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Intended Audience and Content

- This How-To-Guide is intended for Local Educational Agencies
(LEAs) operating the National School Lunch Program (NSLP) who
submit claims in CNPWeb for reimbursement.

- The following slides provide guidance on how to submit a claim in

CNPWeb.

- Attendees are expected to have already submitted Site and

Sponsor applications for the program year.

* If you have not submitted your Site and Sponsor applications,

please review this How-To-Guide before continuing:
- How to Submit Site and Sponsor Applications in CNPWeb
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Objectives

At the end of this training, attendees should be able to:

- understand the reimbursement process set forth in Arizona;
+ use CNPWeb to submit claims for reimbursement;

- implement a system of checks and balances to ensure accurate
claiming procedures; and

* implement practices to ensure monthly claims are submitted on
time.



Comprehension

Check

* Throughout this guide there will be comprehension quiz questions

to test your knowledge and help you apply what you're learning.

* Be sure to review these quiz questions and the answers, available

within the guide.

* This icon will indicate a comprehension quiz question, and the

background of the slides will be a light blue like you see on this

. ) :°




Definitions

- Attendance Factor: A percentage developed each program year by ADE
School Finance. This percentage accounts for the difference between
enrollment and attendance. This information is used as a basic edit check
for claims.

Step by Step

- Common Logon: An online portal that houses web access to different

] . reports and program applications for all Arizona Department of Education
lnStrUCtlon' (ADE) divisions.
HOW tO SmeIt - Daily Edit Check: A worksheet that is required to be completed on a daily
] J basis to ensure the number of children currently eligible for free,
a Clalm n reduced-price, and paid meals, multiplied by the LEA's attendance factor,
CNP Web do not exceed the meals served for the day.

- Meal Claiming: Federal reimbursement is provided for each meal that
meets program requirements and is served to an eligible student. To
obtain this reimbursement, school personnel must accurately count,
record, and claim the number of meals actually served to students by
category (free, reduced-price, paid) at the point of service.

- Program Year: The operating period for Child Nutrition Programs, which
is July 2-June 30.
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The Step by Step Instruction will review:

Introduction to Claiming for Reimbursement Slides 7-17

Log into CNPWeb Slides 18-28
Submitting a Claim Slides 29-58
Revising a Claim Slides 59-68
Questions and Answers Slides 69-77

The following slides will only cover how-to instructions for submitting a claim using
CNPWeb. Please refer back to the ADE Online Training Library for other
How-To-Guides regarding operation of the program.



http://www.azed.gov/health-nutrition/nslp/training/

Introduction to Claiming for
Reimbursement




Overview

- Federal reimbursement is provided for each meal/snack that
meets program requirements and is served to an eligible student.

* To obtain this reimbursement, school personnel must accurately
count, record, and claim the number of meals actually served to
students by category (paid, reduced-price, or free) at the point of
service.

Introduction

* The number of meals/snacks claimed for reimbursement must
have adequate documentation on file to support the claim.

* In Arizona, LEAs must submit reimbursement claims online by
logging into common logon.

Common Logon




What is Common Logon?

- Common logon is an online portal that houses web access to
different reports and program applications for multiple program
areas within ADE. Throughout the program year, ADE will require
LEAs to submit reports using this online portal.

COMMON LOGON h

" ions and
Introduction =
: | [Lcontine 2> The gateway to secure data transactions and information
« Please note that our web pages have new functionality which will log you out and take you CO mmaon LGQ on App I | Catl on M enu
idle for too long a period of time.

e We have changed our practices regarding passwords and user accounts. Click here for Currg

@ CNP Direct Certification / Direct Verification
# CNP Menu Certification

o If you have lost your password Click here.

e To launch an application the user must have a valid username and password and must agre

password, they will abide by the ADE Acceptable Use Policy. @ CNP Verification
* Any questions related to Common Logon account, please contact the ADE Support Center at] @ CNF"il'lirE'b
area. Outside the Phoenix area (866) 577-9636& or E-mail enterprise@ade.az.qov. Or Click]

@ LEA Profile
# Online Registration Internal Web

* Check the MIS Bulletin Board for the latest news and information.

R T————

Change Profile Logout

Common Logon Application Menu: List of all ADE web
applications. Each web application holds permissions to a
different report and/or database.



Introduction

What is CNPWeb?

- CNPWeb is the web application where LEAs operating Child
Nutrition Programs submit their annual Site and Sponsor
applications and submit claims for reimbursement.

The gateway to secure data transactions and information
Common Logon Application Menu
: ona
& CNP Direct Certification / Direct Verification ! 1ild Nutrition Proaram
4 CNP Menu Certification e =
@, Chle Marification

4 Online Registration Internal Web

Home
You are in NSLP Home

Check the following links frequently for new announcements and important program information regarding NSLP:

» Click Here for a list of NSLP Memos {!’

Your NSLP Program Spedalist is:
Jessica Gibbs

Emai: jessica.gibbs@azed.gov
Telephone: (602) 542-4815

Sponsor Status:

10



How do | obtain access to CNPWeb?

- ADE will provide individual users with a common logon username
and password and access to specific common logon applications.

* Users must submit the form Common Logon Permissions for NSLP in
order to receive a username and password, and access to CNPWeb.

* The form can be found on ADE Program Forms Webpage.

Introduction

Permission
Form
11


http://www.azed.gov/health-nutrition/nslp/program-forms/
http://www.azed.gov/health-nutrition/nslp/program-forms/

Common Logon Permissions for

NSLP e et
SR e el
* For access to CNPWeb, check off the box titled | (———————— Jisssasssn)
Check here to request CNPWeb-NSLP —— |
permissions OR to keep them if you received T |
them previously. O — ) T O
AN A
. * The form must be signed by the designated Dﬁ“ﬁﬂﬁﬁ%&ﬁ@ﬂ@
In trOdUCtlon official or authorized signer (found on the ] Gt e o VRTCATION i 08 e
LEA's Food Program Permanent Service B i §
Agreement). || - '|
_— -
- The form can be emailed to the contact e e e
information listed on the top of the form. ADE %@%ﬁﬁ?ﬁ%ﬁ%ﬁ%ﬁﬁi@%
will process the request within 7-10 days and | = e
notify the individual requesting permissions. e — J
* Contact ADE at (602) 542-8700 if you have R ——

questions while completing this form.



Who should submit the claims?

* It is recommended to have more than one representative with
access to CNPWeb to submit the claims in the event one user is
unavailable.

- If the staff member leaves the Local Educational Agency (LEA), their
login information must be deleted and cannot be shared among
lntrOdUCtion other staff (ideally, the LEA would have another individual with
already established CNPWeb access to submit the claim).

- CNPWeb will provide an electronic date stamp containing the
username, date and time the action occurred (i.e. submitted claim).

