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1 Using the 
Reviews Module 

This section includes 

� School Food Authority (SFA) processes. 
  

Section 1:  Guide to Using the Reviews Module 
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 School Food Authority (SFA) Processes 
 
 
 
 

� Review details on General Info tab (Reviews module) 
� Complete Site Selection Worksheet 

 
 
 
 
 

� Complete initial response to form/tool questions 
� Respond to questions flagged for Corrective Action Plan 
� Resubmit a response 

 
 
 
 
 

� View and/or print notifications (letters) from DPI 
� Send / receive correspondence (messages) with DPI 
� Review and/or print the Administrative Review Report 

 
 
 
 
 
 
 
 

�  End of Section  � 
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Preparation 

Administration 

Communication 



 

 

2 Preparation 
This section includes 

� Finding Review details. 
� Completing the Site Selection Worksheet. 

  

Section 2:  Preparation 
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 Before a Review Starts 
Before a Review starts, the Reviews tab only shows past Reviews, if any. 

 
 
 

 
 

After DPI starts a Review, the Review is listed on the Reviews page. The Review Type is a link to view 
Review details. 
 
 
 
 
 
 

 
To display Review details 

1. Expand the Administration menu and click Reviews. 
2. Click the Review Type link. 
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 General Info 
An Administrative Review starts when DPI selects your SFA for review 
and sends the Confirmation Letter detailing review requirements.  

Clicking the Reviews tab in SNACS displays a set of tabbed 
information. The first tab, General Info, provides general Review information, such as the type of 
review being conducted and the Lead Reviewer’s name. Details about the Review are shown on the 
Review Details page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Initially five tabs are provided for an Administrative Review.  
 
 
 
 
 
  

Current “To-Be-Done” tasks 
are always listed here 

SFA’s DPI contact  

Review Event Dates 

Each task listing is a link to 
help you get started quickly 
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 Site Selection Worksheet 
After receiving notification (Notification Confirmation) from 
DPI that your SFA has been selected for an Administrative 
Review, you will see a task titled “Complete your Site 
Selection Worksheet” on the General Info tab. 

� Note: SFAs with only one Site do not need to complete a Site Selection Worksheet. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Site Selection Worksheet lists all schools in your SFA and identifies the school type (elementary, 
secondary, or combination). You will enter the following data for each school   

� Number of serving days 
� Number of students eligible for free meals in NSLP 
� Number of free meals claimed for one month in NSLP 
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Completing the Site Selection Worksheet 
Completing the Site Selection Worksheet requires entry of reimbursement claim data for the previous 
October. 

� Click  to save entered data; no data is sent to DPI. 

� Click  to send entered data to DPI; the button is available only when all data has 
been entered and the Certification check box has been selected. 

After clicking , the button is unavailable. If an error has been made or all information has 
not been entered, you must contact DPI to have corrections made. 

To complete the Site Selection Worksheet  
1. Either click the Complete your Site Selection Worksheet link on the General Info tab or 

click the Site Selection Worksheet tab. 
2. Enter the following for each listed Site. 

a. Enter Number of Serving Days. 
b. Enter Number of Free Eligible. 
c. Enter Number of Free Lunches Claimed. 

3. Select the Certification checkbox. 

4. Click . 

5. Click . 
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�  End of Section  � 



 

 

3 Administration 
This section includes 

� Responding to Questions. 
� Resubmitting responses to Questions. 
� Responding to a request for a Corrective Action Plan. 
� Responding to a rejected Corrective Action Plan. 
� Viewing a canceled request for a Corrective Action Plan. 

  

Section 3:  Administration 
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 Questions 
After the Site Selection Worksheet is completed, the next step of 
the Review process includes responding to questions on the 
various USDA forms. Questions are shown on the Questionnaire 
tab. 

