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Objectives

At the end of this training, attendees should be able to:
o understand the reimbursement process set forth in Arizona;
o use CNPWeb to submit claims for reimbursement;
e implement a system of checks and balances to ensure accurate claiming procedures; and

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



Definitions

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

ADEConnect: An online portal that houses access to different applications where School Food
Authorities (SFAs) may submit reports on behalf of their Local Educational Agencies (LEAS).

Base Year: The first year of operating Provision 2 or that establishes the LEA’s claiming
percentages to support the subsequent years' federal reimbursements. Claiming for a Provision 2
base year is the same process as claiming for regular NSLP.

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.



Definitions

Non-Base Year: The years of operating a provision following the base year where the school makes
no new eligibility determinations and counts only the total number of reimbursable meals served
each day.

Provision 2: A four-year cycle that provides free breakfast and/ or lunch to all students regardless of
household income while reducing administrative duties and costs to participating LEASs.

Program Year: The operating period for Child Nutrition Programs. For school nutrition programs,
this is July 1-June 30.

Simplified Daily Edit Check Worksheet: A worksheet that is required to be completed on a daily
basis to ensure the number of children currently eligible for meals, multiplied by the LEA's
attendance factor, does not exceed the meals served for the day.



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 answers available within the
guide.

This icon will indicate a comprehension quiz question, and the background of
the slides will be blue like you see on this slide.
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This Step-by-Step Instruction will include:
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for Sites Operating the Special Assistance
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Overview

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

Introduction student.
to C[aiming for « To obtain this reimbursement, school personnel must
- accurately count, record, and claim the number of meals

Reimbursement actually served to students.

= « For sites operating Provision 2, students all receive breakfast
for Sites and/or IuncF:)h at nogcharge, and only total meals served need
Operating to be counted and recorded.

. = e The number of meals/snacks claimed for reimbursement
Provision 2 must have adequate documentation on file to support the

claim.

e In Arizona, SFAs must submit reimbursement claims online
through CNPWeb, an application located in ADEConnect.




What is ADEConnect?

ADEConnect is an online system that houses access to different
_ program applications for multiple areas within ADE. Throughout the
Introduction program year, HNS will require SFAs to submit reports using this

imi online portal.

to Claiming for P
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What is CNPWeb?

CNPWeb is the web application where SFAs operating Child Nutrition

_ Programs submit their annual site and sponsor applications and
Introduction submit claims for reimbursement.
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Applications
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How do | obtain access to CNPWeb?

Only those users who have been designated Entity Administrators
can grant permissions to applications within ADEConnect.

o Users must contact their LEA's Entity Administratorin order to
receive access to CNPWeb.

o To find your organization's Entity Administrator, you can log
into ADEConnect from the sign-in screen or through your
Student Information System (SIS) and click on "Help and
FAQ's".

ADECanect

12



How do | obtain access to CNPWeb?

You may search for your Entity Administrator(s) by typing the name of
your organization on the search bar, selecting your organization, and

Introduction ¢ lcking “Search
to Claiming for
Reimbursement f—

Find an Administrator Frequently asked questions

Looking for an administrator that can assist you with your ADECannect You have questions. We have answears.

access. Lacate the contact information of an ADEConnect administrator

- Find Administrator A table will appear with the contact information
O p e r a t l n g How to videos Education Orgarizatons for your organization's Entity Administrator(s). The
Are you new to ADEConnect. We can help with these how to videos. Your:Organigption Name Ind|v|dua|(s) ||Sted In thls Sectlon can aSS|gn

ot | ADEConnect roles, edit, add, and delete users.
Please note, users must contact their Entity
Your Organization Mame  Administrator(s) to receive access to CNPWeb.

Provision 2

Mame Email Address Phone Mumber

*If you do not have an Entity Administrator, complete the Request for ADEConnect Entity
Administrator Account form and email it to healthandnutrition@azed.gov.



https://www.azed.gov/sites/default/files/2017/07/Request%20for%20EA%20Account_Revised%2012.13.18.pdf?id=597bb9de3217e11384470da6

Who should submit the claims?

o Claims should be submitted by a trained staff member who is
familiar with the counting and claiming process.

Introduction e Itis recommended that more than one individual within the

to Clai ming for LEA is provided access to CNPWeb to submit the claims in the
- event one user is unavailable.

Rei mbursement o If a staff member leaves the LEA, their ADEConnect login

for Sites information must be deleted and cannot be shared among

other staff (ideally, the LEA would have another individual with
access to CNPWeb available to submit the claim).

Operating
Provision 2 « CNPWeb will provide an electronic date stamp containing the

username, date, and time the action occurred (i.e. submitted
claim).

14



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

A) Just one. The information submitted is confidential and the fewer people

who have access, the better.

