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Basic Application Navigation Instructions

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 click on the “Save” button 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.

TIME LIMITATIONS — A timer starts from the moment the application 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 - Blue boxes at the top of the screens include “Logout.” Click on this “Logout” box to exit from the entire program
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Logging on to the Website
Starting the FNS Web Pages

On-line Services
1. Open the Internet Browser.

i Enter and Revise Contracts (CACFP, School Programs, SFSP)
You may use either Internet Explorer or Netscape.

Screens will appear differently on each. Internet Child and Adult Care Food Program

Exp|0rer is recommended, but data will be accepted from| FFY 2011 CACFP Contract Renewal Hotice: This on-line system for creating/updating contracts for federal fiscal year (FFY)
2011 is now available. Flease download and read th CFP Internet Application Manual prior to accessing the system.
Contracts for the upcoming year should be submitted by September 20, 2010,
Enter CACFF Contract Infermation More CACFP Application/agreement Information

2. Use the mouse to click on the “Location area”
at the top of the Browser page. Entire ‘address link’ St r i el
should be highlighted to start with. If not, highlight

Child and Adult Care Food Program (CACFP - Home Sponsors Only)

It Wlth mouse. Eevise Provider Contract Infarmation Eevise Home Sponsor Contract Infarmation

/F‘r-:'-;iujer Contract Internet Manual Sponsor Contradtinternet Manual
A

3. Type the following: http://dpi.wi.gov/fns//

to replace ‘address link’. Press Enter to go to site.
(Bookmark site at this point, NOT at later pages).

4. Scroll down to “On-Line Services”
“Revise Provider Contract Information”:
Under the “Child and Adult Care Food (CACF
Home Sponsors Only)” heading
choose “Revise Provider Contract Information™. A link to the revised manual is also provided here.
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Logging on to the Website Continued

1.Enter the Agency's permanent Agency Code and Password. Note, the
password will be the same as the password used by your agency to submit @ LOG IN
reimbursement claims. When done click on the Submit” button. Agency Code |999001
Password T
mm [ Submit ] [Reset]
FROGRAMS
Wincowemn DFI

2.Select “Home Day Care'" from the Main Menu.

WIlsSCcOoOMS|I M DEPARTMEMT O

PUBLIC INSTRUCTION

Home-Day School Nutrition Community Nutrition Summer Food
Logout
Care Program Program Program

Home| Horf™-Day Care Schocl Nutriticn Pregram Coemmunity Mutrition Proegram Summer Food Program Logout

3. Select “Provider Application”

WlsS COMS|H DEPARTMENT o F

(o UBLIC INSTRUCTION

Home [Home-Day Care| Claim Reimbursement Contract DWD Pr-:wder Application
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4. Select One of two options:

a) Select “Modify-Browse Application to
v Update an existing provider application
v Submit a provider application for
removal from the agency’s Schedule A, or
v Browse provider applications.

b) Select “Add New Application” to

CACFP Provider Internet Application Manual, V.2.0, Rev. 10/10

WIS COoOMSIMNM DEPARTMENT O

PUBLIC INSTRUCTION

Home-Dav School Nutrition Community Nutrition Summer Food Logout
Care | Program Program Program 9

Home Home-Day Care |Provider Application| Modify - Prowse Application Add Ne-! Lpplication

Enter a new provider application

4a. Modify-Browse Application
To modify an existing Provider Application,:
Select one of the search criteria, then
click “SEARCH?”

The quickest search method when
modifying an existing record is to
search by provider number

If you click on “Show Modified/New Application
you will see all pending applications that are Open.
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PUBLIC INSTRUCTION

Home-Day School Nutrition Community Mutrition Summer Food L
ogout
Care Program Program Program

Heme Prowvider Application |Modifv - Browse Application|

4 Day Care Home Provider Application

Search - Modify Existing Applications.
136812 - Community Coord Child Care Dane

Select any one of the following search criteria to display list of provider applications.

