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1 SUMMARY

1.1 BACKGROUND AND OVERVIEW

The Special Nutrition Programs suite of web-based applications was originally developed on
behalf of the Arkansas Department of Human Services Division of Child Care and Early
Childhood Education to support their Child and Adult Care Food Programs (CACFP)
administrative requirements. The software expanded to encompass other USDA-FNS meals
programs such as the National School Lunch Program and the Summer Food Services
Program, and has been transferred to multiple other state agencies including the Oklahoma
State Department of Education and the New Mexico Public Education Department.

1.2 SPECIAL NUTRITION PROGRAM (SNP)

1.2.1 CORE MODULES OF THE SPECIAL NUTRITION PROGRAMS SUITE

1.2.1.1 Applications

From granting initial system access to final application approval, the SNP Applications module
streamlines and automates the application process for local education agencies and other FNS
meals program participants. Applicants enter information over the Internet via intuitive, user-
friendly web pages that check for common errors and prompt users for corrections. The system
also facilitates the upload of additional related support documents.

A hallmark of the SNP system is the intuitive checklist format for submission, processing and
approval that allows submitters to know at any time exactly where they are in the process.
State agency staff members also monitor progress against the checklist and communicate
directly with applicants from within the SNP system to request additional information and assist
participants in correcting deficiencies.

The Applications module is integrated with the other modules in the SNP suite. The data
collection that takes place during the application process is broken out across a number of
online forms corresponding to the mix of federal and state specific requirements.

1.2.1.2 Claims

The SNP Claims module streamlines and simplifies the monthly claim process, reducing errors
and processing time. All claims are checked against application data, helping to ensure that
only valid claims are submitted. Edit check functionality prevents participants from submitting
non-compliant claims.

Because the system is online and interactive, users are provided immediate feedback and given
information about any specific errors and what is required to correct them. Data is collected at
the site level. All necessary granular data regarding meal types and meal counts are tracked
through the system to support reporting and audit needs. The Claims module is fully integrated
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with the other modules in the SNP suite. It is also a key point of integration with other state
systems.

1.2.2 CAPABILITIES AND REPORTING FUNCTIONALITIES

1.2.2.1 Alerts and Other Communications

The SNP system includes tools for communications between the state agency and program
participants. Staff can generate alerts from the Applications and Claims modules that are keyed
to specific events. Along with system generated messaging, the alert system serves as a to-do
list for both staff and program participants. The system also includes functionality to generate e-
mails.

1.2.2.2 Reports

The SNP system has a full range of available reports to meet state and federal regulatory
reporting requirements and ensure ready access to the data necessary for effective program
administration. Reports can be viewed on the screen, printed, or exported to Microsoft Word,
Microsoft Excel, and Adobe PDF formatted documents.

1.2.2.3 Online Training

The SNP system provides extensive functionality to manage training. State agency staff
members are able to create computer-based classes and publish them to the website. Courses
can be created using audio, video, PowerPoint presentations, and many other media.
Participants can select a class, review the associated training materials, take a test designed by
state staff, and print a certificate of completion. In addition, instructor-led training classes can
be published to an online training calendar so participants can view available trainings and
schedule themselves for classes.

The training functions are well integrated with the other SNP capabilities and workflow. The
system tracks completion, maintains histories, and reports training statistics to state staff.
Course completion appears on the application checklist so state agency staff are able to ensure
that organizations have completed the appropriate training requirements as part of the
application approval process.

1.2.2.4 Document Management
The system has functionality for providers and state agency staff to upload documents and store
them securely in the database, reducing the need for paper files, faxes, and mailings.

1.2.2.5 Resource Library
The state agency can maintain a library of resource documents that end users can view online
or download.

1.2.2.6 Privacy Statement
The Child Nutrition Programs system is committed to ensuring that your privacy is protected.
Oklahoma State Department of Education Child Nutrition Programs uses and protects any

NORTHROP GRUMMAN
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information that you give us when you use this website.

1.3 CHILD AND ADULT CARE FOOD PROGRAM (CACFP)

The Child and Adult Care Food Program provides reimbursement for well-balanced, nutritious
meals served to individuals enrolled in day care centers, Family Day Care Homes (FDCH), after
school programs, emergency shelters, and/or head start programs. Funding is provided to the
Oklahoma State Department of Education (state agency) from the United States Department of
Agriculture (USDA) based on claims submitted by program participants.

The CACFP is available to public and private nonprofit organizations providing licensed non-
residential day care services. Such organizations include childcare centers, FDCH sponsors,
outside-school-hours care centers, organizations providing day care services for children with
disabilities and/or special health care needs, and adult care centers. In addition, private for
profit centers may qualify if they receive compensation under Title XX/XIX of the Social Security
Act for at least 25 percent of the participants who are receiving non-residential care, or 25
percent of their participants who qualify for free or reduced-price meal benefits.

O"lduumi
3
{ X s TN _—r
1 OKLAHOMA STATE DEPARTMENT OF EDUCATION

'Welcome to Oklahoma CNP On-Line. 5/6/2016, 12:27:31 PM|
Ghild & Adult Care Food Program (CACFP)

Enter Claims ™ = T
= Welcome to the Oklahoma Child Nutrition Programs

Child and Adult Care Food Program (CACFP)

B S LoE 0
mmmo ***** Parents - Locate a Child Nutrition Provider Near You!!!*****
Eamily Day Care Homes (If you are RENEWING YOUR APPLICATION, please use the
Rates/Elimbility Scales EXISTING USER LOG-ON link on the left side of the page.)
USDA Web Site

to participate in the Child Nutrition Programs On-Line!
USDA CACFP Site deplytop L -
- : Print Blank Application Forms
Calculator
Resource Library

Privacy Statement

Figure 1-1, CACFP Website Main Page

The Special Food Service Program for Children, established by Congress in 1968, was the
forerunner of the Child Care Food Program. Further legislation in 1975, 1978, 1981, and 1987
clarified, expanded, and made permanent the Child Care Food Program. The title was changed
in 1989 to the Child and Adult Care Food Program (CACFP).

Childcare centers, adult day care centers, Head Start programs, and family day care homes
may participate in the CACFP. Eligible institutions include settlement houses, day care centers,
and organizations providing day care services for disabled individuals and / or adults 60 years of
age or older and outside-school-hours care centers. Organizations eligible to sponsor a CACFP
include units of state or local government; nonprofit private organizations such as community
action agencies and churches; and private for-profit organizations sponsoring Title XX and Title
XIX centers, which receive Title XX and Title XIX compensation for at least 25 percent of the
participants enrolled or 25 percent of license capacity, whichever is less.
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Two types of assistance are available through the CACFP. The first of these—cash
reimbursement—is available for meals and/or supplements meeting the United States
Department of Agriculture meal pattern requirements, but not exceeding three meals per day
per child. The second type of assistance available through the program is in the form of
commodities donated by the United States Department of Agriculture. Commaodities are
available to eligible participating agencies through the Oklahoma Department of Human
Services Food and Nutrition Service Unit.

1.3.1 CACFP PROGRAM COMPONENTS

The purpose of this document is to provide an overview and instructional support for using the
Applications Module.

1.3.1.1 CACFP Centers
The Child and Adult Nutrition Program benefit various organizational types. Each organization
type has set requirements to qualify for the Program.

1.3.1.2 Family Day Care Home
Family Day Care Homes are unigue organizations able to receive Child and Adult Nutrition
Program funding. Family Day Care Home organizations have different program requirements.

1.3.1.3 CACFP Program Resource - USDA Website
The United States Department of Agriculture (USDA) desires people to eat healthy and funds
food and nutrition programs to help people obtain healthy food.

All existing CACFP participants and persons interested in becoming a CACFP participant are
encouraged to visit the USDA Website to learn more about the program, available options, and
other resources to enhance your CACFP Program experience.

1.3.1.4 CACFP Program Resource - USDA CACFP Website
The United States Department of Agriculture (USDA) desires people to eat healthy and funds
food and nutrition programs to help people obtain healthy food.

One specific division of the food and nutrition programs is Child and Adult Care Food Program
(CACFP).

The USDA welcomes anyone with interest in CACFP to visit the USDA Website for additional
information.

1.3.1.5 CACFP Program Resource — Food Buying Guide Calculator

Purchasing food is an essential part of the participating in CACFP, and USDA has referenced a
food buying calculator. CACFP patrticipants are encouraged utilize this resource as your budget
and plan food purchases.

NORTHROP GRUMMAN
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1.4 PURPOSE OF THIS DOCUMENT

The purpose of this document is to provide an overview and instructional support for using the
CACFP System.
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2 APPLICATION ACCESS - LOGIN

2.1 SECURITY AND ACCESS LEVELS

» All users must follow the application process established by the Oklahoma Department
of Education to gain access to the CACFP System.

» CNP Staff members must contact a user with the administrator role to create their user
profile within Applications to gain access to the system.

» An external entity user must use the following URL to access the Oklahoma Child
Nutrition Programs (CNP) Child and Adult Care Food Program (CACFP):
https://cnp.sde.ok.qov/CACFP/SNPWelcomeM.aspx

» The URL navigates to the ‘Existing User Log-On’ page for the CACFP System.

OKLAHOMA STATE DEI’A;I"MENT OF EDUCATION

[ Welcome to Oklahoma CNP On-Line 9/7/2018 11:33:12 AM]
Child & Adult Care Food Program (CACFP)

O‘WNW;%
{ 9
8

Enter Claims

Home
CACFP Centers

Family Day Care Homes
Rates/Eligibility Scales
USDA Web Site

USDA CACEP Site
Food Buying Guide Please Enter User Name and Password to Access the System
Calculator User Name

Reowcelibmyy - password [ ]

Privacy Statement

‘ OK | Change Password | Cancel ‘

Forgot your password? Click Here

» An entity that is not an existing user, must click the ‘Home’ link at the top of the left hand
menu to navigate to the ‘Welcome’ page.

Exiasting User Log-On
CACFP Centers

Family Dav Care Homes
Rates/Eligibility Scales
USDA Web Site

USDA CACFP Site
Food Buying Guide
Calculator

Resource Library
Privacy Statement

» On the ‘Welcome’ page, the entity user clicks the ‘Apply to participate in the Child
Nutrition Programs On-Line!’ button to navigate to the ‘On-Line Application’.
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e

OKLAHOMA STATE DEPA

Welcome to Oklahoma CNP On-Line.

\TMENT OF EDUCATION

9/7/2018 11:43:10 AN

\Ghild & Adult Care Food Program (CACFP)
Welcome to the Oklahoma Child Nutrition Programs
Child and Adult Care Food Program (CACFP)

Existing User Log-On

CACFP Centers Fx#**Parents - Locate a Child Nutrition Provider Near You!!!**#¥¥*
Famil DE ty N (Ifyt RENEWING YOUR APPLICATION, pl th

7 S you are_ w x £ N please use the
Rates Eligfbilis Scales EXISTING USER LOG-ON link on the left side of the page.)

USDA Web Site l
USDA CACEFP Site

Food Buying Guide
Calculator
Resource Library
Privacy Statement

Apply to participate in the Child Nutrition Programs On-Line! |

The CACFP provides reimbursement for well-balanced, nutritious meals served to individuals enrolled in day care centers,
Family Day Care Homes (FDCH), after school programs, emergency shelters, and/or head start programs. Funding is provided
to the Oklahoma State Department of Education (state agency) from the United States Department of Agriculture (USDA) based
on claims submitted by program participants.

NOTE: The ‘Welcome’ page also contains information on who can participate, frequently
asked questions, policy and contact informaiton.

» On the On-Line Application, the entity user answers questions 1 through 3 and clicks the
‘Next’ button to navigate to the ‘Initial Person’ page.

Enter Claims On-Line Application

Home Please answer the questions below to see if you qualify to apply to the Child and Adult Care Food Program (CACFP):
Existing User Log-On

CACFP Centers 1. Do you have an Individual Taxpayer Identification Number (ITIN) or Emplover Identification Number

Family Day Care Homes (EIN)?

Rates/Eligibility Scales () yeg

USDA Web Site ONo

USDA CACFP Site

Food Buying Guide b
Calculator P
Resource Library
Privacy Statement

Are you currently excluded from any state or federally administered programs?
OYes
ONo

Do you already have an agreement number for the institution you are applying for?
JYes
ONo

o

'WELCONMIE to the Child and Adult Care Food Program (CACFP). This document will assist you in getting started:

1. CACFP Software Instructions for NEW Participants: This document will instruct you on how to navigate through
the CACFP Web site so that you can begin to complete your CACFP Application. Should you have any questions
during this process, please call 405-521-3327. Thank you for your interest in the CACFP!

Should you have any questions during this process, please call 405-521-3327. Thank you for your interest in the CACFP!

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Oklahoma City, OK 73105-4599
405) 521-3327 fax: (405) 521-2239

» On the ‘Initial Person’ page, the entity user enters all applicable data and clicks the ‘Submit
Request for Access to the CNP System’ button at the bottom of the page to send the request to
CNP staff for approval.

NORTHROP GRUMMAN
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February 2017

Enter Claims Please enter your personal information bel

Home

Existing User Log-On
CACFP Centers

Family Day Care Homes

Rates/Eligibility Scales
USDA Web Site Program CACFP

USDA CACEFP Site
Food Buying Guide Executive Director/Responsible Person

Please enter the name and contact information for the Executive Director or Responsible Person for the Tax Identification
Number you enter below.

Calculator Last Name
Resource Library First Name
iy, i Middle Initial

ITINEIN L 7]
DUNS Number ’—‘
Phons I
Fax I
EMail Address I:l

Security Question [Mothers Maigen Name? v

security Avser [ ]
Last 4 Digits of Social I:l
Security Number

'CACFP Initial Screening

1. What type of institution are you?

Adult care center (must have license/permit)

Child care center (must have license/permit)

Head Start center (must have license/permit)

Center Sponsor (must have license/permit for each site under its sponsorship)

Institution operated by a public school on school grounds, or an Emergency Shelter

At-Risk center with License (must have license/permit)

At-Risk center with a DHS report stating your center does not require a license (must provide copy of report)

) Family day care home (FDCH) sponsor (must have a federal tax exemption-501(c)(3)-and have a list of 50 licensed
providers who are not participating with another sponseor)

2. Are you operating as a:

O Public
Private nonprofit (must have your federal tax exemption 501(c)(3))
For profit

Business Information

Liceme Type
Tobe

License Number:
Permit Expiration: mddiyyyy

Entity Name | J

Address Linel
Address Line2 |
ZIP Code - State [
City ] County ]
Physical Address

Same as Mailing Address
Address Linel |
Address Line2 ‘
ZIP Code - State [
City County

Same as Mailing Address || Same as Physical Address

Address Linel | |
Address Line2 | |

ZIP Code [ State
City County

Copy Director/Responsible Person Information
Contact Person

Last Name FistName [ ]

Job Title
Telephone FAX Number l:l
E-Mail ] AttematePhone [ ]

NORTHROP GRUMMAN
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General Information
Status PENDING APPROVAL

Institution's Fiscal Year:

Fiscal Year Start | Select Month Time institution opens l:l [m—
Fiscal Year End | Select Month Time institution closes I:l (ohmm)

Directions to facility from nearest major intersection:

Assigned Office Staff JENNIFER WEBER

| submit Request for Access to the CNP System |

* At-Risk Programs must contact DHS Licensing Unit to determine if a license is required.
“You must have a copy of the license or the report from DHS stating the license is NOT
required.

Adult day care: A copy of the Department of Health license 1s required.

An emergency shelter or institutions operated by a public school on school grounds are not
required to have a license.

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Oklahoma City, OK 73105-4599
(405) 521-3327 fax: (405) 521-2239
NOTE: The entity user may click on the ‘CACFP Software Instructions for new

Participants’ for more information on how to navigate through the CACFP web site.

» Each user will be assigned a specific user role, which permits the level of access. The
assigned user role is based on the duties and responsibilities within the organization
and/or the tasks to be executed within the CACFP System.

» Once Oklahoma Department of Education grants access, the user will be able to log into
the CACFP System and perform the tasks within the realm of the assigned user role.

2.2 CACFP SYSTEM LOGIN

1. Tolog into the CACFP Applications System, enter the following URL into the browser,
https://cnp.sde.ok.qov/CACFP/SNPWelcomeM.aspx.

2. Enter the User Name and Password into the respective fields. Then, click the “OK”
button.

e —
NORTHROP GRUMMAN
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hild Nutr

s
:
Y

OKLAHOMA STATE DEPARTMENT OF EDUCATION

Home

[Exsting User Loz-0n |
CACFP Centers

Family Day Care Homes
Rates Eligibility Scales
USDA Web Site

USDA CACEFP Site
Food Buying Guide Please Enter User Name and Password to Access the System
Caloulator User Name  ——
Resource Library Password ]

Privacy Statement

, oK I Chsnge Password l Cancal ‘

Forgot your password? Click Here

In accordance with Federal civil rights law and U.S. Department of Agriculture (LSD A) civil rights rezulatlons and
policies, the USDA, its Agencles nfﬁces and employees, and in or USDA

hibi based on race, color, national onem sex, disability, age, or repn:al or
retallamm fory prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require altemative means of ion for program ion (e.g. Braille, large
print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where the\ applied for
benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877-8339. Additionally, program information may be made available in languages other than
English.

To file a program laint of di: i e iplete the USDA Program Discrimination Complaint Form. (AD-3027)

found anline at-

3. The system will authenticate the entered credentials and log the user into the system —
granting the ability to interact with the system based on the user role.

NOTE:
e New Users: New users logging in for the first time must update their password.

a. After entering credentials and clicking the “OK” button, the following message will
display requesting a new password creation.

Message from webpage l&]

Your password has expired; you must change your Password before you

h can log on.

b. Click the “Ok” button on the Update Password message. At this time, the user
will be directed to the Change Password page to enter the new password.

NORTHROP GRUMMAN
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OKLAHOMA STATE DEPA;TMENT OF EDUCATION

Enter Claims

Home

Existing User Log-On
CACEP Centers

Family Day Care Homes
Rates/Eligibility Scales
USDA Web Site

USDA CACFP Site
Food Buying Guide
Calculator

User Name

Resource Library 0ld Password

Privacy Statement

New Password

Confirm New Password
(Enter New Password, confirm New Password and click

O]

Forgot your password? Click Here

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 employees, and institutions participating in or administering USDA

prog arep d from discr g based on race, color, national origin, sex, disability, age, or reprisal or
retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

c. After entering the requested information on the Change Password screen, click
the “Ok” button.

d. The system will verify the entered information and save the updated information.
Once the information is saved, the following message will display.

Message from webpage @
| ki Password Updated. Please sign in using the new password,

Any incorrect information will cause an Error Message to display.

2.3 CHANGE PASSWORD

Users are able to change their password, as needed, to regain access into the system.

1. Enter the following URL into the browser,
https://cnp.sde.ok.gov/CACFP/SNPWelcomeM.aspx, to access the CACFP System
Change Password option.

2. Click the “Change Password” button.

3. Enter the requested information to create a new password, i.e. current User Name,
current Password, and New Password.

NORTHROP GRUMMAN
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OKLAHOMA STATE DEPARTMENT OF EDUCATION

2/21/2017 1:57:32 PM]

sty

Welcome to Oklahoma CNP On-Line.

& Adult Care Food Program (CACFP)

CACEP Centers
Family Day Care Homes
USDA Web Site

USDA CACFP Site
Food Buying Guide Please Enter User Name and Password to Access the System

Caleulator User Name

Calculator e —
Resource Library Password 1
Privacy Statement

New Password 1

Confirm New Password

(Enter New Password, confirm New Password and click
OK))

Phanoe Pasowond

Forgot your password? Click Here

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 employees, and pating in or USDA
programs are prohibited from discriminating based on race, color, natxonal origin, sex, disability, age, or repnsal or
retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of for program inft (e.g. 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
Relay Service at (800) 877-8339. Additionally, program information may be made available in languages other than

4. Click the “Ok” button, after entering the required information. Any missing or incorrect
information will cause Error Messages.

5. Once the system successfully verifies the entered information, a success message will
display.

. =)

Meszage from webpage

I_\ Password Updated. Please sign in using the new password.

6. Click the “Ok” button on the Password updated message. Then, the system will redirect
the user to the Home Page to login with the new credentials.

2.4 FORGOT PASSWORD

If a user is unable to remember their password, the system will allow the user to update their
password to regain access into the system.
1. Enter the following URL into the browser,
https://cnp.sde.ok.qov/ICACFP/SNPWelcomeM.aspx, to access the CACFP System
Forgot Password option.

NORTHROP GRUMMAN
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2. Enter the User Name of the user with the forgotten password in the User Name field.

M»wl,g
gp * =
{ A

OKLAHOMA STATE DEPARTMENT OF EDUCATION

Child & Adult Care Food Program (CACFP)

Home

CACFP Centers

Family Day Care Homes

Rates/Eligibility Scales

USDA Web Site

USDA CACEP Site

Food Buyi: i Please Enter User Name and Password to Access the System

Calolstor User Name
L ]

Password

Resource Library
Privacy Statement

[ oK I Change Password | Cancel ‘

Forgot your password? Click Here

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 employees, and i 10ns participating in or ing USDA

= are prohibited from discri 2 based on race, color, national origin, sex, disability, age, or reprisal or
retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require altemative means of communication for program information (e.g. 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
Relay Service at (800) 877-8339. 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)

3. Click the “Click Here” hyperlink, beneath the selection buttons on the Login page.

NOTE: If the User Name isn’t entered prior to clicking the “Click Here” button, an error
message will display requiring the user to revisit the page to enter the correct
information.

P
Message from webpage ﬁ

l'-: You must enter a valid User Mame.

4. Enter the requested Security Question information and click the “Submit” button.

NORTHROP GRUMMAN
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OKLAHOMA STATE DEPAITMENT OF EDUCATION

[Welcome to Oklahoma CNP On-Line. 22172017 4:14:39 PM}
Child & Adult Care Food Program (CACFP)

Home
CACFP Centers

Family es
USDA Web Site ,
USDA CACEFP Site

Food Buying Guide Please Enter User Name and Password to Access the System
Calelater Uter Name
Resource Library Password .
Privacy Statement

| OK | Change Password I Cancel |

Forgot your password? Click Here
Please enter your User Name above and answer the security question
below.
Mothers Maiden Name?

Security Answer II I

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 employees, and i participating in or admi g USDA
prog are prohibited from di g based on race, color, national origin, sex, disability, age, or reprisal or
retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require altemative means of ion for program inft (e.g. 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
Relay Service at (300) 877-8339. 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:

5. The system will reset the password to the Last4 of SSN entered at the time of user
creation, and display the following message.

' ™
Message from webpage @

l'-: Your password has been set to the last 4 digits of your 55M.

—

6. Click the “OK” button on the Password Reset message to return to the previously shown
page.

7. Enter the User Name in the User Name field and the associated Last 4 of SSN in the
Password field. Then, click the “OK” button.

NORTHROP GRUMMAN
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OKLAHOMA STATE DEPARTMENT OF EDUCATION

Welcome to Oklahoma CNP On-Line 2/21/2017 4:29:28 PM]
Child & Adult Care Food Program (CACFP)

[Existing User Log-On
CACEFP Centers

Eamily Day Care Homes

Rates/Eligibility Scales

USDA Web Site = 2

USDA CACFP Site S

Food Buying Guide Please Enter User Name and Password to Access the System

Calculator * Password is Required

Resowcelibmary  UserNam

Privacy Statement Password [eeee — IPassword is Required

| oK I Change Password I Cancsl ‘

Forgot your password? Click Here
Please enter your User Name above and answer the security question
below.

Mothers Maiden Name?
Security Answer ]

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and
policies, the L'SD.-_\; its Agencies, offices, and employees, and instituty ipating in or I ing USDA

prog are ibited from discr 2 based on race, color. national origin, se)g-d.isabllir_\'. age, or rEprisal or
retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of ion for program inft ion (e.g. 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
Relay Service at (300) 877-8339. Additionally, program information may be made available in languages other than
English.

8. The system will validate the information, and require the user to reset their password as
it did upon the first login to the system. The following message will display.

s A
Message from webpage M

Your password has expired; you must change your Password before you

_l_5 can log on.

9. Upon clicking the “Ok” button on the Update Password message, the user will be
redirected to the Change Password page.

NORTHROP GRUMMAN
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OKLAHOMA STATE DEPARTMENT OF EDUCATION

212172017 2:49:51 PM}

& Adult Care Food Program (CACFP)

Enter Claims

Home

CACEP Centers

Family Day Care Homes
Rates/Eligibility Scales
USDA Web Site

USDA CACFP Site

Food Buving Gui Please Enter User Name and Password to Access the System
Calculator

User Name shook

Resource Library 0ld Password

Privacy Statement

New Password

Confirm New Password
(Enter New Password, confirm New Password and click

Chsnge Psssword | Cancel

Forgot your password? Click Here

OK)

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 employees, and institutions participating in or administering USDA

prog arep d from discr based on race, color, national origin, sex, disability, age, or reprisal or
retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

10. After entering the requested information on the Change Password screen, click the “Ok”
button.

11. The system will verify the entered information and save the updated information. Once
the information is saved, the following message will display. Any incorrect information
will cause an Error Message to display.

Message from webpage Wl

I_\ Password Updated. Please sign in using the new password.,

12. Click the “OK” button on the Password Updated message to return to the Login Page.

13. At this time, the user is able to log into the system with the newly created password and
regain access to the system.

NORTHROP GRUMMAN
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3 APPLICATIONS WELCOME PAGE

3.1 OVERVIEW

Immediately following a successful login, the user is presented the CACFP Applications
System’s SNP Welcome Page.

3.2 WELCOME PAGE

The Welcome Page presents several components and access points a user will need to begin
their CACFP Applications System tasks. For example, user and organization specific alerts, the
pathway to alerts management, as well as organization searches are on the Welcome Page.

Users will interact regularly with the left navigation menu, which will change after logging in, to
access more CACFP system features and pages.

The information on the Welcome Page will vary based on the user role as well as organization
type.

3.2.1 ALERTS

Alerts are a means of communication between OK CACFP staff and CACFP program
participants. Alerts may include USDA updates, CACFP updates and notifications, task
assignments for a specific user, user group, and/or organization type (Centers or Homes), etc.

All alerts will display in the Alerts Grid on the Welcome page, with notifications specific to the
user logged into the system.

Users of an organization will only be able to view information related to their organization only,
i.e. no other organization’s information can be viewed.

3.2.2 ALERTS GRID MANAGEMENT

By default the grid will display each alert to the user. However, the grid can be filtered to only
show: “New”, “Closed”, and/or “New and Open” alerts — using the buttons displayed above the
grid.

Initially, alerts are set as “New” when added to the grid, with the newest item listed first. Users
may click the “Select” button to open an alert for review and updates.

Clicking the “View New” button, will filter the grid to only show “New” alerts, which have not
been open and reviewed.

Clicking the “View Closed” button, will filter the grid to only show “Closed” alerts.

Clicking the “New and Open” button will filter the alerts grid to only show “New” alerts, which
were opened but the status hasn’t been updated.

NORTHROP GRUMMAN
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OKLAHOMA STATE DEPARTMENT OF EDUCATION

22372017 10-52:32 AM]

IChild & Adult Care Food Program (CACFP)

Enter Claims ‘Welcome to the Oklahoma Special Nutrition Software Demonstration

Alerts: (Default view shows New and Open Alerts)

Application Search

Admmnistrative

Funcions View New View Closed View New&Open

Secunity Mamienance Apres = AW = =

Call Log DC-66-118 InProcess  Admin Approval 01202017 01242017
Training DC-66-118 InProcess  New Application 01202017 01/20/2017
Reports ES-01-206  New New Application  01/17/2017
Rates/Eligibility Scales ES-01-206 InProcess  Admin Approval 017172017 02/07/2017
Resource L : AD-67-114  InProcess  New Application 01172017 01/17/2017
File Upload 3

Trammg Calendar [ Generate Msss AletiEMsil | Generste Alert | [Clos= Al Alerts]
Log Out

3.2.3 UPDATE ALERTS

1. Click the “Select” button associated with the alert to be reviewed and updated.

MNW%
Fi
7 Y
% OKLAHOMA STATE DEPARTMENT OF EDUCATION
22372017 10:52:32 AM]
K:Inild & Adult Care Foed Program (CACFF)
Enter Claims ‘Welcome to the Oklahoma Special Nutrition Software Demonstration
TR = (Defeult view chows New and Open Alerts)
Application Search
Administrative
Functions View New View Closed View New&Open
Secunity Maintenance Jelect  Azreementd A 2 Open Date View Date Closed Date
Call Log o InProcess  Admin Approval 01202017 012472017
Training DC-66-118  InProcess  New Application 012002017 01:2072017
Reports ES01.206 New New Application  01/17/2017
Rates/Eligibility Scales ES-01-206 InProcess  Admin Approval 0L/17/2017 02072017
Resource Library AD.67-114 InProcess  New Application 01172017 01/17/2017
File Upload
Treming Calendar [ Generste Mass AleiEMail | Generste Aled | [Clos= All Alers|
Log Out

2. Enter the desired alert updates.

Status, Reason and Comments are editable fields. Open, View, and Closed Date fields
are automatically updated by the system.

Only users within certain roles are able to update the ‘Assigned To’ field.

NORTHROP GRUMMAN
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%

Enter Claims
o peemese  Pome
Application Search Status ICFPTEST 118
Administrative 118 MAIN
= Pesson LITTLE ROCK, AR 72201
Security Mai ——T T RO

Call Log
JEITITE
Reporis
Rates/Eligibility Scalef] Commests
Resource Lil 3
File Upload
Training Calendar Open Date [1720/2017 110743 AM
Log Out B
T T View Date [1r242017 3511 AM

Close Date

Alerts: (Default view shews New and Open Alerts)

Asre Open Date View Date Closed Date
DC-66-118  InProcess  Admin Approval 012072017 01/242017
DC-66-118  InProcess  New Application 01202017 01202017
ES.01-206 New New Application 01/17/201
ES-01-206 InProcesz  Admin Approval 01/172017 02/07.2017
AD-67-114 InProcess  New Application 01/172017 01172017

3. Click the “Save” button to retain any entered information. The system will update any
newly added information and display an “Alert Updated” message.

4. Click the “OK” button on the Alert Updated message to return to the alert details page.

Message from webpage

l k Alert Updated

NOTES:

e The user may enter additional updates, Open the Institution Maintenance page, or
use the left navigation to proceed to the next task.

e The user must manually change the Status field for it to be change from the ‘New’
status.

e The “Close All Alerts” button beneath the alerts grid will close every alert within the
grid as well as update the applicable “Closed Date” fields.

3.2.4 GENERATE MASS ALERTS

Users may send mass or group specific alerts using the Generate Mass Alerts feature,
displayed on the Welcome page.

Mass alerts will go to all users within the CACFP System, while group specific alerts will go to

NORTHROP GRUMMAN
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program participants within the specified Program Type (Homes or Centers).

1. Click the “Generate Mass Alerts/EMail” button, displayed below the Alerts grid.

U\Mkw;;g

Fd

i _ Q
{_ OKLAHOMA STATE DEPARTMENT OF EDUCATION

22372017 10:52:32
>hild & Adult Care Food Program (CACFP)
Enter Claims ‘Welcome to the Oklahoma Special Nutrition Software Demonstration
[Home | Alerts: (Default view shows New and Open Alerts)
Application Search
Administrative
Functions View New | View Closed View New&Open
Security Maintenance 2 § Alert Status  Alert Reason  OpenDate View Date Closed Date
Call Log DC-66-118  InProcess  Admin Approval 01202017 01/2422017
Training DC-66-118  InProcess  New Application 01/202017 01/202017
Reports ES-01-206 New New Application  01/17/2017
Rates/Eligibility Scales ES-01-206 InProcess  Admin Approval 01/17/2017 02072017
Resource Library AD-67-114  InProcess  New Application 01/172017 01/17:2017
File Upload -
Iraining Calendar [ Generste Mass AlertEMsil || Generste Alert | [Clos= All Aleris|
Log Out
2. Select®

3.2.5 GENERATE MASS EMAILS

AM]

Users may send emails to CACFP System users using the Generate Mass Alerts/EMail feature,

displayed on the Welcome page.

Generated Emails will be distributed to every user within the system with an Active status.
Inactive users will not receive any email notifications.

1. Click the “Generate Mass Alerts/EMail” button, displayed below the Alerts grid.

27232017 10:52:32 AM]

ik
%
Fi
o
}; OKLAHOMA STATE DEPARTMENT OF EDUCATION
*hild & Adult Care Food Program (CACFP)
Enter Claims

"N - (Default view shows New and Open Alerts)

Application Search

Administrative

Functions View New | View Glosed View New&Open

Security Maintenance ment# A A Open Date View Date Closed Date

Call Log In Process Admin Approval 01/202017 01/24°2017

Training DC-66-118  InProcess  New Appleation 01202017 01202017

Reports ES-01-206 New New Application  01/17/2017

Rates/Eligibility Scales ES-01-206 InProcess  Admin Approval 01/172017 027072017

Resource Library AD-67-114  InProcess  New Application 01172017 01172017

File Upload

Iraining Calendar [ Generate Mass AlewiEM=il | [§Generste Alert | [Glos= Al Alerts|

Log Qut

2. Enter information in the “Subject” field.

3.2.6 GENERATE ALERTS

Users may send alerts to a specific CACFP organization using the Generate Alerts feature,

displayed on the Welcome page.

1. Click the “Generate Alerts” button, displayed below the Alerts grid.

February 2017
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2. Enter the “Agreement #”, and click the “Find Institution” button. The Agreement Number
must be entered in the XX — XX - XXX format.

u"'dnm(g
&

OKLAHOMA STATE DEPA;T.MENT OF EDUCATION

e

Child & Adult Care Food Program (CACFP)
Enter Claims Alert Information

Home Agreement # Find Institution Save

= v
5 e Reazon Admin Approval
Secunity Mamienance | Assigned To NORTHROP ADMIN ~

Rateu/Eligibility Scales  “™1e%
Resource Lif

File Upload

Togining Calendar  Opes Dase prmm AR A ‘Youmust enter a Valid Institution before Saving.
Log Out
Privacy Statement | View Date |

Close Date

Alerts: (Default view shows New and Open Alerts)

DC-66-118 In Process Admin Approval 01202017 01/242017
DC-66-118  TnProcess  New Application 01202017 01202017
ES01206  New New Application 01172017

ES01-206  TnProcess  Admin Approval
AD-67114  TnProcess  New Application

3. The system will validate the Agreement # and populate the screen with the CACFP
organization address associated with the entered Agreement #.

An incorrect Agreement Number or incorrect formatting will result in an “Invalid
Agreement Number” Error Message.

st
&
{
g OKLAHOMA STATE DEPARTMENT OF EDUCATION
Child & Adult Care Food Program (CACFP)
Enter Claims Alert Information
Home Agreement = pcea-1is
Application Search Iﬁgli Ei_l' g
Fnctons Reason LITTLE ROCK, AR 72201
Sty Mt Asigned To
Call Lo
Trainng
Repors
Rates Eligibilty Scales Om0ets
Resource L
File Upload
Iraining Calendar Open Date (212372017 2:18:54 P
Loz Ot N
e anrei] View Date [
Close Date e

Alerts: (Default view shows New and Open Alerts)

View New Wiew Closed View NewsOpen
erecment # AlertStatus _ Alert Reason  Open Date View Date Closed Date
DC-66-118  InProcess  Admin Approval 01202017 011242017
DC-66-118  InProcess  New Application 7 01202017
ES01206  New New Application
ES-01-206 InProcess  AdminApproval 0172017 020072017
AD.67-114  InProcess New Application  01/172017 01/172017

I
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4. Enter the “Reason”, “Assigned To”, and “Comments” information for the alert.

e
F :
il
g OKLAHOMA STATE DEPARTMENT OF EDUCATION
q S—
hild & Adult Care Food Program (CACFP)
Enter Clams Alert Information
Heome Agresment ¢ pces118
P 1601 ADDRESS STREET
Administrat :
—_—— Reason [omer ~] OKLAHOMA CITY, OK 73140
ESIEEMSRIEREERNY \=<izned To
CallLog | S
e . -
Reports .
EateEligibilify Scal  “ommerts
Resource Lil ¥
File Upload
Training Calendar Open Date 22372017 2:16:54 P
Loz Out ’
Privacy Statement View Date [

Close Date

Alerts: (Default view shows New and Open Alerts)

Open Date View Date Closed Date

DC-66-118  InProcess  Admin Approval
DC-66-118  InProcess  New Application
ES-01206  New New Application 7
ES-01-206 In Process Admin Approval 01/17/2017 02072017
AD-67114  TnProcess New Application 01172017 01172017

5. Click the “Save” button to save the information and submit the alert to the assigned
person(s). Any insufficient information will result in an Error Message.

6. Click the “OK” button on the “Alert Updated” message.

Message from webp...

l  Alert Saved

7. Use the left navigation menu to proceed to the next desired task.

3.2.7 INSTITUTION SEARCH

Users may search for a specific Institution or Site from the Welcome Page. The user may use
several pieces of information pertaining to the institution to conduct a search, i.e. License
Number, Business Name, Agreement Number, etc.

3.2.7.1 Business Search
1. From the Welcome Page, enter information in the Agreement Number, ITIN/EIN,
Business Name, No Agreement # checkbox, or DUNS Number. The system does not
require information in all fields — a minimum of one field is required to conduct a search.
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2. Click the “Find Institution” button.

thw§
H S [
{ s Q
’;_ OKLAHOMA STATE DEPARTMENT OF EDUCATION

[Welcome NORTHROP G ADMIN 3/912017 42614 M)
Child & Adult Care Food Program (CACFP)

Business Search: (Enter One Search Criteria Below to Find a Business)

Agreement Number [ | &NoAgremems
ITINEIN 1
Log Out Business Name
Privacy Ststement e BaEaNabe
I Find Insttution I

Valid information will result in search results displaying, while invalid information will
display a “Facility Not Found” message.

