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We get it: You’re a non-profit 
We share your vision of ensuring that all children are given a chance to 

succeed in life by giving them the proper nutrition they need to effectively 

develop their minds and bodies. The Child and Adult Care Food Program 
provides the necessary funding and guidance to make this vision a reality for 

children in licensed day care.  

 

We share your values of maximizing participation in this valuable program 

and at the same time protecting its integrity, while being respectful of the 

public’s money by aggressively minimizing operating costs.  

 

Since 1983 our mission has always been to provide outstanding software 

solutions for the CACFP at the lowest possible price. From the original stand-

alone DOS-based program, we have evolved to network-based scanning 

systems, and now to web-based solutions.  

 

Built upon years of experience working closely with food program sponsors 
and day care providers, CACFP.Net is the ultimate solution at a sensible 

price.  
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Introduction 

Creating your account 
 

Because our system is web based, any CACFP sponsor in the United States 

can go online right now, set up their account and start maintaining all CACFP 
data and process claims.  

 

It only takes a minute to set up your Sponsors account on CACFP.Net  

 

From the top menu select Sponsors -> Online  

Click on the link at the bottom of the page 

Fill out the form completely, remembering to select either Homes or Centers 

Click Submit 
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Logging in to your sponsor account 
 
You will then receive an email with your login and password information. 

 
 

 

Login 

 

From the top menu, select Login 

Enter your login and password 

Click Login 
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Main screen tour 
The top menu allows you to navigate through the system 

 

To view this manual online, click on the link at the right of the screen 
 

The Claims Processing Checklist will let you know where your are in the 

claims process and what needs to be done. You can hover over each item for 

a brief description. If there are remaining items to do, you can click on the 

link to get directly to that task.  
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I: Basic processing 
Overview 

Let’s start with basic processing of manual claims. 

There are four basic things we need to do to make sure providers get their monthly 

reimbursement: 

1) Maintain all of your provider data 

2) Enter and edit claims 

3) Print a State claim detail and summary report 

4) Print checks 
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Entering provider information 
To maintain provider information, select Files->Provider from the top menu.  

 

 

The navigation area lets you select the provider you want to view 

 
The sort/filter area lets you sort the providers by ID number or last name. 

You can also filter by Active, Inactive or all providers 

 

Data for the provider is grouped on tabs. Select a tab to view information.  

 

 

To change information on the currently selected provider, edit the data in 

the form and click Save. 
 

To add a new provider, click Add and a blank form will appear that you can 

fill in. Remember to click Save.  
 

Note: 
If you are reactivating a provider, you can simple uncheck the Inactive box. 

Do not create a new provider ID for this provider.  
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Licensing

 

 

Note: 

If a provider’s license is “pending”, meaning that is set to expire but is in the 

process of approval, update the license expiration to include the current 

month that is being claimed. Otherwise, the meals will be deducted. You can 

enter the actual new expiration date once the license has been officially 
approved.  
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Schedule 

Hours 

 

Days 

 

Times 
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Tiering

 

Providers can be Tier 1, Tier 2, or Mixed (if they have some children in each tier) 

Children are either Tier 1 or Tier 2.  

To change a Providers tier: Enter the effective date of the tier change (must be the 

first of the month), check the Eligible By box and enter the start and end dates. 

Then click the Change Provider Tier button.  

To change children’s tier: Enter the effective date of the change (can be any date 

during the month), select the child, click the button that says Make Child Tier… 

  



© 2018 by The AccuTrak Group LLC Page 12 
 

Children
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Home Visits 
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Checks
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Notes
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Changes 
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Entering children information 
 

Entering children is similar. Click on a provider’s Children tab to view the list 
of current children. To see the archived children, click on the Archived radio 

button.  

 

Select a child to view their data. Children data is also grouped by tabs.  

 

To change information on the currently selected child, edit the data in the 

form and click Save. 

 

To add a new child, click Add and a blank form will appear that you can fill 

in. Remember to click Save. 
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Schedule 

 

School/Care Schedule 

 

 

Parents 
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Entering claim information 
To enter claim totals for a provider, select Files->Claims from the top menu. 

 

 

The left panel shows the claims that have already been entered or posted. 

