The Maine Department of Education Food Service 

All new 

Electronic Claim Submittal Process


STEPS TO FILE APPLICATION

District Level Password

1. Obtain Ids and passwords

2. Go to the SFSR system web page: http://www.maine.gov/education/sfsr1.htm
3. Select “file forms”

4. Enter ID and password

5. Select the system School Food Service - Reimbursement

6. Select “application form” the menu

7. Select new application

8. Enter the information

9. Click “SUBMIT” 

10. Notify the legal agent it is done and waiting for approval

STEPS TO CHANGE THE APPLICATION

1. Go to SFSR web page

2. Select “file forms”

3. Enter ID and password

4. Select the system School Food Service - Reimbursement

5. Select “application”

6. Select “application list”

7. Click on the year of application you wish to revise and “Submit” it

8. Revise information

9. Click “UPDATE”

10. Notify legal agent you made changes and waiting to be approved

Questions contact 
Nanci  624-6877 nanci.kittredge@maine.gov or




Walter 624-6875 walter.beesley@maine.gov



Webpage http://www.maine.gov/education/sfs/
STEPS TO FILE CLAIM FOR REIMBURSEMENT

District Level Password

1. Go to the SFSR system web page: http://www.maine.gov/education/sfsr1.htm
2. Enter ID and password

3. Select the system School Food Service - Reimbursement

4. Select “school detail” from the menu

5. Select “new school detail”

6. Select the school to prepare detail for

7. Enter the information

8. Click “SUBMIT” 

9. Return to “District Main Page”

10. At the main menu select claim form

11. Submit a new claim form

12. Enter month and year  

13. Enter data

14. Click “INSERT”

15. Notify the legal agent claim waiting for approval

STEPS TO CHANGE THE SCHOOL DETAIL

1. Go to SFSR web page

2. Enter ID and password 

3. Select the system School Food Service - Reimbursement

4. Select “school detail”

5. Select “school detail list”

6. Click on the month of school detail you wish to revise

7. Revise information

8. Click UPDATE

9. The Claim form must also be updated!!

STEPS TO CHANGE THE CLAIM FORM

1. Go to SFSR web page

2. Enter ID and password

3. Select the system School Food Service - Reimbursement

4. Select claim form

5. Select claim form list

6. Click on the month of claim form you wish to revise

7. Move down to the end of claim form and click submit to revise

8. Revise information

9. Click UPDATE

10. Notify legal agent for approval

Legal Agent Level Password

STEPS FOR LEGAL AGENT TO APPROVE APPLICATION

1. Obtain Id and password

2. Go to the SFSR system web page: http://www.maine.gov/education/sfsr1.htm
3. Select “file forms”

4.  Enter ID and password

5. Select the system School Food Service - Reimbursement

6. Select “application approval” from the menu

7. Select application to approve  “Submit”

8. Review the information

9. Click “APPROVED” at the bottom of the form 

STEPS FOR LEGAL AGENT TO APPROVE CLAIM FORM

1. Go to the SFSR system web page: http://www.maine.gov/education/sfsr1.htm
2. Select “file forms”

3. Enter ID and password

4. Select the system School Food Service - Reimbursement

5. Select claim form approval from the menu “Submit”

6. Select claim form to be approved

7. Review the information

8. Click APPROVED at the bottom of the form

Questions contact 
Nanci 624-6877 nanci.kittredge@maine.gov or




Walter 624-6875 walter.beesley@maine.gov



Webpage http://www.maine.gov/education/sfs/
STEPS TO ENTER SCHOOL DETAIL FORM

School Level Password

1. Obtain Ids and passwords

2. Go to the SFSR system web page: http://www.maine.gov/education/sfsr1.htm
3. Select “File Forms (school officials only)

4. Enter ID and password

5. Select the system School Food Service - Reimbursement

6. Select “file new school detail”

7. Revise information

8. Click “Submit”

9. Notify district person you enter the information.

STEPS TO CHANGE THE SCHOOL DETAIL FORM

1. Go to SFSR web page

2. File Forms

3. Enter ID and password

4. Select the system School Food Service - Reimbursement

5. Select “school detail list”

6. Click on the month of school detail form you wish to revise

7. Revise information

8. Click UPDATE

9. Notify district person you made changes

Questions contact 
Nanci 624-6877 nanci.kittredge@maine.gov or




Walter 624-6875 walter.beesley@maine.gov



Webpage http://www.maine.gov/education/sfs/
STEPS TO CHANGE YOUR PASSWORD

1. SFSR web page

2. File Forms

3. Enter ID and password

4. Select the system School Food Service - Reimbursement

5. Select “change password”

6. Enter present “old” password

7. Enter new password in both boxes

8. Click “Submit”

Password is changed

Questions contact 
Nanci 624-6877 nanci.kittredge@maine.gov or




Walter 624-6875 walter.beesley@maine.gov



Webpage http://www.maine.gov/education/sfs/
STEPS TO CHECK THE STATUS OF YOUR CLAIM FORM

1. Go to the SFSR system web page: http://www.maine.gov/education/sfsr1.htm
2. Enter ID and password

3. Enter ID and password 

4. Select the system School Food Service - Reimbursement

5. Select “Claims Forms” from the list

6. Select “Claim form list” from the list

7. Chart will appear like the example below

	Effective Date
	Revision
	Legal Agent Approval Date
	Status
	Display All Revisions

	02/2000
	0
	03/08/2000
	Approved
	Display All Revisions

	01/2000
	0
	02/08/2000
	Processed
	Display All Revisions

	12/1999
	1
	
	Inactive
	

	12/1999
	0
	01/07/2000
	Processed
	Display All Revisions

	11/1999
	0
	12/08/1999
	Processed
	Display All Revisions

	10/1999
	0
	11/05/1999
	Processed
	Display All Revisions

	09/1999
	0
	10/12/1999
	Processed
	Display All Revisions

	05/1999
	0
	
	Startup
	


The status column tells you if it is filed (Current), approved by superintendent (Approved) and if it was been paid (Processed).  Inactive means the claim form is older then 60 days and was never approved therefore it is not part of the database or paid.

STEPS TO RETREIVE DEPARTMENT OF HUMAN SERVICES 

DIRET CERTIFICATION LIST

Legal Agent Level Password

1. Obtain Ids and password

2. Go to the SFSR system web page: http://www.maine.gov/education/sfsr1.htm
3. Select “File Forms (school officials only)

4. Enter ID and password

5. Select “Direct Certification List” link  (The first link with an arrow)
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