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Hello and Welcome to the IowaCNP training.  

IowaCNP replaces CNP2000 and I’m pleased to share the new web site with you today.  There are  similarities with the CNP2000 but there also are new sections. 




Today I will learn …….

 How to move around in IowaCNP
 How to submit an FY15 School Meals Program or 

Special Milk Program application
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Today you will learn….

How to move around in IowaCNP
How to submit an FY15 School Meals Program or Special Milk Program application

A companion piece to today’s PowerPoint is the IowaCNP Manual for Organizations.

The User’s Manual provides an overview of the different sections, how to access them and provides greater details on  how the system works.  The IowaCNP User Manual is posted in the Download Form Section.  

One difference,  in IowaCNP  we refer  to a district or nonpublic school or RCCI as an Organization.



IowaCNP

https://cnp.ed.iowa.gov/cnp/

 Login –
 Password-

 Email Access Request Form to Ellen Miller at
Ellen.Miller@iowa.gov
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The FY15 School Program memo was emailed in earlier June and provided the web address.

 Also, emailed to the Authorized Representatives and Food Service Directors was their login and temporary password.  

You are required to changed your password when you log in for the first time.  
In IowaCNP,   when a person is assigned a login and password they will have access to all sections of the application so that is different from CNP2000.  

If you want others to have access you will need to complete the Access Form in the Download Form section and email it to Ellen miller.

Special Note:  Direct Certification will not be accessed via the IowaCNP to start the school year. SFAs will now access it using  your A&A account.  SFAs will be sent information in the next couple of weeks on how to access Direct Certification. 

https://cnp.ed.iowa.gov/cnp/


Log On
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The IowaCNP home page consists of 3 major sections:  Bulletin Board, Log on, & Links. 

 The bulletin board will provide general information from the Department. 

There is a link to USD’s and Iowa’s Nondiscrimination Statement for your review. 

The Links section provides access to websites that provide additional information on related USDA programs or resources.



Security
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This is the security  screen that will be displayed when you login the first time.

Note: 
Your password must be eight (8) to twelve (12) characters in length. The password must contain at least one number, one letter, and one special character (e.g., !, ?, /). Passwords are case sensitive.




Program Page
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Once you successfully log on, one of two pages will display. 

The IowaCNP Program Page shown here will be displayed if your organization operates more than one Child Nutrition Program.  As shown here, this organization is in both School Nutrition Programs and the Summer Food Service Program.   

You will click on the tile related to the program you wish to enter.

If you only participate in the School Nutrition Programs the following  screen will be displayed.



Home Page
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This is the Home Page for the School Nutrition Programs.  The BLUE Menu Bar at the top is how you  move from one section of the system to another.  

On the left side of the Menu Bar:
-  are the Sections of the application you have access to.   This slide shows all of the possible sections of the system. 

SFAs will  have access to Applications, Claims, Security and possibly Search. 

COMPLIANCE  deals with the  Administrative Review process and you will have access to the Compliance section prior to your review.

You don’t have access to REPORTS at this time.  

On the right side, of the Menu Bar:
  - Program icon (tiles) -  if you operate more than one program (School Meal Program and SFSP or CACFP) you will have this icon and will use it to move between them.  SFAs operating only one program will not have this icon.   

 - Year - for the previous year, Click on Year and you will be able to select a different Program Year (after FY15) .

 - For HELP,  click HELP 

 - Log out - When you are done, Click on Log Out.    



HELP 

Presenter
Presentation Notes
NEW - Online HELP

Another resource to help you complete the Application Packet is the on-line HELP feature.  



HELP
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For quick assistance on how to change your password, Click on HELP in  upper RIGHT SIDE and then CLICK on SECURITY.  Directions on how to change your password will be displayed.



Program Year
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After you have changed your password, you  will start the  Application Packet. The “New” program year is identified for easy selection.    

Information from CNP2000 are not available in IowaCNP.   In the future, you will have access to previous year’s data.   



Application Packet
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Organizations must submit an Application Packet to the State for review and approval each year.  

Selected information  is rolled over from the previous year  and must be verified.  

To begin the process, click on “Applications”
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You will now CLICK on “Application Packet.”



Enroll for current year
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Each year you will need to “ENROLL”  to start the application process.  CLICK on ENROLL.



Enroll for current year
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A message will be displayed asking if you want to continue.  CLICK YES.



