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Today I will learn… 

Applying to be a Summer Food Service Program 

SFSP Sponsor 

How applications are approved 

What happens if an application is denied 

What is included in the permanent sponsor 

agreement 

What a sponsor may appeal 

South Dakota iCAN – Application Process for 

SFSP 

 
 



New and returning Sponsors 

Sponsor Profile Form 

Attachments as indicated based on type of 

organization are outlined on the for 

Access Form – User Id 

Administrative Training is requirement of the 

program 

Civil Rights Training 

Appeal Process 

South Dakota Department of Education website 

has many resources you’ll use throughout the 

summer. 



Permanent Agreement Sponsor agrees to: 

 Operate a nonprofit food service during the summer 

 Serve meals that meet the program requirements and maintain 

documentation supporting the meal pattern chosen 

 Serve meals without cost to all children, with exceptions specified 

by program requirements 

 Issue a free meal policy statement 

 Train administrative and site personnel as required 

 Monitor civil rights are being followed after training staff on them 

 Maintain proper sanitation and health standards 

 Have access to facilities necessary for storing, preparing and 

serving food 

 Maintain a financial management system 

 Maintain on file documentation of required monitoring of site visits, 

reviews, racial and ethnic data, of each feeding location 

 Retain financial and administrative responsibility for the program 



Application Updates in Future 
 

Currently system will have only sponsor profile 
information in the SFSP section and all information will 
need to be entered. 

Once initial application has been approved in the 
software, more limited annual updates will be required. 

 Information will roll-over from previous year and you will 
only need to do review the information and make 
modifications for the current year. 

 

Review of Applications 

Within 30 days 

Reimbursement for meals will only occur after 
application has been approved. 



Appeal Procedures  
Actions which can be appealed: 
 Denial of an organization’s application for participation 

 Denial of an application submitted by a sponsoring organization 
for a site 

 Termination of the participation of a sponsor or a site 

 Denial of an advance payment 

 Denial of all or a part of a claim for reimbursement  

 Demand for the remittance of a payment 

 Refusal by the State Agency to forward to FNS an exception 
request by the sponsor for payment of a late claim or a request for 
an upward adjustment to a claim 

 Denial of a food service management company’s application for 
registration 

 Revocation of a food service management company’s registration. 

See SFSP website and Downloadable Forms in iCAN for 
the state agency responsibilities, filing and procedures 
through final determination. 



Log On Screen 
 



Logging in to the System  

1.  In the Log On box, 

enter your User ID.   

2.  Enter your Password.  

3.  Click Log On. 
 



  Actual access to 

specific program tiles 

is based on the 

user’s security rights.  

You may not see all 

tiles displayed.  

 

Logging in to the System  



Navigating the iCAN System  



Program Name  

Menu Items 

Breadcrumb Trail 

 

Information Box 

Year 

Log Out 
 

Navigating the iCAN System  



 

 

 

The Application Packet 
 

 

 
 

 

FORMS 

App Pkt 

Notes for 

Sponsor Sponsor 

App 

Attachment 

List 

Checklist 
Summary 

 

Upload 

Forms to 

CANS 

 

SFSP  Sites 

Middle School Elementary 

School #02 

Elementary 

School # 01 

 

 

 

 

 

 

High School 

  

Site Field 

Trip List 

Food Prod 

Facility List 

Mgmt Plan 

Budget 

Detail 



 Select Applications in the Menu line 

 

The Application Packet  



Select Application Packet  

Completing a New Application 



Your school or agency name should already be listed.  

Select the appropriate School Year; 2015-2016.  

 

Completing a New Application 



For individuals that work 

with multiple Agencies 

(such as a Food Service 

Management Co.), you 

must first search for the 

Sponsor.  Fill in the 

Sponsor’s name and 

select Search. 

Completing a 

New Application 



Completing a New Application 

 The Sponsor’s Name will appear at the 

bottom of the screen. 

 Click on either the Agreement Number or the 

Sponsors name. 

Click on Application at the top of the page 

 



Application Packet 

 Select Application Packet 

 Other options available in this screen, Advance Requests which we will 

address later today 

 Annual Audits 

 Download Forms – (Daily meal counts, Agreement, Appeal procedures, i.e.) 



Program Year and New Application 

STEP 1 

Step 1 – select this Program Year 

Click Add 



Private non-profit organization - Addresses 



Sponsor Application - Contacts 



Sponsor Application - Training 



Sponsor Application - General 



Sponsor Application –            

Outreach and Certification 



Application – Errors / Warnings 
 When entering a new Sponsor Application it won’t let you save if 

you are having input Errors 



Application – Errors / Warnings 



Application – Errors / Warnings 



Sponsor Application Complete 



APPLICATION PACKET 

 Action - 

View/Modify is 

available now. 

 The green check 

indicates the 

Sponsor 

Application is 

complete, see 

version and status 

 The red arrows  

indicate 

ATTENTION is 

NEEDED, either 

area Not Started or 

has Errors 

 



APPLICATION PACKET 

Common 

oversight is 

missing the 

Site 

Applications  

location – 

found at the 

bottom of the 

Application 

Packet screen 

and highlighted 

in yellow. 



