
10 Cents a Meal for Michigan Kids and Farms Application Guide 

To find the 10 Cents a Meal for Michigan Kids and Farms (10 Cents a Meal) Application log into NexSys 
and look under “My Opportunities” and select “CNP: 10 Cents a Meal for Michigan Kids and Farms”. If 
you have already started your application for 2022-23 you will find this application under the “My Tasks” 
section. 

 

 

Once you initiate your application you see the pop-up below. Click “Proceed” to start your application. 

 

 

Once you have gotten into your application the “Document Overview” page will display a progress bar. 
As you get further into the application process you will see where your application is in the approval 
process. The task bar on the left side of the page will guide you through the application. Generally, we 
recommend you work down the pages on the task bar.  



 

Cover Page: 

The cover page has general information about the application and displays the name and address of the 
entity that’s applying.  

This page will require you to enter the name of a contact person applying which you can select from the 
drop-down feature. Once you select a contact person click the “Save” button on the upper right-hand 
corner. Clicking this save button will allow the contact person’s information to auto-populate.  

 

 

 



 

We recommend the secondary contact person be different from the person selected as the main 
contact person. 

Please note that only the authorized official can initiate the application and add a new person. Once new 
contact is added their name will display in the “contact name” drop-down menu.  

You will know if your page has been successfully completed once you see this check box displayed next 
to the page title.  

 

 

 

 

 

 



Review Grant Selections: 

This page will be completed once you click the save button the top right corner.   

 

 

Sponsor/ Contact Information Page:  

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

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.  

The enrollment and free and reduced percentage are other factors within your application.  

Once you certify this page is correct check the certification box at the bottom of the page and hit save.  

 



Note that if a page is not completed correctly, you will see this exclamation point show up on your 
taskbar. This will notify you to come back to that specific page and make corrections before submitting 
your application.  

 

Program Information Page: 

This page will ask you about a variety of aspects of your program including marketing, educational 
activities, etc.  

Please note the selections in these pictures are specific to this application. Feel free to select the options 
that work best for your program.  

Note when checking the “other” option within the “Marketing and Education” section you will need to 
provide a description in the text box.  

 

 

 

 

 

 

 



In the section pertaining to education please select the options that best describe the outcomes of your 
education programs and further explain these outcomes within the text box.  

 

Sourcing:  

In this section, you will explain how you plan to source the produce you use in your programming. You 
may select more than one sourcing option. Again, if selecting “other” please give further details within 
the text box.  

 

 

Reporting:  

The reporting section will ask you to provide details about any community partners, partners within 
your school or childcare network you may look to for assistance in reporting activities. Type in your 
programs plan in the text box.  



 

Training and Support:  

In this section, please describe what 10 Cents a Meal funding mean to your program and wider 
community within the text box displayed. Then check any additional ways you want to receive support 
from our team- if selecting “other” please describe what additional resources you would like.  

 

Once you complete this page be sure to click the check box at the bottom to certify your data is 
complete and correct, then save the page.  

 

 

Error Example:  

If you did not adequately complete the information required, you will receive an error message. To 
specifically identify which question you are receiving the error for, simply click on the error itself and it 
will automatically direct you to the section you need to fix/complete.  

Again, you will notice the exclamation point on the task bar highlighting that the page has an error. Once 
errors are fixed those exclamation points will change into check marks.  



 

 

 

Upload Documentation of Training Completion:  

In this section you will need to upload a copy of your training certificate. You can find this required 
training which you will need to complete to get the certificate necessary for this section.  

 

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


To start the training click the “start course”. This course will guide you through a variety of important 
information about the 10 Cents a Meal program and includes tools that will help in your program’s 
success.  

 

Once you have completed the course, you will see check marks on all the required lessons as shown 
below. Once you have made it through all the pages, you will be brought to the quiz portion. This is a ten 
question quiz that requires you to have at least eight questions correct to pass. Keep in mind that you 
can take this quiz an unlimited number of times until you pass, and you will have to complete it 
annually.  

 

 

 



You will see the screen below once you have completed the quiz. It will let you know if you passed. If 
you were not able to do so, please complete the quiz again until you do.  

 

You will see this screen once you have successfully completed the training. You will need to input your 
email address to get a copy of your training certificate.  

