KIDKARE INSTRUCTIONS

KidKare is an online tool that simplifies the entire reimbursement claim process and reduces
the chance for errors. All you need is a smartphone or any device that lets you connect to the
internet.

Claiming with KidKare takes the work out of food program paperwork. With KidKare you can
use your smartphone, tablet, laptop or desktop computer to manage meal counts, menus and
reimbursement claims with just a few taps of your finger. Providers can also plan and save
menus, check children in and out and submit claims to their sponsors.

Best of all, the Child Nutrition Program of Southern California offers KidKare FREE for their
providers.
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KidKare is a website that works with any browser or any internet connected device.

To start claim online, email KidKare@cnpsc.com. Subject line: Claiming on KidKare. In the
body of the email, give your name, the date you received your program training, and ask for
your login and password.

After you receive your login and password, make sure that you read and follow all the
steps. If you did not read, sign and date the “Provider Agreement when using the Minute
Menu Program Record Keeping System” during your program training, please read the
“Provider Agreement when using the Minute Menu Program Record Keeping System”
and mail a signed, dated “Provider Agreement when using the Minute Menu Program
Record Keeping System” to our office before you start claiming online; keep a copy for
your records also. Please note that once you start using the Minute Menu KidKare
website there is a “Help” button to answer frequently asked questions (FAQ) or to
contact Minute Menu KidKare.

Our website www.cnpsc.com has a KidKare section on the Resources tab with links for
additional information.
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@KldKore KidKare Start-Up Guide

Welcome to KidKare! These quick instructions should help you get started.

& kidkare.com

Stepl—LogIn

]

Go to kidkare.com and click LOG IN. Enter the Username and password that has been provided @Kldkore O

to you by your Sponsor. If you're on a smartphone or tablet, tap the menuicon (three lines at

the top right corner) to display the LOG IN screen.
‘%W KidKare

Step 2 — Decide what you would like to do next.
You can access all of the KidKare features from the menuicon.
Click the question mark icon to access Help online.

Verifying Enrollment - To verify all children are enrolled, go to Home >> My Kids.

e Clickthe gearicon and select “Pending.”

o Scroll down past the active kids to view those with a “Pending” status. Filter by:
¢ Ifanychildren are missing, enroll them by tapping the Add Child button. ctive

Recording Meals - To start recording meals, go to Meals >> Enter Meal.
¢ Verify the correct date is displayed. .
e Select Infant or Non-Infant.

Bread/Alternate

Serving 1

v

e Select a meal from the list, and record the serving time. = What:does CHy HE/ HM, HS, WG,

mean?

e Select the foods from the list. {(You can type all or part of the word to
search for a specific food )

¢ Tapthe name of each child that was present during the meal time. s
¢ Taponthe Check IN button at the first meal the child is in attendance. _ Sirenli
¢ The names will turn green. Crackers
¢ To mark No School or Sick click on the menuicon = tothe right of Crusts

the child’s name. Grains
¢ When all required fields have been entered and at least one child is ;
marked in attendance, click the Save button.

Other Breads
Sick ]

Mo School

®

Sending the Claim to Your Sponsor
At the end of the month, go to Food Program >> Send to Sponsor >> Read then check
the Terms and Conditions box and click Send to send the claim to your Sponsor.

Check out the many other features of KidKare!

¢ Calendar: Review meals, school out days, closed for business, and more!
¢ Messages: Read important information.

¢ Reports: Generate child enrollment reports, claim reports, etc.

ety it

Learn more! RKioKare
The KidKare Knowledge Base has training videos and helpful information to learn more about

f\ ‘| Reset )

KidKare. You can even sign up for a free webinar. Just click your name at the top right corner of A

the screen, and choose the Get Help option. That will connect you to help.kidkare.com.

Claim summary

8 2018




LOG IN TO KIDKARE

Point your browser to www.kidkare.com then click “Log In”.

On your computer it’s in the upper right of the screen.

