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About the Child Nutrition Payment Center

The Child Nutrition (CN) Payment Center is the secure online portal operated by the U.S.
Department of Agriculture (USDA) Food and Nutrition Service (FNS) for use by funding recipients of
the National School Lunch and Breakfast Programs, and the Special Milk Program. This portal
services a limited number of sponsors or school food authorities within Virginia, Colorado, and U.S.
Department of Defense school installations. Through this portal, sponsors can submit claims for
meal reimbursement, view approvals and view past transactions.

This Online User’s Guide provides specific instructions on how to access the CN Payment Center. There
are four steps required to gain access to the CN Payment Center:

Step 1: Establish a Level 2 eAuthentication Account.
Step 2: Complete an FNS Program Application
Step 3: Request Child Nutrition Payment Center Authorization

Step 4: Submit Claims for Meal Reimbursement
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Step 1: Establish an eAuthentication Account.

Anyone conducting electronic business with any USDA agency is required to establish an
eAuthentication account before being granted access to USDA systems. To establish an
eAuthentication account, please follow the instructions below. Direct any questions concerning the
eAuthentication process to the ITS Help Desk at eAuthHelpDesk@ftc.usda.gov or (800) 457-3642.

1. Access the eAuthentication homepage. https://www.eauth.usda.gov/mainPages/index.aspx.

2. Click on the “Create an account” Quick Link.

United States Department ol Agriculture Y b
USDA )
Zaal USDA eAuthentication E H 5 -

R - ni— A L]

Home : AbouteAuthentication | Help : ContactUs : Findan LRA

You are here: eAuthentication Home

Quick Links

b What is an account? eAuthentication Home

v Create an account
* Update your account
Administrator Links

Welcome

USDA eAuthentication is the system used by USDA agencies to enable customers to obtain
accounts that will allow them to access USDA Web applications and services via the Internet. This
includes things such as submitting farms electronically, completing surveys online, and checking

. the status of your USDA accounts.

v Local Registration
Authority Login

" Please note that USDA will only accept eAuthentication Accounts from individuals.

Currently USDA eAuthentication does not have the mechanism to issue accounts to businesses,
corporations or other entities.

To apply for a USDA eAuthentication Account, please visit the Create an Account Page.

eAuthentication Home | USDA.gov | Site Map
Accessibility Staterment | Privacy Policy | Non-Discrimination Statement | USA.gov
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3. Click on “Register for a Level 2 Account.”

USDA United States Department of Agriculture
i USDA eAuthentication

About eAuthentication | Help : ContactUs : Find an LRA

You are here: eAuthentication * Account Creation

| Quick Links

b What is an account? Create an Account - Getting Started

b Create an account
b Update your account
Administrator Links

USDA Federal Employees, Contractors, & Affiliates

If you are a USDA Federal Employee, Contractor, or Affiliate of the

b Local Registration USDA, you must register for a USDA Internal Account.
Authority Login

(Reg.ister for an Internal Account ]

USDA Customers - What Level of Access Do You Need?

Request Level 1 Access to:
» Visit a USDA web page that indicates a Level 1 account is necessary
» Obtain general information about the USDA or its agencies
» Participate in public surveys for a USDA agency

(Register for a Level 1 Account )

Request Level 2 Access to:
= Submit official business transactions via the Internet
» Enter into a contract with the USDA
» Submit forms or applications for the USDA via the Internet

(Register for a Level 2 Account ]

If you already have a Level 1 account and require Level 2 access:

1. Log into your profile
2. Fill in and submit the reguired information
3. Visit your Local Registration Authority (LRA)

Log into Your Profile

eAuthentication Home | USDA.gov | Site Map
Accessibility Statement | Privacy Pelicy | Nen-Discrimination Statement | USA.gowv
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4. Complete the registration form. Be sure to enter your first and last name exactly as they
appear on your government issued photo identification. Safeguard the User ID and password you
create, as you will need them in later steps.

5. Click on “Continue.”

United States Department of Agriculture T j‘
USDA ‘
& USDA eAuthentication EHS )

Quick Links
+ What is an account?
b Create an account
¥ Update your account
Administrator Links

b Local Registration
Authority Login

Home : AbouteAuthentication ! Help ! ContactUs { Find an LRA

You are hers: eAuthentication > Account Creation > Account Request Form
Register for Your Account - Level 2
Form Approved OME Mo, 0502-0014

Step 1 of 4 - Level 2 Access Account Registration

USDA customers should complete the information below to create a USDA
ehuthentication account. Please read the eAuthentication Privacy Act
Statement and Public Burden Statement for more information on how your
personal information will be protected.

All required fields are red and marked by an asterisk (i.e. " ). Enter your first
and last name exactly as it appears on your Government issued photo ID
(e.g. state driver's license).

Note: The characters < > * | are not allowed on this form.

User Information B

Required Field™
First Name*

Middle Initial

Last Name®

Select... v

Zip/Postal Code™

Country”  [United States hd

Contact Information B
Home Phone
Ernail®

Confirm Email*

Login Information ?
User ID®
Password*

Confirm Password®

Security Information ?
Wother's Maiclen Name®
Birth Date™

Four Digit PIN*

Security Questions ?

Please select and answer four distinct questions from the selections below.
This information will be used to validate your identity if you forget your
password. Each question may only be used once. For additional assistance,
click the | »| above.

1+ [select.. v
7 [select.. v
3+ [Select.. ~]
4+ [Select.. ~]

eAuthentication Home | USDA.gov | Site Map

Accessibility Statement | Privacy Pelicy | Nen-Discrimination Statement | USA.gov
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6. Verify your personal information, print and keep a copy for your records and submit the
registration form.

