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Accessing the Web site

https://dhhs.arkansas.gov/wa_snpclaims/login.aspx

T o save time in the future, once you have accessed this website you can save the link to the Favorites. To

save this link in your Favorites, simply go to the top of the web page, click on the word Favorites. Once
you click on Favorites a menu will drop down and you will see the option to “add to Favorites”, once
chosen, a box will appear with a file name and ask if you want to save, choose yes. You have now saved
this link to the Favorites.

=12l x|
Fif Edt Vew Favortes Tools Vel | a7
heack - £ - [x] @] D ‘ /,-'7 Search ¢ Favarkss €‘j| S
adikess [{€] bt fjahsiisdLjwa_sHPClaims JSITjSHPWelzomeN. aspx B8 |kaS 5
- /L~ |web Search| - [ godknarks+ 7 settings - | Eqmal = Gy vahoat + | ED answers - »
| SMPNRgisting Liser Lagin /I ok Add Tab [x]
op L —lsix|
o
0od 0 .
[2-= 3
- 0 [~
Fisasngs~ | Cavat - Dvyvovor - | Darswes = »
D on o d Care ahd E& dhoo

Special Nutrition
Food Program

a i

€] Rado staton Gude

& Home

€] chid Care Bl Logn

€] efiing - Purchass Labor TimeCard
enter

ARKANSAS DEPARTMENT OF

[} o gl o~ ~ ] Acc net
Human Services et
A Community of Caring &) Home - Northrop Grumman Information Technology
Il SEIVICES)
] People and Groups # Commenty ofComg
_'Ll &) N6 Tme sty
e & e
Ll | 5 . a s;::stnnqtkev Logn B
Eoe S e ) swEusino s ogniser i

Bstart| DS A FE QD ERFEREEBRGC | [Cnex. | B [owe. 00 B0 21 Gwns2e00dmIEaN0 ] Hewl B [ 09,50 wom

To Access the link from the Favorites menu simply choose Favorites and then choose the link name.

User will be directed automatically to the web site.

LINK TO APPLICATIONS PAGE:

https://dhhs.arkansas.gov/wa_snp/welcome.SNPM.aspx
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How to Log in

a SNP Existing User Login - Microsoft Internet Explorer = |ﬁ' |1|
File Edit View Favorites Tools  Help | :!'
e Back - \“9 - u @ \'_h | /_Fj Search \;\r\'{ Favorites @ | [‘}' e :‘?« ‘3
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¢ Enter the USER NAME assigned by SNP
¢ Enter the PASSWORD for this USER NAME

e Choose the OK button

About User Names and Passwords

User Names and Passwords have been assigned by your SNP worker. The User Name and Password
for billing claims is the same User Name and Password assigned in the Online Application System.

If you have forgotten the User Name or Password, use the LOST PASSWORD feature in the
Applications System or telephone SNP Technical Support at (501) 682-8869/(800) 482-5850 Ext 28869.
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How to Enter Claims

e
Fle Edit View Favortes Tools Help | o
@ eack - () - |ﬂ |§| __b ‘ /‘7 Search H:::(Favnr\tas & ‘ ;_i;'v -,; 33
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Alerts: (Default view shows MNew and Open Alerts)
Wiew Mew/Open iewr Mew Wiew Closed
Mo Alerts For REYOUNG

ed with REYOTIG

Businesses available for this user

Select |Prefix Number
Select A 627 989111222 CHILDRENS WOELD PEESCHOOL 5011112222
1

Enter Claims
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In this screen the user will see all Businesses associated with the User Name.

Depending on the Business type the user may see only one site as seen above or multiple sites
as seen below.

e
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Select A 627 899111222 CHILDEENS WORLD PRESCHOOL 5011112222
Select L 563 889111222 CHILDEENS WORLD 5011116666 J
CHILDRENS WORLD SCHOOL
Select F 27 989111222 LTHOH PROCGRAM 5011114444
CHILDRENS WORLD SCHOOL Busi 1 i
Select usinesses available for this user
el il 9 499111222 LUNCH PROGRAMS 5011115555
Select | CB 25 989111222 KIDZWORLD S REQED 5011113333
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Choose the Business user wishes to bill for and choose SELECT, then ENTER CLAIMS.

NOTE: ALERTS seen here are the same as the Alerts seen in the On-Line Applications System.