= Show All Providers
' Show Licensed Providers
' Show Certified Providers

= Show By Prowvider Number I

' Show By First Name I

' Show By Last Name |

> ' Show Modified /New Application

/'~ SEARCH
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The record will appear for modification(s) coraefay | School mutrition. || Community Nutrition | Summer Food Logout

Hoeme Modify - Browse Application

Day Care Home Provider Information
Modify Application

136812 - Community Coord Child Care Dane
Provider Information:

Provider Number |2

WD Provider Number IBDDDSG414BDDL

First Name  [Mary Jo Last Name [Flocca

Street Address |2884 Skyline Lans South|

City |St0ughtan County |Dane ;I Zip |53589 Zip Plus I

License Information:

License Type ILiEEHEEd 'I Certification / License Capacity IS

. ] Effective Date of Lic/Cert. Iz_f IT;'II-‘??U [MM/DDYY]
4a. Make modifications, update the Preparer

. . Expiration Dat A MM/DD/YYYY
Name and Phone No. field (if necessary) FRTERen e v [ :
then click on “SAVE?” Date of Previsit |9_f IT;'II-‘?B? [MM/DDYY]

Date of Creintation |9 / |21 ,*|1989 [MM/ DD

Preparer Mame and Phone No. |Linu:|a CuEois 271-5242

ed to children who are enrolled and receiving child care services. I understand that information on this
application is™eng given in connection with the receipt of federal funds and deliberate misrepresentation may subject me to
prosecution under licable state and federal statutes. The program must be available to all eligible children regardless of age,
sex, dizability, rece, cohsor national.

1. To claim reimbursement for
the sponsor.

vider'zs own children, an approved, current Household Size-Income Statement must be file with

Z. Reimbursement may be made only for als approved by DFPI.
3. Two hours between meals is recommended.

4. Provider claiming shifts meals must submit to the speswsor current meal shift schedule(s) with each month.

&=l BMEK\ kel save
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Home-Day School Nutrition Community Nutrition Summer Food
Logout
Care Program Program Program

Home Modify - Browse Application

4a. The provider file status will change to “Open —|

To continue with modifications for other
providers click on the Search link.

Day Care Home Provider Information
Provider Application(s) Based on Search

136812 - Community Coord Child Care Dane

List of Applica ed on: Show By Provider Number

Provider Modify- First Last Lice Contract Effective Application
Humber Print Name Name Type te Status
200016 = ;__‘F Mary Jo Flocca Licensed 10;01;1993\; Open

)
Go Eack?o #— SEARCH

8 of 17 Pages




WDPI/Community Nutrition Team

CACFP Provider Internet Application Manual, V.2.0, Rev. 10/10

4a. Continue with all provider
modifications; as modifications
are made and saved, the Provider
file status will change to Open” —____|

Home-Day School Nutrition Community Nutrition Summer Food Loge
Care Program Program Program

Home Modify - Browse Application

Day Care Home Provider Information
Provider Application(s) Based on Search

136812 - Community Coord Child Care Dane

List of Application Based on: Show All Providers

Open Provider file status will change
to “Filed” once the application has

been approved by the DPI consultant

Provider Modify- = License Contract Effective Application|
Number Print Firstame__Last Name Type Date Status
200008 = Q_L_ Salimeh Shurrush License 10/01/1998 Filed
200016 ,é Q_l,_ Mary Jo Flocca Licensed 10/01/1998 Qpen
200030 = Q_L_ Susan M Whitish Licensed 10/01/1998 Cpen
I )
136812 - Community Coord Child Care Dane

List of Application Based on: Show All Providers
Provider Modify- - License Contract Effective Application
Number Print AR E L SLEL o Type Date Status
200008 = (_:;,_ Salimeh Shurrush Licensed 10/01/1998 Filed
200016 |%-‘ Q_L_ Mary Jo Flocca Licenzed 10/01/1998 _ Filed
200030 yg {_L_ Susan M Whitish Licensed 10/01/1998 Filed
| .
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4a N TO Remove (termlnate) a prOVIder: Home-Day School Nutrition ’m Summer Food Logout
e Open provider file Care i Program Program

. Home Maodify - Browse Application
e In the field titled “Preparer Name and

Day Care Home Provider Information

29 11 . 99 Modify Application

Phone NO. type the Word Termlnated > 136812 - Community Coord Child Care Dane

along with the date of termination Provider Information:
° Update the “Preparer Name and Provider Number DWD Provider Number IEDDDSELILBDDL

Phone No.” field, if necessary First Name - [1ary 2o Last Name [Flocea

. ’
[ ) Clle “Save” Street Address ||288¢ Skyline Lane Scuth West
Cit) |Stcughtcn County |Dane ;I Zip |53589 Zip Plus l—

LicenA{nformation:

M Certification / License Capacity IE—
Effective Date oNLic/Cert. |2— ITIW MM/ DD/ Y]
l— |_|— [MM/DD/YYYY]
[ Ir 21 |ftsas |Mmsopsvr©
/21 1tses I immoorr

