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The Child and Adult Care Food Program


Instructions for Completing the Automated Master Enrollment List
For a Sponsoring Organization or Campus with more than one facility (site) – see page 5.
For an Independent Institution with one center (site):

(Template: Master Enrollment List_ Single Site.xls)

Initial Instructions for Setting up the MEL (for new institutions or at the beginning of the fiscal year):
1. In the “Automated MEL” tab, fill in the information in the yellow boxes at the top of the spreadsheet.

a. For “Fiscal Year”: Enter the current fiscal year

i. NOTE: The fiscal year is October – September. The fiscal year for October, November and December is the next calendar year (i.e. October 2013 is in fiscal year 2014).

b. For “Month”: Enter the claim month

c. For “Licensed Capacity”: Enter the capacity listed on the center’s license 

**Do NOT make any changes to the grey boxes at the top of the spreadsheet. Theses boxes contain formulas. Typing or erasing anything in these boxes will delete the formulas.**

2. Using the completed and determined Enrollment Form/Income Eligibility Statement (IES) for each participant enrolled at the start of the claim month, enter the information in each column of the spreadsheet (if applicable). 

**There will be one row for each participant.  Do not include participants from the same household in the same row -- you must list them separately.**

a. Column A - Last Name: Enter the participant’s last name exactly as it appears on the IES, attendance, point-of-service meal count form and other records

b. Column B –First Name: Enter the participant’s last name exactly as it appears on the IES, attendance, point-of-service meal count form and other records

c. Column C –  Date of Birth: Enter the participant’s date of birth 

d. Column D – Attended: Enter “X” (a capital letter “X”) in this column. 

i. Enter “X” for every participant on the MEL for the claim month. If the participant did not attend at all during the month, delete that participant from the MEL.

e. Column E – Date of Termination: If a participant terminates (permanently leaves the center) during the claim month, enter the date of termination. 

i. This does not affect the calculations – terminated participants still “count” toward the total attendance, total enrollment, and free/reduced-price/paid numbers. This is just for record keeping, and it is your cue to delete the participant the next month.

f. Column F – Date of IES Determination: Enter the date when the Determining Official classified, signed and dated the IES. 

i. This is not the date when the parent/guardian completed the IES or turned it in.

g. Column G, H & I –  Reimbursement Eligibility Category: 

i. If the participant qualifies for free meals, enter “X” in the free column (Column G)

ii. If the participant qualifies for reduced-price meals, enter “X” in the reduced column (Column H)

iii. If the participant is in the paid category, enter “X” in the paid column (Column I)

**For each participant, make sure only one reimbursement eligibility category column has an “X”.

h. Column J – Title XIX/XX: If the center receives Participant Care Subsidy Program (ie. Title XIX/XX or voucher) funds for the participant, enter “X” in this column.

i. Column K – Head Start: If the participant has been certified as income-eligible for Head Start or Early Head Start and currently participates in Head Start or Early Head Start (i.e. is in a Head Start or Early Head Start “slot”), enter “X” in this column.

j. Column L & M – Civil Rights Information:

i. Column L – Ethnicity: Enter the appropriate code for the ethnicity reported on the participant’s IES. 

(1) If no ethnicity was reported, enter your visual identification

ii. Column M – Race: Enter the appropriate code for the race(s) reported on the participant’s IES. 

(1) If no race was reported, enter your visual identification. 

(2) More than one race may be reported. Enter codes for all reported races.
3. Save the file. 
a. Click the “windows” logo button in the upper left corner of the window. 

b. Click “Save As.” 

c. Select your desired location to save the file. 

d. For “File Name”: name the file for the claim month. 

4. If the center enrolls participants who participate in Head Start or Early Head Start, you may use the MEL as the Head Start Certification List. See the inset box for further instructions.

5. Throughout the claim month, add participants who enroll in the center. Save the file (under the same file name) each time you update it.

