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By the end of today, you should be

able to:
* Login 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
Kentucky DcpartmlnthCMPsSyoo\

and Community Nutrition C-NIPS TRAINING

CNIPS HOME PAGE

HELP!

User

M I
PASSWORD! ) / anua

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING
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Sign In to C-Nips Using Your
New User Name and
Password!

Notification: Change your Password!
Must have
* acapital letter
* anumber

a symbol

Be between 10-12 characters
Case Sensitive . o e 5

Notification
of Password
Expiration

Click
“application” Always look here for important

information and updates!

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING




Click on “Application Packet”-Centers

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

Make
sure all of
this is
correct!

Physical
Address

of
Sponsox

Same?

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING
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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.

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING
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CHECK AFTER

READ! —

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING
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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
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ERRORS?

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.

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING
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Application
Packet

Click on Modify to
begin working on
your sponsor
application again.

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

7

Notice Error
Status

14
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The system
will identify
your errors
for you!
Correct Your
Errors and
SAVE again!

Kentucky Department of Education, School 15
and Community Nutrition C-NIPS TRAINING

When your
sponsor
application
is
complete,
the system
will tell you
that your
work has
been
saved.

CLICK on the Finish Button

Kentucky Department of Education, School 16
and Community Nutrition C-NIPS TRAINING
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Notice the
green check.
That is GOOD!
You need four
green chec
before you can

submit your

application
packet to the
State Agency

Board of
Directors is
NEXT! Click Add

Kentucky Department of Education, School

and Community Nutrition C-NIPS TRAINING v

Click “ADD
MEMBER.”
All Sponsors
will need at
least one
Board
Member.

Kentucky Department of Education, School

18
and Community Nutrition C-NIPS TRAINING
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Board
Member

Type

HOME Address

Related Board or /

Staff Members

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

19

One
Saved
Board

Member
with No
Errors

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

20

7/27/2012
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SIDEBAR

on Modify

2. Click on Delete at the Bottom of the
Page

3. Click on the RED delete button

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

How do | Delete a Board
1. Open Your Board Member by clicking Member?

21

Let’s Click on the BACK Button

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

22

7/27/2012
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Do you
have
two

GREEN
check

marks?

Kentucky Department of Education, School

and Community Nutrition C-NIPS TRAINING 23
Let’s Work on the SPONSOR BUDGET
DETAIL!
Click on
Modify
Kentucky Department of Education, School 2

and Community Nutrition C-NIPS TRAINING

7/27/2012
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Total is Gathered
from the TOTAL of
last years
reimbursement
Sponsor Complete FOR STATE USFE-ONLY
This Column Approved
A. ANTICIPATED ANNUAL CACFP REIMBURSEMENT
Number of sites anticipated for sponsorship
1.  Projected Total Annual Revenue % $0.00 TOtaI Of
last years
B. OPERATING EXPENSES Food,
1. Total Labor Costs (Salaries, Wages, Taxes and Benefits) $ $0.00 LabOr,
2.  Total Food Expenses 3 $0.00 and
3.  Supplies and Equipment 3 g Supp|ies.
4. Other § $0.00 Yearly
Total Operating Costs $0.00 $0.00
Cost.
C. NET OPERATING AMOUNT NOT
1. Difference (A-B) $0.00 $0.00 Monthly
This Amount MUST BE a NEGATIVE Number. You ,
always have to SPEND more than your
REIMBURSEMEMNTlcky Department of Educhtion, School 25
and-Community Nutrition-E-MNIPS TRAINING
“0”s go
here for
99% of
you!
Check the
Box AFTER
Reading
Thoroughly ONLY IF THE STATE AGENCY REQUESTS!
click SAVE!
Kentucky Department of Education, School 2%
and Community Nutrition C-NIPS TRAINING
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Do you
have
three
GREEN
check
marks?

,,4“-lIH|HH|H|I

Kentucky Department of Education, School

Let’s Skip
Down to the
Site
Application!

and Community Nutrition C-NIPS TRAINING

7/27/2012
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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.

