CNP Web – User Quick Guide
Administrative Review Tool
Access the CNP Web site here https://me.cnpus.com/cnp/Login 
Off-site Assessment Tool
Completing the off-site questions:
Step 1: Sign in by entering your User Id and Password on the CNP Web homepage. 

[image: ]
Step 2: Select “SNP” under “Program Selection.”
[image: ]
Step 3: Select the school year being reviewed under “Program Year Selection.” 

[image: ]
Step 4: Click “E-Reviews” in the top left hand corner of the screen and select “E-Review Log by Sponsor.” 
[image: ]
Step 5: Click on the  [image: ] symbol under “E-Review Log”. This will open up the Review Summary Page. 
[image: ]

Step 6: Click the “Content” section on the left side of the screen. This will open additional sections to complete:
[image: ]

Resource Management – 1) Click “Resource Management” to open questions 700-712. 
[image: ]
2) There are four tabs (Non-Profit FS Account, Paid Lunch Equity, Nonprogram Foods Revenue, and Indirect Costs) that each must be selected and contain questions to anwser. Paid Lunch Equity is not required this year if operating SSO. Don’t forget to save after you answer each question.  As each question is answered and saved, the red box with the pencil will turn green to indicate completion. 
[image: ]
Step 7: District level off-site questions: 1) Click on the  [image: ] symbol under the blue portion of “Review Listing” to anwser the district level questions. 
[image: ]
2) There are five categories: Certification and Benefit Issuance, Verification, Meal Counting & Claiming, General Program Compliance, and IX Special Provision Options. As you anwser and save questions in each area, the red bar will change to green.  
Do not complete green questions – we will anwser on your behalf. 
[image: ]
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Step 8: Completing the Dietary Specifications tool
1) Click the  [image: ] icon under the yellow portion of “Review Listing” to complete the dietary specifications tool. 

[image: ]

2) Click on “Tools & Forms” on the left hand side of the page. 
[image: ]
3) Click on “Dietary Specifications Assessment.” The “Dietary Specifications Assesement Tool” will open.  Complete the tool for lunch and breakfast and save. 
[image: ]
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Uploading Requested Documents
Step 1: Sign in by entering your User Id and Password on the CNP Web homepage. 

[image: ]
Step 2: Select “SNP” under “Program Selection.”
[image: ]
Step 3: Select the school year being reviewed under “Program Year Selection.” 

[image: ]

Step 4: Click “E-Reviews” in the top left hand corner of the screen and select “E-Review Log by Sponsor.” 
[image: ]
Step 5: Click on the  [image: ] symbol under “E-Review Log”. This will open up the Review Summary Page. 
[image: ]
Step 6: Click on the [image: ] symbol to the right of the screen. This is where you will upload requested documents. 
[image: ]
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Submitting Corrective Action
Step 1: Click “E-Reviews” in the top left hand corner of the screen and select “Corrective Action Responses.” 
[image: ]
Step 2: This is the Corrective Action Responses navigation page. Here, School Nutrition Department and Maine State Agency staff can work together on Corrective Action needs. 
[image: ]

1) For each finding, select the pencil box to add a Corrective Action response. 
[image: ]
2) Each finding includes a description of the finding and Corrective Action needs. 
[image: ]

3) Enter your Corrective Action response. 
[image: ]
4) To upload supporting documentation if needed, click on the blue folder at the top right corner of the screen. 
[image: ]
5) Click “Upload Document(s) and select the file you wish to attach. 
[image: ]
6) Be sure to save after the response and file has been uploaded. 
[image: ]

