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Log In 
 
Using your internet browser, type in the following web site address: 
 
http://cnp.nde.state.ne.us 
 
You will see this screen. 
 

 
 
 
Click on the CNP Login button and the following screen will appear. 

 
In the box to the right of User ID:, type in the 
User ID you were assigned by the Nebraska 
Department of Education Nutrition Services. 
 
In the Password box, type in your password. 
 
Click on the Login button once. 
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If you type your User ID or password incorrectly, 
you will see this error message. 
 
 

If you have forgotten your password, click on the “Forgot Password” button. You will receive an 
email message with a new password. This will be sent to the email address you used when you 
applied for your User ID. Instructions for changing your email address are on page 30 of this 
manual. Use the new password to log in to the web site; you will be able to change it later (see 
page 29). 

 
After you correctly type in your User ID and 
password, you will see this screen. Click on the 
section that says “Child and Adult Care Food 
Program.” 
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You will see the CACFP message board and 
the menu bar that will allow you to work on 
your application or claim. 
 
 
 
Read the message board for important 
information about the CACFP. 
 
 
 
Your menu bar should display these 
options: Application, Claims, and 
Maintenance. 

 
 
 
 
 
 

Accessing Your Application 
 
To work on your application, click on the Application hyperlink in the menu bar. 
 
The next screen will give you the option to enter or revise your application or to view your 
application without making changes. 

 
To enter or change your 
application, click on 
Sponsor Application. 
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You will see a choice 
of program years 
from which to 
choose. Click on the 
year you want to 
work on. 
 
For example, if you 
are entering your 
application for Fiscal 
Year 2010, click on 
2010. 
 
 
 
 

 

If no one from your center 
has met the annual 
requirement for training, you 
will not be able to enter your 
application until the training 
requirement has been met. 

 
 
 

To register for Training simply select "Exit" from the upper right corner of the screen to return 
to the Nutrition Services home page for the application and claims system, then select the 
“Training Registration Signup” link to continue. Instructions on how to register for training are 
available in the instruction manual for training registration, which is available on this web page: 
http://cnp.nde.state.ne.us. 

 
If you have met the annual training 
requirement, you will be allowed to 
enter your renewal application. 
 
To begin your application, click on 
the New> button. 
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Your Program Application and 
Agreement will be displayed. Much 
of the information on your 
application will roll over from the 
previous year. Review all of the 
information and make needed 
changes. To navigate between fields, 
use the Tab key, not the Enter key. 
NOTE: If you click on the Enter key 
while revising your application, you 
may lose all of your entries. 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
Beginning in FY 2010, Ethnic and Racial data are being reported separately.  
 
Ethnic Data 
The first row represents the percentage of the population in your geographic service area in 
two ethnic categories: 1) Hispanic or Latino and 2) Not Hispanic or Latino. For FY 2010, this 
information will be entered by the state agency. 
 
The second row represents the children (or adult participants in adult care centers) who are 
enrolled in your center(s). Report this in actual numbers. Once your application is submitted, 
the system will automatically calculate the percentage and it will appear beneath your 
enrollment figures. 
 
Racial Data 
The first row represents the percentage of the population in your geographic service area in 

five racial categories. The definition of these categories is available by clicking on the icon.   
These definitions are on the next page of this manual. 
 

Ethnic Data. The top row will be entered by the state 
agency. On the second row, you will enter the 
number of enrolled participants. Note: this has 
changed to actual numbers, not percentages. 

Racial Data. The top row will be entered by the state 
agency. On the second row, you will enter the 
number of enrolled participants. Note: this has 
changed to actual numbers, not percentages. 
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The second row represents the children (or adult participants in adult care centers) who are 
enrolled in your center(s). Once your application is submitted, the percentages will 
automatically be calculated and the percentages will appear beneath your enrollment figures. 
Since participants may identify themselves in more than one racial category, the total number 
of participants in the race data may exceed the total in the ethnic data. 
 
