
 
 

Verification Summary Report Instructions for CEP-Only School Districts  

CEP-Only School Districts are required to complete Verification, even though they do not process 
applications. The following are instructions for these type of school districts.  

First Steps 

1. To access the Verification Summary Report, go to CNPweb. If you don’t have this bookmarked, 
click here: https://scnweb.doe.in.gov/Login.asp.  

2. Enter your User ID and Password. Click on the purple puzzle piece that says School Nutrition 
Program.   

3. Once on the Message Screen, scroll to the bottom and click Continue.  
4. Select the current program year. 
5. You will now be on the Sponsor Summary Page. At the top you will see a number of tabs: Packet, 

Applications, Claims/AFR, and Payments. Click on the Claims/AFR tab.   
6. At the bottom of the page you should see Verification Summary and to the right there should be 

a button that says Add. Click on Add. Note: If you do not see the word- Add, make sure your 
October claim has been filed and approved. You can only access the Verification Summary 
Report once the October claim has been approved.  

7. You can save your progress as you work on the report, just scroll to the bottom of the report at 
any time and hit Submit to save the information you have added. If you do not click Submit 
before you exit out of the report, then you will lose your work.  

Section 1 

 

1. Line 1-1, columns A and B are pre-populated based on October’s claim. If the numbers are not 
correct, check the eligibility information entered on the October claim. If you need to make 
revisions, contact Allie Caito-Sipe at acaito@doe.in.gov or call 317-232-0849.  
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Section 2

 

1. CEP-only school districts must complete line 2-3, columns A and B. On line 2-3, column A, Enter 
the number of schools that are implementing CEP. On line 2-3, column B enter the number of 
students at these schools as of October 31st.   

Section 3 

 

1. Since none of your schools are required to perform direct certification, you will check the box in 
3-1 and skip the rest of Section 3.  

Section 4 

 

1. CEP-only districts can skip Section 4.  

 



 
 

Section 5  

 

1. CEP-only districts are not required to complete verification. Check box 5-1 and skip the rest of 
Section 5.   

Section 6 

 

1. Enter N/A in 6-1.  
2.  In 6-2, 6-3, 6-4, and 6-5 the preparer must enter in their contact information in case there are 

any questions or issues with the report.  
3. Finally if everything is completed and correct, check box 6-6 and hit Submit.  

Final Reminders 

• If Section 1 is not correct, then that means your October claim might be incorrect. Contact our 
office if you need to make revisions.  

• Don’t wait until December 15th to contact our office! If you have questions or errors, contact 
your Field Specialist or Allie Caito-Sipe at acaito@doe.in.gov or call 317-232-0849.   
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