New Application
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Click Add.  The Application Packet contains the Organization application, site application(s), and other forms required as part of your packet.




Organization Application
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The Organization Application  provides information about the Organization as  a whole and also site level information.   

Under the Blue menu bar is another Menu bar that shows where you are at within the application.

In the upper right corner, it tells you if  you are in the View or Modify mode, and on some screens it will have a Delete option.   

You will also see the Version you are currently in. If you make a  revision to the application  it will be identified as Revision 1,2,   and so on.  IowaCNP  keeps the original version and all revisions,  so changes can be easily tracked.   

The program will default to the most current active version.





Organization Application
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You will change the Operational dates to be the dates that your school starts and ends. You will click on the calendar icon and the month will display.



Organization Application
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This section has contact information.   The Authorized Representative information should populate from previous year.  Confirm and make any necessary changes.    

The Bureau utilizes this contact information when sending emails concerning program regulations and updates  so please confirm it is correct.  You may go into the application and make changes when necessary through out the  year.




Organization Application
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The Food Service Director name and contact information should be populated for you  from the previous year. Make any necessary changes. 


NEW for FY15:
Now collecting Claim Contact information.  



If the contact information is the same for both the Food Service Director and Claim Preparer, you can also check the highlighted box to indicate such.





Organization Application
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Public  and Nonpublic School -  Hearing Official/Determining Official/Verifying Official – List Name and TITLE.

USDA requires the Hearing Official and Determining Official  to be different people.  

Special Milk Program 
Organizations that operate the Special Milk Program will follow instruction under each question.   



Organization Application
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Verification Method – 

New question- You will use information from the Verification Collection Report to determine the method you are required to use.  (The verification method to use in FY15 (current year) is determined by the SFA’s non-response rate from FY14 (the previous year).  You will calculate the non-response using the information reported in Section 5-8 - Results of Verification by Original Benefit Type.

Special Milk Program 
For Organizations that operate the Special Milk Program and don’t  claim “Free” Milk, so no free milk applications  are completed, select  - NO Verification Performed.

Contact Deb Linderblood or me if you desire assistance determining the method.   




Verification Method
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How to calculate Non-response Rate (Based on number of Applications in verification sample that responded and didn’t respond)

4.A.a.+4.B.a + 4.C.a  ÷ 1.A.a.+1.B.a + 1.C.a + 2.A.a.+2.B.a + 2.C.a + 3.A.a.+3.B.a + 3.C.a = 
Non-Response Rate 

Example:
4 + 2  + 0 (6) ÷ 5 + 11 + 4 + 0 + 0 + 0 + 0 + 0 + 0 + 4 + 2  + 0 (26) = .23  X 100= 23%

If  the Non-response Rate is less than 20% the SFA you may select any Verification Method (Standard, Alternate I or Alternate II)  

If  the Non-response Rate is more than 20% the SFA must use the Standard Method and will select Standard.   






Organization Application
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Eligibility Information

Most questions are the same but there are some new ones. Confirm responses are still correct.
Question 32 – CEP  - New

For Special Milk Programs – Question 27 – Mark Yes even though not a “correct” response. – Issue with  system that will be fixed for next year.    



Organization Application
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Section for RCCI  - and will be open for RCCIs to complete but will be grayed out for public and nonpublic schools and organizations in the Special Milk Program



Organization Application
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FSMC –

The SFA will respond Yes or No.  For SFAs with a FSMC, marking YES will trigger the FSMC Contract Section to display in the Application Packet.  



Organization Application

Presenter
Presentation Notes

Vended Meals

Should be auto populated with last year’s information.   Confirm still accurate and make any necessary changes.  





Organization Application
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Wellness Policy –2 questions.   All organizations must respond as all required to have a Wellness Policy.  




Organization Application
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Miscellaneous Questions – Nothing new here.
Respond accordingly. 

Question 52, PLE Tool used  will be grayed out for Special Milk Programs.



Organization Application
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Severe Need Lunch Information-Shows data on the free and reduced price meals served district wide 2 years prior.  Must be 60% or greater to receive Severe Need Lunch reimbursement.

If new entity or merged districts/schools within 2 year table will be blank.  Send me an email and I will enter data.

For Special Milk Programs – Doesn’t apply – will be blank.



Organization Application
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Feel free to write a comment if not urgent - 



Organization Application
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Certification Statement – Read before clicking check box.  

Remember to click on SAVE.



