Attachment 1


Office of Superintendent of Public Instruction

Child Nutrition Services

Old Capitol Building, PO BOX 47200

Olympia, WA 98504-7200

NATIONAL SCHOOL LUNCH, SCHOOL BREAKFAST, and SCHOOL MILK PROGRAMS
Enrollment and Free and Reduced-Price Data Electronic Instructions

October 2007

I.
General


A.
For purposes of these instructions, public schools, private schools, and residential child care institutions (RCCIs) will be referred to as local education agencies (LEAs).  

B. The enrollment and free and reduced-price data is collected for each LEA site approved to operate on the National School Lunch Program/School Breakfast Program/School Milk Program (NSLP/SBP/SMP) for the month of October 2007.  

C. The total of all of the LEA’s site information must match the totals submitted on the LEA’s October claim.

D. Edit checks will be performed automatically by the system to ensure the sum of all LEA site information totals to the October claim.
E.
The enrollment data should be entered prior to submitting the October claim or claim errors will occur.

F.
The total enrollment data submitted for all sites must equal the claim totals or errors will occur.

II.
Logging into the NSLP/SBP/SMP software
Please follow the electronic claim logon instructions previously provided for submitting claim data.  After you have logged in you will see the home page for the Office of Superintendent of Public Instruction's National School Lunch Program.  
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WELCOME TO THE NSLP/SBP/SMP MESSAGE
BOARD

Last Updated September 21, 2006

The message below provides important information to local education
agencies (LEAs) regarding dates to remember.

September 8, 2006 was the deadline to submit your renewal application for school year
2006-07. Many of you completed the online subrission, but did not send the recuired
paper submission. Others did not include the Wellness Policy. You will be contacted if
your application has missing items:

Ifyou collect Free and Reduced-Price Meal Applications, you must begin the verification
process on October 1, 2006. A hard copy of the verification packet was mailed and can
be accessed online at OSPI's website

Please contact Bette Brandis for more information at bbrandis@ospi wednet edu, or

(360) 7256220
28/,/00/,
026026

@ Internet




EXPLANATION OF THE MENU ITEMS
Menu

At the top right of the NSLP home page the menu choices are Program Home, Programs, and Exit.

	Program Home
	Returns to the opening page of the program currently selected.

	Programs
	Returns to the CNP Home Page.

	Exit
	Exits the program.


Side Bar Menu

This screen also has a side bar menu.  The menu choices are Applications, Verification, Claims, and Maintenance.  

SUBMITTING ENROLLMENT AND FREE AND REDUCED-PRICE DATA FOR 
OCTOBER 2007 ELECTRONICALLY
To enter enrollment site information, click once on the Claims option from the side bar menu and the following screen will appear:
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The message below provides important information to local education agencies (LEAs)
regarding dates to remember.
Instructions for submitting the resuits of the verification process were ermailed out on January 29, 2007. Fyou need
instructions, please contact us. Verification results must b reported online by March 1, 2007
Ifyou have questions regarding the NSLPISEP prograrms, please cotact your NSLP Specialist
Angela Ruiz (360) 7256212
Debra Calhoun (509) 3232751
Kai Lund (425) 776.2055
Linsey LaPlant (253) 5397252
Pam Matre (509) 575-2412
2007 Administrative Trainings for the Simplified Summer Food Program Have Been Scheduled:
March 22, ESD 101, Spokane
March 27.ESD 105, Yakima
April 17, Everett School District, Everett
Aprl 19, ESD 113, Olyrmpia
Training for the Seamless Summer Feeding Program willbe via corference cal
Eloore © neret
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Click once on Building Data and the following screen will be displayed:
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WELCOME TO THE 2007-08 SCHOOL YEAR I
NSLP/SBP Specialists names, contact information and the territory they covered is listed below. If you have
questions regarding the NSLP/SBP programs, please contact your NSLP Specialist directly
ISLP/SBP Program Specialist Contact Information
= Angela Ruiz (360) 7256212
Clark (ONLY Clark County Jail, Washougal, & Vancouver); Cowlitz, Grays Harbor, Lewis; Mason; Pacific;
Pierce (ONLY Puyallup, Tacoma, University Place, Peninsula, & Bethel); Thurston (all except Dept. of Juverile
Rehab & Yelm SD); and Wahkiakum
= Debra Calhoun (509) 323-2751
Chelan; Douglas; Ferry; Grant (ONLY Moses Lake & Grand Coulee); Lincoln; Okanogan; Pend Orielle;
Spokane; Stevens; and Whitman
= Kari Lund (425) 776.2955
Clallam (all EXCEPT Quillayute Valley, Quileute Tribal School & Crescent); Island; Jefferson; King (all others
not covered by Linsey); San Juan; Skagit, Snohomish; and Whatcom
= Linsey LaPlant (253) 589-7252
Clallam (ONLY Quillayte Valley, Quileute Tribal School & Crescent); Clark (all EXCEPT Clark Co. Jail,
Washougal, Vancouver, & Evergreen); King (Aubum, Bellevue, Echo Glen, Enumclaw, Federal Way, Friends
of Youth, Highline, Holy Family, Issaquah, Kent, King Co. Youth, Lake Washington, Mercer Island, Northshore,
Renton, Riverview, Ruth Dykeman Center, Snoqualmie Valley, St. Vincent de Paul, Tahoma, & Tukwila),
Kitsap, Pierce (all EXCEPT Puyallup, Tacoma, University Place, Peninsula, & Bethel); Thurston (ONLY Dept
of Juvenile Rehab & Yelm)
= Pam Mahre (509) 5752412
Adarns; Asotin, Benton; Clark (ONLY Evergreen SD); Columbia; Frankin; Grant (all EXCEPT Moses Lake &
Grand Coulee); Garfield; Kittitas; Klickitat; Skamania; Walla Walla; and Yakima
2007-08 Renewal Application Packet
= The 2007-08 Renewal Application packet, including the application for free and reduced-price meals and a
letters to households is due by 09/07/07. Be sure to get get tous as soon as possible.
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Lunch, Breakfast ,and After-School Snack Participation Data by Building