ALERTS are discussed further in the Alerts section of this manual.
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3 CACFP Child/Adult Care Center - Microsoft Internet Explorer ;Iilll

File Edit Wiew Favorites Tools  Help | l','
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Claim Month  [January =

Clamn Year Search |
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Wiew Claim Summary |
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|g‘] Done
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In this screen choose the MONTH claiming, and then enter the CLAIM YEAR.

Be sure to use the CLAIM YEAR and not the Fiscal Year.

Choose VERIFY ELIGIBILITY to verify authorization to claim for this time period.

Microsoft Internet Explorer ) i[

] Facility Eligible to Subrmit Claims For this Time Period. Please Select the Claim From the
L) Claim Grid ko Enter Claim Data.

Choose OK

NOTE: Claims should be entered before 2:00 pm each Friday to be authorized by SNP Personnel
and processed on Sunday for payment. Claims entered after 2:00 pm Friday will not be processed
or authorized until the following Friday.
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The view in this next screen will depend on the Business type.

) Home Sponsor Site listing - Microsoft Internet Explorer -8 %]

Fle Edi View Favories Took Help ‘;,t
Q-0 - 1* 2 ‘ et 5 pravrtes .@‘ iz B
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" Home Sponsor Site listing | o Add Tab
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Log Out P OBOX 1522
FAYETTEVILLE, AR 72702 J

TI: 710535525

Claim Month | September  »

Clatm Year  [2007 Search
Werify Eligibility

Claitn Listing for Month/Vear Requested
Adjust Submit Date Month | Claim Year | Status

10/17/2007 12:00:00 AM _ 2007

View Claim Summary
4 | L'J
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File Edit View Favorites Tools Help | f,’
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Adjust Submit Date | Month | Claim Year Status

.
Wiew Claim Summary

Site Listing for Current Claim
Select |Amount e Name Lic # | AllowReimb
— | Entered - i
Mo DAY DREAMS DAY
Select Ol e Claim & 22264 True

Select Iél;.m Mo Clarm  EARLY IMPRESSIONS 23350 True
Mo FUNTASTIC KIDS
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Choose SELECT next to the site user wishes to enter a claim for.

NOTE: When entering information into the following screen, EDIT checks will
appear if meals claimed does not meet eligibility and application information.

Be sure to carefully complete each field.




NORTHROP GRUMMAN

Enter claim information into the table, following guidelines given in SNP training.

Following are examples of the claim information screens for each program.

|Individual CACFF Business - No Sites Individual HSLP Bupingss
;NWM;;I‘DWS In Huberof  Days InCperation
Meal Counts ccc AtRisk Meal Cownts | Free | Redued | Paid
ot Nuwdberof Breafist | [ [
'uriber of Breakfast

= I I Muwherof Lunches I I I

zmi];ms I I Nureherof  Suppleteens I | I
ke Sinios I I Murberof Mills E 0
Nursher of Suppers I R
BT 0!
{Free Children Elighle Puriased :
|Reduced Children Eligihle Total Milk Cost i
| & Dadly Attendanc
{Paid Children Eligible g DA AR | L Supplemeat
[Cost of Food ,— Breakfast Total
| Average Daily Attendance I . Lunch Total
oee At Risk|

oash in Low Toml ’— Smyplement Total
|Food Service Total j ML Tl
s ]' . ,— Subtotal

ﬂ!ﬂl w <| Calcu\ahl Save |
"ACFP Home Sponsor Site Claim Data SF SP Site Clai_[n Dﬂtﬂ

KANDYLAND DAYCARE

r—— ,— | ALL MY CHILDREN LEARNING ACADEMY
Type of Horee Terl =
L i

Meal Gt Terl Terl Mied Number of Days In Operation |
bber o stk |°_ 0 o Nurnber of Breakfast

Murnber of Lunches
[ o

Muberof Luncles 2 Number of Supplements
Mucher of Sigplemerts o 2 £ Number of Suppers
Nusberol  Suppes I 0 &werage Daily Attendence
| ! - . ]—
Average Datly Atlendance Turt | Tor | i | i Joed
Tie1 ol Admin 4 Total
Tier 2 Total #dmin B Total
Mied Total | Subtotal

Stbtotal Calculste | Save

Caloulate I EMJ

After entering all of the information, choose either CALCULATE or SAVE.

Choosing SAVE will calculate and save in one step.

