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Introduction

Welcome to the California Department of Education (CDE) Child Nutrition Information and Payment System (CNIPS) user manual for the system’s School Nutrition Programs (SNP) module. The CNIPS is a software solution for Nutrition Program management. This system utilizes the Internet to provide State and Sponsor users with efficient and immediate access to claims, applications, and most nutrition program functions. 

System Benefits and Features

The CNIPS is a user-friendly Web application that allows state agency personnel and sponsor users to submit and approve documents and claims via the Internet. Key system features include:

· A single software system, which manages information regarding sponsors, applications, claims and reports. 

· A single database, which combines the system’s configuration details behind the scenes in order for all CNIPS programs to share functional information and to increase administrative efficiency.

· The ability to save partially completed documentation on-line, allowing the user to complete the process at a later time.

· Individual User IDs and passwords for secure login to program functions and accurate tracking of user behavior. 

· Security Groupings, which streamline security setting controls by enabling Sponsor CNIPS administrators to easily assign users to pre-defined groups and eliminating the need to manually set each user's security access.

User Manual

This user manual is intended for use by CDE SNP Sponsor users. It is designed to provide a general understanding of how to use the CNIPS to perform SNP Module functions effectively and efficiently. To achieve this objective this manual will provide you with:

· A general explanation of each feature available 

· Screen examples of CNIPS pages and forms

· Step-by-step instructions for utilizing the CNIPS features

· Tips and notes to enhance your understanding of the system


Getting Started

Before you can begin using the CNIPS, you must be assigned a user ID and password by a CDE administrator and must be granted access to the SNP Module. Once this setup is complete, you may use the Internet and your assigned user ID and password to access and logon to the CNIPS. (System Setup is not covered in this manual.)

Accessing the Systemxe "Accessing the Web Site" \i
You can access the CNIPS from any computer connected to the Internet by opening your Internet browser and entering the URL (shown below) in the address line:  

-- https://cnips.ca.gov --

TIP: You can add this URL to your browser’s FAVORITES list or create a shortcut on your desktop for quicker access to the system. Refer to your browser or operating system help files for further information.
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Figure 1: CNIPS Home Page

Logging On

To Log onxe "Log on" \i
1. Access the CNIPS by typing the URL into the address line of your Web browser of choice.
-OR-
Open the CNIPS from your Desktop or Internet Favorites. 

2. In the Log On box, enter your User ID.

3. Enter your Password.
The User ID and Password fields are case-sensitive, so be sure to use upper and lower-case letters if necessary.

4. Select Log On.

Note: If you are a new Sponsor and need a User ID and password, contact the CNIPS Help Desk at 1-800-952-5609, ext 6, otherwise if you do not have a User ID and Password, contact your CNIPS Administrator.
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Figure 2: System Log On area

If this is your first time logging on, you will be required to change your password.  

To change your passwordxe "Change your password" \t "See Reset User's Password"
1. Select a new password and type it into the box provided.

Note: Default settings require a password to be at least six characters in length, containing one or more numbers.  

2. Re-enter your new password for confirmation.
3. Select Save to continue to the CNIPS programs page.
TIP: Strong, secure passwords contain between 6 and 15 characters, including numbers, upper-case, and lower-case letters.
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Figure 3: Change Password screen

CNIPS Content Overview

The CNIPS application contains key elements that provide basic information about your location within the system or that simplify basic tasks, such as system navigation. (The following figure is an example only.)
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Figure 4: CNIPS Content Overview

	Item
	Description

	Program Name
	The selected program name appears in the gray area at the top of the page.

	Menu Items
	Menu items display on the blue menu bar at the top of the page. Selecting a menu item will take you to its menu page. 

	Note: Some users do not have access to all menu items. If you are unable to select on a particular menu item, you do not have the necessary security rights. Contact your CNIPS administrator if you need additional help.

	Navigation / Breadcrumb Trail
	The navigation, or breadcrumb, trail shows your location within the system at all times. Selecting on a specific portion of the trail will bring you back to that particular screen.

	Selected School Year
	The selected school year displays on the right beneath the menu bar. Upon logging in, the newest program year will be the default selected school year.

	Sponsor
	Your organization name and information displays as you perform tasks within the system.

	Logout
	The logout button displays in the menu bar. It is recommended to select logout before exiting the system.
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Figure 5: Common Application Components–Screen Options (highlighted)
Some screens in the application offer the user some or all of the following options: View, Modify, and Delete. The Internal Use Only option will not display for Sponsor users (figure 5 is for example purposes only). The Screen Options area is located on the right side of the screen directly beneath the colored bar.

The following table describes each of the possible screen options:

	Item
	Description

	View
	Presents the screen information in view-only mode.  In this mode, the user cannot modify any data.

	Modify
	Presents the screen in ‘modify’ mode. In this mode, the user can modify field data and save the data after pressing the save button at the bottom of the screen.

	Delete
	Deletes the current record displayed on the screen. The user will be presented with a confirmation screen to validate that they intend to delete the record.


CNIPS Programs Pagexe "CNIPS Programs Page" \i 

Once you successfully log on, the CNIPS Programs page provides access to all of the Programs and Modules that comprise the CNIPS. 

Actual access to specific programs and modules depends on a user’s security rights. Program tiles only display if the logged-in user has been granted access to the program. For example, Sponsor users will not have access to the Accounting, Configuration, and Security tiles, because these programs are only for State users. 
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Figure 6: CNIPS Programs Page

	Selecting this button
	To

	SNP
	Display the School Nutrition Programs home page

	Accounting
	Display the Accounting Module home page

	Child and Adult Care Program
	Display the Child and Adult Care Food Program home page

	Configuration
	Display the Configuration Module home page

	Summer Food Service Program
	Display the Summer Food Service Program home page

	Security
	Display the Security Module home page

	Food Distribution Program
	Display the Food Distribution Program home page


School Nutrition Program Home Pagexe "School Nutrition Program Home Page" \i
After logging on to the CNIPS using your assigned user name and chosen password and selecting the SNP button, you will be taken to the School Nutrition Program Module Home Page. This page contains a message board, on which state administrators post and maintain messages for users to review. 
To access the School Nutrition Program home page

1. Log on to the CNIPS using your user name and chosen password.
The SNP Module Home Page displays. 

SNP Message Board 

The SNP Message Board displayed on the SNP home page contains important messages from the California Department of Education. This message board is viewable only by SNP users. 
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Figure 7: School Nutrition Program Home Page

From the SNP home page, you can select a menu item from the blue menu bar at the top of the page. The School Nutrition Program menu bar contains only menu items specific to the School Nutrition Program. The table below describes the features available for each menu option, which the remainder of this manual will discuss in detail:

	Menu Item
	Menu Features

	Applications
	· Application Packet - Displays Sponsor, Site and Seamless Summer Feeding Option Applications, Checklist, and Food Service Management Company or Vendor Fact Sheet forms (if applicable) 

· Download Forms - Displays Forms available for Downloading - SNP 

· Verification Report - Displays Mandatory Annual Verification Report submitted to CDE 
· Food Safety Inspections - Displays the form that Sponsors complete regarding the required number of annual food safety inspections by site
· Annual Audit Status Certification Form – Displays the Annual Audit Status Certification Form that non-exempt Sponsors complete

	Claims
	· Claim Entry – Access to Claim Entry (School Nutrition Program or State Meal Program) 

· Claim Entry - Access to Seamless Summer - SSFO Claim Entry (Lunch, Breakfast, Snack, Supper) 

· Payment Summary - Displays Payment Summary

	Security
	· Change Password – Access to Change Password for Logged-In User 

· User Manager - Displays User Manager for selected Sponsor 

	Note: The User Manager function is only available to Sponsor CNIPS Administrators. This menu item should be used when creating Sponsor User Ids.  

	Year
	· Opens the Year Select screen in order to select the program year in which you wish to work.

	Help 
	· Opens the program’s online help system in a new window.

	Note:  If window does not pop-up once ‘Help’ is selected, be sure your pop-up blocker is disabled or press ‘CTRL’ while selecting ‘Help’.

	Logout
	· Logs the user out of CNIPS. Once you log out, you will be required to log on again to access CNIPS functions. 


Error Processingxe "Error Processing" \i
All information entered and saved on the system is checked to ensure it conforms to data entry guidelines and system rules. The system performs two types of checks on information entered: Input Edits and Business Rule Edits. 

Input Edits

Whenever you save information or proceed to a new screen, the system checks for Input Errors. These errors are generally typographical mistakes, such as entering a 4-digit Zip Code or entering characters in a numeric field. If a form contains an input error, the screen re-displays with the error code and description in red at the top of the page. The error code also displays in front of the field containing the error, making it easy to scroll down the page and quickly identify the error. These errors must be corrected before you can proceed.
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Figure 8: Input Errors

Business Rule Edits

Business rule edits are used to ensure that all required data on a form does not conflict with system guidelines or information entered on the system. For example, if you enter a Reduced Meal Price greater than the Full Price Meal price, you will receive a business rule error.

The system runs business rule edits when a form is saved on the system. Business rule errors display on a save confirmation screen. The errors will also display with a code description and severity at the bottom of the form containing the errors. The description briefly describes and indicates which field contains the error. In addition, the error severity indicates whether an error is considered a Warning or an Error. Errors appear in red and must be corrected before the agreement or form can be approved. Warnings appear in blue and indicate something out of the ordinary, but not crucial to the approval of the agreement or form, has been detected. 
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Figure 9: Business Rule Error (Partial Screen)
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Figure 10: Warning Code and Description
Other Errors

xe "CD Code Error" \i
CDS Code Error

While completing and saving Site Profile information, you will receive an error message if you enter a County District (CDS) Code in the CDS Code field that is “not found” in the CDS look up tables in the CNIPS. 