APPLICATION PACKET 

SEQUENCE of Entering Data 



STEP 2 – Management Plan 

Select 

Details from 

Action list for 

the 

Management 

Plan 



Management Plan 

 Private Non-

profit 

Organizations 

must 

complete the 

Board 

Chairman 

section but 

schools do 

not. 



Management Plan – Admin Staff 

 Administrative 

staff  

 Administrative 

Personnel – 

indicate the 

number in the 

position and 

date 

administrative 

personnel 

completed the 

CANS (State 

Agency) 

provided 

Administrative 

Training 



Management Plan – Operational  

 Write in any staff position in the blanks provided 

 Number of personnel in this position 

 Training date you are meeting with all your site staff to conduct the 

required training for this program. 

 Sample provided here  



Management Plan Questions 



Management Plan Record 

Responsibilities & Frequency 

Click SAVE, if 

Errors Edit 

and if not, 

see message 

below and 

Finish 



STEP 3 – Food Production Facility 
 If your organization purchases meals from a vendor 

or you have a central kitchen where you prepare the 

meals and transport them out to other sites you will 

need to complete this screen.  

  If you are doing your own production/cooking on site 

then you will not be required to complete and can 

skip this section and move past Not relative to your 

operation 

You will NOT have a red arrow – it is optional. 

 It is a section to complete before you do the Site 

Application because there is a question within it that 

asks to tell me who is preparing if using a vendor or 

where the food is prepared if central kitchen and this 

information will be in a dropdown for you to select 

from once you complete this form. 



Food Production Facility (Optional) 



Food Production Facility - Add 

First question 

asking you 

about food type 

– Dropdown 

asking central 

kitchen, vended, 

or other 



Food Production Facility - Add 



Food Production Facility  

 Food Production 

Facility has been 

processed. 

 Click Finish 

 Add Facility window 

allows you to enter 

multiple production 

sites. 

 When done click on 

the Back to return to 

the Application 

Packet and you will 

see green check and 

a number of facilities 

in your list. 



STEP 4 – Site Application 



Site Application – Add 



Site Application 



Site Application 



Add Site Application - Eligibility 
 

 

 

 Radio Buttons may 

open up more 

questions! 



Site Application –Site Type 
 Site Type: Open , 

Restricted Open, Closed 

Enrolled in Needy Area, 

Closed Enrolled in Non-

needy area, Camp -

Residential, Camp –

Nonresidential, or 

National Youth Sports 

Program 

 

Eligibility Method: based 

on site type – options 

available may be school 

data; census data; 

Housing Authority 

Information; Bureau of 

Indian Affairs; Migrant 

Operation; Income 

applications; Emergency 

Shelter Roster; Upward 

Bound Documentation; 

and NYSP certification 



Site Application – School Data 

 School District and School Name must be entered 

 The percentage must be 50% or more. 

 Enter the program year of the school data you are using to qualify 

 Question 35 for be used to enter information if another school is being 
used other than the site; if using CEP enter the ISP and program year and 
month of eligibility (October yyyy or whatever other month and year used to 
qualify.) Hope to get added to software soon. 



Site Application – Census Data 

 Block 

Number or 

Group 

Number 

must be 

entered and 

the 

percentage 

information 

can be 

gathered 

from F 



Census Data Documentation 

 Census Data Documentation should be uploaded in the Attachment 

List in the Application Packet screen.  



SFSP Application Restricted 

Open or Closed Enrolled 

 Answer additional questions if Restricted Open or Closed Enrolled Site 
Type. 

 Enter projected numbers.   

 Family style meal service is allowed at Closed Enrolled sites who have 
adequate staffing to ensure minimum serving sizes of each component 
are taken for a reimbursable meal. 

 



Site Application – Site Operation  

Questions 

 Enter all 

information 

including 

start and 

end dates. 

There is a 

calendar 

there for 

you. 

 Select 

meals 

being 

served 



Site Application Meal Pattern 

 Only a school that is on NSLP/SBP has the option to use these meal options 

 Question 48 requires an answer from the dropdown box. 



Site Application – MEAL INFO 

including Meal Pattern & Meal Time 

 Self-

preparation 

or Vended 

meal service 

method 

 SFSP Meal 

Pattern 

 Days meal 

served 

 Time of meal 

 Proposed 

Average 

Daily 

Participation 

which will 

populate in 

Budget Detail  



Site Application – General  

• Food Production Facility Information will display from the dropdown those entered 

earlier and be available for selection here. 

• Question 112 is required 



Site Application – Outreach, Advertisement 

Methods and Certification 

 Outreach – Explain 

plan including dates, 

the SFSP Toolkit has 

many resources 

 Advertisement 

Methods you plan to 

use should be marked. 

 Check the certification 

after reading the 

assurance.  This is 

your electronic 

signature. 