QKidKare
FEATURES PRICING SIGNUP NEWSLETTER SUPFORT
Then just fill in your username/password
MANAGE YOUR DAYC/ @Kndkore
BUSINESS FROM YOL o
DEVICE. ﬂ
KidKare runs on any mobile device with an in -
Connection‘ Remember Me | need a new password
ol Verizon & 11:18 AM o 3} 88% mm)
& kidkare.com &
__|On your tablet or smart phone you may need to tap on the
@KldKQfe = [Menulcon = to see the Log In option
FEATURES wtl Verizon LTE 11:28 AM © % 87% mm)
& app.kidkare.com ¢
PRICING
SIGNUP
NEWSLETTER
@Riidkare
Please Log In
LOG IN
- ‘
§¢ a
Remember Me | need a new password
< M
Language ~
< 0 M
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FINDING HELP

KidKare Knowledge Base website is packed with helpful information,
videos, and Webinars. To quickly get to the Knowledge Base from
KidKare, click on your name in the upper left corner of the screen, the
click Get Help.

Welcome,
@ Get Help

{!) Logout

+Add child | =
I

@ KidKO re"c Home Providers Centers Parents Submit a Ticket LOGIN

Welcome to the KidKare Knowledge Base

Refine v Q
# Home Home @0 System Status
) Home Providers Webinar Schedule
> Updates & Fixes
Click here to view our webinar
v Home Providers Getting Started My Kids My Site schedule.

> Getting Started
> My Kids

> My Site

> eForms

» Meals

» Food Program
» Calendar

» Check In/Out
> Reports

¥ Accounting

» Videos

> Resources

» Centers

> Parents

Is this your first time
using KidKare? Start
here!

eForms

Learn about the
eForms process and
how to let parents
complete eForms
onsite.

Calendar

Learn how to use the

calendar to manage

events and schedule
menus.

Accounting

Learn how to create
and manage invoices,
P 2

Learn how to enroll
and manage children.

Meals
Learn how to record

meals and schedule
menus.

Check In/Out
Learn how to check

children in and out
each day.

Videos

View tutorial videos for
a wide range of
i ———

Learn how to reset
your password and
update your
subscription.

Food Program
Learn how to submit

claims to your food
program sponsor.

Reports
Learn how to print the

various reports
KidKare has to offer.

Resources

Links out to additional
CACFP resources.

Can't find an answer?

Submit a ticket here and our staff
will get back to you shortly.

Support Hours:

M-T 9 am to 5pm CST

WSamto 12 pm & 1:30to 5 pm CST
Th9amto5pm CST
F9amto4pmCST

G Select Language | ¥
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MY KIDS PAGE

The first page you will see is My Kids. Here you will see children who are already enrolled. If
no children that you have enrolled are showing you may need to change the filter. Click on

the Settings Icon

on the top right, then click “Active” and “Pending”.

@Kndkore
a

m P @ B[VIB

Pending

e | &

Filter by:

i

ENROLLING CHILDREN

All children in care must have a completed Enrollment Report on file in the office to
participate in the Child & Adult Care Food Program. The Enrollment Report must be verified
and dated by the parent/guardian either prior to or on the child’s first day claimed on the
Child & Adult Care Food Program. If the Enroliment Report is dated after the child’s first
day claimed on the Child & Adult Care Food Program the date of enrollment will be changed

to the date the parent/guardian signed the Enrollment Form.

To begin enrolling a new child click on the + Add Child Icon

@Kucﬂ(nre
a

N
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Pending

e § Wy
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ENROLLING CHILDREN (continued)

You must fill in:

Child’s first and last name
Enrollment date — this is the first day you will start claiming the child on CACFP

Participates in CACFP. If participating you must check mark the box. If the parent has

chosen not to participate you will leave the box blank.

e Race and Ethnicity (these categories are defined by federal law) and relation to provider if
any

e Child’s gender

e Special diet — If a child has a food allergy or intolerance that has been diagnosed by a doctor
and requires a special diet, the special diet box must be checked.

e Special Needs - Check this box if a special needs child requires a special diet or is over the

age of 13 and requires child care.

e Migrant Worker’s Child — check this box if the Child is 13, 14, or 15 years old. Migrant
workers children may participate until they turn 16 years old.

Click the next button to continue to the next screen
e Complete all parent information — Name, phone number and address
Click the next button to continue to the next screen

e Days in care — select all possible days the child could attend (Monday - Friday)

e Times in care — select the earliest possible in time and latest possible out time

e Participating meals — select all possible meals within their earliest in time and latest pick up
time

Days attending School — select all days the child will attend school

School — complete school type — select the one that best defines the type of school

School times — enter the time child leaves for school and returns from school.

