
How to Submit a Claim 
Special Milk Program

Navigating CNMS Monthly Reimbursement Claims as a Special Milk Program School



Step One: Access CNMS
Go to Child Nutrition Knowledge Center (www.cn.nysed.gov)

Log into the Child Nutrition Management System (CNMS)

cnnysed

http://www.cn.nysed.gov/


Step Two: Access New Claim Page

Click “Claims”
On Top Menu Bar

Select: School Year, 
“Milk”, and “New”

Click “Find” 

Lunch



Step Three: Start a New Claim

8888888880

Elementary School
8888888888

City CSD

Select The Month 
To File The Claim

8888888888Elementary School

Click “New” Next 
to the Appropriate 
Recipient Agency 
(RA)



Enter:
 Days of Service
 Free Elig (Eligibles)
 Free Milks (See Next Slide)*
 Paid Milks
 Total Milks

Click “Insert” 
(this will bring you back to the previous page

Step Four: Insert Monthly Claim Information

Lunch

8888888880

8888888888

City CSD

Elementary School



*SFAs Claiming Free Milk Must Enter Milk Avg Cost

Avg Milk Cost = Cost/Number Purchased

 Divide the total cost of milk 
purchased for the claim period
by the total number of milks 
purchased during the same 
claiming period

Example: 
450 Total Milks Purchased 
for a Total Cost of $157.50
 $157.50/450 Milks =

$0.35 Avg Milk Cost

Avg Milk Cost = Cost/Number Purchased

Avg Milk Cost = Cost/Number Purchased
Milks claimed as Paid are

reimbursed at the published rate



Step Five: Submit the Monthly Claim

Complete and
Insert New Claims 
for Additional RAs

8888888880
City CSD

Milk

8888888888Elementary School
8888888889High School

Verify All Claims are
Inserted and Accurate

-----------------------------------------------------

Click “Submit” and “OK”



Lunch

Lunch

Claims With a “Submit” Status are Processed for Reimbursement
*Claims Displaying a “Working” Status Have Not Been Submitted*

-----------------------------------------------------

Confirm all claims are accurate and reflect a submitted status.
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