A CDS Code is required for public school districts in order for state users to recommend approval of the site application. If you receive a message specifying that a CDS code was not found, follow the instructions below:

1. Select Edit beneath the message to change the CDS code or remove the CDS code and enter the Site's Name.

Note: If you remove the CDS code and only enter the Site's Name, you are able to save the Site Profile information, but no CDS Code will display. 

2. After changing or removing the CDS code, select Save.
3. If a new CDS code was correctly entered, you must confirm the code by selecting Confirm.
If a new CDS code was incorrectly entered, select Edit to return to the previous page.
A confirmation message displays.

4. Select <Edit to return to the screen you just modified.
-OR-
Select Finish to return to the Sponsor Profile Menu.

WARNING: If an incorrect CDS Code was entered, and the code was “found” on the CDS look-up table, CNIPS will not recognize that the code does not belong to the Sponsor’s site. It is the user’s responsibility to confirm that the CDS Code, Site Name, and Street Address are correct for the Sponsor site.
Selecting a School Yearxe "Selecting a School Year" \i
Information for Sponsors and sites displays only for the selected school year. Upon logging on to the system, the current school year is the default selection and displays in the top-right corner in the light blue bar. In order to view information from a different year, you will need to change the school year.
Note:  Some Sponsors may be unable to select a new year if they have not been granted the security right. Contact your administrator and request that you be given the Select Year security right if you feel this is in error.
To select a school year

5. Select Year on the blue menu bar.
The Year Select screen displays.

6. Select the school year you wish to select.

Note: The selected school year is indicated by the <Selected to the right of the year.

7. Use the menu bar to return to your task in the program.

Applicationsxe "Applications" \i
Now that you have a basic understanding of the CNIPS, the remainder of the manual will explore the functions of the SNP Program module. Let’s first look at the Applications component of the CNIPS, where Sponsor and State users manage yearly enrollment of Sponsors and sites and complete the appropriate forms required by the California Department of Education (CDE).

About the Enrollment Process

In order to participate in the SNP, Sponsors must submit an Application Packet to the State for review and approval. Before beginning the Application Packet, Sponsors must select the “Enroll” button on the Application Packet screen. After a Sponsor is enrolled, they must complete all required application and forms in the Application Packet for the school year. A new Application Packet must be submitted and approved at the beginning of each Program Year. For Sponsors that are completing this process as part of their “annual update,” certain information from the previous program year will rollover into the next program year so the Sponsor does not have to complete every field every year. Once the Application Packet is approved, monthly claims for reimbursement may be submitted, approved, and scheduled for payment by the CDE Accounting Office.

The Sponsor can submit the Application Packet to the State for review and approval once all necessary applications and supporting documents have been completed and saved without errors. 

TIP: The Checklist feature automatically lists the required supporting documents based upon the Sponsor's answers to certain application questions. For more information, see Checklist.

Once the Application Packet has been submitted to the State for approval, the Date Submitted automatically displays and the packet status changes to Submitted for Approval at the bottom of the Applications menu. The State changes the packet status as the application is reviewed and contacts the Sponsor organization regarding any problems in the packet. 

Applications Menuxe "Applications Menu" \i
The Applications menu is the starting point for all tasks related to the annual SNP Enrollment process. The figure below displays the Application menu items and descriptions:

To access the Applications Menu
8. On the blue menu bar, select Applications.
The Applications Menu displays.

9. Select an application item to access that application function.
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Figure 11: Applications Menu screen

Note: The figure above is an example of the Applications Menu screen for a logged in user. 
Application Packetxe "Application Packet" \i
In order to participate in the SNP, Sponsors must submit an Application Packet to the State for review and approval. A new Application Packet must be submitted by the sponsor and approved by the state in July of each Program year. At the beginning of each Program Year, data for existing Sponsors is rolled over so Sponsors do not have to re-enter all their Sponsor and Site information. This data must be verified by Sponsors and approved by the State prior to submitting any claims. 

The Application Packet contains the Sponsor Application, Site Application(s), and other forms required as a part of your packet. After selecting the Application Packet option from the Applications menu, you can see each required packet item and its status. If any packet item requires attention—such as an error within a form or a checklist item to be completed—a red notification displays on the right. The Sponsor can submit the Application Packet to the State when all forms have been completed and saved without errors. 

TIP: The State cannot approve your application until all supporting documents have been received and reviewed. The Checklist feature automatically lists the required supporting documents based upon the Sponsor's answers to certain application questions. For more information, see Checklist.
Note: Applications may be modified at any point before it has been approved. However, should corrections be necessary after the application has been approved, a revised application must be submitted. The packet’s status automatically changes to Not Submitted and the packet must be resubmitted for approval.

To access the Application Packet

10. On the blue menu bar, select Applications.
The Applications menu screen displays. 

11. On the menu, select Application Packet.

12. If no school year has been selected, select the year you wish to access.
The Application Packet screen displays. 

13. Select the Packet Item you want to access.

Note: The Packet Items shown in the figure below represent all possible items. Depending on the answers you provide in the Sponsor Application, your Application Packet screen will display some or all of these items. 
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Figure 12: Application Packet screen

To withdraw an application packet

Note: Withdrawing an application packet will remove all contents of the application packet from the system. A packet can only be withdrawn if the Sponsor application has not yet been approved. 

14. From the Applications menu, select Application Packet.
15. If no school year has been selected, select the year you wish to access.
The Application Packet screen displays. 

16. Select Withdraw Packet.
A message box displays. 

17. Select OK to withdraw the packet.

Sponsor Applicationxe "Sponsor Application" \i
The Sponsor Application screen provides access to the Sponsor’s Application or Annual Update for the School Nutrition Program for both new and returning Sponsors. The Sponsor is required to submit a new Sponsor application annually (data may be rolled over from the previous year for returning Sponsors and then verified by the Sponsor prior to submitting the Application Packet to the State for approval). 

To access a Sponsor application 

18. From the Applications menu, select Application Packet.
19. If no school year has been selected, select the year you wish to access.
The Application Packet screen displays. 

20. Under Packet Item, select Sponsor Application.
The [Year] SNP Sponsor Application Effective Dates screen displays. 
Note: The SNP Sponsor Application Effective Dates screen displays all versions of the Sponsor Application, the status of each application, and the Approved Date, once approved by the State. The ‘Revise Application’ button becomes available once the Sponsor Application has been approved by the State.
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Figure 13: Sponsor Application Effective Dates
To add an application xe "Sponsor Application: To add" \i 

21. From the Applications menu, select Application Packet.
22. If no school year has been selected, select the year you wish to access.
The Application Packet screen displays. 

23. Under Packet Item, select Sponsor Application.
The [Year] SNP Sponsor Application Effective Dates screen displays. 
24. Select Add Application.
The [Year] Sponsor Application displays. 
Note:
This screen displays in MODIFY form by default.
25. Complete all sections of the application completely and correctly.

26. Select Save once all data has been entered. 
A confirmation screen displays.

27. Select <Edit to return to the previous page
-OR-
Select Finish to return to the [Year] Sponsor Application Effective Dates screen.
To view or modify an applicationxe "Sponsor Application: To view or modify" \i 

Note: The application may only be modified if the application has not been approved by the State. Once the application has been approved, you must revise the application to make additional changes (see To revise an application).
28. From the Applications menu, select Application Packet.
29. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

30. Under Packet Item, select Sponsor Application.
The [Year] SNP Sponsor Application Effective Dates screen displays. 

31. Under Effective Date, select date you wish to view.
The [Year] SNP Sponsor Application screen displays. 
Note:
This screen displays in MODIFY form by default. To view only, select VIEW in the Edit menu (top-right corner).
32. Modify any desired information. 
[If viewing only, select <Back to return to the previous screen.]

33. Select Save.
A confirmation screen displays. 

34. Select <Edit to return to the Sponsor Application screen you just modified.
-OR-
Select Finish to return to the SNP Sponsor Application Effective Dates screen. 
To revise an applicationxe "Sponsor Application: To revise" \i 

35. From the Applications menu, select Application Packet. 
36. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

37. Under Packet Item, select Sponsor Application.
The [Year] SNP Sponsor Application Effective Dates screen displays. 

38. Select Revise Application.
The [Year] SNP Sponsor Application screen displays.

39. Modify any desired information. 

Note:
This screen displays in MODIFY form by default.
40. Select Save.
A confirmation screen displays. 

41. Select <Edit to return to the Sponsor Application screen you just modified.
-OR-
Select Finish to return to the SNP Sponsor Application Effective Dates screen. 
To delete an applicationxe "Sponsor Application: To delete" \i 
Note: A Sponsor application can only be deleted if the Sponsor has not yet submitted any claims for the school year.

42. From the Applications menu, select Application Packet. 

43. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

44. Under Packet Item, select Sponsor Application. 

45. Select the application you wish to delete.

46. Select Delete on the Edit menu in the top-right corner.
WARNING:  Once the application has been deleted, it is permanently removed and cannot be restored. Use caution before deleting an application.
47. Select Delete at the bottom of the page. 
A confirmation displays. 

Site Application(s) - School Nutrition Programsxe "Site Application, SNP" \i
Sponsors must complete a Site Application for each of their sites. The Site Application screen provides access to the site’s annual application for the School Nutrition Program for both new and renewing sites. Sites must complete an updated application annually (site data may be rolled over from the previous year and, then, verified by the Sponsor). 

To access a site application  
48. On the blue menu bar, select Applications.
The Applications menu screen displays. 

