
Welcome to the School Nutrition Programs (SNP) Web 
Application System for Food and Nutrition Services (FNS). 

 

 The SNP system is a software solution for nutrition program 
management.  

 

This system utilizes the Internet to provide Local Education 
Agencies (LEAs) with efficient and immediate access to 
claims, applications, and all nutrition program functions.  

 

Food and Nutrition Services 



SNP Access 

Food and Nutrition Services 

Open your Internet Browser 
 

Go to Food and Nutrition Services at:  
http://dese.mo.gov/financial-admin-services/food-nutrition-services 
 

Scroll down to lower right hand corner and click on Web Applications 
 

Enter User Name and Password  
 

Click Log In 



SNP Access 

Food and Nutrition Services 

Select Food and Nutrition Services from the DESE Web Applications Menu. 



SNP Access 

Food and Nutrition Services 

Click Continue. 



Applications 

Food and Nutrition Services 

To begin the Web application renewal process , click the Applications tab. 



Applications 

Food and Nutrition Services 

The Applications menu (indicated in the light blue bar) is the starting point for all tasks related 
to the annual SNP application renewal process.  The Application Packet  contains all 
requirements to submit an application.   
 

Select Application Packet. 

YYYY-YYYY 



Application Packet 

Food and Nutrition Services 

To participate in the School Nutrition Programs (SNP), LEAs (Local Education Agency) must 
submit an Application Packet to Food and Nutrition Services (FNS) for approval. At the 
beginning of each program year, LEA data is rolled over and must be verified by the LEA prior to 
submitting any claims.  
 
The Application Packet contains the LEA application, building application(s), and other forms 
required as a part of the packet. 
 
After selecting Application Packet from the Applications menu, each required packet item and 
the status is displayed.  If any packet item requires attention, a red arrow is displayed.    

 



Application Packet 

Food and Nutrition Services 

To begin the renewal process, select the appropriate year. 

000-000 
 ABC School District 
Address 

YYYY-YYYY 

YYYY-YYYY 

YYYY-YYYY 

MM/DD/YY - MM/DD/YY 

MM/DD/YY - MM/DD/YY 

MM/DD/YY - MM/DD/YY 

000-000 
ABC School District 
School Address 
 



 LEA Application 

Food and Nutrition Services 

To renew your application, click on Enroll. 

    

000-000 
ABC School District 
School Address 
 

YYYY-YYYY 

(YYYY) 

YYYY-YYYY 



LEA Application 

Food and Nutrition Services 

The LEA Application and Building Application data must be reviewed and submitted each year.  
Select Modify to complete the LEA Application. 

000-000 

ABC School 
Address 

YYYY-YYYY 

YYYY-YYYY 



LEA Application 

Food and Nutrition Services 

Fill out all appropriate fields.  If the LEA participated in any Food and Nutrition Service programs 
in the previous school year, the data will carry over.   Once all information is entered, click the 
red Save button at the bottom of the page. 
 
If required fields are not entered, a message will appear at the top of the page.  An error will be 
red and a warning will be blue. 



LEA Application 



Building Application 

Food and Nutrition Services 

LEAs must complete a Building Application for each participating building.  
 

Click on School Nutrition Program. 

000-000 

ABC School District 
Address 

YYYY-YYYY 

YYYY-YYYY 



Building Application 

Food and Nutrition Services 

Check the Meal Count Center and Preparation Center boxes that apply for each building. 
 

Click Save when finished. 
 

Select Modify to begin the Building Application. 

Building Number  

Building Name 

 

000-000 

ABC School 
Address 
City, State ZIP 
Authorized Representative 
Phone Number 
Email Address 

YYYY-YYYY 



Building Application 

Food and Nutrition Services 

Fill out all appropriate fields. Once 
program information is entered, click 
Save. 
  
If required fields are not entered, a 
message will appear at the top of the 
page.  An error will be red and a 
warning will be blue.  

 

000-000 

ABC School 
Address 
City, State ZIP 
Authorized Representative 
Phone Number 
Email Address 

Building Number  

Building Name 

Address 

City, State ZIP 

 

YYYY-YYYY 

YYYY-YYYY 

 

 

 



Building Application 

Food and Nutrition Services 

You now have the option to Edit or Finish. If errors exist, select Edit to correct errors.  If no 
errors exist, click Finish, which will take you back to the building list page.  Once all 
building applications are completed, click the Back button, which will take you back to the 
Application Packet.   

000-000 
ABC School District 
Address 

Building Number 
Building Name 
Address 



Checklist Summary 

Food and Nutrition Services 

The next item to complete is the Checklist Summary.  
 