Microsoft Internet Expls =]

L E Site Claim Inserted.
L

Choose OK to continue.
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2} CACFP Child/Adult Care Center - Microsoft Internet Explorer JS[=IES 25 cackp child;adult Care Center - Microsoft Internet Explorer. =1 |
Fls Edt View Favorites Tooks Help | & | &
Qe - © - %] [ Th| Lo artes € | (- 2 B
Address [] http/jdhsisd s _SNPClsims_SIT CerterSi px Sl Es s ?| | addess [0 httprschsisd fwa_spclaims st icent o ECERES
- Q- [3 Bookmarks T settings = | E23mai « @ my vahoo! + | E3) ansivers » - a- [3eockmerksr settings + | (2imal « i@y vohoo! « | E3ansners - »
|| cacrp chidjadut care Conter | [ Adu Tap| [x] | CAcFP Chidfadul Core Center | [ 4 add Ta [x]
Loz Out =]
0g Out 4627 - CHILDRENS WORLD PRESCHOOT, Claim Listing for Month/Y ear Requested
72 GRANT 311 AL o L
SHERIDAN, AR 72150
TIN: 995111222 J Sl Adjust 1 2007 Tnactive
i 1 J
5 tatus will
Claim Year  [2007 Search Status will be
be Site Listing for Current Claim INACTIVE
Verfy Eligibilfy INACTIVE Date .
Clairm Listing for Month/Y ear Requdsted
Select Submit Date | Month | Claim Year Seloct | 10 Mo Claim | DAY PREAMSDAY o906t True
Claim CARE
Select | Adjust 10 200 Tnactive Ho EARLY
Sel
; elect Claim No Claim. TMPRESSIONS 23330 True
FUNTASTIC KIDS
- Select | $0.00 1111412007 PRESCHOOL 23389 True .
[t | S [ | ol
[E15e0e B st @ maninn. =

|
o] M2 AGEOAEHEEEED *| O [[Foc. B [[D0,020 s | tsw| e 8420 ABEEEEEG | D [Eoc. Hox. [[55,0 80 omm
Choose SELECT next to the claim to be submitted and choose VIEW CLAIM SUMMARY.

The claim is not completed at this point. User must review the Claim Summary Data.

On the Claim Summary Data screen user will need to enter the date and choose SUBMIT for the claim

to be sent to SNP Personnel for authorization.

Below is an enlargement of the signature portion of the Claim Summary Data screen

Date Signed Fnter Date,

Comments

i
Submit |

Return to Site Claims

If you need assistpdee, please call SN at (301) 682-8868.

NOTE: Once user has chosen SUBMIT no adjustments can be made unless you are an authorized
Home Sponsor. Users not authorized to make their own adjustments must submit
adjustments in writing to SNP personnel.




NORTHROP GRUMMAN
WHEN YOU SEE THIS BOX, CHOOSE OK.

Microsoft Internet Explol x|

L E Claim Submitked.
-

Once submitted the claim status will change from Inactive to Active.

Claitn Listing for MWlonthd T ear Requested
Audjust Submit Date Month | Claim ¥ear | Status

10/17/2007 12:00:00 AT

i Claim Summary |

The Claim Summary page will be the next screen.

Below is an enlarged view of the bottom portion of the submitted summary.

Amount Paid I ($288.14) 4
15% of Claim: ($43.22)

Date Signed | 11/09/2007

Comments 000 ﬂ
Submit |

Return to Site Claims |

Print Site Summary | Print Disbursement

If you need assistance, please call SNP at (501) 68

1. Submit will submit the current claim to SNP for authorization.

2. Return to Site Claims will return you to the Claim Selection page. You may select another
site to claim or if your Business type is available to adjust a claim, you may do that here.

3. Print Site Summary will print the current Site Summary page.
4. Print Disbursement will print a copy of your current disbursement for all claims.

NOTE: You must have a printer connected to your computet to use the PRINT options.
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How to View and Manage Alerts
The default view shows both New and Open Alerts.

Choose SELECT next to the Alert you wish to see.
18]

Fle Edit View Favortes Tools  Help ‘ i
Qe - ©) - [x] 2] T | ) search ¢ Favorites ) ‘ ..:/» 3

Adress [i@] huep:fdhsisdt fwa_shPClaims_SIT/Sikeiclcomet, aspx I Be |Lmks &

Y7 - ©,~ |web Search| -+ [ Bookmarks= [ Settings - | B2 mail + My ¥ahoo! ~ | E3) nswers ~ »
|| Wielcoms ko Arkansas SNF [x]

[ A FISHER

% 1.0.11 ¢ )
Division of Child Care and Early Childhood
Internet Claims Website

Velcome someone!!

tlerts: (Default wiew shows New and Open Alerts)
Wiew Mew/Open Wiew Mew Wiew Closed

Select | Alert Status | Alert Reason | OpenDate | ViewDate | Closed Date

Select MNew Other 1171472007

1

| : ~
& [T T [ 3o inkranet
Bs| @S 2§ E 0D EREEES |G| [Ewde. Blow. | [0 % w0

To see only New Alerts, choose View New.

