CNP ADMINISTRATORS: UPDATING EXISTING USERS
Updated 5.24.2024

NUTRITION
Questions? Email nde.nsweb@nebraska.gov SERVICES

1. Loginto the CNP system (nutrition.education.ne.gov), navigate to the Security
module:

Programs

S

2. Select the User Manager:

School Nutrition Programs & NEB RASKA!

DEPARTMENT OF EDUCATION

Applications Claims Compliance | | Security | Search ;E Programs | Year | Help | Log Out

Security >

Item Description

My Account My account maintenance (name, contact, password)
User Manager User Manager

3. Click on the “Click to list all Users > ALL" hyperlink to view all users for your sponsorship:
School Nutrition Programs NEBRASKA

DEPARTMENT OF EDUCATION

Applications Claims Compliance ‘ Reports | Security | Search iapmgmrns | Year ‘ Help | Log Out

Security > User Manager =

User Manager

Search for User

Search By: | | | Search

Click to list all Users » ALL

| < Back || Add New User



mailto:nde.nsweb@nebraska.gov
https://nutrition.education.ne.gov/

4. Select user from User List and you'll be directed to User Options page for the selected

user:
School Nutrition Programs !\IWE“EL!&DSCIS&

Applications | Claims | Compliance | Reports | sSecurity | Search £ Programs | vear | Help | Logout

User Manager

Search for User

Search By: Last Name v [ | [ search
Click to list all Users > ALL
Users Found: 3
Last Name First Name User ID Administrator Status
Doe Jane TEST2 Yes Active
uoe Jack 1E513 ves Active
Doe John TEST1 Active
Add New User
School Nutrition Programs NEBRASKA
DEPARTMENT OF EDUCATION

Applications | Claims | Compliance | Reports | Security | Search ;Englams | Year | Help | Logout

Security > User Manager >

User Options

User Name: TEST2 Name: Jane Doe

Item Description

User's Profile Spedific information for the User.
User's Assigned Group(s) Security Groups assigned to the User.
User's Security Rights Security settings for the User.

User's Associated Sponsors Associated Sponsors for the User.
Reset User's Password Reset the User's password.

| <Back|

5. Select the item module to make changes. Common updates include:

o User Profile: Email Address, Phone Number, Administrator status, and Inactivate
for staff who no longer need access to the CNP system because of a departure
from the organization or because their job duties changed.

HINT: Update the User Status, Save, and Finish to inactivate or re-activate a CNP

user.
Status
User Status:
. Achive
Motes: Inactive

| |
o User’s Assigned Groups: Modify non-Administrator user assigned security groups
HINT: CNP users can access the modules listed in the Assigned Group category;

modules listed in Available Groups are greyed out. Utilize the “"Add >" and
“< Remove" buttons to modify user access.




School Nutrition Programs E’Eﬁfﬁgﬁwﬁ:

Applications | Clsims | Compliance | Reports | Security | Search F5 Programs | ¥ear | Help | LogOut

Security > User Manager >

VIEW | MODIFY

User's Assigned Group(s)
User Name: TEST2 MName: Jane Doe

Available Group Assigned Group
SFSP State Contractor |=Fsp Admin Security
SFSP State Contractor AR SMNP Admin Secunty

Sponsaor Admin Security = SFSP Applications
CACFP Admin Security SFSP Claims

Center Sponsor SNP AR

Center Applications SNP Application Public
Center Claims SNP Claims

Center View Only & SNP Direct Cert/Ver

o Reset User’s Password: Users are encouraged to utilize the “Forgot Your
Password” link on the CNP homepage, but passwords can also be reset by an
administrator.

HINT: Ensure you select the box to require a password change at the user’s next
login to ensure maximum account security.

Applications | Claims | Compliance | Reports | Security | Search EF Programs | vear | Help | LogOut

Nutrition Services

e p——— Lincoln: 402-471-2488 - 800-731-2233
Reset User's Password
Nebraska CNP System
User Name: TEST2 Name: Jane T Doe . Current Program Year: 2024 (July 1, 2023 - June 30, 2024)
Returning Users: Log On School Lunch (NSLP) and Child and Adult Care Food
Login Information Program (CACFP]
Password must be at least 8 characters long
Password must be no longer than 16 characters long. (WEEPITE
Password must not match User ID.
Mewrassword: [ | poqond must contain o lowercase character (5-2) ZESCTRE CNP Help Desk
Re-Enter New Password must contain a num.erlc character. (0-8) m « The NDE HE\D Desk is now prowdmg Supporl to
Passviord. L1 s mustonting special character. CNP users needing assistance with account
("2 $%8 0% 4,/ 15522200 {1} e .
Password must contain an uppercase character. (A-Z) security functions )
password must be confirmed. [J Remember my User ID Please contact the Help Desk if you have been
locked out of your account, need assistance with
Require password change next login: [ Log 0n | the "Forgot your Password?" portal, are an
administrator creating a new account, and other
J questions related to accessing CNP user
accounts
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