The Questionnaire tab appears when DPI “checks out” the forms for you to complete. Below is an 
example of what you might see. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You may see all Questions from all Administrative Review forms listed on the Questionnaire tab or 
you may see selected Questions. “Not Submitted” is the initial status for all Questions. 
  

Number on tab indicates number of 
questions to be answered 

Question 105 is not included 
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Making a First Response to a Question 
Each Question is presented as it appears on the USDA form. Expanding the Question displays the 
complete Question text and response fields. 

To respond to a question 
1. Click Expand ( ) in a question listing. 
2. Enter a response.  
3. Click Save or Save & Submit.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

3 

2 
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Saved vs. Saved & Submitted Response 
If you choose to Save your response, “Not Submitted” continues to appear in Status in the question 
listing. A save success message appears. 
DPI also sees “Not Submitted.” However, your saved response is visible to DPI if they choose to 
expand the question.  
 
 
 
 
 
 
 
 
 
 
 
 
You are able to continue updating your Question response as long as you use Save to update your 
response. When you choose to Save & Submit your response, the question status changes to 
“Submitted”. The username who submitted the response is shown along with the submission date and 
time. 
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Saving vs. Submitting 
When a response to a question is saved 

� Message states that the question has been updated successfully 
� Status = Not Submitted; shown in the question listing and in the question body 
� Links to Save, Save & Submit, or Cancel are provided 
� Question response can be changed as often as needed until submitted 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When a response to a question is saved & submitted 

� Message states that the question has been updated successfully 
� Status = Submitted; shown in the question listing and in the question body 
� Links to Save, Save & Submit, or Cancel are not provided. 
� Question response cannot be changed. 
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Resubmitting a Response 
You may receive a request from DPI to resubmit your response with updated or additional 
information. The question / response is available for resubmission when the Status has been returned 
to “Not Submitted”. The process remains the same as the first submission.  

To update and resubmit a response 
1. Click Expand ( ) in a question listing with a status of “Not Submitted”. 
2. Make updates to the response as needed. 

3. Click Save & Submit.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

1 

3 

2 
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 Corrective Action 
When DPI reviews responses to Questions, they may choose to 
flag the Question for a request for a Corrective Action Plan 
(CAP) and set a Due Date for submitting the response. 

To respond to a Corrective Action Plan request 
1. Click the Complete your Corrective Action link on the General Info tab. 
2. Expand a Question listed for Corrective Action. 
3. Enter text describing the steps your SFA will take to correct the flagged error. 

4. Click  or . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

2 



Chapter 3:  Administration SFA Reviews & Appeals 

Page 22 Wisconsin Department of Public Instruction 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

3 

4 



SFA Reviews & Appeals Chapter 3:  Administration 

Wisconsin Department of Public Instruction Page 23 

Clicking  leaves the Question / Response status as “Flagged” but allows you to make 
additional changes if you need to collect more information before submitting the plan. 
 
 
 
 
 
 
 
 
 

Clicking  completes your part of the response process and changes the Question / 
Response status to “CAP Submitted”. A success message appears above the Review Details page. No 
further changes can be made after submission of your plan. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Question status changed 
to “CAP Submitted” 
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Accepted Plan View 
When your CAP is accepted by DPI, the Question status changes to show “CAP Accepted” on the 
Corrective Action tab. Expanding the Question shows  in Current Status. 

To expand a question listed on the Corrective Action tab 
� Click Expand ( ). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 
  

Question status changed 
to “CAP Accepted” 
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Responding to a Rejected Corrective Action Plan  
DPI may choose to reject your CAP in which case “CAP Rejected” is shown on the Corrective Action 
tab. Expanding the Question shows  in current status. 
You are able to respond to the rejection with an updated or new CAP. 

To respond to a rejected Corrective Action Plan 
1. Click the Corrective Action tab and expand a Question with a status of “CAP Rejected”. 
2. Enter an updated CAP or a new CAP. 