Ethnicity & Race Definitions 
 

Ethnicity: 
(1) Hispanic or Latino. A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish 
culture or origin, regardless of race. The term “Spanish origin” can be used in addition to “Hispanic or Latino.” 
 
(2) Not Hispanic or Latino. 
 
Race: 
(1) American Indian or Alaskan Native. A person having origins in any of the original peoples of North and South 
America (including Central America), and who maintains tribal affiliation or community attachment. 
 
(2) Asian. A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian 
subcontinent, including, for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine 
Islands, Thailand, and Vietnam. 
 
(3) Black or African American. A person having origins in any of the black racial groups of Africa. Terms such as 
“Haitian” or “Negro” can be used in addition to ‘Black or African American.’ 
 
(4) Native Hawaiian or Other Pacific Islander. A person having origins in any of the original peoples of Hawaii, 
Guam, Samoa, or other Pacific Islands. 
 
(5) White. A person having origins in any of the original peoples of Europe, the Middle East, or North Africa. 

 
Once you have 
submitted your 
application, the 
system will calculate 
the percentages. 
Your screen will 
look similar to this. 
 
 
 
 
 

 
Note: The numbers entered in the racial categories may exceed your total enrollment because 
some households may identify themselves with more than one racial category. 
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Civil Rights Compliance & Program Operations and Management Plan 
 
Make sure you respond to all of the yes/no questions. Some of these will already be filled in 
based on last year’s answers. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Sponsor Schedule for your 
Staff Training 
CACFP regulations require that 
you train your key staff on 
their food program 
responsibilities at least 
annually. From the drop-down 

boxes, list at least one month and one topic on which you will train your staff. 
PLEASE NOTE: Do not list the training provided by the Nebraska Department of Education 
Nutrition Services (monthly workshops, annual training, etc.) in this section. 
 
Location of CACFP Records 

CACFP records must be 
available for inspection by the 
Nebraska Department of 
Education, the U.S. 
Department of Agriculture or 
auditors during normal 
business hours. Indicate the 
location of where each type of 
record is kept. 
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“Sponsoring Organization” would be a central business office that might oversee several 
centers. If you operate only one center, checking “Site” for all applicable records would be 
appropriate. 
 
Responsible Individual or Principal 1 & 2 

 
Each organization may 
have two persons 
assigned to be 
responsible for and 
submit claims for the 
Child and Adult Care 
Food Program. List each 
person’s information in 
this section. 
 

“Phone” should be the primary business telephone number where the person may be 
contacted. “Other” phone may be a cell phone, home or other alternate phone number where 
you may be contacted. “Other” phone is an optional field. Please list your email address and 
FAX number if you have one. 
 
The information entered in this section must match the information submitted on the paper 
version of the Certificate of Authority which must have original signature(s) and be mailed to 
the Nebraska Department of Education Nutrition Services, P.O. Box 94987, Lincoln, NE 68509. 
 
Organization Representatives Authorization Statement - Nonprofit Organization or Public 
Agency 
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If your organization is a nonprofit organization or a public agency, the above section is 
completed with information on the executive director and the chair of the board of directors. 
This information will roll over from the previous year. If the people in these positions have 
changed, enter the new information. 
 
The information entered in this section must match the information submitted on the paper 
version of the Organization Representative’s Authorization Statement which must have 
original signature(s) and be mailed to the Nebraska Department of Education Nutrition 
Services, P.O. Box 94987, Lincoln, NE 68509. 
 
Organization Representatives Authorization Statement - Privately Owned, For Profit Business 
If you represent a privately owned, for profit business, the name and contact information of the 
business owner must be entered in this section: 
 

 
 
The information entered in this section must match the information submitted on the paper 
version of the Organization Representative’s Authorization Statement which must have an 
original signature and be mailed to the Nebraska Department of Education Nutrition Services, 
P.O. Box 94987, Lincoln, NE 68509. 
 