7. In the email account you provided during the registration process, look for a message from
eAuthHelpDesk@usda.gov. Print and save a copy of this message for your records.

8. Click on the link, “Activate my account.”
9. Return to the eAuthentication homepage. https://www.eauth.usda.gov/mainPages/index.aspx.
You should see a note that your account has been activated with instructions on contacting a local

registration authority (LRA).

10. Click on “Find an LRA.”

USDA united states Depariment of Agricutiure ™
Zaml USDA eAuthentication E HS -

Home

You are here: eAuthentication Home

i About eAuthentication : Find an LRA

Help { ContactUs :

{ Quick Links

b What is an account? eAuthentication Home

b Create an account
¢ Update your account
Administrator Links

Welcome

USDA eAuthentication is the system used by USDA agencies to enable customers to obtain
accounts that will allow them to access USDA Web applications and services via the Internet. This
includes things such as submitting forms electronically, completing surveys online, and checking

. the status of your USDA accounts.

¢ Local Registration
Authority Login

" Please note that USDA will only accept eAuthentication Accounts from individuals.

Currently USDA efuthentication does not have the mechanism to issue accounts to businesses,
corporations or other entities.

To apply for a USDA eAuthentication Account, please visit the Create an Account Page.

eAuthentication Home | USDA.gov | Site Map
Accessibility Statement | Privacy Policy | Non-Discrimination Statement | USA.gov
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11. Click on your state to find the telephone number for the LRA nearest you. Call the LRA to
schedule an appointment to complete your Level 2 eAuthentication account activation.

l_J_SDA United States Department of Agriculture

== Service Center Locator

g ) -

NRCS

USDA eAuthentication
Local Registration Authority Locations

USDA eAuthentication = USDA FSA

Please call the telephone number listed for the Service Center nearest you for an
appointment before your visit. Also, you must bring at least one form of identification with

you ko complete your registration.

Click On Your State

This service is provided by the USDA-Office Information Profile System.

This is an Official United States Government System, which may be used only for authorized purposes. Unauthorized
modification of any information stored on this system may result in criminal prosecution. The Government may monitor and
audit usage of this system, and all persons are hereby notified that use of this system constitutes consent to such monitaring

and auditing.

Accessibility Statement | Privacy Policy | Mon-Discrimination Statement

12. Visit the LRA at your appointed time and bring a valid State Driver’s License, State Photo ID, or
other government issued photo ID to your appointment. The information on your ID must
match the information you submitted when registering for your Level 2 eAuthentication

account.



13. Return to the eAuthentication homepage: https://www.eauth.usda.gov/mainPages/index.aspx

and click on “Update your account.”

USDA. united states Depariment of Agriculture

ﬁ USDA eAuthentication

You are here: eAuthentication Home

eAuthentication Home

Quick Links
I What is an account?

v Create an account

- . Welcome

Administrator Links

b Local Registration
Authority Login

USDA eAuthentication is the system used by USDA agencies to enable customers to obtain
accounts that will allow them to access USDA Web applications and services via the Internet. This
includes things such as submitting forms electronically, completing surveys online, and checking

. the status of your USDA accounts.

Flease note that USDA will enly accept eAuthentication Accounts from individuals.

Currently USDA eAuthentication does not have the mechanism to issue accounts to businesses,
corporations or other entities.

To apply for a USDA eAuthentication Account, please visit the Create an &ccount Page.

eAuthentication Home | USDA.gov | Site Map
Accessibility Staterment | Privacy Policy | Non-Discrimination Statement | USA.gov

14. Enter your User ID and Password. Click on “LOGIN.”

USDA. unitsa States Department of Agricuture ™
2= USDA eAuthentication RSV

Contact Us Find an LRA

Quick Links
+ What is an account?

+ Greate an account

 Update your acoount

LincPass (PIV) ? User ID & Password ?

Administrator Links
» Logal Registation user 10:
Authority Login "I:'C"’ "EG“E TION ﬁ Password:

1forgot my User ID | Password

LincPass (PIV)

Change my Password

WARNING

Upon Login You Agree to the Following Information:

* You are accessing a U.S. Government information system, which includes (1) this
computer, (2) this computer network, (3) all computers connected to this network, and
(4) all devices and storage media attached to this network or to a computer on this
network. This information system is provided for U.S. Government-authorized use only.

* Unauthorized or improper use of this system may result in disciplinary action, as well as
civil and criminal penalties.

« By using this information system, you understand and consent to the following

1. You have no reasonable expectation of privacy regarding any communications
or data transiting or stored on this information system. At any time, the
government may for any lawful government purpose monitor, intercept, search
and seize any communication or data transiting or stored on this information
system.

2. Any communications or data transiting or stored on this information system
may be disclosed or used for any lawful government purpose.

Your consent is final and irrevocable. You may ot rely on any statements or
informal policies purporting to provide you with any expectation of privacy
regarding communications on this system, whether oral or written, by your
supervisor or any other official, except USDA's Chief Information Officer,

w
Accessibility Statement | Privacy Policy | Non-Discrimination Statement | USA.gov

15. When prompted, create a new password. This new password, along with your User ID, will be
used to access the CN Payment Center and submit claims for reimbursement.

16. Click on “Continue.”

Congratulations! You have now established a Level 2 eAuthentication account.
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Step 2: Complete an FNS Program Application.

