Wisconsin Departmentof Public Instruction (DPI)
School Nutrition Team (SNT) dpifns@dpi.wi.gov

Special Milk Program Online
Contract Manual

May 2020
Contents
NEW AZENCIES ..ottt sesesessessesssessesssssssesssssssessessesssessesssssesssssssessesans 2
Note to All AZENCIES....ueeereereeeererreeereraeeaene ettt et b s s st a e b bR b bR bbb bes Saesasbestesaebestesaetantes 2
Entering the Child NULFtioN Programs Sit.... ettt sesessessesnessssessesssessesssessesssessessssasss 3
HOW t0 NaViGate the SYSTEM .ttt sesss s ses st ssessesessesaessssessessssessesassessessoss sebessessose 6
The BlUE MENU BAX....ceeceeeeeceeceeceecenseessesssessssessssssssesssssssssesssessssessasesssssssanes .6
THE YEIIOW MENU BT ccueieeceicencenseenaeceseessesessseessessasessassssssessssesssssessasessasessssessssssssssessases sessssessasessenessas 6
Entering the Special Milk Program CONtraCt Ar€a ... cnserennessissessssssssssssssssssssssssssssssssssssssssssssssssan « 7
Contract Preparer/Enterer..... v eveeeeeesreesrenes crerereeaeaenanns w7
General Information.........ccneenecunees ceeeea et s Re R Shssessesb e bt sasessete 8
Part 1: General INfOrMation ... eeeceeieiieisessessessssssssssesssessssssstsssessssssssssssesssessssssanes sussessse 8
Part 2: Agency Contacts INfOrmMation ...ttt s ssssessssesassassessesens .9
Part 3: Milk Plan Information........ccccceecevecunneee. . creese e R e Sesessaesreessaenes 10
[ [T or Y =1 (=] /0[] ] T 11
Part 1: Milk Accountability STAt@MENT ...t ss e st s s s sssasaenaes o 11
Part 2: Money Collection and Ticket ISSUING ProCEAUIES.....eereerereseeresesessessessessessessessessessasses 12
Part 3: Milk Accountability ProCEAUIES. ...t sesssesssessseaes .12
Part 4: Officials (only for Pricing Plans with Free Milk Option) ... eeeeeeesessessnessessnenes 13
Schedule A - Participating Sites.. reretetues bt s et bR b AR bR R bR AR R bR bR bR bR b bR s AR n R b b n et sas 14
Certification......ccccuu..... et ta et R SRR R Seebsessesb et R bene .16
Confirmation ceeetueeu eSS R SRR RS R A S SHbs R RS bRt AR bRt 17
Troubleshooting............ rereter et b st e saesaesaes Sessesaebestesaesaetesaesaetnes 18

pUeLIc &
[INSTRUCTION


mailto:dpifns@dpi.wi.gov

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. New agencies will be contacted by a DPI School Nutrition Team Program Consultants and
provided a temporary agency code and a temporary password. (If you are not contacted,
see the last page of this manual for contact information).

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, read through the Permanent Agreement/Policy
Statement for the Special Milk Program-School Agencies. Under the section titled “The School
Food Authority Agrees to”, it is important to note number 12, which 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.



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

Entering the Wisconsin Child Nutrition Programs Online Services

Go to the Wisconsin Department of Public Instruction (DPI) Child Nutrition Programs
webpage dpi.wi.gov/nutrition. Click on Online Services on the left navigation bar,
which will bring you to the Online Services webpage.

VASCONSIN CHLD NUTRITION PROORAMS

By Wisconsin Child Nutrition
Programs

Welcome to the Wisconsin Department of Public Instruction Community Nutrition, School

. . Nutrition, and Team Nutrition Home Page. Staff members provide nutrition information and
Wisconsin Child ‘ :
Nutrition Programs 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
s Program among others. The Teams are also responsible for a variety of nutrition education

tives that involve collaboration with other state agencies, UW-Extension, and regional and

Online Services

statewide child nutrition advocacy groups.

2. Onthe Online Services page dpi.wi.gov/nutrition/online-services, click on Online
Services Log-in button for submitting claims.

PUBLIC INSTRUCTION seareh Q
&w#ﬁ%w WISCOMSIN CHILD NUTRITION PROGRAMS ONLINE SERWICES

Wisconsin Child Nutrition
Wieconsin Child. e Programs Online Services

Online Services v NOTE: The Online Services webpage has been updated to a new format. The two separate
'Online Services Log-in' buttons e been combined into one.

