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New Agencies

If you do not have a six-digit agency code provided by the School Nutrition Team at DPI, and this is
your first time entering a contract for School Nutrition Programs, please follow these instructions:
1. Contact the DPI School Nutrition Team consultants (see the last page of this manual for contact
information) to obtain a temporary agency code and a temporary password.

2. Follow the instructions in the rest of this manual. Use this temporary agency code and the
temporary password to log-in.

Special notes for new agencies:

a. For Schedule A, you will need to enter all schools in your School Food
Authority (SFA), including any that do not operate the Special Milk Program but are listed
as schools in the Wisconsin School Directory.

b. If you are a private SFA, or a Residential Child Care Institution (RCCI), you will need to
complete the Federal Awards Expended screen. You will need to know the amount of
federal funding you have received under various programs. If you have nothing to
report, please enter zeroes (0) to continue.

c. If you have questions while entering your contract for the first time, please call the
School Nutrition Team at 608-267-9228 and ask for your Nutrition Program Consultant.

3. If you need to make changes to your contract between the time that you enter it and the time
that a consultant begins to approve it, you may continue to access the site using your temporary
agency code and temporary password. Once the consultant starts reviewing your contract, you
will not be able to make any changes until it is approved.

4. Once your contract is approved, you will receive an email notification with a permanent agency
code and a permanent password. At that point, you will no longer be able to use the temporary
log-in information. Using your permanent log-in information, you will be able to access the site
and view or modify your contract at any time.

Note to All Agencies

Prior to completing your online contract, we strongly encourage you to read through the
Permanent Agreement/Policy Statement for the Special Milk Program-School Agencies which can
be found at http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/smp-permanent-
agreement.pdf. Under the section titled “The School Food Authority Agrees to”, it is important to
note number 14, which states that each school needs to “Establish a local school wellness policy.”
If you don’t already have a wellness policy, please refer to our website at http://dpi.wi.gov/school-
nutrition/wellness-policy for more information. Number 15 under the same section refers to FNS
Instruction 113-1 Civil Rights Compliance and Enforcement-Nutrition Programs and Activities,
which requires annual civil rights training and completion of the compliance form.



http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/smp-permanent-agreement.pdf
http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/smp-permanent-agreement.pdf
http://dpi.wi.gov/school-nutrition/wellness-policy
http://dpi.wi.gov/school-nutrition/wellness-policy

1. Go to: http://dpi.wi.gov/nutrition

a. Click on the “Online Services” on the left navigation bar which will bring you to the Online

Services page.

Logging on to the Wisconsin Child Nutrition Programs Website

b. We suggest you bookmark this webpage for future reference.
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http://dpi.wi.gov/nutrition

2. Click on the Online Services Log-in button in the left column.

Dnline Services Log-in «:&:ﬂiﬂ Listy-im

+ Child and Adult Care
Food Program (CACFP)

+ Mational School Lunch
Program

* School Breakfast
Program

*  5School Mutrition Program
Annual Financial Report

*  Special Milk Program

*  Summer Food Service
Program

* \Wisconzin School Day
Milk Program {(W3DMP)

*  Ab-Risk/Emergency
Shelter

*  Child Mutrition Program
Report

* Fresh Fruit and
Yegetable Program (FFWVP)
*  Menu Certification

* Paid Lunch Price Report

= Verification Cellection
Report

USDA Foods
Drdering System

Click on the button to order
USDA Foods

Alds Regisher

Please make sure you have
completed your banking
information at the Aids
Banking System to receive
payments via ACH {direct
deposit) from DPI. This
includes all payments from
DPI, not just those for Food
Semvice. The only exclusion
would be payments
received for the Choice
Program.

3. This will bring you to a log-in screen where you will be able to log in using your agency code and
password, and access your agency’s information, including contract and claims.

4. Do not bookmark this log-in screen — if you wish to make a bookmark, please go back to Step 2
and bookmark at that point.
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Invalid Userid Or Password Please try with valid access information.

Submit Claims for Home Speonsor, National School Lunch Program, School
Breakfast Program, Summer Food Program, Child and Adult Care Food
Program & Revise Home Sponsor Contracts Informations.