6. Notes:

a. Creating separate tabs or spreadsheets for different classrooms is discouraged if you’re using Excel due to the formulas involved, as well as because of the risk of double-counting a participant who transfers between classrooms. Contact your specialist if you want to develop a way to track each participant’s classroom on the MEL.

b. If you like to maintain the MEL in alphabetical order (strongly encouraged), you can add new participants in either one of the following ways:

i. If all participants fit on one page, you can simply add new participants to the bottom of the page. After you have added everyone, you can sort the rows by last name. 

(1) Select all columns of the rows containing participants’s information (do not select the information at the top of the page, or the header rows for the columns – start with row 11).

(2) Once you have all of the information selected, follow the instructions for your version of MS Excel:

(a) Go to the “Data” tab 

(b) Click “Sort”

(c) In the “Sort” box that pops up, for “Sort By” select Column A from the drop-down menu (if not already selected) – this will sort by last name. For “Sort On,” leave “Values” selected. For “Order,” leave “A to Z” selected.

(d) Click “OK”

ii. If participants are listed on multiple pages within one center, you will have to add participants to correct page. You can add a row to a page for a new participant:

(1) In MS Excel 2007, go to the “Home” tab. In the “cells” section, click “Insert,” then click “Insert Sheet Rows.”
**NOTE: If you add a new row to the very top (i.e. if you have clicked on row 11 and then add a new row), you will change the formulas at the top of the spreadsheet. Click on the grey boxes at the top for B5 (total participants in attendance), D5 (Head Start participants), B6 (Title XIX/XX), B7 (Free), D7 (Reduced) and F7 (Paid) and make sure that the low end of the range includes row 11.

**NOTE: Adding rows may cause the table to kick onto a new page, which won’t have the headers for each column or the Head Start Certification. After you sort the page alphabetically - see 7(d)(i)(1) – then you can cut the participants who are on the spill-over page and add them to the next page with headers. Be careful not to lose any participants.
Using the MEL for the Monthly Claim for Reimbursement 

1. From row 7 at the top of the spreadsheet:
a. The number that appears on the grey box for “Participants in the Free Category” should be entered onto the Claim for Reimbursement in the “Free” column of Part 5.

b. The number that appears on the grey box for “Participants in the Reduced-Price Category” should be entered onto the Claim for Reimbursement in the “Reduced-Price” column of Part 5.

c. The number that appears on the grey box for “Participants in the Paid Category” should be entered onto the Claim for Reimbursement in the “Paid” column of Part 5.

Using the MEL for the Monthly (For-Profit Centers Only)
1. Enter the center name in the first (left-hand) column in Part 4 table.

2. In the second column of the Title XIX/XX Addendum table, 4A, enter either:

a. The number of Title XIX/XX subsidized participants
i. This number is calculated automatically in cell B6, the grey box to the right of “Title XIX/XX participants in attendance” 

b. The number of free or reduced-price participants
i. Add the number in the free category (calculated automatically in cell B7, the grey box to the right of “Free Category”) to the number in the reduced category (calculated automatically in cell D7, the grey box to the right of “Reduced Category”)

**NOTE: Do NOT combine the number of Title XIX/XX subsidized participants with the number of participants who qualify free or reduced-price, or in any way mix the two numbers. You must choose one or the other.
3. In the third column of the Title XIX/XX Addendum table, 4B, enter the total number of participants enrolled during the claim month (calculated automatically in cell B5, the grey box to the right of “Total participants in attendance”)

4. In the fourth column of the Title XIX/XX Addendum table, 4C, enter the licensed capacity (also entered in cell B4 on the spreadsheet)

5. In the fifth column of the Title XIX/XX Addendum table, 4D, enter whichever is the greater of the two numbers: cell D6 (% Title XIX/XX of capacity) or cell F6 (% Title XIX/XX of attendance).

a. NOTE: Adult day care centers may only use cell F6 (% Title XIX/XX of attendance).

