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Our Training Packet!

Application Contact 

Information

FAX: Cover Sheet

Power Point Slide 

Handout
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Recipe for 

Success/Helpful Hints
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By the end of today, you should be 

able to:
• Log in and log out of C-NIPS

• Know how to change your password

• Know basic navigation between tabs 

• Know how to 

1. Complete Sponsor Application

2. Complete Site Application(s)

3. Fill out Board of Directors

4.Complete the Sponsor Budget

5. Complete Checklist Items by

6.Downloading, Saving, and Uploading  Documents 

into CNIPSKentucky Department of Education, School 

and Community Nutrition C-NIPS TRAINING
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CNIPS HOME PAGE 

PASSWORD!

HELP!

User 

Manual!
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Notification: Change your Password!

Must have

• a capital letter

• a number

• a symbol

• Be between 10-12 characters

• Case Sensitive

Sign In to C-Nips Using Your 

New User Name and 

Password!
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Notification 

of Password 

Expiration

Always look here for important 

information and updates!

Click 

“application”

Kentucky Department of Education, School 

and Community Nutrition C-NIPS TRAINING
6



7/27/2012

4

Click on “Application Packet”-Centers
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Make 

sure all of 

this is 

correct!

Physical 

Address 

of 

Sponsor

Same?
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Program Contact. 

May or may not be 

the same as the 

Executive 

Director/Owner

If this is the same as 

Program Contact, mark 

here and the 

information will 

populate.

If this is the same 

as Program 

Contact, mark 

here and the 

information will 

populate.

If this is the same as 

Program Contact, mark 

here and the 

information will 

populate.
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READ!

CHECK AFTER
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Hit “SAVE” to 

save the 

information in 

your 

application.

Hit SAVE now!

Kentucky Department of Education, School 

and Community Nutrition C-NIPS TRAINING
12



7/27/2012

7

If there are 

errors, this page 

will come up. 

Saved WITH 

Errors

Click “edit” to go 

back to your 

sponsor 

application, 

or “finish” to go to 

your application 

packet.

ERRORS?
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Application 

Packet

Click on Modify to 

begin working on 

your sponsor 

application again. Notice Error 

Status
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The system 

will identify 

your errors 

for you! 

Correct Your 

Errors and 

SAVE again! 
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When your 

sponsor 

application 

is 

complete, 

the system 

will tell you 

that your 

work has 

been 

saved. 

CLICK on the Finish Button
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Notice the 

green check.  

That is GOOD! 

You need four 

green checks 

before you can 

submit your 

application 

packet to the 

State Agency

Board of 

Directors is 

NEXT! Click Add
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Click “ADD 

MEMBER.” 

All Sponsors 

will need at 

least one 

Board 

Member.
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Board 

Member 

Type

HOME Address

Related Board or 

Staff Members
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One 

Saved 

Board 

Member 

with No 

Errors
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How do I Delete a Board 

Member?1. Open Your Board Member by clicking 

on Modify

2. Click on Delete at the Bottom of the 

Page

3. Click on the RED delete button

SIDEBAR

Kentucky Department of Education, School 

and Community Nutrition C-NIPS TRAINING
21

Let’s Click on the BACK Button
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Do you 

have 

two

GREEN 

check 

marks? 

YAY!
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Let’s Work on the SPONSOR BUDGET 

DETAIL!

Click on 

Modify
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Total is Gathered 

from the TOTAL of 

last years 

reimbursement

Total of 

last years 

Food, 

Labor, 

and 

Supplies. 

Yearly 

Cost.

NOT 

Monthly

This Amount MUST BE a NEGATIVE Number. You 

always have to SPEND more than your 

REIMBURSEMENT!Kentucky Department of Education, School 

and Community Nutrition C-NIPS TRAINING
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“0”s go 

here for 

99% of 

you!

Check the 

Box AFTER 

Reading 

Thoroughly ONLY IF THE STATE AGENCY REQUESTS!

Click SAVE!
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Do you 

have 

three

GREEN

check 

marks? 

You did it!!
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Let’s Skip 

Down to the 

Site 

Application!
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Click on “Modify” to 

begin adding 

information about 

your first (or only) 

site.

All of your sites will 

already be listed.
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Click type of 

site

Tax 

Status

License  and 

Participant 

Information

Physical 

Address
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Mailing 

Address. If it is 

the same as 

the physical 

address, click 

the box.