3. Click the “Select” button associated with the desired business to access the
organization’s Business Maintenance page.

i

A ey
g@ OKLAHOMA STATE DEPARTMENT OF EDUCATION

Child & Adult Care Food Program (CACFP)

Enter Claims ‘Welcome to the Oklahoma Special Nutrition Software Demonsiration

PR (Defoult view shows New and Open Alerts)

“Avplication Search

Administative

Functions View New View Closed View New&Open

EESTEOVEE I Select  Agreement#  AlertStatus  AlertReason  OpenDate  ViewDate  Closed Date
= DC-66-116 New Other 022372017

Reports .
Rates/Eligibility Scales |_
Resource Library [ Genesate Mass AlerVEMsil | Generste Alert
File Upload

I Calendar Business Search: (Enter One Search Criteria Below to Find a Business)

Log Out

Privacy Statement

Agreement Number [ | &iNo Ageements

ITINEIN
Business Name ]
Duns Number |

TIN
01 PEACE AND HARMONY 301 223-
74 LAKELANDERS CARE 501 223

~~~~~ * treement #

® PENDING APPROVAL
@ PENDING APPROVAL

—

FINAL JOY CENTER 501 % PENDING APPROVAL
WISE OLD OWLS 501 223-8184  PENDING APPROVAL
Sele: 444211399 SENIOR FUN CENTER 301 223+ % PENDING APPROVAL
1234

Site Search: (Enter One Search Criteria Below to Find a Site)

NOTE: Place a checkmark in the “No Agreement #’ box to search for businesses
entered into the system, but have not been assigned an Agreement Number. Then, click
the “Find Institution” button to conduct the search.

3.2.7.2 Site Search
The Site Search allows users to search for sites of a sponsoring organization.

1. Enter information in the License Number or Site Name field. The system does not
require information to be in all fields — a minimum of one field is required to conduct a
search.

2. Click the “Find Site” button.
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Valid information will result in search results displaying, while invalid information will

Alert Reason OpenDate  ViewDate  Closed Date

e DC-66-116 New Other 0272372017
1

Rates Eligibility \;

Scales [ Generate Mass AlevEMzl | Generste Alent

Resource Library

?le_U art Business Search: (Enter One Search Criteria Below to Find a Business)

Trainine Calendar

Loz Out

Privacy Statement - -
Agresment Number I No Agreement #
ITINEIN
Business Name ]
Duns Number |

Find Institution

Site Search: (Enter One Search Criteria Below to Find a Site)

Licenze Number
Site Name

— - Site
Agre ;mtn( License Name Full Name Nam

Phone
H.0107 11111118888RICKY BOBBYS SPEEDING DAY CARERICKY BOBBY

DC-66-203 211110203  ICNF TEST SITE 203A INICFIRST203A INICLAST203A 1

DC-66-203 211112032  ICNP TEST SITE 203] 3

DC-66-203211112031  ICNP TEST SITE 2032 INICFIRST203B INICLAST203E 2

DC-66-204 211110204  ICNP TEST SITE 2041 INICFIRST204 INICLAST204 1 301

3. Click the “Select” button associated with the desired site to access the site’s Sponsor
Business Maintenance page.

3.2.8 ADD NEW INSTITUTION

Users may add a new CACFP business to the system, if it is hot found during a Business and/or
Site Search.

1. Conduct a Business Search as outlined in section 3.1.3.1.2.

2. Click the “Add New Institution” button above the search results data grid.

RSN . -:i:: (Dot view shows New and Open Alerts)

[Fonchinns View New View Closed View New&Open
Open Date View Date Closed Date

InProcess  Admin Approval 01202017 01:24/2017
Training DC-66-118  InProcess  New Application 01202017 01/202017
Repors ES01.206  New New Application 011172017
Rates Eligibility Scales ES-01-206 InProcess  Admin Approval 01/172017 027072017
Resource Lil AD-67-114 InProcess  New Application 01/172017 01/17.2017
File Upload
Training Calendar [[_Generaie Mass AletiEMail__|_Genersie Aleri | [Close All Aleris|
Log Out
Privacy Statement

Business Search: (Enter One Search Criteria Below to Find a Business)

Agreement Number M No Agreement #
——

ITINEIN
Business Name ]
Duns Number ]

Find Institution

Add New Institution

Select Agreemeni * T = Phone Status
[Esled 398555201 PEACE AND HARMONY 5012238184 PENDING APPROVAL
LAKELANDERSCARE  301223-6184% PENDING APPROVAL
FINAL JOY CENTER 5012238184y PENDING APPROVAL
WISE OLD OWLS 5012238184 PENDING APPROVAL
444211399 SENIOR FUN CENTER 501223-8184a PENDING APPROVAL
1234

Lisense Nusaber —
S Narme [—
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4 APPLICATION SEARCH

4.1 OVERVIEW

The Application Search feature may be used to access the Application Checklist for a specific
organization within the CACFP Applications System.

4.2 APPLICATION SEARCH

An organization’s application will not display in search results if it has not been created.
Therefore, if an organization has only entered information on their Business Maintenance page,
but hasn’t created an application for a specific Fiscal Year — it won’t appear in the Application
Search results.

4.2.1 APPLICATION SEARCH
1. Click the “Application Search” hyperlink in the left navigation.

2. Enter or Select at least one search criteria and click the “Search for Applications” button.

il "“""g

sty
ot

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

hild & Adult Care Food Program (CACFP)
EaliiEs Application Search

Home
Administrative .
e [ —
Security Mamterance f| [TEVEIN L 1
Callog Lisense Type:
Tmning Tae
Rates Elisibility Scales | Number:
w& Agreement Number [ ] ONoAgreements

plo 5
Trai C: Fiscal Year
Log Out Office Staff AL ~
Privacy Statement Field Staff SCALL hd

Program Type ““ALL= v
Applications older than 15 Days O
Applications older than 30 days [
Application Status ““ALL™ v

B

or Appications [ Combo Box Application Stffus

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Bivd., Suite 310
Oklahoma City, OK 73105-4509
(405) $21-3327 fax: (408) 5212230
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3. Click the “Select” button associated with the desired business’ application to access the
Application Checklist page.

d Nutrition - Child & Adult Care Food Program

Enter Claime Application Search
Home Please enter at least cne search criteria below to search for applications
Fuin.  BuimesName
Security Maintenance [TV ETN
CallLog License Type:
Iraining Tribe
feparls License | —
BalesEhgibility  Number:
= Agreement Number [ CINo Agreemem#
Besowrce Library oo €
S Fiscal Year
Tosinine Calendar  Office Staff AL v
Log Out Field $taff AL <
Privacy Statement ooy Tipe ALl 5
Applications older than 15 Days [
Applications older than 30 days [
Application Status
St Qo 3% Name  SurtDut EndDate o D% Status Tope Coordinator
A28 DC-66-1011CNP TEST 101 10/01/201109/30:201212/03/2012 Approved Non Profit Independent NORTHROP G ADMIN
A28 DC-66-1011CNP TEST 10110/01/201209/30/2013 12/04/2012 Approved Non Profit Independent NORTHROP G ADMIN
A28 DC-66-1011CNP TEST 10110/01/201409/30/201509/15/2015 Approved Non Profit Independent NORTHROP G ADMIN
A28 DC-66-1011CNP TEST 1011010112015 09/30/201609/13/2013 Approved Non Profit Independent NORTHROP G ADMIN
A29 DC-66-1021CNP TEST 10210/01/201409/30/201503/24/2016 Approved Non Profit Independent NORTHROP G ADMIN
429 DC-66-1021CNP TEST 10210/01/201209/30/2013 Pending Submission Non Profit Independent NORTHROP G ADMIN
429 DC-66-1021CNP TEST 10210/01/201309/30201602/02/2016 Approved Non Profit Independent NORTHROP G ADMIN
430 DC-66-1031CNP TEST 103 10/01/201309/30/201602/02/2016 Approved Non Profit Independent NORTHROP G ADMIN
A31 DC-66-1041CNE TEST 104 1010112015 09/30/201602/02/2016 Approved Non Profit Independent NORTHROP G ADMIN
A32 DC-66-105ICNP TEST 105 10/01/201509/30/201602/03/2016 Approved Non Profit Independent NORTHROP G ADMIN

4. The system will display the organization’s Application Checklist.

o
F -
| :
1 OKLAHOMA STATE DEPARTMENT OF EDUCATION
Enter Claims
Home
Search
ve Contract Peried |[10r1/2011 | | [ Updste |
B ‘Additional
Security Maintenance ltem Description Started Completeq by Entity | A22¥ed By =Frrry
B SXE | Requested
% On-Line Documenis
. pplication Questionnaie - ;
T EEmmen 2 ] O | O petsis
R e |unds Received - CACFPIFOCH:2 5] 5] ) Detaits
ef s Me3l Policy Statsment - CAGFPIFDCH4 ] 5] a O Detsils
TJL' Cal Civil Riohts Assurance/Complisnce = o = ) Dl
Lrainizg Calendar Review - GACFP/FDCH-5 Detals
Log Out Public Release Veriication - = o = O petai
Privacy Statement [CACFRIFDCHE Details
Stete Agency/institution Agreement - -
[CACFR/FDCHT =] a u} O Detsils
[Officers and Employees - -
CACFPIFDCH-2 & u} u] O Detsils
Disclosurs of Lobbying Attvities - ;
| CACFR/FDCH-9 & o ] O Details
|Application for Partivipation - CACFP-1 [=] a a O Detsils
0ult Questionnaire (If Applicable] - j
CACEP-1A a a a [ Details
|Administrative Budgst - CAGFP-2 a [m] O Detsils
EMall text ‘
EMsil |
Paper Documents
[ Additional

5. Click the hyperlink for the desired form to enter answers or open for review. If a form is
selected for review, it will be locked to prevent any editing during the review period.

6. After entering the desired information for each form, click the “Submit” button to send the
information to the Coordinator for approval. Submit on form and “Submit to CNP” for
checklist.

7. CNP staff will review the application for approval.
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5 CHECKLISTS

5.1 OVERVIEW

Each organization applying to participate in CACFP must complete and submit an application.
The application consists of several forms and documents requesting the organization to provide
in-depth details about their business, practices, policies, etc.

5.2 CHECKLISTS

Oklahoma State Department of Education will review the submitted CACFP application for
approval. The submitted application must meet all requirements to qualify for approval. If any
information submitted does not meet the requirements, the application is subject to be declined.

5.2.1 CHECKLIST TYPES

There are multiple checklists available to the varying organization types. Each checklist will
have custom forms unique to the organization type, i.e. Center or Home; Sponsor or Single —
Sited.

There are 3 types of checklists to accommodate various organization types.

——— — — —————————— —————— "]
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5.2.1.1 Single-Sited Application Checklist

OKLAHOMA STATE DEPARTMENT OF EDUCATION

Janet Barresi, State Superintendent of Public Instruction

Adult Care Food Program (CACFP)

Enter Claims Return to Facility Return to Checklist
Home DC-66-106 - ICFP TEST 106
Application Search Contract Period (1012013 [orz0i2014 Update |
Administrative Functions e
B o Completed by Approved Additional Info
¥ Item Description Started ity a
Secutity Maintenance tem Description Started Ent CNP Requested
CallLog
Train
Reports r ™ 9i4i2013 = ™ Details
Rates/Eligibility Scales .
; F ™ 9i4j2013 r ™ Details
Resource Library
File Upload o ™ gi4i2013 r ™ Details
Training Calendar 5 A ancefCompliance Review -
LogOut CACFPJFDCH-5 F " si42013 r I Details
Peivacy Statement Public Release Yerification - CACFPIFDCH-6 ~ ¥ 91412013 O ™ Details
State Agency titution Agreement -
CACFPIFDCH-7 ) 2 © ar4i2013 r T Details
~ 17 9j42013 r ™ Details
S CEPTOCRD P ¥ 9/412013 = ™ Details
Application for Participation - CACFP-1 ~ ¥ g1412013 O I Details
Adult Questionnaire {If Applicable) - CACFP-1A r | ] r ™ Details
Administrative Budoet- CACFP-2 ~ ¥ 91412013 r I Details
EMail text ‘ :l
EMail |
X Completed Approved Additional Info
Upl View Uploaded D pi e
pload or View Uploaded Documents I Uploaded T CNP Requested
DUNS Registration Expiration O ¥ 9i4/2013 r ™ Details
Certificate of Autharity (if applicable) ] ¥ 121412012 O I Details
Electronic Funds Transfer (EFT) (if applicable) =} ¥ 1271412012 O I Details
Food Service Contract with Outside Entity r ¥ 91412013 B " Details
Food Service Contract with School O ¥ g914/2013 O " Details
Food Service Management Company Contract B ¥ 9j4/2013 B " Details
Child or Adult Care Center License(s) r ¥ 121412012 r ™ Details
Title }XTitle XIX Contract(s) r ¥ g914/2013 r ™ Details
No Training Records I O | ™ Details
| certify to the best of my knowledge and beliefthat this application is true and correctin all aspects. | understand that this
information is heing given in connection with the receipt of Federal funds and the State Agency personnel may, for cause, verify
infarmation. | fully understand that deliherate misrepresentation may subject me and any principal or responsihle persons of
the institution submitting this application to prosecution under applicable Federal andfor State statutes.
Submit Application to CNP
Coordinator Override Submit Date \
Submitted on: 9/4/2013 10:09:43 AM
Status [Pending Approval
‘ Zl Administrator Approval
Change Status to >
Application Type
lFor Profit Independent j
Change Application Type I
Business At A Glance Report |

I
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5.2.1.2 Center Sponsor Application Checklist

Chiet AU,

%
o
A

OKLAHOMA STATE DEPARTMENT OF EDUCATION

Janet Barresi, State Superintendent of Public Instruction

Enter Claims
Home CACFP Center Sponsor Checklist
Appli Search ***For Profit Sponsor can only sponsor Affiliated Centers***
et B DC-66-206 - CSFP TEST 206
Contract Petiod [[10/1/2013 la/30/2014 Update
Training
Reports ftem Description Started CumEnr:te_ted by A rco:‘:;u An:{lemon:: n;m
Rates/Eligibility Scales Entity —— Regueste
Resource Library
File Upload Application Questionnaire - CACFPIFDCH-1 I~ 7 9i412013 =} ™ Details
Trsining Calendar Sponsor Application for Participation - CACFPFDCH- B o - ——
LogOut 2 % 9/4i2013 Details
Privacy Statement =
F ¥ 91412013 O ™™ Details
| % 9i4i2013 r ™ Details
~ ™ 91412013 r I Details
Public Release Verification - FP/FDCH-6 13 ¥ 91ai2013 =] ™ Details
State Agencylinstitution Agreement - CACFPIFDCH-7 ~ 7 91412013 r ™ Details
Officers and Employees - CACFP/FDCH-8 ~ 7 9i412013 r ™ Details
sure of Lobbying Activities - CACFP/FDCH-3 ~ ¥ 91412013 r ™ Details
Application for Participation - CACFP-1 F F 202 M oof2 ™ Details
Adult Questionnaire {If Applicahle) - CACFP-1A | m] r r ™ Details
EMail text [ ﬂ
EMail
Upload o View Uploaded Documents | Uploaded czz;iig A rcu':;d %
DUNS Registration Expiration o ¥ 91412013 O ™ Details
Certificate of Authority (if applicable) [ =] ¥ 711512013 r ™ Details
IRS Tax Exempt Letter 501{c)(3) (Non Profit Only) r ¥ 711512013 O ™ Details
Electronic Funds Transfer (EFT) (if applicable) | =i ¥ 71152013 O ™ Details
Food Service Contract with Outside Entity r 7 9i472013 r I Details
Food Service Contract with School r 7 gi412012 [} ™ Details
Food Service Management Company Caontract r ¥ 91412013 r ™ Details
Child or Adult Care Center License(s) r ¥ 711512013 r ™ Details
Title }3{Title XIX Contract(s) | m] ¥ 9i4i2013 ] ™ Details
| Job Descriptions = © 9142013 5 ™ Details
Indirect Cost Plan O 91412013 r ™ Details
Pre-Approval Evaluation Form r ¥ 9i4i2013 = ™ Details
Cell Phone Justification r ™ 9142013 r ™ Details
Mo Training Records r ™ Details
| certify to the best of my knowledge and beliefthat this application is true and correctin all aspects. | understand that this
information is being given in connection with the receipt of Federal funds and the State Agency personnel may, for cause,
verify information. | fully understand that deliberate misrepresentation may subject me and any principal or responsible
persons of the institution submitting this application to prosecution under applicable Federal and/or State statutes.
Submit Application to CNE
Coordinator Override Submit Datel
Submitted on: 9/4/2013 12:29:32 PM
Status |[Pending Approval
[ ZI Administrator Approval
Change Status to ~
Application Type =_o
[For Profit Center Sponsor B
Change Application Type |

NOTE:

e Sponsors must complete an “Application for Participation” for each site within their
sponsorship.
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5.2.1.3 FDCH Sponsor Application Checklist

OKLAHOMA STATE DEPA

TMENT OF EDUCATION

Janet Barresi, State Superintendent of Public Instruction

G ADMIN
J or & Adult Care Food Program ( )
Enter Claims Return to Home Page Return to Facility | Return to Checklist
Trine Family Day Care Home Sponsor Checklist
Appli Search H-40-01 - HS TEST 001
Administrative Functions Contract Period |[10/1/2013 Bi30/2014 Update
Security Maintenance
Call Lg; Additional
Log B I Additional
T; g Item Description Started ComErI'te_ted AE rco"s‘lgd Info
Reports Requested
Rates/Eligibility Scales
Resource Library
File Upload Application Questionnaire - CACFRIFDCH-1 r T 8312013 T |7 Details
Training Calendar Sponsor Application for Participation - CACFP/FDCH-2 ~ I /512013 O ™ Details
LogQut ——r
e Funds Received - CACFP/FDCH-3 r ™ 8i31/2013 T | Details
Meal Policy Staterment - CACFPIFDCH-4 ~ ¥ 83112013 r ™ Details
Civil Rights Assurance/Compliance Review - CACFPIFDCH-5 o ¥ 8i31/2013 o ™ Details
Public Release Verification - CACFP/FDCH-6 c} ¥ 83112013 r ™ Details
g ieyfinstitution Agre CFPIFDCH-7 1 ¥ 9142013 ] ™ Details
Officers and Employees - CACFPIFDCH-8 7 ™ 9i412013 (] ™ Details
Disclosure of Labbving Activities - CACFP/FDCH-8 ~ 7 9j4j2013 r ™ Details
Provider Application - FDCH-14 2 ¥ 4014 " 0ofd| ™ Details
Provider Agreement - FDCH-18 ~ ¥ gof4 T nof4| T Details
EMail text ‘ j
Additional
Upload or Viiew Uploaded Documents | Unploaded Completed “J”% Info
(phad, &, ormalh. Requested
DUNS Registration Expiration i 7 9/412013 r ™ Details
Certificate of Authority (if applicable) ~ 7 12132012 r ™ Details
Electronic Funds Transfer (EFT) (if applicable) ~ ¥ 121312012 r ™ Details
IRS Tax Exempt Letter 501(c)(3) F © 12132012 T | Detais
Job Descriptions I 202 ¥ 9142013 r ™ Details
Indirect Cost Plan ¥ 10f1 © gi4i2013 F |7 Detils
Pre-Approval Evaluation Form | ¥ 9142013 O ™ Details
Ofiice Space/Rental Lease - Unrelated Parties ~ ¥ 0i4/2013 r ™ Details
Office Space/Rental Lease - Related Parties ~ 7 91412013 r ™ Details
IRS Form 8828 - Expenses for business use of your home g ¥ 91412013 r ™ Details
Cell Phone Justification ™ 1011 ¥ 914i2013 r ™ Details
Equipment RentalilLease Agreement ¥ 30f3 ¥ gi512013 { ] ™ Details
Travel Justification for Training ¥ 30f3 ¥ 9512013 O I Details
Justification for Other Administrative Services 1 of1 7 9i52013 r ™ Details
Current Policies and Procedures 1 of1 ¥ 9i512013 r ™ Details
nin Attended Class Name
11/01/2012 APPLICATIONS ENTRY 105
| certify to the best of my knowledge and belief that this application is true and correctin all aspects. | understand that this
information is being given in connection with the receipt of Federal funds and the State Agency personnel may, for cause,
verify information. | fully that delil misrepr ion may subject me and any principal or responsible
persons of the institution submitting this application to prosecution under applicable Federal andior State statutes.
Submit Appli o GNP
Coordinator Override Submit Date |
Submitted on: 9/4/2013 12:33:10 PM
Status [Pending Approval
j Administrator Approval
Change Status to b2
Business At A Glance Report |

NOTE:

their sponsorship.

Sponsors must complete a “Provider Application” and “Provider Agreement” for each site within
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5.2.2 CHECKLIST APPROVAL PROCESS
Each applicable form on the checklist will be reviewed for approval, after submission.

During the review process, CNP Staff will review each form to inspect the submitted information.
Each form requires approval for the organization to move forward in the CACFP process and
program participation.

Any questionable responses will cause the reviewing coordinator to request additional
information and/or apply a different status to the form.

The reviewing coordinator is able to log into the CACFP application and conduct an Application
Search to access the organization’s checklist for review or click “Application” from the Business
Maintenance page.

1. Complete an Application Search for the desired organization, using steps listed in
Section 4.

2. Click the “Select” button for the desired organization, from the listed search results.
3. Once the checklist displays, click the hyperlink of each form to review.

4. Review the information on the form. Then, click the “Approve” button (Place a
checkmark in the “Approved by CNP” checkbox) to approve the form, if applicable.

5. Click the “Return to Checklist” button to specify the outcome of the form review.
a. To Request Additional Information:

i. Place a checkmark in the checkbox next to the desired form’s Details
hyperlink.

ii. Click the “OK” button on the Additional Information Requested message
to return to the Applications Checklist.

Form Meal Policy Statement - CACFP/FDCH-4 Additional Information
L Requested

Message from webpage ]

iii. Click the “Details” hyperlink associated with the applicable form.

e —
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iv. Enter the additionally requested information in the “Comments” textbox.

U'th‘,g
g

{ % Q
5;_ OKLAHOMA STATE DEPARTMENT OF EDUCATION

Enter Claims
CACFP Non-Profit Independent Child/Adult Care Center Checklist
Fieme - BOOMER KIDS CHILDCARE CENTER
Application Search '
ictratioe Contract Period|[1071/2011 | [emomorz ] [ Update _|
Functions ltem Description Started Completed by Entity ﬁElg’-F"c"—;g’ W
Security Maintenance - By CNP equeste
oo On-Line Documents:
Training W = W1052011 13710720 [em—————
Reports |CAGFP/FDCH
ates Elioibilins Seales | FUNdS Received - CACFPIFDCH 3 El 5] o || @s0n017 Detwis I
Resource Library Meal Policy Statement - = H10is2011 O ——
S CACFP/FDOCH-4
s Civil Rights Assurance/Compliznce - ;
EM—OM Calendar Review - CACFP/FDCH-5 = 10572011 o U1 Details
Log Out Public Release Verincation - ;
Privacy Stalement ST — “ H105/2011 m] 01 Detsils
tate Agencyilnsiitufion Aqreement - - -

CACFRIFDCH.T & 110182011 ) O Detsils

Officers and Employees -

CACFRIFDCH-S = a ml O Details

Disclosurs of Lobbying Activitiss -

CACFP/FOCHS o a m] 01 Datails

Appiication for Participation -

CACER-1 [m] a a [ petails

0ult Questionnaire (f Apglicable) - .

CacEe e m] u} O 01 Details

Administrative Budnet - CACFH m] O petsils

= ~
v
EMail text
[ Emsil |

v. Click the “Save” button.

vi. Ifitis desired for the organization to receive an Alert with this information,
click the “Send Alert” button.

1. Click the “OK” button on the Alert Sent message, if applicable, to
return to the Application Checkilist.

Message from webp... (SRS

I, Alert(s) Sent

b. To Approve a Checklist Form:

i. Place a checkmark in the checkbox in the “Approved by CNP” column, for
the applicable form.

ii. Click the “OK” button on the Form Approved message to return to the
Applications Checkilist.

Message from webpage HHI

Form Application Questionnaire - CACFP/FDCH-1 has successfully
AL been marked Approved.

iii. Verify the correct form has been approved and has a checkmark in the
“Approved by CNP” column.
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1. If the wrong form has been approved, uncheck the checkbox in
the “Approved by CNP” column.

2. Click the “OK” button on the Form Unapproved message to return
to the Applications Checklist.

Message from webpage o]
Approval Removed from Form Application Questionnaire -
b cacreroch-L.

5.2.3 ADDITIONAL CHECKLIST APPROVAL TIPS

STEPS TO APPROVE THE APPLICATION

1. Click on the Application Questionnaire document for inspection from the CHECKLIST. (Refer to
Example #6.) The name of the institution is at the top left with the address. Review the questions.
e Item 1 should be a “NO” answer. If ltem 1 is “YES”, check the National Disqualified List (NDL) to

ensure the person(s) listed have been removed from the NDL.

e Item 2 can be “Yes” as long as the institution indicates the United States Department of
Agriculture (USDA) Program in which it participated.

e [tem 3 must be answered “NO.”

o [tem 4 must be answered “NO.”

e For Item 5: Review the list of publicly funded programs in which the institution may participate.
If the institution is for-profit, it most likely will indicate participation in Title XX or XIX. If
“Commodities” is answered “YES,” be sure to check the document Application for
Participation, Section D, for “Center Requests Commodity Foods.”

® Once you have reviewed the Application Questionnaire and are ready to check off on it, click
RETURN TO CHECKLIST and click the box APPROVED BY CNP to the right of Application
Questionnaire. If there is a problem, e-mail the institution.

e —
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P Example #6

{ OKLAHOMA STATE DEPARTMENT OF EDUCATION
Janet Barresi, State Superintendent of Public Instruction
Welcome LEIGHANN RAUSCH Tuesday, February 28, 2012 10:20:03 AM
Child Nutrition - Child & Adult Care Food Program (CACFP)
Enter Claims Retum to Home Page  Retum o Fachity  Retum to Checklist |
Application Questionnaire - CACFP/FDCH-1
Tlmg_r_ y A
[ cati rch Name of Institution
istrative F - NANAS FAVORITES
ST I
(Security Maintenance | 601 AHOMACITY, OK 73165

(Institution means a sponsoring organization, child care center, outside-school-hours care center, at-risk,
emergency shelter, or adult day care center which enters into an agreement with the State Agency to assure
final administrative and financial responsibility for program operations.)

1. Has your institution or any of its principals or responsible persons been convicted of any activity that indicates
a lack of business integrity within the past seven (7) years? A lack of business integrity includes fraud, antitrust
violations, embezzlement, theft, forgery, bribery, falsification or destruction of record, making false statements,
receiving stolen property, making false claims, obstruction of justice, or any other activity indicating a lack of
business intcgrity.

Yes ¢ No|

If Yes, List Names:
Last Name: First Name: MI: Add
LastName FirstName MI
Has your institution or any of its principals or responsible persons participated any USDA Food and Nutrition
Programs within the last seven (7) years?
* Yes Nol

N

If Yes, which programs:

# Child and Adult Food Program
National School Lunch Program
Summer Food Scrvice Program
School Breakfast Program
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3. Has your institution or any of its principals or responsible persons been terminated from any federal, state or
locally funded programs (other than a USDA Food and Nutrition Food Program) in the past 7 years?

Yes * No.

If Yes, provide explanation, termination date and name of program:

&

Docs your institution owe moncy to any Federal and/or State Agency?
Yes * No

“

. This certifies that the publicly funded programs (federal, state, or locally funded) listed below are all the
progs in which the institution or any of its principals has participated

Currently Participating? If No, why is the institution or
its principals no longer
participating in this program?

Title XX (Child Care Centers) Yes * No| new
Title XIX (Adult Day Care Centers) Yes ¢ Nol new
Commodities Yes @ No| new
Ye&s * Nof
Yes * ‘\I‘fl
Y o
1 certify to the best of my knowledge and belief that these statements are true and correct in all aspects. I understand
that this information is being given in connection with the receipt of Federal funds and the State Agency personnel
may, for cause, verify information, | fully understand that deliberate misrepresentation may subject me and any
principal or responsible persons of the institution submilting this application to prosecution under applicable Federal

and/or Sta atutes.
e Once form has been
Submk Pt Form reviewed, click here

Submitted by: LEIGHANN RAUSCH Date: 2/24/2012 3:20.03 PM
Retwn to Home Page  Retum to Faclity

et Uz,

& ;

<,
5

OKLAHOMA STATE DEPARTMENT OF EDUCATION
Janet Barresi, State Superintendent of Public Instruction
Thursday, September 05, 2013 6

RS Child & Adult Care Food Program (CACFP)

Enter Claims [Existing Applications for:
DC-66-055 - DIANNES LITTLE ANGELS

Home 1001 E ADDRESS

Application Search OKLAHOMA CITY, OK 73140
Administrative Functions

Security Maintenance

Calilog
Training Select Fiscal Year = StartDate = End Date Status

Repotts Select Delete 2012 10/01/2011 | 09/30/2012 Approved
Rates/Eligibility Scales Select Delete 2013 10/01/2012 | 09/30/2013 Approved

Resource Library :

File Upload Select Delste 2014 10/01/2013 | 09/30/2014 | Pending Approval
Training Calendar i1

LogOut (You may only delefe applicafions which have no on line forms complefed)

Privacy Statement

Complete the information below to add a new application or renewal application:

Fiscal Year

Fiscal Start
Fiscal End

Add NewRenewal Application |
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2. Click on the Funds Received document for inspection from the CHECKLIST. (Refer to Example
#7.) For Private/Non-Profit institutions already participating, you should see numbers entered in
at least the CACFP Funds Received. ALL Private/Non-Profit entities must have a private audit
conducted if they have received over $500,000 per year from Federal funds. Other Federal
Funds could be Tribal, etc. Once you have reviewed the Funds Received and are ready to check
off on it, click RETURN TO CHECKLIST and click the box APPROVED BY CNP to the right of Funds

Received. If there is a problem, e-mail the institution.

§ Example #7

OKLAHOMA STATE DEPARTMENT OF EDUCATION
Janet Barresi, State Superintendent of Public Instruction
Welcome LEIGHANN RAUSCH Tuesday, February 28, 2012 10:22:05 AM
Child Nutrition - Child & Adult Care Food Program (CACFP)

Enter Claims
Retum to Home Page Retum to Faclity  Retum to Checklist

Home
'ﬁ\inis'l‘?;iia;zﬁctions Child Nutrition Programs Funds Received - CACFP/FDCH-3
Security Maintenance
'Call Log

;Tmiﬂillﬂ - NANAS FAVORITES
;M° I
‘Ratcslhhglbnhly Scales
[Resource Library OKLAHOMA CITY, OK 73165
File Upload
|Training Calendar
Log Out

Privacy .Slatcmg_nl

United States Department of Agriculture regulations require participating public and private non-profit
organizations that receive $500,000 or more per year in Federal funds to arrange for an annual audit. It is the
sponsor’s responsibility to pay for the audit. The State Department of Education must receive a copy of the

PLEASE PROVIDE THE FOLLOWING INFORMATION

‘Total CACFP funds received So
Total of other Federal funds received so

Date of last audit

I understand that if any of the information provided above is found to be incorrect, the State Department of Education and Child
Nutrition Programs may take administrative action that could result in termination of this agreement. 1 also understand that if I
have intentionally misrepresented the income received by this institution, 1 will be subject to prosecution.

Once form has been
swmtFom  Feviewed, click here  piatrom

Retum to Home Page  Retum to Faciity| Retum to Checklist

NORTHROP GRUMMAN

February 2017 Page 36



OKLAHOMA STATE DEPARTMENT OF EDUCATION —CHILD AND ADULT CARE FOOD PROGRAMS - USER GUIDE

3. Click on the Meal Policy Statement document for inspection from the CHECKLIST. (Refer to
Example #8.) See that the name of the person submitting the application documents is there as
well as the date. Once you have reviewed the Meal Policy Statement and are ready to check off
on it, click RETURN TO CHECKLIST (top center of page) and click the box APPROVED BY CNP to
the right of Meal Policy Statement. |f there is a problem, e-mail the institution.

Example #8

&

OKLAHOMA STATE DEPARTMENT OF EDUCATION
Janet Barresi, State Superintendent of Public Instruction
Welcome LEIGHANN RAUSCH Tuesday, February 28, 2012 10:25:11 AM
Child Nutrition - Child & Adult Care Food Program (CACFP)

Enter Claims
Retum to Home Page  Retum to Faclity  Retum to Checklist |

| >
}T;E“;itcu!ign Search Child Nutrition Programs

|Administrative Functions Free and Reduced Meal Policy Statement - CACFP/FDCH-4
iSccurily Maintenance
Call Log - NANAS FAVORITES

Training i
[Reports OKLAHOMA CITY, OK 73165

Rates/Eligibility Scales

Resource Library

File Upload This institution assures the Child Nutrition Programs and the State Department of Education that all children and/or adult
Training Calendar pnnif:ipanls in all_endmlcc will be 'oth:*reld lh‘c snmc.mcnls \\'illf no separate clmrgc_(fwcr and above the day care fec) or any
fo Out ph.yglcal scgregauon_of or other .dnscn_mmalwl.) against any f’:!llldl and/or ufiull participant on the grounds of race, color, national
P_Lrivn mS(atcmenl origin, sex, age, or disability. This policy applies to all facilities included in this Agreement.

(Following applies to CACFP only)

1 understand that it is my responsibility to request family income data from the parents of all eligible children (including any
residential children in day care homes) and/or from eligible adult participants whose meals will be reimbursed at the blended rate
based on free or reduced eligibility. Income information will be collected annually and updated as changes occur to ensure that
all children and/or adull participants are reported in the correct eligibility category. The current income eligibility scale prescribed
by Federal Regulations will be used to make this determination.

| Have Read and Agree With This Statement

_ Prot Form Once form has been
Date Submflled: 2/13/2012 12:35:07 PM reviewed, C"Ck here
\Who Submitted: [LEIGHA RAUSCH I

it =

e —
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4. Click on the Civil Rights Assurance/Compliance Review document for inspection from the
CHECKLIST. (Refer to Example #9.) Scroll to the bottom and click on NEXT PAGE. Item 1 must
be checked “NO.” Item 2 and Item 3 must have at least one check mark. If none are checked, e-
mail the institution for the information. On Item 4, look for a “NO” answer. Should the answer
to Item 4 be “YES”, e-mail the institution for further explanation. Once you have reviewed the
Civil Rights Assurance/Compliance Review and are ready to check off on it, click RETURN TO
CHECKLIST (top center of page) and click the box APPROVED BY CNP to the right of Civil Rights
Assurance/Compliance Review. If there is a problem, e-mail the institution.

Example #9

) ng

&

OKLAHOMA STATE DEP XTMENT OF EDUCATION

Janet Barresi, State Superintendent of Public Instruction

\Welcome LEIGHANN RAUSCH Tuesday, February 28, 2012 10:25:31 AM
Child Nutrition - Child & Adult Care Food Program (CACFP)
Enter Claims Retum to Home Page ~ Retum to Faclity Retum to Checklist |
Copy Previous Years Data
Home | Civil Rights Assurance/Compliance Review - CACFP/FDCH-5
'Application Search
Administrative Functions - NANAS FAVORITES
1Sccurjly Maintenance I
Call Log OKLAHOMA CITY, OK 73165
“Training
|Reports

The Program applicant hereby agrees that it will comply with Title VI of the Civil Rights Act of 1964 (P.L. 88-352) and all
requirements imposed by the regulations of the Department of Agriculture (7 CFR Part 15), DOJ (28) CFR Parts 42 and 50) and
FNS directives or regulations issued pursuant to that Act and the regulations, to the effect that, no person in the United States

Rates/Eligibility Scales

|
Resource Library

.F—'lg.‘u.pmg shall, on the ground of race, color, national origin, sex, age or disability, be excluded from participation in, be denied the benefits
!M‘M—CM of, or be otherwise subject to discrimination under any program or activity for which the Program applicant received Federal
Log Out financial assistance from USDA; and hercby gives assurance that it must immediately take any measures necessary 1o effectuate
|Privacy Statement this agreement.

This assurance is given in consideration of and for the purpose of obtaining any and all Federal financial assistance, grants, and
loans of Federal funds, reimbursable expenditures, grant, or donation of Federal property and interest in property, the detail of
Federal personnel, the sale and lease of, and the permission to use Federal property or interest in such property or the furishing
of services without consideration or at a nominal consideration, or at a Consideration that is reduced for the purpose of assisting
the recipient, or in recognition of the public interest to be served by such sale, lease, or furnishing of services to the recipient, or
any improvements made with Federal financial assistance extended to the Program applicant by USDA. This includes any Federal
agreement, arrangement, or other contract that has as one of its purposes the provision of cash assistance for the purchase of
food, and cash assistance for purchase or rental of food service equipment or any other financial assistance extended in reliance
on the representations and agreements made in this assurance.

By accepting this assurance, the Program applicant agrees to compile data, maintain records, and submit reports as required, to
permit effective enforcement of nondiscrimination laws and permit authorized USDA personnel during hours of program
operation to review such records, books, and accounts as needed to ascertain compliance with the nondiscrimination laws, If
there are any violations of this assurance, the Department of Agriculture, FNS, shall have the right to seek judicial enforcement
of this assurance. This assurance is binding on the Program applicant, its successors, transferces, and assignees as long as it
receives assistance or retains possession of any assistance from USDA. The person or persons whose ¢lectronic signatures appear
on the Certificate of Authority have authorized this assurance on the behalf of the Program applicant.

Click here

Save Next Page 4—'

Piint Form
Retum to Home Page  Retum o Faclity | Retum to Checklist
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[

OKLAHOMA STATE DEP TMENT OF EDUCATION

Janet Barresi, State Superintendent of Public Instruction

Welcome LEIGHANN RAUSCH Tuesday, February 28, 2012 10:25:38 AM
Child Nutrition - Child & Adult Care Food Program (CACFP)
Enter Claims Retum to Home Page  Retum to Faclity | Retum to Checklist|
Beme | Civil Rights Assurance/Compliance Review - CACFP/FDCH-5
/Application Search Page 2

|IAdministrative Functions
Security Maintenance

Does the institution have specific membership requirements?

Call Log Yes
[Training * No
Reports If yes, provide explaination below

Rates/Eligibility Scales
ERC&qrcc Library

[File Upload

(Training Calendar
Log Out

'Privacx Statement

2. What efforts will be made by the institution to contact minority and grassroots organizations about the opportunity to

Eticj)ale'in the program?
| + Work with local school.
Work with local children's coalition.
| Work with local library.

] + Work with local church.

Outreach training in low-income areas.

+ Distribution of brochures concerning the CACFP,
developed by the institution.

Contact with Department of Human Services (DHS)

------- 4 A fE

4. Has any federal ageney notified the institution of any non-compliance with the Civil Rights Act of 1964?
Yes
* No
If yes, give details including dates, names, and results

Submitted By: LEIGH A RAUSCH Submit Date: 2/13/2012 12:35:40 PM Once form has been
e reviewed, click here
Submi Form

Retum to Home Page = Retum to Faciity (RelumtoChecklist’
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5. Click on the Public Release Verification document for inspection from the CHECKLIST. (Refer to
Example #10.) Already-participating entities will be a part of the STATE-WIDE public release,
which is published in October of every year; therefore for already-participating entities, “state-
wide” should be checked. If a specific newspaper is listed AND “state-wide” is checked, it is
permissible. E-Mail the institution if there is a question as to how the form was completed.
Once you have reviewed the Public Release Verification and are ready to check off on it, click
RETURN TO CHECKLIST (top center of page) and click the box APPROVED BY CNP to the right of

Public Release Verification. If there is a problem, e-mail the institution.

Example #10

Oy Nuv%

[

OKLAHOMA STATE DEP XTMENT OF EDUCATION
Janet Barresi, State Superintendent of Public Instruction
Welcome LEIGHANN RAUSCH Tuesday, February 28, 2012 10:25:55 AM

Child Nutrition - Child & Adult Care Food Program (CACFP)

Enter Claims Retum to Home Page  Retum to Faciity | Retum to Checklist |
e - Public Release Verification - CACFP/FDCH-6

'Application Search .

'Administrative Functions|” NANAS FAVORITES

[Security Maintenance L

\Call Log OKLAHOMA CITY, OK 73165

;Training

’Rep_on; USDA Regulations require that all Child Nutrition Program participants submit an annual public release to the media utilizing the
Rates/Eligibility Scales Public Release Statement. The media that the release is submitted to MUST be in the area from which the institution draws its
7iic§ourcc Library attendance. The State Agency does not require that the participant pay for the announcement; however, the public
File U load release must be submitted to the media. A COPY OF THE CORRESPONDENCE TO THE MEDIA REQUESTING
Bigoass PUBLICATION MUST BE ATTACHED WITH THIS FORM AS PROOF OF SUBMISSION.

lTramm Calendar

\Log Out Institution wishes to participate in state-wide public release.

|Privacy Statement

Aivacy Soemen | Edit Delete Release Date Media Name

Edit Deleto | 09/01/2011 DAILY OKLAHOMAN

On the date indicated below, a public release was submitted to the news media:

Date

Name of Media

Type of Media Radlo

Location of Media Once form has been
SaveRelease  ClearFlekds  PrintFom reviewed, click here

CACEFP is not required to send a copy of the actual release to CNP for approval before submitting it to the media.

Clicking the Submit button below affirms that the recommended public release was provided to the media indicated.
Submit Completed Form

Retum to Home Page  Retum to Factity ( Retum to Checklist | <
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6. Click on the State Agency/Institution Agreement document for inspection from the CHECKLIST.
(Refer to Example #11.) The entity must read the agreement and click on f UNDERSTAND AND
ACCEPT THE TERMS OF THIS AGREEMENT. Once you have reviewed the State
Agency/Institution Agreement and are ready to check off on it, click RETURN TO CHECKLIST
(top center of page). If the institution has done this, there will be a check mark in the
“COMPLETED BY ENTITY” column of the CHECKLIST. Click the box APPROVED BY CNP to the
right of State Agency/Institution Agreement. |f there is a problem, e-mail the institution.

Child Nutrition Programs
Child and Adult Care Food Program (CACFP)

State Agency/Institution Agreement - CACFP/FDCH-7
Page 1

Name and Address of Institution

Example #11

DC-66-055 - DIANNES LITTLE ANGELS
1S MINE
YUKON, OK 73099

Agreement Approval Dates

From 10/12013 To 9/30°2014

SECTION A

In order to effectuate the purpose of Public Law 95-627 of the Child Nutrition Amendments of 1978, Sections 107 and 108 of
Public Law 105-336 of the Child Nutrition Reauthonzation Act of 1998, and the regulations goveming the Child and Adult Care
Food Program (hereafter referred to as the Program) 1ssued thereunder (United States Department of Agniculture [USDA]
Regulation 7 CFR Part 226), the Oklahoma State Department of Education (hereinafter referred to as the Agency) and the
mnstitution, whose name and address appear above acting on behalf of each facility listed on Schedule A of the agreement,
covenant and agree as follows, agree as follows:

THE INSTITUTION:

Represents and warrants that it will accept final administrative and financial responsibility for total Child and Adult Care Food
Program operations at all centers or homes.

Understands and agrees that any publications by the institution may be freely copied by the Agency or by other institutions, , ,

67. Not allow an FDCH provider to claim another provider's own children.
68. Not allow any providers to delegate the authority for the operation of their food service to any other individual.

69. Offer training sessions, not less frequently than annually, to SO key staff and to all providers. Providers who do not attend
training at least annually shall be declared senously deficient and proposed for temmination by the sponsor. Training topics
must include, at a minimum: meal patters, reimbursement process, accurate meal counts, claim submission, and record
keeping. Sponsors must document all training, including dates, locations, names of providers/SO key staff attending, and
topics covered. SOs must provide certification of provider traming to each provider and mamntain all documentation so that it
is readily available.

70. Terminate FDCH providers who have been disqualified from participation in any other publicly funded program for violating
that program'’s requirements or who have been terminated for cause by another SO.

71. Ensure that providers do not use the sponsor's suggested cycle menu without making adjustments for individual children's