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

C) Everyone involved in the food service operation should have access to

CNPWeb in ADEConnect.
0 15




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

A) Just one. The information submitted is confidential and the fewer people

who have access, the better.
B) At least two. This helps ensure there will be someone within the LEA who

can submit the claim in the event one person is unavailable.
C) Everyone involved in the food service operation should have access to
CNPWeb in ADEConnect.

If only one person has access to CNPWeb in ADEConnect 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 CNPWeb access in
ADEConnect. Having at least two people with CNPWeb access will ensure
there’s a backup plan in the event one person is unable to submit the claim.
16
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When can | submit a claim?

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

e For example, on September 1, CNPWeb will generate a
claim that the LEA can open to enter the number of
meals served during the month of August.

« Claims can be submitted starting the 1st day after the
operating month and for up to 60 days.

o Itis a best practice to have all claims submitted by the
10th of each month.

17
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When can | expect to be reimbursed?

« Claims submitted by the 10 of each month will be paid during

the month of submission. For example:

NOVEMBER 1 -10

Submit claim for
operating month of
October and receive
payment in November.

DECEMBER 1 -10

Submit claim for
operating month of
November and receive
payment in December.

JANUARY 1 -10

Submit claim for
operating month of
December and receive
payment in January.

18
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1. Go to the ADE Health and Nutrition Services webpage:
http://www.azed.gov/hns/ .

|
L o g I n t o @ ARIZONA DEPARTMENT SY zozz-2023 Students & Families Educators Administrators Programs & Supports About ADE ADEConnect

OF EDUCATION Q
c N P w e b Home  Health and Mutrition SE‘H:CR‘S W
Welcome to Health & Nutrition Services Summer 2022 Pandemic Electronic
Benefit Transfer (PEBT)

The Health and Nutrition Services Division is committed to enhancing the health and wellbeing of
Arizona’s children and adults by providing access to a variety of federally funded programs. Administrators and School Leaders

Parents and Families ~
Child Nutrition Program Operators +

Peer to Peer Support for Child Nutrition
Professionals

Free and Reduced-Price Percentage
Report

HNS/USDA Memos
Civil Rights

Submit Data Request



http://www.azed.gov/hns/

2. Click on ADEConnect found on the top the webpage.

ARIZONA DEPARTMENT 5Y zozz-2023 Students & Families Educators Administrators Programs & Supports About ADE  ADEConnect
OF EDUCATION Q

Log into I
c N Pwe b Welcome to Health & Nutrition Services e 2027 P eI El e e

" - —_— ) ) Benefit Transfer (PEBT)
The Health and Nutrition Services Division is committed to enhancing the health and wellbeing of
Arizona’s children and adults by providing access to a variety of federally funded programs. Administrators and School Leaders +

Parents and Families =
Child Nutrition Program Operators ~

Peer to Peer Support for Child Nutrition
Professionals

Free and Reduced-Price Percentage
Report

HNS/USDA Memos
Civil Rights

Submit Data Request




Log into
CNPWeb

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

éﬁ-ﬁz\ rlzona
Department of Education

You must have a username and password in order to
access ADEConnect*

*Please note, some users can access ADEConnect through their Student Information
System (SIS) and are not required to enter a username and password.

22



3. *Enter your username and password.

XA rizona

Department of Education

Log into
CNPWeb

Sign in with your arganizational account

Your organizational account used for sign in is your
email address.

If you have forgotten your ADEConnect password. you
can reset it using the Forgot Password? link.

If you are a Student Information System (S15) user,
please use that system for access to all of your ADE
applications! SIS users should only maintain their
password in the SIS,

Reset of ADEConnect password does not update your
SIS or Common Logon passwords.

For gquestions regarding your entity and application
access via ADEConnect, contact the Entity
Administrator Find an Entity Administrato

*Please note, some users can access ADEConnect through their Student Information
System (SIS) and are not required to enter a username and password.




4. You have successfully logged into ADEConnect. Click on the View
Applications or Applications at the bottom left or top right corner of
the page.

Log into
CNPWeb
_AD_EC_o_nnect




Log into
CNPWeb

5. Click on CNPWeb.

@ ADEConnect

Applications
[Hide All]
Arizona Department of Education (79275) [-]
CNP Direct Certification / Direct Verification v
CNP Management Plans and Budgets w &
CNP Verification Reporting w &
CNPWeb <_ w &
Education Organization System w &
Event Management System (EMS) 1w &
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You have successfully logged into CNPWeb. After logging in, your
webpage will show all Child Nutrition Programs you are participating in.

Log into T
CNPWeb . _
Health & Nutrition Services

Child Nutrition Programs

Mission Statement
To assist schooks and organizations inimproving the nutritional health and wel-being of students.