Sponsor Use Only 
 

 
If you need to convey additional information regarding your application, you may enter it in the 
Comments section. Once you have completed the Sponsor Application, click on the Submit 
button. This will save your application. 
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Error Messages 
 
Even if you have completed the 
application and answered all 
questions correctly, several 
error messages will still appear 
on your application. Don’t panic 
- it just means that other 
sections of the application must 
be filled out. As you complete 
other sections and return to the 
sponsor application and click on 
the Submit button again, the 

errors will begin to disappear until the entire application has been completed. After you have 
reviewed the error messages, click on the Finish button. 
 
HELPFUL HINT: Print a copy of the error messages and use this as a “to do” list as you complete 
the remainder of the application. 
 
Application Main Menu 

 
Once you have submitted 
the sponsor application 
and clicked on Finish, you 
will be returned to the 
CACFP Sponsor Menu for 
your application. You will 
work through the 
remainder of the 
application package from 
this screen. 
 
 
 
 
 
 

 If the green GO button is bright, you may work on that section of the application. 

 If the green GO button is dimmed, you have to complete other sections of the application 
first. You will be working on the application in the order shown on the CACFP Sponsor Menu: 
Sponsor Application, Center Sites, Staff Profile, Sponsor Budget, etc. As each section is 
completed, the next section available for you to work on will display a bright GO button. 
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Center Sites 
 
Click on the green GO button associated with Center Sites. 

 

This screen says “No sites 
enrolled for this sponsor.” 
That is in reference to the 
current program year. 
 
Click on the button “Add 
Center Site.” 
 
 
 
 
 
 
You will then see a screen 
that shows all sites that 
have been associated with 
your sponsorship. 
Independent centers will 
have only one site listed. 
 
 
 
 
 

Click on the hyperlink (underlined text) to select the center you want to enroll in the CACFP. 
Once finished, repeat the process for each site. 

 
Most of the information about the 
center will roll over from the previous 
year’s application. Review the 
application and make any changes. 
 
The Income Eligibility Categories (Free, 
Reduced, Paid) will not roll over. Enter 
these numbers based on your most 
current information. 
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When the application is complete, click 
on the Submit button. This will save 
the site application. 
 
 
 
 
 
 
 
 
 
 
 
If you did not complete the application 
correctly or missed a portion of it, the 
errors will be displayed on the next 
screen. You may print this screen to 
help you correct the application. 
 
Click on the Finish button. 
 

 
If errors remain, click on Modify to 
return to the center site screen to 
make the corrections. 
 
 
 
 
 
 
 
Once all of the information is entered 
correctly, the screen will display that 
the site application was successfully 
saved. Click on the Finish button. 
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Repeat until all site applications are entered. 
 
When all centers have been entered 
and there are No Errors, click on the 
<Back to Sponsor button. 
 
“Yes” in the Review Required 
column indicates that the 
application needs to be reviewed by 
the state agency. Once the state has 
reviewed the application, this will 
change to “No.” 

 
 

The GO button for the Staff Profile is 
now bright green, so that is the next 
section of the application you will 
complete. 
 
HINT: None of the staff profile rolls 
over from year to year. You may 
want to look at or print your staff 
profile from the application from 
the previous year to help you fill out 
this section. 
 
 
 
 

 
Staff Profile 
 

Click on the green GO button next 
to Staff Profile. 
 
Who should be included in the 
Staff Profile? You should include 
anyone with major responsibilities 
for the CACFP, including staff who 
determine income eligibility forms, 
bookkeepers, persons who compile 
and submit claims for reimburse-
ment, food service staff.  
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Once you submit each person’s 
staff profile, the computer will 
automatically calculate the amount 
of the person’s salary that is 
allocated to CACFP duties. You can 
view this later by clicking on 
Modify next to the person’s name 
on the main Staff Profile screen. 
Please note: you will not receive 
additional funds for salaries, but 
these costs are allowable CACFP 
expenses. 

 
In some situations, the staff members who supervise the meal service and complete point of 
service meal count sheets are also included. The job duties listed should give you an idea of 
who the people are who are associated with those tasks. 
 