	Choose a Sponsor

	[image: image4.wmf]  School Year: 2007–08   [image: image5.wmf]

	Sponsor List 

	Agreement Number
	 Sponsor Name
	Action

	99-999 
	 Example School District
	Select


Make sure you are now on the school year 2007–08.  If not, click on the [image: image6.wmf] button to move to the 2007–08 school year.
Click once on Select and the following screen will appear:

Lunch, Breakfast, and After-School Snack Participation Data by Building
	Sponsor

	Sponsor Name
	Agreement Number
	School Year
	

	Example School District 
	99-999 
	2007–08 
	

	 Site Name
	Building Number
	Status
	Action
	Errors

	 Example Elementary 
	9991 
	Not Filed
	Modify
	 

	 Example Middle/High School 
	9992 
	Not Filed
	Modify
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Review the sites listed to ensure all of the sites operating on the NSLP appear.  Only sites submitted and approved on your agreement will appear.  If a site is missing from this list that should be there, please contact one of the people listed at the beginning of this bulletin.  Note:  The sum of the data for all of the sites listed must equal the totals entered on the LEA’s October claim.  

Select the site you want to enter the enrollment data for by clicking on Modify.  The screen on the following page will appear for the site selected.  
Lunch, Breakfast, and After-School Snack Participation Data by Building

Top of Form

	Sponsor

	 Site Name
	 Sponsor Name
	Agreement
Number
	School
Year
	Building
Number

	 Example Elementary
	 Example School District
	99-999 
	2007–08
	9991 

	Grade Level (check all that apply at this site)
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	Number of Children Eligible as of Oct 31
	Total Eligible Children
as of Oct 31

	Paid
	Free
	Reduced Price
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	Number of Operating Days
	Number of Lunches
	Number of Regular Breakfasts

	Breakfast
	Lunch
	After-school Snacks
	Paid
	Free
	Reduced Price
	Paid
	Free
	Reduced Price
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	Number of Severe Need Breakfasts
	Area Eligible After-school Snacks
	Number of Regular After-school Snacks

	Paid
	Free
	Reduced Price
	Free
	Paid
	Free
	Reduced Price
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Bottom of Form

Sponsor
The site name, sponsor name, agreement number, school year, building number, and grade level fields will automatically be filled in based on information the system knows about your LEA.  These fields cannot be accessed from this screen.  The grade levels that are checked come from data completed on the site application.  If any of this information is incorrect, review your site information and make changes as necessary.    

Enrollment
Enter the enrollment for this site.  Site enrollment must be the head count, not the FTEs, of all children enrolled in the school site as of October 31, 2007.  Any children who do not have access to a U.S. Department of Agriculture (USDA) Child Nutrition Program–National School Lunch Program, School Breakfast Program, or the Special Milk Program, are to be excluded from enrollment as of October 31, 2007.
Number of Children Eligible
Enter the number of children eligible for paid, free, and reduced-price meals at this site.  Include the number of children eligible for free and reduced-price meals and/or free milk as of October 31, 2007.  If a student was in the school only one day in October, include that student in the eligibility counts.  The total number of paid, free, and reduced-price children eligible at this site must equal total enrollment for this site.  Any children who do not have access to a USDA Child Nutrition Program–National School Lunch Program, School Breakfast Program, or the Special Milk Program, are to be excluded from number of children eligible for paid, free, and reduced-price as of October 31, 2007.

Number of Operating Days
Enter the number of operating days for the month of October for each meal type served at this site.

Number of Lunches
Enter the total number of paid, free, and reduced-price lunches served at this site during the month of October.  

Number of Regular Breakfasts
Enter the total number of paid, free, and reduced-price regular breakfasts served at this site during the month of October.  Do not include severe-need breakfasts here.

