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Upload a Supporting Document in CRRS
[bookmark: _GoBack]Upload a Supporting Document in CRRS
The Claims Reimbursement and Reporting System (CRRS) tracks the supporting documents you must submit to the Ohio Department of Education with your application for enrollment in a child nutrition program. Supporting documents are required for approval of your application and may include media release forms, menus, child care and food service licenses, fire and health inspections, new site pre-approval forms, vending contracts, and other forms. Use the process described below to upload and attach a supporting document to your application in CRRS.
	1.
	Click the GO button for Supporting Documents on the Sponsor Application Menu screen. 
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	2.
	The Supporting Documents screen lists the forms and documents you must submit to OCN. Documents that require attachments are marked with paperclip icons. Click the paperclip icon beside a document name to upload the completed document to CRRS. 
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	3.
	On the Supporting Document Attachments screen, click the Attach Document button. 
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	4.
	On the Add Supporting Document Attachment screen, click the Browse button to locate the file you wish to upload. 
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	5.
	The Choose File to Upload window shows the electronic folders and files stored on your personal computer. Look for the file you wish to upload into CRRS and click on the name of the file to select it. The name of the file will appear in the File name text box. Click the Open button.  
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	6.
	The Add Supporting Document Attachment screen shows the file path and name of the file you selected. Click the Attach File button to upload the document into CRRS. 
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	7.
	On the Update Supporting Document Attachment screen, enter a description of the document into the Comments text box. Click the Submit button. 
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	8.
	On the Supporting Document Attachment Confirmation screen, click the Finish button. 
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	9.
	The Supporting Document Attachments screen shows the document you uploaded, with options to View or Delete the document. Click the < Back button. 
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	10.
	On the Supporting Documents screen, the paperclip icon for the required file (and any other uploaded files) has been replaced by an attached file icon. The checkbox in the Document mailed or uploaded column and the date of uploading are marked. Click the Submit button when all required documents have been uploaded.  
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	11.
	Click the Finish button to close the Confirmation window.
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Supporting Documents
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To upload any document: first save the document to your computer:
2nd click the paper clip below for the document to upload and follow instructions.

Required Application Forms and Documents

Document | Date mailed or uploaded Document Status. Document Status Date
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[ (To be Completed by Sponsor) (To be Completed by CNS)

| Sponsor - Required Item(s)
[Passport or applcable approvel
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‘Supporting Document Attachments

[

[ Sponsor Name: [ RN [ County Program Year
[ pi74 | 015789 | Adams | 20122013

Passport or applicable approval - Attachments
[ Attached File Name [ File Size [ Attached Date [ File Type [ File Options
[ Currently, there are no attachments in the system for this document.
o attach a file click the ‘Attach Document > button below, then follow the onscreen instructions.





image7.png
Add Supporting Document Attachment

Sponsor Name: [ RN | County | Program Year
pi74 | 015789 | Adams | 20122013

Attach File

‘Select the file you wish to attach (pload to the CNS system) from your computer by clicking the Browse. " button
Once you have selected a file. click the Attach File’ button to attach the fle to the Supporting Document.
INOTE - Only 1 file can be attached at a time.

Fyou need to attach muttipl files, repeat the process of clicking the ‘Attach Document >' button on the previous screen.

1- Select File Browse..

2- Attach the selected file to the database.
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Add Supporting Document Attachment

Sponsor Name: [ RN | County | Program Year
pi74 | 015789 | Adams | 20122013

Attach File

‘Select the file you wish to attach (pload to the CNS system) from your computer by clicking the Browse. " button
Once you have selected a file. click the Attach File’ button to attach the fle to the Supporting Document.
INOTE - Only 1 file can be attached at a time.

Fyou need to attach muttipl files, repeat the process of clicking the ‘Attach Document >' button on the previous screen.
1- Select File

2- Attach the selected file to the database.
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Update Supporting Document Attachment

Sponsor Name: [ RN | County | Program Year
pi74 | 015789 | Adams | 20122013
|Attachment Name: |passport.pdf
|Attachment Size: 762K
|Attachment Date: [12/03/2012
|Attachment Type: i)

You may add additional comments in regards to this attached fle. If not, click the '< Back’button to return to the Supporting Document List.

Comments
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‘Supporting Document Attachment Confirmation

[ Sponsor Name: [ RN | County | Program Year
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The Supporting Document Attachment has been updated.
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[ Sponsor Name: [ RN | County | Program Year
[ pi74 | 015789 | Adams | 20122013

[ Attached File Name [ File Size [ Attached Date [ File Type [

|passport pdf 762K | 12/03/2012 h]

attach a file click the ‘Attach Document >' button below, then follow the onscreen instructions.
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To upload any document: first save the document to your computer:
2nd click the paper clip below for the document to upload and follow instructions.

Required Application Forms and Documents

Document | Date mailed or uploaded |  Document Status Document Status Date
Required Forms/Documents mailed or
to send to Ohio Department of Education uploaded
[ (To be Completed by Sponsor) (To be Completed by CNS)
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RS Leter of Federal Tax Exemption Status 12/03/2012
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‘Supporting Documents Confirmation
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‘Sponsor Application Menu

[ Sponsor Name [ RN [ County [ Program Year
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[ £l Program Year: 2013

Application
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