To begin the Staff Profile, click on the Add a Person button. 
 

None of the information in the 
Staff Profile will roll over from 
the previous year, so you will 
need to enter a separate screen 
for each person with CACFP 
responsibilities. 
 
The employee’s CACFP salary will 
not be displayed until you click 
the Submit button at the bottom 
of the screen. 
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Continue adding staff until 
everyone with CACFP duties 
has been entered. The 
cumulative total of CACFP 
salaries will be displayed on 
this screen. 
 
 
 
 
 
 

Sponsor Budget 
 
The next section will be the 
sponsor budget. 
 
Click on the GO button next to 
Sponsor Budget. 
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The total salaries from the 
Staff Profile will 
automatically be entered 
in line item 100.1 on the 
Budget screen. 
 
You will need to enter 
your expected annual 
budget (expenses) to 
operate the food program 
in the categories listed. 
 
Total CACFP Expenses will 
be automatically 
calculated once you 
submit the budget. 
 
You will need to enter 
your expected annual 

income to operate the food program. First, estimate how much reimbursement you expect to 
receive from the Department of Education Nutrition Services. “Other sources of financial 
support” is the additional amount of funds your business or organization will contribute to 
operating the food program. 

 
The Total CACFP Expenses and 
the Total Income for CACFP 
must be equal. If you make a 
calculation error, you will 
receive an error message until 
you correct your mistake. 

 
 
When your total income and 
expenses match, you will see 
that the CACFP Sponsor Budget 
is Saved. Click on the Finish 
button.  
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Supporting Documents 
 
The next step of the process is to review the Supporting Documents that must be submitted 
with your application. From the CACFP Sponsor Menu, click on the GO button next to 
Supporting Documents. 

 
This screen will provide you 
with a list of required 
documents that must be 
submitted as part of your 
application. The CACFP 
Certificate of Authority and 
the CACFP Organization 
Representatives 
Authorization Statement 
must have original 
signatures and be 
submitted to the Nebraska 
Department of Education 
Nutrition via mail delivery. 
We cannot accept 

photocopies or FAXes of these two items. If you need a blank form, you may download it by 
clicking on the hyperlink (underlined text) on this screen. 
 
HELPFUL HINT: Print a copy of the Supporting Documents page as a reminder to submit the 
remaining paper documents to the Nebraska Department of Education Nutrition Services, P.O. 
Box 94987, Lincoln, NE 68509. 
 
In the column labeled “Document submitted/uploaded to NDE” click on the box next to each 
item you will be mailing or uploading. The date will automatically be stamped on this screen. As 
our staff reviews and approves each of your supporting documents, the approval status and 
date will be displayed. After you have clicked in each box, click on the Submit button. 

 
This screen will be 
displayed. 
 
Click on the Finish 
button. 
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Uploading Supporting Documents 
 
The online system also allows you to upload some of the supporting documents.  
 

  The paperclip icon means you may upload the supporting document. Acceptable file 
formats are Microsoft Word, Excel, Publisher and Adobe PDF. 
REMINDER: Your file must be closed while you are uploading it. If you have been working on a 
file, save it, then close the file. Now you can upload the file. 
 

  Once a document has been uploaded, the paperclip icon turns into the document icon. 
That will serve as a visual clue that at least one document has been uploaded in that section of 
the application. 
 
HINT: If you receive a copy of your financial audit in a digital document format, such as a Adobe 
PDF file, you may upload it here under Copy of Financial Statement. If you choose to send it to 
Nutrition Services via email, our staff may also upload the file on your behalf. 
 
Finalizing Your Application 
 
After clicking on the Finish button on the Supporting Documents screen, you will be returned to 
the CACFP Sponsor Menu. 

 
If there are any sections showing 
errors, you need to GO into each 
section and make the corrections. 
Remember to click on the Finish or 
Submit button any time you make 
changes. 
 
