	[image: image6.png]EDUCATION

& EARLY DEVELOPMENT





	Child and Adult Care Food Program

CNP web Claims by Site
	              Teaching and Learning Support
Child Nutrition Services

801 West 10th Street, Suite 200 

P.O. Box 110500

Juneau, Alaska 99811-0500

(907) 465-8711


To create a monthly reimbursement claim for the Child and Adult Care Food Program:

Step 1: Click on the Claims tab to display Claims page.

Step 2: Locate the claim month.

Step 3: Click [image: image1.png]


 Add in the “Action” column on far right. The CNPweb displays the Sponsor Claim form.

· If you are not operating the family day care home portion of CACFP then skip to Step 5.    
Step 4: If you’re filing a claim for family day care home providers (only) you will complete the sponsor claim.  

Note information needed in all boxes:

1) Number of homes in each category

2) Average Daily Attendance

a) Total the total number of children for each day of the month for each provider
b) Add up all daily totals, which will give you the grand total number of children in attendance all month (this is a duplicated count – if a child attends for all 21 days he would be counted 21 times)
c) Divide this total by the number of days the provider was in operation that month (served and claimed meals)
d) Combine all the individual ADAs of all the providers
e) Submit this ADA on your claim
3) Maximum operating days

4) Eligible tier 1 children (unduplicated number of children attending during the month)

5) No data entry needed
6) Eligible Tier II children (unduplicated number of children attending during the month)

10) 
Enter all Tier I meals

11)  Enter all Tier II High meals

12)  Enter all Tier II Low meals

17)  Enter your administrative expenses for the month

18) Check the “I Certify” checkbox and the Submit checkbox as in past years.  

If you’re a sponsoring organization that also operates centers, please finish your claim by following the directions listed below for all other CACFP programs.

All other CACFP Programs:
Step 5: Scroll to the bottom of the claim form.  Do not fill out the form at this time.

Step 6:  Click Submit. Do not check the “I Certify” checkbox at this time. The CNPweb checks to see which site claims your organization must submit for this month. 
Step 7: Click the “here” link at the bottom of the Sponsor Summary to return you to the Sponsor Summary Page. 
Step 8: Click the [image: image2.png]


  icon to the left of the claim month. This expands the list of sites expected to submit claims for this claim month.

The CNPweb displays the Sponsor Summary - Claims page with all expected

sites listed. If a site is not listed that means you didn’t check the claim month on the Center Info Sheet.  If a site is listed that was not operating during the month that means you need to update your Center Info Sheet and uncheck the claim month in question.
Step 9: Click Add in the “Action” column on far right of each site. The CNPweb displays the site claim form.
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Step 10: Complete the claim form.

Note information needed in all boxes:

Box 1-4)
Free/Reduced/Over Income  and Total Enrollment 

You’ll enter your 30-day study numbers for the October claim and will not adjust these throughout the year.
Box 5) 
Number of Operating Days – submit the number of days you were open for business and claiming meals in the month

Box 6)  
Average Daily Attendance

a) Total the total number of children for each day of the month 
b) Add up all daily totals, which will give you the grand total number of children in attendance all month (this is a duplicated count – if a child attends for all 21 days he would be counted 21 times)
c) Divide this total by the number of days you were in operation that month (served and claimed meals)
d) Submit this ADA on your claim
Example:  
Day 1=12 children; 

Day 2=15 children, 

Day 3= 9 children; 

Day 4=14 children

Total of 50 children divided by 4 days = 12.5 (round up)  = 13 ADA

Box 11) 
Enter your meal counts for the month
Box 13/14) 
For Profit Centers:  Enter the number of children in either one of the

  
Categories: Title XIX/XX (Pass I, II, & III) or Free/Reduced (from the Confidential Income Statements)
Box15)
For Profit Centers:  Check the bullet that applies
Step 11: Click Submit. The CNPweb checks the claim form for input errors.

If the CNP web finds errors, it displays the appropriate post confirmation page with the Errors status. You must correct all errors and resubmit your claim. For more information, see Correct Claim Input Errors

If the CNP web finds no errors, it displays the appropriate post confirmation page with the complete status.

Step 12: Click “here” to display the claims listing page.

Step 13: Repeat Step 9 through Step 12 for each site claim.

Step 14: Locate the sponsor claim for this month on the Sponsor Summary - Claims

page.

Step 15: Click Edit in the “Action” column on far right. The CNPweb displays the filled –in Sponsor Claim form.

Step 16:  Scroll to the bottom of the claim form and check the “I Certify” box and click Submit.
The CNPweb displays the Sponsor Claim Summary page with the claim

payment information. 
Step 17: Click “here” at the bottom of the page to display the Sponsor Summary - page.  You will see the total amount of the reimbursement under the Claims Tab.  If you want to see each individual center’s reimbursement amount click the [image: image5.png]


 on the left, which will open up the claim so you can see all sites and the amount of individual site reimbursement amount.  (Our database contractor is still working on this but it should be up and running by November.)
Notes
Claims can be edited prior to being submitted to the state for approval.  Any changes made are not tracked.

Claims can be revised after the original has the status Paid. Changes are tracked.  If you find you’ve made an error prior to the state moving your claim to the Paid category please contact the state office and we’ll put it back into Pending Submission category for you to update.
The CNPweb does not submit a claim for approval unless you check the “I Certify” checkbox even if the claim contains no input errors.

The CNPweb assigns the Pending Submission status to a reimbursement claim that has not been submitted to the state agency for approval. You must edit the claim, check the “I Certify” checkbox, and resubmit the claim.

The CNPweb assigns the Pending Approval status to a reimbursement claim waiting for state agency approval and payment.  You cannot update it at this point without contacting the state agency for assistance.
The CNPweb assigns the Paid status to a reimbursement claim that the state agency has approved for payment.  Once it is in the Paid status the claim is sent to the EED’s finance department for payment.  Normally this takes 5-10 business days.  The July payment takes longer as the finance department work towards closing out the state fiscal year.
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