Instructions for Maintaining the MEL from Month to Month

1. At the beginning of each claim month, open last month’s MEL and re-save the document under a different name for the new month.

a. Click the “windows” logo button in the upper left corner of the window. 

b. Click “Save As.” 

c. Select your desired location to save the file. 

d. For “File Name”: name the file for the claim month. 

2. Delete participants who terminated during the prior claim month. See the box “Deleting a Participant from the MEL.”

3. Throughout the claim month, add participants who enroll in the center. Save the file (under the same file name) each time you update it.

a. Classify newly enrolled participants as “Paid” until you obtain a complete IES. Once you determine the IES, you can change the reimbursement eligibility category.

For sponsoring organizations with more than one facility (site):

(Master Enrollment List_ Multi-Site.xls)

Initial Instructions for Setting Up the MEL (for new facilities or at the beginning of the fiscal year):
1. In the “Site1MEL” tab, fill in the information in the yellow boxes at the top of the spreadsheet.

a. For “Site Name”: Enter the name of the facility

b. For “Month”: Enter the claim month

c. For “Fiscal Year”: Enter the current fiscal year

i. NOTE: The fiscal year is October – September. The fiscal year for October, November and December is the next calendar year (i.e. October 2013 is in fiscal year 2014).

d. For “Licensed Capacity”: Enter the licensed capacity of the facility

**Do NOT make any changes to the grey boxes at the top of the spreadsheet. Theses boxes contain formulas. Typing or erasing anything in these boxes will delete the formulas.** 

2. Using the completed and determined Enrollment Form/Income Eligibility Statement (IES) for each participant enrolled at the start of the claim month, enter the information in each column of the spreadsheet (if applicable). 
**There will be one row for each participant.  Do not include participants from the same household in the same row – you must list them separately.**
a. Column A - Participant’s Last Name: Enter the participant’s last name exactly as it appears on the IES, attendance, point-of-service meal count form and other records

b. Column B – Participant’s First Name: Enter the participant’s last name exactly as it appears on the IES, attendance, meal count form and other records

c. Column C –  Date of Birth: Enter the participant’s date of birth 

d. Column D – Attended During Month: Enter “X” (a capital letter “X”) in this column. 
i. You should enter “X” for every participant on the MEL for the claim month. If the participant did not attend at all during the month, delete that participant from the MEL.
e. Column E – Date of Termination: If a participant terminates (permanently leaves the facility and does not transfer to another facility under the institution’s sponsorship) during the claim month, enter the date of termination. 

i. This does not affect the calculations – terminated participants still “count” toward the total attendance, total enrollment, and free/reduced-price/paid numbers. This is just for record keeping, and it is your cue to delete the participant the next month.

f. Column F – Date of IES Determination: Enter the date when the Determining Official classified, signed and dated the IES. 

i. This is not the date when the parent/guardian completed the IES or turned it in.

g. Column G, H & I –  Reimbursement Eligibility Category: 

i. If the participant qualifies for free meals, enter “X” in the free column (Column G)

ii. If the participant qualifies for reduced-price meals, enter “X” in the reduced column (Column H)

iii. If the participant is in the paid category, enter “X” in the paid column (Column I)

**For each participant, make sure only one reimbursement eligibility category column has an “X”.

h. Column J – Title XIX/XX: If the institution/facility receives Participant Care Subsidy Program (ie. Title XIX/XX or voucher) funds for the participant, enter “X” in this column.

i. Column K – Head Start: If the participant has been certified as income-eligible for Head Start or Early Head Start and currently participates in Head Start or Early Head Start (i.e. is in a Head Start or Early Head Start “slot”), enter “X” in this column.
j. Column L & M – Civil Rights Information:

i. Column L – Ethnicity: Enter the appropriate code for the ethnicity reported on the participant’s IES. 

(1) If no ethnicity was reported, enter your visual identification

ii. Column M – Race: Enter the appropriate code for the race(s) reported on the participant’s IES. 

