\~
- MinuteMenu HX



Table of Contents

Billing INFOrmation ... s 9
Understand the Billing STrUCLUIE .....oooiiiiiiee e 9
View the Billing Details REPOIT ..ooiiiiiiiii e 22

Install & Update Minute Menu HX ... e 24
SYSEEM REGUITEIMENES  iiiiiiiiiiiiiiiiiiis sttt r e e e e e e e e e e e e e e e e aaeeaeaeebb b as 24
[VIDEO] Install & Upgrade Minute MenU HX .....iiiiiiiiiiiiieceeeee st 26
Scheduled MainteNaNCe WINUOWS ....iiiiiiiiiiieiiici e e e e e e e nne 30
(Of0] gl =Tt A YU o] o Lo ] 4 SR PP PP PPT PP PP TR TR 31
Subscribe to System Status Updates ..o 34
MaINTAIN YOUT SCANNEE oottt et e e e e e e e e s s s s n bbb et e e e eeaeeeeens 37

Gt Started ... 38
IMPIEMENEALION PrOCESS ...eeiiiiiiiiiii et e e et e e e s r e e e e e e annees 38
Monthly Processes With KidKare ... 39
Three-Year Record Keeping REQUIFEMENTES ......uuiiiiiiiiiiiii i e e e e e e e e e e aaees 41
Customize the KidKare Welcome Letter ... 42

ManNAaQe ProVIiderS ...........ooiiiiiiiiiiiii et e e et e e e r e e e s 45
Enroll & Manage ProViders ...ttt 45

UNderstand Provider IDS ...uuuuiiiiiiiiiiiiiiiii ittt a e e e e e e e e e s 45
ol o] o] | I o oV To [=] TP PP PP TRRPPPPPPP 46
Add Providers in KIAK@IE .......uviiiiiiiiiiiiiiiciiiii ettt e e e e e e e 55
Send Welcome Messages for KidKare ...t 56
Set @ Provider's Claim SOUIMCE ....uuiiiiiiiiiiiiiiiccee e ra e e e e e e 58
LIS PrOVIAEIS .ttt r ettt e e e e e e e s e e 60
Update Provider INfOrmation ........iiiii e 62
Update Provider EMail AdAreSSES ......uuiiiiiiiiii i s e e e e e e e e e e e e e e aaaananes 63
BUIK Provider UPAate ...t 68
Manage Provider CAPaCILY ......oiioiiiiiiiiee e 69
Manage Provider TIEMNG ...ooooiiiiiie ittt e e e et e e e e s s nbnreaeeeaans 72
Manage Historic Provider Data ... 76
Manage Provider HEIPEIS ... 78
Handle the Provider's OWNn Children ... 81
Manage the Provider Calendar ... 84
Manage the Same-Day Entry REQUIFEMENT ......oooiiiiiiiiiiieiiiiiieee e 88
Observe Providers with Observer MOAe ..........oooiiiiiiiiiiic e 92
Control Provider Access to KidKare FEAtUres ... 94
Manage Provider STatus ..................cccoiiiiiii e 95
Understand Provider STatUS ... 95
Best Practices for Managing Provider StatusS .......ccccoiviiiiiiiiiiiiiiicce e 96
Place Providers 0N HOIA ..o 100
Switch Providers to Pending Status .........cceeviiiiiiiii e 102
Return Providers to ACEIVE STatUS ......cccuiiiiiiiiiiiiii e 103
REMOVE PrOVIAEIS ..oiiiiiiiiiiiiiiiie ettt e e et e e e e e e e e e s s e s bbb b e neees 104
REACHIVALE PrOVIGEIS oiiiiiiiiiiiiiiie et e e e e e e e e e e e e e b e s 106

D (S I ad (o VA o (=] £ TR 108



LI 2 0 0 ad e XV L =) o T 109

Understand Provider Training StrUCLUIE ........oooiiiiiiiii e 109
SEt UP TraiNiNg TYPES oiiiiiiiiiiiiiiii ittt ettt et e e e e e e e e s s s bbbt a ittt e e e e e e eeans 110
Add a New Training SESSION .....cciiiiiiiiiiiiiiiiiirr e e e e e e e e e e e e e aeeeeeeeaees 112
Add an Individual Provider Training .......cceeuveuiiiiiii e e e 114
Assign Multiple Providers to @ TraiNiNg .....ccceveiieiiiiiiiieee et 116
MESSAGE ProViders ..o 117
KidKare MeSSaginNg ...........ccooiiiiiiiiiiiiiiii et e e e e e 117
Enable Providers to Message You via KidKare ...........cccviiiiiiiiiiiiiie e 117
Message Providers in KidKare ... e e eeanaaannees 118
View ReCIVEA MESSAGES ...cciiiieiiiiiiiiiitiii ittt e e e e e e e e e e e e s s nnnbnee e 120
ViIEW SENE MESSAGES .iiiiiiiiei ittt ettt e e e sttt e e e st e e e e s e bbb e e e e e e anbbreeeee s 122
VieW MeSSage REPOIS  ....uiiiiiiiiiiiiiiee ettt ettt e e et e e e e e e e e 123

HX ME@SSAQING ...t e e e e e s s e e e e e e e e e e e nnes 124
o Lo I =T T TSRS 124
Manage the Broadcast Message Signature ..........oovvvvivviiiiiiiiiiiiii e 126
Send BroadCast MESSAGES .....uuviiiiiiiiiiiiee ettt e ettt 127
Send Messages WIth LINKS .......eeiioiiiiiiicee e 129
Manage Provider MESSAGES ....coiiiiiiiieeiiiiiie et e et e e e e e e e e e s ennn e e s 130
Manage Provider Message Cat@gorieS ......uviiriiiiiiiiiieeiiiiiiiiiiiiiiiirrrer e e s 133
Pay ProVIAEIS ............coooo ittt e ettt e e e e e e e e s e e e eaaee 136
Understand Payment Management in HX ... 136
St UP DIr€CE DEPOSIE .oeeeeiiiiiiiiee ettt e e st e e e et e e e e e s snbbneeeeeaane 137
Locate Providers Receiving Paper CheCKS .......c.eeviiiiiiiiiiiiece e 139
FOIMAat CRECKS ..ottt ettt e e e e e e e e s s e a e 141
ETS WL 2= 1 1 L= LN 143
Export Transactions to Third-Party Accounting Software .........ccccciiiiiiiiicc, 149
AJUSE PaYMENTS ittt e et e e a e e 151
VOIA PAYMENES oottt ettt e e et e e e e st e e e e e s bbb e e e e e s e nnbreaeeeaans 153
RE-PIINT CheCKS oottt e e e e e e e e e e e s naae 156
Receive MoNeY frOM PrOVIAEIS ..uviiiiiiiiiiiiiiii ittt a e e e e e e 157
Handle Lingering Payment BatChes .......oovvvviiiiiiiiii e 158
VIieW PaymeEnt HiSTOIY wuuueiiiiiii e 160
Enroll & Manage Children ... 162
Enroll Children with @FOIrmS ..................ccccccccciiiiiiiiiiiiiii e 162
[VIDEO] ADOUL EFOIMIS ...iiiiiiiiiiiiiiiiii ettt rtt e e e e e e e e e s e e e 162
Add a Signature fOr EFOIMS ..o 163
[VIDEQO] Update eForms Settings in KidKare ...........cccvviviiiiiiiiiiiiiiieeeeeeevvessiiinans 164
Enable SNAP/TANF Validation for @FOrmMS ..o 166
Collect Income Eligibility Forms for Provider's Own Children ..........cccoocoiiieiiiiiiiiineenine, 167
[VIDEO] Enable Providers for @FOIMS ....ooooiiiiiiiiiiiiii e 169
Customize eForms Email TemMPIates ..o 170
[VIDEO] Send INVILAIONS  ....vviiiiiiiiiiiiiiiiee ettt e s e e e e e e e e e e an s 172
View INVItation STAtUS ...oooiiiii 173
[VIDEO] Approve and RENEW €FOIMS ......oiiiiiiiiiiiiees e 175
Print Completed @FOIMMS .....eiii e e e 178

[VIDEO] Provider Training & RESOUIMCES ..vvvviiiiiiiiiiiiiiiiiiiiiiiiiiir et n e 179



Enroll Children Manually ...t 180

ENFOIl ChilAIEN oot ra e e e e s 180

List Wizard Incomplete Children ... 187
ACtivate ChildreNn ..ot e e e e e e e e e e aann 188
ASSIgN Child NUMDEIS .. e e e e e e e e 190
Manage CRIlAIen ......................oooiiiiiiii e arr s 192
Determine Attendance Requirements When Entering Meals .........ccccccoviiiiiiiiiiiiiiiincenn, 192

LISt ChilAreN e 195
Update Child Information ... e e e 197
Manage Child NUMDEIS ... 198
Update Multiple Children @t ONCE ......cooiiiiiiiii e 200
Manage Pending Children .........oooo i 202
WIthAraw Children .ot a e e e e e s s s s nae 204
Mark Infants as Developmentally REAAY .......uviviiiiiiiiiiiiiiiiiiiiii e 205
Manage the Child Calendar ...........oooiiiiiiiiiii e e e e e e e e 208
Manage School DIiStriCt QUL DAYS .vvvvvvvviiiiiiiiiiiiiiie et e e e e e e e e e aa e 214
Re-Enroll Children with Scannable FOrmMS ... 216

Use the Renew Child Enrollment FUNCLION .....uuiiiiiiiiiiii e 217
REVIEW HOMES ... e er ettt e e e e e e e s s bbb e s 220
Plan REVIBWS ...........oooiiiiiiiiiiiiii ettt e e e e e e e e s e e s bbb r e e e e e e s 220
Customize the Review QUESTIONNAINE .....cc.uuiiiiiiiiiiiiiieee e 220
Identify Who to Visit and WHEeNn ...t 223
Track YOUF CASEl0@d ..uvuiiiiiiiiiiiiiiiis ittt rr e e e e e e e e e e s s s s aaaaaee s 226
Schedule Provider REVIEWS .....iiiiiiiiiiiiii ittt e e e e e s e nnnne 228
Understand ReVIEW AVEIAGING ..vviiiiiiiiiiiiiiiiiiiiiiiii ettt e e e s r e e e e s e e e e e e e e s nnanns 230
Prepare for Reviews with Observer MOde ...........iiiiiiiiiiiii e 232
Print the Sponsor Review WOrksSheet ... 235
Print the 5 Day Attendance Reconciliation REpOrt ........cccooiiiiiiiiiiiiiee e 238
Print the Child Attendance Reconciliation REPOrt .........cceeeviiiiiiiiiiie e 240
Record ReVIeWS ONIINE .................c..oouviiiiiiiiiiiii it 243
[VIDEO] Get Started with the KidKare Review ToOl ........ccccooiiiiiiiiiiiiiiiieee e 243
Complete the Review QUESLIONNAINE ...coiiiii i e e 244
Require Signatures for DESK REVIEWS ........uiiiiiiiiiiiiiice et 250
Delete IN-Progress REVIEWS ........eiiiiieiiiiiiii ettt r e e e e e e 253
Record Manual & SCan REVIEWS ................coooiiiiiiiiiiiiiiii et 254
Add ReVIEWS MaNUAIIY ..oviiiiiiiiiiiii e 254

Fill Out Scannable ReVIEW FOrMS ...t 259
MANAGE REVIBWS ........ooveiiiiiiie e 262
Validate ONliNE REVIEWS .....uiiiiiiiiiiiiiiiie et e e rea e e e e e e e e e e s e aanns 262

LISE REOVIBWS ittt ettt e e e e e e e e e et rra et e e e e e e 264

BT REVIBWS ittt ettt e e e e e e e s s e e e e 266
DEIELE REVIEWS ..ottt ettt e e e e e e e e e bbb e e e e e e e e e e e e e e e ann b r s 267
Disallow Meals with the Disallow Calendar ........cccccoiiiiiiiiiiiiiiii e 268
Manage FOOAS & MENUS ............ccuiiiiiiiiiiiie e e e s e e e s s b e e e e e nees 270
Manage Your FOOA LiSt ..ottt 270
Yo [ I oo Yo o [P PPPPPPPP PRI 270

Add CN Label NUMDEIS £0 FOOUS .vuiiiriiiiiiiiieii ettt et e e et s s e e e et s e et e e et e eenn s 272



o [ S0 Y0 1o [T 273

REMOVE FOOUS .uiiiiiiiiiiiiiiiii ettt e e et e e e e e e e e e e e s s bbb e e e e e aeeeeees 274
Create FOOA CatBgOriES ittt a e e e e e e e e s s rrees 275
Create FOOO RUIES ..oiiiiiiiiiiii e e reee e s 277
[VIDEO] Mark Whole Grain-RiCh FOOUS ......cooiiiiiiiiiiiiiiiiicceee et 282
LM JUICE ettt e ettt e e e s e r e e e e e r e e e e e e e e e 284
Print YOUr FOOA Chart ..uuuiiiiiiiiiiii it a e e e e 286
ManNage MENUS ..............cccooiiiiiiiii 288
Approve Providers for MENU PIANS ..o 288
Manage Menu NUMDEIS ... e e e e e e e e e eaaees 289
[VIDEQ] Create & Manage Master MENUS ........cooiviiiiiiiiiiiiiiiiiiiiis e e e e s e e e e e e e e eaesasaeaannns 290
Create & Manage CYCIE MENUS .....oooiiiiiiiiiee ettt e as 293
Create & Manage EZ MENUS ......ccuiiiiiiiiiiiiii et 296
AdMINIStrative TasKS ..o 299
Manage Sponsor INformation ..........................ccoiiiiiii 299
Update Sponsor INFOrmMation ...........eeiiiiiiii e 299
Update the Sponsor Calendar ... 300
CheCK YOUN RAtES oo a e e e e e e 304
Manage Prefe@reNCEeS ...t e e 306
SO Pref@IEINCES it 306
Manage Removed From System REASONS ....cccoviiiiiiiiiiiiiiiiieeeiss e e e e eaeeanaans 307
Manage Manual Check Adjustment AcCount COAeS .........cocviiiiiiiiiiiieiiiie e 309
Manage SPoNSor SEaff ...............coooiiiiiii i 311
Create Staff ACCOUNTS i a e e e e a e 311
MaNAge USEI SECUNLY  wrvviiiiiiiiiiii ittt e e e e e e e e e e s s r e 313
Manage USEr PEIMISSIONS .....ccciiiiiiiiiiieiiiiiiiiiiss s s s s s e e e e e e e e e et e e et e e e e e e s s s s e e e e e eeeeeeeeeeeeees 314
Create Provider ACCESS GrOUPS .uvuuiruuiiiiiiiiiieeeeeeeeeeetessessssssssssssss s s s e e e e e eaeasasaasasssssssnnnns 316
Add & Manage MORNIEOIS .................cccccooiiiiiiiii e 319
A MONIEOIS ittt et e e e e e e r e et e e e e e e e e 319
Add ADMIN REVIEW SITE USEIS .iiiiiiiiiii ittt 321
=T aT= To 1=\ To] ] L PR 322
Associate Monitors WIith PrOVIAEIS ......oooeiiiiiiiiiiiii e 323
BUIK REASSIGN MONILOIS ooiiiiiiiiiiee ittt ettt e e e s et e e e e st e e e e e 325
Manage Serious DefiCi@NCIeS .................cccccooiiiiiiiiiiii e s 326
Set Up Serious DefiCienCy REASONS ......c.uuiiiiiiiiiiiiiie et 326

Set Up Serious DefiCienCy EVENES ..oooiiiiiiiiiiiiiiiii e 327
Add a Serious DefiCienCy EVENL ..o 328
Review Serious DefiCIENCIES ........uviiiiiiiiiiiiii e 331
Process & Manage Claims ... 332
Prepare to Process Claims ...................cccoooiiiiiiiiii it 332
Understand Types of Claim Paperwork ........uuvuuiiiiiiiiiiiiieiiii i ssnnnns 332
[VIDEO] Track Received Claims ..ot n e 335
Change the Claim MONth ... e 338
Claim Information FOIM ... e e e e e e e e e e 341
Process Claims ....................ccciiiiiiiiiiii et 344
PrOCESS ClaiMS ooiiiiiiiiiiiiiii ittt r ittt e e e e e e e e e a e e 344

[ oYY 1Y =T O 1= 10 1S 346



N o Tl TN O =11 1.0 1T TP 347

Track & Process Claims from HOME ... 349
Understand the Whole Grain-Rich Edit Check ........ccccooiiiiiiiiiiiiii i, 353
Process Direct Entry Claims .....................cccouviiiiiiii e 355
Enter Direct ENtry ClaimsS oo e e e e e e e e e e e e 355
Enter Claim Errors for Direct Entry Claims .....coooiiiiiiiioiiiiiiic e 359
Process Manual Claims ....................ccccccooeiiiiii i 361
Create a Manual Claim oo 361
Create Custom Claim Error Messages for Manual Claims ........cccccovvviiiiiiiiiiiiineeeeeeeeeee, 364
Enter Claim Errors for Manually Entered Claims ......ccccooiiiiiiiii 366
Understand Manual Claim Edit Checks ... 368
Print the Manual Claim Processing Worksheet & Manual Claim Cover Sheet .................. 370
Process Scan Claims ...................oouviiiiiiiiii e 372
UNAErstand FOIMMS .ooviviiiiiiiiiiii ittt e e e e e e e e e e e e et e e eeee s 372
Complete Scannable FOrm Spot CheCKS ........iiiiiiiiiii e 376
SCAN FOMMS ettt et ettt et e e e e e e e e s e e bbb bbb e e et et e e e e e e e e e e e nannn 378
Validate SCANNEA FOMMS ouiiiiiiiiiiiii e e e e e e e e e e e e e e e e e as 383
Review & Manage Claims ..................coccoiiiiiiiiiii et 384
Understand Claims with Multiple Claim ReCOrds ........cccoeiiiiiiiiiieiiiiiee e 384
AV O = 110 PP PP PP PP PP PPPPPPPPRRPPP 385
VErify ClaiMS ACCUNACY .uvvviiiiiiiiiii i s i e e e e e e e e e ettt s s s e e e e e e e e e e e e e e e e e e e e aaeasee b aaaan e e eeas 387
Analyze Claim CAPaCiLy .iiivvvuiiiiiiiiiiiiiiiii e e e e e e e e e e e e e r e 389
Analyze Claims for BIOCK Claiming .....cooooiiiiiiiiiiiiieee e 390
Place Claims 0N HOIA .o e 392
Add/Edit Claim HOIA REASONS  ...ciiiiiiiiiiiiiiiii ittt r e e e e e 394
Change/Adjust Claims ..o s e e e e e e e e e e e e e e e e e e aannaaane 396
Delete Claim AdJUSTMENTS ....oviiiiiiiiiiie e e e e e e e e e e e e e e e eeaaraaaan 398
Delete Unsubmitted/Unpaid ClaimS .......cooiiiiiiiiiiiiiiiiies e 399
Delete Submitted/Paid Claims .......iiiiiiiiiiiii 400
SUBMIE CIAIMS ...t 402
Mark Claims @s SUDMITEEA ......oooiii 402
Unsubmit @ Claim BatCh ..o 404

Use Electronic Claim Transfer FIleS ... 405
EXPOrt the NY CIPS FIl@ i 406
Claim Error €Codes fOr HOMES ..................cccooiiiiiiiiiiiiiceee et 411
Error COAES 1-33 oo 411
Error COAES 34-T8 oottt a e 420
Error COAES 79-122 oottt e e e e 431
Error COAES 123155 oottt 442
Error Codes 156-1000 ...iiiiiiiiiiiiiiiiiiiiiiiiiii et e e e e e e 451
REPOIES .o et r e e e 462
CT=T =T o L= I 2 =T o Lo T o 462
Create EXport File QULPULS ..o 462
Report QULPUE WINAOWS  ...ooviieiieiie e e e e e 464
Print REPOIMS 10 PDF ..ottt e st e e e e e e e e 465
Provider REPOITS ...ttt e et e e e e e e nnees 466

e o)V Lo [T gl ST o To] o £ J PP PP PP TPPPPPPPPPPP 466



Print the Provider File Changes REPOIt ........oviiiiiiiiiiiieeiiie e 468

Print the Providers Not Claiming REPOIT .......oooiiiiiiiiiiiiie e 470
Print Provider Calendar ENTIES .....ooooiiiiiiiiiiiiii e 472
Provider Messages EXPOrt FIle ... e 474
Provider TaX REPOM ... e e e e e e e eaas 476
TraiNiNG REPOIES ..iiiiiiiiiiiiiii ettt e e e s e bbb e e e e e s e bbb et e e e s asbbr e e e e e e nnnnes 479
Providers Not Trained REPOIT ....ccooiiiiiiiie it 480
Training LISt EXPOrt FIl ... 482
Additional Training REPOMTING ...uuuiiiiiiiii e e 484
Homes CACFP Participation StatistiCS ........uuuiiiiiiiiiiii e 485
REVICW REPOITES ...t a e e e e s 489
REVIEWS REPOIES ...iiiiiiiiei ittt ettt et e e e ettt e e e e s s bbb e e e e s anbbbe e e e e e e nnnes 489
Print Completed Reviews in Admin ReVIeW Site ........cccooiiiiiiiiiii e 491
Export Review Data in Admin REVIEW SIte ....coiviiiiiiiiiiiiiii e 492
Print the Review Discrepancies REPOIMT .......uuuiiiiiiiiiiiii e e e e e 493
Print the Providers Due ReViews REPOIrt ......cooiiiiiiiiiiiiiiiiiiiis e e e 495
ReVIEW HISTOIY REPOIT ...t e e e nees 496
Infant Feeding Details REPOIT ........uiiiiiiiiiiiie e 497
CRIlAren REPOITS ... e s 498
Children REPOIMS iiiiiieiiii ittt e e e e e e r e et it e e e e e e e e e e s nnnans 498
FOOd & MENU REPOIES ...........cccc oottt e e e e e e e e e e e eeees 499
LT o TV o P T =T oo o PP PSP 499
FOO LISt REPOM ettt e et e e e e e e e e e s annnr e e e e e aan 500
Administrative REPOITS ... 501
PaYMENTS REPOMS e e 501
Print the Check Register REPOIT .....ovviiiiiiiiiie e e e e e 502
Print the Non-Claim Payment Adjustments Report ............iiiiiiiiiiii i, 504
MiSCEIANEOUS REPOIMS oottt e s e e e e e e nees 506
Claims REPOITS ...t e e e as 507
Claim Data REPOIMS ..t e e r e e e e e e e e s nnn e e e e e s annnneeas 507
Claim Management REPOIMS .ottt e e e 509
Claim FOMMS ittt et e e e e e e e s e e e s s bbb e b e et e e e e e eeeaaaanans 511
Claim List EXPOrt File oo e e e e e e e e e e e e e araraaaae 512
Print Provider Claim REPOIMS ....uuiiiiiiiiiiiiii et 514
Print the Meal Totals REPOIT ......eeiiiiiei e 516
Print the Office Error REPOIT ......eiiiiiieee e 518
Print the Provider Error Letter ..o 520
Print the Block Claim Monthly Report ... 522
Print the Provider Claim Totals REPOIrt .......eviiiiiiiiiiice e 523
Print the Claim SumMmary REPOIT .....ooo e 525
Print the Unsubmitted Online Provider Claims Report .........ccooiiiiieiiniiiiieeee e 528
Print the State Daily Claim Totals REPOIt .....uuiiiiiiiiiiiiiii i 530
Print the Provider Daily Meal Count Report ... 531
Print the Claimed Attendance Detail REPOIt ........viiiiiiiiiiiii 532
Print the Claimed Attendance Summary RepOrt ........coooiiiiiiiiiiiiiiiee e 533
Print the FOOdS Served REPOIT ... 534

[T 1 of = 535



Meal Pattern INFOrmation ..................cooooo ittt e et et st e e reeaaees 535

Meal Pattern TO-DO LISt ..uuiiiiiiiiiiiiii i 535
Breastfeeding INfants ... 536
FIAVOTEd MilK ooiiiiiiiieii st e e r et e e e e e e e e e e s e e nnnnns 537
Meal Pattern Edit Checks and OPLiIONS .......euiiiiiiiiiii e 538
Shelf-Stable Dried/Semi-Dried MEAt ... 539
USDA & CACFP ...ttt ettt e e e e e e e e s s s e e aee s 540
USDA LINKS @Nd RESOUICES .iiiiiiiiiiiiiiiiiiiiitie ettt e e e e s s st e e et it e e e e e e e e e s s s bbb arseee e 540
Updated CACFP Food Crediting GUIAEIINES .....ciiiiiiiii e 541
CACFP Trainer's Tools: Feeding INfants ..., 542
CACFP Food Buying & Crediting RESOUICES .....ccooviiiiiiiiiiiiiiiieee e 543
SSO UPAAte RESOUICES ..........ccccuuueiiieeieeee ettt e s e s 544
SSO: What YOU Need t0 KNOW ..vvviiiiiiiiiii it 544
Find Your Login INfOrmation .......oooiiiiiiii i 545

Create Free EmMail AQGArESSES ..ttt ettt et ettt e e e e et s e s e e et s e et e e et s sebeernees 546






Understand the Billing Structure

Last Modified on 05/02/2024 12:16 pm
CcDT

This article provides comprehensive guidance for KidKare by Minute Menu's billing structure, processes, and

how you can reconcile and dispute invoices. You can also direct all billing inquiries to our Finance team at
finance@kidkare.com.

Click below to download a printable PDF version of this article.

HX Billing Guide.pdf &

Click a link below to jump to a specific topic.

Understand Invoices

Invoices are generated and sent on the first of every month for the previous month'’s services. Your invoice will
come from orders@kidkare.com. It lists the following:

Billed Items

e Description of Billed Items

Quantity of Billed Items

Applied Discounts
Total Billed Amount

Refer to your contract for specific line-item pricing and any applicable discounts.

Payment Options

We offer three payment options:

e Click the link in the lower-left corner of your invoice and pay with a credit card or via ACH.
e Mail a physical check to our lockbox.
e Send an ACH payment directly to us through your banking institution. If you choose to remit payment this

way, contact finance@kidkare.com for banking details.
You can also pay your invoices (credit card or ACH), view past invoices, and view past payments in our

Customer Portal. For more information and to register, email finance@kidkare.com.

Note: KidKare accepts Visa, MasterCard, American Express, and Discover with an applied 3% convenience
fee that will be added to your next monthly bill.


https://dyzz9obi78pm5.cloudfront.net/app/image/id/6631246baa9be0488a322733/n/hx-billing-guide.pdf

We strongly recommend you pay your invoice online via ACH. However, if you choose to pay your invoice via a
physical check, please mail your check to the following address:

Minute Menu Systems, LLC
DEPT 0603 PO BOX 120603
DALLAS, TX 75312-0603

Billing Timeline

KidKare by Minute Menu bills on the calendar month. The billing period is the month prior to your invoice date.
For example, an invoice dated April 1 covers charges for March 1-31.

Provider Status & Billing

KidKare by Minute Menu generates invoices for providers who were active at any time during the billing period—
excluding one test provider. Providers are considered active if they are set to Active status in Minute Menu HX
and at least one of the following is true:

e There is meal attendance for the provider for that month.

¢ You entered a manual claim for the provider in the Add New Claims window during the billing period.

Billing does not look at whether claims were processed when generating invoices for Minute Menu HX. Instead,
KidKare by Minute Menu looks for attendance data recorded within the calendar month. Such data can come
from any of the following sources:

e KidKare
e Scanning
e Direct Entry

e Manual Claim Entry
Let’s look at some examples:
Example 1
Your invoice is dated for April 1. The billing period for this invoice is March 1-31.

Provider Jane was set to Active for the month of March. She recorded two weeks’ worth of attendance in
KidKare during March and did not submit a claim.

Provider Jane is considered Active for March by billing, because she:

e Was set to Active status in Minute Menu HX.

e Recorded attendance during the billing period (March 1-31).
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e You are billed for Provider Jane on your April 1 invoice.

Example 2

On the same April 1st invoice, Provider John was also set to active for the month of March. However, he did
not record attendance, you did not enter any scan, Direct Entry, or Manual claim information for him.

Provider John is not considered Active for March by billing. Even though he is at Active status in Minute Menu
HX, he did not record attendance online and you did not enter any scan, Direct Entry, or Manual claim
information for him.

You are not billed for Provider John on your April 1 invoice.
Example 3

For the same April 1 invoice, Provider Daisy was placed on Hold, because she had advised that she was
closing temporarily. However, she did record attendance and meals for two weeks in March, but did not
submit a claim.

Billing does not consider provider Daisy active for March, as she does not meet the first requirement: Active
status in Minute Menu HX.

You are not billed for Provider Daisy on your April 1 invoice.

Provider Status Definitions

Before we explore some best practices for managing provider status, its important you understand the different
statuses at which a provider can be enrolled.

e Wizard Incomplete: You have not finished enrolling the provider. A provider is set to this status when you
click Close For Now during the enrollment process. You can have up to nine (9) providers in this status at a
time.

¢ Pending: You have finished enrolling the provider, but you did not provide any licensing information for
them. Any claim you process from providers at this status is automatically disallowed.

e Active: The provider is ready to process claims.

e Hold: The provider is active and can submit claims, but those claims are put on hold and are not submitted
to the state.

e Removed: You have removed the provider from your system and they are no longer active.

Manage Provider Status

There are several ways to manage provider status. What follows are recommended best practices for managing
your providers’ status in Minute Menu HX. Ideally, provider status changes should be made at the end of the
current month for billing purposes.
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Enroll New Providers in Pending Status

Enroll new providers in Pending status and leave them at Pending status until they submit a valid claim.
Providers set to Pending can still record attendance and other claim data, but you cannot process the claim until
they are activated. Any claim you process for a pending provider is automatically disallowed.

To enroll a provider in pending status, leave the License Issued by State box in the Licensing tab unchecked.

Once you receive a valid claim from the provider:

1. Check the Licensed Issued by State box in the Provider Information Licensing tab.

i Provider Information

- Select Provider:

IAcﬁve

Provider:

| ] 0 T —

General T Contact TL‘lcensingT Tiering T

Meals T Other

\[Sheﬂey, Mary 993394 Active

he

Select

L
&
i

o

| License Issued bv State?  |v |

—License Paperwork:

License #: |123456?89
*StartDate: [n7/02/2015 vl
*End Date: [g7/01/2025 vl

License Motes:

State Licensor Name:

—Ages Allowed:
*Youngest: Ig " Wks " Mons (% Yrs

#icense Type: I—Select—

;I Maximum Capadity
caloulated afier save

Provider Capadity:

Maximum Capacity: 10

Activate
Children

Children

Claims

Payments

[

*Cldest: |13 ™ Mans * Yrs
Remaining Training [ Claims as of: m Training
Period:
Max # of Child Groups |1
Calendar
Serious
Deficiency
’ Print ” Remove l [ Put On Hold ”MakePending ’ Save l l Close ]

2. Enter the provider’s license information and save.

3. Activate the provider.

Let's look at an example.

You enroll a new provider on March 25 and leave them in Pending status. The provider begins recording
meals April 1. They submit their April claim to you on May 1.

Since you received a valid claim, you add the provider’s licensing information, activate them, and process

their claim.

Place Providers on Hold if They Are Not Claiming Temporarily
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Placing a provider on hold removes them from state claim reports and the Issue Payments window. As such,
you must wait until the provider's most recent valid claim has been processed and paid before you place them
on hold.

Like Pending providers, providers who are on hold can still record attendance, record meals, and submit claims.
You should wait until you receive a valid claim from the provider to return the provider to Active status.

To place a provider on hold:

—_

. Click the Providers menu and select List Providers. The List Providers window opens.
. Set filters and click Refresh List.

. Click Put On Hold next to the provider to place on hold. The Place Provider On Hold dialog box opens.

A WN

. Click the Put On Hold Reason box and enter the reason you are placing this provider on hold.

Bl List Providers

Doe, Jane Q 123456

— You have chosen to place this Provider on Hold. Doing so

. means that any claims being processed for this Provider
Search for providers where... will automatically be placed on Submission and Payment
Hold, so that the Claim will be neither submitted to the
state nor paid. When you wish to submit or pay that
Claim, you will need to take the Claim and or the Provider
off hold.

(Mote: Only claims that have MOT already been processed
will be automatically be placed on hold, as above. To puta
daim that has already been processed on hold, go to
Claims == Manage On Hold Claims.)

7 MName A
View | 993886 Rhoa If you wish to continue placing this Provider on Hold, Hold |Remove
View | 257333 [SanF  please supply the following information and dick Save Hold |Remove
View |003399 |Sargd below. Hold |Remove
View | 993394 |Shelle Hold... §Remove
View | 999005 |Stand Put On Hold Reason: Hold |Remove

View | 066699 |Stanf
View | 123456 |Test

Hold |Remove
Hold |Remove

Temporarily dosed|

View | 993377 |test i ff Hold |Remove
View |005216 |Test, Hold |Remove
View | 321657 |test, Hold  |Remove
View | 013544 |Test2 Hold |Remove
View | 321654 |testd Hold |Remove
View | 168763 |test4 Hold |Remove
View 1005411 [Testinn. lennifer [artive [7 [ah [children [P0t On Hold [Remave | Y
Only Providers who have finished the Enrollment process will be displayed.
| Print Export Provider Count: 67
5. Click Save.

Once you receive a valid claim from the provider, remove them from hold.

To do so:

1. Click the Providers menu and select List Providers. The List Providers window opens.
Click the Filter Providers By drop-down menu and select Hold.

Click Refresh List. The providers you have placed on hold display.

AN

Click Take Off Hold next to the provider to remove from hold. The Remove Hold From Provider dialog box

opens.



i@ Remove Hold from Provider

5. Click Continue. The hold is removed.
Run the Providers Not Claiming Report & Take Action, if Needed

You can use the Providers Not Claiming report to generate a list of providers who have not recorded a meal for
the month. Use the resulting list to follow-up with your providers, so you can remove them or place them on hold,

if needed.

1. Click the Reports menu, Claim Management, and select Providers Not Claiming Report, or click Claims
and select Track Received Claims. Then, click Providers Not Claiming. The Provider Filter window opens.

2. Use the Claim Source filter to filter the report to online providers only.
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i@ Provider Filter

Only Include data for Providers that meet all of the criteria selected below:

X

Tier
Status State
1-|— fckive L |-|- [\ Tierd I Fierz T et
I HEE | Eending Iﬁi : Tier I auE i et
I | Rennyed Date T~ Zip Code —— By Effective Date :l—’r—’r— jv
+ | Betiveer | | Eyinsame | | By Gensis
(| Befiare I - I | Byl
" AFher ; :
o - T i Type m Date | | | st cytra e b G re st el |
— Group Home —2 Fidpers 7 [ Expires | Started | (I Claims Submitted —
= ~
© |—f—f— j' Group Home - Helper Pre (v Eetmeer € Beforer L Grter Providers who
Group Home - Mo Helper I ~|& I I | (et ei £ el sk
T~ PaymentType —— | |Informal - - submit daims in:
Provider is paid by: Large . -
peciiy Large FCCH - 12 w | ([ Chid Enrollment Renewal Received — I ;I
£+ | Chiech {+ Betiween | Befarer £ lafter S ——
o : ) — — = riginal Claim in Batch:
Ditect DEpusit 1 Monitor |__ j & | I
L= s il BbLa?gé?} - CACFP Annual Renewal Date
ub, " s
Date of Review: Frankenstein, Adam(201 I-I_ [ |Eepites | | Sbarked [ Fﬁanra' .
Gardner, Betty(007) nuE 9
- ! {+ Betiween [ Eeforel | After Claim Month:
Goldman, Emma(42) hd I _I I _I Iﬁ
|'. |'. - & _u'-_ul- b i
T ReviewDueBy: ||/W Claim Source T var L
lo7/31/2020  ~] [~ CACFP Original Start Date " Efﬁa' =nee e
[y {+ Betieen f  Beforer | After Claim Month: :
Scannable Forms - Sponsaor — & — _I - -
E— (o =lar | p|| |EE
(Please note: If all filter options are unchecked, the repart will print every r Choose Providers
Provider who has ever particpated in your Sponsorship.) From List

3. Click Continue. The Select Dates dialog box opens.

4. Set a Start and End date that encompasses the entire month. For example, on January 27th, you can
generate the report for 01/01/2020 - 01/31/2020 to get a list of providers who have not recorded any
meals in January.

5. Click Continue. The Meals Recorded Filter dialog box opens.

6. Select No Meals Recorded and click Continue.

; Meals Recorded Filter *

" No Claim Submitted

7. Click the First Sort By drop-down menu and the And Then By drop-down menu and select the primary and

"Hter By:

secondary sorts for this report.
8. Click Continue. The report is generated, providing you with a list of providers who have not recorded any
meals in KidKare for the month. Follow-up with these providers to see if they are planning to submit a

claim for the month.
Remove Providers in the Month in Which They Stop Claiming

If a provider advises you that they are closing their day care on a specific date, you can remove them and set a
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future removal date—typically the last day of the month. The provider can still log in to KidKare to finish
recording menus and attendance for the month and send claims to you. Their claim will be available in HX for
processing and payment, even after their removal date has passed.

Review Your Provider List Each Month

Review your provider list near the end of each month and make status changes, as needed.

Reconcile Your Bill

Use the Billing Details report in KidKare to reconcile your invoice against your data. The Billing Details report lists
your monthly invoice details by site, including:

e Provider ID: This is the number assigned to the listed provider.

e Provider Name: This is the name associated with the Provider ID.

¢ Billing Amount: This is the total billable amount for each provider.

e 0OId Provider Status Code: If the listed provider's status changed during the current billing cycle, their
original status, such as Active, displays here.

¢ New Provider Status Code: If the listed provider’s status changed during the current billing cycle, their new
status displays here.

e Date of Status Change: This is the date on which the provider’s status was changed. If the provider’s status
has not changed since the previous billing cycle, No Status Change This Month displays instead.

e Date of Activity: This is the date and time of the provider's last activity in KidKare.

¢ Claim Month of Activity: This is the claim month in which the provider’s last activity was captured.

Note: If a provider’s status was changed multiple times during the billing period, only the most recent change
is included on this report.

Generate the Billing Details Report

The Billing Details report lists your monthly invoice details by site. You can run this report in KidKare for the
current or previous months as you are billed.

Note: Users must have full or view access for the Manage Systems Settings permission to view this report.
For more information about setting permissions, see Manage User Permissions.

To generate this report:

1. Log in to app.kidkare.com. Use the same credentials you use to access Minute Menu HX.
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2. From the menu to the left, click Billing Report. The Billing Report page opens.
3. Click & and select the month for which to print the report.

Note: You cannot select future months.

4. Click Go. The report is generated.

#RKiokare 0

@ = of # > siling Report

48 Observer Mode
Please select a month to view the active providers during the billing period. Note: Your invoice will reflect one less provider than shown to allow for a free test provider.
®» Foods v
$  Billing Report: 1 July 2020 £ [ Export
== Reviews v
= .
Billing Summary July 1 - July 31, 2020
@ eForms v
&% Messages 44 = i ¥ Billing Old Provider Status ~ New Provider Status ~ Date of Status ¥ Date Of ¥ Claim Month of ot
Brodcegn Greo et Amount Code Code Change Activity Activity
@ GetHelp v
() Logout
001236 Garcia Ramaon $5.00 Active Active No status change this  07/14/2020 07/2020
“ month 11:15:58
001237 Landers Gwen $5.00 Active Active No status change this 07/02/2020 07/2020
month 23:117:07
008585 DTest Jennifer $5.00 Active Active No status change this ~ 07/12/2020 07/2020
month 22:29:59
123789 Forest Leena $5.00 Active Active No status change this ~ 07/01/2020 07/2020
month 04:53:37
TIITIT Nguyen Ryan $5.00 Active Active No status change this 07/15/2020 07/2020
month 13:11:29
782139 Phan San Prod Phan $5.00 Active Active No status change this ~ 07/05/2020 07/2020
San Four month 23:22:19
998834 Shelley Mary $5.00 Active Active Mo status change this 07/02/2020 07/2020
month 21:22:18

5. Click Export to export the report to a spreadsheet (XLSX) file.

Review the Billing Details Report

Once you generate and/or export the Billing Details report, compare the sites listed here to the number of sites
for which you were billed on your invoice. Most questions we receive stem from questions of provider status
and claiming. Remember: HX billing only looks for an Active provider status and recorded attendance or meal
counts captured during the billing period.

Look for Status Changes Made During the Billing Period
First, review the status data on the Billing Details report. This information is captured in the following columns:
e Old Provider Status Code

e New Provider Status Code

e Date of Status Change
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R Kidkare &

o

[CUBN |

O W

G

Observer Mode
Please select a month to view the active providers during the billing period. Note: Your invoice will reflect one less provider than shown to allow for a free test provider.
Foods v

gilling Report { July 2020 £ ﬂ
v

Reviews

Billing Summary July 1 - July 31, 2020

eForms v

Messages " : " + Billing Old Provider Status * New Provider Status ¥ Date of Status #| pate Of # Claim Month of #
e D el bl Amount Code Code Change Activity Activity
Get Help v
Logout
001236 Garcia Ramon $5.00 Active Active No status change this 07/14/2020 07/2020
- month 11:15:58
001237 Landers Gwen $5.00 Active Active No status change this 07/02/2020 07/2020
month 23:17:07
008585 DTest Jennifer $5.00 Active Active No status change this 07/12/2020 07/2020
month 22:29:59
123789 Forest Leena $5.00 Active Active No status change this 07/01/2020 07/2020
month 04:53:37
FTITTT Nguyen Ryan $5.00 Active Active No status change this 07/15/2020 07/2020
month 13:11:29
782139 Phan San Prod Phan $5.00 Active Active No status change this 07/05/2020 07/2020
San Four month 23:22:19
598894 Shelley Mary $5.00 Active Active No status change this 07/02/2020 07/2020
month 2122118

These columns will tell you if a provider’s status was changed at any point during the billing period. If a
provider's status was changed multiple times, the most recent change is documented here, and the Date of
Status Change column provides the date said change was made. If no status changes were made during the
billing period, No Status Change This Month displays in the Date of Status Change column.

Let's look at an example:

Provider Mary was at Active Status for April 1 - April 15. She recorded meals and attendance during this time,
but did not submit a claim. She let you know she would not be open for the remainder of April and May, so
you place her in Hold status on April 16.

Because Mary was Active and recorded attendance and meals for the first two weeks of the billing period
(April), you are billed for her on your May 1 invoice.

The Billing Details report shows the following information for Mary:

e 0Id Provider Status Code: Active
o New Provider Status Code: Hold

¢ Date of Status Change: 4/16/2020

Mary remains at Hold status for the entirety of May. She may record attendance or meals here and there, but
you do not update her status. Because she is not at Active status during May, you are not billed for her on
your June 1 invoice. The Billing Details shows the following information for Mary for June billing:

e Old Provider Status Code: Hold
o New Provider Status Code: Hold

e Date of Status Change: No Status Change This Month
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Review Activity Dates

As you review provider status changes, you should also review activity dates for providers you are questioning.
This information is captured in the following columns:

e Date of Activity
e Claim Month of Activity

Remember, the billing period is the month prior to your invoice date. So, if a provider is at Active status and has
no activity, they should not have been billed. Alternately, you may see activity in this column for providers at
Pending or Hold status. As long as these providers were not active at any time during the month, you should not
have been billed for them.

@Kidkare ®
#« = ﬁ A > Biling Report

& Observer Mode
Please select a month to view the active providers during the billing period. Note: Your invoice will reflect one less provider than shown to allow for a free test provider.

= Foods v
$  Billing Report 4 July 2020 [ n R Export
== Reviews v
= P
Billing Summary July 1 - July 31, 2020
& eForms v
= Messages ; 3 i */ Billing Old Provider Status * New Provider Status ¥ Date of Status *| pate of ¥ ClimMonthof ¥
L] Provider ID Provider N.
et Rty Sne Amount Code Code Change Activity Activity
@ GetHelp v
(H Logout
001236 Garcia Ramon $5.00 Active Active No status change this 07/14/2020 07/2020
° month 11:15:58
001237 Landers Gwen $5.00 Active Active No status change this 07/02/2020 07/2020
month 2317:07
008585 DTest Jennifer $5.00 Active Active No status change this 07/12/2020 07/2020
month 22:29:59
123789 Forest Leena $5.00 Active Active No status change this 07/01/2020 07/2020
month 04:53:37
777777 Nguyen Ryan $5.00 Active Active No status change this 07/15/2020 07/2020
month 13:11:29
782139 Phan San Prod Phan $5.00 Active Active No status change this 07/05/2020 07/2020
San Four month 23:22:19
998894 Shelley Mary $5.00 Active Active No status change this 07/02/2020 07/2020
month 21:22:18

Contact the Finance Team

Please direct all billing questions to the Finance team. This includes any billing questions, concerns, or disputes.
Please do not submit a ticket for billing inquiries to our Support team. You can reach the Finance team
at finance@kidkare.com or (972)-954-3868.

Frequently Asked Questions

Below are the most common questions we receive about Minute Menu HX billing. If you have a question that is
not answered here, contact the Finance team at finance@kidkare.com.

Are you billing for the number of providers who claimed for the month and not for the total number of active
providers?
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No. HX billing does not look at whether the provider has processed a claim during the billing period. Instead, we
bill for providers who are set to Active status and who meet one of the following conditions:

e There is meal attendance for the provider for that month.

* You entered a manual claim for the provider in the Add New Claims window during the billing period.

If your providers are not claiming, but are still recording meals/attendance, we recommend you place them on
Hold. Providers who are at Hold status can still record meals/attendance, but cannot claim.

| only have a small number of providers claiming. What changes do | need to make to avoid being billed for
non-claiming providers?

We recommend that you place providers on Hold if they are not actively recording meals/attendance or
claiming. You can do this on a provider-by-provider basis, or you can use the Bulk Provider Update feature to
update multiple providers at once. You can switch providers back to Active status at any time.

Timing is also important. You must place non-claiming providers on Hold on or before the end of the month to
avoid being billed for them on your next invoice. For example, if a provider is active in January, but doesn’t plan
to be in February, place the provider on Hold on or before January 31.

Providers on Hold can still record attendance and meal counts and submit claims. However, any submitted
claims are automatically placed on hold. So, if a provider you've put on Hold submits a claim, you must switch
them back to Active status before you can process the claim.

For more information, refer back to the Best Practices for Managing Provider Status heading, or see the
following articles:

e Place Providers on Hold

e Bulk Provider Update

We placed most of our providers on hold for the month and expect only a certain number of them to file a
claim. Our invoice includes more Active providers than it should. Can you explain why?

Billing picks up providers who were active at any time during the Billing Period, which is the month prior to your
invoice date. If your providers were active at any time during this period and recorded attendance or meal
counts, you are billed for those providers.

For example, suppose a provider was only at Active status June 1 - June 10. This provider recorded meals
and/or attendance during this time. You place them on Hold on June 11. Because this provider was active for a
portion of June and recorded meals or attendance, you are billed for that provider on your July 1 invoice.

Review the Billing Details report for the providers in question and look at the following:

e Date of Status Change Column: Is there a date in this column? If so, the provider’s status was changed
during the billing period. Review the Old Provider Status Code and New Provider Status Code columns to
see what changes were made.

¢ Date of Activity Column: Is there a date and time stamp in this column? If so, the providers may have
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recorded attendance or meals during the billing period. Investigate further with Observer Mode in KidKare

and Meals/Attendance reports in Minute Menu HX.

How did you come up with this total? We only had X amount of providers actively claiming during the billing
period.

Billing for Minute Menu HX does not look at whether a claim was processed when determining provider status. A
provider is only considered active if they are set to Active status in Minute Menu HX at any time during the billing
period and one of the following conditions is met:

e The provider recorded meals or attendance during the billing period.

¢ You entered a manual claim for the provider during the billing period. This means that you manually input

attendance/meal count data for the provider.

What do | do with providers who have decided not to claim? | don’t know if they plan to come back, so | don't
want to remove them completely.

Place these providers on Hold until they are ready to begin claiming with you again. Ideally, this should be done
on or before the last day of the month to avoid being billed on future invoices (assuming these providers record
meals or attendance during this time). For more information, see the Place Providers on Hold article on the
Minute Menu HX knowledge base.

KidKare by Minute Menu strives to be fair in all billing aspects. If you are experiencing unforeseen circumstances
and need to discuss your bill, please contact our Finance team at finance@kidkare.com.
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View the Billing Details Report

s . . . . X X . Last Modified on 02/22/2021 10:14 am
The Billing Details report lists your monthly invoice details by site. You can run this cst

report for the current or previous months as you are billed.
Note: The billing period is the month prior to your invoice date.

It lists the following:

e Provider ID: This is the number assigned to the listed provider.

e Provider Name: This is the name associated with the Provider ID.

¢ Billing Amount: This is the total billable amount for each provider.

e 0Id Provider Status Code: If the listed provider's status changed during the current billing cycle, their
original status, such as Active, displays here.

¢ New Provider Status Code: If the listed provider's status changed during the current billing cycle, their new
status displays here.

e Date of Status Change: This is the date on which the provider's status was changed. If the provider's status
has not changed since the previous billing cycle, No Status Change This Month displays instead.

e Date of Activity: This is the date and time of the provider's last activity in KidKare.

e Claim Month of Activity: This is the claim month in which the provider's last activity was captured.

Note: If a provider's status was changed multiple times during the billing period, only the most recent change
is included on this report.

Use this report to cross-check which providers are actively claiming with you and set those providers who are
not actively claiming to pending or on-hold, so you are not billed for them again. For more information, see
Switch Providers to Pending Status or Provider Hold. You can also remove these providers instead (you can
always re-instate them later).

Required Permissions: Users must have full or view access for the Manage Systems Settings permission to
view this report. For more information about setting permissions, see Manage User Permissions.

You run this report in KidKare.

1. Log in to app.kidkare.com. Use the same credentials you use to access Minute Menu HX.

2. From the menu to the left, click Billing Report. The Billing Report page opens.
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3. Click & and select the month for which to print the report. Remember, the billing period for your invoice
is the month prior to the invoice date. For example, if your invoice is dated June 1 2021, select May 2021 to

view invoice detail for June.
Note: You cannot select future months.
4. Click Go. The report is generated.

5. Use the blank boxes in the Provider ID and Provider Name columns to view specific providers, as needed.

You can also click the column headers to sort information in ascending or descending order.

iorare @
# > Billng Report

- .
s o { - B3
e D .

Billing Summary March 1 - March 31, 2020

L|  providero 2 provider Name 2 Biling Amount Old Provider Status Code

o

- .

Previous - Next

Terms | Privacy Poliy | Cookie Policy !

6. Click Export to export the report to a spreadsheet (XLSX) file.




System Requirements

Last Modified on 08/26/2020 10:36 am

Minute Menu HX with Cloud Connect coT

Minute Menu HX is a client-server application. As such, you can use more than one computer with the software,
where the database is hosted on a cloud server and all end-user computers run the application and connect to
that single database via their Internet connection.

End-User Requirements

RAM 4GB - 6GB
Processor 1.0-3.0+ GHz
Available Hard Disk Space 600MB
Battery Backup UPS recommended

Supported Operating Systems: Windows Server 2012 R2, Windows Server 2012, Windows Server 2016,
Windows 8.1, and Windows 10

Un-Supported Operating Systems: Windows 8, Windows 7, Windows Vista, Windows XP, Windows Server 2003,
Windows Server 2000, Windows Server 2008 R2, Windows Server 2008 with Service Pack 2, Windows 98,
Windows Millennium, Windows NT, and older Windows versions

Minute Menu HX Cloud Connect Connectivity / Bandwith Requirements

Dedicated Internet access is required for Minute Menu HX. A minimum bandwidth speed of 56 Kbps per user is
recommended for sponsors using Minute Menu HX Cloud Connect. To calculate the amount of bandwidth
needed, please consider the number of users you anticipate will be using Minute Menu HX at any given time and
multiply that by 56 Kbps. Generally speaking, most DSL connections will be able to support 2 to 16
simultaneous users. Cable, T1 and Satellite connections will have more capacity and should be able to easily
support all users for a large sponsor. Keep in mind that some systems, including satellite, may have native
latency that can cause lag for end-users of Minute Menu HX.

Scanners: OMR (Optical Mark Recognition) scanners are the scanners that read the forms that are scanned into
HX. In order to be compatible with Minute Menu HX, the scanners must have a pencil read head (not an ink read
head). New scanners must be purchased through Minute Menu. For additional questions or information, please
contact us.

Supported Scanners: OpScan6é, OpScan4, InSIGHT4, OpScan3

Printers: We do not support dot-matrix printers, except when printing checks. Inkjet, bubble jet, or laser printers
are recommended, with speeds of 10ppm (for smaller Sponsors) to 30ppm or greater (for larger Sponsors).
When evaluating the speed of a printer, consider printing claim reports: 3 reports of one page each (X) the # of
claiming providers = the total number of pages needed.

Provider KidKare (Internet) Requirements

In general, any computer with an operating system greater than Windows XP will work for KidKare.com. High-
speed internet access is recommended. Since KidKare.com is completely web-based the program can be used
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from any device with a web browser including PCs, Macs, Laptops, Tablets and Mobile Devices.

Software Discounts

Non-profit agencies can typically acquire licenses for Microsoft Windows & SQL Server at highly discounted
rates. For more information, check out either of the following:

e www.cchtechnology.com or you can call at 800-342-4222, ask for Kevin Rochol, Ext. 120. You can contact
Kevin directly for the discounted rates or ask for any Sales Agent.

e www.techsoup.org You can also call Techsoup at (800) 659-3579 x700

For more information, contact us and we can send you a full interest packet describing the software in detail.
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Install Minute Menu HX

[VIDEO] Install & Upgrade Minute Menu HX

Last Modified on 05/06/2021 7:28 am
CDT

Please refer to our System Requirements page to verify that each computer meets the minimum system
requirements before getting started. You can install Minute Menu HX on multiple computers, including off-site

computers.

To install the software:

1. Log in to app.kidkare.com using the same credentials you use to log in to Minute Menu HX.

2. From the menu to the left, click Get Help.

3. Click Downloads. The Downloads page opens.

R Kigkare
w Downloads
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Billing Report
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®
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Get Help
KidKare Help
HX Help

-~ Downloads

(H Logout

HX Manual Update Patch
Latest Version

If you need to update the HX
software on your computer and
the update is not occurring
automatically, download and run
this update patch.

&

HX Installer
Application Only Installer
22112
This will install the application
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4. Download and run the HX Installer — Application Only installer.

5. Download and run the HX Manual Update Patch.

6. Once the software has been installed, double click the red HX apple icon on your computer desktop.

Return to Top

Upgrade Minute Menu HX

Minute Menu HX has two types of releases:

e Optional



http://help.minutemenuhx.com/help/system-requirements
https://app.kidkare.com/#/login/
https://app.knowledgeowl.com/#top

e Mandatory

The release notices sent out before the release will indicate whether a release is optional or mandatory.

Mandatory Releases

For mandatory releases, Minute Menu HX updates automatically upon launch. Note that you must have
administrative privileges to complete this update. If the process does not automatically begin, or you encounter
an issue with the upgrade, check your administrative privileges and try again. Should the issue persist, email us
at hxsupport@minutemenu.com for assistance.

Optional Releases

For optional releases, you must manually trigger an update, or apply the update with the manual update patch.

1. Click the Administration menu.

2. Select Upgrade Software.

Upgrade with the Manual Update Patch

If you need to apply the upgrade manually, and upgrading via the administration menu does not work, you can
download the Manual Update Patch from KidKare.

1. Obtain the upgrade file:
a. Loginto app.kidkare.com.
b. From the menu to the left, click Get Help.
c. Click Downloads.
d. Click the HX Manual Update Patch link under HX Software Downloads.
e. When prompted to open or save, click Open.
2. Run the upgrade and follow on-screen instructions.
3. Confirm that the update was successful:
a. When the update has finished, login to Minute Menu HX.
b. Click the Help menu and select About Minute Menu Sponsor Solution. A dialog box opens.
c. Check the Application Version and the Database version. They should match. If they do, the update
was successful. If they do not, email us at hxsupport@minutemenu.com so that we can diagnose the

situation.
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Application Version: | 3.0.9
Build Date: | 06/19/2019
Local Database Version: | 3.00.9
Local System Version: | 3.0.9
SQL Server Version: | 13.0.5337

SQL Server Edition: | Standard Edition
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Operating System:

\Z
- MinuteMenu HX

Database @MINUTE MENU SYSTEMS, LLC 2018
Size Limit Serving the food program since 1993, Close

Upgrading Multiple Networked Computers Using Minute Menu HX

When you upgrade your software, the system upgrades both your local machine and your network's database.
To apply the update to other networked machines, close and re-open Minute Menu HX on each of those
machines. They will update automatically. We recommend you run software updates when it will least impact
what others in your office are doing.

If, for some reason, the upgrade does not automatically run on your networked machines after upgrading the
first machine, click the Administration menu and select Upgrade Software. If that still does not work, refer to the
Upgrade with the Manual Update Patch heading, above.

Note: In networked environments, it is frequently advantageous to apply Minute Menu software upgrades
manually, rather than using the automated process to do it, as you won't have to repeatedly download the
relatively large upgrade files.

Return to Top

Questions?

If you have any problems or questions about this or any other issue with Minute Menu HX, please don't hesitate
to email us at hxsupport@minutemenu.com.

Return to Top
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Scheduled Maintenance Windows

X . . . Last Modified on 07/08/2020 11:06 am
Going forward, we will have set maintenance windows at 2:00AM - 6:00AM CT on cot

Saturdays, Sundays, and Mondays. KidKare, HX and/or CX may become unavailable during these hours, so we
recommend that you plan your business processes so you do not need to use these applications during these
times.

If you have any questions or concerns, please don't hesitate to contact the Minute Menu support department.
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Contact Support

Last Modified on 12/21/2022 11:37 am

Current System Status osT

You can view the system status for Minute Menu HX and KidKare at https://status.kidkare.com/index.html#.
You can also click the System Status link in the right column on this page. Subscribe on the KidKare Status page
to receive notifications about important system status changes. For instructions, see Subscribe to System
Status Updates.

Contacting Support

If you cannot find an answer on this help site, or if you run into an issue that appear to be errors in the software,
contact Minute Menu HX Support for assistance. There are multiple ways to do so:

e Click the Submit a Ticket Here link under Can't Find an Answer (to the right).
e Email hxsupport@minutemenu.com. For KidKare support, email support@kidkare.com.

e Call 972-671-5211.

A ticket is created when you contact support through any of these methods. You can log in to the Minute Menu
Helpdesk (click Support in the upper-right corner of this page) to view and track your tickets. Use the same log
in information you use to access Minute Menu HX. Please limit each email/ticket to one issue per email/ticket.

Ensure that you provide as much detail as possible. It is also helpful to include screenshots, especially if you
receive an error message. Screenshots allow Support team to better diagnose and troubleshoot issues that may
arise.

Reporting Errors

If you encounter an error while using Minute Menu HX, please email hxsupport@minutemenu.com or log a ticket
online. Include as much detail as you can about the error. The more information we have, the better we can
resolve the issue.

Reporting Claims Processing Errors

If you encounter a claims processor error message, please include the following information in your support
ticket:

e Provider Name and ID
e Claim Month
e Error Specifics
o Meal Date(s)
o Affected Meal(s)
o Error Number/Description

o Affected Child(ren)
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e Background Information
o Child File Information
o Provider File Information
o Other Relevant Information
e Relevant Reports
o Office Error Report
o Claim Information Form
o Claimed Foods & Attendance Report
o Meal Totals Report

Note that processor errors typically require us to obtain remote access to your system to resolve the issue.
Support personnel will guide you through this process.

Reporting Non-Processor Related Problems

If you encounter non-processor-related problems while using Minute Menu HX, please provide as much
information as possible so we can resolve the issue. This includes the following:

e Error Priority
o lIsit crucial for it to be resolved immediately, so you can get your claim to the state?

o Is it a minor error that does not greatly impact your day-to-day?

Activity Before the Error

o What were you doing immediately before you received the error?

Identifying Information for the Error
o Which user was logged in at the time?

o Were you looking at a specific provider/child/etc?

Specific Information or Specific Error Message
o Did you receive a runtime error that then closed Minute Menu HX?

o Was there a specific error code on-screen when the error occurred?

Background Information
o Were you able to repeat the error when following a specific behavior pattern?

Screenshots

Note that software errors may require us to obtain remote access to your system. This is typically to repeat the
behavior that caused the error.

Reporting KidKare Errors

If you or the Provider experience issues while using KidKare, email support@kidkare.com. Provide as much
detail about the error, as possible. Providers can also submit tickets at that email address, or they can submit a
ticket online. Include as much as the following information as possible:
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Provider First and Last Name
Provider Login ID & Password
Provider's Contact Information (Phone & Email)
Date and Time the Issue Occurred
Device and/or Browser Used
o Computer
Activity Before the Error
o What were you doing immediately before you received the error?
Specific Information
o Day

o Meal

[e]

Claim Month
o Report
Background Information
o Were you able to repeat the error when following a specific behavior pattern?

Screenshots
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Subscribe to System Status Updates

Last Modified on 07/08/2020 11:08 am
Subscribe to system status updates at https://status.kidkare.com/index.html# to cor

receive notifications about any changes to Minute Menu HX's system status. You can subscribe to email
notifications, SMS notifications, or both. When you subscribe to the Status page, you receive a notification for
the following:

e The overall product status changes.
e Anew incident is reported.
e An existing incident is updated.

e Messages (general and high priority) are posted.
To subscribe to status updates:

1. Go to https://status.kidkare.com/index.html#. You can also click the System Status link in the right-hand

column on this page.

R System Status

Newest

Report Qutput Windows

Claim List Export File

Create Export File Outputs

Verify Accuracy

Claims with Multiple Claim Records
See more..

Recently Updated

107: Provider did not Bubble-in Any Children for the
First Serving of the Following Meal(s). Meal was
Automatically Adjusted

Print the Claim Summary Report
Print the Provider Claim Totals Report
Block Claim Monthly Report

Print the Provider Error Letter

See more...

2. Click Subscribe in the bottom-right corner. A pop-up opens.
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Subscribe X

Products Preference

All ¥ Email ¥

Email address

[ ] lam requesting email alerts from KidKare Status. Data charges may

apply.

3. Click the Products drop-down menu and select the product to which to subscribe.

4. Click the Preference drop-down menu and select Email, Phone, or Both.

5. Click the Email Address box, the Phone box, or both, and enter the email address/phone number at which
you'd like to receive notifications.

6. Check the | Am Requesting Alerts From KidKare Status Data Charges May Apply box.

7. Click Subscribe.

Unsubscribing from Alerts

You can unsubscribe at any time. Note that if you subscribed to both SMS and email alerts, you must
unsubscribe from both to no longer receive any notifications from the KidKare System Status page.

To do so:
1. Go to https://status.kidkare.com/index.html#. You can also click the System Status link in the right-hand

column on this page.

2. Click Unsubscribe from the bottom-right corner. A pop-up opens.
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Unsubscribe X

Products Preference

All ¥ Email ¥

Email address

) lam requesting to unsubscribe the email from receiving KidKare Status

alerts
-

. Click the Products drop-down menu and select the product from which to unsubscribe.

. Click the Preference drop-down menu and select Email, Phone, or Both.

. Click the Email Address box, the Phone box, or both, and enter the email address/phone number you are
unsubscribing.

. Check the I Am Requesting to Unsubscribe From Receiving KidKare Status Alerts box.

. Click Unsubscribe.
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Maintain Your Scanner

. . Last Modified on 07/08/2020 11:11 am
You should clean your scanner regularly to ensure its proper operation. We coT

recommend that you clean your scanner according to the following schedule:

e Before and immediately after each claim:
o Clean the pick roller.
o Clean the inside track rollers.
o Clean the optical mark read head.
e At the start of each scanning day or major scanning batch:
o Clean the optical mark read head.

o Clean the pick roller.

When cleaning the rollers, we recommend you use cotton swabs and a small amount of water. Alcohol can
erode the rollers. When cleaning the optical mark reader, use cotton swabs and a small amount of alcohol.

Calibrating Your Scanner

If you notice that the scanner seems to be picking up many erased bubbles or is skipping many legitimate
bubbles, you may need to re-calibrate your scanner. We recommend re-calibrate your scanner once every six
months. It is also a good idea to calibrate a newly purchased scanner so you know it scans properly from the
outset.

Calibrating a scanner can have a dramatic impact on its performance in terms of what it does and does not
read. Follow the instructions in your scanner manual to perform a calibration, as this process varies between
scanners.

Note: We recommend that you only calibrate Scantron scanners if you notice a problem (the scanner is
missing marked bubbles or picking up eraser marks). Cleaning the inside of the read head can have a
dramatic impact on scanner performance. Each time you do this, re-calibrate the scanner.

37



Implementation Process

Last Modified on 07/08/2020 11:31 am
After purchasing the Minute Menu HX software, you will be contacted by our coT

implementation specialist.

Our implementation staff will:

e Help you install Minute Menu HX.

e Provide an overview training of the Minute Menu HX program.

e Work with you to make a plan to get all of your providers on KidKare.

e Provide webinar training on KidKare for your providers.

e Provide live support and training as you process your first KidKare claims.

e Work with you to get started on other areas of the program.

Once most of your providers are on KidKare, you will see an enormous increase in efficiency and a decrease in
the time spent processing claims. We will work with you to help you take advantage of the many options
available in Minute Menu HX!
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Monthly Processes with KidKare

. . . . . Last Modified on 05/02/2024 12:07 pm
KidKare allows providers to record claims in two (2) different formats: coT
e Online via KidKare

e Handwritten Forms

These claims can be processed in four (4) ways: online, manually, or via Direct Entry. In addition to the tasks
listed in the table below, you should complete the following tasks monthly:

e Prepare and print state claim reports for your original claim submission to the state.

e Print provider checks, issue direct deposits, and/or generate provider payment information for your
accounting system.

e Print provider error letters, and mail them to providers who do not use KidKare.

e Manage claim adjustments and late provider claims.

KidKare Handwritten Forms
Start/complete before the first of the month.
Advance your Current Claim Month on the last day of the month (or earlier, if you begin changing
provider information for the upcoming month).
Updated provider information: Update tier/licensing information, remove old providers, and enroll new
providers.
If handling handwritten forms manually, skip this

Enter any state/federal holidays for the step.

following month.
If you use Direct Entry, you must complete this step.
If handling handwritten forms manually, skip this
Enter any school district-wide or sponsor-wide
step.
4 school holidays or vacation days for the

following month.
If you use Direct Entry, you must complete this step.

Begin after the first day of the month.
Open the mail (as you do currently), and track
5 Open the mail (Child Enrollment reports only).
received claims.
Not necessary, as providers complete this step Complete any child withdrawals (from submitted

themselves. CIFs or any manual forms you use).



10

11

12

13

14

Activate new children. Cross-reference received

and signed child enrollment forms.

Finish managing child Tier information.

Not necessary, as providers complete this step

themselves.

Manually enroll new children.

Input child Tier information (if it was not supplied
when you enrolled children).

If handling handwritten forms manually, update child
information (school eligibility, special diets, and so

on).

If you use Direct Entry, you must manage all other CIF

information.

Note any doctor's statements you've received for infants who require a special diet.

Manually add review information.

Not necessary, as this information is

automatically transmitted from the provider.

Process claims via the software.

Review the processed claims, and make claim

changes Or re-process as necessary.

If handling handwritten menus manually, this is not

necessary.

If you use Direct Entry, manually review the foods and
then use the Record Full Month Attendance function.
If handling handwritten menus manually, process
claims by hand, and enter the results as a Manual

Claim.

If you use Direct Entry, process claims via the
software.
If handled manually, this is not necessary.

If you use Direct Entry, review the processed claims.
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Three-Year Record Keeping Requirements
Last Modified on 05/02/2024 12:09 pm
Per USDA regulations, family child care providers must keep three (3) full fiscal coT
years' worth of records in their homes. These records are meant to be available for state and federal reviewers.
See the full memo for more information.

Depending on the way you keep your records, there are different ways to adhere to this regulation.

Online Records with KidKare

KidKare stores records online and keeps them available for at least three (3) full years. Your providers can re-
print menus, attendance and meal count information, and enrollment forms, as needed. Since the information is
stored online, providers only need to print paper copies if you request them.

If you use eForms for enrollment, all enrollment and income eligibility forms are stored online. All signatures on
these forms are digital (unless a manual form was used), so the provider does not need to print forms for
parents to sign. However, providers do have the option to print enrollment and income eligibility forms upon
request.

Providers who you terminate or who drop off your food program have access to KidKare for 60 days after their
removal. In the unlikely event that these providers are visited for a State agency or USDA review, they can log in
within this time period to print the necessary documentation. If necessary, temporary access can be reinstated
for audit purposes.

Manual Forms

If you use manual forms, ensure that the ones you use are NCR. This provides a form copy for you and for your
provider, and providers should retain a copy of all forms for their records. You may also choose to provide a
binder to your providers for this purpose each year. This will give providers a place to store forms by year.

As this requirement is meant to detect irregularities between the sponsor and provider version of the same
forms, make notes or highlight any changes you make to forms in your office (such as when correcting a
mistake).

Should you discover missing forms during a home visit, you must provide copies of your version of the forms to
the provider. They should also be advised of the USDA's record-keeping requirement. Contact your State agency
for the appropriate actions to take when a provider has not kept paper records.
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Customize the KidKare Welcome Letter

. . . Last Modified on 05/02/2024 12:10 pm
You can customize the welcome letter sent to your providers when you first enroll  cor

them in your sponsorship. By default, this letter contains:

e A brief, introductory message.

e Alink to allow the provider to log in and reset their password.

e Get started information, including a link to Home Daycares: A Brief Introduction to KidKare and the Get
Started with KidKare for Home Providers guide.

e Alink to the KidKare Knowledge Base.

e A signature that includes your name and phone number.
To customize the welcome letter:

1. Log in to app.kidkare.com. Use the same credentials you use to access Minute Menu HX.

2. Click . . The Settings page opens.
3. In the General Settings section, click Edit Welcome Letter Template. The Welcome Letter Template pop-up

opens.

Welcome Letter Template

Subject: Welcome to KidKarel
To: Provider Email
From: Sponsor Name Sponsor Email <noreply@kidkare.com:=

Dear Pravider Name,

Welcome to KidKare! KidKare is a web-based application that allows you to manage child attendance record menus
and meal counts, submit your claim, and more. You can log in to KidKare at https://app.kidkare.com. using most
web browsers

Click the link below to log in and set up your password.
https%3A%2F%2Fapp.kidkare.com%2F%23%2Flogin%2Fresetpassword

Get Started
To get started, we recommend you view the Home Daycares: A Brief Introduction to KidKare video here. You can
also view and print Get Started with KidKare for Home Providers here.

Additional Help
If you need additional help using Kidkare, check out the provider content on the Kidiare Knowledge Base here.

Thank you,
Sponsor Mame
Sponsor Phone
Sponsor Address
Sponsor Email

Attachments

claimAttendanceDetails2021-03-01.pdf

Edit #
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4. Click Edit.

5. Update the Subject and From boxes, as needed. Variables you can use to fill-in certain information are
listed at the bottom of the editor (SponsorName, ProviderPhone, and so on). To add one of these variables
to your text, type @ and begin typing the variable to use. A list of available items displays as you type, so
you can select the variable you need. For example, to add the provider's name to the Subject, you would

type @ProviderName in the Subject box.

Welcome Letter Template

Subject * Welcome to KidKare!
(:l Include Get Started Text () Include Additional Help Text

Welcome to KidKare! KidKare is a web-based application that allows you to manage child attendance
record menus and meal counts, submit your claim, and more. You can log in to KidKare at

https:/fapp_kidkare.com. using most web browsers

Click the link below to log in and set up your password.
LinkUrl
Get Started

To get started, we recommend you view the Home Daycares: A Brief Introduction to KidKare video
here. You can also view and print Get Started with KidKare for Home Providers here.

Additional Help
If you need additional help using KidKare, check out the provider content on the KidKare Knowledge
Base here.

Signature

Thank you,
SponsorMame

SponsorPhone
SponsorAddress

Type @ to insert the tags

ProviderPhone Jll ProviderEmail SponsorAddress
SponsorEmail

Attachments
men claimAttendanceDetails2021-03-01.pdf Choose ]ﬂ[

% Add Attachment

s [

6. In the Message section, click () next to Include Get Started Text and/or Include Additional Help Text

to remove those sections. The toggle turns red, indicating that the section was removed. To add them

again, click () .



Note: You cannot change the text in these sections. You also cannot remove the log in link.

Click the first Message box and customize your messaging. Just as you did in Step 5, you can use
variables to complete certain information, such as the provider's name.
Click the Signature box to customize your signature.

Click Add Attachment to add any attachments needed.

. When finished, click Save.
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Understand Provider IDs

. . i . . o . . Last Modified on 07/08/2020 11:56 am
The Provider ID is the provider's primary identification number for the remainder of cor

their enrollment in your sponsorship. They use this ID when filling out forms. They also use a variation of this ID
number to log in to KidKare for online claiming. It appears on all provider reports.

When you enroll new providers, the lowest unassigned provider number available in your system displays next to
the Provider ID box. You do not have to use this number. It is only meant to be a helpful tool.

L Enroll Provider Wizard

General T Contact T Licensing T Tiering T Meals T Other ]

—Provider Identification; —Claim Source: Menu Type:
*MName: | I_ | IDnIine j I—Select— vI
First MT Lasr .
L ID: 393 I i
Already Received License from State? v —— Password: |izi7xbdg

Send Welcome Message |

* Provider ID:
Mext Available Provider ID: 998897
Alternate ID: I e

DOB: |_‘r_Jr 'I S5NY - -
Group: I_ Gender: I—Select— vl

Welcome Message Sent:

—Sponsor Personnel:

LI Enrolled By Initials: I

Manitor: I—Select—

—FEHhricitue

You can enter up to six numbers in the Provider ID box (this may be set lower for some sponsors). You cannot
use letters or special characters. Many sponsors use the provider's state-assigned license ID or Food Program
contract number here, assuming that ID is numeric and consists of six digits or less. If you enter a provider ID
that is already in-use, you are prompted to enter a new one when you attempt to move to the next tab.

Note: Even if you cannot use a state-assigned license ID or Food Program contract number, you can store
these identification numbers elsewhere in the provider's file.

We strongly recommend that you do not change the provider ID once you finish setting up the provider. This is to
ensure that your historic reports remain consistent. However, if you should need to change the ID for any reason,
you can do so in the Provider Information window. Note that changing the provider's ID will also change their
login ID. Contact Minute Menu HX Support, as we will need to reset the provider's KidKare account.
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Enroll Providers

Last Modified on 03/24/2023 1:36 pm

You enroll providers with the Enroll Provider Wizard. This wizard walks you through cor
the process of adding a provider. It also checks some of the data you enter to ensure that it is logically correct.
For example, it ensures that any start dates you enter come before any end dates.

Required boxes are marked with asterisks (*). However, we recommend you enter as much information for your
providers as possible. This ensures that claim reimbursements are accurate.

Note: If you leave the Enroll Provider Wizard before completing a provider's enrollment, you can access their
enrollment again. To do so, click Providers, select Enroll Provider Wizard, and select the provider from the list
that displays. You can have up to nine (9) unfinished enrollments at any time.

You may not see all of the options mentioned below. If you need to include a specific box, check your sponsor
preferences. For more information, see Set Preferences.

1. Click the Providers menu, select Enroll Provider Wizard, and click New Provider. The Enroll Provider

Wizard opens.

2. Click Start. The General tab opens.

3. In the General tab:

a.

Click the Name boxes and enter the provider's full name as you would like it to appear on their
paperwork.

Click the Provider ID box and enter the provider's primary identification number. This will be their ID
for the remainder of their enrollment at your sponsorship. They use this ID when filling out forms.
They also use a variation of this ID number to log in to KidKare for online claiming. It appears on all

provider reports. For more information, see About Provider IDs.

Note: The next available provider number displays to the right of the Provider ID box.

Click the Alternate ID box and enter the provider's alternate ID, if needed. If your sponsorship is not a
Sole Source agency and you have a different identification number assigned to your providers for
other programs, you can record that number here. Some agencies also use this as a vendor number
(if it is required by their accounting software). You can enter letters, numbers, and special characters

(such as a dash) in this box.

. Click the State ID box and enter state identification number for this provider, if needed. This box is

only applicable if your State Agency providers an identification number for home care providers that
differs from the provider's license number. You can enter letters, numbers, and special characters
(such as a dash) in this box.

Enter the provider's date of birth (DOB), social security number (SSN), and select their gender
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(Gender).

. Click the Group box and enter a group number, if needed. If you assign this provider to a group, they
will be associated with a group in the Users/Monitors window. For more information, see Provider
Access Groups.

. In the Business Info section, enter the provider's Advertised Name (if different from their own name,
and the provider isn't incorporated) or Business Name (if the provider operates their business as a
distinct corporation). If you enter a business name, click the Business Tax ID box and enter the tax ID

for the provider's business.

Note: For some states (including lllinois), entering a Business Tax ID prevents providers from
claiming their own children, even if the Provider is Tier 1 by Income. This is based on an

interpretation of the federal regulations in those states.

. In the Claim Source section, select the primary method that the provider will use to submit their claim

information to you for processing.

Note: The provider does not have to use the same method every time they submit claim
information to you. The claim source you select here does not impact their ability to send claim
information in an alternate format. This is primarily used to help you keep track of incoming
claim paperwork (with the Track Received Claims function) and as a way to filter reports.
Monitors may also use this information so they know what type of forms to bring to the provider's

home during a review.

You can choose from the following:

s Online: Select this option if the provider will use KidKare to submit their claim information to
you. This activates the Password box. The system randomly generates a password, but you
can change it, if needed. Click Reset to generate a new password, or click the Password box
and enter a password for the provider. The Login ID was generated when you entered the
provider ID in Step 3b. It consists of your three-digit Minute Menu client number, followed by

the provider ID.

Note: After you have completed the wizard, return to the General tab and click Send
Welcome Message to send an email containing the provider's login ID and password to the
provider. The Welcome Message Sent field displays the date you sent the welcome

message.

= Manual Entry - Sponsor: Select this option if the provider will submit their claim to you in a
format you specify. For example, you may read and compute the claim totals manually and then
enter those reimbursable meal totals in to Minute Menu HX. You may also use the Record Full

Month Attendance function as part of the Direct Entry process on these claims.
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i. Inthe Sponsor Personnel section, click the Monitor drop-down monitor and select a monitor to
assign to this provider. Assigning a monitor to this provider allows you to filter by monitor when
generating certain provider reports.

j. Inthe CACFP Contract Info section, enter any dates that apply:

= Current CACFP Agreement Date: Use this date if you renew your provider enrollments each
year or periodically. This is the effective ending date for the current renewal period.

= Current CACFP Expiration Date: Use this date if you renew your provider enrollments each year
or periodically. This is the effective ending date of the current renewal period.

s Original CACFP Start Date: This is the effective date of the provider's original contract with
your agency. No days can be claimed before this date. This box is referenced by the Providers
Added report.

= Pre-Approval Date: This is the date you conducted your pre-approval visit to the provider's
home. This visit is not the initial Monitoring visit (conducted one month after the provider
begins claiming). This visit should be completed before you allow any claims. It is typically
done when the provider signs the original contract.

= Pre-Approval Expiration Date: Use this date to help schedule when pre-approval dates should
be conducted. This is the date by which the pre-approval visit should have been conducted.

= First Claim Month Allowed: This is the first claim month in which your provider can submit a

reimbursable claim.

ﬁ Enroll Provider Wizard

General T Contact T Licensing T Tiering T Meals T Other 1

—Provider Identification: Claim Source: Menu Type:
*Name: |mary I_ |shelly IOnIine LI I—Selett— LI
Firse M Last .
L ID: 993998894 + i idi
Already Received License from State? [ T Password: [ibsfcidj

* Provider ID: [ggg594 Mot Avaiebie Provider 10 Send Welcome Message |
[——— wail Ll d G555

Alternate ID: State ID: I— Welcome Massage Sent:
DOE: | I SSN:I - -
01/01/1978 > Sponsor Personnel:

Group: I_ Gender: IFemaIe vl ’;ﬂonitor: I—Select— lenroIIed By Initials:l ‘

Ethnicity: ‘

[ Hispanic/Latino [w Mot Hispanic or Latino "CIamng Status: |

Current Status: Wizard Incomplete

Race:
r American Inglian Elack or Nah:ve Hawaiian [ —CACFP Contract Info:
/ ﬂaska Native [~ p'ﬁiﬁin Pagﬁc Islander Current CACFEP -
[~ Asian American v White AgreementDate:  Pre-approval Date:  Month Allowed:
r~Business Info: |—‘r—‘r— LI |_Jr_‘|r_ ;I IDECEITIbEF 2018 ;I
Advertised IName; Current CACFP Pre-approval

Expiration Date; Expiration Date;
o—d o/
*Original CACFF Start Date:

Business Name:

Business Tax ID: | -

Paycheck Addressee: |provider Name 'l |b2f01f2019 vl
—Comments:
P
Delete | | Back | [ mext Close For Now
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4. Click Next. The Contact tab opens.

5. In the Contact tab:

a.

b.

Enter the provider's physical street address.

Enter the provider's mailing address (if different from the street address). Enter a name in the
Addressee box only if it is different from the provider's name. You must enter information in all four
boxes for the mailing address to be referenced in reports or on printed checks.

Click the Previous Sponsor Name box, and enter the name of the provider's previous Sponsoring
Agency, if known. For agencies in California, entering a previous sponsor denotes the provider as an
Add Transfer provider for the Change Request.

In the Directions section, enter a map location description and driving directions, if needed. The
information you enter here prints on the Review Worksheet to help Monitors locate the provider.

In the Contact Numbers section, enter the provider's phone/fax/mobile number(s) and email

address. You must enter an email address if you plan to send a welcome message to this provider.

. Click the School District drop-down menu and select the school district in which the provider resides.

Selecting a school district for the provider associates all children enrolled in the provider's home with
that school district, unless you explicitly assign children to a different school district. This can make
it easier for those agencies that cover a large geographic area to keep track of school out days,
which ensures that school aged children are not paid for AM Snack or Lunch when they are

supposed to be in school.
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lam Enroll Provider Wizard E

General | Contact T Licensing T Tiering T Meals T Other 15helv, Mary 998894 Wizard Incomplete

— Current Physical Address: —Contact Mumbers:
“Street {123 5 Main “Phane: [ g40-1234567
*City: | Beverly Hill “State:|cp | *Zp: | 90210-0000 Fase [ - Send Email |
County: ILos Angeles ;I County#: 19
—Current Mailing Address: Email: |mshelly @frankenstein.com
Addressee: | Mobile falt. Phone: I____
Street:
= I —Relocation Info:
City: | State: I_ ;I Zip: | - Date of Move: I_Jr_‘; 'l
—Previous Physical Address: Approval Date: I_‘r_‘J vl
Address: |
—School District:
city: | states [ o] Zp: [ - oo e
Los Angeles Co. Office Of Education
Copy From |
Current Address —Latﬂ_ong:l
—Previous Sponsor: Latitude: I
MName: | Longitude: |
r—Directions:

Map Location Description : |

Driving Directions: | s

| pelete | | Back | [ mext | Close For Now

Note: If you do not see a school district or a year-round tract for a school district, contact Minute

Menu HX Support to have the district added.

6. Click Next. The Licensing tab opens. The available/required fields may vary according to state policies and
your preferences.
7. In the Licensing tab:
a. Check the License Issued by State box if your state has approved the provider's license application.
If you check this box, you must provide the appropriate licensing information. If you have not

received the provider's license paperwork from the state, clear this box and go to Step 8.

Note: If you do not check the License Issued by State box and do not enter any license
information for this provider, they will remain at Pending status, and you cannot enter or process
claims for them. You must later return, check this box, and enter the provider's license

information to set them to Active.

b. Enter the following information in the License Paperwork section:
= License #: This is the license number provided by the State. You can enter letters, numbers, and
special characters in this box.
s Start Date/End Date: This is the dates for which the State issued the provider's license. If the

license is a perpetual license (has no end date), set an end date far in the future. Use the
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MM/DD/YYYY format.

= License Notes: Enter any special notes/observations about the provider's license. This
information is internal only. It prints on the Office Error report to assist you while reviewing
claims.

= State Licensor Name: This is the name of the official or agency that authorized the provider's

license.

c. Inthe Ages Allowed section, enter the youngest and oldest ages allowed by the provider's license.

You can also indicate whether the numbers you entered represent Weeks (Wks), Months (Mons), or
Years (Yrs). The Oldest box is exclusive: If you enter 13, the system allows a maximum age of 12

years, 11 months, and 31 days.

Note: Ages may be set by default according to state regulations. If this is the case, you cannot

change the values in these boxes.

. Click the Max # of Child Groups drop-down menu and select the number of child groups a provider
can have. One child group consists of 32 children.

. Click the License Type drop-down menu and select the provider's license type. The appropriate
capacity for the selected license type displays. In some cases, you may be able to set a variance (at

the bottom of the tab) or a wavier.

ﬁ Enroll Provider Wizard

General T Contact T Licensing I Tiering T Mezls T Other 1SP‘dv, Mary 998894 Wizard Incomplete
License Issued by State? W

—License Paperwork: i _ 5
i Type: lﬁ : M Cs
License #: |123456?89 kbl <pecial hd cazwaﬂapasc::e
*Start Date: [g7/02/2018 vl Provider Capacity: Maximum Capacity: 0
*End Date: 07012021~ Please supphy the age-specific maximum capacities for this provid
Infants: | 4 Preschoolers: I 10
License Motes: -
= School Aged: I 10
State Licensor Name:
rAges Allowed:
*Youngest: Ig " Wks (" Mons % ¥rs
*Oldest: |13 ™ Mons {* ¥rs

Remaining Training 0 Claims as of: |12f01J2018 ,l

Period:
Max # of Child Groups |1 -

| Delete | | Back | [ mext | Close For Now

8. Click Next. The Tiering tab opens. The Tiering tab displays the provider's Tier and Tier-qualifying
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information. This determines the reimbursement rates for the provider. Note that the available fields in this
tab may vary according to state regulations for your state.
9. Click the Tier drop-down menu and choose from the following:

o Tier 1: The provider should be reimbursed at Tier 1, so all children that are to be reimbursed will be
paid at Tier 1 rates, even if the children are not set up as Tier 1 by Income. If you select Tier 1, you
must also provide valid dates in the appropriate section (Income Eligibility, School District, or Census
District). For more information, see Provider Tiering.

o Tier 2 (default): The provider should be reimbursed at Tier 2. If you select Tier 2, you can input a Tier
2 Effective Date, which is useful in some states as it allows you to indicate that you attempted to
verify the provider's tier (even though they didn't qualify).

o M: The provider is not Tier 1, but has enrolled children who are Tier 1.

ﬁ Enroll Provider Wizard

General T Contact T Licensing T Tiering T Meals T Other 1Shellv, Mary 998894 Wizard Incomplete

If the Fravider is Tier 1, you must enter both 3 walid *Tier: IZ - I Tier 2 Effective Date: |b3m4;20 19 - I

=tarting and ending date in the appropriate column
below. You can enter eligibiliy dates in more than one
column if the Provider iz Tier 1eligible for more than
one reason [for example, by botk Income and School
Area). There iz no need bo enter starting and ending
dates below i the Provider is not Tier 1.

Schools — Income Eligibility
|5d100INameﬂHumberfDistrict |5choo|513rt |5chooIEnd |Qualiﬁaing| Pov '}‘n| Start Date: Iﬁ
End Date: |__ vI

~ Food Stamp Eligible? | ——

Start Date: I—"—f——;,
End Date: |_,r_;—_;,

Remove Al | Remove School I Edit School Add School Case
Number: I
 Census District
Census District
Start Date: |__ -] (block number): | Change Census Area |
Census
End Date: |__ vl Poverty % I . Lookup Remove Census Area Info |

Census Year Data
Used:

r~Tier Comments:

1 »

| pelete | | Back | [ mext | Close For Now

10. Click Next. The Meals tab opens. This tab displays the meals and times the provider is eligible to claim.
11. In the Meals tab:
a. Check the box next to each day on which the provider is allowed to serve meals in the Days Allowed
section. This may or may not impact your processed claims (depending on your system setup).
b. Check the box next to each meal plan the provider can use in the Meal Plans Allowed section. The
selections made here may or may not impact claims processing. If you allow Provider Cycle Menus,

you can set starting and ending dates. If Provider Cycle Menus are claimed between those dates,
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they may be disallowed.

c. Click the Highest Meal Shift Tracked drop-down menu and select the amount of servings (shifts or
split-shifts) of each meal that the provider is allowed to claimed. If you set the provider up for
multiple servings, you can provide both a first and second meal shift time. Note that this option only

appears if you have notified Minute Menu that you allow providers to claim multiple servings of a

single meal.
ﬁ Enroll Provider Wizard
General T Contact T Licensing T Tiering T Meals r Other ]Shely, Mary 998894 Wizard Incomplete
—*Days Allowed: —Menu Plans Allowed:
I Sunday [¥ Master Menus Highest Meal Shift Tracked: I i vl
W Monday |v EZ Menus
¥ Tuesday ¥ Provider Cyde Menus
¥ Wednesday ¥ Sponsor Cyde Menus Menu Comments:
[V Thursday rProvider Cyde Menu Dates: -
[ Friday StartingDate: [ 7 «
I~ saturday Ending Date: N - 1
Breakfast AM Snack Lunch PM Snack Dinner Ewvening Snack
Meals Alowed: Ird v v v v v
Typical Shift times: - - - - - -
Manshftstrts: | I—— = |lo— =l =)L =l =l =
manshiftEnds: |[ . ] |[_ #H|[=_ =l #HlIL— #Hl— =
| Delete | | Back | [ mext | Close For Now

d. Inthe bottom portion of the tab, check the Meals Allowed box for each meal the provider is allowed
to serve. Then, enter the typical meal times in the box(es) below each meal. If you allow two servings
of the same meal, you must enter times for each shift. Note that meal times can affect a variety of
claims processing checks.

e. Click the Menu Comments box and enter any special notes/observations regarding the provider's
menu options. This information is for your own use and has no affect on claims processing.

12. Click Next. The Other tab opens. This tab displays miscellaneous information that was not included on
previous tabs.
13. In the Other tab:

a. Click the Next Review Required Date drop-down menu and select the appropriate date for the
provider's next review. This is set to one month after the provider's Original CACFP Start Date. The
system updates this box automatically after each review you conduct.

b. Click the Start Month drop-down menu and select the beginning of a provider's review year. This is
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set to October, by default.

c. Click the Language drop-down menu and select the provider's language. This is set to English by

default.

d. Complete the remaining fields, as needed. The available/required fields in this tab depend on your

preferences/state requirements. For more information, see Set Preferences.

lam Enroll Provider Wizard

General T Contact T Licensing T Tiering T Meals T Other 15helv, Mary 998894 Wizard Incomplete

. Reviews:
TIRERET |—:— E e I—:— E ’r:lext Review Reqd:log,,rouzn 19 vl Start Month: IOCt vI

Time Closes: | . E Night'l'lmecloses:l . E

—'— — Enrollment Renewal 7
Monthly Check Deduction: $|0.00 Language: Iﬁ Worksheet Last Received: | _ 'I
En_QIISh : T1 LastBlock Claim First Block Claim Last Block Claim
r Provider In Serious Identified:  Identified for Review YR:  Validated:

Deficiency

Documentation On File:
[~ Dinner [ Saturday
| Sunday

r Require Same Day r Prevent New [~ Require InfOut Times
Entry Enrollments in KIDS i )
[~ Children Stay Overnight

o —- oA Do+l

— Custom Values
[~ Custom Flag

tate |0 Expiration : |_f_.f _l

—BI; kl..l:zs:o EJ::C_tFE]:ep:cmﬁ_m Fire Inspection Expirah‘on:l -]
BankAccount®: Health Inspection Expiration:| ; ;=
BankRoutng # [ Medical Certification Expiration: -

= paperwOrk Needed: License Standards Expiration: -

P CPR. Certification Expiration: |/ j =
- Fingerprint Expiration: |_/_ /=

Custom Number:l 0

Cuztom Description: I

| Recent Inservices Date Attended: |/ - Date Attended: |_ 7 -

| pelete | | Back | | Finalize |

Close For Now

14. Click Finalize.
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Add Providers in KidKare

. . . . . . . Last Modified on 05/06/2021 7:21 am
You can add providers to your sponsorship via KidKare—without having to loginto cor

Minute Menu HX. This allows you to quickly add providers from any Internet-connected device, such as your
phone or tablet. Note that you must access HX later to complete provider details. See Enroll Providers for more
information.

1. Log in to app.kidkare.com. Use the same credentials you use to access Minute Menu HX.

2. From the Observer Mode page, click Add Provider. The Add Provider page opens.

3. Click the First Name and Last Name boxes and enter the provider's first and last name. This information is
required.

4. Click the Email box and enter the provider's email address. This box is optional, but we recommend that
you provide an email address.

5. Set a password for this provider in the Password box. A random password is generated for you when you
access this page, but you can either manually input a password, or you can click Suggest to generate a
different random password.

6. Click the Provider ID box and enter a number for this provider, or click Suggest to generate the next
available provider ID (in sequence). See Understand Provider IDs for more information about provider IDs.

7. Click the State drop-down and select the state in which the provider operates. This menu defaults to your
state.

8. Click Add Provider. The provider is saved and can access KidKare.

@KidKore Jall Adam Frankenstein (993201) v
) = (ol & o AddProvder

45 Observer Mode

Provider Details

B Foods ~
% Billing Report First Name * | Gideon
= Reviews hd Last Name * | Nav
& eF
S N Email gnav@gmail.com
& Messages
Password * | yROSWqll Suggest
© GetHelp ~
Provider Id * 999034 Suggest

Logout

[c]

State * | MA

Add Provider

ht © 2021 - Minute Menu Systems, LLC - All Rights Reserved

Terms | Privacy Policy | Cookie Policy
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Send Welcome Messages for KidKare

Last Modified on 05/06/2021 7:26 am

About Online Claiming with KidKare

KidKare is accessible from most devices that connect with the Internet and is free to providers. It allows
providers to manage their business and provide accurate claim information to you. Providers can use KidKare to
do the following and more:

e Enroll children
e Record Meal Counts and Attendance

Plan and Record Meals

Submit Claims

e Run Reports

For more information, see the KidKare Knowledge Base. Your providers can also use this site to learn how to
navigate and use KidKare.

Accounting Package for Providers (Optional)

KidKare also has an Accounting package providers can add to their KidKare account for an additional fee. With
KidKare Accounting, providers can track payments and invoices, record business expenses, calculate
time/space % for tax purposes, and more. Click here for more information about KidKare Accounting.

