CNAP Quick Guide

The Child Nutrition Application Program (CNAP) is a web-based application system for participation in the School Meals Program, Child and Adult Care Food Program, Summer Food Service Program and Summer Camp Special Milk Program.  These programs are administered by the Michigan Department of Education, Grants Coordination and School Support unit.
REQUIREMENTS TO USE CNAP:

· A computer with an Internet connection.

· A current email address.

· A web browser  

· Microsoft Internet Explorer version 6.0 is the recommended browser for using CNAP

· Adobe Acrobat Reader 4.0 (or higher).

· An MEIS Account.  If you do not have one, go to http://michigan.gov/meis, and click on the MEIS logo.  On the next screen, click on “Create an MEIS Account” and follow instructions. If you already have an MEIS account, do not create another one.

· A completed CNAP Security Access Form, approved by the Grants Coordination and School Support security administrator, giving an authorized individual Level 3 (Enter/Certify) access rights to the Application/Agreement  for the requested Child Nutrition Program.  

· The CNAP Security Access Form is available on the MEIS Home Page: http://michigan.gov/meis  

· Under “Child Nutrition Programs (CNP)”, select the appropriate Security Agreement link.  Print, complete and submit as indicated on the form.

· You will not be able to access the application until this form is submitted and approved.
IMPORTANT TIPS:
· The following information is displayed in the header for all pages in CNAP: program name, sponsor name, sponsor agreement number, fiscal year of the application, and name of the CNAP user.

· Caution:  Do not use the “Back” button or other Tool Bar buttons on your Internet browser.  Navigate within CNAP by using application buttons or the links provided in the header and footer of each CNAP web page.  Note: The only exception to this is when you are viewing PDF files or attachment files.

· Click the “Save” button on each page after you have entered or amended any information. 

· Click the “Help” link in the header or footer of every page for a more detailed explanation of each page.  “Help” text will contain both technical and program related instructions.

· For login or password problems contact the MDE/CEPI Help Desk at (517) 335-0505.

· For Program related questions contact the Grants Coordination and School Support unit:
School Meals Program: (517) 373-3347 

Email:  MDE-CNAP-SchoolMeals@michigan.gov
      Child and Adult Care Food Program: (517) 373-7391 


Email: MDE-CNAP-CACFP@michigan.gov
      Summer Food Service Program: (517) 373-3347 


Email: MDE-CNAP-SFSP@michigan.gov
      Summer Camp Special Milk Program: (517) 373-3347 


Email: MDE-CNAP-campmilk@michigan.gov
1.  HOW TO LOG IN TO CNAP

ENTER MEIS LOGIN AND PASSWORD (Login Page):


NOTE:  Read the instructions at the beginning of this document entitled “Requirements to use             CNAP” before beginning the application.  

· Open your browser (Internet Explorer preferred) and go to: http://michigan.gov/meis 
· Under “Child Nutrition Programs (CNP)” click on “Child Nutrition Application Program (CNAP)”.  This will take you to the CNAP Login page.

· Type in your MEIS login and password in the specified boxes.  Click the blue “Login” button.  If your login is successful, you will see the CNAP Home page.  If your login is not successful, one of the following errors will be displayed:

· “The system could not log you in.  Please enter your login and password and try again.”  The MEIS login and/or password was not entered correctly.  Re-enter your MEIS login and password and click the “Login” button.

· “You do not currently have an active MEIS account in CNAP.”  You have a valid MEIS account in CNAP but it is not active.  If you are a Level 1 (Read Only) or Level 2 (Enter/Edit) user, contact the individual with Level 3 (Enter/Certify) access rights within your organization to make you an active user.  If you are a Level 3 user, contact Ruby Dixon at 517/373-0420.

· “You do not currently have a valid MEIS account in CNAP.”  You have not been granted access rights to CNAP.  For Level 3 (Enter/Certify) access, submit the Security Access Form for CNAP available from the Login page by scrolling down and clicking the “CNAP Access Information” link.  For Level 1 (Read Only) or Level2 (Enter/Edit) access, contact the person with Level 3 access in your organization.

· “The system could not log you in due to technical difficulties. Please try again later.”  The system that authenticates MEIS accounts is down or another network problem has occurred.

2.   HOW TO START THE APPLICATION PROCESS

INITIATE AN APPLICATION IN CNAP   (Home Page):



This must be performed by authorized individuals with Level 3 (Enter/Certify) access.

· Log in to CNAP as described in #1.   You will be taken to the Home page.

· On the CNAP Home page, from the drop down box select the correct Program and year for which you are applying; click “Apply”.  
· The status of this submitted application will be “In Process of Creation”.  The status of the application will change throughout the application process.  For more information about the application status, click the “Help” link in the header or footer of this page.