You can use the top area to filter by Claim month or provider. You can also 

sort the list by provider ID or name.  

 

Click on a line to view or edit that claim (claims that have been issued 

checks are available to view only -- no edits are permitted).  
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To add a new claim,  

 

 Click on the add button.  

 Select the provider 

 The provider’s basic information will appear at the top, including Tier 

 Select the claim month and year 

 Select the claim type  (Regular, Late, Late Late, Down adjustment, Up 
adjustment) 

 Enter the meal totals 

 Click Save 

 Dollar totals will automatically be calculated 
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State claim report 
To generate the State Report that lists all of the claims recorded for a particular 

month, go to the Top menu and hover over reports, then Claim Reports… then click 

on State Report,  

 

Claim month: (Select only one) 

Claim types: Select one (or hold down Shift key to select more than one) 

Select report: Detail or Summary 

Sort by: Provider ID or last name 

Create state interface file: (If your state gives you this option) Name the file 

to create 

Then Click the Print button. 
 

Detail 
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At the top of the report, you can click the arrow buttons to navigate to next 

and previous pages.  

 

If you want to print the report, click on the Disk icon and select PDF.  
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Summary 
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Checks 
To print checks, select Processing -> Print checks from the top menu 

 

 
 

From this screen, you can select which group of checks you want to 

“authorize” to print.  

 
1. Select the group (March Regular) and  

2. click the Authorize button. That group will be moved to the Authorized box. (You can remove a 

group by selecting it and clicking UnAuthorize.) 

3. Fill in the starting check number and check date.  

4. Click Create check run 

 

 
 

 The checks will appear as report at the bottom of the screen. You can use 

the disk icon and PDF option to print these checks to your printer.  
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II: Provider online claiming 
Provider login and main screen tour 

This is your provider’s home page.  

 

1. In the upper left can be your logo 

2. In the upper right is the provider’s name and current date 

3. The top menu lets them navigate anywhere  
4. The next section is totally under your control. You can create HTML 

messages that appear at the very top of all providers’ home pages. 

These messages can be formatted any way you like, and include 

pictures, videos, and links back to your home page. (To edit this 

message from your Sponsors account, select Utilities->Web content.) 

5. The claim calendar allows them to select the day they want to enter 

their claim for, as well as view a worksheet for a week. 

6. They can click on the Submit link to submit their claim when it is 

completed 

7. The Claim Entries box shows them what entries that have made so far 

8. The Missing Items box lets them know that they may have forgotten to 

enter a food item 
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Entering a day’s claim 
The attendance area lets you check the children and meals that were served.  

  

Notice that the age is displayed in the far right column, with three shades of 
green for the different categories of infants. These categories are broken out 

in the Infant menu section below.  

  

Also, you may set the earliest that a meal be served on the current day. For 

example, if you specify that Lunches can’t be served before 11am, the check 

boxes under the “L” column won’t be visible until after 11am on the current 

day.  

 

Attendance 
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Regular Menu 

 

To enter food served on the Regular menu, the provider just needs to click 

on the food item. That item will be filled in for the highlighted box, and the 
cursor will move to the next box and call up a list of food items to select 

from.  

  

The provider may also type in food items not listed. However, you will need 

to approve these items before the meal can be reimbursed.  
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Infant menu 

 

Food items for the Infant menus are listed in the three categories.  

  

Make sure to click on the Save button. If you naviagate away from this page 
before saving, the system will prompt you.  
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Feedback and submitting 
The provider Home Page then reflects the entries made, and reminds them 

that they forgot to fill in an item.  

  

 

 

To submit a claim, you can click on the link at the bottom of the calendar for 

that month.  
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You will then see a confirmation screen. Click on the green link to submit the 

claim, or the red link to cancel and return to the Home Page.  

  

An email will be sent to the email address listed in the providers Info tab.  
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III: Online processing 
Viewing online activity 

Web activity is everything your providers have been doing throughout today, 

sorted by most recent. 

  

Approvals required are meal exception approvals that need to be made.  