Kentucky Department of Education, School

and Community Nutrition C-NIPS TRAINING 29
Click type of
site
Tax
Status \
License and
Participant  ~ — ——
Information
Physical /
Address
Kentucky Department of Education, School 30

and Community Nutrition C-NIPS TRAINING

7/27/2012
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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

A 4

Pre-
Approval >
Visit

Date /

Center Kentucky Department of Education, School
Contact and Community Nutrition C-NIPS TRAINING

31

Click
Months and

Days of
Operation/é

Hours of
Operation

Meal Times

At Risk Only

Weekend

Hours _—
Additional _____—>

Comments? Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

32

7/27/2012
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Information
About Your
Food

Service
ﬂ—<

Participant
Information

—

For /

Unaffiliated
Sites Only

Kentucky Department of Education, School

and Community Nutrition C-NIPS TRAINING 3
Check the Certification!
Click SAVE!
Kentucky Department of Education, School 3
and Community Nutrition C-NIPS TRAINING

17
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Look for
the green
arrow next
to the site
number.
That
means
goodlto Click “back” to go back to your
g0 application packet.
Kentucky Department of Education, School 35
and Community Nutrition C-NIPS TRAINING
Let’s Work on Our
Checklist Items
Click on
DETAILS
next to
Checklist \
Kentucky Department of Education, School 36
and Community Nutrition C-NIPS TRAINING
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Click on the Blue
Link with your
Sponsor Name

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

37

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!

KentuckyWrmt Q.E ?IOH, School
and Com ity A) E%d?J!\? S TRAINING

38

7/27/2012
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Click on the Blue Link of the document in the

checklist you want to download§ntuck\/ Department of Education, School 39
and Community Nutrition C-NIPS TRAINING

When the file download box appears, click on
the “SAVE” button.

Kentucky Department of Education, School

40
and Community Nutrition C-NIPS TRAINING

7/27/2012
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Click on the word “desktop” to select the place to save your
document to.

Desktop

Kentucky Department of Education, School

and Community Nutrition C-NIPS TRAINING 4
Click on the word “save” at the bottom of
the page to save the document to your
computer desktop.
SAVE
Kentucky Department of Education, School o

and Community Nutrition C-NIPS TRAINING

7/27/2012
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A box will appear, letting
you know your download
is complete. Click “Open”
to begin working on your
document.

Kentucky Department of Education, School

and Community Nutrition C-NIPS TRAINING 43
Work on Your Document. Fill Out
All of the Answers Completely.

Kentucky Department of Education, School 2

and Community Nutrition C-NIPS TRAINING

7/27/2012
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Save Your Wor,
When You afe
Finished. Click on
the “File” tab.

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

45

SAVE

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

46

7/27/2012
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When you go back to your checklist, click on
the paperclip to UPLOAD your document back
into the system.

Paperclip

Kentucky Department of Education, School

and Community Nutrition C-NIPS TRAINING &
Click on the BROWSE button to find
your document
Kentucky Department of Education, School 48

and Community Nutrition C-NIPS TRAINING

7/27/2012
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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 "9
Click on SAVE to save
your document to
the C-Nips System!
Kentucky Department of Education, School 50

and Community Nutrition C-NIPS TRAINING

7/27/2012
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A Box will appear letting you know that your
document is in the system!

Click Finish

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

51

Your
uploaded
document
will show up
on the
checklist

page!

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

52

7/27/2012
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Check mark the
box after you
have completed
and uploaded
each document

Always hit

SAVE after
you are _ )

finished!

Kentucky Department of Education, School 53
and Community Nutrition C-NIPS TRAINING

The Management Plan
Document

1.Double Click on the
Management Plan Link

2.Save to Desktop

Kentucky Department of Education, School 54
and Community Nutrition C-NIPS TRAINING
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PAGE 1

ADMINISTRATIVE VIABILITY

T. Corrplete the following l1st by writing down who is responsible for each task. Please write

the name of the position (for example, cook, director, etc.) and not the person's name:

Each task is required by CACFP reguiations

Task Staff Position Responsible
Who distributes and callects income eligibility Director

applications?

Who categarizes, signs and dates the applications? | Director

Who takes attendance daily?

Classroom Teachers

that each center is eligible ‘to'claim?

Who takes the daily meal counts at the point of meal | Cook
service?

If food is prepared by the sponsor, who completes | Cook
the daily menu recort

I meals are purchased from a vendor, who checks | NA

the delivery and signs the daily delivery invoices?

Whois responsible for ensuring meals meet Director
CACFP meal pattern requirements?

Who maintains written documentation of all expenses | Director
of the food senvice operation, including faod, paper

goods, equipment and payroll?

Who prepares the monthly claim form using the Director
income eligibility applications, attendance and meal

counts?