Qdoc v
Agency Code 139999
Password
Srositonriion

5. Enter your agency code — This is your six-digit agency code/agreement 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",

6. Type in your agency specific password. (This is the password assigned by DPI for claiming
reimbursement and for contract purposes. If you have forgotten this password, please see
page 18.)



7. Click the “Submit” button.
The “Reset” button will clear all data entered in fields.

8. Atimer starts from the moment you enter the contract and claims site. If no activity occurs for 30
minutes, you will receive an error message and need to return to the main “Log-in” screen. Any
activity on a page (such as going from one screen to another or moving to another entry field on
the same page) will reset the 30-minute timer.

How to Navigate the System
The Blue Menu Bar

Sample Screen 4 — List of Programs
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Home- School Community Summer Special Other
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Care Program Program Program Program
— -
| | Home-Day School Nutrition Cemmunity Nutrition Summer Food Special Milk Cther
|Home s at Legout
| | Care Program Program Program Program Services

Once you are logged in, the following menu of options will appear at the top of the screen.
Home Day Care: This is for Home Day Care providers only.

School Nutrition Program: This is for school agencies participating in the National School
Lunch Program (NSLP) and additional child nutrition programs.

Community Nutrition Program: This is for agencies participating in the Child and Adult Care
Food Program (CACFP).

Summer Food Program: This is for sites participating in the Summer Food Service Program
(SFSP).

Special Milk Program: This is for agencies (school or non-school) participating in the Special
Milk Program (SMP).

Logout: This is where you can click, on any page on the website, to logout of your contract
account. When you logout, you will need to re-enter your agency code and
password to re-enter the FNS web site.

1. Click the button on the blue bar titled “Special Milk Program” (see Sample Screen 4, above). This
will change the yellow menu options. Notice that the blue “Special Milk Program” button is now

highlighted white (see Sample Screen 5, next page).

Sample Screen 5 — Special Milk Program

€ ruiiic inscrion

Home- School Commun ity Summer Special Other
Day Nutrition Nutrition Food Milk Services Logout
Care Programs Program Program Program

Home | Special Milk Program| Claim Reimbursement Contract




The Yellow Menu Bar
On this screen (see Sample Screen 5, above), you can see the following menu options:

Claim Reimbursement - Use to enter Special Milk Program reimbursement claims, revise unpaid claims
and review paid claims for all programs from this link. (Instructions for claims are in the SMP Claim
Manual found at http://dpi.wi.gov/sites/default/files/imce/school-nutrition/doc/smp-claim-manual.doc.

Contract - Use to access the school contract information to view, update and submit contract

changes.

1. Click on “Contract” on the right of the yellow menu options (see Sample Screen 6, below). This will

again change the yellow menu options.

Sample Screen 6 — Submit Contract
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2. Notice that the yellow “Contract” button is now highlighted in a lighter color to show that this is the

page you are viewing (see Sample Screen 7, below).

Sample Screen 7 — Submit Contract
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Home Zpecial Milk Program |Contradg| Submit Contract w Approved Contract
Tem——

This contract is for agencies that participate ONLY in the Special Milk Program.

National School Lunch Program participants:
Do not use this contract to update pour Special Millk Program. You can update pour SME #hrough
your existing NSLP condract. This contract is for agencies that OWNLY participate in the SMP.

CACFP / SFSP participants:
Please contact pour consultant regarding eligibility betfore proceeding.

3. Click on “Submit Contract” in the yellow menu options. This takes you to the school year 2016-2017
Application/Contract. You may notice that the yellow menu options list out all the options you’ve
clicked on so far (See Sample Screen 7 on the previous page). Clicking on “Submit Contract” will bring
you to the first screen where you enter information for your contract. Clicking on “View Approved
Contract” does not allow you to submit an Application/Contract. You will only be able to view and

print the contract.


http://dpi.wi.gov/sites/default/files/imce/school-nutrition/doc/smp-claim-manual.doc

Entering the Special Milk Program Contract Area

To print your contract, you will need to print each screen, either as you go through and enter the
information, or by logging in again and going through and printing each screen.