If you have checklist items you will see a red arrow next to Checklist Summary.  If there are no 
checklist items it will say “No Checklist Items”. 

Click on Details to view the Checklist items. 

000-000 
ABC School District 
Address 

YYYY-YYYY 

YYYY-YYYY 



Checklist Summary 

Food and Nutrition Services 

Select the building highlighted in blue. 

000-000 

ABC School District 

Address                    

Elementary  

Middle School 

High School 

ABC School District 



Checklist Summary 

Food and Nutrition Services 

1. Upload the required document and click “Document Submitted to State Agency.   
2. Click the Save button. 

000-000 

ABC School District 

Address  

                      

YYYY-YYYY 

MM/DD/YY Username 



Food and Nutrition Services 

Food Management Company 

If the LEA contracts with a Food Service Management Company (FSMC), the FSMC contract 
information is required as part of the Application Packet. Select the Details link for FSMC 
Contracts.  If 2015-2016 school year is the initial year skip to slide 23.  If 2015-2016 is a renewal 
year continue to slide 22. 

000-000 

ABC School 
Address 

YYYY-YYYY 

YYYY-YYYY 



Food and Nutrition Services 

Food Management Company 

Click Enter Information.  Enter the Yearly Information.  Click Save when finished.  

000-000 

ABC School District 

Address                      

(YYYY) 

YYYY-YYYY 

YYYY-YYYY 



Food and Nutrition Services 

Food Management Company 

If the 2015-2016 school year is the initial year of the contract,  click Create New Contract.  

000-000 

ABC School District 

Address                      

YYYY-YYYY 



Food Management Company  

Enter requested information. 

Click Save when finished.   

FSMC Name 

YYYY-YYYY 



Application Packet 

Food and Nutrition Services 

Once all items have been saved without errors, the Submit for Approval button will 
be available.   
 

Click the Submit for Approval button.  Once approved by FNS you will be able to 
complete claims. 

000-000  

ABC School District 

Address                            

YYYY-YYYY 

YYYY-YYYY 



Claims 

Food and Nutrition Services 

In order to complete a claim for reimbursement, click the Claims tab. 
 

Click Claim Entry. 

YYYY-YYYY 



Claims 

Food and Nutrition Services 

000-000  

ABC School District 

Address 

Click appropriate Claim Month. 

YYYY-YYYY 



Claims 

Food and Nutrition Services 

Click Add Original Claim. 

000-000  

ABC School District 

Address 

YYYY-YYYY 

YYYY 

YYYY-YYYY 



Claims 

Food and Nutrition Services 

Click Add next to the building in which you wish to enter a claim. 

000-000  

ABC School District 

Address 

Elementary School 

ABC High School 

YYYY-YYYY 

YYYY-YYYY 



Claims 

Food and Nutrition Services 

Enter claim information for each program in which you participate.  When finished click the 
Save button at the bottom of the page. On the next screen, you will have the option to Edit or 
Finish. If errors exist, select Edit to correct errors.  If no errors exist, click Finish.  

 

. 



Claims 

Food and Nutrition Services 

When you click Finish the SNP Claim Building List page will be displayed.   Enter the information 
for the next building.  If you do not have another building, click Continue. 

000-000 

ABC School District 

Address 

ABC High School 
Elementary School 

YYYY-YYYY 

YYYY-YYYY 



Claims 

Food and Nutrition Services 

The Authorized Representative must check the box after reading the Certification statement. 
 

Click Submit For Payment. 
 

The next screen will provide a confirmation number and an email will be sent. 

MM/DD/YY 



Food Safety Inspections 

Food and Nutrition Services 

To access the Food Safety 
Inspections report, click 
Applications in the dark blue 
bar then Food Safety 
Inspections from the list of 
applications. 
 
Click Modify.  Once data has 
been entered for each 
building, click Save.  Click Edit 
to return to the Food Safety 
Inspection, or click Finish to 
return to the Application 

Packet.   

000-000 

ABC School District 

Address                             

0000 Elementary School 

 

YYYY-YYYY 

YYYY-YYYY 
YYYY 

YYYY 

YYYY-YYYY 



Verification Report 

 To access the Verification Report, click Verification Report  in the 
Applications menu.   

Food and Nutrition Services 

YYYY-YYYY 



Verification Report 

000-000 

ABC School District 

Address 

YYYY-YYYY 

YYYY 



Verification Report 

Complete all fields and click Save 

MM/DD/YY MM/DD/YY 



The Financial Report function allows LEAs to enter revenue and expenditure information.  The 
Financial Report was previously referred to as the Revenues & Expenditures Report.  The 
Financial Report will be available for nonpublic LEAs in July.  It will be available for public LEAs 
when all ASBRs have been submitted to the School Finance Section, usually around the end of 
August to the first part of September. 
 

