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USDA Income Categories 
1 Go to Files  CYS  CYS Financial Maintenance  USDA Income Category Maintenance. 
2 Highlight the rate you want to change and click Change. 
3 Update the Income Limits For Free Services and Income Limits For Reduced Services 

fields. 
4 Click Done. 
5 Repeat steps 2–4 for each rate you want to change. 

 
FIGURE 1 

6 Click Exit to return to the Main Menu. 
 
 

USDA Rates and Meal Times (Defaults) 
1 Go to Files  CYS  CYS Financial Maintenance  USDA Misc Rate/Fee Maintenance 
2 Update the CDC Rates and Default Beginning Meal Times. 
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3 If your FCC rates are not currently set up, please contact VSI support for more information. 
Each state is different; VSI will need to work with you on a per-site basis. 

 
FIGURE 2 

4 Click Done to return to the Main Menu. 
 

Meal Serving Times 
1 Go to Files  Facility  Facility Location Maintenance. 
2 Highlight the location of the CDC. Click Change. 
3 Click Next. 
4 Click CYMS Defaults to fill in the fields with the information you provided in the previous 

section. 
5 If this location’s meal serving times are different at this location, change them here, then click 

Done. 
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FIGURE 3 

6 Click Exit to return to the Main Menu. 
 

Note: Meal serving times and rates for providers are updated per provider. 

7 Go to Files  CYS  CYS FCC Provider Module. 
8 Highlight the provider whose meal times you want to update and click Change. 
9 Click Next three times (or click on the button for the Meal Rates/Times screen). Click CYMS 

Defaults to get the default rates, and then adjust the times for that provider. 
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FIGURE 4 

9 Click Done. Click Exit to return to the Main Menu. 
 

Household USDA Income Category and Family Size 
Note: You will not be able to post meals for children whose household does not have a USDA income 
category and family size entered. 
Hint: You can use the Household Audit Report (Reports  CYS  CYC CDC Reports  HH Audit Report) 
to list households that are missing USDA information. (For the Audit Option, select Missing Data. For the 
Only Include Households with These Pass Types section, select only the CY-CHILD and CY-SAS 
pass types.) 

1 Go to Files  Activity  Household Maintenance. 
2 In the Lookup field, enter the last name of the child. Click Family Member. 
3 Select the child from the list. 
4 Click Next two times (or click on the button for the Financial Info screen). 
5 Update the USDA Income and Family Size fields in the center of the screen. 
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FIGURE 5 

6 Click Done. Click Exit to return to the Main Menu. 

 
USDA Meal Reimbursement Posting For CDC 

1 Go to Daily  CYS  CYS USDA Meal Reimb Posting. 
2 Right-click in the Activity No field. Select the first activity you want to post. 
3 Enter the Post Date.  

Note: Always use a date within the month you are posting for. (For example, if you are posting on 
November 3 for the month of October, use 10/31 as the posting date). 

4 Enter the search dates. This is the date range you are posting meals for. 
5 If you track them, enter the number of adult meals. 
6 Choose Full Time or Hourly.  

Note: For all of the regular programs, choose the Full Time option. For hourly children, there should be 
one activity set up for each building that offers hourly care. Select the hourly activity and choose the 
hourly option. This will post meals for all hourly children at that building, even if they are in different 
rooms. 

7 Confirm that the meal serving times are correct. 
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FIGURE 6 

8 Click Listing. 
9 The Meal Reimbursement screen will appear. All of the meals that were served during the 

time you specified on the previous screen will be displayed. 
10 To adjust the number of meals served or the meal rate, double click on the name on the list to 

be adjusted. Be sure the child whose meals you are adjusting is the name displayed on the 
bottom left of the screen. Make the appropriate changes to the number of meals or the meal 
rate. Click Update Meal List. 
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11 Once all changes have been made, click Post Meal Record. 
12 Repeat steps 2–11 for each activity and hourly location. 
13 Click Exit to return to the Main Menu. 

 

Note: If after posting the meal record, you realize you need to make an additional adjustment, you need 
to make all of the changes again. When you click Post Meal Record, the following message will appear: 
“A USDA Meal Posting already exists for this class on this date. Do you want to overwrite this record?” 
You must click Yes to this question. If you say no, it will add to your previous posting. 

 

USDA Meal Reimbursement Posting For FCC 
Follow the steps from the previous section, with one exception: For all FCC postings, choose the Full 
Time/Hourly option only. 
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