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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 . 

 
  

mailto:mde-eem-administrator@michigan.gov
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• Select appropriate site from search results by clicking the “+” button. 

 
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.   
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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). 

• 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 
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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. 
 

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. 

If site is participating in SFSP, then 5e-5g will appear. SFSP must first be 
selected for site participation in question 4 and page must be saved.  

 

5e.   Using census map data. 

• Census data can only be used to qualify SFSP sites. 

• If the sponsor is going to use census map data, then the box should be selected, 
and the census map must be uploaded. You must include the date on the 
bottom right corner of your computer screen in the screen shot. This 
ensures the site remains eligible for five years.  

5f.  Using household applications for free meals.  

• This can only be used for camp sites or closed enrolled sites. 

• If the sponsor is going to use household applications to qualify this site, then the 
box should be selected. 

  

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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GIS Map 

SFSP Sponsors Only: after saving the page, click on the GIS link located in the top left 
corner of the page.  

   

  Turn on the site layer.  

  

• If the site doesn’t appear, you may have to enter the entire address into the box. 

• If the site is located within a quarter mile of another SFSP site, the application will 
require a justification.  

• Save the page.  

• Return to the site page by clicking the site name located in the top left corner.  

   

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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Summer Food Service Program (SFSP) 

Select the Summer Food Service Program 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 question 1-14.  

• Question 4. If choosing to serve Rural Non-Congregate (RNC), click the link to the 
Rural Designation Food and Nutrition Service United State Department of 
Agriculture (USDA) map. Enter the site location address in the search box and press 
enter.  

• If the site location displays in any shade of green, the site is eligible.  

• If “Yes” to question 4, Take a screenshot of the map (including the date in the 
bottom right corner) and upload the document into the space provided.   

• Question 5. If Closed Enrolled, Residential Camp Site, or Non-Residential Camp Site 
is selected, you must enter the projected and eligible number of participants for 
question 5a.  

• Question 5. If Migrant Site is selected, 13a appears at the bottom of the page. 

• Question 7. If this is an outdoor site, enter the address where meal service will 
relocate during inclement weather. If there is no alternate location, check the no 
alternate meal service location box.  
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• Question 8. Enter scheduled activities for the site. If the site is serving RNC that is 
not part of the regular scheduled meal service, explain.  

• Question 10. If no, you must answer whether meals will be served within one hour 
of delivery.  

• Save the page and click the calendar link under question 14.  

  

SFSP Site Calendar 

• Question 1. Check all months the site will be serving. 

• You must save the page after answering question 1. 

Meal Service Table  

Instructions: Complete the table below to capture Traditional (congregate) and Meals to 
Go (non-congregate) meal service information for your site. Users can provide additional 
information in the text box under this table. You must save this table before 
completing the SFSP calendar. 

For Service Days: 

• If the site is open to serve or distribute meals on a day, check the Service Day 
box. 

• Fill out the information for each day of the week starting with Meal Type and Meal 
Service Type. 

• If Meal Service Type is Congregate, you may opt to check the Offer vs. Serve 
(OVS) box. 

• Depending on your Meal Service Type, fill out the start time and end time for 
each meal provided. 

• If the Meal Service Type is Congregate, enter Traditional Meal Start Time and 
Traditional Meal End Time. 

• If the Meal Service Type is Non-Congregate for breakfast, lunch, snack, or 
supper, select Covered by Meals to Go only. 

• If you are distributing meals on this service day, select the Distribute Meals to Go 
meal type and enter Meals to Go Start Time, Meals to Go End Time. 

 

For Non-Service Days: 

• If the site is not open to serve or distribute meals on a day, do not check the 
Service Day box. 

• If the site provides meals on a non-service day, select the Meal Type provided. 
• Select Non-Congregate as the Meal Service Type and select the Covered by 

Meals to Go box. 
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Example: If a site provides breakfast and lunch for Saturday and Sunday via 
Meals to Go Distribution on Friday, select the breakfast and lunch Meal Type 
options for Saturday and Sunday. Next, select Non-Congregate for the Meal 
Service Type, and select the Covered by Meals to Go boxes for both meal types 
on Saturday and Sunday. 

The calendar can be completed manually, by auto fill, or a combination of both.  

• Select all the days of the week you are claiming meals under Auto Fill Days. 

 
• Select all the meals you are claiming under Auto Fill Meals. 

 
• Use the drop-down arrow and select the first month that meals will be served. 

• Click the Auto Fill Month Button. 

 
• Save the page 

• Continuing this process, for each month meals are served. 

• The auto fill feature will mark every day of the month selected. Go through each 
month of the calendar to unselect days you are not serving. For example, if you 
start serving on July 15, 2026, you must uncheck meals for June 1-14, 2026, and 
save the page.  
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• To manually fill the calendar, check meal types for all days that meals are served 
each month and save the page.  

When the calendar is complete, the start and end date of traditional SFSP will 
appear. Check to make sure they are correct. 

 
• Click the SFSP Site Details link at the top left corner of the page to return to the 

SFSP Site Details page.  

       

• Once back on the Site Details page, ensure the calendar is complete and accurate.  

 
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.  

Unanticipated School Closure Summer Food Service Program (USC SFSP) 
Site Calendar 

• To serve USC SFSP, you will open the calendar page from the site page for which 
you are serving meals. If the site you are serving meals at is not already an 
approved site in the application, you will need to add the site and complete the 
SFSP Site Details page.  

• Question 1. Check month you will be serving USC SFSP. 

• Scroll down the page to the calendar and use the dropdown arrow to select the 
month you are serving USC SFSP.  

  

• Manually select the date(s) and meal(s) to be served and save the page.  
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• When the calendar is complete, the start and end date of USC SFSP will appear. 
Check to make sure they are correct. 

 
• Click the SFSP Site Details link at the top left corner of the page to return to the 

SFSP site details page.  

•  
Once back on the Site Details page, ensure the calendar is complete and accurate 
and save the page.  
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