Child and Aault Care Food Program
(CACFP) WINS Information Sheet

Submitting a Site Calendar in WINS

Child and Adult Care Food Program (CACFP) sponsors must submit site calendars for all sites
approved to receive meal reimbursement. Calendars must reflect the actual days and times each meal

service takes place and include all Non-Operating Days. Calendars must be approved by OSPI before
submitting a claim for reimbursement.

1. Navigate to Site Calendar

a. Select the 'Sites’ tab on the Sponsor Profile page.

b. Select the ‘green checkmark' next to the site name.
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c. Click the 'Site Calendars’ tab. Do not use the Shared Calendar tab seen in the Sponsor
Profile view, as this causes issues when submitting site claims.

d. Click the "Add’ button to add a calendar for the new program year.
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2. Define Schedule
Schedule Type: Select ‘CACFP".

b. Name: Rename the schedule, if desired. This should be done to identify when a program
has multiple meal schedules (i.e. Head Start or At-Risk afterschool programs that close
during the summer months).

c. Begin Date and End Date: Enter the Begin and End dates of the meal schedule and select
which days of the week meal service will take place.
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3. Define Meals

a. Enter each meal that will be claimed for the site and the window of time each meal will be
served. Mealtimes must reflect when the actual meal service takes place.

Note: licensed childcare facilities need to make sure their mealtime schedules are following
WAC requirements.
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b. Click 'Save’ once all meals are added.

Please enter the meals for the site schedule
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c. If necessary, add a second meal schedule.
This is commonly done for programs that close during the summer months. The initial
calendar operates from the beginning of the fiscal year until summer. The second schedule

begins when the program re-opens in August or September and continues through the end
of the fiscal year (September 30).
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4. Non-Operating Days
a. Select the ‘Non-Operating Days’ tab.

b. Enter all days in the program year when the site will be either closed or not providing meal
service, such as holidays.
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5. Submit Site Calendar(s)
a. Select the ‘Done’ button to exit the wizard once the site calendar is complete.
b. Click the ‘Submit’ button for OSPI approval.
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c. If returned by your Program Specialist, edit and correct as instructed, and resubmit the
calendar until approved.
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Additional WINS information sheets are located in WINS in the ‘Info’ tab, under the ‘Documentation
and Job Aids’ section.

Have questions? Please contact your CACFP Specialist.
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