Contract Preparer/Enterer

You will need to fill out this information each time you enter the contract to help DPI track changes
made to the contract. An email address for the Contract Preparer is required (see Sample Screen 8).

Note: When entering phone number, phone extensions, do not enter any symbols (such as -, () or /)
or spaces in the field. Enter numerals only. If there is no phone extension, leave the field blank.

Sample Screen 8 — Contract Enterer Information

Gontract Enterer Information

139999 - Test Agency

[Contract Preparer/Enterer Information]

Please fill in all requested information. It will be used to contact the agency for any
questions regarding the submitted Application,

First Mame Last Mame

Phone Murmber Extension

Ernail

Hcom:mz

When you have finished entering the information, click the “Continue” button at the bottom of page.

If your agency participates in the National School Lunch Program (NSLP), you will need to exit this
contract, and complete your Special Milk Program (SMP) contract as part of your NSLP contract.




General Information
Note: All fields must be completed.

Sample Screen 9 — General Information

Special Milk Program 2016-2017 Application
General Information

139999 - Test Agency
To apply for participation in the Special Milk Program complete the application along with school/site(s) information and submit it to

DPI. Collection of this information is & requirement of the SMP.
(Do not enter dashes in phone /fax numbers)

General Information

Agency Name |Test Agency | Federal Employer Identfication Number 000000000
Congressional District CESA No_| 0z V‘ County | Milwaukee V| Type of SFA/Sponsoring Agency

Sponsoring Agency Description

() Child Care Institution O Nonprofit Summer Camp for Children
() out-Side-Schools-Hours Care Center ) Homeless Feeding Site
® school Agencies O other
Agency Street Address
Street Address | 123 Main Street |
City [Madison | zip[12345

Mailing Address (Enter even if it is the same as the street address listed above)

Street/P.0. Bo¥[123 Main Street |

City [Madison | zip[12345

Part 1: General Information
(See Sample Screen 9 above)

1.

Agency Name: This is the name of the agency that is contracting with DPI. If you have multiple
locations (sites), this will be the name of the organization that runs all of the different sites.

Federal Employer Identification Number (FEIN): Enter the agency’s Federal Employee
Identification Number.

Congressional District: If you do not know the Congressional District information for your school,
click on the link: www.legis.state.wi.us. Then click on “Who are my Legislators?” to find the
district number.

CESA No: If you do not know what CESA you are in, please look on the map available
http://k12wisconsin.maps.arcgis.com/apps/webappviewer/index.htm|?id=bbd737ea6e2d414b93
d071672d1809e7.

County: Select the county your agency resides in.
Type of SFA/Sponsoring Agency: Please select whether your agency is public or private.
Sponsoring Agency Description: Select School Agencies.

Agency Street Address: For Agency Street Address, enter the street address for the agency, not a
PO Box.

Mailing Address: Enter the mailing address to be used for DPI mailings. You must enter this, even
if it is the same as the agency address. You may use a P.O. Box in this field.


http://www.legis.state.wi.us/
http://k12wisconsin.maps.arcgis.com/apps/webappviewer/index.html?id=bbd737ea6e2d414b93d071672d1809e7
http://k12wisconsin.maps.arcgis.com/apps/webappviewer/index.html?id=bbd737ea6e2d414b93d071672d1809e7

Sample Screen 9.1 — Agency Contacts Information

Agency Contacts Information

Authorized Representative

Title | Business Manager El
First Marne Laszt Mare ||
Phane Nurmber 4142222221 Fax Murnber |4143323333

Email Addrezs  fest@testagency. com

Monthly Claim Preparer

Title | Manager/Boakkeepar E‘

First Marne Last Mame
Phane Number 412222222

Email Addrezz  festl@testagency. comn

Part 2: Agency Contacts Information
(See Sample Screen 9.1 above)
1. Authorized Representative: The authorized representative of your agency is the person who is
authorized to make this contract with DPI. This person must list an email address.