AV

License Typ

Expiration Date
Date of Previsit

Date of Oreintation

)
Preparer Name and Phone No. |Terminated 10/10/10 Linda DuBois 271-5242
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4b To ADD a New provider, click on
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WIS COMNMSIHNH DEPARTMEMNT o F

PUBLIC INSTRUCTION

Home-Day School Nutrition Community Nutrition Summer Food
Logout
Care Program Program Program

Add New Provider”

New Window will appear...
Enter all needed information, then click ‘SAVE"

Note, a Preparer Name and Phone Number must be
entered every time a new application is created
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Home Home-Day Care |vaider Applicationl Modify - Browse ﬁ\pplicatigl Add Mew Application

Home-Day School Nutrition Community Nutrition Summer Food
Logout
Care Program Program Program

Home Frovider Lpplication |Add Mew Application|

Day Care Home Provider Information
Mew Application

136812 - Community Coord Child Care Dane
Mew Provider Information:

Provider Numherl DWD Provider Numberl

First Mams | Last Namel

Street Address

|
|
City | County | LI Zip | Zip Flus I

License Information:

License Type I 'I Certification / License Capacity I
Effective Date of Lic/Cert. I—,‘ I_.,‘I [MM/DD YY)
Expiraticn Date I—,‘ l—.,‘l [MM/DD ]
Date of Previsit I—f I_fl [MM/ DD Y]

reparer Name and Phone No. |

I HEREBY CERTIFY that the informaticn on this application is true and correct. Reimbursement will be claimed only for
meals served to children who are enrolled and receiving child care services. I understand that infarmation on this
application is being given in connection with the receipt of federal funds and deliberate misrepresentation may subject me to
prozecution under applicable state and federal statutes. The program must be available to all eligible children regardless of age,
zex, dizability, rece, color or national.

1. To claim reimbursement for provider's own children, an approved, current Househaold Size-Income Statement must be file with
the sponsor.

2. Reimbursement may be made cnly for meals approved by DEIL.

3. Two hours between meals is recommended.

4. Provider claiming shifts meals must submit to the sponsor current meal shift schedule(s) with each month.

H BACK H SAYE




4b. Once the new provider application has been
entered the following message will appear
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WIS COoOMNMSIHN DEPARTHMERNT o F

PUBLIC INSTRUCTION

Home Provider Application

Day Care Home Provider Information
Application Message

136812 - Community Coord Child Care Dane

The new provider application has been successfully submitted for approval. If you have any question please contact

4b. To continue adding new provider applications
click © “Provider Application

yvour DPI consultant.

WISCOMSIN DEPARTMEMNT OF

PUBLIC INSTRUCTION
torme-0my [ Schoat trition [ Commanity Nutrtion [ Summer £00d [ Logout

Then click on “Add New Provider”
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Hagpe Frovider Application

Day Care Home Provider Information
Application Message

136812 - Community Coord Child Care Dane

The new provider application has been successfully submitted for approval. If you have any question please contact
your DPI consultant.

WlsCoMSIH DEPARTMERNT o F

(9% PUBLIC INSTRUCTION

Home-Day School Nutriiion Community Nutrition Summer Fc
Care Program . Program Program

Home Home-Day Care |Provider Application| Modify - Browse Application Add Mew Application
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FREQUENTLY ASKED QUESTIONS (FAQ’s) - GENERAL

1. TIME LIMIT ON ENTERING DATA - A timer starts from the moment the CNT 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 CNT site and stay on it all day without entering any information.

2. PRINTING LANDSCAPE (SIDEWAYS) IN NETSCAPE — To print a page in “Landscape” mode:

2a. Click the ‘Print’ icon at the top of the page./

B =18 x|
File Edit “ew Go Communicator Help
| 4 @ A 4 a2 W S & O @
Back Forwward Reload Home Search  Metscape Print Security Shop Stop
2b. Next, click on the “Properties” button that appears on next screen. |
| Print EHE
Printer
v
Mame: I\\HDBBES\MB_IM_HPdSI_B j Properties |
Statne- Readw
2c. Click on the ‘radio-button’ titled “Landscape”, then click “OK” button (twice)
Data will print in 117 x 8.5” format. up | Advanced |
Paper Size: I E] Letter |
Aper Source: I (3] Automatically Select j

Copy Count: = Copy

n-3z¥
Orientation

= Portrait \@ " Landscape
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..OR ...

