
 

 

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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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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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. 

 
 
 
Then just fill in your username/password 

 
 
 
 
On  your  tablet  or  smart  phone  you may  need  to  tap  on  the 
Menu Icon         to see the Log In opƟon 
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FINDING HELP 
 

KidKare Knowledge Base website is packed with helpful  informaƟon, 
videos,  and Webinars.  To  quickly  get  to  the  Knowledge  Base  from 
KidKare, click on your name in the upper leŌ corner of the screen, the 
click Get Help. 
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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 Seƫngs Icon           on the top right, then click “AcƟve” and “Pending”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ENROLLING CHILDREN 
 

All  children  in  care  must  have  a  completed  Enrollment  Report  on  file  in  the  office  to 
parƟcipate 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 Enrollment Report  is dated aŌer 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 
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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. 
● Race and Ethnicity (these categories are defined by federal law) and relation to provider if 

any 
● Child’s gender 
● 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. 
● 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. 
● 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 
 
● Complete all parent information – Name, phone number and address 
 
Click the next button to continue to the next screen 
 
● Days in care – select all possible days the child could attend (Monday - Friday) 
● Times in care – select the earliest possible in time and latest possible out time 
● 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. 
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UPDATING ENROLLMENT INFORMATION 
 

Enrollments must be updated when there is a change (Ɵmes/days in care, school Ɵmes, home 
address, etc.). To make a correcƟon or update informaƟon,  print the Child’s current “ACTIVE” 
Enrollment Report  (DO NOT USE YOUR ORIGINAL “PENDING” Enrollment Report), make any 
correcƟons  to  the Enrollment Report with  a pen,  have  the parent  verify,  sign  and date  the 
Enrollment Report, mail the Child Enrollment to the office, keeping a copy for your records.  
When received, the office team will update the child’s enrollment informaƟon. 
  
 
 

WITHDRAW A CHILD 
 

When a child  is no  longer  in your care,  it  is a good pracƟce 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 buƩon. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Withdraw 
 
 
 
 

Enrollment Form 
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RECORD A MEAL (NON– INFANTS) 
 

Recording a meal is very easy.  Click on the Meals tab on the leŌ side of the screen, click on 
Enter Meal.    Verify  the  date,  select  the Non‐Infants  buƩon,  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 Ɵme to also select Sick or No School for school‐age 
children who are  there at Ɵmes when they would normally be  in school.   Then click on the 
Save buƩon. 
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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) 

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 

#4 

#3 #2 

#1 



 

 

RECORD A MEAL (INFANTS) 
 

Recording a meal is very easy.  Click on the Meals tab on the leŌ side of the screen, click on 
Enter Meal.   Verify the date, select the Infants buƩon, 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  opƟon  to  select  the Meal  Components  from each  of  the  drop 
down menus. This step is done for each Infant in aƩendance for the meal claimed. Then click 
on the Save buƩon. 
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SUBMITTING YOUR CLAIM 
 

Submiƫng 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  leŌ  side  of  the  screen,  then  click  Send  to 
Sponsor.    read and click  the box agreeing  to  the Terms and CondiƟons,  then click  the Send 
buƩon.  
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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 12th 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 
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