Sending a Welcome Message

As you enroll providers, send them a Welcome Message for KidKare. This message may include the following:

e A brief, introductory message.

e Alink to allow the provider to log in and reset their password.

e Get started information, including a link to Home Daycares: A Brief Introduction to KidKare and the Get
Started with KidKare for Home Providers guide.

e Alink to the KidKare Knowledge Base.

e A signature that includes your name and phone number.

Note that you can customize this welcome letter, and some of this information may not be included. For more
information, see Customize the KidKare Welcome Letter.

To send a welcome message:

1. Click the Providers menu and select Provider Information.
2. Click the Provider drop-down menu and select the provider. The provider's details display, and the General

tab opens by default.

Note: We recommend you also click the Contact tab and verify that the provider's email address is
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correct.

3. Click Send Welcome Message in the Claim Source section.

General T Contact T Licensing T Tiering T

Meals T Other ]sheley, Mary 0998834 Active

r~Provider Identification:

—Claim Source: Menu Type:

* Mame: ||'..-|E,n,I

I_ IShE”E}'

First Mr Last

* Provider ID: [gogg94
Alternate ID:

State ID:

DOB: |01‘r01‘rj_g}-g vI S5M:

Group: I_ Gender: IFemaIe VI

[~ Ethnicity:

IDnIine LI |—55|Ed— LI
Login ID: — Password: Reset |

| Send Welcome Message I
Welcome Message Sent:

—Sponsar Personnel:
Manitor: IFrankenshein,Adam (:;I Enrolled By Initials: I

[ R MU

131
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Set a Provider's Claim Source

. . . . . . . Last Modified on 07/08/2020 2:20 pm
A provider's claim source is the method a provider uses to record claim information. cor

There are three claim sources in Minute Menu HX:

e Online (KidKare)
e Scannable Forms

e Manual Claims

Setting a claim source for each of your providers in Minute Menu HX can help you track incoming claim
paperwork. However, this can also impact your ability to change provider passwords for KidKare. The claim
source you set here display in the Track Received Claim window by default. If you change the provider's claim
source in that window, you are prompted to change the claim source stored in the provider's file.

To set a provider's claim source:

—_

. Click the Providers menu and select Provider Information. The Provider Information window opens.

N

. Click the Provider drop-down menu and select the provider to update.

w

. Click the Claim Source drop-down menu and select the provider's claim source.
o If you select Online, you can also change the provider's KidKare password.
o If you select Scannable Forms, you can also select the menu type: Attendance Menus, Bubble Menus,
or Full Month Attendance (Direct Entry).
4. Click Save.
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{am Provider Information
- Select Provider:

Provider:
[actve S ] T 2] [T - |

General T Contact T Licensing T Tiering T Meals T QOther 15hely,l"\ary 998394 Active

—Provider Identification: - Claim Source: Menu Type:
* Name: |I'"'Iar3,|I I_ IShE”‘f‘ IDnIine ﬂ I—Select— LI
s - = oo iDe-003000004——pmdonord: fbsfeidj  Reset |
=provider ID: [gogags Send Welcome Message |
Alternate ID: stateD: [ Welcome Message Sent:

DOEB: | I SSMy - -
p101/1873  x —Sponsor Personnel:
Group: I_ Gender: IFema|e vI Monitor: I—select— LIEnroIIed By Initials:l

Ethnicity:
" ; . } ) . Claiming Status:
’V [~ Hispanic/Latino [w Mot Hispanic or Latino ‘ ’7 Current Status:  Active ‘

Race:
r American In;iian Black or r MNative Hawaiian / —CACFP Contract Info:

{ Alaska Native [~ African Baghiaiadey Current CACFP First Claim
[~ Asian American  [v White Agreement Date:  Pre-approval Date:  Month Allowed:

ey |_f_f— LI I_‘r_‘r_ LI IDeoember 2018 ;I

Advertised Name: Current CACFP Pre-approval

Busi N Expiration Date: Expiration Date: First Claim Received:

usiness Mame:

|_)r_‘r j I_;_; ;I None Received Yet
*Original CACFP Start Date:

Paycheck Addressee: [proyider Name 'I |02f01,|f2019 'I

—Comments:

Business Tax ID:

’ Print ”Ilenmel [PutOnHold ’ Save l l Close ]




List Providers

. . . . . . X Last Modified on 07/08/2020 2:26 pm
The List Providers window provides a list of all providers in your system that meet  cor

the criteria you specify. Note that any provider with a status of Wizard Incomplete does not display in this
window, regardless of the filters you set.

1. Click the Providers menu and select List Providers. The List Providers window opens.
2. Click the Filter Providers By drop-down menu and choose from the following:
o Active: List providers who are currently enrolled and claiming with your sponsorship. Providers set to
Hold status also appear in the resulting list.
o Active and Withdrawn After: List active providers and those who have been withdrawn after a certain
date. If you select this option, click the corresponding Date box and enter the date (MM/DD/YYYY).
This option also adds a Removal Date column to the resulting provider list.
o All: List all providers, regardless of status. If you select this option, a Removal Date column is added
to the resulting provider list.
o Hold: List only those providers whose current status is Hold.
o Withdrawn Before: List only providers who have been withdrawn before a certain date. If you select
this option, click the corresponding Date box and enter the date (MM/DD/YYYY). This option also
adds a Removal Date column to the resulting provider list.

3. Click Search For Providers Where to set additional filters. Click each box and enter the information by

which to limit. Click Search Tips for helpful information about using these search options. Click Xt
clear the text you've input in these boxes.

4. When finished, click Refresh List. The providers most closely matching the criteria you specified display.
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i List Providers

X | Search T Filter Providers h\r:|,qcﬁve B | AR Refresh List

Search for providers where... Last Mame = ||— First Name = I— SSN = I—
::ity=|— State = |_ 7P = |— ::cmty=| ;|
UCE"ISE#=|— Tier = I_ PhOﬂE = I— Monitor = I ;I
= Business =
Alternate ID = |— mamm"; SE:te]D—I—
Email = | Pro\rider]D=|

7 MName Status |Tier |Monitor -
#iewd 231678 |changed, mod Active |2 |- Children | Put On Hold |Remove
View |001239 |Cordova, Anna Active |2 |- Children |Put On Hold |Remove
View | 998885 |Dough, John Active |1 |BG Children |Put On Hold |Remove
View |000052 |Email Test, Jennifer |Active |2 |BG Children |Put On Hold |Remove |—
View | 454545 |Enrollment, NewMP  |Active |2 |— Put On Hold |Remove
View |654321 |evizi, test Active |2 |- Children |Put On Hold |Remove
View | 995600 |Flats, Highland Active |2 |BG Children |Put On Hold |Remove
View | 237833 |Flower, Blue Active |1 |- Put On Hold |Remaove
View |001236 |Garda, Ramon Active |1 |BG Children |Put On Hold |Remove
View |001238 |Goodstein, Jeffrey  |Active |1 |NM Children |Put On Hold |Remove
View | 998891 |Ha, Mguyen Active |2 |BG Children |Put On Hold |Remove
View |000123 |HomesAFI, No Active |2 |PT Put On Hold |Remaove
View | 112233 |HX app Evi, Release |Active |2 |EG Children |Put On Hold |Remove
View 1004787 |HY Provider. Thanh  |Active (2 |- Children IPut On Hald IR emove LI

Only Providers who have finished Enrollment process will be displayed.
| Pt | | egon A

5. Click the #, Name, Status, Tier, or Monitor column to sort information in ascending or descending order by

that column. for example, if you click the Tier column, the providers are sorted by Tier status.

Note: The Status column sorts providers in the following status order: Active, Hold, Pending, and

Removed. The Status header is not visible if you filtered by Hold or Withdrawn Before.

6. You can do the following in this window:

o Click Print to generate and print the List Providers Report.

o Click Export to export the Provider List Export File. This is an XLSX file. You can use a spreadsheet
program, such as Excel®, to further sort and manipulate the data.

o Click View to open the Provider Information window for a specific provider.

o Click Children to open the List Child window for the selected provider.

o Click Put On Hold/Take Off Hold to change the provider's hold status. For more information, see
Place Providers on Hold.

o Click Remove to remove the provider. For more information, see Remove Providers.

o Click Reactivate to reactivate a removed provider. For more information, see Reactivate Providers.
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Once you enroll providers, you can update them at any time in the Provider

Information window.

Update Provider Information

Last Modified on 07/16/2020 2:07 pm

CDT

1. Click the Providers menu and select Provider Information. You can also click the Provider menu, select

List Providers, and click View next to the provider to change. The Provider Information window opens.

2. Click the Provider drop-down menu and select the provider to change.

3. Click each box to change and enter new information over the existing information. You can change

information in each of the tabs.

{am Provider Information

- Select Provider:

IActive

Provider:
<I[E0= < T ] |EEmET— - |

General r Contact T Licensing T Tiering T

Meals T Other 191ely, Mary 998894 Active

r—Provider Identification:

—Claim Source: Menu Type:

= Name: ||n.‘.-|ar“II
First

* Provider ID: [g95594
Alternate ID:

[ [shelly
Mr

Last

IDnIine ;I I—Selev:t— LI
Login ID: 933538834 Password: Iibqu'dj Reset |

Send Welcome Message |

Welcome Message Sent:

Children

%Iés H

Advertised Name:

Business Name:
Business Tax ID: | -

Current CACFP Pre-approval
Expiration Date: Expiration Date:

[ = v =l
*Qriginal CACFP Start Date:

First Claim Received:
None Received Yet

Paychedk Addressee: m |02‘f01‘f2019 vl
—Comments:
-
| peint || Remove | | Put On Hold | save | | close |

State ID:
DEtt |01{01‘rlg]'g j' =2 - - —Sponsaor Personnel: P e
Group: I_ Gender: IFemaIe vl Monitor: I—Select— ;I Enrolled By Initials: I ¥
Ethnicity:
N . ) ) ) Claiming Status: Helpers
’7 ™" Hispanich.atino e dis i ‘ ’_ Current Status:  Active
Race:
r American Indian Black or Native Hawaiian / —CACFP Contract Info: Training
{ Alaska Mative [~ African Padific Islander Current CACFP First Claim L’
[~ Asian American [ White Agreement Date:  Pre-approval Date:  Month Allowed:
Business Info: VAV ) e — IDemmber w8 ]

4. When finished, click Save.
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Update Provider Email Addresses

Last Modified on 08/04/2022 11:37 am

To ensure the highest security possible, we strongly recommend that each of your cor

providers have their own, unique email address tied to their account. This article provides steps you can take to
audit for duplicate and blank email addresses in Minute Menu HX, so you can update provider records
accordingly.

Locate Providers with Duplicate Emails

Duplicate email addresses used across multiple provider accounts has the potential to be a security risk. To
ensure that all data has the best protection possible, each of your providers must have their own, unique email
address. You can use the Provider List Export file and Excel to quickly locate duplicate email addresses in your
system. Since contact information is included, this report becomes a convenient call list.

Note: If your providers need assistance setting up an email address, we have provided resources and step-
by-step instructions in the Create Free Email Addresses article.

1. First, generate the report:

a.

g.
h.

Click the Reports menu, select Providers, and click Provider List Export File. The Select Report
Definition to Use dialog box opens.

Click Continue without selecting a report definition. The Provider Filter opens.

Set any necessary filters. To run this report for all active providers, simply ensure that only the Active

and Hold boxes in the Status section is checked.

. Click Continue. The Select Output Data for Provider List Export window opens.

Check the Email box.
Click Continue. You are prompted to save the file to your computer.
Save the file.

Click OK at the confirmation prompt.

2. In Excel, highlight duplicate email addresses:

a.

Select the Email column.
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AutoSave ] 202207211458 _ProviderListExportFile « Saved v £ Search (Alt+Q)

File Home Insert Draw Page layout Formulas Data Review View Help Acrobat

Calibri = General v| | [Ef conditional Formatting v
$ v % 9 @ Format as Table v

I [Z cell styles v
Clipboard Number N Styles

fx | Email

I8 ProviderName ProviderFirstName ProviderMiddleName ProviderNumber|Email

2 12141 Dung Update "999021 gb.dangvuhiep@gmail.com

3 276796 PITest '999027

4 317 hx 007317 a@test.com

S AAL Provider "999025 huyen.lt32k14@gmail.com

(M abc update abc update '003435

YA AE1 update AE "999003 abc@gmail.com

8 akiukiu provider "999030 akiukiu@mailinator.com

9 B test '668899

IO Aldrichs NYCB "998899 aldrichnycb@yopmail.com

11 XY AM "999004 add@gmail.com

{PA Anna Update MM  Anna ’997999 abc@1234.com

13 B p999787 "999787 p999787 @mailinator.com

A provider "999019 provider28012021@yopmail.com

(B Ax AX 999002 ab@gmail.com

16 [ Provider 999026

VA bb gg 001133 huyen.lt32k14@gmail.com

18 123 Small 90820 smallbee2 @yopmail.com

(N Brady Alicee "001240 jpeters@kidkare.com

20 ) stb '000099

PAN changedtest modtest 31678 p231678@mailinator.com

2¥M Cordova Anna "001239 p001239@mailinator.com
~ Ve LAVNPON CAAAAAAAS e

b. From the Home tab, click Conditional Formatting, Highlight Cells Rules, and select Duplicate
Values.

c. Click OK at the prompt. Any duplicate email addresses are highlighted.

3. Filter the spreadsheet to show only the duplicate emails.

a. Click the first row of the Email column.

b. Click Sort & Filter in the top-right corner of the Home tab and select Filter. The first row of each
column in the spreadsheet is now a drop-down menu you can use to filter.

c. Click the Email drop-down menu, select Filter by Color, and click the color that matches the

highlighted cells.
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AutoSave

Insert  Draw Formulas

Home

Er] X

Page Layout
Calibri oy =
B I U+ A A
v A

Font [

Paste EB v
MR

Clipboard N
v f_;c

A C

akiukiu@mailinator.com

202207211458 _ProviderListExportFile v /‘:’

Data

= ¥® -0 .00

Alignment

|l ProviderName  ~ ProviderFirstNan ~ ProviderMiddleNan ¥ ProviderNu
P 12141 Dung Update
3 276796 PlTest
4 317 hx
Bl AAL Provider
[ abc update abc update
JAll AE1 update AE
i akiukiu provider
9 EIS test
Aldrichs NYCB
AM AM
Anna Update MM Anna
a p999787
A provider
AX AX
B2 Provider
bb ge
Bee Small
Brady Alicee

Search (Alt+Q)

Review View Help Acrobat

General v @ Conditional Formatting v

$v% 9

[ Format as Table v

[iZ Cell Styles v
Styles

.00 0
Number N

zl SortAtoZ

2] sortztoA

’999021 Sort by Color

999027

007317 7

999025

'003435 Filter by Color

?99003 Text Filters

999030

'668899 Search /O
'998899 [¥ (Select All) ~
@99004 [v]a@test.com

’997999 [v/ab@gmail.com

'999787 \iabc@1234.com

7999019 [v abc@gmaill.com

"999002 */add@gmail.com

v Ivlakiukiu@mailinator.com

'999026 [vlaldrichnycb@yopmail.com

'001133 [¥Ibetty@kidkare.com

'290820 \ibetty@minutemenu.com

001240 [¥Ibstanderpeople@childcarerocksoka

Jay Peters b4

E Insert v
X Delete v
[=] Format v

Cells

Filter by Cell Color

No Fill

Filter by Font Color

Automatic

d. The spreadsheet should now only show duplicated email addresses. Since the provider name and

provider numbers are included, you can easily determine which providers need to be updated.

ProviderName

AAL Provider "999025
bb g 001133
Email Test Jennifer '000052
Flower Blue 237893
Hule test Nguyen "998891
HX Release update 77777
McDougal Harriet "999000
Nelson Foggy "999036
Nguyen Ryan 777777
Phan Provider Two Phan 269743
% Phan San Prod Phan San Four 782139
Scott Brooke 003333
Smith Amsten 310820
Test2 Jennifer 013544
transfer 993 274070
UBacchus Amelia 002234

~ ProviderFirstNan ~ ProviderMiddleNan ~ ProviderNumb ~ Email

huyen.|t32k14@gmail.com
huyen.lt32k14@gmail.com
test@test.com

test@test.com
tuebinh.su@evizi.com
tuebinh.su@evizi.com
thanhdapchai@mailinator.com
betty@kidkare.com
thanhdapchai@mailinator.com
thithao.le@evizi.com
thithao.le@evizi.com
betty@kidkare.com
tnmhanh@gmail.com
test@test.com
tnmhanh@gmail.com
test@test.com

4. Update provider email addresses in the Provider Information

Return to Top

Locate Providers with Blank Email Addresses

Not only does email provide a convenient way for sponsors to contact their providers, it ensures that centers

can self-serve in the event they forget their user name or password. Use the Provider List Export file to generate
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a report you can then filter to show those centers for which you do not have an email address. Since contact
information is included, this report becomes a convenient call list.

Note: If your centers need assistance setting up an email address, we have provided resources and step-by-
step instructions in the Create Free Email Addresses article.

1. First, generate the report:
a. Click the Reports menu, select Providers, and click Provider List Export File. The Select Report
Definition to Use dialog box opens.
b. Click Continue without selecting a report definition. The Provider Filter opens.
c. Accept the default Status filters (Active and Hold), and click Continue. The Select Output Data for
Provider List Export window opens.

d. Scroll down and check the Email box.

; Select Qutput Data for Provider List Export X
Enter Mew Export Save Ezport Select Export Delete Export
Report Mame: | Report Options Report to Delste: | --Select— ;I Report

Display Field Group Field Description -~
County County
CPFR Certification Expiration D ate CPFR Certification Expiration D ate
Custom Description Custom Description
[~ [Custom Description Custom D escription
I~ [Custom Description Custom D escription
[T |Custom Flag Cusztom Flag
[T [Custom Flag Custom Flag
[~ [Custom Flag Custom Flag
Cuistom Murmber Custom Murmber
Cuztom Mumber Cusztom Mumber
Custom Number Custom Number
v 1 Email E mail |
I Erralled by User
[ [Ervolled Child Courts Enrolled Child Counts
™ [Errcliment Renewal Date D ate Enrollment Renewal Worksheet Last Received
I [Fax Fax Phone
[~ |Fingerprint E =piration D ate Fingerprint Expiration D ate
[ [Fire Inspection Expiration Date Fire Inspection Expiration Date W
4| o
%’ Selection Count: 1 l Cancel l l Continue l
Deselect Al

e. Scroll down again, and check the Phone box.
f. Click Continue.
g. Browse to the location on your computer in which to save the file.
h. Click Save. The file opens automatically in your default spreadsheet program.
2. Filter the resulting spreadsheet to show blank email addresses only. Note that these instructions are Excel-
specific.
a. Click the first row of the Email column.
b. Click Sort & Filter in the top-right corner of the Home tab and select Filter. The first row of each
column in the spreadsheet is now a drop-down menu you can use to filter.

c. Click the Email drop-down menu and clear the Select All box.
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d. Scroll to the bottom of the list and check the Blanks box.

e. Click OK. You now have a list of providers with missing email addresses, as well as their phone

numbers.

AccountLuman
Anna
changedtest
Dalton
Enroliment
Goodstein

HX app Evi

HX

McDougal
Mguyen

Parra

PCI

Phan San Prod
Provider
Sargent

Test Online
test4

test
TestTransferl
Trudeau
update

TestCarol
Anna
modtest
Jennifer
NewMP
Jeffrey
Release
Release update
Harriet

Pin

Jennifer

Test

Phan San Four
Jennfier
Jazmaine G
Jennifer

mod

mod
Production
Alistair

hx bakoba

"654987
31313
"397939
231678
"002409
"a54545
‘01238
12233
Q7T
"ag9000
"686868
‘012344
"0g0s1
782139
‘00001
‘03339
"23456
"168763
321657
"398830
‘009639
‘00124

ProviderName |~ | ProviderFirstNam ~ | ProviderMiddleNar ~ | ProviderNumb| = | Email

-T| PhoneNumber

(987) 654-9870
(111) 111-1111
(111) 111-1111
(987) 654-3210
(555) 555-1234
(587) 897-9797
(987) 444-8888
(111) 111-1111
(222) 222-2222
(940) 555-5555
(123) 456-7890
(789) 444-8888
(555) 555-5555
(151) 591-5915
(545) 454-4544
(123) 456-7899
(888) B38-8888
(987) 654-3120
(987) 654-3210
(121) 212-1212
(214) 555-9999
(111) 111-1111

3. Contact the providers on your list for their email addresses, and add their email addresses to the Provider

Information Contact tab.

-
o . .
m Provider Information

- Select Provider:

|Ach’ve

Provider:
<] o =] Ta | EEEE— - |

General Contact T Licensing T Tiering T

Meals T

Other Shelley, Mary 998894 Active

(Sl

Select State:

Current Physical Address:

*Street: [123 5 Main

*City: | Grapevine

State: 1y +| T | 76051-0000

| countys: 220

Return to Top

County: |Tarrant
Current Mailing Address:
Addressee: |

Street: |

Contact Mumbers:

*Phone: | 949-123-4567

Faw: [ - - Send Email

I Email: |mshe||y@:frankenstein.c0m

Mobile/Alt. Phone: | - -

Relocation Info:

-
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Bulk Provider Update

Last Modified on 07/08/2020 2:33 pm

Use the Bulk Provider Update function to update information for multiple providers cor
at a time. For example, you can update tier eligibility or CACFP agreement dates.

. Click the Administration menu and select Bulk Provider Update. The Provider Filter window opens.

. Set filters for the providers to include in the change. Check the Choose Providers From List box to select
specific providers from a list.

. Click Continue. If you did not check the Choose Providers From List box, the Bulk Provider Update window
opens. Go to Step 5.

If you choose to select providers in Step 2, the Choose Providers dialog box opens. Check the box next to
each provider and click Continue. The Bulk Provider Update window opens.

. Check the box next to each item to update. You can update the following: Claim Source, Provider Status,

CACFP Agreement Date, Income Eligibility, License Start Date, License End Date, or Census Eligibility.

i Bulk Provider Update [mE3m]
I ClamSource [ g.g’CeFPAgeemenl | Income Eligibilty N T~ LicenseStatDate | | Census Eligibiity ‘
@ Updais L O Update O Filter OlUpdate L O Update O Hiter O Updste Ol
B | | StatDate: [ | S - StatDate: [ -]
= EndDate: [ ] S EndDate: [/ -]
T Provider Status v T gﬁgp Expiration i e e I~ LicenseEndDate —;,j -nsus Dates far
QOiUpdate. O Filter Olpdate. O Fiter (iene/H Bieviders OUpdate. OFilter
I -Select- v I - r —

Provider Filter: Active & Hold

Click Refresh List to apply filters [ Clear Options ] l Refresh List l

Select | Done #|Provider Name Tier | A |Data Src|CacfpAaree CacprxpireI[noomeStart IncomeEnd |CensusStart| CensusEnd |LicenseStart|LicenseEnd |P1 A

View | 654987, 2 SF 01/01/17 |01/01/18 |A
I View | 005463 |AA, ARA Z 2 SF 01/01/17 | 12/31/21 |01/01/17 |03/18/20 AJ

View | 131313 |AccountLuman, Test(| 2 WEB 01/01/18 |01/01/20 |A
View | 005464 adfadf, fadsf a 2 WEB 01/01/17 |01/01/19 |A
View | 998899 |Aldrichs, Jessica M WEB 07/01/19  |12/31/50 |A
Vview | 111222[8B, AA 2 WEB | 10/01/19 10/01/19 [10/02/19 |A
View | 001240 Brady, Alicee 2 WEB 11/01/17  |12/31/50 |A
View | 231678 |changedtest, modtes| 2 WEB 01/01/17 |12/31/50 |A
View | 001239 |Cordova, Anna 2 WEB 08/15/17 |12/31/50 |A
View | 002409 |Dalton, Jennifer 1 WEB 06/03/19  |06/03/20 |A
View | 998885|Dough U, John 1 WEB | 05/08/18 | 05/08/18 05/01/18 |10/08/20 |A

View | 008585|DTest, Jennifer 2 WEB 07/01/17_[09/30/0 [A
Micua A0NNSY Email Tact lannifar 1 wer niin1/1a 12/21119 A
vid o

Provider Count: 63 Providers Selected: IJ Providers Updated: 0

Select All
4|Deselect Al [(‘ Selected " Done ALL‘ l Cancel l [ Save l

. Set new dates, as needed.

. Check the box next to each provider to which to apply these changes.

Before saving your changes, click Print to print a report that lists all providers you are updating and their
current information. Review this report carefully and confirm that you have selected the correct providers.
You cannot reverse this process once its complete.

. Click Save.
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Manage Provider Capacity
Last Modified on 07/09/2020 9:21 am
The Provider Information Licensing tab allows you to record virtually all aspects of cor
information related to the provider's capacity. Minute Menu HX uses capacity information when processing
KidKare claims, scannable form claims, or Direct Entry claims. If you review claims manually, this information is
also available on certain reports for you to use as a benchmark.

Note: Minute Menu HX does not check capacity on manually entered claims.

Each state handles capacity in different ways, and each state also handles capacity checks in different ways for
different types of family child care home licenses or registrations.

For some licenses/states, the allowed capacity at any given meal is fixed and cannot be varied for individual
providers. If this is the case, then you cannot change the capacity for individual providers and are given a
Maximum Capacity value when you select the provider's license type.

For other licenses/states, the allowed capacity is more flexible. This means you can change the maximum
allowed capacity for individual providers. You can also typically set a maximum capacity for infants, as well as a
maximum overall capacity. If this is the case, you can see two boxes in the Licensing tab: one allowing you to
enter an infant capacity maximum and one for a school-aged (overall) capacity maximum. Therefore, change the
numbers in these boxes to vary the capacity.

{a Provider Information
- Select Provider: Provider
[active = =] Ta #| Ishelly, Mary »| | Enroll Provider
General T Contact T Licensing T Tiering T Meals T Other ]Shel'_r, Mary 998894 Active
. License Issued bv State? W Activate
—License Paperwoark: i ; } hildre:
cense =5 [mserss cere Tyoe: | | i Gy Chidren
License ¥ |123455789 bes I j calulated after save JE—
*StartDate: [g7/02/2018 vl Provider Capacity: Maximum Capadity: 10 Children
*=nd Date: 70y - Please supphy the age-specific maximum capadities for this provid
Infants: I 4 Preschoolers: | 10 .
License Motes: - Sl Claims
- School Aged: | 10
State Licensor Mame:
Payments
—Ages Allowed: -
*Youngest: I 0 " Wks (" Mons (* ‘rs -
*lldest: - ~ Mloee 2 Vre

Still other states/licenses vary the allowed capacity based on the specific meal served. If this is the case for you,
then you will see each of the six meal listed, which allows you to supply a maximum capacity just for that meal.

Waivers

Capacity waivers are allowed in certain states/for certain licenses. When a waiver is in effect for a provider, that
provider is exempt from over-capacity errors. Waivers typically have start and end dates, and you must supply
such dates when you indicate a waiver is in effect. If a waiver only applies when a particular child is in
attendance, you can indicate that the waiver is child-specific and then specify the appropriate child. You can also
enter a description.
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To set a waiver:

S

8.

Click the Providers menu and select Provider Information. The Provider Information window opens.
Click the Provider drop-down menu and select the provider to change.

Click the Licensing tab.

Check the Waiver box.

Click the Start Date and End Date boxes and set a start and end date for the waiver, if required.

If this waiver is child-specific, check the Child Specific box. Then, select the child to which the variance
applies.

Enter any description, as needed.

Click Save.

Variances

Capacity variances are allowed in certain states/for certain licenses. When a variance is in effect for a provider,

that

—_

provider's capacity is increased or decreased by the amount you enter.

. Click the Providers menu and select Provider Information. The Provider Information window opens.
. Click the Provider drop-down menu and select the provider to change.
. Click the Licensing tab.

. Check the Variance box.
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ﬁ Provider Information Fﬂ
- Select Provider: Provider:
[Active i || =] Ta #] |shelly, Mary =] | Enroll Provider
General T Contact T Licensing T Tiering T Meals T Other \[Shdh Mary 993834 Active
. License Issued bv State? W Activate
r~License Paperwork: - . 5 H
i *License Type: Mazsimum Capacity Children
License #: Ilzgﬂsﬁjgg vpe ILarge Fech - 14 LI caboulated after save
*Start Date: [o7/02/2018 .l SR Maximum Capadty: 10 Children

»
]
E
2

License Notes:

State Licensor Name:

-~ Ages Allowed:
*Youngest: Ig " Wks " Mons (% Yrs

*Cldest: |13_ " Mons ¥ ¥rs
Remaining Training [ Claims as of: |1p_‘r01p_013 -l Training

Period:

Max # of Child Groups |1 vl

Calendar
Variance: - [v
*StartDate: [03/15/2018 ~|EndDater [oajsja01s v] -
Child Spedfic? [~ Supervisors
Please enter the specific amount(s) to increase capacity by:
Infants: [ | Preschoolers: I_ Messages
Toddlers: ,_— school Aged: IT Serous
Deficiency

’ Print ”Ile.nmel [PutOnHoldl ’ Save l l Close ]

. Click the Start Date and End Date boxes and enter a start and end date for the variance.
If this variance is child-specific, check the Child Specific box. Then, select the child to which the variance
applies.
In the Please Enter the Specific Amount(s) to Increase Capacity By section, click each box that applies
and enter the amount by which to change the capacity.

o Increase Capacity: Enter a positive value in the specific age category.

o Decrease Capacity: Enter a negative value in the specific age category.

. Click Save.
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Manage Provider Tiering

. . . . . . . . Last Modified on 07/08/2020 3:12 pm
You record a provider's Tier and Tier qualifying information in the Provider coT

Information Tiering tab. This information is essential, as it determines reimbursement rates for the provider.

E Provider Information
- Select Provider:

Provider:
I.ﬂctive LI I_f_f_ LI I?ﬂ ISheIIyJMary vl

General T Contact T Licensing T Tiering T Meals T Other ]Shell\r,l\"lary 993854 Active

If the Pravider is Tier 1, you must enter both a valid *Tier: o Ac!:wate
starting and ending date in the appropriate column Children
below. You can enter eligibilivy dates in mare than one
column if the Provider is Tier 1 eligible for mare than =
one reazon [for example, by both Income and School Children
Area). There is no need o enter starting and ending
dates below if the Provider is nok Tier 1.

Schools Income Ehigibility | Claims
|Sd1c:o|Nameﬂ‘dumber,.’District |5|:hooI513rt |SchooIEnd |Qualiﬁfing| Pov %| Start Date: m
— 2 Payments
3 End Date: |_Jr_}r vl —_—
Helpers

mp Eligible? T —

Start Date: |_}r_.,r vl Training

End Date: I_}r_Jr_ j

Reviews
Remaove Al I Remove School I Edit Schoal Add Schoal Case
Number: I J—
— Census District w
Census District —_—
Start Date: |_)r_.,r ~] (locknumber): | Change Census Area | T
Census 4 L
End Date: |_,f_f vl Poverty %: I . Lookup Remove Census Area Info |
Messages
Census Year Data I—
Uzed: JE—
Serious
—Tier Comments: Deficiency
I -

[ vone [memove ] [swve ] [ cose ]

1. Tier: A provider's tier can be set to the following:

o 2:Providers are set to Tier 2 by default, unless you specify otherwise. If you select Tier 2, you can set
a Tier 2 effective date, which can be useful in certain states to record when you attempted to verify
the provider's tier (even though they don't qualify).

o 1: Select Tier 1 if the provider meets school, income, or census requirements for Tier 1
reimbursements. This means that all children enrolled with this provider should be reimbursed at Tier
1, even if the children themselves are not set up as Tier 1 Income Eligible. Note that this does not
guarantee that claims will be reimbursed at Tier 1. The qualifying dates in this tab must be valid (see
below).

o M: Select M if the provider is Mixed-Tier. This means that the provider is not Tier 1, but they have

children enrolled who are Tier 1 income Eligible.
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2. Income Eligibility: If the provider is Tier 1 by Income, click the Start Date and End Date boxes and enter the
starting and end dates for this qualifying status. Once these dates expire, the provider will be automatically
reimbursed at Tier 2 rates unless the dates have been updated prior to the reimbursement being issued.
However, the Tier drop-down menu remains set to 1 until you actively change it. End dates are inclusive,
which means that if you set the End Date to June 30th, the provider is treated as Tier 1 on June 30th.

a. Food Stamp Eligible: If a provider is categorically eligible for Tier 1 because they are Food Stamp
participants, you must supply Income Eligibility Dates and you must also indicate that the provider is
Food Stamp Eligible. Check this box. Then, click the Case Number box and enter the provider's food
stamp case number. The Start/End dates are required by some state agencies. This information
prints on the Provider List Export File when you report this information to your state agency.

3. Schools: If the provider is Tier 1 due to the poverty percentage at the nearest school(s), click Add School
and enter school eligibility information. Note that Minute Menu HX only examines Start and End dates by
default when determining tier eligibility. However, HX can be configured to examine the poverty
percentages. Check your Sponsor Preferences. You must provide start and end tiering dates as follows:

a. In states where Minute Menu HX has the state's school tiering list in electronic format, a list of
schools displays. Select the school area that applies to this provider. The relevant information
(poverty percentage, etc), populate the remaining fields automatically. When you enter the tiering
start date, the end date automatically defaults to five (5) years after the start date. Save your
changes. You can add additional schools for which the provider qualifies.

= |n these states, you should assign every provider to the closest school(s), even if that school
area does not qualify for Tier 1 reimbursement. Leave the dates blank for each area in which
the school does not qualify. If you have assigned every provider to a specific school, you can
run the School Tier Comparison report each year when new rates are released by your state.
This report lists any providers who used to be Tier 2, but whose school area now qualifies due
to the school area's poverty threshold. Using this information, you can reassign provider tiers as
appropriate.

b. If your state does not have school data in the Minute Menu HX database, you must manually enter all
information for each school area that applies to the provider. Click Add School and enter the required

information. You can add additional schools for which the provider qualifies.
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Move to Schaal; I—Select— LI

21st Century Learning Institur|33669330123882  |Beaumont Unified Riverside 53.4615|May 2018
A, E. Arnold Elementary 30664806027767 |Cypress Elementary Qrange 39,7297 |May 2018
A. G. Currie Middle 30736436085377  |Tustin Unified Crange 73.3050 |May 2018
A, 1. Cook Elementary 30665226028211  |Garden Grove Unified QOrange 69,5652 |May 2018
A, 1. Dorsa Elementary 43693696046114  |Alum Rock Union Elementar|Santa Clara 83.0188 |May 2018
A. L. Conner Elementary 10622650105692  |Kings Canyon Joint Unified |Fresno 94,6902 |May 2018
A, M, Thomas Middle 15635946102792  |Lost Hills Union Elementary [Kern 52,1505 |May 2018
A, M, Winn Waldorf-Inspired |34674396033765  |Sacramento City Unified  |Sacramento 74,1379 |May 2018
Abbott Middle 41690396044736  |San Mateo-Foster City San Mateo 45,1233 |May 2018
Abby Reinke Elementary 33751926116446 |Temecula Valley Unified Riverside 17.0523|May 2018
ABC Secondary (Alternative) |19642121995596  |ABC Unified Los Angeles 73.3333|May 2018
Abraham Lincoln 19648736021430  |Paramount Unified Los Angeles 92.6153|May 2018
Abraham Lincoln Alternative |15637761530377  |Southern Kern Unified Kern 74,1379 |May 2018
- Manually Add ~ School Area
School Poverty 2: Qualifying konth Year

I__ I--Select-- LI I

Start Date End Date

Do +] [ =]

School Mame:

S chool Humber

School District

Clear

i

4. Census District: If the provider is Tier 1 eligible due to census district, enter Start and End dates in the
Census District section. You can also complete the Census District and Census Poverty % boxes, but these
are optional, as Minute Menu HX only examines eligibility dates. End dates are inclusive, which means that
if you set the End Date to June 30th, the provider is treated as Tier 1 on June 30th. You should always enter
Tier 1 Census Eligibility, even if the provider qualifies for Tier 1 by another means.

o Your agency can be configured to pull the Census Block from a list (all census blocks are coded into
Minute Menu HX by default). If you've enabled this feature, the Change Census Area button displays.
Click it to choose the provider's census block from a list. The eligibility percentage will be

automatically filled-in for you.
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o Click Lookup to access a website created by FRAC that will identify the census block of the provider

an indicate whether that census block is Tier 1 or not.

Enter any special comments or notes in the Tier comments box. This information is for your own use only and
has no effect on the provider's claim processing. You can enter up to 255 alphanumeric characters in this box.

Remember to save your changes before exiting this tab.
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Manage Historic Provider Data

. . . . . . . Last Modified on 07/09/2020 9:21 am
Provider files and child files change over time. Minute Menu HX stores all previous cor

values for your providers, which ensures that you have a complete audit trail for each provider change made, as
long as that provider is active with your agency. When you save changes to a provider's file, the old data is saved
to the claim month in which it changed. For example, if you change a provider's license number in January 2019,
you can later view the license number that was effective in January 2019 in the Provider History Information
window.

Note: This function may not be enabled for all sponsors. If you need to access Provider History (or Child
History) for audits or reviews, contact Minute Menu HX Support for assistance.

Since historic data is saved effective to a claim month, you can only save one change per month. The most
recent change made before advancing the claim month is saved.

Let's look at an example:

—_

. During April, a provider's license number was 1200.

2. On May 10th, you change the license number to 2900.
3. On May 20th, you change the license number to 3500.
4

. On May 31st, you advance your claim month to May.
If you access the Provider History window at this point, you would see the following:

e If you look at data for for the March claim month, you'll see license number 1200.
e If you look at data for the April claim month, you'll see license number 3500. This is the last value that was
in-effect when the current claim month was April.

e If you look at data for May, you'll see license number 3500.
To access provider history:

1. Click the Providers menu and select Provider History. The Provider History Information window opens.

2. Click the Provider drop-down menu and select the provider to view.
Note: To view history for pending, on hold, or withdrawn providers, click the Active drop-down menu

and select the appropriate provider status. Then select the provider.

3. Click the History Month drop-down menu and select the history month to view. The provider's information

displays.
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{am Provider History Information

- Select Provider: History Honth: |

Provider: ry
I 'I |__,f_f_ vI I:ﬂ ICordova,.l‘-\nna ;I INovemberZOlB ;I

Generalr Contact T Li::ensingT Tiering T Meals T Other \[Cordova,.ﬂma 001239 Active

—Provider Identification: —Claim Source: Menu Type:
*MName: [anng [ [cordova |online =] |-select-- ~|
First mMr Last A
LoginID: 993001239 Password: Natale  Reset |
*Provider ID: [on173g Send Welcome Message |
Alternate ID: stateD: [ Welcome Message Sent: 3/23/2018
DOEB: | I SSMy - -
08/28/1988 > —Sponsor Personnel:
Group: |1_ Gender: I—Select— vI Monitor: I—select— LIEnroIIed By Initials:l
Ethnicity:
. . . Claiming Status:
’7 [~ Hispanic/Latino [~ Mot Hispanic or Latino ‘ ’7 aiming = Status: IAcﬁve ;I ‘
Race:
[~ American Indian Blackor [~ Mative Hawaian / —CACFP Contract Info:
{ Mlaska Mative [~ African Padfic Islander Current CACFP First Claim
[~ Asian American [~ White Agreement Date:  Pre-approval Date:  Month Allowed:
—EBusiness Info: |—‘r—‘r— LI I_‘r_‘r_ LI IAUQUStZDI? ;I
Advertised IName: Current CACFP Fre-approval
Expiration Date: Expiration Date: First Claim Received:

Business Mame: [anna Cordova |_)r_‘r j I_;_; ;I 4{1/2018
Business Tax ID: | . *COriginal CACFP Start Date:

Paycheck Addressee: [proyider Name 'I |09f01f201? 'I

—Comments:

Note: Only fields classified as historiable will be saved [ Save ] [ Close ]




Manage Provider Helpers

. . . o Last Modified on 07/09/2020 9:33 am
Some states count provider helpers as part of a provider's capacity. If this is the coT

case in your state or a state in which your provider operates, you must add and manage these helpers in the
provider's file in Minute Menu HX.

Adding Provider Helpers

1. Click the Tools menu and select Provider Helpers. The List Helpers window opens.
Click the Provider drop-down menu and select the provider for whom to add a helper.
Click Add Helper. The Add New Helper dialog box opens.

Click the First Name, M, and Last Name boxers and enter the helper's full name.

Click the Address, City, State, and Zip Code boxes and enter the helper's address.

o o k~ 0N

Click the SSN box and enter the helper's social security number.

[ Add New Helper

Shelly, Mary 998894

First Name: |'u"|ctor M.L: | LastName: |Frankenstein

Address: {133 Gothic Literature Lane

City: |san Francisco Statei[cs  +|  ZCede: 90004

S5N: | 123-45-5782 Email: |vfrankenstein@example. com
Gender: |Male - Date of Birth: |ouo1f1gso -]
Fhone: |409-123~45571

—Race: Expiration Date: - -
¥ White | Asian [ Pacific Islander Training Complete —

[~ Black [~ Hispanic [~ American Indian Date: |/~

Provider's Helper's Children -

| #|Name | status [poB |ooe ||

— .

7. Click the Email box and enter the helper's email address.

8. Click the Gender drop-down menu and select the helper's sex.
9. Click the Phone box and enter the helper's phone number.

10. In the Race section, check the box next to each item that applies.

11. Click the Expiration Date and enter the date on which the helper either needs more training or re-
certification. This is useful if you require documentation proving that the helper has received training or
has appropriate certifications.

12. Click the Training Date Complete box and enter the date the training completed training, if needed.

13. Click Save.

14. Click Add Another to add another helper, or click Close.
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Changing Provider Helpers
To update provider helper information:
1. Click the Tools menu and select Provider Helpers. The List Helpers window opens.

2. Click the Provider drop-down menu and select the provider for whom to manage helpers. The helpers

created for this provider display.

ﬁ List Helpers
Filter by: ———— - Select Provider: _
Provider:
® Selected Provider - [ = I
O All Providers IActwe ;I I_f_f | la A ISheIIy, Mary ;I
Filter Helpers By:
[ O all (® Currently Employed () No Longer Employed
Helper Name [
Frankenstein, Victor Edit
Shelley, Percy Edit

e

3. Inthe Filter Helpers By section, select All, Currently Employed, or No Longer Employed.

4. Click Edit next to the helper to change. The Edit Helper Information dialog box opens.

5. Update the helper's information, as needed.

6. If this helper no longer works for the provider, click the Last Date Employed box and enter the helper's last
day of employment.

7. When finished, click Save.

Deleting Provider Helpers

You should only delete helpers if they were entered in error. If the Helper no longer works for the provider, enter a
date in the Last Date Employed box.

1. Click the Tools menu and select Provider Helpers. The List Helpers window opens.
Click the Provider drop-down menu and select the provider.

In the Filter Helpers By section, select All, Currently Employed, or No Longer Employed.

AN

Click Edit next to the helper to remove. The Edit Helper Information dialog box opens.
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5. Click Delete.

6. Respond to the confirmation prompt.

Note: You can access the List Helpers window from the Provider Information window. To do so, click
Helpers (to the right) in the Provider Information window.
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Handle the Provider's Own Children

. . . Last Modified on 07/09/2020 9:54 am
Because the Food Program only reimburses the provider's own children for those  cor

providers who are Tier 1 Income Eligible, performing capacity checks can become complicated. State
regulations dictate whether sponsors can ignore the provider's own children who are not participating in the
Food Program, or whether these children must be counted when determining allowed capacity.

If you do operate in a state that requires providers' own children be counted when determining allowed capacity,
these children must be taken into consideration when a sponsor examines meal capacity at each meal serving.

In all cases, providers' own children who are eligible for reimbursement must be actively enrolled in Minute Menu
HX and recorded in KidKare or on scannable forms. However, there are several different approaches for those
own children who are not participating in the Food Program. In each case, Minute Menu HX handles all aspects
of capacity-related checking when a claim is processed, unless you enter claims manually (you must handle
capacity checks for these).

There are four (4) distinct approaches to managing these capacity checks. Each is discussed in the headings
below.

Note: Unless Approach 1 is mandated by your state agency, we recommend that you use Approach 3.
Contact Minute Menu HX Support for help configuring Minute Menu HX to handle the approach you decide to
take.

Approach 1: Adjust Allowed Capacity

For some states/licenses, the state explicitly provides a lowered capacity limit for providers, based on the
number of the provider's own children present in the home. For example, suppose the state/license maximum
capacity for a provider is six (6) children. However, provider Josie has two (2) of her own children in care.
Josie's maximum capacity is lowered to four (4) as a result.

In the above example, Minute Menu HX is configured so that the provider's own child is not counted in the
capacity. This means that the State always assumes that the provider's own children are present, and you do not
have to worry about non-participating children at all.

This approach forces the state (and possibly you) to keep track of the number of providers' own children in each
licensed home and update licensing information accordingly. This can be especially difficult if the State adjusts
capacity based on the non-school-aged own children. If this is the case, you or the State must update records as
the provider's own children start school.

This approach is mandated by licensing and precludes any of the other three approaches.

Approach 2: Providers Always Record Own Children

You can require providers actively mark each of their own child in attendance at every meal. If this is the case,
the provider must enroll each of their own children in Minute Menu HX (via KidKare, scannable forms, or entry at
your agency). They must also mark each own child in attendance at a meal when recording meals.
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When these claims are processed, the capacity information is computed accurately. The provider's own children
can be enrolled as participating or non-participating. This affects what the claims processor does when these
children are claimed:

e Participating: The error reports generated during processing indicate that the provider's own children were
not reimbursed, because the provider was not Tier 1 Income Eligible.
¢ Non-Participating: The error reports generated during processing either ignore the non-participating

children or warn you that the children were counted for capacity, but were not reimbursed.

Capacity is accurately analyzes, and the provider is accurately reimbursed in either situation (participating own
children vs non-participating own children). However, if you use this approach, providers can simply not mark
their own children in attendance at any meal (since their own children are not reimbursed anyway), and the
processor will not detect an over capacity problem.

Approach 3: Assume Own Children Attend Meals Based on Enrollment

You can configure Minute Menu HX to assume that the provider's own children are present at every meal when
performing capacity checks. When this is done, school-aged own children are assumed to not be in the home if
it is a school day and an AM Snack or Lunch is being served.

When processing a claim, the system examines all of the children on file in the Minute Menu HX database for the
provider being processed and assumes that all of the provider's own children are present when computing
capacity at each meal serving.

Note: If a provider is Tier 1 Income Eligible, they must still actively claim their own children for
reimbursement. This assumption applies to capacity checks only.

If you take this approach, you must have your providers enroll each of their own children (via KidKare or
scannable enrollment forms). You can note that a specific own child is not present in the home if the provider
notifies you that a child will not be present. This ensures you have 100% accuracy when determining capacity.

This approach forces your providers to complete enrollment forms for their own children, which may increase
costs (for scannable forms) and/or take up available child numbers. You may consider enrolling providers' own
children in the second or third child group for those providers who care for a large number of children.

Approach 4: Assume Own Children Attend Meals Based on Provider File

With this approach, Minute Menu HX assumes that the provider's own children are present at every meal served
when performing capacity checks. Rather than examining the children currently enrolled in Minute Menu HX, the
system instead examines counts of non-participating own children that are recorded in the provider's file in the
Provider Information Licensing tab.

The system assumes that the number of the provider's own children recorded in the provider's file are present at
every meal served and computes the capacity accordingly. When recording providers' own child counts, you
must break the counts down by child age grouping (infants/school-aged children) so the processor knows how
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to allocate the extra capacity. The provider's own school-aged children are not included in capacity checks on
school days for AM Snack and Lunch.

This approach does not allow you to note a provider's own child as not present in the home. You must maintain
the counts of providers' own children in each provider's file, as well as update the age groupings for those
counts as children become school-aged.
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Manage the Provider Calendar

Last Modified on 07/09/2020 9:56 am
Use the provider calendar to track when a provider is closed, away from the home, orcor
open on a holiday. Most sponsors require that providers provide advanced notice if they are going to be closed
for a day or away from the home for any length of time (for example, they are taking the children on a field trip).
You can use this information when scheduling home reviews. Minute Menu HX can also cross-check this
information when processing claims to ensure that meals were not claimed on days the provider was closed.

1. Click the Tools menu and select Provider Calendars. The Provider's Schedule window opens.

2. Click the Provider drop-down menu and select the provider.
Note: You can also access the Provider's Schedule window from the Provider Information window. To

do so, click Calendar (to the right).

3. Click and =] to select the month in which to work.

4. To mark the provider as closed for a specific date:

a. Click Qﬁ , drag it, and drop it on the appropriate day on the calendar. The Meals Closed dialog box

opens.

IF a Pravider is clozed far only certain meals of the day,
de-zelect meals below when the Provider iz open,

Meals Closed

v Al Snack

v Lunch

v PM Snack

v Dinrer

v Ewening Snack

b. Check the box next to each meal for which the provider is closed. All meals are checked by default,

so if the provider is open for some meals but closed for others, clear the box next to each meal for

which the provider is open.

c. Click OK. The closure notice is added to the calendar.
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5. To mark the provider as away from home for a specific date:

a.

b.

Click the box at the top of the window and enter the reason the provider is away from home.

Click @ ,drag it, and drop it on the appropriate day on the calendar. The Meals Away From Home
dialog box opens.
Check the box next to each meal for which the provider is away. All meals are checked by default, so

if the provider is only away for Lunch, for example, clear all boxes except for Lunch.

. Click OK. The away from home notice is added to the calendar.
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6. To mark the provider as open on a holiday, click (% , drag it, and drop it on the appropriate day of the

month. The notation is added to the calendar.

7. Toremove closed/away/open on holiday notations:

a. Double-click a day to view details.
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b. Click the notation to delete.
c. Click Delete.
d. Click Close.
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Manage the Same-Day Entry Requirement

. . . Last Modified on 09/14/2020 11:26 am
You can control whether providers must record attendance data in KidKare on a coT

daily basis. This setting affects providers on a case-by-case basis. You can adjust this requirement at any time.

Enable the Same-Day Entry Requirement

Enabling this requirement has two steps:

e Update your sponsor preferences to enable the Require Same Day Entry box.

e Check the Require Same Day Entry box in the Provider Information Other tab.

Enable the Require Same Day Entry Box

First, update your sponsor preferences to enable the Require Same Day Entry box in the Provider Information
Other tab.

1. Click the Administration menu and select Sponsor Preferences. The Sponsor Preferences window opens.
2. Click the Select Category to Move To drop-down menu and select M. Online Claiming Preferences.

3. Check the 006. Use Day of Entry Requirement box.

ﬁ Sponsor Preferences @
Select the Categom Select the Ermor
ko o b | > ko o b j
Geloot Gate: (T w Click the Checkbox nest to a policy to change it's setting.

Click the Degcription row to zee the entire description.

Palicy Settingz for Tk, Policies with * have multiple state settings.

[¥/ 006. Use Day of Entiy Requirement Current Setting: v
Select Yes if you want the ability to require Providers to record their KidKare claim information within KidKare (the Enter Meal fi

) o

WARNING: Chzanging systems s=sttings can
hzve far reaching consequences. If you

change something improperty, claims may be

impropery paid. | you are at all unsure about Select Setting. |7 -

making 2 changs, plesss contact Minute Manu

support BEFORE you make changes. Uncheck the Policy or click Cancel to de-select your choice.

Print List Print Changes | Cancel

. .

88



4. Click the Select Setting drop-down menu and select Y.

5.

Click Save.

Check the Require Same Day Entry Box

Once you have enabled the Require Same Day Entry box, check it for provider for whom to enable the same-day
entry requirement.

S

7.
8. Repeat Steps 1-7 for each provider to update.

Click the Providers menu and select List Providers. The List Providers window opens.

Set filters to locate the provider to change. For details, see List Providers.

Click Refresh List.

Click View next to the provider to update. The Provider Information window opens.

Click the Other tab.

Check the Require Same Day Entry box.

ﬁ Provider Information F’H
- Select Provider: Provider: Select State:
[active i || =] Ta #] Ishelley, Mary ~| | Enroll Provider |— -
General T Contact T Licensing T Tiering T Meals T Other lShelev, Mary 998894 Active
. ) . Reviews: Activate
Time Opens: Iﬁ Night Time Opens: mﬁext Review Reqd: [h/03/2019 = Start Montﬁ:lﬁ Children
Time Closes: I_:_ E Night Time Closes: |_:_ E FerolmErt R — o
Monthly Check Deduction: $|glgg Language: |gqglish Worksheet Last Received: | —_— j' JEL
I o _ E LastBlock Clam  FirstBlock Claim  Last Block Claim
r Pmﬁwder InSerious  Identified: Identified for Review YR:  Validated:
Defidency
Allow Scan-Form Meal Overlaps I—"r—l— ;I I—"r—l— ;I IJJ— LI
Chmag Allow Sean-Form Owverlaps i you want to sllow thi§ Prov'u!er 53
20 2ol o o s e s s sl v e Documentation OnFie: | Custon Vs Payments
associsted with this Provider’s Licenss, 50 you will be forced to supply [~ Dinner [ Saturday [” Custom Flag
Orwerlap Max Capacity vales for each Meal, r Sunday Hel
[ Require Same Day r Prevent New ™ Require InfOut Times
Entry Enrollments in KIDS . ) Training
[~ Children Stay Overnight  jtate 10 Expiration: |_)‘_f _l
— 1 Uses Direct Deposit - - —
Fire T ction E tion:
Bank Account Type: [_soleci— - = s I_I_I_j
Bank Account £ Health Inspection Expiration: N - DollarAmount:I
Bank Routing #: Medical Certification Expiration: ] - calendar
—Paperwork Needed: License Standards Expiration: J - Custom Numbenl 5
CPR Certification Expiration: | ¢/ -
Fingerprint Expiration: |_ /[ = Custom Description:l
Messages
‘ Recent Inservices Date Attended: |/ ¢ - Date Attended: | ; ¢ - ‘
Serious
Deficiency

’ Print ”Ilenmel

| Put On Hold | [Make Pending

Click Save.

Disable the Same-Day Entry Requirement
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At some times you may need to disable same-day entry requirement for individual providers or all providers. For
example, if KidKare by Minute Menu announces an extended maintenance window that may affect same-day

entry, you may wish to temporarily remove this requirement.

There are two ways you can approach this:

e (Clear the Require Same Day Entry box on individual provider records.

e Disable preference M.006 to remove the requirement for all providers.

Clear the Require Same Day Entry Box on Individual Provider Records

1. Click the Providers menu and select List Providers. The List Providers window opens.

2. Set filters to locate the provider to change. For details, see List Providers.
3. Click Refresh List.
4. Click View next to the provider to update. The Provider Information window opens.
5. Click the Other tab.
6. Clear the Require Same Day Entry box.
ﬁ Provider Information F’H
- Select Provider: Provider: Select State:
[active i || =] Ta #] Ishelley, Mary vl Enroll Provider |— vl
General T Contact T Licensing T Tiering T Meals T Other lShEllev, Mary 998394 Active
. ) . Reviews: Activate
Time Opens: Iﬁ Night Time Opens: mﬁext Review Reqd:lm Start Montﬁ:lﬁ Children
Time Closes: I . E Might Time Closes: | . E
— — —— Enrollment Renewal 7 Child
Monthly Check Deduction: $|glgg Language: : - Worksheet Last Received: 4 EEN
IE”_g"Sh :, LastBlock Clam  FirstBlock Claim  Last Block Claim
r Proﬁwder In Serious Identified:  Identified for Review YR:  Validated:
Defidency - - - L
— 1 Allow Scan-Form Meal Overlaps —————— | I—"r—l— —I I—"r—l— —I IJJ— —I
Chmag Allow Sean-Form Owverlaps i you want to sllow thi§ Prov'u!er 53
iev?";'srfgled,m: h: :r; ﬂsﬁfﬂ;ﬁ"ﬁe&wmrﬂmd Er""g, m-aﬁﬁl c‘:ﬁ;;:":f; Documentation On File: r~ Custom Values
associsted with this Provider's License, 50 you will be forced to supphy [~ Dinner [ Saturday [ Custom Flag
Orwerlap Max Capacity vales for each Meal,
r Heguire Same Tia r Prevent New [ Require In/Out Times
Entr: Enroll ts in KIDS ini
S reiments in [ Children Stay Overnight  jtate 1D Expiration: ITL,
— 1 Uses Direct Deposit - - ———
Bank Account Type: __M Fire Inspection E)q:uraton.l_)r_.lr j
Bark Account : [ Health Inspection Expiration: N - DollarAmount:l—
Bank Routing #: Medical Certification Expiration: ] - calendar
—Paperwork Needed: License Standards Expiration:[ 7 ;- B Numbenl 5
CPR Certification Expiration: | ¢/ -
Fingerprint Expiration: |_ /[ = Custom Description:l
Messages
‘ Recent Inservices Date Attended: |/ ¢ - Date Attended: | ; ¢ - ‘
Serious
Deficiency
’ Print ”Ile.nmel [PutOnHold ”MakePending ’ Save l l Close ]
7. Click Save.

8. Repeat Steps 1-7 for each provider to update.
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Disable Preference M.006

To disable same-day entry for all affected providers, disable preference M.006. When you re-enable this
preference, Minute Menu HX retains prior selections in the Provider Information Other tab.

For example, if you checked the Require Same Day Entry box for provider Jane, disabled preference M.006, and
later re-enabled it, Require Same Day Entry should still be checked for provider Jane.

—

. Click the Select Category to Move To drop-down menu and select M. Online Claiming Preferences.

. Check the 006. Use Day of Entry Requirement box.

AOWN

. Click the Select Setting drop-down menu and select N.

{a Sponsor Preferences @

Select the Categom Select the Ermor
ko o b | > ko o b j

Geloot Gate: (T w Clicl_< the Checkbpx hextta & palicy to c:h.?mge it's _seltting.
FiEt e Click the Degcription row to zee the entire description.

Palicy Settingz for Tk, Policies with * have multiple state settings.

[¥/ 006. Use Day of Entiy Requirement Current Setting: v
Select Yes if you want the ability to require Providers to record their Kidkare claim information within KidKare (the Enter Meal fi

) o

WARNING: Chzanging systems s=sttings can
have far reaching consequences. If you
change something improperty, claims may be
improperly paid. |f you are at all unsure about Select Setting. (M -
making = changs, pleass contact Minuts Menu
support BEFORE you make changss.

Uncheck the Palicy or click Cancel to de-zelect vour choice.

wonwne] [ s

5. Click Save.

|Save| |Close|

. Click the Administration menu and select Sponsor Preferences. The Sponsor Preferences window opens.
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Observe Providers with Observer Mode

reports, and more.

. . . . . . Last Modified on 05/12/2022 1:24 pm
When you log in to KidKare in Observer Mode, you can view provider accounts, print cot

1. Log in to app.kidkare.com with the same ID and password you use to access Minute Menu HX. A list of

your providers displays.

@R Kiokare
# TRl observer vode
i Observer Mode 1
Welcome to Observer Mode. Select aprovider you would ke to observe and you will e logged in tothe st as that provider.
® foods .

§ BilingReport Display 10 v records

& Reviews . Provider 2 Monitor ¢ Phone

@ eforms v

@ Gettelp v A4, B8 (998998) B (543) 2452452

¢ Logout AM, AM (999004) B (233)333-3333
bug test (000234) B (123) 3000224
Eric, TestingProvider (998999) B (0832124134
Intranet, Testing (526987) B [GEIREM
Le update, Dectwo (000223) B @
Le updatehai, SevenDec 000122) (3 [GEIREM
Murdock, Matt (999006) ] 713)7839101
Phan Provider One, Phan (589317) (3 (265)932-1031
Phan Provider Two, Phan (269743) 3 (226) 5458943

Showing 1 t0 10 of 97 entries.

Address

dfasdt, ASDFA
v

i, bn

Street 01, Los

786, )k

33, danang,

22, danang,

111 A Stree, Seabrook
158 TCV, Danang

158 Tran Cao Van, Lexington

ight ©2020- Mi

Last Login Date

11/21/19.09:28 PM

11/28/1912:58 AM

03/06/2009:21 AM

04123/2009:32PM

03/04/2009:50 PM

Terms | Privacy Policy | Cookie Policy

# Claim Date | Next Review Date

11012018 012912008
00312020
0912972019
1092019
042772020
1212912018
owo32019
0172912000
ou292019

05/07/2019

10 | Next

ol Adam Frankenstein (993201) v

2. Click Filters in the top-right corner to set filters and customize the page display. You can change the

following settings:

o Filter By: Filter the listed providers by status: Pending, Active, Hold, or Withdrawn.

o Monitors: View providers assigned to all monitors, or just to you.

o Columns: Select the columns to include in the provider list.

Filters ¥

Filter by:

[ peang | e ]

| Hold | Withdrawn |
Monitors:

Me QU]

" What columns do you like to see
in the providers list?

Monitor Phone
Address Last Login Date

Last Claim Date Next Review Date

3. Use the blank boxes at the top of each column to search for a specific provider. For example, click the

Provider box and begin typing a provider's name. The list filters automatically.

4. Click the Provider, Monitor, Last Login Date, Claim Date, or Next Review Date column to sort information

in ascending or descending order.



https://app.kidkare.com/#/login/

5. Click next to a provider's name to download the Sponsor Review worksheet. A PDF downloads.
6. Click a provider's name to view that provider's KidKare account. The account opens. A banner listing the
provider's name displays at the top of the page. When in Observer Mode, you can only review the provider's

account—you cannot make changes.

provider /Pl Adam Frankenstein (993201) v

¢RKioKare
You b mode. g . (€ ) Exit observer mode
L4 = I
Home >
L My KidS  » Record and view information about your kids.
wyKios
wyste <ndacnis ||
@ efoms
Active Collapse
1 ess
= focdprogam
9 Calendar
@ checkimow
B Repors S o || s s || sttty || skt | ot | | el |
= Messages
o coren Pending Collapse
@ Logout
Copyrght ©2020 - Minute Menu Systems, LLC - A g esees
Terms | PacyPocy | Cookie Polcy o

7. When finished, click Exit Observer Mode to return to your sponsor account.




Control Provider Access to KidKare Features

Last Modified on 01/21/2021 8:36 am
1. Log in to app.kidkare.com. Use the same credentials you use to access MinutecsT

Menu HX.

2. Click m . The Settings page opens.

3. In the General Settings section, click ./ next to each option to enable or disable it. You can change

settings for the following:

o Would you like to allow providers to send you messages using KidKare?

4. Inthe eForms section, click ' next to each option to enable or disable it. You can change settings for
the following:
o Would you like to require providers to approve enrollment forms?
o Are providers allows to send new enrollment requests to parents?
o If a parent indicates they participate in SNAP, would you like to require them to provide their SNAP
number for validation?
o Would you like to require SNAP/TANF number validation for parents to submit their forms?
= Would you like to disallow or warn the parent of incorrect formatting?
o Collect income eligibility forms for own children in Tier one homes.
5. Your changes are saved automatically.

@iokare of
A > Settings

4 Observer Mode

General Settings FN
= Foods v
What language would you like to use? Engiish
¢ Billing Report
Would you like to allow providers to send you messages using KidKare? [ v (@
= Reviews -
& eForms
eForms Settings ~
& Messages
Would you like to require providers to approve enroliment forms? 1) No
@ GetHelp v
Are providers allowed to send new enrollment requests to parents? [ v
¢y Logout
- If a parentindicates they participate in SNAP, would you like to require them to provide their SNAP [ v

number for validation?

Would you like to require SNAP/TANF number validation for parents to submit their forms? 1) No

Collect Income Eligibility Forms for own children in Tier 1 homes [ {

Copyright © 2021 - Minute Menu Systems, LLC - A

Terms | Privacy Policy | Cookie Policy



https://app.kidkare.com

Understand Provider Status

Last Modified on 07/09/2020 10:38 am
A provider may be at any of the following statuses: coT

e Wizard Incomplete: You have not finished enrolling the provider. A provider is set to this status when you
click Close For Now during the enrollment process. You can have up to nine (9) providers in this status at
atime.

¢ Pending: You have finished enrolling the provider, but you did not provide any licensing information for
them. Any claim you receive from providers at this status is automatically disallowed.

e Active: The provider is ready to process claims.

e Hold: The provider is active and can submit claims, but those claims are put on hold and are not submitted
to the state.

e Removed: You have removed the provider from your system and they are no longer active.

How Provider Status Affects Claims Processing

The status of your providers affects whether or not you can process claims for them. The table below provides a
guide for how provider status can affect claims processing.

Status Can you process claims for them?
Wizard Incomplete No
Pending Yes - But may be disallowed.
Active Yes
Hold Yes - But, claims are automatically placed on hold.
Yes - But, any dates after the removal date will be
Removed

disallowed.*

*Example: A provider leaves your sponsorship on 8/20, but has submitted an August claim for 8/1 - 8/19. You
remove them from your system on 8/20. When you process August claims in September, this provider's claim is
not automatically disallowed (unless an edit check flags different issues), since the claim precedes their
removal date.
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Best Practices for Managing Provider Status

. . . . . Last Modified on 07/09/2020 10:47 am
The following are best practices for managing provider status. For more detailed  cor

information about what each status means, see Understand Provider Status.

Enroll New Providers in Pending Status

To enroll providers in Pending status, leave the License Issued by State box unchecked. Leave providers in
Pending status until you receive a valid claim from them. Then, check the License Issued by State box, add their
licensing information, and activate the provider. For example, you enroll a new provider on 10/23/2019. The
provider does not record meals in October. They record meals in November and send the November claim to

you on 12/1/2019. Since you received a valid claim from the provider, you activate them and process their claim.

i Enroll Provider Wizard ==

Terng | teals | Other | McDougal Harriet 999000 Wizard
{icence Tssued bv State? [

General

License Paperwork: . . .
Licence #: [T “cense Type: [select— -] M S,
*Start Date: [T, = i@ el Maximum Capacity: 0
“End Date: [T =

License Notes:

State Licensor Name:

Ages alloved:
=Youngest: [g

=Oldest: 13

Remaining Training Claims as of: [10/01/2018 =
e B o1/

Period:
Max # of Child Groups |1 ¥

Leave the License Issued by State box unchecked during provider

enrollment.
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i

[l Provider Information

Select Provider: Provider: Select State;
5 ] == s | | T
General | Contact uoe..si..g! = Meds | ther | McDougal, Harrist 593000 Pending
Ticerse Tesusd bv T Activate
License Paperwork: . 3 ) Childre
*License Type: +| Masimum Capaciny n
License #: [123456780] ¥P€: | small Fech -8 | calulated afier save
“StartDate: [11j01/2018 ~ PO T Maximum Capacity: 0

“End Date: [T01/0m0 =]

License Notes:

State Licensor Name:

“Oldest: 15  Mons @ ¥rs

RemainmgTrPae\:igg‘ ,3— Claims as of: [10/01/2019 ~ Training
Max # of Child Groups |1 =

Ages Allowed:
( Noungesti [g Wk O ons @ 11s ‘

Variance: - [~
*Start Date: [JJ_ | | End Date: [Ty k|
Child Specificz [

Please enter the spedific amount(s) to increase capacity by:
Tnfants: [T Preschoolers:

HHadaan g

Todders: [T School Aged: [T e
Deficiency

Add the provider's license information and activate them after their first

claim is received.

Remove Providers in the Month in Which They Stop Claiming

If a provider advises you that they are closing their day care on a specific date, you can remove them and set a
future removal date—typically the last day of the month. The provider will still be able to log in to KidKare to
finish recording menus and attendance for the month and send claims to you. Their claim will be available in HX
for processing and payment, even after their removal date has passed.

For example, a provider lets you know on 10/15/2019 that they are closing their daycare on 10/31/2019. You
remove the provider in HX and set a removal date of 10/31/2019. The provider logs into KidKare for the
remainder of the month to record menus and attendance. They submit their claim to you, you process the claim,
and you pay the provider.

i@ Remove Provider ey

McDougal, Harriet 999000

You have chosen to remove this provider. Doing so means
that you are no longer this provider's Sponsor, and
therefore will receive no further daims from this provider.

If you wish to continue remaving this provider from your
system, please supply the following fields.

Effective Date: [10/31/2013
Removal Reason: [y, Longer Offering Care il

Other Explanation:

=N =R

Set removal dates when a provider

advises they will stop claiming.

Place Providers on Hold if They Are Temporarily Not Submitting Claims
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A provider may let you know that they will temporarily cease submitting claims for several months. In this case,
you can place the provider on hold. Note that placing providers on hold removes them from state claim reports
and the Issue Payments window. You must wait to place the provider on hold until the provider's most recent
valid claim has been processed and paid. Providers who are on hold can still log in to KidKare and record meals
and attendance. They can also submit claims. Once you've placed a provider on hold, wait to remove the hold
until you've received another valid claim from them.

For example, a provider lets you know on 10/15/2019 that they will not be operating daycare for November and
December 2019. The provider submits their October claim on 11/1/2019. After you have processed and paid the
claim in November, you place the provider on hold. You leave the provider on hold until you receive a valid
January 2020 claim from the provider on 2/1/2020. At this point, you set the provider to active so you can
process the claim.

i@ Place Provider On Hold X

McDougal, Harriet 999000

You have chosen to place this Provider on Hold. Deing so
means that any daims being processed for this Provider
will &L ically be placed on Submission and Payment
Hold, so that the Claim will be neither submitted to the
state nor paid. When you wish to submit ar pay that
Claim, you will need to take the Claim and or the Provider
off hold.

{Mote: Only daims that have MOT already been processed
will be automatically be placed on hold, as above. To puta
daim that has already been processed on hold, go to
Claims > Manage On Hold Claims.)

If you wish to continue plading this Provider on Hold,
please supply the following information and dick Save
below.

Put On Hold Reason:

Provider is not operating daycare for November and
December,

(o] [om]

Place providers on hold when they

temporarily cease operations.

im Remove Hold from Provider X

McDougal, Harriet 933000

You have chosen to take this provider off hold. Al
daims received from now on for this provider will be
treated as active, and not be placed on hold
automatically.

Click [Continue] to take this provider off hold.

Mote: this function enly takes the provider off held, If
any daims are currently on hold for this provider, you
must use the Manage On-Hold Claims function to take
those daims off hold.

=y

Remove provider holds when they

submit a valid claim again.

Run the Providers Not Claiming Report & Take Action, if Needed
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You can use the Providers Not Claiming report to generate a list of providers who have not recorded a meal for
the month. Use the resulting list to follow-up with your providers, so you can remove them or place them on hold,
if needed. To generate the Providers Not Claiming report for this purpose:

1. Click the Reports menu, Claim Management, and select Providers Not Claiming Report, or click Claims
and select Track Received Claims. Then, click Providers Not Claiming. The Provider Filter window opens.

2. Use the Claim Source filter to filter the report to online providers only.

3. Click Continue. The Select Dates dialog box opens.

4. Set a Start and End date that encompasses the entire month. For example, on January 27th, you can
generate the report for 01/01/2020 - 01/31/2020 to get a list of providers who have not recorded any
meals in January.

5. Click Continue. The Meals Recorded Filter dialog box opens.

6. Select No Meals Recorded and click Continue.

7. Click the First Sort By drop-down menu and the And Then By drop-down menu and select the primary and
secondary sorts for this report.

8. Click Continue. The report is generated, providing you with a list of providers who have not recorded any
meals in KidKare for the month. Follow-up with these providers to see if they are planning to submit a

claim for the month.

Review Your Provider List Each Month

Review your provider list near the end of each month and make status changes, as needed.
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Place Providers on Hold

. . . . . Last Modified on 07/09/2020 10:51 am
If you place a provider on hold, each claim received for that provider is coT

automatically placed on hold when the claim is processed. Providers and claims can be placed on hold
independently of each other. For more information about claim holds, see Claim Holds.

Note: Only those claims that have not already been processed are automatically placed on hold.

Placing Providers on Hold

—_

. Click the Providers menu and select List Providers. The List Providers window opens.
. Set filters and click Refresh List. For more information, see List Providers.

. Click Put On Hold next to the provider to place on hold. The Place Provider On Hold dialog box opens.

A W DN

. Click the Put On Hold Reason box and enter the reason you are placing this provider on hold.

i Place Provider On

Shelly, Mary 905594

You have chosen to place this Frovider on Hold. Doing so
means that any daims being processed for this Provider
will automatically be placed on Submission and Payment
Hold, so that the Claim will be neither submitted to the
state nor paid. When you wish to submit or pay that
Claim, you will need to take the Claim and or the Provider
off hold.

(Mote: Only daims that have NOT already been processed
will be automatically be placed on hold, as above. To put a
daim that has already been processed on hold, go to
Claims == Manage On Hold Claims. )

If you wish to continue placing this Provider on Hald,
please supply the following information and didk Save
below,

Put On Hold Reason:

Provider needs to supply updated licensing
information.

5. Click Save.

Note: You can also place providers on hold in the Provider Information window. To do so, click View next to
the provider in the List Providers window. The Provider Information window opens. Click Put On Hold.

Removing Providers From Hold

1. Click the Providers menu and select List Providers. The List Providers window opens.
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2. Click the Filter Providers By drop-down menu and select Hold.
3. Click Refresh List. The providers you have placed on hold display.
4. Click Take Off Hold next to the provider to remove from hold. The Remove Hold From Provider dialog box

opens.

You have chosen to take this provider off hold. Al
daims received from now on for this provider will be
treated as active, and not be placed on hold
automatically.

Click [Continue] to take this provider off hold.

Mote: this function only takes the provider off hold. If
any claims are currently on hold for this provider, you
must use the Manage On-Hold Claims function to take
those daims off hald.

‘Continue‘ ‘ Cancel ‘

5. Click Continue. The hold is removed.

Note: You can also remove providers from hold in the Provider Information window. To do so, click View
next to the provider in the List Providers window. The Provider Information window opens. Click Take Off
Hold.
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Switch Providers to Pending Status

. . . . . . . Last Modified on 08/20/2020 11:57 am
Any claim you receive from providers at Pending status is automatically disallowed. cot

For example, if a provider will be closed for several months, you can set them to Pending so they do not appear
in your active provider searches. You can also temporarily remove the provider. For more information, see
Remove Providers.

To switch a provider's status to Pending:

1. Click the Providers menu and select List Providers. The List Providers window opens.

. Click the Filter Providers By drop-down menu and select Active.

2

3. Click Refresh List. Active providers display.

4. Click View next to the provider to update. The Provider Information window opens.
5

. Click Make Pending at the bottom of the window. The Make Provider Pending dialog box opens.

3@ Make Provider Pending X

Shelley, Mary 998394

You have chosen to make this provider pending.

[fyww&ht:mnmmdmgﬂuprowdepemhg
please dick Continue. Otherwise, dick Cancel.

e e

6. Click Continue. The provider's status is set to Pending.
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Return Providers to Active Status

. . i . . i Last Modified on 07/13/2020 10:22 am
If a provider you have set to Pending resumes operations or is ready to claim with  cor

you again, you must set them back to Active Status.

To do so:

1. Click the Providers menu and select List Providers. The List Providers window opens.
2. Click the Filter Providers By drop-down menu and select Pending.

3. Click Refresh List. Pending providers display.

4. Click View next to the provider to update. The Provider Information window opens.

5.

Click Activate at the bottom of the window. The Activate Provider dialog box opens.

‘ Activate Provider X

6. Click Continue. The provider's status is set to Active.
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Remove Providers

. . Last Modified on 07/13/2020 10:22 am
When your agency no Ionger services a pI'OVIder, you must remove them. For CcDT

example, you would remove those providers you've terminated or that have voluntarily discontinued the Food
Program. Removing a provider retains data for that provider, but prevents them from logging in and submitting
claims. All children for the removed provider are withdrawn effective the same date as the provider's removal
date. You can always reactivate removed providers later.

Note: You can delete providers, but we recommend that you only do so if you've enrolled a provider in error.
Deleting providers completely erases them (and their data) from your database forever. If a provider has
recorded meals, you cannot delete them. For more information, see Delete Providers.

To remove providers:

1. Click the Providers menu and select List Providers. The List Providers window opens.
Set filters and click Refresh List. For more information, see List Providers.
Click Remove next to the provider to remove. The Remove Provider dialog box opens.

Click the Effective Date box and enter the effective removal date.

o M w DN

Click the Removal Reason drop-down menu and select the reason why you are removing this provider. This
list is populated by reasons you create. For more information, see Manage Removed From System

Reasons.

Shelly, Mary

You have chosen to remove this provider. Doing so means
that you are no longer this provider's Sponsor, and
therefore will receive no further daims from this provider.

If you wish to continue removing this provider from your
system, please supply the following fields.

Effective Date: |g3,r20;2019 vI

Removal Reason: No Longer Offering Care vl

Other Explanation:

6. If you select Other Reason or do not select a removal reason, click the Other Explanation box and enter

additional details about this removal.
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7. Click Save.

Note: You can also remove providers in the Provider Information window. To do so, click View next to the
provider in the List Providers window. The Provider Information window opens. Click Remove.
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Reactivate Providers

i . . Last Modified on 03/20/2019 12:36 pm
If you have removed providers, you can reactivate them again later. When you coT

reactivate removed providers, you also have the option to reactivate all of the provider's children who were
withdrawn when you removed the provider. You can also reset the provider's original CACFP start date. This
determines whether the provider shows up as a newly added provider on the Provider's Added report (and the
California Change Request report).

To reactivate a provider:

1. Click the Providers menu and select List Providers. The List Providers window opens.

Click the corresponding Date box and enter the date before or after which the provider was withdrawn.
Click Refresh List.

Click Reactivate next to the provider you are reactivating. The Reactivate Provider dialog box opens.

o o k~ w0 N

Click the Effective Date box and update the provider's original CACFP start date, if needed. This will

replace the value in the Original CACFP Start Date box in the Provider Information window.

" — ~
|

You have chosen to reactivate this provider. Doing so
means that you will once again be processing claim
infarmation for this provider.

If you wish to continue reactivating this provider, please
dick Continue., Otherwise, dick Cancel.

Effective Date: |02;01;2019 vI

Mote: the date you choose here will be assigned to the
Provider's Original CACFP Start Date, replacing the value
currently in that field.

[ Reactivate children withdrawn with
Pravider

‘Continue‘ ‘ Cancel ‘

7. Check the Reactivate Children Withdrawn with Provider box to reactivate all of the provider's withdrawn
children when you reactivate the provider.
8. Click Continue.

9. Click OK at the confirmation prompt.

Note: You can also reactivate providers in the Provider Information window. To do so, click View next to the
provider in the List Providers window. The Provider Information window opens. Click Reactivate.

Click the Filter Providers By drop-down menu and select Active & Withdrawn After or Withdrawn Before.
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Delete Providers

| act Madifiad an N17/12/2020 1028 am

Wait! We strongly recommend that you only delete those providers you have enrolled in error. Deleting
providers completely erases them (and their data) from your database forever. Note that you cannot delete
providers that have recorded meals. If you need to remove these providers and prevent them from logging in
and submitting claims, see Remove Providers.

To delete providers:

1. Click the Administration menu and select Delete Provider. The Delete Provider dialog box opens.

ﬁ Delete Provider
Select Provider: Provider:
IActive R N AR & #] I—Select— |

2. Click the Select Provider drop-down menu and select the provider status in which to search. For example,
you can select Pending, to select a pending provider.

Click the Provider drop-down menu and select the provider to delete.

Click Delete.

Click Yes at the confirmation prompt. The Deleting Provider from Database Please Wait Message displays.

o o M w

Once the process is complete, the Provider Successfully Deleted From Database message displays. Click

OK.
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Understand Provider Training Structure

i . . o . Last Modified on 07/13/2020 10:30 am
Most sponsoring agencies must keep track of a provider's training history. Some  cor

agencies may even offer copious amounts of such training. Minute Menu HX allows you to track and store three
levels of training information:

1. Training Types: These are broad categories into which all training falls. All training that you store are
assigned to a particular training type. You can also generate reports based off of these types. The
following are examples of training types you could create:

o Annual Training

o Paperwork Training

o Regulatory Training

o Nutrition Education

o Health & Safety

2. Training Sessions: All recorded training is associated with a training session. Generally, there are only two
ways these sessions are noted:

o Group Training: These are usually training sessions that are offered to multiple providers. If you
track group training sessions, you can set up a single training session and then note that several
providers are attending it.

o One-On-One Training: These are typically offered to a single provider during a home visit. If you are
tracking one-on-one training during home reviews, the training session is the review itself.

3. Provider Training: At the most basic level, you can note which providers were given training with any

review or training session. These compose the provider's training history.

Before you can begin recording provider training, you must first create training types. See Set Up Training Types
for more information.
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Set Up Training Types

Last Modified on 07/13/2020 10:33 am

Before you can record any training information in Minute Menu HX, you must first  cor
set up training types. Training types allow you to easily track training you've completed for your providers. It
appears on training records and training reports.

1. Click the Tools menu and select Training Types. The Training Type Codes window opens.

la Training Type Codes

If AT =¥, the Training Type qualifies as the required provider annual training.

AT

.. Edit.. i New Meal Pattern Training

Delete

Edit |test

Delete

Annual Training

s

_

2. To add a training type:

a. Click Add. The Add Training Type Code dialog box opens.

b. Click the text box and enter the name of your training type code.

Please enter the name of your new
Training Type Code here

|F‘.egulatory Training

c. Click Save.

d. Click OK at the confirmation prompt.

3. To change a training type:

a. Click Edit next to the training type to change.
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b. Click the Edit the Code Text box and enter the new code text.

{um Training Type Codes

If AT =¥, the Training Type qualifies as the required provider annual training.

AT

s

Edit |New Meal Pattern Training

Edit |Regulatory Training

Delete _I

Delete

L Edit. jtest

Delete

Annual Training

Edit the code text then dick Save Edit.

|PaperworkTraining

Annual
[~ Training
Type?

c. Check the Annual Training Type box to designate this code as annual training.

d. Click Save.
e. Click OK at the confirmation prompt.

4. To delete a training type:

a. Click Delete next to the training type to delete.

b. Click Yes at the Are You Sure prompt.

c. Click OK at the confirmation prompt.

Note: The system creates an Annual Training type by default. You cannot edit or delete this training type.
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Add a New Training Session

. . . Last Modified on 07/13/2020 10:42 am
When you record training sessions that are not offered/conducted during a home  cor

review, you must typically set up the training session first. You can create training sessions independently, or
you can create a training session as you record an individual provider's training sessions.

1. Click the Tools menu and select Training Sessions. The Training Sessions window opens.

2. Click Add New Session. The Training Session Information window opens.

{am Training Session Information

Session Mame: |
Date: |y j_ -] T'-"T"E:I—Select— |
StartTime: [——— 5
End Time: I“ﬂ Total Hours: | 0.00

Tra'ner:l

Location: |

Comments: "

— .

3. Click the Session Name box and enter a name for this training session. You should give each training

session a name so you can identify it later. It should indicate the general topic/theme of the training, and
maybe a location.

4. Click the Date box and enter the date on which the training was performed.

5. Click the Type drop-down menu and select the training type. You must set up training types to populate
this menu. For more information, see Set Up Training Types.

6. Click the Start Time and End Time boxes and enter the start and end times for this training. The Total
Hours box automatically calculates the total training time.

7. Click the Trainer box and enter the name of the person who conducted the training.

8. Click the Location box and enter the location where the session was held.

9. Click the Comments box and record any general comments about the training.
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Reqgulatory Training w/Mary's LitHe Creators

Regulatory Training

Trained the provider on updated requlations and refreshed
knowledge of existing regulations.

10. Click Save.
11. Click OK at the confirmation prompt.
12. Click Close to close the Training Session Information dialog box. You can also click Add Another to

immediately add another training session.

Once you have created a training session, you can assign multiple providers to it. See Assign Multiple Providers
to a Training for more information.
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Add an Individual Provider Training

Last Modified on 07/13/2020 10:44 am

If you gave a provider one-on-one training, you do not need to create a training coT
session independently. Instead, you can create the training session as you record the first provider training.

1. Click the Tools menu and select Provider Training. The List Provider Training window opens.

2. Click the Select Provider drop-down menu and select the provider you are training.

3. Click Add Training. The Add New Training Session for Provider window opens.

{am Add New Training Session for Provider

Session
Select Training Type to filter

Training Sessions: | Al Training Types— v |
Choose a training session this

Shelly, Mary - 993394

Provider attended: |--Select-- |
Session Mame: I
b I_J'_f_ ] T'-"pE:I--Select-- ;I
Start Time: Iﬁ
End Time: m Total Hours: | 0.00
Tra'ner:l
Location: |
Comments:

4. Click Add New Training Session to add a training session for the provider.

Note: If you have already recorded the training session you are adding, click the Choose a Training

Session This Provider Attended drop-down menu and select the training session. You can use the

Select Training Type to Filter Training Sessions drop-down menu to limit the options in the Choose a

Training Session This Provider Attended.

5. Click the Session Name box and enter a name for this training session. You should give each training

session a name so you can identify it later. It should indicate the general topic/theme of the training, and

maybe a location.

6. Click the Date box and enter the date on which the training was performed.

7. Click the Type drop-down menu and select the training type. You must set up training types to populate

this menu. For more information, see Set Up Training Types.

8. Click the Start Time and End Time boxes and enter the start and end times for this training. The Total

Hours box automatically calculates the total training time.

9. Click the Trainer box and enter the name of the person who conducted the training.
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10. Click the Location box and enter the location where the session was held.

11. Click the Comments box and record any general comments about the training.

--All Training Types— v
aperwork Training due to inaccurate paperwork received

Paperwork Training -
03:00 pm

05:00 pm

Provider has made consistent errors in her paperwork for two  »
dlaim months. Training provided to correct.

12. Click Save.

13. Click OK at the confirmation prompt.
14. Click Close.
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Assign Multiple Providers to a Training

. o . . . Last Modified on 07/13/2020 11:23 am
Several providers may attend training at the same time. When you collect the sign-incor

sheet from this training, you can assign multiple providers to it in Minute Menu HX. You must first set up the
training session in question. For more information, see Add a New Training Session.

Once you have created the training session:

1. Click the Tools menu and select Group Providers at Training. The Group Providers at Training window
opens.

2. Click the Select a Training Session drop-down menu and select the training session you just created. You
can use the Date Range options and the Training Type drop-down menu to limit the options in the Select a
Training Session drop-down menu.

3. In the Providers Not in Training Session box, check the box next to each provider that attended the

training. You can also click Select All to select all providers.

4. Click _** | . The providers you selected move to the Providers On Training Session box.

ﬁ Group Providers At Training
Date Range: ———— A i . - 2

@ Last 12 Months Training Type: IF!eguIatory Training ;I Session Mame: |Annual Regulatary Training wtdan's Litte Creators

() Current Fiscal Year Select a Training 5eszion: [Drate: |3;2-| 42019 Start Time: Igg;gu A Haurs:

) All Years ining w . = [ :
I3,’21,’2[119 Annual Regulatory Training v\fM;I Tyre: [Regulatory Training End Time: I.I 200 P I4

Providers Hot On Training Session Lacation: |Meeting Room
ﬁﬂ I—Selett— LI Trainer: |BobJones
Providers On Training Session
Select #|Provider Name - =[Provider N N
T %998877 Test Test, Test Test1 LR BT DB

CTelete ] 001239 |Cordova, Anna | W)
Delete | 237393 |Flower, Blue v
Delete | 228824 |shelly, Mary v

[" | o05216|Test, Jdt

321657 | Test, Mod

993331 |Test, Foho

995599 | Test1, JIr K
654937 | Test1, Mod
013544 | Test2, Jennifer
547963 | Test2, JIr

315976 | Test3, JIr

654324 | Test3, Mod
321654 | Test4, Joseph
168763 | Test4, Mod
005411 | Testing, Jennifer
995878 |Testing, Test
993830 | Testtransfer 1, Produ
002234 |Ubacchus, Amelia
[~ | 000124|Update, Hx Bakoba
[ | 998890 vietha, Nguyen

Select Al Frovider Count: 45
Deselect A1 Providers Selected: 0

~

I

5. Click Save.

Note: If you assigned a provider to this session in error, click Delete next to their name to remove them from
the Providers On Training Session box. Click Save to save your changes.
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Enable Providers to Message You via KidKare
Last Modified on 06/30/2020 7:21 am
You can determine whether providers can message you through the KidKare coT
Messaging feature. This setting will apply to all of your providers, and you can update it at any time.

1. Log in to app.kidkare.com. Use the same credentials you use to log in to Minute Menu HX.

2. Click E . The Settings page opens.

3. In the General Settings section, click . next to Would you like to allow providers to send you messages

using KidKare? Your changes are saved automatically.

RKidKare P T
A > settings
Obsever ode
L General Settings vas
® Fooss
What language would you like to use? englsh
Would you like to llow providers to send you messages using Kidkare? = |
= R
[£2 =
eForms Settings N
= Sag
Wouldyou ket requie provicers o approve envolment forms?
© G .
Are providers allowed to send new enrollment requests to parents? a
Would you like to require SNAP/TANF number validation for parents to submit their forms? ar
Would you like to disallow or warn the parent of incorrect formatting? Warn
Terms | Pvacy Py | Cooke Polcy o
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Message Providers in KidKare

. . . . Last Modified on 09/16/2021 9:40 am
KidKare's messaging feature allows you to send messages directly to your providers cot

in KidKare. Your providers can then review and respond to these messages, allowing both of you to keep a
record of communications online.

Note: The Manage Provider Messages permission must be set to Full Access before you can message
providers.

1. Log in to app.kidkare.com. Use the same credentials you use to log into Minute Menu HX.

2. Click . The Messages page opens to the Received tab by default.
3. Click Send Message. The Message Editor opens.

A > Messag:
Start Date 09/16/2020 #  EndDate 09/16/2021 &
(=) (8 -]

Recaived liLog | Archived
Provider Statuses Active
Monitor Select Monitor
Claim Source Select Claim Source
Claim Submitted No
Send To Select Recipients
Subject
Message
Signature

4. Set filters for the providers to include in the message, if needed:
a. Click the Provider Statuses drop-down menu and select provider statuses to include. This defaults to
Active.
b. Click the Monitor drop-down menu and select the Monitors assigned to the providers you wish to
message. You can also select All Monitors. This option defaults to All Monitors.
c. Click the Claim Source drop-down menu and select the provider claim source. You can select

Manual Entry - Sponsor, Online, and/or Scannable Forms - Sponsor.

d. Click "/ nextto Claims Submitted to filter by whether a claim was submitted. Then, select Did or

Did Not and select a claim month.
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Provider Statuses Active v

Monitor Frankenstein, Adam v
Claim Source Online v
Claim Submitted [ ves (] m Did Not August 2021 =

5. Click the Send To drop-down menu and select the provider(s) to message. You can use the Search box in

this menu to search for specific providers. To message all providers, select All Providers.

6. Click the Subject box and enter a subject for this message.
7. Click the Message box and enter the contents of your message.
8. To add an attachment to your message:
a. Click Add Attachment and select File.
b. Browse to the location on your computer where the attachment is stored.

9. Click the Signature box and enter your email signature.

A > Messages

a 4 .

Received

Provider Statuses

Monitor

Claim Source

Claim submitted

send To

Start Date 09/16/2020 ¢ | EndDate 09/16/2021

sponsor CallLog | Archived

Active

Frankenstein, Adam

Online

[ @ m Did Not

Select Recipients

Food Program Champions

817-555-5555

August 2021 [::]

Subject Thank you
Message Thank you for submitting your claims for August 2021. Please see the attached notice for important updates.
signature Bonaventure Smythe

10. When finished, click Send.
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View Received Messages

: . . . o Last Modified on 06/25/2020 7:32 am
Received messages display in the Received tab on the Messages page. It is divided cor

into the following columns: Received From, Subject, and Date. You can also see the total number of messages,
as well as the number that are unread, at the bottom of this page.

1. Click . The Messages page opens and displays the Received tab by default. Your messages display in

a table. Unread messages display in bold.

RKidKare P o Frarkenstein 993201
a4 = o EET
i Observr Mode
R | Iswrpate|  ossi020 & endoxte 06252020 = 3
J——
° IR
& Reviews v [ESI sent Messages | Spons Log | Archived
. -
= Messages q
O Received From % Subject % Date *
© Gettiep .
O Marysheley Weeky Menu for Nex Week osasr2020
© oo
1 messages (1 Unread)
prevous [l e
: vinute v
Terms | Privacy Poiy | Cookie Polcy o

2. Click a message to view the message content.

3 KidKare
« = Ll & vessages

i Observer Mode

® foods o sartoate| 05252020 8 endDste  06/25/2020 CY ceresn

T Oy

$ Biling Report

Q 4 ~ = Send Message
= Reviews Rl recoved ESH Sponsor Call Log | Archived
& eforms v

Weekly Menu for Next Week 06/125/2020

= vessages q

Message
@ Gethep v 4
¢ Logout pam

I've attached my menu plan for the week of June 29 - July 3, as requested. Let me know if you have any questions or need additional information.
Thank you
Mary shelly

Sweet Little Daycare

Attachments

WeeklyScheduledenu2020.06.29,pd

Terms | Privacy Policy | Cookie Policy

4 |
If your provider has attached a file, click the file name in the Attachments section to view and download it.

. When finished, click the Received tab to return to your received messages list.

. Use the Search Messages box to filter the messages that display. The message list is updated as you type.

o v A W

. To mark messages as read/unread:
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a. Check the box next to the messages to mark as read/unread. You can also check the box at the top
of the column to select all messages.
b. Click Mark as Read or Mark as Unread.
7. To archive messages:
a. Check the box next to the messages to archive. You can also check the box at the top of the column
to select all messages.

b. Click Archive Selected. The messages you selected are moved to the Archived tab.
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View Sent Messages

. . . . Last Modified on 06/25/2020 7:24 am
You can view messages you have sent in the Sent Messages tab. Like the Received cor

tab, the Sent Messages tab is divided into the following columns: Sent To, Subject, Reports, and Date. The total
number of messages and unread reports display at the bottom of the table.

1. Click . The Messages page opens.
2. Click the Sent Messages tab.

@Kiokare >
« [l & vessoges

i Observer Mode
® Foods .| startDate 05/25/2020 B EndDate 06/25/2020 =]
§ Biling Report

Q 4 W = e
& redens | | eceves ANV ., Caitog | Archived
& e R < secics [ ks | s eas |
= vessages {

O SendTo % Subject % Reports ¢ pate

@ Gethep .

O Providers (63 Contacts) Reminder: Please Submit Menus for Next Week 0/63 Opened 061252020
@ Logout

O Jazmaine: Sargent Your 06/15 Review Report is Ready 0/1 Opened 061572020

O Peggy krumm Your 05/29 Review Report is Ready 0/1 Opened 0512972020

O Jeffrey Goodstein Your 05/29 Review Report is Ready 0/1 Opened 0512972020

O Matt Murdock Your 05/26 Review Report is Ready 0/1 Opened 0512672020

O Matt Murdock Your 05/26 Review Report is Ready 11 Opened 051262020

6 messages (5 Unread)

3. To mark sent messages as read/unread:

a. Check the box next to the message(s). Check the box at the top of the column to select all messages.

b. Click Mark as Read or Mark as Unread.
4. To archive messages:
a. Check the box next to the message(s) to archive. Check the box at the top of the column to select all
messages.
b. Click Archive Selected. The messages are moved to the Archived tab.
5. To view message reports, click the link in the Reports column. For more information about message

reports, see View Message Reports.