Who reviews the claimfor accuracy and completes | Owner
the edit checks?

Who provides the annual training for key staff? Director
Who conducts three or more monitaring visits to each | Director
center, each year?

(For-Profit centers Only) Who checks each month | Director

Page 2

2. Complete for personnel who will be invokeed in program labor for SACFP. Program labor
duties include cooking, serving. menu planning. daily recordkeeping responsibilities, and
cleanup of lkitchen and dining area. Total of program labor yearky costto CACFP in this
section must be reported 1N Uperating Expenses section In the budget area located 0 the
CTMIPS application packet

If the Sponsnris oot claiming program 1shoe cnsts then skin tn Goestinn 3

Name of Person

Program Labor

Total Yearly

Yearly Salary

Respons es Salary and Benefits | Claimed to CACFP
Jason MNutt Owversee Al Daily ¥30.000 F10.000
CAC T Mapervwork:
Christy Elrm Shop, Cook, Serve €27.000 F27.000
Food
Gary Birch Infant Tcachcr $27.000 F1=2,500
® B
3 E3
T =
® B
3 E3
E3 =
E3 =

3. Describe the Sponsor policy that restricts other employment by employees that interferes
with the program responsibiliies:

1.

The Oak Tree Day School and Child Care Center employees may be allowed outside
employment provided that such employment:

in no way interferes with the performance of the employee's duties, including CACFP-

related duties or responsibilities; and

is performed outside the employes’s approved work schedule and off (facility name)

premises.

7/27/2012
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FINANCIAL VIABILITY
1. List all non-CACFP activities and programs, both state and federal, from which your

Page 3 organization receives funds (including any subsidy payments)
g A, Child Care Council -Tuition Subsidh

B. STARS Quality Childears Initiative

c.

[=3

2. Within the past seven years, has the sponsor or any principles been declared ineligible to
participate in any other publicly funded programs for violating prograrm requirements?
Click twiceto check or
Oves X 1o uncheck the checkbox

If No, please skip to question #4

If Yes, provide a detailed explanation below and answer guestion #3

3. (If you answered Yesto Question 2 above) Were the violations corrected and eligibility
restored, including payment of debts owed?

O ves O Mo
If Yes, submit docurnentation of reinstatement, including proof of payrent of debts, if
applicable

If No, please provide a detailed explanation helaw.

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

4. Has the sponsoror any of the sponsor's principals been convicted of any activity that
occurred within the past seven years that indicated a lack of business integrity?

Page 4 O ves Bd Mo

If ¥Yes, please provide a detailed explanation belows:

. Has your organization been terminated or determined to be "Seriously Deficient” By the
CACFP or in any other federal child nutrition program in Kentucky or in any other state
during the prior seven years?

Oves RXno

B. Have any of your agency's employees/board members served as employees/board
members for any agency terminated from the CACFP in Kentucky or in any other state

during the prior seven years?

Oves DAno

7. Doesvyour agency contract for goods or services with any employee, board members, or
rmermber of their immediate family?

Oves Dho

If Yes, complete the following infarmation

Centracting Agency or Name Relationship

Business

Kentucky Department of Education, Sthool

and Community Nutrition C-NIPS TRAINING

7/27/2012
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Page 5

8. If the funding generated by the sponsor or the sponsored facilitylies) is not sufficient, give
source of revenue to be used to caver the shortfall (Describe the revenue by source)

Savings and CD’s

8. Describe the sponsors plan for repayment of CACFP reimbursement should an over claim
he assessed

The sponsor will immediately writea check to the State Agency from the sponsor's
checkingand/or savings account,

10. Does your agency have any outstanding debt resulting for a civil judgment by a local,
state, federal court or regulatory agency? O ves @ Mo

If Yes, please describe:

11. Does your agency hawve any outstanding debt resulting from the nonpayment of payroll
taxes to the IRS? O ves X o

If Yes please describe:

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

Page 6

SIVIL RIGHTS COMPLIANGE
T Sermplisnce and enforeement = an sdministrative responsibily in the Chiid

ograms. | he United States Lepartment of Agncutturs (USLMY) has based its ol
e B ItanG, o Shveral Chil NS Tae e ating T B of the BaoLaton Amontmonts
which prohibits discrimination on the basis of sex; the Americans With Disabilities Act of 1990;
Age Discrimination Act of 1975; and the Civil Rights Restoration Act of 1987 which prohibits
HISCAMINATINN NASR (N Face, CORr, A0 BEtonal argin TNORTNRE THRSA STATITRS Ann
reguiations prohibit discrimination in all USDA programs and activities on the basis of race,
color, nationst origin, sex, age, o disabilify_AS an INstitution participating in the USDA funded
CACIT, you rmust NOT discrirminate in the operation of your program and activities on the
basis of race, Color, Rational origin, sex, aue, or disabiity

