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The U.S Department of Agriculture prohibits discrimination against its customers, employees, and applicants for employment on the bases of race, color, national
origin, age, disability, sex, gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual orientation,
or all or part of an individual’s income is derived from any public assistance program, or protected genetic information in employment or in any program or
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If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, found online at
http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call (866) 632-9992 to request the form. You may also write a letter containing
all of the information requested in the form. Send your completed complaint form or letter to us by mail at U.S. Department of Agriculture, Director, Office of
Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov. Individuals who
are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339; or (800) 845-6136

(Spanish). USDA is an equal opportunity provider and employer.
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Basic Navigation Instructions

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.
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Logging on to the Website
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Open your Internet Browser. You may use either Internet
Explorer or Google Chrome, but use of Google Chrome is
highly recommended. Screens WILL appear differently for
each.

Use the mouse to click on the “Location Area” - at {
the Browser page.
2a. The entire ‘address link’ should be hi
with, if not, highlight it with mouse.

1ghted to start

Type the following: fns.dpi.wi.gov to replace ‘address link’.
3a. Press Enter to go to site. (Bookmark site at this point,
NOT at later pages)

Scroll down and click on “Online Services”\
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http://dpi.wi.gov/fns/index.html

5. At the next screen click on “Online Services.

N

6. Click on “At Risk/Emergency Shelter Claims
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Logglng on to the On-line Services Welcome to Wisconsin Child Nutrition Programs On-line Services
. ) ) Submit Claimns for Horme Sponsar, Mational Schoaol Lunch Program, Sumrmer Food
7. The following screen will appear asking for your Agency Code Program, Child and Adult Care Food Program & Revise Home Sponsor Contracts
and password. If you have misplaced your password or to Informations.
request a new password, contact Jacque Jordee at 608-267-
9134 as a primary contact or if not available, Rick Fairchild at (O oG
608-266-6856. Note: Passwords should be changed when the Agency Code |

Authorized Representative or person authorized to submit a
claim has left the agency.

/ Submitl Resetl
5a. Enter Agency Code (without dashes)

5b. Enter Password /
5¢. Click the “Submit” button

Time Limit on Entering Data:

A timer starts from the moment the FNS 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.

Password I

8. From the Main Menu, select “Community Nutrition Program.”

School Nutrition Program | Commumity Nutrition Program
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9. From the Community Nutrition Program Menu select “Claim Reimbursement.”
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10. From the Claim Reimbursement Menu, select “At Risk” or “Emergency Shelter.”

|7 Comenurty desbison Progrs
€« C f 8 nepsy

School Nutrition Program

Commanity Nutrition Program

11. From the menu select “Enter-Modify Claim.”
(This button is used to submit a new claim or
to modify the claim prior to processing by DPI.
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12. Enter data on the General Information (i.e. Parent) page as totals for each category only for ALL the sites claiming. For
the month and year, use the drop-down boxes by clicking on the arrows. Enter the CLAIMING month, NOT the month

you are completing the claim in.
(Note, At Risk sites will report the
number of enrolled children; Emergency
Shelters will report the number of
residential children.)

T T e

> Clanm Meambur et Al Iy it

AN Risk Claim Reimbursameont
Ewtar Modify Clasm Ganeral Indormation

133265 Madison Metro School District

Date Cladm Month 3 Dote Claim Year |

[
Mo, of Saes Claiming |
Max No. of Service Days |

Total Sitas Enrolliment

13. Click on Continue.

.mm 1

The numbers for each category on the General Information Page must equal the total sum for each category on the site form pages(s)

(step #15).

14. Select first site

15. Then click “Edit/Delete”
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16.  Enter all participation data for that site. Enter “0” (zero) in the fields that do not apply.

Click on “Save.”

School Nitntson Program [ Communily Nutriison Frogeam Lagout

> Claim Hesmbursement > AL Besho- | Elitare Ssulify Clam

A sk Clatn
Site Dutaibe Lt

133269-Madison Metro School District
\T’f“ daim meat information for each sie lsted below and dick “Save” Sutton 1o save daim sfoaration. Clok Delme’ tus
Formatien shown an tis page

Date Date Claim Year | FITvEs |

Max No. of Service D,

Tutal Sites Encoliment

00
g
No.of
Site Code & Mame Frrobiment ADA it s-'::u (A oM = ,u«n:d nd 2nd
11347 Binckhawk Mddis Schoal 0 ) |5 3 S P [wo b ]
\k
lMl HSAV( )\mmt

[

17. The “List of Reimbursable Sites” Menu will reappear until the participation data is entered for each site-see below.
Repeat steps 14-16 above for each site that is claiming. If a site is not claiming do not enter any information for that site.

Upon completion of all site information, click “Continue.” Note, as data is entered and saved for each site, the status symbol
will change from blank to filled-see below.