likes and dishikes.

72. Not allow preprinted Weekly Meals Served forms to be used by providers to record the meal components served to children
in their care. The meal components are to be recorded by the provider daily after each meal is served.

Click here ———3» (Gisirsss ) [ Finirom |

| Retumn to Home Page '\ [ Return to Facility ‘ ‘ Return to Chedklist ‘
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Child Nutrition Programs
Child and Adult Care Food Program (CACFP)

State Agency/Institution Agreement - CACFP/FDCH-7
Page 2

SECTION C RECORD KEEPING REQUIREMENTS (Specific Assurance)

The institution must keep full and accurate records respecting its food service to serve as a basis for the claim for reimbursement
and for audit and review purposes. Those institutions with more than one center or multiple day care homes approved for
participation in the Program must maintain separate records for each program. The records include the following:

MEALS:
a. Daily number of meals served to children/adult participants by type of meal.

b. Day care centers must have daily menus, including the quantities of components prepared.
c. Day care family homes must maintain a menu that includes the quantities served to individual children.
PROGRAM EXPENDITURES:

Full and accurate records, including source documents (itemized receipts). must be maintained for all costs reported in
accordance with the financial management system prescribed by the Agency. i.e. monthly food bills, non-food items.

ADMINISTRATION:
a. Licensing status.
b. Tax-exempt status (private institutions only).

c. Family size and income data for each child/adult participant enrolled at day care centers and claimed in either the free or
reduced price category in the appropriate fiscal year. Free and reduced price data for day care home provider’s
own/residential children.

d. Documentation of periodic visits to centers and day care homes to monitor compliance with applicable regulations and
policies.

e

Payments to centers and day care homes.
Free and reduced price meal policy statement.

Enrollment forms on each child/adult participant claimed under the Program.

ol o,

Daily attendance records for enrolled children/adult participants.

SECTION D MEAL PATTERN REQUIREMENTS

Reimbursable meals served to infants. children, or adult participants in the Child and Adult Care Food Program shall contain (as a
minimum) the indicated meal pattem quantities and food components. « «
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CHILD AND ADULT CARE FOOD PROGRAM

INFANT MEAL PATTERN
BREAKFAST BIRTH THROUGH 3 MIONTHS H THROUGH 7 MONTHS |s THROUGH 11 MONTHS
4-6 fiuid oz braast milkeror 4-8 flvid oz braast milkeror 6-8 dvid oz breast milkvror
formuly formula formuls
0-3 Tosp inSnt ceraalie 2-4 Tosp infant cereal:
14 Tosp fuit or vegetsble
LUNCH/
SUPPER
4-6 fluid oz breast milksior 4-B fluid oz beaast milker or 6-8 fluid oz breast milkeror
formoly formola: formula
(-3 Toip infant ceresl's 1-4 Tosp fuit of vezatable
0-3 Tosp Fuit or vezetable
AND AT LEAST ONE OF THE
FOLLOWING:
2-4 Tosp infint cerealt
1-4 Toip meat, fish, povliry, eze
yolk, of cooked dry basnsg
of paas
172-2 oz chaise
1-4 oz (volums) cottags chasse
1-4 oz (weight) cheese food or
chas2 sprezd
SNACK
4-6 fuid oz braast millzror 4-6 fivid oz treast milke: or 2-4 fluid o2 braast milkes,
formula: formola formols:, or fuit juice:
0-112 slice tresdes or
0-2  entkanne

v Ingat formuls 306 Ery infint cireal shall bairon-fortified
+ Itis recoaezpended that breast cilk be served in place of formula foz bisth through 11 moaths.

+ For soxt breast-fed infiats who ragulardy

[23s than the aini

arount ofbreast wilk par feading, 2 serving of fess

thin the winimum enount of brasst milk may be offered with 2dditional breast milk oftred ifthe infint is still hungry
¢ A terving of this corvponent shall be opticnsl
+ Froit juice shall ba full-strength
¢ Bre:d ind brezd altematss shall be made fom whole-grain of enfiched meal orflous

NOIE: Do not serve honay of s in 04 servad to infints under one year old.

Click here ——p» (CiscPege ) [_runtFom |

[ * Relurn to Home an'e' ' ] [ ~ Return to Fnciilyf I [ Return to Chedlist ]

February 2017
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Child Nutrition Programs
Child and Adult Care Food Program (CACFP)

State Agency/Institution Agreement - CACFP/FDCH-7
Page 3

ADULT “OFFER VERSUS SERVE"” OPTION

Each adult day care center shall offer its adult participants all of the required components (as stated on the Adult Care Food
Program Meal Patter for breakfast. lunch and supper). However, at the discretion of the adult day care center, adult participants
may be permitted to decline:
a. one of the four food items (one serving of milk. one serving of vegetable or fruit and two servings of bread or bread altemate)
required at breakfast.

b. two of the six food items (one serving of milk, one serving of meat or meat alternate, two servings of vegetable and/or fruit,
and two servings of bread or bread altemate) required at lunch.

c. two of the five food items (one serving of meat or meat altemate, two servings of vegetable and/or fruit, two servings of
bread or bread altemate) required at supper.

The price of a reimbursable meal shall not be affected if an adult participant chooses to decline a food item.

The “offer vs. serve™ option is not applicable to the snack meal. A sufficient quantity of two components must be served fora
snack meal to be eligible for reimbursement.

Meal Planning

Institutions shall plan for and order meals on the basis of cutrent participation trends, with the objective of providing only one meal
per participant at each meal service. Records of participation and of ordering or preparing meals shall be maintained to demonstrate
positive action toward this objective. Regardless of amount of food prepared. only one meal per participant may be claimed for
reimbursement at any approved meal service (breakfast, lunch, snack. or supper).

Sanitation

Institutions shall ensure that in storing, preparing. and serving food, proper sanitation and health standards are met which conform
with all applicable State and local laws and regulations. Institutions shall ensure that adequate facilities are available to store food
or hold meals.

Individual Substitutions

Substitutions of required food components shown in the Child and Adult Care Food Program meal pattems may be made if
individual participants are unable, because of medical or other special dietary needs, to consume such foods. Substitutions because
of medical needs shall be made only when supported by a statement from a recognized medical authority, which includes
recommended altemate foods.

Additional Food

To improve the nutrition of children over one year of age or adult participants, additional foods may be served with each meal
(breakfast, lunch. snack. or supper): however. these additional foods may never be served in place of any required component.
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Family-Style Meal Service
Meals may be served in a family-style setting provided that the institution is responsible for each child receiving an eligible meal
CERTIFICATION STATEMENT

The Oklahoma State Department of Education and institution mutually agree that if the Oklahoma State Department of Education
has reason to believe that an institution or food management company has engaged in any unlawful. fraudulent act with respect to
the Child and Adult Care Food Program, evidence found in compliance reviews, investigations, or other audits shall be a basis for
non-payment of claims for reimbursement and termination from the Program.

This Agreement shall be effective commencing 10/1/2011 and ending 9/30/2012 unless terminated earlier as herein provided.

This Agreement to reimburse the institution for meals served to eligible participants is conditioned upon continued availability of
funds appropriated for Program purposes in a sufficient amount and no legal liability on the part of the government for the payment
of any money shall arise unless and until such appropriations shall have been provided.

As authorized representative of DC-66-055 - DIANNES LITTLE ANGELS, I understand and accept financial responsibility, and
assure compliance to the terms and stipulations of this Agreement. I certify to the best of my knowledge that all information
provided in this Application/Agreement is true and correct. [ understand that this information is being given in connection with the
receipt of Federal funds. I understand that Agency officials may. for cause, verify this information and that any deliberate
misrepresentation may subject me and any other responsible person of this institution to prosecution under applicable Federal
and/or State criminal laws.

[ | UNDERSTAND AND ACCEPT THE TERMS OF THIS AGREEMENT ]

Once form has been
LEIGHANN RAUSCH  3/6/2012 7:22:40 PM reviewed, click here
[ Return to Home Page ] [ Return to Facility ] ( Return to Chedklist )

NORTHROP GRUMMAN
February 2017 Page 45



OKLAHOMA STATE DEPARTMENT OF EDUCATION —CHILD AND ADULT CARE FOOD PROGRAMS - USER GUIDE

Click on the Officers and Employee document for inspection from the CHECKLIST. Refer to
Example #12a—Private/Non-Profit and LLCs

| Example #12a

OV o,

[

RTMENT OF EDUCATION

f

\ Janet Barresi, State Superintendent of Public Instruction
Welcome LEIGHANN RAUSCH Tuesday, February 28, 2012 10:28:09 AM
Child Nutrition - Child & Adult Care Food Program (CACFP)
Enter Claims Retumto Home Page Retumto Facity Retum to Checklist
Copy Previous Year
I[[m ] Officers and Employees - CACFP/FDCH-8

OKLAHOMA STATE DEP/

Application Search

Administrative Functions|- NANAS FAVORITES
Sccurity Maintenance (111111111

Call Log OKLAHOMA CITY, OK 73165
[Training
|Reports Federal regulations require that Child Nutrition Programs have on file infi ion regarding all members of the Board of

’Rnle igibili les [Directors and employees of institutions that participate in any USDA funded food program. Nonprofit and LLC institutions must
Resource Library have at least three board members. No more than 49% of the total make-up of the Board of Directors may be (1) employccs
|File Upload receiving compensation from the institution and/or (2) family members (by blood or marriage). This information must be
iTraining Calendar updated immediately if there are any changes in the board members or key employees such as the director or any authorized

IL o personnel.

rivacy Statement
*——‘ Board Members

Enter Board Member Information Below and click "Save Board Member”. To edit a board member, click "Edit", update the
information in the ficlds below, and click "Save Board Member",

Edit Delete LastName FirstName MI TitleDesc Compensated Related DOB
ER| Dol DOE  JOHN A frefidentor No  09/01/1962
EdR Delete SMITH JOE A Board Member No No 10/01/1964
EdR | Delete JONES JANE A Board Member No No 05/29/1946
Last Name
First Name
Middle Initial
Address Line 1
Address Line 2
ZIP Code
(City and State can be auto populated by entering a valid ZIP Code)
City
State [
Date of Birth
Position on Board Preskient or Chalman

Reecives Compensation? Yes

Related to any Other Board
Member? Yes

If Yes, Explain Relationship

Save Board Member | Add New Board Member
Responsible Principals/Individuals

Edit Delete LastName FirstName MI TitleDesc DOB SecondJob NumHours Conflict
Edr Delete SMITH SUZIE A Owner 05/25/1968 No 0 No
Last Name
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First Name
Middle Initial
Position Employee

Date of Birth |

Does this individual have a
second job (outside or within Yes
the institution)?

If Yes, Enter the number of
hours this individual works at
the second job

Does this outside
employment constitute a real
or apparent conflict of
interest to CACFP duties?

NA

Save Individual Add New Responsible Principalindividual

I certify to the best of my knowledge and belief that this information is true and correct in all aspects. | understand that this
information is being given in connection with the receipt of Federal funds and the State Agency personnel may, for cause, verify
information. 1 fully understand that deliberate misrepresentation may subject me and any principal or responsible persons of the

institution submitting this application to prosecution under applicable Federal and/or State statutes.

Once form has been
reviewed, click here

Retum to Home Page  Retum to Facity (Retum to Checkiist) i

Submk Completed Form Print Form

February 2017
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and #12b—For-Profit Private/Non-Profit and LLC entities must have three (3) Board Members, 49% of
which are NOT related. For-Profit entities (except for LLCs) under “Responsible Principals/Individuals”
must have at least an “Owner” and do not have to have a board member. Once you have reviewed the
Officers and Employee and are ready to check off on it, click RETURN TO CHECKLIST (top center of
page) and click the box APPROVED BY CNP to the right of Officers and Employee. If there is a problem,

e-mail the institution.

Example #12b

OVid v
& ;

fl

OKLAHOMA STATE DEPARTMENT OF EDUCATION

\ Janet Barresi, State Superintendent of Public Instruction
Welcome LEIGHANN RAUSCH Tuesday, February 28, 2012 10:59:47 AM
Child Nutrition - Child & Adult Care Food Program (CACFP)
Enter Claims Retum to Home Page  Retum to Faciity Retum to Checklist
Copy Provious Year
[Home | Officers and Employees - CACFP/FDCH-8

Application Search
Administrative Functions{- NANAS FAVORITES
{Sccurily Maintenance  |111111111

!Call Log OKLAHOMA CITY, OK 73165

(Training

chmns Federal regulations require that Child Nutrition Programs have on file inf i garding all bers of the Board of
[Rates/Eligibility Scales |Directors and employees of institutions that participate in any USDA funded food program. Nonprofit and LLC institutions must
[Resource Library have at least three board members. No more than 49% of the total make-up of the Board of Directors may be (1) employees
File Upload receiving comp ion from the institution and/or (2) family members (by blood or marriage). This information must be

! dated i ly if there are any changes in the board members or key employees such as the director or any authorized

[Training Calendar
|[Log Out

|Privacy Statement

p
[personnel.

Board Members

Enter Board Member Information Below and click "Save Board Member". To edit a board member, click "Edit”, update the
information in the fields below, and click "Save Board Member".

Edit Delete LastName FirstName MI TitleDese Compensated Related DOB

Last Name
First Name
Middle Initial
Address Line |
Address Line 2
ZIP Code

(City and State can be auto populated by entering a valid ZIP Code)
City
State [
Date of Birth
Position on Board Presklent or Chalman

Receives Compensation? Yes

Related to any Other Board
Member? Yes

If Yes, Explain Relationship

Save Board Member |  Add New Board Member
Responsible Principals/Individuals

Edit Delete LastName FirstName MI TitleDesc DOB SecondJob NumHours Conflict

Edr Delete SMITH SUZIE A Owner 05/25/1968 No 0 No
Last Name

First Name

Middle Initial

Position Employes
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Date of Birth |

Does this individual have a
second job (outside or within Yes
the institution)?

If Yes, Enter the number of
hours this individual works at
the second job

Does this outside
employment constitute a real
or apparent conflict of
interest to CACFP duties?

NA

Savelndiidual | AddNew R Pl i

P »

I certify to the best of my knowledge and belief that this information is true and correct in all aspects. I understand that this
information is being given in connection with the receipt of Federal funds and the State Agency personnel may, for cause, verify
information. [ fully understand that deliberate misrepresentation may subject me and any principal or responsible persons of the

institution submitting this application to prosecution under applicable Federal and/or State statutes.

Once form has been
reviewed, click here
Retum to Home Page  Retum to Faclity (Rotum‘of“ ’ < l

Submi Completed Form Print Form

- NOoRTHROP GRUMMAN
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7. Click on the Disclosure of Lobbying Activities document for inspection from the CHECKLIST.
(Refer to Example #13.) There should be NOTHING completed on this form unless the
institution is involved in lobbying activities. Once you have reviewed the Disclosure of Lobbying
Activities and are ready to check off on it, click RETURN TO CHECKLIST (top center of page) and
click the box APPROVED BY CNP to the right of Disclosure of Lobbying Activities. If there is a
problem, e-mail the institution.

Example #13

’/é

OKLAHOMA STATE DEPARTMENT OF EDUCATION
Janet Barresi, Stale Superintendent of Public Instruction
Welcome LEIGHANN RAUSCH Tuesday, February 28, 2012 10:28:23 AM
Child Nutrition - Child & Adult Care Food Program (CACFP)

Enter Claims
Retum to Home Page = Retum to Faclity | Retum to Checklist |

(Home
e Disclosure of Lobbying Activities - CACFP/FDCH-9
|Application Search

255 & g (Instructions at Bottom of Page)
Administrative Functions|
Security Maintenance  |——— - 3 3 o= =
; Call Lo: 1. Type of Federal Action 2. Status of Federal Action S&J‘I\(cponT) pe
imwg For Material Change Only
Reports NA NA Year
|Rates/Eligibility Scales Quarter
Resource Library Date of Last Report
File Upload
Training Calendar ﬁame and Address of Reporting Entity 5. If reporting entity in number 4 is a sub-awardee, enter name
Log Ou ?
Log Out and address of prime.
Privacy Statement

Name

- NANAS FAVORITES Address

I City State
OKLAHOMA CITY, OK 73165 ZIP Code

6. Federal Department/Agency 7. Federal Program Name/Description

CFDA Number (If Applicable)

8. Federal Action Number (If Known) 9. Award Amount (If Known)
$0.00
[10a. Name and Address of Lobbying Entity 10b. Individual Performing Services (Including address if
different from 10a.)
Name Last Name
Address First Name
City State Middle Initial
ZIP Code Address
City State
ZIP Code

11. Amount of Payment 13. Type of Payment (check all that apply)

S $0.00 NA Retainer
M One Time Fee
12. Form of Payment (Supply Nature and Value for In-Kind Commission
Payments) Contingent Fee
ik Nak Deferred
ature . .
Other (Please Specify
Value $0.00 ( Apesi)
14. Provide a brief description of services performed or to be performed and dates of service, including Officer(s), Employee(s),
lor Member(s) d for payment indi din ltem 11.

> 5
1S, Information requested through this form is authorized by Tite 31 US.C. section Prepared By:
1352. This disclosure of lobbying activities is a material representation fact upon Last Name
which refiance was placed by the item above when this transaction was made or First Name
lentered into this disclosure is required pursuant to 31 US.C. 1352 This information 5 e
il be reported to Conggess semi-annually and wil be availsble for public inspection Middle Initial
Any person who fails 10 fle the required disclosure shall be subject to  civil penalty  [Title
of not less than $10,000.00 and not more than $100,000.00 for each such fallure
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Telephone
Date 2/13/2012 1:25:48 PM

Certification Regarding Lobbying

Applicable to Grants, Sub-grants, Cooperative Agreements, and Contracts Exceeding $100,000 in Federal Funds,

Submission of this certification is a prerequisite for making or entering into this transaction and is imposed by section 1352, Title
31, U.S. Code. This certification is a material representation of fact upon which reliance was placed when this transaction was
made or entered into. Any person who fails to file the required certification shall be subject to a civil penalty of not less than
$10,000 and not more than $100,000 for each such failure.

The undersigned certifics, to the best of his or her knowledge and belief, that:

(1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the undersigned, to any person for
influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of
Congress, or an employee of a Member of Congress in connection with the awarding of a Federal contract, the making of a
Federal Grant, the making of a Federal loan, the entering into of a cooperative agreement, and the extension, continuation,
renewal, amendment, or modification of a Federal contract, grant, loan, or cooperative agreement.

(2) If any funds other than Federal appropriated funds have been paid or will be paid to any person for influencing or attempting
to influence an officer or employee of any agency, a Member of Congress, and officer or employee of Congress, or an employee
of a Member of Congress in connection with this Federal grant or cooperative agreement, the undersigned shall complete and
submit Standard Form-LLL, “Disclosure Form to Report Lobbying”, in accordance with its instructions.

(3) The undersigned shall require that the language of this certification be included in the award documents for all covered
sub-awards exceeding $100,000 in Federal funds at all appropriate tiers and that all sub-recipients shall certify and disclose
accordingly.

Name/Address of Organization

L634 - NANAS FAVORITES Bexe Submi Form

111 Print Form

OKLAHOMA CITY, OK 73165

Submitted By Approved by

e Once form has been

2/13/2012 1:25:48 PM N )
reviewed, click here

Retum to Home Page  Retum to Faclity 4——'

INSTRUCTIONS FOR COMPLETION OF SF-LLL, DISCLOSURE OF LOBBYING ACTIVITIES

This disclosure form shall be completed by the reporting entity, whether sub-awardees or prime Federal recipient, at the initiation
or receipt of a covered Federal action, or a material change to a previous filing, pursuant to the 31 U.S.C. section 1352. The filing
of a form is required for each payment or agreement to make payment to any lobbying entity for influencing or attempting to
influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a
Member of Congress in connection with a covered Federal action. Use the SF-LLL-A Continuation Sheet for additional
information if the space on the form is inadequate. Complete all items that apply for both the initial filing and material change
report. Refer to the implementing guidance published by the Office of Management and Budget for additional information.

1. Identify the type of covered Federal action for which lobbying activity is and/or has been secured to influence the outcome of
a covered Federal action.

2. Identify the status of the covered Federal action.

3. Identify the appropriate classification of this report. If this is a follow-up report caused by a material change to the information
previously reported, enter the year and quarter in which the change occurred. Enter the date of the last previously submitted
report by this reporting entity for this covered Federal action.

4. Enter the full name, address, city, state and zip code of the reporting entity. Include the Congressional District, if known.
Check the appropriate classification of the reporting entity that designates if it is, or expects to be, a prime or sub-award
recipient. Identify the tier of the sub-awardee, leg., the first sub-awardee of the prime is the Ist tier. Sub-awards include but are
not limited to sub-contracts, sub-grants, and contract awards under grants.

5. If the organization filing the report in item 4 checks “Sub-awardee”, then enter the full name, address, city, state and zip code
of the prime Federal recipient. Include the Congressional District, if known.

6. Enter the name of the Federal agency making the award or loan commitment. Include at least one organizational level below
agency, if known. For example, Department of Transportation, United States Coast Guard.

7. Enter the Federal program name or description for the covered Federal action (item 1). 1f known, enter the full Catalog of
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Federal Domestic Assistance (CFDA) number for grants, cooperative agreements, loans, and loan commitments,

8. Enter the most appropriate Federal identifying number available for the Federal agency identified in item 1 (e.g., Request for
Proposal (RFP) number; Invitation for Bid (IFB) number; grant announcement number, the contract, grant, or loan award
number; the application proposal control number assigned by the Federal agency). Include prefixes, ¢.g., “RFP-DE-90-001.”

9. For a covered federal action where there has been an award or loan commitment by the federal agency, enter the federal
amount of the award/loan commitment for the prime entity identified in Item 4 or Item 5.

10. (a) Enter the full name, address, city, state and zip code of the lobbying entity engaged by the reporting entity identified in
item 4 to influence the covered Federal action.

10. (b) Enter the full names of the individual(s) performing services, and include full address if different from 10 (a). Enter Last
Name, First Name, and Middle Initial (MI).

11. Enter the amount of compensation paid or reasonable expected to be paid by the reporting entity (item 4) to the lobbying
entity (item 10). Indicate whether the payment has been made (actual) or will be made (planned). Check all boxes that apply; Y.
If this is a material change report, enter the cumulative amount of payment made or planned to be made.

12. Check the appropriate box(es). Check all boxes that apply. If payment is made through an in-kind contribution, specify the
nature and value of the in-kind payment.

13. Check the appropriate box(es). Check all boxes that apply. If other, specify nature.

14. Provide a specific and detailed description of the services that the lobbyist has performed, or will be expected to perform, and
the date(s) of any services rendered. Include all preparatory and related activity, not just time spent in actual contact with Federal
officials. Identify the Federal official(s) or employees(s) contacted or the officer(s), employee(s), or Member(s) of Congress that
were contacted.

15. Check whether or not a SF-LLL-A Continuation Sheet(s) is attached.

16. The certifying official shall sign and date the form; print his/her name, title, and telephone number.

Sponsor Application Instruction Edits — Starting at page 27

#1 - 3: is correct

#12: Administrative Budget

If there is a S amount in the CACFP portion, you must click on the expense name, ie., under part “A” #18
Provider Site Training (Example 14A) Click on #18 and then Add Item. (Example 14B) You must enter the
amount in the “Annual Cost of CACFP” in the Approved Amount Box, then update and close and close
again. This will take you back to the sponsor budget.

Part “D”: Make sure that #4 shows that they are in compliance.

Part “E”: #3 cannot be in the negative. They have to be financially viable.
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SPONSOR APPLICATION

Click on the Sponsor Application for Participation document for inspection from the CHECKLIST. (Refer
to Example #14.) NOTE: Independent Centers will not have this form.

Items 1-3: Self Explanatory.
Item 4: The sponsor must indicate what type of entity it is. There must be only one answer.

Item 5: The sponsor must indicate if the institution is a Public School, Private School, Tribe or
None of the above. There must be only one answer.

Item 6: If the answer is “YES,” then the sponsor must enter the state in which it participates.

Item 7: The sponsor must indicate the number of facilities by type it has under its sponsorship.
This number should match the number of site/provider applications submitted.

Item 8: Number of enrolled participants from all sites/providers must be entered. Center
sponsors must enter these figures based on eligibility determinations—free, reduced-price, or
not eligible.

Item 9: For Public and Private Non-Profit Institutions only—Verify that the sponsor has entered
the total federal funds it expended in the previous fiscal year, excluding CACFP reimbursements.
The institution’s fiscal year must also be listed.

Item 10: If the sponsor answers “NO,” to this question, each site under the sponsor must have
its own 501(c)3 uploaded or faxed to the State office.

Item 11: Self Explanatory. If there is a problem, e-mail the institution.
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(2) Name of institution or sponsoting organization:

Agreement Number: H-40-01 Example #14

HS TEST 001
1001 E ADDRESSAAA
OKLAHOMA CITY OK 73140

Telephone Number: 501 223-8184
County: OKLAHOMA COUNTY

Natne and Title of CACFP Sponsoring Orgatization
representative (individual to contact for program information)

Last Name |HSLASTOO1
Fitst Name |HSFIRSTODA
Title [pIRECTOR

Mailing address, including zip code of the above
institution. If post office boxis used for
correspondence, a physical address where records
will be maintained MUST be included.

0

HS TEST 001
1001 E ADDRESS
OKLAHOMA CITY, OK 73140

Type of Institution:
¢ Public (GOVERNMENT-FUNDED [e.g. schools, ttibes,
universities])
@& Private nonprofit (MUST SUBMIT COPY OF TAX
EXEMPTION UNDER 501(c)(3))

¢ Proprietary Title 251

© Proprietary Title XTI (A dult Day Care Only)

(c) Purpose or Mission Statement of Organization:

Aa&4 5.

=

=

Does your institution operate the CACFP in any other
states? [No =

If yes, where: |

Specify if institution is one of the following:
@ Public School
C Private School
© Tribe

C None of the above

7. Number of facilities with food service under your administration

Child Care Centers: 0

Adult Care Centers: 0

Qutside School Hours Centers: 0

disability, and will there be no disctimination in the course of

Day Care Homes: 2 Emergency Shelter: 0 At-Risk: 0
8. Total number of participants enrolled at facilities under your administration
Centers Only
Children Adult () ™ (c) Total Number of
(Futir owl TorTasd TexTl o gopesam cusmns oxdy) | Free Category | Reduced Price | NotEligible for | Participants
fozlomat) Category Free or Reduced-
Price Category
Centers 0 | 0 | 0 | 0 | 0 0
Homes 40 | 0 | 0 | 0 | 0 40
9. Public or private nonprofit institution ONLY: Total federal funds expended in the previous fiscal year (Title 230,
commodities, grants, etc.), excluding CACFP reimbursements: $/1000
List months of institution's fiscal year (i.e, October to September): [october =] to|September x|
10, Are all sites under the sponsorship of the same legal entity (affiliatec)? IYeS 'I
For Private Nouproftt Unaffiliated Sites Only: Each site must have its own 501(c)(3) form submitted.
11. Wil all participants be served the same meals at no separate charge, regardless of race, colot, national origin, sex, age, or

the meal service? | Yes »

February 2017
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Administrative Budget
Sponsoring Institutions
ENTIRE CACFP CNP
PART A.- COSTS FOR SPONSOR INSTITUTION PORTION APPROVED
ANNUAL PROJECTED ADMINISTRATIVE EXPENSES BUl?sGET (113 f;NY) .
ADMINISTRATIVE LABOR
1. |Salaries/Employer Taxes (Schedule 1) & | 70,000.00 || 1266662 || £.000.00
2. |Benefits (Schedule 2) & | 450.00 | | 8667 || 60.00
ADMINISTRATIVE SUPPLIES
3. |Equipment purchased $2.500 and up (Schedule 3) %' l 2,000.00 | | 50000 || 400.00
4. Materials/Supplies/Ttems—Durable (Schedule 4) | 000 || 000 || 0.00
5. Materials/Supplies/Atems—Expendable (Schedule 5) ' [ 0.00 | | 000 || 0.00
6. Printing (Schedule 6) -+ | 2,000.00 || 50000 || 400.00
7. |Postage (Schedule 7) ¥ I 0.00 | | 000 | | 0.00
ADMINISTRATIVE SERVICES
2. [Office Space Rental/Lease (Schedule A-8 and A-8[A] &' | 10,000.00 | | 10,000.00 || 3,000.00
9. Utilities (Schedule 9) 7' | 0.00 || 000 || 0.00
10.Insurance Premiums (Schedule 10) ' I 0.00 || 000 || 0.00
11./Contracted/Professional Services (Schedule 11) +' [ 000 || 0.00 || 0.00
12. Equipment Rental/l ease (Schedule 12) ' | 12,000.00 | | 570000 || 4.100.00
13. Telephone (Schedule 13) &' | 1,000.00 || 20000 || 100.00
14. & dvertising/Public Information (Schedule 14) > l 0.00 || 0.00 || 0.00
15. Dues, Memberships, Subscriptions (Schedule 15) | 0.00 || 0.00 || 0.00
TRAVEL
6. Tra.vel—Pro gram Operations (Preap?}roval wvisits; monitoting I ST | e I e
reviews; follow-ups) (Schedule 16) <
7 Travel—Trainir::'-r (Wotkshops attended; wotkshops conducted) i 540000 || 271800 || A
(Schedule 17) <
TRAINING/EDUCATION
12. Provider/Site Training—NMaterials/Facilities (Schedule 18) & I 000 || 0.00 || 0.00
19. St off Training—Materials/Facilities (Schedule 19) l 0.00 || 000 || 0.00
20./0ther A dministrative Services (Specifi): (Schedule 20) & I 625000 || 75000 || 605.00
21 INDIRECT CO%TS load of Indirect Cost Plan from Checkdist I 10000 || 2000 || —
(Schedule 21) <
22.,TOTAL ADMINISTRATIVE EXPENSES | 112100.00 || 3383820 || 17700.00
s )
CENTER SPONSORS ONLY BCU?)CGFET CNP APPROVED
PART B.- COSTS FOR SITES
ANNUAL PROJECTED OPERATING EXPENSES $ $
1. Food and Milk Costs & 0.00 0.00
2. CACFP Food-Related Supplies 0.00 0.00
3. [Food Service Labor (Schedule B-1) e [—000 ﬁ
4. [Food Service Benefits (Schedule B-2) ¥/ [—000 [—000
5. .TOTAL OPERATING EXPENSES 0.00 0.00
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ANNUAL COMPLIANCE WITH 15% RULE

PART C.
ANNUAL PROJECTED REVENUE (INC OME)
SOURCES ANNUAL AMOUNT

1. |Child Cate or Adult Day Care Fees (Private Pay) 45,000.00
2. [Child Care or Adult Day Care Fees (DHS Title 22IXIX) 100.00
3. Medicaid Funding 3,000.00

CACFP Reimbursement (New Institutions: License Capacity X
4. |Average Rate of ALL Reimbursements X Number of Operating £5,000.00

Days Per Year)
5. [Federal Funding 4,000.00
6. (Grants 2,000.00
7. [Donations 1,000.00
8. [Miscellaneous 2,000.00
9. |Tetal Annual Income 112,100.00

PARTD.
CENTER SPONSORS ONLY

1. |Total CACFP Portion of Projected A dministration Budget (&4 .22, Column 2):
2. [Projected CACFP Reimbursement (C.4):
3 Reimbursement (D.2) X 15% =
" |[(TotalinD.1 Cannot Exceed D.3)
4. [Sponsor Is in Compliance With 15% Rule
PARTE.
TOTAL BUDGET
CNP
SPONSOR
PORTION APPROVED
EXPENSES
1. |Total Expenses (4.22 +B.5) | 112,100.00 || 17.700.00
2. |Total Revenue (C.9) [ 112,100.00
3. Profit/Loss: [ ooo
4 Budget Based on Facilities
: 2
Income Commenis
=
=

Calculate Profit/Loss

10% ADMINISTRATIVE FUNDS CARRYOVER

PARTF.
FDCH SPONSORS ONLY

NOTE: Sponsors selecting the Yes
FDCH sponsor desites to catryover up to 10% of administrative C yeg  [box will be required to submit a year
reimbursement received from previous fiscal year into new fiscal end reconciliation of all
yeat: ® No administrative funds expended for the
year.
Prior Fiscal Vear's Total Administrative Expenses: | 35,000.00

Return to Home Page

Save and Continue

Next Page Without Saving

Print Form

Return to Facility [ Return to Checklist

)a——

Once form has been
reviewed, click here
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OKLAHOMA STATE DEPARTMENT OF EDUCATION
Janet Barresi, State Superintendent of Public Instruction
DMIN

dult Care Food Program (CACFF;)

Enter Claitns Return to Home Page | Return to Facility Return to Checdklist

Child Nutrition Programs
HO_m? : Child and Adult Care Food Program (CACFP)
Application Search Sponsor Application for Participation - CACFP/FDCH-2 - Page 2
Administrative
Functions Section A - Record Collection And Fund Dishursement
Security Mamtenance  Describe the procedure for collecting records from each facility showing the number of children served each day, costs claimed, and
CallLog facility size and income information. In addition, for homes, desctibe the procedures for determining whether the home is TierI or

Tier I and for determining eligibility of provider's children for reimbursement. Desctibe what method will be used to collect records
and how frequently these records are collected. Where will these records be maintained on file? (Maximum 300 Characters)
DESCRIPTION MUST BE ENTERED HERE |

Training

Reports
Rates/Eligibility Scales
Resource Library

File Upload

Training Calendar
LogOut =
Privacy Statement

Desctibe your system for disbursing CACFP Reimbursement to facilities under your administration within 5 days of receipt from
Child Nutrition Programs. (Reimbursement for a facility cannot exceed the CACFP meals claimed for that facility by the sponsoting
organization. All operating reimbursement claimed for a day care home/center must be distributed to it) (Maximwen 700
Characters)

ESCRIPTION MUST BE ENTERED HERE =]

Section B - Ethnic and Racial Break-down

Ethnic/Racial Categories:

Hispanic or Latino: A person of Mexican, Puerto Rican, Cuban, Central American, or other Spanish culture or origin regardless
of race.

Not Hispanic or Latino: A person not of Mexican, Puerto Rican, Cuban, Central American, or other Spanish culture or otigin
regardless of race.

(1) American Indian/Alaskan Native : A person having otigins in any of the original peoples of North America and who
maintain cultural identification through tribal affiliation or community recognition (includes Aleuts and Eskimos)

(2) Asian: A person having otigins in any of the far east, Southeast Asia, and the Indian Subcontinent.
(3) Native Hawaiian or Other Pacific Islander: A person native to Hawaii or other Pacific Island.
(4) Black or African American: A person having origins in any Black racial groups.

(5) White: & person having origins in any of the otiginal peoples of Europe, North Africa, or the Middle East.

e —
NORTHROP GRUMMAN

February 2017 Page 57



OKLAHOMA STATE DEPARTMENT OF EDUCATION —CHILD AND ADULT CARE FOOD PROGRAMS - USER GUIDE

1. Actual enrollment data by ethnicfracial category for all institutions and their facilities must be collected by the institution each
year. Visual identification may be used by institutions to determine an enrollee's ethnic/racial category or the family may be asked to
identify the ethnic/racial group of the enrollee. Families may be asked to identifyy the ethnic/racial group of the participant only after
it has been explained and they understand that the collection of this information is strictly for statistical repotting requirements.

Institution's actual enrollment data * by ethnic/racial category for each facility under its jurisdiction:
Data must be reported in whole numbers only.
Ethnic Break-down (actual enroliment) '3

20 - Hispanic
20 - Not Hispanic

Racial Break-down (acfual enroliment)
B - American Indian/Alaskan Native
r - Asian
[8— - Black or Aftican
r - Hawaiian or Pacific Islander

8 - White

*Ifyou ave @ sponsoving ovpanization, the dawr repovted shouid be fov all facilities undey your adngnistration.

This ethnic/racial
projection is based

on: ® Personal Knowledge

c Comparative Enrolliment in facilities

© Observation of Students

e Voluntary Self Identification on Application
Forms

2. Potential eligible beneficiaries are those persons conceivably eligible to receive meals under the CACFP. These are not the
participanis enrolled in your center but those living in the area from which you draw your attendance under the age of 12 for all
facilities except the At-Risk Program. At-Risk programs should include students up to the age of 19. Sources used to obtain this
information might include census data or public school enrollment data. For adult day care, use the best information available. The
estimate should include people over 60 as well as adults chronically impaired.

Iustitution's estimated ber of potential eligible beneficiaries by ethnic/racial category for the area(s) served:
DO NOT USE ACTUAL ENROLLMENT DATA

Ethnic Break-down (esfimafed pofential eli
20 - Hispanic

20 - Not Hispanic

Racial Break-down (esfimafed pofenfial eligibie)
8 - American Indian/Alaskan Native
=3 - Asian
=3 - Black or African
2 - Hawaiian or Pacific Islander

B - White

I
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Section C - Monitoring

1. Bponsors ate required to conduct on-site approval visits of new facilities PRIOR to the beginning of operations.

Describe your procedure for conducting pre-approval visits to each proposed child care facility.
(Attach a copy of the Pre-Approval Evaluation Form)) {Maximum 200 Characters)
r:scmnxou MUST BE ENTERED HERE =

=

2. Sponsors are required to monitor food service operations of facilities under its administration annually. New facilities must have
their first review duting the first four weeks of operation. Each review must include a meal analysis where children are present and a
five-day reconciliation of records. If a facility is found to be setiously deficient, the next review conducted must be an unannounced
follow-up review. This review does not count toward the required reviews.

There are two different methods in which a sponsor may conduct reviews to comply with United States Department of A griculture
(USDA) requirements. Indicate which method will be used.

@& Conduct one announced and two unannounced reviews™® of program operations to assess compliance with meal patterns,
record keeping, and other requirements, with not more than six months elapsing between reviews. Each review must include a
meal analysis where children are present. All reviews must be documented and kept on file.

¢ Review averaging by conducting an average of three reviews per provider per year. If an 30 conducts one unannounced
review™ of a facility in a year and finds no serious deficiencies , the 3O may choose not to conduct a third review of the facility
that year and may make its second review announced, provided that the 3O conducts an average of three reviews of all of its
facilities that year and that it conducts an average of two unannounced reviews of all of its facilities that year. When the 30
uses this averaging provision and a specific facility receives two reviews in one review yea, its first review in the next review
year must occur no more than nine months after ther previous review. If choosing this method, not more than nine months can
elapse between reviews and all seriously deficient providers must have at least three reviews per year. if review averaging is
selected, the 3O must have a written plan with detailed procedures for tracking review. Each review must include a meal
analysis where children are present. All reviews must be documented and kept on file.

* Bponsors must ensure that the timing of unannounced reviews is varied in a way that would ensure they are unpredictable to the
facility.
Describe timing of reviews so sites/providers do not anticipate when they will he conducted: (Maximum 700
Characters)
ESCRIPTION MUST BE ENTERED HERE =l

=

Will the sponsor comply with these requirements? Yes ©  No ©

MONITOR STAFFING RATIO

1) Full-time Employees (FTE) Required for Number of Facilities Served

Add Metro and Rural county sites below to determine Full-Time Employees (FTE) required for monitoring:

County Name: ]Selecttounty -

# Sites in county: |

Add County

a. DMetro Counties Served

Total Metro Sites=[0  + 75 Metro Limit= [0 FTE

I
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b. Rural Counties Served

Delete  County# Sites in County,
Delete | & dair 2

Total Rural Sites=[2 <60 Rural Limit= 0033 FTE

c. Total FTE required to monitor sites = |0.033 FTE (a+h)
2) FTE Devoted to Monitoring Activities:

Add hours spent per week for all personnel performing monitoting duties:
Name: [

# Hours per week [

spent monitoring:

Add CACFP Monitoring Personnel |

a. List of Monitoting Personnel

Delete  Persomnel # Hours/Week Spent on Monitoring Duties

Delete (ROB THOMAS 20.00

b. Total hours spent on monitoting duties each week= |20 + 40 hours per week= |05 FTE devoted to monitoting
activities. The number of FTE devoted to monitoring duties must be equal or exceed the total FTE required to monitor sites (lc).

Section D - Training

Annual (October 1 through September 30) training must he d d. For center sponsors: Training must be conducted for key
site staff involved in the CACFP. For FDCH sponsors: Training must be conducted for providers involved with the CACFP. Key
stafffproviders must be issued a certificate for the training received. Training methods may include:

+ Conference/meeting style.

+ Online *

« Self-paced curriculum *

*Online and self-paced curriculum must include documentation and post-training test, benchmarks, and e-mail confirmation.

Training topics must include:

Meal Pattern
Meal counts

1

2

3. Record keeping
4. Claims

5

Reimbursement process

Sponsor's designated trainer position: [trainer

Will the sponsor comply with this requirement:  Ves © No ©

I certifyy that the information on this Application is true to the best of my knowledge. I will accept final administration and financial