C
Ci

Id and Adult Care Food Program
| Rights C

1.1s the current” . AND JUSTICC FTOMRALL"Y DDSter displawed Erumment\v in all service areas
(sttes and applicable administratrve otfices)? I ve On

If Mo. doscribe your time and plan to_come into compliance

2.1s the current official version of the IISCLA nondiscrmination policy statement included on all
aterials (parent handbooks, brochures, HISrS, ProMONONE| MEterals, menus)
lhal roention USDA ur the CACFP? K ves [ m T}

It No, describe your time and plan to come into compliance

3. Does your institution use a News Release inform application, participants, potentially
eligible persons, and grassroots organizations on how they can participate in the CACFP,
including eligibility requirements; benefits, services, and changes in services, locations, and
hours of service? B ves O o

If N, describe your time and plan to come into compliance.

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

7/27/2012
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4. Does your institution hawve an established procedure to receive complaints alleging

discrimination that includes the
a. Do staff members receive training an the approved civil rights complaint procedure?

Mves Oho
Date of Training for CACFP Year2012-2013

Page 7

b. Do staff members understand the approved procedures far receiving and farwarding
an alleged civil rights cormplaint?

ves DO No
c. Are civil rights complaint forms available at all sites and applicable administrative
offices?
b ves ONo

If you answered No to any of the answers a-c abave, describe your time and plan to
come into compliance

Kentucky Department of Education, School 61
and Community Nutrition C-NIPS TRAINING

Please provide the following infermation:

Page 8 (1) Percentage breakdown of eligible population by racial-ethnic categary for the elementary
schoal nearest your center. The link to the racial/ethnicity report for KDE schoals is on
SCN's website at
http:ffeducation.ky gowKDEAdDministrative+Fesources/School+and+ Community+Mutritio
n/Mutrition+Programs/CHILD+AND+ADUL T+CARE+FOOD+PROGRAM htrm

(2) The number of participants enralled in the CACFP program at your center

]
ETHNIC RACIAL
Native Z2or
Black or Hawaiian More
Hispanic African | American or Pacific Races/
No. | or Latino | White | American | Indian Asian Islander Other
a 50 g || 15 o i 5oyl o 1o |le o
2. 20 g 5 # 0 1} F 0 Il o # 10 g
Type Name of Person Completing A t _Jason hutt

Date B8/15/2012

Checklist

¥ Have you answered all the question items?

¥ Forany question items requiring a detailed response, have you completed the
description for coming into compliance?

v ?
Have you printed VD%Q?%EFB%&% %qptngégrgyucat\on School 62
and Community Nutrition C-NIPS TRAINING

7/27/2012
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1.Save Your Management Plan

2.Upload it Back into the
System

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

63

Do You See This Box?

Congratulations! You
Did It!

Cli K ((Fi H h 124
<cnt9ky epar mcnnflécamoﬁ, School

and Community Nutrition C-NIPS TRAINING

64

7/27/2012

32



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.

7/27/2012
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Check Your Submitted Box and SAVE!

CLICK Finish

CLICK Back

7/27/2012
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Do you
have four
GREEN
check
marks?

| HAVE
FOUR!
Am |

finished?

YES!!

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

69

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!

Kentucky Department of Education, School
and Community Nutrition C-NIPS TRAINING

70
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By now you should be able to:

* Login 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 Iltems
4.Download, Save, and Upload Documents into
CNIPS

Kentucky Department of Education, School

and Community Nutrition C-NIPS TRAINING 7

Your “Live”
Application Packet
will be available on
August 10. You will

not be able to You wiyy have gp
complete any portion OPportunjty ¢, ask
of your application questions gt ann
until then. training /1 vl
g!

Kentucky Department of Education, School

72
and Community Nutrition C-NIPS TRAINING

7/27/2012

36



SVMply,

C-. NIPS

Kentucky Department of Education
CACFP

Child Nutrition Information and Payment System

Kemtucky Department of Education, Schoot
and Community Nutrition C-NIPS TRAINING
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