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 What you’ll need to complete your 
monthly claim

 Claims submission tutorial



Email is best…

Mike Sullivan
michael.sullivan@education.ky.gov

Ruth Ann Nethery
ruthann.nethery@education.ky.gov

Tonya Smither
tonya.smither@education.ky.gov

Phone (502) 564-5625



 Internet accessible device with Internet 
browser (Internet Explorer, Firefox, Safari, etc.)
◦ We recommend using your computer

 CNIPS User ID
◦ The same one used during the application process
◦ No more NH ID’s (NHX##0A, NHXX#SU)

 Approved Application
◦ If you make ANY changes to your application you 

MUST contact your consultant to re-approve your 
application before your can file a claim.



 Meal Count –
Consolidation Form 
of First and Second 
Meals Served
◦ If you enter Second 

Meals Served, CNIPS 
will calculate 2% of 
the First Meals 
Served and pay up to 
2% of the meals in 
reimbursement



 PICK A DAY! 
◦ Please don’t wait 

until the 15th (first 
Friday, 5th or10th of 
the month, etc.)

 Log Onto CNIPS
◦ https://cnips.educati

on.ky.gov/
 Bookmark or save 

this to your favorites



Click on Claims



Click on Claim – SFSP



Click on the 
month you 
are claiming



Click on the red 
button that says 
Add Original Claim



 Choose the site 
you are ready to 
enter monthly 
information

 Remember, 
you’re entering 
information by 
individual site



 Enter your meals 
at the top!

 Enter the meal 
counts from the 
Meal County –
Consolidated 
Form of First and 
Second Meals 
Served

 Only enter the 
APPROVED Meals

 Click on the red 
Save button at the 
bottom of the 
page



 You may 
received this 
error.

 If so, go to the 
bottom of the 
page and click 
the red 
Continue 
button.



 Enter the beginning 
(1st day of service) and 
ending dates (earliest 
to latest dates for all 
sites)

 Enter the Number of 
Sites claimed for the 
month 

 Enter the maximum 
number of days 
served 

 Remember, enter the 
information ONLY for 
the meals the sites are 
approved.



 The lower half 
of this page 
will show a 
breakdown of 
the meals and 
show the 
number of 
Second Meals 
to be paid

 Click the red 
Continue
button



 Summary Screen 
(top section)
 This will show the 

total number of 
sites and meals

 A breakdown of 
the meal and 
administrative 
reimbursement 
will appear

 Continued Next Page



 Summary Screen 
(bottom section)
 The Total 

Reimbursement will 
be shown

 Click Certification 
box

 Click the red Submit 
for Payment button

 You will then receive 
a confirmation 
screen and email

 Click on the 
Finished button on 
the Confirmation 
screen



 You will be taken back to this screen to View, 
Modify or review the Summary of your Claim