  
Providers currently claiming shows you all active and unsubmitted claims 

  

Claims submitted in last 90 days shows you which claims have been 

submitted.  
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Approvals 
Approvals screen 

 Y) Not deducted 

 N) Deducted but not on screen again 
 ?) Deducted and stays on this screen 

  

Remember to click the Save button.  
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Validating the claim 
Once claims are submitted, you can have the system automatically review 

them and make deductions.  

  
To get to the Validations screen, select from the top menu. 

  

 

Click on the Run Validations now button and the checking will begin. When it 

finishes, the Validation Status box will fill with the checks that were 

performed: 
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Reviewing deductions 
After the claims are validated, you can review them by selecting from the 

top menu. 

 
The review screen will show you all the validated (and unposted) claims. 

Click on a claim to view a calendar that should you days claimed in red or 

green. Red days have errors.  

  

Click on a day in the calendar to view the details for that day.  

  

 

 

 

  



© 2018 by The AccuTrak Group LLC Page 36 
 

In the example below, there were three meals deducted on October 4th 

because the day was claimed before the child enrollment date.  

  

If your data needs to be corrected, go to the appropriate screen and edit it. 

You can then rerun the validations.  

  

Once the claim has been reviewed, click on the OK to post button.  
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Posting claims 
Once a claim has be reviewed and marked as OK to post, the next step is to 

go ahead and Post it.  

  
You can get to the Posting screen by selecting from the top menu. 

  

 

 

On the Posting screen, click on the button that says Post Claims now.  
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IV: Reports 

Claim Summary 
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© 2018 by The AccuTrak Group LLC Page 40 
 

Review Worksheet 
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Claim Detail 
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Claim Summary 
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Missing Claims 
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Submitted Claims 
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Exceptional Weekend 
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Exceptional Dinner 
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Five Day Reconciliation 
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License Expirations 
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Dropped Providers 
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Provider Children 
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Children Info Form 
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Children Tier I Expirations 
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Children In and Out times 
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V: Topics 

Tiering 
Providers can be Tier 1, Tier 2, or Mixed. When you first enter a provider, 

they automatically default to Tier 2 until you change them.  

 
Children are either Tier 1 or Tier 2. New children default to tier 2 unless the 

provider is already Tier 1. 

 

To change a providers tier: 

 

To change a children’s tier for a Mixed tier provider: 
 

Notes: 

 Providers can only change tier on the first of the month. 

 Children can change tiers any time during the month.  
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State upload 
Your state may or may not be able to receive a text (csv) file upload for the 

claim.  

 
You will receive separate documentation for your state upload.   
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Claim types and adjustments 
Regular 

Late 

Late late 
Downward adjustment 

Upward adjustment 

 

 We make adjustments by meal totals, not dollar amounts directly. 

 Meals are added or taken away from the month of the claim. 

 

Example 1: We need to take an additional 14 breakfasts from a provider’s 

claim 

 

Enter a downward adjustment of 14 breakfasts. 

 

 

Example 2: We need to add back 32 Lunches to a provider’s claim 
 

Enter an upward adjustment of 32 lunches 
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Adding user accounts 
You may add as many user accounts as you like. Just click the Add button to 

add a new one, or select a row and click Edit to change it, or Delete to delete 

it. 
 

 
 

Levels: 

Admin 

Office  

Field Staff (can’t see ACH) 

  



© 2018 by The AccuTrak Group LLC Page 59 
 

Pre Enrolling children 
In some cases, your provider will be taking on new children during the 

month and will send in their official enrollment forms at the end of the 

month. In this case, we need a way to allow them to enter the child and 
record their meals. This process is called PreEnrolling.  

 

To PreEnroll a child.  

 

Their name will now appear on the attendance list in a very, very bright 

yellow box with the words “Remember to send in your enrollment forms.”  

 

Once you receive the enrollment forms, you can change the child’s status 

from PreEnrolled by unchecking the box: 

 

 
 

If an enrollment form is NOT received, all meals for this child will be 

deducted.   
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Open Fields 
You may wish to record something about a provider that doesn’t have place 

in the system. The system give you a number of fields that you can define 

for any purpose you would like.  
 

 
 

To create a checkbox to note if a provider is left-handed for example….. 

 
 

You can also create up to 4 dates and four text boxes.  
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This is how your provider Notes -> Open fields tab looks now: 

 


