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COMMONWEALTH of VIRGINIA 
Department of Education
DATE: September 4, 2025
TO: Directors, Supervisors, and Contact Persons Addressed
FROM: Sara Bennett, MS, RDN, SNS
[bookmark: _Hlk203373860]SUBJECT: ERA Administrator Action Needed for SNPWeb Access by September 26, 2025
The Virginia Department of Education uses the Single Sign-on for Web Systems (SSWS) portal that allows users to access multiple web applications by using one set of login credentials. One of the web applications is the School Nutrition Web-based system (SNPWeb), that provides school nutrition directors, community sponsors, and the Office of School and Community Nutrition Programs access to applications, claims, and related Child Nutrition Program functions.
SNPWeb Access Policy
Access to SNPWeb is granted by the local ERA Administrator/SSWS Champion at the local education authority level for public schools and by the VDOE-SCNP Systems Analyst for private schools and community sponsors. SNPWeb access must only be granted to individuals who have specific job functions related to Child Nutrition Programs (NSLP, SBP, CACFP, SFSP, SSO, FFVP). Access is based on role-based permissions and is limited to a maximum of six users per school division or community organization. Individuals with SNPWeb access are not allowed to share logins and passwords. The VDOE-SCNP Systems Analyst will periodically review each LEA’s user access to ensure that permissions follow the criteria listed below.
ERA Administrator/SSWS Champion Actions Needed
The ERA Administrator must complete the following actions by September 26, 2025:
· Monitor and track individuals with SNPWeb access to ensure staff with access have the correct permissions and are using SNPWeb correctly.
SNPWeb access may be granted to the following positions or roles:
· School Nutrition Program Directors and Assistant Directors: The director is listed in the SNP application as the SNP Administrator and is responsible for the overall school nutrition program.
· Reimbursement Claims Official: This individual is listed in the SNP application and enters the claims for reimbursement. 
· SNP Administrative Assistant: This individual may have several roles, including updating the application packet, running reports, and/or completing direct certification.
· Finance Director or Specialist: This individual is responsible for submitting school nutrition program financial reports.
· Free and Reduced-Price Eligibility Official: This person is responsible for reviewing free and reduced-price meal applications, completing direct certification matches, and updating free and reduced-price eligibility. 
Fresh Fruit and Vegetable Program Official: This person completes the FFVP application, enters the monthly FFVP claim, and oversees FFVP. 
Deactivate any individual who has left the LEA, is no longer in a SNP role, or has not logged in within 90 days.
For More Information
For more information, please contact your assigned SNP or CNP regional specialist, or the SNP policy mailbox via email at SNPPolicy@doe.virginia.gov. 
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