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Sponsor Home Page 
Beginning with the 2019-20 program year, sponsors will have a home page specific to their 
organization when logging into WINS.   
 
The home page is divided into 3 main sections: 
• Annual Renewal Checklist – this checklist will help sponsors determine what artifacts must 

be completed as part of the annual renewal and before they can begin to add claims for the 
new program year 

• Applications Work Queue and Notifications – this section will contain work items and 
notifications related to claims 

• Claims Work Queue and Notifications – this section will contain work items and 
notifications related to program related artifacts 

 

Navigation 
 
 
 
 
 
 
1. A link to Home page is accessible on each screen in the WINS application. Clicking the link 

will navigate the sponsor to their specific home page. 
 
2. The Sponsor’s home page will display a “Go to Sponsor Profile” button. Clicking this button 

will navigate sponsor from the Home page to the Sponsor Profile screen. 
 
 

 
 
 
 
 
 
 
 
 



 

OSPI CNS Page 4 of 8 July 2019 

Annual Renewal Checklist 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After a program has been “opened” in WINS for the new program year, the Annual Renewal 
checklist will display for that program on the Sponsor’s home page if the sponsor participated in 
that program in the prior program year. 

 
The Annual Renewal checklist is divided into two sections – Sponsor artifacts and Site artifacts. 
1. Sponsor Artifacts 
Sponsor artifacts include the Sponsor Application and any other artifacts required by the 
program being renewed (i.e., Budget, Management Plan, etc.). 
 

• Clicking the View icon         will navigate sponsor directly to the selected artifact 
• Incomplete artifacts will be displayed with a red checkmark  
• Completed artifacts will be displayed with a green checkmark 

 
An artifact is complete once it has been approved (or denied) by the OSPI Program Specialist. 
 
Sponsor may navigate to the ‘Current Overview’ screen or the ‘Applications’ screen to view the 
current status of Sponsor artifacts. 
 
Sponsor may click the ‘Not Participating’ checkbox if none of the sites plan to participate in a 
program in the renewal program year. If Sponsor later decides to participate in the program, 
renewal buttons will still display on each of the artifact screens.   
 
After all required Sponsor artifacts are complete, the Sponsor Renewal Checklist will no 
longer display on the Sponsor Home page. 
 
 
 
 



 

OSPI CNS Page 5 of 8 July 2019 

2. Site Artifacts 
Site artifacts include the Site Application and Site Calendar for each site under the Sponsor that 
participated in the program in the prior program year.   
 
To add a new site, Sponsor must contact their OSPI Program Specialist. Depending on the 
timing of the request, the new site may or may not appear on the Site Renewal Checklist. 
 

• Clicking the ‘View’ icon         will navigate sponsor directly to the selected artifact 
• Incomplete artifacts will be displayed with a red checkmark  
• Completed artifacts will be displayed with a green checkmark 

 
 
An artifact is complete once it has been approved (or denied) by the OSPI Program Specialist. 
 
Sponsor may navigate to the ‘Current Overview’ screen or the ‘Site’ screen to view the current 
status of the site artifacts. 
 
Sponsor may click the ‘Not Participating’ checkbox if a particular site will not be participating in 
the in the renewal program year. If Sponsor later decides to have the site participate, renewal 
buttons will still display on each of the site artifact screens.   
 
After all required site artifacts are complete, the Site Renewal Checklist will no longer display on 
the Sponsor Home page. 
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Applications Work Queue and Notifications 
 
 
 
 
 
 
 
 
1.  Work Queue 
The Applications Work Queue will contain work items for program related artifacts (i.e., 
applications, calendars, budget, etc.). Items in this queue require action on the part of the 
Sponsor and will remain in the Sponsor’s work queue until the required action has been 
completed. 
 
2. Notifications 
The Applications Notifications Queue will contain communication regarding program related 
artifacts (i.e., applications, calendars, budget, etc.). Notices in this queue are for information 
purposes only. Sponsors may delete the notice after it has been read. 
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Claims Work Queue and Notifications 
 
 
 
 
 
 
 
 
 
1. Work Queue 
The Claims Work Queue will contain work items related to claims. Items in this queue require 
action on the part of the Sponsor and will remain in the Sponsor’s work queue until the required 
action has been completed. 
 
After all required site artifacts are complete, the Site Renewal Checklist will no longer display on 
the Sponsor Home page. 
 
2. Notifications 
The Claims Notifications Queue will contain communication related to claims. Notices in this 
queue are for information purposes only.  Sponsors may delete the notice after it has been read. 
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In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in 
or administering USDA programs are prohibited from discriminating 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 alternative 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 (PDF), (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at 
any USDA office, or write a letter addressed to USDA and provide in the letter all of the information 
requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your 
completed form or letter to USDA by: mail: U.S. Department of Agriculture, Office of the Assistant 
Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410; fax: (202) 690-
7442; or email: program.intake@usda.gov.  

This institution is an equal opportunity provider. 

 

OSPI provides equal access to all programs and services without discrimination based on sex, race, 
creed, religion, color, national origin, age, honorably discharged veteran or military status, sexual 
orientation including gender expression or identity, the presence of any sensory, mental, or physical 
disability, or the use of a trained dog guide or service animal by a person with a disability. Questions 
and complaints of alleged discrimination should be directed to the Equity and Civil Rights Director at 
360-725-6162 or P.O. Box 47200 Olympia, WA 98504-7200. 

Download this material in PDF at http://www.k12.wa.us. This material is available in alternative format 
upon request. Contact the Resource Center at 888-595-3276,  
TTY 360-664-3631. 

 
 
 

   

 

Except where otherwise noted, this work by the Office of 
Superintendent of Public Instruction is licensed under a Creative 
Commons Attribution License. 
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