Directions 

to Your 

Center (if 

necessary)

Affiliated/Unaffiliated 

Center

Pre-

Approval 

Visit 

Date

Center 

Contact
Kentucky Department of Education, School 
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Click 

Months and 

Days of 

Operation

Hours of 

Operation

Meal Times

At Risk Only

Weekend 

Hours

Additional 

Comments? Kentucky Department of Education, School 

and Community Nutrition C-NIPS TRAINING
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Information 

About Your 

Food 

Service

Participant 

Information

For 

Unaffiliated 

Sites Only
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Check the Certification!

Click SAVE!
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Look for 

the green 

arrow next 

to the site 

number.

That 

means 

good to 

go!
Click “back” to go back to your 

application packet.

Let’s Work on Our 

Checklist Items

Click on 

DETAILS 

next to 

Checklist
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Click on the Blue 

Link with your 

Sponsor Name
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Here is Your List of Checklist Items. 

The Statement of Authority and the Management Plan need to be 

downloaded into your computer, completed, and then uploaded back into 

the system!

SAY WHAT????
Kentucky Department of Education, School 
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Click on the Blue Link of the document in the 

checklist you want to download.Kentucky Department of Education, School 

and Community Nutrition C-NIPS TRAINING
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When the file download box appears, click on 

the “SAVE” button.
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Desktop

Click on the word “desktop” to select the place to save your 

document to.
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Click on the word “save” at the bottom of 

the page to save the document to your 

computer desktop.

SAVE
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A box will appear, letting 

you know your download 

is complete. Click “Open” 

to begin working on your 

document.
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Work on Your Document. Fill  Out 

All of the Answers Completely.

Kentucky Department of Education, School 

and Community Nutrition C-NIPS TRAINING
44



7/27/2012

23

Save Your Work 

When You are 

Finished. Click on 

the “File” tab.
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SAVE
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When you go back to your checklist, click on 

the paperclip to UPLOAD your document back 

into the system.

Paperclip
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Click on the BROWSE button to find 

your document
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1. Click on 

DESKTOP to 

find all of 

the 

documents 

on your 

desktop

2. Click on the Document you want to 

UPLOAD.
3. Click OPEN!

Kentucky Department of Education, School 

and Community Nutrition C-NIPS TRAINING
49

Click on SAVE to save 

your document to 

the C-Nips System!
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A Box will appear letting you know that your 

document is in the system!

Click Finish
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Your 

uploaded 

document 

will show up 

on the 

checklist 

page!
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Check mark the 

box after you 

have completed 

and uploaded 

each document

Always hit 

SAVE after 

you are 

finished!
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The Management Plan 

Document

1.Double Click on the 

Management Plan Link

2.Save  to Desktop
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PAGE 1
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Page 2
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Page 3

x
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Page 4 x

x

x

x

Kentucky Department of Education, School 

and Community Nutrition C-NIPS TRAINING
58



7/27/2012

30

Page 5

x

x
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x

x

x

Page 6
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Page 7

x

x

x
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Page 8
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1.Save Your Management Plan

2.Upload it Back into the 

System
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Do You See This Box?

Congratulations! You 

Did It!

Click “Finish!”
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Make sure all 

checklist item 

boxes are 

checked

1. Click SAVE!

Is the Link Under “Child and Adult Care Food Program 

Sites” BLUE? If Yes, Click on the Blue Link.
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Check Your Submitted Box and SAVE!

CLICK Finish

CLICK Back
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Do you 

have four

GREEN

check 

marks? 

I HAVE 

FOUR! 

Am I 

finished?
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YES!!

Four GREEN

Checks and 

One RED

“Submit for 

Approval” 

button 

means

You have  an 

application 

PACKET 

(including 

the site 

application) 

that is 

READY to 

SUMBIT!
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By now you should be able to:

• Log in and log out of C-NIPS

• Know how to change your password

• Know basic navigation between tabs 

• Know how to 

1. Complete Sponsor Application

2. Complete Site Application(s)

3. Fill out Board of Directors

3. Complete Checklist Items 

4.Download, Save, and Upload  Documents into 

CNIPS
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Your “Live” 

Application Packet 

will be available on 

August 10. You will 

not be able to 

complete any portion 

of your application 

until then.
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Kentucky Department of Education

CACFP

Child Nutrition Information and Payment System
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