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1 INTRODUCTION

Purpose and Scope

This document describes the features and capabilities of the United States Department of
Agriculture’s (USDA) Food Safety and Inspection Service (FSIS) Office of the Labeling and
Program Delivery Division (LPDD) Label Submission and Approval System (LSAS).

The LSAS User Guide for Industry provides detailed, role-based step-by-step instructions about
performing all industry tasks within LSAS. It is recognized that personnel who use LSAS are highly
trained and experienced in their jobs, and as such, this resource does not provide instruction on job
requirements other than those directly involving entering data and working directly with LSAS.

This document does provide detailed instructions on the use of LSAS.

Audience

The LSAS User Guide for Industry is designed for all food safety industry members who support the
United States Department of Agriculture (USDA) Food Safety and Inspection (FSIS) staff in the
management of food safety. Users include preparers, plant managers, agent, and label consultant.

Organization of the User Manual

This guide is separated into sections to provide you with an organized approach to describe the
major components involved with the software and their necessary requirements for system use. A
general description of each section included in this document that describes the LSAS features is
listed in Table 1-1.
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Table 1-1: User Guide Section Overviews

Section Name Contents

1.0 Introduction This section provides a high level brief overview of the system
and general information and conventions in this user guide.

2.0 System Capabilities This section provides a brief overview of the system and its
capabilities, describes the purpose of the application, and provides
an overview of the system’s capabilities, its functions, and
operation.

3.0 System Requirements, Login, This section provides login instruction for LPDD /AMS staff and

and Profiles provides a general overview of each role’s Homepage.

4.0 LSAS User Interface General introduction of the LSAS user interface.

5.0 LSAS Menus and Functions This section provides general description instructions on using
common functionalities in LSASLSAS Generic Label Approval
(GLA) widget.

6.0 Generic Label Advisor (GLA) This section provides a description and instruction using the GLA.

7.0 Label Submission This section describes the submission process.

8.0 LSAS Search This section describes the LSAS Search functionalities.

Appendix A /B, C Glossary and Instructions for Forms 7234-1 and 8822-4

Primary Business Function

The Label Submission and Approval System (LSAS) is a web-based software application that
integrates and implements an electronic label application process for establishments to submit label
applications. LSAS allows LPDD personnel to view, evaluate, and adjudicate all electronically
submitted Label Application Packages (LAPs) and Appeal Packages (AP) efficiently and accurately.
Industry users will be able to check on the status of their application via their web-browser without
calling LPDD. Also, the submitter can utilize the Generic Label Advisor to determine whether an
application can be generically approved.

The industry users that will be accessing LSAS include establishments, expeditors, label consultants,
and small businesses. To use LSAS, all users are required to have an eAuth user ID and password.
Users of LSAS will be required to have a USDA Level 2 eAuthentication account to access the
system. USDA eAuthentication (eAuth) is the system used by USDA agencies to enable FSIS staff,
customers, and contractors to obtain accounts that will allow them to access USDA Web

applications and services via the Internet.
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Document Conventions

The following conventions are used in this guide:

e Bold text indicates the names of menus, menu options, and buttons.

e Courier font indicates text for you to type verbatim.

e Notes provide additional clarification or explanation.

e Tips provide ideas or hints that help you through a data entry form or process.

e Warnings represent a potential problem or a serious issue. The information in warnings will
help you prevent the loss or damage of data, processes, software, or hardware.

Recommendations
e Avoid using your browser's buttons to navigate within LSAS. It is recommended to use
LSAS buttons to navigate between pages.

e Save your work periodically. Safeguards, put in place by USDA, close applications and log
you out of them after a period of inactivity.

e LSAS makes use of messaging and comments fields for communications between LPDD and
external industry users.
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Acronyms and Abbreviations

This section provides a glossary of all acronyms used in this manual.

Table 1-2: Acronym List

Acronym Definition
AP Appeal Package
AMS Agriculture Marketing System
EC Extraordinary Circumstances
FSIS Food Safety Inspection Service
GLA Generic Label Advisor
GUI Graphical User Interface
LAP Label Application Package
LPDD Labeling and Program Delivery Division
LSAS Label Submission and Approval System
OCIO Office of the Chief Information Officer
OPPD Office of Policy and Program Development
OPEER Office of Program Evaluation, Enforcement and Review
PDF Portable Document Format
USDA United States Department of Agriculture
XML Extensible Markup Language
Notes

Throughout this guide, there will be many label application examples used. The author has
gone through great effort to minimize the possibility of using branded names, establishment
numbers, approval numbers, and any other relevant 7234 information. If such match should
occur, then it was purely coincidental.

May 2012
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2 SYSTEM CAPABILITIES

The United States Department of Agriculture (USDA) Food Safety and Inspection Service (FSIS)
Labeling and Program Delivery Division (LPDD) develops and provides labeling guidance, policies
and inspection methods and administers programs to protect consumers from misbranded and
economically adulterated meat, poultry, and egg products which ensure that all labels are truthful
and not misleading. Labeling includes all forms of product identification, health-related claims, net
weight, species identification and nutrition.

The Label Submission and Approval System (LSAS) is a web-based software application that
integrates and implements an electronic label application process for establishments to submit label
applications and appeals. Through LSAS, LPDD personnel will view, evaluate, and adjudicate all
electronically submitted Label Application Packages (LAPS) and Appeal Packages (AP) efficiently
and accurately. The adjudicated label applications results and status will appear on the users
homepage. Using LSAS, LPDD will be able to process label applications more efficiently.

The required functionalities for this system includes submitting label application via web, querying
the label status and information, downloading LAPs and supporting documents to a portable format,
and exporting search results to a spreadsheet of submitted LAPs. The LSAS application serves as a
searchable database when seeking information about products or establishments. Label information
includes product identification, special claims, processes, geographical origin claims, guarantees, net
weight, ingredient list, species identification, and nutritional information. LSAS provides a central
tracking system for establishments and LPDD leadership. To a certain extent, LSAS replaces almost
all paper- and email-based processes.

Purpose

The LSAS application will provide the industry the following benefits:

e Establishments will be able to submit applications and supporting materials via the Internet.
e Utilize the Generic Label Advisor for previously approved labels.

e Establishments and LPDD will be able to check on a LAP/AP application’s status via the
Internet for applications submitted electronically.

e Data from the FSIS 7234 label application form will be stored in a central electronic database
that can be electronically queried and reported. The information which can be queried
include ingredients, processes, special claims, and other specific label related information.

This guide will provide detailed instructions for performing label application submission tasks and
others, as listed above.
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Roles

LSAS is a role-based system. When users access LSAS, the functionality and data to which they
have access is dependent on their role and assignments in LSAS. There are various classes of users
who will interact with LSAS. Factors that define a user class include responsibilities, skill level,
work activities, and mode of interaction with the system. The role that you are associated within
LSAS determines the permissions that you have in LSAS. The options available on the left side,
Navigation Panel, of LSAS’ Home page and the functions you can access vary based on your LSAS
role. LSAS provides “Submitter” role for Industry users.

User authentication (login and logout) is the foundation of LSAS’ role-based access. Each user’s
screen display, privileges and the scope of functionality is based on their specific work assignments,
responsibilities, and role within LSAS.

Assumption

Users of LSAS will be required to have a USDA Level 2 eAuthentication account to access the
system, depending on the type of access required. USDA eAuthentication (eAuth) is the system used
by USDA agencies to enable FSIS staff, customers, and contractors to obtain accounts that will
allow them to access USDA Web applications and services via the Internet. eAuth confirms a
person’s identity and authorization identifies the person’s user permissions. The LSAS application
will leverage the USDA eAuthentication Service.
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3 LSAS System Requirements, Login, and User Profile

Initiate Operation

Preparation of Function Inputs
Verify you have, or obtain these items prior to using this LSAS feature:

e A working internet connection
e User access rights to LSAS
e Adobe Reader

The LSAS web application does not require you to install or download any tools in order to
use LSAS. LSAS resides on the FSIS network. You may open LSAS through navigating to
it through the Start menu and to LSAS icon by pointing your web browser to
https://Isas.fsis.usda.gov.

Terminate and Restart Operation

Closing LSAS is performed through closing a web browser by clicking the &4 button or using the
Log Out button on LSAS’ Homepage.

May 2012 7 Chapter 3 — Rgmts, Login, and Profiles
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Initiate Log-in Operation

Access to LSAS is controlled by the USDA’s eAuthentication (eAuth). To access LSAS,
direct your browser to https://Isas.fsis.usda.gov. Your browser will be re-directed to eAuth
and the following screen will appear.

USDA United Stales Departiment of Agriculture
'?ﬁ"_'_ USDA eAuthentication

= e——, F o K

Home : About eAuthentication: Help : ContactUs : Find an LRA

= You are accessing a U.S, Government information system, which includes (1) this computer, {(2) this
computer network, (3) all computers connected to this network, and (4) all devices and storage media
attached to this network or to a computer on this netwark, This information system is provided for U.S.
Government-authorized use only.

» Unauthorized or improper use of this systermn may result in disciplinary action, as well as civil and criminal
penalties.

= By using this information system, you understand and consent to the following:

< vou have no reasonable expectation of privacy regarding any communications or data transiting or
stored an this information system. At any time, the government may for any lawful government
purpose monitar, intercept, search and seize any communication or data transiting or stored on this
information system.

< Any communications or data transiting or stored on this information system may be disclosed or
used for any lawful government purpose.

o Your consent is final and irrevocable. You may not rely on any statements or informal policies
purporting to provide you with any expectation of privacy regarding communications on this system,

whether oral or written, by your supervisor or any other official, except USDA's Chief Information
Officer,

A o s oo b o b St ) ] T o] S e o o o sk

efuthentication Home | USDA gov | Site Map

Accessibility Staternent | Privacy Policy | Mon-Discrimination Staternent | www.FirstGow. qov

Figure 3-1: eAuthentication Page

When the user clicks the “I Agree” button the eAuth Single Sign-on screen is presented.
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USDA United States Depariment of Agriculturs
ﬁ USDA eAuthentication

_— e— ——

Home : About eAuthentication: Help | ContactUs | Find an LRA

eAuthentication Login

| Quick Links
& What is an account?

I Creata an account

User ID: | | User ID is a required field

B Update your account
Forgot your User ID?

Administrator Links

_ Password: | |
I Logal Registration
Authority Login

Forgot yvour Password?