If there are errors on your Sponsor 
Application, you will need to GO 
into the application and click on 
Submit to remove the pending 
errors that deal with “must submit 
a site application” and “must 
submit a budget.”  
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In most cases, that final 
submission of the Sponsor 
Application will clear any 
remaining errors and your 
CACFP Sponsor Menu will look 
similar to this. 
 
FINAL STEP:  Click on the GO 
button next to Submit Package 
to NDE for Approval. NOTE: 
Your application is not 
officially submitted until you 
complete this step. 
 
 
 
You will see this screen and 
then click on the <Back 
button. 
 
 
 
 
 
 
 
When you have successfully 
completed your application, 
the CACFP Sponsor Menu will 
show “Yes” under Submitted 
for Approval and that the 
application is pending NDE 
approval. 
 
You may log in at any time to 
check the status of your 
application. NDE staff may 
leave notes for you in the 
Comments section if 
additional information is 
necessary. 
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Once your 
application is 
approved, the 
application status 
will changed to 
“Approved” under 
NDE Approval 
Information. 
 
Any changes you 
make to the 
application after it 
has been approved 
may change this to 
pending status until 
NDE reviews and 
approves it again. 
 
 

 
 
NOTE: Your application status must be Approved before you are eligible to submit claims for 
reimbursement. 
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Enhanced Features 
 
Display Training History 
 

From the CACFP Sponsor Menu, click 
on Authorized Signers and Training 
History.   
 
You will see this View Mode Only 
screen to show you the persons who 
are responsible individuals or 
principals who are authorized to 
enter into agreements and submit 
claims for reimbursement for the 
CACFP. 
 

 
The screen above gives you access to the CACFP training history for your agreement number.  
Click on the Display Training History button. 

 
The next screen will 
display who has 
attended NDE CACFP 
training from your 
organization. If the 
person completed 
training, the Completed 
column will be marked 
“Yes.” If the person did 
not complete training, 
that column will be 
blank and the 

information displayed in red. This information should be of value in assuring that appropriate 
staff have received all required training from the Nebraska Department of Education and that 
the annual training requirement has been met. 
 
Reminder: Being trained by the Nebraska Department of Education does not meet the 
requirement for you to train your own staff on the CACFP at least once each year. 
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Adding User Logins 
 
You now have the ability to assign other individuals within your organization their own unique 
User ID and password. This will be of value to larger corporate entities as well as to smaller 
centers who want to have a back-up person assigned to submit claims, but still protecting the 
User ID and password of the responsible individual. The Nebraska Department of Education is 
encouraging all organizations that have multiple persons entering information to have a User ID 
for each person. Any application changes or claims submissions will be “stamped” with the User 
ID of the person who submitted the information. 
 
Shown below is an example of how the system identifies which user submitted information. 
 

 
How to add a user 
 

First, you must be logged in to the system with your 
User ID and password. 
 
Click on the gray box that says “Core (Sponsor Profile)” 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
You will see the main screen for the Core 
section.  
 
Click on Security.
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On the next screen, click on 
User Manager to maintain 
and create CNP Logins and 
security access rights. 
 
 
 
 
From this screen, you can 
add users by clicking on the 
Add Login button. 
 
 
 
 
 
 
 
 
 
 
You will see the Add New 
Login Profile screen. 
 
Here you will assign each 
user their own Login ID and 
the following information: 
 

 Name 

 New Password 

 Confirm Password 

 Email address 

 Phone Number 

 Programs (CACFP) 

 Status (Active) 
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Name: Enter the person’s first and last name. 
 
New Password: Enter a temporary password that you will give to the person. Once they log in 
to the system using their own User ID and password, they can change their password. 
 
Confirm Password: Type the same password again for confirmation. 
 
Email address: Enter the person’s primary email address used for their affiliation with your 
business. If they ever click on the “Forgot Password” button, this is the address where a new 
password will be emailed. 
 
Phone Number: Enter the person’s primary work telephone number. 
 
Programs (CACFP): CACFP will be the only option available to the majority of sponsors. School 
systems may have access to the National School Lunch Program or Summer Food Service 
information. 
 