Organization Application
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After you SAVE your application,  you will receive one of two messages.

The Application  has been saved with ERRORS -
If you have errors, you will want to click on “Edit” to go back & fix these errors immediately or CLICK on FINISH and come back and fix later.



Organization Application
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The errors are listed at the top of the application and must be corrected.





Organization Application
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If your application has been saved without errors, it will look like this.  Click “Finish”



Application Packet
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The Application Packet for a SCHOOL contains the Organization Application, Community Eligibility Provision (if you responded YES” to question 32 on the application), Meal Pattern Compliance Dashboard, and Checklist. 


Also, if the SFA responded yes to  having a FSMC, then the FSMC Contract List will be displayed as shown here.

Below the  main Organization application  is the Site Application section.

 If the Application Packet item has been completed correctly and contains no errors, a green check displays next to the Application Packet item. If any packet item requires attention (such as an incomplete section, an error within a form or a checklist item needs to be completed), a red arrow will display next to the Application Packet item. 

If you need to go back into your organization application  or the other sections you will  make the appropriate selection (Modify/View/Details)  in the Action column. 

Organizations operating the Special Milk Program will not have  all of the Forms, for example, you won’t have CEP/ Meal  Pattern Compliance listed.



FSMC  
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Cheryl Benson completed the FSMC Contract List for FY15. Once she has all of the information  she will approve it and there will be a green checkmark.   Next year it will be populated from prior year information.  Contact Cheryl at Cheryl.Benson@iowa.gov if you have questions.
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FSMC Contract Section.  



Meal Pattern Compliance 
Dashboard
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Meal Pattern Compliance Dashboard:

Location  where Attestation Statement is uploaded/attached.  All SFA must complete and attach the Attestation Statement signed by the Authorized Representative.  

Performance Based Reimbursement indicator – green checkmarks identify the months the SFA will  receive the Performance Based Reimbursement.  No  checkmarks mean the SFA is not Certified.

For SFAs that haven’t completed Menu Certification they will upload Menu Worksheet here.  



Meal Pattern 
Compliance Dashboard
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Click Modify - 



Attestation Statement
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Complete Document Prepared Contact and Click on ADD to attach the Attestation Statement.



Attestation Statement
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Click on Browse to attach the Attestation Statement.



Attestation Statement
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Click on the document/file you want to attach.



Attestation Statement
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Click Upload and you will go to the next screen.



Attestation Statement
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Shows the Attestation Statement  was successfully attached. 

You may leave a comment for us I the Comment Box.

Click Save.



Attestation Statement
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Shows from Not Submitted to Submitted when the Application Packet has been submitted for Approval



Meal Pattern 
Compliance Dashboard
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When Attestation Statement is attached a green checkmark is displayed indicating it is completed.  



Site Application
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To go to the Site Applications you will click on the hyperlink under the SITE APPLICATION heading.  This  screen also tells you at a glance what the status of the Site application (Approved, Pending, Return for Correction, etc.).  



Site Application
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From this screen you are able to see the list of Site Applications the SFA must complete.  At a glance you will be able to see selected information – Program they are approved for,  the Version/Status and the percentage of free and reduced price eligible from prior October.   

The SFA will report the Unduplicated Count in a different manner in IowaCNP and information on the process will be shared later.   



Site Application
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Click on Modify to move to the Site application.



Site Application
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The Site Application starts with the USDA programs the site  has. 


If you decide to add or drop a Program,  click on the Modify Program selection button.  



Site Application
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Yu will make the appropriate changes and click on Save and Continue. 



Site Application
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Confirm Site Contact  information

Street Address  will be populated as in the past.   Email me if the address needs to be updated.



Site Application
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Participation Information

Question 9 –Is new - asking if the site is a new/merged site.  If so, list schools involved.

The Table contains  Severe Need Breakfast eligibility  information. 

For the site to be eligible, the percentage of lunches served to free and reduced price students two years prior  must be 40% or greater. 

Organizations in Special Milk Program will not have the Severe Need Breakfast Table displayed.





Site Application
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You now check each grade that participates in this building.

Kitchen Type – select the best fit from the drop down box.



Site Application
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Pricing  Information  - Collecting in a different way.  Report the most common meal price.   

For K-12  school buildings, NO longer reporting paid meal price by Elementary,   Middle School, or High School.


Special Milk Program  - will not have Question 13 on Pricing – You have a  different section.



