
Welcome to the webcast: The Special Milk Program Online Contract for Non-School
Agencies. This PowerPoint presentation will familiarize your agency with the online 
contract and what to expect as you complete the contract. This is the second of three 
webcasts available for Non-School SMP agencies. You can also use this presentation as 
a refresher for existing staff and for new staff responsible for completing the contract.
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On this slide you will see an overview of the items we will discuss in this webcast. 
Please take a few moments to review these items.
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The terminologies on the slide are common terms that will be used throughout this 
webcast.  

•A contract is a form to request participation in the SMP. 

•A legal agreement between an agency and the Department of Public Instruction (DPI) 
is a permanent agreement.  

•The SMP FY is May 1st through April 30th.
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A completed online contract is required for an agency, both a new and currently participating 
agency, to complete or update for each Fiscal Year (May 1st through April 30th). An agency 
initiating participation in the SMP for the first time who does not participate in another USDA 
Child Nutrition Program, is considered a new agency. All new agencies must complete the SMP 
online contract and agencies currently participating must update the SMP contract each fiscal 
year.

A new agency will need to obtain a temporary agency code and password by contacting the DPI 
Community Nutrition Program’s office at telephone number 608-267-9129. After your agency’s 
contract is approved by the DPI, your agency will be assigned a permanent agency code and 
password. The permanent agency code and password is for you to reference when contacting 
the DPI, to complete and/or update your online contract, and for submitting your online claim 
for reimbursement. 

An agency that is currently participating in a USDA Child Nutrition Program such as the Special 
Milk Program or the Child and Adult Care Food Program, will use its assigned agency code and 
password and does not need to contact the DPI for an agency code and password.

Please use the link on the slide to obtain a copy of the Online Contract Manual. You may find it 
helpful to print the Online Contract Manual before viewing the entire webcast and you can take 
notes as you listen. Prior to completing the contract be sure to read through the Online 
Contract Manual. Once you have reviewed the manual and you have an agency code and 
password you may complete the online contract.  The online contract can be accessed by using 
the link found on the bottom of the slide.  
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The next two slides provide some tips to keep in mind as you go through the online 
contract:  

1) If information is incomplete or entered incorrectly a Validation Error will appear like 
the picture on this slide.  

2) While completing the contract you can return to the prior screen by selecting links 
such as General Information, Policy Statement or Site(s) Listing on the bottom of 
the online contract.
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Here are some other helpful tips as you go through the contract:

3) Avoid the use of dashes, commas, and hyphens when entering numbers.
4) A timer will start when you enter the contract; and when there is no activity for 30 
minutes, you will be asked to re-log in.  
5) At the bottom of every page of the online contract you will see “Continue”.  Click 
“Continue” at the bottom of the page to save data that was entered and to move onto 
the next page of the online contract.  
6) Lastly, you and the DPI consultant cannot view your agency’s online contract at the 
same time.
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This slide indicates what you will see as your start the process of entering the online 
contract. This is the main page for Wisconsin Child Nutrition Programs Online Services. 
The next 3 slides will guide you through on how to get to the log-in page. The DPI 
recommends that you bookmark this page for easier access in the future.
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First, select “Online Services Log In”.
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This is the page where you will enter your temporary or permanent agency code and 
password. Remember, do not use hyphens or dashes in the number fields. Click 
“Submit”. The next page of the online contract will have a picture of milk, bread, and 
an apple.
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Select “Special Milk Program” on the right side of the blue bar. 
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You will notice that “Special Milk Program” in the blue bar turns white. Next, select 
“Contract” in the yellow bar, the last icon to the right. 
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Then click on “Submit Contract” in the yellow bar.
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Every time you log into your online contract, the screen on the slide will appear and 
you will need to enter the required information. This tells DPI who has been in the 
contract making changes. Remember do not use hyphens or dashes in the number 
fields. Also, e-mail is required. Click “Continue” to move to the next page.

13



This is the first page of the online contract, “General Information”. For new agencies, all 
fields will be blank and need to be completed. New agencies must also submit their 
DUNS number online. 

Every agency must enter their Federal Employer Identification Number. Also, please do 
not select “School Agencies” as this contract is for non-school agencies. For returning 
agencies, please be sure to review and update any necessary information. Please see 
the two next slides for 1) instructions on how to submit your DUNS number and 2) links 
to determine your Congressional District and CESA number.
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All new agencies must report their DUNS number online. If you do not have a DUNS 
number, you can find detailed instructions on how to obtain one at the address here 
http://dpi.wi.gov/sites/default/files/imce/school-nutrition/pdf/duns_instructions.pdf

Step-by-step instructions on how to submit the DUNS number online are listed here as 
well. 
1. Go to the Child Nutrition Programs Online Services Page at 

http://dpi.wi.gov/fns/online.html and select the button for On-Line Services Log-in. 
2. Log in using your temporary agency code and temporary password. 
3. Select “Other Services: from the blue menu bar at the top of the screen. 
4. Select “DUNS Information” from the yellow menu bar that appears below the blue 

bar. 
5. Enter your DUNS number in the space provided. It is optional to enter the DUNS 

Plus 4 number-this 4-digit code is generally given to very large entities with many 
divisions. Most agencies will only have the 9-digit DUNS number. 

