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Summary of CARES Claim Application 

The Child and Adult Care Food Program (CACFP) CARES Claims User Manual is a tool for 

businesses associated with the CACFP program. It is to be used in conjunction with the 

CARES Application Manual and CARES online application. This User Manual is a reference 

guide for users that will assist in navigating the web application as they complete their day-to-

day tasks. 

  

The CARES Online Application has been developed in ASP.Net using a SQL database.   

• Session Cookies will be used to run the program; if Cookies are disabled, the user will 

be notified that cookies are required to utilize the program.  

• If the user receives a network error, they may have to add CARES as an allowable site 

to their network. 

Overview 
 
CARES Claims on-line system is designed to help you organize and submit CARES monthly 
claims for reimbursement. Because these objectives are so complex, CARES contains 
numerous features that put you in control of managing your institutions, monthly claim 
submissions for reimbursement.  

 
CARES Claims Requirements  
 
CARES Claims module works in conjunction with the CARES Application module; if 
applications are not setup correctly, then the user will not be able to submit a claim 
reimbursement.  
 
To be able to submit a CARES Claim for reimbursement, the following CARES application 
requirements must be approved. NOTE: If these requirements are not met, you will not be 
able to Submit a Claim in CARES. 
 

Current Fiscal Year Approved Application  
 
Each year, institutions are required to submit a CACFP CARES application for approval. If an 
institution application is not submitted and approved by CACFP, the institution will not be able 
to submit a claim in the CARES Claim module for that Fiscal year.  
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SAMS Expiration Date Must be Current. 
 
SAMS Expiration Date on the Institution Business Maintenance page will need to be current 
or the CARES Claims system will not allow for claim submission.   
 
 

Facility License 
 
Facility License should be up to date or CARES Claims system will not allow for claim 
submission for that facility until License is updated in Facility Application. If a Facility License 
is expired the System will display the following message: “Permit is currently expired for this 
facility, the user will not be able to submit claim until License is updated in the Application 
module under Facility Maintenance.” *NOTE: For centers that do not required a license, 
this date should be the last date of the fiscal year. 
 
 

Application for Center Facility Participation  
 
Application for Center Facility Application on the Application (Checklist Item #8) will need to be 
current and approved for a site to receive reimbursement for that facility. If a user needs to 
make a change to their Operating Data and Revision (Schedule A) the user will now make 
those changes in the Application Module in Application Center Facility. If a change is made a 
NPS specialist needs to approve the change before the site can receive reimbursement.  
 

Submitter/Certifier Login ID 
 
For Claims submission, each Institution will need a Submitter and a Certifier to complete a 
claim submission each month. NOTE: If you do not Certify a claim you will not receive 
reimbursement. 
 
The Claims Module is where the User/Submitter will initially submit the monthly claim for 
reimbursement per facility. Then, the User/Certifier will certify the information is correct. Once 
the Certifier submits, CARES will be notified for claim reimbursement.  

Submitting/Certifying a Claim  

Each Facility must have each claim both submitted and certified to receive reimbursement. 
This will be done with two different logins; one with the ability to Submit – (Submitter), and 
one with the ability to Certify – (Certifier). NOTE: If you do not Certify a claim you will not 
receive reimbursement.     
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To set up a new user, access the site below and fill in the correct agreement information. Once 

completed, notify NJCARES@ag.nj.gov to activate the login.  

CACFP CARES New User Login Link 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:NJCARES@ag.nj.gov
https://agcacfp.mwg.state.nj.us/AG_CACFPAOAPP/CACFPSelfRegistration.aspx
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CARES Claims Module Main Menu 
 

 
 
Starting CARES 
 

1. Login to CARES at www.nj.gov – Login information and instructions will be provided.  
 

2. Once logged in, Select the NJCARES (CACFP Application and Reimbursement 
Electronic System) link. 

 

 

 

 

Submitter: 

To submit monthly claims, the Submitter will login to CARES and select Enter Claims on the 

Menu Bar (see image below). This will direct the Submitter to the Claims Module. 

 

 
 
 

http://www.nj.gov/
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This will bring the user to the Claims Home screen (see below).  
 
 

    

 
❖ Alert Message Grid - Displays any CACFP Institution system alerts. 

 
❖ Institutions Grid – Displays the Institutions for that the User can submit claims. If more 

than one institution, the user will select the institution they are entering claims for; User 
will need to select the select button before selecting Enter Claims. 

 
❖ Enter Claims – User will select to Enter Monthly Claims.  

 
 

Claim Entry 
 
Click Select on the Agreement # for claim entry (on the Institution Associated Grid). Then, 

select Enter Claims. 
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This will direct the user to the Claim Entry screen (see below). 
 

 

 
 

❖ Claim Month – Drop down list to select the month of the claim 

❖ Claim Year – Enter the 4-digit year 

❖ Search – Displays the Claim Listing for the Month/Year requested 

❖ Verify Eligibility – Displays the Claim Listing Month/Year grid 

❖ View Claim Summary- Allows the user to Submit/Certify the claim 

 

 

❖ Select – Displays the Site Listing for Current Claim list associated with institution. All 
claiming facilities will need claim information. 
 