Site Application
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In the Pricing Information Section,  you will identify if the school is PRICING or NON-PRICING from the drop down box. 
 

Pricing
Non-Pricing - Provision 2
Non-Pricing  -  CEP  - A CEP school must be identified here for the CEP function to work. 

Non-Pricing  - Universal Free – Offering meals at no charge – Must have enough funds to cover all costs
Some schools doing this for Breakfast Program

Non-Pricing -  Provision 3 – Only for RCCIs

Reduced Charge Waived –Reduced price waived for students -  – Request waiver from State -  Must have enough funds to cover all costs.




Site Application
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The next section gathers information on the National School Lunch – Section A

New:   Days of week meal is claim and time of meal service.

Organizations operating the Special Milk Program will not have this section. 



Site Application
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Offer versus Serve  -
You will check each grade that participates in this building.


New – How many point  of service counting locations

Organizations operating the Special Milk Program will not have this section. 




Site Application
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School Breakfast Program – Section B has the same questions as the Lunch Section A.

Organizations operating the Special Milk Program will not have this section. 




Special Milk Program

Presenter
Presentation Notes


Section D – Applies to the Special Milk Program – Some information populated. Please update.   Contact your area consultant or me if you have questions.  

Organizations operating only the National School Lunch Program or School Breakfast Program only will not have this section. 




Site Application
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Team Nutrition  - Same question 

When done  next step is to click SAVE


You will get one of two screens –




Site Application
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If there are errors, it will say  THE SITE APPLICATION HAS BEEN SAVED WITH ERRORS.  Click on EDIT to make  changes now or FINISH and come back later.    The information is saved with errors.  



Site Application
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If no errors – then it will say THE SITE APPLICATION HAS BEEEN SAVED and you can click FINISH and  it takes you back to the Site List screen.




Site Application
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If you CLICK on EDIT, the ERROR is listed at the top of the Site Application.  


Locate the ERROR – Fix and Click SAVE Again. 



Site Application
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If we return your application, you will find a comment at the top of the page  telling you what action needs to be taken or was taken by the SA to your application.   



Site List
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A RED ARROW indicates there are ERRORS that need to be resolved for this SITE APPLICATION.



Site Application
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Once the Site Application is completed with no errors a Green Check mark will display in the ACTION COLUMN.


CLICK BACK  when all of the Site Application have been completed and you will return to the Application Packet  screen.



Site Application
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This screen now shows in the STATUS BAR there is one Site Application Pending. 



Organization Application
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In this example, you see the green checkmarks next to the Organization Application, the FSMC Contract and the Meal Pattern Compliance Dashboard;

but there is a red Arrow for the CHECKLIST SUMMARY so you  need to  resolve the  issues.  You are not able to submit an application that has ERRORS.   

Notice in the STATUS COLMUN – it shows status as Not Submitted.


Also – the SUBMIT FOR APPROVAL Button is NOT AVAILABLE FOR YOU TO CLICK ON due to the errors. 

The  WITHDRAW PACKET BUTTON is visible but you will not be able to click on it at any time. 

CHECKLIST ITEMS ARE NEW:
 Depending on how you respond to a question it may generate a CHECKLIST Item to be attached or sent to the SA.  You need to CLICK on DETAILS next to CHECKLIST SUMMARY  and resolve ERRORS.

Organizations operating the Special Milk Program  will not have a Checklist Summary section.





Checklist Summary
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There are 2 Items on the Checklist and only 1 items has been submitted.
You will need to click on the  hyperlink to submit the second document.






Checklist Summary
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This shows SAMPLE OF ONLINE APPLICATION needs to be sent to the SA.    

CLICK on the check box and the Date will auto-populate with current date but it can be  changed.

In this case, the SFA will email the ON-line Application to Deb Linderblood.

This screen show that the PLE Tool has been attached and date.

Once completed, CLICK SAVE.



Checklist Summary
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Show both documents attached.  

CLICK BACK.



Checklist Summary
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The CHECKLIST  has been saved.  CLICK FINISH.



Organization Packet
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For SFAs implementing CEP this fall, this is a  screen before the SFA has  completed the Organization Application.  
 
No CEP Section-

The CEP  section  becomes available  when the SFA responses ‘YES” to the CEP question (#32) on the Organization’s Application. As shown in the next slide. 