13



Comprehension

Check

How many people does ADE recommend have access to CNPWeb
in common logon?

A.

Just one. The information submitted is confidential and the
fewer people who have access, the better.

At least two. This helps ensure there will be someone at the
LEA who can submit the claim in the event one person is
unavailable.

Everyone involved in the food service operation should have
access to CNPWeb in common logon.

&

14



Comprehension

Check

How many people does ADE recommend have access to
CNPWeb in common logon?

A. Just one.The information submitted is confidential and the
fewer people who have access, the better.

B. Atleast two. This helps ensure there will be someone at the
LEA who can submit the claim in the event one person is
unavailable.

C. Everyoneinvolved in the food service operation should have
access to CNPWeb in common logon.

If only one person has access to common logon and he/she is

out of the office unexpectedly, or leaves their position, the LEA

will not be able to submit a claim until someone else receives
common logon access. Having at least two people with

common logon access will ensure there’s a backup plan in the

event one person is unable to submit the claim. @

15



Introduction

When can | submit my claim?

- A monthly claim is generated for each approved site in CNPWeb
after the month of operation is complete.

For example: On September 1, CNPWeb created a claim that the LEA can
open to enter in the number of meals served for the month of August.

- Claims can be submitted starting the 15t day of the month through
the 10t of the month.

- Claims may be submitted after the 10" of the month, however
ADE does not guarantee payment during the month of
submission.

16



When can | expect to be reimbursed?

» Claims submitted by the 10t™" of each month will be paid during the
month of submission.

For example:
November 1-10%" December 1-10%" January 1-10%"
Submit claim for Submit claim for Submit claim for
. operating month of operating month of operating month of
I n tr OdUCt’ on October and receive November and receive  December and receive

payment in November. payment in December. payment inJanuary.

17



Log into CNPWeb




1. Go to the ADE Health and Nutrition Webpage:
http://www.azed.gov/health-nutrition/nslp/.

a6 =
) A rizona S ﬁGQV

Department of Education

HOME ALL PROGRAMS STAFF DIRECTORY CONTACT ADE FAQ SCHOOL REPORT CARDS COMMON LOGON ADECONNECT

HEALTH & NUTRITION SERVICES

Home | Child/Adult Care ¥| School Nutrition Programs ¥| School Health Programs ¥| School Food Programs ¥| SummerFood | Memos | 9% Free/ Reduced |

You are here: Home / National School Lunch & School Breakfast Program

_ Hot Topics |
National School Lunch & School Breakfast Program

» HNS PROGRAMS

Foue Event Registration |
AL SR —
Child/Adult Care Mission:
= , o Financial Info SJ
School Nutrition Programs To safequard the health and well-being of the nation’s children
by establishing good eating habits and providing adequate food

hool Health P ]

Sdioctiec PogEne for the children. FAQ

School Food Programs

Civil Rights |

Summer Food

ContactUs |

Memos

% Free/ Reduced

'rosrams'

SE——

Click for

X

19
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2. Click on | cowereson | found on the upper right of the webpage.

- : (TTE)
, A I ISsZ.0.1 4 Font+ | Font-

Department of Education

HOME ALL PROGRAMS STAFF DIRECTORY CONTACT ADE FAQ SCHOOL REPORT CARDS COMMON LOGON ADECONNECT

HEALTH & NUTRITION SERVICES

Home | Child/Adult Care ¥| School Nutrition Programs ¥| School Health Programs ¥| School Food Programs ¥| SummerFood | Memos | 9% Free/ Reduced |

You are here: Home / National School Lunch & School Breakfast Program

_ Hot Topics |
National School Lunch & School Breakfast Program

» HNS PROGRAMS

Home Event Registration |
= - ~ —
Child/Adult Care ; Mission:
5 , - Financial Info s_j
School Nutrition Programs To safequard the health and well-being of the nation’s children
by establishing good eating habits and providing adequate food
School Health Programs PR FAQ l

School Food Programs

Civil Rights |

Summer Food

ContactUs |

Memos

% Free/ Reduced

Click for

20



A new webpage will load. It should look like this screen:

COMMON LOGON

The gateway to secure data transactions and information

 Please note that our web pages have new functionality which will log you out and take you back to this page if your session remains idle for too long a period of time.

» We have changed our practices regarding passwords and user accounts. Click here for Current Password Process.

« If you have lost your password Click here.

 To launch an application the user must have a valid username and password and must agree that, by using that username and password, they will abide by the ADE Acceptable Use Policy.

» Any questions related to Common Logon account, please contact the ADE Support Center at (602) 542-7378 if you are in the Phoenix area. Qutside the Phoenix area (866) 577-9636 or E-mail enterprise®ade.az.qov. Or Click here for more information

o Check the MIS Bulletin Board for the latest news and information,

You must have a username and password in order to access common
logon.

*If you do not have a username and password:
* Please refer back to slides 11-12 for guidance on how to obtain a
username and password.




3. Enter your username and password.

COMMON LOGON

The gateway to secure data transactions and information

Username:

Password: Continue >>

o Please note that our web pages have new functionality which will log you out and take you back to this page if your session remains idle for too long a period of time.

o We have changed our practices regarding passwords and user accounts. Click here for Current Password Process.

o If you have lost your password Click here.
o To launch an application the user must have a valid username and password and must agree that, by using that usemame and password, they will abide by the ADE Acceptable Use Policy.

o Any questions related to Common Logon account, please contact the ADE Support Center at (602) 542-7378@ if you are in the Phoenix area. Outside the Phoenix area (866) 577—9636@ or E-mail
enterprise@ade.az.gov. Or Click here for more information.

o Check the MIS Bulletin Board for the latest news and information.
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You have successfully logged into common logon.

After logging in, your webpage will show all common logon
applications you have access to.

The gateway to secure data transactions and information
Common Logon Application Menu

# CNP Direct Certification / Direct Verification
W CMP Verification

& CNPWeb

# LEA Profile

Change Profile

23



4. Click on| @ CNPweb

The gateway o secure data fransachions and information
Commeon Logon Application Menu

# CNP Direct Certification / Direct Verification

“# CNP Verification
# CNPWeb
> LEA Profile

Change Profile

24



You have successfully logged into CNPWeb.

After logging in, your webpage will show all Child Nutrition Programs
you are participating in.

Arizona Department of Education

'-'K)’ Child Nutrition Program

Health & Nutrition Services
Child Nutrition Programs

Mission Statement
To assist schools and organizations in improving the nutritional health and well-being of students.

NSLP H N SFsP
National School Lunch Program Surmmer Food Service Program

CACFP CORE
Child and Adult Care Food Program Program Maintenance

25



5. Click on @6 ok s g .

Health & Nutrition Services
Child Nutrition Programs

Mission Statement
To assist schools and organizations in improving the nutritional health and well-being of students.

