
 

   

OSPI School Meal Programs WINS 
Information Sheet 

Submitting the Sponsor and Site Applications in WINS 
All School Meal Program sponsors must have approved sponsor and site applications prior to 
submitting claims for reimbursement. 

1. Navigate to the Sponsor Application 
Utilize the WINS Sponsor Home Page User Manual for more details about utilizing the home 
page.  

a. Select the ‘Applications’ tab on the Sponsor Profile page. 
b. Select the ‘Sponsor Applications’ tab. 
c. Select the ‘Renew Application’ button.   

 
d. Select the ‘Add’ button to begin the Sponsor Application. 
e. Select the ‘Edit’ icon corresponding to the applicable year. 

 
2. Complete the Sponsor Application 

a. Programs Section 
i. Check all programs that you will be operating this school year as applicable   
ii. If you are only operating the National School Lunch Program (NSLP) and School 

Breakfast Program (SBP), do not check the Seamless Summer Option (SSO).  
iii. If you are operating SSO, you must also renew for NSLP/SBP.   
iv. No sponsors should apply for Summer Food Service (SFSP) this school year. 

https://www.k12.wa.us/sites/default/files/public/childnutrition/User%20Manual%20-%20Sponsor%20Home%20Page.pdf
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v. When the appropriate boxes are checked, select the ‘Next’ button at the bottom of 
the screen.  

 
b. Addresses Section 

i. The pink box at the top tells the user what errors exist that need correcting.   
ii. Ensure all Sponsor addresses in WINS are accurate and current. The address section 

of the Sponsor Application has changed to enable OSPI to query reports by street 
name. For both the mailing and street address: 

• The address is correct in this section; the street name needs to be added to 
an additional line.  

• Select the ‘Edit’ icon to edit the address and phone numbers as required. 
• Add the ‘Street Name’ and ‘Attention’ information as applicable. 
•  Select the ‘Save’ button at the bottom of the screen. 

iii. Ensure all Sponsor Phone Numbers are accurate and current. 
• Review Office and Fax numbers. 
• Select the ‘Edit’ icon to update. 

iv. Select the checkbox to verify the information provided here is accurate and current 
to the best of your knowledge. 

v. Select the ‘Next’ button. The red ‘X’ next to Addresses should be corrected. 
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c. Contacts Section 

i. Each section must have a Required Contact, Program, Contact Name, Contact Email 
and Contact Phone. 

ii. All contacts must be updated to include an email and phone number.  
• Use the ‘Edit’ icon next to each staff name to modify staff information. 

iii. Review the Program Contacts listed, ensuring the list is current. 
• If contact name not listed in the drop down:  

o Select the ‘Manage Staff’ button in the upper right corner. 
o Add the contact information. 
o Select the ‘Save’ button when finished. 

• If a staff member is no longer with the district:  
o Select ‘Manage Staff’  
o Deactivate all staff that are no longer working with the district or have 

duplicate names/incomplete information.  

• Select the ‘Show Deactivated Staff’ checkbox.  
o Multiple duplicate names may appear due to previous entries in WINS.  
o If the contact shows active and the contact is no longer active, go into 

each entry and deactivate. 
o If there are multiple contact names for one active contact, deactivate 

the duplicate entries leaving one active contact.   
• Once all staff have been updated, select the click the box verifying 

information is correct and then select the ‘Next’ button. 

• Once the sponsor application is approved, these contacts and numbers will 
display on the main ‘Sponsor Profile’ tab in the ‘Sponsor Staff’ box. Any 
duplicates or staff that have been deactivated will no longer appear. 
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d. Civil Rights and Lobbying Section 

i. Select the appropriate response to each question to attest to Civil Rights 
requirements. 

ii. Select the ‘Next’ button. 
iii. Select the appropriate response to Lobbying questions 
iv. Select the ‘Next’ button. 

 

 
e. Assurances Section 

Select the appropriate response to each question to attest to Assurance requirements. 
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f. FSMC/ Vendor Section 

This section will pre-populate. If the district contracts with a Food Service Management 
Company (FSMC) you will need to click the appropriate programs per the contract. 

g. Sponsor Application – NSLP Section  
This section will pre-populate for your district. 

h. Sponsor Application – Seamless Summer Option Section  
i. Meals and Service 

This section is about systems being in place for meal service and point of service. You 
are attesting here that you have procedures in place. These procedures must be 
available for review when requested by Child Nutrition Services, they must reflect 
current operations for each site and be up to date. 
 

 
ii. Training 

In the training section, the training date can be future date, however, the date should be 
no later than the start of the school year. 