USDA Foods

uick links
Q Online Services Log-in Ordering System

Community Mutrition Team

All Child Nutrition Program Complete your banking
School Nutrition Team contracts, application, information at the Aids

claims, reviews, grants, and Banking System to receive
School Nutrition Team — financial reports can be payments via ACH (direct
Claim Manuals accessed from the "Online deposit).

Services Log-In" button
School Nutrition Team -
Permanent Agreement and
Contracts



http://dpi.wi.gov/nutrition
http://dpi.wi.gov/nutrition/online-services

- We suggest you bookmark the Wisconsin Child Nutrition Online Services
Webpage.

Online Services is where agencies update their contract, submit claims,
submit reports, and access information about their agency.

For the online version of this Instruction Manual, go to the School Nutrition
homepage, click on “Milk Programs”, click on “Special Milk Program”, scroll down to
the header Contract, Permanent Agreement/ Policy Statement and Memos, and
click on SMP Contract Manual.

3. After clicking on the “Online Services Log-in” button on the left, this is the Online
Services login screen.

€ susiic ismocTion

Wisconsin Child Nutrition Programs

Welcome to the Wisconsin Department of Public Instruction Community and School Nutrition Programs Online Services.

Online Services Log-in

Agency Code

Community and
School Mutritlon
FPROGRAMS -
Wincowen DFI Submit

Password

Please do not bookmark this log-in webpage

Do not bookmark this webpage. If you wish to bookmark, please go back to Step 2 and
bookmark that.

4. Enter your Agency Code - This is your six-digit agency code.
a. Do notuse 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”.

5. Enter your agency-specific Password; this is the password assigned to you by DPI for
ordering commodities, claiming reimbursement, and contract purposes. If you have
forgotten this password, please see the section Troubleshooting at the end of this
document.

6. Click the “Submit” button.
(Do not click in the “Reset” button unless you need to clear the field entries.)


https://dpi.wi.gov/school-nutrition/milk-programs/special-milk
https://dpi.wi.gov/school-nutrition/milk-programs/special-milk
https://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/smp-contract-manual.pdf

NOTES:

Time limit on entering data - A timer starts from the moment you log in. If no activity
occurs for 30 minutes, you will receive an error message and need to return to the main “Log
In” screen. Any movement on a page at all (such as going from one screen to another or
moving to another entry field on the same page) will reset the 30-minute timer.

Your contract is not submitted to DPI until you click on “Submit Contract” button on
the last screen. To submit your contract to DPI, you must click “Continue” though the
entire contract and click on “Submit” at the end. If you log out or close the website
without clicking “Submit” - your contract will remain open for editing, and DPI will not be
able to review or approve it.

Once you are logged in, a menu of options will appear at the top of the screen.



How to Navigate the System

Sample Screen 4 - List of Programs

WilsSCOMNMSIH DEPARTHMENT o F

PUBLIC INSTRUCTION

Home- School Community Summer Spedal Other
Day Care Nutrition Mutrition Food Milk Servi

rvices
Program Program Program Program Program

Community and

School Nutrition
PROGRAMS

WisconsiN DPI

On this screen, the menu bar has the following menu options:

e Home-Day Care: For home day care providers only.

e School Nutrition Program: For school agencies participating in School Nutrition Programs.

e Community Nutrition Program: For agencies participating in the Child and Adult Care
Food Program (CACFP).

e Summer Food Program: For agencies participating in the Summer Food Service Program
(SFSP).

e Special Milk Program: For agencies (school or non-school) participating in the Special
Milk Program (SMP).

e Review: For CACFP users.

e Other Services: This button links to the DUNS number entry page for agencies new to the
DPI Child Nutrition Programs.

e LogOut: This is where you can click, at any page on the website, to log out of your account.
Be sure to click Logout every time you exit the online claiming portal.



1. Clickthe button on the blue bar titled “Special Milk Program”.

WSS OMNMS | KN DEPARTHMEMNT o F
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Special Other

L= Services
Program

N——

Logout

On this screen, 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).

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

2. Click on “Contract” on the right of the yellow menu options.

WS COMNMSIHN DEPARTHMERNT O F

PUBLIC INSTRUCTION

Special Milk Program > | Claim ReimbursemeN Contract
e ——

3. Click on “Submit Contract” in the yellow menu options.

Communilty
Nuirition
Program Program

Submit Contract

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

Special Milk Program> Contract> \View Approved Contract

National School Lunch Program participants:

Do not use this canfract to update your Special Mille Program. You
can update your SMF through your existing NSLP contract, This
contract is for agencies that ONLY participate in the SMP.

CACFP j SFSP participants:
Please contact yvour consultant regarding eligibility before
proceeding.



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

4. Click on “Submit Contract” in the yellow menu options.
Clicking on “Submit Contract” will bring you to the first screen where you enter or update
information for your contract.