»L(
> .
é NSLP H 2 SFSP
$i National School Lunch Program Summer Food Service Program
(i

CACFP CORE
Child and Adult Care Food Program Program Maintenance




A new webpage will load. It should look like this screen:

% Arizona Department of Education

Jkﬂj? Child Nutrition Program

NSLP

Home
You are in NSLP Home

Check the following links frequenthy for new announcements and important programinformation regarding NSLP:

e (ick Here for a list of NSLP Memos {('

Your NSLP Program Spedialist is:

Aidaly Rodriguez
Enmil: Aidaly.Rodriguez@azed.gov

Telephone: (602) 542-8745

27



CNPWeb Home Page

Program
Specialist

Sponsor
Status

NSLP

Home

You are in NSLP Home

Check the following links frequenthy for new announcements and important programinformation regarding NSLP:

e dick Here for a list of NSLP Memos {('

Your NSLP Program Spedialist is:

MY RO sredon * Program Specialist: Each LEA participating
elepnone: (G sEErs in NSLP has an assigned School Nutrition
sponsor Status: Programs Specialist. This is the person the
@ No actions required in applications -- your most recent sponsor applicatiorf

LEA should contact for program/regulatory
questions, special requests, and ongoing
B vour nost support. Their contact information is

B our most recent reimbursement was sent for processing on 07-05-2016.
displayed in CNPWeb home page.

* Sponsor Status: Provides the status for the
LEA's Site and Sponsor applications.

* Claim Status: Provides updates for claim
submission, payment, and reimbursement.




Submitting a Claim




Flow of Submitting a Claim

) 4 ) 4 ) 4 ) 4 ) 4
Starting the
1%t day of the Using the
Meal month Daily Edit User saves
. following the Check, user . Claims are Claims are
program s in » operating » enters claim ® | and sul?m|ts » processed. » reimbursed.
operation. all claims.
montbh, data for each
claims can be site.
. . submitted.
Submitting a _— =
Clalm Together we will go through the process of submitting a claim by

following the steps listed above. The following slides will discuss the
steps in more detail.




Submitting a

Claim

1. Once logged into CNPWeb, click on -found on
the CNPWeb home screen.

% Arizona Depariment of Education

k“j-.r Child Nutrition Program

NSLP

Home
You are in NSLP Home

Check the following links frequenthy for new announcements and important programinformation regarding MSLP:

s (ick Here for a list of NSLP Memos {5

Your NSLP Program Spedialist is:

Aidaly Rodriguez
Email: Aidaly.Rodriguez@azed.gov

Telephone: (602) 542-8745
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Submitting a

Claim

2. Use the drop downs to select the program year and then
the month you are wanting to submit a claim for. Then

click Aapew

National School L

NSLP
NSLP Claims Index for August 2016

You are in NSLP Home > NSLP Claims Index

If you do not see cartain Clains it may be due to security settings in place for your logon.
Use the drop-down lists to make your selectigie and dick "Apply”.

ProgramYear: Month: August
Buckeye Union High School District (07-05-01)

» View Meal Service Summary
» View Payment Summary
» View Accounts Payable/Receivable

» View Advance Summary Program Year 2017=

August

Buckeye Union High School (07-05-01-201) SY 1 6 - 17

» (reate New Claim

Estrella Foothills High School (07-05-01-202)
» Create New Claim

Youngker High School (07-05-01-204)
» (reate New Claim

32



Now your screen should show the month selected and all
your sites.

NSLP
NSLP Claims Index for August 2016

You are in NSLP Home > NSLP Claims Index

Submitting a

If you do not see certain Claims it may be due to security settings in place for your logon.
Use the drop-down lists to make your seledtions and dick "Apply™.

L
Clal J ’ ProgramYear: 2017 v | Month: August

Buckeye Union High School District (07-05-01)

» View Meal Service Summary

» View Payment Summary

» View Accounts Payable/Receivable
» View Advance Summary

Month

Selected August
B Buckeye Union High Schoadl (07-05-01-201)

» (reate New Claim

Estrella Foothills High School (07-05-01-202)
» Qreate New Claim

Youngker High School (07-05-01-204)

L » Create New daim




We will now begin submitting a claim.

Things to remember:

* Claims are site based.

- Claims are submitted monthly.

+ Claim data is obtained directly from the Daily Edit Checks.

* Claims must be submitted after the entire month of operation has been

SmeIttlng a completed; claims cannot be submitted in advance.

Clalm * The LEAis able to save all claims and continue working on them at a later time.
 Claims, even in Submitted status, can be revised.

* Claims must be in Submitted status in order to receive reimbursement, claims
left in Pending status are not valid and will not be paid if left in this status.

Daily Edit Check

34




What is a Daily Edit Check?

* Atool used to ensure the number [ e L
of children currently eligible for =T e — | _
free, reduced-price, and paid : —— ——
meals, multiplied by the site's :
attendance factor, does not

Smelttlng a exceed the meals served for the 5
day. ;
Clalm  LEAs are required to complete a
Daily Edit Check at each site. Please contact your
 Claim data is obtained directly o — rot cnd sighle X atncancs acor ) PrOQraM Specialist if
from the Daily Edit Checks. you have questions
about completing the
- A sample Daily Edit Check Daily Edit Check.

Worksheet can be found on the
ADE's Program Forms Webpage.

Attendance

Factor



http://www.azed.gov/health-nutrition/nslp/program-forms/

Submitting a

Claim

What is an Attendance Factor?

A percentage developed each program year by ADE School
Finance. This percentage accounts for the difference between
enrollment and attendance. This information is used as a basic
edit check for claims.

This percentage is site specific and can be found at the bottom of
each site claim.

Some LEAs exceed their attendance factor edit checks due to
fluctuation in participation. When the daily edit checks or
reimbursement claims are in error due to an attendance factor
that is too low, a new attendance factor may be calculated.

Meal counts should not be adjusted to make the claim pass the
edit check.

36



Flow of Submitting a Claim

User saves
and submits
all claims.

. Claims are » Claims are
processed. reimbursed.

S J S J S J

Submitting a

Clalm Meal Claiming: Federal reimbursement is provided for each meal that
meets program requirements and is served to an eligible student. To
obtain this reimbursement, school personnel must accurately count,
record, and claim the number of meals actually served to students by
eligibility category (free, reduced-price, paid) at the point of service.

Site: ADE’'s term for the individual location where meal service takes
place.




3. Under the claim month you selected, you will see a list
of all your sites. Click [ createnewcain Jynder the site you wish

to enter claim data in.

zona Department of Educa

hild Nutritic

NSLP
NSLP Claims Index for August 2016

Submitting a

If you do not see certain Claims it may be due to security settings in place for your logon.
Use the drop-down lists to meke your selections and didk "Apply".

