Instructions for Completing the FNS-10 Report

1. Go to http://dpi.wi.gov/nutrition (see screen shots below). Click on the Online Services button,
which will bring you to the Online Services page.

Wisconsin Child Nutrition Programs
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RIS AN Welcome to the Wisconsin Department of Public Instruction Community Nutrition, School Nutrition, and
Team Nutrition Home Page. Staff members provide nutrition information and program guidance to
sponsors of the National School Lunch Program, School Breakfast Program, Child and Adult Care
Food Program, Summer Food Service Program, Special Milk Program, USDA Foods Program among
others. The Teams are also responsible for a variety of nutrition education initiatives that involve
Wisconsin Child Nutrition collaboration with other state agencies, UW-Extension, and regional and statewide child nutrition
Programs advocacy groups.
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2. On the Online Services page http://dpi.wi.gov/nutrition/online-services. Click on Online
Services Log-in in the first column which has FNS-10 Report in the list below it.
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3. This will bring you to a log-in screen where you will be able to log in using your agency code and
password.
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Welcome to Wisconsin Child Nutrition Programs On-line Services
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Breakfast Prcgram, Summer Food Program, Child and Adult Care Food
Program, Special Milk Program & Revise Pregrams Contracts Informations.
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4. Enter your agency code — This is your six-digit agency code/number.
a) Do not use hyphens — use only the numerals in the agency code.
b) Do not enter leading zeroes: For example, if your agency code is “012345”, only enter
“12345”.
c) Type in your agency-specific password; this is the password assigned to you by DPI for
ordering USDA Foods, claiming reimbursement, and for contract purposes. If you have
forgotten this password, please contact Jacqueline Jordee at 608-267-9134 or

Jacqueline.jordee@dpi.wi.orqg.

5. Select School Nutrition Program from the menu bar.
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6. Select State Programs’ Annual Claim & Reporting.
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7. Select FNS-10 from the menu bar.
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8. Select Enter Report from the menu bar.
WISCONSI N DEPARTHMENT O

School Community Summer Special
Nutrition Nutrition Food Milk
Programs Program Program Program

Other

Services Slneld

Home State Programs’ Annual Claim & Reporting |FN510 Repor{ odify Report View-Print Report

9. Enter your enrollment, the number of free, and reduced students enrolled at your district.
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Federal October Data (FNS-10 Report)
[Submit - Federal Year 2015]

The FNS-10 collects enrollment, students approved for free lunches and students approved for
reduced price lunches for the LAST DAY of operation in October. Whereas, The National School Lunch
Program (NSLP) claim form collects the highest total numbers during the month for enrollment and
children approved for free and reduced price meals. If you have any questions please contact DPI
Financial Specialist at 608-267-9134. USDA requires submission of data specifically for the month of
October in the current calendar year, before your October claim can be entered online.

[The following must be reported as of the last day of operation in October.]

Total Number of Students Enrolled in NSLP: [:]

Total Students approved for Free Lunches: l:l
Total Students approved for Reduced Price Lunches: :]

[CERTIFICATION]

[[] 1 HEREBY CERTIFY to the best of my knowledge that this information is true, correct, and in
accordance with the terms of existing agreement, that records are available to support this

information.
& somit |
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For Special Provision Reporting

For Community Eligibility Provision (CEP), The FREE percentage used to claim meals (ISP
X 1.6) in the LEA/School should be applied to the current October enrollment number to
estimate the number of children approved for FREE lunches. CEP LEAs do not report
REDUCED PRICE data. Enter “0” for reduced price.

Mixed districts will have reduced price numbers to report from the NON-CEP sites only.
If reporting numbers for Provision 2 - BASE YEAR, school data are reported for October just
as they are during standard meal counting and claiming procedures.

If reporting numbers for Provision 2 - NON-BASE YEAR, the FREE percentage used to
claim meals in an LEA/school should be applied to the current October enrollment number to
estimate the number of children approved for FREE lunches. In addition, the REDUCED
percentage used to claim meals in the LEA/School should be applied to the current October
enrollment number to estimate the number of children approved for REDUCED PRICE
lunches.

10. Click Submit to submit your report.

11. Click Logout to exit the Internet page.
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