Zhange My Password

Figure 3-2: eAuthentication Login Screen

The user must provide an eAuth User ID and Password, and then click the “Login” button.
After the user is authenticated by eAuth and authorized by the FSIS Security, the user is
directed to the Enrollment Page. The user needs to select from a drop down menu the LSAS
application. The user will be guided through several steps to complete the enrollment
process. The process is completed by selecting “Finish.” The user will be directed
immediately to the LSAS application, where they will be requested to set up a profile.

LSAS retrieves a list of LSAS-specific roles and permissions from FSIS. For each user
login, LSAS is provided with the users roles, permission, and privileges and caches this
information.

LSAS also performs concurrency checks to make sure that two users are not editing an
application simultaneously or attempting to modify an application’s state simultaneously.
LSAS will not allow users to access or modify label applications which belong to profiles
which they have no access permission.

LSAS User Profile

Once the user is granted access to LSAS, LSAS requests for the user Profile. Figure 3-3
illustrates the Profile page.

Profiles can be created by the user, all that is required is a name for the organizational or
establishment. Organizational profiles are essentially label application containers. So, a user
will always be logged in under a particular profile, and any label applications they submit
while logged in under that profile belongs to that profile. It is possible to have more than one
profile.
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In order to continue to the LSAS Homepage, the user selects a profile in the selection field.
Select the desired profile, and click on the button. Next, | cenfirm | your selection.

USDA.  unitea Staies Department of Agricuture
S Food Safety and Inspection Service LSAS
Label Submission and Approval System

Select a Profile

Please select a profile from the list below. You may also reguest access to a different profile, or create a new profile.

If you have any other LSAS browser windows or tabs open with a different profile selected, PLEASE CLOSE THEM.
Those windows or tabs will NO LONGER BE VALID after selecting a new profile.

DKWBA_HH

Submit

Home | USDA Intermet | USDA Intranst | ESIS Internet | FSIS Intranet ] EQIA | tatement | Privacy Policy | Mon-D Statement | Quality | US4 gov | White House

Figure 3-3: LSAS Profile List

After selecting the user Profile, LSAS opens to the LSAS Homepage. This is the user’s
LSAS user interface from which the user will initiate their day-to-day activities in LSAS.

Create a New Profile

If there are no user profiles to choose, then the user is requested to create a new profile. This
usually occurs only the very first time a user logs into LSAS. Then, each time the user logs
into LSAS the user will have a profile to select.

As mentioned above, all that is required is a name for the organizational or establishment
profile.

USDA  tnites Sates Denertment i Ageicuturs
SEE Food Satety and Inspection Serviee LS‘AS
¥

Label and

Home About L5A5 ContactUs Help |

suomiter v|

Create Profile

Profile Hame ™

Submit
Home | USDA Intermet | VS04 Intranat | FEIS Intemet| FSIS Intranet| FOLA | Acces glizility Statement | Privacy Pelicy | Non-Discrirmin ation Staternent | Infermation Qu ality |

Figure 3-4: Create Profile

1. Click on the create link as shown in Figure 3-3 or select Create new Profile from drop
down list from left hand side after log in from the home page. Figure 3-4 opens.

2. Enter the name of the organization (e.g., company or establishment name) or other
identifiable name, in the Profile Name field. It is recommended to create a generic
name that includes the company or establishment name you represent with a suffix
that is identifiable to you, instead of a given name; e.g., Jane Doe. All profiles names
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will be listed and visible to the public for selection to request access to a profile (see
next section topic).

3. Click on the [swmit_ pytton.
4. Review and click | cenfirm | to submit the profile name.

LSAS confirms the creation of the new profile by displaying a Submission Successful
message. You are prompted to click on the created profile’s dashboard link to continue to
your homepage. The Homepage will be empty; all pools will be empty, only the first time.

Request Access to a different Profile

A submitted entity, such as an expeditor or corporation may create as many profiles as
necessary to represent their establishments. If there are no user profiles to choose, then the
user may create a new profile. This usually occurs whenever a user, usually a main contact
person or corporate administrator, wishes to assign profiles to the different establishments
associated with the parent corporation.

The process for requesting access to a different profile initiates with the submitter requesting
access to a profile. He/she selects a profile from the list and submits the request. The
submitter will not have immediate access to this profile until the profiles owner grants
approval. The owner will approve/deny the request through the Manage Users functionality
in the Profile Menu, see Figure 3-5. Additionally, the owner can grant approval to the
submitter as an administrator or associate. Once approved, the original user/submitter will
see the new profile, only after their next login.

e To initiate the request to access a different profile, click on the request access link on
the Select a Profile page. The link can be found in the first sentence in Figure 3-3 or
Select Request Access from the drop down list from the left hand side after login
from the home page.

The Request Profile Access window appears as shown in Figure 3-5.

USDA  united saatze Degantment ot mgricutiurs LSAS

Sl Food Satety and Inspection Service
Label Submission and Approval System

Home AboutLSAS ContactUs Help E
Request Profile Access

Please select the profiles you would like 10 request access to from the list below. ¥ou will have the opportunity to request access
profiles at any time.

DI Al

DHOVEA_HH

Submit

Figure 3-5: Request Access Menu
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1. Select the profile and click on [submit_ for the request.

2. Click on | cenfirm |0 accept your selection. LSAS displays the Submission
Successful screen. Once your request has been approved, your profile will become
available on the Profile Selection screen, as shown in Figure 3-3.

Switch Profile

If the user has access to multiple profiles, then the user can switch between the profiles. If
the user switches from one profile to another, then user has to save their work before moving
on to the other profile, otherwise they will loose the updates. Once logged in as a Submitter,
follow below to switch profiles.

1. Select Switch Profile from left hand drop down and click on [ submit |

2. Select a profile and click on [submit_ please see figure below

3. Click on | cenfirm |0 accept your selection. LSAS displays the Submission
Successful screen.

£ htp:fitisavweb01/15A5 Web/Profile/Select/List - Windows Internet Explorer provided by F5I5
é_.vz tsaswabll el oy || x| o -
Bl Gk Wew  Fawortes ook b

i Favertes | gl

é 2 . fiov E) L - Pages Safety- Took - -
LSAS

Label Submission and Approval System

T 0 —
S Food Safety and Inspection Service

Home Contact Us Exit LSAS  Logouwt

Select a Profile

Please select a profile from the list below. You may also request access to a different profile, or create a new profile.

If you have any other LSAS browser windows eor tabs open with a different profile selected. PLEASE CLOSE THEM.
Those windows or tabs will NO LONGER BE VALID after selecting a new profile.

Test Submitter
Backup

Tesl Establishment
Test 100

Submil

Horng | UEDa intemet | USDA Intrang] | ESIS Interned | ESIS Inyanet | FOL | Accessibilly Stasement | Privacy Palicy | Hiat-Discnminason Satemant | Quality | WS gov | Yinile House

Version 20115

Joses N Local ineranat f ~ R -
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Profile Users, Sharing, and Establishments

In the Homepage, the user has additional options to manage users, sharing, and
establishments, as illustrated in Figure 3-6.

Subimitter A

User: Submitter 4
Role: Submitter
Profile: HL Brand

Manzge Users b
Swyitch profiles

Create new profile
Request access

Lg

Manage Sharing
5¢ Manage Establishments
Create

Generic Label Advisor
Status Check a

Application # )
Check

Figure 3-6: User's Profile Options

The Manage User option is especially valuable when an establishment wants to delegate
additional resources for submitting or managing label application. An establishment’s first-
time LSAS user will generally be the initial contact person. This person will likely be the
administrator of any any profiles associated with the establishment. It will be the
establishment’s responsibility to manage all users associated with that establishement,
independently of LPDD.

Through LSAS’ profile management function, the establishment’s newly assigned
administrator can easily add/assign other establishment resources as LSAS users. These users
will be assigned an LSAS role as Associates within the establishment. Additionally in
situation where the establishment farms out their label application process, the establishment
administrator, using LSAS’s profile tool, can create user profiles for agents/expeditors.

Then, the establishment can share certain label applications with a designated
agent/expeditor. Also, their LSAS privileges may have limited functionality.

The Manage Sharing option allows a user to share their applications with another user. As
mentioned in the above paragraph, an establishment can share specific applications with their
agent, once the agent has permission to access LSAS. Also, this Share option can be utilized
by the personnel within LPDD. Typical situation could be when an LPDD user will be out-
of-office and he/she can delegated the responsibility to another LPDD personnel.

The Manage Establishment option allows a user to add establishments to their profiles. For
example, a major corporation will have multiple subsidiaries, so there will be need to create a
separate profile for each of the subsidiaries. This options provides the establishment a way

to include their establishement numbers. The establishment number and address is a required
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field in the Form 7234. This allows LSAS to easily associate the user with their
establishment numbers and address.

Manage Users

A user can request access to a specific profile. The Requestor uses the Request Access
function to ask for privileges to a LAP. Using the Manage Users option, the user receiving
the request will grant the requestor approval or deny it. If approved, the requestor can be
assigned as an Administrator or Associate. In Figure 3-7, if a user has requested access, the
username will appear, and requestee will have the option to approve or deny.

Submitter
Profile Users

User: Submitter 4 Administrator Submitter 4 Email unavailable
Role: Submitter

Profile: HL Brand

Submit

Switch profiles v

Submit

Figure 3-7: Profile Options - Manage User
The following paragraphs define the Administrator’s and Associate’s role and responsibility:

Administrator: An administrator is the main contact person representing a company or
establishment. The main role of the administrator is to grant access to users to LSAS within
their organization, in addition to all of the associate’s tasks.

Associate: An associate will be an LSAS user assigned by the organization’s administrator
to perform label submission tasks, including checking label status and view LAPSs.

Manage Sharing

The current user may associate label applications with another user. LSAS provides a
method for accomplishing this action. Select the Manage Sharing option in the switch
profiles pull-down menu. LSAS opens the Profile Associations screen, as shown in
Figure 3-8. Currently, there are no associate profiles shown. The Add button is provided to
open a list of all profiles created within the establishment.
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_Subr‘nutar

User Submitier 4
Role' Submitter
Frofile: DKWBA_HH

Quitch prcfiles
Creale new profile
_ Requestaccess

 Manage Users

Manage Sharing

SiManage Establishments |
Creats
Generic Label Advsor
Stawus Check

Application #

Check

[Swritch profiles v|

het| Profile Associations

-~

Would you like to associate a new profile?

Add

There ar= cumrenily no associated profiles.

Figure 3-8: Profile Associations

Figure 3-9 illustrates the list of available profile which the user can associate with. The user
selects a profile and submits the request. Note that there is also the option to select ALL
existing applications to the profile requested.

Add Profile Association

@

Label applications belonging to this profile may be individually shared by users of this profile with the users of any associated profiles, You may

add a nevy profile using the form belovw .