Claim

ProgramYear: IZDU. Mornith: IAugust ~]

Buckeye Union High School District (07-05-01)

» View Meal Service Summary

» View Payment Summary

» View Accounts Payable/Receivable
» View Advance Summary

August

Budkeve Union High School (07-05-01-201)

» (reate New Claim

Estrella Foothils High School (07-05-01-202)
» (reate New Claim

Youngker High School (07-05-01-204)

» (reate New Claim




You have successfully opened a site claim.

A new webpage will load. It should look similar to this screen. The
following slide will review what fields are available on your claim.

NSLP ADE Home
rizona Department of Education

k")’ Child Nutrition Program National School Lunch Program - NSLP

Claims
NSLP Site Claim 7. Help| =1 Logoff

" " You are in NSLP Home > NSLP Claims Index > NSLP Ste Clim
Mumber of Days Served:
Enter the informetion into the form For meal quantities that are umkli sure to enter only wiok nurbers (no dedmals/cents).

| Breakfast

_ . Free Meals Served: I:l - S
Bud(eve Union H|gh School Sponsored by Budkeve Union High Scrodz?)f;ﬂgégza?nﬁgg
U (07-05-01-201) . — August
Reduced-Price Meals Served n Original Caim
Reqular dlaim Lunch Pending Submission
\! This claim has not yet been saved. Please be sure to cli Faid Meals Served:

Mumber of Days Served: ol |

Total Meals Served: 0

Free Meals Served: Ijl
Reduced-Price Meals Served: I:I
Paid Meals Served: I:l

Participants Approved for |
Total Meals Served:

Breakfast - Severe Need
Number of Days Served:

Free Meals Served: Participants Approved for
Reduced-Price Meals Served:
o Mot Servect Participants Approved far

Total Meals Served:

Participants Approved for Free Meals:

 Afternoon Snack
Participants Approved

' Mumber of Days Served: I:I

Participants Approved

Free Meals Served: I:l

| Participants Approved

 Participants Enrolled: I:l

Attendance Factor

LU

Participants Approved for Reduced-Price Meals: Parﬁr.:ipants Enrolled:

Participants Approved for Paid Meals:
Participants Enrolled:
Lunch - High Rate

Number of Days Served:

Free Meals Served:

Participants Enrolled:

g

Reduczd-Price Meals Served:

Attendance Factor: 94,35 %%




Submitting a

Claim

What fields will | see on my claim?

Based on the site’s participation in School
Nutrition Programs, the CNPWeb claim
will provide fields for the National School
Lunch Program (NSLP), School Breakfast
Program (SBP) and/or After School Care
Snack Program (ASCSP).

For example: A site that only participates in

NSLP and SBP will only see fields related to

NSLP and SBP when the LEA opens that
site’s monthly claim.

sure to dick the Save button below before leaving this claim.

Reduced-Price Meals Served:

Paid Meals Served:

Total Meals Served:

Participants Approved for Free Meals:
Farticipants Approved for Reduced-Price Meals:
Farticipants Approved for Paid Meals:
Participants E

Lunch

Number of D:

Free Mesals Served:

Reduced-Price Meals Served:

Paid Meals Served:

Total Meals Served:

Participants Approved for Free Meals:
Farticipants Approved for Reduced-Price Meals:
Participants Approved for Paid Meals:
Participants Enrolled:

Attendance Factor

Attendance Factor:

UL UL LU LU

93.37 %
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Submitting a

Claim

4. Enter your meal counts into a site claim.

The following slides will review the fields that need to be completed
when submitting a site claim. We will first review the fields in the
breakfast section. If you do not operate breakfast, you may continue to
slide 44 for guidance on entering lunch data.

Breakfast

Reduced-Price

Paid Meals Serv
Total Meals Ser
Particpants
Particpants

Participants

Participants Enr

Free Meals Served:

Mumber of Days Served:

Lunch

Mumber of Days Served:

Free Meals Served:
Reduced-Price Meal
Paid Meals Served:
Total Meals Served:
Participants Approy
Participants Approy
Participants Appro

Participants Enraolle
—

5 Served:

Afternoon Snack
Mumber of Days Served:
Free Meals Served:
Farticipants Enrolled:

Attendance Factor

Attendance Factor:

94.36 %

Breakfast Fields

41



Submitting a

Claim

Breakfast Fields

- Number of Days Served: The number of days
breakfast was served during the month of
operation.

* Free Meals Served: The number of free
breakfasts served during the month of operation.

- Reduced-Price Meals Served: The number of
reduced-price breakfasts served during the
month of operation.

- Paid Meals Served: The number of paid
breakfasts served during the month of operation.

- Total Meals Served: The sum of all breakfasts
served during the month of operation.

- Participants Approved for Free Meals: The
number of students eligible for free breakfasts.
This number can change throughout the month
of operation, always use the highest number
eligible for the month of operation.

Breakfast

Number of Days Served:
Free Meals Served:
Reduced-Price Meals Served:
Paid Meals Served:

Total Meals Served:

Participants Approved for Free Meals:

Participants Approved for Reducad-Price Meals:

Participants Approved for Paid Meals:
Participants Enrolled:

42



Breakfast Fields
- Participants Approved for Reduced-price

Meals: The number of students eligible for 20ELAES:
reduced-price breakfast. This number can Number of Days Served:
change throughout the month of operation, Free Meals Served:
always use the highest number eligible for Reduced-Price Meals Served:
the month of operation. Paid Meak Served:
o+ B * Participants Approved for Paid Meals: The :
Submitting a cipants Approved for Paid Me Total Meals Served:
. number o Stl:’ ents e Igible Tor pai Participants Approved for Free Meals:
Clalm breakfast. This number can Change Participants Approved for Reduced-Price Meals:

throughout the month of operation, always
use the highest number eligible for the
month of operation.

Participants Approved for Paid Meals:
Participants Enrolled:

- Participants Enrolled: The total number of
students enrolled during the month of
operation. This number may not match the
total of approved participants for free,
reduced-price, and paid breakfasts.




Submitting a

Claim

Lunch Fields

Number of Days Served: The number of days
lunch was served during the month of
operation.

Free Meals Served: The number of free
lunches served during the month of operation.

Reduced-Price Meals Served: The number of
reduced-price lunches served during the
month of operation.

Paid Meals Served: The number of paid
lunches served during the month of operation.

Total Meals Served: The sum of all lunches
served during the month of operation.

Participants Approved for Free Meals: The
number of students eligible for free lunch. This
number can change throughout the month of
operation, always use the highest number
eligible for the month of operation.

