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Add or update contacts

1. Loginto WINS
2. To add contact, click Add Contact link located in the top right corner
3. Addthe required (*) and other information
4. Click Save
5. To update a contact, locate the contact information on the home page (e.g., Sponsor Contact)
6. Clickthe paper and pencilicon next to the contact’s name
7. Addthe required (*) and other information
8. Click Save

Springfield SD 186 (51-084-1860-25)

Sponsor Contact @

Hame:

Tithe:

Business
Fax
Email:

Note: WINS ties to the Entity Profile System (EPS) system for official school district names, school site
names, addresses, contact information and the Authorized Representative (District Administrator).
For instructions on updating EPS information, review the EPS guide.


https://www.isbe.net/Pages/Entity-Profile-System.aspx

How to find the Determining and Hearing Official

Pobd=

Login to WINS

Click on the Sponsor Applications & Participation tab

Under the Component column, click on the Questionnaire link

Click the Determining and Hearing Official Designation tab on the left of the questionnaire
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How to find the effective date of eligibility

Login to WINS

Click on the Sponsor Applications & Participation tab

Under the Component column, click on the Questionnaire link

Click the Eligibility Determination tab on the left of the questionnaire
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How to add a program to the application
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o

Login to WINS

Click on the Site Applications Tab

Find the site under the Site Name column in which the program will be added

Click on the Participation link

Under Step 2a: Participation — Program Selection at the top of the page, select the appropriate
meal program

Click the Next Section button and continue with Step 2b: Participation — Program Questions

7. Click the meal program tab added on the left side of the page (e.g., After-School Care Snack or

10.

11.

Seamless Summer Option)

Complete the program questions and click the Next button at the bottom of the page

Click the Days of Operation tab on the left side of the page and locate the meal program added.
Click the Add Range button

Enter the Start and End dates in which the meal program will operate and select the appropriate
days Serving Days in which meals will be served (e.g., Monday through Friday)

Click the Save button

12. This information will appear under the meal program. Click the Next button at the bottom of the

page

13. Continue to Step 3: Participation Detail

14. Select the meal program added in the middle of the page

15. Add the Start Date, Ende Date, Enrollment, Begin Time, End Time, and Meal Preparation method
16. Click the Save button in the middle of the page

Sponsor Tasks  Sponsor Applicafions & Participation [ELERELLLER Claims & Monitoring  Sponsor Info




Zaamiaze Summer Option

After-Schoal Cane Snack

Days of Oparation

-Program Selection 20} Pariicipation - Program Guesfions  3) Particlpation Detall |

Seamless Summer Option

School Breakfas! Program
1. Seamless Site Type

School W

2. Seamless enrcllment type
Dpen el

3. How is your site eligible for the scamless program?

[School Data w |
4. Will this site be operating as an academic summer school?
) Yes
(]}

5. How will the site advertise the availability of meals to the community?

] Bl ey

] Flyers bame fram schoal

] Flyers in cammunity

] Tedevizian

) i

) District Websile

-chm;nru_' Cadl ta Household
J Sacial Media Accounts

] cber

& Meals and Menus

Maal Prep Locatlon Offer ve_ Sarve

Z8amigss SUMmar Opticn Tolkows the eams meal pattern grade groupings 28 National 3chool LUnch Program (Pra K, K-5,
K-B, £-8, 5-12) and School Breakfast Program (Pre K, K-5, K-8, §-8, 3-12 or K-12).
7. Please indicate the meal pattern grade group(s) being served by checking the all applicable grades
balown:

lp Ok 1 (] Oa e Os

Ja Oz [ [Ca Do On [WEF]
&. Do you want this site to serve Hon-Congregate Meals?

This location |& NOT eliglble to serve non-congregats meals.




Add or remove days of operation
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Login to WINS

Click on the Site Applications tab

Find the site under the Site Name column in which the days of operation will be modified
Click the Participation link

Under Step 2b: Participation — Program Questions, click the Days of Operation tab on the left side
of the page

Click the Edit Range button under the appropriate meal program - the range dates and serving
days can be modified

Click the Save button

The new dates will appear under the meal program. Click the Next button at the bottom of the
page

Continue to Step 3: Participation Detail

10. Select the appropriate meal program in the middle of the page

11

. Modify the Start Date and End Date columns

12. Select the appropriate days the changes apply to under the “Apply changes to the following days”

header (e.g., Monday through Friday)

13. Click the Save button in the middle of the page

SNP Site Application

1) Sits Questionnalre 33} Participation - Program Selaction | 30 Participation - Program Questions 3] Participation Detall |

Participation detail

Summary of Monthly Serving Days - 189 [-1
As long as the daily enrollment for 2 program is larger than 0, you will be able ta file a claim for that day. Once the monthly site claim is submited, the
program participation enrofiment for the month will be wpdated to the enrcliment number entered on the satistics section of the sits claim. You do not need to
change =ach day's enrollment here to match esch day you are clsiming.

Counts in red indicate error(s) are present for the month.