3. PRINTING LANDSCAPE (SIDEWAYS) IN INTERNET EXPLORER — To print out a page in “Landscape” mode:
3a. Click File...Print from the Menu at the top of the page.

. File Edit “iew Favories Tooals
Do NOT use ‘Prin 1=

n at top of page for landscape printing

Mewy ]
browser. Cpen... Ctri+0
© Edit with Metscape MNavigator
SEVE Cir+=
Save As..

when using Internet Explorer a

Page Setup...
Prirt... Cir+P

Tl = I

Printer

[P S HOBEESIME (M HPAS| B \_L, Properties |

Status: Readwv .
b. Next, click on the “Properties” button that appears on next screen.

|Advanced |

Paper Si;e:l E] Letter j

3c. Click on the ‘radio-button’ titled “Landscape”, then click “OK” button (twice).

Led

Paper Source: I [Z] Automatically Select

Copy Count: |1 3: Copy

(1 - 32767

' Portrait " Landscape

Data will print in 117 x 8.5” format.

Orientafio

4. SAVING LOCATION OF WEB PAGE - This is called “bookmarking” a page. To do this, when already in the Login Page, click on the word
“Bookmarks” at left top of page, just above the screen. Your newly ‘bookmarked’ page will be added to the list under this word. To enter the
‘bookmarked’ page, just click on the title of this page to go to with mouse.

14 of 17 Pages



WDPI/Community Nutrition Team CACFP Provider Internet Application Manual, V.2.0, Rev. 10/10

PROVIDER ONLINE APPLICATION QUESTIONS & ANSWERS

1. CONTRACT DESCRIPTION - For sponsors of Day Care Homes the term ‘Contract’ refers to all new day care home provider applications,
and updates for existing (approved) day care home providers.

2. WHY SUBMIT CONTRACTS ELECTRONICALLY? — There is no need to submit any paperwork (other than Licenses, Certificates, or
Request for Transfer forms) to DPI for changes in contracts. Entering the data over the Internet ensures the data is correct and allows the agency
to check on what information is kept in their contracts at any time.

3. NEW PROVIDER, NEVER ON SYSTEM BEFORE — You may enter completely new provider data via the Internet. Paper submission of
License and/or Certification (2 pages if both) to DPI is mandatory before provider status and payments will be OK’d by the DPI consultant for
that provider. This may be provided by mail or FAX, please send as “Attention to:” your consultant so that the new contract may be processed
as soon as possible.

4. REVISED PROVIDER INFO - All changes may be made via Internet. Do NOT submit accompanying paperwork to DPI unless it involves a
NEW (or updated) License, NEW (or updated) Certificate, or a Request for Transfer form, keep this at your site. Exceptions to Licenses and
Certificates must be in writing and kept on file with the Sponsor for review and audit purposes.

5. COPY OF THIS MANUAL - You may go to the Internet DPI Main Page and click on “Provider Contract Manual” to retrieve a copy of this
Manual.

6. MANUAL UPDATES — When procedures have been changed or the manual has received major updates, you will be notified when you enter
the Internet site. At that time you may go to the DP1 Main Page and download the manual, as in #4 above.

7. WHAT TIMES MAY WE ENTER DATA? — Contract data may be entered any minute of any day, there are no restrictions (no Tuesday
restriction as on claims).

8. BOTH CERTIFIED AND LICENSED, HOW TO ENTER? — Each type of contract information must be entered separately. Even though
this information may initially be identical except for the type of license, these are two separate entities and information may change for one area
and not the other, i.e., the Contract site may cease to be licensed but still remain certified, or vice-versa. In either case the provider number will
remain the same.

9. HOW TO REACTIVATE AN OLD PROVIDER FILE? — In some cases a provider will have held both a certificate and a license, and let one
of the regulations lapse. The home sponsor then terminated the regulation that lapsed. Now the provider has re-acquired the second regulation.
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10.

11.

12.

13.

14.

15.

16.
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Contract your assigned DPI consultant, and request that the termination date be removed. The home sponsor can then access the old file,
update with new information, and resubmit to DPI for approval.

COMMENT/RESTRICTION SECTION NOT SHOWN - This type of contract information will not be stored on the DPI database, it is
kept on the paper copy only for audit purposes. Each agency must retain on file the completed Day Care Home Enrollment form (PI-
1472).