T~

AY Rink Clatm Gembursemnnt
Site Link

133269 Madmon Metro School District

Selact win(al and chck Td&/Defmtn button bo Entatgddy/Delmie claim nformation for ssacted stels)

Site Code & Name \ Status Select sate{s)
11347 Mackhank Mdde School y

P [

11346 Falk Elevantary Schoo

I
11548 Mermondl Migh Sovaot ) I
Total Total ) Total Total Cnrotiment
Sitels) "‘.‘.‘tl Siefn) o ) Status

)

100 %0 Inte

W0 Detete .mmm
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18. Review the information that is shown for the unpaid claim, and if all is correct, enter the preparer’s name, telephone number

and email address. Click on the “Submit” button at the bottom to submit the claim to DPI to be processed for payment.

Claim Ganeral Information
General tnformation Paymant Actual

Claim Date: 18/00/2013 Heal Rombursemaent

No, of Service Days 20 Cash In Liew (€10)

No, of Sites Claiming 2 Total

Tatal Sites Enralimant 100 Vouchar Mo

Processed On
\ Total Kewnbursable Meals Summary Based on Site(s) Participation Information
otnl wtal Lunches Total Tatal Addusanal
Jotol Brankdasts Total AM Snacks T Total M Snacks Total Suppers Snachks
0 0 0 0 200 0
Site Participation Tndormation

st e, OF roiionts A0 n Addnional Imd Ind
Coda o ool Snack Lunches g o Suppary Luni hes Sugper
11347 0 “w 0 0 0 o 100 [} 0 o0
11046 0 s -] ] 0 0 100 o 0 0

Claimn Pragarer Information

Firge Same ] Last Name }
Phooe Number [ [ Extanaan [
emad Addrave [

7 1 Cartity that 1o the best of sur DNowledge and bekef, this darn s true and correct in ol aspects, that records
are svminbia to support this caim, thay & s In scoprdance with the terms of the axisting Agresmants, and 1hat
paymant has not besn recaived, | recogNae that | will ba Ry responsbile for any axcess funds received dus to
Wrroreous o reglectiul raporting herein. | 0 understand that tha iformaton w being grvan « connection mith the
vocegt of Fedarad lunds, and that deliberate Maresprasentation may subject me 1o prosecubon under apolcabile stats
and Federad crminal stattes

u i
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19. A screen will appear to confirm receipt of the submitted claim. The statement will include the date the claim was successfully
submitted. PRINT THIS SCREEN, AS WELL AS THE SCREEN SHOWING THE REIMBURSABLE $ AMOUNT FOR
YOUR RECORDS. Directions for printing the screen that show what was submitted along with the reimbursable $

amount follow on the next page. Keep copies of these two screens on file along with your handwritten claim and all
CACFP supporting documentation.

Ql. PUBLIC INSTRUCTION

AL Risk Clatm Resmbursement
Entur Modely Clatm Genural Tntarmation

1I3269 Hoadeson Metro Schadd Destricy

CLAIM SUCCESSFIMLY SUnMITTED
on
1/on/3012
g€ Dutton 1o go back to home pape or chck logawt ot tup right corner b
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Viewing and Printing Claims
You can view and/or print claim(s) after it has been
submitted to DPI via the “View-Print” Menu.

1. To obtain the Print-View Screen, select
a. Community Nutrition Program,
b. Claim for Reimbursement
c. Program Type (At Risk or Emergency Shelter),
d. Print-View Claim.

Printing a Claim:

1. Select Claim Month and Year from the drop down list—_|
box, and
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2. Click the “Search” button.
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If the claim is found for the given criteria, the claim and
the date the claim was submitted will appear. Click on
the words “New Claim” under the “Claim Type” link to
view or print the detailed claim information.

If a claim is not found for the given criteria, abo%!\
not appear under “Claim Type” and a message will
appear that no claim is found.
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Modifying a Claim

After entering a claim for reimbursement, agencies may modify their claim on-line until the time the claim is processed by DPI.
Processing of claims at DPI 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 will need to be completed and submitted to DPI.

Modifying On-Line: Required method of modifying a claim that has NOT been processed. To modify on-line, simply follow the
steps for entering a claim that begin on page 4 of this manual. The unprocessed claim will be available for selection on the
Participation Reimbursement Information — Parent Form screen.

Modifying After Claim has been Processed: This method is required once the claim has been processed by DPI. For modifying a
claim that has already been processed, print the claim by following directions in the CACFP Internet Claim Manual to “View/Print
Claim.” Draw a line through any item that needs to be changed (e.g., number of meals, average daily attendance) and write in the
correct number(s). Sign, date, and fax to Federal Aids and Audit section at 608/267-9207 or e-mail a scanned copy to
jacqueline.jordee@dpi.wi.gov.

Contacts

If you have misplaced your password or wish to request a new password, please contact:
Primary Contact: Jacque Jordee at 608-267-9134; jacqueline.jordee@dpi.wi.gov
Secondary Contact:  Rick Fairchild at 608-266-6856; richard.fairchild@dpi.wi.gov
Fiscal Fax: 608-267-9207

Jacque Jordee and Rick Fairchild can also assist you in completing the claim on-line if you are experiencing problems.
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