Note: You can also send messages from this tab. Click Send Message and select the recipients. For details,
see Message Providers in KidKare.

Terms | Privacy Policy | Cookie Policy n
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View Message Reports

. Last Modified on 06/25/2020 7:26 am
Message reports provide useful data for your sent messages, such as the number of cor

recipients who opened the message.
To view this report:

1. Click . The Messages page opens.
2. Click the Sent Messages tab.

3. Click the link in the Reports column for the message to view. The message report opens.

$RKidKare P T |
# = of EREES
& Observer Mod
® Foods .| strtDate 05/25/2020 £  EndDate 0612572020 Rl ceivesn
D ——
cpEm - | = ==
& revens o] | necoveo R o calog | v
@ eoms .
@ Reminder: Pease Submi Menus fo Next Wesk )
- q
Message Details N
@ canap .

o Logout Subject:  Reminder: Please Submit Menus for Next Week sent: 06/25/2020
Opened: 0163 Recipients Responses:  No Questions
Message:
Thisis a reminder to submit your menus for next week by Friday, June 26, 2020.
Thank you.
Adam Frankenstein
Demo Sponsor

Report

sentTo ¢ Opened
AA

raana

Alicee Brady

Alistair Trudeau

AMAM

Anna Anna

Anna Cordova

Aurora McCune

This report is divided into the following sections:

o Message Details: This section displays the message subject, content, and sent date. It also provides
the number of recipients who have opened the message and the number of recipients who have
responded to any attached survey.

o Questions: This section displays any survey questions you included in your messaging. If you did not
include a survey in your message, this section does not display.

o Report: This section provides a review of recipients who have opened the message.
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Add Messages

. . . . Last Modified on 07/13/2020 11:34 am
Minute Menu HX allows you to record any communication your personnel has with cor

any provider. This means that other agency personnel can review that information. This is especially useful
when central office staff process claims, and Monitors stay out in the field performing home visits and training.

Note: You can also send messages to your providers in KidKare! You can also receive messages from
providers, retain an archive of communications, and view message reports. See KidKare Messaging for more
information!

The Provider Messages function is designed to function much like a call log so you can track all incoming
provider communication. You can also use this function to send messages to providers using KidKare (on an
individual or broadcast basis).

1. Access the Provider Messages window. You can do this two ways:
o Click the Tools menu, select Messages, and click Provider Messages. The Provider Messages
window opens.
o Click Providers and select Provider Information. Then, click the Provider drop-down menu and
select Provider. Click Messages (from the right). Go to Step 3.
2. Click the Provider drop-down menu and select the provider to view.
3. Click Add Message. The Add New Message dialog box opens.
4. Click the Message Date/Time boxes and enter the date and time the message is being recorded. These
boxes default to your computer's current time.
5. Click the Subject box and enter the message subject.
6. Click the Body and enter the contents of the message. You can use HTML to format the message.
7. Check the Add Broadcast Message Signature to Body box to attach your broadcast message signature to

this message.
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i Add New Message

Shelly, Mary 998894

Message Date/Time: [03/20/2013 ~| [03:21pm &

Subject: |paperwork Due

Body: |This is a reminder that your CACFP renewal paperwork is due =
by March 30, 2019,

I Add Broadcast Message Signature
to Body.

CACFP is an equal opportunity employer, -

Category: IPaperwork Reminder ;I

I 'I'Iisismuuliguit_l_;nﬁsage:
Send to Provider in KIDS (Internet)

[ | Bllow Provider Eoiread Ehis message?

Save||CIose|

8. Click the Category drop-down menu and select the category to which to assign this message. You create
categories in the Message Categories dialog box. For more information, see Manage Provider Message
Categories.

9. Check the This Is An Outgoing Message Send to Provider box to send this message to providers using
KidKare.

10. The Allow Provider to Read This Message box is checked by default if you checked This Is An Outgoing
Message Send to Provider box. Clear it to hide the message from providers. Leave it checked to allow
providers to read it on the Sponsor Call Log page in KidKare.

11. Click Save. You can add another message, if needed.
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Manage the Broadcast Message Signature

. . Last Modified on 07/13/2020 11:35 am
You can attach a standardized signature when you send messages to your coT

providers.

Note: Including this signature is optional on individual provider messages. However, it appears at the bottom
of all outgoing broadcast messages.

To create a signature:

1. Click the Tools menu, select Messages, and click Broadcast Message Signature. The Message Signature
dialog box opens.
2. Click the text box and enter the text for your signature.

ﬁ Message Signature

This signature will appear at the bottom of all
outgoing Broadcast Messages.

CALCFP iz an equal opportunity employer. -

3. When finished, click Save.
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Send Broadcast Messages

. . . Last Modified on 07/13/2020 11:37 am
You can send broadcast messages to all providers in your system. Providers coT

receive these messages in KidKare.

Note: You can also send messages to your providers in KidKare! You can also receive messages from

providers, retain an archive of communications, and view message reports. See KidKare Messaging for more
information!

1. Click the Tools menu, select Messages, and click Send Broadcast Messages. The Send Broadcast
Message window opens.
2. Click the Message Date/Time boxes and enter the date and time the message is being recorded. These

boxes default to your computer's current time.

w

. Click the Subject box and enter the message subject.

IS

. Click the Body and enter the contents of the message. You can use HTML to format the message.

(&}

. The Add Broadcast Message Signature to Body box is checked by default. Clear it to omit your broadcast
message signature. For more information, see Manage the Broadcast Message Signature.
6. Click the Category drop-down menu and select the category to which this message belongs. You create

categories in the Message Categories dialog box. For more information, see Manage Provider Message

Categories.
i@ Send Broadcast Message IEI
Use this function bo post a message. vizible to providers when they log into Webkids -
or Minute Menu Kids to claim ondine. To post a message. vou will first write the Select | #|Provider Name |

meszage, click Select Providers, and then choose which providers wou wish to send
the message to. Click Send Mow ta finish.

Message .
S |03,f20,f2019 ~| lozszpm 4

From: ICS ICS

Subject: (1) Renewal Papemwork Due

Body: |This iz a reminder that all renewsal paperwork iz due by March
30, 2019, If we have not received papemvwork by this time, pour
claimz may not be processed,

»

Thank you for vour understanding

v Add Broadcast Message Signature
to Body.

CACFP iz an equal opportunity employer. -

Category:

Paperaork. Reminder j

K
s
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12.
13.

Click Select Providers. The Provider Filter window opens.
Check the Claim Source box.

Select Online.

. Click Continue. The Choose Providers dialog box opens.

. Check the box next to each provider that should receive the message. You can also click Select All to

select all listed providers.
Click Continue.

Click Send Now. The message is sent.
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Send Messages with Links

. . Last Modified on 07/13/2020 11:41 am
The Minute Menu HX Messaging feature does not currently allow you to send coT

attachments. However, you can still use it to send links to content hosted elsewhere, such as newsletters. To do
so, embed a link in the message body. This requires very simple HTML code:

linked text

Here's an example of what this would look like in practice:
Dear Providers,
Our latest newsletter is available! You can read it here.
Sincerely,

Your Sponsor

Before you send messages with links to your providers, send one to your test provider first (see Test Provider
Account to learn how to create a test provider). Then, log in to KidKare and make sure the link works properly.

Note: The KidKare Message Tool allows you to include attachments and links in your messages. You can

also use a rich text editor to format your messages to your specifications. See Message Providers in
KidKare for more information.
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Manage Provider Messages

. . . . Last Modified on 07/13/2020 11:43 am
You can view all messages previously recorded for a provider in the Manage coT

Provider Messages window.

Note: You can also send messages to your providers in KidKare! You can also receive messages from
providers, retain an archive of communications, and view message reports. See KidKare Messaging for more
information!

1. Access the Provider Messages window. You can do this two ways:

o Click the Tools menu, select Messages, and click Provider Messages. The Provider Messages
window opens.

o Click Providers and select Provider Information. Then, click the Provider drop-down menu and
select Provider. Click Messages (from the right). The Provider Messages window opens and displays
messages for the provider you were viewing in the Provider Information window.

2. Inthe Filter By section, select All Providers or Selected Provider. If you plan to add a message, you must
select Selected Providers and then select a provider from the Provider drop-down menu.
3. Check the Filter Messages by Date Range box to filter messages by a certain set of dates. Then, enter

dates in the Start Date and End Date boxes.

4. Click Refresh List. Messages that meet the limits you set display.
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01/01/2019 = 03/21/2015 =
#|Provider Name [ Date |Category Outgoing |KIDS Visible |Subject Recorded By
993885 | Dough, John 01/26/2015 08: Y:Unread i Your 01,26 Review Repol| 933007 T RAd 1 View
000052 |Email Test, Jennifer  |01/27/2019 08: Y:Unread ¥ Your 01,28 Review Repol| 993001 Add | View
998891 |Ha, Nguyen 01/27/2019 08: Y:Unread ¥ Your 01,28 Review Repol| 993001 Add | View
998894 | Shelly, Mary 03/20/2019 03: |Paperwork Rem | ¥:Unread ¥ Paperwork Due 993999 Add View

5. Click the column headers to sort information in ascending or descending order.

6. Click Add to add a new message for a listed provider. For more information, see Add Messages.

7. To edit an existing message:

a. Click View next to the message to change. The Edit Message dialog box opens.

CACFP is an equal opportunity employer.,

b. Change the date/time, subject, body, and category, as needed.

v

|v [ allow Provider to read Hhis message?

c. When finished, click Save.
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d. Click Close to return to the Provider Messages window.
8. To delete an existing message:
a. Click View next to the message to delete. The Edit Message dialog box opens.
b. Click Delete.
c. Click Yes at the Are You Sure prompt.

9. Click Print to print the message list.
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Manage Provider Message Categories

Examples of categories you could create include:

e Paperwork Requests

e (Claim Questions

e Payment Questions

e Nutrition Questions

e Complaints

Adding Message Categories

To set up message categories:

1. Click the Tools menu, select Messages, and click Message Categories. The Message categories dialog

. . o . . . Last Modified on 07/13/2020 11:44 am
You can assign provider messages to specific categories, if needed. Setting up and cor

assigning categories to your messages allows you to review messages by category in the future. While this isn't
a necessary step, it helps you manage data if you record a large amount of provider messages. For example,
when you use the Message List Export File, you can filter to messages related to a certain category.

box opens.
i Message Categories
CEdit ] test Delete _I
Edit |Test Category 1 Delete

2. Click Add. The Add Message Category Code dialog box opens.

3. Click the box and enter the category name.
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Please enter the name of your new
Message Category Code here

|Paperwork Reminder|

4. Click Save.

Editing Message Categories

1. Click the Tools menu, select Messages, and click Message Categories. The Message categories dialog
box opens.
2. Click Edit next to the category to change.

3. Click the Edit Code box and update the category text.

i Message Categories
-
.. Edit.. | Paperwark Reminder Delete _I
Edit |test Delete
Edit |Test Category 1 Delete

Edit the code text then dick Save Edit.
|Paperwork Reminder

]

4. Click Save.

Deleting Message Categories

Note: We strongly recommend that you do not delete categories to which you have previously assigned
messages.
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1. Click the Tools menu, select Messages, and click Message Categories. The Message categories dialog
box opens.
2. Click Delete next to the category to delete.

3. Click Yes at the Are You Sure prompt.

135



Understand Payment Management in HX

. . . . . Last Modified on 07/13/2020 11:47 am
Minute Menu HX creates payment transactions—either checks or direct deposits— cor

for all issued payments. Even if you do not print checks with HX, use it to manage individual provider
transactions to ensure that you accurately manage your claim funds. All payments are issued based on payment
components.

Payment Components

There are two types of components for which payment can be issued: Claims and Non-Claim Adjustments.

Every provider who has a Claim can receive payment. When you create a payment, you can specify which claims
you are paying. This is important, because it is possible to have more than one claim record for a provider for a
given claim month.

Non-Claim Payment Adjustments are specific dollar amounts that you can add or remove from a provider's
payment. These are unrelated to specific claim meal counts and should not be confused with Claim
Adjustments. For example, suppose you offer a provider insurance program. You deduct money for this
program from a provider's payment. This would be a Non-Claim Payment Adjustment. If a Non-Claim Payment
Adjustment exists for a provider, you can choose whether to include it in any payment you issue.

Negative Payments

In some cases, the claim records you mark for payment for a provider may create a payment with a negative
amount. If you issue such a payment to a provider, Minute Menu HX creates a zero-dollar payment for that
provider and automatically creates a Non-Claim Payment Adjustment with the negative payment amount.

The next time you issue payments, you could automatically include this Non-Claim Payment Adjustment so the
negative amount is automatically deducted from the next issued check.

Clearing Claims Out

Claims and Non-Claim Payment Adjustments remain in the system until you are ready to pay on them. For
accounting consistency, you can issue zero-dollar checks to clear out Claim records from your pending payment
component list. This is especially the case if you have a claim that you marked as submitted to the state and
later made an adjustment that zeroed-out the claim.
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Set Up Direct Deposit

. L . . . Last Modified on 07/13/2020 12:00 pm
Direct deposit is a fast, electronic method of payment that ensures providers still  cor

receive payment in a timely manner. If you do not currently offer direct deposit but would like to, contact your
bank/credit union and ensure that they can accept upload files for direct deposit. Minute Menu HX uses the
nationally accepted ACH file format NACHA.

To set up direct deposit:

1. Enter your bank account information into HX.

a. Click the Administration menu and select ACH Settings. The ACH Settings dialog box opens.

i ACH Settings =]
e need the following information from wour bank;

1] Bank Name
2] Immediate destination number [usually the bank's rauting number]
3] Immediate onigin number [usually company id, sometime same az bank's routing number)
4] Caompany id [usually tax D #, sometimes preceded by 1)
8] Originating dfi [bwpically 12t 8 digitz of bank routing tranzit number]
] File Type. Are balancing entries from the primary account required in the file?
Bb] If 20, what is the primary account #
7] Standard Entry Class Code [FPD default]

1] Bank Mame | [23 characters limit)
2] Immediate Destination Humber | [10 rumbers limit]
3 Immediate Origin Mumber | [10 rumbers limit]
4] Compang 1D | [10 characters limit)
5] Originating DF | [10 characters limit)

E] File Type ’Vl? Default ¢ Balanced

EBb) Balanced Account Mumber | [17 characters limit]

7] Standard Entry Class Code FFD :l'

b. Complete each field. Contact your bank for this information.

c. When finished,click Save.
2. Next, enter bank account information for each provider.
a. Click the Providers menu and select Provider Information. The Provider Information window opens.
b. Click the Provider drop-down menu and select the provider to change.
c. Click the Other tab.
d. Check the Uses Direct Deposit box.
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g.
h.

L Provider Information
- Select Provider:

Provider:
IAcﬁue B | Y [a = ISheIIy,Mary vl

General T Contact T Licensing T Tiering T Meals T oOther 1ShE"y,Mary 993394 Active

. Reviews:
TIRERET |—:— E e I—:— E ’r:lext Review Reqd:lo3fo1,rzu1g vl Start Month: Iott vI

&

Time Closes: | . E Might Time Clozes: I . E
— —— Enrollment Renewal —
Monthly Check Deduction: $|g.gg Language: I i l Worksheet Last Received: | J— :I'
Endish ] | ctBlockClm  FistBockClam  LastBlock Claim
r Provider In Serious Identified:  Identified for Review YR:  Validated:

Deficien
- o—= [o—= [o—=]
Documentation On File: — Custom Values
[~ Dinner [~ saturday [ Custom Flag
[ sunday
r Require Same Day v Prevent New [~ Require InfOut Times

Entry Enrollments in KIDS

[~ Children Stay Overnight  itate 1D Expiration: |_f_.|’_ vi

Payments

d03

| print || Remove | | Put On Hold | | save | | close |

— I+ Uses Direct Deposit = = —
Fire I ction E tion:
Bank Account Type: [P - e I—’r—-"—LI
Bank Account = [ Health Inspection Expiration:| ;¢ =
BankRoutng # [ Medical Certification Expiration: 7 - Calendar
AP License Standards Expiration: 4 - Custom Number:l 5
" CPR. Certification Expiration: | - Supervisors
. Fingerprint Expiration:)_/_/_ ~ Cuzkam Description:l
Messages
| Recent Inservices Date Attended: |/ 7 - Date Attended: |_,r_; vI |
Serious
Deficiency

Click the Bank Account Type drop-down menu and select Checking, Money Market, or Savings.

Enter the bank account and routing numbers in the Bank Account Number and Bank Routing

Number boxes.
Click Save.

Repeat Steps 2b - 2g for each provider for whom to set up direct deposit.

3. Send the Pre-Note file to your bank to test the direct deposit.

o Contact your bank to determine where and how to upload the file to the bank's website.

o If the file is rejected, find out why, fix the error, generate a new file, and try uploading again.

o If the file goes through, and you confirm that there were no issues, the ACH file has been set up

successfully, and you are ready to use Minute Menu HX to generate ACH files for direct deposit.

Note: If you re-use this Pre-Note file prior to each batch of direct deposits you run, you automatically check
the validity of each provider's bank account and routing number, so you can be assured that all claims that
you pay via direct deposit actually go to a valid bank account.
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Locate Providers Receiving Paper Checks

Use the Provider List Export File to quickly locate providers who are still receiving

Last Modified on 07/13/2020 1:15 pm
CcDT

paper checks as payment. You can then use the resulting list to contact providers and transfer them to direct
deposit. Direct deposit is a fast, electronic method of payment that ensures providers still receive payment in a

timely manner.

To do so:

1. First, generate the report:

a. Click the Reports menu, select Providers, and click Provider List Export File. The Select Report

Definition to Use dialog box opens.

b. Click Continue without selecting a report definition. The Provider Filter opens.

c. Accept the default Status filters (Active and Hold), and click Continue. The Select Output Data for

Provider List Export window opens.

d. Scroll down and check the Payment Type and Phone boxes.

e. Click Continue.

f. Browse to the location on your computer in which to save the file.

; Select Qutput Data for Provider List Export X
Enter Mew Export Save Ezport | Select Export Delete Ezpart |
Report Nare: Report Options Repart ta Delate: | —-Select-- ;I Report
Display Field Group Field Description ~
[ |Monthly Check Deduction Monthly Check 0eduction
[~ |MNext Review Date Ment Review Date
[ |Might Capacity Count Might Capacity Count
[~ [Might Capacity 5 hift Hight Capacity Shift - Breakfast, Might Capacity Shift - AM Snack, Might Capacity Shift - Lunch, Might Capacity Shi
[T |Paperwork Meeded Papenwork Meeded
[~ [Password Password, Login
[ |Paycheck Addreszee Papcheck Addiesses
v |Paymert Type Depazit or Check
v iPhone Phore Murnber
! Prysical sadiess | S00TEss. LY. B ek, Ipoode
[T |Preapproval Date Preapprowal D ate
[ [Preapproval Date Preappraval D ate
[T |Preapproval Date Preapprowal D ate
[ |Preapproval Expiration Date Preapprawval Expiration D ate
[T |Preapproval Espiration D ate Preapprowal Expiration Date
[ |Preapproval Espiration Date Preappraval Expiration Date
[T |Previous Sponzor Mame/bddress Previous Sponzor Mame, Address, City, State, Zipcode
[ [P Subscription Info
[ |Pravider Cycle Menu Provider Cycle tMenu Info w
«| ]
Select All - . l l l . l
Selection Count: 2 Cancel Continue
Deselect Al |

g. Click Save. The file opens automatically in your default spreadsheet program.

2. Filter the resulting spreadsheet to show providers who don't currently use direct deposit.

a. Click the first row of the UseDirectDeposit column.

b. Click Sort & Filter in the top-right corner of the Home tab and select Filter. The first row of each

column in the spreadsheet is now a drop-down menu you can use to filter.

c. Click the UseDirectDeposit drop-down menu and clear the Select All box.

d. Check the N box.
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Marm ~ | ProviderNumb| ~ |UseDirectDepod ~ ||

Text Filters

o

[H] (Select All)

e. Click OK. You now have a list of providers who receive paper checks, as well as a list of their phone

numbers.

ProviderMame

A
Accountluman
AE1

Aldrichs

AM

Anna

AX
changedtest
Cordova
Dalton
Dang

DTest

Email Test
Enrollment
Flats

Flower
Goodstein
HanNam
HomesAPI

3. Contact the providers on your list to set them up on direct deposit instead. Update their payment

preferences in Minute Menu HX. For more information about doing this, see Step 2 in Set Up Direct

Deposit.

- | ProviderFirstNam = | ProviderMiddleMar ~ | ProviderMumb| = UseDirectDepos-‘l'_PhoneNumb -

A a
TestCarol

AE

NYC

AM

Anna

AX

modtest

Anna

Jennifer

Hiep \
Jennifer

Jennifer

NewMP

Highland

Blue

Jeffrey

Nguyen

Mo

"654987
‘005464
31313
"399003
"393399
"399004
"397999
"399002
31678
"o01239
"002409
51196
"o0as8s5
"o00052
fasasas
"395600
37393
‘001238
"S65465
:000123

N

2222222222222 222222:2

(987) 654-9870
(546) 464-6464
{111) 111-1111
(242) 412-4214
(778) 788-9999
(233) 333-3333
{111) 111-1111
{555) 555-5555
(987) 654-3210
{444) 156-7789
(555) 555-1234
{111) 111-1111
(999) 888-7777
(888) 888-8338
(587) 897-9797
(684) 624-6468
{541) 555-7621
(987) 444-8338
(231) 312-3123
(654) 624-6846
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Format Checks

| act Madifiad nn N7/12/2020 1-1A nm

Note: Switch to direct deposit and pay your providers electronically—no check printing required. For more
information, see Set Up Direct Deposit.

Format your checks to ensure they print properly on your check printer. Once you've formatted checks in HX, you
should only need to change these settings if you get a new check or a new printer.

1.

N o a &

Click the Administration menu and select Check Format. The Check Format window opens.

ﬁ Check Format IE'

Enter the number of pixels each item zhould appear from the left and from the top of
the page. To move an item one line down add 250 pixels. To move an item one space
to the right add approx. 100 pixels.

Check Date Left: | Top: |

Written Amount  Left; | Top: | Amount  Left I Top: I
Pay To The Order  Left | Top: |
Provider Address  Left: | Top: |
Provider Hame2  Lefl; | Top: |

Memo Line  Left | Top: | Signature Left; | Top: |

Select Check Style: ILaser - Bottom Third ;I

[

Click the Select Check Style drop-down menu and select the check style you are using. This should be
indicated on your check forms. It is important that this is set properly so the actual check prints in the
correct position.
Use the boxes for each item to adjust that item's positioning. Follow these guidelines:

o Add 250 pixels to move an item down one line.

o Add approximately 100 pixels to move an item once space to the right.
When finished making adjustments, click Print Test Check to print a test check on plain white paper.
Compare your test check to an actual check to see if the positioning is close.
Repeat Steps 2-4 to make adjustments and test again.

When finished, click Save.

Adding Check Signatures

Minute Menu HX can automatically print a signature on your checks.
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To configure this:

N o o &

. Obtain a copy of the signature.

Save the signature to your computer as a .GIF file and name it signature. The complete file name should be
signature.gif.

Save the signature file in the following folder: C:\AMMHX\Sponsor\CheckSig.

Note: For some older installations of Minute Menu HX, the file path might be C:\Program

Files\MMHX\Sponsor\CheckSig instead.

Close and re-open Minute Menu HX.

Click the Administration menu and select Check Format. The Check Format window opens.

Click Print Test Check.

Ensure the signature prints in the correct place. Make adjustments in the Check Format window, if needed.
If you see settings of Left 15000 and Top 0, the check has never been formatted for a signature. Try the

following adjustments first, and adjust as needed: Left 3200 and Top 7500.

Direct Deposit

Some sponsors print checks on white paper as vouchers for direct deposit. Check signatures do not print on
vouchers printed through Issue Payments. Also, you can set preference 0.007 to Y to print Not a Check on direct
deposit vouchers.

Move Your Check Signature to a New Computer

To move the signature from one computer to another:

1.
2.
3.
4,

Save the check signature on each computer you use to print checks.
Copy the existing signature.gif file and paste it to the C:\AMMHX\Sponsor\CheckSig folder.
Close and re-open HX.

Follow Steps 4-7, above, to print a test check and make any necessary adjustments.
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Issue Payments

Last Modified on 07/13/2020 1:23 pm

Use the Issue Payments function to issue checks and direct deposits. You can also cor
use this function to obtain an export file of all checks/direct deposits for use in your own accounting system.
Even if you do not pay your providers in Minute Menu HX, use this function to organize and track provider

payments.

1. Click the Checkbook menu and select Issue Payments. The Issue Payments window opens.

ﬁ Issue Payments

Step 1 of 4: Select Payments to Issue

Please note that if you make any changes to the payment filtering

x5

options at the top of this screen, you may want to verify the checks F'lta;;lv Claim Type: —
issued for the provider(s) that you've manually changed in this ®
payment batch. O Web
() Non-Web
- Include Non-Claim — - Filter by Payment Method: —— - Filter by Reimbursement Source: -
Payment 1 Direct Deposit Federal State

v Adjustments ’V =k O Depo @ O

Claim Month [Source [Submission Date [ Claims Induded | -

March 2019 Federal Mot Yet Submitted  Original Claims [

February 2019 Federal Mot Yet Submitted Original Claims -

January 2019 Federal Mot Yet Submitted  Original Claims I

December 2018  Federal Mot YetSubmitted Original Claims -

Movember 2018 Federal MotYetSubmitted Original Claims I

October 2018 Federal Mot Yet Submitted  Original Claims Il LI

Payable | # |Provider Mame | Amount | | Modified |

Recalculate Payments

Print Test Check

Select Al

Count of Selected Payments: 0
Deseleck Al

Total of Selected Payments: $0.00

| Next | | Close |

2. Filter to the providers to claim.

3. Filter to the claims to pay. You can set the following filters:

o Claim Type: Select All, Web, or Non-Web.

o Include Non-Claim Payment Adjustments: Check this box to include non-claim payment adjustments

in the list. For more information about these adjustments, see How Minute Menu HX Manages

Payments. This option is checked by default. Clear it if your agency keeps strict separation of claim

months and requires providers to re-pay funds when negative adjustments are made.

o Filter By Payment Method: Select Checks or Direct Deposit. Providers assigned to the payment

method you select display. You set providers up for direct deposit in the Provider Information Other

tab. If providers are not specifically set up for Direct Deposit, they receive checks. See Set Up Direct

Deposit for more information.
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o Filter by Reimbursement Source: If your state offers additional reimbursement funds over and

beyond the level provided federally by the CACFP and you split your State and Federal provider

payments, select the appropriate source here. This option only displays if your state offers

supplemental funds and you pay providers separate checks for state and federal funds.

4. Check the box next to a claim batch to pay. The claim batches listed in this box are split up to show the

claim months for which claims are awaiting payment, as well as a further breakdown by the date those

claims were submitted to the state for reimbursement.You can also see whether a listed claim batch

includes original claims and those that include positive vs negative adjustments. This allows you to select

exactly which claims you wish to pay.

5. Click Recalculate Payments. The system compiles all claims for payment based on your filtering criteria.

This process can take some time. Once it's finished, a list of provider payments displays. The Payable box

is checked next to each provider you can pay.

pavment batch,

fan Issue Payments

Step 1 of 4: Select Payments to Issue

’rIncIude Man-Clairm

= ’rFiIter by Payment Methaod:

Please note that if wou make any changes to the pavment filkering
options at the bop of this screen, wou may want bo werify the checks
issued Faor the provider(s) that vou've manually changed in this

Filter by Claim Type: —
@ all
) Wehb
) Non-wWeb

x5

—— Filker by Reimbursement Source:

™ Payment (® Checks () Direct Deposit [@ Federal () State

Adjustments
Clairn Month [Source  [Submission Date  [Claims Included [ -
March 2019 Federal Mot Vet Submitted  Original Claims ] :‘
February 2019 Federal Mot Vet Submitted  Original Claims I
January 2019 Federal Mot Vet Submitted  Original Claims ]
December 20158 Federal Mot ek Submitted  Original Claims I
Movember 2018  Federal Mot Vet Submitted  Original Claims ]
Ockober 2018 Federal Mot Vet Submitted  Original Claims Il j
Pavable # Provider Mame Amounk MModified

[ 231678 |changed, mad 0.00| Details | T

v 001239 |Cordova, Anna 5.28 | Details r

v 9958585 |Dough, John 16.85| Details | T

| 000052 |Email Test, Jennifer 17.20| Details r

r £54321 |evizi, best 0.00| Details | T

[ 995600 |Flats, Highland 0.00| Details r

v 995356 |Rhoads, Kairi 186,55 | Detaills | T

| 9955894 |shelley, Mary 1.96 | Details r

r 005411 |Testing, Jennifer 0.00| Details | T

| 29958375 |Testing, Test 2.92 | Details r

v 002234 [UBacchus, Amelia 27.98| Details | T

Recalculate Payments
Select Al Count of Selected Payments: 7
Deselect Al Total of Selected Payments: $260,57 | Next | | Close |

7. Toview/change change payment details,

next to any payment you do not need to issue.

6. Review the total amount of selected payments that displays at the bottom of the window.Clear the box

a. Click Details. The Provider Payment Details window opens and displays each payment component

that can be paid and each component that will be paid. For example, if you set filters to exclude non-
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claim payment adjustments in the Issue Payments window, the box next to such payments is not

checked in here.

s

Zurrent December 2018 Claim - Mot Yet Submitted

b. Check the box next to each additional payment component to include in this check/deposit. Clear the
box to remove it.

c. When finished, click Close. If you made change in this window, the Modified box is checked in the
Issue Payments window.

8. Click Next.The Print Checks window opens.
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s Issue Payments @

Step 2 of 4: Print Checks

Number of Payments to be Issued: 7 Default limit of checks per batch print job

, i= 1000, If wou wankt to increase this
Total of all Payments: $260.57 change the limit in the textbox below,
Payment Source: Federal

Check Print Bakch Limnit:
Payrment Method: Checks Eelibs e 1 000
Prink Qrder:
First Check Number: ||
O Provider 1D
CheckDate: [ ¢ - ) Provider Last Mame

- Print Destination:

(® Printer

() Export File |

() Both

Check Stub Message:

Print Test Pre-Print
Check Register

|| Back || Print || Close |

9. Review the payment information listed at the top of the window.

10. Click the First Check Number box and enter the first number to assigned to the payments you are issuing
(whether direct deposit or checks). You must still enter a number here even if you are only exporting
payment information. If you are issuing direct deposits, you may not have an actual check number, so
supply any number here. We recommend that you choose a unique check number range. For example, you
could start at 1000, and the next time you issue payments, start at 1100.

11. Click the Check Print Batch Limit box and enter the maximum number of checks included in one print job.
Minute Menu HX uses the Windows Spool Manager to combine a number of individual checks into one
print job. This speeds up the printing process and helps minimize the possibility of another print job
interrupting your check run. This box defaults to 1000. It does not affect the number of checks printed—
just the number sent together as one batch.

12. Click the Check Date box and enter the provider payment dates. If you are issuing payments in advance,
use the date closest to when you expect to send payments to your providers. Once you save the payments
in the database, KidKare providers will see that claims were paid once the date you enter here is reached.

13. Click Pre-Print Register to to print an itemized register of all of the payments you're about to issue. Use the

last page of this register to ensure that your incoming funds match your outgoing funds with this batch.

Note: The Pre-Printed Check Register notes the details of checks that may be created automatically as
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14.

15.

16.

17.

18.

19.

20.

21.

part of this check run. For example, manual adjustments are noted here if you use the Monthly Check
Deduction feature. Also, if you have chosen to pay a provider who would have otherwise received a
negative check, a manual dollar adjustment that brings the check up to zero dollars (and any other

offsetting non-claim payment adjustments) displays.

In the Print Order section, select Provider ID or Provider Last Name. This is the order in which checks or
printed or providers are listed in the export file.
In the Print Destination section, specify where to print checks/send the file.You can select Printer, Export
File, or Both. If you are printing checks in Minute Menu HX, you must select Printer or Both. If you do
export a file, you can change the file name, if needed. Direct deposit and checks print in the same way
when sent to the printer. The only difference is that you should print direct deposits on regular white paper
and you should print checks on blank checks. Sending direct deposits to the printer provides you with
paper records of the direct deposits.
Click the Check Message box and enter a message to include on the checks or payment vouchers.
If you are printing checks, click Print Test Check to ensure that the alignment matches up properly. If they
do not, contact Minute Menu HX Support for assistance.
If you are issuing direct deposits, check the ACH File box. This will generate the ACH file while you run this
print batch. Make note of the file name and location so you can retrieve the file later and upload it to your
bank.
When you are ready, click Print. The system begins creating payment transactions. If you sent your
payments to the print, then checks/direct deposit receipts print. If you only created an export file, go to
Step 22.
The Verify Successful Print Job window opens.

a. Review the printed checks. If they did not print properly, you can re-print them.

b. Click the Last Successfully Printed Check box and enter the check number of the last successfully

printed check.
c. Click the Restarting Check Number box and enter the first check number to use for the re-printed
checks. This should be the number immediately after the last successfully printed check number.

d. Click Reprint.

Note: Before you continue pat this step, be absolutely certain that your checks printed properly.
There is no other way to re-print check batches in Minute Menu HX. If you skip this step and
discover that a large number of your checks did not print correctly, you must re-print these checks

individually.

If your checks printed successfully, click Checks Printed Successfully. The Checks Printed Report window

opens.
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22. Click Print Check Register to generate the check register. You can also print a physical copy.

23. When finished, click Close. The payment process is complete.

148



If you use a third-party accounting system, you must get your payment data from
Minute Menu HX and into the accounting system you use. You can enter this data into your third-party software
by hand, or you can export a file and import it into your third-party software. This function creates a deliminated
text file of payment information in Minute Menu HX's default transaction export file format.

Export Transactions to Third-Party Accounting Software

To generate the file:

1. Click the Checkbook menu and select Generate Check Transaction File. The Check Filter dialog box

2. Set filters for the checks to include. To print all checks, leave all of the filters blank.

3

opens.

fam Check Filter

- Select Filker by Claim Maonth: [~ ———

Skarting Month: I vl
Ending Manth: I 'I

Select Filker by Date: [

Starting Datke: |_.|'_.|' vI
Ending Date: |_.|'_.|' vI

Select Filker by Mumber: [

Starting Mumber; I
Ending Mumber; I

Select Filter by Payment Method: [~ —

() Checks ) Deposit
O Direct Depasit ) Yaid
Al

[ &djusted Payments Cnly

(IF all filker options are unchecked, ,
Cancel the report will print all checks) Continue

-

Last Modified on 07/13/2020 1:32 pm

o Filter by Claim Month: Check this box, click the Starting Month and Ending Month drop-down menus,
and select starting and ending months for the report. Note that if a check was issued and included

payment for more than one claim month it is included if any of the claims paid by the check are

included in the selected claim months.

o Filter by Date: Check this box, click the Starting Date and Ending Date boxes, and set a starting and
ending date for the report.

o Filter by Number: Check this box, click the Starting Number and Ending Number boxes, and set a

date range for the report.

o Filter by Payment Method: Check this box and then select Checks, Direct Deposit, Deposit, Void, or

All. Check the Adjusted Payments Only to include only those payments you've adjusted.

. Click Continue. The Select Mode dialog box opens.

4. Select Transaction or Payment Adjustments.

5
6
7

Note: Minute Menu HX also generates this same transaction export file if you export a file while issuing

Click Save.

. Click Continue. The Save As window opens.

. Browse to the location in which to save the export file.
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Adjust Payments
Last Modified on 07/13/2020 1:22 pm
You can add or deduct specific dollar amounts from payments, even when such coT
additions/deductions have nothing to do with specific claim counts. For example, if a special IRS withholding
situation occurs, you may need to deduct a certain amount of money from a provider's payment each time you
issue it.

Note: Do not confuse these non-claim payment adjustments with adjustments made to specific claims. For
more information about claim adjustments, see Change/Adjust Claims.

To create a non-claim payment adjustment:

—_

. Click the Checkbook menu and select Adjust Provider Payments. The Adjust Provider Payments window

opens.

N

. Click the Provider drop-down menu and select the provider for whom to adjust payments.

w

. Click the Adjustment Date box and enter the effective date of this adjustment. This box defaults to today's

date.

»

Enter the adjustment amount in the + (plus) or - (minus) boxes. The Total box updates automatically.

(&}

. Click the Adjustment Reason box and enter the reason for this adjustment. This prints on the provider's

check/payment voucher.

{am Adjust Provider Payments
Select Provider: sder
[active B | AR [shelley, Mary ogssza |

Adjustment Date: |g4,r1g,r2019 vI

+ - Total
Adjustment Amount: 20,07 I 20.00
Adjustment Reason: Refind
(appears on checkstub)
Applicable Account: IUUZ ;I

el S

6. Click the Applicable Account drop-down menu and select the adjustment account code. This code impacts

transaction export files. This field only displays if you are required to select an adjustment account code.

7. Click Save.

The next time you issue payments, be sure to check the Include Non-Claim Payment Adjustments box so this
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adjustment is automatically included in the provider's next payment. For more information, see Issue Payments.
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Void Payments

. . . . . Last Modified on 07/13/2020 1:25 pm
If you void a real check or direct deposit and do not re-issue a new check/deposit forcor

the same amount, you should also void the payment in Minute Menu HX. When you do so, the claim and/or non-
claim payment adjustment records are un-marked as paid so you can re-issue payment, if needed. A record of
the void remains in the system for your records.

You can void individual payments, or you can void a range of payments. See each heading below.

Voiding Individual Payments

To void a single payment:

1. Click the Checkbook menu and select List Payment History. The List Payment History window opens.
2. Set filters for the payment you need to void. For more information, see List Payment History.
3. Click Refresh List. Payments meeting the limits you set display.
4. Click Void next to the payment to void. The Void Payment dialog box opens.
{am List Payment History
- Filter by: ————— - Select Claim Manth: Select Date
) All Claim Months . |7 Start Date End Date
@ Selected Claim Month IFE ruary 2019 "I - -
) Date Rangs [IVAVERNE] | WA
- Filter bys ——————— - Select Provider: <
. Provider:
Selected Provid
BAJI F*r:w'i::le.'r:w1 - h'a‘cﬁve LI I—f—f_ =l Fﬂ I--Select—— LI
- Payment Method: Filter by Reimbursement Source:
(O Checks (O Direct Deposit () Depasit () Void (@ Al { () Federal () State (® Both Refresh List
Date Check #|Source [Method |Payee #|Payes Mame [Memo |Amount|Re-Print |Void

04/16/2019 | 20000|Fed |Chk 993394 [Shelley, Mary |Details 1.86 |Re-Print | Void

5. Click the Reason for Void box and enter a reason for voiding this payment. This step is optional.
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If you wish to Void this Provider payment, you can do so here. You should
OMLY Void a payment if you wish to cancel it outright. If you need to
reprint this payment, please dick Cancel below and dick the appropriate
Reprint button on the Payment History screen,

By Voiding this payment, any Claim and/or Adjustments that this
payment originally paid will be changed, and indicated as unpaid. These
Claim records will then be available for you to pay again via the
Checkbook > Issue Payments function,

Reason for Void (Optional)

Issued in error|

[~ Also void daim to zero counts

6. Check the Also Void Claim to Zero Counts box to create a claim adjustment that sets the claim counts to

zero in addition to voiding this payment, if needed. This makes the provider a zero-dollar claimer and
prevents you from having to take extra steps to void the claim.
7. Click Void. The payment is now voided. You must re-issue payment for the affected claim or non-claim

payment adjustment.

Voiding a Range of Payments

To void a range of payments:

1. Click the Checkbook menu and select List Payment History. The List Payment History window opens.

2. Click Void Range. The Void Payment Range window opens.
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© N o g &

Start Date End Date

o = =]

Reazon for Waids:

l'

Select | #|Provider Name |check Date |check = |Amount |

Starting Checkit Ending Checkit

|'Selec:t Filter by Date: [~ |'Selec:t Filtker by Mumnber: [~

Select Al
Dezelect Al

. Set filters for the checks to void:
o Filter by Date: Check this box, click the Start Date and End Date boxes, and enter a date range to
void.
o Filter by Number: Check this box, click the Starting Check # and Ending Check # boxes and enter a
check number range to void.
Click Refresh List. Payments meeting the limits you set display.
Check the Select box next to each payment to void.
Click the Reason for Voids box and enter a void reason.
Click Void.
At the Are You Sure prompt, click Yes. The payments are now voided. You must re-issue payment for the

affected claims or non-claim payment adjustments.
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Re-Print Checks

. . . . L Last Modified on 07/13/2020 1:25 pm
If a check is lost in the mail (or otherwise gone), you can re-print it, rather than coT

voiding and reissuing payment. When you re-print a check, the original check is automatically voided, and a new
payment transaction record is created.

1. Click the Checkbook menu and select List Payment History. The List Payment History window opens.
2. Set filters for the check(s) to re-print. For more information, see View Payment History.
3. Click Refresh List. Payments meeting the limits you set display.

4. Click Re-Print next to the check to re-print. The Re-Print Payment window opens.

. Re-Print Payment

You can re-print this direct deposit for any reason. You can use this
function any time if you would like to re-print a paper copy of this payment
for your records.

In some cases, though, you may need to re-issue a check to a Provider
who for some reason did not receive the first payment. If this is the
case, you will be need to assign this check a new check number, using
the box below. To Reprint leave the check number and date as they
are and dick Print.

Mew Check Number: [g5339 Print Test Check I
Mew Check Date: |b9.|r05.|'2013 'I

5. To assign a new check number for this payment, click the New Check Number box and enter a new

number. If you change this field, a record of the voided transaction is kept on-file.
6. To set a new check date for this payment, click the New Check Date box and enter the new date.

7. Click Print.
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Receive Money from Providers

. . . . Last Modified on 07/13/2020 1:27 pm
In some situations, it may be necessary for you to demand providers to return coT

payment. For example, suppose a provider dropped off your program and you already sent them payment for
their last claim. The claim later required a negative adjustment. Since you are not issuing another payment to
this provider, the provider must re-pay you for the negative amount. You may also require re-payment for all
negative claim adjustments.

You can track these received payments in Minute Menu HX. To do so:

1. Click the Checkbook menu and select Receive Money from Provider. The Receive Money from Provider
window opens.

2. Click the Provider drop-down menu and select the provider from whom you received payment. Negative
non-claim payment adjustments for the selected provider displays in the ltemized Detail box.

3. Check the box next to the amount to pay.

4. Click the Amount Received box and enter the amount of the payment you received from the provider.

5. Click the Date Received box and enter the date you received the payment.

ﬁ Recerve Money from Provider
Select Provider: Provider:
IActive ;I I_f_f ;I I?ﬂ ICordova, Anna 001238 ;I
Itemized Detail:
04/19/2019 [IRS witholding [(s15.00) {7

Total Receivable: -15.00

Amount Received: |$15.gg
Date Received: |:J4f19f2019 vl

6. Click Save.
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Handle Lingering Payment Batches

. . . . Last Modified on 07/13/2020 1:30 pm
Every claim record in the system must be paid and can only be paid once. Once you cor

pay a claim with the Issue Payments function, the Minute Menu HX database is updated to account for that
payment. This means that any claim months present in the Issue Payments window indicates that there is at
least one claim in that claim month that hasn't been paid.

If prior claim months are listed in Issue Payments and you know that all claims within that month have already
been paid, take note. To determine why these claims are still listed, isolate the earlier months in the Payable
Claim Batches List and click Recalculate Payments. For more information, see Issue Payments.

There are a few reasons why provider claims may still be listed as awaiting payment:

Negative Payments

If you pay a provider and then later adjust their claim to remove meals, a negative adjustment is created. This
negative adjustment claim must be accounted for on a payment, just like all other claims. Minute Menu HX does
not issue negative payments by themselves by default. This means that Minute Menu HX does not account for
this claim as having been paid until the provider has another claim with a total amount greater than the negative
adjustment. This could cause claims to remain unapid. If you never have another claim for this provider, you
could use the Receive Money From Provider function to clear out the negative adjustment. For more information,
see Receive Money from Providers.

Zero Dollar Claims

You may periodically have a zero dollar claim in your system. As stated above, Issue Payments does not pay
providers unless they have a positive dollar amount for their check. Zero dollar claims may linger in the database
until you take action clear them out.

1. Click the Checkbook menu and select Issue Payments. The Issue Payments window opens.

2. Set filters, as needed. For details, see Issue Payments.
3. Click Recalculate Payments. Payments display.
4. Click Deselect All.
5. Check the Payable box next to each zero-dollar claim.
Paryable # Provider Marne Arnount Maodified | =
Iv 231678 |changed, mod 0.0 Detais | T |
|l 001232 |Cordova, Anna 6.72| Details | T
[l 995885 |Dough, John 15,85 Details r
v 654321 |evizi, kest 0.00 Details |
| 995600 |Flats, Highland 0,00 Details r E
[ 998579 |Provider0d, Test 0,000 Details | T
[ 995886 |Rhoads, Kairi 375,35 | Details r
|l 066699 |Skanford, Donna 1,51 Details | T
I 123456 | Test Online, Jennifer 0,000 Details | i
Iv 105411 [Testing, Jennifer 0,00 Details |
998878 |Testing, Test 5.84 | Details r
r Ar272d [ IR zrrkoe Arsaliz 27 an| Makaile - kT4

6. Click Details next to each zero-dollar claim and confirm that the total is truly zero.
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Click Next.The Print Checks window opens.
Click the First Check Number box and enter an arbitrary starting check number.

In the Print Destination section, select Export File.

. Select a sort order.

. Click Print. The process runs and the zero-dollar payments are now marked as Paid. The old claim month

batches should not continue to show in the Issue Payments window going forward.
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View Payment History

. . . . Last Modified on 04/16/2019 3:00 pm
You can use the View Payment Hlstory function to review payments you have made. cor

1. Click the Checkbook menu and select List Payment History.The List Payment History window opens.

[ List Payrnent Histary @
- Filter brys ————————————— - Select Claim Monkth: Select Date
() Al Claim Months Start Date End Date
@ selected Claim Marith March 2019 ~ |_,|'_;' ﬂ |_.|-_.|- ﬂ
() Date Range
-Filter by ——————  ~ Select Provider: -
() Selecked Provider - = 2 Provider:
@ all Providers |"’"ct"“E J |_."_."_ j A # |——Select—— J
- Payment Method: Filter by Reimbursement Source:
() Checks (O Direct Deposit () Deposit ) Yoid { () Federal () State (® Bath Refresh List

2. Filter to the information you need to view.

o Filter By Period: Select All Claim Months, Selected Claim Months, or Date Range. If you choose All
Claim Months, you are forced to filter by a specific provider. Also, since payment transactions can
possibly include payment for claims from different months, the payments you review when filtering
by a specific claim month may include money for other claim months.

o Filter by Provider: Select All Providers or Selected Provider. If you choose Selected Provider, click
the Provider drop-down menu and select the provider to view.

o Payment Method: Select Checks, Direct Deposit, Deposit (money received from providers), Void, or
All.

o Reimbursement Source: If your state offers additional reimbursement funds over and beyond the
level provided federally by the CACFP and you split your State and Federal provider payments, select
the appropriate source here. This option only displays if your state offers supplemental funds and
you pay providers separate checks for state and federal funds.

3. Click Refresh List. Payments matching the filters you set display.
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December 2015

Date Check #

Source

-

Methiod

Payee #

Payes Name

Mermao

Arnount

Re-Prink

Waoid

04/17/2019 | 10000

Fed

Chk

nooosz2

Email Test, Jennifer

Details

17.20

Re-Prink

‘oid

. Click Details in the Memo column for a payment to view more information about it. The claim moth, Tier 1

and 2 meal counts, and any non-claim payment adjustments display. This information is identical to the

information printed check stubs/direct deposit vouchers.

. Click Print to print the Check Register report.
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[VIDEO] About eForms

. . L Last Modified on 08/06/2020 10:27 am
eForms is an all-in one enrollment process for the food program that eliminates coT

paper forms for homes and your back-office. With this feature, you can send enroliment invitations directly to
parents, track enrollment status, and approve and renew child enrollment with a single click.

Click here for more information about the eForms feature and to sign up for an informational webinar about
how it can save your agency time and increase food program reimbursements!

Getting Started Checklist

Click here to print a useful checklist for getting started with eForms. Follow along with the steps, and check
each item off as you complete it.

eForms Process Overview

Log in to app.kidkare.com with the same user credentials you use to access Minute Menu HX.

1. Add a Signature to KidKare: Each form you approve and renew through eForms requires your signature.
Before yo approve and renew forms, add your signature to KidKare.

2. Enable Providers: Give providers access to the eForms center. Providers remain enabled until you disable
them.

3. Send Invitations: Send invitations to parents/providers to update child enrollment forms. Use filters to
select the providers/children to which to send invitations. Parents with an email address on file
automatically receive an email that invites them to update child enrollment and/or income eligibility
information online.

4. Providers: Providers can view a list of all sent invitations, which allows them to follow-up with parents,
have parents update enrollments online using a device at the home, cancel invitations (if needed), or even
fill out paper forms (providers can then mark the form as completed on-site).

5. View Status: You can see how many new enrollment forms and/or income eligibility forms have been
completed, started (but not finished), canceled, and so on. The eForms feature provides an overview of all
statuses across all providers who use the eForms feature.

6. Renew: Once the enrollments are complete, review them by comparing the old forms to the new forms.
You can also view parent signatures. Once you've reviewed the data, update the information in Minute

Menu HX with the click of a button.
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Add a Signature for eForms

. . Last Modified on 07/13/2020 1:36 pm
Each form you approve and renew through eForms requires your signature. Before  cor

you approve and renew forms, add your signature to KidKare in the Add Signature popup.

To do so:

1. Log in to app.kidkare.com. Use the same credentials you use to log in to Minute Menu HX.

2. Click Welcome in the top-right corner, and select Add Signature.

Adam Frankenstein (993201) v

© GetHelp
# Add Signature

M Logout

3. Click the Type Signature box and type your name.

4. Using your mouse, finger, or stylus, sign the E-Signature box.

Add Signature

Type Signature:

Adam Frankenstein

E-Signature:

By clicking Accept & Sign | understand and agree that this is a legal representation of my signature.

5. Click Accept & Sign.
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[VIDEO] Update eForms Settings in KidKare

Last Modified on 10/14/2021 7:30 am
CDT

There are four settings for eForms you can adjust in KidKare:

e Allow providers to send new enrollment requests to parents: Enable this option to allow your providers to
send new enrollment invitations to parents. You must still approve/renew forms received.

e Require providers to approve enrollment forms: Enable this option to require providers to review and
approve enrollment forms before they are sent to you for final approval/renewal. This allows providers to
catch any form errors and send forms back to parents for revision. Even with this option enabled, you can
also send forms back for revision, if needed.

¢ Require SNAP/TANF number validation: Enable this option to allow KidKare to check whether the
SNAP/TANF number a parent entered is valid per state requirements. If a parent enters an incorrectly
formatted number for their state, a warning message displays and they are unable to proceed until
providing a correctly formatted number. This setting is set to No by default.

e Collect income eligibility forms for own children in tier 1 homes: Federal regulations stipulate that
providers who claim their own children in a Tier T home must complete an income eligibility form. Enable
this option to require your Tier 1 providers to provide income information for their own children. This

setting is set to No by default.

To enable or disable these settings:

1. Log into KidKare at app.kidkare.com. Use the same credentials you use to access Minute Menu HX.

2. Click . . The Settings Page opens.

3. Inthe eForms Settings section, click .. next to each option to enable/disable:
o Would you like to require providers to approve enrollment forms?
o Are providers allowed to send new enrollment requests to parents?
o For first time enrollments, would you like to use the parent signature date as the child enrollment
date?
o If a parent indicates they participate in SNAP, would you like to require them to provide their SNAP
number for validation?
o Would you like to require SNAP/TANF number validation for parents to submit their forms.
= Would you like to disallow or warn the parent of incorrect formatting?
o Collect income eligibility forms for own children in Tier one homes.

4. Your changes are saved automatically.
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$@KidKare

#A > Settings
48 Observer Mode "
General Settings
® Foods
What language would you like to use?
$  Billing Report
Would you like to allow providers to send you messages using KidKare?
& Reviews v
- (& Eedit welcome Letter Template
@ eForms
& Messages
eForms Settings
© GetHelp -
Would you like to require providers to approve enrollment forms?
( Logout

Are providers allowed to send new enrollment requests to parents?
For first time enrollments, would you like to use the parent signature date as the child
enroliment date?

(If o, then the date entered by the provider will be used).

If a parent indicates they participate in SNAP, would you like to require them to provide their
SNAP number for validation?

Would you like to require SNAP/TANF number validation for parents to submit their forms?

Would you like to disallow or warn the parent of incorrect formatting?

Collect Income Eligibility Forms for awn children in Tier 1 homes

english

Disallow

0 T
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Enable SNAP/TANF Validation for eForms

Last Modified on 07/13/2020 1:40 pm
You can require that SNAP/TANF numbers be validated before parents can submit cor

their forms. Validation ensures that the parent provided a correctly-formatted SNAP/TANF number when
completing income eligibility information.

When you enable this feature, you can also specify whether the parent is warned and able to submit their forms
or whether parents cannot continue completing their forms until the number is formatted correctly.

To do so:

1. Log in to app.kidkare.com. Use the same credentials you use to log in to Minute Menu CX.

2. Click E . The Settings page opens.

3. Inthe eForms Settings section, click '!". next to Would you like to require SNAP/TANF number validation

for parents to submit their forms? This enables SNAP/TANF validation.

RKidKare
_ lm A Semings
W Observer Mode "
General Settings ~
B Foods ~
wWhat language would you like to use? English .
§ Billing Report
&= R =
= e eForms Settings -~
[ eForms ~
Would you like to require providers to approve enrollment forms? |) Mo
© GetHelp w
Are providers allowed to send new enrollment requests to parents? ﬂ“l
() Logout
Would you like to require SNAP/TANF number validation for parents to submit their forms? ﬂlll

Wwould you like to disallow or warn the parent of incorrect formatting? Warn

4. Next, specify what to do when a parent inputs an invalid SNAP/TANF number:
o Warn: The parent will receive a message advising them that the provided SNAP/TANF number is
invalid, but they will be able to complete and submit the form.
o Disallow: The parent will receive a message advising them that the provided SNAP/TANF number is

invalid, and they will be unable to complete and submit the form until they correct it.
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Collect Income Eligibility Forms for Provider's Own Children

. . . . . . . . Last Modified on 07/13/2020 1:50 pm
Federal regulations stipulate that providers who claim their own children ina Tier 1 cor

home must complete an income eligibility form. You can collect this information from providers via eForms in
KidKare. To do so, set the Collect Income Eligibility Forms for own Children in Tier 1 Homes slider on the
Settings page to Yes. For more information, see Update eForms Settings in KidKare.

There are two ways to track a provider's income eligibility to claim their own children:

e At the Provider Level: This refers to the dates set in the Income Eligibility Start Date and End Date boxes

in the Provider Information Tiering tab.

E Provider Information
Select Provider: Provider: Select State:
e o s | P ) R | =i

General | Contoct | Lliensng | Tierimg |  Meas | Other | Shelley, Mary 558894 Active

End Date: |:]5‘r30;2021 LI

Fthe Prouider is Tier |, you must enter both a valid Ter: [1 An:hhidvate
starting and ending date in the appropriate column Children
below. You can enter sligibility dates in more than ane
column i the Provider is Tier | eligible far mare than _
ane reasan [for example, by both Income and School Children
Zurea). There is na need o enter starting and ending
dates below i the Frouider iz not Tier |
Schools Income Eligibility
SchoolName Number District |schoolstart [SchoolEnd |Qualifying]  Pov %] Start Date: |07f01,1'2020 LI l I
pers

Hell

e At the Child Level: This refers to the dates set in the Tier 1 Start Date and Tier 1 End Date boxes in the

Child Information Rules tab.
i Child Information

Select Provider: Provider:
IAchve ;I I_f_f_ LI Fﬂ Shelley, Mary 'I
Select Child: Child:
IEnrulled j I_.f_f_ | l?ﬂ ISheIIey, James ;I
Child T Parent T Schedule T Special T {Rules
Child:
Shelley, James 1-18 Age: 4y 9m |

Tier 15tart Date: [o7/01/2020 vI Tier 1End Date: |os;30,r2021 -

rGeneral Comments: Calendar

[+ Child is Income Eligible for Tier 1 Child Number

If you decide to track income eligibility for providers' own children with eForms, you will be tracking at the child
level. In this case, you may also need to adjust preference K.004 in Minute Menu HX for claims to process
correctly.

1. Click the Administration menu and select Sponsor Preferences. The Sponsor Preferences window opens.
2. Use the Select the Category to Move To drop-down menu and select Child Info.
3. Check preference K.004. If this preference is already set to Disallow, you do not need to make additional
changes at this time. If it is not, we recommend making one of the changes below:
o Set the preference to Disallow. Then, enter all income start and end dates listed in the Provider

Information Tiering tab in the Tier 1 Start Date and Tier 1 End Date boxes in the Child Information
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Rules tab.

Set the preference to Ignore. When income eligibility forms are approved in eForms, you can also
update the provider income dates in HX at the same time. This will allow you to continue tracking a
provider's income eligibility to claim their own children at the provider level.

Leave the preference set to Ignore, for now. Manually update the provider's income eligibility dates,
as stated above. Then, once you collect the first set of income dates at the child level from eForms,

set this preference to Disallow.
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[VIDEO] Enable Providers for eForms

Last Modified on 08/06/2020 10:55 am
CDT

1. Log in to app.kidkare.com using the same ID and password you use to access Minute Menu HX.
From the menu to the left, click eForms.

Click Enable Providers.

AW

Use the Provider and Status boxes to filter the listed providers.

5. Click ") in the Status column to enable or disable eForms status for the listed provider. Changes are
saved automatically. You can also check the box next to each provider to enable/disable, and then click

Enable or Disable at the top of the page.

@iioKare @®
# > eforms > Enable Providers

server Mode

@ ob:
=
$
@ eFor

Note: If you have set preference M.007 to Y in HX, ensure that the providers you are enabling for eForms are
able to enroll children online in KidKare. Go to the Provider Information Other tab, clear the Prevent New
Enrollment in KIDS box (if it is checked), and click Save. Providers must log out and log back into KidKare
before this change takes effect.
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Customize eForms Email Templates

. . . . Last Modified on 07/13/2020 1:51 pm
Customize the emails parent/guardians receive when you send enrollment coT

invitations, send forms back for revision, and approve enrollments. You can also customize the Thank You email
sent when the parent submits their information.

1. Log in to app.kidkare.com. Use the same credentials you use to log in to Minute Menu HX.
From the menu to the left, click eForms.
Click Send Invitations. The Send Invitations page opens.

Click Edit Email. The Initial Invitation Template page opens by default.

o M w N

Click the drop-down menu at the top of the page and select the template to edit. For example, select Thank
You for Your Submission Template to edit the automated email parents/guardians receive upon form

submission.

RKidKare
S m # > erorms > Send Invitations > Initial Invitation Template

42 Observer Mode

Initial Invitation Template v
= Foods v
§ Billing Report Initial Invitation Template &
&= Reviews v Recipient john@doe.com
& eForms . Subject Action Needed: Child Care Enrollment Information Required for Child Name
From DaycareName <noreply@kidkare.com>
Get Hel v
© v Message
¢ Logout Dear Parent Name,

Welcomel As a child care provider | participate in the USDA's Child and Adult Care Food Program (CACFP), which helps ensure your child is receiving healthy and nutritious meals every day. Please help
me comply with CACFP reguirements by using the link below to complete additional enrcliment information for Child Name.

Using this link, you will be directed to a secure partner portal called KidKare. This portal allows you to update Child Name's CACFP enrollment information easily and you will be the only one with access.
Once submitted, this information will be automatically sent te me, saving you time and paperwork.

To complete the required CACFP enrollment information, please click here or type this link into your browser: https%3A%2F%2Fapp.kidkare.com®2F%23%2Flogin%2Fresetpassword
If you need any assistance or have questions, please don't hesitate to reach out to me.

Sincerely,
DaycareName
(123)123-1212

Attachments

Edits

6. Click Edit in the bottom-right corner. The Rich Text Editor (RTE) opens. You can edit the Subject, From, and
Message fields.

7. Use the toolbar to format your message text.

= o % Words: 36 Characters: 239

H1H2H3H¢H5H6ﬂpre!9BIQ—S—E’;EC'D@“i

o H1 - H6: Create headings. The largest heading is H1. The headings become progressively smaller
from there.

o P: Designate text as Paragraph text. This should be the main body of your message.

o Pre: Create pre-formatted text for copying and pasting.

o ": Create a block quote.

o B:Bold text.

o [: Italicize text.

o U: Underline text.

o

S: Strikethrough text.
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o +/123: Create bullted or numbered lists.

o Undo/Redo: Click the arrows to undo changes and re-do changes.

o Alignment Options: Left-align, center, right-align, or justify text.

o Indentation: Indent a line or remove an indentation.

o : Switch to HTML mode and use HTML to format instead of the RTE.

o Images: Click the picture icon to embed an image.

o Link: Click the link icon to add a hyperlink.

o Video: Click the play button to embed a video.
Variables you can use are listed at the bottom of the editor. To use this variables, click in the message and
type the variable exactly as it appears. These will populate user-specific information in the message when
it is sent. For example, #ParentName# will display as John Smith if this email is sent to John Smith.

Click Add Attachment to add an attachment to this message.

. When finished, click Save.
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[VIDEO] Send Invitations

Last Modified on 08/06/2020 10:57 am
CcDT

1. Log in to app.kidkare.com using the same credentials you use to access

Minute Menu HX.

2. From the menu to the left, click eForms.

3. Click Send Invitations.

4. Set filters for the providers/children to include.

a.

e.
f.

Click the State drop-down menu and select the state(s) to view. This option is only available if you
are set up for multiple states.

Click the Providers drop-down menu and select the specific center(s) to view.

Click the Children Expired and Expiring Within drop-down menu and select 30 Days, 60 Days, 90

Days, or Custom Date. If you select Custom Date, set a date range in the From/To boxes.

Click next to Hide Invitations That Are Currently Open to hide open invitations. This is set to No

by default.

In the What Forms Would You Like to See section, click elect Enrollment, Income Form, or both.

Click Go.

5. Check the box next to the child/provider to which to send an invitation. You can also check the box at the

top of the column to select all displayed records.

BioKare * D |
A > eForms ations.

® provider Tier S sae * kD ¢ ChidName * chidstatus ¢ fom Form status * exiration ¢ Sentoate

ovider ennfier Ter2 @ 122 4, Specal DietStztement Acte Enrollment Not Started

Provider, Jennfier Ter2 <y 125 88, Special Diet 58 %)

Enroliment Canceled 102172018

Provider ennfie Ter2 @ 12 cc Special Diet tatement Met acve Envollment Not started 103172018

Tier2 @ e Hong, Nhan acive envoliment Renewed 043202020 o120t o

6. Click H and select All, EF, or IEF. Parents with an email address are emailed directly. b displays next

to children for whom there is no email address on file.
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View Invitation Status

. i . . o . Last Modified on 05/12/2022 1:25 pm
The View Status page provides an overview of your providers' invitation statuses.  cor

You can see how many invitations have been sent, how many are complete, and so on.

1. Log in to app.kidkare.com using the same ID and password you use to access Minute Menu HX.
2. From the menu to the left, click eForms.

3. Click View Status.

@Kidkare [ iomesponsor TS i
# > eForms > ViewStatus
b o cor -
porven |
T T T e e e P
— : — : : a

4. Set filters for the information to view.

a. Click the State drop-down menu and select the state(s) to view. This option is only available if you

are set up for multiple states.
b. Click the Providers drop-down menu and select the specific provider(s) to view.
c. Select EF, IEF, or both.
d. Click the Invitation Sent Date drop-down menu and select 30 Days, 60 Days, 90 Days, or Custom
Date. If you select Custom Date, set a date range in the From/To boxes.
e. Click Go.
5. Click each column to sort information in ascending or descending order.

6. Click a provider name to view that provider in Observer Mode.

7. Click H next to Export, and select View or All to export eForms status information.
o Export View: This exports the information displayed on the View Status page.

o Export All: This exports complete invitation status details.
Customizing the View Status Page

Click Filters in the top-right corner to choose which columns to display. You can also filter by access to the
eForms feature. Possible columns include:

e Name
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e Number

e State

e Total Sent

e Not Started

e |n Progress

e Needs Approval

e Submitted

e Sponsor Approved
e Manually Completed
® Renewed

e Canceled

Invitation Statuses

Status Definition
Not Started The parents have not started filling out the form yet.
In Progress The parents have started filling out the form, but have not yet finished.

Needs Approval  The form needs to be approved (by you or the provider).
Submitted The parent or provider has submitted the form to you.

Sponsor Approved You have approved the forms.

Manually
The parent completed a paper form.
Completed
Renewed You have updated the system with the new date.
Canceled The invitation was canceled.
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[VIDEO] Approve and Renew eForms

Last Modified on 05/12/2022 1:26 pm
CDT

Enrollment information is not updated in Minute Menu HX until you approve and renew enrollments on the
Approve & Renew page. This allows you to control when HX is updated. However, remember that children
updated with a future enrollment date may be disallowed from the current claim.

In most cases, it is better to wait until the current claim is processed before renewing enrollments in HX. For
example, if your new enrollment start date is 10/1, you should wait until the September claim is processed
before renewing enrollments in HX.

When you have forms ready to review, a notification displays in the top-right corner of the page over the bell
icon. The example below shows a notification the provider has approved and submitted forms for you to
approve and renew.

[f Adam Frankenstein (393201) v

A 1 Notifications Filters

E Completed by Providers

You can approve and renew forms at the same time, or you can approve and renew the forms as two completely
separate steps. Each step is described below:

e Approve: Review forms and check for errors. For example, check numbers for categorically eligible forms,
verify parent signatures, review changes, compare last year's information with the updated information,
and so on.

e Renew: Once you approve the forms, renew them. This updates the data in Minute Menu HX. Remember to
keep timing in mind for this step.

e Approve and Renew: Approve and renew forms in one step.

Before Renewing Forms

Before you renew forms and update data in HX:

e Review and approve forms.
e Verify that the new dates will not cause disallowances on the current claim.
e Verify that you have added your signature to KidKare. For more information, see Add a Signature for

eForms.

Approving and Renewing Forms
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1. Log in to app.kidkare.com using the same credentials you use to access Minute Menu HX.

2. From the menu to the left, click eForms.

3. Click Approve & Renew. The Approve & Renew page opens.

RKidKare P o rankensein 053201)
# > eForms > Approve & Renew
Observer Mode
w Show records for -
-
§ lingReport
& Reviews Only show forms that have already been approved. () ¥
@ eroms
© Bulk Edit -~
Bulk set New Enrllment Date Bl et New Enrollment Exiration Date Sk St New F Expraton Date
© GetH N N . . s s s
Name ¢ chidio ¢ chidName ¢ fom sgraure ¢ molment ¢ ¢ chiarer ¢
O Log
s G chidos: Evoment B ovorrzez0 - - - -
Landers, Guen ey, ifaniChidCTTwe enrolment [ — aananom R = - =
O | Landers, Gwen Bailey,infantChildEezHg Enrollment [ -— 011572020 P ™ PR ™
Landers, Guen Saley, fancChidEXVAK Enolment — onsao omnsi0z0 & prvp— &
Landers, G jiment [2) _ 0412120 o gl o . o
ders G enrlment E— o200 T - - -
Landers, Gwen Baly, infantChildhhUGs enrollment [2) _ 0110972020 o — o JRpp— o
x P - B

4. In the Show Records For section, set filters, as needed.

a.

Click the State drop-down menu and select the state(s) to view. This option is only available if you

are set up for multiple states.

. Click the Centers drop-down menu and select the specific center(s) to view.

Click the Date drop-down menu and select 30 Days, 60 Days, 90 Days, Current Year, or Previous

Year.

. Click "/ next to Only Show Forms That Have Already Been Approved to filter to only those forms

that have already been approved.

Click Go.

Note: You can also click Filters in the top-right corner to set additional filters and sorts, as well as

to specify which columns display on the page.

5. Check the box next to the record(s) to update.

Note: Click View Forms to view the forms you are approving/renewing.

6. Do one of the following:

o

o

Bulk Edit: In the Bulk Edit section, set new dates in the Bulk Set New Enrollment Date, Bulk Set New
Enrollment Expiration Date, and Bulk Set New |IEF Expiration Date boxes. Click Apply. Click Approve
or Approve & Renew.

Accept Parent Signature Dates: Click Approve or Approve & Renew.

Notes: If you do not have a signature set up in KidKare, you are prompted to add one once you click
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Approve/Approve & Renew. You can also click a child's name to view their record and edit information, as

needed. When finished, click Approve or Approve & Renew.

Sending Forms Back for Revision

If a form requires revision, you can send it back to the parent for changes. To do so:

1. Onthe Approve & Renew page, locate the appropriate child.
2. Click the child's name. The Child Information page opens.
3. Click Send Back for Revision.

Date: April, 24th 2020

Send Back for Revision*®

Enrollment  IEF

In this space provide notes to the parent detailing what needs to be revised or corrected. This information will be
included in an email to the parent.

Back Send

Approve All Approve & Enroll All H
Send Back for Revision m

4. Select the form(s) to send back (EF, IEF, or both).

5. Click the text box and enter notes for the parent. This information is included in the email sent to the

parent.

6. Click Send.

Exporting Approval Information

1. Click H next to Export and View or All to export approval information.

o Export View: This exports the information displayed on the Approve & Renew page.

o Export All: This exports complete approval data.
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Print Completed eForms

Completed eForms are stored within KidKare. You can retrieve and print these

forms, as needed.

Last Modified on 07/13/2020 2:01 pm
CcDT

1. Log in to app.kidkare.com. Use the same credentials you use to access Minute Menu HX.

2. From the menu to the left, click eForms.

3. Click Reports. The Reports page opens.

R Kidkare Ja o Frankenstein (993201) v
Py o« R
Observer Mode
- Show records for -
® Foods
Re Enrollment || Al Forms Types o | Aistes v| | currentvear [ o |
§ BilingReport
& Reviews
@ eforms >
Enable Providers
Send Inviations Display 25 v records
View Status ) neme 2 childName * ViewForm Approvaltype Form type Last Updated
Approve & Renew
Reports
@ Landers,Guen Baley,infantChIdADNO) Sponsor Approved & 0115720 1251 AM
© Getrielp .
@ Landers,Guen Balley,infantChIdADNO) Sponsor Approved & 01157201251 AM
® Logou
@ Landers,Guen Balley,infantChidadhQZ Sponsor Approved & 0226120 11:06PM
© Landers, Guen Balley, infantChidscxQz Sponsor Approved e 02126720 1106 PM
@ Landers,Guen Balley,infantChidbx0sz ViewForm Submitted (parent) & 0110772003024
@ Landers,Guen Bailey, infantChidCTTwe View Form Submitted (parent) & 031120 10:59PM
@ Landers, Guen Balley,infanChidExvAk View Form Submitied (parent) & 011520 12:10AM
@ Landers,Guen Sailey nfaniChidgiph Submitted (parent) & 0422120 07:00AM
@ Landers,Guen Baley,infantChidHAQke Sponsor Approved e 01108720 1137 PM
© Landers, Guen Balley infantChidHAQKY Sponsor Approved e 0110820 11:37PM
@ Landers,Guen Balley,infantChidizzv Submitted (parent) e 0115120 10:42PM
© Landers, Guen Balley, infantChidkFayu ViewForm Submitted (parent) e 01106120 1239 A0
© Landers, Guen Balley infaniChidLongQ ViewForm Submitted (parent) & 0212720 11:06PM
@ Landers,Guen Baley,infantChidLuTvQ ViewForm Sponsor Approved & ou2320 11:16PM
© Landers, Guen Balley, infancChidLuTvQ View Form Sponsor Approved e 042320 11:16PM
£ Lenders Gren Saley infaniChidNesT ViewForm & [~

Note: You can also access this page from the Approve & Renew page. To do so, click View Reports.

4. In the Show Records For section, set filters for the forms to view.

a. Select Enrollment or Re Enroliment.

b. Select the form type. You can choose from EF, IEF, or All Form Types.

c. Select the provider(s) to view. You can select as many providers, as needed, or you can select All

Providers.

d. Select the date range to view. You can select Current Year, Previous Year, or Custom Date. If you

select Custom Date, use the From/To boxes to set a date range.

5. Click Run. Reports meeting the limits you set display.

6. To download an individual form, click View Form. A PDF downloads. You can then print this PDF, as

needed.
7. To print multiple forms at once:

a. Check the box next to each form to print.

b. Click Combine & Print Forms. The forms you selected download.
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[VIDEO] Provider Training & Resources

Last Modified on 11/17/2020 11:20 am

Video Training for Providers

Watch the video below to learn more about the provider side of eForms. Your providers can also view this video
on the KidKare Knowledge base here.

Start-Up Guide & Checklist for Providers

Click here to download a printable start-up guide for eForms, and click here to download a printable checklist
for providers. You can then email this guide to your providers to prepare them to use the eForms feature. You
can also share the above video with your providers.

Instruction Sheet for Parents

Click here to download and print an instruction sheet for parents. This guide helps parents start the enroliment
process for their child. Providers can print this sheet and post it on a wall/door, or hand it out to parents.

help.kidkare.com

Providers can also access the eForms help pages on help.kidkare.com and review the following articles and
videos:

e Enroll New Children with eForms
e Work with eForms
e Completing eForms Onsite

e eForms Reports
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Enroll Children

Last Modified on 07/13/2020 2:06 pm
You can enroll children with the Enroll Child Wizard. This wizard walks you through  cor

the process of adding a child. It also checks some of the data you enter to ensure that it is logically correct. For
example, it ensures that the child's start date is before the end date. However, keep in mind that it does not
check for typos, so you should double-check the information you enter. The information you enter in the Enroll
Child Wizard will be used to check the provider's claim and calculate monthly reimbursement for meals served to
this child.

Required boxes are marked with asterisks (*). However, we recommend you enter as much information for
children as possible. This ensures that claim reimbursements are accurate and provides data for the various
reports available in Minute Menu HX.

Note: If you leave the Enroll Child Wizard before completing a child's enrollment, you can access their
enrollment again. To do so, return to the Enroll Child Wizard, select the Provider, and then select the child
enrollment to continue.

1. Click the Providers menu and select Enroll New Child Wizard. The Enroll Child Wizard opens.

— |
. Enroll Child Wizard ]

This Wizard will guide you through the process of reating a new child, step-by-step.
In some cases, not all steps will be necessary. Butit's important that each new child
iz set-up properly, otherwise daim reimbursements may be issued inaccurately.

You must first select the Provider to which
you will be adding a child.

IAttive LI |_Jr_}r_ =]
o] EE—] 2 e

Mow that you have selected the Provider to 3 - Parent Information
whom you wish to add a child, you can begin

adding & new child immediately. Or, if you 4 -Typical Schedule
wish to continue adding a child whom you've

previously started to add but did not finish, . .
you can select that child in the box below. 5 - Spedial Information

1 - Child Information

6 - Processor Rules

7 - Finalize Enrollment

New Child ||

2. Click the Provider drop-down menu and select the provider for whom to add a child.
3. Click Start.
4. In the Child tab:
a. Click the First Name, Middle Initial, and Last Name boxes and enter the name of the child as you

would like it to display on reports.
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Note: If you are enrolling a child and you only know their name, check the Missing Child Info

Enrolling for Direct Entry box, and click Close For Now once you finish entering the child's basic
information. You can then record Direct Entry attendance information for this child, if needed. If
you have more than just the child's name, enter as much information as you can and just do not

fully activate the child when you finish the enrollment process. See Step 14, below.

. Click the Date of Birth box and enter the child's date of birth. This date determines how the child is
credited. The child's age is automatically calculated when you enter the birth date.
. Click the Address, City, State, and Zip Code boxes and enter the child's address. Make sure this

information is accurate (for reporting purposes).

Note: Click Use Siblings Address if you have already enrolled this child's sibling in this provider's
home. You can then select a child from which to copy an address. If you select a sibling, the
parent/guardian information for that sibling is automatically copied to the Parent tab in the new

record.

. Click the SSN box and enter the child's social security number, if applicable. Note that this box may
not display according to your preferences.

. Click the Child's Relation to Provider drop-down menu and select the child's relation to the provider.
You can choose from Helpers Child, Not Related/Day Care Child, Own Child, Provider's Foster Child,
or Related Non-Resident. Most children should be Non-Related/Day Care Child.

Notes: The Provider's Foster Child option only applies to the provider's own foster child. If the
child is a foster child, you must also enter an effective Foster Tier 1 Date Range in the Rules tab.
If the child is the provider's ow n child, the system will only pay for the child if the provider is Tier 1

by Income.

. Click the Gender drop-down menu and select the child's sex. Note that this box may not display
according to your preferences.

. In the Ethnicity and Race sections, check the box next to the appropriate option. You can select
multiple options in the Race section.

. Click the Enrollment Date box and the Enroliment Expiration Date boxes and enter the child's
beginning date of enrollment and enrollment expiration date.

s The Enrollment Date is the first date on which the provider will be credited for claiming the
child. If the provider marks the child in attendance before this date, the child is disallowed and
an error message is generated when the claim is processed.

= The Enrollment Expiration Date is typically one (1) year after the date entered in the Enrollment
Date box. You can set this box to the same date for all children, if needed. Depending on your

preferences, if a child is claimed after this date is passed, they will be disallowed from the
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claim.

i. The Participating in CACFP box is checked by default. You can clear it if you should never issue

reimbursements for this child, but you still need to track these children for capacity or to assist

providers in computing the IRS standard meal deduction.

i Enroll Child Wizard

Provider: Shelly, Mary (998894)

[~ Missing child info, enrolling for direct entry

Child T Parent T Schedule T Spedal T Rules
*First Name: IMaﬂ"liIda Middle Initial: I #Last Narne:|-~|1,|,:m,c|\,.i||e
*Date of Birth: |03‘r01‘r2015 vl Age: 3y 7m
Address: |456 ABC Way Use Sibling's Address |
City: |Beverly Hils State: Ic,r.\ vI Zip Code: Igozm-
*Child's Relation to Provider: INot Related/Day Care Child j
Gender: m |v Participating in CACFP
*Ethnicity: ) |—
[~ Hispanic/Latino [+ Mot Hispanic or Latino ‘ LETTEE AL
tp'am:nm' Indian / Black Mative Hawaiian Mot
erican Indian ) ack or ative Hawaiian ) o
[ r Alaska MNative I™ Asan [~ African American r Pacific Islander W white [~ Supplied
*Enrollment Date: |03;25,r2019 vI Mumber:
Enroliment Child Group:
Expiration Date: |b3.|r31f2020 'I
Delete l Back ] [ Next l Close For Now

5. Click Next. The Parent tab opens.

Note: If you are set up for scanning or have otherwise chosen to use child numbers, the Assign Child

Numbers dialog box opens. For information about assigning child numbers, see Assign Child

Numbers. When finished, click Next.

6. In the Parent tab:
a. Click Add.

Note: If you clicked Use Sibling Address in the Child tab, parent/guardian information from this

child's sibling already populates this tab. You can update this information or go to Step 7.

b. Click the First Name, Middle Initial, and Last Name boxes and enter the parent/guardian’s full name.

c. Click the Address, City, State, and Zip Code boxes and enter the parent/guardian’s full address. You

can also click Use Child's Address to copy the address you entered in the Child tab (Step 4.c).

d. Click the Gender drop-down menu and select the parent's sex.

e. Click the Home Phone box and enter the parent's primary contact number. You can also provide a

cell phone number and work number, if needed.
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f. Click the Email Address box and enter the parent's email address. If you and your provider use

eFormes, this is the email address to which enrollment invitations are sent.

i Enroll Child Wizard 58

Provider: Shelly, Mary (356854 D et e e e

Child I Parent T Schedule T Spedial T Rules

Child: |

Woodville, Mathilda 1-1 Age: 3y 7m
Parent: I—New Farent - LI Add | Remave | I¥ Frimary Contact?
First Mame: Ijohn Middle Initial: I Last Mame: |Woodville
Address: [456 ABC Way Use Chikf's Address |
City: [Beverly Hils State: [CA v Zip Code: | 90210-0000

Wark Schedule: I—Select— vI
Gender: IMaIe vI Work Mamne: |

*Home Phone: | 940-123-4567 Mobile Phone: I - -
Waork Phone: I - - Work Phone Ext: I

Email Address: [jwoodville@literature. com|

me ] [ ] ] o

7. Click Next. The Schedule tab opens.
8. Inthe Schedule tab:

a.

In the Typical Participating section, click the Drop Off and Pick Up boxes and enter the child's typical

drop off and pick up times. If there are no set times, check the Times Vary box.

. In the Days section, check the box next to each day the child is in care. If the child does not have a

typical schedule, check the Days Vary box.

In the Meals section, check the box next to each meal for which the child will be claimed.

. Inthe School section, enter the child's school information, if applicable. Note that your selections in

the Grade Level/School type boxes can impact capacity computations in some states, as well as

disallowances for AM Snack or Lunch.

Note: If the provider has a school district set up in their file and you do not enter school district
information here, the child's school district is assumed to be the same as the provider's school

district.

If this is a school-aged child, check the box next to each day the child attends school in the School

Attend Days section. Then, select a school depart time and return time.

. Click the Schedule Comment box and enter any comments about the child's schedule.
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i Enroll Child Wizard 58

Provider: Shely, Mary (398894) [~ Missing child info, enrolling for direct entry

Child T Parent T Schedule T Special T Rules
Child:
Woodville, Mathilda 1-1 Age: 3y m
—Typical Participation:
*Drop Off: [og:00 am Days: ———— Meals:
*Pick Up: Iﬂ [~ Sunday [v Thursday [ Breakfast ¥ PMSnack
" [05:00 pm ¥ Monday v Friday ¥ AMSnack [ Dinner
'ugreoeuk%n#. |_:_ E [V Tuesday [ Saturday ¥ Lunch [~ Ewvening Snack
Weekend Iﬂ v Wednesday
T == ' i [~ DaysVary [ Overnight Stay
rSchool:
School Attend Days:
School District: |_5e|ect_ =] ool Attend Days
Grade Level/ ¥ Monday ¥ Thursday
School Type: I‘SEle‘:t_ j [V Tuesday ¥ Friday
school Name: | [¥ wednesday
School Number: I— School Depart Time: m Return Time: m

Schedule Comment: I

e | [ | [ren ]

9. Click Next. The Special tab opens.

10. Inthe Special tab:

a. If you are enrolling an infant, select formula and infant food options:

s Parent's Infant Formula Choice: Select the formula source the parent has requested. You can
select Parent Supplies Breast Milk or Formula, or you can select Parent Accepts Provider-
Supplied Formula.

= Formula Offered by Provider: Enter the name for the formula offered by the provider (if the
provider offers formula).

= Parent's Formula Name: Enter the name of the formula the parent provides (if the parent
provides formula).

= Parent's Infant Food Choice: Select the food source the parent has requested. You can select
Provider Supplies Food, or you can select Provider Supplies Food and Refuses the Provider's
Food. Note that this selection can impact a child's eligibility for reimbursement.

b. If you are enrolling an infant and your state requires an infant formula form, check the Infant Formula
Form Received box to indicate that you have necessary infant documentation on-file.

c. Check the Special Needs box if this child should be designated special needs. You must also check
the Medical Statement on File box and provide an expiration date. If you check this box, this child
can be claimed past the age of 12.

d. Check the Special Diet box if this child has a special diet. You must also check the Special Diet

Statement on File box and enter an expiration date. You can also click the Special Diet Description
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box and enter any details about the child's special dietary needs.
e. Click the Pay Source drop-down menu and select the child's pay source: No Pay, Private - Paid by
Parent, or Public - Paid by County/State.

i Enroll Child Wizard 58

Provider: Shelly, Mary (356854 D et e e e

Child T Parent T Schedule T Special I Rules

Child:
Woodville, Mathilda 1-1 Age: 3y 7m |
Parent's Infant Formula Choice: I—Select— ;I
Formula Offered by Provider: I
Parent's Formula Mame: I
Parent's Infant Food Choice:
—Select-- -
I J [~ Migrant Worker's Child
[~ spedial Meeds Medical Statement on File [~ Expires: 7 -
[~ Special Diet Developmentally Readyl_)r_‘r vI
Special Diet Description: Statement on File: [ Pay Source: [ e ~
I -
Delete l Back ] [ Next l Close For Now

11. Click Next, the Rules tab opens.
12. In the Rules tab:
a. Check the Child is Income Eligible for Tier 1 box if you have documentation that shows the child is
eligible for Tier 1 reimbursement. All children are treated as Tier 2 unless you specifically indicate
that you have income eligibility statements on-file for Tier 1 children (unless the provider is Tier 1—

children for these providers are claimed at Tier 1).

Note: If this is the provider's foster child, you must supply the foster child's contract dates here to

confirm that the foster child will always be paid at Tier 1 rates, even if the provider is not Tier 1.

b. Click the Tier 1 Start Date and Tier 1 End Date boxes and enter starting and ending dates for the
child's income eligibility.

c. Click the General Comments box and enter any comments about this child's tiering information.
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Child:
’7 Woodville, Mathilda

[~ Child is Income Eligible for Tier 1:

Ter 1 srtoste: [T ]

13. Click Next. The Finalize Child Enrollment dialog box opens.
14. Choose from the following:

o Finalize and Activate: Click this to finalize the child's enrollment and activate them in the system.
You should do this only if you have the child's paperwork on-file. This includes signed enrollment and
income eligibility forms, as well as any additional forms required by the State.

o Finalize Do Not Activate: Click this to finalize the child's enrollment and allow providers to begin
recording meals served to this child. You should do this if you do not have the child's paperwork from
the provider, but you anticipate that you will receive it with the provider's next claim.

o Do Not Finalize: Click this to save the child's information, not finalize enrollment. Do this if you have
not received the child's paperwork from the provider, and you do not know when the provider will

send it to you.

186



List Wizard Incomplete Children

When children are in the process of being enrolled, they are classified as Wizard
Incomplete children. You may have children at this status if you click Close For Now while enrolling children.
Children you have enrolled as placeholders specifically for Direct Entry are also classified as Wizard Incomplete

Children.

Last Modified on 07/13/2020 2:08 pm

CDT

You can only access these child records in the List Wizard Incomplete Children window. This is to prevent
confusion between Pending and/or Enrolled children elsewhere in the system.

1. Click the Providers menu and select List Wizard Incomplete Children. The List Wizard Incomplete Children

window opens.

3. Click the Provider drop-down menu and select the provider to view.

Click Refresh List. The Wizard Incomplete children display.

In the Filter By section, select Selected Provider or All Providers. If you select All Providers, go to Step 4.

ﬁ List Wizard Incomplete Children

Filter by: Select Provider with Wizard Incomplete Children
() Selected Provider
F -
_@® All Providers IIJ I —I
Search for children where. ..
Provider #|Provider Name # Mame Birth Date | Age DOE |Relation | Tier | Participates

Miew 000034 |[McCune Aurora |16 [child, Infant 7/1/2018[8M | 12/1/2018] N Y
View |000052  |Email Test Jennifer [1-4 |ThanhGiang, Mguyen | 1f1/2019|2M | 3/20/2019| N A
View |001239  |Cordova Anna 1-5 |hai, motbon b 112018 |1v 212018 N Y
view |005216  |Test IOT 1-11 |child, test 1/1/20192m | 1/1/2018] W Y
View | 168763 |test4 mod 1-1 |ke, hule af1f2018|6M | 59/1/2018 Q A
View | 321654  |test4 joseph 1-13 |Bottle, Jeannie 4/10/2011|7v | 5/25/2015| N Y
View | 654321 |evizi test 1-11 |child, motmuoisau 1f1f2018| 1Y 212018 N Y
View |995601  |Jones Robert 1-2  |kid, testa 1/1/2017|2y | 9/29/2017| M Y
View | 998885  |Dough John 1-3 |Dougherty, Emilia 1/1f2019(2M | 1f1/2019) N Y
View | 9988385  |Dough John 1-5 |natalie, natalie a/1/2017 |1y 512018 N M
View | 998894  |Shelley Mary 1-2  |Frankenstein, Victor 1f1f2018 |1y | 3/25/2019| N Y

5. Click View to open the child record in the Enroll Child Wizard.
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Activate Children

. . . . . X Last Modified on 07/13/2020 2:09 pm
When providers enroll children in KidKare, the children they enrolled have a Pending cor

status (rather than Active). This is because you must have a signed enrollment form for each enrolled child.
Providers can either mail physical enrollment forms to your offices, or, if you have enabled it, they can send
eForms to parents to complete and sign. These forms then come to you electronically. For more information,
see eForms.

You must activate these children before the provider can claim them. If you do not activate children and the
provider tries to claim them, the children in question are disallowed. Once children are activated, you do not
need to enter any additional information, and you can put the signed enrollment forms in the appropriate files.

1. Click the Providers menu and select Activate New Children. The Activate Children window opens.

Note: You can also access this window from the Provider Information window. To do so, click Activate

Children (to the right).

2. Inthe Filter By section, select Selected Provider or All Providers. If you select All Providers, go to Step 4.

3. Click the Provider drop-down menu and select the provider for whom to activate children.
4. Check the box next to each child for whom you've received a signed enrollment form. You can also click
Select All to select all listed children.

[ Activate Children

- Filter by:
() selected Provider
@ All Providers

- Select Provider:

Provider:
IActive ~ o ~] NEl I—Select— vl

r Apply activation to historic

[~ Show Mon-Participating Children

months back to DOE

Select #|Provider name #|Child Name Enroll Date P
View |l 654321 |evizi, test -|Jo, John 10/25/2015
View [ 654321 |evizi, test -|Jones, Kay 10/16/2015
View V¥ | 654321|evid, test ~|Kat, Big 10/24/2015 | [
View [T | 654321 ]evid, test - |Kat, Kitty 10/23/2015 |E
View r 654321 |evizi, test -|Monroe, Marilyn 10/25/2015
View | 654321 |evizi, test 1-3|Rolling, David 11/28/2018
View [ | 654321 |evid, test 1-12|5TB, Sanity Tet OF Ho|03/09,2019
View | 654321 |evizi, test -|Wayne, John 10/25/2015
View [ | 654321 |evid, test 1-1|Wiliams, Anita 05/01/2015
View [ 001236 |Garda, Ramon 1-6 |Bailey, infantChildJGhF|01/02/2019
View r 001236 |Garcia, Ramaon 1-9 |Bailey, infantChildJGhF|01/02/2019
View [ 001236 |Garda, Ramon 1-11|Bailey, infantChildJGhF|01/02/2019
View v 001236 |Garcia, Ramaon 1-7 |Bailey, NonInfant]GhR|04/01/2018
View [ 001236 |Garda, Ramon 1-10 |Bailey, MonInfant]GhR|04/01/2018
View r 001236 |Garcia, Ramaon 1-12 |Bailey, MonInfant]GhR|04/01/2018
View |v 001236 |Garda, Ramon 1-3|Child, AutoInvoice 02fo1/2019|
e | s B [ppp—— - . - a2 alem s mmm [ A

Select All Child Count: 105  Children Selected: 5
Deselect Al

o

5. Click Activate.
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o If the child you activated is enrolled in a Mixed Tier home, the system prompts you for the child's Tier.
You can enter this information now, or you can skip it and enter the Tiering information later.

o If the child you activated requires a special diet, the system asks whether you received a doctor's

statement.

189



Assign Child Numbers
Last Modified on 07/13/2020 2:11 pm
If your agency is set up to use scannable forms or if you otherwise have chosento cor
use child numbers, you can use the Assign Child Numbers window to assign child numbers. For those sponsors
who use scannable forms, providers write this child number when recording attendance.

This window opens during the child enrollment process after you complete the Child tab. You can also access it
from the Child Information window.

—_

. Click the Providers menu and select Child Information. The Child Information window opens.
2. Click the Provider drop-down menu and select the provider.

3. Click the Child drop-down menu and select the child.

4. Click Child Number (to the right). The Assign Child Numbers window opens.

& Assign Child Numbe

The Unassigned Children listed have not been assigned a child number. You can assign
numbers to them by dicking on the Auto-Assign button or highlight the unassigned child and
dicking the Assign button.

Unassigned Children
Woodville, Mathilda

Note: If you allow more than one child list, the Child Group in View section displays at the top of this
window. To enroll a child in the second or third child group, select the 2 or 3 option. These options only

display if the provider is approved to use multiple child groups.

5. Select the child in the Unassigned Children box.

6. Click Assign next to the number to which to assign this child.
7. Click Close.

8. Click Save.
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Note: You can also click Auto Assign to automatically assign all displayed children to the next available child
number(s).
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Determine Attendance Requirements When Entering Meals

. . . . Last Modified on 11/03/2020 2:47 pm
You can require providers record attendance when recording meals. This can help  cst

ensure that your providers are recording daily attendance. This setting is controlled by preference M.002, which
provides three options:

e Require Attendance Only
e Require In/Out Times

e Do Not Require Attendance

To make changes to this preference:

1. Click the Administration menu and select Sponsor Preferences. The Sponsor Preferences window opens.

2. Click the Select the Category to Move to drop-down menu and select M. Online Claiming Preferences.

ﬁ Sponsor Preferences
Select the Category lﬁ Select the Ermor
to move fo = to move to: ;I

Select State: | T vI Click the Checkbox next ta a policy ta change it's setting.
Fee vae Click the Description raw to see the entire description.

Policy Settings for T, Policies with * have multiple state settings. |
M. Online Claiming Preferences j

vl |]l]2-, Require CP}iId Attendance Befu‘n; Hecn‘[ding‘ Meals Eunent-SElhng b
To require that your providers record daity attendance for each child before they can mark that child present at a meal, choose

L o

P .
have far reaching consequences. [f you

impropery paid. |fywa-eat$luma|x:; Select Setting: | 'I
‘making 2 change, please contact Minute Many
e Uncheck the Policy or click Cancel to de-select your choice.
[ Print List l [ Print Changes I l Cancel l Save I l Close l

3. Check the 002 box.
4. Click the Select Setting drop-down menu and select Y, A, or N.
5. Click Save.

The headings below describe the difference between each setting.

Require Attendance Only at Meal Time

Set preference M.002 to A to require providers take attendance before each meal without requiring they also
provide In/Out times. Present will display on the Check In/Out page. This option does not prevent providers from
adding In/Out times on the Check In/Out page. However, if they do add In/Out times, Present changes to IN or
OUT on the Check In/Out page.
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Child must be checked in before recording meals.