O okw

D Also assign access to all existing label applications

] pkwea_nw

O Also assign access to all existing label applications

Figure 3-9: Add Profile Association Menu

To complete the Sharing function, click on [submit_ angl [consem I, A Submission Successful
message appears stating that selected profiles have been saved and LAPs may now be shared

with the newly associated profile.

Manage Establishment

As mentioned previously, LSAS provides the ability for establishments to add, update, or
remove establishment data. The benefit of this function to the establishment is that they have
the ability to add other establishments, i.e. subsidiaries, to LSAS, independently of LPDD.

Hence, the establishments have full control of the user access to LSAS.
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Establishments

Would you like to add a new blisl W2 Add Domestic | Add Non-Domestic |

HL Brand Co. P12345 | update | | Remove |

Figure 3-10: Establishment Screen

LSAS provides separate functions to add either a domestic or non-domestic facility, as
illustrated in Figure 3-10. Selecting either option opens text fields to enter name and address
of the new establishment. If the establishment has a valid number there is a field for typing
the number, otherwise there is a checkbox to mark that the establishment is on temporary
status. Until they receive their permanent number. LSAS will assign a temporary number to

the establishment’s profile.
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4 LSAS User Interface

This section provides information on LSAS’ graphical user interface (GUI). It is based on USDA’s
standard GUI requirements and should look familiar to the industry user.

LSAS User Interface Overview

The LSAS GUI utilizes the standard layout illustrated in Figure 4-1. It incorporates many
features which are standard across most LSAS screens. Several of these features are
standard on all USDA web-sites, enhancing the intuitiveness and usability of LSAS.

USDA Unilod Stales Depariment of Agriculture LsAs
i Food Safety and Inspection Service —.
Labe! Submlssion and Approval System
Home ContactUs ExitLSAS Logout _< )
Submit
@—{ sbminer 8 Dashboard
~
User. Submitter 4 Announcements
Role: Submitter o label applications available
@ { Profile: Sample Profile
Application Messages
Switch profiles v
r . Mo label applications avallable
| Submit ]
: ,  Drafts
Label Applications -
F— Mo label applicaions available
Create i X
Generic Label Advisor b ad Appications . e
|| S 1
Enport Apgications Mo label applicaions available
Status Check -
Applications ) Adjudicated Applications
Check
= - Mo label applicabions available
Returns and Rescinded Applications
Mo label applicaions available
Appeals
No label applicalions available.
-
@' { Home | USDA Infemet | USDA Intranet | FSIS Internet | FSIS Intranet | FOIA | Accessibility Statement | Privacy Poligy | Nen-Discrimination Statement | Information Quality | USA gov | hite House

Figure 4-1: LSAS User Interface
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Tables 4-1 and 4-2 describes the LSAS GUI interface features.

Table 4-1 - LSAS User Interface Attributes

Item | Name Notes

With the exception of the LSAS logo, this banner
appears on all USDA web pages.

1 Banner

Displays the user’s current role. Certain users may be
2 Role assigned multiple roles and can select role byusing the
dropdown list.

Allow user to change their role, share applications,

3 Profile Menu .
manage establishments.

Appears on many LSAS pages; menu options depend

4 Navigation Menu
upon user role.

Appears at the bottom of every page; links to additional

5 uick links . . .
Q resources. It displays the current application version.

6 LSAS logo Appears on all pages within the LSAS system.

7 Navigation Bar Includes Home, Contact Us, Exit LSAS, and Logout

Appears on every LSAS page; indicates the functionality

8 Header being displayed in the context area.

Central to all LSAS screens, this area of the screen
9 Content Area provides the functionality needed to enable the user to
perform a task within LSAS.

Table 4-2 - LSAS Navigation Bar

Menu Bar Option | Action

Home Navigates to the Home Page.
Provides point of contact information for the LSAS
Contact Us . . .
administration team and a messaging interface.
Exit LSAS Exit out of LSAS and return user to a FSIS Portal site
Logging out of the eAuth Security portal. In order for the user
Logout to access LSAS again, the user will need to log back into
eAuth.
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The Navigation Menu

The Navigation Menu is the primary method that a user accesses the LSAS functionality. It
is customized based upon the user’s role; the user sees only those navigation links that are
appropriate to the user’s role. Items in the Navigation Menu may implement a hierarchy of
links; thus, clicking on a header/tab in the Navigation Menu may cause a menu of sub-tasks
to be displayed.

4.1.1Site Map

The following, Figure 4-2, graphically depicts page navigation within LSAS.

LSAS Site Map

]

Dashboard I
'l Pools
(Role Dependent) Manage LAP

Manage

Announcements

HOME Contact US [Exit LSAS] E.ogout of eAuﬂD

il

Check Application
Status

Search LAP

Label Application
Tasks

Generic Label Advisor .

Administrator Tasks
(Role Dependent)

Create LAP

Navigation Menu Headers

Applications

Rev. 04

Figure 4-2: Site Map
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LSAS Home Page

The LSAS Home Page provides a point of entry to LSAS. The Home Page is customized so
each user sees information that is relevant to the user’s role and responsibilities. The
information provided in the Home Page provides access to LSAS functionality via Select
links; or an alternative way to access system functions, utilizing the Navigation Menu.

Figure 4-1 illustrates an example of the Home Page. Figure 4-1 displays a typical Homepage
as seen by a user with the “Submitter” role. A Home Page consists of profile management,
tasks menu, and pools. Typically, for a submitter the pools are Announcements, Application
Messages, Drafts, Submitted Applications, Adjudicated Applications, Returns & Rescinded,
and Appeals.

Dashboard

Depending on the user’s permission, the LSAS Dashboard will have specific pools from
which the user can access. Some pools are common for all users, such as the
Announcements and Message pools. Figure 4-3 illustrates a typical Submitter’s Dashboard
and the pools.

Dashboard

Announcements

Headline Creation Date Created By

Systerm will be down on Fricay 362012 Admiristrator 1

Wiew All

Application Messages

Molabel applications available.

Drafts

Mo label applications available.

Submitted Applications

Mlolanel applications avallable.

Adjudicated Applcations

Mo label applications available.

Returns and Rescinded Applications

Folabel applications available.

Appeals

rlolanel applications avallable.

Figure 4-3: LSAS Dashboard
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View All

Over time, the Dashboard will fill up, so LSAS will abbreviate lists within each pool. When
this happens, at the bottom of abbreviated lists you will find a View All button. Upon
clicking on the View All button, the following window appears. If the user selects to view
all the Adjudicated Pool entries, he/she can set parameters to filter only the LAPs that they
are interested in, specifically the Product Type and whether it is a resubmitted LAP.

/= Submitted Applications - Windows Internet Fxplarer pravided by FSIS [@EE
@ - B ee—y ol [4e] (2] [ Pl

Ble ER Yew Fgvortes  Took  Helo

e Favorkes |

s

8 Submitted Appleations - B 0 omm v Pege - Safey -+ Todks - -
-~
UUSDIA, untes ststes Dopartmnt o Agrsatans LSAS
S Food Safety and Inspection Service
Label Submission and Approval System
Home  ContactUs ExitLSAS Logout
Submittee > Submitted Applications
User: Submitter 1 Application #  Prochact Name Product Type Stats Lasd Modified Date Las Mocdified By
Role: Submither N
21000030 Beel Pames Mest Pending | 432012 Technlcal Staf 1 Select

|
! Prafile: Test Submitine ! !
21000033 Chicken Nuggels | Poullry Pending | 4732012 Technical Staft 1 Select
Swilch prafiles - I 1

- . 21000020 Test Egg Fending | 42012 Administrator 1 select
SubmR - .
| FwemE | 21000022 Test Egg Pending | 127012 Administradar 1 Select
(Page 10l 1)
Label Applcalions -
Sxarch Return to Dashboard
Create
Gonorie: Label Ad:
oot Appiost
Stalus Check -
Application &
Check
Homs | US04 internet | US0s Infranet | F21S Infernat | FE19 ntranat | FOLA | Statement | Privacy Policy | Mon{escmination Siatement | Information Cualily | WA Gov | Whits House
v
i S Local intranst fa = Rlow -

Figure 4-4: View All Screen of Submitted Applications

LSAS Messaging

The Technical Staff can communicate with industry users regarding any LAP issues with the
LSAS Messaging function. The Messaging function can be invoked whenever the Available
Actions menu displays Messages. The message sent will appear on their recipient’s
Dashboard.

LSAS Announcements

LSAS management officials can post/broadcast general notifications; i.e. system
maintenance, which are then displayed in the Announcement pool.
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LSAS Session Termination

LSAS will terminate user sessions after a configurable period of inactivity, and displays a
message that the session has terminated. This is a security function provided by LSAS.

Log-out

If the user wishes to end the LSAS session, locate the navigation bar, and click on the
Logout icon.
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5 LSAS Menus and Functions

View Home Page and Dashboard

The LSAS Home Page provides a point of entry to LSAS. The Dashboard, included in the Content
Area, is customized so that each user sees information that is relevant to the user’s role and
assignments. LSAS provides a Navigation panel with specific responsibilities assigned to the user-
an alternative way to access system functions, augmenting the Dashboard.

Figure 5-1 is a typical Dashboard as seen by a user with the “Submitter” role. Regardless of user
role, the Dashboard will always include announcements and a label application message. Other
typical pools appearing on the Dashboard for a Submitter are: Drafts, Submitted Applications,
Adjudicated Applications, and other pools, as previously described.

USDA  unites States Deparimen ot Agricutture Ls As

= Food Safety and Inspection Service
== y R Label Submission and Approval System

Home ContactUs ExitLSAS Logout
ry—

Announcements

User. Submitter 4

Role: Submitter Mo label applications available
Profile: Sample Profile

Switch profiles v
No label applications available.

Drafts

A

Label Applications -

Search Mo label applications available

Create

Generic Label Advisor Submitted Applications

Import Applications Mo label applications availahle
Status Check "

Application # Adjudicated Applications

No label applications available.

Returns and Rescinded Applications

No label applications available.

Appeals

No label applications available.

Haome | USDA Internet | USDA Intranet | FSIS Internet | FSIS Infranet | FOIA | A ility Statement | Privacy Policy | Non-Di i Statement | Quality | USA gov | White House

Figure 5-1: Typical LSAS Dashboard for Submitter

The Submitter can navigate LSAS using the Navigation Menus or directly via the pools. Typical
tasks include searching, selecting and viewing applications from the available pools. The left
navigation panel includes searching and status checking of label applications. More importantly, the
Create link is the label application tool that the submitter will utilize to submit application into
LSAS, and subsequently to LPDD for evaluation and adjudication. See Chapter Seven for label
application submission.