2. Monthly Claim Preparer: Please list the person who enters the monthly Special Milk
Program claims for reimbursement.

Sample Screen 9.2 — General Information

Milk Plan Information

Type of Plan

Milk: iz not seld to children, but is provided without charge or included in tuition or boarding fees or paid by

Monpricing Plan ™" .
P 9 private donation or endowment

Milk is sold to children under a separate established charge and maximum use is made of program

Pricing Plan . ; h : . : b
a reimbursements to reduce to the extent possible, the price per half pint which children pay for milk.

Check One: Agency's option regarding milk for needy students. (The provision of milk free to children
eligible for free millk is not & requirement under a pricing plan, it is a local option.)

Milk available under the Special Milk Program will not be provided free to children eligible for free
milk, all children will be charged the same price and in accordance with the appropriate Policy
Statement.

Milk available under the Special Milk Program will be provided free to children eligible for free milk
in accordance with the appropriate Policy Statement, and children not eligible for free milk will pay
the established price

MNone

Hcomnm:




Part 3: Milk Plan Information
(See Sample Screen 9.2 on previous page)
1. This section is where you will select which pricing plan your agency will use.
a. Non-Pricing Plan: Select this plan if you do not charge students for milk (either milk is
provided for free or it is included in tuition).

b. Pricing Plan: Select this option if you charge students for milk. If you select this option,
you will then need to select an option regarding free milk to eligible students.

i. Pricing Plan: Milk available under the Special Milk Program will not be provided
free to children eligible for free milk; all children will be charged the same price
on the Policy Statement. Chose this option if you will not be providing free
milk to eligible children.

ii. Pricing Plan with Free Milk Option: If you will be providing free milk to eligible
children (which requires the collection and determination of applications),
select the option Milk available under the Special Milk Program will be
provided free to children eligible for free milk in accordance with the Policy
Statement, and children not eligible for free milk will pay the established price.

2. When you have entered information in all the fields, click the “Continue” button. If any
information is missing, you will be returned to the page with a “Validation Error” — the error

will list what information is missing. (See Sample Screen 10, below).

Sample Screen 10 — Validation Error

Home- School Community Summer Special Oth
—— | pay Nutrition Nutrition Food Milk = er Logout -
Care Program Program Program Program ERMICes

Home Submit Contract

‘Validation Error:- You must correct the following error(s) before proceeding:

* Monthly Claim Preparer First Name is required.
+ Monthly Claim Preparer Last Mame is required.

Special Milk Program 2015-2016 Application
General Information

139999 - Test Agency
To apply for participation in the Special Millke Program complete the application along with school/site(s) information and submit it to

DFI. Collection of this information is a requirement of the SMP.,
(Do not enter dashes in phone/fax numbers)

10



Policy Statement

Note: This screen has four (4) sections. If you do not offer free milk to eligible students, only fill out
Section 1. If you do offer free milk to eligible students, you will need to fill out Sections 2, 3 and 4.

Part 1: Milk Accountability Statement
Please skip this section and proceed to page 12 of this manual if you offer free milk to eligible students
(participate in the Pricing Plan with Free Milk Option).

In the applicable box, please describe the procedures your agency uses to count the number of milks
served each day, and to maintain records of the number of milks served. This count must be taken at
the point of service. If your agency only operates at one of the listed grade levels, you can leave the
others blank.

If you have a Non-Pricing Plan or a Pricing Plan (with no free milk), complete section 1, then scroll

to the bottom of the screen and click “Continue”. Please skip to page 14 in this manual, section
Schedule A — Participating Sites, to continue with the instructions.

Sample Screen 11 For schools with a Non-Pricing Plan or Pricing Plan (with no free milk)

Special Milk Program 2015-2016 Application
Policy Statement

139999 - Test Agency

Milk Accountabhility System
For agencies who selected EITHER "Non-Pricing Plan™ or "Pricing Plan™ with NO free millc option {all students pay the same fes).
If you offer free mill to eligible students, please skip this section.

TO ENSURE AN ACCURATE DAILY COUNT of all milk served in the Special Milk Program, the following record keeping methods
and procedures will be used to obtain the number of half-pints of milk served to students as reported an the maonthly
reimbursement claims. Records based on enrollment or attendance are not acceptable.