July 1} August 10 September 20
COctober 21 Movember 17 December 15
January 22 February 20 March 22
April 22 May 20 June 0
lﬁEEI: chanﬂes to the fullowinﬂ da:s: '
( Sunday Monday Tuesday ‘Wednesday Thursday Fridary Saturday
|2 Go to daily detail
Meals will not be scheduled on days whers the district is not in s2s=ion, as indicated on the school calendar
start dats B i Begin tima Emd ime Miaal preparafion
Sehool Breakfas! Breakle=t  [gi1gjzozs B [s/zsz0z6 |1 [S00 07:30 |[AM w] [oB:30 [[AMw] [SelfPrep W
Haticnal Schoal Lunch Lunch A/18/2025 ﬂ 5/25/2026 = 00 10:40 || A8 W 01:00 || FM W Sall Prep W
After School Snack PM. Snack B/1B/2025 i) 5/2B/2026 e ] 75 02:30 |[PM w 04-00 |[PF Sell Prep | W
] Seamiess Summes Oplion Lunch ] = 00:00 | [ AM v 00:00 [ AM W Sall Prep W
=




How to make changes to the Participation Detail

Login to WINS

Click on the Site Applications tab

Find the site under the Site Name column in which the Participation Detail will be modified
Click the Participation Detail link

To make changes to multiple days select the appropriate meal program(s) in the middle of the
page

6. Changes to Start Date, End Date, Enrollment, Begin Time, End Time, and Meal Preparation can
now be made

A S e

a. See Add or Remove Days of Operation if extending school year

7. Select the appropriate days the changes apply to under the “Apply changes to the following days”

header (e.g., Monday through Friday)
8. Click the Save button in the middle of the page
9. To make a change to a single day click the Go to daily detail button in the middle of the page
10. Use the Month and Program dropdown boxes to find the appropriate day and meal program
11. Use the Enrollment, Meal Times, and Meal Preparation tabs to make appropriate changes
12. Click the Save button at the bottom of the page

SNP Site Application

P 3
1) sibe Questionnairs 23| Parficipation - Frogram Salaction | 2m) Participation - Program Questions 3] Participation Datal |

Participation detail

Summary of Monthly Serving Days - 183 -1
As long as the daily enrollment for a program is larger than 0, you will be able to file a claim for that day. Once the monthly site claim is submitted, the
program participation enrcliment for the manth will be wpdated to the enrcliment number entered on the statistics section of the site claim. You do not need to
change each day's enroliment here to match each day you are claiming.

Counts in red indicate error(s) are present for the month.

July 1] August 10 September 20
October 2 November 17 December 15
January 22 February 20 March a2
April 22 May 20 June 0

[Apply changes to the following days: |

Sunday Manday 8 Tuesday ‘Wednesday Thursday Fridary Saturday

| ZGa to daily detail |

Meals will not be scheduled on days where the district is not in session, as indicated on the school calendar

start dats B 8 thmia on
School Breakfast Breakles!  [grig/a025 | BE |S/2B/2026 |9 (8O0 O7:30 |[AM 0B:30 || AM w Sell Prep W
Malicnal Schoal Lunch Lunch 8/18/2025 ﬂ S/ZE/2026 j oS00 10:40 || AM W 01:00 || PM W Sall Prep W
After School Snack PM. Snark  [ge5p o i 5/26/2026 = 75 02:30 |[PM W 04:00 |[PM W Sell Prep W
Seamiess Summer Oplion Lunch -1 :ﬂ D0:-00 || AM W 0000 | Ak w Sell Prep  w




1) Siba CiugBtOnNAINe . 3] PArHCIpEtan - Program seisction

‘§0] Bartcipation - Program GuUgstons

i Participation Dstal

Summary of Monthly Serving Days - 183

As long as the daily enrollment for @ program is larger than 0, you will be able ta file a claim for that day. Once the monthly site claim is submited, the

program participation enrofiment for the month will be wpdated to the enrcliment number entered on the satistics section of the sits clsim. You do not need to
change =ach day's enrollment here to match each day you are clsiming.

Counts in red indicate error(s) ars present for the month.

July ]

October )
January az

April a2
Meals

Month [January W

Program [Schoal Breakfast w |

oliment || Mzal times || Meal preparation

August 1

MNovember 17

February 0

May 0
Quick Links

|EiMake bulk changes
51Go to site claim

& Print Approved Summary

Legend

[] Man Serving Day
[ Sening Day

[l Holiday

[ Special Evert

20
15
2
o

Meal Date Breakfast Cap Override Errors]

Thu Jan 1 2026

S00|

Fri Jan 2 2026 00|
Sal Jan 3 2026 0l
0l

—

Sun Jan 4 2026




Locating monthly claims for reimbursement

Login to WINS

Click on the Claims & Monitoring tab

Click on the month to view consolidated claim data

Click on the Site Claims link to view each site’s claim data

The Site Claim link will open a separate panel for the corresponding month. Click the Month (.g.,
“Oct” for October) for the site to view site claim data

A S e

Sponsor Tasks  Sponsor Applications & Participation  Site Applications [ESETUEERALGELLULE Sponsor Info

Monitoring Summary

o

4 Sile Claims
= Aug 2025 Clasim Sent i FRIS T Sile Claims
£ Zap 2028 Claim Senk 1o FRIS 12 Sile Claims
= Oct 2025 Clasirm Sent o FRIS 19 Sile Claims
= Now 2025 Clasirm Sent i FRIS ] Sile Claims
= Dsc 2025 Claim Sent o FRIS 30 Sile Claims

2026 Claim Mot Submitled Sile Claims




How to access Direct Certification

Login to WINS

On the Sponsor Tasks tab, locate the Direct Certification link toward the bottom of the page

The Direct Certification application will open in a new tab.

