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LINKS TO A PRIOR PAGE – In order to return to a prior page/screen that you have already visited, you must click on one of the ‘links’ at the top of the screen. The name of the link will tell you what screen you will go to.  
Remember that you must go forward to the next page to automatically save new information that you have entered.  If you simply click on the “Back” icon at the top of the screen your newly entered data WILL NOT BE SAVED when you return to the page.

LINKS TO OTHER PAGES – If a portion of text is underlined, i.e., Site Information, this means that if you click on this underlined text you will go to a different web page, called a “linked-page” or “link”.  If you go to a link on another page by clicking on the underlined text, the next time you are in the same menu the link will be a different color.  This is controlled by your browser (Netscape or Internet Explorer).

GO BACK TO PREVIOUS PAGE – To return to a page you were just on (or others before that) just click on the “Back” button on the Internet Menu on top of the page, on the left side of the screen.

Remember that you must go forward to the next page to automatically save new information that you have entered.  If you simply click on the “Back” icon at the top of the screen your newly entered data WILL NOT BE SAVED when you return to the page.

GO FORWARD TO A PAGE – You may only go forward to a page by clicking on the link that will send you to the appropriate site.  However, if you have used the “Back” button you may then use the “Forward” button at top of screen to return to a page you have already entered.
TIME LIMITATIONS – A timer starts from the moment the site is entered.  If there is no activity at all for 30 minutes, the user will get an error message and has to return to the main “Login” screen.  Any movement on a page at all, such as going from one screen to another or even just moving to another entry field on the same page will reset the 30-minute timer.  This limit is set up so that users do not log in to the FNS site and stay on it all day without entering any information.

EXIT PROGRAM – Links at the top of screens include “Logout”. Click on this “Logout” link to exit from the entire program.  If exiting the system prior to completing the claim, be sure to click on the "Continue" button at the bottom of the screen you are working on.  This will save the information from that page.
Logging on to the Website 
Starting the FNS Web Pages 
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1. Open the Internet Browser.  You may use either Internet Explorer or Netscape.  Screens will appear differently on each.  Internet Explorer is recommended, but data will be accepted from either. 
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2. Use the mouse to click on the “Location area” at the top of the Browser page. Entire ‘address link’ should be highlighted to start with. If not, highlight it with mouse.

3. Type the following:  http://dpi.wi.gov/fns/index.html to replace ‘address link’.  Press Enter to go to site. (Bookmark site at this point, NOT at later pages).
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Scroll down to On-Line Services, Submit Claims for Payment. Click on the “Submit Summer Food Claim”.  
5. Enter the Agency's permanent Agency Code and Password.  If you have misplaced your password, please contact David Murray at 608-266-6856 or Jacque Jordee at 608-267-9134.
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Select "Summer Food Service Program" from the Main Menu.  
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Select "Claim Reimbursement".
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To enter or revise claim information, select "Submit/Modify Claim" from the SFSP Claim Menu.
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All Sponsors:  Claim Entry 
1. Determine if claim is final – a claim is final if it is the LAST claim to be submitted for the summer OR the ONLY claim to be submitted for the summer.  
2. Select the Claim Month to be entered from the drop-down box.  If combining claims, select the month that has more than 10 operating days as the Claim Month.
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3. Enter the number of Days of Service for the Claim Month.  If combining claims, enter the number of Days of Service for the Claim Month ONLY (the month that has more than 10 operating days) at this point.
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759464 - U W Eau Claire

Review clairm information, certify it by entering your narme and phone number and Subrmit it for reimbursement,

Is this the Final Claim? No Prior Month
Claim Date 05/01/2008 Prior Month Days of Service
Days of Service for Claim Month | 10 Following Month
Is Agency Combining Claim? [No Following Month Days Of Service

Participation By Type of Site (Non-camps Only)

| Type of Site | Number of Sites | Days of Service [Tatal ADA Meal Type |Breakfasts Lunches [Suppers [Supplements

| NYSP Non-camp | 1 | 10 | 100 | 1stMeal 900 1,000/ o 1]
[ 2nd Meal| o o o 1]

Participation By Type of Site (Camps Only)

StartDate | EndDate |Days of Total [Needy
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[CERTIFICATION]

1 HEREBY CERTIFY to the hest of my knowledge that this claim is true, correct, and in accardance with the terms of
existing agresment, that records are available to support this laim, and that payment has not been received. Meal
counts have been reviewsd and analyzed to ensure accuracy. I acknowledge that failure to submit accurate claims
will result in recovery of an over claim and may result in the withholding of payments, suspension, or termination of
the program. I understand that the information on this claim is being given in connection with the receipt of federal
funds and that deliberate misrepresentation may subject me to prosecution under applicable state and federal
criminal statutes.

Preparer Name and Telephane No.
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Complete the “Optional, Fill in only if Agency is Combining Claim Months” ONLY if combining claims.  