3.   HOW TO ENTER OR REVIEW AN APPLICATION
VIEW AND EDIT AN APPLICATION   (Main Menu):

 

These functions can be performed by all CNAP users: Level 1 (Read Only), has “view only” access.

Level 2 (Enter/Edit) can enter data and Level 3 (Enter/Certify) can enter data and certify the application.

· Login to CNAP as described in #1.  You will be taken to the Home page.

· All Program applications to which you have access are listed on the Home page.  To view or edit an application, click the “View/Edit” button.  This will take you to the Main Menu for the application you selected.  Verify that the information on the top of the page is for your organization and for the correct fiscal year.

· Carefully read the Application Agreement Materials.

· To give Level 1 (Read Only) or Level 2 (Enter/Edit) CNAP access to staff members within your organization, follow these steps:

ADDING USERS TO THE APPLICATION:

This must be performed by authorized individuals with Level 3 (Enter/Certify) access.

· On the Main Menu, under “Administrative Options” click the “Add Users” link.

· Each individual who needs access to CNAP must have created their own MEIS account number.

· The table displays users who currently have access to the application. Below the table are instructions for giving Level 1 (Read Only) and Level 2 (Enter/Edit) access to staff within your organization.  Click the “Save” button to retain all changes.

· To remove access for a user, click the check box in the table next to the name of the person you want to delete and click the “Save” button.

· Return to the Main Menu by clicking the Main Menu link.

· Click on each link to view, enter or edit “Sponsor/Site Information” and “Program Forms”.  If the application allows attachments, upload or mail them by clicking the links under “Attachments”.  

ADDING SITES TO THE APPLICATION:

This can be performed by CNAP users with Level 2 (Enter/Edit) or Level 3 (Enter/Certify) access.

· From the Main Menu, under the “Sponsor/Site Information” section, click the “Site Listing” for CACFP or “Schedule A Site Listing” link for the School Meals Program, Summer Food Service Program, or Summer Camp Special Milk Program.
· Click the “Add a Site” button.  After entering the new site or license number click “GO”.   The site information page will be displayed.  Enter all required information for the new site and click the “Save” button.  
· Once a site has been added, the name of the site will be displayed as a new link in the table on the “Add/Review Applicant Sites” page.

· Click the link for the new site in the table to enter or edit information for that site.

· To make a site active check the “Active” checkbox.  To inactivate a site, click the same box to remove the check mark and leave the box blank.  Click the “Save” button after either of these actions.

Note:  A site will not be able to apply as a sponsor unless it has first been inactivated under its current sponsor and that change has been approved and certified by the Grants Coordination and School Support application reviewer.

· If you make any changes or corrections you must click the “Save” button to retain the modified information before leaving the page. 

· Once you have clicked the “Save” button, any errors will be displayed with a red border at the top of the page.  After correcting the errors, click “Save” again and then click the “Main Menu” link in the header or footer of the page to continue the application process.

· When you have finished viewing or editing and saving a page, return to the Main Menu by clicking on that link in the header or footer of the page.

4.   HOW TO SUBMIT AN APPLICATION

CERTIFY AND SUBMIT AN APPLICATION (Main Menu):


       This must be performed by individuals with Level 3 (Enter/Certify) access.

· Go to the Main Menu and click the red “Submit Application” button on the top and bottom of the page.

· Errors in your application will prevent submission.  If there are any errors, a list will be displayed.  Click the links to locate and correct them.  Return to the Main Menu and click the “Submit Application” button again.  Note:  You can also view the errors by clicking on the “Errors” link in the header or footer of the web pages before you click the “Submit Application” button.

· If there are no errors in your application, you will be forwarded to a page that allows you to certify the submission of the application.  After reading the certification statement, click the “I Agree” button. 

· A page verifying the submission of the application will be displayed.  Print this page for your records. 

· If you want to continue using CNAP, click the “Click here to return to CNAP” link. This link will take you back to the CNAP Home page.  The status of the application you submitted will now be “Pending Review”.

· To log out of CNAP click the”Logout” link located in the header or footer of every page.  All of the information you saved will be retained.

IMPORTANT REMINDERS:

· Once an application has been submitted, you can no longer edit any of its contents until it has been approved or returned to you for required modifications.

· If the Grants Coordination and School Support application reviewer determines that corrections to your application are needed, the status of the application will become “Modifications Required”.  Notification will be sent via email to the contact person for the application.  They will need to access the Home page, click the “Modify Application” button and follow the same instructions for completing and submitting an application.  If the application reviewer has written comments within the application, the “View Comments” link will be displayed in the header and footer of the page.  Click this link to view the comments.

· When the application is approved within CNAP, the status will become “Approved and Certified”.  This will allow monthly claim forms to be available on the Claim Form website accessible on the MEIS Home Page.  The application can also be amended once it reaches this status.  The “Amend Application” button will be available on the Home page. For detailed instructions on amending an application, click the “Help” link in the Main Menu page header or footer.
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