Click the Enroll/Print button. Once the Enrollment report displays, print 2 copies, have the
parent verify and sign both copies, Keep one copy for your records and mail one copy to our
office within 5 working days of the child’s first day in care.

Infants

If the child is an infant (under 1 year), the infant details will show for the provider to complete.
Enter the complete name of the formula you offered the parent. Then select the appropriate
answer to: will the parent provide breastmilk, will the parent provide formula — if the parent is
supplying formula fill the complete name of the formula. Then answer, will the provider or
parent supply the food for when the infant is developmentally ready.

Click the Enroll/Print button. Once the enrollment report display, print 2 copies, have the
parent verify and sign both copies, Keep one copy for your records and mail one copy to our
office within 5 working days of the child’s first day in care.

CNPSC



Provider: Phone:  (951) 555-9876 CHILD Food Program Sponsoring Agency:

GoodProvider, Nancy #000097 Monitor: NR Child Nutrition Program of Southern California
130 ABC ST E OLLMENT 7777 Alvarado Road, Suite 422
Anywhereville CA 924000000 Tier: REPORT LaMesa CA 919420000

(619) 465-2695

Name: Timmy MI: Last Name: Schoolager Ethnicity: Non Hispanic
Address: 2222 Age Old Rd. State: CA Race: Black
White
City: Anywhereville Zip Code:; 924000000 Sex:
Date of Birth: 12/104/2011 Enrollment Date: 03/04/2019

Age as of Date Printed: 7y 9m

Over Night Stay Approved: No
Name: Samantha Schoolager Payment Source:
Address: 2222 Age Old Rd.
City: Anywhereville State: CA Zip Code: 924000000 Email:

Phone: (951) 555-1234

NORMAL SCHEDULE:

Participating Days: MON TUE WED THU FRI Weekday Times: 06,00 AM - 06:00 PM
Participating Meals: BRK AMS LUN PMS DIN EVS Weekend Times:

SCHOOL INFO:

School Type: School School Number:
School Name: Best Elementary School District: San Bernardino City Unified

School Depart/Return Times: 08:30 AM - 03:15 PM Days Attend: MON TUE WED THU FRI

SPECIAL INFO:
Participates in CACFP: YES Relation to Provider: NotRelated
Special Needs: NO
Special Diet: N

Q
If etther are YES, attach a signed medical statement.

.
Dear Family, Congratulations!
Your provider has chosen to join the Child and Adult Care Food Program (CACFP). This program extends the National School Lunch program to children in Family and group child care homes. The

USDA has guidelines that your provider has agreed to follow. Under the requlations of the CACFP, your provider may NOT charge you a separate fee for meals that are claimed for reimbursement, and

they must supply all of the components needed to meet the requirements. In an effort to improve our Program, we periodically contact parents to provide input and to verify attendance of their children in
this child care home.

| have verified that the absve information is comect, and | have received a copy of this completed form.

Parent/Guardian Signature: Date:

Provider's Signature: ID#: 0097

State Agency Contact Info: California Dept of Educ, Mutrition Services Division, 1430 N Street, Sacramento, CA 35814, B0D-8562-5609
Non-discrimination Statement

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions
participating in or ad

ing USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any
program or activity conducted or funded by USDA. Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign
Language, etc.}, should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877-8339. Additionally, program information may be made available in languages other than English. To file a program plaint of discriminati plete the USDA Program
Discrimination Complaint Form, {AD-3027) found online at: hitp://www.ascr.usda.govicomplaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter

all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by: (1) mail: U.S. Department of Agriculture Office
of the Assistant Secretary for Civil Rights 1400 Independence A , SW Washing D.C. 20250-9410; 2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov. This institution is an equal
opportunity provider.
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MAKING CORRECTIONS TO AN ENROLLMENT REPORT

Enrollments must be updated when there is a change (times/days in care, school times, home
address, etc.). To make a correction, print the Child’s current Enrollment Report, make any
corrections to the Enrollment Report with a pen, have the parent verify and sign the
Enrollment Report, mail it to the office. The office team will update the child’s enrollment
information.

WITHDRAW A CHILD

When a child is no longer in your care, it is a good practice to withdraw the child from the
program. To do this, from the My Kids screen, click on the child’s name/icon, click on the red
Withdraw button.