3. Click  or . 

Clicking  leaves the Question status as “CAP Submitted” and allows you to make additional 
changes later.  

Clicking  completes the response process and changes the Question status to “CAP 
Rejected.”  
An update success message appears above the Review Details page. 

 

 

 

 

 

 

 

 

 

 
  

1 

Continue to next page 
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Viewing a Cancelled Corrective Action Request 
During the period that a Question has been flagged for corrective action, DPI may choose to cancel 
the corrective action. The Question displays “CAP Removed” on the Corrective Action tab. In this 
case, no response is required from the SFA.  
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�  End of Section  � 
 



 

 

4 Communications 
This section includes 

� Viewing and printing notifications. 
� Receiving and sending messages with DPI. 
� Administrative Review Report contents. 

  

Section 4:  Communications 
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 SFA Review Notifications 
Notifications include letters sent from DPI in reference to 
Administrative Review activities. The first piece of notification 
sent by DPI is the Confirmation Letter. This letter can be viewed 
and / or printed from the Notifications tab on the Review 
Details page. 

Printing Review Notification 
All notifications from DPI are shown in the Notifications list with both View and Print functions 
available. 

To view and / or print a notification 
1. Click the Notifications tab. 
2. Click View ( ) in the Confirmation Letter listing. 

3. Click  on the letter viewer toolbar. 
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 Correspondence 
DPI can send messages to the SFA regarding Review activities. 
This is performed through the Correspondence tab which 
appears the first time DPI sends the SFA a message. The number 
of sent messages is shown in parentheses on the tab. 

All previous correspondence is retained and shown on the Correspondence tab in the Previous 
Correspondence group with the most current communication shown first. Correspondence with DPI 
can be received / sent as often as needed until the Review is finalized. 

Receiving and Sending Correspondence with DPI 
To send or return correspondence to DPI 

1. Click the Correspondence tab. 
2. Enter message text in New Correspondence – Message 

3. Click .  
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3 
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 Documents  
Supporting documentation can be added to an SFA Review through 
the Documents tab. Supporting documentation can include any 
document, such as images, court documents, official letters, etc., that 
is relevant to the SFA’s review.  

A document is identified by Type—either General or Form. 

Adding a Document 
To add a document 

1. On the Documents tab, select the Type of document; if Form or Form-Question is selected, 

select the corresponding Form and enter a Question number, if needed; click . 

2. Click . 

3. Click . 

4. Click  

5. Click . 

6. Click . 

7. Enter a name for the document file and click . 
8. Click Insert. 

  

1 

Continue to next page 
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Updating a Document 
To update a document 

1. Click Edit ( ) in a document listing on the Documents tab.  

2. Upload a new file, update the file name and click . 
3. Click Update. 
 
 
 
 
 
 
 
 
 
 
 
 

  

1 

2 

Continue to next page 
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Deleting a Document 
To delete a document 

1. Click Delete in a document listing on the Documents tab.  

2. Click . 
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 Administrative Review Report 
The last item for an SFA in an Administrative Review is the Administrative Review report. This report 
includes all details regarding the review and can be quite lengthy. The report remains available from 
year to year so that you can refer back to specific questions and claims. 

Report contents include 
 
Report Section Description 
Team Composition All Lead and Supporting Reviewers from DPI assigned to the SFA review. 

Review Schedule All starting and ending dates various scheduled review activities, such as 
when Site Selection was started and ended. 

Commendations Comments praising SFA staff efforts for a job well done. 

Findings and 
Corrective Action 

Each question flagged for Corrective Action is listed with Technical 
Assistance information and Corrective Action History. 

Claims Program totals for each Fiscal Action Worksheet are shown along with a 
grand total for Over Claim Amount. 

Fiscal Action Each question which required fiscal action is listed with all details. 

Finding Results Each review area is listed with Pass/Fail results shown. 
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Sample Administrative Review Report 
The Administrative Review report includes seven sections of review information.  