49. On the menu, select Application Packet.
50. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

51. Under Packet Item, select Site Application(s) - School Nutrition Programs.
The [Year] Application Packet - SNP Enrolled Sites screen displays. 
Note: The Status of “Pending Validation” indicates that the Site Application has not been opened, the information verified and “saved.”  Once the Site Application has been saved without errors, the status becomes “Not Submitted.”  
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Figure 14: Application Packet – SNP Enrolled Sites screen

To add a new sitexe "Site Application, SNP: To add a new site" \i
52. From the Applications menu, select Application Packet.
53. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

54. Under Packet Item, select Site Application(s) - School Nutrition Programs.
The [Year] Application Packet - SNP Enrolled Sites screen displays. 
55. Select Add Site.
The [Year] SNP Available Sites screen displays.
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Figure 15: SNP Available Sites screen
56. Select the Site you wish to add from the list (skip to step 8).
-OR-
Select Add New Site to add a site not displayed on the Available Sites list (proceed to step 6).
The ‘Quick’ Site Profile screen displays.
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Figure 16: 'Quick' Site Profile screen

57. Enter the CDS Code if applicable or Site Name.

58. Select Save.
59. The [Year] SNP Site Application Effective Dates for the new site displays. 
To add a site applicationxe "Site Application, SNP: To add a site application" \i
60. On the blue menu bar, select Applications.
The Applications menu screen displays. 

61. On the menu, select Application Packet.
62. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

63. Under Packet Item, select Site Application(s) - School Nutrition Programs.
The [Year] Application Packet - SNP Enrolled Sites screen displays. 
64. Select the Site for which you wish to add a site application.
The [Year] SNP Site Application Effective Dates screen displays.
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Figure 17:  SNP Site Application Effective Dates screen

65. Select Add Application.
The [Year] SNP Site Application displays.

Note: This screen displays in MODIFY form by default.
66. Complete all sections of the application completely and correctly.

67. Select Save once all data has been entered. 
A confirmation screen displays.

68. Select <Edit to return to the previous page
-OR-
Select Finish to return to the [Year] Site Application Effective Dates screen.
To view or modify a site application xe "Site Application, SNP: To view" \i 

Note: Site applications can only be modified prior to approval by the State. Once approved, the application must be ‘revised’. Site applications may be viewed at any time.
69. From the Applications menu, select Application Packet.. 

70. If no school year has been selected, select the year you wish to access.
The Application Packet screen displays. 

71. Under Packet Item, select Site Application(s) - School Nutrition Programs.
The [Year] Application Packet - SNP Enrolled Sites screen displays. 

72. Select the site you wish to view or modify. 

73. Under Effective Date, select the date of the site application you wish to view or modify.
The [Year] SNP Site Application screen displays.
Note:
This screen displays in MODIFY by default ONLY if the Application Packet has not already been submitted to the State or approved by the State. To view only, select VIEW in the Edit menu (top-right corner).
74. Make any desired modifications. 

75. Select Save once all changes have been entered
-OR-
Select Cancel to return to the Application Packet without changing any information.

To delete a site applicationxe "Site Application, SNP: To delete" \i
Note: A site application can only be deleted if it has not been approved by the State. 

76. From the Applications menu, select Application Packet.

77. If no school year has been selected, select the year you wish to access.
The Application Packet screen displays. 

78. Under Packet Item, select Site Application(s) - School Nutrition Programs.
The [Year] Application Packet - SNP Enrolled Sites screen displays. 

79. Select the site you wish to delete. 

80. Select the application you wish to delete.

81. Select Delete on the Edit menu in the top-right corner.
WARNING:  Once the application has been deleted, it is permanently removed and cannot be restored. Use caution before deleting an application.

82. Select Delete at the bottom of the page. 
A confirmation displays. 
83. Select Finish to return to the [Year] SNP Site Application Effective Dates screen.
To revise a site application xe "Site Application, SNP: To revise" \i 

Note: You can only revise an approved application. An application may be modified if it has not been approved by the State.
84. From the Applications menu, select Application Packet.

85. If no school year has been selected, select the year you wish to access.
The Application Packet screen displays. 

86. Under Packet Item, select Site Application(s) - School Nutrition Programs.
The [Year] Application Packet - SNP Enrolled Sites screen displays. 

87. Select the site you wish to revise. 

88. Select Revise Application.
The [Year] SNP Site Application screen displays.

89. Modify any desired information. 

Note:
This screen displays in MODIFY form by default.
90. Select Save.
A confirmation screen displays. 

91. Select <Edit to return to the Site Application screen you just modified.
-OR-
Select Finish to return to the [Year] SNP Site Application Effective Dates screen. 

Site Application(s) - Seamless Summerxe "Site Application, SSFO" \i
Sponsors must complete a Site Application for each of their seamless sites. The Site Application screen provides access to the Site’s annual application for the Seamless Summer Program for both new and renewing sites. Sites must submit  a new application annually. 
To access a site application 

92. On the blue menu bar, select Applications.
The Applications menu screen displays. 

93. On the menu, select Application Packet.
The Application Packet screen displays. 

94. Under Packet Item, select Site Application(s) - Seamless Summer.
The [Year] Application Packet - SSFO Enrolled Sites screen displays. 

To add a new sitexe "Site Application, SSFO: To add a new site" \i
95. From the Applications menu, select Application Packet.
96. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

97. Under Packet Item, select Site Application(s) – Seamless Summer.
The [Year] Application Packet - SSFO Enrolled Sites screen displays. 
98. Select Add Site.
The [Year] SSFO Available Sites screen displays.
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Figure 18: SSFO Available Sites screen
99. Select the Site you wish to add from the list (skip to step 8).
-OR-
Select Add New Site to add a site not displayed on the Available Sites list (proceed to step 6).
The ‘Quick’ Site Profile screen displays.
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Figure 19: 'Quick' Site Profile screen

100. Enter the CDS Code if applicable and/or Site Name (Note:  if CDS code is entered, found and confirmed, the Site Name from the CDS database will override any Site Name entered on this screen.)

101. Select Save.
102. The [Year] SSFO Site Application Effective Dates for the new site displays. 
To add a site application xe "Site Application, SSFO: To add a site application" \i
103. On the blue menu bar, select Applications.
The Applications menu screen displays. 

104. On the menu, select Application Packet.
105. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

106. Under Packet Item, select Site Application(s) – Seamless Summer.
The [Year] Application Packet - SSFO Enrolled Sites screen displays. 
107. Select the Site for which you wish to add a site application.
The [Year] SSFO Site Application Effective Dates screen displays.
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Figure 20:  SSFO Site Application Effective Dates screen

108. Select Add Application.
The [Year] SSFO Site Application displays.

Note:
This screen displays in MODIFY form by default.
109. Complete all sections of the application completely and correctly.

110. Select Save once all data has been entered. 
A confirmation screen displays.

111. Select <Edit to return to the previous page
-OR-
Select Finish to return to the [Year] SSFO Site Application Effective Dates screen.
To view or modify a site application xe "Site Application, SSFO: To view" \i 

Note: Site applications can only be modified prior to approval by the State. Once approved, the application must be ‘revised’. Site applications may be viewed at any time.
112. From the Applications menu, select Application Packet.. 

113. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

114. Under Packet Item, select Site Application(s) - School Nutrition Programs.
The [Year] Application Packet - SSFO Enrolled Sites screen displays. 
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Figure 21: Application Packet – SSFO Enrolled Sites screen

115. Select the site you wish to view or modify. 
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Figure 22: SSFO Site Application Effective Dates

116. If you wish to view the Site Application, under Effective Date, select the date of the site application you wish to view or modify.
The [Year] SSFO Site Application screen displays.
Note:
The SSFO Site Application screen defaults to MODIFY if the status is anything other than Approved.  If the SSFO Site Application Status is 

Approved, the screen appears in VIEW only. 
117. Make any desired modifications if the SSFO Site Application status is anything other than “Approved.”
118. Select Save once all changes have been entered
-OR-
Select Cancel to return to the Application Packet without changing any information.

To revise a site application xe "Site Application, SSFO: To revise" \i 

Note: You can only revise an approved application. An application may be modified if it has not already been submitted. 
119. From the Applications menu, select Application Packet.

120. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

121. Under Packet Item, select Site Application(s) - School Nutrition Programs.
The [Year] Application Packet - SSFO Enrolled Sites screen displays. 

122. Select the site you wish to revise. 

123. Select Revise Application.
The [Year] SSFO Site Application screen displays.

124. Modify any desired information. 

Note:
This screen displays in MODIFY form by default.
125. Select Save.
A confirmation screen displays. 

126. Select <Edit to return to the Site Application screen you just modified.
-OR-
Select Finish to return to the [Year] SSFO Site Application Effective Dates screen. 
127. Once the revised SSFO Site Application has been saved without errors, the status will change to “Not Submitted” and the Application Packet will need to be submitted to the state for review and approval.
To delete a site applicationxe "Site Application, SSFO: To delete" \i
Note: A site application can only be deleted if it has not yet been approved by the State. 

128. From the Applications menu, select Application Packet.

129. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

130. Under Packet Item, select Site Application(s) - School Nutrition Programs.
The [Year] Application Packet - SSFO Enrolled Sites screen displays. 

131. Select the site you wish to delete. 

132. Select the application you wish to delete.

133. Select Delete on the Edit menu in the top-right corner.
WARNING: Once the application has been deleted, it is permanently removed and cannot be restored. Use caution before deleting an application.

134. Select Delete at the bottom of the page. 
A confirmation displays. 
135. Select Finish to return to the [Year] SSFO Site Application Effective Dates screen.
Food Service Management Company Fact Sheetxe "Food Service Management Company Fact Sheet\" \i "
If the Sponsor's school nutrition program is managed by a Food Service Management Company (FSMC), then a Food Service Management Company Fact Sheet is required as a part of the Application Packet. 

To complete a Food Service Management Company Fact Sheet xe "Food Service Management Company Fact Sheet: To complete" \i
136. On the blue menu bar, select Applications.
The Applications menu screen displays. 

137. On the menu, select Application Packet. 

138. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

139. Under Packet Item, select Food Service Management Company Fact Sheet.
The Food Service Management Company Fact Sheet screen displays. 
140. Complete all applicable fields.