 



Site Application – Save and  



APPLICATION PACKET 

 Site application 
status summary 
is displayed at 
the bottom of 
the Application 
Packet. 

 Click Details for 
the Checklist 
Summary – the 
(6) indicates 
the number of 
Checklist items 
to be 
addressed.  
The number 
varies on  
answers given 
in site 
application. 



Forms and Additional Documents 
Once you have completed your Summer Food Service 

Program Site Application, you will be directed back to the 

Application Packet Menu.  There will be a list of Forms that 

need to be completed or documents that you will need to 

attach.  This is found in the Checklist Summary under Details.   

The red arrow indicates the Checklist items need to be 

addressed.   

The Checklist Items forms are available in advance on the 

CANS summer website http://doe.sd.gov/cans/sfsp.aspx  

under the Summer Food Service Program Application 

Checklist Items heading. 

 

      TIP:  The list will vary, depending on your particular school 

or agency. 

http://doe.sd.gov/cans/sfsp.aspx


STEP 5 - Checklist Summary 

 SFSP Checklist Summary 

 Sponsor items – 2 not started 

 SFSP Sites items – 4 not started 

 Sponsors – these are the attachments needed based on sponsor and 
site application answers 



SFSP Checklist – Sponsor Items 

 Light blue form name indicates available in Download Forms in iCAN  

 Paperclip allows you to attach and it will then appear in the lower portion of 

this screen. 



STEP 5 - Checklist Summary 



STEP 5 - Checklist Summary – 

Now SFSP Site Checklist Items  



SFSP Checklist Complete 



SFSP Checklist Summary  



APPLICATION PACKET 

 Checklist 

Items has a 

green check  

 Red arrow  

shows the 

item that is 

not started or 

has errors 

 Select Add, 

Budget 

Detail 



STEP 6 – Budget Detail – 

Anticipated reimbursement 

 Total Meals is 
prepopulated 
based on the 
information 
you entered in 
the Site 
Application 
ADP for each 
meal entered.   

 The 
information of 
self-
preparation, 
rural or urban 
generates the 
administrative 
rate. 



STEP 6 – Budget Detail – Expenses 

 Operation 

Costs: Food, 

Site Labor, Non 

food supplies, 

Utilities, Rental 

costs for food 

service, i.e. 

 Administrative 

Costs: Total 

office staff labor, 

training costs, 

i.e. 



STEP 6 – Budget Detail 



STEP 7 – Attachment List 



APPLICATION PACKET – Ready 

No Red 

Arrows 

 

Only Green 

Check 

marks 

 

Submit for 

Approval 

Red button 

is on 

 

If not red - 

incomplete 



STEP 8 – SUBMIT FOR APPROVAL 
 Your application is 

now complete!  
Click the Submit 
for Approval 
button.   

 A “pop-up” will 
appear asking you 
to verify that you 
wish to submit your 
application.  

 Once you click OK 
you will be unable to 
make changes to 
your application.   

 If you do not wish to 
submit your 
application at this 
time, click Cancel.  
Your application will 
be saved and you 
can submit it at 
another time. 
 



APPLICATION PACKET 

SUBMITTED TO STATE AGENCY 
 Packet Status in 

upper left corner 
is now Submitted 
for Approval  

 Red message – 
the packet is 
unavailable for 
changes. 

 To modify 
anything you 
must email Julie 
at CANS and 
request it back to 
make changes 
before I start the 
approval process.  



CANS will send an email notification requesting 

additional information. 

Please provide the required information and submit. 
 

Application Packet 
Incomplete Applications  



Application Packet APPROVED 

 Application 

Packet Notes 

for Sponsor (1)  

- indicates 

State Agency 

sent a note. 

 Click on View 

Application 

Notes for 

Sponsor 



Application Notes for Sponsor 



Advance Requests 

 After you have an approved packet – you are available to access 

Advance Requests.   

 You must have over 10 days of meal service in the month you are 

requesting an advance for. 

 



Advance Requests 



Advance Requests 

Send email to Jackie in 

Finance and to Julie to alert 

us an Advance Request Detail 

was submitted. 

 

Written Justification for Start-

up requests must be attached 

to the email for Jacquelynn 

Mattheis. 



SECURITY – Change Password 



Are You Ready? 

 You will receive an email from 

Julie when SFSP is live and ready for 

you to enter information, if you 

haven’t already you will get an user id 

status email from someone in CANS 

regarding your security.  

  Meanwhile, you can work on 

forms on the SFSP website and get 

them prepared to upload when iCAN 

SFSP is available. 

 

Q & A 



Upcoming Trainings 

Operational Training – April 26, Pierre  

 

Webinar  for iCAN SFSP Claims  - TBD but likely in late May 

 

SFSP website has slide presentations to various educational 

aspects of the program. 

 

These slides and a manual for iCAN SFSP will be available on 

the website sometime next week. 



Thank you!! 
If you have any questions, please contact 

Julie McCord at julie.mccord@state.sd.us  

605-773-3110.   

mailto:julie.mccord@state.sd.us