All Sponsors: Claim Entry Continued
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Listed will be ONE site number for all non-camp sites (open, open restricted, special open restricted, and enrolled) combined.  NYSP sites will have its own number in the list.  
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Review clairm information, certify it by entering your narme and phone number and Subrmit it for reimbursement,

Is this the Final Claim? No Prior Month
Claim Date 05/01/2008 Prior Month Days of Service
Days of Service for Claim Month | 10 Following Month
Is Agency Combining Claim? [No Following Month Days Of Service

Participation By Type of Site (Non-camps Only)
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[CERTIFICATION]

1 HEREBY CERTIFY to the hest of my knowledge that this claim is true, correct, and in accardance with the terms of
existing agresment, that records are available to support this laim, and that payment has not been received. Meal
counts have been reviewsd and analyzed to ensure accuracy. I acknowledge that failure to submit accurate claims
will result in recovery of an over claim and may result in the withholding of payments, suspension, or termination of
the program. I understand that the information on this claim is being given in connection with the receipt of federal
funds and that deliberate misrepresentation may subject me to prosecution under applicable state and federal
criminal statutes.

Preparer Name and Telephane No.
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If the sponsor also has camp sites, the camp sites will be listed separately.

2. Click on the number in front of “All Others Non camp” or “NYSP Non camp” to begin entering meal count data for all of the non-camp sites.  Click on the number in front of the camp site to enter meal count and session data for each camp site.
Non camp Sites:  Claim Screens
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1. Enter the number of sites operating during the claim period.
2. Enter the TOTAL Days of Service for the claim period.  If combining claims, this will be the number of days in each month combined.

3. Enter the Total ADA for all sites.  
The Average Daily Attendance (ADA) is the sum of each day’s attendance divided by the total number of days that meals were served during the claim period.  Sponsors of more than one site must sum the multiple ADA data and report the total in this field.

For sites that do not take attendance – use the highest number of 1st meals served of the different types of meals claimed and then divide by the number of days of service for the claim period.
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Enter the total number of 1st meals served to CHILDREN only.  Meals are reported by type (breakfast, lunch, supper, supplements).  Only approved meal types can be claimed for reimbursement.
IMPORTANT – Report the number 2nd meals served for each meal type.  If the total number of 2nd meals served by type exceeds the allowed 2% of the first meals served; report only the maximum number allowed to be claimed for reimbursement.   Determine the number allowed by multiplying the number of first meals served by 2%.  That number is the maximum number of 2nd meals that may be claimed.
Enter “0” (zeros) in the fields that do not apply.  Do NOT use commas when entering numbers.
5. When finished entering the number of meals served by type, click on the “Continue” button at the bottom of the page to continue.

6. After clicking on the “Continue” button as indicated above, the screen to the right will appear.  The word “Complete” should be indicated behind the site number in which the data was entered.  If your agency is also entering camp site data, please go to page 10 for further instructions.


7.  IMPORTANT: If you only have one site number, and the word “Complete” has appeared on this screen, proceed by clicking on “Continue” to review data and submit claim!  If “Incomplete” appears, the data has not be entered or accepted correctly.  In that instance, click on the site number and re-enter the meal data as described above.  
Non camp Sites Claim Continued
1. Review the claim information entered.  If information is correct, enter the claim Preparer Name and Telephone No. and click on “Submit” 
2. A second screen will appear which will confirm the submission of the claim.  


YOU ARE DONE.  For more information on how to modify, print or view your claim turn to page 13.

Sponsors with Camp Sites 
1. Camp sites are issued their own four-digit camp site code within the on-line system.  These camp site codes can be found on the SFSP Application Approval letter.  Each camp site approved for the claim period will appear on this screen.
2. To begin entering camp site enrollment and meal count data, click on the corresponding camp site code.


1. Fields to enter session data will appear.  Up to 15 sessions may be entered for each camp site.  
2. The following information is entered for each specific session:  
· beginning and ending date;
· total days of service;
· average daily attendance;
· total children enrolled
· number of “Needy” Children – this is the number of children approved ‘needy’ or for free or reduced price school meals 
· number of meals served to CHILDREN, by type (Breakfast, Lunch, Supper, Supplements).  Only approved meal types can be claimed for reimbursement.
Enter “0” (zeros) in the fields that do not apply.  Do NOT use commas when entering numbers.
The Average Daily Attendance (ADA) is the sum of each day’s attendance divided by the total number of days that meals were served during the session.    After entering data for each session, click on “Continue” at the bottom of the page to continue. 

Camp Sites Continued
1. After clicking on the “Continue” button as indicated above, the screen to the right will appear.  The word “Complete” should be indicated behind the site number in which the data was entered.  .

2. IMPORTANT: If the word “Complete” has appeared on this screen for each site number that is listed, proceed by clicking on “Continue” to review data and submit claim!  If “Incomplete” appears, the data has not be entered or accepted correctly.  In that instance, click on the site number and re-enter the meal data as described above.  