May 2012 23 Chapter 5 — Menus and Functions



Label Submission and Approval System (LSAS) Industry User Guide

To View a Message/Announcement

1. Click the View button for a message in the Application Messages pool. The Label
Application Message page displays for the selected message.

Dashboard

Announcements

Headline Creation Date Created By

System will be down on Friday Jgema Administratar 1

Label Application Message details include summary information on the label application,
including the status.

{2 hitp://tisasweb01/LSAS_Web/LabelApplication/91000020/Message/1010/Details - Windows Internet Explorer provided)by FSIS

SN thsasweb01 vl [¢2 ][ x| [ o~
A

Fle Edit View Favorkes Tools Help

S Favorices | 5l

[L5AS_WebfLabelapplicati X - B ) o - page - Safety - Tools - @-

i USDA uries sates eparmont ot rgrsre SAS -
& Food Safety and Inspection Service L
Label Submission and Approval System

Home ContactUs ExitLSAS Logout

Label Application Message

User: Submitter 1
Label Application Summary
Role: Submitter
Profile: Test Submitter Application Number/ Barcode: 81000020
Name of the Product: Test
Switch profiles k. Submitted By: Tes
Current Status Pending
Current Status Set By Administrator 1 at 41212012 3:46:28 PM
Type Web
Label Applications - Manage this application
Search
Creat Message
Generic Label Advisor
Import Applications Test Message for App ending with 020
Status Check “ | Published To
Agpliation # Publish To Intemal Users and Submitier
L1

Home | USDA Internet | USDA Intranet | FSIS Internet | ESIS Intranet | FOIA| Statement | Privacy Policy | Non-D Statement | Quality | USA GOV | White House
i Version: 2.0.1.15 -
3 -
1 & Local intranet sy - Hioow -

Figure 5-2: LSAS Message Screen

2. If a response to the message is desired, then click on the | Manage this application | ) 41
For additional information, see section on Manage Application Actions in this chapter.

4. Click on the Home link in the Navigation Bar to return to the Dashboard.

To View All Messages

The Applications Message pool (as with the other pools on the Dashboard) can only display an

abbreviated list. The View All option allows displaying the complete list of messages. To make the
list manageable, a Filter option is available to narrow the list field.
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1. Click the View All link for the Application Messages pool. The list of messages expands
to show all messages.

{2 Application Messages - Windows Internet Cxplorer provided by F5I15

@ v e f—

Ble EdR Yew Fgeries Tock  Hep
L Pt | g
£ applcation Messages Rl ) T g v Poges Sefetye Tooke e
SR Food Safety and Inspection Service
Labal Submission and Approval System
Home ContactUs ExitL5AS Logout
Submites el Application Messages
User. Submitier 1 Application Messages
Flobe: Subrmilter
Prote: Tesl SxA Applicaon®  Product Name Creation Date | Created By Message
91000020 Tent a0tz Technical Sia1 | TestMessage for Anp ending wim 020 View
Swilch profles - :
1000036 Pork Chops - BC 4012 ASTindeiraion 1 Tast Massage a8 Admin 1 View
Submit
91000025 Pork Chops -EC | 4772012 Adminigtiator 1| high priceity View
T n Page 100 1)
f— Return to Dashboard
Crnme
Generic Label Advisor
Impan Agphcatons
Status Chack
Application
Check
Home | USOA Intemet | LISOA Miranes | 518 inermes | ESES Inianet ] EQIA | Accessibiity Statemund | Pracy Polcy | lon-Crsciminakon Staerment | ntrmatkon Guait | LSA 2oy | Wi Hou
Version 20118 -
l N Local tranet & L 100

Figure 5-3: View All Results Page

2. Select the Return to Dashboard button to return to Home.

To Select Label Application

The Pools on the Dashboard are the primary tools that the submitter will access all label
applications, whether they are drafts, returned, appeals, and resubmitted. All label application is
sorted by date. So, the LAPs with the oldest Received dates will be sorted to the top of the pool lists.

In this section, as an example, we will pull a LAP from a pool.

1. Click on Select button for a label application in a pool. The Manage Application page

opens. This page provides Summary information about the application, including its
current status.
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Submitted Applications

ST Product Hame Product Type Status el T 2l TR

# Date By

2000230 Qwvidimantar Other- Pigean Fending IN20E Technical Staff 2 Select
annAnos IE=siECPonduct  Foo Dareived | 102047 cyubmitter 1 Selact

Figure 5-4: Select a Label

2. Click on the Available Actions pull-down arrow to select an action. The available
actions will be role specific.

£ http:{itlsasweb01/.545_Web/Labelhpplication/ 1000038 - Windows Internet Explorer provided by FSIS

G S e ] IEENL £
Be E& fow Fportes Jook  Hebp

i Favories =

& S5 webiL a-e =

i I v Bage- Gdely - Tk - §-

USDA, s states Depariment ot Agraurs =
S Food Safety and Inspection Service LSAS

Label Submission and Approval System

Home Contact s Exit LSAS Logout

Subemites . Manage Application
User Submitber 1
Labed Applcabion Summar
Robe: Submimer “' i
Brofie: Test Submmer Agplication Number { Barcode 91000038
Hame of the Product Deel Patties
Switch prafiles o Submitted By Mteod
. Curem Status: Returned
Submit Curent S3atus Set By Technical Staff 1 38 4972012 41300 PM
Submission Type: Web
Label Apphcaty
-----
e Available Actions:
Creste
Generic Label Asviger
Import Appheatis
Satus Chedk
Application 8

Home | WSEw Intermet | WSO Intranel | 515 Intermet | F513 intranet| O | Accessibiiny Stabement | Privacy Policy | Hgn-0

Quality | LS4 gov | White House
Anaae e

S Local intrant A 1L s

Figure 5-5: Manage Application Options
3. Select View on the list to perform actions needed to review the label’s Form 7234.

4. Click the Home link. The user is brought back to the Dashboard.

Search for a LAP or AP

1. Select the Search link on the left Navigation Panel. If the Navigation Panel is not
displayed, select the Home link in the Menu Bar.

2. Inthe Label Application Search page, enter your criteria in one or more of the fields.
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Windows Internet Explorer provided by F515

Dl (dt Yew Fovorkes Took el
i Favertes |
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USDIA. uretes Sstes Deprtmers ot Agrcasues
Sl Food Salety and Inspection Sarvice

Label Submission and Approval System

Home Contact Us Exit LSAS  Logout

el Label Application Search

0 inclusive of the

Eariost Submission Date  Latest Submission Date

Larliest Slats Date Latest Stalus Date

Latest i

Approval Ruquist Type
Ay

Hame of the Product
L S Local tranet i - R -

Figure 5-6: LSAS Application Search

The search fields available on the LAP Search screen include the following:

e Establishment Number e  Earliest and latest Submission Date
e Application Status e  Earliest and latest Status Date

e Approval Number e Earliest and latest Expiration Date
e Approval Request Type e Earliest and latest Appeal

e Name of the Product Adjudication Date

e Product Name

e Type of Product

e Name and Address of Firm
e Appeal Status

e Resubmission

Refer to the Glossary in Appendix A for a description of the search fields.
Most of the test-type fields allow for sub-string search.

3. Select the Search button. LSAS displays the Search results, as displayed in Figure 5-7.
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(= Label Application List - Windows Internet Explorer provided by FSIS
G- fr——
Ble [t e Pgeortes ook b

d Favories | g

8 Labed Appbcation List

Submitier L Label Application Search Results

User Submitier 1
Role, Submimer
Profie: Backup

LEAS_TEMP | Pending  4rR012

mport Agpkcas
Status Chack
Applcation 2

21009037 LSAS_TEMP3 Pemding 402012 432012 HNe

iPaoe 100 1) Records. 2

[

sausage
paties 90

lewns per poge: | 10w | Go
Mame ot AECOAL gy,

Produt  HOMAE G
=S Tywe =

Sxptch

Exsension
of

sausage
PaleS  Tamporary

S Local intraret a5 - Hiow -

Figure 5-7: Search Results

4. From the resulting list of LAPs, select the LAP that you want to edit or to view.

5. Select the Home link to return to the Dashboard.

Managing Application Actions

Not only does the Manage Application screen, Figure 5-5, provide status information, but it
provides the Submitter the tools required to perform tasks to edit, submit, and resubmit LAPs. The
submitter has privileges to perform any one of the actions listed in the Available Action pull-down
menu. Depending on the submitter’s role, the Manage Action options will vary.

The Available Actions are View, Edit, Withdraw, Create Appeal, Download, Messages, Manage

Access, and Summary.

The following paragraphs will define and describe usage of the Available Actions.

View - this is a web-based viewer of the label application Form 7234 and any other supporting

documentation that were uploaded by the submitter.

May 2012 28

Chapter 5 — Menus and Functions



Label Submission and Approval System (LSAS) Industry User Guide
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Figure 5-8: Manage Action - View Option

The viewer functionalities include Document management and Zoom, Pan& Rotate operations.
The Document functionality allows the submitter to select a label image and any other
documentation which have been previously uploaded by the Submitter. By default, the Viewer opens
with the image of Form 7234.

To Select Uploaded Documentation

1. To select other uploaded documentations, click on the pull-down arrow which opens a pop-
up window listing all the documentation including the label image.

2. Select a document and click on the open folder iconE .
3. To return to the Manage Application menu, click on the Exit Viewer icon.

Zoom, Pan and Rotate Operations

....... .
To Zoom or Pan within the document, place the cursor on any ] 2l wd L RV

icon, and select. The icons available are Zoom Out, Zoom In, Full view, rectangle selection tool,
rotate (clockwise and counter-clockwise), and pan.

Edit - this is a text editor for the 7234 label application information. The submitter can make
additions, deletions, changes, or corrections to the application information. All changes can be saved
when the Save button is selected.

Once in the editor, the submitter can quickly point to the desired information or page by using the
Go To function. See Figure 5-9.
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1. Move the mouse cursor to the Go To pull-down arrow and click on the left mouse key. The

list opens displaying ten pages to select. Scroll to the desired page and select/highlight the
desired page.

2. Click on the icon. The desired page will appear. Make appropriate changes and save
changes with the Save button at the bottom of the page.