- -~
_ NSLP %2 ™ sFsp

CORE

(2]
i




Log into
CNPWeb

6. Click on NSLP.

Health & Nutrition Services
Child Nutrition Programs

Mission Statement
To assist schooks and organizations in improving the autritonal health and wel-being of students.

g’ié il

h)

%21‘-\

~

SFSP

CORE
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Log into
CNPWeb

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

Program
Specialist

Sponsor
Status

Claims
Status

Y Arizona Department of Education
Child Nutrition Program

NSLP

Home

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

# dick Here for a fist of NSLP Memos {}

Your NSLP Program Specialist is:

Aidaly Redriguez
Emai: Aidaly.Rodriguez@azed.gov
Telephone: (602) 542-8745

Sponsor Status:
& Noactions required in applications -- your most recent sponsor application was APPROVED on 06/20/2016.

Oaims Status:
B our most recent reimbursement was sent for processing on 07-05-2016. Fease alow 10-15 days for processing, and 3-5 days for W.S. mail delivery.

Program Specialist: Each LEA participating in NSLP has an
assigned Health & Nutrition Services Specialist. This is the
person the SFA should contact for program/regulatory
questions, special requests, and ongoing support. Their
contact information is displayed on the 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.

28
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Submitting
a Claim for
Special

Assistance

Provision 2

Flow of Submitting a Claim

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.

Meal
program s in
operation

—

>

-
Starting the

1stday of the
month
following the
operating

month, claims

can be
submitted

~N

Using the

Simplified

Daily Edit
Check, user
enters claim

data for each

J

-

site

User saves and
submits all
claims

Claims are
processed

>

Claims are
reimbursed
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1. Once logged into CNPWeb, click on Claims found on the NSLP
Home screen.

‘rral Arizona Department of Education

Child Nutrition Program

Check the followig equently for new announcements and important program information regarding NSLP:

e dick Here for a list of NSLP Memos ';r\s'

Your NSLP Program Spedialist is:

Aidaly Rodriguez
Email: Aidaly.Rodriguez@azed.gov
Telephone: (602) 542-8745

Sponsor Status:
@ No actions required in applications -- your most recent sponsor application was APPROVED on 06/20/2016.

daims Status:
@ our most recent reimbursement was sent for processing on 07-05-2016. Please alow 10-15 days for processing, and 3-5 days for LS. mail delivery.

31
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2. Use the drop-down menus to select the program year and the
month you are submitting the claim for. Then click Apply.

j Arizona Depariment of Education

Child Nutrition Program

NSLP
NSLP Claims Index for March 2021

You are in NSLP Home > N5LP Claims Index

ity settings in place for your logon.
ik “Apphy™.

o, or at least one numeric digit for a CTDS search.

Program Year: |2021ﬂ Month: |I'-13r|:h v Apply

Search for: Sponsor | v| where |Name| V| contains

You can enter search

32
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Now your screen should show the month selected and all sites.

Month
Selected

Sites

Arizona Depariment of Education

>hild Nutrition Program

NSLP
NSLP Claims Index for August 2016
NSLP Home = M

due to security settings in place for your logon,

If you do not see certain C due to se
ctions and dids "Apply™.

Lse the drop-down lsts toma

ProgramYear: [2017]~] Month: |August v

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 Schod (07-05-01-201)
v C(reate New Caim
Estrela Foothils High School (07-05-01-202)
v Create New (aim
Younagker High School (07-05-01-204)
v (reate New (laim

33
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Details to Remember When Submitting a Claim

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 completed; claims cannot be submitted in advance.
The SFA can save all claims and continue working on them
later.

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.

34
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What is a Simplified Daily Edit Check?

o Atool used to ensure the number
of children enrolled, multiplied by
the site's attendance factor does
not exceed the meals served for
the day.

o LEAs operating Special
Assistance Provision 2 for
breakfast and lunch are required
to complete a Simplified Daily
Edit Check at each operating site.

» Claim data is obtained directly
from the Simplified Daily Edit
Checks.

o A sample Simplified Daily Edit
Check Worksheet can be found
on the NSLP and SBP Program
Forms and Resources webpage
under the Operational tab.

[

£l
il

bR

T
1

*Please contact your Health and Nutrition
Services Specialist if you have questions about
completing the Simplified Daily Edit Check.



https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/hns/nslp/forms

What is an Attendance Factor?

o A site-level percentage is calculated by ADE School Finance
each program year. This percentage accounts for the

Submitti ng difference between enroliment and attendance. This
a Claim for information is used as a basic edit check for claims.

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

« Some LEAs exceed their attendance factor edit checks due
to fluctuation in participation. When the Daily Edit Checks
Provision 2 or reimbursement claims are in error due to an attendance
factor that is too low, a new attendance factor may be
calculated. (See slide 76 for what to do with an "out of

range" attendance factor).
e Meal counts should never be adjusted to make the claim
pass the edit check.

Assistance

36



Flow of Submitting a Claim

Meal Claiming: Federal reimbursement is provided for each meal that
L. meets program requirements and is served to an eligible student. To
Submitti ng obtain this reimbursement, school personnel must accurately count,
= record, and claim the number of meals actually served to students at
a Claim for ecord, a . Y
the point of service.

