
 

WISCONSIN SCHOOL NUTRITION 
IN A NUTSHELL 

Using SNACS for the Administraive Review 

Logging In 

1. To access the School Nutrition Accountability Software (SNACS), go to the SNACS webpage 
(https://dpi.wi.gov/school-nutrition/snacs) and click the SNACS logo or the SNACS Login icon. 

Note: Bookmark this page rather than the login page.  

 

2. Enter your Web Access Management System (WAMS) User ID and password to login. 

 

3. After logging in you will be taken to your School Food Authority’s (SFA) dashboard in SNACS. 
Select the Reviews tab from the top section to access your Administrative Review (AR) (circled 
below).  
Note: the messages under the My Messages section of the dashboard are auto generated and many 
are based on the Calendar of Requirements. If you do not use SNACS as your school nutrition 
software you may ignore/delete the messages generated in SNACS. 

https://dpi.wi.gov/school-nutrition/snacs
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4. After selecting the Reviews tab, the Reviews Module in SNACS will open. Select the 
Administration tab located on the left hand side of the screen. 

 

5. Then select Reviews, which will be located directly below the Administration tab on the left 
hand side of the screen.  

 

6. To open the Review Details page, select the hyperlink for the current review that is scheduled. 
This is where you will access your review.  
Note: There may be more than one review listed for your SFA if you have had a previous review done 
in SNACS. Select the hyperlink for the current school year’s review. 
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Navigating the Reviews Module 

Below is an overview of the Review Details page. More detailed information is outlined later in 
this document. 

 

A. General Info: the landing page of the review and where general info, including the schedule 
of the review, can be found.  

B. Notifications: where the user can access any letters sent to the SFA from the Department 
of Public Instruction (DPI) Bureau of School Nutrition (BSN) about their review. Some 
letters may still be emailed. Check this tab to view letters in SNACS. 

C. Site Selection Worksheet: This tab will be completed by the BSN Review team. The SFA 
will not need to enter any information here, but will be able to see which site/s were 
selected for review.  

D. Questionnaire: The off-site form can be accessed via the Questionnaire tab or the 
“Complete your Questionnaire” hyperlink. 
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 Note: The off-site form used to be completed on paper and emailed to the lead reviewer prior to 
the review. These questions are now completed in SNACS prior to the on-site review.  

E. Corrective Action: The SFA can view and respond to any Corrective Action related to the 
review. 

F. Correspondence: The SFA can send messages to their BSN review team, read messages 
from their BSN review team and respond to any correspondence.  

G. Documents: Documents related to the review are uploaded here. 

Questionnaire 

Six to eight weeks prior to the beginning of the scheduled on-site portion of the AR, the Nutrition 
Program Consultant (NPC) assigned to your AR will contact you to let you know when the 
Questionnaire is ready in SNACS for your responses. To access the Questionnaire navigate to the 
Review Details page in SNACS (Steps 1-6) and select either the Questionnaire tab or “Complete 
your Questionnaire” hyperlink found on the Review Details page.  These questions should be 
completed prior to the on-site portion of your review. 

 

After selecting the Questionnaire tab or hyperlink, the Questionnaire will open as displayed 
below. Select the > next to a question to open the question and answer.  

 

The question will now be available to complete (#1 below) and Save or Save & Submit (#2 below).  

• Save – This option will save the user’s response, but will not send the response to the BSN 
Review Team. If multiple staff will be responding to the Questionnaire, each question 
could be saved using the Save selection without submitting and the staff person at the SFA 
that is taking the lead on the AR can submit all questions at a later time. 

• Save & Submit – This option will save the user’s response and send it to the BSN Review 
Team. Once the question is submitted, the response cannot be changed. It is recommended 
to use the Save & Submit option unless the response needs to be completed or reviewed at 
a later time.  
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After submitting the question, the status will be show as Submitted on the Questionnaire page. 

 

Note: Each question must be saved and submitted separately in SNACS. If there is a response that needs 
to be changed after it has been submitted, please contact the NPC assigned to the review to have them 
request resubmission of the question. 

The Questionnaire does not need to be completed all at once. The ability to Save or Save & Submit 
gives the user flexibility to complete the form as time allows.  

Correspondence 

Once the Questionnaire is completed, the SFA user can notify their BSN review team by sending a 
message via the Correspondence tab. 

 

After selecting the Correspondence tab a text window will open, allowing the SFA user to send a 
message to their BSN review team.  After the message has been entered, select Add to add the 
message to the correspondence log. All previous correspondence is displayed in the Previous 
Correspondence box which is located directly below the Message box. The SFA user can view 
correspondence at any time by selecting the Correspondence tab. 
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Note: Each time a new message is sent or received the number in parenthesis listed after Correspondence 
(circled below) will change. Please check the Correspondence tab frequently during the AR to ensure that 
you are not missing any important messages from your review team. 

 

Documents 

The Documents tab is where any documentation that is requested prior to the start of the onsite 
review and any documentation related to Corrective Action can be uploaded by the SFA.  SNACS 
is able to accept documentation in a variety of formats.  To upload documentation select the 
Documents tab and review the instructions in the Uploading Documents in SNACS in a Nutshell.  

Note: File size must be less than 15MB and file names CANNOT contain commas or apostrophes. 

 

Corrective Action 

The Corrective Action tab is where the SFA user can access any corrective action related to the 
review and respond to it. Findings and corresponding corrective actions can be viewed by the SFA 
user as soon as the reviewer adds it to SNACS. To review and submit corrective action select the 
Corrective Action tab and follow the instructions in the Submitting Corrective Action in SNACS 
how-to guide.  

https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/snacs-uploading-documents.pdf
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/snacs-submitting-ca.pdf
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/snacs-submitting-ca.pdf
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Notifications 

The notification tab is where letters related to the review may be generated and stored. Please 
note that currently, most notification letters will be sent via email and not generated in SNACS. 
Select the letter icon located below the View column to view letters. 

 

Please refer to the SNACS Webpage for additional how-to guides and video tutorials. Contact 
SNACS Support with any questions related to the SNACS software. Questions regarding the 
Administrative Review or how to respond to questions and corrective action, should be directed 
to the Nutrition Program Consultant or Public Health Nutritionist assigned to your review.  

 

mailto:DPISNACSSupport@dpi.wi.gov