Please contact your FNS Program Officer to complete an application. Your Program Officer is the
person assigned by the FNS Regional Office to assist your school or institution in the day-to-day
administration of the Program(s) and to oversee that the Federal regulations, instructions and
guidelines are being followed.

9|Page



Step 3: Request Child Nutrition Payment Center Authorization

1.

Complete and submit a valid “User Access Request Form” (FNS-674) to the USDA FNS Regional
Office Administered Program (ROAP) for approval. Sponsors submitting claims for
reimbursement online via the Child Nutrition (CN) Payment Center are required to have an
approved FNS-674. There are three ways to access a blank FNS-674 form:

a) Download a copy from the CN Payment Center website, http://roap.fns.usda.gov/ .
b) Copy the form located in the Appendix of this manual.
c¢) Contact your FNS Program Officer or ROAP Help Desk to request a new form.

There are three ways to submit a completed FNS-674 form:

a) Email: roaphelpdesk@fns.usda.gov

b) Fax: 1(609)259-5147

¢) Mail: USDA, Food and Nutrition Service
Mercer Corporate Center
300 Corporate Blvd.
Robbinsville, New Jersey 08691-1598
Attention: Regional Office Administered Program

2. If your request is approved by the USDA FNS, you will receive an email at the address you
provided on field 4 of the FNS-674 form. Attached to the email will be a letter containing a
one-time use only encrypted password, which you will use to access and submit claims in the
CN Payment Center. Review this letter and note the password.

I
|5

United States
Department of
Agriculture

Food and
Mutrition Service

Mid-Atlantic Region

200 Corporate Bivd
Raobbinsville, NJ
0se01-1508

Dear Sponsor.

¥our request to have an account for the Intamet version of the Child Nutrition (CN) Payment Canter is approved
This letier pravides you with ane of your user passwords and step-by-step instructions to obtain a USDA
eAuthentication account and access our CN Payment Center.

For one time only (the first time you log onta our Child Nutrition Payment Center), you will need fwo User IDs and
fwo passwords:

1) You have to go to hitp:/iwww.eauth egov.usda.gov and register for a Level 2 sccount. USDA
eAuthentication is a securs gateway that must be used by any individusl o organization that chooses to
conduet electronic business with the Federal government. Onge your account is activated. you can then
access our CN Payment Center.

2) The secand User ID and password is to give you dirzet, secure aceess to the CN Payment Center. This ID
and passwerd will only be used ence. After you log in the first fime. the two 1Ds will be synchronized and you
will anly use the USDA eAuthentioation Uiser |0 from that point on. Here is the second ID information

Program Mational School Lunch and Breakfast Frogram
Password: kp34542
User ID: 11141

We have sttached detailed instrustions that will help you register for your USDA sccount. successiully log into
our CN Payment Center, and submit your claims for reimbursement online.

We belisve this new system is easy-to-use and will greatly expedits the processing of claims for reimbursement
and ather information on your program. If you have any questions. please do not hesitate to call the hotline at
(808)-258-5129.

Child Nutrition Payment Centar

USDA, Food and Nutrition Service

/2002006

Attachment

TR 000 303 NUIBON SEMVICE 15 3N 3gency
Of e Depariment of Agricullure

An Equal Cpportunizy Provider and Employer
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Step 4: Submit Claims for Meal Reimbursement.

If you have established a Level 2 eAuthentication account (Step 1), completed an FNS Program
application (Step 2), and have received the encrypted password letter (Step 3), you are ready to
access the Child Nutrition (CN) Payment Center and submit claims online for reimbursement.

1. Visit the ROAP website, http://roap.fns.usda.gov.

2. Click on “Log In to CN Payment Center.”

Food and
Nutrition
Service

Log In To Payment Center
eAuthentication Home Page
On.Line User's Guide

Note: Please include the Program
(Child & Aduit Care, Family Day
Care, Lunch & Breakfast, Special
Milk, or Summer Food Service )
under "13. Type of Access” on the
FNS-674 form.

Download Computer System
Access Request Form (FNS-
674

Get Acrobat®
Reader /™=

Tech Support

Email Us

USDA

Child Nutrition Payment Center Home Page

Welcome to our Internet payment system. With this Interet-based system, you will be able to enter claims electronically.
We think you will find that the on-line entry of claims is easy, efficient and improves the speed and responsiveness of the
Payment Center. With the Internet version of your system, you can:

Submit claims on-line. avoiding any mailing delays and expediting your payment;
Get immediate feedback on any claim errors and correct them on-line;

See the calculated amount of reimbursement for your claim;

Review your application and approval information;

o o0 o o

In order to conduct online transactions, you must do the following:
1) Complete and submit to us a Computer System Access Request (FNS-674) form.

Please include the Program (Child & Adult Care, Family Day Care, Lunch & Breakfast. Special Milk, or Summer Food
Senvice J under "13. Type of Access” on the FNS-674 form.

Download Computer System Access Request Form
2) You must register for a USDA eAuthentication level 2 account by entering information on-line at the eAuthentication

website. Once the on-line portion is completed, you will need to visit a USDA office and present identification to be
verified. To visit the eAuthentication website, click on the following link:

eAuthentication Home Page
To see where there is a USDA office near you click on the link below:
USDA Senice Centers

Ta get step by step instructions for setting up and account and using the on-line payment system, please dowload or
contact our office for a copy of the Child Nutrition Payment System Online User's Guide.

Download Online User's Guide

Log In to CN Payment Center <:|

If you en any problems or need assi: e, please complete our C Support Form (click
here). Someone will get back to you right away. You may also call our ROAP Help Line at (609) 259-
5129.