SCHEDULE A PRINTING — HOW? — You may obtain a copy of your Schedule A by requesting it from DPI via email or phone call. This
report is too intense and time-consuming to run via the Internet, in many cases your connection would “time-out” and be lost while waiting for
the data to be returned.

WHEN DOES DATA ACTUALLY REACH THE DATABASE? — All data submitted reaches the database instantly. Contract information is

stored in a temporary file until it is reviewed by the consultant for your area.

e For already approved Providers it is considered “effective” by DPI when it is submitted.

e For NEW Providers the effective (approval) date will be the date of the Previsit/Orientation or the effective date of the Provider’s
License/Certificate, whichever is later. NOTE: The consultant still has to OK the Contract information and if it is not correct, the effective
date will be when the corrections have been made. This could happen; a) if a sponsored-provider is currently enrolled with another
Sponsor; b) the Provider has been previously terminated ‘for cause’; or c) the Regulation data does not match the Enrollment data.
You will know the consultant has reviewed and OK’d the changes submitted when the status line shows “Filed” (it is in temporary
status awaiting review if the status line only shows “Open”).

TIMING OF CLAIMS FOR PAYMENT? Question: Provider claimed dinners for May. We entered dinner information for that Provider on
the Home Contract on June 3. Can Provider get paid for dinners? Answer: No. Contract information must be received and OK’d before valid
contract is assumed. Please enter Contract information first, especially if it would affect a claim. In this case, the Contract information for
Dinners may have been able to be entered in May.

TIMES FOR MEALS ARE NOT REQUIRED ON INTERNET APP, WHY? These times are kept on the paper copy only. These are not
currently kept in the DPI database and therefore aren’t submitted.

NON-EXPIRING LICENSES, WHAT DATES TO ENTER? Leave the entry fields BLANK when licenses or certifications are non-
expiring.

PREPARER NAME & PHONE FIELDS, WHY? This is for the consultant to have someone to contact who was responsible for the changes
that are submitted. There is no exact format, we will record to the database whatever information is entered here on each submission, may be a
different person for certain changes.
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17.

18.

19.

20.

21.

22,

23.

24,

COUNTY FIELD, CAN WE TYPE INSTEAD OF USING MOUSE? No. You may type the first letter of the County to get you close to the
County Name but must use the mouse to fill in this field. This field is this way because we are not storing the name but actually a County Code
which we convert the name into.

MIDDLE INITIAL OF PROVIDER, WHERE TO ENTER? Enter the middle initial (if any) in the First Name field with a space preceding
it, i.e., “James K.” or “Susan R.”.

PROVIDER PHONE NUMBER, NO PLACE TO LIST? We do not track this at DPI as our contact is with the Home Sponsor. Provider
phone numbers should be kept at the Home Sponsor agency only.

PROVIDER DATE OF BIRTH, NO PLACE TO LIST? We do not track this at DPI as our contact is with the Home Sponsor. Provider birth
dates should be kept at the Home Sponsor agency only.

DATA RETRIEVAL IS SLOW, WHY? Question: “When I retrieve data it takes a long time, why?” Data is sent out at the same rate of speed
at all times. DPI uses high-speed lines to send data, faster line-speeds than any local user would have. The slow speed of obtaining the data is
due to the speed of the local Internet Provider’s servers that the user is connected to.

SEARCH BY CRITERIA SCREEN INFO — When using the “Criteria” screen to find certain Providers and you type in a “First Name” or
“Last Name” and get no matches you may click on the “Back” icon at the top of your browser screen to immediately go back one screen and try
a new name. An option to try is to search by Provider Number if that is known (on this screen also). Searches are NOT case-sensitive, criteria

may be upper- or lower-case, same results appear either way. You can also click on “Go Back to Search == SEARCH»

CAN | TERMINATE A PROVIDER VIA THE INTERNET? — YES. If a sponsor wants to terminate a provider ‘for convenience’ the
sponsor MUST submit the provider electronic file to DPI. In the Preparer’s Name & No.” field enter the word “terminated” and the date of
termination. When the termination has been approved by the DPI, the termination date will appear on the "Review/Print Provider Information™
screen.

If a sponsor wants to terminate a provider ‘for cause’, a copy of the certified letter terminating the provider MUST be submitted to Mike Ryan.
Upon approval by DPI, follow the procedures listed in #23 to submit the provider’s electronic file to DPI, for removal from your agency’s
Schedule A. The termination date will appear on the "Review/Print Provider Information™ screen.

PRINTING DATA - DOES NOT ALL FIT ON PAGE — See “Landscape Printing
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