141. Select Save.
A confirmation displays.
142. Select <Edit to return to the previous page
-OR-
Select Finish to return to the [Year] Application Packet screen.
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Figure 23: Food Service Management Company Fact Sheet (Partial - part 1)
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Figure 24: Food Service Management Company Fact Sheet (Partial - part 2)

To view or modify a Food Service Management Company Fact Sheetxe "Food Service Management Company Fact Sheet: To view or modify" \i 

143. From the Applications menu, select Application Packet.
144. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

145. Under Packet Item, select Food Service Management Company Fact Sheet.
The Food Service Management Company Fact Sheet screen displays. 

146. Modify any desired information. 

Note:
This screen displays in MODIFY form by default. To view only, select VIEW in the Edit menu (top-right corner).
147. Select Save.
A confirmation screen displays.

148. Select <Edit to return to the Food Service Management Company Fact Sheet screen. 
-OR-
Select Finish to return to the Application Packet screen. 

To delete a food service management company fact sheet  xe "Food Service Management Company Fact Sheet: To delete" \i
149. From the Applications menu, select Application Packet. 

150. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

151. Under Packet Item, select Food Service Management Company Fact Sheet.
The Food Service Management Company Fact Sheet screen displays. 

152. On the Edit toolbar, select DELETE. 

153. Select the Delete button. 
WARNING: Selecting the button permanently deletes the Food Service Management Company Fact Sheet from the application and it will not be recoverable once deleted.
154. Select Finish to return to the Application Packet screen. 

Vendor Fact Sheetxe "Vendor Fact Sheet" \i
If the Sponsor's School Food Authority (SFA) purchases meals from a different SFA, school, then a Vendor Fact Sheet is required as a part of the Application Packet. 

In order to complete the fact sheet, you will need information about the competitive sealed bids, the competitive negotiation, or the competitive small purchases procedures by which the contract was awarded. 

To complete a Vendor Fact Sheet xe "Vendor Fact Sheet: To complete" \i 

155. On the blue menu bar, select Applications.
The Applications menu screen displays. 

156. On the menu, select Application Packet. 

157. If no school year has been selected, select the year you wish to access.
The Application Packet screen displays. 

158. Under Packet Item, select Vendor Fact Sheet.
The Vendor Fact Sheet screen displays. 
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Figure 25: Vendor Fact Sheet (Partial 1)
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Figure 26: Vendor Fact Sheet (Partial 2)
159. Enter all applicable fields completely and correctly.

160. Select Save.
A confirmation displays.
161. Select <Edit to return to the previous page
-OR-
Select Finish to return to the [Year] Application Packet screen.

To view or modify a vendor fact sheet xe "Vendor Fact Sheet: To view or modify" \i
162. From the Applications menu, select Application Packet. 

163. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

164. Under Packet Item, select Vendor Fact Sheet.
The Vendor Fact Sheet screen displays. 

165. Modify any desired information. 

Note:
This screen displays in MODIFY form by default. To view only, select VIEW in the Edit menu (top-right corner).
166. Select Save.
A confirmation screen displays.

167. Select <Edit to return to the Vendor Fact Sheet screen you just modified.
-OR-
Select Finish to return to the [Year] Application Packet screen. 
To delete a vendor fact sheet xe "Vendor Fact Sheet: To delete" \i
168. From the Applications menu, select Application Packet.

169. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

170. Under Packet Item, select Vendor Fact Sheet.
The Vendor Fact Sheet screen displays. 

171. On the Edit toolbar, select DELETE. 

172. Select the Delete button. 
WARNING: Selecting the button permanently deletes the Vendor Fact Sheet from the application and it will not be recoverable once deleted.
173. Select Finish to return to the [Year] Application Packet screen.
Checklistxe "Checklist" \i
A Sponsor's checklist is automatically generated based upon answers to specific questions from the Sponsor and site applications and lists the supplemental documents that need to be submitted to the state outside of the CNIPS. For example, paper contracts or addendum may need to be submitted via mail. The Checklist feature allows Sponsors to keep track of documents and their dates of submission. State users use this feature to check when documents have been received and to denote the status of the documents. 

To access a checklist 

174. On the blue menu bar, select Applications.
The Applications menu screen displays. 

175. On the menu, select Application Packet. 

176. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

177. Under Packet Item, select Checklist.
The SNP Checklist Summary screen displays.
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Figure 27: SNP Checklist Summary screen

To view or modify a checklist xe "Checklist: To view or modify" \i
178. From the Applications menu, select Application Packet. 

179. Verify you are in the correct school year, if not, select the year you wish to access.
The Application Packet screen displays. 

180. Under Packet Item, select Checklist.
The SNP Checklist summary displays. 

181. Select the Sponsor, School Nutrition Programs/State Meal Only Site, or Seamless Summer Feeding Option Site for which you wish to view a checklist. 
The SNP Checklist screen displays.
Note: Only Sponsors and sites who have completed their application and who have additional required documents will have a checklist. 
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Figure 28: SNP Checklist

182. For each item on the checklist, the hard copy document will need to be submitted to CDE prior to the Application Packet being approved.  To indicate that you have submitted the hard copy document on the checklist, check the box under “Document Submitted to CDE for each required form or document on the checklist  The “Date Submitted to CDE” will auto populate when the box is checked.

Note:
This screen displays in MODIFY form by default. To view only, select VIEW in the Edit menu (top-right corner).
183. Select Save. 
A confirmation screen displays.

184. Select <Edit to return to the SNP Checklist screen you just modified. 
-OR-
Select Finish to return to the SNP Checklist Summary screen.

Download Formsxe "Download Forms" \i
The Download Forms function allows Sponsors to view, download and/or print all forms and documents made available on the site by the State. 
Note: Users must have the appropriate software for the selected form's file type installed on their computers in order to open the file.
To access Download Forms 

185. On the blue menu bar, select Applications.
The Applications menu screen displays. 

186. On the menu, select Download Forms.
The Download Forms Screen displays. 
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Figure 29: Download Forms screen
To download or view a form xe "Download Forms: To download or view" \i
187. Access Download Forms through the Applications menu.
All available download forms display.

188. Select the name of the form you wish to view. 
For some forms, a gray dialog box appears.

189. Select Open to view the form.
- OR - 
Select Save to save the form to your computer.
The application assigned to open the file launches and displays the form.

Note: Some forms may open in a new window without a gray dialog box. To save the form, use the Save function in the new browser window. 

190. Select <Back to return to the Download Forms screen.

Verification Reportxe "Verification Report" \i
Sponsors use the verification report function to complete and submit the mandatory annual verification report to the California Department of Education. The verification report contains information about sites collecting applications, site enrollment, eligibility information, and results of verification. After the report has been submitted without errors, state administrators can review the document. (For more information on error messages, see Error Processing.) Accessing the Verification Report options from the Applications menu provides access to view, modify, and delete verification reports.

To complete a verification report xe "Verification Report: To complete" \i
191. On the blue menu bar, select Applications.
The Applications menu screen displays. 

192. On the menu, select Verification Report.
[If no Sponsor has been selected, select a Sponsor.]
The View Verification Report screen displays. 
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Figure 30: Verification Report (Partial – part 1)
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Figure 31: Verification Report (Partial – part 2)

193. Enter all applicable fields completely and correctly.

194. Select Save.
A confirmation displays.
195. Select <Edit to return to the previous page
-OR-
Select Finish to return to the Applications menu.

To view or modify a verification report xe "Download Forms: To complete/modify" \i
196. From the Applications menu, select Verification Report.
The View Verification Report screen displays. 

197. Modify any desired information.

Note:
This screen displays in MODIFY form by default. To view only, select VIEW in the Edit menu (top-right corner).
198. Select Save.
A confirmation screen displays. 

WARNING: The report cannot be submitted until all fields have been completed without input errors. If you receive an error message after saving your report, you must correct the errors before proceeding. For more information about errors, see Error Processing.
199. Select <Edit to return to the Verification Report screen you just modified.
-OR-
Select Finish to return to the Applications menu. 

To delete a verification report xe "Download Forms: To delete" \i
200. From the Applications menu, select Verification Report.
The View Verification Report screen displays.

201. On the Edit menu, select DELETE.
A warning displays. 
WARNING:  Selecting the button permanently deletes the Verification Report from the application and it will not be recoverable once deleted.

202. Select Delete.
A confirmation screen displays. 
203. Select Finish to return to the Applications menu. 
Food Safety Inspections xe "Food Safety Inspections" \i
The Food Safety Inspections screen allows Sponsors to enter information and CDE to access the information on the selected Sponsor’s annual Food Safety Inspections form.  

The Food Safety Inspections feature allows you to view, modify, or delete information pertaining to a site's food safety inspections for a given school year. When a Sponsor user accesses the food safety inspections page, all sites associated with the Sponsor display and the number of food safety inspections for each site is reported. If a site has fewer than two safety inspections conducted during the school year, a reason must be provided.

Note: Only enrolled sites are listed. If the site has an application on file for the given year, they will be listed and the street address on that application will be displayed. In the event the site has both a SNP and SSFO application, they will be listed only once and the SNP application’s street address will be used. 

Once data has been entered for each site, the system will automatically produce a food safety inspections summary at the bottom of the food safety inspections form. The summary displays how many sites have had one, two, three or more, or no inspections during the school year and the reasons why. 

Before the food safety inspections information can be submitted, the person completing the form must enter their name, email address, phone number, and title in the Certification section. 

To access site food safety inspections 
Note: Only enrolled sites are listed. If the site has an application on file for the given year, they will be listed and the street address on that application will be displayed. In the event the site has both a SNP and SSFO application, they will be listed only once and the SNP application’s street address will be used. 

204. On the blue menu bar, select Applications.

205. On the Applications menu, select Food Safety Inspections.
The Site Food Safety Inspections screen displays. 
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Figure 32: Site Food Safety Inspections (Partial)
To view or modify site food safety inspections xe "Food Safety Inspections: To modify" \i
WARNING: If an approved form is modified and saved, the ‘Approved’ application status will be removed along with the Approval Date and Approved By information. The State will need to review and re-approve the application.

