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TO DO: Before you can submit the 10 Cents a Meal application, you will need to complete 
the required annual training.  

Be sure to save a copy of your completion page OR the email confirmation with your 
certificate of completion. You will need to upload this information in the application.  
1HERE is the required training for 10 Cents a Meal for Michigan’s Kids & Farms.  

Finding and Initiating the Application – You MUST be a NexSys Level 5 Authorized 
Official to initiate and submit the 10 Cent application. 

1. Log into your 2MILogin for Third Party account. 
 

2. Click on the NexSys link in your MILogin for Third Party account. 

 
3. On your NexSys Dashboard: 

 

 

 

a) Go to your “My Opportunities” section. 

b) Select “CNP: 10 Cents a Meal for Michigan Kids and Farms”.  

c) If the application has already been initiated or started for 2023-24, you will find it 
in your “My Tasks” section. 

 

 

https://mdoe.state.mi.us/mdedocuments/NutritionTrainingFiles-2022/10CentsAMeal/index.html#/
https://milogintp.michigan.gov/eai/tplogin/authenticate?URL=/
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4. Once you initiate your application you will see the pop-up below. Click “Proceed” to 
start your application. 
 

 

 

Filling out the Application 
Forms 

5. Once you have gotten into your application the “Document Overview” page will display 
a progress bar showing your progress for completing the application. 

The green task bar on the left side of the page will guide you through the pages of the 
application. We recommend starting at the top and working down through the pages 
on the task bar.  
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Cover Page 

6. The cover page has general information about the application and displays the name
and address of the entity that’s applying. This information is pulled directly from the
Educational Entity Master (EEM).

NOTE: It’s very important to keep EEM updated with the correct information.

7. Scroll down on the Cover Page to enter Contact information.

a) Choose the name of the Main Contact Person from the dropdown menu.

b) Click the Save button. This will auto-populate the Main Contact’s information.

c) Choose the name of the Secondary Contact Person from the dropdown menu. If
there isn’t a name listed in the dropdown menu, the NexSys level 5 Authorized
Official will need to add someone to the agency and the 10 Cent application. This
will add their name to display in the dropdown menu.

d) Click the Save button if the Secondary Contact Person is listed and chosen.

3HERE is a help document for adding someone to the organization. 
4HERE is a help document for adding someone to an application. 

e) Repeat Step 7c and 7d if the Secondary Contact Person needs to be added to the
system.

(See Image on Page 4) 

NOTE: The Secondary Contact Person MUST NOT be the same person as the Main Contact 
Person.  

https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-Nutrition-Program-System-Help-Documents/NexSys---Adding-a-User-to-an-Organization.pdf?rev=363e2869d7494bbc914bf090eb9fb6e9&hash=0124169C6E63832BE9514E3FD0A9C2F9
https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-Nutrition-Program-System-Help-Documents/NexSys---Adding-a-User-to-an-Application.pdf?rev=184be3cbd3b1450089c69aaba97a2bd0&hash=1F9A556FE9B9BE151C302B83C53E8CFC
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Important: 

You will know if your page has been successfully saved and completed when you see a 
check in the box displayed next to the page title.  

An exclamation point next to the page name, is a notification that the page contains 
errors, and something must be corrected. You can continue filling out the application. The 
exclamation point will notify you to come back to that specific page and make corrections 
before submitting your application.  

    

 (Saved & Correct)  (Errors on Page) 

 



Michigan Department of Education 
Office of Health and Nutrition Services 

 
10 Cents a Meal for Michigan Kids and Farms Application Guide 

5 
 

Assurances and Certifications 

8. Read the Assurances and Certifications page and click SAVE when you are done.  

 

 

 

 
 

Important Information 

9. This page has links to documents that you will be using. Review this page completely 
and make a note that these documents are here. Save the page when you are done.  

Review Grant Selections: 

10. Confirm that Apply Now is highlighted and SAVE the page.  
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General Information 
Sponsor/ Contact Information  

The information displayed within the yellow box will auto-populate from EEM.  

NOTE: It is imperative to keep the Educational Entity Master (EEM) updated with the 
correct information. Visit 5this website for instructions on how to update EEM. 

Award Eligibility 

• The “Award Eligibility” is specific to 10 Cents a Meal. Your maximum award 
amount is calculated by multiplying the total meals served during the previous year 
within the federal child nutrition programs by 0.10.  If there is no amount displayed 
contact MDE-FarmtoProgram@Michigan.gov for a budget amount. 
 

 

 

 

 

• IMPORTANT! Write your award amount down. You will need this number for 
another page in the application. 

• The enrollment and free and reduced percentage (FR/P) are displayed here for 
informational purposes only and may not apply to every sponsor. These calculations 
will be the information from the previous year.  