Special
Assistance

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

place.
Provision 2
e N 4 ™ f N ( )
Starting the .
1stday of the g_smgf_ ft.hz
month 0'271'; II:'Ic:(leit User saves and
Meal : . .
program is in foélsg;"t?ng‘e Check, user ¢ submits all |:> C:?,er;z;el'g |:> rgil?r:r;:ritreil
operation month. claims enters claim claims P
car'1 be data for each
submitted site
— - J \_ J \ J
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3. Under the claim month you selected, you will see a list of all your
sites. Click Create New Claim under the site you wish to enter

claim data in.

] ]

Submitting

[ |
a Claim for

™ NSLP

NSLP Clain Ind f A t 2016

speCIal TNI:M::“”-S '1..léxl or Augus
Ass I s t a n c e Use the drop-down lists to make your selections and dick "Apply”™.

ProgramYear: IZOL? ] Maonkth: IALgust ~

| |
P r ov I s I o n 2 Buckeye Union High School District (07-05-01)

¢ View Meal Service Summary

¢ View Payment Summary

k View Accounts Payable/Receivable
» View Advance Summary

August

Buckeve Union High Schoadl (07-05-01-201)
¢ Create New Claim

Estrela Foothils Hgh School (07-05-01-202)
b reate New Claim

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

» Create New Claim
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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.

gna Deoariment of Education
Child Mutrition Program

National School Lunch Program - NSLP

Claims

NSLP Site Claim Help |+ Logoff

Buckeye Union High School sporsared by Buckeye Union High Schodl District (07-05-01)
(07-05-01-201) 2017 Pronra

AUgUST

Original Claim

Reqular Claim Pending Submission
m

& This claim has not yet been saved. Please be sure t ick the Save button below before kkaving this daim.
Breakfast - Severe Need

Hurber of Days Served: [ ol
Free Meals Served:

Reduced-Price Meak Served:

Paid Meak Served:

Total Meals Served: o]
Particpants Enralled: . o
Lunch - High Rate

Murrber of Days Served: 0:
Free Meak Served:

Reduced-Prioe Meak Served:

[Paid Méak Sended:

Total Meals Served: U:

Partiipants Enndlied [

39
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What fields will | see on my claim?

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

e For example: A site that only
participates in NSLP and SBP
will only see fields related to
NSLP and SBP when the SFA
opens that site’'s monthly
claim.

Breakfast - Severe Need
Number of Days Served:

Free Meals Served:

Reduced-Price Meals Served:

Paid Meak Served:

Total Meals Served:
Participants Enralled:

Lunch - High Rate

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

Total Meak Served:

Particpants Enralied:

0

0

40



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

Submitti ng breakfast section. If you do not operate breakfast, you may continue
acClaim fOI" to slide 43 for guidance on entering lunch data.
s p e c i a l Afternoon Snack
Assistance Number u:;[)a:.rs Served: Ijl |

Free Mea i
P rovis i o n 2 Reduced_PrLu“Ch - High Rate

Mumber of Days Served: I—EI|
Paid Meals ! Bkl ot erere Need

Free Meals Served:
Total Heals Reduced-Price Meals Se Number of Days Served:

ParticipantsPaid Meals Served: Free Meals Served:

Total Meals Served: pedyced-Price Meals Served:

Partidpants Enrolled: | Paid Meals Served:

k|
Total Meals Served:

.

Participants Enrolled:
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Breakfast Fields

e Number of Days Served: The reskfist - Severe Heed
number of days breakfast was s of Do vt
served during the month of ek Sarunk
operation. Reduced-Price Meals Served:

o Total Meals Served: The sum of Paid eals Served:
all breakfasts served during the TotalMeas Served:
month of operation. particpants Enrolled:

« Participants Enrolled: The highest
number of students enrolled
during the month of operation.

*Please note that the ‘Free Meals Served’, 'Reduced-Price
Meals Served, and ‘Paid Meals Served’ in the screenshot
above will automatically show zeros for all Provision 2
operating sites. The user will not be required to complete
these fields because the Provision 2 non-base year site is
only required to count the total meals served.

Continue

. L
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Lunch Fields

e Number of Days Served: The

Lunch - High Rate
number of days lunch was

Mumber of Days Served:

Submitti ng served during the month of o
- operation. S S
a c'-a"“ fOI" o Total Meals Served: The sum :a;m:l:sﬂwzd:hs d
Special of all lunches served during Pk e
. the month of operation. ik
Assistance « Participants Enrolled: The
Provision 2 highest number of students
enrolled during the month of
operation.

*Please note that the ‘Free Meals Served’, ‘Reduced-Price
Meals Served, and ‘Paid Meals Served’ in the screenshot
above will automatically show zeros for all Provision 2
operating sites. The user will not be required to complete
these fields because the Provision 2 non-base year site
is only required to count the total meals served.

