Summer Food Service Program (SFSP)

Online Claim Filing Instructions for
AUTHORIZED SIGNERS

1. ACCESS the Connecticut State Department of Education (CSDE) Child Nutrition Programs (CNP)
Online Claiming System at www.csde.state.ct.us/connecticutprod.

2. Click on LOGIN (upper right) to display the CNP Login Page.

3. ENTER your unique User ID and Password.

Note: If your institution participates in another Child Nutrition Program such as the National School
Lunch Program (NSLP) or Child and Adult Care Food Program (CACFP) and you have a previously-

assigned User ID and Password for that program, the CSDE has modified your existing codes to also
work with the online SFSP module.
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4. Click on the SUMMER FOOD SERVICE PROGRAM (SFSP) module in the upper right blue
quadrant.

5. Click on CLAIMS (top left) then click on the first option below, CLAIM.
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6. The Summer Food Service Program Claim Form entry screen will appear. You will see your

institution name (under Sponsor Name) and agreement number. Check that the current Program Year
indicates 2015. Click SELECT under Action.

¢ The Claim Month Summary Page will appear. You will notice that the claim is in error
status because even though it has been entered into the online system, it has not been
submitted for payment.

7. Click on the CLAIM MONTH of the claim that you want to submit to the system for payment. For
example, if you want to submit the claim for the month of June 2015, click on Jun 2015.

8. Select VIEW to see the claim in View Only mode.

Note: Authorized Signers can only view and submit claims for payment. They are not allowed to enter
data or make any changes. If you have any questions about the claim, contact the SFSP Claim Preparer
for assistance.
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9. Click SUBMIT at the bottom of the claim form. The claim will now be submitted for payment and a
screen summarizing the reimbursement will appear.

10. Select VIEW CLAIM DETAILS and a screen detailing how the reimbursement is calculated will appear.

11. Click ® EXIT in the upper right corner of the blue frame to exit.

For more information on the SFSP, visit the CSDE’s SFSP Web site or contact
Caroline Cooke at caroline.cooke@ct.gov or 860-807-2144, Connecticut State
Department of Education, Bureau of Health/Nutrition, Family Services and Adult
Education, 25 Industrial Park Road, Middletown, CT 06457.

This handout is available at www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/sfsp/sfspclaim_authsig.pdf.

The U.S. Department of Agriculture (USDA) prohibits discrimination against its customers, employees, and applicants for employment on the
bases of race, color, national origin, age, disability, sex, gender identity, religion, reprisal and, where applicable, political beliefs, marital status,
familial or parental status, sexual otientation, ot all or patt of an individual's income is derived from any public assistance program, or protected
genetic information in employment or in any program or activity conducted or funded by the Department. (Not all prohibited bases will apply to
all programs and/or employment activides.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, found
online at http://www.ascr.usda.gov/complaint_filing custhtml, or at any USDA office, or call (866) 632-9992 to request the form. You may also
write a letter containing all of the information requested in the form. Send your completed complaint form or letter to us by mail at U.S.
Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-
7442 or email at program.intake@usda.gov.

Individuals who are deaf, hard of hearing, or have speech disabilities and wish to file either an EEO or program complaint please contact USDA
through the Federal Relay Service at (800) 877-8339 or (800) 845-6136 (in Spanish).

Persons with disabilities who wish to file a program complaint, please see information above on how to contact us by mail directly or by email. If
you require alternative means of communication for program information (e.g., Braille, large print, audiotape, etc.) please contact USDA's
TARGET Center at (202) 720-2600 (voice and TDD).

USDA is an equal opportunity provider and employer.
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