has been processed and Completed, you will be able to sign in 

again and view the letter. 
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3.0 District Functions 
More options are available at the District level. 

 Enter your District Username and Password in the Login fields to access the 

District functions. 

  

 The additional Districts, Sites, Users, Activity Report, Family Application Report 

and E-mail History will display in the menu on the left. 
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3.1 District 
This screen allows the user to edit a District’s information. 

    

 The District ID and District Name text fields are read-only. 

 The Enabled box with be checked for all “active” districts. 

 Check the Standard Letter box if you would like to use the standard letter to 

send to parents. 

o Leave the box unchecked if you are going to use a customized letter for 

parents. 

 Enter the district’s Address, City, State and Zip Code in the appropriate fields. 

 Select Print, Import or Print Import from the Type dropdown list. 
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o This determines whether the parent will need to print their application at 

the end to submit to the school. 

 Check the Require Student Number on Application box to add the student’s 

number on the application. 

 Check the Require Grade on Application box to add the student’s grade on the 

application.  

o Unchecking the box will add (Optional) after grade on the Student 

Information screen. 

 

 Check the Show Kin-GAP on Application button to display Kin-GAP on the 

student’s application.  This ensures they’ll be appropriately marked as Kin-GAP in 

Student Eligibility. 

3.1.1 Contact Information 
District 

 Enter the Name, Phone Number and E-mail address for the contact person in 

the appropriate fields. 

Hearing Official  

 Enter the Name, Phone Number and E-mail address for the Hearing Official in 

the appropriate fields. 

Migrant Coordinator 

 Enter the Name, Phone Number and E-mail address for the Migrant Coordinator 

in the appropriate fields. 

3.1.2 Case Types 
 Select any or all of the Household Categorical Case Types from this section. 

o The selected case types will be available to the parent for selection on 

their application. 

o Case Types displayed are the same as Student Eligibility: Administration: 

Control File: Household Categorical Case Type Tab, but can be disabled 

from showing on LunchApplication.com from the District’s Admin page. 
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3.1.3 Non-Discrimination Statement and Certify Statements 
A Non-Discrimination and Certify Statement have been provided in English and Spanish. 

 

 Enter updated information to reflect what is required by your state. 

3.1.4 FAQ 
Frequently Asked Questions can be added to the application at the district level.  These 
questions will appear under the FAQ tab on the Letter to Households screen. 
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 Enter the FAQ information in the appropriate text fields for English and Spanish. 

 

 Click Save once the form is complete. 

3.2 Sites 
This screen allows you to manage your school sites and pricing. 

 The State and District filters are read-only and the sites shown in the grid are based on 

your district login. 

 

 Click Delete to delete a Site. 

 Click Edit to view and modify the Site information.  The screen is the same as Add a Site 

below. 

o You will need to enter amounts for Breakfast Reduced Price, Breakfast Full 

Price, Lunch Reduced Price and Lunch Full Price here for each site when 

setting up LAP the first time. 

 These prices display in the Sites grid. 

 These prices do not automatically populate from Point of Sale. 

 These prices may need to be updated yearly if the prices change. 

o Click Save once they are entered. 
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3.2.1 Add a Site 
 Click Add Site if you need to create a new school. 

 

 The State and District fields are read-only and based on your district login. 

 Enter an Id number in the Site Id text field. 

 Enter a site name in the Site Name text field. 

 Enter an amount in the Breakfast Reduced Price text field. 

 Enter an amount in the Breakfast Full Price text field. 

 Enter an amount in the Lunch Reduced Price text field. 

 Enter an amount in the Lunch Full Price text field. 

 Click Save. 

3.3 Users 
This is where you manage the users who have access to LunchApplication.com. 

 

 Click Delete to delete a user. 

 Click Edit to view and modify the user information. 
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FILTER OPTIONS 
 Select a district from the Filter by District dropdown list. 

 Select a user’s role (i.e. Parent, District, etc.) from the Filter by Role dropdown 

list. 

3.3.1 Add A User 
 Click Add User to enter information on a new user.  

 

 Select a role from the Role dropdown list. 

 Select a state from the State dropdown list. 

 Select a district from the District dropdown list. 

 Enter a user name in the Username text field. 

 Enter a word in the Password text field. 

 Enter the password again in the Confirm Password text field. 

 Enter a name in the First Name text field. 

 Enter a name in the Last Name text field. 

 Enter an email address in the E-mail text field. 

 Click Save to save the user. 
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3.4 Activity Report 
This report will display the activities of a student.  

 

 Select a date range from the From and To fields. 

 Select a type from the Type dropdown list. 

o Inactive displays applications that have been imported into Student 

Eligibility 

o Active displays applications that have not been imported into Student 

Eligibility yet. 

o ALL displays both inactive and active applications. 

 Select a district from the District dropdown list. 

 Click View Report to view the report. 

 Click Export CSV to export the activity report(s) to an Excel file. 

o This allows you to easily track the number of applications received by date. 

o Once exported, the file can be opened, saved or canceled. 
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Sample Activity Report: 

 

3.5 Family Application Report 
This report will display a summary of the family’s application. 

 

 Select Student or Head of Household from the radio buttons. 

 Enter the Last Name and First Name in the appropriate text fields. 

 Enter dates in the From and To fields. 

 Select a district form the District dropdown list. 
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 Click Search.  The results will display. 

 

 Click View to view the report for that family.  You can print the individual report from 

here. 

 Click Download All to download all of the applications in the grid into a zip file.  

o You will be able to view and print all the downloaded applications from 

Windows Explorer. 

Sample Family Application Report: 
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3.6 E-mail History 
This will display a log of emails sent to an email address. 

 

 Select a date in the From and To text fields. 

 Enter an email address in the Email Address text field. 

 Click Display Report. 

SAMPLE E-MAIL HISTORY REPORT 
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3.7 Household Letter Setup 
This is where you set up the English and Spanish versions of the Household Letter that 
parents see when they begin the application process.  You can start with a default 
template or modify an existing template. 

 

 Select your state from the State dropdown list. 

 Select your district from the District dropdown list. 

 Select English or Spanish from the Language dropdown list.   

o You will need to set up letters for each language. 

 If you have multiple letter template saved, you can select a template from the 

Template dropdown list. 

 You have two options: 

o Start with default template 

o Modify an existing template 
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START WITH DEFAULT TEMPLATE 
Select this option if you are starting a new letter.  A default letter has been pre-installed 
and can be easily edited.   

 

 Use the top toolbar to edit the font, bulleted items or available fields to the 

letters. 

o This is setup similar to Letter Setup in Student Eligibility. 

 When you are finished editing the letter, click Save.  
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MODIFY AN EXISTING TMPLATE 
Select this option if you are updating a modified letter.   

 

 Use the top toolbar to edit the font, bulleted items or available fields to the 

letters. 

o This is setup similar to Letter Setup in Student Eligibility. 

 When you are finished editing the letter, click Save.  

 


