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CNP web Claim Revisions
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P.O. Box 110500
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To revise a monthly reimbursement claim for the Child and Adult Care Food Program:

Step 1: Click on the Claims tab to display Claims page.

Step 2: Locate the claim month.

Step 3: Click Revise in the “Action” column on far right. The CNPweb displays the Sponsor Claim form.

· If you are not operating the family day care home portion of CACFP then skip to Step 5.    
Step 4: If you’re revising a claim for family day care home providers (only) update the sponsor claim with all the necessary revisions.

18) Check the “I Certify” checkbox and the Submit checkbox as in past years.  

If you’re a sponsoring organization that also operates centers, please finish your claim by following the directions listed below for all other CACFP programs.

All other CACFP Programs:
Step 5: Scroll to the bottom of the claim form. Form will contain numbers from last

paid claim.  Site information cannot be revised on the sponsor claim form.

Step 6:  Click Submit. Do not check the “I Certify” checkbox at this time. 

Step 7: On the bottom of the Sponsor Claim Summary click the “here” link to return you to the Sponsor Summary Page. 

Step 8: Click the [image: image1.png]


  icon to the left of the claim month. This expands the list of sites expected to submit claims for this claim month.

Step 9: Locate a site that needs revision for this month.

Step 10: Click Revise in the “Action” column on far right of each site. The CNPweb displays the site claim form.
Step 11: Make revisions the claim form.

Step 12: Click Submit.
 The CNPweb checks the claim form for input error: 

If the CNPweb finds errors; it displays the appropriate post confirmation page with the Errors status. You must correct all errors and resubmit your claim. For more information, see Correct Claim Input Errors

If the CNPweb finds no errors, it displays the appropriate post confirmation page with the Complete status.

Step 13: Click “here” to display the claims listing page.

Step 14: Repeat Step 9 through Step 13 for each site claim to be revised.

Step 14: Locate the sponsor claim for this month on the Sponsor Summary - Claims

page.

Step 15: Click Edit in the “Action” column on far right. The CNPweb displays the filled –in Sponsor Claim form.

Step 16:  Scroll to the bottom of the claim form and check the “I Certify” box and click Submit.  The CNPweb displays the Sponsor Claim Summary page with the claim payment information.
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