Minnesota Department of

Education

Instructions for 2016—17 Free and Reduced-Price Income Calculator

This calculator is an Excel spreadsheet developed to assist with calculation and approval of
meal benefits for eligibility applications submitted based on income.

When opening the Excel file, be sure the macros are enabled. This may require the security
settings on your computer to be adjusted so that macros are not automatically disabled. The
picture below shows the Macro Settings in Excel 2013 set to “Disable all macros with
notification”. Be sure the Macro Settings are not set to “Disable all macros without notifica-
tion”.

Figure 1. Macro Settings

H 9 Excel Options LEJ ! X
E
General
w [ Help keep your documents safe and your computer secure and healthy.
= || Formulas
jal Page ] 2 > h
Proofing Protecting your privacy
Pre Vs
Wg || Save Microsoft cares about your privacy. For more information about how Microsoft Excel helps to protect your privacy,
please see the privacy statements.
Language
Show the Microsoft Excel privacy statement
A Advanced
— Office.com privacy statement §
ize Rit
Custeamia Hloban Customer Experience Improvement Program
Quick Access Toolbar Microsoft Office Feedback "Send a Smile” Privacy Statement
Add-Ins :
Security 8 more
Trust Center o ) _ )
Visit Office.com to learn more about protecting your privacy and security.
Microsoft Trustworthy Computing
o .
Trust Center |._ Q X 1)

Trusted Locations

Trusted Publishers i M Setti
acro Settings Trust Center Settings...

Trusted Documents —— i S
1@ Disable all macros with notification

Trusted App Catalogs
Add-ins

(©) Enable all macros (not recommended; potentially dangerous code can run)

m

ActiveX Settings .
Developer Macro Settings

Macro Settings =
] Trust access to the VBA project object model
Pratected View
Message Bar

External Content

File Block Settings l OK H Cancel ‘

I 0K H Cancel ‘




This calculator is only valid for one year, from July 1st through June 30th of the following year.

Open the file and select “Enable Editing” and “Enable Content” (figures 2 and 3).
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Figure 2. Enable Editing

Figure 3. Enable Content
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Figure 4. Pop-Up Window
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Figure 5. Income Frequency
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Note: Select Every Two Weeks (2W), Weekly, Monthly or Twice a Month (2W) tab for
income reported on household application with one pay frequency. These applications will
not have income conversions applied to them.
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Figure 7. Household Eligibility
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For School Programs only: Income applications with a monthly income within $100 (annual
income within $1200, weekly income within $24, bi-weekly income within $44, twice a month
income within $50) of the eligibility limits for free or reduced-price meals are considered
“error prone”. Most schools will conduct verification using household income applications that
are error prone. The calculator will identify error prone applications in red text to the left of
the “Family Size” checkbox (see figure 10).

Tag these application, if applicable, for verification.

Figure 10. Error Prone
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