Status: Select Active for persons who will have access to the system. 

 
Administer Other Users: You will most likely select “NO” for administer other users. This option 
should be available only to the person with the primary User ID who is a responsible individual. 
IMPORTANT: Marking this item “YES” gives the person exactly the same rights in the system 
that you have and they could possibly remove you from the system. Use this option wisely. 
 
Program Claim Input/Submission: Decide if the person can enter (input) information or enter 
(input) and submit. If you expect this person to submit online claims, you will select “Input and 
Submit.” 

 
Your entries will look similar to 
this screen. 
 
When finished, click Submit. 
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Assigning Rights to Users 
 
Once you have successfully 
entered all of your Users, a list 
of all Users/User IDs will be 
displayed on this screen. 
 
The next step is to assign each 
User’s rights in the system. 
 
On this screen, click on 
Modify. 
 
 
 
To assign User rights, click on 
the GO button next to User 
Access Rights. 
 
 
 
 
 
 
 
 

 
On this screen, click on the 
GO button next to Child and 
Adult Care Food Program. 
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The User Rights are 
available in three 
categories: 

 Application 

 Claims 

 Maintenance 
 
When you have 
selected all of the 
access rights for a 
User, click on the 
Submit button at the 
bottom of the screen. 
 
 
 

 
What access is allowed by each right? 
 
Application 
Sponsor Application - checking this allows the user to enter information in the application. 
View Application - checking this allows the user to look at the application, but cannot make any 
changes. 
 
Claims 
Child Care Centers - checking this box allows the user to enter a child care claim. 
Upload Center Claim - this option is not functional at this time. 
View Child Care Center Claim - checking this allows the user to look at claims, but cannot enter 
or revised claims. 
 
Maintenance 
Change Email/Password - checking this box allows each user to maintain their own password 
and email address. 
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Deleting Users 
 
If someone leaves 
employment, you will want 
to delete their access to the 
system immediately. 
 
To do so, click on the Delete 
hyperlink on this screen. 
 
 
 
 
 
 

To confirm Deletion, click on the Delete key on the following screen. 
 
 
 
 
 
 
 
 
 
 
 

The Deletion will be confirmed on this screen. 
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Important things to know before assigning User IDs 
 

 Assign User IDs only to persons you trust with your online application and claim. 

 Limit the number of User IDs you assign. Most sponsors will not need more than one or 
two. 

 Remember to delete a person’s User ID if they leave employment. 

 If someone has been using your User ID and password to login in to the system, change 
your password as soon as you have assigned them their own User ID. 

 As a responsible individual or principal, executive director or owner, you remain 
responsible for any activity entered in the system by users under your administration. 
Choose them wisely. 

 
Changing your password 
 

  
To change your password, go to 
the main CACFP screen and click 
on Maintenance. 
 
 
 
 
 
 
 
 
 

 
 
Then click on Change 
Email/Password. 
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On this screen, you will type in 
your new password, then type it 
again to confirm the password. 
 
Write down your password in a 
secure location or select a 
password you can easily 
remember. 
 
Click on the Submit button. 
 
 
 

NOTE: If you click on the Generate Password button, it will email a new password to your email 
address. 
 
To increase the security of your password, it is recommended that it be a minimum of 8 
characters, including 1 Uppercase and 3 Lowercase letters. Your password cannot be the same 
as your User ID. 
 
Maintaining a current email address 
 
Occasionally, Nutrition Services will send out email announcements to all sponsors participating 
on the program. These emails are generated from the information entered in the Sponsor 
Application. 
 
However, it is also important that the email associated with the User ID and password of your 
responsible individual/principal be current as well since this is the email address that is used if 
you click on the “Forgot Password” button. 
 
So - if you change your email address, you will need to change it in the following locations: 
 

 Sponsor Application (contact person, responsible individual) 

 Maintenance > Modify Login Profile 
Follow the steps shown above 
 

 
For further live assistance, call Nutrition Services at 1-800-731-2233. 


