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Site Listing  
Click on Site Listing located in the left toolbar. 

 
To add a site: 

• Search for a site by entering either Site Name (partial is acceptable) or Agreement 
Number. A site must be listed as a member site in EEM before it can be added to 
the application. For questions about adding member sites in EEM, contact us at 
mde-eem-administrator@michigan.gov . 

 

• Select appropriate site from search results by clicking the “+” button. 

mailto:mde-eem-administrator@michigan.gov
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If the site is listed on another application, it will show at the top of the page under 
Duplicate Results once the site is added. Contact your program analyst for duplicate 
sponsor contact information as multiple sponsors cannot use the same site location for the 
same program.  

To inactivate a site: 

• Uncheck the box under “Active Status” for the site that needs to be inactivated.  
• Save the page. 

 

Site Details 

Click on Site Details located in left toolbar. A box will open to the right of the toolbar. Click 
on each site to enter site details. This page must be completed for all active sites.  

 
 

Fields 1-3 are pre-filled from the EEM. 

• Answer question 3a. 

Select the program participation for the site. Once the page is saved, the link to the 
program site page will appear under the selected program. It will also appear under Site 
Details in the left toolbar. 

If students enrolled at this site are being claimed at a different site, check the Non-
Claiming Site box.   

A non-claiming site is when student meals are consolidated to one building due to one 
cafeteria (e.g., a K-8 building has one cafeteria where meals are served, but in EEM the 
schools have two agreement numbers, one for K-5 and one for 6-8). 
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• Question 4. Check the box for all programs the site is participating in. 
• If Non-Claiming Site is selected, complete 4a. 

Site Eligibility 

Question 5 must be checked yes if participating in the Afterschool Snack Program, At-Risk 
Afterschool Snack Program (CACFP), or Summer Food Service Program (SFSP).  

If you answer “yes” to this question, there will be additional sections that display to help 
you determine if this site is eligible to participate in programs requiring site eligibility. If 
you answer “no” to this question, then you can move to the next section.  

5a.  This will display for sites selected as participating in CEP in the prior year 
Coordinated Application. Only sites in active school buildings can use CEP data to 
qualify the site. Sites are eligible with CEP data if the site Identified Student 
Percentage (ISP) is 31.25% or higher. (31.25 x 1.6 CEP multiplier = 50% 
eligibility). Sites with a site ISP below 31.25% will have to qualify with other data.  

This site is eligible to participate based on CEP data.  

This site is not eligible to participate based on CEP data. 

If this site is going to use CEP data to qualify the site, then the box should be 
selected. 

 
5b.  The following will show whether the sponsor is eligible or not using October school 

meals claim data. The box can be selected and save the page to review the data. 
Only sites in active school buildings can use October school meals claim data to 
qualify the site. 

This site is eligible to participate based on October school meals claim 
data. 

This site is not eligible to participate based on October school meals 
claim data. 

If this site is going to use October School Meals data to qualify this site, then the 
box should be selected. 

If site is not eligible using 5a or 5b or is a not located in an active school 
building, then 5c-5d will appear. 

 
5c.   Using data from a feeder school or the nearest active public school building.  
 

Enter the site agreement number for the school that you would like to use to qualify 
this site. If you are unsure of the agreement number for a school or the active 
public school building closest to this site, please visit this website for help on finding 
that information: https://www.michigan.gov/mde/services/food/office-of-health-
and-nutrition-services/nexsys-child-nutrition-coordinated-application 

This site is eligible to participate based on a feeder school or the closest 
active public school building. 

https://www.michigan.gov/mde/services/food/office-of-health-and-nutrition-services/nexsys-child-nutrition-coordinated-application
https://www.michigan.gov/mde/services/food/office-of-health-and-nutrition-services/nexsys-child-nutrition-coordinated-application
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This site is not eligible to participate based on a feeder school or the 
closest active public school building. 