206. From the Applications menu, select Food Safety Inspections.
The Site Food Safety Inspections screen displays. 

207. Modify any desired information. 

Note:
This screen displays in MODIFY form by default. To view only, select VIEW in the Edit menu (top-right corner).
208. Select Save.
A confirmation screen displays. 

209. Select <Edit to return to the Site Food Safety Inspections screen you just modified.
-OR-
Select Finish to return to the Applications menu. 
TIP:  Be sure to enter your name, email address, phone number, and title in the Certification section of the food safety inspections form. This information is required in order to submit the Sponsor's packet.

To delete site food safety inspections xe "Food Safety Inspections: To delete" \i
210. From the Applications menu, select Food Safety Inspections.
The Site Food Safety Inspections screen displays. 
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Figure 33: Food Safety Inspections – Delete

Note: Once a Site Food Safety Inspections form has been created, the DELETE option will display in the Edit menu in the top-right corner. 
211. On the Edit menu, select DELETE.
A warning displays. 
WARNING:  Selecting the button permanently deletes the Site Food Safety Inspection from the application and it will not be recoverable once deleted.

212. Select Delete.
A confirmation screen displays. 

213. Select Finish to return to the Applications menu. 
To view a food safety inspections summaryxe "Food Safety Inspections: To view summary" \i
214. From the Applications menu, select Food Safety Inspections Summary.
The Food Safety Inspections Summary displays.

215. Select <Back to return to the Applications menu.
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Figure 34: Food Safety Inspections Summary

Annual Audit Status Certificationxe "Annual Audit Status Certification" \i
The Annual Audit Status Certification Form screen provides access to the selected Sponsor’s Annual Audit Status Certification form based on the current year that is selected. The State of California requires all SNP Sponsors except school districts and charter schools (types K, L, and M) to fill out an annual audit status certification form one time per year.  

Note: The Year will default to the current year, if the year needs to be changed, selecting the Year option on the blue menu bar at the top of the page will allow the user to select a different year, provided that they have the necessary security clearance.

 The Annual Audit Status Certification Form screen allows the Sponsor to enter their information and allows the Department to view the entered data along with audit data imported from Audits and Investigation. 

To complete an annual audit status certification form xe "Annual Audit Status Certification: To complete" \i
216. From the Applications menu, select Annual Audit Status Certification Form.
The Annual Audit Status Certification Form screen displays. 
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Figure 35: Annual Audit Status Certification Form
217. Enter all necessary information. 

Note:
This screen displays in MODIFY form by default. To view only, select VIEW in the Edit menu (top-right corner).
218. Select Save.
If all fields have been completed without error, a confirmation screen displays. 
If you receive an error message, errors must be completed before saving (See Error Processing).

219. Select <Edit to return to the Annual Audit Status Certification Form screen you just modified.
-OR-
Select Finish to return to the Applications menu. 

To view or modify an annual audit status certification form xe "Annual Audit Status Certification: To view" \i
220. On the blue menu bar, select Applications.
The Applications menu screen displays. 

221. On the menu, select Annual Audit Status Certification Form.
The Annual Audit Status Certification Form screen displays. 
222. Modify any desired information. 

Note:
This screen displays in MODIFY form by default. To view only, select VIEW in the Edit menu (top-right corner).
223. Select Save.
A confirmation screen displays. 

224. Select <Edit to return to the previous page.
-OR-
Select Finish to return to the Applications menu. 


To delete an annual audit status certification form xe "Annual Audit Status Certification: To delete" \i
225. From the Application menu, select Annual Audit Status Certification Form.
The Annual Audit Status Certification Form screen displays.  

226. On the Edit menu, select DELETE.
A warning displays. 
WARNING:  Selecting the button permanently deletes the Annual Audit Status Certification Form from the application and it will not be recoverable once deleted.

227. Select Delete.
A confirmation screen displays. 

228. Select Finish to return to the Applications menu. 
Claimsxe "Claims" \i
The CNIPS Claims component allows Sponsors to submit monthly online reimbursement claim requests to the State. The Sponsor begins by submitting a monthly reimbursement claim to the California Department of Education. These claims are approved for payment once they have been cleared of all errors, submitted and accepted by the CNIPS.
About the Claims Process

Your Sponsor organization can submit a reimbursement claim for every month in which one or more sites participates in the School Nutrition Program. Beginning at the first of every month, you can begin the claim submission process by entering Sponsor and site information into the monthly claim form. Organizations have sixty days from the last day of the claim month/year to submit an original claim 
Note: Claims cannot be created for month if there is no application in effect for that period (if you cannot access claims, be sure your application packet has been submitted without error and approved by the State). 
At the time claims are submitted, they are checked by the site to ensure they conform to established business rules governing reimbursement claim eligibility and approval. Only claims the site deems Okay to Pay may be submitted to the State for processing, thereby alleviating the need to manually review claims.
The table below describes the steps necessary for submitting and processing a claim: 

	Performed by
	Task

	Sponsor
	Complete Sponsor reimbursement claim forms for the program month

	Sponsor
	Complete each site claim for the program month

	Sponsor
	Resolve any errors in claim forms and submit claim to the CDE for processing 

	State
	Process claim and forward payment information to the appropriate department for payment


Claims Menuxe "Claims Menu" \i
Sponsors use the Claims Menu to access claim functions (SNP, SMP, or SSFO), view current claim rates, or view payment summaries. From the menu, select a claims item to access that claim function (see figure below).
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Figure 36: Claims Menu

Claim Datesxe "Claim Dates"
The table below describes the various dates displayed throughout the claims functions of CNIPS. 

	Date
	Description

	Date Created
	This date is set to the current system date when the claim is created.

	Date Modified
	This date is set to the current system date each time the claim is saved.

	Date Received
	This date is typically set to the date the claim was first submitted to CDE. The date can be changed by a state employee via the Internal Use Only section of the claim form until the claim has been processed for payment. The value of this field is used to validate the 60 day claim rules.

	Note:  CDE staff will monitor all dates after the 60th day.

	Date Accepted
	This date is set to the current system date every time the claim is submitted for payment and contains no errors. If errors are detected during the submit process, the date is not set. If a claim has been modified after it has been submitted, the submitted date is removed. This date is the actual date that the claim was “last” submitted  and accepted for payment.

	Date Processed
	This is the date that the claim was added to a processing batch via the Payment Tracking module in the Accounting program. Once the claim has been added to a batch or “batched”, it cannot be modified. If any changes are to be made to the claim, a revision will need to be created.


Claim Entryxe "Claim Entry" \i
The Claim Entry function is used to enter, modify, and view claims for the School Nutrition Program or State Meal Program. Within Claim Entry, you can submit claims at the Sponsor or site level. Original and upward adjusted claims cannot be submitted if the received date is more than 60-days since the last day of claim month/year. In order to create a claim in a given month, an application must be in effect for the period. 
To access claim entry 

229. On the blue menu bar, select Claims. 

230. On the Claims menu, select Claim Entry.


231. Select the desired Claim Month.
The [Year] SNP Claim Month Details screen displays. 

Note: The current school year is the default year if no other school year has been selected. For help selecting a new school year, see Selecting a School Year.

Claim Year Summary - SNP 

After selecting Claim Entry from the Claims menu, the SNP Claim Year Summary for the selected year displays. This screen summarizes the Earned Amounts (the current value of the claim) the claim status, by month. Once the state has received the claim, the Date Received displays in the respective column. Once the state has processed the claim, the Date Processed appears in the respective column. The number in the Adjustment Number column refers to the number of times the original claim has been modified (Modified claims must be re-processed by the state. Selecting a claim month will take you to the [Year] SNP Claim Month Details screen.
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Figure 37: SNP Claim Year Summary screen (Partial)

Claim Month Details – SNP 

From the Claim Month Details screen, you can access a view-only summary of a claim (select Summary) or the complete claim by site or Sponsor (select Claim). (Settings within the Sponsor Profile determine who is responsible for submitting claims.)
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Figure 38: SNP Claim Month Details Screen

Site Claim List – SNP 

The Claim Site List screen displays all active sites that can be claimed for the month selected and allows access to individual site claim forms for entry of claim data.
Note: Only active sites have a link to open the SNP Site Claim Report.
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Figure 39: SNP Site Claim List screen (Partial)

Site Claim Form - SNP

The Site Claim Form screen provides a place to enter site-level claim reporting data for the selected month. The figures below show a partial claim form which consists of sections for meal types.  Only the program portions on the claim form the Sponsor is approved for will appear. The following figure is an example of a site claim form. Not all fields display may apply to your Sponsor organization. 
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Figure 40: SNP Site Claim Report I (Partial)
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Figure 41: SNP Site Claim Report II (Partial)

To add an original claimxe "Claims, SNP: To add an original claim" \i 
Claims can be added for any eligible month in the school year, as long as an application is in effect for that period. Once a claim has been completed and submitted without error, the State can process the claim and batch the claim for payment. 

WARNING:  An original claim cannot be submitted if received date is more than 60-days since last day of claim month/year.
232. From the Claims menu, select Claim Entry.
The [Year] SNP Claim Year Summary screen displays. 

Note: The SNP Claim Year Summary displays the current school year by default. To access a different year, select SNP Claim Year Summary displays the current school year by default. To access a different year, select Year in the menu bar and select the year you wish to access. Then, begin at step 1. 
233. Select the desired Claim Month.
The [Year] SNP Claim Month Details screen displays. 
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Figure 42: SNP Claim Month Details
234. Select Add Original Claim.
The [Year] SNP Sponsor Claim for Reimbursement screen displays. 

Note: The Add Original Claim button only displays on Claim Month Details screens that currently have no claims created. 
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Figure 43: SNP Sponsor Claim for Reimbursement screen (Partial)

235. Enter claim information for all enrolled programs. 

236. Select Save.
A confirmation screen displays. 

237. Select <Edit to return to the previous page.
-OR-
Select Finish to return to the SNP Claim Month Details screen. 

To view or modify a claim xe "Claims, SNP: To view or modify" \i 

Note: Claims may only be modified prior to being processed by the State. Once a claim’s status is marked ‘Processed’, a revision must be made to make modifications. 
238. From the Claims menu, select Claim Entry.
The [Year] SNP Claim Year Summary screen displays. 