Step 3: If you need to upload general files to support Corrective Action,  click the blue folder in the upper right hand corner of the Corrective Action Page. 
[image: ]
Click “Upload Document(s) and select the file you wish to attach. 
[image: ]

image5.png
W e 90 < Document1 - Microsoft Word

P Joanna Newsom Radio - No. 41 X \ # Administrative Reviews | Departr X @ ME Admin Review Application X + - X
vie ] e Pagelajout  References  Maiings  Revew
§ . p— : % — N D
<« C 00 © Notsecure | www.cnpwebsite.net/MECnpReviews/Tasks/SponsorTaskLog?SID=45001 * Q : | - Fenes New o -[12 | & 4" [ A+ EE IR oboceod] aaBbC aaBbec] Aa B Jaasbce faossc [t '\
Paste Bz dx x| -v-AEEEE |00 1o Spacing|| Heading 1 | Heading 2 Title subtite | subtle Emp.. | - ;—:

Apps [ Imported From IE ] SummerFood &% Policy|Foodand N.. |- NEOv23824 I eCFR—Codeoffe.. fb OfficeoftheState.. @ eAuthenticationfPRS S5 Mapping Tools for.. S PART 210—Nationa.. @ NEO Nutrition23  » 1 ormat painter
cipb nl font o e i

SNP  E-Reviews ~ 2 auburn ~ ]

Program Year: 2019  Sponsor: 14-Aubum Public Schools

E-Review Log B
CNP Web — User Quick Guide
Select Type Program Year Due Date Begin Date End Date Close Date Status Action Administrative Review Tool

SNP Administrative Review 2019 6/30/2019 Open @

Completing the Offsite questions
1) Sign in by entering your user Id and Password.

2) Select “SNP” under “Program Selection”™

3) Select’ ) under “Program Year Selection™

4) Select “E-Review Log by Sponsor” under the “E-Reviews” tab in the top right corner.

5) Click on the

5 © [ B | a o . - = ;) 343PM
g =5 — ® @ b € PELIR ™) oo t





image6.png
@ ME Admin Review Application X + - X
<« C 0 © Notsecure | www.cnpwebsite.net/MECnpReviews/Tasks/SponsorTaskLog?SID=39403 * 0 :
Apps [ Imported From IE ] SummerFood &% Policy|Foodand N.. |- NEOv23824 I eCFR—Codeoffe.. fb OfficeoftheState.. @ eAuthenticationfPRS S5 Mapping Tools for.. S PART 210—Nationa.. @ NEO Nutrition23  »
SNP  E-Reviews ~ 2 auburn ~
Program Year: 2019  Sponsor: 14-Auburn Public Schools
E-Review Log
Select Type Program Year Due Date Begin Date End Date Close Date Status Action
SNP Administrative Review 2019 6/30/2019 Open @
a o= 0] = - 212
o oo m B 6 @ B CLORLIB®Y )y

W e 90 < CNP Web AR Quick Guide for SFAs docx - Microsoft Word

ome |JCE

e
Pt
paste

Page Layout  References  Mailngs  Review

EX IR

4 copy
e e | B 7 Wokex x| -w-oA == EE|lE | 0-m-
ciph nl font o s g

ooy 12 | A X [ Aue

nasbceod| AaBbC(| AaBbCc| A B | aasb el aomnccod ‘: A
vesdng2 | T | subtite ||subte mp..| - [Ghange
Stes

1No Spacing|| Heading 1
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left hand corner.
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complete:

symbol under “E-Review Log”. This will open up the Review Summary

1. Resource Manage

6) District level off-site questions will be highlighted in blue - Click on the symbol under
“Review Listing” to anwser the questions. Remember to save after you select your anwser.
There are five categories, each of which will have questions to answer. Red means that
questions still need to be anwsered while green means there are complete.
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1. Resource Manage — Click “Resource Management” to open questions 700-705.

6) District level off-site questions will be highlighted in blue - Click on the symbol under
“Review Listing” to anwser the questions. Remember to save after you select your anwser.
There are five categories, each of which will have questions to answer. Red means that
questions still need to be anwsered while green means there are complete.

1. Certification and Benefit Issuance
2. Verification

3. Meal Counting & Claiming

4. General Program Compliance

5. IX Special Provision Options
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hand side of the screen.
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