Lunch - High Rate

Number of Days Served:
Free Meals Served:
Reduced-Price Meals Served:
Paid Meals Served:

Total Meals Served:

Participants Approved for Free Meals:

Participants Approved for Reduced-Price Meals:

Participants Approved for Paid Meals:
Participants Enrolled:

b



Lunch Fields
- Participants Approved for Reduced-price

Meals: The number of students eligible for SR
reduced-price lunch. This number can change Number of Days Served:
throughout the month of operation, always Free Meals Served:
use the highest number eligible for the month Reduced-Price Meals Served:
of operation. N
yoferfe §  Participants Approved for Paid Meals: The :
Submlttlng a p pproved | ~ Total Meak Served:
number of students eligible for paid lunch. This participants Approved for Free Meals:
Clalm number can change throughout the month of - _
) ) Participants Approved for Reduced-Price Meals:
operation, always use the highest number i for Paid Mol
eligible for the month of operation. SITICIpants Fpprovecior Faid Teas:
Participants Enrolled:

- Participants Enrolled: The total number of
students enrolled during the month of
operation. This number may not match the
total of approved participants for free,
reduced-price and paid lunch.

Afternoon

Snack Fields




Submitting a

Claim

Afternoon Snack Fields

- Number of Days Served: The number of
days snacks were served during the month of
operation.

* Free Meals Served: The number of free

snacks served during the month of operation.

- Participants Enrolled: Total number of
students enrolled during the month of
operation. This number may not match the
total number of approved participants for
free, reduced-price, and paid snacks.

Afternoon Snack
Number of Days Served:
Free Meals Served:
Participants Enrolled:

Attendance

Factor Fields

46



Submitting a

Claim

Attendance Factor

At the bottom of your claim you should see a
percentage under the header Attendance
Factor.

* An attendance factoris a percentage
developed each program year by ADE
School Finance. This percentage accounts
for the difference between enrollment and
attendance. This information is used as a
basic edit check for claims.

* This percentage is site specificand can be
found at the bottom of each site claim.

* LEAs are to use this attendance factor when
completing the required form, Daily Edit
Check.

Attendance Factor

Attendance Factor:

Daily Edit Check
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5. Once all fields of the site claim are complete, click |_Save
at the bottom of the screen.

Buckeye Union High School
(07-05-01-201)
Regular daim
Breakfast
Mumber of Days Served: 12
Free Meals Served: 1443
Reduced-Price Meals Served: 110
™ " Paid Meals Served: 13
S meltt’n a Total Meals Served: 1576
g Participants Approved for Free Meals: 302
Participants Approved for Reduced-Price Meals: 29
- Participants Approved for Paid Meals: 71l
a l J , Participants Enrolled: 402
Lunch
Mumber of Days Served: 12
Free Meals Served: 2938
Reduced-Price Meals Served: 2490
Paid Meals Served: 262
Total Meals Served: 3490
Participants Appraved for Free Meals: 302
Participants Approved for Reduced-Price Meals: 29
Participants Approved for Paid Meals: 71
Participants Enrolled: 402
Afternoon Snack
Mumber of Days Served: 12
Free Meals Served: 157
Participants Enrolled: &07
Attendance Factor
Attendance Factor: 94,36 %
Save Delete Cancel




Your screen will refresh and continue to display the claim
you submitted.

6. Click [[@m8N found at the top of your screen to go back to your
claim index page.

Claims
NSLP Site

You are in NSLP Home > N5

Submitting a

ndex > NSLP Site Claim

Claim

Enter the information into the fol quantities that are unknown or none served, enter zero (0). Click Save to save your changes or dick Cancel to disregard your|

Buckeye Union High ScHG
(07-05-01-201)

Regular daim

Your claim data has been saved successfully.
Breakfast
Nurrber of Days Served:

Free Meals Served:

£

Reduced-Price Meals Served:

-
=

Paid Meals Served:
Total Meals Served:

Participants Approved for Free Meals:

<

Participants Approved for Reduced-Price Meals:

]

Participants Approved for Paid Meals:

Participants Enrdlled:

Lunch

i —
= é ~ 9 = -
] ] = Nl & (= o [& )

Nurrber of Days Served:




7. Click [rceatenewcaim ] to enter in claim data for other sites.
Use slides 39-49 for guidance on entering claim data.

Arizona Department of Education

Child Nutrition Program National School Lt

NSLP
NSLP Claims Index for August 2016

You are in NSLP Home > NSLP Claims Index

If you do not see certain Clains it may be due to security settings in place for your logon.
Use the drop-down lists to meke your selections and dick "Apply".

ProgramYear: |2017. Month: IAugus‘t -

Clal ] ] Buckeye Union High School District (07-05-01)

» View Meal Service Summary

» View Payment Summary

» View Accounts Payable/Receivable
» View Advance Summary

Reminder: You must submit your claims by dicking the link below to receive reimbursement.
» Submit All Claims

Submitting a

August
Buckeye Union High Schod (07-05-01-201)
Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Pending 09/06/2016 8:32a Edited by 070501000

Estrela Foothills High School (07-05-01-202)
Create New Claim
Youngker Hgh School (07-05-01-204)

+ Create New Claim




Flow of Submitting a Claim

) 4 ) 4 ) ) 4
Starting the
15t day of the Using the
Meal month Daily Edit
- following the Check, user Claims are Claims are
program s in » operating » enters claim processed. » reimbursed.
operation. montbh, data for each
claims can be site.
. . submitted.
Submitting a — S
C[a[m Pending Status: Claims left in pending status are not considered

complete and will not be paid if left in this status.

Submitted Status: Claims must be in submitted status in order to
receive reimbursement.




Submitting a

Claim

8. Once all claims have been entered and Saved, you

must click [submit All Claims

to submit the claims to ADE.

NSLP
NSLP Claims Index for August 2016

You are in NSLP Home > NSLP Clains Index

If you do not see certain Clains it may be due to security settings in place for your logon.
Use the drop-down lists to make your selections and dick "Apply".

ProgramYear: IZDL?.

Buckeye Union High School District (07-05-01)

» View Meal Service Summary

} View Payment Summary

+ View Accounts Payable/Receivable
» View Advance Summa

» Submit All laims

Reminder: You must s, king the link below to receive reimbursement.

Month: |August ~]

August
Buckeye Union High Schodl (07-05-01-201)
Action Paid Revision Type Status Last Hited Last Action
Edit Original Regular Claim Pending 09/06/2016 8:32a Edited by
Estrella Foothills High School (07-05-01-202)
Action Paid Revision Type Status Last Hited Last Action
Edit Original Regular Claim Pending 09/06/2016 8:37a Edited by
Youngker High School (07-05-01-204)
Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Pending 09/06/2016 8:38a Edited by
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Submitting a

Claim

9. After you click[submitAircaims] you will see a new window
appear with a certification statement. Please review this
statement and click v |to continue.