If this site is going to use a feeder school or the nearest active public school 
building to qualify this site, then the box should be selected. 

 

5d.  Using claim data from another month in the last school or fiscal year. 
 

Site Agreement Number would be entered for the school that is being used to 
qualify this site. The month should be selected during the current year of when the 
school had 50% of students eligible for free or reduced – price meals. 

This site is eligible to participate based on data from a different month 
and/or year. 
This site is not eligible to participate based on data from a different 
month and/or year. 

If this site is going to use claim data from another month in the last school or fiscal 
year, then the box should be selected. 

National School Lunch and School Breakfast Programs (NSLP/SBP) 

Select National School Lunch and School Breakfast Programs located in the left toolbar to 
get to each site page or click the link under the program checkbox on the Site Details 
page.  

 

 
Complete questions 1-10. 

• If question 1 has a license number entered, answer question 1a.  
• If the site has pre-kindergarten programs claimed under NSLP/SBP, select the 

programs operating for question 3 and write who administers the program for 3a. 
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• If yes to question 7, answer questions 7a-7g.  
• If yes to question 10, Question 5 on the main site details page must be completed 

to determine eligibility.  
• If yes to question 10, answer questions 10a-c.  

At the bottom of the page, certify that all above data is complete and correct. Click on the 
Save button located in the top right corner of the page. 

CEP Site Selection and Grouping 

The Community Eligibility Provision (CEP) Site Selection and Grouping page will only 
appear if “Yes” is selected for question 3 on the SNP Sponsor Details page. 

Click on CEP Site Selection located in the left toolbar.  

 
Navigating the CEP Page 
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1. Site SNP Status (A/I): Only active NSLP/SBP sites will appear in the CEP site listing. 
Non-claiming sites where students have access to NSLP/SBP will also appear (must 
select both Non-Claiming and NSLP/SBP). 
 

2. Participating: Check sites as participating to include them in the CEP application. 
Must be in edit mode to add or remove participating sites.  
 

3. Group As: Select A-F from the dropdown to group sites. Leave blank to keep sites 
ungrouped. Must be in edit mode to group sites.  
 

4. CEP Start and End Date: Displays the cycle for your CEP sites or group. A new cycle 
will automatically start when the site or group is saved. 
 

5. Site Lock Status: Toggles between “Save” and “Edit.” Selecting “Edit” will unlock a 
site or group of sites and load spring data.  

• Edit: When sites or groups of sites are in edit mode, you can edit 
participation, reported extended eligibility, other adjustments, and site 
grouping.  

• Save: When you select save, the individual site or group of sites will save. 
This will lock the site or group. To make additional changes, you will need to 
select “Edit.” Saving starts a new 4-year cycle. 

• All sites need to be saved before an application can be submitted. 
 

6. CEP Status Bar: CEP has its own process flow, separate from the rest of the 
application. This bar shows the CEP page status. 

• Initiated: For first time applicants, the page will start in initiated status. 
• Edit: When sites or groups of sites are in edit mode, you can edit 

participation, reported extended eligibility, other adjustments, and site 
grouping. 

• Submitted: CEP page is submitted to MDE for review. Status can still be 
changed to edit if changes need to be made.  

• Review: CEP page is being reviewed by MDE and cannot be edited by 
sponsor. 

• Approved: Application was approved by MDE. Page can be edited by sponsor 
but will need to be reapproved by MDE. SNP claims cannot be created until 
the CEP page is approved. 

**CEP Status Note: The CEP application has its own process flow, separate 
from the rest of the CNP: Coordinated Application. This means that the CEP 
page can be edited and submitted separately from the rest of the 
application. The application can be submitted while the rest of the 
application is being completed, is can also be submitted later if MDE is 
reviewing CEP data. 

7. Error messages: Page errors will display here above the CEP table. Sites or groups 
cannot save with errors. The CEP page cannot be submitted with errors. 
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8. Revert: If an application was edited but you wish to return to a previously approved 
or submitted version, select the date from the dropdown and click revert.  
 