Accessibility | Privacy/Security | Nondiscrimination | USDA
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3. Enter your e-Authentication User ID and Password. Use the password that you created when

establishing your Level 2 e-Authentication account.

USDA United States Depariment of Agricuiture t )
3mam USDA eAuthentication EASY

You are here: eAuthentication Home > eAuthentication Login

| Quick Links

» What s an account? eAuthentication Login
b Creata an account
b Update your account

LincPass (PIV) ? || User ID & Password ?

Administrator Links

b+ Local Registration
Authority Login

1 forgot my User ID | Password

LincPass (PIV)

Change my Password

WARNING

Upon Login You Agree to the Following Information:

« You are accessing a U.S. Government information system, which includes (1) this
computer, (2) this computer netwark, (3) all computers connected to this netwerk, and
(4) all devices and storage media attached to this network or to a computer on this
netwerk. This information system is provided for U.S. Government-authorized use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as
civil and criminal penalties.

« By using this information system, you understand and consent to the following:

1. You have no reasonable expectation of privacy regarding any communications
or data transiting or stored on this information system. At any time, the
government may for any lawful government purpose monitar, intercept, search
and seize any communication or data transiting or stored on this information
system.

™

Any communications or data transiting or stered on this information system
may be disclosed or used for any lawful government purpose.

w

. Your consent is final and irrevocable. You may nat rely on any statements or
informal policies purporting to provide you with any expectation of privacy
regarding communications on this system, whether oral or written, by your
supervisor or any other official, except USDA's Chief Information Officer.

eAuthentication Home | USDA.gov | Site Map.
‘ Accessibility Statement | Privacy Policy | Non-Discrimination Statement | USA.gowv

User ID:
CLICK HERE TQ
LOGIN 5 [l

4. When you reach the CN Payment Center, enter the User ID and one-time encrypted password
that were included in the letter that you received from USDA FNS (Step 3). You will only enter this
password the first time that you access the CN Payment Center, after which your CN Payment

Center account will be linked to your eAuthentication User ID and Password.

Child Nutrition Payment
Center

Warning: Unanthorized or improper use of this system may result in disciplinary action. as well as civil and.
criminal penalties. By using this information system, you understand and consent to the following: (1) You have
no reasonable expectation of privacy regarding any communications or data transiting or stored on this.
information system. At any time, the government may for any lawful government purpose monitor, intercept,
search and seize any comnmmication o data transiting or stored on this information system. (2) Any
communications or data transiting or stored on this information system may be disclosed or used for any lawful
government purpose

Food and
Nutrition
Service

=l Select v 5'

Accessibility | Privacy/Security | Nondiscrimination | USDA
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5. Select the program type for which you are submitting claims.

USDA

Child Nutrition Payment
Center

Warning: Unauthorized or improper use of this system may result in disciplinary action, as well as civil and
criminal penalties. By using this information system, you understand and consent to the following: (1) You have
no reasonable expectation of privacy regarding any communications or data transiting or stored on this
information system. At any time, the government may for any lawful government purpose monitor, intercept,
search and seize any communication or data transiting or stored on this information system. (2) Any

communications or data transiting or stored on this infc ion system may be disclosed or used for any lawful
Food and
government purpose
Nutrition
Service

Select

Accessibility | Privacy/Security | Nondiscrimination | USDA

6. See the program type displayed in the main menu header.

'15pec-al Nutrition Programs - Microsoft Internet Explorer provided by USDA FNS =3 x|
Fle Edt Vew Favortes Tooks Hep | &
Qeack - ) - BB \;/_blpseavch ¢ Favorites @} Meda @‘ @v& LJEd 3
Address [€] httpijjrabsfroapiMainsuitch.aspx BB

FNS/=

Food & Nutrition Service

School Lunch & Breakfast Programs

Food and
Nutrition
Service
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7. Select the program “Year” for the claim you want to submit. The default is the current program
year. FNS School Lunch and Breakfast Programs and the Special Milk Program years run from July
to June. Therefore, to submit a June 2015 claim, select the Program Year “2014-2015.” To submit a

July 2015 claim, select the year “2015-2016.”

723 Special Nutrition Programs - Microsoft Internet Explorer provided by USDA FNS: 18|
File Edit View Favorites Tools Help I l#
Qv ©- 1) @ )] P gyt @ @2 22K B
AddressIEhttp:]/voh«ilroaleannSwitch.aspx _'.J G”

FNS &

Food & Nutrition Service

School Lunch & Breakfast Programs

Food and
Nutrition
Service

8. View “Instructions” for information on completing the application and site forms.

Special Nutrition Programs - Microsoft Internet Explorer provided by USDA FNS =8|
Fle Edt View Favorkes Took Help | &
Q= - © - x] 2 \Q|p5ead| 5/ Favortes @) Medio @‘ R Q—; L 3

Address [&] httpifjrobdroap{Mainswiteh. aspx > e

FNS &

Food & Nutrition Service

School Lunch & Breakfast Programs

Food and View Application Instructions

Nutrition View Claim Instructions
View Site Instructions

[select ]| 6o|

Service

| FNS Programs
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9. The “Approvals” module provides sponsors with the option of viewing additional school

information such as the number of students approved for meal reimbursement, enrollment figures,
and non-operating months.

