
 

Instructions for Seamless Summer Option (SSO) Claiming 

Revised November 2020 

Step 1: Claim Data Entry Person Signs into the web claiming system for the 

Office of Nutrition Programs & Services: https://my.doe.nh.gov/myNHDOE 

Sponsor Claims for SAU # 

                             

Select the month you are claiming for: 

The below box will appear, click okay 

 

Once you click Okay, the below box will appear with all approved school 

names:  You will have an ERROR that appears. You must put in a Remark in 

the Remark section before clicking on the school Enter Meal Counts:  Click 

on the Edit Button and put in SSO Covid-19 October Claim   

 

https://my.doe.nh.gov/myNHDOE


Once the Remark as been enter hit SAVE: 

 

Now you will be able to go to each site to Enter Your Meals Counts:  Click on 

ENTER MEAL COUNTS 

 
 

Once you click on the enter meal counts the below page will appear: 

Click on Edit to enter your counts: 

 

 

 



Once you have hit EDIT, the below box will appear:  This is where you will 

enter your claims for the Site.   

 

The below claim is enter, you hit Save: 

 

The below Errors & Warning appear:  Click on the edit button to make 

changes: 

 



As you can see  402 Free students is not enough to cover the meals served.  

(402 meals x 22 days = 8844 meals).   Enter the number of free students 

from your highest meal count for a single day.  You should enter zero in the 

Reduced number.  Click on save.  

 

Once you hit Save, all the Warnings and Errors should go away. 

 

Once completed, then hit the Green Arrow back and it will bring 

right back to the sponsor page.  Click on the next site ENTER MEAL COUNTS 

 



Repeat these steps for each site.  Once all sites have been entered, you will 

then need to LEFT click on the Blue Hyper-link “In PROCESS” and a box will 

appear: 

 

 

Click on the Box “Yes, send this claim to the submitter: 

Now it is time for the Claim Submit Person to login, click on the sites and 

assure that all numbers have been entered correctly. 

If so, then the Submitter will then LEFT click on the Blue Hyper-link “Pending 

Submission” and the below box will appear:  Hit Submit to NHDOE for 

Review/Approval and click on Send 

 
 



Once this is complete you should see that the Claim is Pending DOE 

Approval.  It is now up to the State Agency to go in and submit the claim for 

payment. 

 

Should you receive any Warnings, you must address them as you go along.  

You may have one that states the Tolerance is higher this month, then you 

would click on edit the put remarks that you fed more children.  As you read 

the Warnings, you should be able to remark on most of them.  If you have a 

question, please do not hesitate to contact the office. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