Use the SNAP/TANF/Free Medicaid, Reduced Medicaid, and Homeless/Migrant/Headstart links at
the left of the page to access Annual and Monthly files

5. Click the Download or Print buttons to view Annual and Monthly files

Pobd=

Homa SNAPITANF/Free Medicaid Monthly/Annual Match Files
Direct Cartification

Flls Type

SHAPTANF Fras Medicald - =
Manthly 7 0101/2026 ] -
Reduced Medicald -
HomeleeaMarantHeatetard ||| 0 120112025 12082025 =] 2
Flla Upload Match Manthly 356 11012025 11052025 =] 4
Singla Child Match Manthly 737 10012025 10062025 = a
Direct Verification Mantily B0 DBN01/2025 08032025 = A
Contact Us Maniily 157 08172025 OBAE/Z025 o a
Change RCOT Ansual TEDE  OTNV2035 07112025 [ a

Complete guidance on the Electronic Direct Certification System can be found in the Adminstrative
Handbook, Electronic Direct Certification section.



https://www.isbe.net/Documents/F-Electronic-Direct-Cert.pdf
https://www.isbe.net/Documents/F-Electronic-Direct-Cert.pdf

How to find the CEP Group Information

Login to WINS

Pobd=

On the Sponsor Tasks tab, locate the CEP Group Information link toward the middle of the page
The link will open all the CEP groups — current “Approved” groups are highlighted in green
Click on an approved group to see individual site information

LD  Sponsor Applications & Participation  Site Applications Claims & Monitoring  Sponsor Info
Administrative Tasks
ponsor Tasks
T Batch Dally Meal Counts #  Enroll Sife In Bew Program
@  Batch ParBicipation Detall #  Edit 3ite Questionnalna
@ AddiRemowe Detall Datas L EdIf Program Parficipation
7  Batch Sie Questicnnaire #  Edit Parficipation Defan
@  Batch Sie Parbicipation
@  FFVP Application
(e

Add Hew Site
®  Deactivale'Re-activate Siteds)
4 Review Cliation Responees
= ‘Walvers
= Direct Certification Hia WIN % Budgets required.
= Deleted Siies
@ Claim Data Report

|

Student Counts Rate Percent Group Info
Identified Students: T460 CEP Eligibility: 60.00 % Number of Sites: 33
Enraliment: 12433 Free Claiming %: 096.00 % Begin Datea: 7172025
Modified Students: 1] Paid Clairming %: A4.00 Y End Date: 6/30/2025
Rate Info

Average Breakfast Reimbursement: $2.88

Average Lunch Reimbursement: $4.58




How to access the Verification Summary Report

1. Loginto WINS

2. Onthe Sponsor Tasks tab, locate the NSLP Verification Summary Report link toward the bottom of
the page

3. The link will open the Verification Summary Report for the appropriate program year.

4. Use the Next and Previous buttons at the bottom right of the page to navigate between Steps 1
through 5

5. Click the help guide icons and tooltips (i.e., “i”) for additional information on each step

Il $tep 1: Application Count SY 2025-2026

@ Applications Approved for Free or Reduced Price Benefits

How many applications did the district have on file that were approved for FREE meal benefits based on providing a valid SHAP or TANF I0 number; OR due to the foster child bex being checked on the application?

2 How many applications did the district have on file that were apgroved for FREE meal benefits based on meeting housebold size and income guidelines?

3 How many applications did the district have on file that were apgroved for REDUCED PRICE meal benefits based on meeting household size and income guidelines?

TOTAL of all above applications

ng are error prone income applications?

r'rﬁl:atiun Sample Size (3% of Totai Agplications from Line 4)

6 Number of Applications to be verified




How to add a waiver for an unanticipated school closure

© O N O R~N=

Login to WINS

On the Sponsor Tasks tab, click the Waivers link toward the bottom middle of the page
Click the Apply New Waiver button

Select the NSLP/SBP Waiver: Unanticipated School Closure Waiver

Add a reason for the waiver in the “Requesting waiver due to” field (e.g., Inclement weather)
Add Start Date and End Date

Select either Non-congregate or Congregate

Select the appropriate site(s) in which the waiver will apply

Click the Submit button at the bottom right corner of the page

\SL:‘.-'Sﬁ Waiver: Maal Service Times Outside of NSLP time 10:00 AM- 2:00 PM - @

SNP Waiver: Observation of Ramadan- non-congregate meal serviee - @
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