Clicking on “View Approved Contract” does not allow you to update or submit an
Application/Contract. You will only be able to view and print the contract.

Entering the Special Milk Program Contract

To print your contract, you will need to print each screen, either as you go through and
enter the information, or by loggingin 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.

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.

Contract Enterer Information

139999 - Test Agency

[Contract Preparer/Enterer Information]

Pleasze fill in all requested information. It will be used to contact the agency for any
gquestions regarding the submitted Application.

First Mame Last Name
Phone Humber Extension
Ernail
HCONHNJE

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 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.

Special Milk Progr 2020-2021 Ap
General Information

Ta apply for participation in the Special Mille Program complete the application along with school/sitafs) information and submit it fo DPT.
Cillaction of thiz informabion = & requirement af the 549,
(Do not enter dashes in phone/fax numbers)

General Information

Agency Name |Test | Federal Employer 10entificatan Nurber S55555555

Congressional District [§ CESA Mo. |07 % | County| Maretowo: | Type of SFA/Sponscring Agency | Private

Sponsonn ency Descnpbon
" 9 Ay Descnt Child Care Institution Monprofit Sumemer Camp for Children

Out-Side-Schools-Hours Care Center Homieless Feeding Site

® School Agendes Other

School Agency Enrcliment [only indude those with access to the milk program) |65

Agency Street Address
Street Addresz| 123 Main Street

City | Madiscn Tip 12345

Mailing Address [Enter even if it is the same as the street address listed above)
Street/P.0. B 123 Main Street

City | Madison Zip .12345

Part 1: General Information
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.

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

3. Congressional District: If you do not know the Congressional District information for
your school, visit the Wisconsin State Legislature website. Then click on “Who are my
Legislators?” to find the district number.

4. CESA No: If you do not know what CESA you are in, please look on the School Districts
by CESA webpage.

5. County: Select the county your agency residesin.

6. Type of SFA/Sponsoring Agency: Please select whether your agency is public or
private.

7. Sponsoring Agency Description: Select School Agencies.
8. School Agency Enrollment: Only include those with access to the milk program.
9. Agency Street Address: Enter the street address for the agency, not a PO Box.

10. Mailing Address: Enter the mailing address to be used for DPI mailings. You must enter
9


http://legis.wisconsin.gov/
https://dpi.wi.gov/cst/data-collections/school-directory/directory-data/published-data/dist-by-cesa
https://dpi.wi.gov/cst/data-collections/school-directory/directory-data/published-data/dist-by-cesa
https://dpi.wi.gov/cst/data-collections/school-directory/directory-data/published-data/dist-by-cesa

this, evenif it is the same as the agency address. You may use a P.O. Box in this field.

Part 2: Agency Contacts

Agency Contacts

Authorized Representative
Title [ Principal M

First Name || | Last Name |

Email Address |

Secondary Contact
Title [ Secretary M

First Name | | Last Name

Phone Number l:l

Email Address | |

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. Secondary Contact: Please list the person who enters the monthly Special Milk
Program claims for reimbursement.

Part 3: Milk Plan Information

Milk Plan Information

Type of Plan

Milk is not sold to children, but is provided without charge or included in tuition or boarding fees or paid by private

-/ Nonpricing Plan donation or endowment

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

(®) pricing Pl . ! 1ed charge a .
ricing Flan 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
milke is not a reguirement under 3 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 appropnate 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

) Mone

Indicate Student Milk Charge. Enter the student milk charge and corresponding billing frequency from drop-down
list. (1/2-pint cost + $0.02-$0.05 {administrative costs) - federal reimbursement = 1/2 pint price)

Student Milk Charge(s)
Billing Frequency Per 1/2-pint

post hilling|

Explain Other

10



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 childreneligible 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.

A. Indicate Student Milk Charge: If you operate a Pricing Plan, enter the
student milk charge and corresponding billing frequency from the
drop down list. This is the student milk charge, NOT the SFAs average
net-dairy cost per half-pint.

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.

WIS COMS I N DEPARTMENT o F

€2y PUBLIC INSTRUCTION

Community i

. Other

gmn H - o
rogram

Special Milk Program Contract> Submit Contract

Walidation Error:- ¥ou must correct the following error(s) before proceeding:

s Monthly Claim Preparer First Mame is required.
« Monthly Claim Preparer Last Name is required.

Special Milk Program 2017-2018 Application
General Information

139999 - Test Agency
To apply for participation in the Special Milk Frogram 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)

General Information

11




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. 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). 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.