Schmiltes, Gabby 3y

Check In

Cancel

No In/Out Times Required on the Enter Meal Page

Present Shows on the Check In/Out Page

Require In/Out Times at Meal Time

Sschmiltes, Gabby Present ‘ v shelley, James Present ‘ v
Shmiles, Miles ‘ e Sykes, Sam ‘ v
twenty two oct, kid pro ‘ v Woodville, Diana ‘ v
Woodville, Mathilda ‘ v

Set preference M.002 to Y to require providers to record In/Out times when taking attendance on the Enter Meal
page. With this option enabled, IN and OUT display in the Check In/Out page, because providers recorded In/Out

times.

Child must be checked in before recording meals. Check In Time 02:26 PM

Jack, Sean 5y

In/Out Times Requirement on the Enter Meal Page

Check In

Cancel
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v KidKare
a =’ ag #A& > Check In/Out
Home W
= « 11/03/2020
[« eForms
f] Meals v .
Apply enroliment times Expand all
= Food Program v
bay ba, release ‘ e bay tam, kid release | v
ff Calendar
[ Checkin/Out { Beaufort, Caroline IN‘ v Hall, Yolanda | v
Reports
hap, chip chip ‘ w iinfant sevenmonth, Jock | v
S Accounting v
& Messages Jack, Sean IN ‘ v Lavenza, Elizabeth | v

IN shows on the Check In/Out Page

Do Not Require Attendance at Meal Time

Set preference M.002 to N to not require attendance be taken before meals are recorded. Providers can still take
attendance on the Check In/Out page, as well as provide In/Out times.
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List Children

Last Modified on 07/13/2020 2:35 pm

The List Child window displays children alphabetically by name and, if your agency cor
uses them, by child number.

1. Click the Providers menu and select List Children. The List Children window opens.

2. Click the Filter Providers By drop-down menu and choose from the following:

o

Active: List providers who are currently enrolled and claiming with your sponsorship. Providers set to
Hold status also appear in the resulting list.

Active and Withdrawn After: List active providers and those who have been withdrawn after a certain
date. If you select this option, click the corresponding Date box and enter the date (MM/DD/YYYY).
This option also adds a Removal Date column to the resulting provider list.

All: List all providers, regardless of status. If you select this option, a Removal Date column is added
to the resulting provider list.

Hold: List only those providers whose current status is Hold.

Withdrawn Before: List only providers who have been withdrawn before a certain date. If you select
this option, click the corresponding Date box and enter the date (MM/DD/YYYY). This option also

adds a Removal Date column to the resulting provider list.

3. Click the Filter Children By drop-down menu and select the child status by which to filter. You can choose

from the following:

o

o

Enrolled: List children who are enrolled and active (ready to be claimed).

Enrolled & Pending: List children who are enrolled or pending (this means that the child list will
include children who are not activated).

Pending: List only children who have not yet been activated.

All: List all children, regardless of status.

Withdrawn Before: List only children withdrawn as of the date you specify. If you select this option,

click the corresponding Date box and enter the date (MM/DD/YYYY).

4. Click Search For Children Where to set additional filters. Click each box and enter the information by which

to limit. Click Search Tips for helpful information about using these search options. Click X | 1o clear

the text you've input in these boxes.

5. Click Refresh List. The children most closely matching the criteria you specified displays.

195



{m List Children ==
I?:)ter by: p.,— Select Provider: Provider:
S a = :tEd o d er -
@ Al Providers |actve 3 | A PV -
Filter Children by: IEnroIIed & Pending | | Refresh List
Search for children where...
Provider #|Provider Mame 3 Mame Birth Dﬁlnge DCE |Relation | Tier | Status |Participates -

Biem 000001  |Provider Jennfier [1-13 |A Special Diet Statemen, Spedal Diet Statement | 9/1/2018(6M 10/4f2018] O Artive ¥ |
View |000001  |Provider Jennfier |1-24 |AA, Spedal Diet Statement 10/1/2018|5M 11f1j2018| O Active ki

View |000001  |Provider Jennfier |1-25 |BB, Spedal Diet BB 1012018 |5M 1122018 M Artive ki

View |000001  |Provider Jennfier [1-8 |CacThang, Ong 1f1/2009|10Y | 10/1/2018 M Active ki

View 000001  |Pravider Jennfier |1-22 |cc, Special Diet Statement Met 9/1/2018 |6M 10/2f2018| O Active Y

View |000001  |Provider Jennfier |1-23 |child, mucibamot b 112018 | 1Y 10/31/2018 M Active ki

View |000001  |Pravider Jennfier |1-17 |Contact A, Release 9/1/2018 |6M 10/1f2018| N Active Y

View |000001  |Provider Jennfier |1-18 |Contact B, Release af1f2018 |6M 10/1/2018 M Active ki

View |000001  |Pravider Jennfier |1-19 |Contact C, Release 9/1/2018 |6M 10/1f2018| O Active Y

View |000001  |Provider Jennfier |1-15 |Enrollment Form Special Diet Statement, Raichu af1f2018 |6M 10f/6/2018| O Active ki

View |000001  |Provider Jennfier |1-26 |Evizi Test, Umbreon A 9/1/2018 |6M 12f1f2018| N Active Y

View |000001  |Provider Jennfier |1-6 |Files, Testing FDF 1f1/2009|10Y | 10/5/2018 M Active ki

View |000001  |Pravider Jennfier |1-28 |Giang, PI Release 9f1f2018|6M | 12/28/2018| N Active Y

View |000001  |Provider Jennfier |1-14 |IEF Mot Available F, STB afif201z(6M | 10/22/2018 M Active ki =
K — i

B . . If you don't see a child here, check the Enrell Child Wizard.
Print CIF l l Print ] l Enroll Child ] Child Count: 300 Close

6. Click each column to sort the displayed information in ascending or descending order.

7. You can do the following in this window:

o

Click Print to generate and print the List Children report.

Click Print CIF to print a CIF for the selected provider for the current claim month. The CIF prints all
children enrolled during the month, so this list may include withdrawn children that may not display in
the child list (according to the filters you set). You can only access this button if you have filtered to a
specific provider.

Click View to open the Child Information window for a specific child.

Click Activate to activate a pending child.

Click Withdraw/Reactivate to withdraw/re-activate a child a child.
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Update Child Information

Last Modified on 07/13/2020 2:39 pm

Once you enroll children, you can update them at any time in the Child Information  cor

window.

1. Click the Providers menu and select Child Information. The Child Information window opens.

2. Click the Provider drop-down menu and select the provider.

3. Click the Child drop-down menu and select the Child to change. The child's information displays.

*Date of Birth: |03‘r01‘r2015 vl Age: 3y m Status: IActivE vI

Address: |456 ABC Way Use Sibling's Address |
City: |Beverly Hills State: |cn vI Zip Code: |902104:1000

*Child's Relation to Provider: INot Related/Day Care Child

Gender: |,:ema|E vI [V Participating in CACFP

*Ethnicity: ; I—
[ Hispanic/Latino ¥ Mot Hispanic or Latino | st L
A rerican Indian / Black Native Hawaiian / Not
erican Indian ) lack or ative Hawaiian ] o
[ r Alaska MNative [~ Asan [~ African American r Pacific Islander v white [~ Supplied
‘EnrollmentDate:los,rzs,rzolg vI MNumber: 1
Enrollment Child Group: 1
Expiration Date: |U3f31f2020 'I Enrolment Report Printed: 3/25/2019
Print | | Withdraw | | Save | | Close

{ Child Information
Select Provider: Provider:
hncﬁve ;I I_J'_f_ LI Hﬂ Ishelley, Mary 998834 ;I
Select Child: Child:
IEnroIIed ;I |_f_f_ LI Hﬂ IWOOd'\J’i"E, Mathilda 1 LI
Child T Parent T Schedule T Special T Rules
*First Name: IMath”da Middle Initizl: I fLast NamE:liﬂJoodviIIe

Child Humber

Calendar

4. Click each box to change and enter new information over the existing information. You can change

information in each tab.

5. When finished, click Save.
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Manage Child Numbers
Last Modified on 11/10/2022 4:35 pm
If you currently use or plan to use scannable forms, you must assign a child number cst
to each enrolled child. You can assign children a number from 1 to 28. These numbers correspond to the
bubbles available for use on scannable forms. For more information about assigning child numbers, see Assign
Child Numbers.

To ensure that no problems arise when providers enroll and withdraw children over time, Minute Menu HX
examines enrollment and withdrawal dates for each child to determine which child belongs to a specific
number. When a child is enrolled and assigned to a number, the number assigned to that child is locked down
effective the first of the month of that child's enrollment. This number is locked and unavailable through the last
date of the month of withdrawal. For example, Lisa is assigned to #2. The provider withdraws Lisa in February. In
May, Brett is enrolled and assigned to #2. Minute Menu HX notes that as of May, Brett is #2, because this is past
Lisa's withdrawal date.

Some children may be listed with a WD in front of their names. This indicates that the child occupying that
number was withdrawn, but the old child's withdrawal date is later than the current child's DOE, so that
withdrawn child was activate at some point with the currently enrolled child.

Note: We absolutely do not recommend that you change a child's number once they are enrolled. The only
situation in which this might be needed is when a provider enrolls a child initially, and they assigned the
number to this child in error. Even so, it is best to minimize child number changes to minimize confusion for
your provider and for any follow-up audits that must be completed.

To change a child number:

—_

. Click the Providers menu and select Child Information. The Child Information window opens.
2. Click the Provider drop-down menu and select the provider.

3. Click the Child drop-down menu and select the child to change.

4. Click Child Number (to the right). The Assign Child Numbers window opens.
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i Assign Child Numbers X

1-13
1-14
1-15
1-16
1-17
1-18
1-19
1-20
1-21
1-22
1-23
1-24
1-25
1-26
1-27
1-28 W

it

5. Click Delete next to the child to change. The child is moved to the Unassigned Children box to the left.
6. Click Assign next to the new open number to which to assign the child.

7. Click Close.

8. Click Save.

The system will cross-check the child's date of enroliment here and all existing enrollments on-file. If the child
number to which you are assigning the child was in-use at some point in the past, and the child's given date of

enrollment indicates that there would be an overlap, the system prevents you from assigning that child number.
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Update Multiple Children at Once

Last Modified on 07/13/2020 2:41 pm
You can use the Bulk Update Child function to update child information for multiple cor

children at the same time. This function allows you to update enroliment dates, enrollment expiration dates,
tiering dates, and school-type information.

1. Click the Administration menu and select Bulk Child Update. The Provider Filter window opens.

2. Set filters for the providers to include in the change. Check the Choose Providers From List box to select
specific providers from a list.

3. Click Continue. If you did not check the Choose Providers From List box, the Bulk Provider Update window
opens. Go to Step 5.

4. If you choose to select providers in Step 2, the Choose Providers dialog box opens. Check the box next to
each provider and click Continue. The Child Filter Dialog window opens.

5. Check the box next to each filter criteria to use, and then select the filter. For example, you can check the
Enrollment Expiration Date box and then set a specific date to include.

6. Click Continue. The Bulk Child Update box opens and displays those children that meet the limits you set.

fim Bulk Child Update
UPDATE OFTIONS
Enrallment Date Errallment Tier .
Expiration D ate S Toms
Iﬁ Iﬁ | ¢ Tierdl o ETiEnEE o TG ier | I LI Clear Options
Tier Start Date: I__ vI
Tier End D ate: I__ vI
Provider Filter: Active & Hold
Children Filter: EnrollEzp Before = 03125/2019_ 5tatus = A
Select | Done #|Provider Name #|Child Name DOB REL |SCH DOE EnrolExp |PTier |CTier| TierStart | TierEnd -
v View | 001239 |Cordova, Anna 2|child, mim ane 010118 | N [ N | 02/28/18 2
View | 001239 |Cordova, Anna 4|enrall, test 01/01/17 | N 01/01/18 | 010119 | 2
View | 998885 |Dough, John 1|Test, John 01f03/10 | N | T | 11f01f18 1 1 | 11jo1/18 | 10/01f19
View | 998385 |Dough, John 5|Test, Lenora 010110 | N 12/01/17 | 12/31/18 1
View | 000052 |Email Test, Jennifer 3|child, relase 01/01/18 | O 01/01/19 2
View | 001235 |Garca, Ramon 2 |Mills, Robert 06/23/13 | O 11f08/16 | 113017 | 1 01/01/17 | 12/31f17
View | 001238 |Garca, Ramon 4|Robot, Minja test 06/06/12 | N 07/10/17 | 07/31/18 | 1
View | 001236 |Garda, Ramon 1|Vasquez, Jose 12/02/17 | N 10f13/16 | 09/30/17 | 1
View | 001238 |Goodstein, Jeffrey 2|Brady, Greg 02/02/17 | N 03/01/17 | 02/28/18 1
View | 001233 |Goodstein, Jeffrey 1|Brady, Marda 01/01/15 | N | N | 06/22/17 | 09/30/17 | 1
View | 001233 |Goodstein, Jeffrey 4|Moody, Alexandra 06/05/18 | N 08/01/18 i
View | 112233 |HX app Evi, Release 1|Enroll Child Evi, HX ap| 08/01/17 | N | D | 10/25/18 2
View | 995601 |Jones, Robert D 3|THomas, Alfred 010109 | N 010118 | 013119 | 2
View | 995601 |Jones, Robert D 4|vietha, NguyenV 01/01/03 | N 01/03/19 2
[ View | 001235 |Marshfield, Elizabeth 1-4|Garfield, Marda 03/03/16 | N 11/02/16 | 113017 | 1 o=
— = =" Prm————— = P —— T T ——————— Ty —
Child Count: 73 Children Selected: 1 Children Updated: 0
Select Al Print
Do) | P06 ] [ cn | [ canel | =N

7. In the Update Options section, select the information to update. You can update the following:
o Enrollment Date
o Enrollment Expiration Date
o Tier
o School Type
8. Set new dates, as needed.

9. Check the box next to each child to which to apply these changes. You can also click Select All to select all
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displayed children.

10. Before saving your changes, click Print to print a report that lists the children you are updating and their
current information. Review this report carefully and confirm that you have selected the correct children.
You cannot reverse this process once its completed.

11. Click Save.
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Manage Pending Children

. . . . . . . . Last Modified on 07/13/2020 2:42 pm
When a child remains in Pending status, providers cannot withdraw that child. This cor

means that Pending children remain in the list of children providers can choose to serve, even if they are no
longer in care, until you activate them. If you never received a signed enrollment form for a pending child, that
child could effectively remain in the system forever.

We recommend that you periodically withdraw children that were enrolled via KidKare, but for whom you never
received signed enrollment forms. If you and your providers use eForms, you can log in to KidKare and access
the View Status page to see which forms you have not received.

As a sponsor, you can withdraw pending children in the Activate Children window. To do so:

1. Click the Providers menu and select Activate New Children. The Activate Children window opens.

Note: You can also access this window from the Provider Information window. To do so, click Activate

Children (to the right).

2. Inthe Filter By section, select Selected Provider or All Providers. If you select All Providers, go to Step 4.

3. Click the Provider drop-down menu and select the provider for whom to activate children.
4. Check the box next to each child to withdraw.

i Activate Children

- Filter by:
) Selected Provider
(® All Providers

r Select Provider: Frovider
IAcﬁve ;l I_;'_;‘_ LI Fﬂ I—Select— vl

r Apply activation to historic

[~ Show Mon-Participating Children

months back to DOE

Select #|Provider name #|Child Name Enroll Date -
View [ 654321 |evizi, test -|Jo, John 10/25/2015
View r 654321 |evizi, test -|Jones, Kay 10/16/2015
View W | 654321eviz, test -|Kat, Big 10/24/2015 | [
View [T | 654321 |evizi, test ~[Kat, Kitty 10/23/2015 |E
View [ 654321 |evizi, test -|Monroe, Marilyn 10/25/2015
View v 654321 |evizi, test 1-3|Rolling, David 11/2af201a8
View [T | 654321 ]evid, test 1-12|STB, Sanity Tet OF Ho|03/09/2019
View v 654321 |evizi, test -|Wayne, John 10/25/2015
View [T | 654321 ]evid, test 1-1|Williams, Anita 05/01/2015
View r 001236 |Garcia, Ramaon 1-6 |Bailey, infantChildJGhF|01/02/2019
View [ 001236 |Garda, Ramon 1-9 |Bailey, infantChildJGhF|01/02/2019
View r 001236 |Garcia, Ramaon 1-11|Bailey, infantChildJGhF|01/02/2019
View | 001236 |Garda, Ramon 1-7 |Bailey, MonInfant]GhR |04/01/2018
View r 001236 |Garcia, Ramaon 1-10 |Bailey, MonInfant]GhR|04/01/2018
View [ 001236 |Garda, Ramon 1-12 |Bailey, MonInfant]GhR|04/01/2018
View v 001236 |Garcia, Ramaon 1-3|Child, AutoInvoice 02fo1f2019| _
e | e S [ ——— - - - PRI I ——— 1 [T ———

Select All Child Count: 105  Children Selected: 5
Deselect Al

o

5. Click Withdraw. The children are withdrawn and automatically assigned a withdrawn date that is one day
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before their date of enrollment. This ensures that child information is kept in the system.

Non-Participating Pending Children

Providers who use KidKare to record claim information online may also enroll children before the child is
actually supposed to be in care. Typically this is because the provider uses KidKare to document children on a
waiting list. In other cases, providers may have some children that, for whatever reason, they do not want to
claim on the Food Program but do want to track in KidKare.

In this case, providers may enroll those children in KidKare, but must clear the Participates in CACFP box when
enrolling children to indicate that these are non-participating children.

Non-participating children do display in Minute Menu HX, but they are filtered out of the Activate New Children
window by default. To include them in this list, check the Show Non-Participating Children box.
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Withdraw Children

Last Modified on 07/13/2020 2:43 pm
When you withdraw a child, the child remains in your Minute Menu HX database for cor

auditing purposes. You can also re-activate withdrawn children at a later date, if needed. Deleting children,
however, completely removes the record from your database. We strongly recommend that you only delete
children who were enrolled in error, enrolled twice, and for other data-entry related reasons. Otherwise, withdraw
children who are no longer in care.

—_

. Click the Providers menu and select Child Information. The Child Information window opens.
2. Click the Provider drop-down menu and select the provider.

3. Click the Child drop-down menu and select the child to withdraw.

4. Click Withdraw (bottom of the window). The Change Child Status dialog box opens.

{a Child Information 5
Select Provider: Provider:
’VIAcﬁve ;I |_J'_f_ =] Fﬂ ISheIIey, Mary 998394 ;I
Select Child: Child:
IEnroIIed LI I_f_f_ =] Fﬂ IWOOd'\J’i"EI Mathilda 1 ;I

| iy |
. Change Child Statu
*First Name: IMathiIda

*Date of Birth: |03f01f2015 ,I Woodville, Mathilda Child Status: Active

Effective Date: |03;25Jrzglg vl

e

tatus: IﬁcCﬁ'\J’E - I

Uss Sibling’s Address

e I 90210-0000

Child Number

Address: |asg ABC Way
City:

Gender:
*Ethnidty:
[~ Hispanic/Latino

Participating in CACFP

4 I— Calendar

*Race:
American Indian f ) Black or Mative Hawaiian | ] Mot
[ r Alaska Mative I Asian [~ African American Pacific Islander I white [ Supplied
‘“EnrollmentDahe:loE,,rzs,rzmg vI Mumber: 1
Errolment Child Group: 1
Expiration Date: |03f31f2020 'I Enrollment Report Printed: 3/25/2012
Print | | Withdraw | | Save | | Close

5. Click the Effective Date box and enter the child's effective date of withdrawal.

6. Click Withdraw.
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Mark Infants as Developmentally Ready

Last Modified on 05/13/2024 2:25 pm

When a provider records a meal for an infant, sets the Add Solid Foods slider in KidKare to Yes, and records solid
foods for the infant, that child's record is marked as developmentally ready as of the current date. This date is
written back to the sponsor and populates the Developmentally Ready box in the Child Information Special tab.

For example, if the provider sets the Add Solid Foods slider to Yes and records solid foods for an infant on May
7,2019,05/07/2019 is written to the Developmentally Ready box in Minute Menu HX. See the figures below.

A > Meals > EnterMeal

Serving 1

Breakfast v 09:15 AN ©

Am | serving enough food?

Beaufort, Caroline am

Infant Milk Breast Milk / Iron Fort. Infant Formula (117
Meat/Alternate Cheddar Cheese (145)

Infant Cereal Infant High-Protein Cereal (202)

Fruit Applesauce (175)

Vegetables

Addsolid foods? @1 [V

Total Meals @)

i Child Information

Select Provider: Provider:

[Inctlve e [shelley, Mary

el

Select Chid:
bsnmued

Child:
0| S | | r——

chid 1 Parent | schedue | Specal

I Rules

Child:
[ Beaufort, Carline 1-3  Age:Oyém

Parent's Infank Formula Choice: [Parent Axcepts Provider-Supplied Formula (IFIF_x |

Formula Offered by Provider: |

Parent’s Formula Nams: [

Parent's Infent Food Choice: [pygvider supplies Food =]

r

I~ Special Needs Medical Statement on Fie [T Expires: [0 «

Migrant Worker's Child

Special Diet Description: Statement on File: [

I~ Speial Diet IDevelanental\v Ready [osin7j2019 |

Pay Source: [ggloct-- ~

Save Close

Child Number

The Developmentally Ready date can also be entered when enrolling new children, or from the edit child screen.
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K Vicki Catalini > Child Information

«  Catalini, Vicki v o»

Child Details A

Name:  Vicki Catalini
DOB:  09/06/2023
Enrollment date:  04/02/2024
Catalini, Vicki Participates in CACFP (Food Program): Y
Race: Native Hawaiian or other Pacific Islander, White
Withdraw

Ethnicity:  Hispanic or Latino

Gender: F

+Add contact

Relation to provider:  Not Related / Day Care Child
Expiration date:
09/30/2024 Is child of migrant worker: N
Status: Active
N o Special needs: N
Enrollment Form
In/Out Times: Special diet: N
Account Balance: $0.00
Developmentally ready for solid foods:  04/25/2024

Name Child Details

Race (choose all that apply)

American ngian or Alaskan Natve

Birth Date

Enroliment Date
Ethnicity

® Hispanicor Latino | Net Hispanicor Latno

Parocpates In CACFP (Food Program)

Sponsor Preferences for Developmentally Ready Foods
Preference Q.010 can be set to Ignore, Warn or Disallow

When set to Warn, an infant who was marked developmentally ready was not served solid foods, Error 189
appears on the Office Error report. Meals are checked starting from the first day the infant was marked
developmentally ready at a meal in KidKare. This error is a warning only

When set to Disallow, an infant who was marked developmentally ready was not served solid foods, Error 192
appears on the Office Error report. Meals are checked starting from the first day the infant was marked
developmentally ready at a meal in KidKare. This error will disallow meals by child based on the criteria below:

e If a child is marked as developmentally ready and they are under 6 months, the sponsor will receive a
warning on the claim if the child is not served 2 components of solid food for each meal.

e If a child is marked as developmentally ready and they are 6 months or older, the sponsor will see a
disallow error on the claim if the child is not served the required 3 components based on the USDA meal

patterns.
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Manage the Child Calendar

. . . . Last Modified on 07/13/2020 3:01 pm
If your providers use scannable forms for claims processing, use the Child Calendar cor

to track children who are sick, school out days, children not present days, and children present on holidays. If
your providers use KidKare, they can input this information directly into the system.

1. Click the Tools menu and select Child Calendar. The Manage Child's Schedule window opens.

Note: You can also access this window from the Child Information window. To do so, click Calendar

(to the right).

2. Click the Provider drop-down menu and select the provider.

3. Click the Child drop-down menu and select the child to view.

4. Click and = to select the month in which to work.

5. To indicate that school was out:

a. Click @ , drag it, and drop it on the appropriate day. The Children On School Out Day window opens.

‘Ehildren On School Out Da

Provider: Shelley, Mary 998894

Starting Date: |03;13;2019 vl Ending Date: |03,|f18,|'2019 vl

If school is out only part of the day,
de-select meals below when school is in.

Select

Added

Child Mame

Rel

Status

Enroll Date

Sch Age

BRE

AMS

LUN

PMS

v

Woodville, Mathilda

M

A

03/25/2019

M

v

|

v

|

Child Count: 1

Select All
Deselect Al

b. Check the box next to each meal for which school was out. All meals are selected by default. If

Children Selected: 1

school was out only for a partial day, clear the box for those meals that do not apply.

o

include.

d. Click Save.

e. Click Close. The school out day is marked on the calendar.

. If any other children were affected by school being out, check the box next to each additional child to
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.Fldd Clllld Not Delele Chlld Mot

6. To note a child as present on a holiday:

a.

Click % ,drag it, and drop it on the appropriate day on the calendar. The Children Present on
Holiday window opens.

If in other children were present during the holiday, check the box next to each child to include in this
notation.

Click Save.

Click OK at the confirmation prompt, and click Close. The entry is added to the calendar.
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Jacations /acations
| cose
Add Child Not Delete Child Not
FPresent Days Fresent Days

7. To note a child as out of school because they were sick, click ﬁ ,drag it, and drop it on the calendar for
the appropriate day. The sick day is added.
8. To note a child was not present:
a. Click the box at the top of the window and enter a reason why the child was not in care that day, if

needed.

Notes: Depending on your preferences and/or state policy, you may only be able to note the
provider's own children/related non-resident children as not present. When you note that a
provider's own child (and possibly Helper or Foster children) is not home on any given day, the
child will not be included in capacity, unless he child was actively claimed, and the provider is Tier

1 by Income.

L AR
b. Click 'ﬁ' w , drag it, and drop it on the calendar for the appropriate day. The Child Not Present Meals

dialog box opens.
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<R A

c. Check the box next to each meal for which the child was not present. All meals are checked by
default. If the child was present for a partial day, clear the box next to the affected meals.

d. Click OK. The notation is added to the calendar.

=R =l
.Fldd Clllld Mot Delele Chlld Not

9. To note a child as present on the weekend:

a. Click @ ,drag it, and drop it on the appropriate day on the calendar. The Children Present On

Weekend window opens.

Note: This option is only available if Preference P.005 is set to Warn or Disallow.

b. If additional children were present on the weekend, check the box next to each child to include.
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c. Click Save.

d. Click OK at the confirmation prompt, and then click Close. The entry is added to the calendar.

.Fldd Clllld Not Delele Chlld Mot

10. To remove any of these notations:

a. Double-click the affected day to open the details.

b. Click the event to remove.
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c. Click Delete.
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Manage School District Out Days
Last Modified on 07/13/2020 3:08 pm
You can set up School District Out Day to ease the process of dealing with school  cor
closures. When you create a School District Out Day, every child that is associated with that school district will
automatically be noted as out of school on that day.

If you have access to the school district calendar, it is usually a good idea to note school closures or vacations a
month or two ahead of time. This way, providers who use KidKare have this information already loaded into their
system when they begin entering meal information for that month. This also provides your providers with
advance warning ahead of school closures.

1. Click the Tools menu and select School District Out Days. The Days School is Out window opens.

2. Click the Select School District drop-down menu and select the school district.
3. Click and >/ to select the month in which to work.

4. Click @ , drag it, and drop it on the appropriate day on the calendar. The School Out Meals dialog box

opens.

If zchool iz out only part of the day, de-gelect mealz
below when zchool iz in.

Schoal Out Meals Late Start Early Releaze
3 B
v AM Shack =
¥ Lunch
v PH Snack

5. Check the box next to each meal served when school was out. All meals are checked by default. If the

school was out for a partial day, clear the box next to the affected meals.

6. Click OK. The closure is added to the calendar.
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7. To add long-term school vacations (such as summer vacation):

a. Click Add School Vacations. The School Vacations dialog box opens.

b. Click the Starting Date box and enter the start of school vacation.
c. Click the Ending Date box and enter the end of school vacation.

d. Click Update. School vacation for the date range you entered are added to the calendar.
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Re-Enroll Children with Scannable Forms

. . . . . Last Modified on 07/13/2020 3:19 pm
Keep the following in mind if you plan to use Minute Menu HX's scannable coT

enrollment forms for your annual child enrollment process:

e Providers must assign children to the same numbers as they did during initial enroliment. They should not
change child numbers.

e Providers must supply a First Day in Care date that is appropriate for the new enroliment. So, if the child
started attending care three years ago in February, but your agency is renewing enrollments for this year

effective in October, your provider should supply a first day in care of October 1st of the current year.

When you scan these enrollments, you are prompted to update the child, as well as other options, such as:

e Child Schedule
e Enroliment Date

e Enrollment Expiration Date

If you manually supplied any Tiering information, parent contact information, or anything else, that information
remains in your computer.

216



Use the Renew Child Enrollment Function

Last Modified on 07/13/2020 3:25 pm

If you plan to complete yearly re-enrollments manually, you should first print the coT

Enroliment Renewal Worksheet. This report lists each of the provider's currently active children, with a place for
the parent to sign and date if the child is still enrolled. There is also space for parents to note any changes to the
child's name. When you print this report, send it to your providers.

Note: Providers using KidKare can print this report themselves. Instead of mailing the printed report to them,
email instructions for printing the report to them, and continue to the Using the Renew Child Enroliment
Function heading below, when ready. You can find instructions for printing the Enrollment Renewal
Worksheet here.

Printing the Enroliment Renewal Worksheet

1.

10.

Click the Reports menu, select Children, and click Enrollment Renewal Worksheet. The Select Provider
dialog box opens.

In the Filter By section, click Selected Provider or Multiple Providers. If you selected Multiple Providers, go
to Step 4.

If you chose the Selected Provider option, click the Provider drop-down menu and select the provider.
Click Continue. If you selected one provider, go to Step 7. If you selected the Multiple Providers option, the

Provider filter window opens.

. Set filters for the providers to include in the export.

o Check the box next to each filter to use, then select the appropriate value. For example, check the
Child Enrollment Renewal Received box to filter by child enrollment renewals.
o Check the Choose Providers From List box and click to select providers from a list. Then, in the
Choose Provider List, check the box next to each provider to include.
Click Continue. The Effective Starting Date dialog box opens.
Click the Starting Date box and enter the starting date for the report.

Click Continue. The Enrollment Renewal Worksheet dialog box opens.

Note: If you are including multiple providers in this report, you are prompted to choose how to sort the

providers in the report before the Enrollment Renewal Worksheet dialog box opens.

. Select Print Mailing Address or Print Physical Address. If the mailing address in the provider record is

missing or incomplete, select Print Physical Address.

Click Continue. The report is generated.

Once you have printed the Enrollment Renewal Worksheets, mail them to your providers. Set a date by which
providers should have returned the worksheet to you. Providers must have parents sign and date the report on
the row containing their child's information. If any child information is incorrect, they should correct it in the

217


https://help.kidkare.com/help/reports-print-an-enrollment-renewal-worksheet

space provided.

Run the Renew Child Enroliment Function

Once you receive the completed and signed Enrollment Renewal Worksheets, execute the Renew Child
Enrollment function to quickly update all child records for the specific provider.

This function resets all Child Enrollment Expiration dates for a selected provider and withdraws any children that
are not being re-enrolled for the new year. Because setting up the heading options can take some time, we
recommend that you complete enrollment renewals in large batches at once. As you switch providers, your
heading options remain the same until you adjust them again, but reset if you close the window between
providers.

1. Click the Providers menu, select Renew Child Enrollment, and click Renew Child Manually in HX. The
Renew Child Enrollments window opens.
2. Click the Provider drop-down menu and select the provider for whom to renew child enrollments. The

provider's children display.

fam Renew Child Enrallments @

Place a check in the box next ko each child For which yvou hawve a Parent's signature on
the Enrollment Renevsal wiorksheet, Then, dick "Renew Enrollments" to renew the
enrollments Far those children Faor 12 maonths, IF vou have selected to Automatically
‘withdravs children Mok Re-enrolled, then any children that vou do nok check will be
automatically withdrawn when you click "Renew Enrollments"

Select Provider

Provider:
[ active | [a #] [shelley, Mary ossasd »)
Automatically withdraw Children nok ) '
v reenralled [~ Show Pending Children |
Withdrawn Dake: 03(31/2019 - — Assign Re-enroled Chidren Mew = 1oy ck peceived:
Enrallrment Date:
Enrollment Expiration Date:  [nsi31/z020 - I - I -

r E};tc;urde Children Enrolled m Refresh List

Fenev |Child # [Mame Sktatus | Enroll Cate | Expire Dake | Parent Sign Date | Report
THew ] T 1-1 [\Wondville, Mathilda h 03)25/2019 030312020

Select Al
—_— Renew Enrollments Close
Deselect Al

3. Specify the information to update:
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o Automatically Withdraw Children not Re-Enrolled: Check this box to withdraw all children in the list
for whom you did not check off in the Renew Enrollment column. Some agencies use this function
even when they don't use the Enroliment Renewal Worksheet (they sent out individual, non-scannable
child enrollment forms instead). In these cases, you may not want to automatically withdraw children
so you can account for all enrolled children. You can withdraw these children later, if needed. If you
check this box, you must also enter a withdrawal date in the Withdrawal Date box.

o Enrollment Expiration Date: This option is only visible if Minute Menu HX has been configured to
track annual enrollment expiration dates. Enter a date here to assign the same enrollment expiration
date to all children you are renewing.

o Assign Re-enrolled Children New Enrollment Date: If your state agency requires that all children
have an enrollment date within the last 12 months, check this box to assign a new enroliment date to
the re-enrolled children. This is only necessary if your state has this requirement.

o Date Worksheet Received: Check this box to add a worksheet received date to the provider's file in
the Enrollment Renewal Worksheet Last Received Date box in the Provider Information Other tab.
Then, click the box and enter the date you received the worksheet. This can then be used to track
which providers have sent in new Enrollment Renewal Worksheets. You can print the Provider List
Export File and include this field to get a list of providers who still need to send in their renewal
paperwork. Any pre-existing value in the provider's file displays directly under this option.

o Exclude Children Enrolled After: This box is designed to help with timing problems related to sending
and receiving the Enrollment Renewal Worksheet. For example, suppose a provider sends you a new
enrollment with their October claim paperwork in early November. You enroll this child when you
process their claim. Then, you run this function to renew enrollment for other children. In this case,
check this box and enter an enrollment date to exclude children enrolled after that date. Following
our example, you would enter an enrollment date of 10/1 to exclude children enrolled on and after
October 1st, so the child you enrolled with the provider's claimed is excluded from this re-enrollment
function.

4. Check the box net to each child for whom you have a signature.

5. Click Renew Enroliments.
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Customize the Review Questionnaire

. . . . . . . . . Last Modified on 12/22/2022 10:27 am
The questionnaire used for online reviews is stored in the Admin Review site. We  cst

provide an initial questionnaire, but you can customize it to fit your agency and state's needs. Updating this
questionnaire updates the final review form your Monitors complete in KidKare.

Note: Click the link below to view and print the Admin Review site Getting Started Guide!

AdminReviewSite-gsg.pdf

1. Log in to https://reviewadmin.minutemenu.com/Account/LogOn. Your account must have administration
permissions before you can access this website. For instructions, see Add Admin Review Site Users.

2. Click the Design tab.

3. Add review sections, as needed:

a. Click Add Section. The section details open.

Welcome:

[Log Off ]

@ Administration

Category | Main

Name

b. Click the Category drop-down menu and select the category into which to place this section.
c. Click the Name box and enter the name of the section.

d. Click Save.

4. Click * .The question details open.

Welcome [Log Off ]

ﬁ Administration

Question Text

Response Details
Response Type: | Text v Advanced Options.

O A response is required [ Must Be Displayed Read-Only Mapped to HX
Question Location

Question Category Main

Question Section Visit Information

O Follow-up question to:

Help Text
Enter a brief description, directions, or other helpful information for reference in the field.

[Loeee | [Lcancn | [sme |

5. Click the Question Text box and enter the question.
6. In the Response Details section:

a. Click the Response Type drop-down menu and select the question type. For more information, see
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the heading Question Types and Layouts, below.

b. Check the A Response is Required box if this question is required.

c. Check the Read-Only box if this question is read-only.

7. Click Advanced Options to specify additional question requirements. For example, you can hide certain

questions from the provider's copy of the review. The available options vary between question types.

8. In the Question Location section:

a. Click the Question Category drop-down menu and select the category in which to place the question.

b. Click the Question Selection drop-down menu and select the section into which to place the

question.

c. Check the Follow-up Question To box to mark this question as a follow-up question. If you select this

option, a drop-down menu displays. Select the question/situation on which to follow-up.

9. Click the Help Text box and enter useful information for the end user.

10. When finished, click Save.

Question Types and Layouts

Note: Click here for a printable version of the table below.

Question Type

Text, Email, Phone, Temperature, or Number

Date

Yes/No

Yes/No/NA

Single Choice, Single Child Picker, Meal Picker
Multiple Choice, Multiple Child Picker

Response
This is a single line text box that allows Monitors to
enter their response.

e Text: This is a text input box.

e Email: This is a text input box that validates the
input is in the following format:
TEXT@TEXT.TEXT

e Phone: This is a numeric input box that limits
users to no more than 10 characters. The box

automatically adds phone number separators.

This is a date picker.

This is a button selection. Monitors can only select one
option (Yes or No).

This is a button selection. Monitors can only select one
option (Yes, No, or N/A).

This is a single select drop-down menu.

This is a multiple select drop-down menu.
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Question Type

Time/Duration

Date and Time

Memo

Signature

Response
This is a time picker. There are no restrictions for past,
current, or future times.
This is a date picker and a time picker. The time picker
does not have any restrictions for past, current, or

future times.

This is a multi-line text input box.

This box is used on the Finalize page. You cannot
configure it on the Admin site. Users can sign their

name with a mouse, finger, or stylus.
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Identify Who to Visit and When

. . L Last Modified on 07/13/2020 3:33 pm
Use the reports listed on this page to help plan home visits. coT

Providers Due Reviews Report

The Providers Due report lists all providers who must be visited, as well as the days and meals you should visit.

1. Click the Reports menu, select Reviews, and click Providers Due Reviews Report. The Provider Filter
window opens.

2. Check the Review Due By box, and enter a date in the corresponding box. This is typically the end of the
month, but you can set any date that meets your business needs. This ensures the report includes those
providers who were scheduled for a visit before this date. You could also check the After box and set a
date after which reviews are due. This allows you to swap visit schedules.

3. Set additional filters, as needed. For example, if your agency is larger and you have multiple Monitors, it
may be useful to check the Monitor box and filter by specific Monitors.

4. When finished, click Continue. The Provider Nested Sort Order dialog box opens.

5. Click the First Sort By drop-down menu and select the first sort for the report. This defaults to Name. It
may be useful to sort primarily by Zip Code or Map Location Identifier. Then, click the And Then By drop-
down menu and select a secondary sort. For example, if you sorted by Zip Code, you can then sort by
Name.

6. Click Continue. The report is generated (PDF).
This report contains the following information:

e Last Claim Received: The last claim you have on file for the given provider. If the month listed here is
several months old, then the provider is not actively claiming with your agency, so there is no need to visit
the provider.

¢ Last Review Date: The date on which you last conducted a home visit to the provider. If this date is very
recent, this may be a sign that the provider required a follow-up visit for some reason. The Sponsor Review
Worksheet should provide more information on this subject.

e Review Due Date: The date from the Next Review Req box in the Provider Information Other tab. Note that
the month is generally the important part of this date (instead of the actual day). Plan your visits in such
away to make them convenient based on the geographic distribution of your providers. In some cases, you
can plan around whether weekend or holiday visits are allowed.

¢ Review Type Needed: This is determined by information available in Minute Menu HX.

o First, Minute Menu HX looks at the last four (4) months of claim data. Each meal claimed by the
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provider is then added to this report. As long as you have attendance data in the database, this report
also checks to see if Saturdays or Sundays were claimed. If no claims exist for a provider, this report
looks at the provider's meal approval schedule in the Provider Information Meals tab.

o Next, Minute Menu HX looks at the last 12 months' worth of reviews for each provider included in the
report. Any meals that have been visited are crossed off the list an removed from the output.
Additionally, if a provider claimed a Saturday or Sunday and a visit in the last 12 months was done on
one of these days, that is removed from the report, as well. You can also set this to review only meals
visited in the current fiscal year (Preference R.032).

o The result of this analysis displays in the Review Type Needed column so you know exactly what
meals should be seen, and whether you need to make a Saturday or Sunday visit. You would then
locate other providers in the same geographic area who have meals that must bee seen. This allows

you to plan your days more efficiently.

Providers Claiming Special Days Report

Special visits are needed for certain cases. This includes visits on weekends, holidays, dinners, evening snacks,
and visits specifically designed to see when a provider serves a meal in two shifts. To help determine when
these special trips are needed, print the Providers Claiming Special Days report. This report identifies all
providers who are claiming any of the special situations noted above for a given month.

Note: This report runs based on meal and attendance data in your database. This means that manual claims
cannot be analyzed with this report.

To print this report:

1. Click the Reports menu, select Reviews, and click Providers Claiming Special Days Report. The Select
Month dialog box opens.

2. Click the Select Month drop-down menu and select the month for which to run the report.

3. Click Continue. The Provider Filter window opens.

4. Set filters, as needed. For example, if your agency is larger and you have multiple Monitors, it may be

useful to check the Monitor box and filter by specific Monitors. You could also filter by providers who must

be visited in the next month.

When finished, click Continue. The Select Mode dialog box opens.

Select the Attempted by the Provider option or the Paid to the Provider option.

Click Continue. The Provider Nested Sort Order dialog box opens.

© N o o

Click the First Sort By drop-down menu and select the first sort for the report. This defaults to Name. Then,
click the And Then By drop-down menu and select a secondary sort, if needed.

9. Click Continue. The report is generated (PDF).
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This report's output shows each day a provider claimed given the special situation. For example, a provider who
consistently claims on Saturday has each Saturday in the month listed. Any time the special situation is being
claimed, and three (3) or more day care children are present, the date is noted with an exclamation point (!). Use
this report to further refine the visits you plan on conducting in the coming month.
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Track Your Caseload

. . . . . Last Modified on 07/13/2020 4:02 pm
There are five additional reports that are particularly useful in keeping track of your cor

home visit caseload.

Home Visit Status Report
This report lists providers and provides a 12-month picture of visits.

When generating this report, choose the last month of a 12-month window to examine. That could be the current
calendar month, or it could be the last month in the current fiscal year, current calendar year, or any other month
you choose. The provider filter also displays, so you can limit the output of the report to focus on one subset of
your providers (such as a Monitor's caseload), if needed.

Each review is noted in the calendar on the report, and a key displays at the bottom to help you better interpret
the results. If there were two or more visits completed in the same month for a provider, the last review displays.

In addition to other information, visit counts are listed in the following columns:

e #U: The number of unannounced visits that were completed within the last 12-month window examined.
The provider was actually home for these visits.
e #S: The number of successful visits, meaning that the provider was home.

e #T: The total number of visits attempted.

The last page of this report provides summary counts of each of these three columns, which should help you
determine whether you are meeting the minimum review requirements, especially in light of review averaging
regulations.

Providers Not Reviewed Report

The Providers Not Reviewed report lists all providers not visited within a specific time frame. Federal regulations
require that you visit all providers no less than once every six (60 months or once every nine (9) months, if your
agency averages reviews. Use this report to ensure that providers are being visited often enough. When filtering
providers for this report, you should typically choose a start date about six months before the current date and
set an end date in the current month.

The following fields in the report are of some importance:

e CACFP Start Date: A Provider whose CACFP Start Date was in the last 30 days might not have been visited
yet. If a provider appears on the report but this date is very recent, that is probably not an issue.

¢ Last Review Date: This shows when the provider was last reviewed, prior to the start date specified when
generating the report. If this is blank, the provider has never been visited (according to the data in the
Minute Menu HX database).

e Next Review Date: This notes when the provider was supposed to have been visited next.
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¢ Last Claimed Date: This notes the month of the last claim. If this is several months in the past, the provider
has gone inactive, and it probably okay that the provider has not been visited. If this is blank, the provider

has never claimed (based on the data in the Minute Menu HX database).

Claim and Review Comparison Report

This report helps you ensure that you remain in compliance with your requirement to monitor meals and
weekends in the same proportion that they are claimed. It is designed to compare the percentage of meals your
providers have claimed with the percentage of those meals that are seen at home visits. Likewise, the report
show cases the percentage of meals claimed at a weekend or holiday with the percentage of visits done on a
weekend or holiday. Skip to the end of this report to ensure you are generally consistent in total. Remember that
while you do not need to be exact, the percentages should be relatively close.

You may wish to filter this report to look t it for only one monitor, your own caseload, or the entire agency.

Projected Visit Dates Report

In most cases, planning an entire year's worth of visits is not a good idea, as visit schedules must be changed
due to various discoveries you make during a home visit. However, it is still useful to help plan upcoming visits,
especially when trying to ensure that visits to a specific geographic area are all done at roughly the same time.
Print this report to list all reviews coming in the next 12 months, so you can make any necessary broad
adjustments to the provider's scheduled reviews.

Children Not Seen at Reviews Report

Many sponsors want to know about children who are enrolled in a provider's home and are consistently missed
during a home visit. Print this report to list all children not seen at a certain number of visits over a certain date
range. When generating the report, choose the starting date for analysis. The ending date should be the current
date.

Every review between the date selected and the current date is analyzed. You can then set the review count
threshold (it defaults to two). If less than two (2) reviews are conducted for a provider during this period, the
provider is ignored. For any provider that has at least two reviews, any child that is not seen at two or more
reviews is listed in the report. An asterisk (*) displays for any child actually claimed during that month (but this is
only known on automated claims from KidKare, scannable forms, or Direct Entry).
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Schedule Provider Reviews

. . . . . Last Modified on 07/13/2020 4:03 pm
Minute Menu HX stores a next review required date for each of your providers. This cor

is the date by which the next regularly schedule review should occur. This information is stored in the Next
Review Rq box in the Provider Information Other tab.

{a Provider Information
- Select Provider:

Provider:
[active <] [ =] [a _#| [sheley, Mary =

General T Contact T Licensing T Tiering T Meals T Other 1She|ey,l'\4ary 993894 Active
CReviewes: Activate

Time Opens: |_;_ 5 Might Time Opens: |_:_ ﬁ ExtReuiewReqd:IbS‘;gumlg ;“SiartMonih:lgct vI Children
Time Closes: | : E Night Time Closes: |_= 3 Enrollment Renewal

ek — ived: - Children
Monthly Check Deduction: $Iglgg Language: I i vI Worksheet Last Received: |_J/_/___
Enish  Z| | octBlockClim  FistBlockClam  Last Block Claim
r Proﬁwder InSerious  Identified:  Identified for Review YR:  Validated:
Defi
e o—= o—= o=

Each time you add a review (no matter the method you use), the system automatically calculates the provider's
next review required date. This determination is made based on the type of review conducted and the review
frequency required by your state. For example, if you conduct four (4) reviews per-year, the next review required
date will be set to three (3) months after your current review. If you conduct three (3) reviews per-year, the next
review required date is set to four (4) months after the date of the current review.

There are a few exceptions to this schedule:

e If you record a Pre-Approval Review, the next review date is automatically scheduled for 30 days from the

date of the Pre-Approval Review.

¢ If you conduct a review and no one is home, the next review date is a follow-up scheduled for 15 days after

the first review date.

¢ If you indicate that a follow-up review is required for the review, the next review is scheduled for 15 days

after the initial review date.

If your agency performs visits to providers each year as part of an annual provider renewal process, you may
have enabled the Current CACFP Expiration Date field in the Provider Information General tab.

Race: L
r American Indian Black or Native Hawaiian / —CACFP Contract Info:
[ Maska Native [~ African Padific Isiander Current CACFP First Claim
[ Asian American v White Agreement Date:  Pre-approval Date:  Month Allowed:
Business Info: |/ J -] I_.|'_.|' ]| IDecernber 2013 ;I
Advertiseleame: Current CACFP Pre-approval
) Expiration Date: Expiration Date: First Claim Received:
Business Mame: IUZJ'UHZUZU LI IJJ ﬂ Mone Received Yet
Business Tax ID: | =Qriginal CACER Sthrt Date:
Paycheck Addressee: [proyider Name 'I |02fU1,|f2019 'l

You can configure Minute Menu HX so this date takes precedence when scheduling upcoming reviews. This
means that the next review due date is either earlier than the CACFP expiration date or the next review date that
would have otherwise been scheduled. You can change this setting in the Sponsor Preferences window. For
more information about setting preferences, see Set Preferences.
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Note: If you add a review in Minute Menu HX and note that the review type is a Special/Evaluation visit
instead of a normal/follow-up review, that review does not affect the provider's next review date. This allows
you to ad a record for a home visit, even though you may not want to change the currently scheduled visit
date for that provider.
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Understand Review Averaging

. . . Last Modified on 07/13/2020 4:10 pm
Per USDA regulations, sponsors must review home care providers at least three coT

times per year, and no more than six (6) months can pass between reviews. However, many sponsors have
updated their management plans to handle review averaging. This means that sponsors can review some
providers only twice a year, as long as the agency visits providers an an average of three (3) times per year and
no more than six (6) months passes between each visit.

To effectively implement review averaging:

Identify no more than one-third of your providers as in-good standing. These are those providers you are
confident offer a high quality of care to the children in their home, always comply with Food Program
regulations, and have never been put on corrective action. To make this determination:

1. Print the Review List Export File.

o In the Review Filter window, check the Meals Disallowed box and select the Yes option.

o Sort the report by provider name.

o Remove any provider who has had a meal disallowed during a review.
2. Print the Serious Deficiency List.

o Filter this list to specifically look for providers who have not been in serious deficiency in the last

three (3) years.

o Those providers who have been in the serious deficiency process should be removed from your list.

3. If you have one-third or more of your caseload in the resulting list from Step 1, manually review this list and

remove any provider you do not feel should qualify until you reduce it to about one-third of our caseload.

Once you have your list, update review schedules. Minute Menu HX stores a next review required date for each
Provider stored in the system. This is the date by which the next regularly schedule review should occur. This
information is stored in the Next Review Rq box in the Provider Information Other tab.

To override this setting:

1. Click the Providers menu and select Provider Information. The Provider Information window opens.
2. Click the Provider drop-down menu and select the provider to change.
3. Click the Other tab.
4. Click the Next Review Rq box and enter the next review date for this provider.
{am Provider Information 3]
- Select Provider: Provider:
= | | |
General T Contact T Licensing T Tiering T Meals T Other lShEIEY, Mary 298394 Active
i Activate

Time Cpens: Iﬁ Night Time Opens: Iﬁ ext Review Reqd: [h3/01/2019 SIartMont‘ﬂ:lE, Children

Time Closes: I . 5 Might Time Closes: | . E
—'— —'— Enraliment Renewal — Child
Monthly Check Deduction: $|glgg Language: I : l Worksheet Last Received: | — ]' ren
En.ghsh i ~1 | ast Block Claim First Block Claim Last Block Claim
r Provider In Serious Identified:  Identified for Review YR:  Validated:

Deficency I—I—;—LI I_Jr_f—;l I—f—f—ﬂ

i
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5. Click Save.

If you do this once or twice a year, you will visit these good-standing providers less often. Because many visits
result in a required follow-up (especially for providers placed on corrective action), you should easily remain
above the three (3) reviews per-year average. To ensure you are staying above the required average, run the
Home Visit Status report.

Note: Some agencies are required to specifically assign providers to a particular review cycle—two, three, or
four reviews—as part of state agency requirements related to review averaging. If this is necessary for your
agency, contact Minute Menu Support to enable a custom field to track the type of schedule a provider has.

231



Prepare for Reviews with Observer Mode

. . Last Modified on 07/13/2020 4:14 pm
You can view meals, attendance, and reports in Observer Mode. It can be helpful to cor

review this information before or during a home visit.

1. Log in to app.kidkare.com with the same ID and password you use to access Minute Menu HX. A list of

your providers displays.
2. Click a provider's name to view that provider's account in Observer Mode. The account opens.
3. To see which meals have been recorded:

a. From the menu to the left, click Calendar. The Calendar page opens.

@KidKare CeTT ;
You arein observer mode. Now obsenving Shelle, Mary (593598854) e —
& Home M o
@ eroms
- B April 2020 Draggable events
Sin won e Wed Tha n st
= Food Program - | 2 3 Pl 5 | closefor Busness
—
l
o ust cickonthe
e wope
10 n
[0 3 W i 7 0
i » 7 5 B =

b. Click the Meals tab. Any day with a meal abbreviation has menus, meal counts, and attendance.
= B: Breakfast
= A: AM Snack
= L:Lunch
= P: PM Snack
= D: Dinner
s E: Evening Snack

c. Click the meal abbreviation to view meal details.
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R Kidkare Pronder P 3] Adam Frankenstei (953201) v
You mode. Bxt observer mode
@ eroms et
11 Meas 0830 AM °
e Meal
AddEdit Menus
=
Schede Menus
v

Vegetables

Milk 1% over 2

Am | serving enough food?

Jack, sean ay

avenza, Eizabeth 1 =

4. To print the 5 Day Attendance report:

o

=

From the menu to the left, click Reports. The Reports page opens.

Click the Select a Category drop-down menu and select Meals and Attendance.

c. Click the Select a Report drop-down menu and select 5 Day Attendance.

f.

Click the Select Day box and select a date to view. The day you select and four previous days with
meal counts are included on the report.

Click Run. Each child claimed and the meals for which they were claimed display. Totals display on

the last row.

Provider P 3R Adam Frankenstein (993201) v

Exit observer mode

R KidKare

« NS

Mathilda Woodville (4y 8m) ATTE

TOTALS

Click Print to print the report.

5. To view served and whole grain-rich foods:

a.

b.

From the menu to the left, click Reports. The Reports page opens.

Click the Select a Category drop-down menu and select Meals and Attendance.

c. Click the Select a Report drop-down menu and select Foods Served.

Click the Select a Month box and select the month to view.

Click Run. The food served for the month displays. Any food marked with (WG) is a whole grain-rich
food.
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RKidKare o Fankension G33200)

@ efoms Food Served - April 2020 -
1y Meals | |[ Meals and Attendance v | [ Food served v April 2020

=8 Food Program v

Provider Name : Sheley, Mary (998894)
£ Calendar Date Breakfast A snack Lunch (I e
@ Checkin/Out o3
- {
& Messages
ou2a
@ Getep
o Logout

f. Click Print to print the report.
6. When finished, click Exit Observer Mode.

Note: Click here to watch a recorded webinar that walks you through using Observer Mode.
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Print the Sponsor Review Worksheet

L X Last Modified on 07/13/2020 4:24 pm
When you conduct a home visit, you typically need to take a large amount of coT

information about the provider with you so you know how to conduct the visit. Print the Sponsor Review
Worksheet for your Monitors so they have a quick reference sheet of a provider's relevant information. You can
print this report in both KidKare and Minute Menu HX.

Printing the Sponsor Review Worksheet in KidKare

1. Log in to app.kidkare.com. Use the same credentials you use to access Minute Menu HX.
2. On the Observer Mode page, use the Provider box to locate the provider to review.

3. Click the link in the Provider column. The Sponsor Review Worksheet downloads.

@Kidko re P cam Frankenstein (993201) v
Observer Mode

4% Observer Mode {

Welcome to Observer Mode. Select a provider you would like to observe and you will be logged in to the site as that provider.
® Foods v

$ Billing Report Display 10 v records

& Reviews v Provider * [Monitor  Phone Address Last Login Date # Claim Date #  Next Review Date

& eForms v Mary

&% Messages Shelley, Mary (998894) @ ' |Goldman, Emma(42) (940) 123-4567 1235 Main, Grapevine ~ 07/12/20 10:39 PM 09/01/2019 08/03/2019

© GetHelp v Showing 1 to 1 of 1 entries.

Terms | Privacy Policy | Cookie Policy

SponsorReviewWo...pdf A Showall X

Print the Sponsor Review Worksheet in Minute Menu HX

1. Click the Reports menu, select Reviews, and click Sponsor Review Worksheet. The Select Provider dialog

box opens.

—Filter By:
¢ Selected Provider { Multiple Providers

- Select Provider:

Provider:
Active o =l Ta =] | seea- =l

Cancel Continue

2. In the Filter By section, select Selected Provider or Multiple Providers.

o If you select Selected Providers, click the Provider drop-down menu and select the provider for
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whom to print the report.
o If you select Multiple Providers, click Continue. The Provider Filter window opens. Set filters, as
needed. Continue to Step 3.
3. Click Continue. The Select Month dialog box opens.

4. Click the Select Month drop-down menu and select the month for which to print the report.

Select Month

March 2013

5. Click Continue. The Select Mode dialog box opens.

6. Select the Sponsor option. This ensure the report includes important information, such as messages,

documentation, and the user who enrolled the sponsor into Minute Menu HX.

7. Click Continue. The Select Child Sort Preference dialog box opens.
8. Select Sort by Name or Sort by Number/ID. If you are using scannable review forms, you may find it easier
to list the children by child number so it is easier to fill-out the scannable review forms.

9. Click Continue. The report is generated.
This report shows all aspects of a provider's file relate to the home visit. This includes the following (and more):

e Claim History: This is the last three (3) months' worth of claims received. The claim source indicated here
is SF (Scannable Form), WEB (KidKare), or MAN (manual form). This lets you know what kind of form
supplies to bring with you and what to expect in the way of paperwork. If the provider has started claiming
on KidKare, follow the pre-visit procedures for KidKare providers. If these claims have meal and
attendance data, this section also notes what days of the week the provider actually claimed.

¢ Review History: This is the last 12 months' worth of home visits recorded in Minute Menu HX.

¢ Training History: This is the last 12 months' worth of training recorded in Minute Menu HX.

¢ Days Closed: This is the days/meals the provider is closed, as noted on the Provider Calendar. This helps
you know when to visit the provider.

¢ Driving Instructions: This is driving instructions recorded in the Provider Information Contact tab.
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e Comments: These are any comments entered in the Provider Information General tab.
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Print the 5 Day Attendance Reconciliation Report

. . o Last Modified on 07/13/2020 4:31 pm
You must satisfy the requirements of the 5 Day Attendance Reconciliation coT

regulations. Minute Menu HX has two reports that can assist in this task:

e 5 Day Attendance Report

e Child Attendance Reconciliation Report

5 Day Attendance Report

This report provides a chart of each child claimed over any five-day period. Use this report to reconcile the
children observed at meals with the children claimed for those same meals (as listed on this report). This report
sufficies in many states that interpret the 5 Day Attendance Reconciliation as a comparison of the children in
the home at the current meal being observed with the children being claimed at that same meal for the last five
days.

However, some states require that you reconcile the schedules of the children from the child enrollment forms
with the children that were actually claimed. If this is the case in your state, you should also print the Child
Attendance Reconciliation report. For more information, see Child Attendance Reconciliation Report.

To print the 5 Day Attendance report:

1. Click the Reports menu, select Claim Data, and click 5 Day Attendance Report. The Select Provider dialog

box opens.

—Filter By:
¢ Selected Provider { Multiple Providers

- Select Provider:

Provider:
Active o =l Ta =] | seea- =l

Cancel Continue

2. In the Filter By section, select Selected Provider or Multiple Providers.

o If you select Selected Providers, click the Provider drop-down menu and select the provider for
whom to print the report.
o If you select Multiple Providers, click Continue. The Provider Filter window opens. Set filters, as
needed. Continue to Step 3.
3. Click Continue. The Ending Date dialog box opens.

4. Click the Ending Date box and enter an ending date for the report.
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5. Click Continue. The Select Child Sort Preference dialog box opens.

6. Select Sort by Name or Sort by Number/ID.

" Sort by Mumber / ID

Continue

7. Click Continue. The 5 Day Attendance dialog box opens.

8. Select Claimed Children Only.

9. Click Continue. The report (PDF) is generated.
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Print the Child Attendance Reconciliation Report
Last Modified on 07/13/2020 4:36 pm
The Child Attendance Reconciliation report provides an analysis of a given provider cor
over one week. It compares the attendance supplied by the provider with children that should have been in
attendance against the times supplied for the children.

Some states allow you to print this report for a prior month and base your five-day reconciliation analysis solely
on its contents. If there are any discrepancies on the report, you must follow-up with an appropriate action,
which might include starting the household contact process for this provider to resolve the discrepancies.

Other states require the five (5) day reconciliation be done on the five most recent days claimed. If the provider
is claiming via KidKare, you can still print the report to save you the effort of performing the reconciliation
manually. You can still print this report for the yet unclaimed week (since the data for the current month would
not be in Minute Menu HX at the time of the review) and use it to quickly reference child enrollment schedules
with what was recorded by the provider in attendance.

To print this report:

1. Click the Reports menu, select Reviews, and click Child Attendance Reconciliation Report. The Select

Provider dialog box opens.

—Filter By:
+ Selected Provider ¢ Multiple Providers

- Select Provider:

Active LI I_I_I_ j Hﬂ I—Select— LI

Cancel Continue

2. In the Filter By section, select Selected Provider or Multiple Providers.

Provider:

o If you select Selected Providers, click the Provider drop-down menu and select the provider for
whom to print the report.

o If you select Multiple Providers, click Continue. The Provider Filter window opens. Set filters, as
needed. Continue to Step 3.

3. Click Continue. The Effective Starting Date dialog box opens.
ﬁ Effective Starting Date

Starting Date: |U ] vl

Cancel Continue

4. Click the Effective Starting Date box and enter a starting date for the report.

5. Click Continue. The Select Child Sort Preference dialog box opens.
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6. Select Sort by Name or Sort by Number/ID.

[y Select Child Sort Preferenc

" Sort by Mumber / ID

7. Click Continue. The Child Attendance Reconciliation Options dialog box opens.

8. Check the Print Legend Key box to print a legend key on the report.

ﬁ Child Attend Reconciliztion Options

Cancel Continue

9. Click Continue. The report is generated.

This report highlights all children that should not have been claimed but were claimed for a given meal in red.
Red over-claims could indicate any of the following:

e The child's schedule has changed since enrollment information was supplied. The child's enrollment

information needs to be updated.
e The child's schedule varied for one day.

¢ In combination with very consistent attendance patterns, this could indicate an invalid block claim. Even
without consistent attendance patterns, this could indicate that the provider is claiming children who aren't

in the home. Note that if a child's enroliment indicates that their days/times of attendance vary, the report

will note that, which can help explain any discrepancies.

Note: If your claims processor is configured to cross-reference the days of a child's enrollment with what
was actually claimed, these red highlights should correspond with the following error codes on the Office

Error report: 109, 110, and/or 120.

The report also highlights all children that weren't claimed, but should have been claimed, for a given meal in
yellow. Yellow under-claims could indicate the following:
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e The child's schedule has changed since enrollment information was supplied. The child's enrollment
information needs to be updated.
e The child's scheduled varied for one day.

e The provider is attempting to avoid the appearance of being over capacity.

This report rounds to the nearest 15 minute interval when computing meal times or child attendance times (from
enroliment form or daily event records). As a result, it can sometimes show over-claiming (red) or under-
claiming (yellow) when neither situation happened. For example, if a child leaves at 4:50PM and the next meal
starts at 5:00PM, the report rounds the child's departure time to 5:00PM and shows an under-claim.

It also doesn't take into account any buffer times. For example, this report assumes that a child who departs at
5:00PM should be fed the 5:00PM meal because the times overlap, even though the child couldn't have eaten at
that meal.
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[VIDEO] Get Started with the KidKare Review Tool

Last Modified on 12/22/2022 10:33 am
CST

With this tool, you no longer need to download provider information or upload your completed reviews. You can
access the KidKare Review Tool tool directly from KidKare.

Recommended Devices

While you can access and use the KidKare Review Tool from any Internet-enabled device, we recommend the
following devices:

e iPads
e Android Tablets
e PC

e Mac
Note that your device must have an Internet connection, which requires a data plan, as offline mode is not

supported. We strongly recommend you use the Google Chrome browser on your device.

Note: The tool may not display properly on small phone screens, and Kindles are not recommended.

Get Started

Using the KidKare Review Tool involves the following:

1. Add monitors.
2. Customize the review questionnaire.
3. Monitors complete the review questionnaire.

4. Validate reviews in Minute Menu HX.

Note: Click the link below to download a printable quick start guide!

kidkarerev-qsg.pdf
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Complete the Review Questionnaire

. . . . . . Last Modified on 12/22/2022 10:44 am
Once a Monitor is ready to review a provider, they can log in to KidKare on any csT

device and complete the review.

Completing the Questionnaire in KidKare

Note: Click the link below to download and print our printable Quick Start Guide!

AdminReviewsSite-gsg.pdf

1. Log in to app.kidkare.com. Use the same credentials you use to access Minute Menu HX.
2. From the menu to the left, click Reviews.

3. Click Review Providers. The Review Providers page opens.

like to reviewto b

2 Montor 2 address Last Review 2 NextReview Due $ Review Needed
Al B
Gardner, Betty (007) 2912017 BaLPDE
Goldman, Emma (42) TevASOVY, ADF 040872020 1212002020 AP

212019

Monitor, New (1)

v Testcarl 131313 @ oun109 caoraneo

261,42 099009 @ Garder, Bety (007) New ov202020

Dub,J 79

112872018

w 041672020

o, oa (997599) @ e 0092020

AX A (999002)

Adam 201)

bb,3a(134)

Goldman, Emma (42)

Goldman, Emma (42)

‘Goldman, Emma (42) 0572172020

Dsng Hiep 151196) @ Goldma 03202020

Dough U jom eseszs) D) 12sons

Drest. 8585) G 1012972019

4. Locate the provider to review.
o Click the Provider, Monitor (if available), Last Review, and Next Review Date columns to sort

information in ascending or descending order.

Note: If you have set Preference U.003 (General Behavior - Use Provider Security) to Y, Monitors
can only see those providers assigned to the same group number as them, and the Monitor

column is hidden on the table.

o Click the blank boxes at the top of each column to filter information in that column. For example, you
can click the Provider box and begin typing a provider's name.

o Click Filters in the top-right corner to set additional filters. You can filter by Pending, Active, Hold, or
Withdrawn status. If available, you can also specify whether to show reviews for all monitors.

5. Click the provider's address in the Address column to open Google Maps™ in a new window.
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6. When you are ready to begin the review, click the name of the provider to review. The Review Questionnaire

opens.
@iokare = ;
# > Review > Murdock, Matt (999006)

Visit Date +(7

Review *

Type*

You are ente

ring a review for Matt Murdock (399006)

o g ) (2 )

Main Meal Food & Attendance Compliance

Visit Information

Sponsor State-Assigned Id 998777888

End Time ()

Start Time (7

Notes for Next Review

Save & Exit Review.

°

0924 AM

1]

The questionnaire is split into the following pages:

o

o

o

o

o

7. Complete the questions for each page. As each review is created by the sponsor administrator, review

Main

Meal

Food & Attendance

Service Analysis (Texas Only)
Compliance

Paperwork

Other

Finalize

questions vary.

o Click Save to save your progress before you continue.

o

o Click a page icon to jump to that particular page.

o Click |“| to view more information about the question (if the administrator provided it). When

o The remaining number of required fields displays next to each page icon and updates automatically

Click Continue to go to the next page.

finished, click Close.

Visit Date

This is the date of the visit. It is automatically filled
b ditable, beca
he current date.

b a v. Itis

date whenever you
t be recorded at point

245



as you enter information. The only exception is the Food & Attendance page: An asterisk displays for

this page if there are missing fields.

o ¢ O o g—o

Food & Attendance Compliance Paperwork Other Finalize

o If you need to exit the review and return later, click Save & Exit Review at the top of the page, or click
Save at the bottom of the page and close the review. Your information is retained, and you can return
to the review at a later time.

8. Once you reach the Finalize page, ensure that all review components are complete. If you are missing
required fields:

o The All Required Fields Must Be Completed Before The Review Can Be Signed and Submitted
message displays. Links to the incomplete pages are also included. Click the link to jump to the page
you need to complete.

All required fields must be completed before the review can be signed and submitted.
Please complete the missing review details on the following screens: Main, Meal, Food & Attendance, Compliance, Paperwork, Other

o The number of missing fields is indicated next to the page icon (except for the Food & Attendance

page, which is marked with an asterisk).

9. Click the Notes box and enter any review notes. Click N o collapse this section. Click Vo expand it
again.
10. In the Signatures section:

o |If this is not a desk review, have the provider sign the Provider Signature box.

o If this is a desk review and you want to require an electronic signature, set If this is a desk review, do
you want to require an electronic signature? to Yes. The provider will receive an email and a KidKare
message prompting them to acknowledge and sign for their review electronically. For more
information, see Require Signatures for Desk Reviews.

11. Sign the Monitor Signature box.
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o o o o o o (4]

Main Meal Food & Attendance Compliance Paperwork Other Finalize

Notes A~

Signatures ~

Provider Signature *

If this is a desk review, do you want to require an electranic signature? (1) No

Waonitor Signature *

Step7of7

12. Click Complete. The Confirmation page opens. Once you complete the review, the provider receives an
email and a message in KidKare alerting them that their review report is ready. They can download a copy
of their review at the link in either one of these messages. If your providers need help finding their copy of

this report, direct them to the Review Report article at help.kidkare.com.

$RKidKare P o raiension 553207 <
r 3 o @ > Review Complete
4 Observer Mode X
Review Complete
» Foods v
& Reviews >
R Provders Your review for Matt Murdock has been submitted
& eforms v
@ Gettielp v

@ Logout

© 2020 - Minute Menu Systems, LLC s Res

About the Food & Attendance Review Page

The amount of required fields on the Food & Attendance page varies depending on user input. For example, if
you do not select a meal, meal components are not required. However, if you do select a meal, the components
are required. For this reason, the remaining required fields are marked with an asterisk next to the page icon, and
the page display changes as monitors complete the review.

Terms | Privacy Policy | Cookie Policy a
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1. In the Meal Service Details section, select No Meal, Breakfast, AM Snack, Lunch, or PM Snack.

2. If the provider is approved for multiple servings, select the number of servings given at the meal (1 or 2).
Then, select the time at which each serving was given.

3. Inthe Food Served, section, select the food served at the meal. You must complete this information for
both non-infants and infants. There are slight differences between how meals are recorded for infants
versus non-infants. For more information, see Recording Meal Components for Infants, below.

4. Click a child's name to mark them as present for the meal. If you selected two servings in Step 2, click the

child's name again to mark them as present for both servings.

A > Review> Aberathy, Jessica (200286)

You are entering a review for Jessica Abernathy (200286) Save & Exit Review

g ¢ ¢ ¢ @ g o

Meal Service Details -~

weal+| Noweal | Breatast | A snack [ Luncn | ENTRERY omrer | eve.snack

Serving1* 03:30PM = ©

Food & Attendance

Food Served _
Meat/Alternate Cottage Cheese (130) !
Bread/Alternate Animal Crackers (062)

Is this whole grain-rich? (11 No
Fruit Peaches (034)

Vegetables

Milk

‘ i vew a ‘

1+

Note: If a child is not listed on this page, click Add Child. Then, enter the child's information and click
Add. The child is added to the review and to Minute Menu HX.

5. When finished, click Continue.

Recording Meal Components for Infants

Per the USDA regulations for developmentally ready foods, there is no set age when developmentally ready
foods must be served, as the development rate of infants varies between children. All meal components for
infants must be recorded on a per-child basis.

You must still click the child's name to mark them as present (click twice to mark them present for both
servings, if needed). Once a child is marked present, meal components display under their name.

Smith, Bobby (New) n ~
Infant Milk parent Supplied Formula (13)
Add Child
[ [[ e |
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Service Analysis for Texas Sponsors

Sponsors for the state of Texas must also complete the Service Analysis page. This page lists the food
components entered on the Food & Attendance page for non-infants and infants, as well as the required
quantities. You must enter the prepared quantities and indicate whether those quantities were sufficient.

1. Begin the review as you normally would. For more information, refer back to the heading Completing the

Questionnaire in KidKare, above.

2. Enter information, as required, and click Continue to move through the review pages.

3. When the Service Analysis page opens:

a. Click the Category drop-down menu next to each listed food (if available), and select the category to

which the food belongs.

b. Click the boxes in the Prepared column for each age group, and enter the quantity of food prepared.

c. In the Amount Sufficient column, click Yes or No.

A > Review Abella, Hans (120240)
You are entering a review for Hans Abella (120240)
Main Meal Food & Attendance Service Analysis

Service Analysis

Save & Exit Review

¢ @ g o

-~

Non-nfants

Breakfast 1-2 Years (1) 35 Years (0) 6-18 Years (0)

Meal Component Category Required Prepared Required Prepared Required Prepared

Meat/Alt: Scrambled Eggs (140) 0 0

Bread/Alt: Whole Grain Bread (047) Bread v 0.slicels) 05

Fruit: Apples (001) 0.25¢ 025

Veg: Fresh Tomatoes (265) 025¢ 025

Milk: Milk (4) 0.5¢ 05

4. Repeat Step 3 for each meal. You must complete these tables for both non-infants and infants.

5. When finished, click Continue.

Amount Sufficient?

Yes
=

249



Require Signatures for Desk Reviews

. . . . o . Last Modified on 09/13/2021 4:02 pm
When completing desk reviews, you can require that a provider digitally sign to coT

acknowledge they received a copy of the Review report. You can toggle this option on and off when finalizing
the review. The review will not be complete until the provider signs their review.

1. Log in to app.kidkare.com. Use the same credentials you use to access Minute Menu HX.
2. From the menu to the left, click Reviews.
3. Click Review Providers. The Review Providers page opens.
4. Locate the provider to review.
o Click the Provider, Monitor (if available), Last Review, and Next Review Date columns to sort

information in ascending or descending order.

Note: If you have set Preference U.003 (General Behavior - Use Provider Security) to Y, Monitors
can only see those providers assigned to the same group number as them, and the Monitor

column is hidden on the table.

o Click the blank boxes at the top of each column to filter information in that column. For example, you

can click the Provider box and begin typing a provider's name.

o Click to set additional filters. You can filter by Pending, Active, Hold, or Withdrawn status. If
available, you can also specify whether to show reviews for all monitors.
5. Complete the review questionnaire as you normally would. For details, see Complete the Review

Questionnaire.

6. When you reach the Finalize page, click ' next to If this is a desk review, do you want to require an

electronic signature?
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You are entering a review for Ramonupdate Gamaupdate (001236) EXit Review

@ O @ @ © ©o ¢

Main Meal Food & Attendance Compliance Paperwork Other Finalize

Notes Lad

Signatures A

Provider Signature *

If this Is a desk review, do you want to require an electronic signature? Il No

Monitor Signature *

The Provider Signature box and the Helper Signature box (if present) are removed.

You are entering a review for RamonUpdate GarciaUpdate (001236) Exit Review
Main Meal Food & Attendance Compliance Paperwork Other Finalize
Notes A
Signatures ~

If this Is a desk review, do you want to require an electronic signature? ml_

Monitor Signature *

Step7of 7 Comn,

7. Sign in the Monitor Signature box and click Complete.

Review Acknowledgement

Once you click Complete, the provider will receive an email and a message in KidKare prompting them to review
and acknowledge their Review report.
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3 Messages

Start Date 09/09/2020 £  EndDate 09/09/2021 [zl Refresh
o [ < | @
(SN sontMessages | Sponsor CallLog | Archived | Contacts
Please Review And Sign Your Review Report 09/09/2021
Message

The report from your sponsor’s virtual visit on 09/09/2021 s ready for you to review and sign.

Click here to review and sign your report, or copy and paste it into your web browser: https://app.kidkare.com/rediract htmI?

Iy8/cmV2aWY3SWQIZWQ1NjMOM]QIMGIXOCOOMWFHLTZ20WItNGM1 ODYSNG]IN2QyJnByb3ZpZGVySWQIMTdkN DhkODMtOGMAZS00NWFm LTKONMQEND IhNWMAMDU3Zjk0jnN1Ym1 pe3Npb25)ZD0zMDI2NjK2NS ZyZXZ pZXdEVXRIPTASLZASLZWMEME2hvd0hleGxlciNpZ25h
dHVYZT1GYWxeZSZmem3tvXNIj0S0TMyMDEMC3RhdGUINQ==

If you have any questions, please contact your Sponsor at 9726715211, or KidKare support at support@kidkare.com

KidKare
www.kidkare.com

When the provider clicks the link, the Review Acknowledgement pop-up opens. If this link is accessed from
email, the provider will be automatically logged into KidKare first.

Review Acknowledgement

The report from your sponsor’s virtual visit on 09/09/2021 is ready
for you to review and sign.

Click here to view your report in a new tab, or copy and paste it into
your web browser:

https://hx2go.minutemenu.com/ProviderReviews?p=17d48d83-8c8e-
45af-946d-49a5c805719485=30266965

Using your mouse, finger, or stylus, sign the review
acknowledgement below.

Provider Signature *

Acknowledge & Sign Cancel

The provider can click the link to open their review in a new tab. Then, they can use a mouse, finger, or stylus to
sign the Provider Signature box. If you indicated that a helper was present during the review, the Helper
Signature box also displays so the helper can sign the acknowledgement. Once they acknowledge and sign for
the review, they will receive a new message and email with a link to the updated, signed report. For more details
and instructions for providers, see Sign for Desk Reviews Electronically.
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Delete In-Progress Reviews

. . . Last Modified on 07/13/2020 4:42 pm
You can delete in-progress reviews, if needed. coT

1. Log in to app.kidkare.com. Use the same credentials you use to access Minute Menu HX.
2. From the menu to the left, click Reviews.

3. Click Review Providers. The Review Providers page opens.

4. Click G) next to the provider's name.
5. At the Are You Sure prompt, click Yes.
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Add Reviews Manually

You can manually add reviews to a provider's record outside of KidKare, or the
Admin Review site. This is especially useful if you do all review work manually.

Last Modified on 03/24/2023 1:46 pm
CcDT

1. Click the Providers menu and select Provider Reviews. The List Reviews window opens.

2. Inthe Filter By section, select All Providers or Selected Providers. If you choose Selected Providers, click

the Provider drop-down menu and select the provider.

3. Click Refresh List.

4. To add a review:

o If you filtered to All Providers in Step 2, click Add next to the provider for whom to add a review. The

Add New Review window opens.

o If you filtered to a specific provider in Step 2, click Add Review in the bottom-left corner of the

window. The Add New Review window opens.

[ Add New Review
Shelley, Mary 998594
General T Meal T Dizallow T Other
—Monitaor:
Date: |_j f - Monitor:
. Select
Review: Im Monitor: IFrankenstein, Adam ;I
Type: ISIﬁndard Review vI Arrival Time: |_=_ E
Departure Time: | . E
[~ Provider Inactive —'—
[~ Followup Required —Meal Type Reviewed:
Meal:
[~ MotHome |N° Meal ;I
Infant Check
[ Spedial / Evaluation Visit I': Nnon:nhnt m,fm
[~ Technical Assistance Offered Shift(s) —
[~ Unannounced Observed: rs
[~ Annual Training Complete
—Training: [~
Mext Review: |_‘r_Jr 'I Start Time: | : E
Motes For Mext Review: End Time: | : E
Total Hours: I
Type: I—Select— ;I
Session
MName:
(printed on Sponsor Review Worksheet) Entered By:
Disallow
Add Another Calendar | Save || Close |

5. In the General Tab:

a. Click the Date box and enter the date of the review.

b. Click the Review drop-down menu and select the classification of this review. This impacts the date
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set in the Next Review box. You can choose from the following:
s Tst-4th Review
s Follow-up Review
s Pre-approval Review

28 Day/30 Day/ 4 Week Review

Special/Eval

Note: If you select Special/Eval, the next review due date is not set, and this review does not

affect the provider's review schedule.

c. Click the Type drop-down menu and select the type of the review. Some review types can be
automatically set by other fields in the software. For example, weekend reviews are determined by
the review date.

d. Check the box next to any of the following options that apply:

= Provider Inactive

Followup Required

Not Home

Special/Evaluation Visit
= Technical Assistance Offered
s Unannounced
e. Click the Notes for Next Review box and enter any notes for the next review. The information entered

in this box prints on the Sponsor Review Worksheet in the Review History section.

Note: Even though the Next Review Date box defaults to a certain value based on the review type,

you can change it, if needed.

f. In the Monitor section, select the Monitor, their arrival time, and their departure time.

g. Inthe Meal Type Reviewed section, select the meal type and age groups reviewed. Your selection
here affects the available options in the Meal tab. Note that if you select No Meal, the Meal tab is not
available.

h. Check the Annual Training Complete box if the Monitor recorded an annual training with the provider
during this review. If you check this box, the system assumes that training occurred and you can
supply any other relevant training information.

i. Check the Training box if any other training was completed with this provider. Then, enter the training
details: Start/End Time, Total Hours, Type, and Session Name.
6. Click the Meal tab and enter the information below. If you selected No Meal in Step 5g, go to Step 7.

a. Check the box next to each child in attendance for the meal. If this provider is set up for multiple

servings, and you indicated that the Monitor observed both servings in the General tab, check the box

next to the serving at which the child was present.
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{m Add New Review
Shelley, Mary 998894 Review Date: 04/03/2019  Meal: Lunch
General T Meal T Disallow T Other
ServingTime: #1 |_:_ 5
#|Name Age |Served 1 - Enter Infant
1-2 Frankenstein Vickor 1Y _I Foods
1-1|Woodville Mathilda | 3Y
r Was age-appropriate
milk served?
— Non-Infant:
Meat/alternate: I _I
Bread/Alternate: I _I
[~ Is this whole grain-ich?
Vegetable: I— _I
Fruit/Vegetable: I _I
Milk: |— =]
- Use Template
# of Children Observed: 0
# of Children Claimed: N/A
Infants Selected: 0
Meal Attendance Taken Provider Claim Source
’7(" Daily {~ Point of Service ’7(" Online Claim ™ Scannable Claim
Disallow
) Lo ] o |

b. Enter the foods served. Click Enter Infant Foods to enter any infant foods, if needed. You can leave

meal information blank, but if you do supply foods/attendance, the system cross-checks this

information when the claim is processed. Any discrepancy between what you note here and what the

provider has claimed causes an error when the claim is processed.

7. Click the Disallow tab. Use this tab to disallow meals based on information observed during the review.

Only use this tab if the Monitor noticed a situation during the review that required a certain meal or set of

meals to be disallowed.

a. Click the Disallow Infant Meals or the Disallow Non-Infant Meals box to disallow meals for a specific

age group. Checking neither box has the same effect as checking both boxes when you specify a

date and meal range.
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{m Add New Review

Shelley, Mary 998894 Review Date: 04/03/2019  Meal: Lunch
General T Meal T

T Other

[~ Use Calendar To Disallow

— Disallow Meals:

Each meal you check in the Starting Meal category will be automatically disallowed on
every day from the Starting Date to the day before the Ending Date.

Each meal you check in the Ending Meal category will be disallowed on just the Ending Date.
[~ Disallow Infant Meals [~ Disallow Non-Infant Meals

Dizallow Starting and Ending Dates must fall within the same calendar month as the Review.

Starting Date: |_Jr_.,r_ vI Ending Date: |_f_;_ vI

Starting Meal: Ending Meal:
[~ Breskfast [ PMSnack [~ Breskfast [ PMSnack
[~ AaMSnack | Dinner [~ AaMSnack | Dinner
[~ Lunch [~ Ewe Snack [~ Lunch [~ Ewe Snack
—Reasons:

Select all reasons for disallows in review month {no more than 8).
Use calendar to apply reasons to individual days.

[~ No Attend [~ Mo Records Meal Compaonents Don't
d £ Meet Reauirements
[~ NoMenus r Records out o Serving Sizes Don't Meet
[~ Over Capadity Date 1to 2Days Reauirements
r Records out of r Sanitation Doesn't Meet

[~ Lack of Food Variety Date 3 +Days Standards

Enrollments Mot Parent Motification 5 Day Attendance
r r v

Available Materials Missing Reconciliation Problem

[~ Other Reason |

Disallow
Add Another Calendar

. .

b. Click the Disallow Starting Date and Ending Date boxes and enter the first date and last date to be
disallowed. To disallow meals for one day only, enter the same date in these boxes.

c. In the Starting Meal section, check the box next to each meal to disallow from the starting date
through (but not including) the ending date.

d. Inthe Ending Meal section, check the box next to each meal to disallow on the ending date.

e. In the Reasons section, check the box next to each reason to apply to the disallowances.

Note: You can also disallow meals with the Disallow Calendar. To do so, check the U se Calendar
to Disallow box and then click Disallow Calendar. For more information see, Disallow Meals with
the Disallow Calendar. You must select reasons and save your progress before opening the

calendar.

8. Click the Other tab. Use this tab to record additional information about the review. None of the information
in this tab is required, and it is not checked when processing claims. You can reference this information in

certain reports.
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fm Add New Review

Shelley, Mary 998894 Review Date: 04/03/2019  Meal: Lunch

General T Meal T Disallow T

™ Mutrition Info Left :

Day Care Child Count: Ig
[ Eligibility Changed
[ can Claim Own Children Own Child Count: Io
[ Special Diet Statement I

Own Child Eligible Count: I
[ Mew Address 2 o
[ Helper Present Own Child Ineligible Count: Io
—Comments:

™ Civil Rights Review Complete

[ Building For the Future

[ woucher/Subsidy Children Present
[~ Corrective Action

[~ Whole Grains Served Daily

Left 4 Month Supply of:
[~ Regular Menus

[~ Infant Menus

[~ Enrollment Forms [~ Block Claim Visit [~ Elock Claim Validated

[~ Other Forms

(Mot printed on Sponsor Review Worksheet)

Date of Last
Training on File: |_‘r_‘r_ 'I Block Claim Reason: I--Select-- ;I

Pravider Tier: I— vl Provider Tier Reason: I—Select— LI
Provider Mixed Tier Determined by Parent's Income Eligibility [~

[~ Checkbox 1 Custom Date 1: |_‘r_‘r_ vI
[~ Checkbox 2 Custom Date 2: |_‘r_,r vI

Disallow
Add Another Calendar

. .

9. When finished, click Save.
10. Click OK at the confirmation prompt. At this point, you can click Add Another to add another review, or

click Close to close the window.
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Fill Out Scannable Review Forms

. . . . i . Last Modified on 07/14/2020 10:53 am
If you do not record reviews online, Monitors use a physical review form during on- cor

site visits to provider homes. Monitors record everything observed during a review on these forms. They consist
of the following sections:

e Top Section: This section is for recording basic information related to meal servings, as observed during
the review. This information can be cross-checked against the records reported by the provider during that
month. Some of the information in this section is required. This portion of the form is scannable.

e Bottom Section: This section is more open-ended. Your Monitors can use it to record any additional

information relevant to the review.

Scan review forms before processing a provider's claim. Minute Menu HX automatically saves all information
recorded in the top section of the form in the Minute Menu HX database. Then, during processing, this review
information is cross-checked when the provider's meals are analyzed, and any action required is automatically
taken by the Minute Menu HX processor.

When filling out forms, observe the following guidelines:

Use a #2 pencil.

e To erase a mark, use a pink eraser.

Never fold or staple your forms.

The Monitor and the Provider must both sign and date the form.

Filling Out the Top Section of the Form

1. Write the provider's six-digit number in the Provider Number boxes, and mark the bubble for the
corresponding number next to each box. This fields is required.
2. Bubble-in the class and type in the two rows of bubbles in the middle of the top section. The Class and

Type header section looks something like this:

() 30Day Review () Follow up Review
(O 1stReview (O Weekend Review
() 2ndReview () Dinner Review

) 3rd Review ) Not Home

For most Review Forms, you can mark one and only one bubble in the left column. You can mark as many
bubbles as you like in the right column. However, you must mark only one Class. You can mark as many
other choices in the header as you like. The following Class options are available

o 30 Day Review / 28 Day Review / 4 Week Review: This is the first review being done for this provider.

o Pre-Approval Review: The provider has not started to claim.

o 1stReview: The first review conducted in the fiscal year.

o 2nd Review/3"d Review/4t Review: The second through fourth reviews (if you conduct four reviews in
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a year).

o Follow-up Review: This review is a follow-up to a previously attempted review.

3. Mark your Monitor Number as assigned by your office. This must be marked on every review form to keep
track of who perform each review.

4. Bubble-in the circle for the Meal Observed. You must mark at least one meal, or mark that no meal was
observed.

5. Bubble-in the Month, Day, and Year in which the review was completed. When entering the year, you only
need to supply the last two digits.

6. If the provider you are reviewing serves meals in split shifts, bubble-in the Split Serving option if you are
observing the second serving of a particular meal.

7. Fill out the Menus for both infant and non-infant children according to the food you observe as served. Use
your agency's Food Chart when marking foods served, and use the provider's CIF or the Review Worksheet
to mark the relevant child numbers in the Attendance section. The resulting recorded menus should match
the provider's non-infant and/or infant menu that they have already filled-out. If you wish to write on a
provider's regular or infant menu form, use a highlighter only to mark the meal observed. Any other mark
causes an error when scanning the provider's form. This is optional.

8. On certain review forms, mark meals that should be disallowed. You mark disallowances on the review
form the same way you mark disallowances when entering a review into HX manually. If you indicate that a
disallowance should occur, you must supply a starting and ending disallowance date. Mark all disallowed
meals for the Starting date through (but not including) the Ending date. Then, mark all disallowed meals for
the Ending date itself. Leave this part of the form blank if you do not determine any disallowances are
needed.

9. Many review forms have a bubble to indicate that you completed Annual Training or Training Offered (or a
variation) during the review. Minute Menu HX can be configured to interpret any of these training bubbles
as one of two things:

o Training was actually offered during the review: When this review form is scanned, a provider
training record is created with the review. This review is created as an Annual Training type. If the
form also has arrival and departure times for the Monitor, these times are automatically applied to
the provider training record, as well.

o The Monitor checked the provider's records to confirm that the provider had completed the required
training: No provider training record is created, but the fact that training is complete is documented
with the review.

10. You can mark Other Information in the top section of certain review forms. This information includes

indications of whether forms were left, manual child head counts, and more. These fields are optional.

Filling Out the Bottom Section of the Review Form
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The bottom section of the review form allows your field staff to record a variety of miscellaneous information
about their visit. This information is not scanned into the computer, so you can make as many notes on that
section of the form as you like: answer questions as listed or write additional notes, if needed. Make sure that no
stray marks or lines go into the top section of the review form, since these marks may cause scanning errors.
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Validate Online Reviews

Monitors can record reviews online with any Internet-connected device while
present at the provider's home. Once these reviews are completed and finalized, they appear in your Minute

Menu HX database at Pending status. The next step is to validate the review. Reviews must be validated before
they are classified as the provider's review.

Last Modified on 12/22/2022 10:31 am
CST

You can view validated reviews in the List Reviews window. Validated reviews are also included in the Review

Reports.

1. Click the Tools menu and select Validate Online Reviews. The Validate Online Reviews window opens.

Select Al

L Validate Online Reviews
Tjtasab:ched Provid v Provider:
ovider
i A B - il
® Al Providers I.t’-‘-.ctwe ;I |_J'_J' - I_J I Select ;I
-Review Status: ———
o~ tonitor: e
@® Pending ’ I_SE|ECt_ LI (@) Last 12 Months
) Rejected () Current Fiscal Year
O validated O Al Years Refresh List
) Al Online Reviews
Select |# Provider Mame Maonitor |Date Review ReviewType | Meal |ReviewStatus ~
iew [ |oos464 |, A BG  |03/10/2020 |1st Standard F Pending
View [ |005463 |AA, AAA BG  |11/27/2019 |1st Holiday L |Pending
View [T [131313 |Accountluman, Tes| AF 10/04/2019 |2nd Evening Snac| A Pending
View [ [131313 [Accountluman, Tes| NM 10/03/2019 |30 Day Dinner B Pending
View [T |923829 |Aldrichs, NYC BG  |08/13/2019 |Preapproval |Split Serving A Pending
View [T [297393 [Anna, Anna MM |03/26/2020 |1st Standard B Pending
View [T [001240 |Brady, Alicee BG 10/26/2019 | 1st Dinner L Pending
View [T [o01240 |Brady, Alicee BG 10/18/2019 |30 Day Split Serving B Pending
View [T [001240 |Brady, Alicee BG 10/18/2019 |30 Day Dinner B Pending
View [T [o00234 [bug, test EG 11f27/2019 |1st Holiday B Pending
View [T [231678 |changedtest, modte| EG 12/04/2019 | 1st Standard Pending
View [T [o01239 [Cordova, Anna MM 12262019 |30 Day Standard B Pending
View [T |o01239 |Cordova, Anna BG 12122019 |2nd Standard Pending
View [T [o01239 [Cordova, Anna EG 12/04/2019 |Special / Eval|Dinner Pending v
Review Count: 48 Reviews Selected: 0

2. Filter the reviews that display.

a. Inthe Filter By section, select the All Providers option or the Selected Providers option. If you choose

Selected Provider, use the options in the Select Provider section to locate the provider to view.

b. In the Review Status section, select the status to view: Pending, Rejected, Validated, or All Online

Reviews.

c. Click the Monitor drop-down menu and select a specific monitor to view.

d. In the Date Range section, select one of the following options: Last 12 Months, Current Fiscal Year,

or All Years.

e. When finished, click Refresh List.

3. Click View next to a review to review it. The Provider Reviews window opens. You can click Print to print

this information. You can also click Online Review to open a report for this review. When finished, close
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this window.

ﬁ Provider Reviews

Anna, Anna 997993 Rewview Date: 03/26/2020 Meal: Breakfast

General T Meal

T Disallow T

Other

Date: |b3;25;2020 vI
Review: |1st Review vl
Type: ISIﬁndard Review vI

[~ Provider Inactive

[~ Followup Required

[~ MotHome

[~ Spedal / Evaluation Visit

[~ Technical Assistance Offered

[~ Unannounced

Last Review: 4/5/2020 - 3rd Review

Mext Review: |g?‘r26‘r2020 'I

Motes For Mext Review:

—Monitaor:

Manitor: Monitor, New (1)
Change

Monitor To: I —-Select--

Arrival Time: |os;52 am E
Departure Time: |os; 57 am E

=

—Meal Type Reviewed:

Meal: IEreakfast ;I

[+ Infant Check to

[+ Mon-Infant compare foods
Shift(s) .
Observed: ™ First

[~ Annual Training Complete

—Training: [~

Start Time: |_:_ E
End Time: | : E
Total Hours: I

Type: I—Select— ;I
Session
Mame: I
(printed on Sponsor Review Worksheet) | Print | Entered By: Online
| Save | | Close |

4. Check the box next to each review to validate.

5. Click Validate.

Rejecting Reviews

If there are reviews that were entered in error, entered for training purposes, or are otherwise not valid, you can

reject them.

1. Check the box next to each review to reject.

2. Click Reject.
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List Reviews

. . . . . . X Last Modified on 07/14/2020 1:19 pm
The List Reviews window lists all validated reviews in your system. Note that coT

Pending and Rejected reviews are not included in this window.

