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Debbie Kains-Nutrition Programs

Alex Wheeler-Funding and Disbursement
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Illinois Web Application Security- IWAS
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Illinois Web Application Security- IWAS
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IWAS- User Guide
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IWAS- User Guide, Cont.
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• Authorized representative
– Public School District = Superintendent
– Non-Public District = Person fiscally responsible for the district

• Claim or Annual Application submissions
– School Business Official
– Food Service Director
– Food Service Director Administrative Assistant
– Superintendent Administrative Assistant
– District Administrative Assistant

IWAS- Users
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• Who can use a login?
– Each user should have unique login for WINS
– Limit staff to only those necessary 
– Do NOT share or use inherited login from previous staff or superior

• When to change staff login access?
– Change of responsibilities
– Personnel changes

IWAS Helpdesk 217-558-3600

IWAS Users-Cont. 
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How to Access-Sign Up 
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Login: User ID 
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System Listing 
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Web-based Illinois Nutrition System (WINS) 
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WINS Dashboard
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WINS Dashboard
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WINS Dashboard



15

Sponsor Tasks-Tab
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Sponsor Tasks-CEP
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Sponsor Tasks-Waivers
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Reports-Direct Certification Link
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Direct Certification
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Additional WINS Annual Application FY26

WINS application instructions website: 
https://www.isbe.net/Pages/School-Nutrition-Applications-and-Reports.aspx 

Helpful Links:
Recorded presentation
Slides only
SNP Annual Application Quick Reference Guide

https://www.isbe.net/Pages/School-Nutrition-Applications-and-Reports.aspx
https://youtu.be/-kgg5OaCEdUYouTube
https://www.isbe.net/Documents/WINS-Annual-App-SY%2025-26-Instructions.pdf
https://www.isbe.net/Documents/SNPAnnualApp-QuickReferenceGuide.pdf
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Submission Dates and Payment Dates

• Claim are required to be submitted within 60 days following the last day of the month 
being claimed (e.g., January’s claims are due by March 31).

• IF a claim is submitted after the 60-day deadline:
• It will be marked as “Waiting for Approval”, a sponsor is allowed to use a one-time 

exception to have one claim month approved after the 60-day deadline. 
• This one-time exception can only be used once every three years. 

• Claims are processed and paid on Tuesday morning.
• If you are trying to submit your claim on Tuesday morning, you will get an error! 
 
 
 

Please try to submit your claim later that afternoon. 
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Claim Submission

• Claims can be reviewed and submitted by starting at the ‘Claims and Monitoring’ tab.
• Select the month you would like to submit a claim for by clicking the ‘Site Claims’ link.

• School Nutrition Programs WINS Claims Instruction Manual
• Summer Food Service WINS Claim Instruction Manual
• Child and Adult Care Food Program – Centers Claim Instruction Manual

HELPFUL LINKS

https://www.isbe.net/Documents/wins-claim-inst.pdf
https://www.isbe.net/Documents/wins-sfsp-claim-inst.pdf
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Claim Submission continued

• Choose the site you would like to submit a claim for by clicking on the month to 
the left.
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Claims (Free, Reduced, & Paid) – Daily Meal Counts
• Once you select the site and month that you wish 

to submit a claim for, a claim entry screen (like 
the one on the right) will be displayed.

• This screen is where you will enter the Daily Meal 
Counts by Category (Free, Reduced, and Paid) and 
by program meal service that the site is approved 
for.

• Once you enter and save any information on the 
site claim the status of the site claim will change 
to ‘Draft’ and there will be a ‘Draft’ watermark in 
the background.

• Once you enter all the daily meal counts for the 
month, you can click the ‘Save and Continue’ 
button and it will take you to the next meal 
service Daily Meal Count entry screen.

• After all meal counts are entered for all meal 
services click ‘Save and Continue.’



25

Claims (Free, Reduced, & Paid) – Statistics Screen

• Next you should be taken to the Statistics Page.  This is monthly information for each 
program type (i.e., National School Lunch, Special Milk, National School Breakfast, Snack, 
and Seamless Summer). Enter the highest Enrollment and highest Free, Reduced and Paid 
Eligibles (Do NOT enter Meal totals) for the month for each program type. Place your 
mouse curser over the         to display the definition.
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Claims (CEP) – Daily Meal Counts
• If you are submitting a claim for a CEP 

site, then your claim entry screen will 
look a bit different from the Free, 
Reduced, & Paid claim entry screen.

• You will notice on the CEP claim entry 
screen there is only one spot to enter 
meal counts for each day.  This is because 
all students qualify for free meals so 
there is no need to separate by free, 
reduced, and paid meals.