Special Milk Program 2017-2018 Application
Policy Statement

139999 - Test Agency

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

TO ENSURE AM 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 on the monthly 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:

12



Part 2: Money Collection and Ticket Issuing Procedures

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. Note who collects the money, how money is collected and
who has access to Free and Reduced price information. If your agency only operates at one of the
listed grade levels, you can leave the others blank.

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 mifk or do
net 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 milk 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

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. 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).

Milk Accountability Procedures
For agencies who selected "Pricing Plan” and offer free milk to efigible student=. 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 Milk 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:

13



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 milk applications, determines if the students
are eligible for free milk, and notifies the household of the determination.

This section is required for schools that select the "Pricing Flan" option and offer free milk to eligible students. If yvou do not charge
students for milk or do not offer free milk to eligible students, you do not need to fill out this =ection
Hearing Official Name - Not invelved in original determination Determining Official Mame - Individual(s) determining eligibility
or verification
Title | Mone w Title | Mone w
Firzt Name First Name
Last Name Last Name
Address
City Zip
———

HCONI’IMJE

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

14




Schedule A - Participating Site(s)

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:

Schedule A - Participating Site(s)
139999 - Test Agency
List each schoolfsite participating in the Special Milk Program covered by this application. Select the zite by clicking an the

site nurnber and providefupdate site contract informnation. Fellow the same process for all sitals) your Agency wants to
bring on the prograrm. To 'Add' a new site to the contract, click the 'Mew Record' button and follow the instructions,

|| site No. || site Name |DD‘
EN.H CONTINUE

| [Gerneral Information] [Policy Statement ] |

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.

4. If you are returning to edit your contract, the information you had previously entered

will be saved. Click on either the “Site No.” or “Site Name” link to review and/or update
the Schedule A-Site Application details.

Schedule A - Site Application

Special Milk Program 2017-2018 Application
Schedule (A) - Add Site Application

139999 - Test Agency

General Information: Enter numbers like Zip, Phone without hypen or dashes.

Site Name The Main School Phone 6082555555
Street Address 123 Main Strest City |Main City State | Wisconsin ¥ | Zip |55555
Site Program Start Date (09 /|05 [/|2017  |[[MM/DD/YYYY]

Site Program End Date |06 |/ |05 [|2018 |[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 No. to be Served Per Day (Only applicable to

1. Grades in Building (Only Applicable to School) OR Monschool Sponsors)
From: | Kindergarten v Children Under 19 Served Per Day
To: Twelfth Grade v Adults Served Per Day

Check all USDA Program in which this site participates:

*| None
Mational School Lunch Program
Child and Adult Care Food Program
Summer Food Service Program

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

School Breakfast Program

15



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.

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

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

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

Special Milk Program 2017-2018 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 site contract information. Follow the same process for all site(s) your Agency wants to bring into the program. To 'Add’
a new site to the contract, click the 'Mew Record’ button and follow the instructions.

| siteNo. || site Name || |D

| 28480 ||The Main Schu:uol“ HEW ||:|

[ NEW H
|_|REI:DRD CONTIMUE

[General Information] [Policy Statement ]

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

process for each site.

. 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-Participating Site(s). This will bring you to Certification and Agreement
Certification.

16




Contract and Agreement 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 on
the Certification page.

Special Milk Program 2017-2018 Application
Contract and Agreement Certification

139999 - Test Agency

| For School Food Authority I For Non-School Agency

Click Here to View Permanent Agreement||Click Here to View Permanent Agreement

CERTIFICATION

1 certify that the information within this application is true and correct to the best of my knowledge
« and that the applicant herein named is in compliance with the audit requirement stated in 7 CFR
Part 3052.
1 understand that this information is being given in connection with the receipt of federal funds
« and that deliberate misrepresentation or withholding of information may subject me to prosecution
under applicable State and Federal criminal statues.

s« I agree to abide by the terms and conditions of the Contract and Permanent Agresment

I agree to Certification

Eswom

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

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

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

EEEEEEREEE————NN—N—N——N—N—N—N—N——————-—-—_n—_—_—_—==.=SwwSSSS m——l
Home- School Community Summer Special Other
Day Nutrition Nutrition Food Servi Logout
rvices
Care Programs Program Program Program !
N~———

Home Submit Contract

Special Milk Program 2017-2018 Application
Contract Application Submitted

139999 - Test Agency

CONTRACT SUCCESSFULLY SUBMITTED TO DPI
ON

May 18, 2017

Your agency's contract information 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 DPI 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, you 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. Youmaywish 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.

4. 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. Toreturn 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?

b. 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 one of the Nutrition Program Consultants listed
below.

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

Tanya Kirtz, Nutrition Program Consultant
Phone: 608-266-2410 Email: Tanya.kirtz@dpi.wi.gov
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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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