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	National School Lunch Program
CNP Web Tutorial 

FY 2017
	Teaching and Learning Support

Child Nutrition Programs
801 West 10th Street, Suite 200

P.O. Box 110500 

Juneau, Alaska    99811-0500

Phone (907) 465-8709
Fax (907) 465-8910


Please note our database is frequently modified by our contractor so the screen prints that you see in this tutorial may not match exactly what you see on your screen.  If you have questions you may contact CNS for guidance.

Bookmark the following URL address for EED Child Nutrition Services webpage:  https://cnsonline.alaska.gov/cnpweb/
Use this to access the CNP Web Login 
	[image: image1.png]Child Nutrition Programs

Division of Teaching and Learning Support

EDUCATION

& EARLY DEVELOPMENT

c”?eb

Please Enter

User ID:

Password

Login





	Type in your User ID and Password. CNP will provide you with these via email once you have filled out the CNP Web User Authorization Request. 
ONLY New Sponsors or Returning Sponsors who have forgot their username and password need to complete a CNP Web User Authorization Request.

Returning Sponsors/users will use the same username and password from the prior Program Year.
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Click on a puzzle piece above for the Child Nutition Program you wish to access!

Exit Web Site




	Click on the PURPLE puzzle piece to enter the NSLP Database
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f you have any questions or need assistance please contact:

NSLP/RCCI Program Coordinator
Elizabeth Seitz, Program Coordinator (907) 4658708
sizsbetn sez@alesks gov

RCCIs Program Specialist

Elen rackenmusler
slen hackenmueler@alssks g0y (s07)sesa19
Education Program Assistant
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deobie soto@slaska gov

Logins and passwords are to be confidential. This is the record of your authorized signatory authaority. The security of this system is used to
verify the validity of your data.
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	The Welcome Page contains several helpful links:

· NSLP Monthly Bulletins

· USDA Policy Memos

· AK CNP – Homepage

· Menu Cert. Worksheets  
· SA Staff contact information

Click on Continue to enter the database.
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2005 October 1, 2004 ‘September 30, 2005
2006 October 1, 2005 June 30, 2006
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	Select the program year you wish to add/update *Note* you can view prior year’s program information and claims but DO NOT edit any prior year information. 

	[image: image5.png]Alaska Department of Education
& Early Development

School Nutrition Programs Programs  Logoff

Home > Application Menu > Sponsor Summary
Program Year: 2014 Sponsor: 00601-Annette Island School District

1 Bottom of Form

Annette Island School District (00601)

Sponsor Summary

Incomplete
00f3 Incomplete

1 # Sponsor Information Sheet
2 #% Site Information Sheet

1Top of Form





	Sponsor Summary Page. Notice the tabs: packet, applications, claims, payments and users. Click on the one you want and it will darken as the others stay light.

	[image: image6.png]1 Bottom of Form

Sponsor Summary Southeast Island School District (04401)
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Sponsor Info Sheet No Information Sheet Add

Site Info Sheet

044510 Edna Bay School No Information Sheet

044s1 Hollis No Information Sheet

04452 Howard Valentine No Information Sheet

044s4 Kasaan No Information Sheet

044s5 Naukati No Information Sheet

04456 Port Alexander No Information Sheet

044s7 Port Protection No Information Sheet
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	Click on the applications tab to add/update your Sponsor Info and Site Info sheets. The sponsor sheet and sites from the prior year will roll forward into the new year.  Click the “Add” toggle to open your sponsor information sheet.
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	Review all information in the body of the Sponsor Information Sheet and change as necessary.  If changes in contact staff occur after the initial renewal process, please update the Sponsor Info Sheet as soon as possible.
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	Click on the Submit button when you are ready to save the data that you have entered. If you do not submit you will loose your information.
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	Review all information in the body of the Site Information Sheet(s) and make changes as necessary. If changes occur after the initial renewal process, please update the Site Info Sheet(s) as soon as possible.

	
	Don’t forget to click Submit when you are ready to save your work.
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	Once you clicked on Submit at the bottom of the Sponsor Info Sheet and Site Info Sheet(s) you will notice the status of Pending Submission on the Application tab.
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Packe
1 % Sponsor Information Sheet Pending Submission

2 % Site Information Sheet 1of1 Pending Submission

e Date Date
e [ITr——
3 *

Policy Statement for Free and Reduced Price Meals.
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	Go to the Packet Tab to see the Off-Line forms required for renewal. Required forms are indicated by an asterisk (*).  Print out required forms, complete and send to SA for approval.  
Click on here link at bottom of page to open cells in the Date Sent column.  Enter date forms were sent to SA.  Check the box and click the Submit button at bottom of the Packet Tab when you are ready to “submit” your on-line application to the State for approval.
Once you have completed these steps you will see that the status changed from Pending Submission to Pending Approval. 

You are not finished with the application process until you send in the required off-line forms.
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	You will see the status of the On-Line Forms on the Packet Tab read “Approved” once the State has received all of the off-line forms and has approved the on-line portion of the application.  

	If you should have any problems or questions during the online application process contact Debbie Soto for assistance at  (907) 465-3316 or Debbie.soto@alaska.gov