Describe fully the procedures used to obtain a daily point of service milk count and to maintain such records at each school.
Please note where the point of service is located, who is responsible for obtaining counts at the point of service, how counts are
processed for the claim for reimbursement and how money is collected (if applicable).

In Elementary Schools:

In Junior High and Middle School:

In Senior High School:

11



Part 2: Money Collection and Ticket Issuing Procedures
(See Sample Screen 11.1 below)

For each grade level, please describe how the agency protects the identity of children eligible for free
milk, and the procedures for students to pay for their milk without overtly identifying students who are

eligible for free milk. If your agency only operates at one of the listed grade levels, you can leave the
others blank.

Sample Screen 11.1 — For schools operating the Pricing Plan with Free Milk Option

Money Collection and Ticket Issuing Procedures
For agencies who selected "Pricing Plan™ and offer free milk to eligible students. If you do not charge students for milk or do
not offer free milk to eligible students, please skip this section.

TO PROTECT THE IDENTITY of the children receiving free milk as determined under the established eligibility guidelines, the
following methods and procedures for collecting money from the paying children will be implemented by the school authorities in
all schools participating under the School Food Authority's jurisdiction. Also noted is the method whereby students will receive
their millk each school day without overtly identifying the free milk recipients. Describe fully the money collection/ticket issuing
procedures that will be implemented. Please note who collects the money, how money is collected and who has access to Free and
Reduced price information.

In Elementary Schools:

In Junior High and Middle School:

In Senior High School:

Part 3: Milk Accountability Procedures
(See Sample Screen 11.2 below)

For each grade level, please describe the procedures your agency uses to count the number of milks
served each day, to maintain records of these counts, and for recording the number of milks served both
to students paying full price and students receiving free milk. The count must be taken at point of service
and cannot overtly identify children who receive free milk.

Sample Screen 11.2 — For schools offering free milk to eligible children

Milk Accountability Procedures
For agencies who selected "Pricing Plan” and offer free milk to efigible students. If you do not charge students for milk or do
not offer free milk to eligible students, please skip this section.

TO ENSURE AN ACCURATE DAILY COUNT of all milk actually served in the Special Milkk Frogram, the following recordkeeping
methods and procedures will be used to substantiate the number of half-pints of milk served to students paying or receiving milk
free each day. (Counts obtained from ticket sales or a free mille count based on the number of approved needy applications are
not acceptable methods for obtaining actual milk consumption records for reimbursement claims.)

Describe fully the procedures used to obtain and maintain an accurate daily point of service count of milk served to students
paying the full price and those receiving free milk. Please note where the point of service is located, who is responsible for
obtaining the counts at the point of service, how counts are processed for the claim for reimbursement, and how money is
collected (if applicable).

In Elementary Schools:

In Junior High and Middle School:

In Senior High School:

12



Part 4: Officials (only for Pricing Plans with Free Milk Option)

(See Sample Screen 11.3 below)

1. Hearing Official may be called upon to hear possible complaints or appeals on application
determination or possible discrimination in the operations of the program. The Hearing
Official should not be a subordinate of the person serving as the Determining Official. The
Hearing Official may not be the same person as the Determining Official.

2. Determining Official reviews the initial free/reduced price meals applications, determines if the
students are eligible for free or reduced price meals, and notifies the household of the

determination.

Sample Screen 11.3 — For schools offering free milk to eligible children

Thiz =ection iz required for schools that zelect the "Pricing Flan” option and offer free milk to eligible students. If you do not charge
ctudents for milk or do not offer free milk to eligible students, you do not need to fill out this section

Hearing Official Name - Not involved in original determination
or verification

Title | Mane ~
First Name

Last Name

Address

City Zip

Determining Official Mame - Individual(s) determining eligibility
Title | Mone ~
First Name

Last Name

— .

Hcomrm:

Once you have updated all of your agency’s information, click the “Continue” button.

