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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. 
 

 
 
 
 

  

mailto:eAuthHelpDesk@ftc.usda.gov
https://www.eauth.usda.gov/mainPages/index.aspx
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3. Click on “Register for a Level 2 Account.” 
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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.” 
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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.” 

 

 
 
 
 
 
 
 
 
 
 

mailto:eAuthHelpDesk@usda.gov
https://www.eauth.usda.gov/mainPages/index.aspx


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.  

 

 

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

and click on “Update your account.” 

 

 
 

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

 

 
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.  

https://www.eauth.usda.gov/mainPages/index.aspx
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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.  
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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 
c) 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.  

  

http://roap.fns.usda.gov/
mailto:roaphelpdesk@fns.usda.gov
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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.” 

 
 

  

http://roap.fns.usda.gov/
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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.  
 

 

 

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. 
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5. Select the program type for which you are submitting claims. 
 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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). 
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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
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. 
 

mailto:roaphelpdesk@fns.usda.gov
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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.  

1. Open Internet Explorer.  
2. Select the “Tools” tab.  
3. Select “Compatibility View Settings.” 
4. In the field “Add this website,” enter the address: http://roap.fns.usda.gov/.   
5. Select “Add.”  
6. Close and reopen Internet Explorer.  

 
 

 
 
 
 
 

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

mailto:roaphelpdesk@fns.usda.gov
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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. 

  



23 | P a g e  
 

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. 

 

http://roap.fns.usda.gov/
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