• All that needs to be entered here is the 
total reimbursable meals served that day 
(be sure that you keep breakfast and 
lunch counts separate)
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Claims (CEP) – Statistics Page

• CEP statistics look a little different than Free, Reduced, and Paid.  The process to find 
enrollment and ADA are the same as it is for Free, Reduced, and Paid claims, but you will 
see there is section called CEP Eligible.  CEP Eligible would be the same as enrollment 
because it is the number of students who are enrolled in the site and have access to the 
program.
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Statistics Definitions
• Enrollment: Report the highest number of students enrolled in the site for the month who had access 

to the program. Even if a student was enrolled for one day they should be included in this figure.
 
•  ADA (Average Daily Attendance): Total the attendance for all days of the month for students who had 

access to the program. Divide by the number of serving days for the program and round to the next 
higher full number. Do not include fractions, percentages or decimals. EX: attendance for all days of 
the month = 1500 / 21 days = 71.43 which would be rounded up to 72 for the ADA.

• Eligibles: Report the number of students in the eligibility category at the end of the month plus any 
students who transferred out of the site or to another category at any time during the claim month. A 
student may be counted in more than one category during the month if they change categories during 
that month.

• ADA%: ADA divided by Enrollment (this is calculated by the system and used in edit checks.)

• Attendance Adjusted Eligibles: ADA% multiplied by the number of Eligibles in each category. (this is 
calculated by the system and used in edit checks.)
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Claims – Site Summary Screen
• Once you have entered all statistical information 

click on ‘Save and Continue’ to continue to the 
Site Claim Summary screen.

• This screen summarizes the information you 
submitted on the Claim Entry and Statistics 
pages. You should review the information for 
accuracy and ensure it matches your records. If 
any changes need to be made, navigate back to 
the Meal Count Entry screen or Statistics screen 
by using the blue tabs on the left side of the 
screen or the ‘Previous’ button at the bottom of 
the page. If all information is correct, click on 
the ‘Submit Claim’ button.
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Claims – Submission Screen
• The system will run edit checks to validate the accuracy of the claim. If the claim 

passes all the edit checks, the following screen will display. If the claim does not 
pass all edits, you will receive Critical Errors.

• SNP WINS Claims Instruction Manual (pg 14)

• From here you can select where you would like to go next:
• Return to the Claim, Next Site Claim, Site Claim 

Summary, Sponsor Claim Summary, Return to the 
Home Screen (Dashboard)

• If this is your last site, click on ‘Sponsor Claim 
Summary.’

https://www.isbe.net/Documents/wins-claim-inst.pdf
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Sponsor Claim Summary

• When you click on the link to open the 
Sponsor Claim you will see a screen like 
the one on the right.

• The Sponsor Claim is a consolidation of 
all the Site Claims that were successfully 
submitted for the month. In the Sponsor 
Notes area, it identifies how many Site 
Claims are included in this Sponsor 
Claim. You must ensure that ALL 
appropriate Sites are included. Please 
ensure that ALL meal counts and 
statistical totals match your records 
before submitting the sponsor claim.
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Sponsor Claim Summary

• Once you are sure that all totals are correct, and you have clicked the ‘Submit’ 
button to submit the Sponsor Claim you will receive a screen asking you to confirm 
that the data you are submitting is true and accurate to the best of your knowledge. 
You must click on ‘Agree’ to complete the claim submission process.
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Sponsor Claim Summary

• Once the Sponsor Claim is successfully submitted the screen will look like the one 
below.

• The Funding & Disbursements Department vouchers claims for payment each week on 
Tuesday mornings. If the claim was submitted prior to the start of the voucher 
process, it will be included in the weekly voucher batch. 
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Claims: When to contact Nutrition Staff?

NUTRITION PROGRAM STAFF

Missing program on the claim

Application status “incomplete”

Monthly link not appearing on claims tab

Dates missing on daily meal count screen
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Contact Information 
• If you need any assistance with your claims, the ISBE Funding and 

Disbursements Department processes all state and federal child 
nutrition reimbursement claims.

• Funding and Disbursements Contact Info
• https://www.isbe.net/Pages/Child-Nutrition-Programs.aspx
• (217) 782-5256

• If you need assistance with your application in WINS please contact 
Nutrition Program staff:

• CNP@isbe.net
• (217)782-2491 or (800)545-7892

https://www.isbe.net/Pages/Child-Nutrition-Programs.aspx
mailto:CNP@isbe.net
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