13



Schedule A - Participating Sites

1. You will need to enter details about each site in the agency that participates in the
Special Milk Program.

2. When you first enter your contract, Schedule A will look like this:

Sample Screen 12— Schedule A for new contract

S5chedule A - Participating Site(5)
139999 - Test Agency
List each schoolfsite participating in the Special Milk Program covered by this application. Seled the site by clicking on the

zite nurnber and provide/update site cantract information, Follaw the same process for all site(s) your Agency wants to
bring on the program, To 'Add' a new site to the contract, click the 'Mew Record' buttorn and follow the instructions.

|| site No. || site Name ||:||:||
el CONTINUE

| [Gerneral Information] [Policy Staterment ] |

3. Select “New Record” to enter your first site. If this is your first time entering your contract
online, none of the data fields will be filled. If you are returning to edit your contract, the
information you had previously entered will be saved.

Sample Screen 13 — Site Application

Special Milk Program 2015-2016 Application
Schedule (A) - Add Site Application

139999 - Test Agency
General Information: Enter numbers like Zip, Fhone without hypen or dashes.

Site Mame The Main Schoaol Phone 4142222222
Street Address 123 Main Street City Milwaukee State Wisconsin r Zip
12222

Site Program Start Date 09/ 08 [ 2015 [MM/DD/YYYY]

Site Program End Date 06 [/ 10 J2016 [MM/DD/YYYY]

Grades/Serving Estimate Information:
(Provide information based on your type of agency. If you are school you do not provide information in column 2. and vice versa.)

2. Estimated MNo. to be Served Per Day (Only applicable to

1. Grades in Building {(Only Applicable to School) OR Nonschool Sponsors)
From: Kindergarten - Children Under 19 Served Per Day
To: Fifth Grade - Adults Served Per Day

Check all USDA Program in which this site participates:

[ national School Lunch Pragram
[T child and Adult Care Food Program

[[] summer Food Service Program

[7] School Breakfast Program

14



General Information: Enter the information for this particular site of your agency. Enter the start
and end dates for the program for this site. You will enter each site separately.

Grades/Serving Estimate Information: In Column 1, select the grade levels in this site
location. Leave Column 2 blank.

6. Other USDA programs: Select any other programs that this site participates in.

If your agency participates in the National School Lunch Program (NSLP), you will need to exit this
contract, and complete your Special Milk Program (SMP) contract as part of your NSLP contract.

7. Once you have finished filling in the information on this page, click the “Save” button. This will
return you to Schedule A, where you will now see a list of the sites you entered:

Sample Screen 14 — Schedule A, with site list

Special Milk Program 2015-2016 Application
Schedule A - Participating Site(s)

139999 - Test Agency

List each school/site participating in the Special Milk Program covered by this application. Select the site by clicking on the site
number and provide/update =ite contract information. Follow the same process for all site(s) your Agency wants to bring into the
program. To 'Add' @ new site to the contract, click the 'New Record' button and follow the instructions.

Site No. Site Name

24260 The Main School | MEW

e —
__|rECor H CONTIMUE

[General Information] [Policy Statement ]

8. Additional Sites: If your agency has more than one site, you will need to repeat this process for
each site.

9. Deleting a Site: If you need to delete a site (for example, if one site has closed), click on the
name of the site to access it, and then click the “Delete” button at the bottom of the page.

10. When you have entered all of your sites, click the “Continue” button at the bottom of
Schedule A. This will bring you to Certification.
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Certification

At the Certification, you are asked to agree that the information in your contract is truthful and in
compliance with federal regulations, as stated in the permanent agreement, found both on the
Certification page and at http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/smp-
permanent-agreement.pdf.

Sample Screen 15 — Certification

Special Milk Program 2015-2016 Application
Contract and Agreement Certification

139999 - Test Agency

For Non-School Agency

Click Here to View Permanent Agreement Llick Here to View Permanent Agreement

CERTIFICATION

1 certify that the information within this application is true and correct to the best of my
* lknowledge and that the applicant herein named is in compliance with the audit requirement
stated in 7 CFR Part 3052.

I understand that this information is being given in connection with the receipt of federal
* funds and that deliberate misrepresentation or withhalding of information may subject me to
prosecution under applicable State and Federal criminal statues.