.k



Afternoon Snack Fields

e Number of Days Served: The

number of days snacks were Afternoon Snack

Submitti ng served during the month of Number of Days Served:
- | CI-ai m fOI“ operation. Free Meals Served:

- e Free Meals Served: The
S Peﬂal number of free snacks served Participants Enrolled:
Assistance during the month of

.. operation.
Provision 2 « Participants Enrolled: The

highest number of students
enrolled during the month of
operation.

Continue
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Attendance Factor

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

e Use this attendance factor when
completing the required form,
Simplified Daily Edit Check.

Attendance Factor

Attendance Factor:

Continue
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Calculating Provision 2 Claims

Once the user has entered the required claim data shown in the previous
slides, CNPWeb will automatically calculate this claim by using the site's
percentages of free, reduced, and paid participants from the base year
and the total meals served that month that is being claimed for
reimbursement. The example below shows how CNPWeb will calculate
claims for non-base year Provision 2 schools based on the total number
of meals served during the current month of reimbursement.

e The base year had 72.60% of their meals claimed as free in the month
of August and Provision 2 will assume that in August during each
non-base year, 72.60% of the total meals are free.

Non-Base
Base Year Year Total
Claim for  Percentage Meals in Non-Base Year
August August Claim for August
Free 1045 72.60% Multiply Equals 1198
Reduced 212 14.70% X = 243
Paid 182 12.70% 1650 209
Total Meals 1439 100% 1650

46



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)

|| |
s u b mi t t iNn g Feauiar Camm Remember that the user will not enter any

counts in the Free Meals Served, Reduced-
Price Meals Served, or Paid Meals Served.
Once total meals served is reported,

Breakfast - Severe Heed

Humber of Days Served:

Free Meals Served:

|
a Claim for —
0
- Reduced-rce esk Seved: 0 CNPWeb will automatically calculate the
s peCIal Paid Weals Served: 0 Free, Reduced-Price and Paid meals based

Tl peal zervek: - J on percentages from the corresponding

ASS I S ta n C e e . L| month in the base year.

Lunch - High Rate

Provision 2 = —

Free Heals Served:

Reduced-Price Heals Served: 0
Paad Meals Served: 0

Total Meals Served: ]

Participants Enroled: 0

Afternoon Snack

Number of Days Served: | u‘;

Free Meals Served: 1]

Reduced-Price Meaks Served: [

Paid Meals Served: [

Total Meaks Served: —CI_|

Particpants Enroled: —0'

Save Delete Cancel
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Submitting
a Claim for
Special

Assistance

Provision 2

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

6. Click Claims found at the top of your screen to go back to your claim

index page.

zona Depariment of Education
hild Nutrition Program

Claims

=lte
FSLPF Hom

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

Reqular Calm

Your claim data has been saved successfully

s Serve

e Meals Served: 69
ipants Enrolled:
ndance Factor

Attendance Factor: %
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7. Click Create New Claim to enter in claim data for other sites. Use
slides 37-47 for guidance on entering claim data.

& Arizona Deoariment of Education

s
-.l‘;:_‘,:); Child Nutrition Program National School Lt

o
# <
2

| |
Submitting
- NSLP
a ctalm for MSLP Claims Index for August 2016
u If woui do ot see certain Caims it may De due to Securily seit

PrOgramyear: E.'!'le?__\j_ Month: AUpET | v Apply

Ass i Sta n ce Buckeye Union High School District (07-05-01)

¥ View Meal Service Summary
¥ View Payméent Summa
v View Accounts Payable/Recelvable

u |
v View Advance Summany
I r o V I s I o n 2 Reminder: You must submit your dalims by dicking the link below to receive reimbursement.
¥ Submit All Gaims

August
Budeye Union High Schod (07-05-01-201)
Action Paid Revision Type Status Last Edited Last Action
Edit Origiral Regular Claim Pending 0062016 &3 Edtizd by 070501000

Estrela Foothils High School (07-05-01-202)
v Oreate Mew Claim

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

v Create Mew Claim




Flow of Submitting a Claim

Pending Status: Claims left in pending status are not considered
complete and will not be paid if left in this status.

Submitting
a Claim for
Special

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

Assistance

) ) ) (
- - Starting the
P r ov I s I o n 2 1stday of the Using the
Meal month Daily Edit User saves and
.. following the Check, user . Claims are Claims are
programisin operating enters claim submits all reimbursed
operation month, claims data for each
can be site
submitted
— ~—— —




8. Once all claims have been entered and saved, you must click
Submit All Claims to submit the claims to ADE.

Py
S 4 rizona Department of Education

o .,J; Child Nutrition Program

=

Submitting

NSLP

a CIaim for NSLP Clanrnls InL{le-x for August 2016
Special

MNSLP Home

ve due to security settings in place for your logon.

