
 
Submitting a FFVP Claim  
 

 
 
Enter the NDFoods System 
 
 

 
 
When a claim is available for completion, the user will get a notice in the Work Queue.  Click on the link 
to access claims available for completion. 
 

 
 

Select Fruits and Vegetables (FFVP) and the appropriate Program Year from the drop down boxes and 
click on "Search".  The system will display the claims available.  Click on "Select" to begin a claim. 



 

 
 

Click on "Edit" to begin a claim that is Not Started. 
 
 

 
 
Click “Add Fruit” 
 

 
 
Choose a fruit and unit size from the drop down.  Enter total units and cost per unit.  Click “Save/Add 
Another” 



 

 
 
Once all fruit items are entered click “Save” The user will receive a confirmation message when the 
claim line item has been saved. 
 

 
 
The fruit items have been added to the claim.  The user can move on to the next section of items or 
click on “Edit” or “Delete” to update the information in the Fresh Fruit category.  
 

 
 
Click “Add Vegetable” 



 

 
 
Choose a vegetable and unit size from the drop down.  Enter total units and cost per unit.  Click “Save” 
 

 
 
Click “Add Operation Expense” 
 

 
 
Choose either Supply or Salary for the *Type of operation expense.  Click “Save”. 
 
 



 
 
For Supply operational expenses, the user must choose an expense from the drop down.  Enter in the 
total units and the cost per unit.  Click “Save” to continue or “Save/Add Another”. 
 
 

 
 
For Salary operational expenses, the user must enter an employee name, hours worked, wages per 
hour and benefits cost. Click “Save” to continue or “Save/Add Another”. 
 
 

 
 
Click on “Add Administrative Expense”. 
 



 

 
 
Choose Equipment, Training or Salary for the *Type of administrative expense.  Click “Save”. 
 
 

 
 
For Equipment administrative expenses, the user must choose an expense from the drop down.  Enter 
in the total units, the cost per unit and the delivery fee.  The user must enter a reason for the purchase 
in the comment box.  Complete the remaining required information and Click “Save” to continue or 
“Save/Add Another”. 
 
 

 
 
Choose Training as an Administrative Expense and select a Sub-Type.  Click “Save”. 
 
 



 
 
For Training information the user must enter Mileage information.  Enter total miles and cost per mile 
and click “Save” to continue or “Save/Add Another” to add another Sub-type. 
 
 

 
 
For Hotel information, enter nights stay and cost per night.  Click “Save” to continue or “Save/Add 
Another” to add another Sub-type. 
 
 

 
 
For Meals information, enter employee names, total number of meals and total meal cost.  Click “Save” 
to continue. 
 
 



 
 
For Salary administrative expenses, enter employee name, hours worked, wages per hour and benefits 
cost.  Click on “Save” to continue. 
 
 

 

 
 
Once the user has entered all claim information it can be reviewed on the main claim page.  Check the 
certification box and click “Update”. 
 



 
 
 
Once the claim is complete, check the box and click “Submit to DPI”.  The claim is now submitted and 
ready for payment. 