Dep

1ild N I._‘.t.' tion

NSLP
NSLP Claims Index for August 2016

You are in NSLP Home = NSLP Claims Index

If you do not see certain Claims it may be due to security settings in place for your logon|
Use the drop-down lists to make your seledtions and didk "Apply".

ProgramYear: 2017

Buckeye Union High School District (07-05-01)

» View Meal Service Summary

» View Payment Summary

» View Accounts Payable/Receivable
» View Advance Summary

Reminder: You must submit your claims by dlicking the link below to receive r
» Submit All Jaims

VBScript: Certification Statement ;.- - | )

|\

I certify that, to the best of my knowledge and belief, the site claim(s) being
submitted are true, correct and in accordance with the terms of the agreement;
that records are available to support the claims; that all approved sites were
operated; and that payment has not yet been received for such claims.

L Yes MNe

August
Buckeye Union High Schodl (07-05-01-201)
Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Pending 09/06/2016 8:32a Edited by
Estrella Foothills High School (07-05-01-202)
Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Pending 09/06/2016 8:37a Edited by
Youngker High School (07-05-01-204)
Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Pending 09/06/2016 8:38a Edited by
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Submitting a

Claim

A new webpage will load. It should look like the screen
shown below.

10. Click [here| found at the bottom of the webpage to return to the

claims index.

a Department of Education

lutrition Program

daims

Claims

Claim Submission
You are in NSLP Home > NSLP (laims Index > Claim Submission

Submission Summary

3 daims processed.

Submission Detail

Buckeye Union High School (07-05-01-201)
2016 August

|ﬂ daim submitted successfully.

Estrella Foothils High School (07-05-01-202)
2016 August

|ﬂ daim submitted successfully.

Youngker High School (07-05-01-204)
2016 August

|ﬂ daim submitted successfully.

dick here to return to the claims index.
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A new webpage will load. Your statuses should match below:

Arizona Department of Education

.H.ﬂ.
(.?? Child Nutrition Program

NSLP
NSLP Claims Index for August 2016

You are in NSLP Home > NSLP Clains Index

If you do not see certain Claims it may be due to security settings in place for your logon.
Use the drop-down lists to meke your selections and dick "Apply”.

ProgramYear: |2017. Month: Inugu;t -

Buckeye Union High School District (07-05-01)

» View Meal Service Summary

} View Payment Summary

» View Accounts Payable/Receivable
» View Advance Summary

Submitting a

Claim

August
Buckeye Union High School (07-05-01-201)
» View Site Meal Service Summary

Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Submitted 09/06/2016 8:32a Submitted

Estrella Foothills High School (07-05-01-202)

» View Site Meal Service Summary

Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Submitted 09/06/2016 8:37a Submitted

Youngker Hgh School (07-05-01-204)

» View Site Meal Service Summary

Action Paid Revision Type Status Last Hdited Last Action
Edit Original Regular Claim Submitted 09/06/2016 8:38a Submitted

If your statuses do not match, you have not submitted your claims
properly. Please contact your Program Specialist.




Flow of Submitting a Claim

) 4 ) 4 ) 4 )
Starting the
1%t day of the Using the
month Daily Edit
Meal. . following the Check, user User >aves
programisin | By operating » enters claim ®» | and submits
operation. month data for each all claims.
claims can be site.
. . submitted.
Submitting a —
Cla[ Processing Claims: Claims are processed daily, beginning the 1%

business day of each month, except for the last week of the month
during which no claims will be processed.

Reimbursement of Claims: Please refer to your date of submission and
allow up to 10 business days to estimate check mail date or you may
call the payment information line at (602) 542-5300.
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What must you do to submit your claims?

A. Click Save at the bottom of each claim. This submits each claim
to ADE.

B. Email your specialist when all claims have been filled out. They
will click Submit from their office.

Comprehension

Check C. Click on Submit All Claims above the month and certify the
information is accurate.

&
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Comprehension

Check

What must you do to submit your claims?

A. Click Save at the bottom of each claim. This submits each claim
to ADE.

B. Email your specialist when all claims have been filled out. They
will click Submit from their office.

C. Click on Submit All Claims above the month and certify the
information is accurate.

Claims are not submitted until the user has clicked the Submit All
Claims button and certified that the information is complete and
accurate.

&
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Revising a Claim

59



Am | able to revise my claim?

- Claims, even in submitted status, can be revised up until the 10t
of the month and all reimbursement will be paid in the same lump
sum.

- If revised after the 10™ of the month, the payment is likely to be
received the following month.

Revising a

- Revised claims may be submitted after the original claim has been
paid and the additional amount will be added to the next claim.
The revision must be submitted within 6o days.

For example, an LEA submits their site claim that includes meal counts
for lunch and breakfast on September 1. It is now in submitted status.
On September 15, the LEA realizes they accidently put the breakfast
meal counts in the lunch fields and needs to revise their claim. The LEA is
able to log into CNPWeb and revise the claim up to 6o days, even though
it is in submitted status.

Claim
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Revising a Claim

* The following slides will guide you through the process of revising
a claim that is in submitted status. Please note, if you need to
revise a claim that has already been processed, you will need to
contact your Program Specialist for guidance.

- Attendees are expected to already understand how to navigate
through CNPWeb to access the Claims Index Page.

Revising a

Claim

Revising a Claim
61



Revising a

Claim

1. Find the claim you wish to revise and click

NSLP

You are in NSLP Home = NSLP Claims Index

Use the drop-down lists to make your seledtions and dick "Apply”.

NSLP Claims Index for August 2016

If you do not see certain Clains it may be due to security settings in place for your logon.

Edit

ProgramYear: Month:
Buckeye Union High School District (07-05-01)
» View Meal Service Summary
» View Payment Summary
» View Accounts Payable/Receivable
» View Advance Summary
August
Budkeye Union High School (07-05-01-201)
» Miew Site Meal Service Summary
Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Submitted 09/06/2016 8:32a Submitted
jls High School (07-05-01-202)
| Service Summary
Paid Revision Type Status Last Fdited Last Action
Original Regular Claim Submitted 09/06/2016 8:37a Submitted
School (07-05-01-204)
Meal Service Summary
Paid Revision Type Status Last Edited Last Action
Original Regular Claim Submitted 09/06/2016 8:38a Submitted
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2. The claim you originally submitted will load. Make the
appropriate changes and click  s=»=  found at the
bottom of the webpage.

Claims
NSLP Site Claim

You are in NSLP Home > NSLP Claims Index > NSLP Sit= Claim

7, Help | *1 Logoff

Enter the information into the form. For meal quantities that are unknown or none served, enter zero (). Click Save to save your changes or cick Cancel to disregard your changes since the last save. Be sure to enter orly whole Aumbers (no decmals/cents).
NOTE This claim has already been submitted. Editing any data and then saving this claim will cause its status to return to PENDING. Pending claims are not paid until they have been submitted, thus this claim will need to be re-submitted to be paid.