* [ agree to abide by the terms and conditions of the Contract and Permanent Agreement

b1 agree to Certification

[General Information] [Policy Statement ] [Site(s) Listing]

If you agree, you will need to check the box that says “l agree to Certification”, and then you are
ready to submit your contract by clicking on “Submit”.


http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/smp-permanent-agreement.pdf
http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/smp-permanent-agreement.pdf

Confirmation

Once you have clicked “Submit,” you will receive a Confirmation screen that will look like this:

Sample Screen 16— Confirmation P
Home- School Community Summer Special oth
Day Mutrition Mutrition Food Milk Sersirces Logout -
Care Program Program Program Program

N—

Special Milk Program 2015-2016 Application
Contract Application Submitted

Heme Submit Contract

139999 - Test Agency

CONTRACT SUCCESSFULLY SUBMITTED TO DPI
ON

Apr 30, 2015

Your agency's contract infarmation has been successfully submitted to the Department of
Public Instruction (DPI) and is now LOCKED for review by an assigned consultant. Contract
changes will become effective after they have been reviewed and approved by the DPIL

consultant. If needed, the consultant will contact your agency to resolve issues with your
contract prior to approval.

You may modify any information submitted to the DPI before the contract is reviewed by DPI

Consultant. However, once the contract is under review, vou will receive a message that the
contract is locked.

Click Home page button to go back to home page or click logout at top right corner to

exit application completely.

1. You may wish to print this for your records.

2. Click “Home” to return to the Menu for further modifications.
3. Click on the blue “Logout” button at the top right to exit the FNS system.
At any point (until DPI begins approving your contract), you may log in and make changes to your

contract. Once your contract is approved, you may also make changes at any point. Make sure

you follow the contract through until the end and submit it to DPI; otherwise changes will not
be saved.
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Troubleshooting
1. If you forget your password: Contact: Jacque Jordee at 608-267-9134 or
jacqueline.jordee @dpi.wi.gov.

2. To change your password: Contact: Jacque Jordee at 608-267-9134 or jacqueline.jordee @dpi.wi.gov.
Changing this password will change the password for all related child nutrition applications including
claims for reimbursement, contract access, etc. If you change your agency’s password, you will need to
notify other staff in your agency who need to use those functions of the new password.

3. To return to a prior page/screen, click on one of the links at the bottom of the screen. The name of
the link will tell you what screen you will go to. These links are in a horizontal row at the bottom of the
screen and are a different color than the regular printing on the entry pages. If you click on the “Back”
icon at the top of the screen, your data will not be saved from the screen you are currently on.

4. To print your contract, you will need to print each screen, either as you go through and enter the
information, or by logging in again and going through and printing each screen. Remember to print the
Schedule A information for each site.

5. Exiting the program: To exit the contract system, click the “Logout” button. This button is part of the
blue bar at the top of the screen, on the far right.

6. Prior to contacting DPI with questions related to entering data on your contract, please be prepared
to answer the following questions:

a. What is your agency code?
What information are you trying to enter? (Example: “School Contract”)

C. What screen are you viewing? (Example: “1st entry screen”, “Schedule A”, “School specific
information”)

d.  What page/s in this manual are you referring to? Page numbers are listed at the bottom-right
of each manual page.

e. Be sure you have the manual with you when you call, so that you can note the answer to your

question in the manual for future reference.

7. Making changes to your contract: You can access and update your contract online at any time.
Remember to click the “Continue” or “Save” button at the bottom of each screen, and to submit the
contract at the end of the process to make sure your updates will be sent to the School Nutrition Team
for approval.

8. Contacting the School Nutrition Team: If you have questions concerning the SMP contract or
regulations, please contact either of the Nutrition
Program Consultants listed below.

Allison Pfaff, RDN, CD, Nutrition Program Consultant
Phone: 608-267-1066 Email: allison.pfaff @dpi.wi.gov

Gina Kulka, SNS, Nutrition Program Consultant
Phone: 608-266-5770 Email: gina.kulka@dpi.wi.gov

Department of Public Instruction
School Nutrition Team

125 S. Webster Street

Madison, WI 53707
608-267-9228 (phone)
608-267-0363 (fax)
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