) Special Nutrition Programs - Microsoft Internet Explorer provided by USDA FNS'

Ele Edt View Favorites Tools Help
Qe - © - %] [B) (| P Jrrovnss @it @[3 23 JE B

Adress [ €] httpi/jrobdrosp/Mainswitch.aspx

FNS ==

Food & Nutrition Service

d8=

| FNS Programs

Nutrition Program !Schonl Lunch 8 Breakfast Programs |
l;‘ m;f‘ﬂ'n'n'l “Iaim]:ls‘ponsm

Food and
Nutrition
Service

e — B

10. The “Claims” module allows sponsors to submit a new meal reimbursement claim or amend an
existing claim. Select “Submit Claim” to submit a new claim or amend an existing claim. Select
“View Claim” to view previously submitted claims. (See Appendixes A and B for Claim Instructions).

=l=ix|
| Fle Edt ¥ew Favortes Took Help ‘ I
Q- © - 1) B O] Do Jgreom @ @3- 2B UM B
Address [] bt robd fraspiMangwich, asp =@
USDA | FNS Programs &
FNS ==

Food & Nutrition Service

School Lunch & Breakfast Programs
\Account: ||11111 User Level: ||Sponsor
2005-2006 =

EC - |
e ET— ) | T —

Nutrition
Service [Geect | Gof|[Skst A G

E— ]

Submit Claim
Wiew Claim
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11. The “Financial Functions” module allows sponsors to view or print a summary of account
transactions, including program payments, credits or debits.

/3 Special Nutrition Programs - Microsoft Internet Explorer provided by USDA FNS

File Edit View Favorites Tools Help
Qo - © - 1x] 2] (| Psown oot @rese @ (2- 2 F B
address [€] hetpi/jrobsfroapfMainswitch. aspx

FNS ==

Food & Nutrition Service

_ISchool Lunch & Breakfast Programs I
[iccomnt: i1 | [user vt [Sponsor
2005-2006 p2

Food and
Nutrition
Service

T ]

|

12. The “Rates” module allows sponsors to view the Federal rates of reimbursement for specific
meal types and for current and prior years. The “View DOD Rates” option is used by U.S.
Department of Defense schools that participate in our programs. The “View Rates” option is used

by non-DoD sponsors.

/4 special Nutrition Programs - Microsoft Internet Explorer provided by USDA FNS —(8 x|
Fle Edt View Favorites Tooks Help | &
O -0 HB G o e @ OB S E BB
‘gdress [I2] http:fjrobsjrosp/Mainswitch.aspx >

| FNS Programs.

A

Food & Nutrition Service

Food and
Nutrition
Service

For questions about the Child Nutrition Payment Center, please review the Frequently Asked
Questions below or contact the ROAP Help Desk at roaphelpdesk@fns.usda.gov or (609) 259-5129.
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Frequently Asked Questions

1. I am having trouble establishing a Level 2 eAuthentication account or have questions about
the process.

The ITS Help Desk provides assistance on the eAuthentication process and can be reached at
eAuthHelpDesk@ftc.usda.gov or (800) 457-3642.

2. When accessing the Child Nutrition (CN) Payment Center, I receive an error message that
Internet Explorer (IE) version 5 or greater is needed. Yet I am using an IE version 5 or
greater.

You may need to add the web address to your IE Compatibility View Settings.

Open Internet Explorer.

Select the “Tools” tab.

Select “Compatibility View Settings.”

In the field “Add this website,” enter the address: http://roap.fns.usda.gov/.
Select “Add.”

Close and reopen Internet Explorer.

A AN ool

Compatibility View Settings lﬁ

l;\h You can add and remove websites to be displayed in
m Compatibility View.

Add this website:
http://roap.fns.usda.gov/ Add

Websites you've added to Compatibility View:

-
IT:I
=]
T

[ | Display all websites in Compatibility View
Display intranet sites in Compatibility View
[ | pownload updated compatibility lists from Microsoft

Learn more by reading the Internet Explorer privacy statement

Close

17 |Page


mailto:eAuthHelpDesk@ftc.usda.gov
http://roap.fns.usda.gov/

3. I am unable to view and select the correct claim month in the CN Payment Center.

Contact your FNS Program Officer to ensure you have approval to submit a claim for that month. The FNS
Program Officer must approve reimbursement for the specific month before you can submit a claim. Your
Program Officer is the person assigned by the FNS Regional Office to assist your school or institution in the
day-to-day administration of the Program(s) and to oversee that the Federal regulations, instructions and
guidelines are being followed.

4. I missed the 60 day deadline to submit my claim and cannot enter my claim online.
Sponsors have 60 days from the last day of the claim month to submit a new claim. Under limited
circumstances, sponsors may request a one—time late-claim exception every 36 months. Please contact your

FNS Program Officer to learn whether you qualify for a one-time late claim exception and for instructions on
how to submit your claim.

5. I need to make changes to a previously submitted claim.

Sponsors have 9o days from the last day of the claim month to adjust a previously submitted claim. Resubmit
your claim and check the “Amended” checkbox.

6. I need to make adjustments to my FNS Program application.
For any questions regarding approvals and the operation of the National School Lunch, School Breakfast,
Special Milk, and Afterschool Snack Programs, please contact your FNS Program Officer or the ROAP team
representative in your region (which may be the same person):

Virginia ROAP Team: Michael Walton, (609) 259-5094

Colorado ROAP Team: David Von Behren, (303) 844-0368

7. Ihave other questions about the CN Payment Center.
For any other questions about the CN Payment Center, please contact the ROAP Help Desk at

roaphelpdesk@fns.usda.gov or (609) 259-5129.
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Appendix A: Claim Submission Instructions for the National School Lunch and
Breakfast Programs

GENERAL

Use these claim form instructions to report information for the National School Lunch and
Breakfast Programs, which are administered by the USDA Food and Nutrition Service. Unless
otherwise approved by FNS, the Claim for Reimbursement for any month shall include only
breakfasts, lunches and snacks served in that month. However, if the first or last month of
Program operations for any school year contains ten operating days or less, such month may be
combined with the Claim for Reimbursement for the appropriate adjacent month. A Claim for
Reimbursement may not combine claims occurring across two federal fiscal years. If the number
of operating days exceeds 31, please contact your Regional office for assistance.

