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Claims – File Upload
Upload Center Claims

This document is intended to accompany information regarding the file upload.

Generate the file

Generating the file for the site claim is done using the tracking file where the meal, attendance or other information is stored.  This file may contain most, or only part, of the information required on the site claim.  The file must be set up using the required format so that the information can be transferred to the center claim.

Specific information regarding the file layout can be obtained from DECAL.  

Generate the Adult Care or Child Care File (ACC-CCC)

DECAL has an Excel file that can be used to enter information for the claim.  This file can then be uploaded into the system.  The file headers and field descriptions are found in the attached Appendix 1 (ACC-CCC).

Once the ACC-CCC file has been obtained from DECAL, save the file to a location on your computer or network where it can easily be located.  The Save process contains the following steps.]

1. Click on File on the Excel menu.

2. Click on Save As…
3. Select a ‘Save in:’ folder, using the dropdown arrow.

4. Select or Enter a ‘File Name:’ using the dropdown arrow or by typing the name.

5. Click on the dropdown arrow for ‘Save as type:’ 

6. Select ‘Text (Tab delimited)(*.txt)’ (note the file must be saved with .txt as the extension)

7. Click Save.

The file headers and field descriptions are found in the attached Appendix 1 (ACC-CCC).

The file is now saved in a format that allows it to be uploaded.  See the User Documentation for information regarding the entire File Upload process.

Generate the Day Care Home File (DCH)

DECAL has an Excel file that can be used to enter information for the claim.  This file can then be uploaded into the system.  The file headers and field descriptions are found in the attached Appendix 2 (DCH).

Once the DCH file has been obtained from DECAL, save the file to a location on your computer or network where it can easily be located.  The Save process contains the following steps.]

1. Click on File on the Excel menu.

2. Click on Save As…
3. Select a ‘Save in:’ folder, using the dropdown arrow.

4. Select or Enter a ‘File Name:’ using the dropdown arrow or by typing the name.

5. Click on the dropdown arrow for ‘Save as type:’ 

6. Select ‘Text (Tab delimited)(*.txt)’  (note the file must be saved with .txt as the extension)

7. Click Save.

The file is now saved in a format that allows it to be uploaded.  See the User Documentation for information regarding the entire File Upload process.

Using another system to Generate the Child Care or Adult Care File

DECAL has an Excel file that contains the file layout used for uploading information to the system.  If you are using a software program to gather information the upload file should be configured to match the layout in the DECAL provided ACC-CCC Excel file.

Using another system to Generate the Day Care Home File

DECAL has an Excel file that contains the file layout used for uploading information to the system.  If you are using a software program to gather information the upload file should be configured to match the layout in the DECAL provided Provider Level Excel file.

Appendix 1 (ACC-CCC)
The following table displays the column number, heading and a brief description for the ACC-CCC Excel file.  Some fields are not required because they are not used on the actual claim form.  

	Column
	HEADING
	DESCRIPTION

	1
	Upload Form
	This is always 9605 for every record

	2
	Serial Number
	Sequential Record number from 1 to 999,999

	3
	Process Date
	The date of the File data

	4
	Center/Site Number
	Site number assigned and used in CNP2004

	5
	Program
	ACC or CCC

	6
	Agreement Number
	Agreement number of the Sponsor

	7
	Claim Month
	Calendar month from 1 to 12

	8
	Claim Year
	4 digit year

	9
	# of Days Food Served
	Number of days food is served

	10
	ADA
	Average Daily Attendance

	11
	Total Enrollment
	Total Enrollment

	12
	# of Participants Eligible for Free Meals
	Number of participants that are eligible to receive Free Meals

	13
	# of Participants Eligible for Reduced Meals
	Number of participants that are eligible to receive Reduced Price Meals

	14
	# of Participants Eligible for Paid Meals
	Number of participants that are eligible to receive Paid Meals

	15
	Title XIX Adults / Title XX Children
	Number of Adult that qualify for Title XIX for ACC claim or Number of Children that qualify for Title XIX for CCC claim

