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INTRODUCTION 
 

The purpose of this user’s guide is to give step by step instructions for clients to 
access the on-line feature of the Child Nutrition (CN) Payment Center.  Because the 
CN Payment Center is Internet accessible, there are USDA and Food and Nutrition 
Service security measures in place to make sure that system users are authorized 
to use the system. These security procedures must be completed before getting 
access to the system. NOTE: That there are two separate components in 
receiving access to the online system.  
 
One component is the eAuthentication, which is a secure gateway that is used by 
anyone conducting electronic business with any agency within USDA. NOTE: This 
organization works separately to secure the safety and privacy of each individual’s 
access and can only answer any questions and concerns related to the 
eAuthentication process.  
 
Another component is the Child Nutrition (CN) Payment System.  This system 
allows claims to be entered electronically along with other administrative 
procedures. The on-line entry of claims is easy, efficient and improves the speed 
and responsiveness of the claim in comparison to the paper claims process. NOTE: 
This system is part of the FNS and any questions and concerns related to the CN 
Payment System can only be recognized through the FNS and not through 
eAuthentication. 
 
This section of the guide explains how to complete the eAuthentication 
requirements in order to receive the necessary credentials to access the Child 
Nutrition Payment System.  
 
Please note that a FNS 674 “Computer System Access Request Form” should be 
filled out and mailed to the Food and Nutrition Service as soon as possible.  A blank 
form is attached to the second section of this guide, and can also be downloaded 
from the Child Nutrition Home Page at this address - http://roap.fns.usda.gov
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Step 1: Go to 
http://www.eauth.egov.usda.g
ov

 

 
Step 2: Click on “Create An 
Account Page” 
 
 
 
 
 
 
 
 
 
 
 
 
               

 

Step 3: Click on “Level 2 
Access” 
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Step 4: Fill in all required 
information fields 

 

 
Note: User ID must contain 6-20 
characters, and may only contain 
letters and numbers.  User ID is not 
case sensitive. 
 
Note: Password must contain 4-10 
characters and one must be 
numerical. 
 
Note: Keep a record of User ID 
and Password  
 
Note: First and Last name must be 
entered exactly as they appear on 
the government-issued photo ID 
that will be presented at the Local 
Registration Authentication Center 
(LRA). 

 

 
Step 5: Click on “Continue” 
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Step 6: Verify personal 
information 

 

 
Step 7: Print and keep a copy 
for your personal records 
 
Step 8: Click on “Submit” 
 
 
 
 
 
 
 
 
 
 
 
     

 

 
Step 9: Print and keep a copy 
for your personal records 
 
Step 10: Click on “Close 
Window” 
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Step 11: Wait 1 hour  
  
  
  
  
  
  
  
Step 12: Log into your e-
mail account and open e-mail 
from 
eAuthHelpDesk@usda.gov

 

 
Step 13: Print and keep a 
copy for your personal 
records 
 
 
Step 14: Click on 
“ACTIVATE MY 
ACCOUNT” 
 
Note: Wait 20 minutes from receipt 
of e-mail before activating account 
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Step 15: Click on “Close 
Window" 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
               

 

Step 16: Go to 
http://www.eauth.egov.usda.g
ov
 
Step 17: Click on “Service 
Centers” 
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Step 18: Click on your state 
(and region if applicable) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  
  
  
  
  
  
 

 

Step 19: Click on your city 
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Step 20: Contact one of the 
offices to schedule an 
appointment to meet with a 
Local Registration Authority 
(LRA) to complete account 
activation for level 2 access 

 

 
Note: Be sure to provide a valid 
State Driver’s License, State Photo 
ID, or other government issued 
photo ID 
 
Note: Information on ID must 
match information provide for 
eAuthentication account 
 
 
 
 
 

  
  
  
 Step 21: Wait 1 hour after 

LRA activates account  
  
  
  
  
  
  

 

Step 22: Log into your e-
mail account and open new e-
mail from 
eAuthHelpDesk@usda.gov
 
Step 23: Print and keep a 
copy for your personal 
records 
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Step 24: Go to 
http://www.eauth.egov.usda.g
ov

 

 
Step 25: Click on “Update 
your account” 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
  
  
  
  
  
  

 

 
Step 26: Click on “Continue” 
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Step 27: Enter User ID and 
password 

 

 
Step 28: Click on “Login” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
  
  
  
  
  
  

 

Step 29: Enter old password 
and create new password 
 
Note: The new password will be 
the one that will be used to enter 
monthly claims. 
 
