
Summer Food Service Program

2019 Training on Claims, Advances 
And Audit Requirement Form
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Submitting an Original Claim Form

• Sponsors must submit monthly meal claims 
using iCAN.

• Submit claims for reimbursement on or before 
the 10th of each month following the month 
being claimed. 

• Sponsors must submit all original claims and 
upward adjustments within the 60 days of the 
end of the month claimed.
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• Sponsors may submit a combined claim for up 
to three months if the following criteria are 
satisfied:
– The meal service days for the first and the last 

months are for 10 days or less.
• For example, June 2017 (10 days) + July 2017 (22 days) 

+ August 2017 (10 days) = July 2017 claim.

– All sites are combined into one claim and are 
approved to operate in the months that are being 
combined.

3



Steps in the Claim Submission Process

• Open your internet browser and go to the 
iCAN home page from the following website at 
https://ican.sd.gov

• Enter your User ID and password in the fields 
provided and select the Log on button
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https://ican.sd.gov/


• Once logged on, select the Summer Food 
Service Program button:
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• Click on the claims tab on the top of the menu 
bar.

• Then click on the SFSP
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Claim Process Steps

• SFSP Claim Year Summary screen displays.
• Under the claim month column, select the 

month for which you are ready to file a claim, 
i.e. July 2016
– The system will allow you to open only the active 

claim months you have been approved to operate 
in the SFSP.
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Claim Process Steps
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Claim Process Steps

• Select Add Original Claim button.
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Claim Process Steps

• The claim site list for the chosen month.  
Select  the continue button. 
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Claim Process Steps
• Complete the General Information section of 

the claim.  Ensure that the following fields are 
filled out correctly:
– Line 1 – Enter the total number of Days food 

served for each meal being served. 
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Claim Process Steps

• If there are multiple sites this step will need to 
be completed for each site. Enter in the 
number of meals served. Select the save 
button.
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Here is the message that is received once you have selected save:

The processing of the claim is not completed yet, because it has not 
been received or accepted by the system yet, next you need to select  
finish, then select continue
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When you select continue the system will let you review the entire claim and show you
what the reimbursement will be for that month. 
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At the bottom you see the certification, you will need to check the box and submit
for payment, this is a very important step, with out checking the certification and
selecting the submit for payment, your claim can not be processed for payment.
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You see the claim now has the date received, date accepted.  It is important
to keep this confirmation number so in case something happens, you can to 
show the us when the claim was received and accepted.  It is important to 
have correct email addresses, and that more than one person receives 
these emails.  The claim is waiting for the payment processing.
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Claim Process Steps

• An error message will appear if there are site 
claim and/or general information errors.  To 
view error details, select Claim under Claim 
items.
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Claim Process Steps

• Site status and number of errors are shown on 
the right hand side of the site name.  Go to 
Modify to correct the data.
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Claim Process Steps

• Error descriptions in red font on top of the 
page direct you to which data needs attention 
and correction.  Correct all errors and repeat 
save and finish steps.
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Claim Process Steps

• Once all site data errors are corrected, saved, 
and finished, select the BACK button.  Re-
certify and select Submit for Payment button.
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Claim process Steps

• Go to Summary under claim items to view 
meal counts and reimbursement details.

(Note:  Do not select Claim again if you do not 
intend to modify the claim as you may 
unnecessarily change the status back to 
Pending.  A claim in Pending status can not be 
processed for payment.  
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Claim process Steps
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Advance Payment Steps

• Advance Request is located under the 
Applications, Advance Requests
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• Here select the month you want to do an 
advance request in, click on the add:
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• Here it will open up to request detail, you will 
select if you are requesting for either 
operating and administrative or just one of 
them.  You will also need to enter in the 
justification and amount requested and check 
the box and select save

25



Here is an example of the advance:

Click on the save button
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This is what you will see once you have clicked on the save 
button

Click on the finished button

The system is telling that there was no operating requested and 
the administrative is pending approval, this is letting you know 
that it is waiting for the State to review the request and approve 
or deny.  The state will ask further questions if it need more 
clarification.
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The state will then review the request and when it is approved you will see this:
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Annual Audit
Annual Audit need to be completed each program year
• Audit Requirement form will be emailed to you directly
• Complete the form and email back to Jackie
• Important information to include is all federal funding received, please 

include this fiscal year of federal funds that you will receive in SFSP program
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Non Federal Entity – Is where most will 
fall under, Non profits, for profits

Only check this box 
if you are consider 
BIE, you may 
receive funds from 
the BIE but still not 
be considered 
exempt, there is a 
Tribal Directory 
that list Tribes that 
are considered 
Grant School or 
BIE, Grant Schools 
need to complete 
the audit form and 
turn in an Audit if 
over the 
$750,00.00Includes all federal fund, including 

what  you are receiving under the 
Summer 
Foods Program. 



Budget

Please make sure these sections are completed prior to submitting the budget 
for approval:

Contracts will need pre approval – CANS Office

Cost Reimbursement Summary, if Total SFSP Costs is greater than the SFSP 
Reimbursement, please provide and explanation in the “Amount from other         
funding resources (e.g. grant, donations)” 
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Claim Due Dates
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