The amount of money you receive will be based on reimbursement rates in effect for the month being
reported.

Complete only those sections of the claim form that apply to your operation. This claim will be returned
to you and no payment will be made if your claim is not properly completed. Therefore, be sure you sign
and date this claim before submitting it to our Regional Office.

If you have any questions about how to complete an item on this claim form, please contact your
Program Officer for assistance. An improperly completed form will delay processing your
reimbursement by Electronic Funds Transfer (EFT).

SPECIAL NOTE
An Adjusted (Amended) claim voids all previous claims for the same month. Therefore, if revising a
previously submitted claim, include ALL of your reporting data for the entire month’s operations.

SPECIFIC ITEMS
» Review and verify the information at the top of the claim form. If the sponsor number, name, or
address is missing or incorrect, immediately contact your FNS Program Officer to update your
information. Updates must be made before the claim form is submitted.
» Enter the month and year covered by this claim. For example, January 2015 would be entered as
01 2015.
» If this is a revision of a previously submitted claim, check the box marked “Amended.”

1.a,b,c. Enter the requested data for each program in which you participate and is approved on your
application.

1.d.  Enter the Average Daily Attendance (ADA) by dividing the Total Student Attendance for this
Month by Days of Operation. (Total Student Attendance for the Month/Days of Operation)

(NOTE: Use actual attendance counts. DO NOT USE meal counts to determine attendance).

1.e,f. Enter the number of children with approved applications on file during the reporting month
for free and reduced meals. Use the highest number of children eligible for any given day of the
month. Make every effort to ensure this information is complete and accurate.
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NOTE: For items 2 through 4, it is only necessary to enter the number of meals served by category.
The rates, reimbursement by category, total student lunches and total reimbursement will be
automatically calculated.

2.a,b,c. Enter the number of lunches served for each category.

3.a,b,c. Enter the number of breakfasts served for each category for sites that are not approved for the
Severe Need Breakfast Program, according to your application approval.

3.d,e,f. Enter the number of breakfasts served for each category for sites that are approved for the
Severe Need Breakfast Program according to your application approval. If no sites were approved for
Severe Need, leave this section blank.

4.a,b,c. If your application approval includes reimbursement for supplements (snacks), enter the
number of supplements served by category.

4.d. If your application approval includes reimbursement for area eligible snacks, enter the total
number of snacks served. A site is area eligible if it is located at a school or in the attendance area of a
school where at least 50% of the enrolled children are eligible for free and reduced price meals.

5. Total Reimbursement will be automatically calculated.

Sign and date your claim. An unsigned claim cannot be processed.

If you cannot submit your claim form online, please contact your FNS Program Officer for instructions on
how to submit a paper claim.
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Appendix B: Claim Submission Instructions for the Special Milk Program

GENERAL

Use these claim form instructions to report information for the Special Milk Program, which is
administered by the USDA Food and Nutrition Service. Unless otherwise approved by FNS, the
Claim for Reimbursement for any month shall include only milk served in that month except if
the first or last month of Program operations for any school year contains 10 operating days or
less, such month may be combined with the Claim for Reimbursement for the appropriate
adjacent month. However, Claims for Reimbursement may not combine operations occurring in
two fiscal years. If the number of operating days exceeds 31, please contact your Regional office
for assistance.

The amount of money you receive will be based on reimbursement rates in effect for the month being
reported.

Complete only those sections of the claim form that apply to your operation. This claim will be returned
to you and no payment will be made if your claim is not properly completed. Therefore, be sure you sign
and date this claim before submitting it to our Regional Office.

If you have any questions about how to complete an item on this claim form, please contact
your FNS Program Officer for assistance. An improperly completed form will delay
processing of your reimbursement by electronic funds transfer (EFT).

SPECIAL NOTE
An Adjusted (Amended) claim completely voids all previous claims for the same month. Therefore, if

revising a previously submitted claim, include ALL of your reporting data for the entire month’s
operations.

SPECIFIC ITEMS
1. Review and verify the information. If your name and address are missing or incorrect, immediately
contact your FNS Program Officer to update your information.

2. Review and verify the information. If your agreement (sponsor) number is missing or incorrect,
immediately contact your FNS Program Officer to update your information.

3. Enter the month and year covered by this claim. For example, January 2015 would be entered as
01 2015. If this is a revision of a previously submitted claim, check the box marked “Amended.”

4. Enter the number of operating days in the month.

5.a. Enter the number of sites approved to participate in the milk program.

5.b. Enter the number of days milk was served in the claim month.

5.c. Enter the highest number of students enrolled in the institution for the month.

5.d. Average Daily Attendance (ADA) can be determined as follows:
Total Daily Attendance for the Month / Days of Operation (reported in item 4)

(NOTE: Use actual attendance counts. DO NOT USE meal counts to determine attendance).

5.e. Enter the number of students approved for Free Milk. Use the highest number of children eligible for
any given day of the month. Make every effort to ensure this information is complete and accurate.
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6. Enter the number of half-pints of milk served at no charge to children in a non-pricing
program, or served to children not eligible for free milk in a pricing program during the month.
DO NOT include half-pints of milk served to children eligible for free milk according to your
FREE MILK policy statement.