CEP Schedule
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After you have answered YES to question 32 on the Organization Application the CEP Schedule will be available.  

BEFORE you  complete the CEP Schedule you need to complete the Site Applications.

If you answer “NO” to question 32 you will not see the CEP Schedule.



CEP Schedule
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If the SFA ADDS the CEP Schedule before completing the Site Applications   -you will see this message…. NO DATA TO DISPLAY.  



CEP Schedule
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If your district is  implementing CEP, after you have completed the Site Applications you will go back an complete the CEP section of the Application Packet.

At this point you will click on the ADD  next to CEP



CEP Schedule
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In the CEP section, there is a Summary section at the top and the Grouping section  in the middle of the page.  

You will complete the Grouping  section first and as information is entered it populates the Summary section.  



CEP Schedule
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You will identify how the site will qualify by using the drop down box  in the Group column.

You will either select “Individual” or the Group  it will be in and Click SAVE.  




CEP Schedule
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As you complete the Grouping section, the Summary section is auto-populated with the information. 

Information in the CEP section is used to determine  the Claim process.  




Submit for Approval
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Once all sections have GREEN CHECK MARKS the SUBMIT FOR APPROVAL button is available for you to CLICK.  



Submit for Approval
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You will receive a message asking if you want to continue.

If ready, CLICK OK.

If not READY, CLICK CANCEL.



Submitted for Approval
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The Application has been submitted.

You will receive the message that the Application Packet is currently  under review by the State and is unavailable for change.

Also, notice that in the upper right corner, the date the packet was submitted and the status are now filled in.



Approved Packet
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This is how an APPROVED packet will look.  

Once your application is submitted, we have 30 days to review and approve each application.  

Please note the “Application Packet Notes” – If we have returned your application we will leave you a note  identifying the  action you must take. If you click on Details you will be able to view the “Note” .

 



Returned Application
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This screen shows when an application was returned.  



Packet History
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If you click on SHOW PACKET HISTORY  you will see  what actions have been taken by the SFA/SA 

CLICK on HIDE PACKET HISTORY  when done.  



Other Sections of the Application



Verification Report
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Items of the Application packet you have available – 


Verification Report – This section is not currently open.  It will be open in mid-November for you to enter the Verification results.  


Organizations operating the Special Milk Program will not have this section. 




Food Safety Inspections
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Food Safety Inspections – 

Organizations operating the Special Milk Program will not have this section. 




Food Safety Inspections
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Same Information – different layout



CEP Reporting-April
AndyBecky@2
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Community Eligibility Provision  section is where the information  you reported  on the Survey Monkey in April is displayed.  Next April, you will use this section to report your number of Identified Students.   

Organizations operating the Special Milk Program  and RCCIs  currently have this section available but will not do anything with it.  



CEP Reporting
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Click on VIEW



CEP Reporting
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This is the data that  was populated  this year via the CEP survey monkey.  





Download Forms



Download Forms
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Download Forms

Works like in the past.



Claims
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Claim Section



Claims
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Claim section –now includes the Claim,  Claim Rates, and the Payment Summary.




Claims
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Click on CLAIM  - To enter a claim.




Claim
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Same functionality – you will click on the month to enter the claim data.  Additional instruction will be provided on the claim process at a later time.



Claim Rates
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Claim Rates



Claim Rates
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Displays reimbursement rates.



Payment Summary
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Payment Summary



Payment Summary List
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Payment Summary List – You can click on any of the hyperlinks and go to the Payment Summary. 



Payment Summary
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Provides the  claim payment details.



Security

Presenter
Presentation Notes

If you click on Security, you will be able to change your password.  



Security
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This is the security  screen that will be displayed when you login the first time as I mentioned earlier.  

Note: Security configuration settings require a password eight (8) to twelve (12) characters in length.  Please note that the password must be at least eight (8) characters in length.  The password must contain at least one number, one letter, and one special character (e.g., !, ?, /). Passwords are case sensitive.




Search
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Several Authorized Representatives operate more than one SFA,  and have the ability to access their districts using the Search function.   Only Authorized Representatives with more than one district will have the Search function.  



Questions?

 Bureau of Nutrition and Health Services
 Patti Harding - patti.harding@iowa.gov
 515-281-4754

 Area Consultant

Presenter
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I appreciate you joining me for today’s webinar.

If you have any questions, please feel free to contact me.  My contact information is listed on this slide

OR contact your Area Consultant.  
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