
   
 

 

 
 
 

 
 

A Guide to Creating Free/Reduced Applications 
Using MealTime Apply Online 

 

Note: Apply Online uses these arrow symbols  to enable you to navigate through your 
application. After each step below, click the right-facing arrow to move forward to the next step. Click 
the left-facing arrow if you need to return to a previous page. 

 
Creating and Submitting a New Application  

1. Open your internet browser and go to www.mymealtime.com/apps. (Your student’s school or 

district may have provided a link to Apply Online from their website.)  

 

 

2. If you already have a My MealTime account, use the same Username and Password to log into 
MealTime Apply Online. If you have forgotten your Username or Password, click the ‘Forgot 

password?’ link. If you have not yet created an account, click the ‘Create new profile’ link.  

 
Note: This page can be viewed in Spanish by clicking the ‘En Espanol’ link. 

 



 

 
2 

3. To create a new application, click the ‘New Application’ button. To return to an application that has 

already been started, click ‘Application in Progress’. You can view past applications by clicking the 

‘Past Applications’ button. 

                      

 

 

 

4. Select your State and the school or school district your students attend. When finished, click the 

right-facing arrow.  
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5. Click the ‘Information on Free and Reduced Price Meals’ link to get information from your School or 

District. It will open on a new browser tab.  
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6. Select the application type for your household. 

 

Step One 

7. In Step One, you will add one or more students to your applications. This first page provides an 
overview of the information needed to add your student(s) to an application. Please read the 
information. When finished, click the right-facing arrow.  
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8. Enter the student’s first name and student ID number.  

Note: The student ID number can be obtained from the office at your student’s school or 

district.  For confidentiality reasons, MealTime cannot provide this ID to parents. 

 

 
 

9. Enter the student’s birthdate. From the drop-down list, select the school they attend, and select 

their grade. If your student qualifies as a Foster, Homeless, Migrant, or Runaway child, select 

accordingly. If not, select ‘None’. 
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10. If the student has an income, enter it here along with the frequency this income is earned. If they do 

not earn an income, select ‘No Income’. 

Note: Income from other household members should not be included in this section. 

  

 

 

11. Review the information for the student you added.  If you have additional students to add at this 
school, click the ‘Add Another Student’ button.  Students not in the district that you selected for 

submission, will be added as “Household Members” on the following screen.  
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Step Two 

12. In Step Two you will be entering all non-student household members that live at your residence. 

Each household member should be entered individually with their individual income. 

 
13. Enter the information for the first household member. 

 
14. Enter the household member’s income and frequency. If they have no income, select 

‘No Income’. 
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15. Review the information for the household member you added. If you have additional household 

members to add, click ‘Add another household member’. 

 

  

Step Three 

16. In Step Three, you will enter the general information required to complete the 

application. The first page explains what information is required. 
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17. From the drop-down list, select the adult family member who will sign the application. 

Enter the remaining information.  

  
18. Enter either the last four digits of the signer’s Social Security Number. If they do not have one, select 

‘No Social Security Number’. 

  

 

19. The selection of Race and Ethnicity Information is optional.   
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20. If your school district offers additional benefit such as Medical Programs, Field Trips, 

etc., then select the appropriate benefit(s). Then, select the student(s) who will receive 
these benefit(s). 

 

 

Step Four 

21. In Step Four, you will sign and submit your applications. This first page provides an overview of the 
confirmation and submission information required to complete and submit your application. 
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22. Upon completion of the application, the signer will be prompted to digitally sign the 

application by entering their name twice. Enter the signer’s name exactly as spelled 
under the Signing Adult. 

 

 
Note: Clicking ‘Submit Now’ will prompt the message below. Clicking ‘Submit Later’ will save the 

application for future submission.  
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23. If you clicked ‘Submit Now’ in the previous step, the message below will display. Click ‘Yes’ to 

confirm. Click ‘No’ to return to the previous step. 
 

 
 

 

 

24. Once an application has successfully been submitted, the signer will have the option to do any of the 

following: 
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25. If you would like to view or print your application click View or Print this Application. See example 

below. 

 
 

 
 
 

 
 
 
 

 