7. Enter the number of half-pints of milk served at no charge to children eligible for free milk in
a pricing program. DO NOT include milk served in a non-pricing program.

8. Enter the total cost of ALL milk purchased for the claim month. This is the purchase price
you paid to the milk supplier for ALL milk delivered to your school/institution. DO NOT
include any amount paid to the milk supplier for servicing, rental or installment payments of
milk service equipment.

9. Enter the total number of ALL half-pints of milk purchased during the claim month.
10. DO NOT enter average dairy cost information. It will be automatically calculated.
11. DO NOT enter total earnings. It will be automatically calculated.

Sign and date the claim. An unsigned claim cannot be processed.

If you cannot submit your claim form online, please contact your FNS Program Officer for instructions on
how to submit a paper claim.
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Appendix C: FNS-674 Form and Instructions
Download this form by visiting http://roap.fns.usda.gov/ or contacting your FNS Program Officer

or the ROAP Help Desk.

Print

OMBE APPROVED MO, 05840532

Expiration Date: 03/31/2018

U.5. Department of Agriculture - Food, Mutrition and Consumer Services

User Access Request Form
Acconding to the Paperwork Reduction Act of 1995, no persons are reguired o respond to a collection of Informiation unless it displays a valid OME control rumiber. The
valid OMEB control nurmber for this infiorrmation colection is 0584-0532. The time required to complste this information collection is estimated to average 10 minutes per
response, nchuding the time to review instructions, search existing data resounces, gather the data needed, and complete and review the information collection

User Information

1. Last Name First Hame Middle Name 2. Title 3. Date of Request
| 1 ] 111 |
4. Email 5. USDA E-Auth ID, (if anplicable)
6. Type of User (sslect one)| T- Telephone 8. Contract Expiration Date (i spplicable)| 9. Temporary Employee Expiration Date (if applicable))
10. Compamy 11. Division 12. Department
13. Office [select one) Street Address Suite #
-
City State ZIP Code

14. System Name 15. Type of Access | Role 16. Form _(spplicabie for FPRE)

|

17. Action Requested 18. State/Locality Codes 19. Login ID (curent users)

20. Enter a pass phrase for NFC verification (new NFC access only):

21. Enter Home ZIP Code for JP Morgan access Only:

22. Comments, Special Instructions and/or Justification (if "Other” is selected in fields 6, 13, or 14). [aifach separafe sheef f more space iz
needed)

Privacy Act Statement

The privacy act is stated for individuals requesting access to the Mational Finance Center (NFC). The authority in collecting this information is 5 UL.5.C.
301. The use of the requesting person's Social Secunty Mumber (55N) is for identification purposes only. Existing NFC users requesting modification
or termination of access to the NFC are not required to provide their S5M.

23. User Acknowledgement [Uzers requesting sysfem access must read, sign and dafe prior fo submitting thiz form)
# |have read and understand the Privacy Act Staterment above and the FNCS Rules of Behavior (see page 2 for complete verbiage)

®  [Decisions in persornel matters involving discipiinary action will be based on the assumption that | am familiar with the security requirements presented in
these rules and | am aware of my cbligation io abide by them
| understand that systems require security to protect user and systern files from unauthorized access.

#* | have completed this form to the best of my abilities.

User Signature Print Name Drate
Approvals
24, a. Supervisor ! COR

Print Mame |:| Approve |:| Deny
Phone Mumber Diate Signature

b. System - Authorzing Official [FNCS)
Print Mame |:| Approve D Deny
Fhone Mumber Diate Signature

c. Information Security Office (FNCS)
Frint Name I:‘ Approve D Deny
Phone Mumber Diate Signature

d. State Computer Security Officer [if applicable)

[] approve

Signature

I:‘ Deny

Print Mame
Phone Murnber

Diate

To be Completed by IT Customer Support (FNCS)

25. Has the Securi
been completed?

and Privacy Training 26. Date Received

YES MO

27. Person Receiving Request 28. Date Completed

Page 1

FORM FMN5-874 (0B-14) Previous Editions Obsolete Electronic Form Wersion Designed in Adobe 10.0 Version

SBU
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Rules of Behavior {ROB) - FNCS General User

User D and pasowond

The User ID and password being issued to you must mot be shared with or given to anyone else. FHCS Users who share their User ID or
password will be in viclation of the Computer Fraud and Abuse Act of 1888, If you forget your password or believe your password has been
compromised, cantact the 130 immediately. To have your account reset, contact IT Customer Support (1-888-0IT-4FMS) or open a ticket
through the Help Desk ticketing system.

Monitri fting of ENCS 1nf on B

At amytime, FNCS/USDA may monitor and’or audit user activity andfor network traffic. In addition, USDA may access your system and
disclose information obtained through audits to third parties, including law enforcement authorties. Acceptance of the waming banner prior
to logging onto the FNCS network is your acknowledgment of the FNCEUSDA monitoring/auditing.

Viplations

iolations of information system sscurity guidelines and procedures may lead to disciplinary action up to and including termination of
employment.

ManagerfSupervisor Responsibilities

All persons in a management role st FMCS must be aware of and knowledgeable in information system secunity practices. Managers are
responsible for enforcing these practices within their areas and will be held accountable for ensuring that users are aware of and
acknowledge their responsibilities. FMNCS Management is also responsible for ensuring that all FMCS Users, i.e. Employees, Contract
Personnel and Official Visitors attend mandatory computer security fraining.