 
OSPI Child Nutrition Services  June 2021  

 
i. Certification Section 

i. Preview for Errors- there should be no red X’s in the dark grey/blue side bar. If errors are 
noted, make the appropriate corrections. 

ii. Check the box to certify that you are an authorized representative of the organization 
and have authority to act on its behalf and that all information provided as part of this 
application and any attached documents are true and correct. 

iii. Select the ‘Done’ button. 

iv. The Unified Application wizard will close and take you back to the screen where you will 
be able to submit your sponsor application. 

   

3. Submit Your Sponsor Application 
a. Select the ‘Submit’ icon next to the sponsor application. A pop-up will appear.  

 
b. Select ‘Submit to OSPI’ on the Application Submission Checklist.  
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c. You will be returned to the Sponsor Application homepage and can double check to see if 
your Sponsor Application has been submitted. The application status will show up as 
green.  

d. If the Sponsor Application is returned for corrections by the Program Specialist, they will 
notify you by email that it has been returned so you can edit and correct as instructed. 
Then re-submit for application approval. 

e. Note: Sponsor applications still in created status now show in orange. Orange indicates 
that further action is required before it will be sent to your CNS Specialists Work Queue for 
Approval. 

4. Navigate to the Site Application  
a. Select the ‘Sites’ tab on the Sponsor Profile page. 

i. Use the drop- down box in the upper-right hand corner of the screen to indicate 
you are working in Program Year 2021-22. 

b. Select the ‘Site Applications’ tab. 

c. A list of the sites for your district will populate. The sites should have ‘Not Started’ in the 
application status when you first begin. Use the checkmark to select a site to renew both 
the site application and the calendar.  

d. Do not renew any sites that were created for COVID operations or SFSP Community Sites 
that operated in school year or Summer of 20–21.  
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e. Next, select the ‘Renew Application’ button on the top right of the page. The Unified 
Application wizard will open. 

5. Complete the Site Application  
a. Programs Section 

i. NSLP Sponsors- Select the School Lunch Program and School Breakfast Program 
checkboxes as applicable. 

ii. Sponsors operating SSO- Select the School Lunch Program, School Breakfast 
program, and the Seamless Summer Option checkboxes as applicable.  

iii. Select the ‘Next’ button. 
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b. Contacts Section 
i. The Contacts Section will require an assigned SSO Site Contact.  

• Use the ‘Manage Staff’ button to add any staff, update staff contact 
information, or deactivate any staff.  

• Use the drop-down next to the ‘Required Contact’ to change the contact.  
• Check the box verifying that all information is accurate before you click the 

‘Next’ button. 
ii. If a Staff Profile is incomplete, you must click on the ‘Manage Staff’ button and 

complete the information as indicated.  
• Add a site contact as indicated using the drop down. If a staff person is 

not listed in the drop-down, you will use the Manage Staff button to add 
a new staff member.  

• Once saved, the staff member will be listed in the drop-down.  
• Additionally, you should deactivate any staff that are no longer with the 

district. 

 

 
c. Activities Section 

This section will roll over for your district, please update as appropriate if you will be 
extending NSLP or operating a Summer Food Service Program in Summer of 2022. 
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d. Food Safety Section 
School sites operating NSLP or SSO are required to receive two food safety inspections 
annually.  

• If the site did not receive two health inspections last year, indicate ‘No’. Use the 
date that the health department was notified that the district was operating 
SFSP throughout the school year for both the first inspection (if no inspection at 
all) and the date of written request.  

 
e. Grade Levels, Rate Determination, Service Type, and Meal Counting Sections 

These sections should auto-populate based on your district. The Service Type Section 
may require updates depending on your distribution methods. For example, if you will 
be distributing meals in multiple fashions, please use the drop-down to select Other, 
then utilize the box to describe how students will be provided meals. 

 
f. Pricing Section 

i. Use the dropdown box to indicate how adult meals will be charged. 
ii. Select the ‘Add’ button to add pricing. 
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• NSLP/SBP Operators: Add the paid meal prices. Remember, reduced meal 
prices are now paid for by WA State, and should be $0.00.  