On the Applications menu click Financial Report. 

Food and Nutrition Services 

Financial Report 

YYYY-YYYY 



Financial Report 

Food and Nutrition Services 

Click Add.   

000-000 

ABC School District 

Address 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

YYYY-YYYY 



Financial Report  

Food and Nutrition Services 

For Part 1,  all public LEA information is 
pulled in from the data entered in the 
Annual Secretary of the Board Report 
(ASBR) when you click the Add button.  
All non-public LEA information must be 
entered. 
 
When finished with Part 1, click 
Continue & Save, Parts 2 – 4 will appear.  
 
When finished, click Submit. 
 
The next page will tell you the form has 
been saved.  Click Finish. The status will 
then change to Pending Approval.  

 
Note: The report opens automatically for all 
non-public LEAs on July 1st.  The report will 
open to Public LEAs after all ASBRs have been 
submitted. 

 

000-000  

ABC School District 

Address 

YYYY-YYYY 



Financial Report  

Food and Nutrition Services 

The Financial Form List will indicate the form is Pending Approval. 

 

 

 

 

 
 

000-000  

ABC School District 

Address 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

YYYY-YYYY 



Additional Notes 

 Methods of Collection and Meal Counting - (Includes Flexibility Option for Effective Date 
of Application) http://dese.mo.gov/sites/default/files/MCMCPForm15-16.pdf 

 An updated form must be submitted via email, mail or fax if your current meal counting 
and claiming procedures have changed.   Also Section VI is the LEA’s documentation to 
utilize the flexibility for establishing submission of free and reduced price meal 
applications as the effective date of eligibility, rather than the date the official approves 
it.  

  

 Flexibility Notification:  Eligibility Effective Date for Directly Certified Students: 
http://dese.mo.gov/sites/default/files/dac_forms/MO5003045.pdf 

 The form must be submitted via email, mail or fax if desire to implement this flexibility.  
LEAs selecting this flexibility option may consider the effective date of eligibility for free 
school meals or milk benefits to be the date the automated Direct Certification (DC) data 
matching file is available that first identifies the student as eligible for DC, rather than 
the date the LEA accesses  the file.  This also applies to any student (s) who receives 
extended eligibility.  The date of eligibility will be announced in the monthly DC file 
notification email.  

 

http://dese.mo.gov/sites/default/files/MCMCPForm15-16.pdf
http://dese.mo.gov/sites/default/files/MCMCPForm15-16.pdf
http://dese.mo.gov/sites/default/files/MCMCPForm15-16.pdf
http://dese.mo.gov/sites/default/files/dac_forms/MO5003045.pdf


Additional Notes 

 Whole Grain-Rich Exemption Request Form: 
http://dese.mo.gov/sites/default/files/dac_forms/MO5003123.pdf 

 The form must be submitted via email, mail or fax if an exemption is requested from the whole-grain 
requirement for school years 2014-15 and 2015-16.  LEAs may request exemptions to specific 
products if can demonstrate hardships in procuring, preparing, or serving compliant whole grain-
rich products that are acceptable to students.  LEAs granted the exemptions must comply with the 
requirement to offer at least half of the grain items as whole grain-rich.  

 Civil Rights Training: 

 Upload Previous Year documentation under Checklist Summary on the Web Application.  

 Civil Rights Training Documentation available on Food and Nutrition Services Web 
http://dese.mo.gov/sites/default/files/CivilRightsTrainingAttendeeForm.pdf. 

 All LEAs administering the School Nutrition Programs are required to provide civil rights training for 
all frontline staff and supervisors who deal with School Nutrition Program applicants and 
participants.  Examples include cooks, servers, cashiers, lunchroom supervisors, clerks and 
administrators.  Staff must be trained at least one time per school year and documentation of the 
training must be kept on file at the local level.  A PowerPoint presentation has been prepared that 
may be used to meet this requirement.   

 http://dese.mo.gov/sites/default/files/CivilRightsPresentation.pdf 

 

 

 

 

http://dese.mo.gov/sites/default/files/dac_forms/MO5003123.pdf
http://dese.mo.gov/sites/default/files/CivilRightsTrainingAttendeeForm.pdf
http://dese.mo.gov/sites/default/files/CivilRightsPresentation.pdf


Yearly Calendar 



Questions 

Food and Nutrition Services 

Contact Food and Nutrition Services if you have any questions.   
 

E-mail: foodandnutritionservices@dese.mo.gov  
 

Phone: 573-751-3526 

mailto:foodandnutritionservices@dese.mo.gov