Home About LSAS ContactUs Help ExitLSAS Logo

Establishment Informatio

Establishment Information -
FProduct Information
Special Claims Information
Label Documentation
Display Panel Information
Formula Information
Frocessing Infoermation
Appraval Infarmation
Submission Infermation

pNA g T2 mmah, gt

Figure 5-9: Go To Function

3. To return to the Manage Application, click on the Exit Editor button at the bottom of the
page.

Create Appeal - this function allows the submitter to appeal a LPDD decision. The submitter
may appeal a Returned or a Sketch Modified label application. Refer to Chapter Seven.

Withdraw - this function allows Submitter to withdraw the label application.

The submitter can enter a comment, if desired. Click the Submit button and confirm the withdrawal
of the LAP (see figure below). The withdrawn LAP will appear in the Submitter’s Draft pool and
sorted to the top of the list.

Note: The Withdraw function is not available to the Submitter once the LAP status is pending, only
if itis still in Received status.
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Download - this function allows the submitter to select one or more submitter uploaded
documents, convert it into a PDF format, and opens the PDF for review. See Figure 5-10.

Home AboutLSAS Contas
Label Application Documents

Label Application Summary

Application Mumber. 29

Product Mame: Chicken Pot Pie
Subrnitted By Billy Bobs
Current Status: FPending

Current Status Set By, AMS Adjudicator 2 at 11/7/2011 11:43:45 AN

Manage this application

Select Documents to Download

If you select more than one document, they will be combined into one POF for the download

Form7234

[] Tyson Chicken Nuggets.gif

ot SN P N

Figure 5-10: Download Documents Menu
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Messages - the submitter can publish to or review messages from LPDD staff for assistance on a
LAP. See below figure when submitter selects an option as Messages from Available Actions.

[T =[] [] &7 £l
Be (& Yew Fgotes Lok leb

i Faeortes

[T p——— Bir B L0 m v Ewee Gy Tk @

| USDA SAS =

e e
Food Salety and Ins; fion Senvice
-— ¥ pec Label Submission and Approval System

rcace Pty | bitan-Dicrioination Staternant | foemateon Cualts | LS o | Yitile Mouse

o el et fa s Raem -

Submitter can click on Create button and type the message in a message text box and click Submit
and Confirm to create a new message.

Manage Access - this function allows the current submitter to assign this LAP to another profile.

Label Application Access

Label Application Summary

Application Number / Barcode: 3001074

Mame of the Procuct: EC Request

Submitted By HL Brand Ca

Current Status: Pending

Current Status Set By EC Gatekeeper 2 at 30272012 12:16:07 PM

Manage this application

Would you like to assign another profile access to this label application ? Assign l

.@ There are no profiles with which this label application i currently shared.

Figure 5-11: Manage Access

If there are no profiles to select from, then the current user will utilize the LSAS Manage Sharing
function in the Profile area of the Homepage.
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Label Application Summary

Application Mumber F Barcode:
Mame of the Product:
Submittecd By:

Current Status:

Current Status Set By:

9001074

EC Reguest

HL Brand Co

Pending

EC Gatekeeper 2 af 3722012 121607 PM

Manage this application

& There are currently no profiles eligible for access assignment. This could be because all eligible profiles are siready assigned to this kabel
applicstion, or because a profile admininistrator has not yet defined any azsociated profiles for label application sharing.

Figure 5-12: Assign Access to Profile

Summary - this function allows the submitter to view the 7234 application information, including
supporting documentation, messages, and comments. This view displays all the label information
entered by the submitter, whereas only a portion of the information appears on the Form 7234.

To return to the Manage Application menu, click on the Exit icon.

Now, that we have learned about the Manage and Available Actions, let us explore how these
actions can benefit the submitter utilizing LSAS.
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6 Generic Label Advisor

Prior to creating a label application, the establishment may want to check whether the label can be
generically approved. Effective July 1, 1996, FSIS meat and poultry regulations 9 CFR 317.5 and
381.133 respectively streamlined the label approval process and allowed establishments more
flexibility. The generic approval category was expanded so that establishments could use certain
labeling without prior FSIS approval. LSAS has incorporated the regulations into a wizard to allow
the submitter to determine if a label can be submitted as a generic label.

If the Generic Label Advisor (GLA) determines that the label can be generically approved, LSAS
will generate a certificate for the establishment to file with their documents.

1. To start the GLA, click on the Generic Label Advisor link in the Navigation panel.

Submitter =

User. Submitter 4
Role: Submitter
Profile: HL Brand

| Switch profiles v
Submit
LabelApplications =
Search
Create
 Generic Label Advisor |
Status Check -
Application # '
| Check

Figure 6-1: Generic Label Advisor

2. LSAS opens with a series of questions. As the submitter answers the questions, the
sequence is recorded.

NOTE: The opening window of the GLA includes a link to the regulations, 9 CFR Part
317.2, for reference. Throughout the wizard, the user will find links to specific
regulations for easy access.

LSAS : Generic Label Advisor

You are here: Home [ Wizard for Generically Approved Labels

Labels must display all the mandatary fealures as required in 2 CFR Part 217.2 and not be falae or mizsleading.
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Figure 6-2 illustrates a typical sequence where LSAS, based on the FSIS regulations, has
determined that this label can be generically approved, according to the results stated
after question #2.

LSAS : Generic Label Advisor

Yiou ara base: Homa J Wizsrd for Genanoaly Approved Labas

Labsts must daplay =l the mancaaony fssturss 35 seqursd in 8 CFF Fart 317 2 aad s be fakis o midlsading

1. Wak thic |abaling previcusiy 3ppre#sd by the Labsling and Fragram Dallvary Dhision 35 sketch labeling 7
Aporoval Number. : 1245876

2

. Is tha final labeling based an the approved skateh labal without modifications?
iEH

Additienal Informatien

Product Hame®:

Establizhment # =

E=tablishment MHame™:

Ectablishmand Ad drass™:

-

Statet

Auzbara »

ZipCode™:

Contact Hame*:

Telzphore Number™

submit | | Cancel

Figure 6-2: Typical GLA Sequence and Results

3. Enter the information in the required fields.

4. Click on the Submit button. LSAS opens the confirmation message, as shown in
Figure 6-3. A certificate number is generated. To obtain the certificate, click on the
Download Certificate button.

Generic Label Application Confirmation

Please download your generically approved label confirmation certificate.

Certificate number: 11150

Download Certificate

Figure 6-3: Confirmation Message

May 2012 36 Chapter 6 — Generic Label Advisor



Label Submission and Approval System (LSAS) Industry User Guide

5. LSAS displays the File Download window. The submitter can either Save to a dedicated
directory or Open the certificate. Click Open file. LSAS will take a few moments to
generate the certificate as a portable formatted file and display it on screen.

US DA United States Department of Agriculiure LSAS
"__/' Food SafEty and Inspectlon Service Label Submission and Approval System

Certificate of Compliance for Generically Approved Labels

Date Issued: 20-Mar-201
Certificate ID Number: 11150
Establishment Number: MI12345
Establishment Name : HL Brand Co.

Establishment Address : 1900 M Strest

Washington, District Of Columbia - 20000
Contact Name and Phone: Manager, 202-355-0000
Product Name: Pork Bellies

Prior FSIS Approval Number:

For information on labeling and establishment responsibility and what needs to be included in the labeling record,
refer to the website address: hitp=//www fsis usda.gov/Regulations_&_Policies/Label Responsibilities/index asp

Disclaimer: This Certificate of Compliance for Generic Approved Label is being issued based on the information provided by the user as
truthful and accurate. This certificate may be included as supporting documentation in your labeling record. However, thus certificate
should not be relied upon solely as an official endorsement or binding document by the Food Safety and Inspection Service (FSIS) of the
U.S. Department of Agriculture (USDA), Labeling and Program Delivery Division (LPDD) if false or misleading information has been
provided or manipulated o generate a certificate

United States Department of Agriculture, Food Safety and Inspection Service,
Office of Policy. Program & Development, Washington, DC 20472

Figure 6-4: Certificate for Generically Approved Labels

6. You have completed the wizard. The certificate contains important information as per
the establishment’s responsibility in maintaining a labeling record.

7. On the other hand, if it is determined that the label cannot be generically approved, LSAS
will return a message stating so, and provide a link to the Label Application submission
process.
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7 Submitting a Label Application

Label Application Submission Process

LSAS was designed to provide the submitter a step-by-step process for completing the 7234
application. The information requested is directly inherited from Form 7234. Some additional
information is requested, only for the purpose of streamlining the whole submission process. A
label application not only consists of the Form 7234, but also a label image(s) and any supporting
documentation. LSAS includes functionality to upload any label image and supporting document(s).

Once the label has been submitted, LPDD personnel will review and evaluate the LAP. It is
important to include all relevant information and documentation; i.e. special claims, so as not to
delay the process and have the LAP adjudicated as Returned.

The actual application process consists of ten screens, as shown in Figure 7-1. As the Submitter
completes all the required fields and saves each page, LSAS will proceed to the next step (page). If
the submitter does not complete each page in the process, LSAS will display an error message.

Home ContactUs ExitLSAS Logc

Establishment Information Go
Eztablishmert Information
Product Information
. Special Claims Information
Label Documentation
| | Display Panel Information
ontre Formula Information nber for

archi Processing Information nd

Approval Information
Submission Information

s

7234 Summary

Figure 7-1: Form 7234 Application Screens

At the end of the process, the Submitter submits the application to LPDD. LSAS displays an
acknowledgement that the label application submission was accepted and assigns an application
number for future reference. LAPs will not be evaluated nor adjudicated unless they are received by
LPDD.
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The following paragraphs will guide the Submitter through the 7234 application process.
To begin, go to the left navigation panel to the Label Application tab, and select the Create link.

1. Move the mouse cursor to the left navigation panel and highlight the task Create.
Click with left mouse button on Create.

[ Subrmitier -

User Submiter 4
Role: Submitter
Frofle: HL Brand

| Swilch profiles R
LabelApplications -
Search

Create

Generiz Label Aovisor

Status Check -

Application #

Check

Figure 7-2: LSAS Create Application

2. LSAS opens to the Establishment Information page (by default), as in Figure 7-3.

Establishment Information

Include all establishments agsodatzd with this lalbel apolicatian.

Select establishments

P12345 - HL Brand Ca.

Include Selected

Do you need to Include a temporary establishment?

| Include Tempeorary Establishment

| Sawve | | Save and Continug %> Exit Editor

Figure 7-3: Application Form - Establishment Information
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3.

If the submitter has previously added establishment information during the profile
stage, then the establishment number and name will be listed in the Select
Establishment field. As illustrated in Figure 7-3, there are no Include Selected
Establishments. The Submitter will need to select the desired option.