responsibility for total CACFP operations at the facilities under my sponsorship and that reimbursement will be claimed only for
meals served to enrolled children. The CACFP will be available to all eligible children without regard to race, colot, age, national
otigin, sex, or disability at approved food service facilities. I understand that this information is being given in connection with the
receipt of Federal funds and that deliberate misrepresentation may subject me to prosecution under applicable State and Federal
criminal statutes.

Save | Submit Form |

Return to Page 1 | Print Form |

Return to Home Page Return to Facility [ Return to Checklist ) ‘
Once form has been
reviewed, click here
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SCHEDULE A-18 Example S
PROVIDER/SITES TRAINING—MATERIALS/FACILITIES

Unallowable costs include: mofivational speakers, social events, entertalnment, flowers 1able decor, alcobolic beverages, door prizes,
gifts, substitutes for providers wheo trainisg is couducted doring provider'ssite's established bours of operation, travel for
providers'site employees, and teavel for providers site employecs fo attend tralolng.

. Type of Parchase

b PRINTING, NOTEBOOKS, FOOD AND
| Ed P NEUERAT | $2,240.00

A% Allocaled to Annual Cost to
CACFP CACFP

Tolzl Cost of
Purchase

100 600

Add ltem | Close

SCHEDULE A-18 Example #14b
PROVIDER/SITES TRAINING—MATERIALS/FAbTTTITS

Unallowable casts faclude: motivational speakers. social events. entertaiament. flowers 1able decar, alcobolie beverages, daor prizes,
eifts, substitutes for providers whem f(raining s conducted darisg providerssite's estadlivhed bours of operation, travel for

provideos site emplodees, 3ud travel for providers site employeey 1o altead trainlag.

Type of Purchase  PRINTING, NOTEBOOKS

Total Cost of Purchase | 2.240.00
% Allocated (o CACFP | 100,004
Annual Cost to CACEP 224000
Caleulate,

ypdatei {Clear Entry: ?Close:’ Approved Amount: $
2,240.00
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ANNUAL BUDGET SUMMARY—SPONSORING ORGANIZATIONS ONLY

All sponsoring organization must submit an annual budget. For independent centers, the
Administrative Budget is found on the CHECKLIST. For sponsors, the budget is part of the Sponsor
Application for Participation.

Administrative Budget for Sponsors:

The first three pages of the budget contain the SUMMARY. There are 21 different Schedules included in
Part A and two different Schedules included in Part B. For any items listed on the individual Schedules,
the totals will automatically be entered into the SUMMARY. Refer to FNS Instruction 796-2, Revision 3
for clarification on each budget item. (Refer to Example #15.)

Part A, Schedule A-1: The sponsor must enter EVERY employee (except food service labor) in one lump
sum. The annual salaries and taxes must be entered for each, noting how much, if any, of the CACFP is
used for payment. Each employee must have a job description uploaded or faxed to the State office.
The Bureau of Labor Statistics Web site must be used to determine whether each employee’s salary is
in line with other organizations of the same type and whether the job descriptions submitted are
appropriate. Once you log into the Bureau of Labor Statistics Web site, you will search for Wage Data
by State and enter Oklahoma. From this page you will see a list of major occupational groups. You must
use your best judgment to determine which group fits the different job descriptions submitted.
Compare the job descriptions and salaries submitted with what the Web site indicates. Once satisfied
with what the sponsor has submitted, move onto Schedule A-2. The sponsor must have salary costs
entered. Some of these costs may or may not be charged to the CACFP.

NOTE: Staff who are paid with both sponsor funds (Administrative Expenses) and CACFP food service
funds (Operating Expenses) MUST have their hours counted separately. EXAMPLE: A teacher working
2,080 hours annually, of which % is paid by the SO and % is paid by CACFP, should be reported on
Schedule A-1 (Column 1 only) as 1,560 hours and on Schedule B-1 as 520 hours.

Part A, Schedule A-2: For each employee entered on Schedule A-1, the sponsor must enter all the
benefits associated with that employee. The amount charged to CACFP should be calculated by using
the percentage established in Item 4 of Schedule A-1. The sponsor must have benefit costs entered.
Some of these costs may or may not be charged to the CACFP. Benefits do not normally exceed 35% of
the total annual salary.

Part A, Schedule A-3: Any equipment the sponsor purchases with an acquisition cost of $2,500 or more
must be depreciated. Verify that the sponsor has entered the information correctly by using the
Depreciation Schedule that is part of Schedule A-3.

NORTHROFP GRUMMAN

February 2017 Page 62




OKLAHOMA STATE DEPARTMENT OF EDUCATION —CHILD AND ADULT CARE FOOD PROGRAMS - USER GUIDE

Part A, Schedule A-4: Any durable supplies are items that have an acquisition cost of less than $2,500,
with a life expectancy of one year or more (i.e., chairs, desks, tables) Verify that the sponsor has
adequately reported items projected to be purchased.

Part A, Schedule A-5: Expendable materials and supplies are those with an acquisition cost of less than
$2,500, with a life expectancy of less than one year (i.e., pens, pencils, paper.) Verify that the sponsor
has adequately reported items projected to be purchased. The sponsor must have expendable costs
entered. Some of these costs may or may not be charged to the CACFP.

Part A, Schedule A-6: Verify any projected costs reported for printing purposes. The sponsor must have
printing costs entered. Some of these costs may or may not be charged to the CACFP.

Part A, Schedule A-7: Projected postage costs should be reported. If the sponsor is using a postage
machine and the machine costs less than $2,500, then the cost of the machine would be entered here.
If the machine costs more than $2,500 then it would be reported under Schedule A-3. If a postage
machine is being leased the machine costs more than $2,500, this cost will be reported in Schedule A-
12.

Part A, Schedule A-8: Office Space Agreement—If office space is being leased, Schedule A-8 must
indicate what kind lease the sponsor has. The kind of lease indicated will dictate which form the
sponsor must complete: Schedule A-8(A)—Lease Between Unrelated Parties, Schedule A-8(A)—
Lease/Purchase Between Related Parties, or the IRS Form 8829. If the sponsor is using his/her own
home, the sponsor must download the IRS form 8829 and complete it. Along with the specific Schedule
A-8(A) form completed by the sponsor, a copy of the lease, lease/purchase, or IRS form must uploaded
or faxed to the State office.

Part A, Schedule A-9: The sponsor must have utility costs entered. Some of these costs may or may
not be charged to the CACFP.

Part A, Schedule A-10: The sponsor must have insurance costs entered. Some of these costs may or
may not be charged to the CACFP.

Part A, Schedule A-11: Most sponsors will have contracted professional services costs entered. Some of
these costs may or may not be charged to the CACFP.

Part A, Schedule A-12: Equipment is defined as an item with an acquisition cost of $2,500 or more. If
the sponsor is renting or leasing any equipment defined as such, the rental/lease agreement must be
uploaded or faxed to the State office.

Part A, Schedule A-13: The sponsor must have telephone costs entered. Some of these costs may or
may not be charged to the CACFP. If any portion of cell phones is charged to the CACFP, a copy of the
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cellular phone agreement must be uploaded or faxed to the State office. The sponsor must report base
rate only, unless calls are itemized.

Part A, Schedule A-14: Some sponsors will have advertising/public information costs entered. Some of
these costs may or may not be charged to the CACFP.

Part A, Schedule A-15: Some sponsors will have dues, memberships, and subscription (not for individual
use) costs entered. Some of these costs may or may not be charged to the CACFP.

Part A, Schedule A-16: The sponsor must have program operations travel costs entered. Some of these
costs may or may not be charged to the CACFP.

Part A, Schedule A-17: Only the portion of the conference/workshop relating to CACFP is an allowable
expense. If not Totally paid for by CACFP funds, indicate by inserting an asterisk (*) to the left of the
“CONFERENCE/CLASS” name. Indicate the funding source(s).

NOTE: Schedule A-17/line Item 17 of the Administrative Budget Summary shall only be given conditional
approval. Sponsors must write the State Agency for specific prior written approval and include
conference/workshop agendas before full approval shall be granted.

*Meals will not be allowed to be claimed unless the employee is out overnight at least 18 hours. If a
community action agency has a policy allowing meals to be claimed over a lesser amount of time, the
sponsor policy must be attached for approval to be granted.

Schedule A-18: Every sponsor is required to conduct provider/site training. Therefore, all sponsors must
have these costs. Most of these costs should be charged to the CACFP; however, that is not a
requirement.

Schedule A-19: Every sponsor is required to conduct staff training. Therefore, all sponsors must have
these costs. Most of these costs should be charged to the CACFP; however, that is not a requirement.

Schedule A-20: Some sponsors will have other administrative services costs entered. Some of these
costs may or may not be charged to the CACFP. The sponsor must have specific prior written approval
before it can expend CACFP funds for any purpose listed. Approving the budget during the application
process gives only conditional approval for any of these activities.

Schedule A-21: Every sponsor is required to upload one or more Indirect Cost Plans from the Checklist
that match the amounts entered on this schedule.
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Part B: FOR CENTER SPONSORS ONLY. Center sponsors must also show OPERATING COSTS. Therefore,
projected costs for food and milk, CACFP food-related supplies, and food service labor and benefits must
be indicated. If a sponsor is new, the sponsor should use the following formula to calculate the
projected the costs for food and milk:

Average of all Reimbursements X Average of License Capacities X # of Operating Days per Year

EXAMPLE: A sponsor has 20 sites and each site is going to serve BREAKFAST, LUNCH, and SNACK meals.
The following rates would be added together: FREE breakfast rate + REDUCED-PRICE breakfast rate +
NOT ELIGIBLE breakfast rate + FREE lunch rate + REDUCED-PRICE |lunch rate + NOT ELIGIBLE lunch rate +
FREE snack rate + REDUCED-PRICE snack rate + NOT ELIGIBLE snack rate. The TOTAL of all the rates
would then be divided by 20 to get an AVERAGE RATE OF REIMBURSEMENT. (NOTE: In instances where
each site has different meal services, the sponsor would need to obtain the average reimbursement rate
for each site individually and then add all of them together and divide by 20.) Next, the LICENSE
CAPACITY of each site would be added together and divided by three to get an AVERAGE LICENSE
CAPACITY. The AVERAGE RATE OF REIMBURSMENET would then be multiplied by the AVERAGE
LICENSE CAPACITY to obtain a DAILY COST. The DAILY COST would then be multiplied by the NUMBER
OF OPERATING DAYS PER YEAR the sponsor intends to operate. The TOTAL of this calculation should be
recorded on Part B, Line #1.

NOTE: For sponsors that do not have a LICENSE CAPACITY (i.e., At-Risk sponsors), they would need to
use the building capacity or their best estimate of how many children they anticipate participating.

Part B, Schedule B-1: The sponsor must enter EVERY employee that has anything to do with the food
service (operating expenses). These expenses are charged to the CACFP only. The annual salaries and
taxes must be entered for each. Each entry’s data is automatically calculated by the computer. Each
employee must have a job description uploaded or faxed to the State office. (Example #15) The Bureau
of Labor Statistics \Web site must be used to determine whether each employee’s salary is in line with
other organizations of the same type and whether the job descriptions submitted are appropriate. Once
you log into the Bureau of Labor Statistics Web site, you will search for Wage Data by State and enter
Oklahoma. From this page you will see a list of major occupational groups. You must select the
occupation of FOOD PREPARATION AND SERVING RELATED OCCUPATIONS. Compare the job
descriptions and salaries submitted with what the Web site indicates. Once satisfied with what the
sponsor has submitted, move onto Schedule B-2. The sponsor must have salary costs entered.

Example #15
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|Occupation title [+ |Median hourly wage |~ |Mean hourly wage |~ |Annual mean wage [ v/
Administrative Services Managers $27.03 $29.97 $62,340
Financial Managers $38.01 $42.49 $88,380
Purchasing Managers $35.19 $36.39 $75,680

|Education Administrators, Elementary and Secondary

|School (4) (4) $68,070
Food Service Managers $18.74 $21.33 $44,380
Training and Development Specialists $22.70 $24.22 $50,370
Accountants and Auditors $24.39 $27.37 $56,940
Preschool Teachers, Except Special Education $11.11 $12.73 $26,480

|Self-Enrichment Education Teachers $18.08 $21.23 $44,150

Teachers and Instructors, All Other* (4) (4) $22,770

|Teacher Assistants (4) (4) $19,740

|Chefs and Head Cooks $14.33 $15.68 $32,620
First-Line Supervisors of Food Preparation and Serving

Workers $12.38 $13.37 $27,820
|Cooks, Institution and Cafeteria $8.98 $9.48 $19,710
Cooks, All Other $9.15 $9.90 $20,600
Food Servers, Nonrestaurant $9.01 $9.50 $19,760
Dishwashers $8.52 $8.43 $17,540
Food Preparation and Serving Related Workers, All Other |$9.17 $10.25 $21,320
First-Line Supervisors of Office and Administrative

Support Workers $20.35 $22.02 $45,790

|Bookkeeping, Accounting, and Auditing Clerks $13.68 $14.26 $29,670
Payroll and Timekeeping Clerks $16.05 $16.31 $33,930
Office and Administrative Support Workers, All Other* $15.69 $16.46 $34,230

(1) Estimates for detailed occupations do not sum to the totals because the totals include occupations not shown separately.
Estimates do not include self-employed workers.

(2) Annual wages have been calculated by multiplying the hourly mean wage by a "year-round, full-time" hours figure of 2,080

| hours; for those occupations where there is not an hourly

mean wage published, the annual wage has been directly

|calculated from the reported survey data.

(3) The relative standard error (RSE) is a measure of the reliability of a survey statistic. The smaller the relative standard error,

|the more precise the estimate.

(4) Wages for some occupations that do not generally work year-round, full time, are reported either as hourly wages or annual

|salaries depending on how they are typically paid.

(5) This wage is equal to or greater than $90.00 per hour or $187,199 per year.

(8) Estimates not released.
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NOTE: Staff who are paid with both sponsor funds (Administrative Expenses) and CACFP food service
funds (Operating Expenses) MUST have their hours counted separately. EXAMPLE: A teacher working
2,080 hours annually, of which % is paid by the SO and % is paid by CACFP, should be reported on
Schedule A-1 (Column 1 only) as 1,560 hours and on Schedule B-1 as 520 hours.

Part B, Schedule B-2: For each employee entered on Schedule B-1, the sponsor must enter all the

benefits associated with that employee. The sponsor must have benefit costs entered. Benefits do not
normally exceed 35% of the total annual salary.

Part C: All sponsors must record annual projected revenues.

Part C, Item 1-3: Self Explanatory.

Part C, Item 4: Renewing sponsors should show the CACFP reimbursements that were received in the
prior 12-month period. New sponsors must estimate how much CACFP reimbursements are expected.
This can be done by using the following formula:

Average of all Reimbursements X Average of License Capacities X # of Operating Days per Year

EXAMPLE: A sponsor has 20 providers/sites and each provider/site is going to serve BREAKFAST,
LUNCH, and SNACK meals. The following rates would be added together: FREE breakfast rate +
REDUCED-PRICE breakfast rate + NOT ELIGIBLE breakfast rate + FREE lunch rate + REDUCED-PRICE lunch
rate + NOT ELIGIBLE lunch rate + FREE snack rate + REDUCED-PRICE snack rate + NOT ELIGIBLE snack
rate. The TOTAL of all the rates would then be divided by 20 to get an AVERAGE RATE OF
REIMBURSEMENT. (NOTE: In instances where each provider/site has different meal services, the
sponsor would need to obtain the average reimbursement rate for each provider/site individually and
then add all of them together and divide by 20.) Next, the LICENSE CAPACITY of each site would be
added together and divided by three to get an AVERAGE LICENSE CAPACITY. The AVERAGE RATE OF
REIMBURSMENET would then be multiplied by the AVERAGE LICENSE CAPACITY to obtain a DAILY
COST. The DAILY COST would then be multiplied by the NUMBER OF OPERATING DAYS PER YEAR the
sponsor intends to operate.

For CENTER Sponsors: The TOTAL of the above calculation should be recorded on Part B, Line #1.

For Family Day Care Home Sponsors:

Total # of Homes Anticipated as Participating X Rate of Reimbursement for Each Home

Part C, Item 5-9: Self Explanatory.
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Part D: FOR CENTER SPONSORS ONLY. Center sponsors must show that the total CACFP portion of the
budget does not exceed 15% of the projected CACFP reimbursement. The formula is self-explanatory.
Depending on the outcome of the calculations, the sponsor should indicate compliance or not. If the
sponsor has answered “NO,” then the sponsor must be contracted through e-mailed to determine if the
sponsor can be approved to participate.

Part E: All sponsors must prove that they are financial viable. If the institution shows a loss, the sponsor
must be contacted through e-mail to determine if the sponsor can be approved to participate.

SITE APPLICATION--CENTERS

From the CHECKLIST, click on the ninth document for inspection: Application for Participation. (Refer
to Example #16a.)

——— — — —————————— —————— "]
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OKLAHOMA STAT

Janet Barresi,

Enter Claims THE

Example #16a

E DEPARTMENT OF EDUCATION
State Superintendent of Public Instruction

Shild & Adult Care Food Program (CACFP)
TAITED STATES DEPARTREAT OF AGRIC
0D AND FUTEITION §:

Application for Participation for

Home and

Application Search
Administrative Functions

Return to Home Pa

Adult Care
(CHILD ARD ADULT (ARE
ge I Return to Facility I

Return to Cheddist

|

Security Maintenance
CallLog

Training

Reports
Rates/FEligibility Scales
Resource Library

File Upload

Training Calendar
LogOut

Privacy Statement

Copy Previous Year

4. Name and Address of Center:

DC-66-101 - ICNP TEST 101
1001 ADDR

TULSA, OK 74130

501 223-8184

TULSA County

License Number: 211110101

Section A - General
B. Name of Person Responsible at Child Care or Adult Day Care Center:

Last Name [LASTNAME
First Natne iFIRSTNAME
Middle Initial M

C. Is site affiliated with the sponsor? Ii_:_‘

D. Is centerlicensed or approved by federal,
state, ot local authority? |Yes
(f Yes, Send a Copy of License or
Certification)
. Does the center participate in the CACFP
program in any other states? INO ﬂ
If Yes, list states below:

G. Type of Institution:
¢ Public (GOVERNMENT-FUNDED [e.g. schools, tribes, universities])

@ Private nonprofit (MUST SUBMIT COPY OF TAX EXEMPTION
UNDER 501(6)(3)

¢ Proprietary Title 33X
¢ Proprietary Title XIX (A dult Day Care Only)
¢ Proptietary Free/Reduced-Price Eligibility

. Specify if institution is one of the following:
¢ Public 3chool

@ Private School
o Tribe
¢ None of the above

I's

H. Type of Facility: (Select all that apply)

+ Child Care Center/Preschool
(If Title XX, STUBMIT copy of child care provider contract)

| r~ Head Start Center

I r~ Outside-School-Hours Care Center

- Adult Day Care Center
(If Title XIX, SUBMIT copy of provider contract)

|
|
|
|

- At-Risk Program

I. Age Range of Enrolled Participants
(Exter mﬁari\mder {Xei” ()%
From [0 to 12 years old.

J. Licensed Capacity 20

Name of School Within Attendance Area:
|

i’urpose of Program:
I

| - Emergency Shelter

Section 2A - Operating Data

4. Hours of Operation:

From (0800 101800  (auwemy 2

B. Dates of Operation (mmAisyyy): Start [1021:2013
C. Number of operating days per week? {éli
D. Number of operating weeks per year? 52

End |9/30/2014

E. Do you serve meals to participants in shifts?
[No vl

If Yes, Explain

F. Check all months in which the Child and Adult Care Food program will
operate

2 ~ ~

January February March SR
7 April 7 May ¥ June
7 ~ ~

Tuly August September T
I Qctober ™ November I December

Section 3A - Meal Service Data

Please add data for each meal served, including shift meals

Meal
[Brealfast ~| MealTime |  éwmaw)'? NumberofMeals| AddiUpdate Meal Clear Fields
Delete Edit  Meal Time  Meal # of Meals

Delete Edit| 0200 Breakfast 20

Delete | Egit| 1200 Lunch 20

Delete | Edit| 1500 Supper 20
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Section B - Directions

Please provide detailed directions to this center, starting from nearest major intersection:
EST DIRECT IONS

E|

Section C - Child and Adult Day Care Center

4. Is this a Private Non Profit

Institution? | Yes ;]

B. Does your center now participate or have you ever participated in program(s)
funded through The Food and Nutrition Service or any other Federally Funded
Programs in the past seven years? W ;]

(If yes, send us a copy of your 501-C-3 Non Profit
Status Letter from the IR3) If Yes, provide name of program(s) and operation dates.

=

C. Does center participate in the Head Start
Program? |Ne -

D. Method(s) by which meals will be provided  [E. Actual Number of Participants Enrolled in Program

1= Preparation at Meal Service Location Total Number of Patticipants Enrolled| 20

r~ Preparation at Central Kitchen
r~ Under Contract With Vendor

: FOR PROFIT SITES ONLY
~ Under Contract With Local School System COMPLETE ONE SIDE ONLY
r~ Under Contract With Food Service

Management Company Patticipants

C Tile XX/XIX Fligility | © Free/Reduced-Price Eligibility

Free [ 0
o+ | 20 [+Red. [ 0 = 20
Humter Escening Total Fxaxolmaxd/ Humterof Approred Yot Fxaolmaxd/
Tifa HATH Licumvn Capacity Fino/Eadwad-Price Flighks Licamvs Capacity
(Whictawer ¥ Lass ) (Whicherer & Lass)
=[o%

Fot: fate applcaton o mpdats dvabkd Skl (fox pofitony).

Section D - Food Service Staff Pattern

Exter ondy perscrael who will perfonn Child and Adult Care Food Program related food service fimctions i this section

Name of Position [

Specific Program Related Duties [

Number of Personnel in This Position [

CentexRequests[Commodifv Foods _v_|

(MOTE: Approved cexders which prefer cash-in-lisn of commmodities will receive such cash paymerts. Donated compnodities or cash-m-lisu of commmodities is provided
addition to CACFP renbursamerts.)

Section E - Ethnic / Racial Makeup

Actual entollment data by ethnic/racial category for all institutions and their facilities must be collected by the institution each year.
Visual identification may be used by institutions to determine an enrollee's ethnic/racial category or the family may be asked to

identify the ethnic/racial group of the enrollee. Families may be asked to identifyy the ethnic/racial group of the participant only after
it has been explained and they understand that the collection of this information is strictly for statistical reporting requirements.

Institution's actual enrollment data * by ethnic/racial category for each facility under its jurisdiction:
Data must be reported in whole numbers only.

Ethnic Break-down {acfual enroliment) &
ettt LA

10 - Hispanic
|10 - Not Hispanic

Racial Break-down (acfual en

[a - American Indianf&laskan Native
[4 . Asian
[a - Black or Aftican
[4* - Hawaiian or Pacific Islander
— 4 _thite ﬁ

F eb I *Ifyou ave a sponsoving ovpaninztion, the datn repovted should befov all facilities under your adrdnistration.
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Potential eligible beneficiaties are those persons conceivably eligible to receive meals under the CACFP. These are not the
participanits enrolled in your center but those living in the area from which you draw your attendance under the age of 12 for
all facilities except the At-Risk Program. At-Risk programs should include students up to the age of 19. Sources used to obtain
this information might include census data or public school enrollment data. For adult day care, use the best information available.
The estimate should include people over 60 as well as adults chronically impaired.

Frciinion

's estimated ber of p ial eligible beneficiaries by ethunic/racial category for the area(s) served:
DO NOT USE ACTUAL ENROLLMENT DATA

Eﬂmicﬂeak—dow‘n {esfimated pofenfial el

ﬁﬁr - Hispanic
|10 - Not Hispanic

Racial Break-down (zsfimafed pofenfial eligibie)

|4 - American Indian/Alaskan Native
14 - Asian

[a - Black or African

14 - Hawaiian or Pacific Islander

1[4 - White

Once form has been

reviewed, click here Save [ Submit Form | Print Form |
) ( CNP Approve D CNP Unapprove I
Return to Home Page | Return to Facility I Return to Cheddist

NOTE: For CENTER SPONSORS, there will be a site application for each site in which the sponsor is
applying.

Section -A General— Determine if all parts are complete.
Part A-C: Self Explanatory.

Part D—TYPE OF FACILITY: There can be more than one box checked. If “At-Risk” is
checked, there must be a “School” and a “Purpose.” The “Purpose” must be
educational or enrichment in nature.
Part E: Self Explanatory.
Part F—AGE RANGE OF ENROLLED CHILDREN: For “less than 1 year old,” enter “0”.
Children older than 12 years of age cannot be served unless the facility is participating
in the At-Risk Program.
Part G—License Capacity: The license should be uploaded or faxed to the State office.
Ensure that the document is available and current. The license capacity entered in Part
G must match the license capacity on the form. This entry must be correct as it carries
through to other forms.

Section-2A Operating Data— Determine if all parts are complete.

Part A: Hours of Operation—Times must be indicated in military times.

Part B-D: Self Explanatory.

Part E: Shift Care—If the institution is feeding children in shifts there must be an
explanation (i.e., have school-aged children.)
Part F: Self Explanatory.

e —
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Section-3A Meal Service Data—Meal start times must be indicated in military time. The number
indicated as meals served cannot exceed license capacity. Check times between meals and
snacks. There must be three hours between main meals and two hours between a main meal
and a snack. Suppers may not be served prior to 5:00 p.m. (Except for the Regional Food Bank)
and no meals may be served after 10:00 p.m.

Section B—Self Explanatory.

Section C— Determine if all parts are complete.
Part A: If “YES,” the 501(c)3 (nonprofit status letter from the IRS—not a STATE TAX
EMEMPTION LETTER) must be uploaded or faxed to the State office. Ensure that the
document is available.
Part B: If “YES,” there must be an explanation.
Part C: Self Explanatory.
Part D: If contracting for food service, there must be a contract uploaded or faxed to
the State office.
Part E: The “Total Number Enrolled” must be completed. (This can be different than
License Capacity, BUT this number MUST be the same as the “Actual Enrollment Data”
under Section E.)
Part F: FOR-PROFIT SITES ONLY must complete. If the Title XX/XIX Section is completed,
there must be a Title XX/XIX contract uploaded or faxed to the State office.

Section D—AIl personnel who perform food related functions must be reported in this section.
This would need to include ANY PERSON who assists with food service. Department of Human
Services—Licensing mandates that day care centers have adequate staff. Make sure at least
one cook is listed. For sites that have more than 20 children, they also need at least one person
to assist in the meal service. Personnel involved in the paperwork of the CACFP should also be
listed.

Section E—Ethnic/Racial Makeup. The ACTUAL ethnic/racial breakdown must be the same as
the number listed in Section C, Item E. Data entered must be in whole numbers. The Ethnic
breakdown and racial breakdown must equal each other. The ESTIMATED ethnic/racial
breakdown is taken from census data or public school enrollment data. Numbers entered should
be much larger than numbers entered under the ACTUAL. Data entered must be in whole
numbers. The ethnic breakdown and racial breakdown must equal each other.

Once you have reviewed the Application for Participation and are ready to check off on it, click RETURN
TO CHECKLIST (top center of page) and click the box APPROVED BY CNP to the right of Application for
Participation. If there is a problem with any of the sections in the Application for Participation, e-mail
the institution.

e —
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SITE APPLICATION—FAMILY DAY CARE HOME PROVIDERS

From the CHECKLIST, click on the tenth document for inspection: Provider Application. The user is
directed to the FDCH-1a Provider Application List. Here they will approve each application for each
provider. They will click the “Select” button next to the provider application that they wish to review.

(Refer to Example #16b.)

Example #16b

d\"duuutg
&

{

)

Enter Claims

Home

Application Search
Administrative
Funclions

all Loj
Training
Resource Librm.
File Upload
fing G
Log Out
Privacy Statement

February 2017

OKLAHOMA STATE DE[’TMENT OF EDUCATION

Janet Barresi, Slate Superintendent of Public Instruclion

Welcome BARBARA SIMMONS Friday, March 02, 2012 12:55:39 PM

Child Nutrition - Child & Adult Care Food Program (CACFP)
THE UNITED STATES DEPARTMENT OF AGRICULTURE
FOOD AND NUTRITION SERVICE

Oklahema State Department of Education
Child Nutrition Programs
Family Day Care Home Provider Application - FDCH-1A
(CHILD ANP ADULY CARE FOOD PROGRA M)
[Iielum 1o Home Page) [Retum to Facility] (Retum to Ch _‘_'W'

Return to Site Listing]
Section A - General

A. Home Agreement # H-55-01-221 B. Provider Full Name and Date of Birth

C. Address of Provider Last Name BENFORD
3109 N.W. 29TH First Name  ALFRENETTE

OKLAHOMA CITY OK 73107 Middle Initial
405 606-6175 Date of Birth 4/11/1980
OKLAHOMA COUNTY
D. Is the Home Licensed? Yes 1 G. Name and Address of Sponsoring Organization
E. License Number 820047605 '3'025;3}\ ;ESINBOW FLEET INC.
F. Licensed Capacity 12 OKLAHOMA CITY, OK 73103
H. Age Range of Enrolled Participants 405 521-1426

From 0 to 13
1. Number Enrolled in CACFP 24

Section 2A - Operating Data

A. Hours of Operation C. Do you care for participants in shifts? Yes »
From 0800 To 0800 (hhmm) (If Yes, Explain)
CHILDREN SCHOQL SCHEDULE REQUIRES

B. Number of operating days per week? § DIFFERENT HEAL TIMES

D. Months of Operation

¥ January o April (4] July /| October

/I February ¥ May [¥] August ¥ November

vI March 41 June |¥] September ¥ December
[Setect Al {Selecl None

Scction 3A - Meal Service Data

A. Please add data for each meal served, including shift meals

Meal Breakfast Weekday Meals * Yes . No
Beginning Time (hhmm)
Max. Number of Meals Weekend Meals  Yes . No

(Addripdate Meal) (Clear Fields|
Edit Delete Beginning Time  Meal  Max, # of Meals Weekday MealsWeekend Meals

[Edif) [Detete) 0715 Breakfast 12
[Delete] 0820 Breakfast 12
(Edi) (Delete] 1115 Lunch 12
(Edit] (Delete) 0400 PM Snack 12
[Edit [Delete) 0630 Supper 12
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Weekend Justifaction Statement (Maximum 300 Characters)

Section B - Directions (Maximum 1000 Characters)

Please provide detailed directions to this Home, starting from nearest major interscction.
N/A .

Section C - Eligibility

A. Is family size and income information available at the B. Number of children Provider cares For that are:
sponsoring organization to establish eligibility of children Provider's Own/Residential 4
ina Tier Il home receiving Tier I rates and providers own Non-Residential Children 20
children? Yes +

1 certify that to the best of my knowledge, this home is not participating in the Child and Adult Care Food Pro§ram under any
other sponsoring organization. I further certify that all of the above information is true and correct. I understand that this
information is being given in connection with the receipt of federal funds; that Department officials may, for cause, verify
information and that deliberate misrepresentation may subject me to prosecution under applicable state and criminal statites.
The program must be made available to all eligible children regardless of age, sex, disability, race, color, or national origin.

By submitting this information, the sponsor is verifying that it has a signed application/ag| t for this provider on file at its
organization's office.

(__save [ SubmitForm ]  [Print Form}({CNP Approve|)CNP Unapprove]

Submitted By FELISA K CARGILE Submit D; /27/2011 10:35:42 AM
[Return to Site Listi

[Return to Home Page] [Return to Fadflity) [Retum to Checklist)
Once form has been reviewed, click here
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NOTE: For FDCH SPONSORS, there will be a provider application for each provider in which the sponsor
is applying.

Section -A General—Determine if all parts are complete.
Part A-G: Self Explanatory.

Section-2A Operating Data—Determine if all parts are complete.
Part A: Hours of Operation—Times must be indicated in military times.
Part B: Self Explanatory.

Part C: Shift Care—If the institution is feeding children in shifts there must be an
explanation (i.e., have school-aged children.)

Part D: Self Explanatory.

Section-3A Meal Service Data—Meal start times must be indicated in military time. The
number indicated as meals served cannot exceed license capacity. Check times between meals
and snacks. There must be three hours between main meals and two hours between a main
meal and a snack. Suppers may not be served prior to 5:00 p.m. and no meals may be served
after 10:00 p.m. The sponsor must indicate if weekday meals and/or weekend meals are served.
If weekend meals are being served there must be a justification statement.

Section B—Self Explanatory.
Section C— Determine if all parts are complete.
Part A: A “YES” or “NO” answer is acceptable.

Part B: The sponsor must indicate the number of children in care for this provider. The
total number indicated in both boxes should not exceed the enroliment capacity of the
provider (Section A—Part E.)

Once you have reviewed the Application for Participation and are ready to check off on it, click RETURN
TO CHECKLIST (top center of page) and click the box APPROVED BY CNP to the right of Application for
Participation. If there is a problem with any of the sections in the Application for Participation, e-mail
the institution.
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BUDGETS FOR INDEPENDENT CENTERS

Centers that are single-sited must complete a budget, with their Application for Participation. Under
the CHECKLIST, click on the eleventh document for inspection: Administrative Budget. The budget is an
ANNUAL PROJECTION of expenditures and revenues. (Refer to Example #17.)

Enter Claims

Home
Application Search

Administrative Functions

Security Maintenance
CallLog

Training

Reports
Rates/Eligihility Scales
Resource Library

File Upload

Training Calendar
Log Out

Privacy Statement

Example #17

OKLAHOMA STATE DEPARTMENT OF EDUCATION
Janet Barresi, State Superintendent of Public Instruction
)RTHROF G ADMIN

I Return to Home Page—l

ptember 035

.dult Care Food Program (CACFF)
Return to Facility |

Return to Checklist |

CACFP Administrative Budget - CACFP-2

DC-66-101 - ICNP TEST 101

To ensure Program accountability, the A gricultural Risk Protection Act of 2000 mandates that all institutions that receive Federal
funding in the Child and A dult Care Food Program have financial viability, be administratively capable, and have in effect internal
controls to ensure Program accountability. Therefore, all institutions that participate in the Program must submit a twelve (12)
month administrative budget based on your current enrollment. ¥You may use your institutional fiscal year or the calendar year.
An acceptable budget must be received and approved by the State Agency hefore your application can he processed.

BudgetYeax; From {10)’1}2013 To 1;9!30."2014

Independent Institution Budget

PART A.
ANNUAL PROJECTED ADMINISTRATIVE COSTS
ADMINISTRATIVE LABOR - (DO NOT INCLUDE FOOD SERVICE LABOR HERE)
Enter the houtly salary and hours per week for one employee in each position. If you have multiple employees in the
same position, indicate this using the "# in this position" field. The weekly salary, annual salary, and total will be
calculated for you when you press "Save". CACFP portion of administrative labor would include any paperwork related
to the CACFP that is charged to CACFP reimbursement.

Type of Position Hourly Salary | Hours Per| Weekly Annual Salary | Center Portion | CACFP Portion
S "”:_:‘;‘“ LabBat | nonting i vonafis) | Weelks % | Salary Calculate Portions
Titecior 5| 10.50 | a0 $|  azooo §| 2184000 §| 191000 [§| 273000
X ssistant Divector | 2.00 | a0 $|  =soo00 §| 1872000 |§| 1838000 §| 234000
Teacher(s) / Caregiver(s)
# in this position| 1 | 8.00 | a0 $| 32000 §| 1684000 §| 14ss000 [§| 208000
Clerical -
# in this position| 0 Al 0.00 \ 0 4| 0.00 ¢/ 0.00 4| 000 g 0.00
Other (Specify Below)
|
# in this position| 0 %/ 0.00 [ o 4/ 0.00 ¢/ 000 ¢ 000 (g 0.00
Otbsr(Epecty Relow
#inthis position| 0 %] 0.00 | o $| 0.00 | ooo  § oo0  $ 0.00
Total Administrative Labor $| 5720000 |[§| soos0o00 §|  7.150.00
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ADMINISTRATIVE LABOR CALCULATION FORM
CACFP SINGLE SITE

TO FIGURE PART A, ADMINISTRATIVE LABOR FOR CACFP PORTION, TAKE # OF HOURS PER DAY X # OF
DAYS PER WEEK X # OF WEEKS PER YEAR X HOURLY SALARY = CACFP PORTION

NOTE: Enter answers in green fields. Totals will appear in gray fields.

Hours per day

Days per week X

Weeks per year X

CACFP Hours = =

Calculate CACFP Portion
CACFP Hours (From above) -

Hourly Salary X

Il
v
L}

Total CACFP Portion

Calculate Center Portion

Total Annual Salary

CACFP Portion (From above) -3 :

Total Center Portion =% -

e —
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ADMINISTRATIVE EXPENSES
Al el | ok Terien | CACIT Fevin

Printing, Office Supplies, Communications $ 120000 |§] 0.00 $_i 0.00
Mileage (Site Reviews, Shopping) $| 120000 g 000 |§] 0.00
A dministrative Rent/Utilities/Tanitorial Services $| 1644000 |§] 0.00 $,| 0.00
Legal Fees (Including CPA and Audit costs) 4/ 20000 ¢/ 000 |§] 0.00
Miscellaneous (Desctibe Below) 3/ 000 |4 000 |§/ 0.00

:J

B

Total Administrative Expenses §| 1974000 | § | 000 | § 000
I
TOTAL PROJECTED ADMINISTRATIVE COSTS $| 76,940.00
Administrative Costs -
Comments
=
‘Save Administrative Costs
PART B.
ESTIMATED CACFP OPERATIONAL COSTS
Projected CACFP Operational Costs Annual CACFP Amount

Food Service Salaties/Benefits $ 12,376.64
Food Service Rent/Utilities/Janitorial Services $ 0.00
Food Service Equipment $ 0.00
Food Putchases (Including Delivery) $ 18,588.00
Non-Food Purchases (Includes Paper Products, Plastic § 1z000
Uten‘sils,‘Di‘sinfp;tmt,; etc) e
Miscellaneous (Desctibe Below) $| 0.00

e

=

Total Projected CACFP Operational Expenses | $| 32,184.64
. =
Operational Cost
Comments
=l

‘Save Estimated Operational Costs I
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PART C.
SOURCES OF INCOME
Source of Income Annual Amount
Child Care or Adult Day Care Fees (private pay) $/ 2088300
Child Care or Adult Day Care Fees (DHS) 4| 111,536.00
Medicaid Funding $/ ooo
CACFP Reimbursement (if currently on food progran) $f o000
Federal Funding $/  ooo
Grants s ooo
Donations s/ oo
Other (Desctibe Below) $/  ooo
=
=
Total Annual Income | $/ 13240000
=]
Income Comments
=l

Save Sources of Income |

5 ——
PART D.
ANNUAL BUDGET RECONCILIATION

Total Annual A dministrative Labor [WE
Total Annual Allowable Expenses [ sz1e484
Total Annual Income [ 13240000
Profit/Loss [ 2330438

Submit Completed Administative Budget | Print Form I Once form has been

Submitted By: NORTHROP G CACFP  Date Submitted: 9/4/2013 9:44:50 AM  reviewed, click here
Return to Home Page | Return to Facility I( Return to Checdklist

NOTE: Single Sited CACFP Administrative Budget

Part “A” Annual Projected Administrative Costs

They must have hourly salary and hours per week for at least the Director and Teacher(s). They cannot
list a cook in this section. They can open “Calculate Portions” and enter all the numbers required in the
green spaces. This form will auto calculate for you.

Part “B” Estimated CACFP Operational Costs
They must list: Food Service Salaries/Benefits (Cook), Food and Non-Food Purchases must be filled in.

Part “C” Sources of Income
Most generally all centers will have Private Pay, DHS and CACFP.

Part “D”
This will automatically calculate. The Profit/Loss cannot be in the negative. The center must be
financially viable.
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Determine that budget year dates reflect the correct fiscal year.

The first set of figures titled Projected Administrative Costs, are to reflect the entire institution’s
administrative costs, not just administrative costs to the CACFP. At a minimum, there must be entries
for Director and Teacher.

The second set of figures titled Estimated Operational Costs, are to reflect the CACFP only. At a
minimum, there must be entries for food service salaries/benefits and food purchases.

The third set of figures titled Sources of Income, are to reflect all income to the institution.

The fourth set of figures titled Annual Budget Reconciliation, are to reflect the institution’s profit/loss,
ensuring that the institution is financially viable. If the last line item in the Profit/Loss DOES NOT end in
a zero or a positive number, then the institution must be contracted through e-mailed to determine if
the institution can be approved to participate

VIEWING UPLOADED DOCUMENTS

Most institutions will be uploading different required documents. If the required documents ARE NOT
uploaded, then they must be faxed to the State office and uploaded by our staff. Click on UPLOAD OR
VIEW UPLOADED DOCUMENTS. There are four documents that every institution is REQUIRED to
submit. Those include: (a) Certificate of Authority, (b) Electronic Funds Transfer, (c) Child or Adult Care
Center License, if applicable, and (d) Title XX/Title XIV Contracts, if applicable (also known as “Child Care
Provider Contract” or “DHS Contract Renewal”). Review all documents that have been uploaded to
make sure the correct and current document is actually there. Also ensure that any documents needed
throughout the approval process are there as well (i.e., job descriptions.) Should no documents be
there at all, the institution must be e-mailed to request the required information.

SENDING ALERTS/REQUESTS AND AN EMAIL

To request information from the institution on anything about the application that needs correction, an
ALERT can be sent through e-mail. Go to the CHECKLIST. In the column “Additional Information
Requested,” click the box of the document for which you need further information and THEN you will be
allowed to click DETAILS. This will bring an ALERT box directly under the “On-Line Documents” graphic.
Type a very “short and to the point” message, i.e., “Please upload or fax Title XX/IXX contract.” Click
SAVE, then click SEND ALERT. This will send an alert back to the entity for the requested data. When a
“Details” has been checked anywhere, the computer will UNCHECK the “Completed” box. The “Submit
Application to SNP” (at the bottom of the CHECKLIST page) has again turned WHITE which will allow the
entity to change the questioned information and click “Submit” once again.

Do NOT complete the E-MAIL directly below the ALERT until all other documents and sections have