1Ue t0 secunty seitnd
selections and dick "Apply’

]
Assistance = =
- - Buckeye Union High School District (07-05-01)
* View Meal Service Summary
V I I + View Payment Summary
» View Accounts Payable/Receivable
» View Advance Summary
Reminder: You must submit your daims by dicking the link below te receive reimbursement.
» Submit All daims
August
Buckeye Union High Schod (07-05-01-201)
Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim Pending 05/06/2016 8:323 Edited by
Estrela Foothils Hgh School (07-05-01-202)
Action Paid Revision Type Status Last Edited Last Action
Edit Original Requiar Claim Peniding 09/06/2016 8:37a Edited by
Youngker Hgh School (07-05-01-204)
Action Paid Revision Type Status Last Edited Last Action
Edit COriginal Regular Claim Pending 08/06/2016 8:38a Edited by

oY}



Submitting
a Claim for
Special

Assistance

Provision 2

9. After you click Submit All Claims, you will see a new window appear.

Please review this statement and click Yes to continue.

s Arizona Department of Education

N -~
_J} Child Nutrition Program

NSLP
NSLP Claims Index

NSLP Home

ProgramYear:

F View Meal Service Summary

» View Payment Summary

¥ View Accounts Payable/Receivable
» View Advance Summary

» Submit All aims

for August 2016

SeCL Y S2Ltngs In pale fior WOUr Kogon.
ons and dids "Apply"

2017w | Month: August ||

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

Reminder: You must submit your daims by dicking the link below to receive reimbursement.

-

VEBScript: Certification Statement

August
Buckeye Union High Schod (07-05-01-1
Action Paid Revisi
Edit Origing

Estrella Foothils Hgh School (07-05-01

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,

Action Paid Rewvisic

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

Action Paid Rewvisic

Edit Origing

Yes Mo

Edted by

Edited by

Edited by

K2



Submitting
a Claim for
Special

Assistance

Provision 2

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.

ona Department of Education
hild Nutrition Program

Qaims

Claims
Claim Submission

I NSLP Home NELP Claims Index

Submission Summary

3 daims processed.

Submission Detail

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

| B daim submitted successfu Ily.

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

| B daim submitted successfully.

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

| B daim submitted successfu Ily.

Qick here to return to the daims index.
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A new webpage will load. Your claim status should match below:

Child Nutrition Program

NSLP
NSLP Claims Index for August 2016

Submitting
Special —— e - w

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

- + View Meal Service Summary
ssistance
» View Accounts Payable/Receivable
¢ View Advance Summary

| | August
Provision 2 s 7501

» View Site Meal Service Summanrny
Action Paid Revision Type Status Last Edited Last Action
Edit Criginal Reguiar Clim » 0906 2016 8:32a Submitted
Estrela Foothils Hoh School (07-05-01-202)

n NSLP Home > NS1

b View Site Meal Service Summary

Action Paid Revision Type Statiis Last Edited Last Action
Edit Original Regular Claim I 09Y06/2016 8:37a Submitted
Youngker Hgh School (07-05-01-204)

b View Site Meal Service Summary

Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim 03062016 8:38a Submitted

If you do not see 'submitted’ in status, you have not submitted your

claims properly. Please contact your Health and Nutrition Services
Specialist.




Submitting
a Claim for
Special

Assistance

Provision 2

Flow of Submitting a Claim

Processing Claims: Claims are processed in batches, beginning the 1st
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 for receipt of payment, or you may call the
Grants Management line at (602) 542-3901.

( ) ( \ 4 N
Starting the
1stday of the Using the
month Daily Edit
Meal_ . following the Chec}ll(, user Userk;sa\_/tes al\lnd Claims are Claims are
programisin ¢ operating I:> enters claim ¢ su lm'l sa processed reimbursed
operation month, claims data for each claims
can be site
submitted
— ~——— — - J
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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.

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

accurate.
0 56




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

Am | able to revise my claim?

Revised claims may be submitted after the original claim has been paid
and the additional amount will be added to or removed from the next
claim. The revision must be submitted within 60 days.

o For example: An SFA submits their August site claim that includes
meal counts for lunch and breakfast on September 1st; the claim is
now in submitted status. On September 15th, the SFA realizes they
accidentally put the breakfast meal counts in the lunch fields and
needs to revise their claim. The SFA is able to log into CNPWeb
and revise the claim for up to 60 days, even though it is in
submitted status. If the claim has already been processed by
accounting the user would need to create a new claim revision to
the original claim.
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Revising
a Claim

Revising a Claim

The following slides will guide you through the process of revising a
claim that is in submitted status. Please note that if you need to
revise a claim and it is past 60 days from the last day of the claim
month, you will need to contact your Health and Nutrition Services

Specialist for guidance.