6. Fill out your name, phone number and email address, and select “I Agree” in the 
Certification section at the bottom of the page. 

7. Click the “Submit” button at the bottom of the screen. You will receive a 
confirmation  screen which will indicate that your information has been received.  
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The links on the slide can be used to determine your congressional district and CESA 
number.
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It is imperative that the Agency Contacts Information is correct and current. Any time 
an agency has a change in the Authorized Representative or Monthly Claim Preparer, 
the agency needs to log into their online contract to update the information. The name 
and e-mail of the Authorized Representative is kept on file in a database at the DPI so 
updates and memos can be sent to each agency.

The Authorized Representative is the individual ultimately responsible to ensure the 
SMP is being implemented correctly at the agency. The Claim Preparer enters the SMP 
monthly claims for reimbursement, and could potentially be the Authorized 
Representative as well.
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The last portion of the first page of the online application is “Milk Plan Information”.
Non-school agencies need to select “Non Pricing Plan”. Under “Pricing Plan”, please 
select “None”. Click “Continue” at the bottom of the page to save data that was 
entered and to move onto the next page of the online application.
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Each agency must select how they will account for the milk that is being served to the 
children. You can select number 1, 2, 3, or 4. If number 4 is selected, be sure to include 
a description of how your agency will obtain and maintain accurate daily records of milk 
served. The accountability statement that you choose will be verified during the desk 
audit that DPI completes. If you are renewing the contract for the new FY, make sure 
the statement that is selected still applies to your agency’s procedures.  

Each agency must select the boxes certifying that the type of milk served to 
participants meets the SMP requirements. 

Each agency must indicate if they did or did not expend $750,000 or more in federal 
funds during the prior Federal Fiscal Year.  
• Any non-profit or public entity that expends $750,000 or more in federal funds 

during a fiscal year is required to have a Single Audit completed. If your agency 
meets this requirement, a copy of the audit is to be submitted to: DPI Community 
Nutrition Programs, Special Milk Program, P.O. Box 7841, Madison, WI 53707-7841.
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You will now enter site specific information. Your agency may have only one site or it 
might have several sites on the SMP. Please be sure to enter/update information for 
each site that you want to participate on the SMP. 

This is a sample screen of an agency that has one site. In order to gain access to the 
Schedule A Site Application page, click on the site no. or site name highlighted in blue—
this is the link to the Schedule A Site Application page. The “Update Site Details” 
highlighted in red will disappear after you have updated the Schedule A Site Application 
page.

Only select “New Record” if you are entering a new site or are a new agency.  

20



Your agency will receive a validation error if you try to move forward without making 
any changes to the Schedule A Site Application page. See the sample screen on the 
slide. Every agency must update their operation start and end dates on the Schedule A 
Site Application page.
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This is a sample of the Schedule A Site Application screen. Schedule A needs to be filled 
out for each site that will be participating on the SMP. Most of the information is 
straight forward, like information about your agency (i.e. name, address, etc.). It is very 
important to update site program Operation Start and End dates for each site.  

Under “Grades/Serving Estimate Information”:
 Fill in “Estimated No. to be Served Per Day” (Only Applicable to Nonschool 

Sponsors)
 DO NOT fill out information below “Grades in Building (Only Applicable to 

School)”; it should remain as “none” in both fields.
 If your agency has more than one site, you will need to repeat the process 

for each site.
 Also, sites can be deleted (i.e. if site has closed). Click on the name of the 

site to access it, and then click the “Delete” button at the bottom of the 
page.

Once all information is current/updated, click “Save” and you will be brought back to 
the Schedule A Site Listing page. 
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This is a sample screen of what you will see after you update the Schedule A Site Listing 
pages(s). Click “Continue”.
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This is the last page of the contract. In order for you to submit the contract to the DPI, 
you must select the box next to “I agree to certification” and click “Submit”.
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Please be sure to select the “Logout” button in the blue bar after you get the 
verification page that the contract was successfully submitted. After you submit your 
online contract, a DPI consultant will review the contract for completeness. Your agency 
will be contacted to make any changes/updates that are needed. After the contract is 
complete, the DPI consultant will approve it and you will receive an approval letter for 
the FY stating that your agency has an SMP contract with the DPI.

25



If you are having issues with your password or need a new password, please contact 
Jacque Jordee. Her contact information can be found on the slide.

In order to print your approved contract, you must print each page individually.

Always use the Log Out button when exiting the contract.

Whenever changes/updates are made to the contract, be sure to use the “Continue” 
and “Save” buttons within the contract, “Submit” and “Log Out”. Also, it is helpful to 
send your assigned consultant an e-mail indicating that changes/updates were made.

If your agency needs to get in contact with the Community Nutrition Team for Non-
School SMP, please use the contact information found on the slide.
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Thank you for viewing the webcast on Submitting the SMP Online Contract. The DPI 
encourages your agency to use this webcast/manual as a tool to complete the online 
contract. Please take the time to view the webcast: Submitting an SMP Online Claim for 
Reimbursement.

27