Team Composition 
All DPI reviewers, Lead and Supporting, are listed along with contact information for each.  

Review Schedule 
Each scheduled Administrative Review event or activity is listed with starting and ending dates set for 
each. 

Commendations 
Commendations are listed in the third section. 
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Findings and Corrective Action 
All Questions on each form flagged for submission of a Corrective Action Plan is listed in section four. 
Details and corrective action history are provided for each Question. 
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Claims & Fiscal Action 
Claims recorded on the Fiscal Action Workbooks 1-4 are listed for all programs administered by the 
feeding sites in the SFA. All individual Questions that were flagged for corrective action are listed with 
all details. 
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Review Area Finding Results 
The Performance Standards and General Areas finding results are listed last. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

�  End of Section  � 
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Appeals 
This section includes 

� Displaying list of open Appeals. 
� Displaying Appeal details. 
� Displaying Appeal documents. 

  

Section 5:  Appeals 
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Listing Appeals 
Appeal status ranges from: 

� Pending – Appeal has been created, no actions have been taken 
� Open – Appeal has been created and is actively managed by the State Agency 
� Expired – Deadline for completing Appeal actions has been reached; Appeal is no longer 

active 
� Closed – All Appeal actions have been completed and a decision made 

Clicking the Appeals tab automatically displays all open Appeals for your SFA on the Manage 
Appeals page. 
 
 
 
 
 
 
 
 
 
 
The Manage Appeals page lists several pieces of information for each open Appeal that provides the 
Appeal status and the individuals involved. 
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Viewing Appeal Details 
Appeal details include tracking milestones to date and a list of documents, if any. 

To view Appeal Details 
1 Displays list of appeals. 
2 Click Appeal # in Appeal listing.  
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Viewing Appeal Documents 
Each document uploaded for an Appeal can be viewed in the respective application, such as a Word 
or Excel document. 

To view an Appeal document 
1 Display list of Appeals. 
2 Click Appeal # link. 
3 Click Document Description link.  
4 Click Open in the prompt. 
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Appendix A:  
Messages 

  

Appendix A:  Messages 
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Table A.1 Messages for Reviews 

Subject / Message / Description 

Category:  Appeals Consultant 

On-Site Monitoring  
Complete the On-site Monitoring form. 
Appears 1/1 and appears 1-time 

On-Site Monitoring  
Complete the On-site Monitoring form. 
Appears 1/1 and appears 1-time 

Documentation due 
Documentation due for <<SFA>> Appeal <<ID>> by <<Acknowledgement + 30>> 
Appears 23 days after Acknowledgement if no DPI Documentation Date entered in SNACS; 
repeat daily until Documentation Date entered or Documentation Due + 1 

Hearing date 
Hearing date for <<SFA>> Appeal <<ID>> is <<Hearing date>> 
Appears 5 days before Hearing Date; appears 1-time 

Category:  Reports 

Submit FNS-10 
Submit the FNS-10 report 
Appears 10/31 and appears 1-time 

Civil Rights Compliance 
Complete the civil Rights Compliance Self Evaluation form 
Appears 10/15 and appears 1-time 

On-Site Monitoring  
Complete the On-site Monitoring form. 
Appears 1/1 and appears 1-time 

On-Site Monitoring / Afterschool Snack 
Complete the On-site Monitoring form for Afterschool Snack Program. 
Appears 1/1 and appears 1-time 
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Table A.1 Messages for Reviews, continued 

Category:  Reviews 

Site Selection Worksheet Due 
The Site Selection Worksheet should be completed by <<Site Selection Due Date>>. 
Appears daily 2 days before due date and until Site Selection is submitted or Site Selection 
Worksheet Due Date has passed. 

Site Selection Worksheet Past Due 
The Site Selection Worksheet was due on <<Site Selection Due Date>>. 
Appears day after Site Selection Due Date. 
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�  End of Appendix  �
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