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

rizona Department of Education

/ Child Nutrition Program

NSLP
NSLP Claims Index for August 2016

n NSLP Home

1. Find the claim you wish to revise and click Edit.

n place for your logon.
ProgramYear: IZEIl? b Monkh: Ihugust w |
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 Schodl (07-05-01-201)
» View Site Meal Service Summary
Action Paid Revision Type Status Last Edited Last Action
Edit Orignal Reguiar Claim 09052016 8:32a Subitted
Estrela Foothils High School (07-05-01-202)
» View Site Meal Service Summary
Action Paid Revision Type Status Last Edited Last Action
Edit Original Regular Claim by 09/06/2016 8:37a submitted
Youngker Hgh School (07-05-01-204)
b View Site Meal Service Summary
Action Paid Revision Type Status Last Edited Last Action
Edit Orignal Regular Claim 0062016 8:38a Submitted
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2. The claim you originally submitted will load. Make the appropriate
changes and click Save found at the bottom of the webpage.

R e i s i n g
u Buckeye Union High School Spersoresd by Buckeye Unkon Hoh Schod District [67-05-01)
{07-05-01-201) RO Ve
Orignal Claim
a a I m Requiar Claim pochechar

Breakfast - Severe Need
Number of Days Served:
Free Meals Served:
Reduced-Price Meals Served:
Paid Meals Served:

Total Meals Served:
Participants Enrolled:

Lunich - High Rate
HNumber of Days Served:
Free Hesls Served:

Reduced-Price Heals Served:
Paid Meals Served:

Totad Meals Served:

Participants Enroled:

Afternoon Snack

J DL

Number of Days Served: 17

Free Meals Served: 0
Reduced-Price Meals Served: 0
Paid Meals Served: 0

Total Meals Served:

Participants Enrolled: 226
Attendance Factor
Attendance Factor: 93.47%

Save Delete Cancel




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

3. Click Claims found at the top of your screen to go back to your claim
index page.

izona Department of Educalion

s AriZo
4 Child Nutrition Program

Revising
a Claim

Claims
NSLP Sit

NSLP Hoe = |

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

Reqular Claim
Your claim data has been saved successfully.

Afternoon Snack
Humber of Days Served: 24

Free Meals Served:
Reduced-Price Meals Served:

Paid Meals Served:

Total Meals Served: 3212

Ii:i:i:l

Participants Enrolled: 331

Attendance Factor

Attendance Factor: 93.47%




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

] ]
Revising
- NSLP
a ctalm NSLP Claims Index for August 2016

HSLP Ho

Program Yaar: 017+ | Marith: August ||

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

» View Meal Service Summary

v View Payment Summary

+ View Accounts Payable/Receivable

b View Advance Summary

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

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

Estrels Foothills High Schedl (07-05-01-202)

» View Site Meal Service Summary
Action Faid Revision Type Status Last Edited Last Action
Edit Original Regular Claim it 09/06/2016 8:37a

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

Action Paid Revision Type Status Last Edited Last Action
Edit Origingl Regular Claim 09/06/2016 8:383
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5. After you click Submit All Claims, you will see a new window appear.
Please review this statement and click Yes to continue.

- 1 Arizona Department of Education
J Child Nutrition Program

Revising

NSLP

|
a ctalm NSLP Claims Index for August 2016

NSLP Home

e due to security settings in place for your kogon,
selections and dick "Apply’

Programear: |2(J'|,?_v. Month: IJ’lL!JLEt .v]

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

F View Meal Service Summary

» View Payment Summary

» View Accounts Payable/Receivable
» View Advance Summary

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

August
Buckeye Union High Schodl (07-05-01-7f ¥ . . N
: .| VBScript: Certification Statement
Action Paid Revisic
Edit Origing Edited by

Estrela Foothils High School (07-05-01
Action __ paid __ mevisi| | I certify that, to the best of my knowledge and belief, the site claim(s) being
Edit ongnd | cubmitted are true, correct and in accordance with the terms of the agreement; Edited by
Youngker High School (07-05-01-204) that records are available to support the claims; that all approved sites were

Action  paid  mevisi | operated; and that payment has not yet been received for such claims.
Edit Drigne Edited by

Yes Mo




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 the
claims index page.

Revising
a Claim

nt of Education
tion Program

Claims

Claim Submission
T NSLP Home MELP Claims Index

Submission Summary
3 daims processed.
Submission Detail
Buckeye Union High School (07-05-01-201)
2016 August
| B adaim submitted successfu Ihy.
Estrella Foothils High School (07-05-01-202)
2016 August
|B daim submitted successfully.
Youngker High School (07-05-01-204)
2016 August
| B daim submitted successfu lly.

Cick here to return to the daims index.




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

nt of Education
ition Program

ReViSing Claims

Claim Submission

||
a a I m re in NSLP Home NSLP (laims Index

Submission Summary
3 daims processed.
Submission Detail

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

| B daim submitted successfu Ily.
Estrella Foothils High School (07-05-01-202)
2016 August
|B daim submitted successfully.
Youngker High School (07-05-01-204)
2016 August

| O daim submitted successfu Ily.

Cick here to return to the daims index.