(1) If no race was reported, enter your visual identification. 

(2) More than one race may be reported. Enter codes for all reported races.
3. Repeat steps 1-2 for other facilities. Enter the second facility in the “Site2MEL” tab, the third in the “Site3MEL” tab, etc. If you have more than 4 facilities and need help developing a spreadsheet, contact your Specialist.

4. Save the file. 

a. Click the “windows” logo button in the upper left corner of the window. 

b. Click “Save As.” 

c. Select your desired location to save the file. 

d. For “File Name”: name the file for the claim month. 

5. If the facility enrolls participants who participate in Head Start or Early Head Start, you may use the MEL as the Head Start Certification List. See the inset box for further instructions.
6. Throughout the claim month, add participants who enroll in the facility. Save the file (under the same file name) each time you update it.

7. Notes:

a. If a participant transfers between facilities, you will need to delete the participant from the old facility’s tab and enter that participant on the tab for the new facility. This is because each participant can only be listed once on the MEL across all facilities. 

b. Creating separate tabs or spreadsheets for different classrooms is discouraged if you’re using Excel due to the formulas involved, as well as because of the risk of double-counting a participant who transfers between classrooms. Contact your specialist if you want to develop a way to track each participant’s classroom on the MEL.

c. If you like to maintain the MEL in alphabetical order (strongly encouraged), you can add new participants in either one of the following ways:

i. If all participants fit on one page, you can simply select all columns of the rows containing participants’ information (do not select the information at the top of the page, or the header rows for the columns – start with row 11).

(1) Once you have all of the information selected, sort the data:

(a) Go to the “Data” tab (MS 2007) 

(b) Click “Sort”

(c) In the “Sort” box that pops up, for “Sort By” select Column A from the drop-down menu (if not already selected) – this will sort by last name. For “Sort On,” leave “Values” selected. For “Order,” leave “A to Z” selected.
(d) Click “OK”

ii. If participants are listed on multiple pages within one facility, you will have to add participants to correct page. You can add a row to a page for a new participant:

(1) In MS Excel 2007, go to the “Home” tab. In the “cells” section, click “Insert,” then click “Insert Sheet Rows.”
**NOTE: If you add a new row to the very top (i.e. if you have clicked on row 11 and then add a new row), you will change the formulas at the top of the spreadsheet. Click on the grey boxes at the top for B5 (total participants in attendance), D5 (Head Start participants), B6 (Title XIX/XX), B7 (Free), D7 (Reduced) and F7 (Paid) and make sure that the low end of the range includes row 11.
**NOTE: Adding rows may cause the table to kick onto a new page, which won’t have the headers for each column or the Head Start Certification. After you sort the page alphabetically - see 7(d)(i)(1) – then you can cut the participants who are on the spill-over page and add them to the next page with headers. Be careful not to lose any participants.
Using the MEL for the Monthly Claim for Reimbursement 
1. Go to the “Summary” tab of your spreadsheet.

a. The number that appears on the grey box for “Participants in the Free Category” should be entered onto the Claim for Reimbursement in the “Free” column of Part 5.

b. The number that appears on the grey box for “Participants in the Reduced-Price Category” should be entered onto the Claim for Reimbursement in the “Reduced-Price” column of Part 5.

c. The number that appears on the grey box for “Participants in the Paid Category” should be entered onto the Claim for Reimbursement in the “Paid” column of Part 5.

Using the MEL for the Monthly Title XIX/XX Addendum (For-Profit Facilities Only)
1. You will need a separate row on the Title XIX/XX Addendum for each facility. Do not use the summary data on the Excel data for the addendum – use each facility’s tab. 