	16
	Free Breakfast Served
	Actual number of meals served

	14
	Free AM Snacks Served
	Actual number of meals served

	18
	Free Lunches Served
	Actual number of meals served

	19
	Free PM Snacks Served
	Actual number of meals served

	20
	Free Suppers Served
	Actual number of meals served

	21
	Free Evening Snacks Served
	Actual number of meals served

	22
	Reduced Breakfast Served
	Actual number of meals served

	23
	Reduced AM Snacks Served
	Actual number of meals served

	24
	Reduced Lunches Served
	Actual number of meals served

	25
	Reduced PM Snacks Served
	Actual number of meals served

	26
	Reduced Suppers Served
	Actual number of meals served

	27
	Reduced Evening Snacks Served
	Actual number of meals served

	28
	Paid Breakfast Served
	Actual number of meals served

	29
	Paid AM Snacks Served
	Actual number of meals served

	30
	Paid Lunches Served
	Actual number of meals served

	31
	Paid PM Snacks Served
	Actual number of meals served

	32
	Paid Suppers Served
	Actual number of meals served

	33
	Paid Evening Snacks Served
	Actual number of meals served

	34
	Total Breakfast Served
	Actual Total number of meals served

	35
	Total AM Snacks Served
	Actual Total number of meals served

	36
	Total Lunches Served
	Actual Total number of meals served

	37
	Total PM Snacks Served
	Actual Total number of meals served

	38
	Total Suppers Served
	Actual Total number of meals served

	39
	Total Evening Snacks Served
	Actual Total number of meals served

	40
	# of Area Eligible At Risk Snacks Served
	Actual number of meals served

	41
	At-Risk Number of Days Snacks Served
	Number of days food is served

	42
	Area Eligible At Risk ADA
	Area Eligible At Risk Average Daily Attendance

	43
	Area Eligible Enrollment
	Area Eligible Enrollment

	44
	Pre-K Children
	Number of Pre-K Children


Appendix 2 (DCH)
The following table displays the column number, heading and a brief description for the DCH Excel file.  Some fields are not required because they are not used on the actual claim form.  

	Column
	HEADING
	DESCRIPTION

	1
	Upload Form
	This is always 9615 for every record

	2
	Serial Number
	Sequential Record number from 1 to 999,999

	3
	Process Date
	The date of the File data

	4
	Provider Name
	Name of the Provider

	5
	Provider SS#
	Provider’s Social Security Number

	6
	Agreement Number
	Sponsor Agreement Number

	7
	Claim Month
	Calendar month from 1 to 12

	8
	Claim Year
	4 digit year

	9
	# Days Food Served
	Number of days food is served

	10
	Total Attendance
	Total Attendance

	11
	Filler
	This is a filler field

	12
	Total Enrollment
	Total Enrollment

	13
	TIER 1 Breakfast
	Actual number of meals served

	14
	TIER 1 AM Snack
	Actual number of meals served

	15
	TIER 1 Lunch
	Actual number of meals served

	16
	TIER 1 PM Snack
	Actual number of meals served

	14
	TIER 1 Supper
	Actual number of meals served

	18
	TIER 1 Night Snack
	Actual number of meals served

	19
	TIER 2 High Breakfast
	Actual number of meals served

	20
	TIER 2 High AM Snack
	Actual number of meals served

	21
	TIER 2 High Lunch
	Actual number of meals served

	22
	TIER 2 High PM Snack
	Actual number of meals served

	23
	TIER 2 High Supper
	Actual number of meals served

	24
	TIER 2 High Night Snack
	Actual number of meals served

	25
	TIER 2 Low Breakfast
	Actual number of meals served

	26
	TIER 2 Low AM Snack
	Actual number of meals served

	27
	TIER 2 Low Lunch
	Actual number of meals served

	28
	TIER 2 Low PM Snack
	Actual number of meals served

	29
	TIER 2 Low Supper
	Actual number of meals served

	30
	TIER 2 Low Night Snack
	Actual number of meals served
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