9. Export: Generates an Excel file of the current version of the CEP application. 
 

10. Link to the CEP module in GEMS/MARS to upload supporting documentation. 

Mid-Cycle Applications 

Applications that are mid-cycle will load as approved with current application dates, sites, 
and application data.  

How to Reapply 

 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flnks.gd%2Fl%2FeyJhbGciOiJIUzI1NiJ9..VYvT3eD7RlqZnRmhTWAUCSRF7QK5gZqfoNG0nRsyarE%2Fs%2F663331411%2Fbr%2F131062011294-l&data=05%7C01%7Cmickelsonn%40michigan.gov%7C87bc359de395463ed00b08da327982ea%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637877794870564560%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=PrKoepplSgI%2Bzs%2BMZ772aINYEVg6GyY4lwpqlKG%2B8T0%3D&reserved=0
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• Select “Edit” to reapply for a site or group of sites. 
• CEPI spring data will load for K-12 sites. 

o Nonpublic schools and early childhood buildings that are currently 
participating do not have CEPI spring data, they will populate with zeros. 
Contact MDE to determine eligibility for these sites. 

o The CEP application cannot be submitted with zeros for site enrollment at 
participating sites. 

• If applicable, enter in reported extended eligibility and other adjustments. 
Documentation to support these additions will need to be uploaded into 
GEMS/MARS for MDE review. 

• Click “Save” to calculate the site or group eligibility.  
• Click “Edit” to modify the site data or grouping of sites, then save again when edits 

are complete. 
• Reapplying for CEP will start a new 4-year program cycle. 
• Click “Submit” when the page is ready to be reviewed by MDE. All groups must be 

saved before the page can be submitted. 
 
If your district plans to apply or reapply for CEP, Center for Educational 
Performance and Information (CEPI) spring data will not be available in the 
application until May. Districts that are mid-cycle will have the current 
application display. If the CEP page is edited prior to the availability of CEPI 
spring general collection CEP school level data, the page will load with zeros. 
Communication will be sent out when the CEP page is ready for school year 
2026-2027.  

New CEP Applicants 

 

• Page will load blank in initiated status. 
• Click “Edit” next to all the sites you want to add to CEP. 

 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Flnks.gd%2Fl%2FeyJhbGciOiJIUzI1NiJ9..VYvT3eD7RlqZnRmhTWAUCSRF7QK5gZqfoNG0nRsyarE%2Fs%2F663331411%2Fbr%2F131062011294-l&data=05%7C01%7Cmickelsonn%40michigan.gov%7C87bc359de395463ed00b08da327982ea%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637877794870564560%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=PrKoepplSgI%2Bzs%2BMZ772aINYEVg6GyY4lwpqlKG%2B8T0%3D&reserved=0
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• CEPI spring data will load into the sites. 
o New school, Nonpublic schools and early childhood buildings that will not 

have CEPI spring data, they will populate with zeros. Contact MDE to 
determine eligibility for these sites. 

o The CEP application cannot be submitted with zeros for site enrollment at 
participating sites. 

• Check “Participating” for all the sites you want to add to CEP. 
• If applicable, group the sites by selecting A-F from the dropdown to group sites. 

Leave blank to keep sites ungrouped. 
• Click “Save” to calculate the site or group eligibility.  
• Click “Edit” to modify the site data or grouping of sites, then save again when edits 

are complete. 
• Click “Submit” when the page is ready to be reviewed by MDE. 

CEP Renewal 

• CEP participants that have reached the end of their 4-year application cycle will 
need to renew.  

• Reference the steps above for a new applicant. 

CEP Policy Statement  

Click on CEP Policy Statement located in the left toolbar. 

This page will only appear if sponsor is participating in CEP.  

 

At the bottom of the page, certify that all above data is complete and correct. Click on the 
Save button located in the top right corner of the page. 
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