1. Review the claim information entered.  If information is correct, enter the claim Preparer Name and Telephone No. and click on “Submit” 
2. A second screen will appear which will confirm the submission of the claim.  
YOU ARE DONE.  For more information on how to modify, print or view your claim, see below.
Other Options – Submit/Modify Claim, Payment Summary, Print/View Claim
Submit/Modify Claim

After entering a claim for reimbursement, sponsors may modify the claim until the time the claim is processed.  Processing of claims is completed in most cases, on Tuesday mornings. 
After a claim has been processed by DPI it CANNOT be modified on-line.  A paper copy of the amended claim must be completed and submitted to DPI at the address given on the paper claim form.  You may download the claim form at: http://www.dpi.wi.gov/fns/index.html.  Scroll down to the bottom of the page and look for a list of the Internet Claim Manuals, instructions, and forms.
Payment Summary
A payment summary may be viewed after a claim has been submitted.  The summary will provide the total amount to be paid to the sponsor based on the claim submitted.  The payment summary does not have to be processed to be viewed.
Print/View Claim
A claim may be viewed and/or printed after it has been submitted to DPI.  The claim does not have to be processed to be viewed.
Frequently Asked Questions
SFSP CLAIMS QUESTIONS

1. COMBINING CLAIM MONTHS - WHEN CAN/SHOULD THIS BE DONE?  

· When there are 10 operating days or less in the initial month of operation, the initial month can be combined with the claim for the subsequent month;

· When there are 10 operating days in the final month of operation, the final month can be combined with the preceding month; or 

· Three consecutive months may be combined as long as this combined claim only includes 10 operating days or less from each of the initial and final months’ of program operations.

· NOTE:  When there is LESS than 10 days in the final month of operation, the claim MUST be combined with the prior month.

2.   CLAIMS DUE – WHEN? 

· Claims are due within SIXTY DAYS of the last day of the claiming month.  

· IF days of service for final claim month are LESS THAN TEN, the due date of the claim is sixty days from the last day of operation.

3.  CAN THE JUNE CLAIM BE SUBMITTED IN JUNE?
· YES.  A claim may be submitted for the month of June in June ONLY IF IT IS MARKED AS THE FINAL CLAIM (see Page 6).

GENERAL CLAIMS QUESTIONS

1. IS THERE ANY TIME WHEN I CAN NOT ENTER A CLAIM? 
Yes.  When the Payment Process Package that pays the claims is running we cannot take claims.  This process usually lasts only a short time and is usually done on Tuesday mornings, but not always.  If this Process is running you will get an error message telling you to wait one hour, then retry. Otherwise the Claims area of the Internet site is available anytime from anywhere.  As long as our server is online (which it always should be) we will accept any claim data or requests for past claims information.

2. CLAIM DATA WON’T GO INTO SYSTEM 
There are “edit-checks” on certain fields on the claim forms. These edit-checks will not allow certain data to be entered, e.g., total meals for month could not exceed enrollment times days operating.  If you think you have valid data and the Internet site will not accept it, please call your Contact person for the specific area.  If necessary, a paper claim may need to be submitted in some instances.

3. 
WHY or WHEN WOULD I MODIFY A CLAIM? 

If a previous claim’s data is incorrect and it has NOT been paid, you can change the data so it is correct.  Once the claim is paid, it can NOT be modified.

Frequently Asked Questions Continued
4. 
SUBMITTED PAPER LAST MONTH, CAN I DO INTERNET THIS MONTH?


Claims may be submitted by either paper or Internet, no matter what was done previously.  If submitting by paper, the payment process will take longer and you may have to wait up to 5 weeks to get your payment versus the 20-day maximum when using the web.

5.
DAY SHOWS IN DATE CLAIMS, WHY?
Even though most claims are monthly, there are some times when a specific day is needed on a paid claim.  Therefore, claims’ dates should be entered as “12/1/00” for December 2000, “12/00” would NOT be a valid date to enter in the ‘Date Claims’ column.

6. 
CAN’T GET INTO PROGRAM TO ENTER INFORMATION 

The Internet system checks the agency code against our valid contract file.  If you do not have a valid contract on file for the specific program you are trying to enter into, you can not even access the screens.  If you think you have a valid contract and still cannot get into the entry screen you desire, please call your program’s Contact person.
7.
ERROR MESSAGE DOESN’T SHOW UNTIL I LEAVE FIELD, WHY?


We cannot check the specific field data against our database until you have proceeded to the next field.  If you then get an error message, return to previous field and correct error.  If you cannot figure out why you are getting this error, please call your program’s Contact person.
Contacts
Contact names and phone numbers on this page are for questions relating directly to the entering of claims or data on the respective Internet page areas.  Please direct your questions to the Primary Contact first, then to the Secondary Contact only if the Primary Contact can not be reached.  

`
PLEASE ANSWER THE FOLLOWING 3 QUESTIONS FOR THE CONTACT PERSON:

1. What program are you entering a claim for?
(Example: “ SFSP ”)

2. What screen are you looking at?
(Example: “1st entry screen”, “Printing screen”, etc.)

3. What page in this manual are you looking at? 

Program
Primary Contact - Phone

Secondary Contact - Phone
SFSP 
Dave Murray
608-266-6856
Amy Kolano
608-266-7124
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