If you do not see ‘claim submitted successfully’, you have not
submitted your claims properly. Please contact your Health and
Nutrition Services Specialist.
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Questions
& Answers

Can | combine two months in one claim?

e Schools operating under provision 2 non base year are unable
to combine claims due to each month having a specific
claiming percentage.
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Questions
& Answers

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

submit the October claim?

o Claims can be submitted for previous months within 60 days
from the end of the month of operation.

o For example, if the month of operation in October, the
last day to submit the claim is December 30 (60 days
from October 31).

e The Claiming Calendar can be found in the NSLP home
webpage in the 'Program Forms and Resources'
section under the 'Calendars and Checklists' tab.
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https://www.azed.gov/sites/default/files/2019/03/BC.%20CNP%20CLAIM%20PROCESSING%20CALENDAR.PDF

Questions
& Answers

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

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

o A One-Time Exception can only be used once every 36 months.

» To check your eligibility, submit a ticket to the ADE Help Desk
and ADE Grants Management will assist you.

« If you are eligible to use the One-Time Exception, complete the
Request for One-Time Exception Form found on the NSLP and
SBP Program Forms and Resources webpage under the
Finance tab.

/1


https://www.azed.gov/grants-management/health-and-nutrition
https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/hns/nslp/forms

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 after the

60-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.
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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 after the 60-
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

All claims may be submitted and revised within 60 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.

/3



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 NSLP and SBP Program
Forms and Resources webpage under the Financial tab.

Questions n , | |
e New entities must submit W9 forms via ADE Help Desk for processing.

& Answers  Entities setting up direct deposits (ACH) must contact the Accounts Payable
Inbox at accountspay@azed.gov. ACH forms contain sensitive banking
information and should not be handled through email or other electronic
means.

o Fill out the form as instructed and mail it to the address at the top of the
form. The Arizona General Accounting Office (GAOQ) 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 at (602) 542-5601.

o 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 a
regular check. If the request is returned as verified, reimbursements will
then continue to be paid as a direct deposit until the LEA requests, in 74
writing, that the GAO discontinues.



https://www.azed.gov/grants-management
https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/grants-management/health-and-nutrition

What are the Reimbursement Rates?

ADE posts reimbursement rates for NSLP and SBP as soon as possible

= after July 1 on the NSLP and SBP webpage page under the Reimbursement
Questions Rates tab as soon as possible after July 1. These reimbursement rates are
& Answers in effect from July 1 through June 30.

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 SBP: reimbursed at the Regular or Provision 2: reimbursed based on the
High Rate Severe Need Rate claiming percentages

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 reduced-
price

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

CNPWeb will automatically calculate
claims for Provision 2 schools based
on the total meals served and the
schools claiming percentages.

Menus certified by ADE will receive an additional eight 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.



https://www.azed.gov/hns/nslp
https://www.azed.gov/hns/nslp/forms

What should | do if | am receiving an “out of
range” error?

. « When a saved claim shows an “out of range” error, double-check the
Questions claim entries to verify all information is correct.

& Answe rs e 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.

e Meal counts should never 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 submit the completed
form to http://helpdeskexternal.azed.gov.

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

o State schools, correctional institutions, and Residential Child Care
Institutions use a 99% attendance factor.
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https://www.azed.gov/grants-management/forms/#attendance-factor

Technical Assistance

For any questions about submitting a claim, please
contact your Health and Nutrition Services Specialist,
found on the NSLP Home screen.

<




Congratulations

You have completed the Step-by-Step Instruction: How to
Submit a Claim in CNPWeb for Sites Operating the Special
Assistance Provision 2.

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
Professional Standards:
 Training Title: How to Submit a Claim in CNPWeb for
Sites Operating the Special Assistance Provision 2
e Learning Code: 3310
o Key Area: 3000 —Administration
e 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.




Training Certificate

Please click on the link below to complete a brief survey
about this training. Once the survey is complete, you will be
able to print your certificate of completion from
SurveyMonkey.

*This will not appear in your Event Management System
(EMS) Account.

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

The information below is for your reference when
completing the survey:

e Training Title: Step-by-Step Instruction: How to Submit
a Claim in CNPWeb for Sites Operating the Special
Assistance Provision 2

o Professional Standards Learning Code: 3310

s7 Wk


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

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations
and policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex
(including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights
activity.

Program information may be made available in languages other than English. Persons with disabilities who
require alternative means of communication to obtain program information (e.qg., Braille, large print,
audiotape, American Sign Language), should contact the responsible state or local agency that administers
the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the
Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program
Discrimination Complaint Form which can be obtained online at:
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%Z20P-Complaint-
Form-0508-0002-508-11-28-17Fax2Mail.pdf, from any USDA office, by calling (866) 632-9992, or by writing a
letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and
a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary
for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027
form or letter must be submitted to USDA by:
1. mail:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights

1400 Independence Avenue, SW

Washington, D.C. 20250-9410; or

2.fax:
(833) 256-1665 or (202) 690-7442; or

3. email:
program.intake@usda.gov

This institution is an equal opportunity provider.