1. Click the Providers menu and select Provider Reviews. The List Reviews window opens.
2. Set filters, as needed.
o Filter By: Select Selected Provider or All Providers. If you choose Selected Provider, click the
Provider drop-down menu and select the provider to view.
o Filter Reviews By: Select the date range for which to view reviews: Last 12 Months, Current Fiscal

Year, or All Years.

o Search for Reviews Where: Click this link to use additional search options, such as Monitor, Review

Class, Meal, and so on. Click _X | 1o clear the values you entered in these boxes.

3. Click Refresh List. Reviews meeting the limits you set display.

Review Count: 46
—

i List Reviews
I?Dher I::\«f:iPr o Select Provider: Provider:
® Al Provider: IActi\re El| | [ = I—Selev:t— =]
Search for reviews where... Filter Reviews by:
Date Range:

(@ Last 12 Months

() Current Fiscal Year

O All Years Refresh List
# Provider Name Review Date Type Monitor MeaIIUnannounoedITrainingINot Homel -
231678 |changed, mod Preapproval | 1/19/2019 |Standard | ET L Add View Delete Dis Cal
001239 |Cordova, Anna 1st 12/14/2018 |Standard | BG r r T |add |view |Delete Dis Cal
001239 |Cordova, Anna 1st 11/27/2018 |Standard | BG Add View Delete Dis Cal
001239 |Cordova, Anna 1st 10,/10/2018 |Standard | PT B v Add View Delete DIS CAL
998885 |Dough, John 2nd 1/26/2019 |Standard | BG E v Add View Delete Dis Cal
003585 |DTest, Jennifer 3rd 1/27/2015 |Standard | BG B Add View Delete DIS CAL
654321 |evizi, test Preapproval | 1/25/2019 |Standard | BS A Add View Delete Dis Cal
995600 |Flats, Highland 3rd 8/9/2018 |Standard | BG Add iew Delete Diz Cal
995600 |Flats, Highland 1st 5/10/2018 |Standard | MM B Add iew Delete Diz Cal
001236 |Garda, Ramon 1st 1/24/2019 |Standard | BG B v Add View Delete Dis Cal
001236 |Garcia, Ramon 1st 12/3/2018 |Standard | BG L v Add View Delete Dis Cal
001236 |Garda, Ramon 1st 11/29/2018 |Standard | BG v Add View Delete Dis Cal
001236 |Gardia, Ramon 2nd 5/15/2018 |Standard | BG A |l r T |add |view |Delete Dis Cal o

Note: You can also access the List Reviews window from the Provider Information window. To do so,

click Reviews (to the right). The List Reviews window opens and displays reviews for the provider.

4. Click each column to sort the displayed information in ascending or descending order.
5. Click View next to a review to view the review details. When finished, click Close.

6. Click the monitor's initials in the Monitor column to view monitor information. You can update the

information in this window, if needed. Click Save to save your changes. Click Close to close this window.
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7. You can also do the following in this window:

o Delete: Click Delete next to a review to remove it from the provider's record. Respond to the
confirmation prompt.

o Add: Click Add next to a provider to add a review for that provider. This option is only available if you
filtered to All Providers in Step 2.

o DIS CAL/Dis Cal: Click DIS CAL/Dis Cal next to a review to open the Review Disallow Calendar for
that review. If this button is labeled in all caps, disallowance calendar information has been entered
for that review. If it is in lower case, no meals have been disallowed on the Review Disallow Calendar

for that review.

Dis Cal
Dis Cal
Dis Cal
DISCAL |-
Dis Cal
DIS CAL
Dis Cal
Dis Cal
Dis Cal
Dis Cal
Dis Cal
Dis Cal
Dis Cal

o Click Add Review to add a review for an individual provider. This button is only available if you

filtered to a singe provider in Step 2.
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Edit Reviews

Last Modified on 07/14/2020 1:25 pm
You can make changes to existing reviews, if needed. cot
1. Click the Providers menu and select Provider Reviews. The List Reviews window opens.
2. In the Filter By section, select All Providers or Selected Providers. If you choose Selected Providers, click
the Provider drop-down menu and select the provider.
3. Click Refresh List.

4. Click View next to the review to edit. The Provider Reviews dialog box opens.

ﬁ Provider Reviews
Cordova, Anna 001235 Review Date: 10/10/2018 Meal: Breakfast
General T Meal T Dizallow T Other
—Monitaor:

Date: ||10;10;2013 vI Manitor: Testing, Permissions (008)
) Change
Review: Im Monitor To: I—Select— ;I
Type: ISIﬁndard Review vI Arrival Time: |_:_ E
Depart..lre'ﬁme:l . E
[~ Provider Inactive —'—

[~ Followup Required —Meal Type Reviewed:
[~ NotHome Meal: IE"EE"HESJE LI
) ) ) [ Infant Check to
[~ Spedal / Evaluation Visit ¥ Non-nfant e e
[~ Technical Assistance Offered Shift(s) _
[~ Unannounced Observed: [ First

Annual Training Complete
Last Review: 12/14/2018 - ist Review r 3 pi

30 Day Review: 6/20/2018 —Training: v
Mext Review: |02‘rm‘r201g 'I Start Time: |12:00 pm E
Motes For Mext Review: End Time: |12:00 pm E
Total Hours: IU
Type: IAnnuaI Training ;I
Session
MName: |Trair1ing with Review

(printed on Sponsor Review Worksheet) | Print | Entered By: Scanned
Disallow
Delete Calendar | Save | | Close |

5. Change the information in each tab, as needed. You can also use the Disallow Calendar to add or remove
disallowances. For more information, see Add Reviews and Disallow Meals with the Disallow Calendar.
6. When finished, click Save.

7. Click OK at the confirmation prompt.
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Delete Reviews

| act Madifiad an N17/14/2020 1-22 nm

Warning! Deleting reviews can affect the way a provider's claim is processed. Only delete reviews that were
entered in error.

1. Click the Providers menu and select Provider Reviews. The List Reviews window opens.

2. Inthe Filter By section, select All Providers or Selected Providers. If you choose Selected Providers, click
the Provider drop-down menu and select the provider.

3. Click Refresh List.

4. Click Delete next to the review to delete.

5. Click Yes at the confirmation prompt.

Note: You can also delete reviews from the Provider Reviews window. Click View in the List Reviews
window. When the Provider Reviews window opens, click Delete.
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Disallow Meals with the Disallow Calendar

. . . . . . . . . Last Modified on 07/14/2020 1:24 pm
When adding reviews manually, editing reviews, and viewing reviews in the List coT

Reviews window, you can disallow meals on the Disallow Calendar. You can use this calendar to disallow meals
in the month of the review or one month prior to the review. To record disallowances for the previous month,

click to move one month back.

1. Click the Providers menu and select Provider Reviews. The List Reviews window opens.
o If you are adding disallowances to an existing review, click Dis Cal next to the review for which to add
disallowances. The Review Disallow Calendar window opens.
o |f you are adding a new review, click Add or Add Review (depending on your filter options). Then,
click the Disallow tab and check the Use Calendar To Disallow box. In the Reasons section, check the
box next to the disallow reasons. Then, click Disallow Calendar at the bottom of the window. The

Review Disallow Calendar window opens.

i Review Disallow Calendar - Shelley, Mary 998834 On Review Dated: 4/3/2019 23]
Click for Help  Diisallows cannot be added ar ¥ Use Calendar To Disallow Disallow All
edited if Use Calendar ta Disallow Meals on Day
s unchecked. r feals for Selected Day
Disallow Is For: B | s | o | P | o | E|
(OF ) all Infants
) 0-5 Months (O 6-11 Months - Dizallovy Beasons fon Selected Day
c | x| 1| I I I
< I > I Click for Reasons
April 2019 |
Sun | Mon Tue | wed |  Thr | Fri | sat |
1 2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30

MOTE: Upper caze letters are meals. Lower case are dizallow reasons.
A meal abbreviation in the calendar indicates that meal has been Close
dizalloveed for that date. 3 dots indicate day iz dizallowed.

2. Inthe Disallow is For section, select the age group to which the disallowance applies. If you need to apply

a disallowance to both infants and non-infants, you must first record a disallowance for infants and then
record a disallowance for non-infants.

3. Click the date for which to disallow a meal.

4. In the Meals for Selected Day section, click the meal to disallow. The abbreviation for the disallowed meal

displays on the date you selected. For example, to disallow Lunch, click L. To disallow all meals on a day,
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click Disallow All Meals on Day.
5. Inthe Disallow Reasons for Selected Day section, click the reason for this disallowance. To check what
disallowance reason applies to each abbreviation shown, click the Click for Reasons link. Selecting a

reason is optional and does not affect claims processing.
Note: You must select disallow reasons when entering the review and save before the disallowance

reasons display in this window.

6. Click Save.
7. Click OK at the confirmation prompt.

When you save disallowances in this calendar, each meal disallowed for a given day for a given age range
displays according to the filter set in the Disallow is For section. For example, if you select Non-Infants,
disallowances for non-infants display.

Each disallowed meal displays in capital letters on the calendar, any disallowance reasons display as lower-case
letters below the meal.

To clear a disallowance and reason, double-click u . Respond to the confirmation prompt.
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Add Foods

Last Modified on 05/02/2024 10:42 am
CcDT

Note: We have complied a list of CACFP resources for food buying and crediting in the CACP. Click here for
more information.

To add a new food to your food list:

1. From the menu to the left, click Foods.

2. Click Food List. The Food List page opens.
3. Click New Food.
4. In the Display section:
a. Click the Category drop-down menu and select the category in which to list the food.
b. Click the Name box and enter the name of this food.
c. Click the Spanish Name box, and enter the Spanish name for this food.
d. Click the Food Type drop-down menu and select the food type.
e. If your providers use scannable forms, click the Food Number box and enter a number between 1 and
288 that does not include the digit 9. Use the Food List report to make sure that you do not duplicate
food numbers within the same food type. You can also click Suggest to generate a number.
5. In the Nutritional Information section, click "' next to each nutritional marker that applies to this food:
o Vitamin A
o Vitamin C
o Whole Grain-Rich
Note: If you set Whole Grain-Rich to Yes, the food defaults to whole grain-rich when centers add
the food to their menus.
o High Fat
o High Salt
o |ron
6. In the Additional Information section, click "' next to each item that applies:

o CN - Child Nutrition: A child nutrition label is required.
o HM - Homemade: The food must be homemade to be creditable.
o DBL - Double Portion: The food must be a double portion.

7. Inthe Approvals section:
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a. Click "/ next to each meal for which this food is approved.

b. Click the Non-Infant, Infant 6-11, and Infant 0-5 drop-down menus and select Allow, Warn, or

Disallow.

8. In the Effective Dates section:

a. If this food is only approved starting on a specific date, click the Start box and enter a start date for

the food. If you want this food to be available immediately, do not add a start date.

b. If this food is only approved for a limited time, click the End box and enter an end date for the food. If

you enter a date in this box, the food will not be available once the end date is reached.

9. Click Save.

R Kiokare
#« L. 4 & > Foods > EditFood
& Observr ode Display
G >
Food it Coresony * Turkey
Food Categories Name: « [Turkey Burger

Food Rules

$ Biling Report

& Reviews
@ eforms v
@ Gethelp v
O Logout

‘Spanish Name:

Food Type: * Meat/Alt

Nutritional Information

Vitamin A o High Fat NG
Vitamin € 0 High Salt o
Whole Grain-Rich W) & Iron No

Additional Information

o~ Child Nutrton %
M- Homemade e ¢
08L - Dosble Fortion %

Terms | Privacy Policy | Cookie Pol

Approvals
Breakfast
Snack
Lunch/Dinner
Non-Infant:
Infant 6-11

Infant 0-5:
Effective Dates @
Start: (New Foods Only)

End:

Disallow

Pl ciam Frankenstein (993201) v §

271



Add CN Label Numbers to Foods

Last Modified on 05/02/2024 10:51 am
CcDT

When adding foods to your food list, you can include the CN label number somewhere in the food name. This
lets the State and your providers know that the food is a CN-labeled product being offered at meal service. The
CN label details should be stored on-location. If you choose to include these label numbers, develop a naming
convention that you use consistently across the board. Consistency makes it easier to track these foods.

The figure below show what this might look like in KidKare. The number after the dash is the CN label number.

RiioKare

w Observer Mode

Display
= Foods >
Category:
Food List e * |Breads "
Food Categories Name: * | Smuckers Uncrustables PB) Sandwich': 095165| |

Food Rules
Spanish Name:

$ Billing Report

- . Food Type: + | Meatralt .

For information about adding items to your food list, see Add Foods and Edit Foods.
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Edit Foods

Last Modified on 05/02/2024 10:51 am
CcDT

To edit an existing food on your food list:

1. From the menu to the left, click Foods.

2. Click Food List. The Food List page opens.

3. Locate the food to change. You can filter the displayed list, as needed.

o

o

Click Infant Cereal, Milk, Meat/Alt, Bread/Alt, Vegetables, and/or Fruit to filter to specific food types.

Click the Name box and begin typing a food name to filter the food list.
Click the Category drop-down menu and select the category to which to filter.
Click the Name, Category, Food Type, Start, or End columns to sort information in ascending or

descending order.

Click and select Yes to include expired foods, or select No to exclude expired foods.

A > Menus/Attendance > Food List Filters &

Meavalt [EICELE Vvegetables

Milk

Fruit

Infant Cereal

Name < Number ¥ Category * Food Type < Non Infant Infant 05 Infant 6-11 Stat ¥ End *
wheat
Wheat 080 Grains Bread/Alt @ @

Wheat Bread 051 Breads Bread/Alt

Wheat Bread 214 Breads Bread/Alt @

Whole Wheat Apple Bread 001 Breads Bread/Alt

Whole Wheat Cookies 213 Whole Grains Bread/Alt @

Showing 1to 5 of 5 entries. Previous - Next

4. Click the food to change. The Edit Food page opens.

5. Change the food, as needed.

Note: Do NOT add a Start date to existing foods. Adding a start date to an existing food removes the

food from your list until the start date is reached. You should only use start dates on new foods.

6. When finished, click Save.
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Remove Foods

Last Modified on 05/02/2024 10:51 am
CcDT

To remove a food from your food list, set an effective end date. Once this date is reached, the food will no longer
be available to providers.

To do so:

1. From the menu to the left, click Foods.
2. Click Food List. The Food List page opens.
3. Locate the food to remove. You can filter the displayed list, as needed.
o Click Infant Cereal, Milk, Meat/Alt, Bread/Alt, Vegetables, and/or Fruit to filter to specific food types.
o Click the Name box and begin typing a food name to filter the food list.
o Click the Category drop-down menu and select the category to which to filter.
o Click the Name, Category, Food Type, Start, or End columns to sort information in ascending or
descending order.
4. Click the food to remove. The Edit Food page opens.
5. In the Effective Dates section, click the End box and enter a date. This should be the last day that the food
is available to providers. Use today's date to remove the food immediately.

Effective Dates «

Start: (New Foods P~
only)

Enc: 50172023 i}
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Create Food Categories

Last Modified on 05/02/2024 10:52 am
CcDT

Categorize your foods to make it easier for your providers to select them when entering menus. These
categories are also included on your food chart. Watch the video below, or click a link on the table of contents to
jump to a specific food category task.

Adding Food Categories

1.

a M w DN

6.

From the menu to the left, click Foods.

Click Food Categories.

Click Add Category. A pop-up opens.

Click the Name box and enter a name for this category.

Click the Spanish Name box and enter a Spanish name for this category.

Display

Name: * |Vegetarian Protein

Spanish Name:

Click Save.

Editing Food Categories

1.
2.
3.

From the menu to the left, click Foods.

Click Food Categories.

Locate the category to edit. You can click the Name box or the Spanish Name box and begin typing a food
category to filter the list.

Click the category to edit.

Update the name and/or Spanish name, as needed.

Click Save.
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Deleting Food Categories

Before you can delete a food category, you must move all foods assigned to that category to a different
category. To do so:

1. From the menu to the left, click Foods.

2. Click Food List.

3. Click the Category drop-down menu and select the category you are removing. The foods assigned to that
category display.

4. Click the first food in the list. The Edit Food page opens.

5. Click the Category drop-down menu and select a new category for this food.

6. Click Save.

7. Click * atthe top of the page to move to the next food.

8. Repeat Steps 7-9 until all foods have been removed from the category you are deleting.
Now you can delete the category:

1. Click Foods.
Click Food Categories.
Select the category to remove. A pop-up opens.

Click Delete.

a M w DN

At the Are You Sure prompt, click Delete.
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Create Food Rules

Last Modified on 05/02/2024 10:54 am
CcDT

Create food rules that dictate how often a food is served or what foods can be served together. These are
referred to as food frequency and food combination rules. Watch the video below, or click a link to jump to a
specific rule type.

Adding Food Frequency Rules

Note: We strongly recommend that you review your existing rules before adding a new one to ensure that
you are not adding a duplicate.

1. From the menu to the left, click Foods.
2. Click Food Rules. The Rules page opens.
3. Click New Rule and choose from the following:
o Limit Foods/Day
o Limit Foods/Week
o Limit Foods/Month
4. The Food Frequency Details page opens. In the Display section:
a. Click the Name box and enter a name for this rule. This box is required.
b. Enter a description, Spanish name, and Spanish description, if needed.
5. In the Apply To section, select the age group and meals to which the rule applies:
. Click Infants or Non-Infants.

b. Click Meal or Child.

Q

c. Click "/ next to each meal to which this rule applies.
d. Click the Serving Limit box and enter the number of servings of this food allowed for the time period
you selected in Step 5.

6. In the Action section, select Warn or Disallow.
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@ Kidkare 0 T
a Foods > Food Frequency Details
ﬁ Observer Mode .
Display Apply To
= Foods >
Food List Name: N = Non-Infants Breakfast: ) No
Food Categories Description: . Child Snack: | ) No
Food Rules Lunch/Dinner: |) No
4 Billing Report Spanish
Name: Serving Limit: Max per Day
== Reviews v
Description: .
[« eForms ~ ACtlon
@ GetHelp v
Options
() Logout
“ Include foods served at meals that were disallowed |) Mo
for other reasons?
Include foods served at snacks where there were |) Ne
already 2 other valid foods at the snack?
7. In the Options section, click '/ next to each setting that applies:

o Include Foods Served at Meals that were Disallowed for Other Reasons
o Include Foods Served at Snacks Where There were Already 2 Other Valid Foods at Snack
8. Click Next. The Select Food Restriction page opens.
9. Select a food type, category, or food to restrict.
o To restrict a food type:
1. Click Food Type.
2. Select the type.
o To restrict a food category:
1. Click Category.
2. Click the category in the first box and drag and drop it into the Selected Items for Rule box. You
can click the Type to Search box and enter a category name to filter the categories that display.
o Torestrict a specific food:
1. Click Select Foods.
2. Click the food in the first box and drag and drop it into the Selected Items for Rule box. You
can click the Type to Search box and enter a food name to filter the foods that display.

10. Click Save.
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@Kidkure
# > Foods > Select Food Restriction

® Foods >
- To add tem B
ood Uit
‘Polé‘
;
ood Categories Augrtin/ Scalloped Potatoes Instant Potatoes
Food Rules Potato Bread Chicken Vegetable Soup w/ Potatoes & Carrots
§ Biling Report Potato Salad Potato Skins
Sueet Potstantams Potato Soup
& Reviews v
s Potatoes (Baked / Mashed)
@ eform: v
@ Gettep v
© Logowt

Terms | Privacy Policy | Cookie Policy

O

Adding Food Combination Rules

1.
2.

From the menu to the left, click Foods.

Click Food Rules. The Rules page opens.

Click New Rule and choose from the following:
o Any 2 Foods
o All Foods

The Food Combination Details page opens. In the Display section:

a. Click the Name box and enter a name for this rule. This box is required.

b. Enter a description, Spanish name, and Spanish description, if needed.
In the Apply To section, select the meals to which the rule applies.

In the Action section, select Warn or Disallow.
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#@KioKare z:e
a_ Foods Food Combinatien Details

Ob: Mod .
A Oteenerbiode Display Apply To
= Foods >

Name: * Breakfast Il ) No

Food List -

Food Categories Description: Snack " ANG

Food Rules Lunch/Dinner lil) No
¢ Biling Report Spanish Name:

Action
&= Reviews - Description:
(w eForms v
% Messages OpflOI"lS
@ GetHelp v
Print description on provider error letters? 1) No
() Logout
& Back m
Copyright © 2021 - Minute Menu Systems, LLC - All Rights Reserved
Terms | Privacy Policy | Cookie Policy H
7. In the Options section, click '/ next to Print Description on Provider Error Letters to include this

warning/disallowance on Provider Error Letters.
8. Click Next. The Select Food Restriction page opens.
9. Select a food type, category, or food to restrict.
o To restrict a food type:
1. Click Food Type.
2. Select the type.
o To restrict a food category:
1. Click Category.
2. Click the category in the first box and drag and drop it into the Selected Items for Rule box. You
can click the Type to Search box and enter a category name to filter the categories that display.
o To restrict a specific food:
1. Click Select Foods.
2. Click the food in the first box and drag and drop it into the Selected Items for Rule box. You
can click the Type to Search box and enter a food name to filter the foods that display.

10. Click Save.
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@riokare

i Observer Mode

Foods >
Food List

Food Categories

Food Rules
Billng Report
Reviews v
eForms. v
Get Help v
Logout

A > Foods > Select Food Restriction

Food Type [ENCT Select Foods

D - G

To add item to the rule drag and drop >

E]

Selected items for rule

Pork

Potatoes

Copyright © 2020 - Minute Menu Systems, LLC - All Rights Reserved
Terms | Privacy Policy | Cookie Policy
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[VIDEO] Mark Whole Grain-Rich Foods

Last Modified on 05/02/2024 10:47 am
CDT

Mark all whole grain-rich foods on your food list. Foods that are marked as whole grain-rich on the food list
default to whole grain-rich when providers select it on menus. However, only mark foods that are always whole
grain-rich. Providers can mark any bread/alternate as whole grain-rich when the meal is recorded.

Examples of whole grain-rich foods that you can mark as whole grain-rich in the food tool:

Whole wheat
Brown rice

Wild rice
Oatmeal

Bulgur
Whole-grain corn

Quinoa

Examples

A provider selects tortilla as the bread/alternate item. They can indicate when recording the tortilla that it was
whole grain-rich. Tortillas may or may not be whole grain-rich, so let the center indicate whether it was when
the meal was recorded. Do not mark tortillas as a whole grain-rich food in the food tool.

A provider selects brown rice as the bread/alternate item. Brown rice is always a whole grain-rich food. Mark
brown rice as whole grain-rich in the food tool so that it automatically defaults as whole grain-rich when the
center records the meal.

To mark a food was whole grain-rich:

AW

o

From the menu to the left, click Foods.
Click Food List.
Click Bread/Alt at the top of the page to filter to just your breads/bread alternates.

Click the food you need to mark. The Edit Food page opens.

In the Nutritional Information section, click "'/ next to Whole Grain-Rich to set it to Yes.
To lock the slider in the on/off position, click the lock icon. For example, you can lock the slider to Off for
foods like white bread and club crackers, or you can lock it to On for foods like brown rice or whole wheat

pancakes.
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Nutritional Information

Vitamin A JiJ No High Fat [ ves ()
vitamin C JiJ No High Salt ) No

Whole Grain-Rich [ ves )" Iron ) No

Providers should be trained to know how to identify whole grain-rich foods and verify that the whole grain-rich
option is selected or deselected accordingly when recording the meal, regardless of how the food defaults.
Direct your providers to the Recording Whole Grain-Rich Food article on the KidKare help site for more
information.
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Limit Juice

Last Modified on 05/02/2024 10:52 am
CcDT

Juices are limited to once per day for non-infants and not allowed at all for infants. As such, you need to ensure

that you do the following:

e Mark all juices as juice in the food tool.

e Ensure that all juices are set to Disallow for infants.

e Ensure that juices are all stored in the Juices category.

To do so:

1. From the menu to the left, click Foods.

2. Click Food List.

3. Click the Name box and type juice to filter to the majority of juices. You may also need to search for cider

or any other juice that does not have the word juice in the name later. You can also click Vegetables and

Fruit at the top of the page to limit to all foods in those categories, and then search within those

categories.

4. Click the juice to update.

5. Click the Category drop-down menu and assign the juice to your Juice category.

6. Ensure that the Food Type is correct. For example, apple juice should be a fruit, and carrot juice should be

a vegetable.

7. Click

section are automatically set to Disallow and cannot be changed.

/ next to Juice to mark this as a juice. The Infant 6-11 and Infant 0-5 boxes in the Approvals

@ioare o
# > Foods > EditFood
i ObserverMode « | Apple Banana Juice >
® Foods )
Display Approvals
Food List
Food Categories Category: + [Juces (100% uice Oty Breakfast s ¢
Food Rules Nome: snack @
§ BilingReport o
Spanish Name: Apple Banana Juice Lunch/Dinner u
& Reviews .
- Non-Infant Allow
@ eforms v Food Type: * | Fruit
Infant 6-11: B
o s N —
Infant 0-5:
¢ Logout e N Disallow
Nutritional Information
Effective Dates 1@
Vitamin A o
Vitamin € @ o Start: (New Foods Only)
Whole Grain-Rich %) & No End:
Additional Information
CN- Child Nutrition
HM - Homemade
DBL - Double Portion
Terms | Privacy Policy | Cookie Policy q
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9. Click # to move to the next juice on your list.
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Print Your Food Chart

In order to print your food list:

1. From the menu to the left, click Foods and select Food List.

Last Modified on 05/02/2024 10:50 am
CcDT

2. Click Export. A spreadsheet downloads. From here, you can customize the list with your own logo, contact

information, and so on.

4 > Menus/Attendance > Food List

Infant Cereal

milk ‘ Meat/Alt ‘ Bread/Alt

Vegetables

Fruit ‘

Name * Number

1% or Skim/ Whole under 2 1

Sample report:

< Category

Milk

+ Food Type

Milk

¥ Non Infant

Find Buplicates

Infant 0-5 Infant 6-11 Stat * End

@ @
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VEGETABLES

=7

215

#H

210
21
212

nned, Dried

rtichokes
Hsparagus
Huvocado
Eaked Beanz
BakedPatato
Eizan Sprouts
Beats
Black Beans
Elackeyed Peas
Eick Choy
Brocooflower
Broccali
Biruzsels Sprouts
Eiutrarnut Squaszh
Cabbage, Fed ! Whie
Caezar Salad”
Carrotz
Cauliflow er
Celzry Sticks”
Cole Slaw
Collard Greens
Com
Cucumberz
Eaqgplant
English Peas
French Fries
Fresh Tomatoes
Garbanza Beans
! Chick Peas
Great Narthern Beans
Greek Salad
Green Beans
Green Onions ! Scallions
Green Peas
Greens
Greensz, Mustard
Hazh Browns
Inztant Patatoes
Kale
Kale
Fale Salad "LOISH
Lentilz
Lettuce ©
LimaEBeans
Mazhed Patatoes
Mized Yegetables
MungBeans
Mawy Beans
Mew | Fed ! \white
Patatoes
Okralfresh)
Olives
Other Beans
Other Wegetables
Parznip

> Fruit.Veg

Fresh, Frozen, Lanned,
154 Peppers. Green
## Peppers. FRed
261 Pickles
215 Pinto Beans
##  Pork and Beans
221 Patato Salad
##  Potato Skins®
216 Patatoes, Augratin
##  Potatoes, Scalloped
##  Red/Kidney Beans
##  Refried Beans

23 Salza
## Sauerkraut
##  Spinach

##  Stew Vegetables
241 Stewed Tomatoss
## Sweet Potatofams
## Tater Tots

##  Tomato Paste

##  Tomato Sauce

##  Tomatoes, Pures
##  TozzedSalad”

# Turmips

01 Turmips

# wlan i Wellow Beans
## White Squash

## ellow Squash

CHILDREN'S FOOD CHART
FRUITS

Fresh, Frozen, Lanned, Urisd

Urie-d

## Zucchini Siuash

##  Bean Soup

## ComChowder
# Lentl Soup

251 Minestrone Soup
## Other Soups

##  Potato Soup

## Split Pea Soup
## Tomato Soup

##  Wegetable Soup

Meat.Bread

Legend

Apples
Applezauce
Apricats

Bananas
Blackberriesz
Blusberries
Elueberry Pie Filling*
Eiousenberries
Cantaloupe
Cherries

Cherry Pie Filling *
Cranberries
Cranberries (Felish
! Sauce]

Dates

Fig=s

Fruit Cockeail

Fruit Salad
Grapefruit
Grapes"

Guava

Haneydew Melan
Fini

Finvifruit

Mandarin Oranges
Mangos

[ired Froit
Mectarines
Oranges

Papaua

Peaches

Pears

Pineapple
Plaritain

Plums

Prunes

FPumpkin Pie Filling ®
Raisins & Fruit{ Weg®
Raspberries

Sitraw berries
Tangerines
‘watermelon

Apple Coml o
Apple Juice "

Caribbean Juice Splash”
Carrat Juice

Cherry Juice "

Cranberry ! Combinations
Juiice

Fruit Punch il
Grape Juice " O Statement Required
Grapefruit Juice 12 Parent Supplied Infant
Juicy Juice Farmula ! Breast Milk
Mired Juice " 13 Provider Supplisd WELSE [ABLESHFHLIES
Infart Formula Make selections trom the regular bood chart,
Fruta.Vegetal Carne.Pan Leyenda +

J ] MILE
53 | Orange Combinations 1 1 orSkim!
Juiicee * ‘whale under 2°
52 Orange Juice”
E5  Pineapple Combinations
Ed  Pineapple Juice®
66 Popsicles (10052
Juice QML
57 Prune Juice
65 Raspberry Juice®
TO | Tangerine Juice "
71 Tomato Juice
T3 W-G Juice "
INFANT FOOD CHART
211 Infart Beef 201 Infant Barley Cereal
212 Infant Chicken ##  Infant High-Pratein Cereal
210 InfarcEgg ##  Infant Mized Cereal
213 InfantHam ##  Infant Oatmeal Cereal
21 Infant Lamb ##  Infant Rice Cereal
215 Infant Turkey 201 Infant Barley Cereal
216 InfantYeal ##  Infant High-Pratein Cereal
36 Infant“vogur BRILD ##  Infant Mized Ceraal
##  Infant Datmeal Cereal
##  Infant Rice Cereal

INFANT MIL RMULA

Mon-lran Fort. Infant Formula,
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Approve Providers for Menu Plans

. . o . Last Modified on 07/14/2020 1:47 pm
You can configure Minute Menu HX so you specifically approve or disapprove coT

individual providers for menu plans. You can also set up menu plans to be used by all providers, regardless of
the settings in a particular provider's profile.

Note: KidKare providers can always use Provider Scheduled Menus and Provider Menu Templates,
regardless of the settings in the Provider Information window.

To set up a provider to use any of the menu plan types:

1. Click the Providers menu and select Provider Information. The Provider Information window opens.

2. Click the Providers drop-down menu and select the provider.
3. Click the Meals tab.
4. In the Menu Plans Allowed section, check the box next to each menu the provider can use:
o Master Menus
o EZ Menus
o Provider Cycle Menus
o Sponsor Cycle Menus
General T Contact T Licensing T Tiering T Meals ]/:
— *Days Allowed: —Menu Plans Allowed: ———————
[ Sunday ¥ Master Menus
¥ Monday ¥ EZ Menus
[l Tuesday ¥ Provider Cyde Menus
[¥ Wednesday v Sponsor Cyde Menus Menu ¢
W Thursday ~PTEUITET LYo FEn DETee"
v Friday Starting Date: | -
[~ saturday Ending Date: N -
5. Click Save.

Note: You may also need to supply an effective date range for provider cycle menus. Providers are only
approved to use provider cycle menus during the date range you set. If Preference E.004c is set to Disallow,
providers are disallowed if they attempt to claim a provider cycle menu outside of this date range.
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Manage Menu Numbers

. . Last Modified on 07/14/2020 1:49 pm
You must assign a number to every menu plan. Providers use use these numbers on cot

scannable menu forms. Regardless of the menu plan you create, providers approach scannable menu forms the
same way each time: they bubble-in M to indicate this is a planned menu, and then they bubble-in the menu
number in the lowest Fruit/Vegetable row for that meal. If your providers use KidKare, the numbers are not
important, but they are still required.

When assigning menu numbers, keep the following guidelines in mind:

e Each menu plan number must be unique. You cannot record master menus with numbers that overlap with
cycle menus or vice versa. So, if you allow your providers to create cycle menus, reserve a set number
range for those menus.

e EZ menus are assumed to be Menu #1.

e Menu plan numbers cannot contain a 9. There is no number 9 in the food sections on Minute Menu HX

scannable menu forms.
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e Breakfast
e Lunch/Dinner

e Snacks

Watch the video below, or click one of the following links to jump to a specific Master Menu task.

[VIDEO] Create & Manage Master Menus

Adding Master Menus

1. Click the Menu Planning menu and select Master Menu Plans. The Master Menus window opens.

o Last Modified on 08/06/2020 11:20 am
Master Menus are templates created specifically for the USDA meal pattern. As coT

such, there are three types of Master Menus:

L Master Menus

Please double dick on any Master Menu below to edit that existing Master Menu, or dick 'Add' to
create a new reusable Master Menu template for the appropriate type of meal for your providers.

Breakfasts | weny Name | Meat | Bread | vegetable | Fruit -
m MM#002 Kashi (0&3) Apples (00|
MME003 Scones (044) Bladcberrie‘ﬂ
MME004 Cheerios f Variety (155) Bananas (C
MMEO005 Wheat Bread (048) Hash Browns (257)
MM&E007 Sausage - Pork {083) Muffins (026) Cantaloupe
MMEONR Cod (053) Rire Crisnies [ Warietw (2. Famhnn Shants (1551 Fruit Sare
[ T 3
Snacks Menu Mame | Meat | Bread | Vegetable | Fruit -
MM&002 Quick Breads (040) Mixed Fruit|_|
MM#003 Peanut Butter (130) Celery (164) 3
MM#004 Biscuits (002) Plums (041
MME005 Mozzarela Cheese (155) Crackers (056) Apple Juice _
MM&NMN7T Bran MufRne NN Mantalaine
4 m | r
I_UI:ICth Menu Mame I Meat I Bread I Vegetable | Fruit/Veg
Dinners MM&002 Fish Sticks (057) Brown Rice (118) Butternut Squash (161) Green Salad (z
m MM#003 Roast Beef (021) Biscviits (002) Carrots (152) Tangerines {0¢
MM&004 Beef Ground (001) Spaghetti Noodles (112) Corn {166) Brussels Sprou
MM&Z005 Pork Chops [ Cutlet (075) Bread Sticks (004) Sweet Potato/Yams (264)  Green Beans (.

L1

Print All Menu
Templates

2. Click Add under the appropriate meal. For example, to add a Lunch menu, click Add under

Lunches/Dinners. The Add New Master Menu dialog box opens.

3. Click the Number box and assign a number to this Master Menu. This number is what providers use on

scannable forms (if you use scanning).

290



o You must assign a number to this menu, even if your providers use KidKare.

o Use a unique number. You cannot use the same menu number more than once. This includes any
cycle menus you have set up.

o Do not use any numbers that include a 9. This is because there is no number 9 in the Food sections
on the Minute Menu HX scannable forms due to space constraints.

4. Click the Template Name box and enter a name for this master menu.

5. In the Choose Foods section, click =| next to each food component to select. Your food list displays.
6. Click a food to select it.The food list closes and the food you selected displays in the appropriate
component box.

7. If you add a Bread/Alternate that is a whole grain, check the Is This Whole Grain Rich box.

——
e G e

Lunch/ Dinner Template

Mumber: [ 100
Template Name: IChicken & Rice Bowl

- Choose Foods:
Meat/Alternate: |Chicken Breasts (034) _|

Bread/Alternate: IBrown Rice (118) _I
| 1s this whole grain-rich?

Vegetable: |groccoli (150) =

Fruit/Vegetable: |Carrots (152)

Mille: |l% or Skim over 2/2% or _I

8. When finished, click Save or Add Another.
9. Click Yes at the confirmation prompt. If you clicked Add Another, the boxes in the Add New Master Menu

dialog box clear so you can add a new menu. If you clicked Save, click Close to close the Add New Master

Menu dialog box.

Editing Master Menus

1. In the Master Menus window, double-click the menu to change. The Edit Master Menu dialog box opens.
2. Update the selected components, as needed.
3. When finished, click Save to save your changes.

4. Click Yes at the confirmation prompt. Click Close to close the Edit Master Menu dialog box.

Removing Master Menus

Note: You cannot delete Master Menus that have been claimed. You can change the foods and update the
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menu, but you cannot delete it.

1. Inthe Master Menus window, double-click the menu to delete. The Edit Master Menu dialog box opens.

2. Click Delete. The menu is deleted.

Printing Master Menus

1. In the Master Menus window, click Print All Menu Templates. The Select Mode dialog box opens.
2. Select English or Spanish.

3. Click Continue. The Select Master Menu Meals dialog box opens.

Chooze Master Menu Meals

Breakfast
Lunch/Dinner
Snack

4. Select All Meals, Breakfast, Lunch/Dinner, or Snack.

5. Click Continue. A PDF is generated. You can print or export it.
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Create & Manage Cycle Menus

Last Modified on 07/14/2020 1:53 pm
Cycle menus are menus that correspond to each day of the week. You can create  cor

sponsor cycle menus that all providers can access, and you can create provider-specific cycle menus. Minute
Menu HX comes with 42 generic menus that correspond to the six meals of the day times seven days of the
week. Foods are not assigned to any of these meals, but these meals exist so you do not have to supply up to 42
meals worth of foods for the given cycle.

When claims are processed using this cycle, they are processed as if the meals had all required food
components. You can supply foods for specific meals if you like, or you can leave the cycle as-is without the
foods.

If certain days or meals do not apply to the cycle, leave those days/meals blank. If a provider attempts to claim
this cycle for a day/meal that is not part of the cycle, the meal is disallowed when you process the claim.

Adding Cycle Menus

1. Click the Menu Planning menu and select Provider Cycle Menus or Sponsor Cycle Menus.

2. If you are adding a provider cycle menu, click the Provider drop-down menu and select the specific
provider.

3. Click the Cycle Number box and enter the number to assign to the cycle.

4. Click Add New. This creates a generic cycle with empty menus for all six meals of the day for all seven

days of the week.
Note: If you enter a cycle number number that is already in-use, you are prompted to select a new one.
5. Click the Day of Week drop-down menu and select the day of the week for which to plan menus.
6. In each meal section that applies (Breakfast, AM Snack, Lunch, PM Snack, Dinner, and Evening Snack),

click =l nextto each meal component and select the appropriate food. You can also click Use Master

Menu to select a menu from your saved master menus.
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ﬁ Plan Sponsor Weekly Cycle Menu

Cvdehurber:llzo ~|| Add New | Day of Week: | -

- Breakfast: A.M. Snack: - Lunch:
Use Master Menu | Use Master Menu | Use Master Menu |
Meat/Alternate: |Farmer Cheese (151 _I Meat/Alternate: _I Meat/Alternate: [Tuna (058) _I
Bread/Alternate: _I Bread/Alternate: _I Bread/Alternate: [yheat Crackers (25° _I
[~ Is this whole grain-rich? [ 1s this whole grain-ich? [v Is this whole grain-rich?
Vegetable: _I Vegetable: _I Vegetable: |Broceoli {160) _I
Fruit! |peaches (038) _I Fruit: _I Fruit/Vegetable: [ssparagus (153) _I
Delete | Mik: [skim (over 2) (4) | | Delete | Milk: ] Delete | Milk: |19 or Skim over 2/2 - |
- P.M. Snack: Dinner: Evening Snack:
Lise Master Menu | Lise Master Menu | Ise Master Menu |
Meat/Alternates [ogurt (187) .||  Meatlemate: [ .|| MestAtemate:| |
Bread/Alternate: _I Bread/Alternate: _I Bread/Alternate: _I
[~ Is this whale grainrich? [ 1= this whole grain-ich? [ Is this whaole grain-ich?
Vegetsble: [ .| Vegetable: -] Vegetable: -
Fruit: |peaches (035) _I Fruit/Vegetable: _I FILE _I
Delete | Milk: _I Delete | Milk: I _I Delete | Milk: I _I

Delete Entire Delete Cycle Save Close
Day Menu

7. Click Save.

8. Repeat Steps 5-7 for each day to plan.

Editing Cycle Menus

To change a cycle menu:

1. Click the Menu Planning menu and select Provider Cycle Menus or Sponsor Cycle Menus.

2. If you are editing a provider's cycle menu, click the Provider drop-down menu and select the specific
provider.

Click the Cycle Number drop-down menu and select the cycle menu to change.

Click the Day of Week drop-down menu and select the day of the week to change.

Update meal components, as needed.

To remove a meal from a day, click Delete in the appropriate meal section.

Click Save.

N o o~ w

Deleting Days from Cycle Menus

1. Click the Menu Planning menu and select Provider Cycle Menus or Sponsor Cycle Menus.

2. If you are deleting a provider's cycle menu, click the Provider drop-down menu and select the specific
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provider.
Click the Cycle Number drop-down menu and select the menu number.
Click the Day of Week drop-down menu and select the day to remove.

Click Delete Entire Day.

o o > w

Click OK at the confirmation prompt.

Deleting Cycle Menus

To delete a cycle menu:

1. Click the Menu Planning menu and select Provider Cycle Menus or Sponsor Cycle Menus.

2. If you are deleting a provider's cycle menu, click the Provider drop-down menu and select the specific
provider.

3. Click the Cycle Number drop-down menu and select the menu number.

4. Click Delete Cycle Menu.
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Create & Manage EZ Menus

. . Last Modified on 07/14/2020 1:57 pm
EZ Menus are date-specific scheduled menus. Providers who use scannable menu  cor

forms would mark #0171 and then mark the M bubble. KidKare providers simply select the EZ Menu they need
when recording meals. You must have created a valid EZ Menu for that specific date and meal, otherwise the
meal will be disallowed when processed.

Adding EZ Menus

1. Click the Menu Planning menu and select Plan EZ Menus. The Plan EZ Menus window opens.

2. Select the month to plan. this month defaults to the current claim month. Click > to move to the next

month.
3. Click the date for which to plan menus.

4. Click View Day. The Plan EZ Menus for a Specific date window opens.
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5.

ﬁ Plan EZ Menus for a Specific Date
Menu Plan for: | Tiesday 04/23/2013 _~|
Breakfast: A.M. Snack: Lunch:
Use Master Menu | Use Master Menu |
Meat/Alternate: _I Meat/Alternate: _I Meat/Alternate: _I
Bread/Alternate: _I Bread/Alternate: _I Bread/Alternate: _I
[ Is this whole grain-rich? [ Is this whole grain-ich? [ Is this whole grain-rich?
Vegetable: _I Vegetable: _I Vegetable: _I
Fruit: _I Fruit: _I Fruit/Vegetable: _I
Delete | Mill: _| Delete | Mille: _| Delete | Mill: _|
P.M. Snack: Dinner: Evening Snack:
Use Master Menu | Use Master Menu | Use Master Menu |
Meat/Alternate: [ _I Meat/Alternate: [ _| Meat/Alternate: [ _|
Bread/Alternate: _I Bread/Alternate: _I Bread/Alternate: _I
[ Is this whole grain-rich? [ 1s this whaoke grain-rich? [ Is this whole grain-rich?
Vegetable: [ .| Vegetable: [ | vegetable: [ |
Fruit: _I Fruit/Vegetable: _I Fruit: _I
Delete | Milk: _I Delete | Milk: I _I Delete | Milk: I _I
[ sowe | [ owe |
Day

In each meal section that applies (Breakfast, AM Snack, Lunch, PM Snack, Dinner, and Evening Snack),

click = nextto each meal component and select the appropriate food. You can also click Use Master

Menu to select a menu from your saved master menus.

6. Click Save.

Deleting EZ Menus

o o kc 0N

Click View Day.

Click a day with an existing EZ Menu.

Click Delete Entire Day.

Click OK at the confirmation prompt.

Printing EZ Menus

—_

Select the month to plan. this month defaults to the current claim month.

Click the Menu Planning menu and select Plan EZ Menus. The Plan EZ Menus window opens.

. Click the Menu Planning menu and select Plan EZ Menus. The Plan EZ Menus window opens.

. Select the month to plan. this month defaults to the current claim month.

. Click a day with an existing EZ Menu.

. Click View Day.
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5. Click Print.
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Update Sponsor Information

. . . . . Last Modified on 07/14/2020 2:02 pm
To verify that your company information so that it prints correctly on reports: coT

1. Click the Administration menu and select Sponsor Information. The Sponsor Information window opens.

30

- 111 Dema Street
Cremo Unify Sponsor
Demo [ca Zim: [22222.0000

u g s s C o |

December 201 993777308

2. Confirm that the displayed information is correct.

3. If you make any changes, click Save.
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Update the Sponsor Calendar

. Last Modified on 07/14/2020 2:05 pm
Use the Sponsor Calendar to set up state and federal holidays that your agency coT

recognizes to ensure the system properly applies the holiday-based processing rules you have set up to those
days. You can also set up school out days for the same purposes.

We recommend that you set up holidays and school out days at least one to two months ahead of time. By
doing so, providers that use KidKare also have these days on their calendars as they edit information for that
month.

1. Click the Tools menu and select Sponsor Calendar. The Holidays and School Vacations window opens.

2. Click and = to select the month in which to work.
3. To add a holiday:

a. Click the text box at the top of the window and enter the name of the holiday you are adding.

b. Click @ , drag it, and drop it on the appropriate day on the calendar. The holiday displays on the

calendar.

4. To add a sponsor-wide school out day:

a. Click ﬁ , drag it, and drop it on the appropriate day on the calendar. The School Out Meals dialog

box opens.
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b. Check the box next to each meal to which this applies. If school is out for only part of the day, clear
the box next to each meal that does not apply.
c. Click OK. The school-out day is added to the calendar. This holiday applies to all school-aged

children.

5. To add long-term school vacations:

a. Click Add School Vacations. The School Vacations dialog box opens.
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b. Click the Starting Date box and enter the start of school vacation.
c. Click the Ending Date box and enter the end of school vacation.

d. Click Update. School vacation for the date range you entered are added to the calendar.

6. To remove any holidays and school out days:

a. Double-click a day to view details for that day.
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Select a row from the list below and dick Delete to delete the selected calendar entry.

To edit meal spedific info, double-didk on a row from the list below.

Calendar Entr Created B Created On
School Out Day: Demo Unify Sponsor 0993999 03272019 10:25 AM

b. Click the holiday/school out day to remove.
c. Click Delete.
d. When finished, click Close to return to the calendar.
7. Toremove long-term school vacations:
a. Click Delete School Vacations. The School Vacations dialog box opens.
b. Click the Starting Date box and enter the beginning of the range to remove.
c. Click the Ending Date box and enter the ending of the range to remove.

d. Click Delete. The vacations are removed.
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Check Your Rates

Last Modified on 07/14/2020 2:07 pm

You can verify at any time whether Minute Menu HX has the proper rates for your  cor

provider reimbursement (both federal and state for those states where there is supplemental reimbursement),

as well as your administrative reimbursement.

To check reimbursement rates:

1. Click the Administration menu and select List Reimbursement Rates. The List Reimbursement Rates

2. Click the Select Claim Month drop-down menu, and select the claim month for which to view rates.

3

window opens.

L List Reimbursement Rates
Recompute:
Select Claim Manth:  |LGELEE = (¢ State " Federal
Federal Rates For 46 Contiguous States
Effective |T1Brk T1lun T1Din TisSnk |T2Brk T2Llun T2 Din T2 5nk
2018-07|61.31  |$2.46  |52.46  |£0.73 (S04 |§L.48  |S148  |S0.20 _
2017-07|61.31  |$2.46  |s2.46  |€0.73 |e0.48  |$1.438 |s1.45  |s0.20
2015-07|61.31  |$2.468  |52.46  |£0.73  |e0.48  |§1.49  |51.49  |$0.20
2015-07|61.32  |$2.48 |s2.48  |€0.74 |e0.48  |$1.50 |SL.50  |s0.20
2014-07|61.31  [$2.47 |82.47 |€0.73 |e0.48 [§1.49 (5149  [$0.20
Sponsor State Supplemental Rates for CA
Effective|T1Brk |T1Ams |Tilun |TiPms |TiDin |T1Evs |T2Brk |T2Ams |T2lun |T2Pms |T2Din |T2Evs
2015-07|0.08373 0.03873 0.03873 0.03873
Recompute Claim Amounts

. In the Recompute section, select State or Federal. This option may not be available in your state.

4. Click Recompute Claim Amounts.

5

. When finished, click Close.

To check administration rates:

1. Click the Administration menu and select List Administration Rates. The Administration Rates window

opens.
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[ List Administration Rates (=23
Federal Administration Rates For 48 Contiguous States
Effective Initial 50 MNext 150 Mext 800 |Each Additional| =
2018-07 $118.00 £90.00 §70.00 552,00 J
201707 £114.00 S87.00 $63.00 S50.00
2016-07 $112.00 £86.00 $57.00 £59.00
2015-07 £111.00 S35.00 $66.00 $58.00
2014-07 $111.00 £85.00 S66.00 £58.00 -
Select Claim Month: | tarch 2019 -
Initial 50 -  $118.00 X 1-60 0= $0.00
Mext 150 - $90.00 X 51-200 0= $0.00
Mext 800 - $70.00 X 201-1000 = $0.00
Each Additional - $62.00 X 1001-2 = $0.00
Total Homes Claiming: 0 Total Reimbursement: $00.00

2. Click the Select Claim Month drop-down menu and select the claim month for which to view administrative
rates.

3. When finished, click Close.
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Set Preferences

. . . . ) i X Last Modified on 07/14/2020 2:10 pm
Minute Menu HX is designed to be highly customizable to meet a variety of businesscor

needs. The Sponsor Preferences window allows you to customize HX and control many aspects of the program,
such as edit checks, user preferences, general behavior, and so on. Review your policies to ensure that HX is set
up to meet your agency's needs and expectations.

Policies should only be changed by the main decision makers of the company and/or those with the authority to
do so. Changes to policies could impact claims. You can control access to policy settings with user permissions
and staff types.

1. Click the Administration menu and select Sponsor Preferences. The Sponsor Preferences window opens.

2. Use the Select the Category to Move To drop-down menu and the Select the Error to Move To drop-down
menus to jump to a specific setting.

3. Click a setting description to view it in a larger pop-up. Click OK to close it.

4. Check the box next to the setting to change.

5. Click the Select Setting drop-down menu and select the setting to use. For preferences, this is typically Y

or N. For edit checks, you can choose from the following:

o Disallow: The processor automatically deducts meals based on the edit check that was violated. For

example, if a child enrollment form has not been received, claiming that child is out of compliance
with regulations. HX can automatically disallow reimbursement for any meal in which the child was
claimed. These meals an be added back later, if needed. However, if you would disallow most of the
time, choose this option.

o Ignore: The processor does not complete the edit check, and the error is not noted on the OER. For

example, if checking to see if a child is claimed on a day or for a meal for which they are not enrolled
is not a required edit check, you could set that policy to Ignore.

o Warn: The error does not deduct from the reimbursement, but should be researched to ensure that

proper documentation was received or that procedures were followed. These errors do show on the
OER. For example, if a child noted with a special diet is served a meal and the Special Diet Statement
has not been marked as received in HX, the processor notes Allow/Warn on the OER for this child's
meals. This allows your staff to find out if the Special Diet Statement was received and correct the
error in HX or disallow the meals. Note that this warning only shows when the claim is processed—
not when the center is recording their claim.

6. Click Save.

Note: Click Print List to print a list of your preferences/settings. Click Print Changes to print a list of the
preferences that you have changed.
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Manage Removed From System Reasons

Last Modified on 07/14/2020 2:11 pm

When you remove providers from your system, you must select a removal reason.  cor
You set these reasons up in the Removed From System Reasons dialog box.

Adding Removed From System Reasons

1. Click the Tools menu and select Removed From System Reasons. The Removed From System Reasons

window opens.

ﬁ Removed From System Reasons

Children No Longer Attending Childcare

Closed by State / County

Dropping the Food Program

Newver Started

MNo Longer Offering Care

Edit

Off for the summer

Delete

Other

Pending, Mever Claimed

Removed from relative care list

Switching Sponsors

Terminated for Convenience

2. Click Add. The Add Removed From System Reason Code dialog box opens.

3. Click the box and enter the removal reason code.

. Add Removed From System

Please enter the name of your new

Removed From System Reason Code here

|Retired

4. Click Save.

307



Changing Removed From System Reasons

You can only change reason codes you have added. The default system codes cannot be changed.

1. Click the Tools menu and select Removed From System Reasons. The Removed From System Reasons

window opens.

2. Click Edit next to the reason to change.

3. Click the Edit the Code box and update the code text.

ﬁ Removed From System Reasons

x5

Children No Longer Attending Childcare

Closed by State / County

Dropping the Food Program

Newver Started

MNo Longer Offering Care

. Edit.. § Off for the summer

Delete

Other

Pending, Mever Claimed

Removed from relative care list

Switching Sponsors

Terminated for Convenience

Edit the code text then dick Save Edit.

|DF’FFor the summer

. .

4. Click Save.

Deleting Removed From System Reasons

You can only delete reason codes you have added. The default system codes cannot be deleted.

1. Click the Tools menu and select Removed From System Reasons. The Removed From System Reasons

window opens.

2. Click Delete next to the reason code to delete.

3. Click OK at the Are You Sure prompt. The reason code is deleted.
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Manage Manual Check Adjustment Account Codes

. . . . . Last Modified on 07/14/2020 2:13 pm
Some sponsors are required to provide an adjustment account code when adjusting cor

provider payments. You add and manage these codes in the Manual Check Adjustment Account Codes window.

To add an adjustment code:

1. Click the Checkbook menu and select Manual Check Adjustment Account Codes. The Manual Check

Adjustment Account Codes window opens.

{m Manual Check Adjustment Account Codes
Edit |002 Delete |:|
. Edit. Jtest Delete

2. Click Add. The Add dialog box opens.

I 7.Gd Manual Check Ad

Please enter the name of your new
Manual Check Adjustment Account Code

3. Click the Please Enter the Name of Your New Manual Check Adjustment Account Code box and enter the
adjustment code to use.

4. Click Save.

To edit a manual check adjustment code:
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1. In the Manual Check Adjustment Account Codes window, click Edit next to the code to change.
2. Click the Edit box and enter the new name of the code.

3. Click Save.

To delete a manual check adjustment code:

1. In the Manual Check Adjustment Account Codes window, click Delete next to the code to remove.

2. At the Are You Sure prompt, click Yes.

Note: You cannot delete any manual check adjustment codes that have been used.
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Create Staff Accounts

. . . . Last Modified on 07/14/2020 2:18 pm
All sponsor/back-office staff members should have their own, unique login ID and  cor

password with which to access Minute Menu HX. This includes your monitors, who may need to log in to Minute
Menu HX to access reports that can help them plan home visits.

Note: Each sponsor who uses Minute Menu HX is assigned an administrative login ID to use when running
Minute Menu HX for the first time. This three-digit ID is your Minute Menu HX customer number. This login ID
is not subject to any user security restrictions. If more than one person (including field staff) will work in
Minute Menu HX, you should create a user account for each user.

To add users:

1. Click the Administration menu and select Users/Monitors. The User/Monitor Information dialog box
opens.
2. Click Add New User/Monitor.
3. Click the Select User Type drop-down menu and choose from the following:
o General HX User: These users log in and use Minute Menu HX, but do not complete home reviews.
o Monitor: These users are assigned to providers and are associated with reviews.
o Monitor + General HX User: These users are assigned to providers for reviews and can also use the
other features of Minute Menu HX.
4. Click the Name boxes and enter the staff member's first and last name. You can also include their middle
initial.
5. Enter the staff member's contact information in the Address, City, State, Zip Code, Office Phone, Home
Phone, and Email boxes. The Email box is the only box that is required.
6. Click the Login box and enter a login ID for this user. This must be six digits long and must begin with your
Minute Menu HX customer number.
7. Click the Password box and enter a password for this user, or accept the password that was randomly

generated by the system. Passwords are case-sensitive.

311



ﬁ User/Monitor Information

Select User/Monitor: | —elect-- -]
*Select User
[ Add New User/Monitor ] Type: IMonitor+Ger1eraI HX User LI
“Mame: IEdward I_ IVaughn
Address: Illl Somewhere St
City: |Da||as— State: [y - | Zip Code: W
Office Phane: |g49-111-1111
“Email: Ievaughn@email.com Home Phane: I_—_—_

*Moritor Mumber: |T Sogin: 993 |nzu 993020

*Passwaord: Ipassword

Load on Startup:
[F H¥ Toolbar Strip ¢ Provider Info % LoadBoth " Meither
Online .

[ ] o] (e e ] (o= |

8. To restrict this user to a particular set of providers:
a. Check the Subject to Provider Security box.
b. Click the Group box and enter the group number to which to restrict this user. For more information
about Provider Security, see User Security.
9. If you selected Monitor or Monitor + General HX User in Step 3:
a. Click the Monitor Number box and enter a two-or-three digit number to use on scannable review
forms. This is usually also part of the monitor's online review login ID.
b. Click Online Review. The Online Review Permissions dialog box opens.
c. Check the box next to each online review function this user can access.
d. Click Save.
10. In the Load on Startup section, specify what this user sees when they log in to Minute Menu HX. They can
change these settings later, if needed. You can choose from the following:
o HX Toolbar Strip
o Provider Info
o Load Both
o Neither
11. Click Save.
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Manage User Security

Last Modified on 07/14/2020 2:24 pm

You can use security options to divide responsibility among your staff. There are twocor
types of user security available for your users:

¢ Functional Security: This type of security allows you to give users full, read-only, or no access to various

functions. For example, you can give some users access to the check-writing features, while other users
can only view past paid checks. Functional security allows you to completely customize what users can
and cannot access in Minute Menu HX.

Provider Security: This type of security allows you to assign certain users to a particular set of providers.
You assign each provider to a group number and then assign each user to that group number. Users can

only see the providers in their own group within any part of the software.

To enable the security type you wish to use for your business:

o M W DN

Click the Administration menu and select Sponsor Preferences. The Sponsor Preferences window opens.

Click the Select the Category to Move To drop-down menu and select U. General Behavior.
Check the box next to the security type to use.
Click the Select Setting drop-down menu and select Y or N.

Click Save.

Note: These settings can only be changed by the Administrator or by a user that has full permissions for
Sponsor Preferences.

313



Manage User Permissions

. . . L Last Modified on 07/14/2020 2:27 pm
If you use Functional Securlty, you must assign permissions to each user you create.cot

For more information about the difference between Functional Security and Provider Security, see Manage User
Security.

1. Click the Administration menu and select Users/Monitors.

2. Click the Select User/Monitor drop-down menu and select the user for which to manage permissions. You
can also add a new user. For instructions, see Create Staff Accounts. Note that if you create a new user,
you must re-select the user after you save before you can manage their functional permissions.

3. Click Permissions. The Permissions dialog box opens.

Once you have set up permissions you will need to save and exit the
system and then reopen the system before your security changes will
take effect.

IJser: Goldman, Emma

Category Function Name Access Level
Calendars Manage Sponsor Calendar Full Access
Calendars Manage Provider Calendar Full Access
Calendars Manage Child Calendar Full Access
Calendars Manage School District Calendar Full Access
Children Manage Children Full Access
Children Activate Children Full Access
Children Manage Child Tier Full Access
Claims Manage Claims Full Access
Claims Add Claims Full Access
Claims Edit Claims Full Access
Claims Process/Add/Edit Claims Full Access
Claims Direct Entry Full Access
Claims Scan Full Access
Claims Manage State Claim Full Access
Claims Claim Data Reports Full Access

<]
—Set All Permissions ———

I
Cven  [Set ]

= Full

4. Click the Access Level drop-down menu for each permission and choose from the following:
o Full Access: The user can review and update information in the given area.
o View Only Access: The user can only view information in the given area. The user cannot save any
changes. This access level gives the user access to any related reports and on-screen functions.
o No Access: The user cannot see any information for the given area.

5. Click Save.

Mass-Changing Access Levels

You can automatically assign all functional groups to one particular access level, if needed. You can then scroll
through the list of permissions and update specific functions that should not be the set to the default you select.
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In the Set All Permissions section:

1. Select None, View, or Full.

Once you have set up permissions you will need to save and exit the
system and then reopen the system before your security changes will

take effect.

IJser: Goldman, Emma

Category

Function Name

Access Level

Calendars

Manage Sponsor Calendar

Full Access

Calendars

Manage Provider Calendar

Full Access

Calendars

Manage Child Calendar

Full Access

Calendars

Manage School District Calendar

Full Access

Children

Manage Children

Full Access

Children

Activate Children

Full Access

Children

Manage Child Tier

Full Access

Claims

Manage Claims

Full Access

Claims

Add Claims

Full Access

Claims

Edit Claims

Full Access

Claims

Process/Add/Edit Claims

Full Access

Claims

Direct Entry

Full Access

Claims

Scan

Full Access

Claims

Manage State Claim

Full Access

Claims

<

Claim Data Reports

' None
= View
© Full

—Set All Permissions ———

Full Access

[ set |

2. Click Set.

3. Change individual functions, as needed.

4. Click Save.
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Create Provider Access Groups

. . . . Last Modified on 07/14/2020 2:29 pm
If you use Provider Security, you can assign any Minute Menu HX user to any coT

Provider Group Number. Users are still subject to any functional permissions you set, but they can only see data
for the providers to which they are assigned. For example, a user assigned to Group 5 can only see providers
who are also assigned to Group 5. If you do not specifically assign a user to a provider group, that user can see
all providers in the software.

Before you can use Provider Access Groups, you must assign providers to groups and then assign users to
those same groups. You can associate multiple Minute Menu HX users with any given Provider group. Several
providers are usually assigned to the same group number.

Assigning Users to Provider Groups

To assign a user to a provider group:

1. Click the Administration menu and select Users/Monitors. The User/Monitor Information window opens.
2. Click the Select User/Monitor drop-down menu and select the user/monitor to edit.

3. Check the Subject to Provider Security box. The Group box displays.

i User/Menitor Information

Select User/Monitor: IGoIdman, Emma ;I

*Select User
Type: IMonitoH—General HX User ;I

[ Add New UserfMonitor ]

*Mame: IEmma I_ IGoIdrnan
City: |— State: m Zip Code: |—
SEN: _ - Office Phone: I -
*Email: |eg@test2.mm Home Phone: I - -
||7 Subject to Provider Security Group: zl_l
*Monitor Number: | 42 fogin: 9393 I 953042

*Password: I Reset |

Load on Startup:
[F HX Toolbar Strip  Provider Info (* LoadBoth (" Neither
‘ hx2go | |Pemﬁgsions | Delete | | Save | | Close |

4. Click the Group box and enter the appropriate group number.

5. Click Save.

Assigning Providers to Groups

Any user who has full access to Provider Information can edit a provider's group. However, if a user who is
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subject to provider security changes a provider's group number, they may no longer be able to see the provider.

For example, if a user assigned to Group 5 changes a provider from Group 4 to Group 4, the user can no longer
see this provider in Provider Information or in any other function. Exercise caution when assigning provider
group numbers.

Note: The provider remains in the Provider drop-down menu until the user changes the list filter or closes
and re-opens the Provider Information window, which refreshes the list.

To assign a provider to a particular group:

1. Click the Providers menu and select Provider Information. The Provider Information window opens.
2. Click the Provider drop-down menu and select the provider. The provider details display.
3. In the Provider Identification section in the General tab, click the Group box and enter the appropriate

group number.

DOB: [oaj2s/ts88 ] S| - - Sponsor Personnel:
Gender: |-Select— - |;’Iuniinr: —Select— -IEnroIIEdBy Initials: |

i Provider Information =
Select Provider: o —
= ST = (s [ -] [ Enrol Provider \
General T Contact T Licensing T Tiering T Meals T Other 150’!10!13,&"\3 001239 Active
[~ Provider Identification: Claim Source: Menu Type: sqjvlat:
*Name: [anng |_ |cordova |Dnhne | |—Sele:t— |
First M dast "
Login ID: 933001239 Password: |Natalie Reset
=Provider ID: [pp1239 Send Welcome Message
Aenated:[ smem: [ Welcome Message Sent: 3/23/2018 Claims

Ethnicity:
. = Claiming Status: Helpers
’7 [~ Hispanic/Latino [~ Mot Hispanic or Latino ‘ |7 Current Status: Active |
Race:
American Indian Black or Native Hawaiian / CACFP Contract Info: _
| E (] = Training
[ Alaska Native [~ African Pt e iy Current CACFP First Claim
[ Asian American [ White AgresmentDate:  Pre-approval Date: Month Allowed:
~Business Info: |—f—’— LI |_f_f— LI IAugust 2017 ;I

Advertised Name: Current CACFP Pre-approval
X Expiration Date: Expiration Date: First Claim Received:
Business Name: [amna Cordova |JJ =] |JJ =] 4z Calendar
Business Tax ID: | - *Original CACFP Start Date:
[ Comments:
A
b Serious
Deficiency
(et [Remove ] [ puconmou
4. Click Save.

Viewing the Supervisor's List

Any user who is not subject to provider security can access the Supervisors list in the Provider Information

window. This list notes all users who are able to see this provider's information. This includes all users assigned

to this provider's group, and users who are not subject to provider security.

1. Click the Providers menu and select Provider Information. The Provider Information window opens.
2. Click the Provider drop-down menu and select the provider. The provider details display.

3. Click Supervisors (to the right). The View User Access for This Provider dialog box opens.
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4. When finished, click Close.
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Add Monitors

. . . . i Last Modified on 12/21/2022 10:48 am
You add Monitors in the Users/Monitor Information window. We recommend that  cst

you create accounts for each of your monitors when you first begin using Minute Menu HX. The Monitors you
create here are available in other areas of the software. You can also assign these Monitors to specific
providers.

1. Click the Providers menu and select Monitors. The User/Monitor Information window opens.

Note: You can also click the Administration menu and select Users/Monitors to access this window.

2. Click Add New User/Monitor.
3. Click the User Type drop-down menu and select Monitor or Monitor + General HX User. If you set this user
as a Monitor only, they can only record reviews in KidKare. They cannot access Minute Menu HX. If this

Monitor needs access to Minute Menu HX, select Monitor + General User.

ﬁ User/Monitor Information
Select User/Monitor: | elect— -]
*Select User
[ Add New User!Monitor ] Type: IGeneraI HX User LI
=) al
Address: I
City: I— State: Iﬂ Zip Code: I_—
Offcephane: [
*Email: I Home Phone: I:

“Login: 993|
*Password: I— Reset I

" HY Toolbar Strip ¢ Provider Info % LoadBoth " Meither

[omeie ][ smve | [ ]
Review

4. Click the Name boxes and enter the Monitor's full name. This is the name that will appear on their

|'Load on Startup:

paperwork.

5. Click the Email Address box and enter the Monitor's email address.

Note: The Address, City, State, Zip Code, SSN, Office, and Home Phone boxes are not required, but you

can complete them, if needed.

6. Click the Monitor Number box and enter a monitor number. This must be a unique number. For those
sponsors who can review forms, this number coincides with the two or three-digit number marked on

scannable review forms. You can enter any two or three-digit number, so you can choose any numbering
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scheme you prefer. If you enter a number that is already in-use, the system prompts you to select a

different one.

Note: The Login box defaults to the first three numbers of your sponsor numbers and the monitor
number you entered. For example, if your sponsor number is 900 and you entered 201 in the Monitor

Number box, the Login box would be 900201. You can change this, if needed.

7. Click the Password box and enter a password for this Monitor. You can also click Reset to generate a
random password. If you are creating a Monitor only (not a Monitor + General HX User), the Monitor can
use their login ID and this password to log in to KidKare only.

8. Click Save.

9. Click OK at the confirmation prompt.

10. Click Online Review. The Online Review Permissions dialog box opens.

i Online Review Permissions o

Frankenstein, Adam

[v Online Review Access:
Alloves the uzer to access the onling review apps to recard
review vigitz. This option iz only available to monitors.

[+ Online Review Reports
Alloves the uzer to access the reports and review data via
hittpe: Afhwgo. minutemenu, com

[v DOnline Review Configuration
Thiz zetting allows the uzser to edit the question and answer
choices for the online review appz. Select this permizzion
anly far the people whao are authorized to make changes to
nour review questionnaire,

11. Check the box next to each item that applies:

o Online Review Access: Allow this user to enter reviews in KidKare.

o Online Review Reports: Allow this user to access reports in KidKare.

o Online Review Configuration: Allow this user to edit question and answer choices on the review
questionnaire.

12. Click Save.
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Add Admin Review Site Users

. . . . . . Last Modified on 12/22/2022 10:40 am
Before users can access the Admin Review site to configure online review csT

questionnaires, you must set them up as an administrative user.

1. Click the Providers menu, and select Monitors. The User/Monitors Information window opens.

Note: You can also access this window from the Tools menu.

2. Click the Select User/Monitor drop-down menu and select the user to update.

3. Click the Select User Type drop-down menu and select Monitor+General HX User.

i User/Monitor Information IEI
Select UserfMonitor: [ —select— =l
“Select User —
Type: |Monimr+GeneraI HX User j
Name: || |— |
Address: |
City: | State: |C.ﬁ. j Zip Code: | -
AFRre Obames T
4. Click Save.

5. Click Online Review. The Online Review Permissions dialog box opens.

fm Online Review Permissions *

Frankenstein, Adam

v Online Review Access
Allows the uzer to access the online review apps to record
1eview visitz. This option iz only available to maonitars.

v Online Heview Reports

Allows the uzer to access the reports and review data via
https: /e go. minutemenu. carm

v Online Review Configuration
Thiz zetting allows the uzer to edit the question and answer
choices for the ohline review apps. Select this permizzion
only for the people who are authorized to make changes to
your review questionhaire.

6. Check the Online Review Configuration box.

7. Click Save. The user you updated can now configure the review questionnaire at

https://reviewadmin.minutemenu.com/Account/LogOn. The user logs in with the same credentials they

use to access Minute Menu HX.
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Manage Monitors

Last Modified on 07/14/2020 2:33 pm

Editing Monitors

You can update a Monitor's information, if needed. For example, a Monitor's contact information may have
changed. However, please note that you should never rename your monitors. This supports data integrity. If you
are replacing a monitor, you should remove the existing monitor first. See the Deleting Monitors heading, below.

1. Click the Providers menu and select Monitors. The Users/Monitors window opens.

Note: You can also click the Administration menu and select Users/Monitors to access this window.

2. Click the Select User/Monitor drop-down menu and select the Monitor to change. The Monitor's
information displays.

3. Click each box and enter new information over the existing information.

4. Click Online Review to update the Monitor's online review permissions.

5. When finished, click Save.

Deleting Monitors

Usually, when you delete a Monitor, you are adding a new Monitor or associating the deleted Monitor's providers
with another Monitor. When you delete a Monitor, all providers associated with that monitor are automatically
disassociated. You can then associate those providers with a new Monitor.

For example, Monitor John is associated with Provider 1, Provider 2, and Provider 3. John is leaving the agency,
and you hired Monitor Jane. When you delete John's record, Provider 1, Provider 2, and Provider 3 are
disassociated. You then add Monitor Jane to your system and associate her with Provider 1, Provider 2, and
Provider 3.

1. Click the Providers menu and select Monitors. The Users/Monitors window opens.
2. Click the Select User/Monitor drop-down menu and select the Monitor to remove.
3. Click Delete.

4. Atthe Are You Sure prompt, click Yes.

To add a new monitor, see Add Monitors.
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Associate Monitors with Providers

. . . . X Lo Last Modified on 07/14/2020 2:37 pm
You can associate each of your prOVIders with a SpelelC Monitor. Assomatmg CDT

providers with Monitors lets you filter and/or sort several reports by Monitor.

To do so:

1. Click the Providers menu and select Provider Information. The Provider Information window opens.
2. In the Sponsor Personnel section, click the Monitor drop-down menu and select the Monitor to assign to

this provider.

il Provider Information

- Select Provider:

Provider:

e | s | S

General T Contact T Licensing T Tiering T Meals T Other Shelley, Mary 993394 Active

o =l [ >| |pecemberzoiz  ~|
| Current CRCFP Pre-appraoval

Provider Identification: Claim Source: Menu Tyvpe: glﬁflll:fetr?
* Mame: rsry |— |shelley |On|ine j |--Select-- J
Fist AT Lagt . o
Login ID: 293998594 Password: [monsters Reset Children
* Provider IDt Jaoggaq Send Weloome Message |
Alkernate I0: State ID: ,7 Welcome Message Sent:
i Payments
Group: l_ Gender: |Female Monitaor: | 5E nrolled By Initials: Y
Ethnicitv:
. ; ) ’ : ; Claiming Status:
B ) LinE IV Hok Hispanic or Latino Current Status: Active
Race:
[~ American Indian Black or Mative Hawaian f CACFP Contract Info:
| Blaska Mative [ African Pacific Islander Current CACFP First Claim
[~ Asian American [ white Agreement Date:  Pre-approval Date:  Month Allowed:

Business Info:

Advertised Marne:

) Expiration Crate: E:xpiration Crate: First Claim Received:
Business Hame: | |_,l'_.l' j |_J'_)'_ ﬂ Mone Received ‘et Calendar
Business Tax ID: | - *Qriginal CACFP Start Date:
Paycheck Addressee: [provider Name - 02012019
Comments;
T
l Print l [ Remove l [ Put On Hold l Save l l Close ]
3. Click Save.

You can also view which Monitors are associated with which providers in the List Providers window.

1. Click the Providers menu and select List Providers. The List Providers window opens.
2. Click the Filter Providers By drop-down menu and select the provider status to view.
3. Click Refresh List. The providers display. Monitor initials are listed in the Monitor column. If a provider is

not currently associated with a monitor, -- (dash dash) displays in this column.
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fam List Providers

Filter Providers by: |,c..ctwe

Search For providers where, ..

2 ) I

[l

Refresh List

* Mame Skatus | Tier fManibol
Wiews | 002234 |IUBacchus, Amelia Active |1 JBG hildren | Put Zn Hold | Remoyve
Views | 654957 |kestl, mod Active |2 [BG Put On Hold |Remaove
‘Wiews | 995599 |kestl, jir K Active |2 JBG Put Zn Hold | Remove
Views | 321657 |kest, mod Active |2 [BG Children |Put ©n Hold |Remove
‘Wiews | 012344 |Parra, Jennifer Active |1 JBG Put Zn Hold | Remove
Views 001237 |Landers, Gwen Active |1 [BG Children |Put ©n Hold |Remove
‘Wiews | 995601 |Jones, Robert D Active |2 JBG hildren | Put Zn Hold | Remoyve
Views | 995591 |Ha, Nauyen Active |2 [BG Children |Put ©n Hold |Remove
‘Wiews | 001236 |Garcia, Famon Active |1 JBG hildren | Put Zn Hold | Remoyve
Vieww | 995600 |Flaks, Highland Active |2 [BG Children |Put ©n Hold |Remove
‘Wiews | 000052 |Email Test, Jennifer  [Active |2 |BG hildren | Put Zn Hold | Remoyve
Views | 9955585 |Dough, John Active |1 [BG Children |Put ©n Hold |Remove
Wiews | 993394 | Shelley, Mary Active |2 JAF hildren | Put Zn Hold | Remoyve
Vieaw 1995780 [ TestTransFerl . Prodor | Active - Children IPoF Cn Held ERemnve
Zinly Providers who have finished the Enrollment process will be displayed,
| Print | | Export Provider Count: 48

m

Close
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When a Monitor quits or changes areas, you must reassign all of their providers to
another Monitor. You can either edit Monitor assignments individually, or you can use the Bulk Assign Monitors

Bulk Reassign Monitors

function to reassign large amount of Providers to a new Monitor.

1. Click the Tools menu and select Bulk Assign Monitors. The Provider Filter window opens.

2. Check the box next to each filter to apply. For example, if you are moving a certain Monitor's providers to a

new Monitor, check the Monitor box and select the monitor.

3. Click Continue. The Bulk Assign Monitors window opens.

Last Modified on 07/14/2020 2:38 pm

L Bulk Assign Manitors @
Select Monitor to Assign: | --select-- ~|
Quick Select
Move to Provider: Twpe Provider # in box and hit Enker
Fﬂ I——Select—— ;I I

Select # |Provider Mare Manitor -
T 231678 |Changed, Mod - [
r 001232 |Cordova, Anna --
[ 995885 |Dough, John BG
- 000052 |[Email Test, Jennifer BG
[ 454545 |Enrollment, Mewmp --
- £54321 |Evizi, Test --
[ 995500 |Flats, Highland BG
- 237893 |Flower, Elus --
[ 001236 | Garcia, F.aman BG b
- 001238 |Goodskein, Jeffrey NI
[ 995591 |Ha, Nguyen BG
- 000123 [Homesapi, Mo FT
[ 112233 |Hx App Evi, Release Eia
- 004282 [Hx Provider, Thanh --
[ 277777 |Hx, Release Update -
- 995601 |Jones, Robert O EG
[ 995592 | Kidd, Eillie -
- 995593 |Lake, Bobbie Update --
[ 001237 |Landers, Gwen BG
- 000112 |Le, Dec --
[ N 235 [Marshfield. Flizaheth Tr LI

Select all
“Desaloct Al | Cancel Save | | Close |

Prowider Count: 48 Providers Selected: 0

4. Check the box next to each provider you are reassigning. You can also click Select All to select all display

providers.

5. Click the Select Monitor drop-down menu and select the new Monitor.

6. Click Save. The providers you selected are assigned to the new Monitor.
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Set Up Serious Deficiency Reasons

. .. . . X Last Modified on 07/14/2020 2:39 pm
Serious deficiency reasons are a list of all the reasons why a provider might be coT

considered Seriously Deficient. These reasons include things like failure to keep daily paperwork, deviation for
USDA guidelines, and so on. Minute Menu HX comes with several default serious deficiency reasons, but you
can set up additional reasons to suit your business needs.

1. Click the Tools menu and select Serious Deficiency Reasons. The Serious Deficiency Reasons window

opens.
{am Serious Deficiency Reasons
-
{_Edit_jFailure to keep required records Delete _I
Edit |Failure to participate in training Delete
Edit |Lack of business integrity in last 7 years Delete
Edit |MNon-compliance with agreement Delete
Edit |MNon-compliance with the meal pattern Delete

Edit |Participation under more than one sponsor | Delete
Edit | Submission of false information application | Delete
Edit | Submission of falze information on daim Delete
Edit | Threat to child/public health or safety Delete

2. Click Add. The Add Serious Deficiency Reason Code dialog box opens.

i 4 “ b
4 Add Serious Deficiency Reason Code £

Please enter the name of your new
Serious Defidency Reason Code here

3. Click the text box and enter the serious deficiency reason.
4. Click Save.

5. Click OK at the confirmation prompt.
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Set Up Serious Deficiency Events
Last Modified on 07/14/2020 2:40 pm
Serious deficiency events are particular milestones in the corrective action process. cor
Each Serious Deficiency begins with notice given to the provider and ends with termination of the provider or
documentation that the provider has corrected all mistakes. Set up milestones specific to your corrective action
process in the Serious Deficiency Events window.

1. Click the Tools menu and select Serious Deficiency Events. The Serious Deficiency Events window opens.

ﬁ Serious Deficiency Events
-
... Edit.. { Admin Review Requested Delete _I
Edit |Corrective Action Procedure Received Delete
Edit |Motice of Termination Sent Delete
Edit |Proposed Termination Letter Sent Delete
Edit |Serious Deficiency Determined Delete
Edit |Serious Defidency Rescinded Delete

. Click Add. The Add Serious Deficiency Event Code dialog box opens.

2
3. Click the text box and enter the new event code.
4. Click Save.

5

. Click OK at the confirmation prompt.
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Add a Serious Deficiency Event

. . . . . . Last Modified on 07/14/2020 2:42 pm
Food Program regulatlons require that you put prowders into a corrective action CcDT

process any time you find a problem with them that is considered a Serious Deficiency. The definition of what
constitutes a serious deficiency varies between states, and the required corrective action varies between
deficiency types.

Note: Before you put a provider in serious deficiency, first set up serious deficiency reasons and events. For
more information, see Set Up Serious Deficiency Reasons and Set Up Serious Deficiency Events.

To add a new serious deficiency event:

1. Click the Tools menu and select Provider Serious Deficiency. The Serious Deficiency List window opens.

2. Inthe Filter By section, click Selected Provider.
3. Click the Provider drop-down menu and select the provider.

4. Click Add Event. The Provider Serious Deficiency Add New Event window opens.
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{am Provider Serious Deficiency - Add Mew Event @

sShelley, Mary 998894

[~ Provider In Sernous Deficiency

Event Date: |_;_;_ .I Followup Date: |_;_;_ .I

Serious Deficiency Reason: I--Select-- ;I
Serious Deficiency Event: I--Select-- ;I
Comments: L

Next Review Date: |gg|,rg3|,rzglg .I

tary Shelley
1235 Main
Beverly Hillz, Ca 50210

Frovider
M ailing
Address

Phone: I_g4|j.'| 234567 DOB: (111979

Seriouz Deficiency Documents folder path:

=] ]
=

5. If this is the first event for this provider, check the Provider in Serious Deficiency box. When you add

additional events later, this box is checked by default. Clear it once the provider is no longer in Serious

Deficiency.

o

. Click the Event Date box and enter the date of the event. This is typically the current date.

7. Click the Followup Date box and enter the due date for the next action. This could be a response from the
provider or a response from you.

8. Click the Serious Deficiency Reason drop-down menu and select the reason you are placing this provider
in Serious Deficiency. If this is a secondary event, this reason defaults to the one you selected when you
initially placed this provider in Serious Deficiency. A provider could also have multiple serious deficiency
reasons at once.

9. Click the Serious Deficiency Event drop-down menu and select the step in the Serious Deficiency process
you are recording. For example, you may have an event called Serious Deficiency Determined that you
would assign if you are just now placing this provider in Serious Deficiency.

10. Click the Comments box and enter any details about this event.

11. Click the Next Review Date box and set a new review date for this provider, if needed. Setting a date here
updates the provider's profile automatically.

12. Copy the provider's address, phone number, and date of birth and paste them into the form letter you use

for Serious Deficiency, if needed.

13. Click = | next to the Serious Deficiency Documents Folder Path box and select a file location in which

you store documents (letters, forms, and so on) associated with the provider's Serious Deficiency. When
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you review this Serious Deficiency moving forward, you can open this folder to review those files.
14. When finished, click Save.
15. Click OK at the confirmation prompt.
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Review Serious Deficiencies

. . . . o . Last Modified on 07/14/2020 2:43 pm
You can review the progression of a provider's Serious Deficiency process in the coT

Provider Serious Deficiency List window.

1. Click the Tools menu and select Provider Serious Deficiency. The Serious Deficiency List window opens.

2. Inthe Filter By section, select All Providers or Selected Provider. If you choose Selected Provider, click the

Provider drop-down menu and select the provider to view.

3. Check the Filter Events by Date Range box to filter events in a specific date range. Then, click the Start

Date and End Date boxes and select the date range to view.

4. Click Refresh List. Providers meeting the limits you set display.

{am Serious Deficiency List
Filter by: Select Provider: Provider:
Selected Provid :
g A provders hﬂclive | [ =1 I& 8l [sheley, Mary 338834 =]
Select Date
r Filter Events by Start Date End Date
e [ -~

Refresh List

EventDate |Reason

Event

04/15/2019 |Failure to keep requ|Serious Defidency C|04/22/2019

5. Click View next to an event to view event details. When finished, click Close.

6. Click Print at the bottom of the window to print the Serious Deficiency Detail report. This report lists all

details associated with the provider's corrective action process. You can also print this report from the

Reports menu.
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Understand Types of Claim Paperwork

. . . . . . Last Modified on 07/14/2020 2:49 pm
Your providers send you their claim information each month. For those providers  cor

using KidKare, this information comes in via the Internet. For those providers who use scannable forms or your
pre-exisitng forms, this information comes in the mail, and, in some cases, is dropped off at your office.

KidKare Providers

If your providers use KidKare, your providers usually send very little paperwork to you. Unless you use eForms,
you do receive printed child enrollment and income eligibility forms. However, KidKare generates a report with
each new child enrollment.

Child Enrollment Reports

Providers can send child enrollment reports any time during the month. So, you could receive signed child
enrollment forms throughout the month. When you receive a signed enrollment form, the provider has enrolled a
new child, which means you need to activate that child before they are creditable in Minute Menu HX.

We recommend that you do not deal with new enrollments until the second or third day of the month. At that
time, run the Activate New Children function to activate these children.

Tracking Received Claims

You automatically receive KidKare providers's child and claim information in real time.

Other Paperwork for KidKare Providers

Some states require that you have printed versions of the provider's claimed meals and attendance on file. If you
operate in one of these states, we recommend that you require your providers to print the Claimed Foods and
Attendance report when they submit their claims via KidKare. You then must file these reports once you receive
them. Direct your providers to the Print the Claimed Foods and Attendance Report on the KidKare help site if
they need instructions for printing this report.

Scannable Form Providers

Providers who use scannable forms submit all forms bundled together at the end of the month. They mail these
packets in big enough envelopes (typically 9x12) so the forms are not folded. These packets include:

¢ Signed Scannable Menu Forms
e A Signed CIF

e Signed Child Enrollment Forms
Tracking Received Claims

We recommend that you stamp the date received on the envelopes as you open them, or stamp the CIF and any
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Menu forms. You can also use the Track Received Claims function to note that the forms were received.

Sorting Scannable Forms

As you check each provider's claim, determine whether a provider is ready to be scanned or if their claim
requires special attention. All provider packets that require special attention should be set aside in that entirety
and dealt with on a case-by-case basis. Once the issue is corrected, you can insert those packets back into the
batches for scanning and validating. As you stack provider forms, we recommend you sort them into form types:

1. Full Bubble Menu Forms
2. Attendance Menu forms
3. Enrollment Forms (which may need to be separated if you have any very old version still in use)

4. CIF's

Keep in mind that a provider's claim paperwork should be kept together in roughly the same order in each of the
piles you create. A provider's menu forms do not need to be in any particular order, but it can help to keep them
in chronological order with infant menus on top.

You can also further separate these three stacks into multiple batches to make it easier to handle the large
amount of paperwork involved. We recommend you limit your batch size to roughly 20 provider claim packets, or
about 200 scannable menu forms in total.

Note: If you use both Attendance and Bubble Menus, keep them in separate batches, as they cannot be
scanned together. In addition, if you receive different versions of child enrollment forms, keep them in
separate batches for the same reason.

While you sort your scannable claims, you should perform several spot checks on them. For more information,
see Scannable Claim Spot Checks.

Manual Forms

You probably already have a good method in place to deal with handwritten forms received from your providers.
Once you start using Minute Menu HX, you can still deal with your handwritten forms in the same way, even as
they are being phased out. If you don't scan, if you don't use KidKare, or if you continue to have a small number
of handwritten forms on an ongoing basis, you can process these claims a Direct Entry claims. This allows you
to provide all of Minute Menu HX's detailed analysis on these claims. However, you must manually add any new
child enrollments to the Minute Menu HX database. When you receive manual forms, use the Track Received
Claims function to note this paperwork was received.

To process this claim as a Direct Entry claim, you must:

1. Review the submitted menus and note any meals that must be disallowed

2. Use the Record Full Month Attendance function to enter attendance information.
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If you are handling these claims as 100% manual, the claim totals are added to Minute Menu HX after meals and
attendance are manually counted.
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You can track claims your providers have already submitted and mark them as

[VIDEO] Track Received Claims

Last Modified on 08/06/2020 11:21 am

CDT

received. Watch the video below to learn more, or click one of the following links to jump to a heading.

Tracking Received Claims

1. Click the Claims menu and select Track Received Claims. The Track Received Claims window opens.

i Track Received Claims
(H_.ter By:———— Select Provider:
Selected Provider - -
Active b | AR | FNE: -
’75' All Providers ’VI J I —I I_J I _I
Select Claim Month: Filter Providers by Status:
’V IDeoember 2018 'l [~ Show only Received but not Processed I Active, Hold, Pending and RE"LI
9 Received
Filter Claims by Type: 6Pr
[@u O ScarableForms O Kidkare O Oniine O Manual ‘ o oessed

#MName Status Received Date|Received Via Received By | Time Recvd |Processed DabﬂMonibor Paid Mote =
001233 |Cordova,Anna Active 03:51 PM C5T v 3/5/2019 -
008585 |DTest, Jennifer Pending | MM —
000052 [Email Test,Jennifer  |Active v 1/15/2012|Manual Entry - Spc|293299 1z:42pmcst| W 1/15/2013[BG —
454545 |Enrollment,MewMP Active [l || -
£54321 |eviz, test Active |l || -
335600 |Flats,Highland Active [l || BG -
2378593 |Flower Blue Active - || -
001236 |Garcia,Ramon Active [l || BG -
001238 |Goodstein, Jeffrey Active | 1292013 |Scannable Forms -{933993 10:27 AM CS51 ] MM —
398891 Ha,Nguyen Active [l || BG -
000123 |HomesAPT,No Active - [m] PT —
112233|H app EviRelease  |Active [l || EG -
004282 |HX Provider,Thanh | Active || || - -
4 i

Double dick the "Received Via” column to

Providers Not Claiming Claims Not Received change any Provider's daim source. Close

2. Set filters in the top of the window:

o Filter By: Select All Providers or Selected Provider. If you select Selected Provider, click the Select

drop-down menu and choose the provider to view.

o Claim Month: Click this drop-down menu and select the claim month to view.

o Show Only Received But Not Processed: Check this box to show only those claims that were

received but not yet processed.

o Filter Providers by Status: If you selected All Providers in the Filter By section, click this drop-down

menu and select the provider status to include in the list.

o Filter Claims by Type: Select the claim type to view. You can choose from the following: All, Scanable

Forms, KidKare, Online, and Manual.

3. Click Refresh List. The providers meeting the limits you set display.

4. To mark claims as received:

o Online Claimers: If the listed provider claimed online via KidKare, the Received box is automatically
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checked, the date they submitted displays in the Date column, and the Received Via column shows

Online.

o Paper Claimers: If the listed provider claims via paper (scannable forms or manual entry), check the

Received box. Today's date automatically populates the Date column. Double-click the Received Via

column and select the claim source: Scannable Forms - Sponsor or Manual Entry - Sponsor.

5. Click Save.

6. Click Claims Not Received to print the Claims Not Received report. This report lists all providers who have

not been marked as Received in the Track Received Claims window.

7. Click Providers Not Claiming to print the Providers Not Claiming report. This report lists those providers

who do not have a claim in the system yet. Note that a provider could be documented as having paperwork

received, but you have not yet processed the claim. It is best to run this report after you've processed or

manually entered claims.

Checking a Claim’s Status

You can also use this function to ensure that you haven't let any paperwork slip through without being
processed. The Processed box is checked automatically once a claim has been created manually or by Minute
Menu HX when processed. The date the claim is processed/created is noted in the Date Processed column.

{um Track Received Claims
?ter By: Select Provider:
Selected Provider : =
Active hd | VA hal N NES -
=" 1 =1 <] | -]
Select Claim Month: Filter Providers by Status:
{ IDecember 2018 "I [~ show only Received but not Processed | Active, Hold, Pending and Rer ~ |
9 Received
Filter Claims by Type: 5Pr
[@u O Sconcle Forme O fGdare O Onine O Ml | g Frocessed.

#|Name Status Received Date|Received Via Received By | Time Recvd Processed Date |Monitor Paid Mote =
001233 |Cordova,Anna Active | 03:51PM C5T |l 3/5/2015 -
008585 |DTest, Jennifer Pending I r WM -
000052|Email Test,Jennifer | Active ¥ | 1/15/2019|Manual Entry - Spc[993999 1z:42pMcsT| 1/15/2018[BG —
454545 |[Enrolment, NewMP Active -
634321 |evizi, test Active -
995600 |Flats, Highland Active BG -
237393 |Flower Blue Active ] r -
001235 |Garda,Ramon Active [ |l BG -
001238 |Goodstein, Jeffrey Active W 1/29/2015 |5cannable Forms -| 953999 10:27 AM C51 | MM -
398891 |Ha,Nauyen Active ] r BG =
000123 (HomesAPI, Mo Active PT -
112233 |HX app Evi,Releasze Active EG -
004232 |HX Provider, Thanh Active - -
' 2

Double dick the "Received Via™ column to

Providers Not Claiming Claims Not Received change any Provider's daim source. Close

You can also filter the list so it includes only those claims that have been received, but have not yet been
processed. to do so:

1. Check the Show Only Received but Not Processed box.

2. Click Refresh List.
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Change the Claim Month

Last Modified on 07/14/2020 3:03 pm
Minute Menu HX tracks a great amount of data that is specific to the claim month. cor

For example, provider and child information can both change on a monthly basis, so it is important to keep this
data updated in the correct claim month to retain accurate records. For agencies in California, the month in
which a Modify provider appears on the California Change Request is controlled by the claim month.

About the Claim Month

Minute Menu HX always tracks your current claim month independently of your computer's date. The claim
month displays in the title bar of the software. It should be the month immediately before the current calendar
month (in most cases). It is the claim month on which you are working.

i Minute Menu HX Sponser Solution -kZurrent Claim Manth: December 2018'- Sponsar: m
Providers Scanning Claims Menu Planning Checkbook Reports  Tools  Administration  Help

The current claim month limits the months you are allowed to process or scan (if you use scannable forms). For
example, when you scan menu forms, you are always prompted for the claim month of the batch you are
scanning.

Advancing the Claim Month

To change your current claim month:

1. Click the Claims menu and select Advance Claim Month. The Advance sponsor Claim Month dialog box

opens.

ﬁ Advance Sponsor Claim Month

Please note: You should only advance the daim manth after you are completely
done with the daim month in question. For example, you would want to advance
the claim month to February only on or after March 1st, as you beain to deal with
February's incoming daim information.

Current Claim Month: Advance to:
December 2018 January 2019
r Recompute and Update remaining Training Period count for all
Providers
r MAutomatically reset Provider /Child Tiers to Tier 2 if Tiering expired in:
ithe selected month or earlier.

Withdraw all children whose
[~ Enroliment expires in the
selected month or earlier:

r Withdraw children who are 13 years old or older as of the last
day of the selected month.

2. Check one or more of the following boxes:

f+ December 2018
" January 2019

o Re-Compute & Update Remaining Training Period for All Providers: Check this box to update the

remaining Training Period count for all of your providers. If you check this box, the system examines
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the following: providers whose Training Period Count is 1 or more, the provider Remaining Training
Period Claims as of Date, all claims received for that provider since and including the Remaining
Training Period Claims as of Date. It then subtracts the claim count from the remaining training
period count and updates the Remaining Claims As of Date to the month after the last claim received

from that provider.

