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In order to receive reimbursement for meals served as part of the Child and Adult 
Care Food Program, you will need to submit a monthly claim for reimbursement.

To complete this process you will need: enrollment for the month broken down by 
eligibility category (free/paid/reduced), daily attendance counts, and daily meal 

counts for all sites. 

Claims for reimbursement must be entered through the CNP connect online system. 
We ask that all claims be submitted within 10 days after the last service day of the 

month for which you are claiming. 

Please remember: the CNP connect system is not compatible with any browser but 
Internet Explorer and works best on a PC, not a mac. If you access the system in an 

unsupported browser, you may be unable to save and will lose your work. 

The following slides will walk you step-by-step through the monthly claim process. 



1. On the main menu be sure to 
choose the correct fiscal year you 

are working in.  

2. Once the year is selected, select 
the Claim Menu from the top menu. 

Remember: RIDE’s fiscal year runs 
from Oct-Sept, so at the start of each 

new school year your September 
claim will be submitted in a different 

fiscal year than the October claim.
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1. On the left side choose from the Sponsor Type drop down menu.  Most 
Sponsors will only have one option, however, if your organization operates 

multiple programs, such as child care and adult day care, you will need to select 
the appropriate option for the claim that you wish to enter. 

2. A list of the Sponsors that you have access to will populate in the center box.  
Click on the appropriate Sponsor for the claim that you wish to submit. Again, 
most Sponsors will only see one option here but you must click on the name 

that appears in the box regardless. 
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1. Select the operating month of 
the claim you are submitting 

and press continue. 

If you do not see the month that 
you are looking for in the 

dropdown list, you may be in the 
wrong fiscal year and will need to 
go back to the home page to edit 

this.

For example, if you are trying to 
enter a claim for September 2018 
but only see September 2019 as 
on option in the dropdown list, 
you will need to go back to the 
homepage and enter the prior 

fiscal year to the one that you are 
currently in. 
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1. In the select a site box, 
click and highlight which site 
you would like to enter meal 

counts for. 
2. Click continue.
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This will bring up the monthly 
calendar. If you have not 

entered meal counts yet, the 
calendar will not be 

highlighted. Highlighted dates 
represent days for which meal 
count information has already 

been entered.  

Click on the link to see or 
enter meal counts. 

The meal counts page will 
open in a new window.



For Non At-Risk Sites ONLY 

1. Enter enrollment figures for eligibility categories (free, reduced, paid) – these numbers should 
represent only those children who were in attendance during the review month. If a child is 
reported in the ‘free’ or ‘reduced’ category, the Sponsor must have a complete and current 

meal benefit application on file. 

2. If you are a For-Profit center only, enter the total number of enrollees receiving Title XX 
benefits for the month that you are entering the claim. 

3. Click continue to meal count form.  
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For At-Risk Sites ONLY 

1. If you operate a traditional childcare program in addition to your at-risk program, enter 
enrollment figures for eligibility categories (free, reduced, paid) – these numbers should 

represent only those children who were in attendance during the review month. If a child is 
reported in the ‘free’ or ‘reduced’ category, the Sponsor must have a complete an current 

meal benefit application on file. 

2. For your at-risk program, enter the highest daily attendance during the claim month that you 
are entering meal counts for. 

3. Click continue to meal count form.  
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1. Enter daily attendance and meal count information for each day and meal period that you are 
claiming for reimbursement

Note: you will only be able to enter meal counts for days and meal types that are approved in your 
online agreement in CNP connect. 

2. Save often to avoid losing your work. The system will automatically time you out after a certain 
amount of inactivity and any unsaved information will be lost. 
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1. Once all counts 
are entered for 

each service day 
in the month, 

click the approve 
meal counts box 
at the top and 

save. 

2.Scroll to the 
bottom of the 

page and select 
continue.  

The meal counts 
screen will close 
and you will be 

back on the main 
screen.
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1. If you have more than one site and need to input meal 
counts for another site, click the check mark next to step 2 

on the left hand side and repeat the process. 
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1. If all information for the site(s) is entered correct and you are 
ready to submit, check the ready for RIDE approval box.

2. Select confirm.

Remember: If you are a ‘level 2’ user, you will not be able to 
complete this step. Only a ‘level 1’ user can submit the monthly 

claim for reimbursement. 
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The claim is now 
submitted to RIDE for 

review and processing-
note the ready for RIDE 

approval button is greyed 
out and the delete claim 
and confirm buttons are 

now gone. 



If you need to edit your claim for any reason after it has been submitted, you will need 
to contact David Mattos at (401) 222-4254 to get the claim put back into ‘edit mode.’

To ensure prompt payment, we ask that all claims be entered within 10 calendar days 
after the close of the month for which you are claiming. If you fail to submit a claim 

within 60 days of the last serving day in the month for which you are claiming, you will 
lose the ability to submit a claim for reimbursement for that month. 

Payment batches are processed in the middle and at the end of each month. Payment 
is typically received by Sponsors within 2 weeks of a batch being processed by RIDE. To 
review the status of your claim and/or information regarding your payment, access the 

“Remittance Listing Report” under the reports tab in CNP connect.  