Step 30: Click on “Continue” 
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Step 31: Click on “Continue”  
 

 

Note: You must wait 1 hour  after 
obtaining eAuthenticatin level 2 
access before conducting business 
though eAuthentication 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  
  
  
  
  
  
 

Congratulations!  You now have eAuthentication level 2 access. 
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PROCESSING CLAIMS ON-LINE IN THE CN PAYMENT CENTER 
 
 
Child Nutrition (CN) Payment System:  this system allows client’s to enter 
claims electronically and to perform administrative procedures without leaving your 
computer.  The on-line entry of claims is easy, efficient and improves the speed and 
responsiveness of the claim in comparison to the paper claims process. NOTE: This 
system is part of the Food and Nutrition Service (FNS) and any questions and 
concerns related to the CN Payment System can only be recognized through the 
FNS and not through USDA eAuthentication helpdesk. 
 
Once e-Authentication has been validated and accepted it is now time to process 
monthly claims for reimbursement electronically.  Some of the reasons to start this 
process as soon as possible are: 
 

• Turn-around for claim reimbursement will be quicker  
 

• Errors will be corrected before the claim is submitted 
 

• Postage, and Rejection/Error letters will be eliminated 
 

We would like to bring the following items in this guide for on-line processing to 
your attention: 
 
• Complete enclosed Computer System Access Request Form (FNS 674) on 

Page 14  
 

• Forward to the address on the bottom of Page 15 at your earliest 
convenience. 

 
• Receive encrypted password and user ID. (Page 16)   

 
• Go to ROAP website http://roap.fns.usda.gov  (Page 17). 
 
• Start on-line process from this website   

 
• Warning screen (Page 18)  

 
• Login with password and ID created by sponsor 

 
• One time registration with encrypted password and ID (Page 19). 

 
Screens shown on pages 20 -23 will have specific guidelines to assist in completion 
of the on-line process. 
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NOTE:  e-Authentication Password Reset Change:  Employees, contractors, 
and state or local government eAuthentication users who need to have 
their e-Authentication passwords reset, or who are having other eAuth 
issues, can now submit their request to the 
FNSEAUTHHELPDESK@fns.usda.gov rather than call or e-mail the USDA IT 
Service Desk.  Larry Blim in Financial Management and Shawn Jones in the 
Office of Information Technology have been authorized to provide e-
Authentication support.  Larry can be reached at 703-305-1548 and Shawn 
can be reached at 703-305-2528. 
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INSTRUCTIONS FOR COMPLETING FORM FNS-674  
FNS COMPUTER SYSTEM ACCESS REQUEST  

(Revised 7/12/05)  
The following instructions are being provided to assist you in completing the FNS-674 form.  
 

1.   USER NAME – Print or type name  
 
2.   USDA EAUTH ID – Print or type ID used to obtain Level 2 account.  
 
3.   DATE OF REQUEST – self-explanatory  
 
4.   ORGANIZATION – Print or type name of agency  
 
4B.  ADDRESS – Print or type agency address  
 
5A.  TELEPHONE – Print or type telephone number. 
  
5B.  DATE OF BIRTH – Leave blank; not applicable to CN PAYMENT CENTER  
 
5C.  SOCIAL SECURITY NUMBER – Leave blank; not applicable to CN 

PAYMENT CENTER  
 
5D.  HOME ZIP CODE – Leave blank; not applicable to CN PAYMENT CENTER  
 
5E.  EMAIL - Print or type your email address 
  
6A.  SUPERVISOR – Print or type name of your supervisor  
 
6B.  EMAIL – Print or type your supervisor’s email address  
 
6C.  PHONE NUMBER – Print or type your supervisor’s telephone  
 
7A.  SYSTEM ACCESS SECTION  

SYSTEM NAME – Please circle your program  
 

7B.  SYSTEM NAME – Print or type CN PAYMENT CENTER and your 5 digit 
sponsor number  

 
8.  COMMENTS, SPECIAL INSTRUCTIONS – Type or print any comments or 

special instructions  
 
9.   APPROVALS – Leave blank; to be completed by Regional Office  

 
Please forward your 674 form to:  
 
USDA, Food and Nutrition Service  
Mercer Corporate Center  
300 Corporate Blvd.  
Robbinsville, New Jersey 08691-1598  
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After we receive the 
completed and signed 
FCS-674, the user will 
be given authorization to 
access the CN Payment 
Center. 

 
We will mail you back a 
letter which looks like 
the one to the right. 

 
The important part of the 
letter is an encrypted 
password (circled in red) 
that will enable you to 
access the CN Payment 
Center. 
 