239. Select the desired Claim Month.
The [Year] SNP Claim Month Details screen displays. 
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Figure 44: Claim Month Details screen
240. Under Claim Items, select Claim.
The SNP Claim Site List screen displays. 
241. Modify any desired information. 

Note:
This screen displays in MODIFY form by default. To view only, select VIEW in the Edit menu (top-right corner).
242. Select Save.
A confirmation screen displays. 

243. Select <Edit to return to the previous page.
-OR-
Select Finish to return to the Claim Month detail screen. 


To view a claim summary xe "Claims, SNP: To view a summary" \i 

The Claim Summary allows you to view a summary of the month’s claim in an easy-to-read or print format. No modifications can be made from this page. 

244. From the Claims menu, select Claim Entry.
The [Year] SNP Claim Year Summary screen displays. 

245. Select the desired Claim Month.
The [Year] SNP Claim Month Details screen displays. 

246. Under Claim Items, select Summary.
The SNP Claim For Reimbursement Summary screen displays. 
247. Select <Back to return to the [Year] SNP Claim Month Details screen.
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Figure 45: SNP Claim For Reimbursement Summary

To delete a Sponsor claim xe "Claims, SNP: To delete a sponsor claim" \i
Note: Claims may only be deleted prior to being processed by the State. Once a claim’s status is marked ‘Processed’, the original claim cannot be deleted. 
248. From the Claims menu, select Claim Entry.
The [Year] SNP Claim Year Summary screen displays. 

249. Select the desired Claim Month.
The [Year] SNP Claim Month Details screen displays. 

250. Under Claim Items, select Claim.

251. Select Delete in the Edit menu in the upper-right corner. 
WARNING:  Once the claim has been deleted, it is permanently removed from the application and cannot be restored. Use caution before deleting a claim.

252. Select Delete.
A confirmation screen displays. 

253. Select Finish.

To delete a site claim xe "Claims, SNP: To delete a site claim" \i
254. From the Claims menu, select Claim Entry.
The [Year] SSFO Claim Year Summary screen displays. 

255. Select the desired Claim Month.
The [Year] SSFO Claim Month Details screen displays. 

256. Under Claim Items, select Claim to the left of the claim you wish to delete.
257. Under Actions, select Delete for the corresponding site name.
258. Select Delete in the Edit menu in the upper-right corner. 
WARNING:  Once the claim has been deleted, it is permanently removed from the application and cannot be restored. Use caution before deleting a claim.

259. Select Delete.
A confirmation screen displays. 

260. Select Finish.
To revise a Sponsor claim  xe "Claims, SNP: To revise a sponsor claim" \i 

Downward adjusted claims may be revised at any time. Upward adjusted claims may be revised if the date of submission is within 60 days of the last day of the claim month. Revised claims must be re-processed by the state regardless of their original status. 
261. From the Claims menu, select Claim Entry.
The [Year] SNP Claim Year Summary screen displays. 

262. Select the desired Claim Month.
The [Year] SNP Claim Month Details screen displays. 
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Figure 46: SNP Claim Month Details - Revise
263. Select Add Revision.
The [Year] SNP Claim Site List screen displays. 

264. Make any necessary changes to the claim.
Note:
This screen displays in MODIFY form by default. 
265. Select Save.
A confirmation screen displays. 

266. Select <Edit to return to the previous page.
-OR-
Select Finish to return to the SNP Claim Month Details screen. 
Note:
Claim revisions may be viewed and modified just like original claims. However, once the revision is processed by the State, another revision must be made to make changes. To view or modify an existing revision, see ‘To view or modify a claim.’
To revise a site claim  xe "Claims, SNP: To revise a site claim" \i 

Downward adjusted claims may be revised at any time. Upward adjusted claims may be revised if the date of submission is within 60 days of the last day of the claim month. Revised claims must be re-processed by the state regardless of their original status. 
267. From the Claims menu, select Claim Entry.
The [Year] SNP Claim Summary screen displays. 

268. Select the desired Claim Month.
The [Year] SNP Claim Month Details screen displays. 

269. Select Add Revision.
The [Year] SNP Claim Site List screen displays. 
270. Select Revise for the Site you wish to revise. 
271. Make any necessary changes to the claim.

272. Select Save.
A confirmation screen displays. 

273. Select <Edit to return to the SNP Site Claim Report screen you just modified.
-OR-
Select Finish to return to the SNP Claim Site List screen. 

To submit claim for payment xe "Claims, SNP: To submit for payment" \i  

WARNING: An original claim or upward adjusted claim cannot be submitted if received date is more than 60-days since last day of claim month/year.

274. From the Claims menu, select Claim Entry.
The [Year] SNP Claim Year Summary screen displays. 

275. Select the desired Claim Month.
The [Year] SNP Claim Month Details screen displays. 
[image: image50.jpg]School Nutrition Programs

| vesr | el | L

Clsims > Claim Vear 2t Glznca - SNP > ‘School Vear: 2004 - 2005

2004 - 2005 SNP Claim Month Details

'00002-51-01-PSD.
ALACHUA COUNTY SCHOOL BOARD
o sddrezs on file for this year

Vandor =1 0322-10

payment sddress

Claim Month: November 2004

Claim Items. Adj Date Date. Date Earned  Status
Number  Received  Accepted _Processed Amount
Claim | Summary o $0.00  Pending
Total Earned $0.00
Certification

O 1 certify that to the best of my knowledge and belief, this claim is true and correct in all respects, records are.
available to support the claim, the claim is in accordance with the existing agreement and payment has not
been received. I further certify and assume full responsibilty that the meal counts have been reviewed and
2nalyzed in accordance with 7CFR 210.6.





Figure 47: SNP Claim Month Details

276. Select the checkbox in the Certification section. 

277. Select Submit For Payment.
A pop-up box appears and states that ‘The claim has been submitted.’

Note: The Submit For Payment button is enabled only on Claim Month Details screens that currently have pending claims displayed. 

278. Select OK in the pop-up box.
The [Year] SNP Claim Month Details screen displays. 
To upload data xe "Claims, SNP: To upload data" \i 

TIP: Only text (.txt) files can be uploaded.
279. From the Claims menu, select Claim Entry.
The [Year] SNP Claim Year Summary screen displays. 

280. Select the desired Claim Month.
The [Year] SNP Claim Month Details screen displays. 

281. Select Upload Data.
The SNP Claim Upload screen is displayed. 

282. Select Browse.
The Choose file dialog box opens. 

283. Navigate to the location of the file you wish to upload in the dialog box.
Select the file to select it.

284. Select Open.
The path of the file is displayed in the Select File text box. 

285. Select Upload. 
Once file has been uploaded without errors, a confirmation displays.

286. Select Finish to return to the [Year] SNP Claim Month Details screen.
Modify Claim Cost Detail

The School Nutrition Program Claim Cost Detail screen enables the user to enter claim cost information for the month of June.  This function is not available for any other month. 

To enter or modify claim cost details xe "Claims, SNP: To enter or modify claim cost details" \i
287. From the Claims menu, select Claim Entry.
The [Year] SNP Claim Year Summary screen displays. 

288. Select June [Year].
The [Year] SNP Claim Month Details screen displays. 
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Figure 48: SNP Claim Month Details screen - June
289. Select Costs in the Claim Items Column.
The Claim Cost Details screen displays. 
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Figure 49: Claim Cost Details screen (Partial)

290. Enter all relevant information into the available text boxes. 

Note:
This screen displays in MODIFY form by default. 
291. Select Save when complete. 
A confirmation displays. 

292. Select <Edit to return to the Claim Cost Details screen you just modified.
-OR-
Select Finish to return to the SNP Claim Months Details screen. 

Note:
 Details for Claim Cost Details may be viewed, modified, or deleted under the same rules as other claims. For additional help, see ‘To view or modify a claim’ or ‘To delete a claim.’
Claim Entry – Seamless Summerxe "Claim Entry – Seamless Summer" \i
The Claim Entry function is used to enter, modify, and view claims for the Seamless Summer Feeding Option. Original and upward adjusted claims cannot be submitted if the received date is more than 60-days since the last day of claim month/year, while downward adjusted claims can be submitted if the received date is more than 60-days since the last day of claim month/year. Furthermore, claims cannot be created for a month if there is no application in effect for that period.
The Claim Entry process for Seamless Summer Feeding Option is identical to that for the School Nutrition Program. The following how-tos are for quick reference, but all steps and are identical to the Claim Entry – SNP entries. 
To access Seamless Summer claim entry 

293. On the blue menu bar, select Claims. 

294. On the Claims menu, select Claim Entry - Seamless Summer.
The [Year] SSFO Claim Year Summary screen displays.


295. Select the desired Claim Month.
The [Year] SSFO Claim Month Details screen displays. 

Note: The current school year is the default year if no other school year has been selected. For help selecting a new school year, see Selecting a School Year.