• SSO Operators: Leave prices at $0.00 as meals are served to students at no 
cost in SY21–22.  

• Use the drop down to indicate the appropriate grade levels.  
• Select the ‘Save’ button after adding the prices and indicating the grade 

groups.  
• To add other grade group & prices use the ‘Add’ button again. 

• For mixed grades with different paid price groups:  
o Indicate the appropriate age grade group for the first meal price, then 

select the ‘Save’ button. 

 
o Next, select the ‘Add’ button again, the same pricing selection will 

open, and you will add the paid price for the remaining grade groups. 
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g. Pay Method Section 

The Pay Method for NSLP/SBP will also need updating regardless of SSO operations. 
Use the drop-down features and ensure each method is answered. 
 

6. Complete the SSO Section - For Sponsors Operating SSO During SY21–22 
a. Racial/ Ethnic Section 

Use the demographic information collected annually by each school. The school data 
link may be used to access this information from the OSPI webpages if you do not have 
the data on hand. 

b. Eligibility Section 
i. Eligibility Type: 

• Open Site: Allows enrolled students, remote learners, and community 
children to receive meals.   

• Closed Enrolled Site: Meal service limited only to enrolled students – 
including remote learners. 

ii. Eligibility Data: 
• Non-Area Eligible Sites 

o Using the drop downs select Closed Enrolled Site or Open Site; 
then select Other.  

o Use the ‘Please Specify’ box and type ”Non-Area Eligible CNR 
#85”.  

o If the site is closed-enrolled, describe why the site is closed to the 
community. Please note, stating school is in session is an 
acceptable explanation.  
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• Area Eligible Sites 
o If Area Eligibility was established within the past 5 years, school 

data and or census data will carryover.  
o Select if the site will be open or closed, select census or school 

data.   

 
o If data does not carryover, use these options: 

 Select ‘Other’ in dropdown with School Data -> use the 
‘Please Specify’ Box to indicate the school, school year and 
F/RP Percentage that qualifies the site as area-eligible. 

 Census Data – upload census map to document file in the 
Site Documents if this is the first time census data has been 
used for this site 

 
c. Activities at Site Section 

Indicate that school will be in session in the ‘Other’ Section. 

d. Service Type Section 
Use the dropdown to select the NSLP/SBP Meal Pattern. Answer remaining questions 
using dropdowns. 

e. Meal Preparation, Meal Service, and Meal Counting Sections 
These sections will auto populate with information from your district, however, you will 
need to update them to reflect current meal service models to match what each site will 
be doing. 
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j. Certification Section 
i. Preview for Errors- there should be no red X’s in the dark grey/blue side bar. If 

errors are noted, make the appropriate corrections. 
ii. Check the box to certify that you are an authorized representative of the 

organization and have authority to act on its behalf and that all information 
provided as part of this application and any attached documents are true and 
correct. 

iii. Select the ‘Done’ button. 
iv. The Unified Application wizard will close and take you back to the screen where 

you will be able to submit your sponsor application. 

   

7. Submit Your Site Application 
a. Select the ‘Submit’ icon next to the site application.  

 
b. The Application Checklist will pop open and remind you that a calendar has either not 

been created or submitted for this site, select ‘Submit to OSPI’, then create the calendar.  
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c. You will be returned to the Sponsor Application homepage and can double check to see 
if your Sponsor Application has been submitted. The application status will show up as 
green.  

 
d. If the Sponsor Application is returned for corrections by the Program Specialist, they will 

notify you by email that it has been returned so you can edit and correct as instructed. 
Then re-submit for application approval. 
 

8. Submit Your Site Calendar 
Use the SY 21-22 Renewal Checklist to add a calendar to each site next. If your district begins 
school in August and is operating the SSO, please reach out to your CNS Program Specialist for 
specific instructions on August operating days. 

WINS Tips 
• Any time you see a red circle with an ‘X’ – that means there is an error in that section and 

requires action on your part.   
• At the bottom of the screen there is a button that can be used to preview errors: Use this 

button whenever an error is identified, with a claim, an application, or calendar, and it will 
provide insight into what actions are needed to enable the user to fix and submit what they are 
working on.  

• Additional WINS information sheets are located in WINS in the ‘Info’ tab, under the 
‘Documentation and Job Aids’ option.  

Have Questions? Please contact your OSPI CNS Program Specialist. 
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