
   

 
   

   
    

   

 
 

  
 

 
 

  
  
 

   
  

  
    

 

 
  

  
 

  
  

 
  

 
   

  
 

 
  

 

 
   

  
    

    
 

   
   

 
  
  

   
 

  
 

  
 

   
   

  
 

  
 

 

   
   

    CNPWeb Claim Flow Chart LEGEND: YOUR ACTION 
CNPWEB 

RESPONSE 

Click on Claims Tab 

Locate the claim 
month – Click “Add” 

button 

Scroll to the bottom 
of form and click 

submit 
DO NOT CLICK “I 

CERTIFY” 

CNPWeb 
displays 

Sponsor Claim 
Form 

CNPWeb 
displays 

Sponsor Claim 
Summary as 

“Pending 
Submission” 

Scroll to the bottom 
of the page. Click 

the “Here” link 

Click the folder + 
sign to the left of 
the claim month 

CNPWeb 
displays all 
sites with 
expected 

claims 

Click “Add” button 
next to site name 

CNPWeb 
displays claim 

form 

Complete Claim 
Form and Click 

Submit 

Repeat Steps for 
all Site Claims 

CNPWeb 
checks claim 

for errors. 

If Errors, 
check claim and fix. 

Re-Submit 

If no Errors, 
click the “Here” link on 

Confirmation 
page 

Once all site claims 
are complete, click 
Edit button to the 
right of Sponsor 

Claim 

CNPWeb 
displays filled 
Sponsor Claim 

form 

Check meal counts 
for accuracy. 

If Special 
Milk 

program, 
enter cost 

of pint 

Scroll to the bottom 
of Sponsor Claim 

form, click “I Certify 
button”. Click 

Submit 

CNPWeb displays 
reimbursement 
claim summary 

Claim Submitted – 
Status should show 

Approved 

This institution is an equal opportunity provider
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