The user ID is your 5 
digit sponsor/agreement 
number 

  
  
  

Once you have obtained you eAuthentication login and received the encrypted 
password letter, you are ready to log into the Child Nutrition Payment Center.
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When you are ready to login into the CN Payment Center for the first time, make sure you have the 
following information in front of you:   
 
1) The User ID and password that you established through eAuthentication. 
 
2)   The letter you received from FNS with the encrypted password. 
 
In order to enter the Child 
Nutrition Payment Center, you 
must go through our website at 
http://roap.fns.usda.gov

 

 
Note – You will have to go 
through this page every time 
you enter the Payment Center 
 
Before you go any further, 
either bookmark this page or 
save it as a favorite in your 
browser. 
 

 You must use Microsoft 
Internet Explorer, version 5.0 
or higher, in order to access 
The CN Payment Center. 
 
Step 1: Click on “Log in to 
Payment Center” in one of two 
places on the webpage. 
(Shown by arrow) 
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You will first see this warning 
page.  Just click on “Continue” 
to proceed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The login screen is shown to 
the right. 
 
Step 2: Enter your User ID 
and password that you set up 
through the eAuthentication 
process.  (NOT the encrypted 
password we mailed you in the 
letter.) 
 
Step 3 : Click “Login”. 
 

 If you ever forget your 
password, you can come to 
this page and click on “Reset 
My Forgotten Password” (red 
circle) and a new password will 
be emailed to you in a few 
minutes. 
 

 If you have any problems 
logging into this page, you 
have to contact the 
eAuthentication support by 
clicking on “Contact Us” 
(circled in blue) 
 

 
 
 

 

Enter User Id and Password in 
the spaces above. 

 
 
 
 
 
 
 
 

18 



You have now entered the 
home page of our Child 
Nutrition Payment Center 
(shown to the right). 
 
You are first asked to select 
the program in which you 
participate from the drop down 
menu (indicated by the arrow). 
 
Step 4: Select the program 
and hit “Go”.                                            
 
 
 
 
 
 
 
 
Step 5: You must now type in: 
 
1) Your User Name (5-Digit 
sponsor number) and; 
2) Encrypted password that 
we sent to you. 
 
Step 6: Click “Register” 
 
Note – You only have to do 
this step the very first time you 
log on.  From this point on, 
your account will be linked to 
your eAuthentication User ID 
and password. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Select program in which you participate from the dropdown 

 
 

 Type in User Name and Password
 
                                 
 
 

ONE TIME USE ONLY!!!!!!! 
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This is the main menu screen 
from which you will select all 
activities. 
 
In the next few slides, we will 
discuss each of the menu 
options available to you. 
 
 

 
 
 
 
 
 
 
 
 

Select Year 
 

The first thing you must do is 
select the appropriate year for 
the activity you want to 
perform.  The default is the 
current program year. 
 
For sponsors in the Lunch, 
Breakfast and Milk Programs, 
the program year runs from 
July to June.  So, for instance, 
if you wanted to submit your 
September 2005 claim, you 
would select “2005-2006”. 
 
The Summer Feeding Program 
year runs from October to 
September. 
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Instructions 
 
This menu option provides 
you with instructions for 
completing the forms that 
you must send to us from 
time to time. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Approvals 
 
At the present time, the only 
option you have is to view your 
approval information. 
 
This is helpful if you want to 
review changes that you have 
made (and we have approved) 
in the past, such as number of 
schools, enrollment and non-
operating months. 
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Claims for Reimbursement 
 
This is the option that you will 
use most often.  You can 
perform two activities: 
 
1) View Claim – This allows 
you to view any claim that you 
have submitted in the past. 
 
2) Submit Claim – This is the 
option you would select to 
enter and submit a claim for 
reimbursement online.   
 
 
 
 
 
 
Financial Functions 
 
The option “View 
Transactions” allows you to 
view or print a summary of 
transactions that have been 
completed for your 
organization for any given 
period of time.  These 
transactions would include 
program payments, advances 
issued or collected (for 
appropriate programs), other 
credits or debits to your 
account. 
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Rates 

 
With this option, you can view 
the Federal rates of 
reimbursement for every meal 
type for any period of time. 
 
“View Rates” – Most 
sponsors will use this option 
 
“View DOD Rates” – This 
option is used by Dept of 
Defense schools that 
participate in our programs. 
 
 
 
 
 
 
 

 

 
 

 
 

Future Enhancements 
 

We plan to offer the following enhancements to the Child Nutrition Payment Center: 
 
1) There will an option for sponsors to submit their annual application information online, rather 
than mailing it in to us. 
 
2) At that same time, you will have the capability to view the application information and make 
changes as appropriate. 
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