Note: When you print the Provider Training Period report, the information is accurate for all of
those providers who are still in training if you select this option. However, information for

previous months will not be accurate for any month before the Remaining Claims As of Date.

o Automatically Reset Provider/Child Tiers to Tier 2 if Tiering Expired: Check this box to reset
provider/child tiers to Tier 2 if their Tier 1 expiration dates have passed. All three tiering factors must
be expired, with ends dates that come before the month to which you are advancing. If you choose to

select this option, make absolutely sure that your eligibility dates are all accurate. We strongly

recommend that you print Tiering reports for your providers and children before advancing the claim
month and after advancing the claim month. This way, you can check the changes that were made.
o Withdraw All Children Whose Enrollments Expires in the Selected Month or Earlier: This option is
only visible if you have chosen to store enrollment expiration dates for all your children as part of the
annual child re-enrollment process. Check this box to automatically withdraw children whose
enrollment expired before the month to which you are advancing or is expiring as of the month to

which you are advancing. Select the appropriate option.

Note: It is generally safer to withdraw expired children for the month from which you are
advancing, in case you receive late re-enrollments. However, these expired children may still be
printed on CIFs that are going out for the month. If you withdraw children for the month to which
you are advancing, no expired enrollments print on the CIF for the upcoming month. The children

will be assigned withdrawal dates equal to their enrollment expiration dates.

o Withdraw Children Over 13 Years Old: Minute Menu HX automatically disallows children who are too
old to be claimed, but those children remain active in the system until you or the provider withdraw
them. Check this box to automatically withdraw children who are over the age of 13 as of the end of
the current claim month. This does not apply to children designated as Special Needs or Migrant
Worker Child.

3. Click Advance.

Note: If you are just starting with Minute Menu HX, the current claim month in the software may be several
months behind the actual claim month. You may need to advance the claim month several times until you
bring the software's current claim month in-line with the actual claim month.
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Setting the Claim Month Backwards

You may sometimes need to move the current claim month backwards instead of forward. You can do so in the
Sponsor Information window. Use this function if you need to move the claim month back for any reason. For
example, you may do this temporarily to edit a specific claim, or you could do it if the claim month was advanced
in error.

1. Click the Administration menu and select Sponsor Information. The Sponsor Information window opens.
2. Click the Current Claim Month drop-down menu and select the claim month to which to move. This

changes the claim month without performing any of the data-related checks.

111 Demo Street
Demao 1 nlfy S ponsor
e 2o fo222 0000

EZEDIC | —

3. Click Save.
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Claim Information Form

. . . o . Last Modified on 07/14/2020 3:06 pm
When you print Claim Information Forms (CIFs) or any other report containing a list cor

of a provider's children, you are prompted for an effective claim month for the report. The effective claim month
is used to determine which children are included in the report. The system examines enrollment dates and, if
present, the withdrawal dates for each child for the given provider. It then includes all children who were enrolled
for at least one day in the effective claim month on the report. So, when you print these reports, you may see
children whose status is currently Withdrawn, because they were still active at least at some point in time during
the month you selected when generating the report.

Print the CIF From List Children

1. Click the Providers menu and select List Children. The List Children window opens.
2. Click the Provider drop-down menu and select the provider.

3. Click Print CIF (bottom). The PDF report is generated for the current claim month.

Print the CIF From the Reports Menu

1. Click the Reports menu, select Claim Forms, and click Claim Information Form (CIF). The Select Provider

dialog box opens.

ﬁ Select Provider
- Filker By:
f+ Selected Pravider ¢ Mulkiple Providers

- Select Provider: Provider:

- oo -] la #| |-select—- |

Cancel Continue

2. In the Filter By section, click Selected Provider or Multiple Providers. If you selected Multiple Providers, go

to Step 4.
3. If you chose the Selected Provider option, click the Provider drop-down menu and select the provider.
4. Click Continue. If you selected one provider, go to Step 7. If you selected the Multiple Providers option, the
Provider filter window opens.
5. Set filters for the providers to include in the export.
o Check the box next to each filter to use, then select the appropriate value. For example, check the
Child Enrollment Renewal Received box to filter by child enrollment renewals. Go to Step 6.
o Check the Choose Providers From List box and click to select providers from a list. Then, in the
Choose Provider List, check the box next to each provider to include.
6. Click Continue. The Select Month dialog box opens.

7. Click the Select Month drop-down menu and select the effective claim month for the report.
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8. Click Continue. If you are set up to use child groups, the Select Child Groups to Exclude dialog box opens.
9. Click the child group(s) to exclude from the report. To include all child groups, select None.

10. Click Continue. If you are printing this report for a single provider, the PDF is generated and this process is
complete. If you are printing this report for multiple providers, the Provider Nested Sort Order dialog box
opens.

11. Click the Filter First By and the Then By drop-down menus and select the sorts to use. Then, click

Continue. The PDF is generated.

Print the CIF While Processing Claims

When processing claims, check the Print CIF box and specify the effective month for the CIFs you are printing. A
CIF prints for each processed claims.

m Short Version -

[

: et

Select Al
Deselect Al

Print the CIF After Processing Claims

342



1. Click the Claims menu and select Print Provider Claim Reports. The Print Provider Claim Reports window
opens.
2. Check the Print CIF For box.

3. Select the claim month for which to print the CIF.

i Print Provider Claim Reports @

Print Provider Claim Reports

Filter By Claim Maonth: | Filker By Monitar Claim Type: ——— ([ Payment Type
Iy . Provider is paid by:
March 2019 j | J * Al Claims -
Only Claims
" that have been ~
Changed
[ Select Date Range Source: Print Order:
All Providers with Processing Dake ongafter; [w KIDS (Inkernet) Providers
. Provider Name -
|_.|,_‘|, ﬂ | - :i [w Scannable Form Providers
— =_ = v Manual Claim Providers Provider ID -
Reports:
[¥ Print CIF For [May, 2019 = | #: |1 = || | Print Office Errar Report Lty Faritdd
| —

T TEST TOSIS REFoT =] [w/ Print Pravider Errar Letters Short Yersion hd

Don't print provider error letkers
if there are no errors,

Start Prinking from Letter: End Prinking with Letter:

| Cancel | | Close |

4. Set additional filters, as needed.

5. Click Print.

Note: When printing CIFs, each child group in which a provider has a child enrolled prints on a separate
page. This means that even if a provider only cares for three (3) children and those children are enrolled in
Group 1, 2, and 3, respectively, the CIF for that provider prints each child on a separate page. We recommend
that you train your providers on how to effectively enroll children.

343



Process Claims

Last Modified on 07/14/2020 3:08 pm

When you process claims, you create a claim from information provided by your coT

providers that pays providers the appropriate amount. Processing claims takes into account all Food Program
regulations and determines Tier 1 and Tier 2 meal counts. Before processing claims, ensure that you have done
the following:

e Ensure your providers have submitted claim information in KidKare.

e Scan and validate any scannable claim forms.

e Enter Direct Entry claims.

To process claims:

1. Click the Claims menu and select Process Claims. The Process Claims window opens.

2. Click the Selected Claim Month drop-down menu and select the claim month for which to process claims.

This should default to the current claim month set in Minute Menu HX. You can only process claims for

your current claim month and the two preceding claim months.

3. Click Refresh List. Any providers who are ready to be processed display in the grid below. The grid remains

blank if no providers are ready to be processed. Providers who are set to Pending or On Hold display in red.

{am Process Claims

Selected Claim Month; IFebruary, 2020 VI

¥ Print Meal Totals Report  #: |1 vl

¥ Print Provider Error Letters

Select State: IC#\ VI

Letter Format: IShort Version ;I

¥ Print Office Error Reparts

[V Print CIF for |April, 2020

Processing Mode:
(® Process Mew Claim Data

LI For: IOnIy Scanned LI # I:l LI

Claim Source:

v Scannable Forms

-

Ceselect Al | Providers Selected: 1

Activate pending and on hold
providers when processing.

(T Re-Process Existing Claims v Kidkare Refresh List
Process = Provider Name Batch#| Delete | Locked | Received
v 001238 |Goodstein, Jeffrey {Hold) 1| Delete M 04/04/2020
Select All Provider Count: 1 Claim reports will print in the above order.

iy

e

4. Check the box next to each report to print:

o Meal Totals Report: This report lists the approved meal count by tier and by meal for each day that

was claimed. Click the corresponding # box and select the quantity of this report to print.

o Provider Error Letter: This report lists errors that should be brought to the provider's attention.
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o Office Error Report: This report prints internal claim errors. This is for your office to use.

Note: If you print the Provider Error Letter and/or the Office Error report, click the Letter Format

drop-down menu and select Short Version or Long Version.

o CIF: This prints the Claim Information Form while processing. If you choose to print this report, click
the corresponding For drop-down menu and select the month for which to print the CIF. You could
print this report for the current month and compare the processed results with the current month's
child information for each providers. The system prints this report only for scanned claims (this
includes Direct Entry claims) by default. To print this for other claims, as well, click the next For drop-
down menu and select the claim source.

5. In the Claim Source section, clear the box next to each claim source to omit:

o Scannable Forms

o KidKare

6. Check the Process box next to each provider for whom to process claims. You can also click Select All to
select all displayed providers.

7. If you have selected Pending or On Hold providers for claims processing, check the Activate Pending and
On Hold Providers When Processing box. Once you click Process, this sets those Providers to Active as of
the first day of the claim month you selected in Step 2.

8. Click Process.

9. Click OK at the confirmation prompt. Note that this process can take some time to complete.

Note: If you are printing claim reports, you can sort the displayed providers in the order in which they should
print on reports. You can sort by provider name or number. Click the Name column header or the # column

header to sort in ascending or descending order.
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Process Late Claims

. . . . . . Last Modified on 07/14/2020 3:11 pm
When you process late claims, Minute Menu HX examines the information in a coT

provider's file to determine how that claim should be paid. However, if the information on-file changes in the
meantime, it can be difficult to guarantee accurate claims processing.

Minute Menu HX stores accurate child files based on the date of enrollment and the date of withdrawal. This
allows the claims processor to accurately examine late claim months in most circumstances. Tier information
and licenses information are stored with effective start and end dates, which covers most late claim
circumstances. Even so, occasionally data changes in the provider file can materially impact a claim.

For example, suppose a provider's license capacity is seven (7) one month, and the next month it is six (6). If you
re-process that provider's late claim, the provider may get disallowed for one child throughout the month if
Minute Menu HX were only to look at the information in the provider's file for the current month.

You can configure Minute Menu HX to look at historic data when processing claims. Following the example
above, when you process the current claim, Minute Menu HX would check against a maximum capacity of six
(6), and when you re-process the previous month's claim, it would check against a maximum capacity of seven

).

Contact Minute Menu HX Support if you would like Minute Menu HX to examine historic data when processing
claims. When this functionality is enabled, the Provider History and Child History functions are also always
enabled (subject to functional security).
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Re-Process Claims

. . . . . X Last Modified on 07/14/2020 3:13 pm
Re-processmg claims is sometimes necessary if you process a clalm, but some CDT

piece of information was incorrect when the claim was processed initially.

For example, suppose you process a claim for a provider whose Tier 1 eligibility expired the previous month per
data in Minute Menu HX. In this case, the provider was reimbursed at Tier 2 rates. However, you realize that the
provider's Tier was renewed and the information in HX is out-of-date. You update the provider's Tier information
accordingly. Now, you should re-process the provider's claim so they are reimbursed at the correct rate.

To re-process claims:

1. Click the Claims menu and select Process Claims. The Process Claims window opens.

2. Click the Selected Claim Month drop-down menu and select the claim month for which to re-process
claims. This should default to the current claim month set in Minute Menu HX. You can only process
claims for your current claim month and the two preceding claim months.

3. Check the box next to each report to print when you re-process claims. For more information about the
available reports, see Process Claims.

4. Inthe Processing Mode section, select Re-Process Existing Claims.

ﬁ Process Claims
Selected Claim Month: IFebruary, 2019 vl
[ PrintMeal Totals Repart  #: [1 | Letter Format: [short version |
[~ Print Provider Error Letters [ Print Office Error Reparts
[V Print CIF for I-"'DF”: 2013 ;I For: IDnly Scanned ;l £ |1 ;I
Processing Mode: ————————————— Claim Source:
Process Mew Claim Data v Scannable Forms
(® Re-Process Existing Claims ¥ KIDS (Internet) Refresh List
Process # Provider Mame Batch#| Delete | Locked | Received
[ 001236 |Garcia, Ramon Delete N 03/13/2019
Select all Provider Count: 1 Claim reports will print in the above order.
Deselect All | Providers Selected: 0
[ process || cose |

5. Click Refresh List. Providers for whom you've already processed claims display.
6. Check the box next to each provider for whom to re-process claims.

7. Click Process.
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8. Click OK at the confirmation prompt. Note that this process can take some time to complete.

Note: You can also re-process individual claims from the List Claims window. To do so, click ReProcess next
to the claim to re-process.

Reprocessing Limitations

For scanned claims, re-processing may not enough to correct problems found on the Office Error report. You
may need to re-scan claims in the following situations:

e A claim where master menu information was added after the claim was scanned, so the claim generated
Error 60.
e A claim where any part of the form was physically corrected.

e A claim where a food was missing, and so the claim generated Error 8.

Sometimes these errors are resolved with just re-processing, but sometimes you must re-scan the claim.
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Track & Process Claims from Home

. . . Last Modified on 07/14/2020 3:14 pm
When working from home, you may not have access to a printer. Minute Menu HX  cor

has tools that can help you process and monitor claims without printing reports to paper.

Processing Claims & Manual Adjustments

Process all of your claims first and then make any manual adjustments. If you make adjustments and then
process claims, your adjustments are deleted. Therefore, it is best to process all claims first and make your
adjustments last so you do not lose the adjustments.

Stop Reports from Printing Automatically

Typically, the Office Error Report is sent to your printer by default during claims processing. If you do not have a
printer available at home, you can choose to stop any reports from printing. Don't worry—you can print these
reports to PDF later. See the Generate and Save Error Reports heading, below.

1. Click the Claims menu and select Process Claims. The Process Claims window opens.

2. Select your state (if you operate in multiple states), select the claim month, and click Refresh List. Any
providers who are ready to be processed display.

3. Clear the Print Office Error Report box. Ensure that the boxes next to the other reports are clear, as well.

4. Complete claims processing as you normally would. For details, see Process Claims.

Stay Organized with Track Received Claims

Use the Track Received Claims feature to keep track of providers who have submitted claims, as well as which
of those claims you've already processed. This allows you to remained organized in a paperless environment.

1. Click the Claims menu and select Track Received Claims. The Track Received Claims window opens.
Select the All Providers option in the Filter By section.

Click the Select Claim Month drop-down menu and select the claim month you are tracking.

A w0

Click Refresh List. A check in the Processed column indicate that you've processed the listed provider's

claim. The processed date displays in the Date column.
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{m Track Received Claims
t'H_.ber By: Select Provider:
Selected Provider )
Active E| || nEe -
[ st | ] 5| ) o | E
Select Claim Month: Filter Providers by Status:
{ December 2018 v [~ Show only Received but not Processed Active, Hold, Pending and Rer =
9 Received
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(@A O Somberoms O e Conine Mol | g processed.

%|Name Status B‘s_reived Date|Received Via Received By | Time Recvd |Processes Date|Monitor Paid Note »
001239 |Cordova,Anna Active 03:51PM CS1 v 3/5/2019 -
008535 |DTest, Jennifer Pending NM -
000052 |Emaill Test, Jennifer  |Active e 1/15/2013 |Manual Entry - Spe|993993 1zaz2pMcsr| @ 1/15/2013[BG -
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000123 | HomesAPI,No Active FT -
112233[HX app EviRelease  |Active EG -
004282 |HX Pravider, Thanh Active - 2
! [

Double diick the "Received Via™ column to

Providers Not Claiming Claims Not Received change any Provider's daim source. Close

View Received Claims You Haven't Processed

If you need to see those claims you've received but have not yet processed, you can check the Show Only
Received Not Processed box and click Refresh List to view a list of unprocessed claims.

ﬁ Track Received Claims

Filter By: Select Provider:
" Selected Provider [cve
& all Providers

3 | I || e |

|

Select Claim Mankh:

Filter Providers by Status:

[ [Februsry 2013 =] ‘ ||7 Shaw only Received but nat Processed | | Active, Hold, Pending and Rer_» |

0 Received

0 Processed

49 Praviders Refrash List

Filter Claims by Type:
[ @ Al O Scanable Forms O Kidkare ) Online (O Manual ‘

#|Name |status |received]| Date|Received ¥ia | Received By | Time Recvd |Processed| Date[Monitor | Paid  [Wote «
[ I | I I I I | [
Kl — [
= — = = Double click the "Received Yia® column ba
Providers Not Claiming Claims Not Received change any Pravider's claim saurce. Save Close

Generate and Save Error Reports

Even if you skip automated printing during claims processing, you can generate the Office Error report and the
Provider Error Letter and save a digital copy to your computer. There are several ways you can do this:

¢ Reports Menu: Click the Reports menu, select Claim Data, and click Claim Error Report. For more

information, see Print the Office Error Report.

¢ List Claims Window: Click the Claims menu and select List Claims. Locate the provider for whom to print

the Office Error report, and click OER next to their name. The Office Error report is generated, and you can

save it to your computer.
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i List Claims

—Filter By:

i AllStates (7 Selected State State: I vI
- N Select:

U Claim Month: Submission Batch:

(+ Selected Claim Month (" All Claim Months IFebruary 2020 ;I IJ!\JI Submission Batc;l
—(ﬁber By: | [ Select Provider:

Selected Provider - - = = =
f* Al Providers IACtWE _I IJJ_ _I ITJ I —I

State # Provider Name Tier | Paid | Submitted | Changed | Adjustment| Src I—%Td "
i Detalls 3 CA 005464 |4, A (Hold) 1 |No Mo No I WE OER. ReProcess|
Details [CA | 001237 |Landers, Gwen H (Mo [Mo No | WE OER ReProcess|

Claim Counts @ 2

Note: Providers using KidKare can download and print their own Provider Error Letter directly from KidKare.
They can view instructions for doing so here.

Print Reports to PDF

We recommend you print reports to PDF whenever possible—especially if you are emailing them to your
providers. Note that you must have a PDF creator installed before you can print to PDF. If you do not, you can
download and install CutePDF Writer for free here (external link). To change the printer used when printing
reports:

1. Generate a report as you normally would. See the bullets and linked articles, above.

2. Inthe Report Viewer, click & The Print Setup dialog box opens.

|||mnz <] Ton 100 Oof

3. Click the Name drop-down menu and select your PDF printer, Adobe PDF, for example.
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Print Setup d

r— Printer
MName: Adobe POF - Properties. .. |
Status: Ready

Type: Adobe PDF Converter
Where:  Documents'” pdf
Comment: L

— Paper Crientation
Size: ILeﬂer ;I & Portrait 1

Source: IMomaticalh'Seled ;I " Landscape

Nawork...| ok | Cancel |

4. Click OK.
5. Click Print to print the report. Your PDF printer name should display.

Print n

Prirter: Adobe PDF on Documents®” pdf

HX

Cancel |

_| —Print Range £
4| = Al
: I 3‘ i
i ¢ Pages Copies: =
i . I—_I - I— ¥ Collate Copies .
6. Click OK.

7. Browse to the location on your computer in which to store the report, and click Save. You can now email

the PDF report to your provider, if needed.

352



Understand the Whole Grain-Rich Edit Check

Last Modified on 07/14/2020 3:20 pm

About the Whole Grain-Rich Requirement  *”

Child care providers serving a meal or multiple meals in a day that include the grain component need to make

sure that at least one of the grains served that day is whole grain-rich and indicate them as such in HX to receive

the maximum reimbursement.

Not all meals require the grain component, such as a snack with two other components, or breakfast if the grain
component is replaced with a meat/alternate. If the grain component is served, there must be a least one meal
that day in which the grain was whole grain-rich. If one or more grain components are served, but none of them
are marked as whole grain-rich, the meal with the lowest reimbursement that included grains will be disallowed
(i.e. snacks will be disallowed before breakfast, breakfast will be disallowed before lunch and dinner).

Sponsor Preferences

Sponsor Policy Q.008 controls this edit check. This preference can be set to disallow, warn, or ignore. The edit
check will only evaluate meals if this preference is set to disallow or warn.

Edit Check

Error 187 displays on the Office Error Report (OER) when claims are processed if meals for non-infants include
bread/grain components, but none of the recorded breads/grains were marked as whole grain-rich. Infants are
not included in this requirement.

The Whole Grain Edit Check looks at meal rates only and runs after all other edit checks. It will disallow the
lowest remaining creditable meal if the whole grain requirement was not met. As such, meals are disallowed in
the following order:

e AM Snack

e PM Snack

e Evening Snack
* Breakfast

e Lunch

e Dinner

Meals Disallowed

¢ If only one meal was served in a day and the meal did not include a grain, the error is not generated.

Example
The only meal served that day was a snack of apples and milk. The snack did not include the grain
component. The meal is reimbursable, and the whole grain-rich edit check is not generated.
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e If only one meal was served in a day and the meal did include a grain, but the grain was not marked as

whole grain-rich, then Error 187 is generated on the OER.

Example

The only meal served that day was a snack of apples and crackers. If the crackers were marked as
whole grain-rich the meal will be reimbursable. If the crackers were not marked as whole grain-rich,
the meal will be disallowed.

e |f multiple meals were served and meals did not include a bread/grain, the meal with the lowest

reimbursement that contained the grain component will be disallowed.

Example 1

Breakfast, Lunch, and a PM Snack were served. Breakfast and Lunch both had a grain component,
but neither were marked whole grain-rich. In this case, Breakfast would be disallowed. The PM Snack
would not be disallowed in this scenario, since the grain component was not served. Breakfast was
disallowed before Lunch, since it has a lower reimbursement rate.

Example 2

Breakfast, Lunch, and a PM Snack were served. Lunch was the only meal that included a grain, and it
was not marked whole grain-rich. The provider chose to serve a meat/alternate instead of a grain for
breakfast that day. Therefore, the lunch is the only meal that included a whole grain, and it was not
marked as whole grain-rich, so lunch would be disallowed.

e The whole grain-rich edit check will run after all other edit checks. So, if a meal that included a grain has
already been disallowed for another reason, one of the remaining meals that contained the grain

component would be disallowed.

Example

Breakfast, Lunch, and a PM Snack were served. The grain component was served at all three meals,
but none were marked as whole grain-rich. The PM Snack was disallowed for an unrelated reason.
The processor then disallowed the next available meal that included the grain component. In this
example, Breakfast was disallowed.

¢ If the meal that was marked as whole grain-rich was disallowed for another reason, the whole grain-rich

food satisfies the requirement, and another meal would not be disallowed.

Example

Breakfast, Lunch, and a PM Snack were served, and a whole grain-rich food was served at the PM
Snack. The PM Snack was disallowed for an unrelated reason. The whole grain-rich food served at
the PM Snack satisfies the requirement, therefore there would not be any additional disallowances.
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Enter Direct Entry Claims

Last Modified on 05/08/2024 9:52 am
CcDT

Use the Direct Entry feature in Minute Menu HX to process hand-written claims forms for those providers who
do not claim online via KidKare. When you use Direct Entry, you must still process menu foods by hand and
examine the nutritional components of the claim. However, you can enter attendance information directly into
Minute Menu HX, which means HX can process the claim for you. Entering attendance information is akin to
scanning claims with Attendance Menu forms.

Minute Menu HX does a large number of edit checks when it processes claims for you. However, it is a good
idea to check the following when you enter the claim:

e No child is claimed for more than two (2) meals and one (1) snack or two (2) snacks and one (1) meal
each day.

e School-aged children are not attending AM Snack or Lunch on school days without a valid reason.

e Providers are not serving meals for which they are not approved, and they are not serving meals on days
of the week for which they are not approved.

e Providers are not over capacity, even when allowing for split-shift servings.

e Children in a Mixed Tier home are being paid at the appropriate Tier. Specifically, note those children who

should be paid at Tier 1 rates.

See Error Codes for more information about the specific errors you may see when processing claims.

To record a Direct Entry claim:

1. Click the Claims menu and choose from the following, according to the layout of your manual forms:
o Record Full Month Attendance by Meal: The data entry process is organized around the meal. Use
this option if your manual forms are organized so all meals are found together on the form. Go to
Record Attendance by Meal.
o Record Full Month Attendance by Child: The data entry process is organized around the child. Use
this option if your manual forms are organized so all of a child's attendance (for all meals) is found

together on the form. Go to Record Attendance by Child.

Record Attendance by Meal

1. You are in the current claim month by default. If you are recording a late claim, click the Select Claim
Month drop-down menu and select the claim month.
2. Click the Provider drop-down menu and select the provider for whom to record claims. The Record Full

Attendance by Meal window loads the provider's children and focuses on Breakfast by default.
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3. Click the Child Name column or the # column (if HX is configured to use child numbers) to sort the
displayed children. Try to match the order in which children are listed on the form. You can click the Child
Name column up to four times to change the display. Clicking a fifth time returns the sort to the first
option.

o 1: Sort alphabetically by child's last name in ascending order.
o 2: Sort alphabetically by child's last name in descending order.
o 3: Sort alphabetically by child's first name in ascending order.
o 4: Sort alphabetically by child's first name in descending order.

4. If this provider serves meals in split shifts, click Show 2nd Serving to display the second serving columns.

5. For each child, check the box for each day the child was present for the meal/serving.

o You can use your keyboard to move through the grid. To do so, click in the grid and press the arrow
keys to move forward/backward. Press Space to check the box. Each column header is highlighted in

blue when you move into it.

o Click . next to a child name to check all of the weekday boxes for that child. Click it again to clear
the boxes.

o You can copy the monthly attendance schedule from one child to another. This is useful if there are
two children from the same family. To do so, click the name of the child you are copying and type
Ctrl + C. Click the child name to which to copy, and type Ctrl + V. Note that this only copies
attendance for the selected meal.

6. Check the column footers and the Total column to the right as you mark children in attendance to ensure

there are no errors. Click to recalculate the totals as you work.

7. Click the Select drop-down menu and select the next meal to record. Repeat Step 5 & Step 6 for the
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remaining meals.

Note: If the attendance pattern at the new meal is the same as the one you've recorded, click Copy
Attendance. Then, in the Select Meal to Copy From section, select the meal from which to copy

attendance. Attendance is copied to the new meal you selected.

8. When finished recording meals, click Save Month.

Record Attendance by Child

1. You are in the current claim month by default. If you are recording a late claim, click the Select Claim
Month drop-down menu and select the claim month.
2. Click the Provider drop-down menu and select the provider for whom to record claims.

3. Click the Select Child drop-down menu and select the child for whom to record attendance.
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4. If this provider serves meals in split shifts, click Show 2nd Serving to display the second serving columns.
5. For each meal, check the box for each day the child was present for the meal/serving.
o You can use your keyboard to move through the grid. To do so, click in the grid and press the arrow
keys to move forward/backward. Press Space to check the box. Each column header is highlighted in

blue when you move into it.

o Click I next to a meal to check all of the weekday boxes for that child. Click it again to clear the
boxes.
o You can copy the monthly attendance schedule from one meal to another. To do so, click the meal

you are copying and type Ctrl + C. Click the meal to which to copy, and type Ctrl + V. Note that this
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only copies attendance for the selected meal.

Note: Checking a box for a meal also automatically checks the corresponding box in the Daily

Attendance section.

6. Check the column footers and the Total column to the right as you mark children in attendance to ensure

there are no errors. Click to recalculate the totals as you work.
7. Click the Select Child drop-down menu and select the next child for whom to record attendance. Repeat

Step 5 & Step 6 for the remaining meals.

Note: If the attendance pattern for the new child is the same as the one you've recorded, click Copy
Attendance. Then, click the Select Child to Copy drop-down menu and select the child from which to

copy attendance. Attendance is copied to the new child you selected.

8. When finished, click Save Month.

Disallowing Meals

Once you have entered attendance with either method, manually check the provider's menus. If there are any
meals that should be disallowed per USDA meal pattern regulations, you can disallow them in the Record Full
Attendance by Child/Meal window.

1. If you are using the Record Full Attendance by Meal window, click Show Disallow Grid to display the
disallow grid for the selected meal. This grid always displays in the Record Full Attendance by Child
window.

2. Check the box for the day on which to disallow a meal for a specific child. This applies a generic
disallowance for the meal/child.

3. Click Add Meal Claim Error to apply a specific error to the disallowance. For more information, see

Manually Enter Claim Errors for Direct Entry Claims.

Checking Your Data Entry

When you have finished the Direct Entry process, you should check your data entry to ensure there aren't any
errors. Once you save your data, click Print Summary to print the Claimed Attendance Summary report. This
report provides a day-to-day set of meal totals and shows the count of the number of children marked in
attendance.

You can also click Print Detail to print a child-by-child list of all children claimed.
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Enter Claim Errors for Direct Entry Claims

. . . . . Last Modified on 07/14/2020 3:44 pm
When recording disallowances for Direct Entry claims, the system automatically coT

assigns a generic disallowance reason to the meal. Use the Manually Enter Claim Errors for Direct Entry Claims
function to enter specific disallowance reasons. The available reasons you can apply are limited, because the
claims processor applies most checks when you process your claims.

However, the disallowances you select while using this function disallow the entire meal, so all children in the
specific age group (infant or non-infant) are disallowed as a result. These errors will show in the Office Error
report, just as if they had been generated automatically (as is the case with KidKare claims).

Even though the name of this function specifically references Direct Entry Claims, you can use this function to
apply very specific errors to scannable form claims where the specific food information isn't on the scannable
form.

Note: You cannot use this function until after you have input underlying attendance data or validated any
scannable forms. If you have already processed the related claim, you must re-process it after entering
disallowance reasons, as the errors supplied here will not impact the claim until you do so. For more
information, see Direct Entry Claims.

To manually enter claim errors for direct entry claims:

1. Open the Manually Enter Claim Errors for Direct-Entry Claims window. You can access this window in two
ways:
o Click the Claims menu and select Enter Claim Errors for Direct Entry Claims. The window opens.
o In the Record Full Attendance by Child/Meal window, click Add Meal Claim Error. The window opens
and displays the information for the provider selected in the Record Full Attendance by Child/Meal
window. Go to Step 3.

2. Click the Select Provider drop-down menu and select the provider.
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N o o &

Ensure the correct claim month is selected. To change it, click the Select Claim Month drop-down menu
and select the claim month.

Click the day to disallow on the calendar. The meals available for disallowance for that day display.

In the Error is For section, select the age group to which to apply this error.

Click the Select Error drop-down menu and select the error you are applying.

In the Meals Available to Disallow for Selected Day section, click the meal to which to apply the error you

selected. The Claim Error Save Successfully message displays. Click OK.

Note: You can also click Disallow All Meals on Day to disallow all meals on the selected day for the

same reason you selected in Step 5.

360



Create a Manual Claim

Last Modified on 07/15/2020 1:15 pm

If a provider sends meal and attendance information on manual forms, you can coT

either handle the claim as a Direct Entry claim or as a manual claim. If you handle this as a manual claim, you
must determine the appropriate meal count information manually. Then, you can enter these claim counts and
any claim notes into Minute Menu HX.

Note that these counts are not subject to the same checks as Direct Entry or other processed claims. However,
Minute Menu HX still applies certain checks to these claims to provide some basic checks and balances.

1. Click the Claims menu and select Enter New Claim Manually. The Add New Claims window opens.

L &dd Mew Claims

Current Sponsar's Clain Month: February 2019

Date: April 09, 2019

Select Provider:

I.C\ctive

Provvider Tier:
Providers Effective Tier Code

Tier 1

Tier 2

Totals|

Breakfast:

i}

AM Snack:

Lunch:

PM Snack:

Dinret:

Ewvening Snack:

Artendance:
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ol oo ol o O Of Of O

Total Federal §:

ol oo ol o O Of Of O

ol o) ol o) o O O O

Days Claimed: ID DA

Tokal Meals: 0

| Clear Totals

Calculate

| Reimbursements

Select Provider Claim Month ko Enter:
O February 2019 (Current Slaim Manth)

) January 20190 Late Ene anth)

O December 2018 (Late Twa Months)

Put: laim an Submission Hold?: [

Batch #: I

| Save | | Close |

2. In the Select Provider section, select the provider for whom to enter a claim.

a. Click the first drop-down menu and select the provider status by which to filter the Provider drop-

down menu.

b. Click # to sort the list by number, and click A to sort by name.

c. Click the Provider drop-down menu and select the provider.

3. In the Select Provider Claim Month to Enter section, select the claim month for which to enter totals. If a

claim already exists for the provider in the month you select, you must select a different claim month

before you continue. You can enter claims up to two months prior to the current claim month.
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i Add Mew Claims

Zurrent Sponsor's Claim Month: Febroary 2019 Date: April 09, 2019

Select Provider:

I.ﬁ.ctive ;I |_J'_!'_ =1 [a #

Provider Tier: 2
Providers Effective Tier Code :

——— Tier 1 Tigr 2 Total;| Select Provider Claim Month ko Enter:
reartasti go 0 () February 2019 (Current Claim Manth)
AM snack: lg 0 a
() Janwary 2019 (Late One Month)
Lunch: Fo 0 1]
FManack |o - g () December 2015 (Lake Two Months)
Dinner: Yo 1] a

Note: The provider's Effective Tier is the provider's Tier as of the first day of the claim month you
selected. This is determined by cross-checking the provider's Tier eligibility dates in the provider's file.
Even if the provider is marked as Tier 1, their Effective Tier is Tier 2 if the eligibility dates in their file do
not cover this claim month. When you save this claim, the Claim Tier is assigned based on this Effective
Tier and the claim's meal counts. This means that if the provider's Effective Tier is 2 and you save only
Tier 1 meal counts, the claim is saved as a Tier 2 Hi claim. If the system assigns the wrong Tier, you

can make a claim adjustment later to change the claim'’s tier.

4. In the table to the left, click each Meal field and enter the total number of each reimbursable meals for the
month. Ensure that you only enter Tier 1 totals in the Tier 1 column and enter Tier 2 totals in the Tier 2

column.

Provvider Tier:

Providers Effective Tier Code
Tier 1 Tier 2 Totals

o

Breakfast:

AM Snack:

Lunch:

PM Snack:

Dinret:

Ewvening Snack:

Artendance:

Participated:

oo ool o o) Of Of O
oo ool o o Of O
o e e T e R Y e Y e e ) e Y e |

Total Federal §:

Days Claimed: ID DA Total Meals: 0

5. Click the Attendance box and enter the total attendance for the month per child tier. This represents the
total number of unique children of the given Tier served per day. This information is verified when you
attempt to save and is cross-checked against the children (of the relevant Tier) who were enrolled with the
provider in the selected month. This must be at least as high as the highest meal count in the relevant Tier

before you can save the manual claim. It cannot be higher than the number of children who participated in
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10.

11.

12.

13.

the claim (in the given Tier) times the number of days claimed.

Click the Participated box and enter the number of unique children (by Tier) who participated in the
provider's claim. This is cross-checked against the enrolled children in the provider's file when you attempt
to save this claim.

Provvider Tier:
Providers Effective Tier Code

Tier 1 Tier 2 Totals|
i

Breakfast:

AM Snack:

Lunch:

PM Snack:

Ewvening Snack:

Artendance:

Participated:

1]
o
1]
o
Dinner: fo
o
1]
1]
1]

[==) Q=] Qe Be=) Qyecl el Secl re) g
oo Oof o o O O O

Total Federal §:

Days Claimed: ID DA Total Meals: 0

Click the Days Claimed box and enter the number of days for which the provider records meals and
attendance.

Check the Put Claim on Submission Hold box to prevent this claim from being included on reports to the
State and from subsequent payment. If you put manual claims on hold, you must take them off hold just as

you would processed claims.

. If you use some kind of organization to keep your claims together, click the Batch # box and enter the

batch number in which to include this claim. Leave this box blank if you do not use batches.
Click Calculate Reimbursement to to review ADA (the combined total of Tier 1 and Tier 2 attendance
devided by the days claimed) and the claim's dollar totals before you save the claim. This also provides a
count of the total of all meals claimed (adding both meals and snacks together, for both Tiers).
When finished, click Save. Certain checks are applied when you attempt to save. If any of these checks fail,
you are notified appropriately. In some cases, you cannot save the claim until you correct these issues.
Once you have successfully saved the claim, you are prompted to:
o Create a custom claim error message. For more information, see Create Custom Claim Error
Messages for Manual Claims.
o Enter claim errors for manually entered claims. For more information, see Enter Claim Errors for
Manually Entered Claims.
o Do not create any errors now.

When finished, click Close.
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Create Custom Claim Error Messages for Manual Claims

Last Modified on 07/15/2020 1:19 pm

Custom manual claim error messages are open-ended/free-form text messages you cot

create. They appear on the Provider Error Letter and Office Error report for this claim. This step is optional, and
you can record any message you like. This is useful if you use Minute Menu HX to send Provider Error Letters to
providers to tell them what they did wrong on their claim, rather than sending a manual report to them. If you
send your traditional error forms to the providers (which you've filled-out by hand), using this function can be
redundant and unnecessary.

You can only record custom claim error messages at the same time you save the manual claim—they cannot be
added after the fact.

1. Create a manual claim. For instructions, see Create a Manual Claim. When you successfully save it, the

Enter Manual Claim Errors dialog box displays.

= .
i Enter Manual Claim Errars

Enter Manual Claim Errors {select one):
" Create a custom claim error message

Use Enter Claim Errars For Manual Enkry
Claims calendar

% Do not create any errors nos

Cancel Continue

X5

2. Select Create a Custom Claim Error Message.

3. Click Continue. The Add Manual Claim Error dialog box opens.

Please Supply all Claim Error information
here, Only one manual claim error message
will be created.

Error Ackion: |8

-

L Add Manual Claim Error @

4. Click the Error Action drop-down menu and choose from the following:

o Disallowed in Training Period
o Allow

Disallow

o

o

Training Period

o

Waiver
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5. Click the Error Description box and enter any error description or message here. This message prints on
the Provider Error Letter.

6. Click Save.

7. When finished, click Close.
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Enter Claim Errors for Manually Entered Claims

Last Modified on 07/15/2020 1:20 pm

You can record disallowance reasons or other error messages on manually entered cor

claims. These message then appear on the Provider Error Letter and the Office Error report. This is useful if you
use Minute Menu HX to send Provider Error Letters to providers to tell them what they did wrong on their claim,
rather than sending a manual report to them. If you send your traditional error forms to the providers (which
you've filled-out by hand), using this function can be redundant and unnecessary.

You can launch this function at the time you are saving a manually entered claim, or you can run it afterwards.
You must have already received the manual claim before using this function.

1. Click the Claims menu and select Enter Claim Errors for Manual Entry Claims. The Enter Claim Errors for

Manual Entry Claims window opens.

Click for Diay Select Help

Error is for:

ﬁ Enter Clairm Errars for Manually Entered Clairms
Select Claim Month:

Februam 2015 -

(® Mon-Infants () All Infants

() 0-3Months () 4-7Months () 8-11 Months

Child Name for Error:

{ Select Provider:

a8l

=X

Select Error: |--53Iect--

Error Action: | gojoqt-- -

Meals Claimed in Month/Enter # Disallowed in box ——

L]

b a i d | _e |
| Delete All Errors
| | | | | | For Month
February 2019 |
Sun ¥lon Tue | Wed | Thr | Fri | Sat |
1 2
3 4 5 A 7 8 9
10 11 12 13 14 15 18
17 13 19 20 21 22 23
24 25 28 27 28

zelection box indicates has meal counts on claim.

Three dots on day means manual ermars have been created for day. Double click on day to see and edit emors. An s
on a day meansz the ermor waz entered through Enter Mew Claim Manuallp form, Upper caze meal letters in meal

Close

w N

down menu and select the claim month.

. Click the Select Provider drop-down menu and select the provider to whom you are applying errors.

Ensure you are in the correct claim month. If you need to change it, click the Select Claim Month drop-

. Click the day to disallow on the calendar. The meals available for disallowance for that day display.

. In the Error is For section, select the age group to which this error applies.

. Click the Error Action drop-down menu and select the error action. You can choose from the following:

4
5
6. Click the Select Error drop-down menu and select the error.
7
8

. If this error applies to a specific child, click the Child Name for Error box and enter the name of the child.
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10.

. To indicate the number of meals disallowed, click the box under the appropriate meal abbreviation and

enter the number of affected meals.

Click the meal button to apply the error to the day you selected. Note that if you need to apply the error to

more than one age group, you must repeat Steps 5-10.
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Understand Manual Claim Edit Checks

. . . . Last Modified on 07/15/2020 1:22 pm
When you enter a manual claim, Minute Menu HX performs a variety of edit checks cor

that are designed to ensure the numbers you enter are consistent with CACFP regulations and with the data you
currently have on-file. These edit checks are also enforced if you manually adjust a claim (regardless of the
claim source).

The specific checks performed include the following:

e You recorded all numbers related to the claim, including meal counts, counts of attendance (number of
children claimed per-day, added up for the month), counts of participating children (number of unique
children claimed throughout the month), and the number of days claimed.

e Attendance is not less than the highest meal count. For example, if you recorded 100 breakfasts for 10
claimed days, then you must have had at least 10 children claimed on each of those 10 days, for a
minimum of 100 attendance. The system does not allow you to enter anything smaller than that.

e When computing average daily attendance (ADA), HX takes this attendance number and divides it by the
days claimed. This number cannot be less than the number of participating children. For example, you
can't say that you claimed 10 children a day, on average, but only nine (9) children were claimed during the
month.

¢ You did not claim any one child for more than two meals and one snack or two snacks and one meal in a
day. When you enter a claim manually, this edit check is enforced on the claim as a whole, so it is
impossible for you to enter claim numbers that would indicate all children were claimed throughout the
month for four meals/snacks a day. This is done with two, specific mathematical checks of the numbers
you entered: Breakfasts + Lunches + Dinners/2 or Breakfasts + Lunches + Dinners + Snacks/3. The total
attendance cannot be any lower than the result of this equation. If it is, you've indicated that too few
children were claimed, so one or more of those children would have gotten paid for a breakfast (or snack,
if served) when they should have been disallowed because of the two meals/snack rule. If either of these
formulas fail, you cannot save the claim until you verify that you haven't overpaid. Reduce the meal counts
to solve this problem. If you under-counted the number of children claimed each day (attendance), increase
the attendance to solve this problem.

e The system compares the counts of participating children with the child information you have on-file. If
you claimed 10 unique children as participating in the month, but only nine enrollments are on file, you
receive a warning message. You can overrule this message, if needed, because your child files in Minute
Menu HX may not be up-to-date. However, if you think your files are up-to-date, do not overrule this
message. Instead, find the cause of the discrepancy. For example, you may have miscounted some of this
provider's meal counts.

e The system can also check to ensure that the number of days claimed in the month doesn't exceed what is

possible. In February, for example, you can't claim 30 days. However, the system also looks at the

368



provider's start date, termination date, and any licensing approval dates to ensure that the number of days
claimed isn't more than is possible.

e If the provider isn't approved to claim a particular meal and you have configured Minute Menu HX to
disallow a provider from claiming a meal for which they are not approved, the system generates a

message stating that the provider is not approved for the meal.
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Print the Manual Claim Processing Worksheet & Manual Claim Cover
Sheet

Last Modified on 07/15/2020 1:23 pm

Manual Claim Processing Worksheet

The Manual Claim Processing Worksheet provides your claim reviewers and menu readers with everything they
need to manually process a provider's claim. This includes licensing information, tiering information, and
worksheet space to note meal counts.

To print this report:

1. Click the Reports menu, select Claim Forms, and click Manual Claim Processing Worksheet. The Select
Provider dialog box opens.

2. Click the Provider drop-down menu and select the provider for whom to print the worksheet.

—Filter By:
¢ Selected Provider { Multiple Providers

- Select Provider:

r:
IAcﬁue ;I |_f_f_ :I Fﬂ ISheIIeyI Mary ;I

3. Click Continue. The Select Month dialog box opens.

Provide

4. Click the Select Month drop-down menu and select the month for which to print the worksheet.
5. Click Continue. The Select Child Sort Preference dialog box opens.
6. Select Sort By Name or Sort by Number/ID.

7. Click Continue. The worksheet is generated as a PDF. You can now print or export it.

Manual Claim Cover Sheet

The Manual Claim Cover Sheet is an abridged version of the Manual Claim Processing Worksheet. It should
typically only be one page, though this depends on the number of children enrolled.

To print this report:

1. Click the Reports menu, select Claim Forms, and click Manual Claim Cover Sheet. The Select Provider
dialog box opens.

Click the Provider drop-down menu and select the provider for whom to print the cover sheet.

Click Continue. The Select Month dialog box opens.

Click the Select Month drop-down menu and select the month for which to print the worksheet.

Click Continue. The Select Child Sort Preference dialog box opens.

S

Select Sort By Name or Sort by Number/ID.
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7. Click Continue. The cover sheet is generated as a PDF. You can now print or export it.
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Understand Forms

Last Modified on 03/24/2023 3:10 pm

Child Enroliment Forms

When scanning child enrollment forms, ensure that you have separated different versions of the enrollment
forms into different stacks for scanning. For example, if you scan a 3002E enrollment form when the scanner is
expecting a 3002G, most of the information will come in properly, but school information and other special
information is corrupted.

These are some of the validation checks performed on enrollment forms. Note that this list is not exhaustive.

e Avalid DOB and enrollment date is present.

The enrollment date is not a date in the future. If the date on the form is after the current claim month, you

are prompted to confirm that it is the correct date.

The enrollment date should not be a past date. If the date on the form is is before the current month, you
are prompted to confirm that it is correct. If you receive this error often, it can indicate that a child number

was duplicated.

The Infant bubble must be marked for infants. If it is not, you are prompted to confirm that this is actually
an infant. Many providers mistakenly use the current year instead of the child's actual date of birth, which

causes the child to be entered as an infant in error. This check prevents that from happening.

Child numbers must be unique. If they are not, you are prompted to choose from the following options:

o Change the number or group of the child you are enrolling.

o Withdraw the previously enrolled child that is using the same number. The withdrawal date will be
automatically set to the last day of the month prior to the new child's date of enrollment so no child
numbers are duplicated during a given month.

o Update the existing child. You should do this if you are scanning an enrollment renewal or are re-
scanning an enrollment form for some reason. All of the child's existing, non-scannable information
remains as it was.

o Throw out the form being scanned.

e Child names and DOB should be unique. If the child name and DOB match another child, you are prompted

to confirm that you are not enrolling a duplicate.

When the validation process is finished, new enrollments are in the Minute Menu HX database. You can view
them in the List Children window.

Menu Forms

When scanning menus, separate bubble menus from attendance menus.

Remember to manually review the foods on attendance menus. If any foods are invalid or missing, bubble-in the
appropriate shaded column next to the invalid or missing food.
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These are some of the validation checks performed on menu forms. Note that this list is not exhaustive.

e Avalid provider ID number must be present.

e The provider does not have existing claim or menu data for the claim month. If such data does exist, you
are prompted to overwrite the existing data or throw out what you are currently scanning. This check helps
you identify when a provider fills-out the wrong provider ID on one or more of their forms. If you see this
error when you are not deliberately re-scanning a provider's claim, we recommend you do some research
to find the reason for the error.

o If there are two or less of a particular provider ID in a given batch of forms, you are prompted to confirm
that those provider IDs are actually correct. Most of the time, this error indicates that a provider has filled
out the wrong ID on one or two of their forms.

e Forms should not be missing a month or have an invalid month. If the month is missing or invalid, you are
prompted to confirm that the form being scanned is for the correct month (so a late claim isn't slipped in
by mistake).

e Form columns should not be missing a day or have an invalid day. If the day is missing or invalid and at
least one meal has something marked in that column, you are prompted to supply a valid date. If there is
no meal claimed in that column, you can select Throw Out Column to ignore the entire column.

e The provider should not use the same date in two different day columns. If they do so, Minute Menu HX
can handle this in one of two ways:

o Minute Menu HX forces you to correct the problem.
o Minute Menu HX automatically throws out any column that has a duplicate day marked, and an error

is generated on the Provider Error Letter. This informs the provider of the problem.

When the validation process is finished, attendance and meal information is in the Minute Menu HX database.

Review Forms

When you scan reviews, ensure that you select the right review form type. When the validation process is
complete, the review information is in the system.

If you mark a child number that is not in the database on the scannable review form, the child number is
effectively ignored. If you scan a review form that has a new child number on it and later scan an enrollment
form for that same child number, you must manually edit that review using the provider reviews function. You
must also add that child to the attendance for that meal.

Changes Made to Scan Forms

This section provides information for changes made to scannable forms.
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All Menu and Attendance Forms

¢ Daily Attendance Area: This field was added based on instruction from the USDA. Federal regulations
indicate that daily attendance must be marked separately from attendance at meals.

¢ New/Updated Food Fields: Added a Meat/Alt field to Breakfast. Separated the Fruit and Vegetable fields at
snacks. Changed one of the Fruit/Vegetable lines to Vegetable at Lunch and Dinner.

¢ Provider Attestation: Added the following sentence: | certify that | served at least the minimum required

quantities to each child by age and served the correct milk to each child by age.
Other changes for space concerns:

e Limited child numbers to 1-28
e Moved Provider ID to the top of the form

e Moved the provider signature and attestation to the side of the form

Regular Menu and Attendance Forms (1102/1122/8513/8523)

e Whole Grain Served At: This field allows providers to indicate that a food served that is not always a whole
grain (i.e. spaghetti noodles, bagel, and so on) was whole grain-rich in this instance. The HX claims
processor always looks at foods bubbled for a whole grain item. If none of the foods served are always

whole grain, then it looks at this field for the provider's indication of which item qualifies.

Infant Full Bubble Changes (1203/1223)

Because the USDA requires that you record foods served to individual infants, providers must bubble the meal
that they are recording and, if infants in the same age group ate different foods, record that meal for each infant.
For this reason, providers may now use multiple columns for the same day without bubbling a second serving
without or Group 2 or 3 at the top.

Enrollment Forms

e Limiting the Child Numbers to 1-28: This change was made per the menu form changes.
¢ Parent-Supplied Formula/Breast Milk: The question of whether the parent supplies breast milk or formula
has been split into two questions, similar to how it's presented in KidKare. Currently, this does not affect

any of the windows in HX.

Can | Use My Old Forms?

The answer to this question depends on which forms you use, and how much work you want to do.

Note: You cannot combine old and new forms in an individual provider’s claim. You must scan batches of
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claims on the old forms separately from the new forms.

Full Bubble Regular forms (1101/1121): Your providers cannot record Meat/Alt at breakfast or a snack that
contains a Fruit and a Vegetable. They will also not have the Whole Grain Served At field, so if the food they
bubbled is not indicated as a whole grain in the food properties, they may get disallowed. Other than that, these
forms are usable. Providers must not claim child numbers 29-32 after their children are renumbered.

Full Bubble Infant (1202/1222): The processor is only checking that Breastmilk or Formula was served, since all
other foods are optional until developmentally appropriate under the new meal pattern. Providers must not claim
child numbers 29-32 after their children are renumbered.

Written Foods Regular forms (8511/8521): Disallowances will be tricky, but providers can write whatever you
want them to in the food area, so they can record any meal under the new meal pattern. You must manually enter
disallowances for Meat/Alt at breakfast and if you want any Fruit or Vegetable errors to display separately.
Providers must not claim child numbers 29-32 after their children are renumbered.

Written Foods Infant forms (8512/8522): Providers can write whatever you want them to in the foods area, so
they can record any meal under the new meal pattern. We recommend writing the number of the child that
received each food beside the food. You must manually enter meal disallowances if you want them to match
individual children and match up to the new meal pattern age groups. Providers must not claim child numbers
29-32 after their children are renumbered.

Enrollment Forms: If providers assign a new child a number in the 29-32 range, you are prompted to assign a
different number during forms validation. This functionality already exists for when providers try to assign a
child number that's already in use.

Review forms: You can continue to use these.
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Complete Scannable Form Spot Checks

. . . . Last Modified on 03/24/2023 3:10 pm
Once you receive scannable forms from your providers and begin sorting them for  cor

scanning, you should do a quick spot check on each packet. Completing this step helps you catch errors before
you have scanned the form, which allows you to attempt to correct them before processing the claim. This
minimizes the amount of scanning problems you may have, and maximizes the speed at which you can finish
your claim.

If your providers filled-out their forms properly, this process should only take about 30 seconds per-packet.

All Scannable Forms

Check for any problems that would prevent a good scan. This includes the following:

e Tears orrips.
e Black marks along the form's timing marks.
e Food stains.

e Dirty eraser marks.

If you find any problem that would prevent a good form scan, set that provider's entire claim paperwork to the
side so that it gets special attention when claims are scanned and processed.

Menu Forms

When spot-checking menu forms, check the following fields:

¢ Provider ID: Ensure that all digits of the provider's ID were bubbled in the bottom right-hand corner on each
page.

o If multiple pages are missing all or some of the Provider ID bubbles, mark them with a #2 pencil and
highlight over the marks you make. This ensures that these changes are obvious changes made by
you, not the provider, during an audit. Use correction tape (white out strips) to remove any marks that
the provider made in error. If you do not resolve this here, it is resolved when you scan the form.
However, you do not need to verify every single page. Ensure that at least one of them was bubbled
correctly. Consult the provider's CF to find their provider ID. During the validation process, the system
notes the previous and next page's provider number to help you more easily identify the provider who
has a problem.

e Day Headers: Check each page’s three day column headers and ensure that both digits of the day were
bubbled-in for each column

= |f any page is missing all of these bubbles, we recommend you take the time to correct them during
this spot-check. However, you do not need to fix day columns that might be missing just one column.

The validation process should catch any missing dates, and the system tells you the last three pages'
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column dates, the current three pages' column date, and the next three pages' column dates. This
allows you to fix most of these problems when validating the forms.

= |f the provider did not indicate what the day was supposed to be, either call the provider to correct the
problem now, or throw out this column during the validation process.

e Claim Month: Verify that the claim month marked is the month it should be (the provider hasn’t submitted
a late claim). Although this is easy to fix during the scanning validation process, so correcting it while
performing spot checks isn't critical.

e Attendance Form Menu Checks: Verify that the food components have been supplied and are creditable.

= |f any meals aren't creditable, mark the appropriate shaded column next to the invalid food. For
snacks, you must mark both missing and invalid foods to indicate that three of the four foods are
invalid, which means the system will disallow the snacks.

= |f you require that the meal bubble in the upper-left corner be bubbled-in for each meal, verify that the
provider completed this step.

e Chk By: Have the person who spot checked the menu to initial in the Chk By section on the bottom of these

forms.

Enroliment Forms

o Provider ID: Verify that all digits of the provider's ID are marked. If they are not marked properly, correct
the marks and highlight them appropriately.
o Child Number: Verify that the child's name and number are both bubbled-in and match what was supplied
on the enrollment form with what the provider wrote on the CIF.
= |f the numbers on the enrollment form don't match the CIF, you may be able to look at the provider's
menu forms to determine the correct number. You may also need to call the provider. Resolve this
issue before scanning forms for this provider.
s If the child number is missing, mark it based what was noted on the CIF. Highlight the marks you
make (for auditing purposes).
= |f the CIF is missing, contact the provider and ensure they include the CIF with all future claim
paperwork.
o Signed: Verify that the parent signed the form.
s [fitis not signed, set it aside. You must receive a signed child enrollment form before the child can
be paid.

= If you find any problem that would prevent a good form scan, enroll that child manually.
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Scan Forms

Last Modified on 03/24/2023 3:10 pm
Scanning forms in Minute Menu HX consists of two major steps: coT
1. Scan the form batch. This gets the raw scanned data from the physical forms into your computer.
2. Validate the form batch. This translates the raw data into valid database values, such as children, foods,
meals, and so on. You may need to manipulate this information after it is validated. For example, you may

need to supply child tier information. After validation, you should process claims.

Different form types require different steps. Click a link below to jump to the specific form types you're scanning.

Prepare Forms for Scanning

You must prepare forms appropriately for scanning. Different forms must be grouped in a different manner.
Carefully sort and stack your forms according to the guidelines listed below.

1. Create neat stacks of enrollment forms, attendance forms, and review forms at the beginning of each
months.
2. For attendance menus and full bubble menus:
a. Separate full bubble menus and attendance menus.
b. In each group, sort your forms into two stacks: infant forms and non-infant forms.
c. Group provider forms together within each stack.

3. Separate different versions of enrollment forms.

Load Your Scanner

Remember that all of your providers' information must be up-to-date prior to scanning and processing menu
forms. This means that you must scan and validate any enrollment and review forms before you scan and
validate menus.

1. When you are ready to scan, first make sure that you are scanning the same type of form.
o If you are scanning a large batch of menu forms, do not split up a provider's menus.
o You must scan infant menus and non-infant menus separately.
2. Load the scanner hopper with the forms you are scanning. Load them face up with the bottom in towards
the scanner. This should be the first part of the form scanned.
3. Ensure that forms are stacked neatly in the hopper with edges together, and that all of the forms are facing
the same direction.
4. Move the loose paper guide to help the form pages fit tightly together, but not so tight that they are bent or
cramped.

5. Turn your scanner on.
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Scan Attendance Menus & Full Bubble Menus

Attendance menus and full bubble menus must be scanned in a specific order to process properly. If you are

scanning any other form, see the Scan Other Forms heading, below.

1. Click the Scanning menu and select Scan Forms. The Scan Forms window opens.

L Scan Forms

Please select the form type you wish to scan from the list below.

Form

Applicable Form Mumbers

D awizm AN 1 /an14n

£ 18502 Attendance Only Form 8502

(" |Attendance Menus (Infant and Reqular) (8511 8512 8521 8522
" |Enrollment 3007/3027/30278 3007 3027 30278

¢ |Enrollment 3010/3020 3010 3020

+ |Full Bubble Menus (Infant and Regular) |1101D 1101F 1101G 1121F 1121G 12020-R 1202E 12026 1222F 12226
' |New MP Attendance Menus (Infant) 85148524

" |New MP Attendance Menus (Non-Infant) 8513 8523

' |New MP Attendance Only 8504 8505

" |New MP Full Bubble Menus {Infant) 1203 1223

¢ |New MP Full Bubble Menus (Mon-Infant) |1102 1123

" |Review 40038/4003C 40036 4008C

'

Anid An4R And 475 andAn

2. Scan infant forms first.

3. Select the type of form you are scanning. It is important that you select the correct form type, as this
affects how the information is read and compiled. If you aren't sure which form type to select, look at the

form number in the bottom-right corner of the scannable form and match it to the Applicable Form

Numbers column.

. Click Scan. The Prompt for Menus dialog box opens.

. Click the Claim Month drop-down menu and select the claim month you are scanning.

[~ Prompt For Menus

When scanning menus, it is important to scan only
menus for a single Claim Month at a time, to better
ensure the menus are accurately processed.
Flease indicate below the Claim Month applicable to
this batch of scanable menus.

Claim Month: FEbruary, 2019 VI

‘Continue‘ ‘ Close ‘

6. Click Continue.

apply to the batch.

7. If you are scanning with a Scantron scanner, you are prompted to select a Threshold and Discrimination to
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a. Click the Threshold drop-down menu and select the threshold to use when scanning. This value can
vary based on the forms you are scanning, as the scanner evaluates each bubble mark's density. The
darker a bubble is, the denser it is. This setting controls the minimum density read by the scanner.
Therefore, if you set this to DARK, relatively light bubbles are ignored.

= We recommend you use DARK for all forms except review forms. Review forms should be set to
NORMAL.

= Adjust the threshold if you notice valid marks or being missed or erased marks are being picked
up during scanning.

= DARK, NORMAL, and LIGHT correspond to the following numerical values: 7 (DARK), 5
(NORMAL), and 3 (LIGHT). If you notice that erased marks are still being picked up on the DARK
setting, you can set the threshold to 8.

b. Leave the Discrimination Margin set to Low.

NCS Scanner Parameters Setup

Threshold: [FEFR=T3

Degcrimination bargin: I LOws

.

c. Click Next.
8. Minute Menu HX attempts to connect to your scanner. If you have scanned before, this process should be
relatively quick. However, if this is you first time scanning at all, or if this is your first time scanning a
particular form, you may see an error at this point if your system is not properly configured. If you do see

an error, note the error's details and contact Minute Menu HX Support for assistance.

If there are no errors, Minute Menu HX scans the forms you loaded into the scanner. The system
automatically assigns batch numbers to each batch of forms you are scanning based on the highest batch
number that already exists for unvalidated forms in your system for the selected month. These are useful

when scanning and validating large numbers of forms.
The scanning status displays during the process. The particular status window differs based on whether

you use a Scanning Systems scanner or a Scantron scanner. If you see any errors, deal with them

appropriately, and click Resume to continue scanning.
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10.

11.

Maintain the order of your form stacks until validation and processing is complete. When problems are
found during validation, they are referenced by a form's position in the stack of forms you scanned, so
keeping them in order is helpful.

When the hopper is empty, click Stop or Cancel/Close (depending on your scanner) to finish scanning. The
Scan Forms Success Screen dialog box opens.

Do not click Validate when you are finished scanning. Instead, close the Scan Forms window, and repeat
Steps 3-9 to scan non-infant menus.

Click the the Scanning menu and select Validate Forms. Notice that the infant and non-infant batches you
scanned have been combined for validation. Complete the validation process as outlined in the Validate

Scanned Forms article.

Scan Other Forms

Notes: The scanning and validation process can take some time, so ensure you have enough time to
dedicate to the procedure. The length of time spent scanning itself largely depends on the type of scanner
you are using. If you are scanning attendance menus or full bubble menus, see the Scan Attendance
Menus & Full Bubble Menus heading, above.

o o > w

. Click the Scanning menu and select Scan Forms. the Scan Forms window opens.

Select the form type you are scanning. It is important that you select the correct form type, as this affects
how the information is read and compiled. For example, if you are scanning menus, you would select Full
Bubble Menus or Attendance Menus. If you aren't sure which form type to select, look at the form number
in the bottom-right corner of the scannable form and match it to the Applicable Form Numbers column in
the Scan Forms window.

Click Scan. The Prompt for Menus dialog box opens.

Click the Claim Month drop-down menu and select the claim month you are scanning.

Click Continue.

If you are scanning with a Scantron scanner, you are prompted to select a Threshold and Discrimination to
apply to the batch.

a. Click the Threshold drop-down menu and select the threshold to use when scanning. This value can
vary based on the forms you are scanning, as the scanner evaluates each bubble mark's density. The
darker a bubble is, the denser it is. This setting controls the minimum density read by the scanner.
Therefore, if you set this to DARK, relatively light bubbles are ignored.

= We recommend you use DARK for all forms except review forms. Review forms should be set to
NORMAL.
= Adjust the threshold if you notice valid marks or being missed or erased marks are being picked

up during scanning.
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= DARK, NORMAL, and LIGHT correspond to the following numerical values: 7 (DARK), 5
(NORMAL), and 3 (LIGHT). If you notice that erased marks are still being picked up on the DARK
setting, you can set the threshold to 8.
b. Leave the Discrimination Margin set to Low.
c. Click Next.
7. Minute Menu HX attempts to connect to your scanner. If you have scanned before, this process should be
relatively quick. However, if this is you first time scanning at all, or if this is your first time scanning a
particular form, you may see an error at this point if your system is not properly configured. If you do see

an error, note the error's details and contact Minute Menu HX Support for assistance.

If there are no errors, Minute Menu HX scans the forms you loaded into the scanner. The system
automatically assigns batch numbers to each batch of forms you are scanning based on the highest batch
number that already exists for unvalidated forms in your system for the selected month. These are useful

when scanning and validating large numbers of forms.

The scanning status displays during the process. The particular status window differs based on whether
you use a Scanning Systems scanner or a Scantron scanner. If you see any errors, deal with them

appropriately, and click Resume to continue scanning.

Maintain the order of your form stacks until validation and processing is complete. When problems are
found during validation, they are referenced by a form's position in the stack of forms you scanned, so
keeping them in order is helpful.

8. When the hopper is empty, click Stop or Cancel/Close (depending on your scanner) to finish scanning. The
Scan Forms Success Screen dialog box opens.

9. Click Validate to move to the validation process, or click Scan More to scan more forms. You can scan as
many batches as needed, but remember that you should never split a provider's claim over multiple
batches. This is because one of the validation checks looks to see if forms have been scanned for each

provider in a batch. For more information about the validation process, see Validate Scanned Forms.
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Validate Scanned Forms

Last Modified on 03/24/2023 3:10 pm

Validation is the process that converts raw, scannable form data into legitimate coT

database values, such as children, food, meals, reviews, and so on. When you validate forms, everything on the

form is examined to ensure that it was marked and properly read by the scanner. If the system finds any
problems in the way a form was completed, the problems display so you can correct them.

Validation is a processor-intense function, so be sure you are doing it on a computer with a fast processor and
ample RAM. We strongly recommend that you validate on the computer within the Minute Menu HX database for
faster performance. Note that this process can take some time, especially if a large number of errors are found
during processing. This is also dependent upon the speed of your hardware and the number of forms involved in

the claim.

1. Begin validation.

a. If you have just finished scanning forms, click Validate in the Scan Forms Success Screen dialog
box.
b. If you are validating forms later, click the Scanning menu and select Validate Forms.

. Select the form batch to validate. There is usually only one type of form listed.

Note: If you scan from one computer and validate from another computer, pay attention to the Batch
and Number of Form columns when selecting a batch to validate. Make sure you select batches that

are completely scanned.

. Click Validate. The progress meter displays. Several different validation passes may be made during this
process.

. If any errors are found, the Scan Validation Error dialog box displays and describes the error in detail. The
page number within the page is included with the error, so you can reference the original form, if needed
(though you should not need to do this). Correct the problem or throw out the form. Click OK to continue
validation.

. When the process is complete, the Complete message displays. Click OK to close the window.

Note: Validating scannable forms only puts information into Minute Menu HX. You must now process claims
to get your claim counts.
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Understand Claims with Multiple Claim Records

. . . . . . . Last Modified on 07/15/2020 2:33 pm
When you create a claim in Minute Menu HX, a single claim record is created in the cor

database. When you then mark that claim as submitted, the claim record is locked, and you can no longer make
changes to it. However, you may still need to change the claim counts associated with that claim.

Per Food Program guidelines, you can make upward adjustments for any claim that is less than 90 days old.
You can make downward revisions at any time. When you make such adjustments, a new adjustment claim is
created in Minute Menu HX.

If the claim has already been submitted, these new records display in the Claim Month Group Records section of
the Claim Details window. The new information here allows you to review the exact history of this provider's
claim, such as when the claim revisions were submitted to the state and when they were paid.

When you view a claim that has more than one claim record, the meal count information includes totals for the
entire month by default. The Tier indicated at the top of the window is the final-determined Claim Tier after
accounting for all adjustments. The Claim Status, Submission in View, Processed Date, and Payment date fields
are all suppressed when viewing the provider's full-month claim information, as those items are specific to
individual records that make up the provider's claim.

Also, you cannot print a check stub here, as there may be a different check stub specific to individual claim
records that make up the provider's claim.

iy Claim Details - Claim Mode (Claim Month Group)
Provider: Garcia, Ramon 001236 Claim Manth in View: 0219
Tier 1
Claim Source: Online
Tier 1| Tier 2] Totals
Breakfast: 1 i} 1 ——————————
AM Snack: 0 il il Adjust Claim
Lunichs 0 a a -
PM Snack: 0 i 0 Holds
Dinner: 0 a a
Evening Snack: 0 0 0 .
Attendance: 1 i} 1 Meal History
Participated: 1 a 1
Total Federal &: 1.31 0,00 1.31 Claim Errors
Total State  &: 0.08 0.00 0.09 -
Total Amount &: 1.40 0.00 1.40 Meal Counts
Days Attend: | i ADA: 1
- Claim Month Group Records:
Processed/ Record Submission )
Created SEE Amount Date Lreesd
i View 04012019 Current 0.00 03f01/2019 -
03:41 AM
View | 04/24/2019| Adjustment 1.40 - --| Change
01:59 PM Log
r.
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and update claims as needed. You can also re-process claims from this window.

View Claims

. . . . . . Last Modified on 08/27/2020 7:50 am
Once you have created claims in Minute Menu HX via the Process Claims function orcor

by manually entering claims, they are added to the List Claims window. Access this window to review, manage,

1. Click the Claims menu and select List Claims. The List Claims window opens.

2. Inthe first Filter By section, select Selected Claim Month or All Claim Months. If you select All Claim

Months, go to Step 5.

3. Click the Claim Month drop-down menu and select the claim month.

4. In the second Filter By section, select Selected Provider or All Providers. If you select All Providers, go to

Step 6.

5. Click the Select drop-down menu and select the provider to view.

6. Click Refresh List. Providers and claims meeting the limits you set display.

i List Claims
—Filter By:
* Al States 7 Selected State State: I vI
—Filter by* Select:
v Claim Month: Submission Batch:
(* Selected ClaimMonth ¢ All Claim Months IJune 2020 LI IA" Submissian Eatcll
—?ter By: Select Provider:
Selected Praovider 3 -
Active ~ | &2 I? il -
Al Providers I K| |2 £ I =]
State # Provider Name Tier | Paid | Submitted | Changed | Adjustment| Src I-Ll:::rl.ld Date/Time Processed
: Details dCa 993002 | AX, AX 2L [No MNo Mo ] WWE 06242020 09:55 PM |OER |ReProcess
Details [MA | 001239 |Cordova, Anna 1  |No No No r MA 06/24/2020 09:23 PM [CER
Details [CA | 008585|DTest, Jennifer 2L [No  |No Mo || MA 05/18/2020 11:13 PM |OER
Details |CA 123789 |Forest, Leena 2L Mo Mo Mo | WE 06/16/2020 10:54 AM |OER |ReProcess
Details | TX 2998894 Shelley, Mary 1 |No Mo No r WE 08/27/2020 06: 13 AM [CER |ReProcess|

Claim Counts : 5

7. Click each column to sort the displayed information in ascending or descending order. Note that some

columns may or may not display according to the selections you made when filtering the list.

8. You can do the following in this window:

o Click Print to print the Provider Claim Totals report for the selected month. If you did not select a

month when filtering the claim list, you are prompted to select a month for the report.

o Click Details next to a claim to view the claim details.

o Click OER to print the Office Error report for that claim.

o Click ReProcess (if available) to re-process the listed claim.

o Click Stub to print a check stub or direct deposit voucher. This option is only available once the claim
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has been marked as paid (via Issue Payments).

Specific Columns in the List Claims Window
Tier
The Tier column displays the claim's tier. This can be any of the following:

e Tier1

e Tier2

e Tier 2 Hi

e Tier2 Lo
e Tier 2 Mixed

Paid

The Paid column indicates whether the listed claim has been paid. If an adjustment exists for the claim and the
original claim was paid, but the adjustment has not, the claim's paid status is Partially.

Submitted

The Submitted column indicates whether the claim has been marked as submitted. If an adjustment exists for
the claim and the original claim was submitted, but the adjustment has not, the claim's submitted status is
Partially.

Changed

The Changed column indicates whether an unsubmitted claim has been changed. If a claim has already been
marked as submitted, -- (dash dash) displays in this column. If the claim has not been submitted and has been
modified, Yes displays.

Src

The Src column shows the claim source. This can be one of the following:

e WE: Web-based KidKare Claim
SF-BM: Scannable Form — Full Bubble Menu

SF-AM: Scannable Form — Attendance Menu
SF-FM: Direct Entry Claim
e MA: Manual
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Verify Claims Accuracy

. . . . Last Modified on 07/15/2020 3:03 pm
When Minute Menu HX processes a claim, the system applies up to approximately cor

160 rules to every child, day, meal, and menu that is part of the claim. Therefore, any quality assurance process
must ensure that Minute Menu HX is accurately processing claims, regardless of claiming method, as well as
ensure that any method of data collection used is performed accurately.

Claims Processing Quality Checks

The best way to ensure that Minute Menu HX is processing claims accurately is to compare its automated
claims processing with claims that are processed by hand. We recommend you complete this procedure at least
twice a year. Each time, pick an arbitrary claim month and a small number of claims to analyze (typically no
more than five). These claims should represent the broadest corss-section of claiming scenarios: different
license types, tiering situations, foster care, and so on.

1. Print the Claimed Food & Attendance report for the claim. Use the information in this report and refer to
information on-file for the affected provider and their children and process the claim manually.
2. Compare the results with those sown on the Office Error report. There should be no discrepancies.
3. If there are discrepancies, identify the source and take appropriate action, which could include changes to
data entry procedures, claim review changes, and/or Minute Menu HX configuration changes.
4. When diagnosing claims in detail, we recommend you also print the following reports:
o Meal Totals Report
o Claimed Attendance Summary

o Claimed Foods & Attendance by Tier Report

KidKare Quality Checks

Confirm that the information your providers recorded is what they are actually using to process the claim. We
recommend you complete this procedure at least twice a year. Coordinate with a provider before they submit
their claim to ensure that they send in their claim data. Typically, you only need to check about three providers.

1. Have the provider print the Claimed Foods & Attendance Report in KidKare immediately before submitting
their claims to you. The provider should send you this report.

2. Print the Claimed Foods & Attendance report for the provider out of Minute Menu HX.

3. Compare the two reports and ensure that they are identical. If you find any discrepancies, contact Minute

Menu HX support to resolve the discrepancy.

Scannable Forms Quality Checks

When checking scannable forms, ensure that the information added to Minute Menu HX is the same as that
which was marked on the form. The best way to ensure that Minute Menu HX is reading forms properly is to
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compare what is filled-out on a form with what Minute Menu HX interpreted for that form. We recommend you
complete this procedure at least twice a year. Each time, pick an arbitrary claim month and a small number of
claims to analyze (typically no more than three). These claims should be of differing form types.

Full Bubble Menus

Look at a single provider's forms (both Infant and Regular Menus) and compare them after scanning and
validation with the Claimed Foods & Attendance report. The foods and children listed on the report should
match the children marked on the form exactly. If you find any discrepancies, take appropriate action, which
could include cleaning or re-calibrating your scanner, updating errors in your food chart or planned menus, or
otherwise contacting Minute Menu HX Support or your scanner manufacturer's support team.

Attendance Menus

Examine the Office Error report and ensure that any meal marked as disallowed because of bad foods is also
disallowed on the claim.

Direct Entry Quality Checks

Ensure that the information your data entry staff entered matches the information providers supplied on their
manual forms. We recommend that you complete this procedure at least four times a year. Each time, pick two
or three claims entered by each staff member responsible for data entry.

1. Print the Claimed Attendance Detail report and compare it with the information providers submitted on
their meal count forms.

2. Review the Office Error report for one of these claims and ensure that any meals that should have been
disallowed were actually disallowed, since these disallowances were entered manually.

3. If you find any discrepancies, resolve the issue with the data entry staff, or contact Minute Menu HX

support if the issue was not caused by human error.
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Analyze Claim Capacity

Last Modified on 07/16/2020 9:10 am
When you receive Over Capacity error messages on the Office Error report, use the cor
Analyze Claim Capacity function to generate a report that provides specific guidance as to why a particular was

over capacity.

1. Click the Claims menu and select Analyze Claim Capacity. The Analyze Claim Capacity window opens.

i Analyze Claim Capacity 23]

| Refresh Provider List

{ Select Provider:

[a 51 -]

|+ Analyze Only Meals with Capacity Errors

Enter Date
Range to Print: I[J3|,fu1l,f;:_01g LI LI |g3l,r31l,r;1_019 LI

Click the Select Claim Month drop-down menu and select the claim month to analyze.

Click Refresh Provider List.

Click the Select Provider drop-down menu and select the provider to analyze.

a M w DN

In the Enter Date Range to Print section, select the date range to analyze. Reference the Office Error report
for this date range.

6. Click Analyze.

If capacity errors are found, you are prompted to print the Claim Capacity Analysis report. This report lists each
day, meal, and serving where an over-capacity error was generated. It notes the counts of children allowed (by
age group, if relevant to your state) and the counts of children who were actually present in these categories. It
also includes special information that may be specific to your state.

We also recommend that you print a CIF and the Claimed Foods & Attendance report for the day in question.
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Analyze Claims for Block Claiming

. . . . Last Modified on 07/16/2020 9:45 am
Federal regulations no longer require that you check every claim to determine coT

whether providers are block claiming. However, Minute Menu HX can check for block claims as an extra integrity
check. It automatically identifies block claimers for all processed claims (KidKare, Direct Entry, and Scannable
Forms). This means that it cannot look at manually entered claims (you must check this claims manually).

This function performs eight different types of block claim analysis that are basically variations on the following:

e 15 consecutively claimed days vs the entire month.
e Any meal is a block vs all meals that are claimed are blocked.

e Child counts can be examined vs the specific children that are claimed.

To analyze claims for block claiming:

1. Click the Claims menu and select Analyze Block Claims. The Analyze Block Claims window opens.

i Analyze Block Claims

Selected Claim Month: | ,,I

Total Pravider Claims: 7 MNon-Automated Claims: 0
Analyze # Provider Mame Date Analyzed |Blocking

Iv 231678 |Changed, Mod

v 001233 |Cordova, Anna

¥ | 001235|Marshfield, Elizabeth

v 298354 |Nguyen, Nhan Test

v | 998386 |Rhoads, Kairi

v 066693 |Stanford, Donna

v | 998878 |Testing, Test

Select All
Deselect Al
Provider Count: 7 | Print | | Analyze | | Close |

2. Click the Selected Claim Month drop-down menu and select the claim month to analyze. The current claim
month loads by default.

3. All claims are checked by default. Clear the box next to each provider to not include in the analysis. You
also click Deselect All and then check the box next to only those providers you need to analyze.

4. Click Analyze. The process runs. Note that you cannot use Minute Menu HX while this process is running,

so ensure you have allotted sufficient time to complete the process. Once claims are analyzed, the



following information displays:

o The current date displays in the Date Analyzed column.

o AY or Ndisplays in the Blocking column.

o If a block claim was identified for a provider, the first day of the claim month analyzed populates the
Last Block Claim Identified box in the Provider Information Other tab. The First Block Claim
Identified this Fiscal Year box also populates if the claim month corresponds with the appropriate
date.

5. Click Print to print the Blocked Claimers report.

Note: You should not need to re-analyze claims if you re-process them. You only need to re-analyze claims if
you change their underlying attendance data. If this is the case, return this window and check the box next to
the claim to re-analyze (previously analyzed claims are not checked by default).
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Place Claims on Hold

. . . Last Modified on 07/16/2020 9:45 am
You can place both providers and claims on hold independently of each other. For  cor

more information about provider holds, see Provider Hold. If you place a claim on hold, that claim cannot be
paid and is excluded from all sate claim reports/automated state claim transfer files.

Note: If the provider is on hold and you process a KidKare or Scannable claim for that provider, the claim is
automatically placed on hold. When manually entering claims, you can choose to place the claim on hold.

To place claims on hold:

1. Click the Claims menu and select List Claims. The List Claims window opens.
2. Filter to the claim to select. For instructions, see List Claims.

3. Click Details next to the claim to place on hold. The Claim Details window opens.

{ Claim Details - Claim Mode (Single Claim) 23]
Provider: Cordova, Anna 001239 Claim Month in View: 11/18
Status: Current Tier 2Lo Submission in View: Current
Claim Source: Scannable Forms - Sponsor Processed Date: 12/06/2018
Tier 1] Tier 2| Totals Payment Date: Mot Paid
Breakfast: i} 3 3 7
AM Snack: 0 0 Adjust Claim
Lunch: a 0 0 -
PM Snack: i 0 0 Holds
Dinirer: a 0 0
Evening Snadk: 0 0 0 .
Attendance: i} 3 3 Meal History
Participated: 1 1 ——
Total Federal &: 0.00 1.44 1.44 Claim Errors
Total State & 0.00 0.27 0.27 -
Total Amount &: 0.00 171 171 Meal Counts
Days Attend: | 4
Delete
= Close
= =

4. Click Holds (to the right). The On Hold Claims window opens.

Note: You can also access this window from the Claims menu. To do so, click the Claims menu and
select On-Hold Claims. The On Hold Claims window opens. You must then filter to the claims to place

on/remove from hold.

5. In the Submission to State section, check the box next to the Date on Hold box. The claim is placed on
hold, a date populates the Date on Hold box, and the Put Provider On Hold dialog box opens.

6. Click Yes to place the provider on hold as well, or click No to just place the claim on hold.
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7. Click the Reason drop-down menu and select the hold reason. You create hold reasons in the Hold
Reasons window. For more information, see Add/Edit Claim Hold Reasons.
8. Click Save.

To remove claims from hold:

1. In the On Hold Claims window, clear the box next to the Date On Hold box. The claim is removed from hold,
and the current date populates the Date Off Hold box.
2. Click Save.
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Add/Edit Claim Hold Reasons

. Last Modified on 07/16/2020 9:46 am
When you place a claim on hold, you can set a reason for the hold for your reference cor

(if you have configured Minute Menu HX to use hold reasons).

Adding Claim Hold Reasons

1. Click the Claims menu and select Edit Hold Reasons. The Hold Reasons window opens.

Edit ] Missing required documentation Delete _I
Edit |Provider sending corrected claim Delete
Add Save Close

2. Click Add. The Add Hold Submission Reason Code dialog box opens.

3. Click the text box and enter the hold reason.
4. Click Save.
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Editing Claim Hold Reasons

1. In the Hold Reasons window, click Edit next to the reason to change. The Edit box displays.
2. Click the Edit box and enter new information over the existing information.

3. Click Save.

Deleting Claim Hold Reasons

1. In the Hold Reasons window, click Delete next to the reason to remove.

2. Click Yes at the Are You Sure prompt. The reason is deleted and a confirmation prompt displays.

395



Change/Adjust Claims

. . . . . . Last Modified on 09/28/2020 8:56 am
If you process claims and find that the claim counts determined when this claim coT

was created are inaccurate, you may need to adjust them. Do not re-process claims changed with the Adjust
claims feature. If you re-process, the manual change is overwritten, as Minute Menu HX attempts to re-
determined the claimed meal counts based on the underlying meals and attendance.

When you make changes to claim counts, you either create an adjustment claim or a claim change.

¢ Adjustment Claims: Submitted/paid claims are locked and you can no longer make changes to them. If
you change the meal counts for one of these claims, a new claim record with the updated claim counts is
created for this provider. This is an adjustment claim.

e Claim Changes: If you change counts before the claim is submitted/paid, the changes you make to the

claim counts are applied directly to the original claim record. This is a claim change.

Minute Menu HX manages the above situations automatically, so our state claim and check register reports are
completely consistent, even after you make adjustments to the claim.

To change or adjust a provider's claim count:

1. Click the Claims menu and select Adjust Claims. The Adjust Claims window opens.
2. Click the Select Provider drop-down menu and select the provider for whom to adjust claim counts. The

provider's most recent claim displays by default.

i Adjust Claims
Select Provider: Select Claim Month:
IActive LI I_f_f_ ﬂ Fﬂ ISheIIey, Mary ;I Im
Provider: Shelley Mary 998534 Tier: 2 Effective Tier: 2 Status: Current Submission Mumber: 2 Current Claim Month: Feb 2019
Tier 1 Tier 2
Month's Tomllﬁ - Result Month's Total]  + - Result Total
Breakfast: 0 0 1 1 1
AM Snack: 0 0 0 a a
Lunch: 0 0 1 1 1
PM Snack: 0 0 0 a a
Dinner: 0 0 0 a a
Evening Snack: 0 0 0 a a
Attendance: 0 0 1 1 1
Partidpated: 0 0 1 1 1
Total Federal §: £0.00 £0.00 £1.95 €1.96 £1.96
Reason for this change to this daim record: Month's Total  + = Result ADA:
R Days Attend: | 1] | | 1 1
[sove [ oo |

396



3. Click the Select Claim Month drop-down menu and select the claim month, if needed.

Note: You can also access this window from the Claim Details window. To do so, click Adjust Claim (to

the right).

4. In the appropriate Tier section (Tier 1 or Tier 2), update the claim counts. To add to a count, enter a value
in the + (plus) column To subtract from a count, enter a value in the - (minus) column. Keep the following
information in mind as you work:

o The provider's Effective Tier displays at the top of this window. If you make a change to meal counts
in a Tier other than the Effective Tier, the Effective Tier field will update accordingly. For example, if
Provider A is Effective Tier 2 and you enter meal counts in both the Tier 1 and Tier 2 sections, the

Effective Tier changes to Tier 2 Mixed. Ensure that you are entering meal counts for the correct Tier.

Note: A provider's Effective Tier is determined by examining the Tier starting and ending date in
the provider's file. For example, if a provider is indicated as Tier 1 and their eligibility dates don't
cover this claim month, the Effective Tier will be Tier 2. When you save a change or adjustment to
a claim, the claim tier is re-determined by looking at the Effective Tier and the claim's overall meal
counts. For example, if the provider's Effective Tier is 2 and your changes include both Tier 1 and

Tier 2 meal counts, the claim tier becomes Tier 2 Mixed.

o After you make adjustments, Attendance must be greater than or equal to the highest meal count in
the given Tier. For example, if you add a large number of meals to a Tier, you probably must also add
to the attendance count for that Tier as well.

o If changes have already been made to this claim, they display in the Other Changes box. Review this
information to ensure that you are not making the same change twice.

5. Click the Reason for this Change to This Claim Record box and enter a reason for the adjustment. This
reason appears on the Provider Error Letter. You must enter a reason for every change/adjustment.

6. To void this claim, click Void Claim (if available). This is the same as entering negative meal counts equal
to the amount of meals currently in the claim and brings the claim's new totals down to zero.

7. Click Save. The system verifies that the claim information you are saving is appropriate based on the
information on-file for this provider. It cross-checks the meal, attendance, and participation counts with the
number of days claimed with the number of days claimed and the number of enrolled Tier 1 or Tier 2

children. If any of these checks fail, you are prompted to make the appropriate corrections before saving.
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You may need to delete an adjustment you created in Adjust Provider Claims. The

Delete Claim Adjustments

Last Modified on 07/16/2020 9:49 am
CcDT

same rules as regular claims apply: If you have not submitted/paid the claim, you can delete the adjustment. If
you have submitted/paid on the adjustment, follow the instructions in Delete Submitted/Paid Claims to remove

the adjustment.

To delete an adjustmen

t:

1. Click the Claims menu and select Adjust Provider Claims. The Adjust Claims window opens.

2. Click the Select Provider drop-down menu and select the affected provider. Claim adjustments that have

not been submitted/paid display.

3. Inthe Other Changes to This Record section, click Delete next to the adjustment to remove.

i Adjust Claims
Select Provider: Select Claim Month:
IActive LI I_f_f_ ﬂ Fﬂ ISheIIey, Mary ;I Im
Provider: Shelley Mary 998534 Tier: 2 Effective Tier: 2 Status: Current Submission Mumber: 2 Current Claim Month: Feb 2019
Tier 1 Tier 2
Month's Tomllﬁ - Result Month's Total]  + - Result Total
Breakfast: 0 0 1 1 1
e - - - - :
Lunch: 0 0 1 1 1
PM Snack: 0 0 0 a a
Dinner: 0 0 0 a a
Evening Snack: 0 0 0 a a
Attendance: 0 0 2 2 2
Partidpated: 0 0 1 1 1
Total Federal & €0.00 £0.00 £1.95 £1.96 £1.95
Reason for this change to this daim record: Month's Total  + = Result ADA:
R Days Attend: | 1] | | 1 2
Other changes to this daim recard:
Date User |Description
04/10/2015 02:48 FM |II Entered wrong count Att2=1,Fed$=50.00 Delete
Holds | Save | ‘ Close |

4. Click Yes at the Are You Sure prompt.
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Delete Unsubmitted/Unpaid Claims

. . . Last Modified on 07/16/2020 9:53 am
You can only delete claims that have not been submitted to the state. If a claim has cor

been submitted to the state, you must zero the claim out rather than deleting it. If this is the case, see Delete
Submitted/Paid Claims for more information.

Typically, you should only delete claims that are the result of a data entry error.

1. Click the Claims menu and select List Claims. The List Claims window opens.

2. Set filters and click Refresh List. For more information about filtering the List Claims window, see List
Claims.

3. Click Details next to the claim to delete. The Claim Details window opens.

4. Click Delete Claim (bottom-left corner).

i Claim Details - Claim Mode (Single Claim) [
Provider: Shelley, Mary 933394 Claim Month in View: 02/19
Status: Current Tier 2Lo Submission in View: Current
Claim Source: Manual Entry - Sponsor Processed Date: 04/09/2018
Tier 1] Tier 2| Totals Payment Date: Mot Paid
Breakfast: 0 1 1 ]
AM Snack: il 0 0 Adjust Claim
Lunch: a 1 1 -
PM Snadk: 0 0 0 Holds
Dinner: a 0 0
Evening Snadk: 0 0 0 .
Attendance: 0 1 1 Meal History
Participated: a 1 1 7
Total Federal &: 0.00 1.95 1.95 Claim Errors
Total State & Q.00 0.18 0.18 -
Total Amount &: 0.00 2,14 214 Meal Counts
Days Attend: | 1
Delete
o | cose|

Note: If the Delete Claim option is not present, the claim has already been submitted/paid. Go to Delete

Submitted/Paid Claims to delete this claim.

5. At the confirmation prompt, choose from the following:
o Click Yes to delete the claim AND meal records.
o Click No to delete the claim only.

o Click Cancel to cancel the procedure.
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Delete Submitted/Paid Claims

1. Click the Claims menu and select List Claims. The List Claims window opens.

2. Set filters and click Refresh List. For more information about filtering the List Claims window, see List

Claims.

3. Click Details next to the claim to delete. The Claim Details window opens.

4. Click Adjust Claim (to the right). The Adjust Claims window opens.

. . . Last Modified on 07/16/2020 9:54 am
You can only delete claims that have not been submitted to the state. If a claim has cor

been submitted to the state, you must zero the claim out rather than deleting it. If you are dealing with a claim
that has not yet been submitted, see Delete Unsubmitted/Unpaid Claims for more information.

ﬁ Claim Details - Claim Maode (Single Claim)

Provider: Goodstein, Jeffrey 001238

Status: Two Months Late  Tier 1
Claim Source: Online

Tier 1| Tier 2]  Totals

Breakfast: 13 i 13

AM Snack: 1 0 1

Lunch: a ] a8

PM Snadk: 4 0 4

Dinirer: 2 0 2

Ewvening Snack: 0 0 0

Attendance: 16 ] 16

Partidpated: 4 0 4

Total Federal &: 45.28 0.00f 45.28

Total State & 1.86 0.00 1.86

Total Amount $: 47.14 0.00) 47.14
Days Attend: [ 5

Claim Maonth in View
Submission in View
Processed Date

Payment Date

=X

: 09/18

: 10/28/2018
: 11/27/2018
» 10/31/2018

Meal History

Claim Errors

Holds

Meal Counts

Check Stub

=

5. Click the - (minus) box for each meal count, attendance count, participated count, and days claimed and
enter a number that reduces the claims total counts to zero for all claimed components. For example, if the

Month's Total for Breakfast was 13, you would enter 13 in the - (minus) box.
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[ Adjust Claims |

Provider: Goodstein Jeffrey Tier: 1  Effective Tier: 1 Status: Adjustment Submission Mumber: 2 Current Claim Month: Sep 2018
001238
Tier 1 Tier 2
Month's Total|  + - Result Month's Total|  + - Result Total

Breakfast: 13 13 0 0 0 0
AM Snack: 1 1 0 0 a a
Lunch: 3 3 0 0 0 0
PM Snack: 4 4 0 0 a a
Dinner: 2 2 0 0 a a
Evening Snack: 0 0 0 0 0 0
Attendance: 16 16 ] 0 0 0
Participated: 4 4 0 0 i 0 i
Total Federal & §45.28 $45.28 £0.00 £0.00 §45.28

Reason for this change to this daim record: Month's Total  + = Result ADA:

- Days Attend: | 5 | | | 5 ]

Note: This Claim was processed more than once. Please

‘ Holds | ‘Voidcla'm| verify the adjustments you are making are relevant to the | Save | ‘ close |
most recent processing errors generated.

6. Click the Reason for This Change to This Claim Record box and enter a reason for the adjustment.
7. Click Save. This reduces the claim's count to zero, which effectively eliminates the provider's claim, but

retains a paper trail for auditing purposes.

If you have not already paid this provider for this claim, the claim is effectively cleared out of the system the next
time you issue payments for this claim month. If you have already paid this provider for this claim, the system
allows you to factor a negative adjustment for this claim in the next check you cut for the provider.

401



Mark Claims as Submitted

. . . . Last Modified on 07/16/2020 10:10 am
Mark claims as submitted in Minute Menu HX once you have actually sent your coT

claim paperwork to the State. Before proceeding, confirm that you do not need to make any claim changes and
that the information in Minute Menu HX accurately represents what you need to use for your state claim.

Print and review the Provider Claim Totals report and the Claim Summary report before proceeding.

To mark a claim as submitted:

1. Click the Claims menu and select Submit Claims to State. The Submit Claim to State window opens.

il Submit Claim to State 5

Current Claim Month: March 2019
Select Claim Meonth to Report: -

Specific State Submission W Providers To Report———
Batch to Repart: { (v Changed (" ALL

Submission Date: [04/15/201%  ~]

Mumber of Claims on Hold: 0

Create State Print Provider Print State
Provider File Claim Totals Summary

Create State Mark Claim as Mark Claims

Claim File Submitted Individually
Change Current

oo | O |

2. Click the Select Claim Month to Report drop-down menu and select the claim month you are submitting.

3. Click the Specific State Submission Batch to Report drop-down menu and select All Submission or
Current.

4. In the Providers to Report section, select Changed or All.

5. Click the Submission Date box and select the submission date. This defaults to the current date.

6. Click Mark Claim as Submitted. All un-submitted claim records within the claim month you selected are
marked as submitted and flagged with the date you set in Step 5. These records are locked and can no
longer be changed. This excludes any claim records that are currently on hold. The Number of Claims on

Hold field notes how many claims are on hold for the selected claim month.

Note: If you must later re-process claims included in a submitted batch, an adjustment record is created for
the affected claim. The counts on this record are equal to the difference between the original processed
counts and the counts when it is re-processed. For more information, see Change/Adjust Claims.

You can also mark individual claims as submitted, rather than marking them as part of a batch. You would
typically do this if there are a few claims that should not be marked as submitted, but you don't want to put them
on hold.
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In the Submit Claim to State window, click Mark Claims Individually. The Mark Claims Individually to

Submit window opens.

i Mark Claims Individually to Submit (=230
Submizzion Date: |D4,|'15,|'2019 vI
Select # Provider Mame Claim Tier |Claim Status| Total
[ ¢ 001238|Cordova, Anna 2 CUR £0.00
[ | 001237 Landers, Gwen 1 CUR. £0.00
[T | 123456 |Test Online, Jennifer 1 CUR £0.00
Clairnz Count: 3 Clairz Selected: 0
Select Al

2. Click the Submission Date box and select the submission date. This defaults to the current date.
3. Check the box next to each claim to submit.

