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This document addresses frequently asked questions regarding accessing the Farm to School semi-
annual progress report. This document only applies to Farm to School grantees starting from Fiscal Year
2020 and beyond.

Accessing Reports

Q: What do | do when | keep getting this message when | open the report link?

USDA Farm to School Program Grant Recipient Baseline Report

Please wait...

If this message is not eventually replaced by the proper contents of the document, your PDF
viewer may not be able to display this type of document.

You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by
visiting http://www.adobe.com/go/reader_download

For more assistance with Adobe Reader visit http://www.adobe.com/go/acrreader.

‘Windows is cither a registercd trademark or a trademark of Microsoft Corporation in the United States and/or other countrics. Mac is a trademark.
of Apple Inc.. registered in the United States and other countrics. Linux is the registered trademark of Linus Torvalds in the U.S. and ather
countries.

A: Please download the form and save it to your desktop, then open it with the Adobe app. When the
form is opened in Adobe, a new message may appear requesting permission to "Enable All Features,"
and when clicked the content will become visible.

Q: What is an alternative way to open the PDF template to complete semi-annual progress reports?

A: Once you access the desired report on the Farm to School Grantee Resource page, right-click on the
report link, select "Save link as...," and save it to your desktop. Then open it with the Adobe app. When
the form is opened in Adobe, a new message may appear requesting permission to "Enable All
Features," and when clicked the content will become visible.

Q: Where do | submit my semi-annual progress reports?

A: If the form is error-free, clicking ‘submit by email’ will generate an email using your computer’s
default email application with the file you just completed already attached. Please make sure to name
the file using the recommended file name found at the top of the report. Include your organization's
name, grant year, and grant type in the subject line as well. The email address in the “to” field should
already be populated with SM.FN.FarmSchRprt@usda.gov, but if it does not automatically populate you
may type it in manually. When submitting your form, please copy your Farm to School Regional Lead.



https://www.fns.usda.gov/cfs/farm-school-grant-sample-interim-progress-reports-2020-grantees
https://www.fns.usda.gov/cfs/farm-school-grant-sample-interim-progress-reports-2020-grantees
https://www.fns.usda.gov/cfs/resources-current-grantees
mailto:SM.FN.FarmSchRprt@usda.gov

Or, if the “Submit by Email” button doesn’t work for you, you can submit your report as an email
attachment to: SM.FN.FarmSchRprt@usda.gov. Please make sure to name the file using the
recommended file name found at the top of the report, include your organization's name, grant year,
and grant type in the subject line, and copy your assigned Farm to School Regional Lead.

Q: | am still unable to open the semi-annual progress report on any of my computers. | get a message
saying that my system won't let me open it. What should | do?

A: You may be able to reconfigure your preferences in Adobe to open the PDF. Please follow these
steps:
1. At the top of Adobe, click on Edit.
2. Go to the bottom of the dropdown menu and click “Preferences.”
3. Choose Security (Enhanced) from the list on the left and where is says “Protected View,” select
“Off.”

Please visit this resource from Adobe that provides further information on Protected View:
e Protected View feature for PDFs (Windows only)

Q: I clicked the “Submit by Email” button, but nothing happened/I received an error. How should |
submit my report?

A: If the “Submit by Email” button does not work, first ensure that the form is completed correctly and
that no fields are highlighted in red. If you are still experiencing issues, save your completed report, then
send an email to SM.FN.FarmSchRprt@usda.gov with the completed PDF attached. Please make sure to
name the file using the recommended file name found at the top of the report and copy your assigned
Regional Lead.



mailto:SM.FN.FarmSchRprt@usda.gov
https://helpx.adobe.com/acrobat/using/protected-view-feature-pdfs-windows.html
mailto:SM.FN.FarmSchRprt@usda.gov
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