❖ Adjust – Will allow the user to Adjust a certified claim that has been submitted and 
processed. 
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❖ Select – Select each facility the institution will be claiming for. This will bring the user to 

the facility monthly claim voucher for that listing/facility (bottom of the page). 

 

 
 

❖ Meal Service Days – Number of days the institution is claiming for that month for the 
selected facility. 
 

❖ Total Monthly Attendance – Attendance for that facility. 

❖ Participation Data – Eligibility of the selected facility. 

❖ Number of Free/Reduce/Paid – The monthly amount for the selected facility. 

❖ Total Enrollment – For the month being claimed.  

❖ Average Daily Attendance/Daily Participation – Auto-filled by the system based on 
the information entered. 
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❖ Child Care Meal Counts – Enter each provided meal count for the facility month. 

  

 

❖ Calculate – Once all information is entered, select Calculate to auto-fill the Total fields 

listed (Cash in Lieu Total, Total of Meals Claimed, & Subtotal). 

 

❖ Save – Save the information for the facility. 

 

 

 

 

Once the User selects Save, they will be returned to the “Site Listing for Current Claim” grid 

(see below). This displays the claim amount and date-of-claim entry. Repeat the above 

process for remaining Facilities until all claims have been submitted for that month. 
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View Claim Summary to Submit 

Once all Facility Claim information is completed, the user will select the View Claim 

Summary button and be directed to the Center Claim Data Page. 

 

 

The Center Claim Data Page Review and Submission 

Once the user selects View Claim Summary CARES will display the following (see image 

below): 

1. A review of all Facility Claim information for that month 

2. Average Daily Participation 

3. Comment section 
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Once all Claim information is reviewed, select Submit (at the bottom of the page). The Claim 

is now ready to be certified by the Certifier. 

 

❖ Submit- Submits Claim to be Certified 

 

Certifying a Claim 

Once a Claim has been submitted, the Certifier will login to the Claims Module to Certify the 

Claim. All Claims for the Institution should be entered before the certifying process 

takes place. Once the Claim month is certified, the system will not allow the User to enter 

additional Claims for that month. A claim will not receive any reimbursement unless it is 

certified.  

1. Follow steps 1 & 2 mentioned above. 

2. Enter the Claim Month and Claim Year to be Certified and hit Select. 

3. Select View Claim Summary (see image below). 

4. Review data information to ensure accuracy (see image below). 

5. Scroll to bottom of page and enter the Certifying date in the “Date Signed” field (see 

image below). 

6. Select Certify. 
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❖ Certified by – Once a claim is certified, it will display the user name, date and time of 

the certification. Users can refer to this form to verify the claim has been certified. 
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❖ Print Claim Summary – Prints current displayed form. The user should use the IE back 

button to return to application. 

 

 

❖ Return to Site Claims – Brings User back to Home Page 

  

❖ Print Site Summary – Brings up the Site Summary Report the  

o Export – Exports form to file (Disk) 

o Print – Print form to local printer (Pinter) 
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❖ Print Disbursement – Brings up the Payment Summary Report  

o Export – Exports form to file (Disk) 

o Print – Print form to local printer (Pinter) 
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Corrective Action Form 

If a claim form is over 60 days old, the system will prompt the completion of a Corrective Action 

Form. Select the Corrective Action Form button located at the bottom of the page. 
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Late Claim Corrective Action Form 

After the Corrective Action Form is completed, select Submit Corrective Action Plan.  
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❖ Once the Corrective Action Plan is submitted, the user will receive a message 

confirming the form has been submitted (see image below). CACFP staff will process 

the Late Claim and notify user via email once completed. 

 

 

 

 

 

❖ Date/Name and Time will now display of the form to verify the submission of the Action 

form (see image below). 
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Adjustment/Revision   

If an Adjustment/Revision is needed for a Certified claim, the claim will need to be processed 

before changes can be made.   

If an Adjustment/Revision is needed for a Submitted claim, the user can display the original 

claim on the on the Claim Listing for Month/Year Request Grid and select the Adjust button. 

 

 

 

❖ This will then add a blank Claim listing on the Grid. Click the Select button and 

complete any necessary adjustments. 
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21 Claims Submission User Manual – New Jersey Department CARES of Agriculture 

 

 

❖ This will display the Site Listing Current Claim Grid with all submitted claims. 

Select the Facility Claim(s) that require adjustment and modify as needed. Then, 

select Save. 

 

❖ After changes have been saved, select the View Claim Summary Button to 

submit the adjustment. 

 

 

❖ This will change the Claim Listing for Month/Year Requested Grid to display 

Submit Date. This will be how the user is notified of an adjustment. 

 

 
 

❖ The adjustment must be certified by the Certifier for reimbursement (like an 

original claim). 

 

  

 


