Using the CNPweb for CACFP


The regular or public CACFP website is www.doe.in.gov/cacfp – this website is where all information you need to operate the Program is located.  This website is updated continuously so it should be bookmarked and reviewed at least weekly.  You should use this address when you want to go to the CNPweb®.  If you go to the CNPweb® first, there is no link to our regular CACFP website.
The CNPweb® system is our database for application and program renewal information, sponsor, center, and provider information sheets, claims and financial reports.  

Here are some helpful hints to navigate through the CNPweb®:

1. BACK arrow key:  Do not use this key when in the CNPweb® system! When you are on the internet, in either Internet Explorer or another browser, there is usually a back arrow key in the upper left corner of the screen.  This allows you to go back to the previous screen.  However, in the CNPweb® system, this causes problems—you may see a reference to a “duplicate” entry.  To go back while in the CNPweb®, use the “bread crumbs”.  This is the trail of pages to the right of the word HOME near the top of the screen.  As long as the word appears to be clickable (blue and underlined), you can click on it to get to a previous screen.  
2. Programs:  If your organization participates in more than one Child Nutrition Program, you can easily switch programs while logged into the CNPweb® by clicking on the word PROGRAMS in the upper right hand corner of the screen, just to the left of LOGOFF.  This will take you back to the puzzle piece page where you can choose a different program.  
3. Program Year:  The program year can also be changed without logging out of the CNPweb® system.  Click on PROGRAM YEAR: 20XX in the upper right (just below and left of PROGRAM described above) and you will see the program years currently in the system.  Each Program (fiscal) year always begins on October 1 and ends on September 30 for CACFP.  This is not the same the other programs.  If for example, you are working on the Annual Financial Report (AFR) for the last fiscal year and then need to revise a center information sheet in the current year, you can do both during a single log-in session.   
4. Pending Submission:  This means you are not done yet!  An online document with this status means you can still EDIT and that you need to go back into it to finish the SUBMIT process when you are ready for the State Agency to approve it.  Most often this required checking the box that the document is READY TO SUBMIT and then click on SUBMIT.  When an online document is in PENDING SUBMISSION instead of PENDING APPROVAL we won’t be looking at it because PENDING SUBMISSION indicates you are not finished yet.  

5. Pending Approval:  When an online form has the status of PENDING APPROVAL, then it is time for State Agency staff to check the document.  At this point, you will not be able to EDIT the document unless you contact the CACFP office staff and request that the document be returned to PENDING SUBMISSION.  

6. Errors:  The CNPweb® system has business rules that will find certain things as ERRORS.  It will highlight the errors with red and in the document will give a message explaining what the error is. 

7. Needs Correction:  Not every item in the CNPweb® system is programmed to find things that may be incorrect.  Office staff will indicate that the document NEEDS CORRECTION and describe the concern in red.  You will see the NEEDS CORRECTION status.  You will need to fix the document and re-submit it for approval.  You may always contact the CACFP office staff if you need additional information.  

8. Sponsor/Center/Provider Information Sheets:  Prior to the beginning of each Program year, the sponsor/center/provider information sheets are submitted as a packet from the PACKET TAB on the SPONSOR SUMMARY screen.  Much of the data will roll over from the prior year, but there are some items that will need to be filled in every year.  Always check the rolled over data to ensure it is still correct for the upcoming year.  The sponsor/center/provider information sheets must be completed and approved as a packet every year to be able to file claims in the new program year.  
9. New or Inactive Sites:  For centers that are no longer being used or to add a new one, you will need to contact CACFP office staff.  We will update the system so you can complete the CENTER INFORMATION SHEET.  

Sponsors of Family Day Care Homes can add new homes and complete the PROVIDER INFORMATION SHEET.  To inactive a home, give it a CLOSE DATE and UNCHECK the months that the home will no longer be operating on the Program.  

10. Annual Financial Report (AFR):  This annual report is due each year by December 31.  The report will document income and expenses to the nonprofit food service account of the CACFP Program (fiscal) Year which ended on September 30 of the year.  You will find this report from the SPONSOR SUMMARY screen and by clicking on the CLAIMS TAB.  The AFR will be below the September claim.  
11. Resources:  You will find RESOURCES in the orange strip near the top middle of your CNPweb® screen.  Clicking RESOURCES will open a new window.  You will find information about SPONSOR, CENTER, AND PROVIDER INFORMATION SHEETS, THE CLAIM, ANNUAL FINANCIAL REPORT, AND NAVIGATING THE CNPWEB® SYSTEM.  

12. Additional Definitions
a. Packet:  This tab in the Sponsor Summary section is only used at Program renewal time to submit the sponsor information sheet, all facility information sheets, and off-line forms as a packet. 
b. Application:  This tab provides access to the Sponsor, Center, and Provider Information Sheets.  This is where you make revisions to these forms after Program approval. 

c. View:  When you are in the VIEW action mode, you can look at the information, but any changes you make will not be saved.  

d. Edit:  When you are in the EDIT action mode, you can make changes to an unapproved document.  
e. Revise:  When you are in the REVISE action mode, you can make revisions to an already approved document.  

f. Submit:  When you click on SUBMIT, the CNPweb® will save any changes made to a document.  
g. Cancel:  When you click on CANCEL, you can leave a document without any changes to it.  

h. Delete:  This will delete a document from the CNPweb®.  You should contact the CACFP office staff BEFORE YOU DELETE ANYTHING.  We recommend you do not use this function. 

i. Check to Submit:  Many of the online documents have a place to CHECK HERE TO SUBMIT FOR APPROVAL or something very similar right before the submit button.  This is very important when revisions are made to center and provider information sheets.  If you don’t check this box, the document will stay in Pending Submission instead of Pending Approval, meaning we think you are NOT finished with the revisions. 

If you have any questions about using the CNPweb®, please contact:

Carol Markle 


Maggie Abplanalp

Heather Stinson

cmarkle@doe.in.gov 

maggie@doe.in.gov

hstinson@doe.in.gov 

317-232-0873


317-232-0851


317-232-0869

800-537-1142 ext. 20873
800-537-1142 ext. 20851
800-537-1142 ext. 20869
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