Using the example in Figure, select establishment P12345 — HLBrand Co, and click
the Include Selected button.

LSAS adds the selected establishment to the Included Establishments list, as
illustrated in Figure 7-4.

Establishment Information

Include all establishments associated with this 1zhe applization.

Al estaplighments assocated with yourcumently sslected argamzation are Incivded in tis iaoel asolication

Do you need to include a tempeorary establishment?

Include Temporary Establishment

Included Establishments

Establishment Humber Establishment Hame Organization Detail

1800 1 Erest
O P12345 HL Brand Ca asningtn
Dizkict Of Columbia
20034

Exclude Selected

Save Save and Continue >> | | Exit Editor |

Figure 7-4: Application Form - Establishment Information

If the Submitter wishes to remove an establishment number from the table, simply
check the appropriate box and click on the Exclude Selected button.

NOTE: If the establishment does not have an official establishment number from
FSIS yet, the establishment can generate a temporary establishment number. LSAS
will generate a temporary number. The submitter would click on the Include
Temporary Establishment button and complete the information required. By

clicking on the Create and Include button, LSAS generates the number and includes
it the table.

4. To continue to the next page, click on the Save and Continue button.
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5. Next, LSAS opens the Product Information page. Complete the information
required.

(i) Enter the Product Name.
(if)  Select the HACCP category

(iii) Child Nutrition — Does this label include a USDA AMS Child Nutrition
program CN logo?
1. The YES button should be marked.
2. If YES, provide a CN number.

(iv) Product Type — Select from pull-down list the appropriate option. If it is of
type = egg, then an Egg Approval number should be entered in the text

field.
Type of Product”
EQQ ™
Foulr H
lleai
Omher- Nan-Amenanie
Other- Reimbursable
Othei- Voluntary |
i m.‘l u
| 0ther- &ntelope
Other- BulMale/Biso
Other- Cattalo
Cthei- DeerlJension
Cther- ElK
Other- Migratory Water Fow
Cthei-Figeon
L Other- Qual !
Other- Reindesr
" Other- Water Bulralg :"

(v) Extraordinary Circumstances — Mark checkbox, if desired. All
extraordinary circumstances will be vetted to validate the request.

6. To continue to the next page, click on the Save and Continue button.

7. Next, LSAS opens the Special Claims Information page. Please mark the
appropriate selections if any special claims, guarantees, or foreign language appears
on the label or the paper Form 7234. A text field is available for entering other
claims; i.e. gluten free.

8. To continue to the next page, click on the Save and Continue button.

9. Next, LSAS opens the Label Documentation page. A tagged document type,
previously assigned in the preceding page, will be tabulated on this page. At
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10.

11.

12.

13.

minimal, the Form 7234 and the label image will be listed in the Upload Files table.
Additional documents can be uploaded, if needed.

(i) To upload the Label Image, simply click on the Browse button. Select the desired
directory and file, and click Open. LSAS populates the field adjacent to the
Browse button with the filename. Then, click Upload button.

NOTE: LSAS can upload standard formats like Microsoft Word, PDF, JPEG,
and TIF. LSAS limits file size to no greater than 5 MB.

An Uploaded Files table appears with the file that you just uploaded.

Upload the image(s) of your 1abel aleng with any supperting decumentation:

Select the documentation type to associate with your file*
LahelImage w

Solect & file to upload*

Uploaded Files
Flle Hame Documantation Type Upload Date

] label enq brealfastpdf Lahzl Image 202012 21816 AM

Delete Selected

Figure 7-5: Application Form - Upload Documentation

(ii) To upload additional supporting documentation; i.e. special claims, repeat the
above step.

The uploaded document may be associated with a document type by using the Select
the documentation type pull-down arrow. If the desired selection is not available,
go to the previous page and mark the appropriate special claims checkbox.
Remember to save the change.

To delete a file from the table, simply check the appropriate box and click the Delete
Selected button.

To continue to the next page, click on the Save and Continue button.

Next, LSAS opens the Display Panel Information page. Enter the dimensional
values in both fields. Recall that these values are requested in Box 7a & 7b on
Form 7234. Decimal values are permitted.

To continue to the next page, click on the Save and Continue button.

Next, LSAS opens the Product Formula page, as shown in Figure 7-6. The purpose
of this page is to add the product formula or ingredients and the values. As shown in
the figure, there are no ingredients shown.
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LSAS provides a text field to add ingredients using the Search Ingredient function.
The Submitter types in the ingredient(s) in the field, then the submitter clicks on the
Search button, so that LSAS can search in its Master Ingredient List for the
ingredient. If the ingredient is found, then LSAS opens a table with the ingredient
included. Then, for each ingredient the Submitter enters either the ingredient weight
or percentage in the Values column. Repeat for all ingredients.

TIP: USE the universal Copy and Paste functions to add a list of multiple
ingredients. If the Submitter already has a list of the ingredients, you can copy the
list and paste it in the field. Then, click Search.

Product Formula

Agooeding to the Pepenvork Redudtion Adt of 1885, an agency mey not conduct o sponsor, and 2 person i not neguired 1o respond to, a ool
OB contral numiar. Tna velid OWE oontrel numosr for this information collsotion is 0583-0082. Tha tims reguirsd 1o cempolsts this informs

minutas par respanss, Including tha tima for reviawing insinsctions, sesnch ing axsiing dats sources, gaiharing and maintaining the data need

of Irformatian.

Unit Type: Percent

Change to Weight

Search Ingrediant

Enter or paste ingredients 151, one ingredient per ling

Search

<< Previous | | Save | | Save and Continug > Exit Editor Discard

Figure 7-6: Application Form - Product Formula
(i) Type the ingredient name in the field, click the Search button.

TIP: Enter one ingredient per line and press the <Enter> key. It is possible to
copy and paste an ingredient list. Simply copy from another list and paste it
into the text field. Keep in mind that each ingredient must be on a

separate line.

If an ingredient is composed of several ingredients, then, as above, each major
ingredient should be on a separate line, as shown in the figure below.
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Search Ingredient

Enter or paste ingredients list, one ingredient per line

Cheddar cheese (cheddar cheese [pasteurized milk, cheese
culture, salt, enzymes], water, salt, anntte [color]

Madified dry mill

Meodified food starch

Salt

Search

Note that Cheddar Cheese is composed of several ingredients (enclosed by
brackets or parenthesis). So, similar to single ingredients, it should be on a
separate line along with the modified dry milk, modified food starch, and salt.

If LSAS finds the ingredient in its database, it will populate the table with that
ingredient name. Then, enter the weight/percentage value in the appropriate
text field associated with the ingredient.

If LSAS does not find the ingredient in its database, then a message will be
displayed, as shown in Figure 7-8. There are three options to choose: Make
Correction, Discard, and Add Anyway. If the new ingredient is correctly
spelled, then choose the Add Anyway button.

- The folovving nopedients were not found:
*Q’/

# rice flour

| Make Corrections | | Discard | Add Anyway

Figure 7-7: Ingredients not found message

LSAS adds the new ingredient(s) to the list. Enter the weight/percentage values for
each new ingredient.

Click on the Save button to update the list and LSAS sums the total values of
ingredients. The calculated totals will display in the lower right-hand corner of the
list.

14. To continue to the next page, click on the Save and Continue button.
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15.

16.

17.

18.

19.

Next, LSAS opens the Processing Information page. This page contains the
processing information for the product.

To add text, move mouse cursor into text box and start typing. Or, the processing
information can be copied and pasted into the field.

To continue to the next page, click on the Save and Continue button.

Next, LSAS opens the Approval Information page. The page is used for specifying
the Type of Approval Requested. The three choices are: Sketch, Temporary, and
Extension of Temporary. By default, the option is Sketch.

(i) For the purpose of this example, select the Sketch option, and click the
Select button.

If the request is temporary (or extension of temporary), select either and click on the
Select button.

Whenever temporary is requested, LSAS displays the four conditions for Temporary
Applications. Please respond to each question by typing the response in the text box.

IMPORTANT: After entering the responses, verify that you have followed the
instructions (open link to USDA website on the Conditions for Temporary
Applications) for completing the temporary application request, by marking the
checkbox.

Also, for previously approved labels, provide the information requested at the bottom
of the page (Prior Approval Number, Date of Approval, Number of Labels, and
Number of Days).

To continue to the next page, click on the Save and Continue button.

Next, LSAS opens the Submission Information page. This page requests for the
firm/establishment information and the agent’s information (if used).

(i) Enter the firm name, address, and contact information in the appropriate fields.
Fields marked with asterisks are required.

For foreign establishment telephone numbers with additional prefixes, enter the
number (000)-000-0000, and, then, enter the actual establishment number in the
comments fields.

(ii) If the establishment is using an agent or label consultant, then the appropriate
information must be entered, Select YES in the Agent Information field to open
fields.
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20. To continue to the next page, click on the Save and Continue button.

21. Next and the final page, LSAS opens the Summary page. This page serves several
purposes. Primarily, it allows the Submitter to review the LAP data entered one final
time prior to submitting the application. Secondly and more importantly, the
application can be submitted into the adjudication process by clicking on the
Submit Application button.

22. Review the application information for completeness and accuracy. Use the vertical
scroll bar to view the whole page. You will notice that the information is sectioned by
each page.

23. To make changes or corrections, use the Go To pull-down page selection, as
described the beginning of the chapter.

NOTE: If the Submitter does not wish to submit the application at this time, click on
the Exit Editor button. A draft of this application will be saved and appear in the
Draft pool in the dashboard.

24. At the bottom of the page, there is a Download PDF button. Clicking on the button
will generate a portable format of the completed 7234 application and its supporting
documentation. The user can open the Form 7234 for viewing or save the file for
archiving purposes.

25. For Application Complete, click on the Submit Application button. LSAS displays
a confirmation message that the application has been submitted and the label
identification number is shown.

Label Application Submission Confirmation

The Application For Approval of Labels, Marking or Device: FSIS FORM 7234-1 has been submitte.

Lahel Application ld: 9001071

| Download Options | Yiew Application |

Figure 7-8: Application Complete confirmation Message

LSAS includes two buttons (links); one for viewing the application again, essentially
the Summary page. The Download Options button opens a screen to allow
downloading any or all documents in the application.
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Label Application Documents

Label Application Summarny

Application Munber § Barcode: 9001071

Mame of the Product: Qur Sample Test Froduct

Submited By: Sample Product Expediors

Current Status: Feceived

Current Status Set By: DU Clerk 2 ad 3M 302012 12:18:23 Ph
Submizsion Type il

Manage this application

Select Documents te Downlead
If you select more than one docurrert, they will e combined into ane PDF for the downiosd.

