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Logging On 
 
Address (URL):  http://cnp.nde.state.ne.us
 
This is the opening page 
 

 
 
Click once on the CNP 2004 Login and the following screen will appear. 
 

 
 
 
Type your User ID in the user name field.  Enter your password and click once on ‘Login’. 
 

http://cnp.nde.state.ne.us/
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If you type your User ID or Password incorrectly, the following screen appears 

 
 
 
If you type in your User ID and Password correctly the Program Screen appears. 
 

 
 
This screen will contain messages of interest.  Please be sure to scroll down and read the entire page.
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Click Claims 

 
Side Bar Menu 
 
This screen has a side bar menu. The menu shows the options available to you.   

Claims 
 
Click once on Claims and the following sidebar menu will be displayed.  
 

 

Click Child Care Centers

 
Two items will appear on the sidebar menu after you click on Claims.  Child care centers will have the 
choices listed above. Adult care centers will have the choices of “Adult Care Centers” and “View ACC 
Claims”. 
 
The View option allows you to view accepted claims. You cannot enter a claim using the View option. 

 
Click once on Child Care Centers (or Adult Care Centers for Adult Centers) and the following screen will 
appear. 

 

Click 2006 

 
Click on the current program year.   Always check the dates on the right to be sure you are in the correct year. 
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When you click on the current year, the following screen appears. In this example we are viewing the 
Family Service screens: 
 

 

Click Select 

 
 
Click on Select under Action and the following screen appears: 
 

 

Click month 

 
You must select the month for which you want to enter a claim.   
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Click on the current month.  In this example July 2005 was selected.  This screen will then appear: 
   

 Click Add Claim 
 
Click on Add Claim and the following screen appears: 
 

 

Click Add 

 
All approved sites will appear.  Select Add to enter a site claim.  The screen on the next page will appear. 
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Click ∨-select authorized signer 

 
The top row of the claim is complete.  Submission type:  The first claim entered each month is an Original.  
 
You will begin by selecting the Authorized Signature.  Click on the arrow key.  Select your name. All 
claims must have an authorized signature selected. 
 
The Review/Audit Number should be left blank. 
 
Complete the remainder of the claim by scrolling down and filling in the blanks.  If you are a for profit 
center, you will have more items to complete under Attendance Reporting. 
 
The remainder of the claim must be completed.  When you finish the claim click on the red Submit button. 
 
 

 
Click Submit 

 
If the claim does not pass all the edit checks, you will receive error messages. Correct any errors and click 
on submit again. 
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When your claim has been successfully entered, you will see the following screen: 
 

 
 
Since this was the first claim submited for the fiscal year, an informational warning appears that there is no 
prior month claim. This is not an error that must be corrected. The second warning reminds you to submit 
the claim for payment. 
 
Click on the red Submit for Payment Button at the bottom of the screen. 
 

 
Click Submit for Payment 

 
You will then see this screen: 
 

  

Claim is 
submitted 

 
This screen assures you the claim has been submitted and lists the amount of money you will receive.

Amount Earned 
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USDA regulations require that a paper copy of the claim be on file at your center.  
 
Click on the “View Claims” and the following screen appears.   
 

 

Click 1st 
Click 2nd

 
Click on the current year (2006): 
 
 

 

Click Select 

 
Click on Select under Action 
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 Click View 
 
Click on View under Action and the claim will be on the screen.   
 

 
 
Print the claim and file it with the CACFP records for the month. Repeat this process for each site. 
 
If you have multiple sites, you must submit a claim for each site. 
 
If you have any questions, please call 800-731-2233 or 471-2488 in Lincoln. 
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