Claim Year Summary – Seamless Summer 

After selecting Claim Entry from the Claims menu, the SSFO Claim Year Summary for the selected year displays. This screen summarizes the Earned Amounts (the current value of the claim) and the claim status, by month. Once the state has received the claim, the Date Received displays in the respective column. Once the state has processed the claim, the Date Processed appears in the respective column. The number in the Adjustment Number column  refers to the number of times the original claim has been modified (Modified claims must be re-processed by the state. Selecting a claim month will take you to the [Year] SSFO Claim Month Details screen. 
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Figure 50: SSFO Claim Year Summary screen

Claim Month Details – Seamless Summer 

From the Claim Month Details screen, you can access a view-only summary of a claim (select Summary) or the complete claim by site or Sponsor (select Claim) (Settings within the Sponsor Profile determine who is responsible for submitting claims.)
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Figure 51: SSFO Claim Month Details screen

Site Claim List – Seamless Summer 

The Claim Site List screen displays all active sites that can be claimed for the month selected and allows access to individual site claim forms for entry of claim data.
Note: Only active sites have a link to open the SSFO Site Claim Report.
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Figure 52: SSFO Site Claim List screen (Partial)

Site Claim Form – Seamless Summer

The Site Claim Form – Seamless Summer screen provides a place to enter site-level claim reporting data for the selected month. The figures below show a partial claim form which consists of sections for meal types.  In real use, only the meal types that a Sponsor or site is approved for will appear on the screen.
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Figure 53: SSFO Site Claim Report (Partial)

To add an original claimxe "Claims, SSFO: To add an original claim" \i 
Claims can be added for any eligible month in the school year, as long as an application is in effect for that period. Once a claim has been completed and submitted without error, the State can process the claim for payment. 

Note: Claim months cannot be combined, with the exception of May/June (combine in May claim) and August/September (combine in September claim).
WARNING:  An original claim cannot be submitted if received date is more than 60-days since last day of claim month/year.
296. From the Claims menu, select Claim Entry – Seamless Summer.
The [Year] SSFO Claim Year Summary screen displays. 

Note: The SSFO
 Claim Year Summary displays the current school year by default. To access a different year, select SNP Claim Year Summary displays the current school year by default. To access a different year, select Year in the menu bar and select the year you wish to access. Then, begin at step 1. 
297. Select the desired Claim Month.
The [Year] SSFO Claim Month Details screen displays. 
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Figure 54: SNP Claim Month Details
298. Select Add Original Claim.
The [Year] SSFO Sponsor Claim for Reimbursement screen displays. 

Note: The Add Original Claim button only displays on Claim Month Details screens that currently have no claims created. 
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Figure 55: SSFO Sponsor Claim For Reimbursement screen (Partial)

299. Enter claim information for all enrolled programs. 

300. Select Save.
A confirmation screen displays. 

301. Select <Edit to return to the previous page.
-OR-
Select Finish to return to the SSFO Claim Month Details screen. 

To view or modify a claim xe "Claims, SSFO: To view or modify" \i 

Note: Claims may only be modified prior to being processed by the State. Once a claim’s status is marked ‘Processed’, a revision must be made to make modifications. 
302. From the Claims menu, select Claim Entry.
The [Year] SSFO Claim Year Summary screen displays. 

303. Select the desired Claim Month.
The [Year] SSFO Claim Month Details screen displays. 
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Figure 56: Claim Month Details screen
304. Under Claim Items, select Claim.
The SSFO Claim Site List screen displays. 
305. Modify any desired information. 

Note:
This screen displays in MODIFY form by default. To view only, select VIEW in the Edit menu (top-right corner).
306. Select Save.
A confirmation screen displays. 

307. Select <Edit to return to the previous page.
-OR-
Select Finish to return to the Claim Month detail screen. 


To view a claim summary xe "Claims, SSFO: To view a claim summary" \i 

The Claim Summary allows you to view a summary of the month’s claim in an easy-to-read or print format. No modifications can be made from this page. 

308. From the Claims menu, select Claim Entry.
The [Year] SSFO Claim Year Summary screen displays. 

309. Select the desired Claim Month.
The [Year] SSFO Claim Month Details screen displays. 

310. Under Claim Items, select Summary.
The SSFO Claim For Reimbursement Summary screen displays. 
311. Select <Back to return to the [Year] SSFO Claim Month Details screen.

To delete a Sponsor claim xe "Claims, SSFO: To delete a sponsor claim " \i
Note: Claims may only be deleted prior to being processed by the State. Once a claim’s status is marked ‘Processed’, the original claim cannot be deleted. 
312. From the Claims menu, select Claim Entry.
The [Year] SSFO Claim Year Summary screen displays. 

313. Select the desired Claim Month.
The [Year] SSFO Claim Month Details screen displays. 

314. Under Claim Items, select Claim.

315. Select Delete in the Edit menu in the upper-right corner. 
WARNING:  Once the claim has been deleted, it is permanently removed from the application and cannot be restored. Use caution before deleting a claim.

316. Select Delete.
A confirmation screen displays. 

317. Select Finish.

To delete a site claim xe "Claims, SSFO: To delete a site claim" \i
318. From the Claims menu, select Claim Entry.
The [Year] SSFO Claim Year Summary screen displays. 

319. Select the desired Claim Month.
The [Year] SSFO Claim Month Details screen displays. 

320. Under Claim Items, select Claim to the left of the claim you wish to delete.
321. Under Actions, select Delete for the corresponding site name.
322. Select Delete in the Edit menu in the upper-right corner. 
WARNING:  Once the claim has been deleted, it is permanently removed from the application and cannot be restored. Use caution before deleting a claim.

323. Select Delete.
A confirmation screen displays. 

324. Select Finish.
To revise a Sponsor claim  xe "Claims, SSFO: To revise a sponsor claim" \i 

Downward adjusted claims may be revised at any time. Upward adjusted claims may be revised if the date of submission is within 60 days of the last day of the claim month. Revised claims must be re-processed by the state regardless of their original status.
325. From the Claims menu, select Claim Entry - Seamless Summer.
The [Year] SSFO Claim Summary screen displays. 

326. Select the desired Claim Month.
The [Year] SSFO Claim Month Details screen displays. 

327. Select Add Revision.
The [Year] SSFO Claim Site List screen displays. 

328. Make any necessary changes to the claim.

329. Select Save.
A confirmation screen displays. 

330. Select <Edit to return to the SSFO Site Claim Report screen you just modified.
-OR-
Select Finish to return to the SSFO Claim Site List screen. 
To revise a site claim  xe "Claims, SSFO: To revise a site claim" \i 

Downward adjusted claims may be revised at any time. Upward adjusted claims may be revised if the date of submission is within 60 days of the last day of the claim month. Revised claims must be re-processed by the state regardless of their original status. 
331. From the Claims menu, select Claim Entry.
The [Year] SNP Claim Summary screen displays. 

332. Select the desired Claim Month.
The [Year] SNP Claim Month Details screen displays. 

333. Select Add Revision.
The [Year] SNP Claim Site List screen displays. 
334. Select Revise for the Site you wish to revise. 
335. Make any necessary changes to the claim.

336. Select Save.
A confirmation screen displays. 

337. Select <Edit to return to the SNP Site Claim Report screen you just modified.
-OR-
Select Finish to return to the SNP Claim Site List screen. 

To submit claim for payment xe "Claims, SSFO: To submit for payment" \i  

WARNING:  An original claim or upward adjusted claim cannot be submitted if received date is more than 60-days since last day of claim month/year.

338. From the Claims menu, select Claim Entry.
The [Year] SSFO Claim Year Summary screen displays. 

339. Select the desired Claim Month.
The [Year] SSFO Claim Month Details screen displays. 
340. Select the checkbox in the Certification section. 

341. Select Submit For Payment.
A pop-up box appears and states that ‘The claim has been submitted.’

Note: The Submit For Payment button is enabled only on Claim Month Details screens that currently have pending claims displayed. 

342. Select OK in the pop-up box.
The [Year] SSFO Claim Month Details screen displays. 
To upload data xe "Claims, SSFO: To upload data" \i 

TIP:  Only text (.txt) files can be uploaded.
343. From the Claims menu, select Claim Entry.
The [Year] SSFO Claim Year Summary screen displays. 

344. Select the desired Claim Month.
The [Year] SSFO Claim Month Details screen displays. 

345. Select Upload Data.
The SSFO Claim Upload screen is displayed. 

346. Select Browse.
The Choose file dialog box opens. 

347. Navigate to the location of the file you wish to upload in the dialog box.
Select the file to select it.

348. Select Open.
The path of the file is displayed in the Select File text box. 

349. Select Upload. 
Once file has been uploaded without errors, a confirmation displays.

350. Select Finish to return to the [Year] SNP Claim Month Details screen.
Payment Summaryxe "Payment Summary" \i
The Payment Summary screen provides a list of schedules and process dates for the selected school year.  Each schedule number and process date represents payments that have been scheduled.  The payment summary may include a portion of a claim, i.e., state or federal payment.

Payments from payment batches are grouped by program and sorted by date. The Sponsor’s payment summary displays the following items:  

	Item
	Description

	Schedule Number
	Number associated with a payment schedule from the State

	Processed Date
	Date the claim was processed by the State

	Warrant Issue Date
	Issue date printed on the payment check

	Earned Amount
	Original amount of the claim at the time of submission

	Adjustments
	Any changes (+/-) to the claim from the state or Sponsor

	Distribution Amount
	Final amount to be paid to the Sponsor institution


To access Payment Summary 

351. On the blue menu bar, select Claims. 

352. On the Claims menu, select Payment Summary.
If a Sponsor has already been selected, the Payment Summary List screen displays. 
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Figure 57: Payment Summary List screen
To view a payment summary  xe "Payment Summary: To view" \i
353. Access the Payment Summary through the Claims menu.


354. Select the text of the schedule you wish to view. 
The Payment Summary displays for all payments in the month of the schedule.

355. Select <Back to return to the Sponsor Payment Summary List screen.
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apr 2008 13524 - Sehool Luneh - Section 11 §90,262.24
May 2008 13524 - School Lunch - Section 11 §93,042.24
Total Payments $309,519.58





Figure 58: Payment Summary screen

Securityxe "Security" \i
Security is an important part of the integrity of the CNIPS. The Security component of the SNP module is the access point to user-level security settings. Individuals may change their password through the Change Password feature, while Sponsor users and administrators with security clearance can manage other user-level security settings through the User Manager. 

Note: The Security component of the SNP module is primarily intended for Sponsor users and administrators. 
Security menuxe "Security menu" \i
The Security menu is the access point to the Change Password and User Manager functions. 