Buckeye Union High School Sponsored by Buckeye Union High Schoal District (07-05-01)
2017 Program Year
A o (07-05-01-201) August
Original Claim
Regular Claim Submitted
Breakfast - Severe Need
Number of Days Served:

Free Meals Served:

L
Reduced-Price Meals Served:
Paid Meals Served:

Total Meals Served:

"

&
El

Partidpants Approved for Free Meals:

Participants Approved for Reduced-Price Meals:

=

Participants Approved for Paid Meals:

-

Particpants Enralled:
Lunch - High Rate
Number of Days Served:
Free Meals Served:

Reduced-Price Meals Served:

&

Paid Meals Served:

Total Meals Served:

@
8
o

Participants Approved for Free Meals:
Participants Approved for Reduced-Price Meals:

Partidpants Approved for Paid Meals:

Participants Enrolled:
Attendance Factor

Attendance Factor: 84.27 %

Save Delete Cancel




Your screen will refresh and continue to display your
revised claim.

3. Click [J@&meN found at the top of your screen to go back to your
claim index page.

Claims
NSLP Site

You are in NSLP Home > N6

"
‘ lalm Enter the information into the fol

Buckeye Union High School
(07-05-01-201)

Revising a

ndex > NSLP Site Claim

quantities that are unknown or none served, enter zero (0). Clide Save to save your changes or dick Gancel to disregard your]

Regular daim

Your claim data has been saved successfully.
Breakfast - Severe Need

Number of Days Served:

Free Meals Served:

Reduced-Price Meals Served:

Faid Meals Served:

Total Meals Served:

Participants Approved for Free Meals:

Participants Approved for Reduced-Price Meals:

]

Participants Approved for Paid Meals:

Participants Enrolled:

Lunch - High Rate

. .
! !!I!§!!§I

Number of Days Served:




4. Once all revised claims have been entered and Saved,
you must click [Submit All Claims] to submit the revised

claims to ADE.

NSLP

NSLP Claims Index for August 2016

L L
Re VI Ing a You are in NSLP Home > NSLP Claims Index

If you do not see certain Claims it may be due to security settings in place for your logon,
Use the drop-down lists to make your selections and dick "Apply™.

"
‘ lal ' ’ Program Year: IZOl?- Month: IAugust -

Buckeye Union High School District (07-05-01)

b View Meal Service Summary
¥ View Payment Summary
» View Accounts Payable/Receivable

» View Advance Summary,
Reminder: You must si the link below to receive reimbursement.

+ Submit All Claims

August
Buckeye Union High Schoel (07-05-01-201)
Action Paid Revision Type Status Last Edited Last Action
Edit Qriginal Regular Claim Pending 09/06/2016 8:51a

Estrella Foothills High School (07-05-01-202)
b View Site Meal Service Summary
Action Paid Revision Type Status Last Edited Last Action
Edit Criginal Regular Claim Submitted 09/06,/2016 8:37a

‘Youngker High School (07-05-01-204)
+ View Site Meal Service Summary
Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Submitted 09/06/2016 8:38a




Revising a

Claim

5. After you click [submit Allclaims] you will see a new window
appear with a certification statement. Please review this
statement and click v |to continue.

NSLP
NSLP Claims Index for August 2016
You are in NSLP Home > NSLP Claims Index
If you do not see certain Claims it may be due to security settings in place for your logon.
Use the drop-down lists to make your selections and dick "Apply™
Program Year: IZO].? - [ - - - r I | i
VBScript: Certification Statement - . )
Buckeye Union High School District (07-05-01)
» View Meal Service Summary
» View Payment Summary
b View A Payable/Receivabl - - . - -
S View A e I certify that, to the best of my knowledge and belief, the site claim(s) being
Reminder: You must submit your claims by clicking the fink below to receive reimbursement. submitted are true, correct and in accordance with the terms of the agreement;
» Subm ims . ) .
August that records are available to support the claims; that all approved sites were
uckeye Urion High Schodl (07-05:01-201) operated; and that payment has not yet been received for such claims.
Action Paid Revision Type Status Last Edi
Edit Criginal Regular Claim Pending 09/06,2018
Estrella Foothills High School (07-05-01-202)
» View Site Meal Service Summary | | TES NQ
Action Paid Revision Type Status Last Edi
Edit Original Regular Claim Submitted 09106,.’2016[-
S
‘Youngker High School (07-05-01-204)
» View Site Meal Service Summary
Action Paid Revision Type Status Last Edited Last Action
Edit Criginal Regular Claim Submitted 09/06,/2016 8:38a Submitted by 070501
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A new webpage will load. It should look like the screen shown
below.

6. Click |here| found at the bottom of the webpage to return to your

claims index page.

Revising a

Clalm Claims

Claim Submission

‘fou are in NSLP Home = NSLP Claims Index = Claim Submission

Submission Summary

1 claim processed.
Submission Detail
Buckeye Union High School (07-05-01-201)
2016 August
| B daim submitted successfully.

Click here to return to the daims index.




Revising a

Claim

A new webpage will load. Your updated statuses should
match below:

% Arizona Department of Education

/7 Child Nutrition Program

NSLP
NSLP Claims Index for August 2016
You are in NSLP Home > NSLP Claims Index

If you do not see certain Claims it may be due to security settings in place for your logon.
Use the drop-down lists to make your selections and didk "Apply”.

ProgramYear: |2017 V] Month: IAugLst ~]

Buckeye Union High School District (07-05-01)

» View Meal Service Summary

» View Payment Summary

» View Accounts Payable/Receivable
» View Advance Summary

August
Buckeye Union High School (07-05-01-201)
» View Site Meal Service Summary

Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Submitted 09/06{2016 8:32a Submitted

Estrella Foothills Hgh School (07-05-01-202)
» View Site Meal Service Summary

Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Submitted 09/06{2016 8:37a Submitted

‘Youngker High School (07-05-01-204)
» View Site Meal Service Summary

Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular daim Submitted 09/06{2016 8:383 Submitted

If your statuses do not match, you have not submitted your claims
properly. Please contact your Program Specialist.
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Questions and Answers
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Can | combine two months in one claim?

* At the beginning of the program year, the first two claims may be
combined if no more than 10 days of program operation occurred in the
first month.

- At the end of the program year, May and June claims may be combined if
no more than 10 days of program operation occurred in June.

QUEStionS and * June and July claims cannot be combined due to the reimbursement rate
change in July each program year.