 



In addition to the completion screen, you will receive an email from Laura Powell 
(PowellL7@michigan.gov) notifying you that you successfully completed the necessary training.  

 

Once you completed the training please go back to the application and upload the documentation into 
the “Upload Documentation and Training Completion” portion of the application. 

 

 

 

 

 

 

  

 



Once your file is uploaded successfully you will see a checkmark display next to the select button as 
shown below. Under your upload you will also see a note stating “File(s) uploaded successfully”.  

 

Note all your uploaded material in this section will need a title. If you save this page without the 
required title portion completed, you will receive an error.  

Error cE

 

 

 

  

 



 

Once you title your document, you will be able to successfully save this page. Please note you can title 
your training completion document whatever you would like, but we recommend something along the 
lines of “2023 Training completed”. Once saved successfully you will see a checkmark appear on the 
taskbar.  

  

Budget Pages:  

Budget Summary: 

Once you get to the budget pages section, please note the budget summary will initially appear blank. 
Please start this section from the budget item page first. In order for the budget summary to have 
information, the budget item page needs to be completed.  

  



 

Budget Item:  

Once on the budget item page, you will need to select the appropriate function code from the 
dropdown. Please select “299: Other Support Services”.  

 

Next, you will need to provide an estimated amount of local purchases during the 2022 school year. We 
emphasize this is an estimate and we do not need a completely accurate number. You do not need to go 
through your record to look up this information – a rough estimate is good.  

 



 

Next, insert your requested award amount for the 2023 school year. You can go back to the sponsor 
information page to know what your maximum award amount is for this year. Also, it is important to 
note there is no penalty in not spending your entire grant amount, so we recommend you estimate 
high.  

Once you insert your requested grant amount, please make sure you add a description for this request. 
We suggest writing “Michigan produce” for this section.   

  

The “other expenses” is the most important piece of this page. Please insert your requested award 
amount again in this section. Please note, if you request more than your maximum award amount, we 
will return your application and ask for that to be changed before you can be approved.  



 

Once the budget item page is successfully completed you will see a checkbox on the taskbar. Now you 
can go back to the Budget Summary page.  

 

 You will see the requested budget and program information is now auto filled with the information 
provided in the budget item page. Now you may complete the contact information portion of this page 
and click save. 



  

 

Budget Detail Page:  

On the budget detail page, you are not required to do anything. You can move along in your application 
if the information on this page is correct.  

 

 

 

 



Attachments: 

No attachments are required in this section so you may leave these pages blank. 

 

Submitting Application:  

Once you have completed all the required aspects of the application go down the “Status Options” 
section on the taskbar and you click “Submit Application” to submit. 

 

 

Please note, if you have any unresolved errors within your application, you will see the pop up below. 
You will not be able to successfully submit your application if these are not resolved.  



 

Once your application is error-free and you initiate the submission you will see the pop-up window 
below. Click “Ok” and your application will change to the “Application Submitted” status. 

 
 

Once your application is submitted the document overview page will have a checkmark on the 
“Application Submitted” bubble within the progress bar. 



 

 

  

If, for some reason, your application is returned to you before it is approved, you will see this come up 
on your NexSys dashboard.  

 

You will also see a checkmark on the “Modifications Required” bubble within the document overview 
progress bar.  



 

 

 

To see which comments were left by your reviewer go to the “Notes” section on your application’s task 
bar. Here you will see what the reviewer wants you to modify before you resubmit your application.  

 
 

Once you are ready to modify your application click on the “Modify Application” section on your task 
bar. 



  

 
  

You will receive this pop up below to initiate the status change from “Modifications Required” to 
“Modifications in Progress”. Click “Ok” to start modifying.  

 
 

Once you make the necessary changes and you want to submit your modified application click “Submit 
Modifications” on your task bar. You will receive a pop up to confirm you want to submit. Click “Ok” to 
proceed with the submission. 



 

 

You will know you have successfully submitted your modifications once you see a checkmark displayed 
in the “Modifications Submitted” bubble on your document overview progress bar.  

 
 
Once you have successfully completed your application and a reviewer has approved it you will see a 
checkmark displayed within the “Grants Available” bubble on your document overview progress bar. 
You will also get an award letter which you can see once you click “Award” in your taskbar.  
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