EMCS User Responsibilities

FMICS User's access to information system rescurces indicates a level of trust between the User, FMNCS Management and 150, Thersfores,
FMCS Users are held accountable fior the following:

Ensure the ethical use of FMCS information resources in accordance with FNCS guidelines and procedures.

Lilize all security measures that are in place o protect the confidentiality, integrity and availability of information and systems.
Refrain from using FMCS information resources for inappropriate activities.

Adhere to all licenses, copyright laws, contracts, and other restricted or propristany information.

Always safeguard User [Ds, passwords, and smartcards.

Protect FMNCS information resources when working remotely by ensuring the latest patches and antivirus software are loaded on your
Gowvernment Fumished equipment (GFE].

Limited personal use of the Intemet is allowed as long it does not inferfere with official business or reflect adversaly on FHNCS Information
Systems.

Access only those information systems, networks, data, control information, and software that you are authorized to use.
Emow wio your Information System Securnty Officers (I550s) are and how to contact them.
Determine the sensitivity of the information and programs on your computing resources (e.g. non-senaitive, sensifive buf unclaszsified).

Awoid the introduction of harmful files/data that may contain spy-ware, viruses, etc. into any computing resource.

Please refier to the Guidance on Acceptable Use of FMCS Information System in the 702 handbook for additional acceptable uses of the
systam.

If you have any guestions on FMCS Information Systems Security, please contact [T customer support [1-888-0IT-4FNS) or send an email
to the Security Mailbox at SecuntyOfficers Mailbox@ifns usda goy.

Paos 2
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Form Instructions

1. LAST, FIRST, MIDDLE MAME - Enter the last name, first name and middle name (if spplicable) of the person requesting FNCS computer
system access. If middle name does not exist, entar nfa.

2. TITLE - Enter current Title.

3. DATE OF REQUEST - Select from the calendar, the date you are requesting access to an FMNCS systam.
4. EMAIL - Enter the FMCS email address, if known.

5. USDA E-AUTH ID - Enter your official e-Authentication 1D, [existing users).

To cbtain an e-Auth 1D go to btip ey eguth egov usda goviindesx himl and dick on "Create am Account”

6. TYPE OF USER - Select your user fype from the drop-down menu; Federal, State, Contracior, JP Morgan or Other. °If "Other” was selected in
this field, please provide an explanation in Field 22 of what "Other” means as well as the justification for the selection.”

T. TELEFHOMNE- Enter telephone.
B. CONTRACT EXPIRATION DATE - If you are a Contractor, enter your Contractor Expiration Date. Please contact your COTR for this date.

5. TEMPORARY EMPLOYEE EXFIRATION DATE - If you are a Tempaorary Employes (Infern), enter your Expiration Date. Please contact your
supenvisor for this date.

10. COMPAMNY - Enter your company/agency affiliation.

11. DIVISION - Enter your division affiliation.

12. DEFARTMENT - Enter your department affiliation.

13. OFFICE - Select your office affiliation from the drop-down menw. Enter the street number, street name, suite number, city, state and zip code
of the facility where the requesting user will be working. “If "Other” was selected in this field, please provide an explanation in Field 22 of what

“Oher” means as well as the justification for the selection.”

14. 5YSTEM MAME - Enter the system that you are requesting to access. “If "Other” was selected in this field, please provide an explanation in
Field 22 of what "Cther” means as well as the justification for the selection.”

15. TYPE OF ACCESS | ROLE - For the system, enter the type of access or role requested. Access and role types are system specific. Please
check with the System Cnwmer to determine the appropriate access or role type.

16. FORM - This field is needed for FFRS acocess only. Enter the form that the user has requested to access.

17. ACTION REQUESTED - Enter the type of access reguested for this system, if you are not sure, please contact the system owner for the
appropriate acton.

18. STATELOCALITY CODES - Enter the state/locality codes that are needed for system acocess. StatefLocality codes are FMNCS organization

codes that specific systems may require. If required, these codes will determine the information that you cam access within the FNCS system.
If you do mot know your stateflocality code, please contact the System Owner for the code.

15. LOGIM ID - If an existing account, enter in your current logim 1D

20. PASS PHRASE - Enter a pass phrase if you are requesting new MFC access cnly! An FMNCS Information Security Officer will contact you to
obtain your sccial security number for NFC and will provide your pass phrase to you.

21. HOME ZIF CODE - Enter your home zip code if you are requesting access to JPMorgan onlyl

22. COMMENTS, SPECIAL INSTRUCTIONS - Enter any comments or special instructions that are meeded for the completion of this request for
SYEISIN ACCESS.

23. USER ACKNOWLEDGEMENT - Fiead the Privacy Act Statement and the FNCS Rules of Behavior (ROB), sign and date the user
acknowledgement statement. This must be completed prior to submitting this form to your supenvisor.

24. APPROVALS - Prior to the user submitiing the User Access Reqguest form, it must be approved by the following: the user's Supervisor, the
Authorizing Official for the system, the Information Security Office and the State Computer Security Officer, if applicable.

25. SECURITY and PRIVACY TRAINING COMPLETE - This section is for FNCS IT Customer Support and Information Security Office Staff
use onlky.

26. DATE RECEIVED - This section is for FNCS IT Customer Suppeort and Information Security Office Staff use only.
27. PERSOMN RECEIVING REQUEST - This section is for FNCS IT Customer Support and Information Security Office Staff use only.

28 DATE COMPLETED - This section is for FMCS IT Customer Support and Information Security Office Staff use only.
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