4. Click Submit.
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Unsubmit a Claim Batch

Last Modified on 07/16/2020 10:55 am
If you marked a batch of claims as submitted and should not have, you can coT
unsubmit the claim batch. Exercise caution when performing this function. You should only use the submission
batch that corresponds precisely with what you submitted to your State on your claim reports or uploaded claim

files.

Warning: Unsubmitting claims can make your state claim reports incorrect. Be absolutely sure that you need
to unsubmit claims before proceeding.

1. Click the Administration menu and select Unmark Claims as Submitted. The Unmark Claims as Submitted

window opens.

{m Unmark Claims as Submitted

Select Claim kaonth: IMalch 20139 vI

Select State Submission Batch: I--Select-- 'I I Shiows A1l Claim bonths
in Submission

Select | #| Provider Mame |Claim Tier |Claim

< I 2+

Claims Selected:
Select Al -
Dezelect &l

2. Click the Select Claim Month drop-down menu and select the claim month.

3. Click the Select Date Submission Batch and select the appropriate submitted date. The submitted claims
display.
4. Check the Show All Claim Months in Submission box to display the Claim Mon column. This can help you

locate the appropriate claim to unsubmit.

(&)

. Check the box next to each claim to unsubmit.

. Click Continue.

N o

. Click OK at the warning prompt.
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Use Electronic Claim Transfer Files

I act Madifiad an N7/1A/2020 11:N2 am

Note: If you claim with the State of New York, see Export the NY CIPS File.

In most states, you must fax or mail-in handwritten or typed forms that contain your claim summary information.

However, some states have automated, Internet-based claim management systems that require you to generate
specially formatted claim files that you then upload to the State.

If you are in one of these states, you generate this file in the Submit Claims to State window.

1. Click the Claims menu and select Submit Claims to State. The Submit Claim to State window opens.
2. Depending on your state, click one of the following options:
o Create State Claim File: This generates a claim information file you can send to your State. Claims

that are on-hold are excluded from this file.

o Create State Provider File: This generates a provider information file that you can send to your State.

3. Select the location in which to save the file.

4. Click Save.

These functions merely create the file on your hard-drive. You must still transmit this file to your State agency.
Contact your State agency for more details.
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Export the NY CIPS File

Last Modified on 12/08/2020 7:04 pm
We have worked with the State of New York to create a file that maps to the CACFP cst

Information and Payment System (CIPS). This allows New York sponsors to export their child data from Minute
Menu HX and upload it directly to the state CIPS website.

For more information about this feature, see the CIPS Manual and the State of New York's Release Notes.

Before You Begin

To use this feature, you must do the following:

e Enable the G.011 Alternate Child ID preference.
e Enter the CIPS Participant ID into the Alternate Child ID box in the Child Information window.

Enabling the G.011 Alternate Child ID Preference

If you do not enable this preference, the Alternate Child ID box does not display in the Child Information window.

1. Click the Administration menu and select Sponsor Preferences. The Sponsor Preferences window opens.

2. Click the Select the Category to Move To drop-down menu and select G. Child Info - Child Tab.

3. Check the box next to 011 Display Alternate Child ID. This is the last preference under the G. Child Info -
Child Tab heading.

4. Click the Select Setting drop-down menu, and select Y.

5. Click Save.

Entering the CIPS Participant ID Into the Alternate Child ID Box

Now, enter the child's CIPS Participant ID in the Alternate Child ID box in the Child Information window.

1. Click the Providers menu and select Child Information. The Child Information window opens.
2. Click the Provider drop-down menu and select a provider.

3. Click the Child drop-down menu and select the child to edit.

4. In the Child tab, click the Alternate Child Id box and enter the child's CIPS Participant ID.
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fm Child Information

Select Provider: >
’VIAcﬁve ;I |_J'_f_ LI Fﬂ IGoodstein, Jeffrey 00123;'
Select Child: Child:
IEnroIIed LI I_f_f_ =l Fﬂ II'«'I»:J»:Jdlf'I Alexandra 4 ;I
Child T Parent T Schedule T Special T Rules
*First Name: |Alexar1dra Middle Initial: I fast NamE:lMoody

*Date of Birth: |05‘r05‘r2013 vI Age: 0y Bm Status: IAcﬁve .I

Address: | Uss Sibling's Addrass |
City: | State: ICA .I Zip Code: I -

*Child's Relation to Provider: INot Related,Day Care Child ;I

Gender: |Fema|E vI [v_Participating in CACFP

Child Number

*Ethnicity: ] Calendar
v Hispanic/Latino [™ Mot Hispanic or Latino | e ||
=“F‘”E“:E:.a\rn' Indian | Black Mative Hawaiian / Mat
erican Indian ' ack ar ative Hawaiian ) o

[ r Alaska Mative I Asian [~ African American Pacific Islander I white [ Supplied

*Enrollment Dahe:loa,rouzola vI Number: 4

Errolment Child Group: 1

Expiration Date: |/ ~ Enrollment Report Printed: 8/14/2013

Print | | Withdraw | | Save | | Close

5. Click Save.

Note: Double-check the child's name before exiting this window. If the child's name does not match their
name in CIPS exactly (even if it is a middle initial that is not in CIPS), a duplicate record will be created.
Correct any errors you find.

Preparing to Export

Once you are ready to export the CIPS file, do the following before exporting to avoid errors:

1. Ensure all child names in HX match the child names in CIPS exactly. If a name does not match and you
upload the file without correcting it, a duplicate is created. Correct any errors you find.
2. Double-check that all Alternate Child IDs match the appropriate CIPS Participant IDs.

3. Withdraw any inactive children.

Exporting the CIPS File

We recommend that you export the CIPS file and upload it to CIPS monthly, as well as whenever child data
changes. This ensures that your claim data matches CIPS records. Note that child data in CIPS is overwritten by
the data uploaded from the CIPS file.
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The exported file saves to the C:\MMHX\Sponsor\Export\ folder.

1. Click the Claims menu and select Submit Claims to the State. The Submit Claim to State dialog box
opens.
2. Make sure that the correct claim month is selected in the Select Claim Month to Report box.
3. Adjust the remaining settings, as needed.
4. Click Export CIPS Child File. The Select Provider dialog box opens. There are three ways to export provider
information:
o To export a single provider, go to Step 5.
o To export multiple providers, go to Step 6.
o To select providers from a list, go to Step 7.
5. To export a single provider:

a. Select the Selected Provider option.

; Select Provider >
—Filter By:
¢ Selected Provider ( Multiple Providers
- Select Provider: ider
Active S =] [a ] [ -seect- =l
Cancel Continue

b. Click the Provider drop-down menu and select the provider to export.
c. Click Continue. The report is generated. Go to Step 8.

6. To export multiple providers:
a. Select the Multiple Providers option.

b. Click Continue. The Provider Filter window opens.
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h’ Provider Filter X

c. Set filters for the providers to include in the export. If you do not set any filters, all providers will be
exported.
d. Click Continue. The file is generated. Go to Step 8.
7. To select providers from a list:
a. Select the Multiple Providers option.
b. Click Continue.
c. Set filters, if needed.
d. Check the Choose Providers From List box.

e. Click Continue. The Choose Providers dialog box opens.
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; Cheoose Providers *

Filter Applied:
Active & Hold
Quick Select
Move to Provider: Type Provider # in box and hit Enter
Fﬂ I—Select— ;I I
Select #|Provider Mame Monitor ~
[ 9380 | Ackert, Raguel ML J
r 1317|Adrian, Andrea DC
[ 1005 | &hl, Susan DC
- 1945 | Aleschus, Sharrise MH
[ 9514/ Alessandrini, Ann DC
- 1554 Alexander, Laurie ML
[ 2039 |Almodovar, Jessica DC
- 2523 |Anderson, Jocelyne M ML
[ 9433 | Anderson, Kelly ML
- 9355 |Andrew, Laura AFG
[ 9222 |Andrews, Sarah AFG
- 3454 |Baez, Betsy AFG
[ 9314|Bailey, Sonja AFG
- 3337 |Baker, Elizabeth ML
[ 2121|Baker, Merle AFG
- 3450 |Baker, Paula AFG
[ 1245 |Baldwin, Andrea AFG
- 3509 |Baldwin, Tiffany AFG
[ 9640 |Banchs-suarez, Viviana DC
- 1822 |Baril, Donna ML
|l 1877 |Rarker . Kimherlv Ml v
Select Al .
Deselect Al Cancel | | Continue |
Provider Count: 254 Providers Selected: 0

f. Check the box next to each provider to include in the export. You can use the #, Move to Provider,
and Quick Select boxes to find specific providers.
g. Click Continue. The file is generated.

8. Upload the file to CIPS. For instructions, see the CIPS Manual.
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Error Codes 1-33

Last Modified on 07/16/2020 12:12 pm
Click a link in the table of contents below to jump to a specific definition. When coT

finished, click the arrow in the bottom-right corner of the page to return to the table of contents.

Error Codes in This Article

Error 1

The Same Food was Served Twice in the Same Meal

This error is generated when a provider has recorded the same food as two different meal components. For
example, a provider may have recorded baked beans as a Meat/Alternate and as a Vegetable. This disallows
one of the two identical food components, which disallows a Breakfast, Lunch or Dinner. It may or may not
disallow a Snack.

Error 2

Inappropriate Food Combinations were Served in the Same Meal

This error is generated when a provider records foods that violate food combination rules you set up. For
example, you set up a rule that carrot juice cannot be served with carrots because the two items are too similar.
A provider serves these two foods together, and this error is generated on the OER.

This error will warn or disallow one of the two similar food components, which warns or disallows a Breakfast,
Lunch, or Dinner, but may or may not warn or disallow a snack. The food combination rules you set up determine
whether this is a warning or a disallowance. For more information about setting up food combination rules, see
Food Rules.

Error 3

The Food Served is not Recommended for Children of the Given Age
Group

When you set up foods in Minute Menu HX, you can indicate which foods are not appropriate for children under
1 year old. You can also indicate which foods are for infants, specifically. We can configure these foods so the
system warns or disallows the given food if it is served to a child in the wrong age group.

This error is generated when providers serve a food that is allowable for a child in a given age group, but is nto
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recommended. It does not disallow the food component or the meal.

Contact Minute Menu Support if you need to change the way your agency handles this particular error for any
given food.

Error 4

The Food Cannot be Served at the Given Meal

When setting up foods in Minute Menu HX, you can indicate that certain foods are appropriate for certain meals
only. For example, you can indicate that cereal is appropriate only for Breakfast and Snacks. This error is
generated when one of those foods is served at a meal for which it is not approved. It disallows the given food
component for the meal, which disallows a Breakfast, Lunch, or Dinner, but may or may not disallow a Snack.

Contact Minute Menu Support if you need to change the way your agency handles this particular error for any
given food.

Note: For more information about setting up Foods, see Foods.

Error 5

The Food is Not Approved as Given Meal Component

This error is generated if the provider claimed a food as a particular type of food, but the food is set up as a
different type of food. For example, a provider may have claimed a food as a Meat/Alternate, but the food is set
up as a Bread/Alternate. This disallows the given food component(s) from the meal, which disallows a
Breakfast, Lunch, or Dinner, but may or may not disallow a Snack.

Contact Minute Menu Support if you need to change the way your agency handles this particular error for any
given food.

Error 6

The Food Cannot be Served to Children of the Given Age

This error is exactly like Error 3, except that it does disallow the given food (rather than just noting it is not
recommended). This disallows the given food component(s) from the meal, which disallows a Breakfast, Lunch,
or Dinner, but may or may not disallow a Snack.

Contact Minute Menu Support if you need to change the way your agency handles this particular error for any
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given food.

Error 7

A Meal Component was Missing from the Meal

This error is noted only for meals were all foods are required—including Breakfast, Lunch, and Dinner, but
excluding Snacks and certain infant meals.

This error is relatively straightforward when analyzing Regular Menu scannable forms or KidKare claims for
children of all ages. However, you may receive this error on Infant Menu scannable forms even when it appears
all meal components have been supplied. In this case, the components were supplied for the wrong age range.

Error 8

A Food Number Supplied on a Scannable Menu is not a Valid Food
Number

This error is generated when a given food number marked on the bubble form does not correspond to a food set
up in Minute Menu HX. The food number is included with the error, and an asterisk listed here indicates that the
particular component of the number (the ones place, tens place, or hundreds place) had two different numbers
bubbled in by the Provider.

This error effectively disallows the given food component(s) from the meal, which disallows a Breakfast, Lunch,
or Dinner, but may or may not disallow a Snack.

If you receive this error, print your Food Chart to ensure that the food number the provider marked does not
actually exist. If it does exist for some reason, your food database may not be set up properly. If this is the case,
contact Support.

Note: You should never see this error on anything but Full Bubble Menu scanned claims, unless you manually
document this error in the Manually Enter Claim Errors for Direct-Entry Claims window. If you see this error at
any other time, contact Support.

Error 9

At Least Two Valid Foods Must be Served at Snacks

This error is generated when there are not at least two valid foods served with a given Snack. This disallows the
shack.

413


https://help.minutemenuhx.com/help/printing-food-charts

Error 10

Parent Supplied Formula was Served to a Child Whose File Indicates the
Provider Supplies Formula

This error is generated when providers serve parent-supplied formula to a child who's file indicates that the child
should be served provider-supplied formula. For example, a provider served an infant parent-supplied formula,
but the child's file indicates that the child should receive provider-supplied formula/breast milk. It is a warning
only. This warning message can be disabled, if needed. This error is the opposite of Error 12.

Minute Menu HX examines the child's enrollment file for the infant formula preference when determining
whether a given infant meal has all the required components to warrant reimbursement. This means that meal
reimbursement is based on the child's file, regardless of the type of formula the provider notes when filing out
claim forms (when marking scannable forms or using KidKare).

Note: You set formula preferences in the Child Information Special tab.

Error 11

A Non-Special Diet Child was Served Special Provision Milk

This error is generated when an infant is served special provision milk, even though that child's file does not
indicate that the child is on a special diet. This error is generated as a warning only.

Note: You mark a child as having a special diet in the Child Information Special tab.

Error 12

Provider Supplied Formula was Served to a Child Whose File Indicates the
Parent Supplies Formula

This error is generated when providers serve provider-supplied formula to a child who's file indicates that the
child should be served parent-supplied formula. For example, a provider served an infant provider-supplied
formula, but the child's file indicates that the child should receive parent-supplied breast milk. It is a warning
only. This warning message can be disabled, if needed. This error is the opposite of Error 10.

Minute Menu HX examines the child's enrollment file for the infant formula preference when determining
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whether a given infant meal has all the required components to warrant reimbursement. This means that meal
reimbursement is based on the child's file, regardless of the type of formula the provider notes when filing out
claim forms (when marking scannable forms or using KidKare).

Note: You set formula preferences in the Child Information Special tab.

Error 13

A Special Diet Child was Served

This error is generated when a child whose file indicates that the child has a special diet is served in a meal.
This error is generated as a warning only. You can disable this message for infants, non-infants, or both.

Note: To indicate a child has a special diet, check the Special Diet box in the Child Information Special tab.

Error 16

A Doctor's Statement Has not Been Received for the Special Diet
Child(ren) Served During the Month

This error is generated when an infant who is noted as having a special diet is served special provision milk, but
you have not indicated that you've received a doctor's statement for the child. This error is either a warning or a
disallowance. You can also disable it.

Note: To indicate a child has a special diet, check the Special Diet box in the Child Information Special tab.
Then, check the Statement on File box to indicate that you have received a doctor's statement for this child.

Error 17

Snacks Cannot Include only Milk and Juice, Another Food Must Also be
Present

This error is generated when the only valid, approved foods at a Snack are milk and juice.
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Error 22

Meals were Claimed on Dates that Fell After this Provider's CACFP
Agreement Expired. Verify Provider's Yearly CACFP Application

Minute Menu HX allows you to store an annual provider contract expiration date for each of your providers. This
date is not related to license or tiering, but it is used in some states when provider contract renewals (with their
sponsors) are checked regularly.

If you use this feature, enter a date in the Current CACFP Expiration box in the Provider Information General tab.
This error is generated if the date entered in this box has passed or if there is no date entered in this box.

You can configure this error to disallow all meals served on the dates that fall after this date, warn for a period
of months and then disallow all meals, or you can disable this error so it is not generated. You can also disable
the Current CACFP Expiration box is you do not even store the date in provider files.

Error 23

Meals were Claimed on Dates that Fall Before this Provider's CACFP
Original Start Date

Minute Menu HX stores an original CACFP contract date for all providers. This date displays in the Original
CACFP Start Date box in the Provider Information General tab. This error is generated if the date in this box has
not yet been reached or if there is no date entered in this box. It disallows all meals on these dates.

Error 24

Meals were Claimed on Dates that Fall Before this Provider's License
Start Date

Minute Menu HX stores child care licensing start and end dates in the Start Date and End Date boxes in the
Provider Information Licensing tab. Your state's licensing agency may supply a start date, end date, or neither
date. If they are not provided by the state, you must typically enter some kind of value into these boxes, such as
1/1/1950 for a start date and 12/31/2050 for an end date.

This error is generated when the license start date has not yet been reached. You can configure this error to to
disallow all meals on days prior to the license start date, or you can configure it to generate a warning. You can
also disable this error.

Error 25
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Meals were Claimed on Dates that Fall After this Provider's License End
Date. Verify License Re-Application

Minute Menu HX stores child care licensing start and end dates in the Start Date and End Date boxes in the
Provider Information Licensing tab. Your state's licensing agency may supply a start date, end date, or neither
date. If they are not provided by the state, you must typically enter some kind of value into these boxes, such as
1/1/1950 for a start date and 12/31/2050 for an end date.

This error is generated when the license end date has passed. This error can be configured to disallow all meals
served on dates after the license end date, generate a warning for a few months and then disallow meals, or it
can be ignored.

Error 26

Meals were Claimed on Dates that Fall Between Relocation and
Relocation Approval Dates

Minute Menu HX can be configured to keep track of providers who move. When this feature is enabled, enter
dates in the Date of Move and Approval Date boxes in the Provider Information Contact tab.

Once you enter a date in the Date of Move box, all meals claimed after this date are either disallowed or warned
until the date in the Approval Date box is reached. These boxes have no impact on your claim if both boxes are
blank, or if both boxes contain dates for months past.

This error is only generated when processing a claim with meal dates that fall between the Date of Move and the
Approval Date.

Error 27

Meals were Claimed on Dates when the Provider was Closed

This error is generated when a provider claims meals on days on which they were closed. This error either
disallows all meals for those days or generates a warning.

Providers can enter their operating hours and closure dates in KidKare or on their CIF. Sponsors can also enter
this information in the Provider Calendar window in Minute Menu HX or in KidKare.

Error 28

Meals were Claimed on Dates that Fall After the Provider was Withdrawn

This error is generated for all days claimed after a provider's removal date. This error can disallow or warn all
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meals claimed on these days.

Error 29

Meals were Claimed on a Holiday

This error is generated when a provider claims a meal on a holiday, and there is no indication that the provider
was open on that holiday (per the Provider Calendar). This error disallows, warns, or ignores meals claimed on a
holiday (unless you have set the error to allow providers to claim on holidays for which they have indicated they
are open).

Sponsors set up specific holidays in the Sponsor Calendar window. Providers can indicate they are open for
business on these holidays in the Provider Calendar in KidKare, or on their monthly CIF (which you, the sponsor,
then record in the Provider Calendar in Minute Menu HX).

This edit check can also be performed at the level of individual children.

Error 30

Provider is not Approved to Serve Meals on a Day of the Week when
Meals were Served

Minute Menu HX can be configured to allow you to store the days of week on which providers are approved to
serve children. This information is stored in the Provider Information Meals tab. This error is generated if the
provider claims a meal on a day for which they are not approved to serve children. It can ignore, warn, or
disallow meals served on these days.

Error 32

Provider is not Approved to Offer a Particular Meal that was Served

Minute Menu HX can be configured to allow you to store the meals providers are approved to offer to children.
This information is stored in the Provider Information Meals tab. Check the box next to each meal to allow in the
Meals Allowed section.

This error is generated if a provider claims meals outside of those for which they are approved in the Provider
Information Meals tab. It can ignore, warn, or disallow these meals.

Error 33
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A Hand-Recorded Food was not Approved

This error is generated if you or your staff disallows a meal hand-written on an Attendance Menu (you mark the
appropriate bubble on the form to disallow the meal). This disallows a Breakfast, Lunch, or Dinner, but may or
may not disallow a Snack (At least three food components must be disallowed for snacks).

If you see this error on a Full Bubble Menu, it may be that the Full Bubble Menu was scanned using the
Attendance Menu scanning option. You must re-scan the claim with the proper scanning option.
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Error Codes 34-78

Last Modified on 07/16/2020 12:12 pm
Click a link in the table of contents below to jump to a specific definition. When coT

finished, click the arrow in the bottom-right corner of the page to return to the table of contents.

Error Codes in This Article

Error 34

A Meal was Rejected as Recorded on the Attendance Form

If you use Direct Entry claims, you can record both attendance and meal disallowances. This error is generated
for any meal you disallow on a Direct Entry claim.

If you see this error on a Full Bubble Menu, it may be that the Full Bubble Menu was scanned using the
Attendance Menu scanning option. You must re-scan the claim with the proper scanning option.

Error 35

The Planned Menu as Indicated on the Attendance Menu was Rejected

This error is generated if you or your staff specifically disallows a meal by indicating that the Master Menu was
invalid on an Attendance Menu (mark the MM bubble in the Disallow column(s) on the form). This error
disallows the meal.

If you see this error on a Full Bubble Menu, it may be that the Full Bubble Menu was scanned using the
Attendance Menu scanning option. You must re-scan the claim with the proper scanning option.

Error 36

A Meal was Recorded, but no Children were Recorded in Attendance

This error is generated when providers record a meal but do not mark any children in attendance. When this
happens, there is little you can do about the situation, as there is no way for you to know what children actually
attended the meal. This error is generated to let you and the provider know about the situation, so the provider
can correct the issue going forward.

This error should typically only be generated on scanned claims.
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Error 37

Child Not Present at Meal Time According to Daily In/Out Times

Some sponsors must obtain daily attendance (in/out times) for all of their children. This error is generated if a

child was marked as attending a meal, but the child was not marked as in care while the meal was being served.

It can warn or disallow the child for the meal.

Providers can record In/Out times on the Check In/Out page in KidKare or on scannable In/Out forms.

Note: This error cannot be generated if there are no daily meal times for the meals the provider serves.
However, meal times can be pulled from the provider's file if your agency chooses to do so for providers who
use scannable forms.

Error 38

The Child was not Yet Enrolled as of Meal Date

This error is generated if a child is claimed prior to the child's enrollment date. This error always disallows the
claimed child.

You enter child enrollment dates in the Enrollment Date box in the Child Information Child tab.

Error 39

The Child Not Yet Born as of Meal Date(s)

This error is generated when a child is claimed for a meal prior to the child's date of birth. This error always
disallows the child.

Receiving this error typically means that the child's date of birth is incorrect. Verify the child's birth date in the
Birth Date box in the Child Information child tab.

Error 40

An Invalid Child Number was Recorded on the Scannable Menu Forms

This error is generated if a provider marks a child number on a scannable form that does not correspond to a
child who was actively enrolled with the provider during the claim month. The unknown child is disallowed.
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In some cases, this can be caused by smudges on the form. Since the smudges are accidental and the provider
won't receive reimbursement for the unknown child anyway, these cases have no effect on the claim's meal
counts.

However, in most cases, the children are associated with the meal and attendance records when the forms are
processed. If you scan or manually enroll new children after you scan the menu/attendance forms (usually when
you re-process the claim), this error will go away. If, for some reason, it does not, and you've verified that the
child has been properly enrolled, re-scan the menu/attendance forms.

Error 42

The Special Needs Child is Older than the State's Max Allowable Age for
Special Needs Children on the Given Meal Dates

This error is generated for special needs children who are over the state's special needs age limit. Special needs
children are typically eligible for Food Program reimbursements at much older ages than non-special needs
children. This error does not appear if your state has no age limitation for the reimbursement of special needs
children. If you need to change your state's maximum special needs limit (i.e., you don't get this error, but you
should get it for children over 18), contact Minute Menu Support.

Error 43

The Child was Claimed After the Child was Withdrawn from Care

This error is generated when a child is claimed after their date of withdrawal. This error disallows the child on all
subsequent dates, generates a warning, or is ignored completely.

When providers withdraw children in KidKare or on the CIF (which requires you to withdraw the child), they must
enter an effective date of withdrawal. You can find the child's withdrawal date in the Withdrawal Date box in the
Child Information Child tab (you may need to filter to include withdrawn children).

Error 44

The Child's Infant Formula Preference Indicates Parent Supplies Formula
and Food

Parents can indicate that they will provide formula and food for their infant children on enrollment forms. This
error is generated for meals served to 6-11 month-old infants when both formula and food are provided. It is not
generated for meals served to 6-11 month-old infants where only formula is served. It is not generated at all for
0-5 month-old infants.
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Error 45

Provider is not Active

This error is generated if a provider is not properly activated in Minute Menu HX. It usually appears with a larger
number of other errors in the claim. If you see this error, check the provider's file to determine whether they need
to be properly activated or fully removed. When finished, re-process the claim.

Error 46

A Pending (or Unknown) Status Child was Claimed

This error is generated when a pending child is claimed. This error always disallows the child.

Children enrolled in KidKare remain at a Pending status until you use the Activate New Children function to
activate them. You can also manually set children to Pending if you do not have a valid, signed enrollment form
for them. If you receive this error, check the child's status and activate them, if appropriate. Then, re-process the
claim.

Error 47

A Child was Recorded on the Wrong Scannable Menu Form (Infant vs
Regular Menu)

The Infant Menu is intended for all children under one (1) as of the given meal date. The Regular Menu should be
used when recording children ages one (1) and up, as of the given meal date.

This error is generated when a child is recorded incorrectly, based on the child's age. This frequently occurs
when an infant turns 1 during a given month, so the provider may mistakenly record the non-infant child on the
Infant Menu, as well as offer the wrong meal pattern to the child. Unlike Error 126, this error is always a
disallowance.

Note: Special Diet infants may be claimed on the Regular Menu. If this is the case, this error will not
generate. For more information, see Error 145.

Error 48

The Child's File Indicates S/He is not Participating in the CACFP
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When children are enrolled, the parent/guardian can indicate that the child in question is not participating in the
CACFP. This is usually done by Providers for their own children in certain states. In other states, this can apply to
all children—especially to infants whose parents provide both formula and food.

When these children are claimed, the processor notes these non-participating children for capacity purposes
only. This means that these children will not be reimbursed as part of the Food Program. This error is generated
when this happens. It always disallows the affected children.

If you see this error and you do not deal with the non-participating children in any way, you must check the
Participating in CACFP box in the Child Information Child tab for those children.

Note: This error may or may not apply to daycare children, depending on agency preference.

Error 49

Provider's Own Children Cannot be Claimed Unless Provider is Tier 1
Income Eligible

This error is generated if the provider claims their own children and they are not Tier 1 by Income. Own children
are only reimbursed at Tier 1 rates when the provider is Tier 1 by Income.

Consult the provider Information Tiering tab to ensure that there are valid Income Eligibility dates recorded (this
may be in addition to School or Census Area eligibility for those providers who are School/Census eligible for
Tier 1 but are able to claim their own children).

Error 50

A Foster Child was Claimed Outside the Foster Dates

This error is generated when a foster child is claimed outside of the child's foster care dates as noted in the Tier
1 Start/End date boxes in the Child Information Rules tab or if those dates are missing.

A provider's own foster children are always reimbursed at Tier 1 rates, regardless of the provider's tier. Before
Minute Menu HX can process foster children properly, you must check the Child is Tier 1 box in the Child
Information Rules tab and enter the child's foster care dates in the Tier 1 Start/End dates boxes. These dates
are typically based on the foster agreement the provider has with the state for those child.

Error 51
A Tier 1 Child was Claimed Outside the Child's Tier 1 Eligibility Dates.
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Child will be Claimed as Tier 2

Tier 1 children in Mixed Tier homes must have valid starting and ending eligibility dates to indicate that the child
has a valid income eligibility statement on file. You enter these dates in the Tier 1 Start/End Dates boxes in the
Child Information Rules tab.

If the child is claimed outside of these dates, the child will be reimbursed at Tier 2 rates.

Note: If a provider is Tier 1, the child's tiering level is not subjected to this edit check.

Error 53

A Saturday Meal was Claimed without Saturday Documentation on File
for the Provider

Some states require specific, signed statements from providers that are open on Saturday. To indicate that the
provider is open on Saturday and that you have a statement on file, check the Saturday box in the
Documentation on File section of the Provider Information Other tab.

This error is generated if a provider serves meal on a Saturday but does not have a statement on file in Minute
Menu HX in the Provider Information Other tab. This error warns or disallows the meals.

Error 54
A Sunday Meal was Claimed without Sunday Documentation on File for
the Provider

Some states require specific, signed statements from providers that are open on Sunday. To indicate that the
provider is open on Sunday and that you have a statement on file, check the Sunday box in the Documentation
on File section of the Provider Information Other tab.

This error is generated if a provider serves meal on a Saturday but does not have a statement on file in Minute
Menu HX in the Provider Information Other tab. This error warns or disallows the meals.

Error 55

A Dinner was Claimed without Dinner Documentation on File for the
Provider

Some states require specific, signed statements from providers that serve Dinners. To indicate that the provider
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serves Dinner and that you have a statement on file, check the Dinner box in the Documentation on File section
of the Provider Information Other tab.

This error is generated if a provider serves a Dinner but does not have a statement on file in Minute Menu HX in
the Provider Information Other tab. This error warns or disallows the meals.

Error 56

An EZ Menu was Claimed, but Provider is Not Approved to Serve EZ
Menus

This error is generated when a provider attempts to use an EZ Menu and is not approved to do so. This error
ignores, warns, or disallows these meals.

EZ Menus are specific scheduled menu plans that sponsors set up for providers. To approve providers to use EZ
Menus, check the EZ Menus box in the Provider Information Meals tab.

Error 57

A Sponsor Cycle Menu was Claimed, but Provider is not Approved to
Serve Sponsor Cycle Menus

This error is generated when a provider attempts to use a Sponsor Cycle Menu and is not approved to do so.
This error ignores, warns, or disallows these meals.

Sponsor Cycle Menus are weekly meal plans that sponsors set up for their providers. To approve providers to
use Sponsor Cycle Menus, check the Sponsor Cycle Menus box in the Provider Information Meals tab.

Error 58

A Provider Cycle Menu was Used, but Provider is not Approved to Serve
Provider Cycle Menus

This error is generated when a provider attempts to use a Provider Cycle Menu and is not approved to do so.
This error ignores, warns, or disallows these meals.

Provider Cycle Menus are weekly meal plans that providers set up for personal use. To approve providers to use
Provider Cycle Menus, check the Provider Cycle Menus box in the Provider Information Meals tab.

Error 59
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A Master Menu was Used, but Provider is not Approved to Serve Master
Menus

This error is generated when a provider attempts to use a Master Menu and is not approved to do so. This error
ignores, warns, or disallows these meals.

Master Menus are single menu templates sponsors create for all providers. These menus are not date-specific
or day-specific. To approve providers to use Master Menus, check the Master Menus box in the Provider
Information Meals tab.

Error 60

An Invalid Master Menu Number was Recorded on the Scannable Menu

If a provider marks the Master Menu bubble (M) on a scannable form, they must provide a valid Mater Menu
number in the lowest Fruit/Vegetable row for that meal. For more information about Master Menus, see Master
Menus.

This error is generated if the number entered on that row does not correspond to a Master Menu plan in the
system. It warns, disallows, or ignores the effected meals.

Error 61

A Particular Food or Type of Food was Served too Often

Sponsors can set up rules that limit the frequency with which certain foods can be served. For example,
sponsors could set up a rule that cookies cannot be served more tan twice to any given child. This error is
generated when these rules are violated. This error warns or disallows the child or meal in question.

The rules you set up should match the statements on your printed Food Chart. For more information about
setting up food rules, see Food Rules.

Error 62

No Active Children are Enrolled for the Provider

This error is generated when a claim is processed but no child enroliments are on file. This error usually appears
for new providers if their enroliment forms have not been scanned yet. To correct this error, set up the provider's
children and re-process the claim.
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Error 67

Provider Used Cycle Menu Outside of the Dates for Which S/He was
Approved to Serve Cycle Menus

Some sponsors require their providers re-submit their cycle menus for approval on a periodic basis. You can set
up cycle menu approval dates to track this. This error is generated if a provider attempts to use a Provider Cycle
Menu outside o these approval dates. It warns or disallows the given meals.

Error 68

The Child is Older than the Provider's License Allows

This error is generated if a child who is too old to be claimed is claimed (based on the provider's license) as of
the meal date. This is determined by the the age entered in the Oldest box in the Ages Allowed section of the
Provider Information Licensing tab.

Error 69

The Child is Younger than the Provider's License Allows

This error is generated if a child who is too young to be claimed is claimed (based on the provider's license) as
of the meal date. This is determined by the the age entered in the Youngest box in the Ages Allowed section of
the Provider Information Licensing tab.

Note: In some cases, this error may appear for large numbers of providers after data has been newly
converted. Notify Minute Menu HX support if this happens.

Error 72

The Meal was Indicated as a Master Menu on the Scannable Form, but No
Master Menu Number was Bubbled In

If a provider marks the Master Menu bubble (M) on a scannable form, they must provide a valid Mater Menu
number in the lowest Fruit/Vegetable row for that meal. For more information about Master Menus, see Master
Menus.

This error is generated if the provider does not enter a master menu number at all. It warns, disallows, or ignores
the effected meals.

428


https://help.minutemenuhx.com/help/update-master-menus

Error 73

A Cycle Menu Plan was Switched within a Week. The Same Cycle Menu
Plan Must be Served Within a Single Week

Some sponsors require that Cycle Menus are followed without substitutions. This error is generated when a
provider switches the Cycle Menu mid-week. This may or may not disallow the meal in question.

Error 74

A Cycle Menu Plan that was Served was the Same as the one Served
During the Prior Week

Some sponsors do not allow their providers to repeat Cycle Menu plans each week. This error can be generated
if a provider does repeat the same cycle menu plan. It can warn or disallow the meals in question.

Error 75

A Child was Served After the Child's Enroliment Expiration Date was
Reached

All children must be re-enrolled each year. Minute Menu HX can be configured so each child has an Enrollment
Expiration Date recorded in their file. This date would need to be updated each year to indicate re-enrollment.
This error is generated if a child is served after their enroliment expiration date. It warns or disallows the given
children from the meals in question. You can also configure this error to allow children for the entire month of
expiration (instead of just the expiration date).

Enrollment expiration dates are entered in the Expiration Date box in the Child Information General tab.

Error 76
A Meal was Served in Which the Provider's Own Children Were the Only
Known Children Served

Food Program rules require that a provider must serve at least one child who is not their own during a meal. This
error is generated if the provider only serves their own children during a meal. It disallows the entire meal.

In some cases, a day care child may be marked in attendance at a meal with the provider's child, and the day
care child is disallowed for another limit (example: the child exceeds the 2 + 1 limit for the day). The processor
can be configured to look at the disallowed day care child, so the provider's own child is not disallowed since the
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day care child was present, or it can be configured to ignore the disallowed day care child, which would disallow
the provider's own child.

Contact Minute Menu HX Support to change the way this is handled in your system.

Error 77

Two Juices were Served at the Given Meal(s)

This error is generated if a provider services two juices at a meal. A Lunch or Dinner is not creditable if both the
Fruit and Vegetable meal components are juices. This error disallows the meal.

Error 78

A Juice was Served at the Given Meal(s)

Some sponsors encourage providers to serve a fruit or vegetable instead of a juice during Lunch or Dinner, since
milk is already a component of the meal pattern. This error is generated when providers serve a juice at Lunch or
Dinner. It warns or disallows the affected meal.
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Error Codes 79-122

Last Modified on 07/16/2020 12:13 pm
Click a link in the table of contents below to jump to a specific definition. When coT

finished, click the arrow in the bottom-right corner of the page to return to the table of contents.

Error Codes in This Article

Error 79

The Same Dinner was Served as Lunch During the Given Day

This error can be issued if a dinner matches a lunch in a day to encourage diversity of offered foods. This error
only looks at the food served—not the individual children served. This means that it still generates even if the
children present at Dinner are completely different from those served at Lunch. Error 165 applies on a child-by-
child basis.

This error warns or disallows the children who attended the dinner and the lunch.

Error 80

The Same Snack was Served More than Once in a Day

This error can be issued if the same snack was served to the same children more than once in a day. This error
only looks at the food served—not the individual children served. Error 166 applies on a child-by-child basis.

This error warns or disallows the children who were served the same snack.

Error 81

The School/Census Poverty Percentage is Insufficient to Classify the
Provider as Tier 1 for all Meals Served on Given Date(s)

A Tier 1 provider must have Tier 1 eligibility dates for Income Eligibility, School Area, or Census Area. These
dates must encompass the current meal date. Otherwise, the meal will be reimbursed at a Tier 2 or Mixed Tier
rate.

However, Minute Menu HX can be configure to look at multiple factors when determining provider tiering. In this
case, if a provivder is Tier 1 by School or Census data, the system also examines the poverty percentage of the
School or Census area. If that percentage is less than 50%, the provider is still processed at a Tier 2 or Mixed
Tier rate, even if their dates do encompass the existing meal date. Some sponsors like to apply this extra level of
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checking.

If you see this error, you can check the poverty percentage for either the School or Census area in the Provider
Information Tiering tab.

Error 82

Provider's Tier 1 Eligibility Dates are Not Valid on Given Date(s)

A Tier 1 provider must have Tier 1 eligibility dates for Income Eligibility, School Area, or Census Area. These
dates must encompass the current meal date. Otherwise, the meal will be reimbursed at a Tier 2 or Mixed Tier
rate.

This error is generated and the provider does not receive Tier 1 reimbursement if you have not entered a valid
ending and start date in the Provider Information Tiering tab for any of the three qualifying reasons (income,
census, school district).

Error 83

Child Exceeds 2 Meals & a Snack or 2 Snacks & a Meal Limit

This error is generated if a child is claimed for more than two (2) meals and one (1) snack or two (2) snacks and

one (1) meal. When this error is generated, the meals are disallowed in a way that maximizes the provider's
reimbursement: Snacks are disallowed before meals, and Breakfast is disallowed before Lunch or Dinner.

Some agencies encourage providers to claim all children at all meals to keep a more accurate picture of

attendance and to help Providers track all their meals served for tax purposes. If your agency does this, you may

see this error in large numbers.

Error 84

Provider is not Approved for Given Meal Serving

You can configure Minute Menu HX to allow providers to accurately record split shifts/servings (when a meal is
served twice in a given day to two different groups of children). This is controlled by the setting you select in the

Highest Meal Shift Tracked drop-down menu in the Provider Information window.

This error is generated when a provider attempts to claim a second serving of a given meal, but they are only
approved for one (1) serving. It can ignore, warn, or disallow the additional shifts.

Error 85
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Provider Over Capacity, but Approved for Single Column Serving Overlap
on Scannable Form. Verify Provider Capacity

Minute Menu HX handles split-shift checking in two ways: Providers mark a first and second shift on scannable
forms/KidKare independently, or they mark all children in capacity at both shifts, but mark only a single serving.
The latter case is referred to as a single-column overlap. You must set up Overlap Capacity in the Provider
Information Other tab for each split-shift meal.

This error is generated when a provider is over their Overlap Capacity. This error is always a warning.

Error 86

Provider Over Capacity, but Waiver is in Effect. Verify Capacity with
Waiver

Certain states allow capacity waivers for a specific time period. This error is generated if a provider is over
capacity, but one of these waivers is in effect. All over capacity errors will be allowed.

You can find the provider's current waiver status in the Provider Information Licensing tab.

Error 87

Related Children are the Only Children Served in Given Meal Serving(s) on
a Holiday

The provider's own children can never be the only children present during a meal. In some states, this rule is
taken further on holidays. This error is generated if the only children served are the provider's own children or
related non-resident children, the meal is disallowed as well. It warns or disallows all children at the meal.

Error 88

An Other Food was Served in the Given Meal. Verify Nutritional
Components

This error is generated any time a provider serves an Other food. It warns the affected meal.

Other foods are foods in your food list, such as Other Meat or Other Bread. If your agency does not have any
Other foods set up, this error does not appear.

Error 89
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Special Diet Statement on File for Given Child(ren) is Expired

This error is generated if a provider serves special diet food to a child whose special diet statement has expired
as of the meal date. It ignores, warns, or disallows the child.

You can find the child's special date statement information in the Child Information Special tab.

Error 90

Special Needs Child(ren) was Served at the Given Meals

This error is generated for all meals at which a special needs child is served. It produces a warning. You can
disable this warning message if you do not want to receive notifications that special needs children were served.

Error 91

School Aged Child Served a Meal When Child Should have Been in School

This error is generated when a school aged child is served an AM Snack or Lunch (and, in some cases,
Breakfast) on a school day. This error is ignored on weekend and on any day you or the provider indicates that
school was closed or the child was home sick.

Notes: School closures can be noted on the School District Calendar or Sponsor Calendar, and child illness
can be noted on the Child Calendar. When you print the Claimed Foods & Attendance report, children who are
out of school or sick are noted with an s or i for the given date.

If a child has specific school days within the week (as marked in the School Attend Days section of the Child
Information Schedule tab), this error is ignored on those days of the week the child does not attend school. It
can ignore, warn, or disallow the affected child.

If a child is determined to be school-aged based on your state's capacity regulations, the child may be subjected
to this edit check (assuming your agency performs this check). However, even if a child is assumed to be school
aged from a capacity standpoint, a child is only subjected to this check if their Grade Level/School Type (Child
Information Schedule tab) as follows:

¢ During Lunch, these children are checked:
o S (School Aged)
o K (Kindergarten/All Day Kindergarten)
o L (All Day Headstart)
¢ During AM Snack (and possibly Breakfast), these children are checked:
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o

S (School Aged)

[e]

K (Kindergarten/All Day Kindergarten)

o

L (All Day Headstart)

[e]

A (AM Kindergarten)

o

D (AM Headstart)

Note that this specifically excludes children designated as Year Round School, Home School, or No School.
Consult the child's school designation in the Child Information Schedule tab.

Error 92

The Following Meal(s) were Disallowed by a Monitor as a Result of a
Review Visit

This error is generated by each meal a Monitor disallows during a home review visit. All meals noted by the
Monitor are disallowed automatically, and this error is generated for each one of them. Only those reviews
conducted within the month of the claim are examined for this error.

Consult the specific review in question for more information about the disallowance.

Error 93

Monitor Recorded Different food for a Meal than was Recorded by the
Provider

When you record the results of a review in Minute Menu HX, the processor cross-checks the foods observed by
the Monitor with the information claimed by the provider. This error is generated when a provider claims foods
that do not match those foods observed by the Monitor during a home visit review (during the claim month).
This warns or disallows the affected meals.

This error cannot be generated for reviews where you do not specify foods that were observed. It is also not
generated for claims where food information is not supplied, such as Attendance Menus or claims entered with
the Record Full Month Attendance function.

Error 95

A Cycle Menu was Recorded, but the Cycle Does Not Include the Given
Meal on the Chosen Day of Week

This error is generated if a provider marks the Master Menu bubble on their form to note that a Cycle Menu was
used but does not select a Cycle Menu containing a cycle meal for the given day of the week and given meal
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that is being claimed.

You can review cycle menus in the Plan Sponsor Weekly Cycle Menu window or in the Provider's Cycle Menu
Plan window.

Error 96
No Foods were Served but Child(ren) were in Attendance for the Given
Meal(s)

This error is generated when children are marked in attendance, but no foods are marked for the given children.
For non-infants, this means the provider forgot to supply foods for the given meal. For infants, it can mean the
same thing, or it can mean that the provider supplied foods for an age category that was inappropriate for the
age of the given child.

For example, a child turned 6 months old in the middle of the month, and the provider marked infant foods in the
0-5 months age category throughout the month. There are no foods marked in the 6-11 months category once
the child turns 6 months old, so this error is generated.

Note: This error typically only occurs on scannable menu claims and will disallow all children in the given
age group for the given meal.

Error 97-106

Provider was Over Capacity

One or a combination of these errors are generated if a provider records some combination of children that
violates their license capacity, as noted in the Provider Information Licensing tab. Capacity errors can disallow
the number of children that are over capacity, disallow the entire meal, issue a warning, or ignore the situation.

Note: If a waiver is in effect, the over capacity children will be allowed.

Error 107

Provider did not Bubble-in Any Children for the First Serving of the
Following Meal(s). Meal was Automatically Adjusted
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This error is generated if a provider uses the split serving/shift mechanism on scannable forms, but does not
indicate if any children attended the first serving. It has no impact on processing, but is intended to help the
provider properly fill out paperwork in the future.

Error 109

Child File Indicates the Child Doesn't Normally Attend Day of Week

This error is generated if a child attends a meal on a day that is not marked in the Child Information Schedule
tab. This error can ignore, warn or disallow the child.

Error 110

Child File Indicates the Child Doesn't Normally Attend Given Meal

This error is generated if a child attends a meal that is not marked in their Child Information Schedule tab. It can
ignore, warn, or disallow the child.

Error 111

Meal Claimed Before Provider's First Allowed Claim

Every provider has an Original CACFP Start Date in Minute Menu HX. Providers cannot submit claims before this
date. However, some sponsors require an additional starting claim month before which no claims are accepted.
If your agency requires this, select the claim month in the First Claim Month Allowed drop-down menu in the
Provider Information General tab.

This error is generated if a claim is received prior to the first claim month allowed, or if the starting claim month
is missing. It always causes a disallowance.

Error 112

Meal Claimed Before CACFP Agreement Date

Some states require that sponsors renew the agreements they have with providers on a yearly basis. To track
this, enter a date in the Current CACFP Agreement Date box in the Provider Information General tab.

This error is generated if a meal is claimed before the Current CACFP Agreement Date is reached. It can warn or
disallow all meals claimed on the affected days.
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Note: This error is not generated if the Current CACFP Agreement Date box is blank.

Error 113

Provider's Own Child was Claimed, but Meal Served Outside Range of
Child's Tier 1 Income Eligibility Dates

Some sponsors must note income starting and ending dates for each of a provider's own children, even after
they add Tier 1 Income Eligibility Dates to the provider's file. You enter these dates in the Tier 1 Start Date and
Tier 1 End Date boxes in the Child Information Rules tab.

This error is generated when individual children lack Tier 1 Starting and Ending dates, or if the meal in question
was served on a day outside of those date ranges. It prevents the provider's own children from being
claimed/paid.

Error 114

Meals Claimed on Dates After Provider's Fire Inspection Certification
Expired

Some sponsors record fire inspection expiration dates for each of their providers. This error is generated if that
expiration date has passed. It can warn or disallow meals served for those dates.

You can enter this expiration date in the Fire Inspection Expiration box in the Provider Information Other tab.

Error 115

Meals Claimed on Dates after Provider's Health Inspection Certification
Expired

Some sponsors record health inspection expiration dates for each of their providers. This error is generated if
that expiration date has passed. It can warn or disallow meals served for those dates.

You can enter this expiration date in the Health Inspection Expiration box in the Provider Information Other tab.

Error 116
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Meals Claimed on Dates After Provider's Standards Certification Expired

Some sponsors record licensing standards inspection expiration dates for each of their providers. This error is
generated if that expiration date has passed. It can warn or disallow meals served for those dates.

You can enter this expiration date in the License Standards Expiration box in the Provider Information Other tab.

Error 117

Meals Claimed on Dates After Provider's Medical Certification Expired

Some sponsors record medical certification expiration dates for each of their providers. This error is generated
if that expiration date has passed. It can warn or disallow meals served for those dates.

You can enter this expiration date in the Medical Certification Expiration box in the Provider Information Other
tab.

Error 118

Meals Claimed on Dates Before Provider's Preapproval Date

Some sponsors perform pre-approval visits to each of their providers. These visits are done after the original
CACFP contact is signed, but before any claims can be approved for the provider. You enter pre-approval dates
in the Pre-Approval Date box in the CACFP Contract Info section of the Provider Information General tab.

This error is generated for any meals claimed on dates prior to the pre-approval date.

Note: This error is not generated if a date is not provided in the Pre-Approval Date box.

Error 119

Deleted Menu Used

This error is generated when a provider uses a pre-planned menu that they subsequently deleted. It should not
typically occur, but serves primarily as an internal message. Contact Minute Menu HX Support if you receive this
error.

Error 120
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Child File Indicates Child Arrived After Meal was Served or Left Before
Meal was Served

Some sponsors cross-check meal times with a child's enrollment schedule. This error is generated if the meal is
served at a time the child's file indicates the child is not in care (based on the following: drop-off/pick-up times,
weekend drop-off/pick-up times, and school departure/return times). It may warn or disallow the affected child.

Check the Child Information Schedule tab and compare the actual meal time (in the Examine Meal History
window) for KidKare claims or the provider's approved meal times in the Provider Information Meals tab for
paper claims (scanning or direct entry). Pay special attention to AM/PM problems.

Meal duration recorded in KidKare is assumed based on the time preferences found in the Sponsor Preferences
window. For paper claims, examine the start.ending times supplied in the Provider Information Meals tab. If no
end times are supplied, the duration is assumed based on the sponsor preferences.

Child school departure/return times are accounted for only if school is in session for the child on the given day
(they are ignored if school is out). The system assumes school is in-session based on the child's daily school
schedule and when no school out or child iliness calendar information has been entered into the system.

Note: If daily In/Out times are available (via KidKare or scannable In/Out forms), they take precedence over
the child's enrollment form information.

Error 121

Meals Served Before Provider Opened or After Provider Closed

You can record open and close times for each of your providers in the Provider Information Other tab. If you do
so, this error is generated when a meal is served before the provider's open time or after their close time. This
can ignore, warn, or disallow the affected meal(s). If it is set to ignore, the open/close times on file are also
ignored.

Note that when the open time is before the close time, overnight care is assumed. Night times are examined if
enabled. Use the Examine Meal History window to look at the time a meal was served in any KidKare claim, or
use the Provider Information Meals tab to review the provider's meal times for paper claims (scanning or direct
entry).

Error 122

Non-Participating Child Noted for Capacity Checking, Yet Disallowed for
Meals

When children are enrolled, the parent can indicate that the child is not participating in the Food Program. This is
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done in some states for the provider's own children. When these children are claimed, the processor notes them
for capacity purposes, but they are not reimbursed as part of the Food Program.

This error is generated to indicate that non-participating children were noted. If you see this error and you do not
deal with non-participating children in any way, update the affected child's file accordingly (check the
Participating in CACFP box in the Child Information Child tab).
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Error Codes 123-155

Last Modified on 07/16/2020 12:13 pm
Click a link in the table of contents below to jump to a specific definition. When coT

finished, click the arrow in the bottom-right corner of the page to return to the table of contents.

Error Codes in This Article

Error 123

The Same Meal Date was Marked in Two Different Columns on the
Scannable Forms. This Column(s) Attendance Has Been Disallowed

When filling out scannable menus, providers must supply the day to which all meals in the given column apply. In
some cases, they are allowed to supply the same day more than once, such as: split servings/shifts (a meal is
served more than once to different groups of children), or children in different child groups (based on the 1-32
child numbers) served in the same meals. If these exceptions do not apply to the provider, the same day cannot
be marked more than once.

This error is generated when the same day is marked more than once on a scannable form. You can typically
prevent this error if you correct it during the forms validation process. If you do not correct it during forms
validation but still wish to correct the provider's mistake, you must first find the column where the provider made
the mistake. Usually, they will have written the correct day number but bubbled the incorrect bubble. Then, re-
scan the form and process the claim again.

When this error is generated, each duplication is disallowed after the first occurrence of the day.

Error 124

Meal Serving Times Not Recorded

This error is generated when other meal time checks are required, such as the processor check that compares
meal times with the provider's open and close times, but a given meal lacks any time information. It warns or
disallows the meal.

Minute Menu HX can be configured to automatically assume meal times from the provider's file. If Minute Menu
HX is not configured to make this assumption, this error will be generated for every scanned claim unless the
scannable In/Out forms are used.

If the provider does not have meal times noted in their file (Provider Information Meals tab), this error is
generated in every case. KidKare providers always supply a meal time with their meal records, so this error
should not appear on KidKare claims.
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Error 125

No Attendance (In/Out) Times on File

Some sponsors must obtain daily attendance (In/Out) time information for all of their children. This error is
generated if this information is cross-checked against each meal's time of serving and no time information is
on file for any children on a day that meals were served. It always disallows meals for the affected day.

If you see this error, make sure that you have scanned all In/Out forms, or make sure that the provider supplied
the daily attendance (In/Out) times. You can check this information in the Record Full Attendance by Child
window.

Error 126

Child Claimed on Both Regular and Infant Meals

This error is generated when the same child is mistakenly marked on both the Infant Menu and Regular Menu.
The child is actually processed as if they were recorded on the first of the two scanned menus without
duplication, but the second menu encountered is ignored.

As aresult, this error is immaterial if the child is an infant, as you scan Infant Menus first, and this error is
generated because the child was also marked on the Regular Menu, which is scanned after the Infant Menu. If
the child is not an infant, you must white-out the child's mark on the Infant menu and re-scan the provider's
claim.

Error 127

Child Claimed on Holiday

You can use the Sponsor Calendar to set up specific holidays. Providers can then use the Child Calendar in
KidKare to indicate that a child was approved to attend care on the given holiday, or they can note it on their
monthly CIF, which allows you to record the information in the Child Calendar in Minute Menu HX.

This error is generated when a child is claimed on a holiday, but when the child was not noted as approved on
that holiday via the Child Calendar. It ignores, warns, or disallows the meals claimed on the holiday. It can also
be set to ignore or warn children who have been noted as Present on a Holiday in the Child Calendar (while still
disallowing those without Present on a Holiday noted), or it can be set to always disallow regardless of what is
found on the child calendar.

Error 128
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Provider is Incorporated. Own Children are not Reimbursable

Food Program rules are interpreted in some states as such that incorporated providers cannot receive
reimbursement for their own children, even if they are Tier 1 by Income. This error is generated for each provider
who has a Business Tax ID specified in the Provider Information General tab attempts to claim their own
children (if your state enforces the Food Program this way).

Error 129

Provider Invalid Because License Missing

This error usually results when a provider has been set up improperly during a data conversion project. It is
usually generated in conjunction with a larger number of other errors.

If you see this error, go to the Provider Information Licensing tab and reset every value in it. To do so, change
each value in the tab, change it back to what it should be, and then click Save. Once this is done, re-process the
claim. This error and any related errors should disappear.

Error 130

No Children are Enrolled for the Given Provider

This error is generated when a claim is processed when one of the following happens:

1. Aclaimis processed, but no child enrollments are on file.

2. All child numbers marked on a scannable menu form are invalid.

Situation A typically occurs if a provider mistakenly marks the Child Group 2 or 3 bubble on every column header.

Situation B typically occurs for new providers if their enrollment forms have not yet been scanned.

You must take the appropriate actions to correct this problem, re-scan the claim, and re-process the claim.

Error 132-133

Provider was Over Capacity

One or a combination of these errors are generated if a provider records some combination of children that
violates their license capacity, as noted in the Provider Information Licensing tab. Capacity errors can disallow
the number of children that are over capacity, disallow the entire meal, issue a warning, or ignore the situation.
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Note: If a waiver is in effect, the over capacity children will be allowed.

Error 134

Child's Attendance Times Not Recorded

This error is generated if child attendance is being cross-checked about meal times, but the given child is
missing his/her daily in/out time information when the claim is processed. This can warn or disallow the child.

Make sure you have scanned In/Out forms for this provider, or that this provider has supplied in/out times. To do
so, print the In/Out Child Attendance report or the In/Out Child Attendance by Child report in Minute Menu HX. If
your provider uses KidKare, you can also print the Verify In/Out Times report in KidKare (Observer Mode).

Error 135

Invalid Child Number Recorded on In/Out Form

This error is generated if you scan In/Out forms and mark a child number that does not exist. It either warns or
disallows the child, but is most commonly used for informational purposes (warn).

Note: Remember that you must scan or manually enter enrollments before you scan In/Out forms.

Error 136

Meal Time(s) were Marked with Times on More than One Column on
In/Out Forms for the Same Day. The Form Day Header May Have Been
Filled out Improperly

When using scannable In/Out forms, providers can supply daily meal times on those forms. If the Provider has
done so in more than one column that has been marked with the same day, it may mean that the provider has
filled-in the wrong day column.

This error doesn't directly cause a disallowance, but other claim errors may be generated as a result if the In/Out
form was actually filled-out improperly.

Error 137
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Meal Time on In/Out Form, but That Meal Wasn't Included in the
Provider's Claim

This error is generated if a provider has supplied a meal time on a scannable In/Out form, but the meal itself
was not scanned. This can indicate that the meal/attendance forms have been filled out improperly for a
particular day, the In/Out form may be filled-out improperly, or a smudge was picked up in the scan.

Error 138

Own Children not Counted in Capacity are also not Reimbursed

In Califorina, the provider's own children over the age of 10 do not count in capacity (except for military
licenses). These children cannot be paid, even if the provider is Tier 1 Income Eligible. This error is generated if
these children are claimed.

Error 139

DFS Child Claimed Outside DFS Approval Dates

Some states require a pay source be on-file for children who are paid for by a state subsidy program. This is
recorded in the Pay Source box in the Child Information Special tab. If you must have this information, Minute
Menu HX can be configured to allow you to set an effective date range for which the child is approved within the
subsidy program.

This error is generated if a child is claimed outside of the effective date range for the subsidy program in which
the child participates. It warns or disallows the child.

Error 140

Provider was Over Capacity for Non-School Aged Related Children

Provider-related children are counted with a distinct maximum capacity in New Mexico and a few other states.
This error is generated if provider-related children are over capacity.

Error 141

Provider was Over Capacity for Not for Pay Children

Not-for-pay children (usually children related to the provider) are counted with a distinct maximum capacity in
Georgia (and possibly other states). This error is generated if the provider's not-for-pay children are over
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capacity.

Children are noted as Not for Pay in the Pay Source field in the Child information Special tab.

Error 142

Provider Served Meal at Time outside of Approved Time Range

Your agency can set up providers to serve meals only within approved time ranges. You can set this up for all
providers, or you can apply it to specific providers. This error is generated when a provider records a meal
outside of the approved time range. It warns or disallows affected meals.

When researching this error, review the Examine Meal History window for KidKare providers, or check the
Provider Information Meals tab for direct entry/scannable claim providers. Pay special attention to AM/PM
discrepancies.

Error 143

Insufficient Time was Allowed Before/After this Meal and the
Previous/Next Meal (Infants Ignored)

Some agencies want to ensure that meals and snacks are served within certain times of each other, typically
two (2) or three (3) hours. You can configure Minute Menu HX to check minimum times between meals, based
on your policies. This error is generated if a provider serves a meal too close to another meal. It warns or
disallows the meal.

For providers who use scannable forms, this error checks the times entered in the Provider Information Meals

tab. For providers who use KidKare and In/Out forms, the actual supplied meal times are checked instead. When

researching this error, check the Examine Meal History window for KidKare claims, and check Provider

Information for paper claims (direct entry or scannable claims). Pay special attention to AM/PM discrepancies.

Error 144

Meal Claimed When Monitor Noted the Provider was not Home

This error is generated if a Monitor noted a provider was not home on a review, but the provider claimed meals
for this date. This is a warning. Consult the provider's review history in the Provider Reviews window.

Error 145
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A 6-11 Month Old Special Diet Infant was Served on the Regular Menu.
Verify Special Diet Appropriate for Table Foods

This error is generated if a child designated with a special diet is claimed on a regular men when the child is 6-
11 months old. Consult the Special Diet Description box in the Child Information Special tab.

How would you rate this article?

Error 146

Private Child(ren) Claimed When no Day Care Children Present

Children with a Private Pay Source (Not for Pay) cannot be claimed when no other children are present, based on
licensing regulations in Georgia and some other states. This error is generated if this is the case for your state. It
is a disallowance or a warning.

Error 147

Provider Over Capacity Without Overlap

Minute Menu HX handles split-shift checking in two ways: Providers mark a first and second shift on scannable
forms/KidKare independently, or they mark all children in capacity at both shifts, but mark only a single serving.
The latter case is referred to as a single-column overlap. You must set up Overlap Capacity in the Provider
Information Other tab for each split-shift meal.

This error is generated when overlap capacity is used, and the provider is over their normal capacity but not over
their overlap capacity. This is a warning, and you can configure Minute Menu HX to ignore the situation.

Error 148

License Does Not Allow Reimbursement of Private (Not for Pay) Children

At least one license exists in Georgia that does not allow children with a Pay Source of Private (Not for Pay) to
participate in the Food Program. This error is generated when one of these children is claimed by a provider on
that licenses. It disallows the affected children.

Error 149

Provider was Over Capacity for Non-Related Children
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In some states, children who are not related to the provider are subject to a capacity different than that of all
children, including the provider's own children. This error is generated when the provdier is over capacity
because of non-related children.

Error 150

Monitor Noted Children Present that were Not Noted by Provider

This error was generated if a meal was reviewed during the month, and the Monitor saw children that the
provider idd not mark in attendance. This error is always a warning. Consult the Provider Reviews Meal tab for

the appropriate review.

Note: This error cannot be generated unless child attendance is marked with the review in the Minute Menu
HX database.

Error 151

Provider Recorded Children in Attendance Not Seen by Monitor

This error is generated if a meal was reviewed during the month, and the provider marked children in attendance
that were not marked as observed by a Monitor. It can be a warning or a disallowance. Consult the Provider
Reviews Meal tab for the appropriate review.

Note: This error cannot be generated unless child attendance is marked with the review in the Minute Menu
HX database.

Error 152

Helpers Children Must be Income Eligible to be Claimed

Helpers' children must be Tier 1 Income Eligible to be marked in attendance in Minnesota (and some other
states). Minute Menu HX can be configured to check for this for any sponsor. If this check is enabled, any
helper's child who is not marked with valid Tier 1 Income Eligibility information in the Child Information Rules tab

is disallowed.

Error 153
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Neither C nor LC License is in Effect for the Date, Day of Week, and Meal

The Wisconsin LC license check allows two distinct sets of meal approval and day-of-week approval schedules
to be in effect for any given provider. Those distinct sets must be checked.

Record alternate meal and day-of-week approval schedules in the Provider Information Meals tab. These apply
to the C check.

Record regular meal and day-of-week schedules apply to the L check.

This error is generated when neither indicate that the provider is approved for a meal or day-of-week being
claimed.

Error 154

The Migrant Child is Over 15 Years of Age

This error is generated when a migrant worker's child is claimed after the child turns 16. This always results in a
disallowance.

Error 155

Children were Not Claimed but Should Have Been Based Upon Their
Enrollment or Daily In/Out Time Information. Those Children are Listed
Here for Information Purposes Only

This error can be generated if you have chosen to process capacity two times for each meal claimed. It is a
warning message only. The first check is the normal capacity check. A second capacity check can be performed
with Minute Menu HX.

This second check assumes that children are in attendance, even if they aren't claimed at this specific meal
serving, if they were claimed at other meals or servings for split shifts that day and their enrollment form data
indicates that they should have been claimed at this meal.

Normally, if this second capacity check is done, you are given certain over capacity messages related to the
second capacity check in the even that adding this extra children back would result in an over-capacity
situation.

This warning message also generates a list of all children that were added back to the meal—even if doing so
doesn't result in over-capacity. As a result, this error is usually only enabled to assist in analyzing very specific
over-capacity situations.
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Error Codes 156-1000

Last Modified on 05/13/2024 2:52 pm
Click a link in the table of contents below to jump to a specific definition. When coT

finished, click the arrow in the bottom-right corner of the page to return to the table of contents.

Error Codes in This Article

Error 156
A Meal was Recorded on an Infant Menu, but no Children were Recorded
in Attendance

This error is generated when providers record a meal but do not mark any children in attendance. When this
happens, there is little you can do about the situation, as there is no way for you to know what children actually
attended the meal. This error is generated to let you and the provider know about the situation, so the provider
can correct the issue going forward.

This error is only generated for scannable Infant Menu forms.

Error 157

A Monitor Noted the Provider was Over Capacity During a Home Visit

This error is generated if a review has been noted Over Capacity for a specific meal seen by the Monitor. It is
always a warning message only.

Error 158

Meal was Reviewed, and No Food or Attendance Discrepancies were
Found

You can configure Minute Menu HX to generate an All Clear internal warning message in the event that a
Monitor saw a meal and found no problems with it. Some agencies find this useful if they perform further
manual checks for their reviews, or if they want a guarantee that the review was examined when the claim was
processed (for auditing purposes). This is always a warning message only.

Error 159
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Special Needs Child was Claimed, but Documentation is not on File

This error is generated if a special needs child is claimed after their 13th birthday and now documentation is on
file. It can ignore, warn, or disallow the child.

To indicate that documentation is on file for a special needs child, go to the Child Information Special tab, check
the Medical Statement on File box, and enter an expiration date.

Error 160

Provider Claimed Prior to State Approval Date

This error is generated if a provider has not yet been approved by the State Agency. This error only applies to
those agencies where Minute Menu HX receives state approval information from the State Agency.

Error 161

Child File Indicates the Child Doesn't Normally Attend Day of Week, but
Days Vary is Indicated

Minute Menu HX can check a child's weekly schedule (by day of the week) and disallow or warn the child if they
aren't enrolled for that day (see Error 109). You can further configure this error so that the Days Vary box (Child
Information Schedule tab) can be referenced, and, if it is checked, the child can still be claimed.

This error is generated if you do not allow Minute Menu HX to reference the Days Vary box to exempt the child
from individual day-of-week checks.

Error 162

Child File Indicates Child Arrived After Meal was Served or Left Before
Meal was Served, but Times Vary is Indicated

Minute Menu HX can check a child’s daily hours of enrollment and disallow or warn the child if the child isn't
enrolled for a time that covers the meal (Error 120). You can configure this further so that the system references
the Times Vary box (Child Information Schedule tab) and still allows the child to be claimed, even if their
enrollment times don't cover the meal.

This error is generated if you do not allow Minute Menu HX to reference the Times Vary box and exempt the
child fro mthe specific time check.
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Error 163

An Infant was Claimed who Does not Have the Infant Feeding Form on
File

Some agencies track whether an Infant Feeding Form has been received for each infant in care. To do do this,
check the Infant Feeding Form Received box in the Child Information Special tab.

This error is generated if the Infant Feeding Form Received box is not checked for an infant.

Error 164

The Name of the Formula Offered by the Provider has Not Been Indicated
in the Child's File

This error is generated if your agency requires a formula name in the Formula Offered by Provider box in the
Child Information Special tab, and no formula name is provided for an infant claimed.

Error 165

The Same Meal was Served to the Child for Lunch and Dinner on the
Given Day

This error is identical to Error 79, except it appears for those agencies who have configured the same dinner as
lunch edit check to be child-specific (instead of applying it to all children served). In this case, only those
specific children who were at both lunch and dinner are affected.

Error 166

The Same Snack was Served to the Child More Than Once in a Day

This error is identical to Error 80, except it appears for those agencies who have configured the snack edit check
to be child-specific (instead of applying to all children served). In this case, only those specific children who
were at both identical snacks are affected.

Error 167

All Children in the Following Age Group were Disallowed by a Monitor as
a Result of a Review Visit
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This error is generated when a Monitor disallows a meal for either infants or non-infants, per the Provider
Reviews Meals tab. This is always a disallowance.

Error 168

No Race has Been Indicated in the Child File for the Claimed Child

This error is generated for children with no racial data on file. It can ignore, warn, or disallow the child.

Error 169

Enrollment for Child is Expiring Soon. If Enrolilment Renewals are not
Received Before the Expiration Date, This May Result in Loss of
Reimbursement for This Child

This error is generated as a warning message, specifically for the Provider Error Letter, as a reminder to
providers that they should send in updated child enroliment documentation.

Error 170

Insufficient Time was Allowed Before/After This Meal and the
Previous/Next Meal for This Child (Infants not Disallowed)

Some agencies want to ensure that meals and snacks are served within certain times of each other, typically
two (2) or three (3) hours. You can configure Minute Menu HX to check minimum times between meals, based
on your policies. This error is generated if a provider serves a meal too close to another meal. It warns or
disallows the meal. Unlike Error 143, this error is generated on a per-child basis.

For providers who use scannable forms, this error checks the times entered in the Provider Information Meals
tab. For providers who use KidKare and In/Out forms, the actual supplied meal times are checked instead. When
researching this error, check the Examine Meal History window for KidKare claims, and check Provider
Information for paper claims (direct entry or scannable claims). Pay special attention to AM/PM discrepancies.

Error 171

Child Claimed on Weekend

Some agencies require that children who are claimed on weekends have signed In/Out forms. These agencies
then document the signature in the Child Calendar.
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This error is generated for any child claimed on a weekend who has not been documented in the Child Calendar.
It warns or disallows the children.

Error 172

Meals Claimed on Dates After Provider's CPR Certification Expired

This error is generated if meals are claimed after the provider's CPR certification expiration date has passed.
You record this date in the CPR Certification Expiration box in the Provider Information Other tab. This error
warns or disallows.

Error 173

Meals Claimed on Dates After Provider's Fingerprint Certification Expired

This error is generated if meals are claimed after the provider's fingerprint expiration date has passed. You
record this date in the Fingerprint Expiration box in the Provider Information Other tab. This error warns or
disallows.

Error 174

Special Needs Statement on File for Given Child(ren) is Expired

This error is generated if a meal is claimed for a child whose special needs statement has expired as of the meal
date. Using these expiration dates is optional. You can review and update these dates in the Special Needs
Expiration Date box in the Child Information Special tab. It can ignore, warn, or disallow the child.

Error 175

No Water or Other Beverage was Served at a Snack. Snacks Should
Include Water, Milk, or Juice

Some states require that water be served at a Snack if no other beverage is served. This error can also be
generated if you require water at meals. It can ignore, warn, or disallow the affected meal.

Error 176

Meals Claimed on Dates After Provider Helper's Expiration Date
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This error is generated if meals are claimed after the provider helper's expiration date. It warns or disallows
affected meals. This error only applies if you track the provider helper's expiration date in the List Helpers
window.

Error 177

Child Claimed When Absent

This error is generated when a child is claimed for a day/meal when a Child Not Present calendar entry exists for
that day/meal.

Error 179

State Assigned ID Missing

Some agencies require that a State Assigned ID be on file for their providers. This error is generated when that
ID is missing.

Error 187

Whole Grain-Rich Component not Served on Day

This error is generated if non-infant meals include a bread/grain component, but none of the recorded
bread/grains were marked as whole grain-rich. It warns or disallows the affected meals. This edit check does
not apply to infant meals.

The following scenarios explain when this error is generated:

e If only one meal was served in a day and the meal did not include a grain, the error will not be generated.
o Example: The only meal served in a day was a snack of apples and milk. The snack did not include

the grain component. The whole meal is reimbursable and this error is not generated.

¢ If only one meal was served in a day and the meal did include a grain, but the grain was not marked as
whole grain-rich, so this error is generated.
o Example: A PM Snack is the only meal served. It consists of apples and crackers. The crackers were

not marked whole grain-rich, so this error is generated.

o If multiple meals were served, and the meals did not include a bread/grain, the meal with the lowest

reimbursement that contained the grain component will be disallowed.
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o Example 1: Breakfast, Lunch, and PM Snack are served. Breakfast and Lunch had a grain component,
but neither were marked as whole grain-rich. In this case, Breakfast is disallowed. This is because the
PM Snack did not have a grain component, and Breakfast has a lower reimbursement rate than

lunch.

o Example 2: Breakfast, Lunch, and PM Snack are served. Lunch was the only meal that included a
grain component, and it was not marked as whole grain-rich. Also, the provider served a
meat/alternate at breakfast that day. Therefore, Lunch is the only meal that included the grain

component (not marked whole grain-rich), so it is disallowed.

e The whole grain-rich edit check runs after all other edit checks, so if a meal that included a grain was
already disallowed for another reason, one of the remaining meals that contained the grain component is
disallowed.

o Example: Breakfast, Lunch, and PM Snack are served. The grain component is served at all three
meals, but none are marked whole grain-rich. PM Snack was disallowed for an unrelated reason. The
processor then disallows the next available meal that contained a grain component. In this case, that

meal is Breakfast.

¢ If the meal that was marked as whole grain-rich was disallowed for another reason, the whole grain-rich
food satisfies the requirement, and another meal would not be disallowed.
o Example: Breakfast, Lunch, and PM Snack are served. A whole grain-rich food was served at PM
Snack, but it was disallowed for an unrelated reason. The whole grain-rich food served at PM Snack

still satisfies the requirement. Therefore, there are no additional disallowances.

Error 188

Child Was Not Recorded in Attendance

This error is generated if a claimed child was not marked in attendance, and you have set preference S.001b to
Warn or Disallow.

Error 189

Infant Previously Served Developmental Foods was not Served Solid
Foods

This error is generated if preference Q.010 is set to Warn. Meals are checked starting from the first day that the
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infant was marked as developmentally ready at a meal in KidKare. This error is a warning only.

Error 190

A Meal was Served in Which Two or More Components May Have Been
Provided by the Parent

This error is generated if preference Q.009 is set to Warn or Disallow. This error is generated an infant's file
indicates that the parent supplies food and the provider recorded two or more meal components—excluding
formula/breastmilk.

Error 191

Juice Cannot be Served More Than 1x Per Day to Non-Infants

This error is generated if preference Q.011 is set to Warn or Disallow. This error is generated when a provider
serves more than one meal per day that includes juice. It disallows the lowest reimbursable meal and is included
on the Provider Error Letter.

Error 192

Insufficient foods served for developmentally ready infants

This error is generated if preference Q.010 is set to Disallow. Meals are checked starting from the first day that
the infant was marked as developmentally ready at a meal in KidKare. If an infant is marked as developmentally
ready for solid foods and is under 6 months old, a warning will generate when the required 2 components are
not served. If aninfantis marked as developmentally ready for solid foods and is 6-11 months old, meals will
be disallowed when the required 3 components are not served.

Errors 200-299

Over Capacity When Combining Split Shifts

This errors correspond to the regular over capacity errors, but are generated if a second pass of capacity checks
is performed.

If enabled, these capacity checks are only performed if when a split shift is claimed. The system effectively
combines the children claimed at the first serving with the second severing and then performs a capacity check
on that combined meal. This is usually unnecessary if you specifically approved/disapproved a provider for a
second serving in the Provider Information Meals tab. However, this edit check can be enabled if your agency
wishes to perform this kind of capacity analysis.
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These capacity checks can cause disallowances just like the normal capacity checks, or they can generated as
warning messages only.

Errors 300-399

Over Capacity When Adding Children Not Claimed

This error is related to Error 155. These are specific capacity errors generated if the system adds back-in
children who were not claimed, even though they should have been (based on their enroliment schedule).

This error may highlight those providers that are specifically under-claiming children to avoid over capacity
problems. Normal capacity checks re always performed, and this check can be enabled so that it functions as a
second pass of capacity checking. This error can be generated as a warning message or can be configured to
disallow just the normal capacity checks.

This works as follows:

¢ In all cases, the system will only assume a child is present for meals when the child has already been
actively claimed for at least one meal on that day.

e If daily in/out times for a child are present, they are examined and compared against the meal service
times for each meal (or split-shift meal serving) based on the times used by the Claims Processor. The
child must be in care for at least X number of minutes after the meal (or specific split-shift meal serving)
starts or Y number of minutes before the meal ends to be assumed present (if not already marked). X and
Y are both set to zero (0) minutes by default but can be configured on a per-meal basis, if needed.

e [f daily in/out times aren't present for the child, the system will look at the child's enroliment for
information (as found in the Child Information window).

o This system first looks at the days for which the child is enrolled. If the Days Vary box (Child
Information Schedule tab) is checked, the system does not assume the child is present.

o If there are specific drop-off and pick-up times for the child (while factoring in school depart/return
times and/or weekend drop-of/pick-up times) that indicate the child should be present at a given
meal based on the times used by the Claims Processor, the child is assumed present (while also
accounting for minimum lengths of time needed before the meal ends and after the meal starts, as
described above). If the Times Vary box is checked in the Child Information Schedule tab, the times
in the child's file are ignored for this analysis.

o If no specific enrollment times are supplied, the system reverts to the child's approved meals. In the
absence of time data on split-shift meals, the system always assumes the child should be at both
servings. For single-serving meals, the system assumes the child is present if they are enrolled for
that meal, claimed during the day, but not claimed at that meal. School-aged children are not

assumed present while at school, even if enrolled for the given meal, if school is in session that day
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(assumed for weekdays and school-scheduled days, unless a calendar entry indicates school is out

or the child is out of of school sick).

Note: A child who was only marked for one serving of a split-shift meal, but whose times support

both servings, is assumed present at the other serving if the above analysis warrants it.

e When comparing against meal times, the Claims Processor could use any of the following:

o Actual Times of Service Recorded in KidKare: The provider enters meal service start times (for both
servings in the case of split-shift meals), and the end times are computed automatically based on an
assumed duration in minutes for each meal (which can be configured for each sponsor).

o Actual Times of Service Recorded on Scannable In/Out Forms: The provider records the meal
service start time on the form, and the end time is computed based on the duration (or range) of the
meal as supplied on the form. In the event of a split-shift meal, the system can either assume this
same time for both shifts, or it can pull from the second serving meal time, as supplied in the
Provider Information Meals tab.

o Meal Times from the Provider Information Meals Tab (or Split-Shift Serving): The system could pull
just the start time and assume an end time based on a default meal duration, or it could pull both
start and end times from the provider's file (if the latter is enabled for your agency).

o Agency-Wide Times for All Claimers: The system uses a set start and end time, regardless of
provider. These same start and end times are applied to both servings in the event of a split-shift

meal.

For those agencies who already assume the providers' own children will be at meals while checking capacity
because of other licensing issues, those children are ignored while performing this edit check.

Error 998

Manual Claim Error

This is the printed message you supplied when recording a manual claim.

Error 999

Adjustment Claim Error
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This is the reason for any adjustment or change that you may have made to a claim.

Error 1000

In Order to Process Claims, You Must Activate This Provider

This error appears if you attempt to process claims for a provider who is not set to Active status. It disallows all
meals and cancels claims processing.
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Create Export File Outputs

. . Last Modified on 07/16/2020 1:54 pm
Export files are not standard reports. They are customizable outputs that are coT

generated as XLS files instead of PDFs. You need a program capable of opening spreadsheet files, such as
Excel®, to view them. The following export file outputs are available:

e Provider List Export File
e Child List Export File

e Claim List Export File

e Review List Export File
e Training List Export File

e Provider Messages Export File

Note: Each of these export files have a corresponding Mailing Label report. The same steps and filters
apply. However, the Mailing Label reports are generated in an Avery 5160 format.

To generate an export file:

1. Click the Reports menu, select the appropriate category, and select the file to generate. Depending on the

report you select, an filter window (such as the Provider Filter) opens. Set filters and click Continue. The

Select Output Data window opens. The Provider List Export File version is shown below.

Enter Mew Export

Select Export

Fepart Mame:

Save Export
Repont Options

Delete Export

Report ta Delete: I—Select— Report

Display Field Group

Field Description

30 Day Review

Advertized Name

Advertized Mame

Allav Dvan/H elper

Alternate Azzigned D

Alternate Azsigned 1D

Alternate Phone

Alternate Phone

Bank Account Info

Bank Account Murmber, Bank Fouting Mumber, Bank Account Type, Direct Deposit Flag

Birth Date

Providers Date of Birth, Age

Black Claim Infa

Last Block Claim Date, First Block Claim This Fizcal Year, Last Block Clain Legitimized Date

Businzss Mamea

Business Wame

CACFP Agreement D ate

CACFP Agreement Date

CACFP Agreement Expiration D ate

CACFP Agreement Ewpiration D ate

CACFP Original Start D ate

CACFP Original Start D ate

Censuz Area

Cenzus Area Azsigned 1D

Censuz Tier Info

Census Area ld, Cenzus Area Paverty Pot

Child Age Group Caunts

0-5 Moz, B-11 Moz, Toddler, Preschoal, School Age

Claim 5aurce

Clairn Saurce, Menu Type

Caunty

Canty

CPR Certification Expiration Date

CPR Certification Expiration D ate

|

Custom Description

Custorn Dezcription

Select Al
Deselect All

Selection Count: 0

[ |

2. Check the box next to each field to include in the report. You can also click Select All to select all fields.

3. Click Continue. The Save As window opens.

4. Browse to the location in which to save the export file. Export files are saved to C:\Program
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Files\MMHX\Sponsor folder by default, so we strongly recommend you save the file in a different, easy to
access location.

5. Click the File Name box and rename it, if needed. The default name is the current date and time, followed
by the export type.

6. Click Save.

Saving List Export File Report Templates

Many Sponsors use the list export files to create the same basic report multiple times a year. To streamline this
process, you can save your filter choices and output options as a template, so you do not have to select them
again each time you generate the report.

1. Click the Reports menu, select the appropriate category, and select the file to generate. Depending on the
report you select, an filter window (such as the Provider Filter) opens. Set filters and click Continue.
Check the box next to each field to include in the report. You can also click Select All to select all fields.
Click the Enter New Export Report Name box and enter a name for this template.

Click Save Export Report Options.

o M w DN

Click OK at the confirmation prompt.

Once you have saved a template, you are prompted to select a template when you select that particular export
file. Click the Select Export Report Definition to Use drop-down menu, select the template to use, and click
Continue.

Select Export Report Definition To Use:

—Select— hd

Note: To generate a list of all your saved Export File reports, click Reports, select Misc, and click Export Files
Reports.
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Report Output Windows

Last Modified on 07/16/2020 1:55 pm
Each time you generate a report in Minute Menu HX, it prints to a Report Output coT

window on-screen. You can review the report in this window, print it, or export it.

PoMon & && 00 v Toskz  100% 20f2

Demo Unify Sponsor Provider File Changes Report
Comparing changes between February 2019 and March 2019

Provider Name | License# ‘ Tier | Monitor | County

| User [February2018 [March 2019
Marshfield E lizab eth (201235) [ [ 1 Isa@ | santachra
Data Changed | last block _claim_legitimized_date | 993999 | 1092018 [ 10102018
[close_time | 993990 [ 530 pm [12:00 am

1. The total number of pages displays in the top-left corner. Click the arrows to move between pages.

2. To zoom, click the 100% drop-down menu and select the zoom level to view.
3. Click € to adjust your printer settings.
4. Click &€ to print the report.

5. Click & to export the report.

a. Click the Format drop-down menu and select the format to use. Note that the file format you select
may skew the report's formatting.

b. Click the Destination drop-down menu and select the location to which to export it.
c. Click OK.

d. When prompted, browse to the location in which to store the report.
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Print Reports to PDF

Last Modified on 09/16/2020 2:20 pm
We recommend you print reports to PDF whenever possible—especially if you are  cor
emailing them to your providers. Note that you must have a PDF creator installed before you can print to PDF. If
you do not, you can download and install CutePDF Writer for free here (external link). To change the printer used

when printing reports:
1. Generate a report as you normally would. See the bullets and linked articles, above.

2. Inthe Report Viewer, click & The Print Setup dialog box opens.

|||1uuz v|| Total:0 1003 Daf0

3. Click the Name drop-down menu and select your PDF printer, Adobe PDF, for example.

Print Setup »
— Printer
Name: - Properties... |
Status: Ready

Type: Adobe PDF Converter
Where:  Documents’” pdf

Comment:

— Paper Orientation
Size: ILeﬂer ;I & Portrait ]
Source: IMomaticalh.' Select ;I " Landscape

Network .| ok | Cancel |

4. Click OK.
5. Click Print to print the report. Your PDF printer name should display.

Print = B

Printer: Adobe PDF on Documents®” pdf
Cancel |

J —Print Range )
1| # Al
o 1= )
i " Pages Comes.l 3
| From: I 1 To I v Collate Copies
6. Click OK.

7. Browse to the location on your computer in which to store the report, and click Save. You can now email

the PDF report to your provider, if needed.
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Provider Reports

. . . L . . Last Modified on 07/16/2020 1:57 pm
The following Provider reports are available. This list is not comprehensive. To coT

access these reports, click the Reports menu, select Providers, and then select the appropriate report.

e WV Schedule A: This is the West Virginia Schedule A report. It is formatted according to the state's
requirements

e ME 462: This report is formatted according to the state of Maine's requirements.

e Provider Calendar: This report prints a provider's calendar. For more information, see Provider Calendar.

¢ Provider File Changes: This report lists any changes made to a provider's file. For more information, see
Provider File Changes Report.

¢ Provider Training Period: This report lists all providers who are currently in training. These are the first
months of claiming when you allow them to serve menus that don't meet USDA guidelines and still get
paid for their meals.

¢ Provider Info Summary: This report lists providers with certain key information, such as meal times and
basic licensing information.

e Provider License Expiration: This report lists all providers whose licenses/registrations/certifications
expire within the date range you specify when printing the report. It specifically examines the license end
date as found in the Provider Information Licensing tab.

¢ Provider List Export File: This is a CSV list of providers and provider details.

¢ Provider Mailing Labels: This works the same as the Provider List Export File, only it generates provider
mailing addresses in the Avery 5160 format.

¢ Provider Messages Export File: This is a CSV list of provider messages.

¢ Provider Messages Mailing Labels: This works the same as the Provider List Export File, only it generates
provider mailing addresses in the Avery 5160 format.

¢ Provider Racial Count Summary: This report provides counts of active providers, broken down by race.
This is useful when preparing your annual management plan in compliance with state regulations.

¢ Providers Added: This report lists all providers who have been added to the system in the date range you
specify. It examines the original CACFP start date listed in the Provider Information General tab.

¢ Provider Changing Tiers: This report lists all providers going from Tier 1 to Tier 2 in a specified date range.
It also analyzes Tier end dates for income, school, and census qualifying information to determine whether
a provider should be listed on this report. Providers who lose Tier 1 by income, but keep Tier 1 by school or
census and have their own children enrolled, are also listed.

¢ Providers Removed: This report lists all providers who have a removal date within the date range you
specify. It also includes the reason for removal.

e School Tier Comparison: This report lists all providers who were in a school area that is below the

minimum poverty percentage originally, but new school data that indicates the school area is now over the
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50% threshold has been loaded. Run this report once a year after Minute Menu HX support receives and
loads new school area data from your state agency. Note that this report is only useful if you have
documented that school area for all of your providers, even those who are not Tier 1.

Serious Deficiency Detail: This report lists serious deficiency details for your providers. This is the same
information included in the Serious Deficiency List window. For more information, see Review Serious
Deficiencies.

Serious Deficiency List: This report lists all of the events associated with your providers' serious
deficiencies.

Serious Deficiency Export File: This is a CSV list of serious deficiency information.

Tier 1 Qualifying Providers Report: This report lists all providers who are Tier 1. You can filter it to list only

those providers who qualify for specific reasons (school, income, or census).
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Print the Provider File Changes Report
Last Modified on 07/16/2020 2:08 pm
Use the Provider File Changes report to identify data that has changed for a provider cor
from one month to the next. This report only includes data that has actually changed. This data is listed based
on its field name in the database. Note that these names may not correspond directly with names used on-
screen. Contact Minute Menu HX support for assistance interpreting fields in this report, if needed.

To print this report:

1. Click the Reports menu, select Providers, and click Provider File Changes Report. The Provider Filter

window opens.

I Provider Filter

Only Include data for Providers that meet all of the criteria selected below:
County — City ———
Limit to & selections. ABC
adf
adsf
asdf
ASDFA
Calaveras Beverly Hils

(Flease note: If all filter options are unchecked, the repart will print every u Choose Providers
Provider who has ever particdpated in your Sponsarship.) From List

2. Check each box and select a filter that applies. If you don't set any filters, all providers are included in this

report.

Note: Check the Choose Providers From List box to select individual providers to include. When you
click Continue, the Choose Providers window opens. Check the box next to each provider to include in

the report and click Continue.

3. Click Continue. The Select Month dialog box opens.

4. Click the Select Month drop-down menu and select the month for which to print this report. Providers
whose data changed between the month you selected and the month before it are included on this report.

5. Click Continue. The Provider Nested Sort Order dialog box opens.

6. Click the First Sort By drop-down menu and the And Then By drop-down menu and select the primary and
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secondary sorts for this report.

7. Click Continue. The report is generated.
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Print the Providers Not Claiming Report

. A . . . . Last Modified on 07/16/2020 2:09 pm
The Providers Not Claiming report lists all providers who were active in a given coT

month, but who did not claim or who did not record any meals. It includes the following information:

e Provider Name

e Provider ID

e Provider Phone

e Child Count

e Monitor

e CACFP Original Start Date
e Last Claim

e Status

e Removal Date

Use this report to identify providers who are not actively claiming with you. You can use the resulting list as a
contact list to call those providers and find out why they aren't claiming, or you can update their status in HX.

To run this report:

1. Click the Reports menu, Claim Management, and select Providers Not Claiming Report. The Provider Filter

window opens.

Note: You can also click Claims and select Track Received Claims. Then, click Providers Not

Claiming.

Check the Status box, and then check the Active box.
Set additional filters, as needed.

Click Continue. The Select Dates dialog box opens.

o M w DN

Click the Starting Date and Ending Date drop-down menus and select dates for which to run the report. If
you enter a date range that covers more than one month, it lists providers who did not claim during any of

the months within that range.

i Select Dates ®

Starting Date: |bs,:o1,:2019 vI
Ending Date: |08,|'31,|'2019 "I

6. Click Continue. The Meals Recorded Filter dialog box opens.

7. Select No Claim Submitted or No Meals Recorded.
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10.

Click Continue. The Provider Nested Sort Order dialog box opens.
Click the First Sort By drop-down menu and the And Then By drop-down menu and select the primary and
secondary sorts for this report.

Click Continue. The report is generated.
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Print Provider Calendar Entries

. . . . . Last Modified on 07/16/2020 1:59 pm
All calendar entries that affect claims processing automatically print at the end of  cor

the Office Error Report (OER) so you know exactly what was in Minute Menu HX that might affect the claim.
However, you can also print calendar entries independently, if needed.

Note: This report does not print child-level calendar information, sponsor-wide holidays, or school out days. It
is designed to just provide information relevant to providers (excluding child information).

You can print this report through the Reports menu, or by clicking Print in the Provider Calendar window. This
article provides instructions for printing the report through Reports.

1. Click the Reports menu, select Providers, and click Provider Calendar Report. The Select Provider dialog

box opens.

—Filter By:
+ Selected Provider ¢ Multiple Providers

- Select Provider:

Active B2 AV [a |—5E|ECt— =l

Cancel Continue

2. Inthe Filter By section, click Selected Provider or Multiple Providers. If you selected Multiple Providers, go

Provider:

to Step 4.
3. If you chose the Selected Provider option, click the Provider drop-down menu and select the provider.
4. Click Continue. If you selected one provider, go to Step 6. If you selected the Multiple Providers option, the
Provider filter window opens.
5. Set filters for the providers to include in the report:
o Check the box next to each filter to use, then select the appropriate value. For example, check the
County box and then select the county to include.
o Check the Choose Providers From List box and click to select providers from a list. Then, in the
Choose Provider List, check the box next to each provider to include.

6. Click Continue. The Select Date dialog box opens.
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Indude only those calendar entries covering the following dates.

Starting Date: |02f01,12019 'I

Ending Date: |02,fzs,.fzu19 "I

7. Click the Starting Date and Ending Date boxes and enter a date range for this report.

8. Click Continue. The Select Date Range box opens.

Indude only those entered as of the following dates (jie: based on
when the data was entered, not what was entered).

[ Filter report by Created On Dates

Starting Date: |_Jf_;_ vl
Ending Date: |__,f__,f_ vI

9. Check the Filter Report by Created On Dates box to filter this report by the dates on which calendar entries

were created. Then, enter starting and ending dates.

10. Click Continue. The Select Provider Calendar Options dialog box opens.

Chooge Provider Calendar Options

Indude Provider Closed

Indude Provider Open on Holiday
Indude School District Out Days
Indude Provider Away from Home

11. Select each provider calendar type to include: Closed, Open on Holiday, School District Out Days, and/or

Away From Home. You can select as many as needed. Click Continue. The Provider Nested Sort Order
dialog box opens.

12. Click the First Sort By drop-down menu and select the first value on which to sort. The default is Name.
Then, click the And Then By drop-down menu and select an additional sort, if needed.

13. Click Continue. The PDF report is generated.
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Provider Messages Export File

Last Modified on 07/16/2020 2:10 pm

The Message List Export File lists the messages you have recorded for your coT
providers in Minute Menu HX. You can filter the providers and the messages that are included in the export. Note
that you must have a program capable of opening spreadsheet files (such as Excel®) to view this export.

1. Click the Reports menu, select Providers, and click Providers Messages Export File. The Provider Filter
window opens.
2. Set filters for the providers to include in the export.
o Check the box next to each filter to use and then select the filter to apply. For example, to limit to
providers in a specific county, check the County box and select the counties to include.
o Check Choose Providers From List box to select providers from a list.
3. Click Continue.
o If you did not check Choose Providers From List, the Message Filter window opens. Go to Step 5.
o If you checked Choose Provider From List, the Choose Providers dialog box opens.
4. Check the box next to each provider to include. Click Continue. The Message Filter window opens.

5. Set filters for the messages to include.

a. Check the Message Categories box and select the categories to include in the export. You can select

as many categories as needed.

b. Check the Message Date Range box and select the Start Date/Start Time and End Date/End Time to

include in the export.

Include Provider messages matching the below criteria:

—Iv¥ Message Date Range

Start Date: End Date:
lotoz018 x| ozayaie ~]
Test Categary 1 Start Time: End Time:

|p2:00am -4 |1:59pm 4

Note: Click Continue without setting any filters to include all provider messages in the export.

6. Click Continue. The Select Output Data for Provider Message List Export window opens.

7. Check the box next to each field to include in the export. You can also click Select All to select all fields.
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Enter Meww Export Save Ezport Select Export

Delete Ezport
Report Mame: |Messages Jan 201 3March 2019 Repont Options Fieport to Delete: | —Select— | v

Report

Display Field Group Field Description

Date Deleted

Date Read

Meszage Body

Meszage Categom

Meszage Date

Meszage Subject

anitar

Outgaing

Provider Mailing Address M ailing Addrezs, Mailing City, Mailing State, Mailing Zipcade

Fravider Phone

Fiecorded By

R EY VRV EVIEY ISR ISV IEY IR R

Yigible in KIDS

Selection Count: 12

Deselect All

To save your settings for future exports:
a. Click the Enter New Export Report Name box and enter a new name for the export.

b. Click Save Export Report Options.

