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INSTRUCTIONS FOR ENTERING A CACFP CLAIM ON THE CNPweb.

1.
TO BEGIN THE PROCESS YOU MUST START AT THE SPONSOR SUMMARY.  (Note:  The normal place to be when you log onto the CNPweb is the sponsor summary.  If you are not at the sponsor summary, here is how to get there—On the orange bar, click on applications.  This gives you the application menu.  Pick sponsor summary.  Now, click on the CLAIM tab.  Then proceed as follows:)

2.
Select CLAIMS from the tab items. (This is between the Application and the Payments tab across the top of the Sponsor Summary.)

3.
Click on ADD at the right edge of screen.  (If you are a Family Day Care Sponsor and are using a file upload to enter your data, click on the icon to the left of ADD.)

4.
This will take you to the SPONSOR CLAIM, click SUBMIT at the bottom of the page to create the sponsor claim rollup.  EVERY organization will first have to OPEN the monthly sponsor claim, whether there is only one center or several centers or homes.
5.
The SPONSOR CLAIM SUMMARY will be displayed, showing the rates of reimbursement.  At the bottom of this page, click at the CLICK HERE to go to the sponsor summary.

TO ENTER MONTHLY SITE CLAIM DATA:  
6.
At the sponsor summary page, you will see a yellow folder with a “+” sign on it, next to the month you are entering. Click on the folder to display the center and/or provider associated with this sponsor.  *THE CENTER AND/OR PROVIDER WILL BE LISTED WITH ADD AT THE RIGHT EDGE OF THE SCREEN.

7.
Click on ADD, the site claim will be displayed with the site name and number.  Enter all information for this site.  And CLICK SUBMIT.

8.
A POST CONFIRMATION will appear telling you the status of the site claim. (ERROR or APPROVED).  Click on the CLICK HERE to go to the site claim listing to select another center and/or provider, if applicable. At this time you will be at the sponsor summary claims screen.

9.
If additional centers and/or providers need to be entered, repeat steps 6-8.   

SUBMIT THE CLAIM(S) FOR PAYMENT: 

10.
If no other center and/or provider need to be entered and the status for the claim month is COMPLETE, click on EDIT for the Sponsor claim, under action at the right edge of screen.
11. You will be at the SPONSOR CLAIM ROLLUP screen again.  Now all the information is displayed in the appropriate columns.   

12. Enter the administrative costs and operational costs for the claim month (not required for Independent centers).  

13. When the claim is ready and you wish to submit it to the State Agency for payment, click the box (item 23).  YOU ARE NOT FINISHED UNTIL THIS BOX IS CHECKED.

14.  Then click SUBMIT.
15.
The SPONSOR CLAIM SUMMARY will appear with the amount to be reimbursed by meal and category.  Click on the CLICK HERE at the bottom of the page and you will return to the sponsor summary.

16.
Under status it will say approved and the total claim amount will be displayed.

NOTE:  
Institutions that have NOT BEEN APPROVED FOR CACFP PARTICIPATION will NOT be able to enter a claim.  