been reviewed. There may be several sections that need material gathered, thus the EMAIL could
possibly say, “See details on ...” and proceed to list all of the sections requiring more information.
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When all sections have been reviewed:
A. Complete the email message to the entity with the “See details on ...” message. Click
EMAIL.
B. To update your work, click on HOME in gold box on the left menu.
C. Go to the entity again by clicking on SELECT. Status section will show “In Process”. With
the drop down arrow, change IN PROCESS to CLOSE.
D. Click SAVE. This will then allow the entity to receive the ALERTS.

NOTE: An ALERT will automatically be sent to YOUR PAGE once the institution responds. You will see
any alerts sent to you each time you login.

Contact may have to be made to the entity/institution by phone in order to gather the necessary
information to proceed with the ADMINISTRATOR APPROVAL. Whatever the need be to gain the
information, all questions must be answered and blanks filled in appropriately before the final approval
can be completed.

ADMINISTRATOR APPROVAL COMPLETION

Once an application is ready for approval, click ADMINISTRATOR APPROVAL button at the
bottom of the CHECKLIST. DO NOT CLICK ON THE COORDINATOR APPROVAL button! Clicking
COORDINATOR APPROVAL will send Barbara an alert and she will not know that it has already
been approved.

Once you have clicked on the ADMINISTRATOR APPROVAL button you will need to make sure that you
go back to the Business Maintenance page and verify the institution's STATUS is ACTIVE after
approving the application. Do this by going to the top of the CHECKLIST and clicking on RETURN TO
FACILTY (which is really the BUSINESS MAINTENANCE page). About % the way down the page you will
see GENERAL INFORMATION. There will be the word STATUS to the left of the page. Use the scroll bar
to insert ACTIVE and then click the SAVE button at the bottom of the page. This application should now
show up under applications APPROVED when you do an APPLICATION SEARCH.

TO CLOSE ALERTS

Any ALERTS you have received upon the entity making changes MUST be closed. To do so, go to your
HOME page. Click on SELECT of the first Alert. This will bring up the “Alert Information” page. Click on
the scroll bar beside “Status”. Change the “In Process” to “Closed.” You MUST then click on the SAVE
on the top right side of the page. This process MUST be completed for EACH ALERT you see on the
“Alert Information” page.
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6 ONLINE FORMS

6.1 OVERVIEW

The table below provides a list of all the online forms within the Applications website. The table includes

a description of each form and which types of institutions use each form.

6.2 LIST OF ONLINE FORMS

Online Form

Description

For Profit Adult/Child

Care Center

Adult/Child Center

Home Sponsor

Center Sponsor

Application Questionnaire - This form allows the user to answer questions regarding vivlivlvg
CACFP/FDCH-1 the business’s integrity.
o This form contains the general provider information, facility
Sponsor Application for . . . . .
L operating data, meal service data, facility directions, child
Participation — . . . X x | v |V
and adult day care information, food service patterns, and
CACFP/FDCH-2 ) )
racial and ethnic make-up data.
This form contains the state, local, and federal funds
. received during the previous fiscal year. This form also
Funds Received — . o . .
includes the annual audit information required for | v | v | v/ | V
CACFP/FDCH-3 S L .
participating organizations that receive more than $100,000
per year in state and/or federal funds.
This statement assures that all children and/or adult
Meal Policy Statement — participants in attendance will be offered the same meals as vlivlivl v
CACFP/FDCH-4 non-participants and that there will be no discrimination
against any child and/or adult.
Agreement to comply with Title VI of the Civil Rights Act of
1964 and all requirements imposed by the regulations of
the Department of Agriculture, DOJ and FNS directives or
regulations issued pursuant to that Act and the regulations,
L to the effect that, no person shall, on the ground of race,
Civil Rights lor, national origi disability, be excluded
color, national origin, sex, age or disability, be exclude
Assurance/Compliance L g. g. y' v | vV | V|V
. from participation in, be denied the benefits of, or be
Review — CACFP/FDCH-5 ) ) o
otherwise subject to discrimination under any program or
activity for which the Program applicant received federal
financial assistance from USDA; and gives assurance that it
must immediately take any measures necessary to
effectuate the agreement.
Public Release Verification — | This form must be completed by participating facilities to vlivlivlv
CACFP/FDCH-6 satisfy USDA regulations that all CNP participants submit an
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Online Form

Description

=
<
O
S
&
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T
<
=
4=
o
S
a
S
(<]
w

Care Center
Adult/Child Center
Home Sponsor

Center Sponsor

annual public release to the news media.
o The CACFP agreement contains participant rules and
State Agency/Institution R . . .
responsibilities for taking part in the child and adultcare | v/ | v/ | v | V
Agreement — CACFP/FDCH-7
food program.
Officers and Employees — Applicants will list board member, owner, and employee vlivlivlvg
CACFP/FDCH-8 information on this form.
Disclosure of Lobbying
This federal form is for all participants. If it does not apply,
Activities — . P P PPV Vvl v v v
sign and date.
CACFP/FDCH-9
This form contains the general provider information, facility
Application for Participation | operating data, meal service data, facility directions, child vilvilx v
— CACFP -1 and adult day care information, food service patterns, and
racial and ethnic make-up data
Adult Questionnaire (if Representatives of adult care facilities are required to vl v
applicable) —-CACFP-1A complete the Adult Questionnaire.
All applicants must complete a 12-month administrative
Administrative Budget — budget based on the current facility enrollment. This must vilvilx %
CACFP-2 be received and approved by the state agency prior to
application processing.
This list displays all of the homes associated with the
. o sponsor. The user shall select the home through the Site
Provider Application — L . .
FDCH1A Application Checklist for the FDCH1. The FDCH1 is the | X X v | x
agreement for the homes assigned to the sponsoring
organization.
This list displays all of the homes associated with the
. sponsor. The user shall select the home through the Site
Provider Agreement — . . .
FDCH1B Application Checklist for the FDCH2. The FDCH2 is the | X X v | x
application for participation for the homes assigned to the
sponsoring organization.

Figure 6-1, Online Form Grid
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/ PAPER FORMS

7.1 OVERVIEW

The following table is a list of all the paper documents currently on the checklist for each of the
types of institutions.

7.2 LIST OF PAPER FORMS:

Paper Form

Description

=
=
O
S
=
=}
T
<
=
&=
o
=
-9
[
(=]
("9

Care Center

Non-Profit Adult/Child

Care Center

Home Sponsor

Center Sponsor

All entities doing business with the United States government need a DUNS
DUNS Registration number. ) ) ) ) ) o
Expiration The Data Universal Numbering System (DUNS) number is a unique nine-digit | v’ v v v
identification number provided by the company Dun & Bradstreet (D&B).
Must have a DUNS to register in SAM (System for Award Management)
Applicants complete the Certificate of Authority to certify that the listed
Certificate of applicant representative has authorization to enter into an agreement on v v v v
Authority behalf of the institution for the operation of the child nutrition program for
that facility.
. Applicants that would like to enroll to receive their reimbursements by
Electronic Funds . . o o .
Transfer (EFT) direct deposit or participants that need to change their direct deposit v | vV |V VY
information will complete the Electronic Funds Transfer form.
. This form is required when the user answers on the Application for
Food Service Contract L . .
ith Outside Entit Participation that they have a contract to provide their meals from other v |V | x 4
wi utsi i
v than the local school system or food service management company.
. This form is required when the user answers on the Application for
Food Service Contract L . .
ith School Participation that they have a contract to provide their meals fromthe local | v | v/ | X 4
wi
School System or Food Service Management Company.
Instructions addressing procurement related to FSMC contracts. Section
Food Service 226.2 of CACFP regulations defines an FSMC as “an organization other than
Management a public or private nonprofit school with which a facility may contract for 4 4 X 4
Company Contract preparing and, unless otherwise provided for, delivering meals, with or
without milk for use in the program.”
Child or Adult Care . . . . I .
. The applicant is required to submit verification that they are licensed. v v X v
Center License(s)
Title XX/Title XIX
/ Title XX/Title XIX Contract(s) Form v | x x v
Contract(s)
Applicants are required to submit this information if they are a non-profit
IRS Tax Exempt Letter PP . g ¥ P X v v v'*
organization.
Job Descriptions Job Descriptions Form X X v |V
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5 3 5 8
« 2. 2
Paper Form Description 232y & §
285t o &
o 02 o wn o
= Oa O [} )
T ece E E
828 2 &
Indirect Cost Plan Indirect Cost Plan x x v | v
Pre-Approval
pr.J Pre-Approval Evaluation Form X X v |V
Evaluation Form
Cell Phone
. Justification for allocating any program funds for cell phone usage X X 4 4
Justification
Office Space/Rental
Lease — Unrelated The applicant is required to submit verification. X X v X
Parties
Office Space/Rental
Lease — Related The applicant is required to submit verification. X X v X
Parties
IRS Form 8829 —
Expenses for business | Tax form used to record expenses when home is used for business purposes | X X v X
use of your home
Equipment Justification for allocating any program funds for the rental/lease of v
Rental/Lease equipment X X X
Agreement
Travel Justification for Justification for allocating any program funds for traveling for training x x v x
Training
Justification for Other Justification for use of program funds allocated for any other administrative
Administrative functions x x v | x
Services
Current Policies and Businesses need policies and procedures if doing business in CACFP x x v x
Procedures
Figure 7-1, Paper Form Grid
|
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8 SECURITY MAINTENANCE

8.1 OVERVIEW

Security Maintenance offers the ability to manage CACFP System users and their permission
levels.

Users may be added to the system and granted the appropriate access level, based on their
user role. Once users are added to the system their user profile may be edited and/or deleted.

8.2 SECURITY AND ACCESS LEVELS

Role |
Program Administrator - System
will allow only one Program
Administrator at a time.

CACFP Program Director -

System will allow only one CACFP
Program Director at a time.

Grants Coordinator -

Access

Applications and Claims

Applications and Claims

Applications and *Claims

Designated/managed by Program
Administrator and CACFP Program
Director. The CNP managers can
also administer this role.

*Not ALL Grants Coordinators have access to Claims.
This role will have access only IF they were given the
rights to access Claims by the Program Administrator,
the CACFP Program Director or CNP Managers.

Financial Coordinator -
Designated/managed by Program
Administrator and CACFP Program
Director. The CNP managers can
also administer this role.

Applications Only

Billing Entity Director - Institution
and program participants only, not
CNP staff.

Applications and Usually *Claims

*Not ALL Billing Entity Directors have access to
Claims. This role will have access only IF they were
given the rights to access Claims by the Program
Administrator, the CACFP Program Director or CNP
Managers.

Billing Entity User - Institution and
program participants only, not CNP
staff.

Applications and Sometimes *Claims

*Not ALL Billing Entity Users have access to Claims.
This role will have access only IF they were given the
rights to access Claims by the Program Administrator,
the CACFP Program Director or CNP Managers.

CNP Manager - Additional security
level added by request of the state
to enable another role the ability to
administer grants and financial
coordinators.

Applications and Claims

Figure 8-1, Roles, Security Levels and Accessibility
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8.3 USER MANAGEMENT

8.3.1 ADDING NEW USER

As the program and organizations grow, new users must gain access to the system. The
(Program) Administrator is able to add new users to the CACFP system.

1. Click the “Security Maintenance” hyperlink, from the left navigation.

2. Enter all of the new user’s information in the Security Maintenance section.

3. Click the “Add New” button at bottom of the page. The system will assign a User ID and

password.

NOTES:

o The system will initially assign the password as the ‘Last 4 of SSN’ of the newly
entered user.

o On the first system login, the system will prompt the user to change this password to
a password selected by the user.

s

Enter Claims

Home

Application Search
Administrative
Functions

Security Maintenance
Call Log

Training

Reports
Rates/Eligibility Scaleq
Resource Library
File Upload
Training Calendar
Log Out

Privacy Statement

hild & Adult Care Food Program (CACFP)

5/6/2016 12:50:40 PM|

Search for Existing User or Add New User Below

User Name L 1 Status VAL v
ITIN/EIN
Last Name
Firt Name
Security Maintenance
Last Name ] First Name
. - View Name History
Middle Initial L] View ITINEIN History
il I Fax I
Phone ] AlematePhone ]
[Read Only Access
Start Date — i Sy Acecss
1 Application Access
[1Site/Provider Apps. Only
Status Last4of SN [ ]
Business ID
SeaityLeve

Security Question
Security Answer

User ID

‘ Mothers Maiden Name?

vl

(UserID and Password will be assigned by the system when data is

saved.)

‘ Reset PW |

[ AddNew |

Figure 8-2, Security Maintenance Screen — Add New User to CACFP System
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8.3.2 USER SEARCH

CNP staff Users may search the system to determine if a particular user exists within the
CACFP system as well as view the user’s information related.

1. Click the “Security Maintenance” hyperlink, from the left navigation.

2. Enter any known information as search criteria (User Name, ITIN/EIN, Last Name, or
First Name) in the “Search for Existing User or Add New User Below” section of the
Security Maintenance page.

NOTE:

a. Toview a list of all users, enter no search criteria.

3. Click the “Search” button at bottom of the search fields. The system will display the
search results or a message stating the user does not exist in the system.

G

OKLAHOMA STATE DEPARTMENT OF EDUCATION

[Welcome NORTHROP G ADMIN

5/10/2016, 2:29:41 PM

hild & Adult Care Food Program (CACFP)

Enter Claims
#1 Search for Existing User or Add New User Below
Home
Applfce.ltmn .Search Last Name
Administrative .
n First Name
Functions
Security Maintenance Select Delete TIN User ID Last Name  First Name Role Status
Call Lo I
= Select 33987111 aabemathy ABERNATHYAMANDA Entity  Active
R Director
s Billing
Rates/Eligibility Scales ! . .
Reommon Lk 444666777 laabernathy ABERNATHY LINDA gril::ior Tnactive
File Upload Billing
Training Calendar 221115555 anacfirst111 ACFIRST111 ACLASTI11 Entity  Inactive
Log Out Director
Privacy Statement Billing
22110101 anaclastl0l ACLASTI0l ACFIRSTIOlEntity  Active
Director
Billing
22110102 anaclastl02 ACLAST102 ACFIRST102Entity  Active

Director

No Deleted Users Found

Security Maintenance

Figure 8-3, Security Maintenance Screen — Existing User Search
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8.3.3 EDITING EXISTING USER

Program Administrators may edit existing user’s information on the Security Maintenance page.
If the user already exists in the system, the User's Name, Role, Status and TIN will display in
the search results.

1. Click the “Security Maintenance” hyperlink, from the left navigation.

2. Enter the User Name, ITIN/EIN, Last Name, or First Name as search criteria in the
“Search for Existing User or Add New User Below” section of the Security Maintenance
page.

a. Toview a list of all users, enter no search criteria.

3. Click the “Search” button at bottom of the search fields. The system will display the
search results or a message stating the user doesn’t exist in the system.

Child Nutr,

2
&
i ¥
g OKLAHOMA STATE DEPARTMENT OF EDUCATION
'Welcome NORTHROP G ADMIN 5/10/2016, 2:29:41 PM
Enter Claimg
#1 User Name
Home ITIN/EIN
Application Search Last Name #2
Administrative .
Tuncti First Name Search
unctions
Security Maintenance e o ~ = Dratus
Call Log Billing
Trai - 33987111 asbernathy ABERNATHY AMANDA Entity  Active

Director

Renarte

4. Click the “Select” button associated with the desired user, from the search results.

5. The chosen name will be shaded and all fields in the Security Maintenance section will
populate.

——— — — —————————— —————— "]
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6. Edit the user information as needed.

Lueton

Reports
RatesEligibility Scales 44466 s horanty ABERNATHYLINDA.  Eailty Tawe
R elect elete aabernathy Dli]r;gor nactive
File Upload Billing
- Calnisy 221115555 anacfirst111 ACFIRST111 ACLASTI11 Entity Inactive
Log Out Director
Privacy Statement Billing
22110101 anaclast10l ACLAST101 ACFIRSTIOIEmtity —Active
Director
Billing
22110102 anaclast102 ACLASTL02 ACFIRST102Entity  Active
Director
No Deleted Users Found
Security Maintenance
Last Name ABERNATHY First Name LINDA
.
Middle Initial A
View ITINEIN History
Email Jamhin4d@aol.com FAX 501 223-8185
Phone 501223-3184 Alternate Phone

[CIRead Only Access &

Start Date 81202012 ["]Claims System Access

[T Application Access
[7] Site/Provider Apps. Only
Status Inactive M Last4 of SSN 5555
Business ID
Security Level Billing Entity Director ~ ITIN/EIN [4aag66777
Security Question Mothers Maiden Name? -
Security Answer ADAMS

(Userll and Password will be assigned Dy the sysiem when dara 1s
saved.)

Figure 8-4, Security Maintenance Screen — Editing Existing User Information
8.3.4 DELETING USERS
Program Administrators can also delete a user with access to the CACFP System.
1. Click the “Security Maintenance” hyperlink, from the left navigation.

2. Enter the User Name, ITIN/EIN, Last Name, or First Name as search criteria in the
“Search for Existing User or Add New User Below” section of the Security Maintenance

page.
a. Toview a list of all users, search with no criteria entered.

3. Click the “Search” button at bottom of the search fields. The system will display the
search results or a message stating the user doesn’t exist in the system.
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4. Click the “Delete” button associated with the desired user, from the search results.

Search for Existine 1ser or Add New [ser Relow
#2 ser Name Status *ALL* -
TTIN/EIN
it Last Name #3
| First Name
ele Delete I er 1D me me Role ‘
Billing
#a 33987111 asbemathy ABERNATHYAMANDA Entity  Active
Director
Scales Billing
B 444666777 laabernathy ABERNATHY LINDA Entity  Inactive
Director

Figure 8-5, Security Maintenance Screen - Delete CACFP System User

5. Verify the selected user should be deleted, by selecting “Yes” or “No” in the message
window.

|Are you sure you want to delete this user?|

a. If“Yes”, the system will display a “User Deleted” confirmation message. Click
the “OK” button on the message window. The deleted user will appear in the
“Deleted Users” section.

A

First Name

Sccusit Maintenance |
Call Log

Traiung

Reports
Rates/Eligibility Scales
Resource 3

File Upload Security Maintenance

Training Calendar

Log Out Last Name — FustName [ ]
Privacy Statement e 2t 1oz — [Wiew Mame History|

———

shook HOOK SHOLANDA  Grants Coordinator Active

b. If “No”, the system will remove the message and return to the Security
Maintenance screen displaying the previous search results.

8.3.5 RESTORING USERS
Program Administrators may restore deleted users.
1. Click the “Security Maintenance” hyperlink, from the left navigation.

2. Enter the User Name, ITIN/EIN, Last Name, or First Name as search criteria in the
“Search for Existing User or Add New User Below” section of the Security Maintenance

page
a. Toview a list of all users, search with no criteria entered.

——— — — —————————— —————— "]
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3. Click the “Search” button at beneath of the search fields. The system will display the
search results or a message stating the user doesn’t exist in the system.

h fo ng or A er Belo
#2 ser Name Status *HALL* A
TIN/EIN
arch Last Name # 3
First Name

4. The desired user should appear in the Deleted Users section.

5. Click the “Restore” button associated with the desired user, _fr__om the search results.

runcnons
[Securt Masenance S
No Existing (Non-Del sers

Reports TIN UserID LastName First Name

Rates/Eligibility Scales shook  HOOK SHOLANDA  Grants Coordinator Active

Eesource Library

File Upload Security Maintenance

Training Calendar

Log Out Last Name | | First Name

Privacy Statement .
Middle Initial |

6. Verify you want to Restore the selected user, by selecting “Yes” or “No” in the message
window.

|Are you sure you want to restore this user?|

a. If yes, the system will display a “User Restored” confirmation message. Click the
“OK” button on the message window. The previously deleted user will appear in
the “Existing Users” section.

Message from webpage

! . User Restored.

b. If no, the system will remove the message and return to the Security
Maintenance screen with the deleted user(s) displaying in the “Deleted Users”
section.
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9 ADMINISTRATIVE FUNCTIONS

9.1 OVERVIEW

Administrative Functions provide the ability to complete a variety of actions that will impact the
CACFP system or organizations massively.

Administrators are able to enter mass messages to impact all organizations or specific
organization types.

9.2 MESSAGE COMMUNICATIONS

Administrators enter messages that apply to various CACFP participants.

9.2.1 GLOBAL MESSAGE

The Global Message will display on the Welcome Page for all users with access to the system.
1. Click the “Administrative Functions” hyperlink on the left navigation.

2. Enter the desired message into the Global Site Message field.
—

Global Site Message

z
i |
]

3. Click the “Save Global Site Message” button.
—

Global Site Message

Save Globs! Site Message

4. Review the text within the red strip at the top of the page, to verify the entered Global
Message appears.

&
il \:
g OKLAHOMA STATE DEPARTMENT OF EDUCATION
v ADMIN 37772017 3:01:21 PM

(Welcome NORTHROP G ADMIN

ffion = Child & Adult Care Food Program (CACFP)

Eonio Administrative Functions

NOTE:

e The Global Message will display to all users at the top of all pages within the CACFP System.
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9.2.2 STAFF WELCOME MESSAGE

The Staff Welcome Message will display on the Welcome Page for all users with access to the
system.

1. Click the “Administrative Functions” hyperlink on the left navigation.

2. Enter the desired message into the Staff Welcome Message field.

R

Training Save Global Site Message
Reports
e MEWelcome Messages
Resource Library
File Upload Staff Welcome Message
ome to Chi1d Fau

Loz Out la/7/2017

Training Calendar Teome Favrivion — Child § Raulv Gars Teod Prescem (GROFEI ‘
Privacy Statement

Family Day Care Home (FDCH) Welcome Message (Default)
: Watrition - Child ¢ Aduiv Care Tood Frogeam (CRCEFI. ‘

eleome to Child Nucritien

[ Activate Animation

3. Click the “Save Messages” button.

L Seve Global Site Message

Reports

e B Welcome Messages

Resource Library

File Upload

Training Calendar orrivioe = GilE § ESuic Care Food Brogram (CRCTEIL
Log Out ‘

Privacy Statement

Family Day Care Home (FDCH) Welcome Message (Default)
Fetrivion — Child © Adult Care Food

loome to Child Futrition Ta £ 38 Food Progeam (CREFF ‘

O Activate Animation

CACFP Welcome Message
=lcome te Child Huszitic:

- CRIld ¢ Bdule Cass Tesd Proweam (GRCFEI. ‘

O Activate Animation

4. Go to the Welcome Page to verify the entered Staff Welcome Message appears.

“hild & Adult Care Food Program (CACEP)
‘Welcome to Child Nutrition - Child & Adult Care Food Program (CACFP). 37772017

Alerts: (Default view shows New and Open Alerts)
Application Search

9.2.3 FAMILY DAY CARE HOME (FDCH) WELCOME MESSAGE

The Family Day Care Home (FDCH) Welcome Message will display on the Welcome Page only
for Family Day Care Home participants with access to the system.

1. Click the “Administrative Functions” hyperlink on the left navigation.
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2. Enter the desired message into the Family Day Care Home (FDCH) Welcome Message
field.

—
Tramzz
Reports

—
e MW elcome Messages

Resource Library

Eile Upload Staff Welcome Message
Traininz Calendar elcome o Child Necritien - Child § Rdalc Care Tood Frogam (CRETEI ‘

Loz Out la/7/2017
Privacy Statement

Family Day Care Home (FDCH) Welcome Message (Defaulr)

Tcoms oo CRi1d Fevrivion - CRild § Aeulc Care Food Frogmam (CACFSI ‘

O Activate Animation

3. Place a checkmark in the “Activate Animation” checkbox, if applicable. The Activate
Animation feature will allow the entered FDCH message to scroll across the Welcome
Page,

4. Click the “Save Messages” button.

Liguuiy ‘Save Giobsl Site Message

Reports

s Nl Welcome Messages

Resource Library

Eile Upload Staff Welcome Message

Trainng Calendar elcome to Child Wevrition - Child ¢ Adulc Caze Feod Program (CEFEI.
Lngﬁm [3/7/2017

Privacy Statement

Family Day Care Home (FDCH) Welcome Message (Default)
elcome to Child Nuotrition - Child 5 Agult Caze Food Progzam (CACED ‘

[ Activate Animation
CACFP Welcome Message
atri i

elcome to Child Butrition — Child § hdalt Caze Tood Program (CACERI. ‘

[ Activate Animation

Save Messages.

5. Go to the Welcome Page, as a Family Day Care Home patrticipant, to verify the entered
Family Day Care Home Welcome Message appears.

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

Welcome NORTHROP G ADMIN 3/7/2017 3:28:10 PM]
hild & Adult Care Food Program (CACFP)
‘Welcome to Child Nutrition - Child & Adult Care Food Program (CACFP). 37772017

|
AL

 Alerts: (Default view shows New and Open Alerts)

Application Search

9.2.4 CACFP WELCOME MESSAGE

The CACFP Welcome Message will display on the Welcome Page for all CACFP patrticipants
with access to the system.

1. Click the “Administrative Functions” hyperlink on the left navigation.

2. Enter the desired message into the CACFP Welcome Message field.

sy
e = R W clcome Messages

Resource Library

Eile Upload Staff Welcome Message

Traming Calendar leome o Child Fucrition = GRild @ Rdelt Care Food Program (CRCEFI

Loz Ou |

Privacy Statement

Family Day Care Ho
leome to CRIIE T
(CACFE). We previ

Welcome Message (Defaul)
T s Edaie

H)

are Food

0 Activate Animation

CACFP Welcome Message
elcome to Child Nutrition - Child § Adult Caze Food Program (CACEF). |

0 Activate Animation

Save Messagss
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3. Place a checkmark in the “Activate Animation” checkbox, if applicable. The Activate
Animation feature will allow the entered CACFP message to scroll across the Welcome
Page.

4. Click the “Save Messages” button.

Liguuiy ‘Save Giobsl Site Message
Reporis

s Nl Welcome Messages

Resource Library

Eile Upload Staff Welcome Message

Training Calendar =lcome to Child Natrition - Child ¢ Bdalt Caze food Fregram (CRCEE).
e F ‘
Privacy Statement

Family Day Care Home (FDCH) Welcome Message (Default)
elcome to Child Nuotrition - Child 5 Agult Caze Food Progzam (CACED ‘

[ Activate Animation

CACFP Welcome Message
Fatritd

<lcome ©o Child Butrition — Child § Bdalt Caze Tood Program (CACERI. ‘

[ Activate Animation

Saue Messages

5. Go to the Welcome Page, as a Family Day Care Home patrticipant, to verify the entered
Family Day Care Home Welcome Message appears.

ld & Adult Care Food Program (CACFP)
‘Welcome to Child Nutrition - Child & Adult Care Food Program (CACFP). 3/7/2017

[ Alerts: (Default view shows New and Opea Alerts)
Application Search -

9.3 SITE LOCKOUTS

The Site Lockout feature will prevent all institutions from logging into the CACFP system. This
feature is usually applied when updates are being made to production server.

A brief test should be performed on any updates made. Make sure to uncheck when updates
are done so users can then access system.

1. Click the “Administrative Functions” hyperlink on the left navigation.
2. Click the “Lock Out All Providers” checkbox to insert a checkmark.

3. Click the “Save Lock Out” button.

Site Lockouts
I ¥ Lock Out All Providers I

Save Lock Out

Figure 9-1, Site Lockouts on Administrative Functions Page
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9.4 APPLICATION START/END DATES

Start and End dates feature is used to prevent people from updating applications outside of a
certain time frame. Only CACFP Start and End dates are used on this website, i.e. the NSLP
and SFSP start and end dates are not applicable.

Start Dates are used to prevent users from starting new FY applications prior to the specified
date.

End dates have not been changed to date but start dates can be used.
1. Click the “Administrative Functions” hyperlink on the left navigation.
2. Enter the new CACFP Start and End Dates.

Application Start/End Dates

Application Acceptance Dates (MM/DD/)

NSLPEnd  08/01/
SFSP Start  08/01/
SFSPEnd  08/01/

Figure 9-3, Application Start/End Dates on Administrative Functions Page
3. Click Save Dates.

9.5 MASS COMMUNICATIONS

The Mass Communications function limits how many recipients receive a mass email at one
time through the mail server.

This may need to be made compatible with servers that do not allow mass emails with
recipients over a certain amount.

1. Click the “Administrative Functions” hyperlink on the left navigation.

2. Enter Batch Size.

Mass Communications

Vass emai

Batch Size 50
I Save email settings I

Figure 9-5, Mass Communications on Administrative Functions Page
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3. Click Save email settings.

9.6 BUDGET VALIDATION

This function is not used in Oklahoma.

9.7 LICENSE TRIBES

Determines which tribes are listed in the tribe drop-down in applications website when entering
a tribe license type.

9.7.1 ADD LICENSE TRIBE

To add a tribe navigate to the Administrative Functions page using the link in the left hand menu
just add name of tribe in box and click “Add License Tribe.”

icense Tribes

|

License Tribe Name

I Add License Tribe I
License Tribe on Record
Remove name
Cherokee Nation
Chickasaw Nation
Choctaw Nation
Muscogee Creek Nation

Figure 9-7, Add a tribe on the Administrative Functions page
9.7.2 REMOVE LICENSE TRIBE
A tribe can be viewed or removed by clicking “Select” or “Remove.”

icense Tribes

I

License Tribe Name

License Tribe on Record
Remove name
Cherokee Nation
Chickasaw Nation
Choctaw Nation
Muscogee Creek Nation

Figure 9-8, Vies or remove a tribe on the Administrative Functions page
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10 REPORTING

10.1 OVERVIEW
10.2REPORTS

The CACFP system tracks various activities and tasks completed. Most of that information is
collected and conveyed through system reports.

The CACFP System consists of 22 reports, accessible by all users with appropriate security
who have access to the system.

Reports can be used to determine updates and collect statistical data.

10.3REPORT TYPES

Some reports are accessible to Oklahoma Staff only, while some are accessible to CACFP
participants.

10.3.1 APPROVAL NOTICES REPORT

Approval Notices are written notifications sent to providers after their application has been
approved.

The Approval Notices Report provides a copy of approval notices for participating organizations
during a specified time period.

1. Click the “Reports” hyperlink in the left navigation.

2. Click the “Approval Notices” hyperlink on the Reports Listing page.

uuummi
e

Py

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

[Welcome NORTHROP G ADMIN

“hild & Adult Care Food Program (CACFP)
Enter Claims Global Reports

Clozed Business Repert Staff Alert Report

Home e LR Paper Applicants Site Director Alert Report
Application Search [5;te Summary Report Site User Alert Report Outreach Report
Admunistrative Sixty Day 0ld 2 Trzining Report Coordinster Activity Summary Report
Functions Serously Deficient Report 1 Report Coordimator Report
Security Mainten:
Call Log Active Institutions Report
Liaining
Reports SRR
Rates Eligibility Scales
Resource Library [End Date Program Activity Report
File Upload
Training Calendar
Log Out
Privacy Statement CACFP Users Last Login Report (Supervisors Oulv)

Sub-Reciplent Assignment History Report

CACFP Reports
CACFP Site Statistics CACFP FPRS Type Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Oklahoma City, OK 73105-4599

——— — — —————————— —————— "]
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3. Enter the applicable search criteria, in which the Start and End Dates are required.

el B
g

st

[Welcome NORTHROP G ADMIN

Enter Claims Approval Notice Report Viewer

Please select parameter values

Office Staff v
s L v

Application Search Facility
Admisaive St Dite EEE—

ot End Date
Security Maintenance

Rates Eligibility Scales
Resource Library

File Upload
Traming Calendar
Log Out

Privacy Statement

For Additional Information:
Child Nutrition Programs

2500 North Lincoln Blvd., Suite 310
Oklahoma City, OK 7. 599

(405) 521-3327g) fax: (40

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

Bl & Adult Care Food Program (CACFP)

4. Click the “Run Report” button.

5. Click the “Export” button to export the Approval Notices for printing and/or further data

manipulation.

i nwg
&
il Y
i
Enter Claime
Please select parameter values
Home Office Staff
Application Search Facility
Administrative Start Date
Functions End Date
Call Log
T
Reports 7

Rates/Eligibility Scales

10.3.2 MAILING LABELS REPORT

The Mailing Labels Report will provide a list of organization names and addresses for label

printing, based on the entered search criteria.

If no search criteria are entered the report will offer a full list including all organizations within the

system.

1. Click the “Reports” hyperlink in the left navigation.
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2. Click the “Mailing Labels” hyperlink on the Reports Listing page.

hilg, nulu§

OKLAHOMA STATE DEPARTMENT OF EDUCATION

ild & Adult Care Food Program (CACFP)

Enter Claims Global Reports
i Closed Business Report Staff Aler Report
Home I Mailing Labels I Paper Applicants Site Director Alert Report
lication Searc! B Site User Alert Report Outreach Report
Administrative Sixty Day Old Applications Training Report Coordinator Activity Summary Report
Functions Serioushv Deficient Report 1 Pegort Coordinator Report
Security Maintenance
CallTog Active Institutions Repert
Training
Reports _______ SEGpEY
Rates Eligibility Scales
Resource Library [End Date Program Activity Report
File Upload
Training Calendar
Loz Out

Privacy Statement CACEP Users Last Login Report (Supervisors Onlv)
Sub-Recipicnt Assigment History Report
CACFP Reports

CACEP Site Statistics CACFP FPRS Type Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Oklahoma Citv. OK 73105-4599

3. Enter the applicable search criteria. Be mindful, no entered search criteria will default
each search field to ALL.

4. Click the “Run Report” button.

<hid s
s
Fd
{
i OKLAHOMA STATE DEPARTMENT OF EDUCATION
[Welcome NORTHROP G ADMIN 37272017 12:49:11 P}
Ghild & Adult Care Food Program (CACFP)
Enter Claims CNP Report Viewer
Please select parameter values:
Office Staff
Home
Application Search County
inistrative Program
Functions Sponsor
Secuify Maitenance | ITINEIN
CallLog
Traming
Reports
Raten/Eligibility Scales | ! ot t b bl
Besource Library H-72-04 - MELODI HUMPHREY -
;‘]—E.[?'—Ml'z‘:lm THE GHURGH OF THE GOSPEL-
e 5320 EAST HASKELL PL
0g

Privany Statement TULSA OK 74115

5. Click the “Export” button to export the address labels for printing and/or further data
manipulation.

Uﬂikwlg

OKLAHOMA STATE DEPARTMENT OF EDUCATION

D —
P

ild & Aduli Care Food Program (CACFP)

Enter Clams CNP Report Viewer
Please select parameter values:
Office Staff v
Home
s County ¥
Administrative Program |
Functions Spomsor v
Security Maintenance ITINEIN . 1
Call Log Run Repori]
Training
Reporis
RatesEligibility Seales | |1 o2z b b @ [ ] rFind | tex
]]f;:”‘“e Library REBECCA KIRKWOOD - Food Sut.
T—UL, e BRIGHT BEGINNINGS LC OF
DRt 701 S CENTER

Privacy Statement GROVE OK 74344

ANGELINE JONES - Food Svc
HEARTS OF ANGELS

9653 E. 26THPL.

TULSA OK 74128

NATALIE BOCKELMAN - Food Sve
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10.3.3 SITE SUMMARY REPORT

The Site Summary Report,

1.

Click the “Reports” hyperlink in the left navigation.

Click the “Site Summary Report” hyperlink on the Reports Listing page.

Chikd NWAE
&
/ ¥
’; OKLAHOMA STATE DEPARTMENT OF EDUCATION
ild & Adult Care Food Program (CACFP)
Enter Claims Global Reports
Closed Business Report Staff Alert Report
Home Paper Applicants Site Director Alert Report
Site User Alert Report Outreach Report
Administrative Trzining Report Coordinator Activity Summary Report
oo Seriously Deficient Report ‘Application Report Coordinator Report
Security Maintens
Call Log Active Institutions Report
Tuainmz
[Reparts Start Date
RatesEligibility Scales
Resource Library [End Date Progrem Activity Report
File Upload ]
Trziming Calendar
Loz Out
Privacy Statement CACFP Users Last Login Report (Supervisors Onlv)
Sub-Recipient Assignment History Report
CACEP Reporis
CACFP Site Statistics CACFPFPRS Trpe Report

For Additional Information:
(Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310

Enter the applicable search criteria, in which the “Program” search criteria defaults to
CACFP.

Click the “Run Report” button.

L

Welcome NORTHROP G ADMIN

ild & Adult Care Food Program (CACFP)
Enter Claims CNP Report Viewer
Office Staff
County
Program
Sponsor
ITINEIN

Home

Security Mamtenance
CallLog

Traininz

Reports

Rates Eligibility Scales
Resource Lil

File Upload

Training Calendar
Log Out

Privacy Statement

I Run Repor I

Oklahoma State Department of Education
Child Nutrition Programs

Site Summary Report

Home Sponsor
Sponsor: H-12.01 - LITTLE DIXIE COMMUNITY ACTION

ALICIA SMITH
4124 COUNTY ST, 2770

RUSH SPRINGS. CK 73082

Contact Informstion: ALICIA SMITH (550 476-2182)

Gffice Sisff. DEE HOUSTON

License Type: Permanent (DHS)
License #: 820052812

Site # 160

Lie. Capacity: 7

Status: ACTIVE

AMBER GARCIA
118 B MUSKOGEE

License Type: Permanent (DHS)
License # 320035000
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5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

P
e

-hild & Adult Care Food Program (CACFP)

Enter Claims CNP Report Viewer
Please select parameter values:

Office Staff

County

Administrative Program CACFP

Functions Sponsor

Security lMamtenance | ITIN/EIN

== [Ren Repor]

1rammg

Reparts Ho4 [etse b bl & [ Jrme

Rates/Eligibility Seales

e Oklahoma State Department of Education

File Upload
Training Calendar Child Nutrition Programs

Log Out
Privacy Statement

Site Summary Report

Home Spensor
Sponsor: H-12-01 - LITTLE DIXIE COMMUNITY ACTION

10.3.4 SixTYy DAY OLD APPLICATIONS REPORT

The Sixty Day Old Application Report provides list of organizations that have initiated their
application 60 days ago, but has not submitted for review.

1. Click the “Reports” hyperlink in the left navigation.

2. Click the “Sixty Day OIld Application Report” hyperlink on the Reports Listing page.

Chily lm.-wrg
&
i X
H OKLAHOMA STATE DEPARTMENT OF EDUCATION
ohild & Adult Care Food Program (CACFP)
Enter Claims Global Reports
Approval Notices Closed Business Report Staff Alent Report
Home Mailing Labels Paper Applicants Site Director Alert Report
Application Search Site User Alert Report Outreach Report
& Sixty Day Old Appl Trzining Report Coordimator Activity Summary Report
Ldm hebeicionk li Report Coordinator Report

Security Maintenance
Call Log Active Institutions Report
Juainmz
[Reports Start Date
Rates Eligibility Scales
Resource Library [End Date Program Activity Report
File Upload ]
Training Calendar
Log Out

Privacy Statement

(CACFP Users Last Login Report (Supervisers Onlv)
Sub-Recipient Assignment History Report

CACEP Reports

(CACFP Site Statistics CACFP FPRS Type Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Oklahoma City, OK 73105-4599
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3. Change the “Program” search criteria from the defaulted selection, if applicable.

e

s

Home
Application Search

Security Maintenance

Call Log
Training
Reports

Rates Eligibility Scales

Resource Library
File Upload
Training Calendar
Log Out

Prvacy Statement

Welcome NORTHROP G ADMIN

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

3/2/2017 1:27:26 PM
SHild 8¢ Adult Care Food Program (CACFP)
(CNP Report Viewer
Please select parameter values:
Program ="ALL™ v

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Oklahoma City, OK 731054399
(403) $21332% fax: (405) $212230

4. Click the “Run Report” button.

5. Click the “Export” button to export the report details for printing and/or further data

manipulation.
()\'Hrdwté
&

o

Home
Application Search

Security Maintenance
CallLog

Training

Reports
Bates/Eligibility Scales
Resource Library

File Upload

Training Calendar

Loz Out

Privacy Statement

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

ild & Adult Care Food Program (CACFP)
CNP Report Viewer

Please select parameter values:
Program CAGFP v

& 4 [ Jer2z b M @ [ ] Feaj ne
Oklahoma State Department ¢
Child and Adult Care Food Program (i

Child Nutrition Programs
Unsubmitted Applications Aged Over 60 Days

Program: CACFP

Office Staff: NORTHROP ADMIN
22-01-001 - FIRST PROVIDER - DAN § TEST Phone: (550) 481-2838

Contsct Person: FIRST PROVIDER Start Date: S/13/2012 11:57:30 A

10.3.5 SERIOUSLY DEFICIENT REPORT

The Seriously Deficient Report provides a list of organizations that were declared as Seriously
Deficient and will require further inspections to determine the next step.

1. Click the “Reports” hyperlink in the left navigation.
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2. Click the “Seriously Deficient Report” hyperlink on the Reports Listing page.

ik, vaé
&
TR
i OKLAHOMA STATE DEPARTMENT OF EDUCATION
ild & Adult Care Food Program (CACFP)
Enter Claims Global Reports
Approval Notices Closed Business Report Staff Alert Report
Home Mailing Labels Paper Applicants Site Director Alert Report
“Application Search |Site Summary Report Site User Alert Report Outreach Report
Administrative Trzining Report Coordinator Activity Summary Report
lication Report Coordinstor Report
Call Log Actiwe Instituhons Report
Training
T
Iz gibility Scales
Resource Library [End Date Progrem Activity Report
File Upload ]
Training Calendar
Loz Out
Privacy Statement CACFP Users Last Login Report (Supervisors Onlv)

Sub-Recipient Assisnment History Report

CACFP Reports

\CACFP Site Statistics

CACFP FPRS Tvpe Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Oklahoma Citv. OK 73105-4599

3. Enter the applicable search criteria, in which no entered search criteria will default each

search field to ALL.

4. Click the “Run Report” button.

i N\mtfg

7
\

Please select parameter values

[
[ 9

Office Staff
Institution

[Welcome to Oklahoma CNP On-Line_

OKLAHOMA STATE DEPARTMENT OF EDUCATION

@18 Adult Care Food Program (CACEP)

NP Renart Viewer

ite
USDA CACFP Site
Food Buying Guide

Calculator
Resource Library

Privacy Statement

I [ | I

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Oklahoma City, OK 73105-4509
(403) $21-392T fax: (405) $21-2230

5. Click the “Export” button to export the report details for printing and/or further data

manipulation.
tJu'ltumwE
g
i 5
% OKLAHOMA STATE DEPARTMENT OF EDUCATION
il & Adult Care Food Program (CACFP)
Enter Claims CNP Report Viewer
Please select parameter values
Office Staff v
Home >
Erising UserLop. O JSfoR I |
CACFP Centers Institution Status ~
Family Day Care Homes [Run Reperd | [
Rates/Eligibility Scales
USDA Web Site
UspAcacpske | 0 ¢ B  m—
Food Buying Guide
ot Oklahoma State Department o on
Resource Library Child and Adult Care Food Program (

Privacy Statement

Seriously Deficient Report

Office Staff: ALL Institution Status: All Institution: ALL
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10.3.6 ACTIVE INSTITUTIONS REPORT

The Active Institutions Report provides a list of organizations are active within the CACFP
Program. This report also allows the user to view varying details regarding claims.

1. Click the “Reports” hyperlink in the left navigation.

2. Click the “Active Institutions Report” hyperlink on the Reports Listing page.

Chily "M‘g
7 -
{
& OKLAHOMA STATE DEPARTMENT OF EDUCATION
[Welcome NORTHROP G ADMIN 322017 11:39:38 AM]
CHiild & Adult Care Food Program (CACFP)
Enter Claims Global Reports
Approval Notices Closed Business Report Staff Alert Report
Home Mailing Labels Paper Applicants Site Director Alert Report
Application Search Stte Summary Report Site User Alert Report Quireach Report
Administrative Suxty Day Ol Applications Treining Report Coordizater Activity Summary Report
Functions Serioslv Deficient Report Application Report Coordinator Report
Security Maintenance
CallLog Active Institutions Report
Tusinine
R e
Rates/Eligibility Scales
Resource Library [End Date Program Activity Report
File Upload ]
Training Calendar
Loz Out

Privacy Statement CACFP Users Last Login Report (Supervisors Only)
Sub-Recipient Assisnment History Report
CACFP Reports

\CACFP Site Statistics CACFP FPRS Tvpe Report

For Additional Information:
(Child Nutrition Programs

3. Select the applicable search criteria.

4. Click the “Run Report” button.

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

i,

Enter Claime oot &laiming Institutions
Report Criteria:
Institution/Application Status
[ Status is "Active’ on Business Maintenance Page.

Home

Application Search
Administrative LIFY [2017 »| Application is Approved.
functions Claim History

days

Reports OHas elaimed in Fiscal Year 2017 v
Rates Eligibility Scaledl | 5;.igned CNP Staff
W [CIField Staff: | ot Ascigned ~

d“ 3 .
Trai C CIOffice Staff: Mot Assigned 2
Log Out
Privacy Statement

[Run Repo

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
‘Oklahoma City, OK 73105-4599
(405) 521-332Ten fax: (405) 521-223%n
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5. Click the “Open” or “Save” button to access the report details for printing and/or further

data manipulation.

Claim History

Regardless of claim history

Has claimed within past days.
Reports Has claimed in Fiscal Year | 2017 v
Eales Ehigibilify Seales | Agsigned CNP Staff

Resource Library CIField Staff: [Not Assigned v
%@: O Office Staff: [Not Assigned

Log Out

Privacy Statement
[Run Repor

d Nutrit ograms
2500 North Lincoln Blvd., Suite 310

For Additional Information:

Do you want to open or save Active Institutions.dsx (46.2 KB) from 4.15.8.177 Open Save - Cancel
NOTE: The Active Institutions Report opens in Excel.
= Active Institutions.dsx [Protected View] = Microsoft Excel W T
Home Insert Page Layout Formulas Data Review View
o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing
1 Al - fc | AgreeNo
A B C D E F G H 1 J
PhysicalCou Phone EMail Field Staff Office Staff
LITTLE DIXIE COMMUNITY ACTION CHOCTAW 5803269332 JYOW@LITTLEDIXIE.ORGJILL LOWE DEE HOUSTON
OPPORTUNITIES, INC. BLAINE 5806235488 VKELLY@OPPINCOK.OR KENDRA MERVELDT DEE HOUSTON
GREAT PLAINS IMPROVEMENT FDN. COMANCHE 5803532364 VSPENCER@GPIF-CAA.CNANCY MCCULLOUGH  DEE HOUSTON
HEARTLAND KIDS INC CUSTER 5805932272 BPLOVELACE@PLDI.NET BECKY GILBERT DEE HOUSTON
FORT SILL CHILD, YOUTH, AND SCHOOL SVCS COMANCHE 5804425825 ANGIE.M.HART.NAF @M JERI BUCHANAN DEE HOUSTON
HELPING HANDS FOOD PROGRAM MCCLAIN 4053923524 HHFP2001@YAHOO.COMNANCY MCCULLOUGH  DEE HOUSTON
FOR THE CHILDREN FOOD PROGRAM DEWEY 5809953509 THEKIDZCACFP@YAHOC BECKY GILBERT DEE HOUSTON
TDCKIDS INC CUSTER 5807744862 TDCKIDS@CEBRIDGE.NE BECKY GILBERT DEE HOUSTON
KIBOIS CMNTY ACTION FOUNDATION HASKELL 9189679992 GINGER.BRYANT@KIBOI TAMMY FLUTE DEE HOUSTON
OPERATION KIDS BEAVER 9726367474 JAMIE.ROBERTSON@OP BECKY GILBERT DEE HOUSTON
RAINBOW FLEET INC. OKLAHOMA 4055211426 JENGLAND @RAINBOWF DENISE WIELAND DEE HOUSTON
JUST 4KIDS MCCLAIN 4053879455 JUSTAKIDSFP@YAHOO.C NANCY MCCULLOUGH  DEE HOUSTON
SVYD ALTUS AFB FAM. CHILD CARE JACKSON 5804816931 SANDRA.STRONG.1@US JERI BUCHANAN DEE HOUSTON
UNITED COMMUNITY ACTION PROG. PAWNEE 9187623041 CSOUTHERN@UCAPINC. KRISTEN SCHOELING DEE HOUSTON
DEEP FORK COMUNNITY ACTION FDN OKMULGEE 9187562826 CACFP@DEEPFORKCOM DANA PARKER DEE HOUSTON
PREFERRED NUTRITION TULSA 9182517351 MIKE.MAGILL@COX.NETALBERTA BURGESS DEE HOUSTON
WASHINGTON CO CHILD CARE FDN WASHINGT( 9189773600 SRACKLIFF@DELAWARE ALBERTA BURGESS DEE HOUSTON
MOUNTAIN VIEW FOOD PROGRAM PUSHMATAF 5802989821 SUEJOSLIN4A3@YAHOO.CJILL LOWE DEE HOUSTON
20 DC-07-105 BIG FIVE COMMUNITY SERVICES, INC. BRYAN 5809245331 JBRACKETT@BIGFIVE.OF KAREN JONES LEIGHANN RAUSCH

21 DC-09-071 TLC CHILDCARE CENTER INC.
22 DC-09-076 CHEYENNE AND ARAPAHO

23 DC-09-075 CHEYENNE ARAPAHO TRB HD STRT
24 DC-14-182 CROSSROADS YOUTH AND FMLY SVCS
25 DC-16-084 PLAYCARE INC

26 DC-25-038 DELTA COMMUNITY ACTION FDN

27 H-72-01  CHILD CARE RESOURCE CENTER

28 DC-26-098 WASHITA VALLEY CMINTY ACTION
W4 > ¥i|_Active Instil

tion:

CANADIAN 4053732380
CANADIAN 4054227694
CANADIAN 4054227636
CLEVELAND 4052926440

COMANCHE 5803550814
GARVIN 4057561100
TULSA 9188317238
GRADY 4052245831

TLCGREATKIDS @ WAVEL DENISE WIELAND
VHART@C-A-TRIBES.OR DENISE WIELAND
CBERG@C-A-TRIBES.OR( DENISE WIELAND
TERRIEV@CROSSROADS CAROLE PETERS
PAM@PLAYCARE.COM JERI BUCHANAN
TINAB60@WINDSTREAN FONDI WESEVICH
CMOORE@CCRCTULSA.(RHONDA STEVENS
SKEY@WVCAC.CHICKAS NANCY MCCULLOUGH

LEIGHANN RAUSCH
DEBORAH WEATHERFORD
LEIGHANN RAUSCH
LEIGHANN RAUSCH
DEBORAH WEATHERFORD
DEBORAH WEATHERFORD
DEE HOUSTON

LEIGHANN RAUSCH

[141

10.3.7 CLOSED BUSINESS REPORT

The Closed Business Report provides a list of organizations that are closed and no longer

activity participating in CACFP.

1. Click the “Reports” hyperlink in the left navigation.
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2. Click the “Closed Business Report” hyperlink on the Reports Listing page.

chilg MWE
g
{
1 OKLAHOMA STATE DEPARTMENT OF EDUCATION
[Welcome NORTHROP G ADMIN 37272017 11:39:38 AM]
CHild'& Adult Care Food Program (CACFP)
Enter Claims Global Reports
Approval Notices I Closed Business Report I Staff Alert Report
Home Mailing Labels : Site Director Alert Report
Application Search Stte Summary Report Site User Alent Report Outreach Repont
Administrative Suxty Day Ol Applications Treining Report Coordinater Activity Summary Report
Functions Seriously Deficient Report li Report Coordinator Report
Security Mainten:
CallLog Agtive Institutions Report
Training
Start Date
Rates/Eligibility Scales
Resource Library nd Date Program Activity Report
File Upload
Training Calendar |
Loz Out
Privacy Statement \CACFP Users Last Login Report (Supervisors Oulv)
Sub-Recipient Assignment History Report
CACFP Reports
(CACED Sute Statistics CACEP FPRS Tvpe Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Nklahams Cie K 731044300

3. Enter the search criteria Start and End Dates, which are required.

4. Click the “Run Report” button.

P Q
3 S J
OKLAHOMA STATE DEPARTMENT OF EDUCATION

Welcome NORTHROP G ADMIN 3/2/2017 2:34:18 PM|
CHild & Adulf Care Food Program (CACFP)
CNP Report Viewer

ety
e

Please select parameter values

Home
Application Search Start Date
Administrative End Date
Funchons

Security Maintenance

Rates Eligibility Scales
P

File Upload
Traming Calendar
Leg Out

Privacy Statement

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Bivd., Suite 310
Oklahoma City, OK 73105-4309
(403) 213327 fax: (405) $21-22309

5. Click the “Export” button to export the report details for printing and/or further data

manipulation.
d‘ilﬂwwg
s .
i s
% OKLAHOMA STATE DEPARTMENT OF EDUCATION
Exter Claimss
Please select parameter values
Office Stasf v
Home
Existing User Log O~ L3tinnon L M
CACEP Centers Institution Status v
Family Day Care Homes [ Repod I
Rates Eliivility Scales
USDA Web Site
USDA CACFP Site st EA—— s [ 1
Eood Buying Guide Oklahoma State Department o
Resource Library Child and Adult Care Food Program (
Privar Qtatemant

10.3.8 PAPER APPLICANTS REPORT

The Paper Applicants Report provides a list of organizations that are submitting paper
applications, and not entering data via online.
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1. Click the “Reports” hyperlink in the left navigation.

2. Click the “Paper Applicants Report” hyperlink on the Reports Listing page.

U“'b’dm-rlfg
- .
f ¥
’;. OKLAHOMA STATE DEPARTMENT OF EDUCATION
il A Carc Food Program (CACFP)
Eater Claimss Global Reparts

=d Buzines: Renort
Paper Applicants

\Approval Notices
Home Mailing Labels

Application Search sito Spmmary Report

Staff Alert Report

Site Director Alert Report

Ouireach Report

Ceordinater Activity Summary Report

Admmistrative Sixty Day Old Applications Trazining Report
Functions Serously Deficient Report 1 Report Coordinator Report
Security Maintenance
CallLog Active Institutions Report
Trainine
Start Daie
RatesEligibility Scales
Resurce Library nd Date Program Activity Report
File Upload
Training Calendar |
Loz Out
Privacy Statement CACEP Users Last Login Report (Supervisors Only)
Sub-Recipient Assignment History Report
CACEP Reports
CACEP Site Statistics CACEP FPRS Type Report

For Additional Information:
Child Nutrition Programs
2300 North Lincoln Blvd.. Suite 310

3. Click the “Run Report” button.

hile) mnu§

&

s

OKLAHOMA STATE DEPARTMENT OF EDUCATION

Child & Adult Care Food Program (CACFP)

Enter Claims CNP Report Viewer

Please select parameter values:

Home

Application Search Program [CACFP ]
Administrative

Functions

Security Maintenance

CallLog

Irainine

Reports

Rates Eligibility Scales
Resource Library

Lil
File Upload
Training
Log Out
Privacy Statement

For Additional Information:
Child Nutrition Programs

2500 North Lincoln Blvd., Suite 310
Oldahoma City, OK 73105-4599
(405) 521-3327gy fax: (405) 521-2239

4. Click the “Export” button to export the report details for printing and/or further data

manipulation.
tJ‘iltﬂmwE
£ -
/i 5
i OKLAHOMA STATE DEPARTMENT OF EDUCATION
fild & Adualt Care Food Program (CACFP)
Enter Claims CNP Report Viewer
Please select parameter values
Office Sta v
Home =
Exising User Log.On | 13tT0ton I |
CACFP Centers Institution Status v
Family Day Care Homes [Fun Repor Il
Rates Eligibility Scales
USDA Web Site - .
USDA CACFP Site e i Ml i
Food Buying Guide "
Cabaide Oklahoma State Department of on
Resource Library Child and Adult Care Food Program (

Brivars Satamant
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10.3.9 SITE USER ALERT REPORT

The Site User Alert Report provides a list of the alerts sent to a particular user or organization
as well as the alert details and status.

1. Click the “Reports” hyperlink in the left navigation.

2. Click the “Site User Alert Report” hyperlink on the Reports Listing page.

m&lkw}é
H S — -
g
5;_ OKLAHOMA STATE DEPARTMENT OF EDUCATION
Child & Adult Care Food Program (CACFP)
Enter Claime Global Reports
Approval Notices Closed Business Report Staff Alert Report
Home Mailinz Label: — Site Director Alert Report
i Search Site Summary Report Outreach Report
Admimstrative Sixty Day Old Applications Tamne Rep. Coordinator Activity Summary Report
Eunctions Seriousiv Deficient Report 1 Peport Coordinator Repart
Security Mainten:
CallLog Active Institutions Report
Training
[Start Date
Rates/Eligibility Scales
Resource Library nd Date Program Activity Report
File Upload
Training Calendar
Log Out

Privacy Statement (CACFP Users Last Login Report (Supervisors Onlv)
Sub-Recipient Assisnment History Report

CACEP Site Statistics

CACEP Reports

CACEP FERS Trpe Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310

3. Enter the applicable search criteria, in which the Start and End Dates are required.

4. Click the “Run Report” button.

oty

Enter Claims

Home

Security Maintenance

Call Leg
Traming
rts

Chilel gty
&

Welcome NORTHROP G ADMIN

Please select parameter values:

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

Business

Status

Start Date D1/01/2017
Exd Date

Rates Eligibility Scales
Resource Library

File Upload

Traning Calendar

Privacy Statement

For Additional Information:

Child Nutrition Programs

2500 North Lincola Blvd., Suite 310
Oklahoma City, OK 73105-4309
(403) 5213927 fax: (405) $21-2230p
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5. Click the “Export” button to export the report details for printing and/or further data

Mkw‘é
{
3
Enter Claime
Please select parameter values:
Business ALL ~|
Home ALL ~
‘Application Search Status P M
P Start Date 0110172017
Functions End Date
Security Maintenance
Call Log Fun Report
Tranung
Reports = =
o EXEs=ER Moo [ e
Rescurce Library 0
File Upload Oklahoma State Department of
Traming Calendar Child Nutrition Programs
Log Out

Privacy Statement

Site Alerts for Date Range 1/1/2017 to 3/2/2017 11:53:58 PM Status: ALL

Business: DC-10-043 - FIRST TOUCH LEARNING CENTER

Craste Dater 11122017 3:11:31 PM

Alert Reason: App Approved

10.3.10 TRAINING REPORT
The Training Report provides a list of training that is available.
1. Click the “Reports” hyperlink in the left navigation.

2. Click the “Training Report” hyperlink on the Reports Listing page.

Chikd NME
Ei
/i X
1 OKLAHOMA STATE DEPARTMENT OF EDUCATION
[Welcome NORTHROP G ADMIN 3272017 11:39:38 AM]
SHild & Adlt Care Food Program (CACFP)
Enter Claims Global Reports
Approval Notices Closed Business Report Staff Alert Report

Home Mailing Labels Paper Applicants Site Director Alert Report
Application Search Stte Summary Report - ot Outreach Report
Admumistrative Sixty Day Ol Applications Training Report Ceordinater Activity Summary Report
Functions Serionsly Deficiem Report i & Coordinator Report
Security Maintenance
CallTog Active Institutions Report
Liaining
[Reports Start Date
Rates/Eligibility Scales
Resource Library [End Date Program Activity Report
File Upload ]
Trzining Calendar
Loz Out

Privacy Statement \CACFP Uters Last Login Report (Supervisors Onlv)
Sub-Recipient Assignment Hictory Report

CACFP Reports

(CACFP Site Statistics CACFP FPRS Tuvpe Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd.. Suite 310

3. Enter the applicable search criteria, in which the Start and End Dates are required.

——— — — ————— "]
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4. Click the “Run Report” button.

Please select parameter values:

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

Bl & Adult Care Food Program (CACFP)

CNP Report Viewer

Home

Program *ALL™

~

Functions End Date

Security Maintenance

CallLog [Run Repor

Training

Start Date 10172017
302/2017

%

rts
Rates/Eligibility Scales
Resource Lik
File Upload
Traning Calendar
Loz Out
Privacy Statement

EE

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Oklahoma City, OK 73105-4599
(405) 213327 fax: (405) 521-2239)

5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

child, huw§

[Welcome NORTHROP G ADMIN

OKLAHOMA STATE D

Child & Adult Care Food Program (CACFP)

Enter Claims CNP Report Viewer
Please select parameter values:
Program SALL™ ™
Home =
Application Search
Mmootz Start Date
e End Date
Secunty Maintenance
CallLog
i
- T T O o S

Rates/Eligibility Scales
ile Upl

Log Out

=3 =1
| — m
Emounsthae Oklahoma State Department of on
Training Calendar Child and Adult Care Food Program (

Privacy Statement Child Nutrition Programs

10.3.11 APPLICATION REPORT

EPA;TMENT OF EDUCATION

The Application Report provides a list of organizations and their application statuses.

1. Click the “Reports” hyperlink in the left navigation.
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2. Click the “Application Report” hyperlink on the Reports Listing page.

()"HNW%
E
2
i
H
Enter Claims

Approval Notices
Home Mailing Labels

Site Summary Repert

Sixty Day Old Applications

Application Search
inistrative

OKLAHOMA STATE DEPARTMENT OF EDUCATION

ld & Aduli Care Food Program (CACFP)
Global Reports

Clozed Business Report
Paper Applicants
Site User Alert Report

Staff Alert Report
Site Director Alert Report
Outreach Report

Coordinater Activity Summary Report

i Senously Deficient Report splicaiion Repor; Coordinater Report
Security Maintenance

CallLog Active Institutions Report

Training

Reports Start Date

Rates/Eligibility Scales

Resource Library [End Date Program Activity Report

File Upload

Training Calendar

Log Out

Privacy Statement (CACFP Users Last I ogin Report (Supervisers Onlv)

Sub-Recipient Assisnment History Report

CACEP Reports

(CACFP Site Statistics

CACFP FPRS Tvpe Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Nklahams Cie K 731044300

3. Enter the applicable search criteria, in which no entered search criteria will default each

search field to ALL.

4. Click the “Run Report” button.

U\*!Mm}?
&
f
§ OKLAHOMA STATE DEPARTMENT OF EDUCATION
ld & Adult Care Foed Program (CACFP)
Enter Claims CNF Keport Viewer
Home Office Staff
: Pogran
&mm% Application Status [Fopoves |2

Security Maintenance
Call Log
Tramung

Fiscal Year

5. Click the “Export” button to export the report details for printing and/or further data

manipulation.

uwm.rw§

&

Enter Claims

Home

Application Search
Administrative
Functions

Secunity Maintenance
CallLog

Training

Reporis
Rates/Eligibility Scales
Resource Lil v
File Upload

Training Calendar
Log Out

Privacy Statement

OKLAHOMA STATE DEPARTMENT OF EDUCATION

ld & Adult Care Food Program (CACFP)
CNP Report Viewer

M o4 Jerss b bl )

Please select parameter values

Office Staff v
Program ~
Application Status Appraved v

Fiscal Year I

| —
Oklahoma State Department of

Child Nutrition Programs
Application Status Report

2012 DC-55-673 - KINDERCARE EDUCATION LLC LEIGHANN RAUSCH

2017 DC- - ACCELERATED LEARNING LEIGHANN RAUSCH

2015 DC-55-820 - ACCELERATED LEARNING
CENTER

LEIGHANN RAUSCH
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10.3.12

STAFF ALERTS REPORT

The Staff Alerts Report provides a list of alerts and the associated alert details sent to staff

members.

1. Click the “Reports” hyperlink in the left navigation.

2. Click the “Staff Alerts Report” hyperlink on the Reports Listing page.

chilg, }mw§
3
i Q
§ OKLAHOMA STATE DEPARTMENT OF EDUCATION
Child & Adult Care Food Program (CACFP)
Enter Claims Global Reports
N T oy
Home Mailing Labels Paper Applicants T ST ED
Application Search Site Summary Report Site User Alert Report Outreach Report
mistrative Sixty Day Old Applications Training Report Coordinator Activity Summary Report

Functions Seriously Deficient Report lication Report Coordinator Report
Security Maintenance
Call Log Active Institutions Report
Training
Reporis _________ SEEgFD
Rates/Eligibility Scales
Resource Library [End Date Program Activity Report
File Upload
Training Calendar
Log Out

(CACFP Users Last Login Report (Supervisors Onlv)
Sub-Recipient Assisnment History Report

Privacy Statement
CACFP Reports

CACFP Site Statistics CACFP FPRS Tvpe Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
lalmn i QL 73102 4200

3. Enter the applicable search criteria, in which the Start and End Dates are required.

4. Click the “Run Report” button.

Chila) Wui

&

OKLAHOMA STATE DE PA;TMENT OF EDUCATION

fild & Aduit Care Food Program (CACFP)

Enter Claims CNP Renort Viewer
Please select parameter values
CNP Suff
Home _
Application Search Status _
Administrative Start Date pwrzor ]
Functions End Date

Security Maintenance

Call Log
Training
rts

Reports

Rates Eligibility Scales
Resource Library

File Upload

Prvacy Statement

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Oklahoma City, OK 731054399
(403) $21-3327 fax: (405) 212239
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5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

N"“"’g
&
/
i OKLAHOMA STATE DEPARTMENT OF EDUCATION
Enter Claims
Please select parameter values
" CXP Staff L ¥
Appliation Search Status e 9
it Start Date 01/01/2017
Fusclions End Dite [ —
Security Maintenance
CallLog
;;ﬁg W4 T et » 6l & ] Fna e I
Beton Bligibility Seales Oklahoma State Department of _mon
Resource Library
File Upload Child Nutrition Programs
Training Calendar
Log Out

Privacy Statement
CNP Staff Alerts for Date Range 1/1/2017 to 3/2/2017 11:59:59 PM Status: A
CNP Staff Person: ALL

CNP Staff: DEBORAH WEATHERFORD

DC-10-049 - FIRST TOUCH LEARNING CENTER

Alert Status: New

10.3.13 SITE DIRECTOR ALERT REPORT
The Site Director Alert Report.
1. Click the “Reports” hyperlink in the left navigation.

2. Click the “Site Director Alert Report” hyperlink on the Reports Listing page.

uwnw,g
g

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

/i \
1

Enter Claims

Approval Notices Closed Business Report
Home Mailing Labels Paper Applicants
“Application Searchl  Site Summary Report Site User Alert Report Diizach epo
et Sixty Day Ol Applications Trzining Report Coordinator Activity Summary Report
v Seriously Deficient Report Application Report Coordinater Report
Security Mzintenance
Call Log Active Institutions Report
Tuainine
Er - D--
Rates/Eligibility Seales
Resource Library [End Date Program Activity Report
File Upload
Training Calendar
Log Out
Privacy Statement (CACFP Users Last I ogin Report (Supervisers Onlv)

Sub-Recipient Assisnment History Report

CACFP Reports
CACFP Site Statistics CACEP FPRS Tvpe Report

For Additional Information:
Child Nutrition Programs
2500 Narth Lincaln Rlvd .. Suite 310

3. Enter the applicable search criteria, in which the Start and End Dates are required.

——— — — ————— "]
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4. Click the “Run Report” button.

mhmmu,g

)

Application Search
Administrative
Functions

Security Maintenanc]
CallLog

Trai

OKLAHOMA STATE DEPARTMENT OF EDUCATION

{CHild & Adult Care Food Program (CACFP)

NP Renart Vieer

Please select parameter values:
ITINEIN

Status A
Start Date 0110172017
End Date B |

s
RatesEligibility Scales
Resource Library

File Upload

Traming Calendar

Log Out

Privacy Statement

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Bivd., Suite 310
Oklahoma City, OK 731054599
(403) 2213827 fax: (408) $21-2230

5. Click the “Export” button to export the report details for printing and/or further data

manipulation.
uv'lmw%
&

e,

Enter Claims

Home
Application Search
i ive

Functions

Security Maintenance
Call Log

Trainmg

Reporis
Rates/Eligibility Scales
Resource Lil

File Upload

Training Calendar
Log Out

Privacy Statement

OKLAHOMA STATE DEPARTMENT OF EDUCATION

[Welcome NORTHROP G ADMIN 2017 4:02:10 PM}
(Child & Adult Care Food Program (CACFP)

CNP Report Viewer

Please select parameter values:

ITINEIN

St C—
Start Date (CTra—

End Dite Eera—

Woa e b b @ [ Jrmine
Oklahoma State Department of t
Child and Adult Care Food Program (|

Site Aleris for Date Range 1/1/2017 to 3/2/2017 11:59:59 PM Status: ALL

Agreement: DC-10-049 Director: WILLIE J TILLER
Status: In Process

Creste date: 111272017 Date Read: 11812017 Dete Closad

Alert Reasan: App Approved Alert Text Your application for perticipation in the GNP

program has been approved for the contrsct sgresment peric
of 10/1/2016 to BI20/2017

10.3.14 OUTREACH REPORT

The Outreach Report.

1. Click the “Reports” hyperlink in the left navigation.
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2. Click the “Outreach Report” hyperlink on the Reports Listing page.

uumm»m§

2
3;_ OKLAHOMA STATE DEPARTMENT OF EDUCATION
ild & Adult Care Food Program (CACFP)
‘Enter Claims Global Reports
Approval Notices Closed Business Report Staff Alert Report
Home Mailing Labels Paper Applicants o Diia i pe
Application Search Site Summary Report Site User Alert Report port
Lt i Sixty Day Ol Applications Trzining Report SO— Summary Report
I Seriously Deficient Report Application Report Coordinator Report
Security Mainten:
Call Log Active Institutions Report
Trainine

Start Date

nd Date Program Activity Report

Privacy Statement

(CACFP Users Last Login Report (Supervisers Onlv)

Sub-Recipient Assignment History Report
CACEP Reports

(CACFP Site Statistics CACFP FPRS Type Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd.. Suite 310

3. Enter the applicable search criteria, in which the Start and End Dates are required.

4. Click the “Run Report” button.

hile) »mm§

st

Enter Claims.

Home

Application Search

Administrative
Functions

Security Maintenancy

Privacy Statement

g
OKLAHOMA STATE DEPARTMENT OF EDUCATION

[Welcome NORTHROF G ADMIN

Child & Adult Care Food Program (CACFP)
(NP Renart Viewer

Please select parameter values:
Program
Coordinater
Start Date
End Date

01/01/2017
030272017

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Okdahoma City, OK 73105-4509
(405) 5213927 fax: (405) $21-2230p

5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

Mhmv%

3
\

Home
Application Search

i itive
Functions
Security Maintenance
CallLog
Trainng
Reports
Rates/Eligibility Scales
Resource Lil y
File Upload
Training Calendar
Log Out
Privacy Statement

[We

OKLAHOMA STATE DEPARTMENT OF EDUCATION

2017 4:06-01 PM]

‘elcome NORTHROP AN
& Adult Care Food Program (CACFP)
Report Viewer
Please select parameter v
Program
Cocrdinater

Start Date 017

Exa Date (e —
o4 Jers [ Y

Oklahoma State Department o
Child and Adult Care Food Program (

Child Nutrition Programs
Outreach Report
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10.3.15 COORDINATOR ACTIVITY SUMMARY REPORT

The Coordinator Activity Summary Report.

1. Click the “Reports” hyperlink in the left navigation.

2. Click the “Coordinator Activity Summary Report” hyperlink on the Reports Listing page.

U‘HNW}E
g; S JE
OKLAHOMA STATE DEPARTMENT OF EDUCATION

Coordinator Activity Summary Report

1
)
Child & Adult Care Food Program (CACFP)
Enter Claims Global Reports
Approval Notices Closed Business Report Staff Alent Report

Home Mailing Labels Paper Applicants Site Director Alert Report
Application Search [Site Summary Report Site User Alert Report
Administative Sty Day Ol Applications Training Report
Functions Seriously Deficient Report ‘Application Report
Secunty Mamtenance
Call Log Active Institutions Report
T
Ropos o
RatesEligibility Scales
Resource Library [End Date Program Activity Report
File Upload ]
Trzining Calendar
Log Out

Privacy Statement \CACFP Uters Last Login Report (Supervisors Onlv)

‘Sub-Recipient Assignment History Report
CACFP Reports

\CACFP Site Statistics CACFP FPRS Tvpe Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310

3. Enter the applicable search criteria, in which the Start and End Dates are required.

4. Click the “Run Report” button.

s

(Welcome NORTHROP G ADMIN

CNP Report Viewer

Please select parameter values:

Office Staff’ AL ~
Start Date D1
End Date

Home

Application Search
Administrative
Functions

Security Maintenance

CallLog
Traming
Reports
RatesEligibility Scales
Resource Library

File Upload

Privacy Statement

For Additional Information:
Child Nutrition Programs
2500 North Lincaln Blvd, Suite 310
Oklahoma City, OK 73105-4509
(405) 213327 fax: (405) §21-2239p

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

3/2/2017 4:15:19 PM|
hild & Adult Care Food Prooram (CACFP)
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5. Click the “Export” button to export the report details for printing and/or further data

manipulation.

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

Welcome NORTHROP G ADMIN 3272017 4:19:39 PM]

“hild & Adult Care Food Program (CACFP)

Enter Claims CNP Report Viewer

Please select parameter vall
i Office Staff AL~ v
Application Search. Start Date
AT IS SN
i EndDate e T—
Functions
Security Maintenance
CallLog
EaE e Oklahoma State Department of Education
Eile Upload Child and Adult Care Food Program (CACFP)
Training Calendar
Log Out Child Nutrition Programs

Privacy Statement

Office Staff Activity Summary
1/1i2017 to 3/212017 11:59:58 PM

Office Staff Agps Bops Aops App: Agps Apps
Received Approved  Denied  Withdrawn  Closed  Terminate
Mew Benew Mew Bensw New Renew Mew Rensw Mew Renew Mew Rener

D o o o0 o 0
WEATHERFORD

L WREN o o oo o 0
5. SIMMONS a o o 0 o o
a o o 0 o 0

ooo o

o L] 1
] L] [
o [ o
] [ o

D. FATTERSON

10.3.16 COORDINATOR REPORT

The Coordinator Report.

1. Click the “Reports” hyperlink in the left navigation.

2. Click the “Coordinator Report” hyperlink on the Reports Listing page.

ik, lw‘u§
g
{
% OKLAHOMA STATE DEPARTMENT OF EDUCATION
ohild & Adult Care Food Program (CACFP)
Enter Claims Global Reparts
Approval Notices Closed Business Report Staff Alert Report
Home Mailing Labels Paper Applicants Site Director Alert Report
Application Search |Site Summary Report Site User Alert Report Outreach Report
Administrative Sixty Day O1d Applicati Training Report p—— s
Functions Serously Deficient Report 1 Report Coordinator Report
Security Maintenance
Call Log Active Institutions Report
Liaining
Start Date
Rates Eligibility Scales
Resource Library nd Date Program Activity Report
File Upload
Tosining Calendar |
Log Out

Privacy Statement

CACFP Users Last Login Report (Supervisors Only)
Sub-Recipient Assignment History Report
CACFP Reports

\CACFP Site Statistics CACFP FPRS Tvpe Report

For Additional Information:

Child Nutrition Programs
L0 Nmetle T dmrnle Mheed | Cerion AN

3. Enter the applicable search criteria, in which no entered criteria will default each search

field to ALL.
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4. Click the “Run Report” button.

U"thtg
&

Enter Claims CNP Report Viewer
Flease select parameter values
Office Staff [
Home
Application Search County
Admumistrative Institution Status

Functions
Security Maintenanc I —_— I
a1 no

i
4

\ : Q
{ OKLAHOMA STATE DEPARTMENT OF EDUCATION

Child & Adult Care Food Program (CACFP)

5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

chikd nuw§

OKLAHOMA STATE D
[Welcome NORTHROP G ADMIN

Enter Claims

Please select parameter values
Office Staff

Application Search Comty [poar ¥

Home

Administrative Institution Status V]
Functions

Security Maintenance

CallTog

Training
Reports W o4 EJert b bl & [ ]rFna e

Ratex/Eligibility Seales
o e Oklahoma State Department o

Eile Upload Child Nutrition Programs.

Training Calendar Facilities By Office Staff Report
Log Out
Privacy Statement
County: ALL Status: ALL Office Staff: ALL

10.3.17 PROGRAM ACTIVITY REPORT
The Program Activity Report.

1. Click the “Reports” hyperlink in the left navigation.

2. Enter the Start and End Date for the Program Activity Report, which are required for the

search, on the Reports Listing page.

3. Click the “Program Activity” hyperlink, to initiate the search.

(J\l'lﬂﬂw»(g

g

CHild & Adult Care Food Program (CACFP)
Enter Claims Global Reports

Home
Application Search

Functions
Security Maintenance

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

Call Log Active Institutions Report

Traminz

Reports _______ Seger

Rates/Eligibility Seales |o101/2017

Rescurce Library [End Date I I

File Upload |

Traimmg Calendar [ Hyperlink Program Activity Report |
Log Out

Privacy Statement CACFP Users Last Login Report (Supervisors Oalv)
Sub-Recipient Assiznment History Report
'CACFP Reporis

CACEFP Site Statistics CACFP FPRS Tvpe Report
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4. The report results will display in the browser, replacing the Reports Listing Page.

10.3.18

File Edit View Favorites Tools Help

Child Nutrition Programs
Program Activity Report for Date Range 01/01/2017 to 03/02/2017

Program

CACFP 0 |0 o |t |0 0 jo . 0 [0

Totals 0|0 0 |1 o _|o 0o 0o 0 [0

CACFP USERS LAST LOGIN REPORT

The CACFP Users Last Login Report provides a list of the last time users logged into CACFP.

1. Click the “Reports” hyperlink in the left navigation.

2. Click the “CACFP Users Last Login Report” hyperlink on the Reports Listing page.

Staff Alert Report

Site Director Alert Report

Ouireach Report

Ceordinater Activity Summary Report
Coordinater Report

g
H -
{
) OKLAHOMA STATE DEPARTMENT OF EDUCATION
lild & Adult Care Food Program (CACFP)
Enter Claim: Global Reports
Approval Notices Closed Business Report
Home Mailine Labels Paper Applicants
Application Search [5;te Summary Report Site User Alert Report
Administative Sixty Day O1d 2 Trzining Report
. ‘Seriously Deficient Report licafion Report
Security Maintenance
CallTog Active Institutions Report
e
[Reports [Start Date
Rates/Eligibility Scales
Recource Library [End Date Prosram Activity Report
File Upload ]
Training Calendar
Loz Out

Privacy Statement \CACFP Users Last Login Report (Supervisors Onlv)

\CACFP Site Statistics CACFP FPRS Tvpe Report

CACFP Reports

For Additional Information:
Child Nutrition Programs

3. Click the “Export” button to export the report details for printing and/or further data

Uﬁbkwﬁz
&
/
i
Enter Claims [Retum to Report Listing]
H o4 [ Jorz e »l ¢ [ |fina
H
e Oklahoma State Department of
‘Application Search
Administrative Child and Adult Care Food Program (|
Functions
Secunity Mamtenance Child Nutrition Programs
Call Log
Training GNP Users Last Login Report
Reports
RatesEligibility Scales UserlD  Name
Resource Library ngacmin ADMIN, NORTHROP G
File Upload jssmith2 SMITH, JAN &
p Cal Tkirk KIRK, LISA
Log Out
Privacy Statement Jhildenbrand HILDENERAND, JOANIE
Cpeters. PETERS, CARCLE
dwestherford WEATHERFORD, DEBORAH
dhouston HOUSTON. DEE
kdreddell REDDELL, KASSANDRA D
Irsusch RAUSCH, LEIGHANN
jweber WEBER, JENNIFER
dwneland WIELAND, DENISE
kmerveidt MERVELDT, KENDRA

OKLAHOMA STATE DEPARTMENT OF EDUCATION

12/5/2018 0:27:31 AM
1215/2016 0:12:54 AM
12/5/2016 8:17:38 AM
1215/2018 0:15:11 AM
1215/2016 0:10:42 AM

12/472018 11:10:48 PM
12142018 422:07 PM
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10.3.19 SUB-RECIPIENT ASSIGNMENT HISTORY REPORT
The Sub-Recipient Assignment History Report.
1. Click the “Reports” hyperlink in the left navigation.

2. Click the “Sub-Recipient Assignment History Report” hyperlink on the Reports Listing
page.

Chily kwtfg
7 S
f
& OKLAHOMA STATE DEPARTMENT OF EDUCATION
CHiild & Adult Care Food Program (CACFP)
Enter Claims Global Reports
Approval Notices Closed Business Report Staff Alert Report
Home Mailing Labels Paper Applicants Site Director Alert Report
Spplication Search [Site Summary Report Site User Alert Report OQutreach Report
Administrative Sixty Day Ol Applications Trzining Report Coordimater Activity Summary Report
Functions Seriously Deficient Report ‘Application Report Coordinator Report
Security Maintenance
Call Log Active Institutions Report
Training
-
Bates/Elipibility Scales
Resource Library. |End Date Program Activity Report
File Upload ]
Trzining Calendar
Los Out

Privacy Statement

(CACFP Site Statistics CACFP FPRS Tvpe Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd., Suite 310
Nklahams Cie K 731044300

3. Select the “Sub-Recipient” search criteria, which is required.

4. Click the “Run Report” button.

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

)

fild & Adulf Care Food Program (CACFP)

Enter Claims CNP Report Viewer

Home Select Sub-Recipient

Security Maintenance
CallLog
Training.

It
Rates/Eligibility Scales
Resource Library
File Upload
Training Calendar
Log Out
Privacy Statement

LF

For Additional Information:
Child Nutrition Programs
2300 North Lincoln Blvd., Suite 310
Oklahoma City, OK 73105-4309
(403) 3213927 fax: (405) 5212230
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5. Click the “Export
manipulation.

” button to export the report details for printing and/or further data

umm.m§
g
| \
H OKLAHOMA STATE DEPARTMENT OF EDUCATION
hild & Adult Care Food Program (CACFP)
Enter Claims CNP Report Viewer
Please select parameter values
% rafE Select Sub-Recipient  [11711111 - A GREAT START LEARNING CENTER 2 - ACTVE v
pplication Searc
e [Rin Reperd [ 1T ]
Functions
Security Maintenance IER o Y I 4« [Crnagne
CallLog
Training Oklahoma State Department o
Reports ’
Rates/Fligibility Seales Child and Adult Care Food Program {{
Resource Library .
File Upload Child Nutrition Programs
Training Calendar Sub-Recipient Assignment History Report
Log Out

Privacy Statement

14111141 - A GREAT START LEARNING CENTER 2

Sponsor  CCL Mumber  Mame Change Date

DCge- 11T A GREAT START LEARNING 1028r2018 2:26:23 PM
121 CENTER 2

DCge- 11111111 A GREAT START LEARNING 10726/2018 2:22:57 PM
121 CENTER 2

10.3.20 CACFP SITE STATISTICS REPORT

The CACFP Site Statisti

cs Report provides the number of institutions and sites within each

county. This count is also categorized by Institution Type, i.e. Non-Profit Independent, Non-

Profit Sponsor, etc.

1. Click the “Report

s” hyperlink in the left navigation.

2. Click the “CACFP Site Statistics” hyperlink on the Reports Listing page.

anv%

ki

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

hild & Adult Care Food Program (CACFP)

Enter Claims Global Reports

Approval Notices Closed Business Report Staff Alert Report
Home Mailing Labels Paper Applicants Site Director Alert Report

lication Search Stte Summary RPeport Site User Alert Report Outreach Repart

Administrative Sixty Day Old Applications Training Report Coordinator Activity Summary Report
Functions Seriously Deficient Report lication Report Coordinator Report
Security Maintenance
Call Log Active Institutions Report
Traiing
Reports ________ Egeng
Rates/Elipibility Scales
Resource Library [End Date Program Activity Report
Eile Upload
Training Calendar
Loz Out
Privacy Statement \CACFP Users Last Login Report (Supervizors Onlv)

Sub-Recipient Assigrment History Report

CACEP Reporis

CACEP Site Statistics CACFP FERS Type Report

For Additional Information:
Child Nutrition Programs
2500 North Lincoln Blvd.. Suite 310
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3. Click the “Export” button to export the report details for printing and/or further data
manipulation.

it

hild & Adult Care Food Program (CACFP)
Enter Claims CNP Report Viewer

Home
Application Search L

Administrative M 4 Jerz » M ¢ [ | Fna | be
Functions

Security Maintenance Oklahoma State Department of
CallLog

Training

Reports
Rates/Eligibility Scales
Resource Library
Eile Upload

Training Calendar Non Profit Independent
];DM ADAIR

Privacy Statement

Child Nutrition Programs

CACFP Site Statistics as of 3/3/2017 10:02:59 AM

Number of Institutions: 2

Number of Sites: 0
ATOKA
Number of Institutions: 1

Number of Sites: 0

BLAINE

10.3.21 CACFP FPRS TYPE REPORT
The CACFP FPRS Type Report.
1. Click the “Reports” hyperlink in the left navigation.

2. Click the “CACFP FPRS Type Report” hyperlink on the Reports Listing page.

i Ko
&

—
!; OKLAHOMA STATE DEPARTMENT OF EDUCATION

hild & Adult Care Food Program (CACFP)

Enter Claims Global Reports
Approval Notices Closed Business Report Staff Alert Report
Home Mailing Labels Paper Applicants Site Director Alert Report
lication Search Site Summary Report Site User Alert Report Outreach Report
Administrat Sixty Day Old Applications Trzwing Report Coardinator Activity Summary Report
Functions Seriously Deficient Report Applicarion Report Coordinator Report
Security Maintenance
Call Log Active Institutions Report
Trainng
Repors ______ §repeny
Rates Eligibility Scales
Resource Library [Exd Date Program Activity Report
File Upload
Training Calendar
Log Out

Privacy Statement CACFP Users Last Login Report (Supervisors Culv)
Sub-Recipient Assiznment History Report
CACFP Reporis

CACFP Site Statistics CACFP FPRS Tvpe Report

For Additional Information:
Child Nutrition Programs

3. Enter the “Fiscal Year” search criteria, which is required. The Program search criteria
are defaulted to “CACFP”.
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4. Click the “Run Report” button.

uvhmqg

OKLAHOMA STATE DEPARTMENT OF EDUCATION

Child & Adult Care Food Program (CACFP)

Enter Claims CNP Report Viewer
I
ESSILRIEIE SRR

S Ea—
Functions

Security Maintenance: I [RunReport][ II
Call Loz

5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

U“"ﬂkw%

Enter Claims

Home
Application Search

0 Ve
Functions
Security Mamntenance
CallLog
Training
Reports
Rates/Eligibility Scales
Resource Lil
File Upload
Training Calendar
Log Out
Privacy Statement

OKLAHOMA STATE DEPARTMENT OF EDUCATION

Child & Adult Care Food Program (CACFP)

CNP Report Viewer

Please select parameter values
Fiscal Year
Program
[Run Repor] [
4 [ Jorzz b M & [ ]Fna
RKIDS BETHANY
1ST ASSEMELY OF GOD CHURCH  PONCA CITY
DBA FCA KIDS ACADEMY
15T ASSEMBLY OF GOD WEE CARE CHICKASHA
18T CHURCH OF THE MAZARENE  EDMOND
1ST STEP COC OKLAHOMA CITY
ACHILD S GARDEN LLG YUKON
AHEART AFTER KIDS DAYCARE  LAWTON
uc
A KIDS WORLD CHILD CARE OKLAHOMA CITY
DEVELOPMENT CENTER, LG
AMOTHERS TOUGH CHILD DEY  OKLAHOMA GITY
A PLUS LEARNING CENTER OKLAHOMA CITY
ATIME TO GROW PRYOR
A-Z ACTIVITY ZONE HUGO
AZ LEARNING TREE, LLC NOWATA

ABC 123 LEARNING CENTER

BARTLESVILLE

oK

oK
oK
oK
oK
oK

324450100 FBO

20247.8000 FBO
200921.2200 COM
£0001.7000 COM
18530.0800 COM

3249.7800 COM

20384.4500 COM
24526.2100 COM
42824.8300 COM
2404.7800 COM
23243.1100 COM
61772.5000 SEC
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11 CALL LOG

11.1 OVERVIEW

11.1.1 CALL LOG

As coordinators complete day to day activities and engage participating organizations, many
calls occur. Coordinators are able to maintain notes regarding the calls using the CACFP

System Call Log.

The Call Log provides a means to enter the information reported during the phone calls and any
follow-up information as a result.

11111 Add Call Log Entry
1. Click the “Call Log” hyperlink, in the left navigation.
2. Enter the call details in the “Enter New Call Information” section of the Call Log page.
The “Date of Call” field is required and must be entered in the MM/DD/YYYY format.
3. Click the “Save Call” button.

Functions

Caller Last Name

Secunty Mamienanee  start Date

Call Log
Trammg
Repors

Rates/Eligibility Scales

End Date
Entered Br

Il

Search

Enter New Call Information

Resource Library
File Upload
Training Calendar
Log Out

Privacy Statement

e Upaaed By

Date of Call

Reason For Call
Program

Who Received Call
Organization Name
Caller Last Name
Calles First Name
Caller Middle Initial
Caller Address Linz 1
Caller Address Line 2
Caller ZIP Code

(City, State, and Cownty can be quto populated by

entering a valid ZIP Code)
Caller City

Caller State

Caller County

Caller Phone Number
Date Info Sext

What was Sent?

Notes

030372017

<

Application Sent
CACFP ~

<

NGRTHROP ADBMIN

Little Tots.

Eshizy

2320 Oak Street |

20202

[cotumEiA
[sc
[RICHLAND

Created on

[asne s

4. Click the “OK” button on the message “Record Updated” window and the system will
return to the Call Log page.

Message from webpage

I, Record Updated
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NOTES:

o The “Caller City”, “Caller State”, and “Caller County” fields are auto-populated,
after the user enters the Zip Code and tabs to progress to the next field.

e The “Notes” field is required when “Outreach” is selected as the “Reason for Call.

o Click the “Add New” button at the bottom of the Call Log page, to clear any
formerly entered information.

11.1.1.2 Search Call Log
1. Click the “Call Log” hyperlink, in the left navigation.

2. Enter applicable search criteria in the “Search for Calls” section.

3. Click the “Search” button. If no match is found, a “No Records Found” message will
display.

Search for Calls

Organization Name

Functio Caller Last Name

Security Maintenance  syar Date oo |

Eud Date

Tramung )

Reports

Rates Eligibility Scales 2 LSEL

Resource Library [Select] Feb 12013 X X Application Seat ITrausch

File Upload Mar32017  LITTLETOTS  GRAHAM  Application Semt ngadmin
1

4. Click the “Select” button associated with the desired call entry.

5. The selected call’s information will populate in the “Enter New Call Information” section,
on the Call Log page.

11.1.1.3 Edit Existing Call Log Entry
1. Click the “Call Log” hyperlink, in the left navigation.

2. Enter applicable search criteria in the “Search for Calls” section.
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3. Click the “Search” button. If no match is found, a “No Records Found” message will
display.

:Makwl}
g
f
§ OKLAHOMA STATE DEPARTMENT OF EDUCATION
q T e
{Child & Adult Care Food Program (CACEP)
Enter Claims Child Nutrition Programs Inquiry/Outreach
Search for Calls
Home
lication Search
Administrative Organization Name [ ]
Functions Caller Last Name
Start Date
A [ECHA
Reports
RateEligibility Scales Setect urg. vame Last name Laureason
Rescurce Librany. Belesl Feb12015 X X Application Seat Irausch
File Upload Mar32017  LITTLETOTS GRAHAM  Application Sent ngadmin
1

Training Calendar
Loz Out Enter New Call Information

4. Click the “Select” button associated with the desired call entry.

5. The selected call’s information will populate in the “Enter New Call Information” section,

on the Call Log page.

Home
Application Search
‘Administrative Organization Name [ ]
Functions Caller Last Name

R < . { Dt |

Ed Date [—

= Eatered By T

Reporis

Rates/Eligibility Scales
Resource Library § Feb12013 X X Apphication Sent Irauzch

Eelect
File Upload ST Mar32017 LITTLETOTS  GRAHAM  Application Sent  ngadmin

1

Trzining Calendar
Log Out Enter New Call Information

Privacy Statement
Date of Call
Reason For Call “Application Sent v
Program CACFP ~
Whe Received Call NORTHROP ADMIN v
Organization Name [mETOo8S
Calle Last Name
Caller First Name [ASHLEY
Caller Middle Initial ]
Caller Address Line | [EeoosdstREEr ]
Caller Address Line 2
Caller ZIP Code
(City, State, and County can be auto populated by
entering a valid ZIP Code)
Caller City [coomeia
Caller State ==l
Caller County [picAcanD
Caller Phone Number
Date Lufo Seat

What was Sent? AND SUMMARIZE DESCRIFTION

[LITTIE TOTs PARENT CALLS WITH CONCERNS OF
UNSAFE CONDITIONS N FACILITY GROUNDS.
Notes

. ' 332017 9:39:53
Last Updated By A sgadmin

6. Update the desired fields.

7. Click the “Save Call” button.

11.1.1.4 Delete Call Log Entry
1. Click the “Call Log” hyperlink, in the left navigation.

2. Enter applicable search criteria in the “Search for Calls” section.
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3. Click the “Search” button. If no match is found, a “No Records Found” message will

display.

MNW{}
&
1 \
& OKLAHOMA STATE DEPARTMENT OF EDUCATION
\Child & Adult Care Food Program (CACFP)
Enter Claims Child Nutrition Programs Inquiry/Outreach
Search for Calls
Home
ication Search
Administrative Organization Name [ ]
Functions Caller Last Name
. Start Date

Rates/Eligibility Scales
Resource Lil

File Upload

030372017

urg. name
b 12013 X

Laurceason
Application Seat
Application Seat

user
Trausch.
ngadmin

Last vame

X
GRAHAM

4. Click the “Select” button associated with the desired call entry. The selected call’s
information will populate in the “Enter New Call Information” section, on the Call Log

page.

Home
Application Search
Admmnistrative Organization Name [ ]
Functions Caller Last Name
Star Date 1
End Date
Reports [Entered By [ ]
‘Rates/Eligibility Scales Call Date Org. Name Last Name
Resource Li { Feb12015 X Application Sent
File Upload Mar 32017  LITTLE TOTS icati
Trainmg Calendar 1
Loeon
FPrivacy Statement
Date of Call
Reason For Call Applcstion Sert ~
Program CACFP ~
Who Received Call NORTHRO® ADMIN ~
Organization Name LITTLE TOTS
(Caller Last Name
Caller First Name
Caller Middle Initial
Caller Address Line 1 2380 OAK STREET.
Caller Address Line 2 N
Caller ZIP Code
(Cigy, State, and County can e auto popuiated by
entering avaiid ZIP Code)
Caller City | = —
Caller State Ee
Caller County [pichcane
Caller Phone Number
Date Info St

What was Sent?

Notes

Last Updated By

FICTURES AND SUMMARIZE DESCRIFTION
[LITILE TOTS PARENT CALLS WIIH CONCERNS OF
UNSAFE CONDITIONS ON FACILITY GROUNDS.

3132017 :30:53
AM zgadmin
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5. Click the “Delete” button.

Rates Elisibility Seales Select  CallDate  Org.Name  Last Name CallReason
i | F§12055 X X “Application Semt Trausch
File Upload ar32017  LITTLETOTS  GRAHAM  Application Sent ngadmin
Trzining Calendar i
Log Out
Privacy Statement

Date of Call

Reason For Call ~

Program. ~

Who Received Call [NORTHROPADMIN V|

Organization Name ANGELS

Caller Last Name

Caller First Name E=E A

Caller Middle Initial

(Caller Address Line 1 260 BURNEY ROAD |

Caller Address Line 2 |

Caller ZIP Code

(City, State, and County can be auto populated by

entering avalid ZIF Cods)

Caller City [coLumeia

Caller State =

Caller County [FicAtaND

Caller Phone Number

Date Info Sent ]

What was Sent? I

Notes

Last Updated By neadmin

Created on 3 0:32:24 AM

[SaveCanl | [ AddNew |[ Delete

6. Click the “OK” button on the recorded deleted message window and the system will
return to the Call Log page.

Message from webpage (e

7h Record Deleted

I
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12 TRAINING

12.1 OVERVIEW

12.1.1 TRAINING

The Training component of the CACFP System allows Program advisors to establish and
manage Training sessions.

Program Administrators and Coordinators) are able to create Training Sessions as well as
manage the scheduling and attendance for training sessions.

Training sessions can be made available online for program participants to sign up for
attendance.

12.1.1.1 Create Training Session
1. Click the “Training” hyperlink in the left navigation.

2. Enter the Training session details in the middle section of the page, below the phrase
“Enter/Edit Training below” section. All fields are required, excluding the “Comments”
section.

A 06 SARAL ol & AU T AUZIAME APt T )

Child Nutrition Training Records

Enter Claims

Home Enter search criteriz below to search for an existing training class
Application Search

0 tive
Functions
Seourity Maintenance 0Tt D I
i End Date I
EE— B
REEBI‘S Sesrch for Training
Rates/Eligibility Scales
Resouce Library
File Upload Enter Edit traimng below
Traiuing Calendar | Dose of Trainine
L i Time of Training hmm
Prvacy Statement Location Name Child Training Center ]

AddressLime 1 200 Bils Roads. |

Address Line 2 |

No Records Found.

e

City, State, ZIP (City, State, and County can be populated by emermg avalid ZIF)
Ciy State

County

Program ® CACFPFDCH

g‘]“:’fm'\mg of e

e —

 Number of Hours 25

Comments

Confimaton Dete
Web Training Options
& Publish Training Class to the Web

Number of Seats |

iR i sl <
Businesses scheduled for traiming: (Select Business in the "Available to Schedule” list and use the ">>>" buttcn to move them to
R P 1 Sl " bt oot ilod D tasha

o
NORTHROP GRUMMAN

February 2017 Page 131



OKLAHOMA STATE DEPARTMENT OF EDUCATION —CHILD AND ADULT CARE FOOD PROGRAMS - USER GUIDE

3. Click the “Save Training” button, beneath the “Scheduling and Attendance” section.

C ion Date (030772017

Web Training Options
¥IPublish Training Class to the Web
Number of Seats
Scheduling and Attendance
Businesses scheduled for traiming: (Select Business in the "Available to Schedule” list and use the ">>=" button to move them to
the "Scheduled” list. After the training is complete, uze the “>>>" button to move the scheduled Busineszes to the " Attended”
list. You may select and schedule multlple businesses at the same time.
Filter Available to Schedule by County:
Available to Schedule Schzduled Attended
~CITIES IN SCAODLS
- FATCHWORK ANGELS ADIA
- ROYAL HOST
- BOYS & GIRLS CLUS BART
- ST LUKES UMC
- BOYS & GIRLS CLUB O
-BF, KIDS & LESLIE CH\L[

ids.

4. Click the “OK” button on the training saved message window and return to the Training

NOTES:

12.1.1.2
1.

2.

Message from webpage

I, Training Record Inserted

To remove any previously entered information on the screen, click the “Clear All
Fields” button.

Search Training Sessions
Click the “Training” hyperlink in the left navigation.

Enter the applicable search criteria. If no search criteria dates are entered, all trainings
will display.

Click the “Search for Training” button, beneath the search fields in the first section. If no
matches are found, a “No Records Found” message will display.

Click the “Select” button associated Wlth the deswed training session.

Enter Claims

Home
Application Search

Admimistrative

Fumctions

Security Maintenance] S2rtDate I
Sl Emipae

Call Log
Training

Program.

Reports
Rates/Eligibility Scales
Resource Library

File Upload

e

5. The selected Training Session’s details will display in the middle section of the Training
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12.1.1.3 Edit Existing Training Session
1. Click the “Training” hyperlink in the left navigation.

2. Enter the applicable search criteria.

3. Click the “Search for Training” button, beneath the search fields in the first section.

4. Click the “Select” button associated with the desired training session.

CInId & AQUIT Cate Food PTogram (L

g & 3
Enter Claims Child Nutrition Training Records

Home Enter search criteria below to search for an existing training class

‘Start Date
End Date
Program

Security Maintenance|
Call Log
Trammgz

Search for Treining

Rates/Eligibility Scale ol A Z.pe Subject
Resource Lit Mar 152017 CACFP Group MEAL FREP

File Upload

Trnimina Calandsr

5. Edit the existing training details in the middle section, as needed.

Resource Li
File Upload 1
Training Calendar
Loz Out Enter Edrt training below
Feaaenet Y pae of Training
Titae of Training Hhmm
Location Name CHILD TRAINING CENTER |
Address Line 1 [eooBiLLs RoaDs |
Address Line 2 | ]
IP[zzz |
City, State, ZIP (City, State, and County can be populated by entering avalid ZIF)
City [coLuvEiA ] State[5C]
County
Program ®CACFPFDCH
g‘]“:’i?m'\mg of  [iEaLrrer

Training Type Goup ]
Number of Hows [z
Comments

Confimaion Dite

Web Training Options
Publish Training Class to the Web
Number of Seats 5|
SCleuILY ana Avendance
Businesses scheduled for training: (Select Business in the "Available to Schedule” list and use the ">>>" button to move them to

6. Click the “Save Training” button at the bottom of the page.

Publish Traming Class to the Web
Number of Seats
Scheduling and Attendance
Businesses scheduled for training: (Select Business in the "Available to Schedule” list and use the ">>>" button to move them to
the "Scheduled” list. After the training is complete, use the “>>>" button o move the scheduled Businesses to the "Attended”
list. You may select and schedule multiple businesses at the zame time.
Filter Available to Schedule by County:
Available to Schedule
E-SWEET PEA
AT-TINKER CHILD DEV CEN/Y
|A3-CHOCTAW NATION CDG
AS-THE CHILDREN 5 PLACE

-
Scheduled Attended

A10-MUSKOGEE CREEK NA
A11-DAKRIDGE MINISTRIES
A12-BRIDGE KIDS LEARNIN
A13-GLORIA AINSWORTH C
A14-KIDZONE DCC/BETHES
|A15-HICKORY CREEK CHILL
A1E-KIOWA TRISE HEAD 5T
A17-CHEROKEE NATION ST
A13-UNITED KEETOGWAH (¥
A1G-MCFARLIN

Clear All Fiel

EMail Training Nofices

Mar 152017 CACFP Group  MEAL PREP

7. Click the “OK” button on the training updated message window and return to the Training

page.

Message from webpage [
I, Training Record Updiated
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12.1.1.4 Update Training Session Schedules
1. Click the “Training” hyperlink in the left navigation.

2. Enter the applicable search criteria.
3. Click the “Search for Training” button, beneath the search fields in the first section.

4. Click the “Select” button associated with the desired training session.

CIild of AQUIT Cate - 004 Program (L7
_— Child Nutrition Training Records
Home Enter search criteria below to search for an existing training class
Application Search

ancd]  StartDate
End Date

Rates/Elipibility Scales
Resource Library
File Upload

Trnimina Calandzr

5. Scroll to the Scheduling and Attendance section to review the list of organizations in the
“Scheduled” box.

6. Click the desired organization(s) in the “Available to Schedule” box to update the list of
Scheduled attendees as needed. To select multiple organizations hold the “CTRL” key
on the keyboard.

Web Training Options
Publish Training Class to the Web

Number of Seats
Scheduling and Attendance

Businesses scheduled for training: (Select Business in the *Available fo Schedule” list and use the ">>>" button to move them to

the *Scheduled” list. After the training is complete, use the “>>>" button to move the scheduled Businesses to the “Attended”

List. You may select and schedule multiple businesses at the same time.

Filter Av: . ’ ~

Available to Schedule Scheduled Attended

AG-SWEET PEA

|AT-TINKER CHILD DEV CENfig

 AS-CHOCTAW NATION CDC
SLrTe

cH
A10-MUSKOGEE CREEK NA

|A15-HICKORY CREEK CHILL
£18-KIOWA TRISE HEAD 5T
|117-CHEROKEE NATION ST
413-UNITED KEETOGWAH (V]
£10-MCEARLIN

[ Save Training [ Clear All Fislds. ]
[[_Print Training Notices | [ EMsil Training Nofices

a. To Move an Organization from the Available to Schedule List to Scheduled
List: Click the right chevrons button (>>>>) to move the selected organization(s)
into the “Scheduled” box.

Web Training Options

M Publich Training Class to the Web

Number of Seats

Scheduling and Attendance
Businesses scheduled for training: (Select Business in the "Available to Schedule” list and use the ">>=" button to move them to
the "Scheduled” list. After the training is complete, use the “>>>" button to move the scheduled Busineszes to the " Attended”
list. Youmay select and schedule multiple businesses at the same time
Filter Available to Schedule by County-
Available to Schedule Scheduled Aftended

AG-SWEET FEA
AS-CHOCTAW NATION GDC A
AT0-MUSKCGEE CREEK NA
A11-DAKRIDGE MINISTRIES

1 ave Training [ Clear All
[__Print Training Notices || EMail Trainin,

b. To Return an Organization to the Availability List from the Scheduled List:
Click the left chevrons button (<<<<) to move the selected organization(s) into
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the “Available to Schedule” box.

Publish Training Class to the Web
Number of Seats [3
Businzsses scheduled for traming: (Select Business in the "Available to Schedule” list and use the ">>>" butten to move them to
the "Scheduled” list. After the training is complete, use the “>>=" button to move the scheduled Businesses to the "Attended”
list. You may select and schedule multiple businesses at the same time.
Filter Available to Schedule by County:
Available to Schedule Scheduled Attended

N VILLA CENTET | [A7-TINKER CHILD CEV CENTE|
SWAY ADULT DA'A| | A0.THE CHILDREN S PLACE

£12-GLORIA AINSWORTH CHI

=
Save Training
Print Training Nafices EMail Training Nofices.

c. To Move an Organization to the Attended List from the Scheduled List:
Click the right chevrons button (>>>>) to move the selected organization(s) into
the “Attended” box.

Number of Seats

uling and Attendance

Businesses scheduled for training: (Select Buziness in the "Available to Schedule” list and use the ">>>" button to move them to
the "Scheduled" list. After the training is complete, use the ">=>" button to move the scheduled Businesses to the "Attended”
list. Youmay select and schedule muftiple businesses at the same time

Fiter Availabl to Sehedle by Conmty:

Available to Schedule Scheduled Attended
(AB-SWEET PEA AT-TINKER CHILD DEV CENTE| | A13-GLORIA AINSWORTH
AB-CHOCTAW NATION CDC | |AB-THE CHILDREN S PLACE
(A10-MUSKOGEE CREEK NA
(A11-CAKRIDGE MINISTRIES
(A1E-HICKORY CREEK CHILD
(A18-KIOWA TRIBE HEAD ST
(A17-CHEROKEE NATION ST
(A18-UNITED KEETOOWAH
A18-MCFARLIN
(A20-COVENANT LIFE ASSE!
(A21-CHRISTIAN LIFE ASSEN
(A22-TINCHER CHILD DEVEL
|A23-FIRST CHURCH OF GOIV
|A24 HOLY CROSS LEARNIN

=

CHI
LEARNING (|

B = <2

Save Training Glear All Fields"
Print Training Notices EMail Training Nofices

d. To Return an Organization to the Scheduled List from the Attended List:
Click the left chevrons button (<<<<) below the “Attended” box to move the
selected organization(s) into the “Scheduled” box.

I IUDNSN 1TANME L35S 10 e Wes

Number of Seats

Scheduling and Attendance

Businesses scheduled for training: (Select Business in the "Available to Schedule” list and use the ">>>" button to move them to
the "Scheduled" list After the training is complete, use the ">>>" button to move the scheduled Businesses to the "Attended”
list. You may select and schedule multiple businesses at the same time.

Filer Availsble o Schidule by Counsy:
Available to Schedule Scheduled Attended

AB-SWEET PEA |A7-TINKER CHILD DEV CENTE| [LREelRe P INET S g kes il
AZ-CHOCTAW NATION CDC /S| | AG-THE CHILDREN S PLACE
(A10-MUSKOGEE CREEK NA |A12-BRIDGE KIDS LEARNING
(A11-CAKRIDGE MINISTRIES
A15-HICKORY CREEK CHILL
(A16-KIOWA TRIBE HEAD ST
(A17-CHEROKEE NATION ST
(A18-UNITED KEETOOWAH C
A1G-MCFARLIN
(A20-COVENANT LIFE ASSE!
(A21-CHRISTIAN LIFE ASSEM

>
[ Save Training [ Clear All Figlds. |
[__Print Training Notices _|[__ EMail Training Notices |

7. Click the “Saving Training” button beneath the Scheduling and Attendance section.

8. Click the “OK” button on the training updated message window and return to the Training

page.
Message from webpage [
I, Training Record Updiated
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12.1.1.5 Print Training Session Material
1. Click the “Training” hyperlink in the left navigation.

2. Enter the applicable search criteria.
3. Click the “Search for Training” button, beneath the search fields in the first section.

4. Click the “Select” button associated with the desired training session.

I &2 AJNI Care ' 000 Program (02
e Child Nutrition Training Records
Home Enter search criteriz below to search for an existing training class
Application Search

inistrative
Functions

Start Date
End Date

Security Maintenance
Call Log

Trsining
Reports
Rates/Eligibility Scales
Resource Lil ¢

File Upload

.

5. Click the appropriate button to print the desired material.

a. To Print the Attendance Roster: Click the “Print Roster” button above the
“Scheduling and Attendance” header.

T Calendar
Log Out Enter Edit traiming below

Privacy Statement Date of Training | [152077

Time of Training  [11:00 ] bhmm

Location Name CHILD TRAINING CENTER |

Address Line | |e00 BILLS ROADS |

Address Line 2 |
7P

City, State, ZIP (City, Stare, and County can be populated by entering avalid ZIP)
City State

Couzty

Program ® CACFPFDCH

g‘]ffﬂ'\mg R T

Training Type Group v

NumberofHows [ |

Comments

Contimason Date

Web Training Options

Publish Training Class tcjemiiiels
Number of Seats 5] | Freresa] |
Scheduling and Attendance
Businesses scheduled for training: (Select Business in the "Available to Schedule” list and use the ">>>" button to move them to

b. To Print Training Notices to Mail: Click the “Print Training Notices” button at
the bottom of the “Scheduling and Attendance” section.

Web Training Options
Publish Training Class to the Web

Number of Seats
Scheduling and Attendance

Businesses scheduled for training: (Select Business in the Available fo Schedule” list and use the '>>>" button to move them to
the "Scheduled” list. Afier {he trzining is complete, use the “>>>" button to move the schedsled Businesses to the " Attended”
list. You may select and schedule multiple businesses 2t the same time.
Filer Available to Schedule by County.

Available to Schedule Scheduled Attended

AB-SWEET PEA A7TTINKER CHILD DEV CENTE| [A12-GLORIA AINSWORTH CHI
A5-CHOCTAW NATION CDC A| [AQ-THE CHILDREN S PLACE | |EERNE M e SR
A1D-MUSKOGEE CREEK NA.

AZ0-COVEMANT LIFE ASSE!
A21-CHRISTIAN LIFE ASSER
£22-TINCHER CHILD DEVEL
423 FIRST CHURCH OF GOIY
A24 HOLY CROSS LEARNIN

EMail Training Motices
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12.1.1.6 Email Training Session Reminders
1. Click the “Training” hyperlink in the left navigation.

2. Enter the applicable search criteria.
3. Click the “Search for Training” button, beneath the search fields in the first section.

4. Click the “Select” button assomated W|th the deS|red training session.

Enter Claimg

Home Enter search criteria below to search for an existing training clase
Application Search
Admmistrative

Functions

Seouic M, D —
Call Log End Date

T —"T
Reports

Rates/Eligibility Scales

Resource Lil

File Upload

Traimime Calandnr

5. Scroll to the “Scheduling and Attendance” section.

6. Click the “Email Training Notices” button for the system to email scheduled attendees a
reminder of the upcoming Training session.

Publish Training Class to the Web
Number of Seats [35___]
Scheduling and Attendance
Businesses scheduled for training: (Select Business in the "Available to Schedule” list and use the ">>>" button to move them to

the "Scheduled” list. After the training is complete, use the “>>>" button to move the scheduled Businesses to the "Atended”
list. You may select and schedule multiple businesses at the same time.

Fiter Avilable to Schedule by County
Available to Schedule Scheduled Attended
AB-SWEET PEA
AT-TINKER CHILD DEV CEN A
AS-CHOCTAW NATION CCC
(AQ-THE CHILDREN S PLACE
A10-MUSKOGEE CREEK NA
AH DA(R DGE h \N\ST?\

M CLOR A 5
A14-KIDZONE nc EErHEs
A15-HICKORY CREEK CHILL
£18-KIOWA TRIBE HEAD 5T
A17-CHEROKEE NATION ST
A18-UNITED KEETODWAH (V)
A1E-MCEARLIN
=

! . Emails sent.

——— — — ————— "]
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13 RATES AND ELIGIBILITY

13.1 OVERVIEW

Rates and Eligibility provides the reimbursements rates applied when claims are reviewed and
approved.

Users are able to visit the Rates and Eligibility page within the CACFP system to view the rates
for current and prior years.

(Program Administrators) will update the rates information from the Claims System. Once
updated the newly added rates will populate in the Applications Module on the Rates and
Eligibility page.

13.1.1 RATES AND ELIGIBILITY

1. Click “Rates and Eligibility” from the left navigation.

2. Select the desired “Fiscal Year”. Then, allow the page to refresh the page with the
applicable rates for the selected year.

3. View the Reimbursement Rates and Eligibility information.

Enter Claims

Home

Application Search
Administrative
Functions

Security Maintenance
CallLog

Select Fiscal Year

Training Family Day Care Home Rates CACFP Care Center Rates
el Tier 1 Rates

Resource Library s

File Upload 8073 Paid

Treining Calendar Lunch and Supper

048 =
140 Reducad
$0.20 a

Log Out
Privacy Statement

Paid
Supplement
=

56,00 Faduced

36700 P

$38.00 Cash-In-Leiu of Commo
==

——— — — ————— "]
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14 FILE UPLOAD

14.1 OVERVIEW

14.1.1 FILE UPLOAD
File Upload functionality provides the ability to add additional files to the Resource Library.

14.1.1.1 Upload Files
1. Click “File Upload’ in the left navigation.

2. Click the “Browse” button to select the desired file to upload.

3. Select “File Type” to specify the section to upload the new file.

Ll""d'mlb‘i
% e .
OKLAHOMA STATE DEPARTMENT OF EDUCATION

{

Security Maintenance File Type

Call Log I_

Traiming o nts | Drop Down List File Type
s Mz File Size s 4mb, Attemptif B

Rates Eligibility Scales
Resource Library

Trainng Calendar
Log Out i [
Prvacy Statement

Select File[ 305 ="

File Type: |Genters Forms and Docu | File |Po

==

4. Click the “Upload File” button.

R e NORTHROF G ADMIY
fild & Agult Care Food Program (CACFP)
Enter Claims CNP File Upload Utility
Home UPLOADFILE
Application Search
Administrative C:\Users\35112D0c{  Browse...
Functions
Security Maintenance File Type
CallLog
Training
Reports Maxiruum File Size is 4mb, Aven e Fils Will Result In 2n Emor.
RatesEligibility Scales
Resowce Library
Training Calendar

5. Click the “OK” button on the File uploaded successful message window to return to the
File Upload Page.

Message from webpage o]
i, Filename: CACED User Manusl.pef has been uploaded.
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6. The system will upload the file as specified and display a success message on the File

hild & Adult Care Food Program (CACFP)
Euter Clsis CNP File Upload Utility
Home TFLOAD FILE
Application Search
Administrative Browse.
Fumctions
Security Maintenance File Type
Call Log
Traming e
Reports File name: CACFP User Mamal pdf
RatesEligibility Scales File Size: 3083020 bytes
Resource Library Content type: application pdf has been uploded.
Tt Podamion
NOTES:

e Only PDFS, Excel, and Word Files are permissible for upload— all other files
types will result in an Error Message.

Message from webpage |
§i, ERROR: Only PDF/Excel/Word Documents files are accepted for upload.

e Visit the Resource Library to confirm the uploaded file appears in the specified
section as expected.

14.1.1.2 Delete File
1. Click “File Upload’ in the left navigation.

2. Click the “File Type” drop down menu to select the desired category to delete a file from.

a. NOTE: Allow the system time to refresh the drop down lists, after selecting File
Type.

3. Click the “File” drop down menu to select the file to be deleted.

DELETE FILE

Privacy Statement

Select File Type and File to Delete

r
File Type: | DUNS Registration snd £ vl File: |cAc:F User Manual pdf I vl [Beleie Fig] I

| Button Delete File

5. Click “OK” button on the Delete File message window to return to the File Upload page.

Message from webp..

! . File Deleted

——— — — ————— "]
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15 TRAINING CALENDAR

15.1 OVERVIEW

15.1.1 TRAINING CALENDAR

The CACFP Training Calendar lists select trainings for CACFP patrticipants. CACFP System
users are able to view upcoming training sessions as well as register to attend the training.

The Training Calendar will also provide the current seating availability for the training session.

15.1.1.1 View Training Sessions
1. Click the “Training Calendar” hyperlink from the left navigation.

2. Click the “View Details” button associated with the desired training session.

P Q
% [ S
OKLAHOMA STATE DEPARTMENT OF EDUCATION

[Welcome NORTHROP G ADMIN

et

: (Child & Adult Care Food Program (CACFP)
e Oklahoma CNP Training Calendar

Home Available Training Classes (Select  Class to Reister)

City State # Seats.
COLUMBIA  SC 33

RatesFligibility Scales
Resource Library.

File Upload

3. View the training session details.
c— T

Child & Adult Care Foed Program (CACFP)

Enter Clais Oklahoma CNP Training Calendar

Home Available Training Classes (Select a Class to Register)
Application Search Date. Time Program Name Details [ State # Seats
E ive 031572017 11:00 CACFP  MEAL PREP COLUMBIA SC 35
umctions

Security Mai

Call Loz Training Details

Training Class Name: MEAL PREP Program: CACFP

Class Date: 3132017 Class Tame: 11:00

Location: 900 BILLS ROADS

Resource Library
COLUMBIA, SC 29202

File Upload

5 users [IINELD

‘No tacility found for

Flease cuter the name and tille of the person(s) who will atiead this reining. Enter the name as you would like it to appear on
Vour name tag.

First Name | | LastName [ ] Title [ |
[Frin Cisss Detaig]
- CITIES IN SCHOOLS | Register This Participant]
Attendees Currently Registered
Edit  Delete Last Name First Name Tille  Asé Register Date

15.1.1.2 Register for Training
1. Click the “Training Calendar” hyperlink from the left navigation.
2. Click the “View Details” button associated with the desired training session.

3. Enter the registrant’s information, i.e. First & Last Name as well as Title.

NORTHROFP GRUMMAN
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4. Select the organization in which the register is associated.

ning Calendar

Available Traiming Classes (Select a Class to Register)

‘ime_ Program State # Seais
017 11:00 CACFF  MEALFREP COLUMBIA  8C 35

Training Details

Class Name: MEAL PREP  Program; CACFP
Class Date: 3152017 Class Time: 11:00
Rates Eligibility Scales

i Location: 200 BILLS ROADS

FleUgload COLUMBIA, 5C 20202

Training Type: Group
Hours: 3

No facility found for this user's [TINEIN.

Please eater the zame and fitle of the person(s) who will aitend this training. Enter the name a3 you would like it to appear on

First Name | ] LastName | ] Title [ ]
[Frint Ciass Detaig
~CITIES IN SCHOOLS | [Register This Participan]
First Name Tiile  Asr# Register Date

No Users Currently Scheduled For This Class

5. Click the “Register this Participant” button.
‘a@" OKLAHOMA STATE DEPARTMENT OF EDUCATION

Enter Claims

‘Home Available Training Classes (Select a Class to Register)

Application Search Date Time Program Name Details Ci State # Seats
;ﬂmmﬂ 037152017 11:00 CACFP ALPREP COLUMBIA SC 35
unctions

Security Maintenance

CallLoz Training Details

Irgining Class Name: MEALPREP  Program: CACFP

Reports Class Date: 3/152017  Cless Time: 11:00

Rates/Eligibility Scales

Resource Library Location: 800 BILLS ROADS

File Upload COLUMBIA, SC 29202

Trs s

DorOu E[r:‘ﬁni Type: Group

Privacy Statement Dotails

Neo facility found for this user's ITINEIN.

Please enter the name and fitle of the person(s) who will attend this training. Enter the name as vou would like it to appear on
your name tag
First Name [Fammy & ] Last Name | kil g

[Frint Ciessietails
~GITIES N 5CHOGLS | | [Fez== s parmioipan]
Attendees Currently
First N: itle F:

No Users Currently Scheduled For This Class

6. Click the “OK” button on the Successfully Registered message window to return to the
Training Calendar page.

I, User Registered Successfully.

Message from webpage &J |

7. Verify the newly added registrant appears in the Attendees Currently Registered List.

Security Maintenance

CallLog Training Details

Training Class Name: NEAL PREP  Program: CACFP
Reports Class Date: 3/152017  Class Time: 11:00
Rates Eligibility Scales

e Location: 200 BILLS ROADS

FileUpload COLUMBIA, §C 20202

[T:

Training Trpe: Group
Hours: 3

No facility found for this user's ITIN'EIN.

Please enter the name and fitle of the person(s) who will attend this training. Enter the name as you would like it o appear on
vour name tag
First Name [ ] Lest Name [ ] Title [ ]
|Print Class Detaik
e T papery
Aftendees Cumently Registered
First Name
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15.1.1.3 Edit Registered User
1. Click the “Training Calendar” hyperlink from the left navigation.

2. Click the “View Details” button associated with the desired training session.

3. Click the “Edit” button associated with the desired training registrant.
s

Home Available Training Classes (Select 2 Class to Register)

‘Application Search i aram 7 State _# Seats
Administrative i 371572017 11:00 CACFP MEAL PREP COLUMBIA sC 34
Functions

Security Maintenance

CallLog Training Details

Trmining Class Name: MEAL PREP  Program: CACFP

Reports Class Date: 3/152017  Class Time: 11:00

Rates/Eligibility Scales

e Location: 900 BILLS ROADS

File Upload COLUMBIA, SC 29202

alendar ;;“ug‘”f Type Grop

Privacy Statement Details:

No facility found for this user's TTINEIN.

Please enter the name and title of the person(s) who will atfend this training. Enter the name a5 vou would like it to appear on
your name tag
First Name | ] Last Name [ ] Title [ ]

[Frint Class Detsi:
~CREEK COUNTY JUVENI E JUSTICE v |[Register This Participani

Attendees Currently Registered

TAMMY CHEF zzZn 3/672017 2:18:46 FM

4. Modify the registrant details as desired.

Reports Class Date: 3132017 Class Tame: 11:00
Rates Eligivility Scales
Resource Lil Location: 900 BILLS ROADS

COLUMBIA, SC 29202

Training Type: Group
Hows 3
Detaile:

No facility found for this user's ITINEIN.

tag.
First Name [TAWIY %] LastName [SREEN ] Title [GHEF

[Gancei Edil|_[Print Class Details

~CREEK COUNTY JUVENIE JUSTICE v |[Register This Participani

Register Date
Deleta| GREEN TAMMY CHEF i 3/6/2017 2:18:46 PM

Home Available Training Classes (Select a Class to Register)

Application Search Date Time Program Name Details Ci State # Seats
;\dminimam 03152017 11:00 CACFP MEALPREP COLUMBIA SC 34
unctions

Security Maintenance

CallLog Training Details

Inining Class Name: MEALPREP _ Program: CACFP

Reports Class Date: 3/152017  Class Time: 11:00

RatesEligibility Scales

Resource L Location: 900 BILLS ROADS

File Upload COLUMBIA, 5C 29202

Trzining Calend:

e — E[x;.]x;smj Type: Greup

Privacy Statement Details

Wo facility found for this user's TTINEIN.

Please enter the name and fitle of the person(s) who will attend this training. Enter the name a5 you would like it to appear on
your name tag

First Name [TAMMY Last Name [GREENWich %] Title [GHEF

~CREEK COUNTY JUVENI E JUST
Attendees Currently Re;

jister This Participant]
Agr #

First Name Title Register Date
GREEN TAMMY CHEF  ZZ12 3/6/7017 2:18:46 PM

I
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6. Click the “OK” button on the Successfully Registered message window to return to the

Training Calendar page.

7. Verify the newly added registrant appears in the Attendees Currently Registered List.

NOTE:

Message from webpage ot
I\, User Registered Successfully.

Security Maintenance

e Training Details
Iraining Clas Name: MEAL PREP _ Program: CACFP
Repons Clase Date: 3152017 Class Time: 11:00
Rates/Eligibility Seales
Resource Library Location: 900 BILLS ROADS
File Upload COLUMEIA_ SC 29202
. Training Type: Group
Hours: 3
Details:

No facility found for this user's ITINEIN.

Please enter the name and fitle of the person(s) who will attend this training. Enter the name as you would like it o appear on
vour name tag
First Name [

] LastName [ ] Title [ ]
|Print Class Detaik

- CREEK COUNTY JUVENI E JUSTICE | egister Thiz Bare]

Aiendzes Cumently Registered.

3/6/2017 2:18:46 PM

¢ Click the “Cancel Edit” button if no details should be modified.
Toen A F L SR T
Rates/Eligibility Scales
Resource Library Location: 900 BILLS ROADS
File Upload COLUMBIA, SC 20202
PoveSotemert — Fs,

15.1.14

No facility found fer this user's ITINEIN.

Please enter the name and title of the person(s) who will attend this training. Enter the name as you would like it to appear on
your name tag

| Title [CHEF |

First Name [TAMMY - EEN
| [GernceiEdid] [t Class Detailg|

1CE_w|[Register This Particips:
Attendess Currently Registered

- CREEK COU

Agré Register Date
TAMMY CHEF  ZZ12 3/6/2017 2:18:46 PM

Delete Registrant

1. Click the “Training Calendar” hyperlink from the left navigation.

2. Click the “View Details” button associated with the desired training session.
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3. Click the “Delete” button associated with the desired training registrant.

on - Chuld & Aguli Care ogram (L7

FrerClams Oklahoma CNP Training Calendar

Home Available Training Classes (Select a Class to Reister)
Application Search Date  Time Program Name Ci 5
Administrative 03152017 11:00 CACFP MEALPREP COLUMBIA  5C
unctions

‘Security Maintenance

CallLog Training Details

Training Class Name. MEALPREP  Program: CACFP

Reports Class Date: 3/152017  Class Time: 11:00

Rates/Eligibility Scales

Resource Library Lacation: 500 BILLS ROADS

File Upload COLUMBLA, SC 29202

et Tsning Typ: Grocp

e -3

Privacy Statement Details

No facility found for this user's TTINEIN.

Please enter the name and fitle of the person(s) who will attend this training. Enter the name as you would like it o appear on

your name tag
FirstName [Tamwtr | LastName [GREENwWich %] Title [CHEF ]
(Cancal Ed)
GREEK COUNTY JUVENI E JUSTICE | Register This Paricipar

Attendees Currently Registered

4. Click the “OK” button on the Successfully Deleted message window to return to the

Training Calendar page.

Message from webpage (BR300

h Record Deleted.

5. Verify the recently deleted registrant does not appear in the Attendees Currently

Registered List.

- Oklahoma CNP Training Calendar

Home Avazilable Training Classes (Select a Class to Register)
Application Search Date__ Time Program Name Ci
Administrative 03152017 11:00 CACFP MEAL PREP COLUMBIA
Functions

Security Maintenance

Call Log Training Details

Training Class Name: MEAL PREP Program: CACFP

Reports Class Date: 3/152017  Class Time: 11:00

Pates/Eligibility Scales

Resource Library Location: 900 BILLS ROADS

COLUMBIA, SC 29202

Training Type: Grovp
Eours: 3
Details

No facility found for this user's ITINEIN.

State # Seats

Please cuter the name and fitle of the person(s) who will aftend this training. Exter the name s you would like it to appear an

your name tag

First Name [ ] Last Name [ ] Title |

[Frint Giszs Detai
“E.P. KID § & LESLIE CHILD DEVELCF v|[Regisier This Participan]

urrently Registered

Tide
CHEF

Fi T
Edi pee EN TAMMY 29
beeid GREENWICH TAMMY CHEF  zz12
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16 LOGOUT

16.1 OVERVIEW
16.1.1 LoGcouTt
After completing the desired tasks, the user may exit the CACFP Application Module.

16.1.1.1 Logout
1. Click the “Log Out” hyperlink from the left navigation.

d‘-’*dani
F
i %
%
g
Enter Claims I

A
Application Search
Administrative
Functions
Security Maintenance
Call Log
Training B
Eeports
Bates/Eligibility Scales
Resource Library
File Upload

Training Calendar
Log Out
Privacy Statement

2 m s
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17 CLAIMS ACCESS - LOGIN

17.1 OVERVIEW

CACFP System users will have access to Claims, based on the permissions assigned to their
user role in Applications.

Once the user has successfully completed the application process in the Applications Module
and provided monthly meals, they will proceed into Claims to submit a claim.

Users may also be able to complete various reporting tasks.

17.2CACFP SYSTEM LOGIN

4. To access the CACFP Claims System, click the “Enter Claims” hyperlink displayed in the
left navigation of the CACFP Applications System.

The hyperlink will redirect the user to the CACFP Claims System.

uwnmué
g

Y i Q
{. OKLAHOMA STATE DEPARTMENT OF EDUCATION

Alerts: (Default view shows New and Open Alerts)
Application Search

Adminisirative

Functions “view New ‘view Closed Wiew New&Open

Security Maintenance || AleriStatus  AleriReason  OpeaDate  ViewDate  Closed Date
CallLog = New New Application. 03142017

g ecf DC-19.07 Admin Approval 03142017

Reports
Rates/Eligibility Scales
Resource Library.
Training Calendar Business Search: (Enter One Search Criteria Below to Find 2 Business)
Log Out

Privacy Statement

[ Generate Mass Ale/EMsil | Generste Alert | [Close All Alerts]

Agreement Number [ | ONoAgeemem*

5. Enter the User Name and Password into the respective fields, of the Claims System
login page. Then, click the “OK” button.

(Mﬂn.rw§
F - B
{ \ Q
| OKLAHOMA STATE DEPARTMENT OF EDUCATION

3/15/2017 2:05:20 PM]

Child & Adult Care Food Program (CACFP)

ant ¢ isthe o State Deparment of Education. It s for suth
have no explicit or craion of prv or all uses of this system and all files on this
USDA Web Site 2 5 . <

USDA CACFP Site
Privacy Statement

User Name

S ——
e —

e

6. The system will authenticate the entered credentials and log the user into the system —
granting the ability to interact with the system based on the user role.
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Note:

a. Users will use the same account information used to access the Applications
Module.
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18 CLAIMS

18.1 OVERVIEW

18.1.1 CLAIMS

To receive funding the organization must submit a claim for each participating facility. ...

18.1.2 ENTER CLAIM

1.

From the Welcome Page, enter information in the Agreement Number, TIN, and/or

Business Name fields. The system does not require information in all fields — a
minimum of one field is required to conduct a search.

Click the “Find Facility” button.

S
&
{
H OKLAHOMA STATE DEPARTMENT OF EDUCATION
Child & Adult Care Food Program (CACFP)
Please make sure your claim is calculating Cash-in-Lieu (CIL) if it should, and not paying CIL if it
should not, Do ot certify your claim if there is a problem. T your claim is correct, please make sure
you view the "Claim Summary" and Certify your claim by entering the date and clicking "Certify".
Home
Rate Maintenan
ry— Code. |‘lerts: (Default view shows New and Open Alerts)
Parment s
Ennt Reports View New View Closed | View NewEOpen |[enersie Aled
Adminivaive Seleet_Asveement# __AlertStatws__Aler Reason __Open Dare __View Date__Closei Dace
- InProcess  NewApplheanon 03142017 03152017
Pavment Datz AdminApproval 03142017
Prvacy Statement
Log Out

Business Search: (Enter One Search Criteria Below to Find a Business)

Agreament Number L 1
TIN
Business Name

ma
==

Valid information will result in search results displaying, while invalid information will
display a “Facility Not Found” message.

Click the “Select” button associated with the desired business.

Once the selected business has been highlighted, click the “Enter Claims” button.

= e Select  Agreement#  AlertStatus  Alert Reason  OpenDate  ViewDate  Closed Date
Status Maintenance DC-33-633 InProcess  NewApplication 03142017 03152017

Payment Data DC-19072  New Admin Approval  03/142017

Privacy Statement 1

Loz Out

February 2017

Business Search: (Enter One Search Criteria Below to Find a Business)

Agreement Number ]
TIN
Business Name = ]

Select

TIN Name
731100380 REGIONAL FOOD BANK OF OKLAHOMA
0801256 SEMINOLE NATION OF OKLAHOMA
SMALL STEPS LEARNING CENTER.
COMANCHE NAT CHILD CARE CENTER
KIDS USA 5/CERMAK GIRLS LLC
CHEROKEE NATION OF OKLAHOMA
1214 GRANDMAS CHILD CARE INC T
9887447 MANNFORD LITTLE PIRATES
731261242 1T S A SMALL WORLD CHILD CARE
3 652 I0WA TRIBE OF OKLAHOMA

iAgreement &
DC-35-811
DC-67-080
DC-07-108
DC-08-139
DC-14-209
DC-11-082

ance P:

[Payment Piar| syment
Additional Peyments |

| Facility Payment |[
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19 RATE MAINTENANCE

19.1 OVERVIEW

19.1.1 RATE MAINTENANCE

Each year the CACFP reimbursement rates are subject to change. Once the United States
Department of Agriculture (USDA) notifies of the updated rates, Program Administrators will log
into the Claims System to update the rates appropriately.

Program Administrators will update the rates each year.

19.1.1.1 Rate Maintenance Updates
Rates changes should be updated annually for the claims system to calculate reimbursements
correctly.

The system will use the entered rates, for the applicable year, to calculate the claim
reimbursements upon claim submission.

1. Click the “Rate Maintenance” hyperlink, on the left navigation.
2. Click the “Fiscal Year” drop down to select the desired year.
3. Allow the system to refresh the rates information for the selected year.

OKLAHOMA STATE DEPA&TMENT OF EDUCATION

hild & Adult Care Food Program (CACFP)

Rate Maintenance

Home Fiscal Year piew vea

1 o CACEP Rates

P:‘:'“’“ s Tier I Breakfast [Breakfast Free 7100
—R'm five |Tier I Lunch [Breakfast Reduced 1.4100
Functions Tier I Supplement [Breakast Paid p=m ]
‘Status Maintenance [Tier T Supper Lunch Free B

Payment Data
Privacy Statement
Log Out

Tier I Breakfast
Tier I Lunch
Tier I Supplement
[Tier I Supper
[Fomes 1-50
[Fomes 51 - 200
[Fomes 201 - 999
[Fomes 1000+

3000

12.0000
5.0000

2.0000

Fave Home Rated

R S
g EE R EE

[Lunch Reduced
Lunch Paid
Supplement Free
Supplement Reduced
Supplement Paid
Supper Free

Supper Peduced
Supper Paid

(Cashin Lisw

p4300
[p.o700

21600
800

4. Enter the desired updates.

e Update FDCH Rates:
a) Enter the new FDCH Rates.
b) Click the “Save FDCH Rates” button.
NORTHROFP GRUMMAN
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c) Click the “OK” button on the Home Rates updated message window to
return to the Rates Maintenance page.
Message from webpage @

I, Home Rates Updated.

e Update CACFP Rates:
a) Enter the new CACFP Rates.
b) Click the “Save Centers Rates” button.

c) Click the “OK” button on the Centers Rates updated message window
to return to the Rates Maintenance page.

Message from webpage @l

I, CenterRates Updated.

e Update Interest Rate:
a) Enter the new Interest Rate.
b) Click the “Save Interest Rate” button.

c) Click the “OK” button on the Interest Rate updated message window to
return to the Rates Maintenance page.
Nessage from webpage hi-Jl

I, InterestRate Updated.

NOTE: If a previous fiscal year is selected, no updates are allowed.

19.1.1.2 Add New Fiscal Year Rates
1. Click “Rates Maintenance” hyperlink, on the left navigation menu.

——— — — ————— "]
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2. Click the “New Year” button.

4
( \ Q
!ﬁt@ OKLAHOMA STATE DEPARTMENT OF EDUCATION
Jelcome NORTHR( Y 311 23 PM

Home Fiscal Year
e CACFP Rates
= S Tier [ Breakfast frazn [Breakfast Free frse00
T T Tier I Lunch [ 4s00 [Breakfast Reduced [13800
ITier I Supplement |p-7a00 [Breakfast Paid =)
Status Maintenance Tier [ Supper Bason [Lunch Free [T
Payment Data
e Tier 11 Breakfast |p-4z00 [Lunch Reduced pe700
Privacy Statement
Log Out (Tier IT Lunch 15000 [Lunch Paid 2800
Tier IT Supplement paoon Free =
I Tier IT Supper 15000 Supplement Reduced 4200
Homes 1 - 50 i .00 Supplement Paid Fa7an
Homes 51 - 200 jp5.0000 Supper Free Eoron
Homes 201 - 922 Jp.0o0a Supper Reduced o700
(Homes 1000+ [2.0000 Supper Paid [p2s00
Cash in Lien p2a7s

Interest Rate

Save Interest Rate

3. Enter the new rates into each respective section, FDCH, CACFP, and Interest.
e Update FDCH Rates:
a) Enter the new FDCH Rates for each field.
b) Click the “Save FDCH Rates” button.

c) Click the “OK” button on the Home Rates updated message window to
return to the Rates Maintenance page.

Message from webpage [

I, Home Rates Updated.

e Update CACFP Rates:
a) Enter the new CACFP Rates for each field.
b) Click the “Save Centers Rates” button.

c) Click the “OK” button on the Centers Rates updated message window to
return to the Rates Maintenance page.

Message from webpage -

I, Center Rates Updated.

e Update Interest Rate:

NORTHROP GRUMMAN
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a) Enter the new Interest Rate.
b) Click the “Save Interest Rate” button.

c) Click the “OK” button on the Interest Rate updated message window to
return to the Rates Maintenance page.
Nessage from webpage uul

I, InterestRate Updated.

4. Enter additional updates or click an option from the left navigation to proceed to the next
task.

——— — — ————— "]
NORTHROP GRUMMAN

February 2017 Page 153



OKLAHOMA STATE DEPARTMENT OF EDUCATION —CHILD AND ADULT CARE FOOD PROGRAMS - USER GUIDE

20 ACCOUNTING CODES

20.1 OVERVIEW

20.1.1 ACCOUNTING CODES

Accounting Codes are used by Oklahoma’s Department of Education to specify which program
type receives funds as well as maintain how much is allocated to each fund type.

20.1.1.1 Update Accounting Codes
1. Click the “Accounting Codes” hyperlink on the left navigation menu.

2.  Click the “Federal Fiscal Year” drop down to select the desired fiscal year.

3.  Allow the system time to refresh the screen with the codes for the selected year. Click
the “Edit” button associated with the desired accounting code to be modified.

i, Ea . i
%@ OKLAHOMA STATE DEPARTMENT OF EDUCATION

Home

Rate Maintenance Cost Imtermal  GL WBS Item
Center  Order  Account  Element  Text
Payment vals ACFPA CACFP ADMIN

Print [Edi{ CACFPMCACFP MEALS

Administrative CACFP START

Functions ACEES 1p

Status Maintenance ACFPU CACFP AUDIT

Payment Data ACFPC CACFP CIL

Privacy Statement [Esif SFSPM SFSPMEALS

Log Out SFSPA  SFSP ADMIN
NSLPM NSLPMILK
NSLPL NSLPLUNCH

. NSLP
NSLFE BREAKFAST

NSLPS NSLPSNACK

Prefix

Description

Cost Center
Internal Order
WES Element
GL Account
Ttem Text

4. Enter the desired updates in the Cost Center, Internal Order, WBS Element, GL
Account, and Item Text fields, in which all are required except WBS Element.

{ W ?
i@ OKLAHOMA STATE DEPARTMENT OF EDUCATION

Home

Rate Maintenance ) L Cost  Infernal  GL WES
Erefix  Description  Gonte, “Order  Account Edement
Payment vals

Print Reports

Administrative crps CACEP START

Functions 63

Status Maintenance CFPU CACFP AUDIT

Pavment Data CFPC CACEP CIL

Privacy Statement SPM  SFSPMEALS

Log Out SPA  SFSP ADMIN

LPM NSLPMILK
LPL NSLPLUNCH

. NSLP
ESiNSLPB goriprast
s NSLPS  NSLP SNACK

Prefix [CACFPA

Description CACFP ADMIN

Cost Center 52

Internal Order [

WES Element

GL Account [pesa0sen

Ttem Text [cACFP Non-Mesis Fundings]

| Save. |
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5. Click the “Save” button.

6. Click the “OK” button on the Account Code Updated message to return to the

Accounting Codes page.
Message from webpage [ |

I, Accounting Code Updated.

7.  The newly updated information should appear in the Accounting Codes grid, within the

appropriate section.

i, r
&

{ ¥ Q
5;_ OKLAHOMA STATE DEPARTMENT OF EDUCATION

Child & Adult Care Food Program (CACFP)

Accounting Code Maintenance

i Federal Fiscal Year

Rate Maintenance " . . Cost Imternal GL WBS

| Accounting Codes  |Eit Deefix  Description cioprer “Oyder Accoust Fiemens LemText
Payment vals CACFP CACFP NON-
Print Reports CACFPA 520 053 8985 56560560 MEALS
Administrative ADMIY FUNDINGS
Functions ] CACFP

Status Maintenance CACFRMypars

Payment Data cacEps CACFP

Privacy Statement STARTUP

Log Out cacrey SOEF

CACFPC CACFPCIL

SPM SESPMEALS

SPA  SFSP ADMIN

LPM NSLPMILK

NSLPL NSLPLUNCH
wrpg NSLP

NSLPB pREAKFAST

NSLPS  NSLP SNACK

Prefix
Description
Cost Center

20.1.1.2 Add New Fiscal Year

1. Click the “Accounting Codes” hyperlink on the left navigation menu.

2. Click the “New Year’ button.

3. Click the “OK” button on the “New Year Codes Added” message to return to the

Accounting Codes page.

Message from vebne =
' k Mew codes added for year 2015
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4. Click the “Edit” button associated with the desired accounting code to be modified.

{ W ?
ﬁ@ OKLAHOMA STATE DEPARTMENT OF EDUCATION

e

Home
Rate Maintenance " s Cost Inernal GL WBS ltem
| ccounting Codes |-t Exelly  Descripion  Gopier  “Order  Account  Element  Text
Pavment Approvals CACFPA CACFP ADMIN

Print Reports CACFPMCACFP MEALS

:ﬂmmmm CACEPS E{}cn’ START

Status Mzintenance CACFPU CACFP AUDIT

Pavment Data CACFPC CACFP CIL

Privacy Statement SFSPM  SFSPMEALS

Loz Out SFSPA  SFSP ADMIN

NSLEM NSLPMILE
NSLPL NSLPLUNCH

. NSLP
NSLPB  pREAKFAST

NSLPS NSLP SNACK
Prefix
Description
Cost Center

Intemal Order
WBS Element
GL Account
Ttem Text

NOTES:

o The system will mimic the accounting codes used from the previous year,
when a new year is added.

5. Enter the desired updates in the Cost Center, Internal Order, WBS Element, GL
Account, and Item Text fields, in which all are required except WBS Element.
( ) OKLAHOMA STATE ‘.‘kl'r\w‘wl‘l\’ OF EDUCATION

6. Click the “Save” button.

7. Click the “OK” button on the Account Code Updated message to return to the
Accounting Codes page.

e =5

I, Accounting Code Updated.
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8. The newly updated information should appear in the Accounting Codes grid, within the

appropriate section.
:J\Mkw*g
g

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

ICHild & Adult Care Food Program (CACFP)

Home

Rate Mzintenance
Pavment vals
Print
Administrative
Functions

Status Maintenance
Payment Data
Privacy Statement
Log Out

Accounting Code Maintenance

Federal Fiscal Year

Edit Prefir Descripion o8 Intemal ~GL

WBS

Item Text

Center Order _Account_Element
CACEP CACFP NON-
caceea SACHE 0m sy sevsose MEALS
A FUNDINGS
CACFP
cacru{ACTE
CACFP
CACEPS gTarTUP

| CACFP
cacrey SEOF
CACFPC CACFP CIL
SFSPM  SFSPMEALS
SFSPA  SFSP ADMIN
NSLPM NSLPMILK
NSLPL NSLPLUNCH
. NsLP
NSLPB  BREAKFAST

NSLPS NSLPSNACK

Prefix
Description
Cost Center

February 2017
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21 PAYMENT APPROVALS

21.1OVERVIEW

As organizations submit claims, the Oklahoma Department of Education must approve the
claims to be paid.

Program Administrators will specify the date to process the claim paid from the Payment
Approvals section.

I
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22 CLAIMS REPORTING

22.18.1 OVERVIEW
22.2REPORTS

The CACFP Claims System tracks various activities and tasks completed. Most of that
information is collected and conveyed through system reports.

The CACFP Claims System consists of 29 reports, accessible by all users with correct security
who have access to the system.

Reports can be used to determine updates and collect statistical data.

22.3REPORT TYPES

Some reports are accessible to Oklahoma Staff only, while some are accessible to CACFP
participants.

22.3.1 ADDITIONAL PAYMENT REPORT
The Additional Payments Report.
1. Click the “Print Reports” hyperlink in the left navigation.

2. Click the “Additional Payment” hyperlink on the Reports Listing page.

w-unw,g
g

R
’; OKLAHOMA STATE DEPARTMENT OF EDUCATION

~hild & Adult Care Food Program (CACFP)

Claims Reports

Home Reports

Rate Maintenance
Accountne Codes WA oe] Payment Repart
Print Reports N

Payment Approvals —
T Center Claims By County Report

fominslive Clairns Over 50 Days Repart
Status Maintenance Claims Started But Not Submitted
Pavment Data Exception Report

Privacy Statement Facilities Without Claims Report
Log Out FFATA Report

Home Pavments By County Report

Pavment and Meal Totals Report

Payment History Report

Processed Claims Memo

Users Not Losped On In § Months Report

Center Claim Report

Home Claim Report

Intemal Order Report (Onlv Managers Mav View This Report)

Disbursement Sheets

Center Disbursement Sheets
Home Disbursement Sheets

Claims User Manual
Financial Reports
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3. Enter the applicable search criteria, in which the Start and End Dates are required.

il 'mw%
=
{ OKLAHOMA STATE DEPARTMENT OF EDUCATION
fild & Agult Care Food Program (CACFP)
(CNP Report Viewer
Please select parameter values:
Home Business [aL ~|
TIN
ieam swDa S T—
Bavment dppoals | ExdDate Ea—
Print Reports
Admimistrative
Functions
Status Maintenance
Payment Data

Privacy Statement
Log Out

NOTE:

o The “Business” search criteria will default to ‘ALL" if not manually updated.

4. Click the “Run Report” button.

5. Click the “Export” button to export the Approval Notices for printing and/or further data
manipulation.

o

Enter Claims

Please select parameter values

Office Staff
Home Eacilior
Application Search acilty
Administrative Start Date
Functions End Date
Security Maintenance

Call Log
Traming
Reporis

22.3.2 BUSINESS BY COORDINATOR REPORT

The Business by Coordinator Report will provide a list of organization names and addresses
assigned a specific coordinator.

If no search criteria are entered the report will offer a full list including all organizations within the
system.

1. Click the “Print Reports” hyperlink in the left navigation.
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2. Click the “Business by Coordinator” hyperlink on the Reports Listing page.

ni
e
7,
{
i
Home

Rate Maintenance

Payment Data.
Privacy Statement

Log Out

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

hild & Adult Care Food Program (CACFP)

Claims Reports

Reports

Businesses By Coordinator Report

Claims Over 80 Davs Report
Claims Started But Not Submitted
Exception Report

Facilities Without Claims Report
FFATA Report

Home Payments Bv County Report

Payment and Meal Totals Report

Payment History Report

Processed Claims Memo

Users Not Logged On In 6 Months Report

Center Claim Report

Home Claim Report

Internal Order Report (Only Managers Mav View This Report)

Disbursement Sheets

Center Disbursement Sheets
Home Disbursement Sheets

Claims User Manual
Financial Reports

3. Select the “Coordinator” search criteria from the drop down list
search criteria will default the field to ALL.

4. Click the “Run Report” button.

(J“Fﬂuwtfg

i

Home

Rate Maintenance
Accounting Codes
Payment Approvals
Print Reports

Status Maintenance
Pavment Data
Privacy Statement
Log Out

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

3/20/2017 12:32:15 PM]|
Bl 8 Adiul Care Food Program (CACFP)

CNP Report Viewer
Please select parameter values
Coordizatr

Funiszed Fafm = Rasart Lt

. Be mindful, no entered
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5. Click the “Export” button to export the address labels for printing and/or further data

manipulation.

{
3
Id& Adult Care Food Program (CACFP)
Enter Claims CNP Report Viewer
Please select parameter values:
Office Staft ]
Home =
Application Search County I |
‘Adminismative Program L
Functions Sponser ~
Security Maintenance ITINEIN
Call Log [Run Repor
Trainng
Reports
RatesEligibility Seales | 1 ([ Jeorze r oM@ [ o e
Resource Library ) =
File Upload REBECCA KIRKWOQCD - Food Sve. -
Trainine Calendar BRIGHT BEGINNINGS LC OF -
T 701 S CENTER

Privacy Statement

GROVE OK 74344

ANGELINE JONES - Food Svt
HEARTS OF ANGELS

9653 E. 28TH PL

TULSA OK 74129

NATALIE BOCKELMAN - Food Svc.

22.3.3 CENTER CLAIMS BY COUNTY REPORT

The Site Summary Report.

1. Click the “Print Reports” hyperlink in the left navigation.

2. Click the “Center Claims by County Report” hyperlink on the Reports Listing page.

uwnw;‘g

e

Home
Rate Maintenance
Accounting Codes

Payment Data
Privacy Statement
Log Out

Payment Approvals,

&

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

hild & Adult Care Food Program (CACFP)

Claims Reports

Reports

Additional Payment Report

Gy

Center Claims By County Report

Claims Started But Not Submitted
Exception Report

FEacilities Without Claims Report

EFATA Report

Home Payments By County Report
Pavment and Meal Totals Report
Payment History Report

Processed Claims Memo

Users Not Lopged On In 6 Months Report
Center Claim Report

Home Claim Report

Intemnal Order Report (Onlv Managers Mav View This Reporf)

Disbursement Sheets

Center Dithursement Shests
Home Disbursement Sheets

Claims User Manual
FEinancial Reports

3. Enter the applicable search criteria, in which the “Start Year” and “End Year” search
criteria are required.

Be mindful, no selections for “Business”, “Start Month”, “End Month”, and “County”
will result in defaulted values.
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4. Click the “Run Report” button.

{ OKLAHOMA STATE DEPA;TMENT OF EDUCATION

Please select param

Business| “ALL= v
E;’.’j;wm Start Month[Janary
Accounting Codes Start Year|
Payment Approvals End Month Jenuay v
Print Reports EndYeu[ |
Administrative

Functions Comg[walie V]
Status Maintenance H
Pavment Data

Privacy Statement
Log Out

5. Click the “Export” button to export the report details for printing and/or further data

manipulation.

uwnwt,g
e

S

{CHild & Adult Care Food Program (CACFP)

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

Enter Claims CNP Report Viewer

Please select parameter values:

Offioe Staff &
Home =

‘Application Search County

Administrative Program CACFP L2

Functions Sponser v

Seourity Maintenance | ITINEIN 7
LallLeg

Trainmg
Reports Wod [ ez » o & [ Jrne

Rates Eligibility Scales
Resource Library

File Upload

Training Calendar
Log Out

Privacy Statement

Oklahoma State Department of Education
Child Nutrition Programs

Site Summary Report

Home Sponsor
Sponsor: H-12-01 - LITTLE DIXIE COMMUNITY ACTION

22.3.4 CLAIMS OVER 90 DAYS REPORT

The Claims Over 90 Days Report provides list of organizations that have outstanding claims that

have not been submitted in over 90 days.

1. Click the “Print Reports” hyperlink in the left navigation.
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Uﬁbkwrﬁi

2. Click the “Claims Over 90 Days Report” hyperlink on the Reports Listing page.

Z
% OKLAHOMA STATE DEPARTMENT OF EDUCATION

ild & Adult Care Food Program (CACFP)

Home
Rate Maintenance

Accounting Codes 4 gitional Pavment Report
Payment Approvals

Businesses By Coordinator Report
" T— ™

Payment Data. Exception Report
Privacy Statement Facilities Without Claims Report
Log Out EEATA Report

Home Payments Bv County Report
Payment and Meal Totals Report
Payment History Report
Processed Claims Memo

Claims Reports

Users Not Logged On In 6 Months Report

Center Claim Report
Home Claim Report

Reports

Internal Order Report (Only Managers Mav View This Report)

Center Disbursement Sheets
Home Disbursement Sheets

Claims User Manual

e

s

Disl

bursement Sheets

Financial Reports

3. Enter the required search criteria, Start and End Dates.

OKLAHOMA STATE DEPARTMENT OF EDUCATION

ild 8¢ Adult Care Food Program (CACFP)

Please select parameter values:

Home

Rate Maintenance
Accounting Codes
Payment Approvals

Privacy Statement
Log Out

“NP Report Viewer

S T —
PN —

[Retum to Report Lis{

4. Click the “Run Report” button.

5. Click the “Export” button to export the report details for printing and/or further data

manipulation.

February 2017

(J\l'lfmuw§

7,
%_ OKLAHOMA STATE DEPARTMENT OF EDUCATION
ild & Adult Care Food Program (CACFP)
Enter Claims CNP Report Viewer
Please select parameter values:
Program
Home
Application Search
Administrative
Functions
Security Maintenance
Call Log |
Training M4 [L_Jorzz » M & [ ] rfngg Nex g
Reports
T G Oklahoma State Department o
Aates/Blipibility Scales
Resource Library Child and Adult Care Food Program (Cl
File Upload
ZTraining Calendar Child Nutrition Programs
Log Out Unsubmitted Applications Aged Over 60 Days

Privacy Statement

Program: CACFP

Office Staff: NORTHROP ADMIN

2201001 - FIRST FROVIDER - DAN 8 TEST

Contsct Person: FIRST PROVIDER

Phone: (550) 401-2335@)
Start Date 8132012 11:57:39 &
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22.3.5 CLAIMS STARTED BUT NOT SUBMITTED REPORT

The Claims Started but not Submitted Report provides a list of organizations that initiated their
monthly claim, but did not submit the claim.

1. Click the “Print Reports” hyperlink in the left navigation.

2. Click the “Claims Started but not Submitted Report” hyperlink on the Reports Listing
page.

uwnw;‘g Q
&
[ Y
% OKLAHOMA STATE DEPARTMENT OF EDUCATION
hild & Adult Care Food Program (CACFP)
Claims Reports
Home Reports

e Maintenance
Accounting Codes
Payment Approvals

Additional Payment Report

T s B Coordster Repert
e Center Claens By Coumty Report

Functions

Status Mantenance Claims Started But Not Submitted
Payment Data S —

Privacy Statement Fzcilities Without Claims Report

Loz Out EFATA Report

Home Payments By County Report

Pavment and Meal Totals Report

Payment History Report

Processed Claims Memo

Users Not Lopged On In 6 Months Report

Center Claim Report

Home Claim Report

Intemnal Order Report (Onlv Managers Mav View This Reporf)

Disbursement Sheets

Center Dithursement Shests
Home Disbursement Sheets

Claims User Manual
FEinancial Reports

3. Enter the required search criteria, Start and End Dates.

i "‘ME

{ OKLAHOMA STATE DEPA;TMENT OF EDUCATION

Welcome NORTHROP G ADMIN True 3/20/2017 12:58:13 PM]
Shild & Adult Care Food Program (CACFP)
CNP Report Viewer

Please select parameter values:
Home
Rate Maintenance Start Date|
Accounting Codes End Date
Payment Approvals
Print Reports
Admunistrative
Functions
Status Maintenance
Pevment Data
Privacy Statement
Log Out

4. Click the “Run Report” button.
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5. Click the “Open” or “Save” button to access the report details for printing and/or further
data manipulation.

6. Review the report.

Functions

Claim History
Security Maintenance @® Regardless of claim history
Call Log © Has at least one claim.
Training O Has claimed within past days.
Reports O'Has claimed in Fiscal Year 2017 v
BalesElgibiliy Scales | pqsigned CNP Staff
Resource Library CIField Staff: [Not Assigned v
?IEU Cal O Office Staff: [Not Assigned
Log Out
Privacy Statement

[Run Repo

For Additional Information:
Child Nutrition Programs

2500 North Lincoln Blvd., Suite 310

Do you want to open or save Active Institutions:xlsx (46.2 KB) from 4.15.8.177 Open swve | v || Concel

[ e —— N
L ClaimsNotSubmitted.pdf - Adobe Reader [E=EIER ="
File Edt View Window Help x
dBew| O jec® [ H0]

Protected View: This file originated from a potentially unsafe location, and most features have been disabled to avoid potential security risks. ()

Enable All Features

[ ]

DC-55-125

Claim Mo/Year: 5/2015

DC-55-125

Child Nutrition Programs

Coordinator - DEBORAH WEATHERFORD

THE CHILDREN S PLACE
Contact Person: KAITLYN HUNTER
Last Updated: 6/11/2015
Last Updated By: CYNDI KNOWSLEY

THE CHILDREN S PLACE
Contact Person: KAITLYN HUNTER

Claims Started But Not Submitted Report
Print Date: 3/20/2017 11:54:52 AM

Phone: (405) 949-3750

Phone: (405) 949-3750

Oklahoma State Department of Education
Child and Adult Care Food Program (CACFP)

[

[

22.3.6 EXCEPTION REPORT

The Exception Report.

6. Click the “Print Reports” hyperlink in the left navigation.
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7. Click the “Exception Report” hyperlink on the Reports Listing page.

37202017

)
g
{l
5 OKLAHOMA STATE DEPARTMENT OF EDUCATION
SHild & Adult Care Food Program (CACFP)
Claims Reports
Home Reports
Rate Maintenance
Accounting Codes 4 gitional Pavment Report
Businesses By Coordinator Report
e Center Claivos By Couney Report
Eunctions Claims Over 90 Davs Report
Status Maintenance ainaSiaadBaaL Submitied
el pE———
o rawerd

Privacy Statement
Log Out

= iy
FFATA Report
Home Payments Bv County Report

Payment and Meal Totals Report

Payment History Report

Processed Claims Memo

Users Not Logged On In 6 Months Report

Center Claim Report

Home Claim Report

Internal Order Report (Only Managers Mav View This Report)

Disbursement Sheets

Center Disbursement Sheets
Home Disbursement Sheets

Claims User Manual
Financial Reports

8. Select the applicable search criteria, in which Start and End Dates are required. Be
mindful, no search criteria selected for ‘Business’ and ‘Program’ will default to ‘ALL’

value.

9. Click the “Run Report” button.

Uil Aty
e

s

Rate Maintenance
Accounting Codes
Payment Approvals
Pt Reports

Privacy Statement
Log Out

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

Please slect parameter value

Business R

V]

Program ~ALL™ V|
Start Date
End Date 03/20/2017

—

Fnraped i Raper s}

10. Click the “Export” button to access the report details for printing and/or further data
manipulation.

22.3.7 FACILITIES WITHOUT CLAIMS REPORT

The Facilities without Claims Report provides a list of organizations that are closed and no
longer activity participating in CACFP.

6. Click the “Print Reports” hyperlink in the left navigation.
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7. Click the “Facilities without Claims Report” hyperlink on the Reports Listing page.

St Q
£ S
{ \
% OKLAHOMA STATE DEPARTMENT OF EDUCATION

Child & Adult Care Food Program (CACFP)

Claims Reports

Home Reports
Rate Maintenance

gw&ﬂ% Additional Pavment Report
Payment Approvals .
e Disinesses B Coordinator Reporr

P Center Claims By County Report
Functions Claims Over 30 Davs Report
Status Maintenance Claims Started But Not Submitted
Payment Data —

Privacy Statement FEacil Without Claims Report

Log Out -
Home Payments Bv County Report
Payment and Meal Totals Beport
Payment History Report

Processed Claims Memo

Users Not Logged On In 6 Months Report

Center Claim Report

Home Claim Report

Intemnal Order Report (Only Managers Mav View This Report)

Disbursement Sheets

Center Disbursement Sheets
Home Disbursement Sheets

Claims User Manual
Financial Reports

8. Enter the applicable search criteria, in which Claim Year is required.

9. Click the “Run Report” button.

i n.nuf§

& ;

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

st

b Month
ome -

Rate Maintenance || Sl Tear
Accounting Codes]] PR ]
Payment Approvall

Privacy Statement
Log Out

10. Click the “Export” button to export the report details for printing and/or further data
manipulation.

e ity
1
i
Enter Claims
Please select parameter values
Office Staff v
Home -
Emistmg Userog O |  Instittion I |
CACFP Centers Institution Status ~
Family Day Care Homes [Ren Repord] [ I
Rates/Eligibility Scales
USDA Web Site ~ 2
o o4 Eders b b @ [ Jrne L
Zood Buying (nide
Eoed Buging Guide Cklahoma State Department o on
Resource Library Child and Adult Care Food Program (
Privary Statement

22.3.8 FFATA REPORT
The FFATA Report.

1. Click the “Print Reports” hyperlink in the left navigation.
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2. Click the “FFATA Report” hyperlink on the Reports Listing page.

uw;.m{g
Ed

hild & Adult Care Food Program (CACFP)

\ i Q
{ OKLAHOMA STATE DEPARTMENT OF EDUCATION

Claims Reports

Home Reports
Rate Maintenance

gw&ﬂ% Additional Pavment Report
Pavment Approvals n
e T stinesces By Coordinator Report

P Center Claims By County Report
Functions Claims Over 30 Davs Report
Status Maintenance Claims Started But Not Submitted
Payment Data Exception Report

Privacy Stater il %

Loz Out

FFATA Report

lome Pavments BY Uounty Report

Payment and Meal Totals Beport

Payment History Report

Proceszed Claims Memo

Users Not Logged On In 6 Months Report

Center Claim Report

Home Claim Report

Intemnal Order Report (Only Managers May View This Report)

Disbursement Sheets

Center Disbursement Sheets
Home Dishursement Sheets

Claims User Manual
Financial Reports

CIL) is required.

4. Click the “Run Report” button.

data manipulation.

e

e

hild & Adult Care Food Program (CACFP)
CNP Report Viewer

Home

Rate Maintenance
Accounting Codes
Payment Approvals

Payment Data
Prvacy Statement
Log Out

Select the applicable search criteria, in which the funding type (Operating, Admin, or

Click the “Open” Or “Save” buttons to access the report details for printing and/or further

OKLAHOMA STATE DEPAETMENT OF EDUCATION

Do you want to open or save FFATA_FY2017-October-OPERATING.csv (21.6 KB) from 4.15.8.177

T T =}

T T —

NOTE: The FFATA Report opens in Excel.
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= [ © [

16 " -+ " FFATAFY2017-October-OPERATING.csv - Microsoft Excel
Page Layout Formulas Data Review  View a@ o @ R |
11 A= = e S Wrap Text General ij}‘ % gdl E‘:ﬂ ? E:“Tfi”m N ‘iv lﬁ ~
s Mg coe- | $ - % %41 Sl o Q| b v | G o ot foat
Alignment Number Styles Cells Editing
& | 1D 5
= D E F G H [} J K L M N o P (o] R
_Additiuna Award ID | Subaward Subaward DUNS+4  POP City POP State POP Zip+4 POP Coun Compens: Compens: Top Emplc Sub DUNS Sub DUNS Sub POP CSub POP S Sub POP
2 NO 171760K3 10 2016  8.1E+08 Oklahomz Oklahomz 73105-459 United Stz NO YES 13654249 ATOKA  OK 74525-00!
3 YES 171760K3 10 2016 8.1E+08 Oklahoms Oklahoms 73105-459 United Ste NO YES 80735806 DURANT OK 74702-19
a YES 171760K3 10 2016  8.1E+08 Oklahomz Oklahomz 73105-459 United Stz NO YES 1.22E+08 DURANT OK 74701-28;
5 YES 171760K3 10 2016 8.1E+08 Oklahomsz Oklahoma 73105-453 United Ste NO YES 77345494 TAHLEQU/ OK 74464-54
6 YES 171760K3 10 2016 8.1E+08 Oklahome Oklahome 73105-459 United Ste NO YES 95453171 HUGO 0K 74743-381
7 YES 171760K3 10 2016 8.1E+08 Oklahomsz Oklahomaz 73105-453 United St: NO YES 1.36E+08 NORMAN OK 73069-681
8 YES 171760K3 10 2016 8.1E+08 Oklahome Oklahome 73105-459 United Ste NO YES 7.87E+08 LAWTON OK 73501-361
9 YES 171760K3 10 2016 8.1E+08 Oklahomsz Oklahomaz 73105-453 United St: NO YES 56585128 JAY OK 74346-06°
10 YES 171760K3 10 2016  8.1E+08 Oklahome Oklahoms 73105-459 United Ste NO YES 1.89E+08 CHICKASHOK 73023-07¢
11 YES 171760K3 10 2016  8.1E+08 Oklahomz Oklahomz 73105-458 United St: NO YES 1.2E+08 STIGLER OK 74462-00C
12 YES 171760K3 10 2016  8.1E+08 Oklahoms Oklahoms 73105-459 United Ste NO YES 1.2+08 STIGLER OK 74462-00C
13 YES 171760K3 10 2016  8.1E+08 Oklahomz Oklahomz 73105-458 United St: NO YES 1.2E+08 TISHOMIN OK 73460-160
14 YES 171760K3 10 2016  8.1E+08 Oklahoms Oklahoms 73105-459 United Ste NO YES 9.45E+08 HOBART OK 73651-182
15 YES 171760K3 10 2016  8.1E+08 Oklahomz Oklahomz 73105-459 United Stz NO YES 1.07E+08 MUSKOGE OK 74401-44:
16 YES 171760K3 10 2016 8.1E+08 Oklahomsz Oklahoma 73105-453 United Ste NO YES 74282765 OKLAHON OK 73109-592
17 YES 171760K3 10 2016  8.1E+08 Oklahomz Oklahomz 73105-459 United Stz NO YES 1.65E+08 OKLAHON OK 73110-48¢
18 YES 171760K3 10 2016 8.1E+08 Oklahomsz Oklahoma 73105-453 United Ste NO YES 8.09E+08 OKLAHON OK 73112-561
13 YES 171760K3 10 2016 8.1E+08 Oklahome Oklahome 73105-459 United Ste NO YES 21848576 OKLAHON OK 73122-00C
20 YES 171760K3 10 2016 8.1E+08 Oklahomsz Oklahomaz 73105-453 United St: NO YES 72588254 NOVI Mi 48375-552
21 YES 171760K3 10 2016  8.1E+08 Oklahome Oklahoms 73105-459 United Ste NO YES 1.16E+08 PORTLANIOR 97232-20¢
22 YES 171760K3 10 2016  8.1E+08 Oklahomsz Oklahomaz 73105-453 United St: NO YES 1.16E+08 PORTLANIOR 97232-20° ¥
W 4 b M| FFATA_FY2017-October-OPERATING ¥ Ml M ] v [i]
Ready | [Eo@ w O B )
B For Adauianal Tnformarion: v

22.3.9 HOME PAYMENTS BY COUNTY REPORT

The Home Payments by County Report.

1. Click the “Print Reports” hyperlink in the left navigation.

2. Click the “Home Payments by County Report” hyperlink on the Reports Listing page.

w"dnmyg
<
f OKLAHOMA STATE DEPARTMENT OF EDUCATION
Welcome NORTHROP G ADMIN
- Child & Adult Care Food Program (CACFP)
Claims Reports

Home
Rate Maintenance

Codes A gditional Payment Report
Payment vale

Businesses By Coordinator Report
Center Claims By County Report
Claims Over 90 Days Report
Claims Started But Not Submitted
Exception Report

Facilities Without Claims Report

Print Reports

Payment History Report
Processed Claims Memo

Users Not Logped On In § hMonths Report

Center Claim Report

Home Claim Report

Intemal Order Report (Only Menagers Mav View This Report)

Disbursement Sheets

Center Dishursement Sheets
Home Disbursement Sheets

Claims User Manual
Financial Reports

3. Enter the applicable search criteria, in which the Start and End Years are required.
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4. Click the “Run Report” button.

d

OKLAHOMA STATE DE PA;TMENT OF EDUCATION

CNP Report Viewer

CHild 8 Adult Care Food Program (CACFP)

Applications
B Busness

ome
Rate Maintenance zm };,Imm
Accounting Codes tert Year [ 1
Bament fomovale | End Month iy V]
e —
Admimistrstive
Funcrions Comy
Statns Maintenance
Payment Data

Privacy Statement

Log Out

5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

22.3.10

uv'lmwkg
g

Enter Claims

Home

Application Search
inistrative

Functions

Security Maintenance

CallLog

Traiing

Reports
Rates/Eligibility Scales
Resource L1l

File Upload

Training Calendar
Log Out

Privacy Statement

PAYMENT AND MEAL TOTALS REPORT

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

Child & Adult Care Food Program (CACFP)
CNP Report Viewer

Please select parameter values:

Business ALL

Status e |
St Date EE—

EadDste CrEna—

o4 T ot b Bl @ [ JFind | Next
Oklahoma State Department of §

Child Nutrition Programs

Site Alerts for Date Range 1/1/2017 to 3/2/2017 11:59:59 PM Status: ALL

Business: DC-10-043 - FIRST TOUCH LEARNING CENTER
Alert Status: New
Creste Deter 11272017 Z11:31PM  Date Reed:

Alert Resson: App Approved

The Payment and Meal Totals Report.

1. Click the “Print Reports” hyperlink in the left navigation.
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2. Click the “Payment and Meal Totals Report” hyperlink on the Reports Listing page.

Uﬁbkwﬁi

Home

OKLAHOMA STATE DEPARTMENT OF EDUCATION

ild & Adult Care Food Program (CACFP)
Claims Reports

Reports

Rate Maintenance

Accomnting Codes
Payment Approvals

Additional Pavment Report
Businesses By Coordinator Report

it Center Claims By County Report
—— Claims Over 50 Days Report
Status Mintenance | Claimas Started But Not Submitied
Paymen Data Exception Report

Privacy Statement

Log Out

Facilities Without Claims Report
FFATA Report

Payment and Meal Totals Report
Processed Claims Memo
Users Not Logged On In 6 Months Report
Center Claim Report

Home Claim Report
Intemal Order Report (Only Managers Mav View This Report)

Disbursement Sheets

Center Disbursement Sheets
Home Disbursement Sheets

Claims User Manual
Financial Reports

3. Enter the applicable search criteria, in which the Start and End Dates are required.

4. Click the “Run Report” button.

MNW@

v
Home

Rate Maintenance
Accounting Codes

Payment Approvals
Print Reports
inistrativ

Privacy Statement
Log Out

&

OKLAHOMA STATE DEPARTMENT OF EDUCATION

3/21/2017 4:21:34 PM|
RIA R Adnlt Cara Fond Denoram (CACFD)

CNP Report Viewer

Please select p@rameter values:

Start Date
EndDate[ ]

Run Repor] Fftum to Report List

5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

KJ"‘HNW‘}
&
las N
i OKLAHOMA STATE DEPARTMENT OF EDUCATION
ild & Adult Care Food Program (CACFP)
Enter Claims CNP Report Viewer
Please sclect parameter values:
- Puogan
Application Search
e
Fusstons End Date
Secunity Maintenance
CallLog
Trainng
Reports .
e I e RO VR s— VR
Resource Lil v o
Fil Upload Oklahoma State Department of £ on
Iraining Calendar Child and Adult Care Food Program (!
Loz Out

Privacy Statement

Child Nutrition Pregrams
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22.3.11 PAYMENT HISTORY REPORT
The Payment History Report provides a list of organizations and their payment history.
1. Click the “Print Reports” hyperlink in the left navigation.

2. Click the “Payment History Report” hyperlink on the Reports Listing page.

uwnw;‘g Q
&
f
% OKLAHOMA STATE DEPARTMENT OF EDUCATION
Child & Adult Care Food Program (CACFP)
Claims Reports
Home Reports

Rate Maintenance

?CLTCD&;S] Additional Payment Report
Payment Approvals 3
e Businesses By Coordinator Report

Print Reports
SRR Center Claims By County Report

Fmctions Claims Over 90 Davs Report
Status Mantenance Claims Started But Not Submitted
Payment Data [Exception Report
Privacy Statement FEacilities Without Claims Report
Loz Out EEATA Report

Home Payments By County Report

Papant oo

| Poment Histors Report |
Processed Clams hemo

Users Not Lopged On In 6 Months Report

Center Claim Report

Home Claim Report

Intemnal Order Report (Onlv Managers Mav View This Reporf)

Disbursement Sheets

Center Dithursement Shests
Home Disbursement Sheets

Claims User Manual
FEinancial Reports

3. Enter the search criteria, in which the Start and End Dates are required.

4. Click the “Run Report” button.

d‘dﬂmui
g

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

R

Child & Adult Care Food Program (CACFP)
CNP Report Viewer

Please select p

Business| “ALL™ v

Home

Rate Maintenance
T SwDae[ |
Bayment Approvals EndDate[ ]
Print Reports
Administrative [Run Repod] m to Report Lisi
.

Status Maintenance

Payment Data.

Privacy Statement

Log Out
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5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

CJH'BNWE
Fd
i \
i OKLAHOMA STATE DEPARTMENT OF EDUCATION
hild & Adult Care Food Program (CACFP)
Enter Claims CNP Report Viewer
Please select parameter values
Office Staff v
Home ~
it Progran L ¥
Administrative Application Status Approved ~
Functions Fiscal Year [
Security Maintenance
Call Loz [Run Repor
L
Reports : B
Rates/Eligibility Scales 11 ¢ of 111 b bl ¢ [ rina| ne
Resource Library
File Upload Oklahoma State Department o n
Training Calendsr Child Nutrition Programs
Loz Out
Privacy Statement Application Status Report
2012 DC-§5-672 - KINDERCARE EDUCATIONLLC  LEIGHANN RAUSCH
2017 oC. ACCELERATED LEARNING LEIGHANN RAUSCH
CENTER

2015 DC-5£-820 - ACCELERATED LEARNING LEIGHANN RAUSCH
CENTER

22.3.12 PROCESSED CLAIMS MEMO REPORT

The Processed Claims Memo Report provides a list of submitted claims that have been
processed, i.e. sent for batch.

1. Click the “Print Reports” hyperlink in the left navigation.

2. Click the “Processed Claims Memo Report” hyperlink on the Reports Listing page.

uusmw,g
g

\ : Q
3; OKLAHOMA STATE DEPARTMENT OF EDUCATION

hild & Adult Care Food Program (CACFP)
Claims Reports

Home Reports
Rate Maintenance

Accounting Codes A 4ditional Pavment Report

e B sinesse: By Coordintor Repor

Center Claims By County Report

Adminizmative !

Funchons Claims Over $0 Davs Report
Status Maintenance | Claims Started But Not Submitted
Payment Datz Exception Report

Privacy Statement Facilities Without Claims Report
Log Out FFATA Report

Home Pavments Bv County Report
Payment and Meal Totals Report

I Processed Claims Mema I

Center Claim Report
Home Claim Report
Intemal Order Report (Only Managers Mav View This Report)

Report

Disbursement Sheeis

Center Disbursement Sheets
Home Disbursement Sheets

Claims User Manual
Financial Reports

3. Enter the applicable search criteria, in which the Start Year is required.
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4. Click the “Run Report” button.

Pl
s B S
5 . Q 3
OKLAHOMA STATE DEPARTMENT OF EDUCATION

Welcome NORTHROP G ADMIN T

st

& Adilt Care Food Program (CACFP)
CNP Report Viewer
Applications Please select parameter values:
Starting Month [Jsncey V]
Starting Year —
Pavment Approvals [Run Repord

Payment Data
Privacy Statement
Log Out

5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

uuhkw:}
> .
f
§ OKLAHOMA STATE DEPARTMENT OF EDUCATION
[Welcome NORTHROP G ADMIN 73:54:04 PM]
md & Adult Care Food Program (CACFP)
Enter Claims CNP Report Viewer
Please select parameter value:

T CNP Staff ~
‘Application Search Status ALL i
] Start Date 01/01/2017
Fusctions End Date EE—
Security Maintenance
Call Log
;—“'G_E W4 EJet » ol & [ JFna it |_|
e Oklahoma State Department of _Elon

esource Library
File Upload Child Nutrition Programs
Training Calendar
Log Out
Privacy Statement

CNP Staff Alerts for Date Range 1/1/2017 to 3/2/2017 11:59:59 PM Status: A
CNP Staff Person: ALL

CNP Staff: DEBORAH WEATHERFORD

DC-10-045 - FIRST TOUCH LEARNING CENTER

Alert Status: New

22.3.12.1 User Not Logged On In 6 Months Report
The User Not Logged On in 6 Months Report provides a list of user that have not logged on in
the last six months.

1. Click the “Print Reports” hyperlink in the left navigation.
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2. Click the “Users Not Logged on In 5 Months Report” hyperlink on the Reports Listing

page.

child M.rw2
&
i W
% OKLAHOMA STATE DEPARTMENT OF EDUCATION
ld & Adult Care Food Program (CACFP)
Claims Reports
Home Reports
Rate Maintenance
%"fc“‘iﬁ Additional Payment Report
Payment Approvals N
Eusmessas By Coordinator Report
e Center Claims By County Report
o Claims Over 90 Davs Report
Status Mamntenance Claims Started But Not Submitted
Payment Data Exception Report
Privacy Statement Escilities Without Claims Report
Loz Out FFATA Report

Home Payments By County Re

d Claims Memo
Users Not Lopzed On In 6 Months Report
Center Claim Report
Home Claim Report
Internzl Order Report (Onlv Managers Mav View This Report)

Disbursement Sheets

Center Disbursement Shests
Home Disburzement Sheets

Claims User Manual

Einancial Reporis

3. Click the “Open” Or “Save” button to access the report details for printing and/or further

data manipulation.

munmu,g

Applications

Home
Rate Maintenance
Codes

Payment Approvals
Administrative
Functions

Status Maintenance
Payment Data
Privacy Statement

Loz Out

s Not ed On In 6 Months Repo
Center Claim Report
Home Claim Report

H OKLAHOMA STATE DEPARTMENT OF EDUCATION

3/2172017 4:34:48 PM]

hild & Adult Care Food Program (CACFP)

Claims Reports

Reports

Internal Order Report (Only Managers May View This Report)

Center Disbursement Shests
Home Disbursement Sheets

Disbursement Sheets

Do you want ta open or save UsersNotLoggedOn60Days.pdf from 4.15.8.177

Open

Save

b Cancel

NOTE: The User Not Logged On in 6 Months Report opens as a PDF.
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File Edit View Window Help x
BEerE| e @] =] BB | || (7] Fill &Sign | Comment

Protected View: This file originated from a potentially unsafe location, and most features have been disabled to avoid potential security risks, ) Enable Al Features

L (3

Oklahoma State Department of Education
Child and Adult Care Food Program (CACFP)

Child Nutrition Programs
Report Of Users That Have Not Logged On In Six Months

User ID MName N Las Logen.
fprovider FIRST PROVIDER 012345678 NONE
sprovider SECOND PROVIDER 012345677 NONE
wrspencer VIRGINIA R SPENCER 730752239 NONE
ddvassella DEBRA D VASSELLA 730718189 NONE
jlboswell1 JANICE L BOSWELL 730710910 NONE
jesconzo JAMES E SCONZO 730753739 NONE
dpomerson DONNA POMERSON 362616190 NONE

22.3.12.2 Center Claim Report
The Center Claim Report provides a list of claims for Centers.

1. Click the “Print Reports” hyperlink in the left navigation.

2. Click the “Center Claim Report” hyperlink on the Reports Listing page.

u"'h'nw*g

5 OKLAHOMA STATE DEPARTMENT OF EDUCATION

- Child & Adult Care Food Program (CACFP)
Claims Reports

Reports

Additional Pavment Report
Businesses By Coordinator Report
Center Claims By County Report
Claims Over 80 Davs Report
Claims Started But Not Submitted

Payment Data Exception Report
Privacy Statement Facilities Without Claims Report
Log Out FEATA Report

Home Pavments Bv County Report
Payment and Meal Totals Report
Payment History Report
Processed Claims Memo
Leciailacaadadadd orths Report
Center Claim Report
ome Claim Fep
Internal Order Report (Only Manasers May View This Report)

Disbursement Sheets

Center Disbursement Sheets
Home Disbursement Sheets

Claims User Manual
Financial Reports

3. Enter the search criteria.
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4. Click the “Run Report” button.

U"”ﬂmmtfg

OKLAHOMA STATE DEPA;TMENT OF EDUCATION

et

- U1 CEUICD Clalil Nepul
Applications
Please Search For Claim Data Using The Following Criteria-

01012017
™ Fonrepon] |

Home

Rate Maintenance
Accounting Codes
Payment Approvals
Print Reports
Functions

Status Maintenance
Payment Data
Privacy Statement
Log Out

5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

Cn
£ [ S
{
q OKLAHOMA STATE DEPARTMENT OF EDUCATION
Child & Adult Care Food Program (CACFP)
Enter Claims CNP Report Viewer
Please select parameter values:
b o T
I, Coordinater AL >
Administrative Start Date 010172017
Eunctions EndDate [prozzoir ]
Security Maintenance
CallLog
T
Reports —
BatesEligibility Seales  * Sl N S e L
Rescurce Library :
File Uplead Oklahoma State Department of o on
Training Calendar Child and Adult Care Food Program (L=
Log Out
Privacy Statement Child Nutrition Programs

Outreach Report

22.3.13 HomE CLAIM REPORT
The Home Claim Report provides a list of claims for Homes.

1. Click the “Print Reports” hyperlink in the left navigation.
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2. Click the “Home Claim Report” hyperlink on the Reports Listing page.

uw;.m{g
&
s\
% OKLAHOMA STATE DEPARTMENT OF EDUCATION
ild & Adult Care Food Program (CACFP)
Claims Reports
Home Reports
Rate Maintenance
ggum'“f C“dﬂ:l Additional Pavment Report
Pavment Approvals .
T circscec B Coondinator Reprt
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3. Enter the search criteria.

4. Click the “Run Report” button.
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5. Click the “Export” button to export the report details for printing and/or further data
manipulation.
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22.3.14 INTERNAL ORDER REPORT

The Internal Order Report (Only Managers

May View This Report).

1. Click the “Print Reports” hyperlink in the left navigation.

2. Click the “Internal Order Report” hyperlink on the Reports Listing page.
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Child & Adult Care Food Program (CACFP)
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3. Enter the applicable search criteria,

4. Click the “Run Report” button.
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[Please Search For Warrant Data Using The Following Criteria:
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5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

22.3.15

Please select parameter values
Office Staff v

Coumty T —

tive Institution Status ]

ik
f
)
Enter Claims
Home

Application Search

Functions

Security Maintenance
CallLog

e

Reports
Rates/Eligibility Scales
Resource L 3
File Upload

Training Calendar
Log Out

Privacy Statement

CENTER DISBURSEMENT SHEETS REPORT

TR o PR TR —

Oklahoma State Department o
Child Nutrition Programs
Facilities By Office Staff Report

County: ALL Status: ALL Office Staff: ALL

The Center Disbursement Sheets Report.

1. Click the “Print Reports” hyperlink in the left navigation.

2. Click the “Center Disbursement Sheets” hyperlink, on the Reports Listing page.
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3. Enter the applicable search criteria, in which the Start and End Dates are required. Be
mindful, if no Coordinator is not selected the default value is set to ALL.
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Log Out

4. Click the “Run Report” button.

5. Click the “Export” button to export the report details for printing and/or further data
manipulation.

File Edit View Favorites Tools Help

Child Nutrition Programs

Program Activity Report for Date Range 01/01/2017 to 03/02/2017

Program

CACFP 0 |0 o |t |0 o o . 0 [0

Totals 0 |0 0 |1 o |0 (U 0|0 0 [0

22.3.16 HoOME DISBURSEMENT SHEETS REPORT
The Home Disbursement Sheets Report.

1. Click the “Print Reports” hyperlink in the left navigation.
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2. Click the “Home Disbursement Sheets Report” hyperlink on the Reports Listing page.
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3. Enter the applicable search criteria, in which the Start and End Dates are required. Be
mindful, if no Coordinator is not selected the default value is set to ALL.

4. Click the “Run Report” button.
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5. Click the “Export” button to export the report details for printing and/or further data
manipulation.
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