FormiT2 34 palf

] Form T2341.PDF
Label Image (Required2 POF

Include Annotations ¥

Figure 7-9: Download Documents Screen

26. You have completed the application process. The LAP will be electronically
distributed to LPDD for evaluation and adjudication by the LPDD technical staff.

Your label is now an electronic label application which will be permanently stored
within LPDD’s database and be easily accessible for future queries.

27. To return to the Dashboard, click the Home icon in the top navigation bar.

28. The Dashboard has been updated. The application just submitted now appears in the
Submitted Application pool, as shown in Figure 7-10.

Submitted Applications

Application 7 Product Hame Froduct Type Status Last Modified Date Last Modified By

anmaF Cur Sample st Product Eog Received | 313012 CU Clerk 2

e A1

Figure 7-10: Submitted Application Pool

29. To submit another label application, repeat the above process.
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To import an Application via XML format

In some cases, the establishment may have delegated the label submission task to an outside
contractor, agent, or expeditor. This entity, known as agent, will, most likely, utilize a disparate
software application for handling label submission. However, the agent must still use LSAS for
submitting label applications. In order to synchronize the data from the disparate system to LSAS,
LSAS was designed to provide the agent a straight-forward method to import the specific label data
into the 7234 application steps.

Within the agent’s Homepage, in the left Navigation panel under the Label Applications tab, locate
and select Import Applications. The Label Import menu opens, as displayed in Figure 7-11.

Label Import

Upload XML files to import Label Application:

Download Schema

Select an XML file to upload™

L upload

7-11: Label Import Menu

In order for the import to succeed, the XML data must be synched to the LSAS format. LSAS
provides the XML download schema by viewing the Download Schema, as shown in Figure 7-11. It
is an .xsd formatted file and provides the data format required by LSAS.

When the label data is formatted per the LSAS schema, the agent can import the data into the 7234-1
application.

Download the XML Schema

1. Download the XML schema using the “Download Schema” link on the Import Applications
page.

2. Configure the in-house system to export label information using the XML schema so that it
IS LSAS-readable.

To upload an xml label file

1. Select “Import Applications” from the left-side navigation menu.
2. Select “Browse” to select an XML file containing the label information.

3. Select “Upload” to upload the XML file. This creates a draft application with all of the label
information pre-populated.

4. Navigate to the Label Documentation page of the submission process and upload any
relevant supporting documents.

5. Navigate to the 7234 Summary page of the submission process, review label information,
and select “Submit Application”.
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To edit LAP in the Draft Pool

At times during the course of daily tasks, that there will be one or several LAPs not completed and
submitted. These LAPS will reside in the Drafts pool. The Submitter can open the LAPs to complete
and submit by clicking on the Select button.

1. To open the LAP in the Drafts pool, click on the Select button.

Drafis

Appicetion & Product Name Product Type  Stetus | Last Modimed Date Last Modified By

2001008 Test run Mezt Diraft Er e lordi Subritber 4

Figure 7-12: Drafts pool

2. LSAS opens the Manage Application screen.

Manage Application

Label Application Summarny

Application Mumber [ Barcode: 9001071

Mame of the Product: Cur Saenple Test Product
Submited By Satrple Procuct Expediors
Current Status: Draft

Current Stafus Sat By: DU Clerk 1 &t 3120712 6: 5236 PM
Subrmizzion Type: [GET]

Available Actlons:

Eciit b

Figure 7-13: Manage Application Screen
3. Select the Edit option (by default) and click on the Submit button.

The Edit option is a text editor for the 7234 label application information. The
Submitter can proceed to make additions, deletion, changes, or corrections to the
application information. All changes can be saved when the Save button is selected.
To exit the application, click on the Exit Editor button.
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NOTE: LSAS may display an Application Locked screen when attempting to open a
LAP. This occurs whenever other users have already opened the application, or for
reasons indicated in the informational panel. If this screen appears and you wish to
continue opening the application, click on the Submit button. Then click on the
Confirm button to continue.

Application Locked

Label Application Summary

Appication Mumber { Bareode: 9001071

MNaire of the Prodact Our Sampks Tt Product
SaRmIes By SEMEle ProCuC Expeditars
Currert Statis: Draft

Currert Statis Set By Dl Clerk 1 at 31 2012 6525 Pht
Sabmission Type Ml

Manage this application

Lock nformatisn

Locking User: DU Clerk 2

Last Accessed At 3/B20MZ 24324 PM

This label sopication & locked for editng by ancther user. ou may release this lock by submiting this form, CAUTIIMN; |f the user with the current lock iz still eciting the
application, they wil ke unable to save eny unseved or additional chenpesto it

Figure 7-14: Application Locked Message
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Child Nutrition Labels

This section will highlight LSAS functions specific to child nutrition labels.

NOTE: For paper-submissions to AMS, the procedure shall be as follows: the AMS
technical staff will receive paper submissions, evaluate and adjudicate the LAP, and then
forward, via current transporting methods, to LPDD. The LPDD staff will receive the AMS-
adjudicated LAP and enter it into LSAS for evaluation.

The AMS Technical Staff has default access to child nutrition (CN-logo) related label applications.
All child nutrition label applications will be redirected first to the AMS personnel prior to LPDD.
Once AMS approves the label, then the LAP is forwarded to LPDD for evaluation and adjudication.

When the submitter submits a CN label, specific information provided by the submitter will flag
LSAS to redirect the LAP to AMS instead of LPDD. AMS will evaluate the CN label and
adjudicate either as Returned or AMS Approved.

AMS Returned Status

If the LAP is denied approval or AMS is requesting for more information, then AMS will adjudicate
the LAP as Returned. A draft label will be returned to the submitter/establishment.

All AMS Returned labels will be put back into the submitter’s Returns and Rescinded
Applications pool. The submitter has the option to resubmit the CN label to AMS via LSAS.

AMS Approved (Final)

If the LAP is approved, then AMS will designate as AMS Approved. For the expiration date field,
the default expiration date is five (5) years.

All AMS Approved labels will be forwarded to LPDD for evaluation and adjudication.
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Egg Products

When the submitter creates an egg label application and selects the Type of Product = Egg, LSAS
provides a field to enter the prior egg approval number. Current LPDD business egg approval
process requires PY Form 221 (an Egg Product Form) to be appended to the LAP. The LPDD staff
will append this completed form to the LAP. When the submitter checks the status of the LAP and it
is approved, the PY Form 221 will be appended to the LAP file.

Extraordinary Circumstances

Current LPDD process provides establishments with a special service called Extraordinary
Circumstance (EC). The EC service alerts LPDD that an establishment requests prompt attention on
a LAP. LSAS provides a method for the submitter to indicate this request. However, LPDD has in
place a vetting process to determine the legitimacy of the extraordinary circumstances request. The
vetting stage occurs prior to the evaluation and adjudication process.

The purpose of the vetting process is to evaluate whether the circumstance is truly valid. If it is, the
LAP will have priority over all other normally submitted LAP and sorted to the top of the LPDD
pool, except if there are existing EC type LAPs. If it is not a valid circumstance, then the LAP will
be considered as a normal situation and be sorted accordingly in the LPDD queue.

When the submitter specifies that the LAP is an extraordinary circumstances application and checks
the Extraordinary Circumstance box during submission, LSAS will redirect the LAP to the EC
Gatekeeper. The EC Gatekeeper confirms or denies the EC request by the submitter. If it qualifies
as an EC, the LAP is sorted to the top of the queue, except when there are already vetted LAPs, then
it is sorted next in line.
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Handling Appeals

The purpose of the appeals process is to allow the submitter to appeal a LPDD decision,
modifications, or denials. LSAS provides a means for the submitter to appeal LAPS via the web-
interface. Once submitted, the appeal is evaluated by an Appeals Handler, senior level LPDD
personnel. The appeals will be reviewed as to whether the reason submitted by the submitter is valid.
The Appeal Handler has the option to concur with the submitter and approve the appeal. If not, then
the appeal will be rejected and sent back to the submitter. The submitter, upon reviewing the new
decision, has the option to re-appeal this decision. When a subsequent appeal is submitted, it is
escalated to a higher priority/level and will be reviewed by a higher authority in LPDD.

If the appealed LAP is approved, then LPDD will change the status to Approved. LPDD’s decision
will appear in the submitter’s Dashboard.
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8 LSAS Search

LAP Search

The LAP Search function, accessible from the left navigation menu, allows you to search the LSAS
database for labels based on the criteria entered in the search fields.

Detailed Description of Function

The LAP Search screen, illustrated in Figure 8-1, is the interface used to search the LSAS database
for all LAPs associated with the establishment logged in. Highlights of the screen elements and
features are:

Label Application Search

Mofe: All dafe sagrehes are inclusive ofihe gpecifed dales

Estaliishment Humber

Application Status
[ &0y ¥

Earligsi Submission Date Latas! Submission Dale

Earizst Status Date Latest Status Date

Earliest Expiration Date Latest Expiraticn Date

Approval Humber

NS NNt N NS D

Figure 8-1: Search Screen

Search Date Fields: Enter desired date(s) or date ranges, using ' to select date entries from a
calendar, or manual entry in the mm/dd/yyyy format.

Pull-down fields: These fields require not text to be entered, just select an option.

Approval Number: The bar code number is now the approval number. All labels are identified
using the Approval number.
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The search fields available on the LAP Search screen include the following:

e Establishment Number J
e Application Status .
e Approval Number .
e Approval Request Type o

e Name of Product

e Product Name

e Type of Product

e Name and Address of Firm
e Appeal Status

e Resubmission

Refer to Appendix A for a description of the Search fields.

Earliest Submission Date
Earliest Status Date
Earliest Expiration Date

Earliest Appeal Adjudication Date

Search: After entering text or selecting a pull-down option, scroll down to select the [ Search |
button to initiate a LAP search based on entered parameters (activates on Enter, also).