Answers

* The end of the federal fiscal year claim (September) cannot be combined
with the beginning of the next federal fiscal year claim (October).
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Questions and

Answers

It is December 10th and | am submitting the November claim but see
that I forgot to submit my October claim. When is it too late to submit
the October claim?

* Claims can be submitted for previous months within 6o days from the end
of the month of operation.

For example, the month of operation is October. The last day to submit the
October claim is December 30t (60 days from October 31%).

71



What if | need to submit a claim, but it is past the 6o day deadline?

* First time claims or upward revisions of claims past the 60 day deadline,
can only be submitted as a One-Time Exception.

* A One-Time Exception can only be used once every 36 months.
* To check your eligibility, contact Mary Nesteruck at (602) 364-2303.

> * If you are eligible to use the One-Time Exception, complete the form,
QUEStIO”S and Request for One-Time Exception Form found on the Financial
Information for Health and Nutrition Services webpage:
http://www.azed.gov/health-nutrition/financial-information/.

Answers
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http://www.azed.gov/health-nutrition/financial-information/
http://www.azed.gov/health-nutrition/financial-information/
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http://www.azed.gov/health-nutrition/financial-information/

What is a One-Time Exception and how often can it be used?

A. The One-Time Exception allows you to make one revision to
your claim, and it can be used every month.

B. The One-Time Exception allows you to submit or revise a claim
Comprehension after the 60 day deadline has passed. It can be used once every

Check 36 months.

C. The One-Time Exception allows you to submit one inaccurate
claim. It can be used once per year.

&
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Comprehension

Check

What is a One-Time Exception and how often can it be used?

A. The One-Time Exception allows you to make one revision to your
claim, and it can be used every month.

B. The One-Time Exception allows you to submit a claim or do an
upward revision after the 6o day deadline has passed. It can be
used once every 36 months.

C. The One-Time Exception allows you to submit one inaccurate
claim. It can be used once per year.

All claims may be submitted and revised within 6o days of the end
of the month of operation. If a claim needs to be revised or if a claim
needs to be submitted after this 60-day deadline, the One-Time

Exception can be used.
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How can | sign up for direct deposit?

- Direct deposit is the recommended form of reimbursement. The State of
Arizona Direct Deposit Form can be found on the Financial Information
webpage under Forms and Instructions.

* Fill out the form as instructed and mail it to the address at the top of the
form. The Arizona General Accounting Office (GAO) is responsible for
verifying and entering the financial information submitted by the LEA. ADE
does not have access to the form or the financial information contained

within it. Any questions regarding this should be directed to the Arizona GAO

Answers at 602-542-5601.

Questions and

* Once the information is verified and the LEA is authorized for direct deposit,
ADE will change the reimbursement type to direct deposit. After the first
deposit, the LEA will receive a request to verify the deposit from the GAO. If
not verified, the reimbursement type will be changed back to regular check. If
the request is returned as verified, reimbursements will then continue to be
paid as direct deposit until the LEA requests the GAO in writing to
discontinue.
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What are the Reimbursement Rates?

* Arizona Department of Education (ADE) posts reimbursement rates for NSLP
and SBP as soon as possible after July 1 on the ADE webpage titled Program
Forms. These reimbursement rates are in effect from July 1 through June 3o0.

* There are two different types of reimbursement rates for NSLP and SBP based
on lunch claims submitted two years prior.

* NSLP: reimbursed at the Regular or High Rate

QUEStlonS and * To be eligible for the high rate, 60 percent or more of an LEA's total lunches served
in the second preceding year (two years earlier) must have been served free or at a
Answers reduced-price.

* SBP: reimbursed at the Regular or Severe Need Rate

- To be eligible for the severe need rate, 40 percent or more of a site’s total lunches
served in the second preceding school year (two years earlier) must have been
served free or at a reduced-price.

* Menus certified by ADE will receive an additional six cents of reimbursement in
addition to the standard reimbursement rates for free, reduced-price, and paid
lunch meals only. Additional reimbursement is not available for breakfast
meals.
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What should I do if | am receiving an out of range error?

* When a saved claim shows an out of range error, double check the claim
entries to verify all information is correct.

« Some LEAs exceed their attendance factor edit checks due to fluctuation
in participation.

* When the daily edit checks or reimbursement claims are in error due to an
attendance factor that is too low, a new attendance factor may be

Questions and calculated.

* Meal counts should not be adjusted to make the claim pass the edit
check.

* If the established attendance factor is too low, fill out the Attendance Factor
Calculation Sheet and fax it to the Health & Nutrition Services Unit, Finance
and Operations.

* Public Schools use an attendance factor that is based on information from
the 100th Day Report.

+ State Schools, Correctional Institutions, and Residential Child Care
Institutions use a 99% attendance factor.

Answers
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Technical Assistance

For any questions about submitting a claim, please
contact your School Nutrition Program Specialist, found
at the CNPWeb home screen.




Congratulations!

You have completed the Step by Step Instruction: How to Submit A
Claim in CNPWeb.

In order to count this training towards your Professional Standards
training hours, the training content must align with your job duties.

* Information to include when documenting this training for

End OfTraining Professional Standards:

* Training Title: Step by Step Instruction: How to Submit a Claim in
CNPWeb

* Learning Code: 3310
* Key Area: 3000- Administration
* Length: 45 minutes

* Please note, attendees must document the amount of training hours indicated on
the training despite the amount of time it takes to complete it.
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End of Training

Requesting a Training Certificate

Please click on the link below to complete a brief survey about this
training. Once the survey is complete, ADE will create a certificate
of completion and email it to you within 10 business days.

https://www.surveymonkey.com/r/OnlineHowToGuides

The information below is for your reference when completing the
survey.
Training Title: Step by Step Instruction: How to Submit a Claim in
CNPWeb

Professional Standards Learning Code: 3310
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In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA)
civil rights regulations and policies, the USDA, its Agencies, offices, and _emdr.)loyees, and
institutions participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, sex, disability, age, or reprisal or
begcblﬁzt/on for prior civil rights activity in any program or activity conducted or funded by

Persons with disabilities who require alternative means of communication for program
information (e.q., Braille, large print, audiotape, American Sign Language, etc.) should
contact the Agency (State or local) where they applied for benefits. Individuals who are
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Rela%/ Service at (800) 877-833,?. Additionally, program information may be made
available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program
Discrimination Complaint Form, AD-3027, found online at
http://www.ascr.usda.gov/complaint_filing cust.html, and at any USDA office, or write
a letter addressed to USDA and provide inthe letter all of the information requested in
the form. To request a copy of the complaint form, call (866) 632-9992. Submit your
completed form or letter to USDA by: (1) mail: U.S. Dgpartment o) A%riculture Office of
the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW, Wasﬁington,
D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@ﬁusda.gov.

This institution is an equal opportunity provider.

81


http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov

