INSTRUCTIONS FOR ADJUSTING MONTHLY CLAIMS
FOR REIMBURSEMENT

MNew York State Education Department
Child Nutrition Management System

Program Claim= Hel -«
- 2 -‘Lﬂhilﬂﬁ'ﬂﬁb‘ 2
Payments
Wiew. Mew =
school Food Au =~  yeneral Information
Step one:
) ) o Enter all criteria to query Claims
Log into the Child Nutrition
Management System School Year: 2013-14 ~
(CNMS). Select “claims” from Bropram Nilte: T

the yellow menu bar, then

. _ View/Adjust or New: View/Adjust ~
click “view/new”.

|Find || Clear |

Select the school year,
program name
(program the claim is
for) and “view/adjust
Then click “find”.
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INSTRUCTIONS FOR ADJUSTING MONTHLY CLAIMS
FOR REIMBURSEMENT

Step two:
Under “SFA Claim Data”

SFA Claim Data and “claim period”, click
on the month you wish

o adjust.

30000

2012-13 Lunch Claims _ _
Note: Working status is

Claim Period Free = Reduced Paid Total DOS Sta Claim Profile not a submitted claim.

Oct 34,237 6,042 25290 65 19 Submit View month says uworking”
Nov 29403 5,152 51,618 15  Submit View )

, —— in the status column,
Dec 30,084  5,187-16,186 51,457 15 Submit View , )
Jan 40,167 6812 20,734| 67.71321 [Submit |  View you must gointo the
Feb 6.732| 20236 6850420 |Submit Vi claim period and submit
Mar 36253 5.927) 17.013] 59,193(17 [Submit View the claim. If your claim
Apr 44,102 7.181 20,062 71,34522 Submit View is still in working status,
May 10,500 2,125 2,009 14,634 30 Work: View the claim may be

edits.

Back to SFA Annual Detail

10/10/2013 2



INSTRUCTIONS FOR ADJUSTING MONTHLY CLAIMS
FOR REIMBURSEMENT

Step three:

Under Claim summary/ “SFA Claim History”, click on the created date
(i.e. 10-MAY-13).

Lunch Claim Summary

UFSD
Claim Month: Aprl School Year: 2012-13
Days of Service: 22  Program Enrollment: 4832
Free Elig: 2849 Reduced Elig: 463
Free: 44102 Reduced:
Paid: 20062 Total:

SFA Claim Histo

ree Reduced Paid Total Status Submitted
Ong 10-MAY-13 44102 7181 120062 71345 SUBMIT 10-MAY-13
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INSTRUCTIONS FOR ADJUSTING MONTHLY CLAIMS
FOR REIMBURSEMENT

Step four:

RA Claims Find the RA

Recipients - Included Below Additional Information that you want
Name LEA Code Free Reduced Paid Total Hold Info Prov. Info .

School _ 0003 1250500 300 2050 |View \ to adjust, then

< Ssal SR New click “view”
e san 60001 New next to the RA
" Senior High School ~ * 60007 New name and LEA

Code.
SFA Claim Roll-up

To modfy, select an RA above. The changes made to the RA will then be incorporated m the SFA roll-up claim below.

Claim Month April

Entered 09/25/13  Status SUBMIT
Enrollment 100 Days of Service 25

Free Elig 50 Reduced Elig 25

Free Meals 1250 Reduced Meals 500
Paid Meals 300 Total Meals 2050

Submitted  09/25/13
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INSTRUCTIONS FOR ADJUSTING MONTHLY CLAIMS
FOR REIMBURSEMENT

Step five: Claim Month: April
Entered: 09/25/13 Status: SUBMIT
Under RA Claim History, click Program Enrollment: 100 Days Of Service: 25
”NeW Adjustment”. Free El.lg: 50 Reduced Ellg: 25
Free Meals: 1250 Reduced Meals: 500
Paid Meals: 300 Total Meals: 2050
RA Claim History

ID Created Free Reduced Paid Total Status Submitted
is 25-SEP-13 1250 500 300 |2050 [SUBMIT [25-SEP-13

| NewAdjustment |
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INSTRUCTIONS FOR ADJUSTING MONTHLY CLAIMS
FOR REIMBURSEMENT

Step six:

RA Claim Entry
Adjust your data 2013-14 Lunch

to the new claim
figures, then

click “insert”. Rt to SEA chirn
Enter values for new record
Claim Month: Apr
Program Enrollment: [[if Days Of Service: 25
Free Elg: 50 Reduced Elig: 95
Free Meals: 1250 Reduced Meals: 50p
Paid Meals: 00 Total Meals: 2050

Insert
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INSTRUCTIONS FOR ADJUSTING MONTHLY CLAIMS
FOR REIMBURSEMENT

Step seven:
April 2013 Lunch

When all [ SubmitClaim |
adjustments have
been made for SO CIA

) Included Below
eaCh RA, CI|Ck le Free Reduced Pai

ional Information
Hold Info Prov. Info

“submit claim”. 0 -50 |Edt
0 0 [Ea

004 787 87 959  Eda

001 New

007 New

Note: when only changing enroliment, days
of service or free and reduced eligibles,
meal counts will be shown asa 0, to
indicate an adjustment was not made to

those items. 7
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