. Click Continue. The Save As window opens.
10.
11.
12.

Select the location in which to save the file.
Click Save.
The Provider Messages Export File Saved Successfully Message displays. Click OK. The spreadsheet

opens.
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Provider Tax Report

Last Modified on 07/16/2020 2:12 pm

The Provider Tax report is a summary of a provider's food program income and coT
estimated expense for the calendar year. This report is to be used as an aid for income tax preparation. You can
run this report for your providers in Minute Menu HX and in KidKare.

Run the Provider Tax Report in Minute Menu HX

1.

Click the Reports menu, select Payments, and click Provider Tax Report. The Select Provider dialog box
opens.

Click the Provider drop-down menu and select the provider for whom to run this report.

Click Continue. The Select Tax Year dialog box opens.

Click the Tax Year drop-down menu and select the tax year for which to run this report.

i Select Tax Year >

TaxYear:I vl

(=]

Click Continue. The report is generated.

Run the Provider Tax Report in KidKare

1.

o o > w

Log in to app.kidkare.com. Use the same credentials you use to access Minute Menu HX.

Click a provider from the list to view their account in Observer Mode. For more information about Observer
Mode, see Access Observer Mode.

From the menu to the left, click Reports. The Reports page opens.

Click the Select a Category drop-down menu and select Claim Statements.

Click the Select a Report drop-down menu and select Tax Report.

Click the Select Year box and select the tax year for which to run the report.

You are in observer mode. Now observing Cordova, Anna (993001239) Exit observer mode

Ba o v

[N ]

Click Run. A PDF report downloads.
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How to Read the Provider Tax Report

The Provider Tax report includes the following sections:

e Taxable Income
e Deductible Food Expense

e Monthly Payment History

We'll discuss each section in detail, below.

Taxable Income

The Taxable Income section gives a total dollar amount paid to the provider through Minute Menu HX.

¢ Total of All Payments Received: This is the total dollar amount of all payments made via the Issue
Payments function in HX. If you use an outside accounting system to issue reimbursement to providers,
you must record these payments with Issue Payments to use this report.

¢ Non-Claim Payment Adjustments: These are any adjustments made through the Adjust Provider
Payments function in HX. These amounts are not included in the Total Taxable Income amount.

e Own Child Reimbursement: This is the amount of reimbursement made to a provider's own children. This

amount is also not included in the Total Taxable Income Amount.

Deductible Food Expense

The Deductible Food Expense section gives the amount of the provider's standard tax deduction for child care
food expenses. This number is based on the meals the provider claimed for the calendar year with KidKare. The
paragraph at the top of this report explains this standard food deduction.

Additionally, the IRS has developed a standard food deduction for individuals who operate a child care
business. This standard deduction is based on the Tier 1 rates in effect at the beginning of the calendar year,
but it includes ALL meals you served, not just those meals that were creditable as part of the Food Program.
Based on the information submitted on your minute Menu paperwork, the line titled “Total deductible Food
Expense” is our estimate of your standard tax deduction for child care food expenses. If you actually fed
more meals than you noted on your Minute Menu paperwork, then you may need to adjust this figure before
you record it on your taxes.

If you have any questions about how to handle Food Program payments or child care food expenses on you
taxes, please do not contact the Food Program for that tax information, instead consult your tax preparer for
the best advice.

Notes about this section of the report:

e The reimbursement rates used to calculate the standard food deduction are the Tier 1 rates in effect a the

beginning of the calendar year, per the IRS. This means that, for the purpose of this expense section, the
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same rate is used for the entire year—even if the reimbursement rate may have changed in July.

e The Tier 1 Rates in Effect at the Beginning of the Calendar Year rates are always used to calculate this
food expense estimate, regardless of the provider's Tier status.

e Any meals the provider recorded that were disallowed during claims processing are added back.

e Meals served to the provider's own children are not included.

e The meal totals are for any meals claimed in the calendar year (January 1 - December 31).

e The meal counts in this section are calculated when the claim is processed. So, for accurate data,
reference this report only after the December claim has been processed.

e Since provider reimbursements are usually made in the month following the claim (e.g. January meals are
reimbursed in February, and so on), the meal totals in this section will typically never match the meal totals

in the income section.

Monthly Payment History

The Monthly Payment History section at the bottom of this report itemizes all payments made in the calendar
year.
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Training Reports

. o . o . . Last Modified on 07/16/2020 2:13 pm
The following Training reports are available. This list is not comprehensive. To coT

access these reports, click the Reports menu, select Training, and then select the appropriate report.

¢ Provider Training Hours Summary: This report lists the total number of training hours for a provider.

e Providers Not Trained: This report lists all providers who have not been given training within the date
range specified. For more information, see Providers Not Trained Report.

e Training List Export File: This is a CSV file that lists all provider training sessions you've recorded. For
more information, see Training List Export File.

¢ Training List Mailing Labels: This works the same as the Training List Export File, only it generates

provider mailing addresses in the Avery 5160 format.
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Providers Not Trained Report

. . . . . Last Modified on 07/16/2020 3:12 pm
You can generate a list of all providers that did not receive a particular type of coT

training (or any training) during a certain time period.

1. Click Reports, select Training, and click Providers Not Trained Report. The Provider Filter window opens.

2. Set filters for the providers to include in the export.
o Check the box next to each filter to use and then select the filter to apply. For example, to limit to
providers in a specific county, check the County box and select the counties to include.
o Check Choose Providers From List box to select providers from a list.
3. Click Continue.
o If you did not check Choose Providers From List, the Message Filter window opens. Go to Step 5.

o If you checked Choose Provider From List, the Choose Providers dialog box opens.

4. Check the box next to each provider to include. Click Continue. The Select Training Type dialog box opens.

s 1
L R =

Chooge Training Type

Mew Meal Pattern Training
Paperwark Training
Regulatory Training
Annual Training

5. Click the training type(s) to include. To include all types, select Any Training.

6. Click Continue. The Select Dates dialog box opens.

Starting Date: |L,,r_;_ ~]

Ending Date: |_;_;_ vl

7. Click the Starting Date and Ending Date boxes and enter a date range for this report.

8. Click Continue. The Provider Nested Sort Order dialog box opens.
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—First Sort By:

I MName

—And Then By:

9. Click the First Sort By drop-down menu and select a primary sort. You can choose from the following:
Name, ID, County, or Monitor. Providers on the report will be sorted by this value first.
10. Click the And Then By drop-down menu and select a secondary sort, if needed. You can choose from the
following: Name, ID, County, or Monitor. Providers on the report will be sorted by this value first.
11. Click Continue. The Providers Not Trained Report dialog box opens.
12. Check the Include Providers with Less Than the Training Hours Below box. Then, click the Hours of

Training Required box and enter the minimum required hours of training.

Include Providers with less than the training hours
I below

" Hours of Training Reguired

13. Click Continue. The report is generated.
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Training List Export File

- . . . . L. . Last Modified on 07/16/2020 3:18 pm
The Training List Export file lists all provider training sessions you have recorded.  cor

You can filter this list to include only the information you need. Note that you must have a program capable of
opening spreadsheet files (such as Excel®) to view this export.

1. Click the Reports menu, select Training, and click Training List Export File. The Provider Filter window
opens.
2. Set filters for the providers to include in the export.
o Check the box next to each filter to use and then select the filter to apply. For example, to limit to
providers in a specific county, check the County box and select the counties to include.
o Check Choose Providers From List box to select providers from a list.
3. Click Continue.
o If you did not check Choose Providers From List, the Message Filter window opens. Go to Step 5.
o If you checked Choose Provider From List, the Choose Providers dialog box opens.
4. Check the box next to each provider to include. Click Continue. The Training Filter window opens.
Include Providers matching the below criteria:
* Trained ¢ Mot Trained

[ During Review?
New Meal Pattern Training " ies 1o
Paperwork Training
Regulatory Training - Training Date

Annual Training () I Withime

0 e e
Start Date: End Date:

WAVENNCT| | WA

5. Set filters for the messages to include.

b

Select the Trained or Not Trained option.

=

Check the Training Types box and select the training type(s) to include.
c. Check the During Review box to limit the file to training offered (or not offered) during a review.
d. Check the Training Date box to include training offered (or not offered) between a certain date range.
Then, select the Is Within option or the Is Outside Of option, and enter a start and end date.
6. Click Continue. The Select Output Data for Training List Export window opens.

7. Check the box next to each field to include in the export. You can also click Select All to select all fields.
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Enter Meww Export Save Ezport Select Export

Delete Export
Report Mame: | Repont Options Fepart to Delete: | —-Select— ;I

Report

Display Field Group Field Description

CACFP Dates CACFP Original Start D ate, CACFP Current Start Date
Provider Address Address, City, State, Zipcade

Fravider Alternate Phane Pravider Alternate Phone

Provider Claim Source Code Clairn Source Code, Provider Menu Type

Provider County Provider County

Pravider Email Pravider Email

Provider Licenze M awirum Capacity, License Marmes

Pravider License Comments Pravider License Commeants

Fravider License Dates Licenze Start Date, Licenze End Date

Pravider License Nurmber Licenze Murnber

Provider Login Provider Login

Fravider Pazzword Provider Pazzword

Fravider Phone Pravider Phone

Pravider S5h Pravider S5M

Pravider Tier Pravider Tier

Pravider Tier Start Date & End Date | Censuz Start Date, Census End Date, Incame Start Date, Income End Date
Provider Training Comnments Pravider Training Carmments

Frovider Training % alidated Statuz | Pending Walidated Rejected

Praviders Manitor Praviders Manitor

st I8 JEVIEY IS IEY ISV IEY SV IRV RV RIS R IEY ISV IEY KR

-

Selection Count: 27 l Cancel

Deselect All

8. To save your settings for future exports:
o Click the Enter New Export Report Name box and enter a new name for the export.
o Click Save Export Report Options.
9. Click Continue. The Save As window opens.
10. Select the location in which to save the file.
11. Click Save.
12. Click OK at the confirmation prompt.

About the Training Session Total Duration Field

The Training Session Total Duration field in the Training List Export File adds the total hours for all provider
training sessions that were offered to each provider as listed in the export file.

This means that if you have five (5) providers listed in the output, and each of those providers has three (3)
different training listed in the report (based on the filters you selected), this column adds the training type for
each of the three training sessions together. This gives you a picture of the total hours during the period for each
provider. This way, if you filter to include all training dates within the last 12 months, the Training Session Total
Duration column displays the total hours of training that each provider received in the last 12 months.
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Additional Training Reporting

Last Modified on 07/16/2020 3:19 pm
You can include training information on the following reports: cot
¢ Provider Training Hours Summary: This report shows the total number of training hours received by the
provider.
¢ Sponsor Review Worksheet: This report shows the last 12 months worth of training offered to a given
provider.
e CIF: You can configure the CIF to display the provider's standard meal times and last year's training in the

bottom-right corner instead of the Legend.
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Homes CACFP Participation Statistics

. . . Last Modified on 07/16/2020 3:21 pm
You can use several reports in Minute Menu HX to retrieve the number of homes andcor

children served by the CACFP program under your sponsorship. You can also pull the number of meals served
over a defined period of time, such as last calendar year, current fiscal year, and so on.

Number of Providers Participating: Active, Pending, Hold,
or Removed Status

1. Click the Reports menu, select Providers, and click Provider List Export File. The Provider Filter window
opens.
2. Set the following filters:
o Status: Check the Hold and Pending boxes.
o Removed Date: Check the Removed Date box, and select the After option. Enter the day before the
first day of the reporting period. For example, if you are looking at statistics for 2018, you would
select December 31,2017.
o CACFP Original Start Date: Check the CACFP Original Start Date box, and select the Before option.
Enter the day after the last day of the reporting period. For example, if you are looking at statistics for

2018, enter January 1, 2019.

M Provider Filter for Provider List Export - Monthly_Provider X
Only Include data for that meet all of the criteria selected below: -

v Status — —_— T
v | Adti u’:::" o Eeie F_ I Nierto ™ N2 e ‘
[¥ Hold [ Pending Aaneda - iff a L Tz VO ine) i)

Alpine Anytown By Effective Date :IJJ vl

v I(!‘amvedl)ah ™ Zip Code | Amiador asdf ™ T

Betweer — Butte ASDFA 27/ e
" Before = Calaveras v Beverly Hills v I~
@ After T u Type T = {0 sty by s remsorionly,
I12/31/2°17 j' — I~ | Expites v |Gtarted

a Large FCCH - 12 ) -

| Large FCCH - 14 0~ \Betyeen € JBeforer € \After
Military I ~(E =
T~ PaymentType —| | |Small FCCH -6 |/ ~I@ /=
ider is pai Small FCCH -8
Provider is paid by: Sg:cial v ||/~ chidEnrolmentR e o
¥~ \Beteen  JBerore | fter
T Menitor ————— [/ /  ]&a[/ /-]
bb, aa(134) ~
Dub, 3(75) CACFP Annual Renewal Date
Frankenstein, Adam(201 I~ [Exprres | |Started
v gg’gm":;"'a;:“”a(?gg v S IEeteen leerare, mer_l
. ~|&l___ ~

T~ ReviewDueBy: | (I Claim Source L B
[10/31/2013 " ~] | |[Manual Entry - Sponsor IV CACFP Original StartDate |

e Online - (" Between (+ Before (" After
m Scannable Forms - Sponsor [01 101/2019 Ll | 1 ;'
= (Please note: If all filter options are unchecked, the report will print every ,—choue?nwﬂus

ncel Provider who has ever particpated in your Sponsorship.) From List

3. When finished, click Continue. The Select Output Data or Provider List Export File window opens.
4. Check the box next to each output option to include in the file. We recommend you check the Provider
Status, Removal Date, and CACFP Original Start Date boxes. These will help you ensure your filters are

working properly.
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ﬁSelect Output Data for Provider List Export - Monthly_Provider x
Enter New Export Select Export
Report Nﬁa [Monthly_Provider nf:;.'.?&?:ns Report to D:de: —Select-- | De'i::.,iffo"
Display Field Group Field Description ~
Payment Type Deposit or Check
Phane Phone Number
Physical Address Address, City, State, Zipcode
I |Preapproval Date Preapproval Date
I~ |Preapproval Expiration Date Preapproval Expiration Date
Previous Sponsor Name/Address | Previous Sponsor Name, Address, City, State, Zipcode
Pro Subscription Info
Provider Cycle Menu Provider Cycle Menu Info
v |Provider Status Provider Status, Hold Reason |
Race Race
Relocation Dates Relocation Date, Relocation &pproval Date
v |Removal Date Removal Date |
Removal Reason Removal Reason
School District Provider School District Name
School Tier Info School Name, School Number, School District, School Poverty Pet,OMonYR,School Start Date, School End Date
Special Meal Documentation on File | Dinner Documentation on File, Saturday Documentation on File, Sunday Documentation on File
I |Specific Capacities
I~ [Sponsor Cycle Menu Sponsor Cycle Menu Info
IR Social Security Number v
J | o)
Select Al . R
Deselect Al Selection Count: 3 [ Cancel ] [ Continue ]

5. When finished, click Continue. You are prompted to save the export file.

Number of Children: Enrolled, Pending, Withdrawn

1. Click the Reports menu, select Children, and click Child List Export File. The Provider Filter window opens.
2. Set the following filters:
o Status: Check the Hold and Pending boxes.
o Removed Date: Check the Removed Date box, and select the After option. Enter the day before the
first day of the reporting period. For example, if you are looking at statistics for 2018, you would
select December 31, 2017.
o CACFP Original Start Date: Check the CACFP Original Start Date box, and select the Before option.
Enter the day after the last day of the reporting period. For example, if you are looking at statistics for
2018, enter January 1, 2019.
3. Click Continue. The Child Filter Dialog window opens.
4. Set the following filters:
o Status: Check the Enrolled, Pending, and Withdrawn boxes.
o Withdrawn Date: Check the Withdrawn Date box, and select the After option. Then, enter the day
before the first day of the reporting period.
o Enrollment Date: Check the Enrollment Date box, and select the Before option. For example, if you

are looking at statistics for 2018, enter January 1, 2019.

Note: If you have already enrolled for the current year and you assign a new enrollment date to
children during that process, do not use this filter. You must review the final report and remove

children you know were enrolled after your reporting period end date.
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i@ Child Filter Dialog K
Include only those Providers with
children matching the below criteria: .
Enrolled Children Relationship types: | [T ChidAge: ——— Claim Month:
Al S Years Age asof date: ~Select-- j'
Helpers Child Iﬁ Original Claim in Batch:
NotRelated/Day Care Chid ¥ e ayer -
€ End e ¥
Enrolled Children Pay Source types: v Status " Ter ] Partidpaton |
[ Enrolled Eeia i e | I [Farticieting)
All A | B leir = e i
No Pay |V Pending () A5 o | ] - —
Private - Paid by Parent hd Baiies — -'_(__E"mt Date
I Withdrawn » : L"f‘— - = Bebieer
hetween.— () Eefare) ) Afer
Formula Preference: school Type: | [¥ Wihdann Bate | I, -
Al Al ¥ B —
A ~ I I
s A.M. Kindergarten 5 Before  After - =
Parent Accepts Provi All-day Headstart |b1,’01,f2019 j T Enroliment —
Parent Supplies Brea: ¥ AM Headstart A Expiration Date
[ — j' e Betigeey
n I Eefrer L Affer
[ Spedal Needs
[ Special Diet N |_‘.-_;_ -
- Exclude Duplicate Cancel Continue Iﬁ
Parent Addresses SES

5. Click Continue. The Select Output Data for Child List Export.
6. Check the box next to each output option to include in the file. We recommend you check the Child Status,
Withdrawn Date, and Enrollment Date boxes. These will help you ensure your filters are working properly.

7. When finished, click Continue. You are prompted to save the export file.

Re-enrollment may skew some of the numbers, because the Current Enrollment Date is updated when re-
enrollment is completed. So, if you have completed re-enrollment between the date these reports are generated
and the reporting period, you cannot accurate determine which children have come on to the program at the end
of the program, because the Child List Export File filter does not include a setting to look at the Original
Enrollment Form Date.

For example, if you are looking at January - December of last year, and you re-enroll children as of July 1st, you
should run these reports for last year before July. Once you re-enroll children in July, the Current Enrollment Date
will have changed for everyone, it it will no longer be possible to limit the export file to remove children who are
new to the program since the end of December. However, you can include the Original Enrollment Form Date as
an output option for the file, sort the resulting spreadsheet by that column, and delete children whose date
places them outside of the reporting period you want.

Meals Claimed

1. Click the Reports menu, select Claim Management, and click Claim List Export File. The Provider Filter
window opens.

Leave all boxes blank, and click Continue. The Claim Filter window opens.

Check the Claim Month box.

Click the Starting Month drop-down menu and select the first month of your reporting period.

a > w DN

Click the Ending Month drop-down menu and select the last month of your reporting period.
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i Claim Filter X

Helpers Child

Own Child
Provider's Foster Child

~
Mot Related/Day Care Child I
Related, Non-Resident hd

) Mo Errors
1) The same food was served twice in the same meal. .
2) A spedific food combination has been detected.
Manual Entry - Sponsar 3) The food is not recommended for children of the given age.
Orline 4) The food cannot be served at the given meal,
Scannable Forms - Sponsor 5) The food is not approved as given meal component or a vegetable
6) The food cannot be served to children of the given age.

Attendance Menu
Bubble Menus
Full Month Attendance

6. Click Continue. The Select Output Data for Claim List Export window opens.
7. Check the Meal Counts box.
8. Check the box next to any additional outputs needed.

9. When finished, click Continue. You are prompted to save the export file.
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Reviews Reports

. . . o . . Last Modified on 07/16/2020 3:27 pm
The following Reviews reports are available. This list is not comprehensive. To coT

access these reports, click the Reports menu, select Reviews, and then select the appropriate report.

¢ Block Claim Review: This report lists providers who have been marked as submitted blocked claims by the
Analyze Block Claims function.

¢ Child Attendance Reconciliation: This report provides an analysis of a given provider over one week. For
more information, see Child Attendance Reconciliation.

¢ Children Not Seen at Review Report: This report lists all children not seen at one or more reviews in a
specified date range.

¢ Claim and Review Comparison: This report compares the percentage of meals your providers have
claimed with the percentage of those meals that are seen at home visits. For more information, see Track
Your Caseload.

e Home Visit Status: This report lists providers and provides a 12-month picture of visits. Each review is
noted in the calendar on the report, and a key displays at the bottom of it to help you better interpret the
results. For more information, see Track Your Caseload.

¢ Monitored Meal Pattern Break: This report identifies any provider who consistently claims a different
number of children at a meal than the number of children seen by a Monitor when that meal was reviewed.
You can only analyze processed claims (KidKare, scannable forms, or Direct Entry), and only if you
observed attendance on the Review form or in the Meals tab in the Provider Reviews window.

¢ Projected Visit Dates: This report lists all upcoming reviews for the next 12 months. It allows you to make
any necessary broad adjustments to the provider's scheduled reviews. For more information, see Track
Your Caseload.

¢ Providers Claiming Special Days: This report identifies all providers who are claiming any of special
situations for a given month. This report runs based on meal and attendance data in your database, which
means that you cannot analyze manual claims with this report. For more information, see Identify Who to
Visit and When.

¢ Providers Due Reviews: This report lists all providers who must be visited, as well as the days and meals
you should visit. For more information, see Identify Who to Visit and When.

e Providers Not Reviewed: This report lists all providers not visited within a specific time frame. Federal
regulations require that you visit all providers no less than once every six (60 months or once every nine (9)
months, if your agency averages reviews. Use this report to ensure that providers are being visited often
enough. For more information, see Track Your Caseload.

e Review History: This report provides a concise list of reviews done since the beginning of the selected
fiscal year. There are four columns of reviews listed: One per review trimester, plus an extra column for the

most recent non-trimester review performed (such as a follow-up visit, corrective action visit, and so on).
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For agencies who perform four reviews a year, this extra column is replaced by the fourth quarter review.

¢ Review List Export File: This is a CSV list of reviews and review details.

¢ Review Mailing Labels: This works the same as the Review List Export File, only it generates mailing
addresses in the Avery 5160 format.

e Sponsor Review Worksheet: This report provides a quick reference sheet of a provider information. Print
this report out for your Monitors to take with them on home visits. For more information, see Sponsor

Review Worksheet.
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Print Completed Reviews in Admin Review Site

. . i i . Last Modified on 12/22/2022 10:24 am
You can print completed reviews from the Admin Review site. csT

1. Log in to https://reviewadmin.minutemenu.com/Account/LogOn.

2. Click the Reports tab.

Welcome [Log Off ]
View Reviews Export Data Review Discrepancies Other Reports + [0)
20 v per page
[e]]
Monitor ‘ Review Date ‘ Provider ‘ Provider # ‘
| - [o71082010 -] |- [ | -

Collins, Robert (55) 05/31/2020 Black.Joe 996007 @
Collins, Robert (88) 07108/2019 BlackJoe 996007 s (&)
Collins, Robert (85) 07/08/2019 Bugman, Bug 945671 @
Collins, Robert (88) 041102019 Bames Alison 887788 ]
Collins, Robert (88) 04/10/2019 Caster,Julie 009876 [SE
Collins, Robert (88) 04/08/2019 Anderson,Ariel 575971 2 (&)
Collins, Robert (88) 04/08/2019 Apple Test 003678 = )
Collins, Robert (88) 04/08/2019 Banks,Nora 000086 2 (&)
Collins, Robert (88) 04/08/2019 Barstow, Betty 005456 o (o)
Collins, Robert (55) 04/08/2019 Beany,Joey 586777 @ )
Collins, Robert (88) 04/08/2019 BradyAlice 008745 s (&)
Collins, Robert (85) 04/08/2019 Brown, Susan 006767 @
Collins, Robert (88) 04/05/2019 Anderson,Ariel 875971 ]
Collins, Robert (88) 03/14/2019 Black Joe 996007 [SE
Collins, Robert (88) 0212612019 Bond, Jessie 996126 2 (&)
Collins, Robert (88) 12/07/2018 Beaverhausen Anastasia 165432 = =
Collins, Robert (88) 11/21/2018 Andersondest, LaJamise 000463 2 (&)
Collins, Robert (88) 1111512018 Black Joe 596007 o (o)
Collins, Robert (55) 1000212018 Bames Alison 587768 @ )

09/05/2018 Bates Annette 004589 s &)

3. Use the Monitor, Review Date, Provider, and Provider # boxes to filter the reviews that display. You can

also click each column header to sort.

4. Click "2 next to the review to print. A PDF downloads.
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Export Review Data in Admin Review Site

Last Modified on 12/22/2022 10:23 am
To export review data: csT
1. Log in to https://reviewadmin.minutemenu.com/Account/LogOn.
2. Click the Reports tab.
3. Click Export Data.

ﬁ Administration

View Reviews Export Data Review Discrepancies Other Reports + [©]
20 v per page.

[U=1=] <= e 7]e e o] -}

Monitor ‘ Review Date ‘ Provider ‘ Provider # ‘a
‘ | - [ori08/2019 [=] - |- [ | -
Collins, Robert (88) 05/31/2020 Black Joe 996007 a
Collins, Robert (88) 07/08/2019 Black Joe 996007 5]
Collins, Robert (88) 07/08/2019 Bugman, Bug 945671 5]
Collins, Robert (88) 041012019 Bames Alison 867788 5]
Colins, Robert (88) 041012019 Caster Julie 009676 5]
Colins, Robert (88) 04/08/2019 Anderson Ariel 675971 5]
Collins, Robert (88) 04/08/2019 AppleTest 003678 5]
Collins, Robert (88) 04/08/2019 Banks,Nora 000086 5]
Collins, Robert (88) 04/08/2019 Barstow Betty 005456 5]
Colins, Robert (88) 04/08/2019 Beany,Joey 868777 5]
Colins, Robert (88) 04/08/2019 Brady Alice 008745 5]
Collins, Robert (88) 04/08/2019 Brown, Susan 008787 =]
Collins, Robert (88) 04/05/2019 Anderson,Ariel 875971 5]
Collins, Robert (88) 031412019 Black Joe 996007 5]
Collins, Robert (88) 0212612019 Bond, Jessie 996126 5]
Colins, Robert (88) 1210772018 Beaverhausen,Anastasia 165432 5]
Collins, Robert (88) 11/21/2018 /Anderson-test LaJamise 000463 =]
Collins, Robert (88) 111572018 Black Joe 996007 5]
Collins, Robert (88) 1010212018 Bames Alison 887788 5]
Collins, Robert (88) 09/05/2018 Bates,Annetie 004389 5]
I HEOHEHOE|

Export Selected

4. Use the Monitor, Review Date, Provider, and Provider # boxes to filter the reviews that display. You can
also click each column header to sort.
5. Check the box next to each review to export.

6. Click Export Selected. A spreadsheet file (XLSX) downloads.
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Print the Review Discrepancies Report

. . . . . Last Modified on 12/22/2022 10:14 am
The Review Discrepancies report allows you to compare review start and end times cst

that are recorded automatically in the KidKare, as well as start and end times your Monitors recorded manually.
If GPS data was also captured at the time of the review, this report also indicates if there was a difference
between the location where the review started and where it ended.

1. Log in to https://reviewadmin.minutemenu.com/Account/LogOn.
2. Click the Reports tab.

3. Click Review Discrepancies. The report displays.

Welcome 99608! [ Log Off ]

@ Administration

Design Reports
View Reviews Export Data Review Discrepancies Other Reports @ ‘
v | per page
(1]2)3]4)5]e)7Le] o] o]
Review Start Review End Duration Start-End
Monitor Review Date Provider Difference Distance
Stated ‘ Logged Stated ‘ Logged (minutes) (miles)

| fomare ||| : o[ oo
Collins, Robert (88) 04/08/2019 Beany,Joey 04/08 1:53 pm |04/08 1:53 pm |07/05 4:26 pm |07/05 4:33 pm n/a nia| (2]
Collins, Robert (88) 06/26/2018 Beaverhausen, Anastasia 06/26 1:35 pm | 06/26 1:35 pm 06/26 1:41 pm 06/26 1:46 pm 4 0.00 } ‘; H
Collins, Robert (88) 05/22/2018 Apple, Test poiczhic (a|0o/eehio- (|0 i22yi2 8 (N 0oi22iil e na na (8]

am am pm am
Collins, Robert (88) 03/26/2018 Apple, Test 03/26 9:45 am |03/26 9:45 am |03/26 9:50 am 03/26 9:53 am 3 0.00 } ‘; L‘
Collins, Robert (88) 03/26/2018 Banks,Nora 03/26 10:08 03/26 10:08 03/26 10:12 03/26 10:15 2 0.00 21

am am am am # )
Collins, Robert (88) 03121/2018 Black Joe 03121 926 pm 03721 9:26 pm 2021 19283121 930 pm 55 000 21
Collins, Robert (88) 02/08/2018 Barnes, Alison 02/08 6:14 pm 02/08 6:14 pm 02/08 6:22 pm |02/08 6:25 pm 2 0.00 }T;L‘
Collins, Robert (88) 12/13/2017 Bond,Jessie 12/13 2:02 pm |12/13 2:02 pm | 12/18 8:39 am | 12/18 8:39 am 0 0.15 \%“
Collins, Robert (88) 12/12/2017 Johnson,Lori 12/12 11:09 12/12 11:09 1212 11:12 1212 11:13 1 0.00 &1

am am am am Ca)
Collins, Robert (88) 11/10/2017 Barnes, Alison 11/10 2:45 pm |11/10 2:45 pm | 11/10 2:49 pm | 11/10 3:00 pm 1 0.00 } ‘; H
Collins, Robert (88) 111072017 Johnson,Lori 09/21 1:45 pm |09/21 1:45 pm | 11/10 3:16 pm ;:Tiw 1224 171 0.00 %
Collins, Robert (88) 11/08/2017 Beaverhausen,Anastasia 11/08 4:20 pm  11/08 4:20 pm | 11/08 4:22 pm ;:409 ey 1,187 0.01 }7;‘—‘
Collins, Robert (88) 11/30/2016 Barstow,Betty 11/30 11:28 am | 11/30 11:28 am 11/30 11:31 am 11/30 11:35 am 4 0.00 ‘\%“

4. Use the Monitor, Date, Provider, Duration Difference (Minutes), and Start-End Distance columns to filter
the information that displays. For example, if you filter by Duration Difference, you can quickly locate those
reviews with large time discrepancies. You can also click each column heading to sort by that column.

5. Use the page numbers to the top-left and bottom-left to navigate between pages in the report.

6. Click “£ to download and view the review.

7. Click the House icon to view a map of the provider's address.
This report contains the following information:

¢ Review Start - Stated/Logged: The Stated start time is the time the Monitor marked on the review in the
Start Time box. If the Monitor did not change this value, this field reflects the time the review was first
opened. The Logged time is the time the review was first opened on the Monitor's device.

¢ Review Start - Stated/Logged: The Stated end time is the time the Monitor marked on the review in the
End Time box. If the Monitor did not manually enter this information, this field reflects the time the review

was signed and accepted. The Logged time is the last time the review was signed and accepted.


https://reviewadmin.minutemenu.com/Account/LogOn

e Duration Difference (Minutes): This field displays the difference between the Stated Start and Stated End
times and the Logged Start and Logged End times. If there is a significant difference, there may or may not
be cause for concern.

o Start-End Distance (Miles): If GPS data is available, this field displays the difference between the review
starting location and the review ending location in miles. If there is a significant difference, there may or

may not be cause for concern.
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Print the Providers Due Reviews Report

. . . o Last Modified on 12/21/2022 10:41 am
The Providers Due report lists all providers who must be visited, as well as the days cst

and meals you should visit. You can print this report in Minute Menu HX, or you can print it in the Admin Review
site. For information about printing this report in Minute Menu HX, see Identify Who to Visit and When.

To print this report in the Admin Review site:

1. Log in to https://reviewadmin.minutemenu.com/Account/LogOn.
2. Click the Reports tab.

3. Click Other Reports, Reviews, and Providers Due Reviews. The Reports: Providers Due Reports pop-up

opens.
Report: Providers Due Reviews x
Sort By: I v l
Then By: v

View Report

&
4. Click the Sort By drop-down menu and select the primary sort for the report.
5. Click the Then By drop-down menu and select the secondary sort for the report.

6. Click View Report. A PDF report downloads.
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Review History Report

Last Modified on 12/21/2022 10:54 am

This report provides a concise list of reviews completed for the selected claim csT
month. You can also print this report in Minute Menu HX. For more information, see Reviews Reports.

To print this report in the Admin Review site:

N o o s

. Log in to https://reviewadmin.minutemenu.com/Account/LogOn.

Click the Reports tab.

Click Other Reports, Reviews, and Review History. The Report: Review History pop-up opens.

Report: Review History x

Then By: v

Claim Month - |

Exclude "Not @
Home" Visits

Exclude Pre-
Approval [J
Visits

View Report

&

Click the Sort By drop-down menu and select the primary sort for the report.

Click the Then By drop-down menu and select the secondary sort for the report.

Click the Claim Month drop-down menu and select the claim month for which to run the report.
Check the Exclude Not Home Visits box to exclude any prior visits where the Monitor indicated the
provider was not home from the report.

Check the Exclude Pre-Approval Visits to exclude any pre-approval review visits from the report.

Click View Report. A PDF report downloads.
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Infant Feeding Details Report

. . Last Modified on 07/16/2020 3:45 pm
Per the USDA regulations for developmentally ready foods, there is no set age when cor

developmentally ready foods must be served, as the development rate of infants varies between children. Print
the Infant Feeding Details report to evaluate infants being served developmentally ready foods. This report
shows foods served specifically to infants and provides information needed by users to determine the
developmentally ready status of infants.

You print this report in KidKare.

1. Log in to app.kidkare.com. Use the same credentials you use to access Minute Menu HX.

2. Click a provider's name to view their account in Observer Mode. For more information, see Access
Observer Mode.

From the menu to the left, click Reports. The Reports page opens.

Click the Select a Category drop-down menu and select Meals & Attendance.

Click the Select a Report drop-down menu and select Infant Feeding Details.

o o >~ w

Click the All Developmentally Ready Infants drop-down menu and select the infant(s) to view. You can
also select All Infants or All Developmentally Ready Infants.

7. Use the From/To boxes to set a date range for the report.

€RKioKare Ao Frakansiin 9%3201) v

Exit observer mode

v AllDevelopmentally Ready Infants

i 3
i3

8. Click Run. The report is generated and displays below the Report Criteria section.

9. Click Print to print to print the report.
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Children Reports

. . . L . . Last Modified on 07/16/2020 3:47 pm
The following Children reports are available. This list is not comprehensive. To coT

access these reports, click the Reports menu, select Children, and then select the appropriate report.

¢ Blank Enrollment Form: This is the same Blank Enrollment Form providers print in KidKare.

e Child Enrollment Form: This is the same Child Enrollment Form providers print in KidKare.

¢ Child List Export File: This is a CSV list of children and child details.

¢ Child Mailing Labels: This works the same as the Child Export File, only it generates parent mailing

addresses in the Avery 5160 format.

¢ Child Racial Count Summary: This report lists counts of actively enrolled children broken down by race.

Use this report when preparing your annual management plan in compliance with state regulations.

e Child Tier Expiration Analysis: This report lists all children who are losing their Tier 1 eligibility within a

specified period. Children who are reimbursed at Tier 1 rates but aren't themselves income eligible (or they

aren't foster children) are usually ignored when you run this report.

¢ Children Duplicated Within Provider: This report lists duplicate children enrolled with a provider. Use this

report to clean up a provider's file.
¢ Enrollment Renewal Worksheet: This is the same worksheet KidKare providers can print for child
enrollment.

¢ Provider/Child Residence Comparison: This report looks at child last names, addresses, and phone

numbers and compares them to the same information in the provider's file. If a Not Related/Day Care Child

matches on any of these items, they appear on this report. This helps you identify children who are living

with the provider but who have not been designated as the provider's own child.

¢ Tier 1 Qualifying Children Report: This report lists all Tier 1 children. When you filter this report, include

only Tier 2 or Mixed Tier homes. Otherwise, it may include all children reimbursed at Tier 1 rates, because

their providers are Tier 1.
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Menu Plan Reports

. . . Last Modified on 07/16/2020 3:48 pm
Use menu plan reports to review menu plan information that you've already coT

recorded. To access these reports:

1. Click the Reports Menu and select Menus.
2. Select the report to print.

3. Set filters, as needed.
You can print the following reports:

e EZ Menu Report: This report displays the EZ Menu schedule for a one week period.
e Master Menu Report: This report lists all Master Menus.
¢ Provider Cycle Menu Report: This report displays provider cycle menus for providers you select.

¢ Provider Menu Plan List: This report lists planned menu templates created by any given provider.

Note: In some cases, you can access these reports from the various menu plan windows.
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Food List Report

Last Modified on 07/16/2020 3:49 pm
The Food List report provides a list of all foods that are set up in your database. This cor

report is color-coded by food type:

¢ Red: Meats

e Orange: Fruits

e Green: Vegetables
e Brown: Breads

e Blue: Milk

The foods you see listed on this report are exactly what your providers see in KidKare and should correspond
directly with a printed Food chart. Note that any foods listed with an asterisk (*) will be disallowed if served to an
infant.

1. Click the Reports menu, select Menu Planning, and click Food List Report. The Select Mode dialog box
opens.

Select English or Spanish.

Click Continue. The Effective Starting Date dialog box opens.

Click the Starting Date box and enter the date from which to print the food list.

o M w DN

Click Continue. A PDF is generated. You can print it or export it to your hard drive.
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Payments Reports

. . L . . Last Modified on 07/16/2020 3:50 pm
The following Payments reports are available. This list is not comprehensive. To coT

access these reports, click the Reports menu, select Payments, and then select the appropriate report.

e Check ACH File: This re-generates an ACH file for a batch of direct deposits.

e Check Payment Details: This re-prints a check stub for any check.

¢ Check Register: This report allows you to print a check register for a batch of checks or direct deposits.

e Check Register Batch Summary: This report lists all of the individual claim submission batches that exist
for a given claim month, specifically noting the outgoing payments to providers. Compare this with the
final State Claim Summary report and your bank account records to ensure that all funds have been
accounted for. This report effectively represents the same information as found on the last page of the
Check Register report (above).

e Check Transaction File: This report allows you to regenerate the file used to export payment information
to QuickBooks® or other accounting software.

e Claims Not Paid: This report lists all claims that have not been accounted for as paid (whether a positive
claim or a negative claim adjustment). This is useful for identifying any old claims that have slipped
through cracks, zero-dollar claims, or claims that were put on hold and need to be cleared out of the
system.

¢ Non-Claim Payment Adjustments: This report provides a list of all non-claim payment adjustments. For
more information, see Non-Claim Payment Adjustments Report.

¢ Provider Tax: This report provides a total of the payments issued to providers in the calendar year. Note
that the payments included are based on the actual payment dates, so it lags by at least a month. This
report also includes a computation for the IRS Standard Meal Deduction, which is the total of all meals the
provider attempted to claim, including disallowed meals, multiplied by the Tier 1 rate of reimbursement as
of January for the given tax year. Print this report at the end of the calendar year and mail it to your

providers.
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Print the Check Register Report

Reports menu.

1. Click the Reports menu, select Payments, and click Check Register. The Check Filter dialog box opens.

2. Set filters for the checks to include. To print all checks, leave all of the filters blank.

3

lam Check Filter

- Select Filker by Claim Month: [~ ———

Starting Maonkh: I vl
Ending Monkh: I vl

Select Filker by Date: [

Starting Dake: |_."_." 'I
Ending Date: |_."_." 'I

—Select Filker by Mumnber: [

Starting Mumber: I
Ending Mumber: I

Select Filter by Payment Method: [~ —

O Chechs ) Deposit
() Direct Deposit. () Yaid
C Al

[ &djusted Payments Qnly

(I all filker options are unchecked, .
Cancel the report will print all checks) Continue

-

Last Modified on 07/16/2020 4:04 pm
The Check Register reports list your payments (checks and direct deposits), as well cor

as any payments you have received from your providers. You can print this report from the List Payment
History window or from the Reports menu. This article provides instructions for printing the report from the

o Filter by Claim Month: Check this box, click the Starting Month and Ending Month drop-down menus,
and select starting and ending months for the report. Note that if a check was issued and included

payment for more than one claim month it is included if any of the claims paid by the check are

included in the selected claim months.

o Filter by Date: Check this box, click the Starting Date and Ending Date boxes, and set a starting and
ending date for the report.

o Filter by Number: Check this box, click the Starting Number and Ending Number boxes, and set a

date range for the report.

o Filter by Payment Method: Check this box and then select Checks, Direct Deposit, Deposit, Void, or
All. Check the Adjusted Payments Only to include only those payments you've adjusted.

. Click Continue. The Select Provider dialog box opens.

4. Select Multiple Providers or Selected Provider.

o If you choose Selected Provider, click the Provider drop-down menu and select the provider. Go to

Step 7.

o If you choose Multiple Providers, click Continue. The Provider Filter window opens. Set the

appropriate filters.

box opens.

. Click Continue. If you are printing the report for multiple providers, the Provider Nested Sort Order dialog

. Click the First Sort By and the And Then By drop-down menus and select the primary and secondary sorts
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for the report.

7. Click Continue. The report is generated.
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Print the Non-Claim Payment Adjustments Report

. . . . . Last Modified on 07/16/2020 4:06 pm
The Non-Claim Payment Adjustments report provides a list of all non-claim payment cor

adjustments you have entered.

1. Click the Reports menu, select Payments, and click Non-Claim Payment Adjustments Report. The Select

Provider dialog box opens.

~—Filter By:
+ Selected Provider ¢ Multiple Providers

- Select Provider:

Active B2 AV [a |—5E|ECt— =l

Cancel Continue

2. Inthe Filter By section, select Selected Provider or Multiple Providers.

Provider:

o If you select Selected Providers, click the Provider drop-down menu and select the provider for
whom to print the report.

o If you select Multiple Providers, click Continue. The Provider Filter window opens. Set filters, as
needed. Continue to Step 3.

3. Click Continue. The Select Dates dialog box opens.

Starting Date: |b3;01;2019 "I

Ending Date: |03,131,12019 vI

4. Click the Starting Date and Ending Date boxes and enter a date range for this report.

5. Click Continue.
o If you are printing this report for a single provider, the Adjusted Payments Report dialog box opens.
Go to Step 8.
o If you a re printing this report for multiple providers, the Nested Sort Order dialog box opens.
6. Click the First Sort By and the And Then By drop-down menus and select the primary and secondary sorts
for the report.
7. Click Continue. The Adjusted Payments Report dialog box opens.
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8. Select All, Paid, or Not Paid.
9. Click Continue. The report (PDF) is generated.
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Miscellaneous Reports

. . . o . . Last Modified on 07/16/2020 4:07 pm
The following Miscellaneous reports are available. This list is not comprehensive. Tocor

access these reports, click the Reports menu, select Misc, and then select the appropriate report.

¢ Export File Reports: This report lists of all report formats you have saved from the List Export Files.
e Sponsor Preference Changes: This report lists the changes you have made to your sponsor preferences

for a specified date range.

e Sponsor Preferences: This report lists all of the sponsor preferences found in the Sponsor Preferences

window. It includes a description of each preference and your current setting.
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Claim Data Reports

. . . L . . Last Modified on 08/27/2020 7:44 am
The following Claim Data reports are available. This list is not comprehensive. To  cor

access these reports, click the Reports menu, select Claim Data, and then select the appropriate report.

¢ 5 Day Attendance: This report provides a chart of each child claimed over any five-day period. For more
information, see the 5 Day Attendance Reconciliation article.

¢ Block Claim Monthly: This report lists all providers who the Analyze Block Claims function has determined
are blocking within the month. For more information, see the Block Claim Monthly Report article.

e Claim Error Report: This generates the Office Error report (OER) and/or the Provider Error Letter.

e Claim Error Report — Long Version: This generates the long version of the OER and/or Provider Error
Letter.

e Claimed Attendance Detail: This report lists meals for which each child on a specific claim were claimed.
It is organized by child.

¢ Claimed Attendance Detail — By Child: This is the same report as the Claimed Attendance Detail report.
However, only one child is listed per page. This report is useful for verifying attendance.

¢ Claimed Attendance Summary: This report shows counts for the number of children the provider
attempted to claim but were not necessarily reimbursed. This is effectively pre-processed claim data. Use
the Meal Totals report for post-processed claim counts.

¢ Claimed Foods & Attendance: This report lists each meal claimed by a provider in chronological order. It
includes foods and children claimed. This is a useful tool for researching claim errors—especially capacity
errors.

e Claimed Foods & Attendance with Tier: This report is the same as the Claimed Foods & Attendance report,
only it also includes the Tier at which children were reimbursed. This is especially useful during audits and
state reviews, as you can use it to report back on Mixed Tier claims.

¢ Duplicate Children Claimed: This report lists all children who are enrolled/claimed by two different
providers. This is a basic integrity check since federal regulations stipulate that no child can be paid for
more than two meals and one snack or two snacks and one meal per day, regardless of whether they are in
two different homes. This report identifies possible matches based on last name and birth date and
definite matches based on first names. It checks enrollment records first, then meal and attendance data.
Note that the complete analysis cannot be done for manually entered claims.

¢ Food and Vitamin Analysis: This report lists all foods served and the number of times each food was
served for a specific provider in a specific month. It also counts the number of times foods high in Vitamin
C, A, or Iron were served. It also includes high fat and high salt foods. This report helps you complete
nutrition education and training efforts focused on specific vitamin needs.

¢ Food and Vitamin Analysis by Meal: This report is similar to the Food and Vitamin Analysis report, except

food is broken down by meal service.
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Food and Vitamin Summary: This report provides a picture of your agency-wide nutrition patterns, broken
down by meal. This is also a great way to evaluate the effectiveness of your nutrition education efforts.
Food Frequency Letter/Food Frequency: This re port identifies all providers who are claiming the same
food more than twice in a given week. It notes the specific foods being claimed and the frequency with
which they are claimed. The Letter shows this same information, but is formatted to show one provider per
page and includes some introductory text so you can mail it to the provider. This analysis can only be done
on claims that are submitted via KidKare or Full Bubble Forms.

Food Served: This report prints a list of all foods served by a provider in a given month.

Food Served by Week: This report also prints a list of all foods served by a provider in a given month, but
in an alternate format.

Fruit/Vegetable Analysis: This report lists all providers who have claimed fewer than two fruits/vegetables
in any week at either Breakfast or Snack. You can change the filtering options to include only certain
serving frequencies or certain meal types. This report is required in Florida, as providers will have portions
of their claim disallowed if they don't serve enough fruits/vegetables. It lists each problem week and notes
the number of times the given meal was served within a week. If you see a 10 for a given week of snacks
where the provider served fruits/vegetables one time in the week, this provider is probably serving both AM
Snack and PM Snack all five days in the week. Only one of those snacks ws a fruit/vegetable served. This
analysis can only be done on claims submitted via KidKare or on Full Bubble Menus.

In/Out Child Attendance: This report lists all daily in.out records for a given provider. It can print all of the
data as-entered, or you can limit it to show only those in/out records where there is no in/out data for a day
where meals are claimed, or where no out time was ever supplied by the provider.

In/Out Child Attendance by Child: This is the same as the In/Out Child Attendance report, but it prints one
child per-page. You can use this report to conduct parent audits.

Provider Menu Comments: Providers who use KidKare can document comments/additional
foods/miscellaneous information when they record their meals. You can use this report to review all of
those special comments.

Meal Totals: This report provides a day-by-day, meal-by-meal view of approved meal counts by Tier. For
more information, see Print the Meal Totals Report.

Provider Daily Meal Count: This report provides meal count totals by meal for each of your providers for a
selected date range. It also totals all meal counts for each, individual provider, as well as provides an

overall total for all providers. For more information, see Print the Provider Daily Meal Count Report.
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Claim Management Reports

. . . Lo . Last Modified on 06/10/2020 3:03 pm
The following Claim Management reports are available. This list is not coT

comprehensive. To access these reports, click the Reports menu, select Claim Management, and then select the
appropriate report.

e Caseload Summary: This report provides a managerial overview to your claiming provider counts. This
gives you a picture of the number of homes claimed over a number of months. You can choose the range
to examine, and you can break the claiming provider count down by county or Monitor. This report is
generated as an XSLX file, so you need a spreadsheet program, such as Excel®, to view it.

¢ Claim Change Report: This report prints a list of claim changes or claim adjustments you have made to
your claims.

¢ Claim Error Analysis Detail by Monitor: This report lists a count of all errors that each provider has on their
Office Error reports for a given claim. It is organized by Monitor, so you can find out if one particular
Monitor's caseload is behaving differently than another.

e Claim Error Analysis Summary: This report provides an overview of the breadth of errors being committed
by all of your providers on their claims. Each error is listed with a count of the number of times it happened
overall, along with the number of providers impacted by the error.

e Claim List Export File: This is a CSV list of claims and claim details. For more information, see Claim List
Export File.

¢ Child Mailing Labels: This works the same as the Claim List Export File, only it generates provider mailing
addresses in the Avery 5160 format.

¢ Claim by Source: This report lists all providers who claimed and the source of their claim.

e Claims Not Received: This report lists all providers for whom a claim hasn't been marked as received in
the Track Received Claims function. Note that even if claims aren't actively checked-in via that function,
they are oted as received once manually entered or scanned.

¢ Enrollment/Days/Meals Edit Check: Federal regulations state that the total number of meal claims should
never be greater than the number of children enrolled multiplied by the number of days that meals were
served. When claims are processed in Minute Menu HX, a variety of edit checks are performed that
prevent users from violating this federal regulation. However, in very rare circumstances, there may be
manual claims/adjustments made in conjunction with changes to child data that result in a claim where
the total meals are greater than the days claimed multiplied by enrollment. This report detects any such
claims.

e New Claiming Providers: This report lists all providers who have sent in a claim for the first time within the
date range analyzed.

e Provider Claim Totals: This report report lists all provider claims and includes meal counts and other data

for that claim. For more information, see Print the Provider Claim Totals Report.
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Providers Not Claiming: This report lists all providers who were active in a given month, but who did not
claim. If you enter a date range that covers more than one month, it lists providers who did not claim
during any of the months within that range. For more information, see Providers Not Claiming Report.
State Claim Summary: This report summarizes information about your entire claim (including multiple
provider claims) that you usually need to fill-out state claim reports. For more information, see Print the
Claim Summary Report.

State Daily Meal Totals: This report is currently only used in Rhode Island.

Track Received Claims Info: This report lists providers for whom you've received claims. For more
information, see Track Received Claims.

Unsubmitted Online Provider Claims: This report lists unsubmitted claims for those providers who claim

online with KidKare.
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Claim Forms

. . . o . . Last Modified on 04/23/2019 11:33 am
The following Claim Forms are available. This list is not comprehensive. To access cor

these reports, click the Reports menu, select Claim Forms, and then select the appropriate form.

¢ Blank Claim Information Form: Print this form and give it to new providers who don't have any enrolled
children.

e Claim Information Form (CIF): This report includes all children who were enrolled for at least one day in the
effective claim month on the report. For more information, see Claim Information Form.

¢ Daily Meal Worksheet: This is a copy of the worksheet providers print in KidKare.

e Full Month Attendance Worksheet: This is a sample worksheet you could use for providers who do not use
KidKare or scannable forms. Once providers complete this worksheet, use the Record Full Month
Attendance by Meal function to enter this attendance data.

e Manual Claim Cover Sheet: This is a single-page version of the Manual Claim Processing Worksheet (see
below).

¢ Manual Claim Processing Worksheet: The Manual Claim Processing Worksheet provides your claim
reviewers and menu readers with everything they need to manually process a provider's claim. For more
information, see Manual Claim Processing Worksheet & Manual Claim Cover Sheet

e Weekly Attendance Worksheet: This is the same report providers print in KidKare. It allows providers to

take attendance on paper.

511


https://help.minutemenuhx.com/help/claim-information-form
https://help.minutemenuhx.com/help/manual-claim-processing-worksheet-manual-claim-cover-sheet

The Claim List Export File is useful when you need to find a specific claiming

Claim List Export File

Last Modified on 04/24/2019 4:04 pm
CcDT

situation, especially in the case of an agency review or audit. For example, the State may request a list of

providers who are:

High claimers (over $1000)

Claiming their own children

Claiming Saturdays and Sundays

Claiming dinners or evening snacks

While you may need to print this report several times to create several different files that meet the criteria, and
then combine them into one file. This is because the Claim List Export File filter cannot perform OR actions—it
can only perform AND actions.

To generate the file:

1. Click the Reports menu, select Claim Management, and click Claim List Export File. The Provider Filter

window opens.

2. Check the box next to each filter that applies, and then select the criteria. To include all providers, leave all

boxes blank.

3. Click Continue. The Claim Filter window opens.

- I Claim Month:

Claimed Meal
on or between:

Start Date:

End Date:

|/ =IgEl /=l

Starting Month: I vI
Ending Maonth: I vI

T ClaimedMeals: | [ ClaimedDays: | [T Claim Tier:

Original Claim in Batch:

=

[ Reimbursement Amount:

{e ) B Ever
{ Andlrder

Helpers Child

Breakfast

AM Snack
Lunch

PM Snack
Dinner
Evening Snack

Sunday
Manday
Tuesday
Wednesday
Thursday
Friday
Saturday

Tier 1

Tier 2 Hi
Tier 2Lo
Tier 2 Mixed

w1 [Tier 1 Heasan;

T Review
Conducted:
{ s

Qutput Options:

" Monthly Claim Totals

Census
Income
Schoal

Mot Related/Day Care Child
Own Child

Provider's Foster Child
Related, Non-Resident

T Claim Source:

Manual Entry - Sponsor
Online
Scannable Forms - Sponsaor

T Claim Menu Type:

Attendance Menu
Bubble Menus
Full Manth Attendance

4. Check the box next to each filter to apply, and then select the criteria. Note that if you do not at least filter

e

~ I Claim Erraor:

) Mo Errars

(" usthraveallselecied errors

1) The same food was served twice in the same meal.

2) A specific food combination has been detected.

3) The food is not recommended for children of the given age.

4) The food cannot be served at the given meal.

5) The food is not approved as given meal component or a vegetable

&) The food cannot be served to children of the aiven age. i

'+ | (Gay (EvE ANty S| ERGEn e
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to a claim months, all claim months are included. To filter to one, specific month, select the same month in
the Starting Month and Ending Month boxes.

Click Continue. The Select Output Data for Claim List Export window opens.

Check the box next to each field to include in the report. You can also click Select All to select all fields.
Click Continue. The Save As window opens.

Browse to the location in which to save the file.

Click Save.
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Print Provider Claim Reports
Last Modified on 04/05/2019 11:11 am
When you process claims, you print claim reports as part of that process. Another cor
option for printing these reports is the Print Provider Claim Reports feature. You can also use this feature to re-
print claim reports if your print jobs are interrupted during claims processing for any reason. When printing claim
reports with the Print Provider Claim Reports feature, you can set a specific processing date and time, which
allows you to target recently processed claims for which reports did not print.

1. Click the Claims menu and select Print Provider Claim Reports. The Print Provider Claim Reports window

opens.

Print Provider Claim Reports

I [irest [ ptsil:

Filter By Claim Month: Filter By Monitar |  Claim Type: ——————— Payment Type — |
. Clai Provider is paid by:
[March 2013 =] o
Only Claims I Gahieok
" that have been
Changed

— v SelectDateRange Source: Print Order:

All Providers with Processing Date on/fafter: v KIDS (Internet) Providers -
v Form Providers IProwder Mame vI

I04.|r01.|r2019 LI I09:4ﬁam ﬁ v e Im

—Reports
[¥ Print CIF for [March, 2019 ~| # |1 ~|  [¥ Print Office Error Repart Letter Format:

[ Print Meal Totals Report = |1 vl [w' Print Provider Error Letters IShort Version j'
r Don't print provider error letters
if there are no errors.

Start Printing from Letter: I End Printing with Letter: I

= .

2. Click the Filter By Claim Month drop-down menu and select the claim month for which to print provider

claim reports.
3. Check the Filter By Monitor box to filter by a specific monitor. Then, click the corresponding drop-down
menu and select the monitor to which to filter.
4. Inthe Claim Type section, select the type of claims to print.
o All Claims: The system will print all claims that match the other filters you select.
o Only Claims That Have Been Changed: The system will print only those claims you have manually
adjusted.
5. Check the Payment Type box to filter reports by provider payment type. You can select Check or Direct
Deposit.
6. Check the Select Date Range box to set a specific processing date range. Then, click the corresponding
Date and Time boxes to set the processing date and time. For example, if you were processing claims on
April Tst at 9:45AM and your claim reports did not print, select 04/01/2019 in the first box, and enter

9:45am in the second box. This will print the claim reports associated with claims processed for that



7.

10.

11.

12.

13

date/time.

| SelectDateRange Source: Print Order:
All Providers with Processing Date on/fafter: ¥ KIDS (Internet) Providers m
| Scannable Form Providers roviger hame

|04,,f01,,fz:119 j |09:45 am %] v Manual Claim Providers IProvider D vl

In the Source section, check the box next to each source that applies. The system will only print those
claims that match the source(s) you select here. You can choose from the following:

o KIDS (Internet) Providers (KidKare)

o Scannable Form Providers

o Manual Claim Providers

Note: Direct Entry claims are considered Scannable Form claims.

In the Print Order section, click each drop-down menu and select the primary (first menu) and secondary
(second menu) sorts for the report. The claim reports will print in the order you set here.
. In the Reports section, check the box next to each report to print. All reports are checked by default. To not
print a report, clear the box next to the report to exclude.

o If you print the CIF, click the For drop-down menu and select the month for which to print it.

o If you print the Office Error report and the Provider Error Letter, click the Letter Format drop-down

menu and select Short Version or Long Version.

Check the Don't Print Provider Error Letters if There are No Errors box to print reports only for providers
who have claim errors.
Click the Start Printing From Letter and End Printing With Letter boxes and enter a starting and ending
letter for the batch. For example, if you enter A in the Start box and C in the End box, only providers whose
last names start with A, B, and C are printed. This allows you to print claim reports for certain batches of
providers.
When finished, click Print.

. Click OK at the confirmation prompt. The reports are sent to your printer.

Note: Click Cancel to interrupt the print process at any time. This stops Minute Menu HX from printing more
claim reports, but you may also need to manually clear any backlog of reports from your print queue.
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Print the Meal Totals Report

. . . . Last Modified on 04/24/2019 4:22 pm
You can print the Meal Totals report when you process claims. this report provides a cor

day-by-day, meal-by-meal view of approved meal counts by Tier. When you look at this report, you can see
exactly what the Minute Menu HX processor approved for each meal claimed in the month for a given provider.

You can also print this report later from the Reports menu or from the Claim Details window. If you need to print
this report for a batch of providers, you can also print it with the Print Provider Claim Reports function.

To print this report from the Reports menu:

1. Click the Reports menu, select Claim Data, and click Meal Totals Report. The Select Provider dialog box
opens.

2. Click the Provider drop-down menu and select the provider for whom to print the report.

—Filter By:
¢ Selected Provider { Multiple Providers

- Select Provider:

Provider:
[Active ~ee -] [ #| [shelley, Mary |

3. Click Continue. The Select Claim Month drop-down menu opens.

4. Click the Select Claim Month drop-down menu and select the claim month for which to print the report.

5. Click Continue. The report (PDF) is generated.
To print this report from the Claim Details window:

1. Click the Claims menu and select List Claims. The List Claims window opens.

2. Click the Claim Month drop-down menu and select the claim month to view. You can also filter to specific
providers, if needed. For more information, see List Claims.

3. Click Refresh List.

4. Click Details next to the claim to view. The Claim Details window opens.

5. Click Meal Counts (to the right). The Select Meal Count Report dialog box opens.
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Tier 1| Tier 2]  Totals
Breakfast: a 3 3

AM Snack: a 0 0 j i
Lunch: a u] u]
PM Snack: a 0 0
Dinner: a u] u]
Ewvening Snack: a 0 0
Attendance: i 3 3
Particpated: 0 1 1

Total Federal §: 0.00 144 1.44 i

Total State & 0.00 0.27 0.27
Total Amount &: o[ w7 L7

6. Select Paid - Meal Totals Report.

7. Click Continue. The report is generated.
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Print the Office Error Report

. i . . . . Last Modified on 04/24/2019 4:22 pm
The Office Error report prints when you process claims. It provides a quick claim coT

overview and lists specific errors that occurred when processing the claim.You can also print this report at a
later time from the Reports menu or from the Claim Details window. If you need to print this report for a batch of
providers, you can also print it with the Print Provider Claim Reports function.

For detailed information about errors that may appear on this report, see Error Codes.

To print this report from the Reports menu:

1. Click the Reports menu, select Claim Data, and click Claim Error Report or Claim Error Report - Long
Version. The Select Provider dialog box opens.
2. Click the Provider drop-down menu and select the provider for whom to print the report.

—Filter By:
& Selected Provider ¢ Multiple Providers

- Select Provider:

Provide

{ 4
| Active B3 ) AR [A #] | shelley, Mary |

3. Click Continue. The Select Claim Month drop-down menu opens.

4. Click the Select Claim Month drop-down menu and select the claim month for which to print the report.

The Error Letter dialog box opens.

5. Select Office Error Reports. If you also need to print the Provider Error Letter, select Both.

6. Click Continue. The report is generated.
To print this report from the Claim Details window:

1. Click the Claims menu and select List Claims. The List Claims window opens.

2. Click the Claim Month drop-down menu and select the claim month to view. You can also filter to specific
providers, if needed. For more information, see List Claims.

3. Click Refresh List.

4. Click Details next to the claim to view. The Claim Details window opens.

5. Click Claim Errors (to the right). The Choose Letter Format dialog box opens.
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i Claim Details - Claim Mode (Single Claim) (=23
Provider: Cordova, Anna 001239 Claim Month in View: 1118
Status: Current Tier 2Lo Submission in View: Current
Claim Source: Scannable Forms - Spansor Processed Date: 12//06/2018
Tier 1| Tier 2l Totals Payment Date: Mot Paid
Breakfast: i 3 3
AM Snack: 0 0 0 Adjust Claim
Lunch: i 0 0
PM Snack: i} ] 0
Dinner: a 0 0
Evening Snack: 0 0 0 |
Attendance: i 3 3
Participated: a 1 1
Total Federal &: 0.00 1.44 1.44 Claim Errors
Total State & 0.00 0.27 0.27
Tow Amount 5 | 0.00] 171 171
Days Attend: | 4
Delete

. Select Short Version or Long Version.

6

7. Click Continue. The Error Letter dialog box opens.

8. Select Office Error Report. If you also need to print the Provider Error Letter, select Both.
9

. Click Continue. The report is generated.

Note: You can also click Print OER in the List Claims window to print this report.
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Print the Provider Error Letter

. . . o . Last Modified on 04/24/2019 4:22 pm
If you need to print an Office Error report for an individual provider, you cando so  cor

from the Reports menu or from the Claim Details window. If you need to print this report for a batch of providers,
you can also print it with the Print Provider Claim Reports function.

To print this report from the Reports menu:

1. Click the Reports menu, select Claim Data, and click Claim Error Report or Claim Error Report - Long
Version. The Select Provider dialog box opens.

2. Click the Provider drop-down menu and select the provider for whom to print the report.

—Filter By:
& Selected Provider ¢ Multiple Providers

- Select Provider:

Provider:
IActive ;I I_f_f_ LI Hﬂ ISheIIey, Mary

3. Click Continue. The Select Claim Month drop-down menu opens.
4. Click the Select Claim Month drop-down menu and select the claim month for which to print the report.

The Error Letter dialog box opens.

" Office Error Reparts
" Provider Error Letters

5. Select Provider Error Letters. If you also need to print the Office Error Report, select Both.

6. Click Continue. The report (PDF) is generated.
To print this report from the Claim Details window:

1. Click the Claims menu and select List Claims. The List Claims window opens.

2. Click the Claim Month drop-down menu and select the claim month to view. You can also filter to specific
providers, if needed. For more information, see List Claims.

3. Click Refresh List.

4. Click Details next to the claim to view. The Claim Details window opens.

5. Click Claim Errors (to the right). The Choose Letter Format dialog box opens.
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i Claim Details - Claim Mode (Single Claim) (=23
Provider: Cordova, Anna 001239 Claim Month in View: 1118
Status: Current Tier 2 Lo Submission in View: Current
Claim Source: Scannable Forms - Spansor Processed Date: 12//06/2018
Tier 1|  Tier 2l Totals Payment Date: Mot Paid
Breakfast: i 3 3
AM Snack: 0 0 0 Adjust Claim
Lunch: i 0 0
PM Snack: i} ] 0
Dinner: a 0 0
Evening Snack: 0 0 0 |
Attendance: i 3 3
Participated: a 1 1
Total Federal &: 0.00 1.44 1.44 Claim Errors
Total State & 0.00 0.27 0.27
Towl Ameut & | 000 L7 171
Days Attend: | 4
Delete

. Select Short Version or Long Version.
. Click Continue. The Error Letter dialog box opens.
. Select Provider Error Letters. If you also need to print the Office Error Report, select Both.

. Click Continue. The report is generated.
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Print the Block Claim Monthly Report

Last Modified on 06/10/2020 3:05 pm

You can print the Block Claimers report when analyzing block claims, or fromthe  cor
reports menu. This report lists all providers who the Analyze Block Claims function has determined are blocking
within the month.

You can use this report to determine when to visit providers for corrective action, as the Analyze Block Claims
function does not automatically update review schedules. The report includes the provider's next required review
date per the information in their file.

To print this report from the Reports menu:

11.

. Click the Reports menu, select Claim Data, and click Block Claim Monthly Report. The Select Month dialog

box opens.

Click the Select Month drop-down menu and select the claim month for which to run this report.

Note: You can only run this report for claim months that contain analyzed claims.

Click Continue. The Provider Filter window opens.

Set filters, as needed.

Click Continue. The Claim Block Options dialog box opens.

r H"
. Claim Block Optic =5

¥ Exclude Providers Already Yalidated

[ Include Only Providers w13t BC in Beview YR

Chooge Blocking Report options

Fifteen Day Any Meal by Count [Rd

Check the Exclude Providers Already Validated box to exclude providers who have been validated in their
current review year.

Check the Include Only Providers w/1st BC in Review Year to include only those providers who have filed
their first block claim for the review year.

Click the Choose Blocking Report Options drop-down menu and select the block claim definition to use on
the report. This menu defaults to Fifteen Days Any Meal by Count, which is the original federal definition.
Click Continue. The Provider Nested Sort Order dialog box opens.

Click the First Sort By and the And Then By drop-down menus and select the primary and secondary sorts
for the report.

Click Continue. The report is generated.

522



Print the Provider Claim Totals Report

. . . . . . Last Modified on 04/24/2019 4:23 pm
The Provider Claim Totals report lists all provider claims and includes meal counts cor

and other data for that claim. The claim's Tier and the provider's current Tier (per effective dates in their file) are
also included on this report.

Note: Claims that are on hold when this report is generated are not included in the report.

Each claim record is listed with its appropriate submission batch (Submitted Date). If a claim is marked as Not
Yet, the claim has not been marked as submitted. If a claim is an adjustment claim, the value in the Status
column is Adjustment. There can be as many adjustment claims for a given provider for a given month, but there
should only be one original (core) claim.

The last page of this report contains summary total information, including the Total Homes Claiming and Total
Unique Claims fields. These values will be different if a provider has more than one claim record in the given
claim month.

The Total Zero-Dollar Homes Claiming field is also listed on the final page. While these providers are included in
the Total Homes Claiming count, they should not be counted when reporting to the State, as your agency is not
eligible for administrative funds for these providers. Subtract this number from your Total Homes Claiming when
reporting a claiming home count to the State.

To print the Provider Claim Totals report:

1. Click the Reports menu, select Claim Management, and click Provider Claim Totals Report. The Select

Month dialog box opens.

Notes: You can also print this report from the List Claims window. Click the Claims menu and select
List Claims. Then, click Print. You can also click the Claims menu, select Submit Claims to State, and

then click Print Provider Claim Totals. If you use this method, go to Step 7.

2. Click the Select Month drop-down menu and select the claim month for which to print the report.

3. Click Continue. The Select Accounting Style dialog box opens.

Mot Yet Submitted |

4. In the Filter By section, select Month or Submission. If you select Month, go to Step 7.

5. Click the Submission Date box and All Submission Batches or Not Yet Submitted. Not Yet Submitted is
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6.
7.

10.
11.

12.
13.

14.

the default.

Click Continue. The Select Claim Type Filter dialog box opens.

Select the claim type by which to filter. In most states, this would be All Claims Records.

> H"
o Select Claim Type Filte eS8

" Only Claims With Adjustments
£~ Only Original Claims
" Only Claims with Voided Checks

Click Continue. The Provider Filter window opens. If you are printing this report from the Submit Claim to

State window, go to Step 11 (the Provider Filter window does not display).

. Set additional filters for the providers to include in this report, if needed. If you don't set any filters here, all

providers are included in the report.

When finished, click Continue.

You can now filter by claim dollar amounts, if needed. This can be useful if you're trying to isolate zero-
dollar claimers (the entire claim was disallowed when processed). However, you should typically leave

these filtering options un-changed when retrieving your state claim report information.

[~ Zero Dollar (%) Claimers Only?
Use Minimum Amount Claimed Filter?

|_r Minimum Amount Claimed
|

Click Continue. The Provider Nested Sort Order dialog box opens.

Click the First Sort By and the And Then By drop-down menus and select the primary and secondary sorts
for this report.

Click Continue. The report is generated.
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Print the Claim Summary Report
Last Modified on 04/24/2019 4:23 pm
This report summarizes information about your entire claim (including multiple coT
provider claims) that you usually need to fill-out state claim reports. Note that claims that are on hold are not
included in this report, but those providers are included in the Current Active Homes count.

In some states, Minute Menu HX has developed a custom State claim Summary that matches the format
required by your state agency. In most other states, this report uses the default Minute Menu HX format. In all
states, if you generate this report form the Reports menu (instead of the Submit Claim to State window), Minute
Menu HX's standard State Claim Summary format is used.

Typically, you need to manually copy the numbers printed on this report to your State's specific report. However,
if you are in a state where Minute Menu HX generates the State's specific report, you do not need to manually
copy any part of this report.

Instead, print your state-specific version of this report from the Submit Claim to State window. Filter to All
Submissions (if your State requires a re-statement of the monthly totals each time an amended claim is
submitted) or filter to specific submission batches (if your State only requires you to report new counts only with
amended claims).

To print this report:

1. Click the Reports menu, select State Claim Summary Report. The Select the Month dialog box opens.
2. Click the Select Month drop-down menu and select the month for which to print the report.

3. Click Continue. The Select Accounting Style dialog box opens.

Submission Date:
Mot Yet Submitted |

4. In the Filter By section, select Month or Submission.

5. Click the Submission Date box and All Submission Batches or Not Yet Submitted. Not Yet Submitted is
the default.

6. Click Continue. The report is generated. If you are in a state that provides supplemental reimbursement
funds (in addition to federal CACFP reimbursements), this report prints with twice the number of pages.
One set of pages prints the federal dollar totals, and the other prints the state dollar totals. All meal counts

are the same, but the dollar amounts are different.

Note: To print the state-specific version of this report, click Claims and select Submit Claims to State. The
Submit Claim to State window opens. Click Print State Summary. The report (PDF) is generated.
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Fields of Note

The top portion of this report is split into three distinct sections:

e Claim Tier Breakdown
e Provider Tier Breakdown

e Claiming Home Totals
Claim Tier Breakdown

This section provides counts for current active and claiming hoes, as well as zero claiming homes, attendance,
and so on.

e Current Active Homes: This is a count of homes that were active, but not necessarily claiming, for the
claim month. These are broken down by estimated claiming Tier. This is estimated because non-claiming
providers are included in this count. Use these numbers if your state requires counts of active homes by
claim Tier. Otherwise, use the number of active homes in the Provider Tier section. Many states do not
require you to report this number at all. Instead, they require the claiming/participating home count. See
Homes Claiming, below.

¢ Homes Claiming: This is the total number of homes that claimed (participated) in the selected claim
month. This is split by claim Tier, not provider Tier. It includes all new homes claiming, but does not include
double counts for any homes that claimed and then were adjusted.

e Zero-$$ Claiming Homes: If a provider has submitted a claim and no meals can be reimbursed, a claim
still exists in Minute Menu HX, but it is for zero dollars. These providers are included in the Homes
Claiming counts, but they should not be counted when reporting to the State, as your agency is not eligible
for administrative funds for these providers. Subtract these numbers from the Homes Claiming counts
when reporting claiming home counts to the State.

¢ Participated: This is the total number of unique children claimed, split by claim Tier. Mixed Tier claims are
further split so you have the totals for Tier 1 and Tier 2 children claimed in such homes. This count is
always lower than child enrollment figures, unless you don't maintain accurate enrollment records and
have overwritten edit checks performed when saving manual claims. If your State requires a count of
enrolled participating that is categorized by Tier 1, Tier 2 Hi, and Tier 2 Lo, you may need to add some
numbers on this line.

o The Tier 1 number corresponds to the Tier 1 count on your State report.
o Add Tier 2 Hi to the Hi sub-category for Mixed Tier homes.
o Add Tier 2 Lo to the Lo sub-category for Mixed Tier homes.

e ADA: This is the Average Daily Attendance, which is the sum total of all individual claim ADAs in their

respective claim Tier categories. In most states, this is rounded up to the nearest whole number—If all of

your ADA totals are a whole number with a single zero after the decimal point, then the ADA is rounded to
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the nearest whole number on your report. In some states, the ADA includes a value after the decimal point.
Mixed Tier homes are further split into Hi and Lo counts to provide an accurate appraisal of Tier 1 and tier

2 children.
Provider Tier Breakdown

This section provides values for your current active homes and enrolled children.

e Current Active Homes: This is the number of active, but not necessarily claiming, homes broken down by
provider Tier (not claiming Tier).

e Children Enrolled: This is the total number of children who were enrolled, but not necessarily claimed, in
that month. This is broken down by Tier. Most states require a count of the number of claimed children,
rather than the number of enrolled children. If that's the case, reference the Participated figures in the

Claim Tier Breakdown section (above).
Claiming Home Totals

This section provides totals for attendance, new homes claiming, zero-dollar claims, and so on.

¢ Total Attendance/Maximum Days Claimed: Use this number if your state requires a modified definition of
the ADA, which looks at Total Attendance divided by the maximum number of claimed days for the month.

¢ Claim Totals by Submission Batch: This is the submission batch for the given month. This is useful if you
only need to report new information to your State for each amended submission, because you must report
the correct number of claiming homes that are newly claiming with the amended claim.

e New Homes Claiming: This is the number of new homes claiming with the listed batch.

e Zero $ Claims: This is the number of claims in the batch that were for $0.00 total. You should generally
factor these numbers out of the report you send to the State. Be careful if any zero-dollar claiming homes
appear on your reports. Claiming one of these homes for reimbursement from the State could result in an
audit finding, so it is best to identify these homes and either delete those claims completely, or fix the data

situation that caused them to be zeroed-out and re-process them.
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Print the Unsubmitted Online Provider Claims Report

Last Modified on 04/01/2020 12:11 pm

This report lists unsubmitted claims for those providers who claim online with coT

KidKare. It lists those providers who have recorded meals for the claim month, but who have not used the Send
to Sponsor feature in KidKare to submit their claims to you for processing. Run this report after the bulk of your
claims have been processed, and use it to contact these providers and encourage them to submit their claims.

To print it:

1. Click the Reports menu, select Claim Management, and click Unsubmitted Online Provider Claims. The

Provider Filter window opens.

2. Check the box next to each filter to use and select your filter criteria. For example, to filter by state, you

would check the State box and select the state for which to run the report.

3. Click Continue. The Select Filter by Claim Month dialog box opens.

4. Click the Starting Month and Ending Month drop-down menus and select the claim month(s) for which to

run the report. To run the report for one month only, select the same month in both fields.

; Check Filter *

Select Filter by Claim Month:

Starting Month: IMarch 2020 "I
B -

‘ Cancel ‘ |Oont'|r|.ue|

5. Click Continue. The Provider Nested Sort Order dialog box opens.

6. Click the First Sort By drop-down menu and select the primary sort for the report. Name is selected by

default.

7. Click the And Then By drop-down menu and select a secondary sort for the report, if needed.

8. Click Continue. The report is generated and displays in the Report Viewer.

Unsubmitted Online Provider Claims
Demo Unify Sponsor HaiT est

Unsubmitted
Provider ID Provider Name Phone Email County M onitor Claim Month
S90003 AF1AE (24214124214 abc@gmail.com (007) Gardner.Betty  March 2020
990004 AN AM (233)333-3333 add@gmailcom March 2020
001237 Landers Gwen (317)001-1122 mmkidkareyNQFRzm@ maili (134)bb aa March 2020
nator.com
Tnmn Nguyen Ryan (201)324-3003 ryamnguyen@gmail com Trinity (42) Geldman Emma March 2020

9. Export or print the report, as needed:

o Click ® to export the report.
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o Click & to print it. If you need to change your printer to a PDF writer, click & 1o update your default

printer.
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Print the State Daily Claim Totals Report

Last Modified on 04/15/2019 1:50 pm
The State Daily Claim Totals report is used by very few states. It gives a day-by-day cor

meal count of all provider claims. It is very similar to the Meal Totals report, except this provides a count for all
providers. Claims that are on hold are not included on this report.

To print this report:

1. Click the Reports menu, select Claim Management, and click State Daily Claim Totals Report. The Select
Claim Month dialog box opens.
2. Click the Select Claim Month drop-down menu and select the claim month for which to print this report.

3. Click Continue. The report is generated.
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Print the Provider Daily Meal Count Report

. . . Last Modified on 08/27/2020 7:44 am
The Provider Daily Meal Count report provides meal count totals by meal for each of cor

your providers for a selected date range. It also totals all meal counts for each, individual provider, as well as
provides an overall total for all providers. The sort applied to this report defaults to your setting for preference
U.004.

1. Click the Reports menu, select Claim Data, and click Provider Daily Meal Count Report. The Select Dates
dialog box opens.

2. Click the Starting Date box and enter the starting date for this report.

3. Click the Ending Date box and enter the ending date for this report.

4. Click Continue. The report is generated.
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Print the Claimed Attendance Detail Report

. . . . . . Last Modified on 09/16/2020 2:55 pm
The Claimed Attendance Detail report lists meals for which each child on a specific cor

claim were claimed. It is organized by child.

1. Click the Reports menu, select Claim Data, and click Claimed Attendance Detail. The Select Provider
dialog box opens.
2. Set filters for the providers to include:
a. Inthe Filter By section, select the Selected Provider option or the Multiple Providers option. If you
select Multiple Providers, continue to Step 3.
b. Click the Status drop-down menu and select Active, Active & Withdrawn After, All, Hold, Pending, or
Withdrawn Before.
c. If you selected Active & Withdrawn After or Withdrawn Before in Step 2b, click the corresponding
Date box and select the appropriate date. If you selected any other status, go to Step 2d.
d. Click the Provider drop-down menu and select the provider for whom to run the report.
3. When finished, click Continue. If you selected a specific provider in Step 2, continue to Step 4.
a. The Provider Filter window opens. Check each box and select a filter that applies. If you don't set any

filters, all providers are included in this report.

Note: Check the Choose Providers From List box to select individual providers to include. When
you click Continue, the Choose Providers window opens. Check the box next to each provider to

include in the report and click Continue.

b. Click Continue. The Select Claim Source dialog box opens.
c. Choose from the following. You can select multiple sources.
= Manual Entry - Sponsor
= Online
s Scannable Forms - Sponsor.
d. Click Continue.
4. The Select Claim Month dialog box opens. Click the Select Claim Month drop-down menu and select the
claim month for which to run this report.
5. Click Continue. The Select Child Sort Preference dialog box opens.
6. Select the Sort by Name option or the Sort by Number/ID option.
7. Click Continue. The report is generated. To print this report to PDF, see Print Reports to PDF.
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Print the Claimed Attendance Summary Report

. . Last Modified on 09/16/2020 2:57 pm
The Claimed Attendance Summary report shows counts for the number of children cor

the provider attempted to claim but were not necessarily reimbursed. This is effectively pre-processed claim
data. Use the Meal Totals report for post-processed claim counts.

1. Click the Reports menu, select Claim Data, and click Foods Served Report. The Select Provider dialog box
opens.
2. Set filters for the providers to include:
a. Inthe Filter By section, select the Selected Provider option or the Multiple Providers option. If you
select Multiple Providers, continue to Step 3.
b. Click the Status drop-down menu and select Active, Active & Withdrawn After, All, Hold, Pending,
or Withdrawn Before.
c. If you selected Active & Withdrawn After or Withdrawn Before in Step 2b, click the corresponding
Date box and select the appropriate date. If you selected any other status, go to Step 2d.
d. Click the Provider drop-down menu and select the provider for whom to run the report.
3. When finished, click Continue. If you selected a specific provider in Step 2, continue to Step 4.
a. The Provider Filter window opens. Check each box and select a filter that applies. If you don't set any

filters, all providers are included in this report.

Note: Check the Choose Providers From List box to select individual providers to include. When you
click Continue, the Choose Providers window opens. Check the box next to each provider to include
in the report and click Continue.

b. Click Continue.
4. The Select Claim Month dialog box opens. Click the Select Claim Month drop-down menu and select the
claim month for which to run this report.
5. Click Continue. If you are printing this report for a single provider, go to Step 7.
6. The Provider Nested Sort Order dialog box opens.
a. Click the First Sort By drop-down menu and select the primary sort for this report. Name is selected
by default.
b. Click the And Then By drop-down menu and select the secondary sort for this report. This box is
blank by default.
c. Click Continue.

7. Thereport is generated. To print this report to PDF, see Print Reports to PDF.
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Print the Foods Served Report

. . . . . Last Modified on 09/16/2020 2:45 pm
The Foods Served report prints a list of all foods served by a provider in a given coT

month. You can also print this report in a weekly format, if needed. However, this article provides instructions for
printing the standard report.

1. Click the Reports menu, select Claim Data, and click Foods Served Report. The Select Provider dialog box
opens.
2. Set filters for the providers to include:
a. Inthe Filter By section, select the Selected Provider option or the Multiple Providers option. If you
select Multiple Providers, continue to Step 3.
b. Click the Status drop-down menu and select Active, Active & Withdrawn After, All, Hold, Pending, or
Withdrawn Before.
c. If you selected Active & Withdrawn After or Withdrawn Before in Step 2b, click the corresponding
Date box and select the appropriate date. If you selected any other status, go to Step 2d.
d. Click the Provider drop-down menu and select the provider for whom to run the report.
3. When finished, click Continue. If you selected a specific provider in Step 2, continue to Step 4.
a. The Provider Filter window opens. Check each box and select a filter that applies. If you don't set any

filters, all providers are included in this report.

Note: Check the Choose Providers From List box to select individual providers to include. When
you click Continue, the Choose Providers window opens. Check the box next to each provider to

include in the report and click Continue.

b. Click Continue.
4. The Select Claim Month dialog box opens. Click the Select Claim Month drop-down menu and select the
claim month for which to run this report.

5. Click Continue. The report is generated. To print this report to PDF, see Print Reports to PDF.
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Meal Pattern To-Do List

. . . . Last Modified on 07/16/2020 4:31 pm
As the meal pattern changes and evolves over time, review the following items coT

periodically to ensure compliance:

1. Keep Minute Menu HX updated. See Install & Upgrade Minute Menu HX.
Set staff permissions for the food tool. See Manage User Permissions.

Mark appropriate foods as whole grain-rich. See Mark Whole Grain-Rich Foods.

A w0

Print the food list report and update your food list, as needed. See Food List Report and Manage Your

Food List.

o

Update master menus and all other menu plans, such as Cycle Menus and EZ Menus. See Manage Menus.

6. Review your preferences. See Set Preferences.
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Breastfeeding Infants

. . Last Modified on 07/16/2020 4:27 pm
Daycare centers should record meals for infants that are breastfed by their mother cor

on-site the same way that they record foods for children who receive breast milk from a bottle. They must record
the breast milk option on the food list.

Per the USDA:

"While centers and day care homes must document what foods an infant is served, there is no Federal
requirement to document the delivery method for breast milk (e.g., if it was served in a bottle by the day care
provider or if the mother breastfed on-site).”

(CACFP 06-2017)

There is no reason (unless your state has instructed otherwise in writing) to identify whether or not the child was
fed from the breast or the bottle. Identifying the type/brand of cup, bottle, plate, utensil, flatware, etc. has never
been a requirement of the CACFP.

At this time, we are not aware of any state that has implemented this additional paperwork requirement. If your
state agency attempts to require documentation of which children were breastfed on-site, we encourage you to
use this as an opportunity to discuss the concern that prompted the requirement. This could be an opportunity
to work with your state agency to reduce paperwork burden and focus attention on meeting the true
requirements of the program.
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Flavored Milk

o . . . Last Modified on 07/16/2020 4:28 pm
Flavored milk is only allowed for children six (6) years-old and up. However, at this  cor

time, there is no edit check in Minute Menu HX that identifies when flavored milk is served to children age four
(4) and younger.

We strongly advise that you remove flavored milk from your list entirely. For more information, see Remove
Foods. If flavored milk is not removed, this edit check will need to be performed manually.
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Meal Pattern Edit Checks and Options

. . Last Modified on 07/16/2020 4:31 pm
There are several preferences that mange updated meal pattern checks in Minute  cor

Menu HX. This allows sponsors to adjust the behavior of the edit checks when advised to do so by their state
agency. It is best practice to leave these policies set as they are, unless your state agency has advised to
continue paying for meals.

¢ Preference Q.008: This preference determines the behavior of the whole grain edit check. You can set this
policy to warn, disallow, or ignore. All sponsors are set to disallow by default.

e Preference Q.011: This policy determines the behavior of the edit check for juice served more than once
per day. You can set this policy to warn or disallow. All sponsors are set to disallow by default.

¢ Preference Q.012: This policy determines the behavior of the edit check for meat served more than three
times per week at breakfast. You can set this policy to warn or disallow. By default, all Sponsors will be

set to disallow.

Any warnings or disallowances generated by the edit checks referenced above are visible on the Provider Error
Letter. Use caution when changing your policy settings, as they impact the results of claims processing. We
recommend that you do not change these policies mid-month (i.e. processing late claims vs. on-time claims
under different policy settings).

Note: We do not save the complete list of policy settings applied to an individual claim. So, if you change the
policies inside a claim month, make your own notes of what you changed and when so you can look back at
those claims in the future.
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Shelf-Stable Dried/Semi-Dried Meat

Last Modified on 07/16/2020 4:32 pm

The USDA has updated CACFP food crediting guidelines to allow shelf-stable, dried, cor
and semi-dried meat, poultry, and seafood snacks to be credited toward the meat component in reimbursable
meals. In addition, the updated guidelines also allow program participants to credit the following food items:

e Coconut
e Hominy
e Popcorn
e Surimi Seafood

e Tempeh

For more information about these updated guidelines, see the USDA's memo Update of Food Crediting in Child
Nutrition Programs.

For more information about adding and editing foods, see the following articles:

e Add Foods
o Edit Foods
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USDA Links and Resources

Last Modified on 05/28/2020 11:40 am

Updated Meal Standards Charts cor

e [nfants
e Children
e Adults

One-Page Summaries of the Updated Meal Standards

e Infants (English, Spanish)
e Children and Adults (English, Spanish)
e Best Practices (English, Spanish)

CACFP Meal Pattern Training Tools

e Choose Yogurts That Are Lower in Added Sugars (English, Spanish)

e Choose Breakfast Cereals That Are Lower in Added Sugars (English, Spanish)
e Serving Milk in the CACFP (English, Spanish)

e Growing A Healthier Future With the CACFP (English, Spanish)
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https://www.fns.usda.gov/sites/default/files/cacfp/CACFP_infantmealpattern.pdf
https://www.fns.usda.gov/sites/default/files/cacfp/CACFP_childmealpattern.pdf
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https://www.fns.usda.gov/sites/default/files/cacfp/CACFP_InfantMealPattern_FactSheet_SPANISH_V2.pdf
https://www.fns.usda.gov/sites/default/files/cacfp/CACFP_InfantMealPattern_FactSheet_SPANISH_V2.pdf
https://www.fns.usda.gov/sites/default/files/cacfp/CACFP_MealBP.pdf
https://www.fns.usda.gov/sites/default/files/cacfp/CACFP_MealPlan_Spanish.pdf
https://www.fns.usda.gov/sites/default/files/cacfp/CACFP_factBP.pdf
https://www.fns.usda.gov/sites/default/files/cacfp/CACFP_BP_Spanish.PDF
https://fns-prod.azureedge.net/sites/default/files/tn/cacfp-chooseyogurts.pdf
https://fns-prod.azureedge.net/sites/default/files/tn/FNSCACFPSP.pdf
https://fns-prod.azureedge.net/sites/default/files/tn/FNSCACFPCereal12.pdf
https://fns-prod.azureedge.net/sites/default/files/tn/cacfp-cereal-sp.pdf
https://fns-prod.azureedge.net/sites/default/files/tn/cacfp-servingmilk.pdf
https://fns-prod.azureedge.net/sites/default/files/tn/FNSCACFPMilkSP.pdf
https://fns-prod.azureedge.net/sites/default/files/tn/cacfp-infographic.pdf
https://fns-prod.azureedge.net/sites/default/files/tn/FNSCACFPInfogapicSP.pdf

Updated CACFP Food Crediting Guidelines

Last Modified on 01/09/2019 4:01 pm

The USDA has updated CACFP food crediting guidelines to allow shelf-stable, dried, cst
and semi-dried meat, poultry, and seafood snacks to be credited toward the meat component in reimbursable
meals. In addition, the updated guidelines also allow program participants to credit the following food items:

e Coconut
e Hominy
e Popcorn
e Surimi Seafood

e Tempeh

For more information about these updated guidelines, see the USDA's memo Update of Food Crediting in Child
Nutrition Programs.

For more information about adding and editing foods, see the following articles:

e Add a New Food
¢ Edit an Existing Food
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CACFP Trainer's Tools: Feeding Infants

Last Modified on 11/22/2019 1:36 pm

CACFP Trainers Tools: Feeding Infants (link out) oo

Provided by the USDA, this web page hosts content from the Feeding Infants in the Child Adult Care Food
Program guide that is meant to help you train your sites to better feed infants. It focuses on developmental
readiness, hunger cues, storing breastmilk/formula, and more. The resources included are:

e Trainer's Guide

Presentations (with Trainer Notes)

Videos

Digital Activities

Knowledge Tests
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CACFP Food Buying & Crediting Resources

i . i i Last Modified on 11/22/2019 2:04 pm
The USDA has provided numerous resources for crediting and buying food in the csT

CACFP. Click each link below to access each resource on the USDA's website.

Crediting Updates for Child Nutrition Programs: Be in the Know!

This is a five-part, recorded webinar series that ensures you remain up-to-date on recent crediting changes in the
CACFP.

Exhibit A Grains Tool to the Rescue!

This is a recorded demo of the USDA's Exhibit A Grains Tool, which is included with the Food Buying Guide for
Child Nutrition Programs Interactive Web-Based tool. The Exhibit A tool allows you to search for your grain
product and enter serving sizes from the product label.

Food Buying Guide Goes Digital
This recorded webinar discusses the new Food Buying Guide mobile application and FBG Interactive Web Tool.

Navigating the Food Buying Guide FBG Calculator

This recorded webinar teaches users about the FBG Calculator, which is included in the Food Buying Guide for
Child Nutrition Programs Interactive Web-Based Tool. The FBG Calculator is designed to create a shopping list
to assist child nutrition program operators when ordering food for their programs.

543


https://www.fns.usda.gov/tn/crediting-updates-child-nutrition-programs-be-know-webinar-series
https://www.fns.usda.gov/tn/crediting-updates-child-nutrition-programs-be-know-webinar-series
https://www.fns.usda.gov/tn/exhibit-grains-tool-rescue
https://www.fns.usda.gov/tn/food-buying-guide-goes-digital
https://www.fns.usda.gov/tn/navigating-food-buying-guide-fbg-calculator

SSO: What You Need to Know

Last Modified on 07/18/2022 9:49 am
Access the SSO Updates Landing Page for the most up-to-date information about  cor

the ongoing SSO Updates.
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Find Your Login Information

To find your login information for Minute Menu HX:

1. Log in using your saved username and password.

2. Click the Administration menu and select Users/Monitors. The User/Monitor Information window opens.
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0 HX will require OS Windows 8.

3. Click the Select User/Monitor drop-down menu and select your name. Take note of your username and

password.
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Create Free Email Addresses

. . . . Last Modified on 08/04/2022 5:01 pm
With the new SSO updates, every user must have an email address on-file. This coT

includes members of your sponsor staff who access HX. It only takes a few steps to create a free email address
on your platform of choice. This article includes step-by-step instructions for Gmail, Outlook, and Yahoo.

Create a Gmail Account

Note: Want to see this process instead of reading about it? Check out Right Inbox's video tutorial here.

1. Go to gmail.com.

2. Click Create Account.

3. Enter the following information in the text boxes:

o First Name

o Last Name

o Username

o Password

o Confirm (enter your password again)

4. Click Next.

5. Enter your mobile phone number. Google will text a verification code to the number you provide. This is
known as two-step verification. Enter this code once you receive it.

6. Click Next. Here, Google asks for some personal information to help keep your information secure. This
includes your phone number, a recovery email address, date of birth, and gender. You can click Why we
ask for this information on the sign-up form to learn more about why Google asks for this information.

7. Click Next.

8. Review Google's Terms of Service and Privacy Policy and click | Agree.

9. You should know be able to log in to Gmail with your new account.

Create an Outlook.com Email

Note: Want to see this process instead of reading about it? Check out MG's Tech Tips' video here.

1. Go to https://outlook.live.com/owa/.
Click Create Free Account.
Enter your preferred email address in the New Email field.

Click Next.
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Create a password to use with your account.
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Note: To avoid unwanted emails, we recommend you clear the | would like information, tips, and offers

about Microsoft products and services box before moving to Step 6.

Click Next.

Enter your first and last name.
Click Next.

Select your birthdate.

© v ® N o

Click Next.
11. You may be prompted to complete a small task, like selecting a specific animal from a collection of
images, or entering a piece of text. This helps Microsoft verify that you are not a bot attempting to create

an account. Click Next. Your new inbox opens.

Create a Yahoo Mail Account

Note: Want to see this process instead of reading about it? Check out How Tech's video here.

1. Go to https://login.yahoo.com.
2. Click Create an Account.
3. Enter the following information:
a. Full name
b. Preferred email address
c. Password
d. Birth Year
4. Click Continue.
5. Enter your mobile phone number and click Send Code. Yahoo will text a verification code to the number
you provide. This is known as two-step verification. Enter this code once you receive it.
6. Click Verify.

7. You should now be able to log in to Yahoo Mail with your new account.
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