11. Check the box at the bottom of the page to certify everything is correct. 

12. Save the page.  

 

REMEMBER: If any page is not completed correctly, you will see an exclamation point 
next to the page name on your taskbar. This will notify you to come back to that specific 
page and make corrections before submitting your application.  

https://www.michigan.gov/mde/services/food/child-nutrition-program-system-help-documents/eem_educational-entity-master
mailto:mde-farmtoprogram@michigan.gov
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Program Information 

13. Check all boxes that apply marketing purposes. If “Other” is checked, you must give 
an explanation. 

 

 

 

 

 

 

 

14. Check all the outcomes your activities will meet and describe them in the box 
provided.  

15. Who will assist you with marketing and education? List them in the text box. 

Sourcing 

16. How do you plan to source the produce you use in your programming? 

a) Did you serve local produce? Check Yes or No. 

b) Check ALL the methods you plan to use.  

c) If selecting “Other” please give further details within the text box.  

d) Who will assist you in sourcing activities? List them in the text box. 
 

(See Image on Page 8) 
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Reporting  

17.Who will assist you with reporting? List them in the text box. 

 
Training and Support 

18.(a)Describe what 10 Cents a Meal funding mean to your program and wider 
community.  
 
(b)Check any additional ways you want to receive support from our team.  
 
(c)If selecting “Other” describe what additional resources you would like.  
 
(d)Check the box to certify everything is correct.  
 
(e)Save the page.  

(See Image on Page 9) 
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NOTE: If you do not complete the required information, you will receive an error 
message. To see the question with the error, click on the error message and it will take 
you to the section you need to fix/complete.  

 

 

Upload Documentation of Training Completion:  

19. Once you complete the annual training, save one of the following forms or 
documentation and upload it on this page. 6HERE is the required training for 10 Cents 
a Meal for Michigan’s Kids & Farms.  

 
(See Images on page 10) 

https://mdoe.state.mi.us/mdedocuments/NutritionTrainingFiles-2022/10CentsAMeal/index.html#/


Michigan Department of Education 
Office of Health and Nutrition Services 

 
10 Cents a Meal for Michigan Kids and Farms Application Guide 

10 
 

Example of Completion page: 

 

 

 

OR 

Example of Completion page: 

OR 

Example of email confirmation: 
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20. Uploading Documentation Instructions 
 

 

 

 

 

 

     

a) Click “Select” to choose your file. (Choose the screenshot or email confirmation 
stating that you completed the required training for the program).  

b) When your file is uploaded successfully you will see a checkmark display next to 
the select button it will say, “File(s) uploaded successfully” under the file name.  

c) Give your upload a title. We recommend something like “2024 Training 
Completed”.  

d) Save the page. 

Budget Pages 
Budget Summary 

21.The Budget Summary page will be blank until you complete the Budget Item page. 
START ON THE BUDGET ITEM PAGE. Once the Budget Item page has been completed 
and saved, the information will appear on the Budget Summary page. 
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Budget Item  

22. Complete the Budget Item Page 
 

 

 

 

a) In the dropdown menu choose, “299: Other Support Services”. 

b) Provide a description of what you are going buy in the textbox. We recommend 
“Michigan Produce” or “Michigan Fruits and Vegetables”. 
 
NOTE: This grant can only be used for Michigan fruits, vegetables, and dry beans 
and no other types of expenses. 
 

c) Enter your requested award amount for the 2023-24 school year. If you did not 
write down this number from the Sponsor Information page, you click on the green 
Sponsor Information tab on the left of the page to find your maximum award 
amount. 
 
There is no penalty for not spending your entire grant amount, so we recommend 
you request the full amount.  
 

d) Save page. 

23.Go back to the Budget Summary page. 
a) Complete the Contact Information section.  
b) Save the page.  

(See Image on Page 13) 
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Budget Detail Page 

24. You can disregard and skip this page.  

 

Submitting Application 
This can ONLY be done by a NexSys Level 5 user (level 4 will NOT have option to 
submit). 

25. Scroll down the “Status Options” section and click “Submit Application” to submit. 
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IMPORTANT: If you have any unresolved errors within your application, you will see the 
pop up below. You will not be able to submit your application until the errors are fixed.  

 

 

 

26. Click “Ok” and your application will change to the “Application Submitted” status.  

 
 

NOTE: Once your application is submitted the Document Overview page will have a 
checkmark on the “Application Submitted” bubble within the progress bar. 
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NOTE: Once your application is approved the progress bar shows “State Funds Available”. 

27. Scroll down to the green Award tab to view your award letter.

If you have any questions email MDE-FarmtoProgram@Michigan.gov. 

Links Used in Document: 

1https://mdoe.state.mi.us/mdedocuments/NutritionTrainingFiles-2022/10CentsAMeal/index.html#/ 
2https://milogintp.michigan.gov/eai/tplogin/authenticate?URL=/ 
3https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-Nutrition-Program-
System-Help-Documents/NexSys---Adding-a-User-to-an-
Organization.pdf?rev=363e2869d7494bbc914bf090eb9fb6e9&hash=0124169C6E63832BE9514E3FD0A9C2F9 
4https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-Nutrition-
Program-System-Help-Documents/NexSys---Adding-a-User-to-an-Application.pdf?
rev=184be3cbd3b1450089c69aaba97a2bd0&hash=1F9A556FE9B9BE151C302B83C53E8CFC 
5https://www.michigan.gov/mde/services/food/child-nutrition-program-system-help-documents/eem_educational-entity-
master 
6https://mdoe.state.mi.us/mdedocuments/NutritionTrainingFiles-2022/10CentsAMeal/index.html#/ 
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