2. Enter the facility name in the first (left-hand) column in Part 4 table.

3. In the second column of the Title XIX/XX Addendum table, 4A, enter either:

a. The number of Title XIX/XX subsidized participants
i. This number is calculated automatically in cell B6, the grey box to the right of “Title XIX/XX participants in attendance” 

b. The number of free or reduced-price participants
i. Add the number in the free category (calculated automatically in cell B7, the grey box to the right of “Free Category”) to the number in the reduced category (calculated automatically in cell D7, the grey box to the right of “Reduced Category”)

**NOTE: Do NOT combine the number of Title XIX/XX subsidized participants with the number of participants who qualify free or reduced-price, or in any way mix the two numbers. You must choose one or the other.
c. In the third column of the Title XIX/XX Addendum table, 4B, enter the total number of participants enrolled during the claim month (calculated automatically in cell B5, the grey box to the right of “Total participants in attendance”)

d. In the fourth column of the Title XIX/XX Addendum table, 4C, enter the licensed capacity (also entered in cell B4 on the spreadsheet)

e. In the fifth column of the Title XIX/XX Addendum table, 4D, enter whichever is the greater of the two numbers: cell D6 (% Title XIX/XX of capacity) or cell F6 (% Title XIX/XX of attendance).
i. NOTE: Adult day care centers may only use cell F6 (% Title XIX/XX of attendance).

Instructions for Maintaining the MEL from Month to Month
1. At the beginning of each claim month, open last month’s MEL and re-save the document under a different name for the new month.

a. Click the “windows” logo button in the upper left corner of the window. 

b. Click “Save As.” 

c. Select your desired location to save the file. 

d. For “File Name”: name the file for the claim month.  

2. Delete participants who terminated during the prior claim month. See the box “Deleting a Participant from the MEL.”

3. Throughout the claim month, add participants who enroll in the facility. Save the file (under the same file name) each time you update it.

a. Classify newly enrolled participants as “Paid” until you obtain a complete IES. Once you determine the IES, you can change the reimbursement eligibility category.

Deleting Someone from the MEL:


Click once on the name (first or last). 


Right click so that the menu appears.


Click “Delete” on the menu.


In the dialogue box that appears, click the radio button next to “entire row”


Click “OK”


This does not affect the page breaks on the spreadsheet. You will just have one less row on the page. If you want, you can add a blank row to the bottom. 


In MS Excel 2007, go to the “Home” tab. In the “cells” section, click “Insert,” then click “Insert Sheet Rows.”





Using the MEL as the Head Start Certification List:


A participant who qualifies for and participates in Head Start or Early Head Start does not need to have an IES. However, there must be documentation on file to show that the participant participates in Head Start or Early Head Start. This can be a statement of Head Start/Early Head Start eligibility or enrollment for each participant, or list for all participants who qualify for Head Start/Early Head Start. This is the Head Start Certification List. The MEL can serve as the Head Start Certification List when it is printed off each month and signed by the institution’s authorized Head Start representative. The Head Start Certification List, whether the MEL or another document, must be updated monthly to reflect all participants enrolled during the month who participate in Head Start/Early Head Start.





Deleting a Participant from the MEL:


Click once on the participant’s name (first or last). 


Right click so that the menu appears.


Click “Delete” on the menu.


In the dialogue box that appears, click the radio button next to “entire row”


Click “OK”


This does not affect the page breaks on the spreadsheet. You will just have one less row on the page. If you want, you can add a blank row to the bottom. 


In MS Excel 2007, go to the “Home” tab. In the “cells” section, click “Insert,” then click “Insert Sheet Rows.”





Using the MEL as the Head Start Certification List:


A child who qualifies for and participates in Head Start or Early Head Start does not need to have TANF, SNAP or income information provided on the IES. However, there must be documentation on file to show that the child participates in Head Start or Early Head Start. This can be a statement of Head Start/Early Head Start eligibility or enrollment for each child, or list for all who qualify. This is the Head Start Certification List. The MEL can serve as the Head Start Certification List when it is signed each month by the institution’s authorized Head Start representative. The Head Start Certification List, whether the MEL or another document, must be updated monthly to reflect all Head Start/Early Head Start participants enrolled during the month.
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