To see Closed Alerts, choose View Closed.

The next screen shows the Alert Information

7} sNP site User Alerts - Microsoft Internet Explorer 18] x|

Fle Edit View Favartes Tools  Help ‘ o

Qe - ©) - [x] 2] T | ) search ¢ Favorites ) % 7..‘/» 3

Address |@"| http: {dhsiisdl1 jwa_SNPClaims _SIT/SiteAlertsM, aspx =l Go |Lmks »
Y7 - @~ e Search| - [Z pookmarks- [ settings - | B mail - Fmy vahoo! ~ | E3) answers ~ »

|1 SNP Site User Alerts X}
Print Documents =

Home Status [nProcess =]

Log Out

Eeason [other =] [Other
gy 999111222

TEST ALERT FOR TRAINING =
Comments

Open Date  |11/14/2007 10:52:48 AM
View Date  [11/14/2007 10:54:44 AM
Close Date

Sawve | s
4 | »

|&] pone [T T [ [S3tocdlintranct
Fsat| @S A FE 0 DEMEEEBEE ?| (O [Esws.. B, | [0,00 % T 1055
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To change the status of an Alert, choose the arrow in the box next to STATUS.

A drop down menu will appear, choose the Closed or In Process option.

<} SNP Site User Alerts - Microsoft Internet Explorer =R
File Edit Wiew Favorites Tools  Help | |','
) = 0 = = =
@Back 5 \J e d @ _,I.\J | /.)Saarch \i,:;/ Favarites €‘3| 3= = 3
Address I@‘] http: ffdhsisd1 fra_SMPClaims_SIT/SiteAlertsM, aspx j Go | Links **
Y’ '| "l'|WEh Search « @Bookmarks- [T settings - | @Mall - @My ¥ahoo! = ‘ Answers - i4s
| SMP Sike User Alerts | o Add Tab ﬂ
=
Log Out T
Reason IOther
In Process
TEST ALERT FOR TRAIMIMNG ;I
Cotnments
H

Open Date  |11/14/2007 10.52:48 AM
View Date  |11/14/2007 10:54:44 AM
Close Date

3
4 | »

] pane [T Minanee
rL—.'start| ESaEgE s IEWREEEREERE 2 glnhnx...”@ sNes... W] Docu.. | 0]+, % [ 10:55 M

Once the Status has been updated, the new Status name will appear in the Alerts screen.

NOTE: The Alert status cannot be changed to NEW

1six]
File Edit \View Favortes Tools Help | |','
@Back - \_}) - d @ __:_\J | /I.-.j Search \‘Trn:/ Favorites €‘E| - :,(. 3

Address [&] httpsjJdhsisd1 fwa_sHPClaims_SIT/SiteielcomeM. aspx | B e || Links *
Y’ v| '__{'|Web Gt EPBunkmarksv Fissttings» ||Go o "http:,i,l"dtsiisd1,iwa_SNPC‘Ia\rzs_SIT,l’SiteWeIcomaM‘aspx"
_ Welcome ko Arkansas SHP

HEE. 1.0.11 &

vaisién of Child Care and Early Childh
internet Claims Website

Welcome someone!!

Closed Alerts
Wiew Mew/Open | ViewNewl Wiew Closed |

Select | Alert Status | Alert Reason | Open Date | View Date | Closed Date
Select | Closed Other 111472007 11414/2007 1171472007

¥

K| | 2]

|@‘] http:ffus.Ird. vahoo, comf_wlc=%300MTEvbRBhcTRZE

Pstan| | @ S 2 &G 0 D E 2 EE R

Closed Alerts will be moved to the closed alert section. The user may now continue to view alerts
Or choose another action such as entering claims or logging out of the system.
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Contact Information Page

Web Address:
https://dhhs.arkansas.gov/wa_snpclaims/login.aspx

Support Phone Number: (501) 682-8869

Toll Free Support Phone Number: (800) 482-5850 EXT 28869

NOTES:
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