Results of Search Function

Search Results Screen

Figure 8-2 illustrates a LAP Search results screen based on entering “Sketch” in the Application
Status field, which displays all LAPs that have been Sketch approved.
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= Label Application List - Windows Internet Explorer provided by FSIS
@\;;v & J— [ [R [[2]-

File Edt View Favorites Took Help
5y Favorkes | 9

~ S
(& Label Application List Eﬁ - B | mm v Page - Safety - Tooks ~ (@~

| USDA. united States Depariment of Agricutture LsAs =

= Food Safety and Inspection Service
== Y B Label Submission and Approval System

Home ContactUs ExitLSAS Logout

Submiter N | abel Application Search Results
User: Submitter 1 ftems per page:
Role: Ssubmitter -~
Profile: Test Submitter
Status Name of Name of Approval
App# Appr.# Est# Status Date Sub. Date Resub Product Type Product Reguest
Switch profiles L = ——— Type
(L3]GS “| | s1000020 LSAS_TEMP2 Pending 40212012 | 3126/2012 | No Test Egg  Test Sketch
Search
Create
Generic Label Advisor
Import Applications
Status Check -
Application #
91000021 LSAS_TEMP2 Withdrawn  4/3/2012 | 3/26/2012  No Test Egg  Test Skelch
A
I -
i & Local intrangt v 0% -

Figure 8-2: Search Screen Results

Search Results Screen: Summary Bar

The sample LAP Search results screen, illustrated in Figure 8-2, contains features to filter, order, and
export search results data. Highlights of these features, shown in Figure 8-2, are:

Search Again: Select Search Again to return to the LAP Search screen, displaying the search
parameters input to obtain these results.

Records field: Displays total items found in the search request.

Column Headers: Sort the search results list by column; click a column heading once to sort
ascending, twice to sort descending.

Items per Page: Adjust the number of search result items displayed per page by using this
drop-down menu.

Sort: The table data can be sorted by clicking on any table header. For example, if you wish to
order the LAPs by the approval numbers, just click on the header App#. The LAPs will be
ordered from the lowest-to-highest number. Click again, and the LAPS will be ordered from
highest-to-lowest number.
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Search Results Screen: View LAP

The sample LAP Search results screen, illustrated in Figure 8-2, contains a feature that allows you to
view a LAP in detail.

1. Select an Application number hyperlink to open a LAP. Look familiar? This screen may look
familiar; it is the Manage Application screen.

2. Toview the LAP’s Form 7234, click on View, and click on Select. Or, to view the 7234
application data, select Summary in the Available Action menu, and click Select.

Depending on your role in LSAS, the Available Actions will vary.

Search Results Screen: Navigation Bar

The sample LAP Search results screen, illustrated in Figure 8-2, contains the ability to page through
search results. This feature is utilized through the Next button (bottom of table) to navigate to
additional result pages.
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APPENDIX A: GLOSSARY OF COMMON TERMS

Administrator: An administrator is the main contact person representing a company or
establishment. The main role of the administrator is to add or remove users accessing LSAS within
their organization, in addition to all of the associate’s tasks.

Appeal Status: An appeal may be Under Appeal, Appeal Approved, or Appeal Denied.

Approval Number: The Approval number is assigned to a LAP when it is submitted into LSAS. It
is also the application number. It replaces the barcode number.

Approval Request Type: The submitter can request sketch, sketch modified, temporary, and
extension of temporary.

Application Status: A label’s status in LSAS (received, pending, returned, sketch, sketch modified)

Associate: An associate will be an LSAS user assigned by the organization’s administrator to
perform label submission tasks, including checking LAP status, view LAPs, withdraw, etc.

Earliest and Latest Submission Date: The label’s submission date.

Earliest and Latest Status Date: The date the status of the label was changed.

Earliest and Latest Expiration Date: The date of the label when expired.

Earliest and Latest Appeal Adjudication Date: The date of the label when adjudicated.
Establishment Number: An identification number assigned to an establishment.

Name of the Product: The name on the product label. A legacy data terminology.

Profile: A profile represents a company or establishment. A company may have one or more
facilities or establishments. LSAS allows companies to assign profiles for each facility or
establishment.

Product Name: The full product name on the label.
Type of Product: Type of product can be meat, poultry, or egg, or other.

Resubmission: The submitter can filter only resubmitted labels.
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APPENDIX B:

FORM 7234

INSTRUCTIONS FOR PREPARATION OF FSIS

NOTE: Copy and mailing requirements not applicable for electronic submission.

A,

INSTRUCTIONS FOR PREPARATION OF FSIS FORM 7234-1

Note: The following instructions should be typed unless otherwise noted.

PREPARATION OF APPLICATION
Application must be typed or it will be returned without evaluation.
Submit two copies for each labal application.

TYPE OF APPROVAL REQUESTED
Sketch: Self explanatory. (See 9 CFR 317.4 & 381.132)
Temporary and Extension of Temporary. Actual label or color litho take off to be used.

FOREIGN LANGUAGE
l.abels printed in foreign languages must be accompanied by English language translation.

ASSEMBLY OF APPLICATION

Application Form, Product Formula, Processing Procedures, Continuation Sheet if applicable, Label,
and any Supporting Documentation Staple with one or as few staples as possible. (Do not use paper
clips).

MAIL COMPLETED APPLICATION TO:

USDA, FSIS, OPPD, LPDD

Labeling Distribution Unit

Stop Code 3786, Patriots Plaza Ill, 8-168
1400 Independence Avenue, SW
Washington, DC 20250-3700

The following instructions relate to numbered items on form.

1.

2&3.

5b.

Ga &b

If using an Agent, provide the company name, address, and telephone number,
otherwise leave blank.

Leave blank, for USDA use only.

Establishment No /Foreign Country (if applicable) - Self Explanatory.

Type of Product. Select one product type: Egg, Meat, Poultry, or Other (i.e. Exolic Species,
Non-Amenable, Voluntary, elc.)

Name of Producl. Use common or descriptive product name, i.e., “Frankfurter ,
Cereal Added" or "Meat Patties in Gravy. (Do not use trade brand nares or
coined names, such as "Joe's Com Dogs"” or "Joe's Sloppy Joes.”)  If coined
names such as "Corn Dogs” are used, also show true product name, such as
"Batter Wrapped Wiener."

Provide HACCP process category for the product. See 9 CFR 417.2(b) (1),
Example, Heat Treated - shelf stable, Not heat treated-shelf stable etc. Select one.

Type of Approval Requested. If temporary approval or extension, insert
number of days requested and number of labels on hand. If previous
approval, attach copy of application and label. Include specific reason(s)
why requesting a temporary or extension and include information required
in 9 CFR 317.4(f) (1) or 381.132(f) (1) on the continuation sheet.

Be sure to include product name and block item.

Area of Principal Display Panel (PDP). The PDP is the entire side
of the package to which the label is affixed. See 9 CFR 317.2 (d)
and 381.116 (b).

7b.

12&13.

Total available labeling space in square inches for entire package.

USDA-AMS Child Nutrition Program Logo. Indicate if the product
includes a USDA-AMS Child Nutrition Program Logo.

Leave Blank. For USDA-AMS use only.

Special claims, guarantees, or foreign language. Indicate if there are

are any special claims, guarantees, or foreign language on the label.
Check all that apply. If Gther Claims is selected, indicate specific claim(s)
in space provided.

Name and Address of Firm. Insert Firm's name and mailing
address. Use 2 letter symbol for State. Show postal zip code.

Signature and Date of Applicant or Agent. To be signed and
dated by the applicant or agent representing the official
establishment or plant.

Leave blank for USDA use only. Conditions Applying to Use of Label or
Device. (Any condition, modification or remarks applied to the application
when approved are conditions governing use of the approved devices.)

Product Formula. List the ingredients by percent or weight in order of
their predominance. If product consists of several components, e.g.,

a frozen dinner, list each component separately and indicate the
percentage or amount of each component in the product. If additional
space is needed, check the box for “Continuation Sheet,” and use the
Continuation Sheet. Be sure to include the product name and number
of the block item. Express all ingredients in the same units, i.e., do not
list some in pounds and others in ounces.

Check whether weight or percent is used. It is preferred that
percentages be used, and the total must equal 100 percent. If weights
are used, show in pounds, kilograms or grams. (No gallons, pints,
cups, teaspoons, etc.) The total must equal the weights of the
individual units. (Example: Crust+ Cheese + Sauce + Meat = Total
new weight of unit.)

DO NOT use fraclions. Express as decimals carried lo two places, Example:

1-1/4 Ibs., show as 1.25 Ibs. Example: 3/4 Ibs., show as .75 Ibs.

Processing Procedures. Poultry Products provide complete

processing procedures as required in 9 CFR 381.134. Meat

Products, provide complete processing procedures as required.

Note: Approval of the sketch does not convey approval of the
processing procedures. If additional space is needed, check the box for
"Continuation Sheet,” and use the Continuation Sheet.

Be sure to include the product name and number of the block item.

“FSIS FORM 7234-1 (1116/2011)
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APPENDIX C: INSTRUCTIONS FOR PREPARATION OF FSIS
FORM 8822-4

Note: Copy and mailing requirements not applicable for electronic submission.

FSIS Form 8822-4 is used to request label reconsideration from USDA, FSIS, Labeling and Program Delivery Division
(LPDD) for label applications (FSIS Form 7234-1) which have been modified or rejected.

A. PREPARATION OF APPLICATION
Application must be typed, or it will be returned without evaluation.
B. ASSEMBLY OF APPLICATION

Attach two copies of the completed FSIS Form 8822-4 along with two copies of the rejected or previously modified
approval FSIS Form 7234-1 for which you are appealing. Include the rejection letter if applicable. Staple with one
or as few staples as possible. Do not use paper clips.

B. MAIL COMPLETED APPLICATION TO:

USDA, FSIS, OPPD, Labeling and Program Delivery Division
Labeling Distribution Unit - APPEAL

Stop Code 3786, Patriots Plaza Ill, 8-168

1400 Independence Avenue, SW

Washington, DC 20250-3700

Express Mail Only:

USDA, FSIS, OPPD, Labeling and Program Delivery Division
Labeling Distribution Unit - APPEAL

Patriots Plaza 111, 8-168

355 E. Street, SW

Washington, DC 20024-3221

FAX: 301-504-0873 or 301-504-0875
Telephone: 301-504-0883 (Distribution Unit)

Instructions:
Complete all sections of Page 1 on the FSIS Form 8822-4.

COMPANY REASON(S) FOR REQUESTING LABEL RECONSIDERATION. Provide a reason(s) why the label
should not have been modified or rejected. This can be a simple statement. If additional space is needed, check the box
for “Continuation Sheet” and use the Continuation Sheet provided.

Written arguments supporting the basis for the appeal must be enclosed with the appeal. In addition, all uncontested
modifications to labeling must be made prior to the submission of an appeal. When prior approvals are mentioned in
your argument, provide complete, legible copies of the prior approvals. If numerous prior approvals are involved,
provide a listing of the approval numbers and a few legible copies of the prior approvals.

REVIEWER'S REASON FOR DISAPPROVAL OR MODIFICATION. Include the label reviewer's reason(s) for
the rejection and/or modification. If unsure, leave blank.
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