Withdraw \
=]

Enrollment Form —) | 8

CNPSC



RECORD A MEAL (NON— INFANTS)

Recording a meal is very easy. Click on the Meals tab on the left side of the screen, click on
Enter Meal. Verify the date, select the Non-Infants button, select the meal from the drop
down, and verify the correct Serving Time is entered. Select the Meal Components from each
of the drop down menus. Click on the child’s name, turning the box green, of children being
claimed for the meal. This is also a great time to also select Sick or No School for school-age
children who are there at times when they would normally be in school. Then click on the

Save button.

@Kud}(are
€ | 2

T meals

T

[1+]

| ®
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DOCUMENTING SCHOOL OUT DAYS

Document school out days for all school-age children (6 years +) and children attending
Kindergarten, Preschool, and Head Start (away from the provider’s home). If you serve a child on a
weekday while the child would normally be in school, there is usually a reason for it. Perhaps
school is out for winter, spring, or summer break. Or maybe it’s an in service day. Or perhaps the
child is sick, staying home from school but still attending your child care. If a child is home sick,
select the “Sick” icon from the menu to the right of the child’s name when recording your meals. If
a child’s school was out that day, select the “No School” icon from the menu to the right of the
child’s name when recording your meals.

Providers who do not document children’s school out days will not be reimbursed for the meals
claimed when the child is normally in school (usually these meals are for AM Snack and Lunch)

Schoolager, Sammy 9y

|

Schoolager, Sally

Sick [+

Mo School @

Or, You can use the Child’s Calendar to enter this school out information ahead of time, if you like.
#1 Click on “Calendar” from the menu, #2 select the “Child” filter, #3 select the child, #4
drag the “No School” label to each day the child will not be attending school

“*KidKare 43 =N

% m _ :ZaEﬂ-jE r

& rome v Schoolager, Timmy (5

#1

{

NOTE: In order to add or delete meals

for an event, you must click on the

existing e on the calendar to open
the Event Editor.
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RECORD A MEAL (INFANTS)

Recording a meal is very easy. Click on the Meals tab on the left side of the screen, click on
Enter Meal. Verify the date, select the Infants button, select the meal from the drop down,
and verify the correct Serving Time is entered. Click on the child’s name, turning the box
green, this will give you the option to select the Meal Components from each of the drop
down menus. This step is done for each Infant in attendance for the meal claimed. Then click
on the Save button.

@Krdknre

Breast Milk / lron Fort. Infant Formula L. ¢
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SUBMITTING YOUR CLAIM

Submitting your claim is quick and easy. Once all your claim data has been recorded for the
month, Click on the Food Program tab on the left side of the screen, then click Send to

Sponsor. read and click the box agreeing to the Terms and Conditions, then click the Send
button.

RKidKare n
m A Food Program » Send to Sponso

I

ATTENTION PROVIDER: By sending this KidKare claim information to your Sponsor, you certify that you agree to

CNPSC




REVIEWING YOUR CLAIM SUMMARY AND ERRORS REPORT

It is very important that you review the codes and reasons for meals disallowed on your Claim
Summary and Errors Report after the office has processed your monthly claim. It is always our
goal to help our providers understand the reason for a meal disallowed, so it can be corrected in
their future claims.

The office does not mail the Claimed Summary and Error Report to providers. Providers can
easily view their Claimed Summary and Error Report by following the instructions below. The
best time to review your Claimed Summary and Error Report is around the 12" of each month
after you submit your claim. Please call the office if you have any questions.

Your reimbursement is based on the information reported on each Child’s Enrollment Report. If
the information on the Child Enrollment Report changes the provider should:

Print 2 copies of the existing Child Enrollment Report (DO NOT RE-ENROLL CHILDREN)
Write in the changes with an ink pen
Have the parent sign and date both copies

Mail one copy to the Child Nutrition Program of Southern California office within 5 days of the
changes so the office has time to enter the new information before your next claim is submitted.
Keep one copy for your records.

HOW TO REVIEW YOUR CLAIMED SUMMARY AND ERRORS REPORT ON
KIDKARE

Click on the Reports tab on the left side of the screen

From the “Select a Category” drop down menu select “Claim Statements”

From the “Select a Report” drop down menu select “Claimed Summary and Error”
Select the claim Month you would like to review

Click on Run

fRKiokare El
: @« Reports

D
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