Number of Severe-Need Breakfasts
Enter the total number of paid, free, and reduced-price severe-need breakfasts served at this site during the month of October.

Area-Eligible After-School Snacks
Enter the total number of free area-eligible after-school snacks served at this site during the month of October.

Number of Regular After-School Snacks
Enter the total number of paid, free, and reduced-price regular after-school snacks served at this site during the month of October.

Enter all of the data for each site and when you are finished, click on Submit to save the data.  The following screen will appear:
Lunch, Breakfast, and After-School Snack Participation Data by Building
	Sponsor

	Site Name
	Sponsor Name
	Agreement Number
	School Year
	Building No.

	 Example Elementary 
	 Example School District
	99-999
	 2007–08
	 9991


Participation Data by Building Saved
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Click on Finish and the following screen will appear:
Lunch, Breakfast, and After-School Snack Participation Data by Building

	Sponsor

	Sponsor Name
	Agreement Number
	School Year
	

	Example School District 
	99-999 
	2007–08 
	

	 Site Name
	Building Number
	Status
	Action
	Errors

	 Example Elementary 
	9991 
	 Active
	Modify
	0 Errors

	 Example Middle/High School 
	9992 
	Not Filed
	Modify
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Notice that once the enrollment data is entered for a site the status changes from Not Filed to Active and the Errors column displays if there are any errors. 

Continue to follow the above procedures until the enrollment data has been entered for all of your sites. 
View Sponsor Totals
When the data for all of the LEA sites has been completed, click on View Sponsor Totals and the following screen will appear showing totals for the LEA.  These totals must equal the totals submitted on your October claim or claim errors will occur.  If errors do occur, click on Back, change the incorrect site data, and submit it again.  Refer to Attachment A that was e-mailed to you as part of your claim instructions for additional help with correcting errors.
Lunch, Breakfast, and After-School Snack Participation Data by Building

	Sponsor

	Sponsor Name
	Agreement Number
	School Year

	Example School District 
	99-999 
	2007–08

	Enrollment
	Number of Children Eligible

	
	Paid
	Free
	Reduced- Price

	1000
	700
	200
	100

	Number of Operating Days
	Number of Lunches
	Number of Regular Breakfasts

	Breakfast
	Lunch
	After-School Snacks
	Paid
	Free
	Reduced-Price
	Paid
	Free
	Reduced- Price

	0
	22
	0
	15,000
	4,000
	2,000
	0
	0
	0

	Number of Severe-Need Breakfast
	Area-Eligible After-School Snack
	Number of After-School Snacks

	Paid
	Free
	Reduced- Price
	Free
	Paid
	Free
	Reduced-Price

	0
	0
	0
	0
	0
	0
	0
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When the View Sponsor Totals screen equals the totals submitted on your October claim, click on Finished.

Lunch, Breakfast, and After-School Snack Participation Data by Building

	Sponsor

	Sponsor Name
	Agreement Number
	School Year
	

	Example School District 
	99-999 
	2007–08 
	

	 Site Name
	Building Number
	Status
	Action
	Errors

	 Example Elementary
	9991 
	Active
	Modify
	 0 Errors

	 Example Middle/High School
	9992 
	Active
	Modify
	0 Errors
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View Sponsor Totals by Exporting to Excel
Another option for viewing the sponsor totals is to export them to an Excel spreadsheet.  This can be done by clicking on the View Sponsor and Site Totals button below.

Lunch, Breakfast, and After-School Snack Participation Data by Building

	Sponsor

	Sponsor Name
	Agreement Number
	School Year
	

	Example School District 
	99-999 
	2007–08 
	


	 Site Name
	Building Number
	Status
	Action
	Errors

	 Example Elementary
	9991 
	 Active
	Modify
	0 Errors

	 Example Middle/High School 
	9992 
	Active
	Modify
	 0 Errors
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When the screen below appears, click on Open.
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Submit your October claim again to ensure there are no errors.
Click on Claims.  

Click on Claim Entry.

Click on the October Claim Month.

Click on Modify.

Click on Submit.
If no errors appear, you have successfully submitted your enrollment data and your October claim.

If you receive claim errors, please refer to the instructions for filing the reimbursement claim electronically for the NSLP and claim error attachment.  These documents can be found at http://www.k12.wa.us/childnutrition/programs/.  The most common error that will occur is that the totals on the claim form do not match the sum of all the site data submitted in the building data section of the software.  If you have questions regarding the submission of electronic claims or submission of the building data, use the toll free number 1-877-204-6486 and ask for the appropriate person listed below:

Jim Wick

360-725-6211
Jeff Booth

360-725-6217

Office of Superintendent of Public Instruction/Child Nutrition Services
Page 1
MEMORANDUM No. 84-03M

October 6, 2003
Office of Superintendent of Public Instruction/Child Nutrition Services
Page 1
BULLETIN NO. 074-07 
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