Note: The User Manager function displays only for users given security clearance. Users without the necessary clearance will only see the Change Password item.
To access the Security menu

356. Select Security on the blue menu bar at the top of the page.
The Security menu displays.

357. Select a security item to access that security function.
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Figure 59: Security Menu screen

Change Passwordxe "Password: Change" \i
Modifying your password regularly greatly enhances system security.
Note: Default security settings require that a password must be at least six characters and contain one number. 
TIP: Strong, secure passwords contain between 6 and 15 characters, including numbers, upper-case, and lower-case letters.
To access Change Password

358. On the blue menu bar, select Security. 

359. On the Security menu, select Change Password.
The Change Password screen displays. 

360. Enter your New Password. 

361. Re-Enter your New Password. 

362. Select Save.
A confirmation message displays. 

363. Select <Edit to return to the Change Password screen you just modified.
-OR-
Select Finish to return to the Security menu. 

[image: image64.jpg]School Nutrition Program

Change Password

Applications | Claims

‘Security > Chang Password >

Please enter your new password, then re-enter your new password to verify it. Click Save to continue.
New Password:

Re-Enter New Password:





Figure 60: Change Password screen
User Managerxe "User Manager" \i
The User Manager allows administrators and authorized users to set up and maintain various components of a user’s security access. The features within the User Manager enable you to add new users, set up and modify user profiles, change passwords, and set assigned groups, security rights and associated Sponsors.
Note:
You must be granted security clearance to the User Manager in order to access these functions. 
To access User Manager 

1. On the blue menu bar, select Security. 

2. Select User Manager.
The Search for User screen displays.
To search for a userxe "Search for a user" \i
Before proceeding in the User Manager, you must always search for and select a user you wish to access. If you have already selected a user or are elsewhere in the application, return to the User Manager screen.

364. From the User Manager/Search for User Page, select the type of search on the Search By drop-down list. Enter the Last Name, User Name or CNIPS ID in the text box, and select Search. 
—OR—
Select All to display a list of all users.
A list of users matching the search criteria displays.
	Note: The names displayed are dependent on the user's type. The chart below describes how a user's type is denoted and which users will be displayed in the search for each type:

	User Type
	Denoted by
	Users displayed

	Administrators
	"Yes" in Administrator column
	All

	Sponsor users
	Non-bolded names; blank administrator column
	Non-administrators


Note: 
365. Select the User you wish to access.
The User Options menu displays.

To add a new userxe "Add a new user" \i
If you have already selected a user or are elsewhere in the application, return to the User Manager screen.

366. From the User Manager screen, select Add New User.
The User Profile screen displays. 

367. Enter the new user's information in the User Information section.

368. Enter the new user's login name and password.
Enter the password again for confirmation. 
[The new user is required to create a new password upon first logging in.] 

Note:
Default settings require a password to be at least six characters in length, containing one or more numbers. However, these settings can be changed by state administrators within the Configuration module.  

TIP: Strong, secure passwords contain between 6 and 15 characters, including numbers, upper-case, and lower-case letters.

369. Use the buttons to select if the user is a state employee, an administrator, and if the user is to only be granted access to associated Sponsors.
370. Use the drop-down menu to select the user's status.  

371. Select Save.
A confirmation screen displays. 

372. Select <Edit to return to the User Profile screen you just modified.
-OR-
Select Finish to return to the User Options menu. 

Note: After creating a new user, it is recommended that you assign the user to an assigned group. Until the user is linked to a security group, he or she does not have any security rights and will not be able to access any system functions. For additional help on this topic, see User's Assigned Groups.

User’s Profilexe "User’s Profile" \i
The User's Profile enables you to view and modify a user's basic information, login, security base, and status. In addition to name, contact, and login information, the user's profile specifies whether the user is a state employee, an administrator, and if the user is granted access to associated Sponsors only. These specifications affect which program functions the user may access. Furthermore, users specified as Active have access to all normal functions, while Inactive and Locked users are not permitted to login or access the system. 
Note:  Passwords cannot be changed within the user's profile. This function is accessed through the User Manager. For information regarding resetting passwords, see Reset User's Password. 
To access User’s Profile

373. On the blue menu bar, select Security. 

374. Select User Manager.
The Search for User screen displays. 

375. On the Search By drop-down list, select the type of search, enter the Last Name, User Name or CNIPS ID in the text box, and then select Search.
—OR—
Select All to display a list of all users.
A list of users matching the search criteria displays.

376. Select the User you wish to access.
The User Options menu displays. 
377. Select User’s Profile.
The User’s Profile screen displays.
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Figure 61: User Profile screen
To view or modify a user’s profilexe "User Manager: To view or modify profile" \i
378. Access the User's Profile you wish to view or modify through the User Manager. 

379. Modify any desired information. 

380. Select Save.
A confirmation screen displays. 

381. Select <Edit to return to the User Profile screen you just modified.
-OR-
Select Finish to return to the User Options menu.

Note: To make any modifications, MODIFY must be selected on the Edit menu in the top-right corner.

To delete a User’s Profile xe "User Manager: To delete profile" \i
WARNING: Once a profile has been deleted, it cannot be restored. Use caution before deleting profiles.

382. On the blue menu bar, select Security. 

383. Select User Manager.
The Search for User screen displays. 

384. On the Search By drop-down list, select Last Name or User Name, enter all or part of the Name in the text box, and then select Search.
—OR—
Select All to display a list of all users.
A list of users matching the search criteria displays. 

385. Select the User you wish to access.
The User Options menu displays. 

386. Select User’s Profile.
The User Profile screen displays. 
387. On the Edit menu, select DELETE.
A warning displays. 

388. Select Delete.
A confirmation screen displays. 

389. Select Finish to return to the User Options menu. 
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Figure 62: User’s Assigned Group(s) screen
To add a user to assigned group(s) xe "User’s Assigned Groups: To add user to group" \i
390. On the blue menu bar, select Security. 

391. Select User Manager.
The Search for User screen displays. 

392. On the Search By drop-down list, select Last Name or User Name, enter all or part of the Name in the text box, and then select Search.
—OR—
Select All to display a list of all users.
A list of users matching the search criteria displays. 

393. Select the User you wish to access.
The User Options menu displays. 

394. Select User’s Profile.
The User Profile screen displays. 
395. In the Security Base section of the form, check the checkboxes next to any groups this user is to have access to. 

Note:
To make any modifications, MODIFY must be selected on the Edit menu. 

User’s Security Rightsxe "User’s Security Rights" \i
The User Security Rights feature enables administrators to set security rights for an individual user. These rights determine the areas within the system's programs and modules the user is granted access. 
When a user has assigned groups, the groups' default security settings will apply and display in the user's security rights. No more rights may be given to the user than are given to the group. However, administrators may deny user's specific rights through this feature. Users cannot modify their own security rights. 
To access User Security Rights

396. On the blue menu bar, select Security. 

397. Select User Manager.
The Search for User screen displays. 

398. On the Search By drop-down list, select Last Name or User Name, enter all or part of the Name in the text box, and then select Search.
—OR—
Select All to display a list of all users.
A list of users matching the search criteria displays. 

399. Select the User you wish to access.
400. Select User’s Security Rights.
The User’s Security Rights screen displays.
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Figure 63: User’s Security Rights screen (partial graphic)

To modifyxe "User's Security Rights: To modify" \i a user’s security rights

401. On the blue menu bar, select Security. 

402. Select User Manager.
The Search for User screen displays. 

403. On the Search By drop-down list, select Last Name or User Name, enter all or part of the Name in the text box, and then select Search.
—OR—
Select All to display a list of all users.
A list of users matching the search criteria displays. 

404. Select the User you wish to access.
The User Options menu displays. 

405. Select User’s Security Rights.
The User’s Security Rights screen displays. 

Note:  To make any modifications, MODIFY must be selected on the Edit menu.
406. Modify the desired information.
407. Select Save.
A confirmation screen displays. 

408. Select <Edit to return to the User Security Rights screen you just modified.
—OR—
Select Finish to return to the User Options menu. 
Note: The security rights available to a user depend on the user's assigned groups. Only the security rights assigned to the user's assigned groups display in the user's security rights. If you wish to assign additional security rights to a user that are not displayed as options in the user's security rights, you will need to assign the user to the assigned group with the desired rights.

Reset User's Passwordxe "Reset Password" \i
The Reset User's Password enables you to reset a user's password required to login to the system.
Note:  Passwords can be reset for user's who have forgotten their passwords. If a user attempts to log in with an incorrect password, a Login Error will display. The user will be temporarily locked out of the system after six unsuccessful login attempts Remember, passwords are case-sensitive.
To access Reset User’s Password

409. On the blue menu bar, select Security. 

410. Select User Manager.
The Search for User screen displays. 

411. On the Search By drop-down list, select Last Name or User Name, enter all or part of the Name in the text box, and then select Search.
—OR—
Select All to display a list of all users.
A list of users matching the search criteria displays. 

412. Select the User you wish to access.
The User Options menu displays. 

413. Select Reset User’s Password.
The Reset User’s Password screen displays.
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Figure 64: Reset User’s Password screen
To reset a User’s Password

414. On the menu bar, select Security. 

415. Select User Manager.
The Search for User screen displays. 

416. On the Search By drop-down list, select Last Name or User Name, enter all or part of the Name in the text box, and then select Search.
—OR—
Select All to display a list of all users.
A list of users matching the search criteria displays. 

417. Select the User you wish to access.
The User Options menu displays. 

418. Select Reset User’s Password.
The Reset User's Password screen displays. 
419. Enter the New Password.

Note:
Default settings require a password to be at least six characters in length, containing one or more numbers. However, these settings can be changed by state administrators within the Configuration module.

TIP: Strong, secure passwords contain between 6 and 15 characters, including numbers, upper-case, and lower-case letters.

420. Confirm the New Password. 

421. Select Save.
A confirmation screen displays. 

422. Select <Edit to return to the Reset User's Password screen.
—OR—
Select Finish to return to the User Options menu. 
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