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Add or update contacts 
1. Log in to WINS 
2. To add contact, click Add Contact link located in the top right corner 
3. Add the 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. Click the paper and pencil icon next to the contact’s name 
7. Add the required (*) and other information 
8. Click Save 

 

 

 

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 
1. Log in to WINS 
2. Click on the Sponsor Applications & Participation tab 
3. Under the Component column, click on the Questionnaire link 
4. Click the Determining and Hearing Official Designation tab on the left of the questionnaire 

 

  



How to find the effective date of eligibility 
1. Log in to WINS 
2. Click on the Sponsor Applications & Participation tab 
3. Under the Component column, click on the Questionnaire link 
4. Click the Eligibility Determination tab on the left of the questionnaire 

 

 

  



How to add a program to the application 
1. Log in to WINS 
2. Click on the Site Applications Tab 
3. Find the site under the Site Name column in which the program will be added 
4. Click on the Participation link 
5. Under Step 2a: Participation – Program Selection at the top of the page, select the appropriate 

meal program 
6. 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 

Seamless Summer Option) 
8. Complete the program questions and click the Next button at the bottom of the page 
9. Click the Days of Operation tab on the left side of the page and locate the meal program added. 

Click the Add Range button 
10. 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) 
11. 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 

 

 



 

  



Add or remove days of operation 
1. Log in to WINS 
2. Click on the Site Applications tab 
3. Find the site under the Site Name column in which the days of operation will be modified 
4. Click the Participation link 
5. Under Step 2b: Participation – Program Questions, click the Days of Operation tab on the left side 

of the page 
6. Click the Edit Range button under the appropriate meal program – the range dates and serving 

days can be modified 
7. Click the Save button 
8. The new dates will appear under the meal program. Click the Next button at the bottom of the 

page 
9. 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 

 

  



How to make changes to the Participation Detail 
1. Log in to WINS 
2. Click on the Site Applications tab 
3. Find the site under the Site Name column in which the Participation Detail will be modified 
4. Click the Participation Detail link 
5. 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. 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 

 



 

 

  



Locating monthly claims for reimbursement 
1. Log in to WINS 
2. Click on the Claims & Monitoring tab 
3. Click on the month to view consolidated claim data 
4. Click on the Site Claims link to view each site’s claim data 
5. 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 

 

  



How to access Direct Certification 
1. Log in to WINS 
2. On the Sponsor Tasks tab, locate the Direct Certification link toward the bottom of the page 
3. The Direct Certification application will open in a new tab. 
4. 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 

  

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

 

 

 

  



How to access the Verification Summary Report 
1. Log in to WINS 
2. On the 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 

 

 

  



How to add a waiver for an unanticipated school closure 
1. Log in to WINS 
2. On the Sponsor Tasks tab, click the Waivers link toward the bottom middle of the page 
3. Click the Apply New Waiver button 
4. Select the NSLP/SBP Waiver: Unanticipated School Closure Waiver 
5. Add a reason for the waiver in the “Requesting waiver due to” field (e.g., Inclement weather) 
6. Add Start Date and End Date 
7. Select either Non-congregate or Congregate 
8. Select the appropriate site(s) in which the waiver will apply 
9. Click the Submit button at the bottom right corner of the page 
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