
School Nutrition Programs 
CNPweb Update Step-by-Step Instructions 

 
Log on to CNPweb at https://cnp.ode.state.or.us 

 

 
 

Click on the purple puzzle piece 
 

 
 

https://cnp.ode.state.or.us/


Click on Program Year 2015 
(Note: most web page examples are from SY 2013) 

 

 
 

Click on the Applications tab (highlighted dark purple) 

 
 
 

 



Go to Sponsor Info Sheet 
Click add and review the data, which rolled over from 2013-2014 

Verify that all contact information is accurate 
(Information is used to contact you) 

Use upper and lower case (DO NOT USE ALL CAPS) 
 

 
 

Scroll to the bottom of the Sponsor Info Sheet 
Click box where it says “Check here to submit this form to the State for Approval” 

Click the submit button 

 
 
 
 
 
 
 
 



 
 
 

Click on here to return to the Sponsor Information Sheet Listing 
 

 
Go to the Site Info Sheets  

Click add and review the data which rolled over from 2013-2014 
Verify that all contact information is accurate 

(Information is used to contact you) 
Use upper and lower case (DO NOT USE ALL CAPS)  

 
# 39 - 42 Eligibility Official 

 
 

 
 
 
 
 



# 43 - 54 Review and update the general information about the site 
• #52 Indicate type of operation. If vended fill in food service provider on #53.  

# 55  Report current attendance factor and revise as needed in the fall 
# 56 - 58 Site Eligibility is filled in by CNPweb 
# 62 - 64 Area Eligibility is filled in by CNPweb 
# 65 - 71 NSLP-indicate if participating, claim months, OVS, and lunch prices 
# 72 - 80 SBP-indicate if participating, claims months, OVS, and breakfast prices 
# 82 - 88 Special Milk –indicate if participating, claims months, milk option 
# 90 - 95 Afterschool Snack-indicate if participating at 50% or greater (area eligible) or less 

than 50% (not area eligible), claims months, description of activity. If not area 
eligible indicate site in attendance area that is area eligible or price charged for 
snacks. 

# 96 -106       Seamless Summer Option: 
• If operating in July and August enter data 
• If operating in June go to Program Year 2014 and edit the site(s) 

 
 

 
 
 
 
 
 
 
 



Food Safety 
#107 1st Annual inspection (Food Safety) 
#108 Enter date inspection occurred 
#109 2nd Annual inspection (Food Safety) 
#110 Enter date inspection occurred 

 
There are 3 bullets to select from: 

1. Received inspection (enter inspection date) 
2. Inspection requested but not completed 

• Sponsor must submit a copy of the letter requesting an inspection with their offline 
forms (Packet tab has a sample request letter) 

3.  No inspection may only be used for new sites 
 

 
#111 - #116 Menu Planning 
#113 - #122 Accountability Procedures 

 
Special Note: #123 and #124 check where reimbursable meals are counted. 

A Point of Service (POS) other than end of line is an alternative and requires an 
explanation in item 124. The goal of a POS is an accurate reimbursable meal count by 
meal benefit category ensuring one program meal per child per day. In the explanation of 
an alternate POS be sure to include a description of how meals that are not reimbursable 
are excluded from the meal count by benefit category.  
If an alternate POS cannot give an accurate count, the site will be required to use end of 
line. 

 



MUST click box: “Check here to submit this form to the State for Approval” 
Click submit button to save information 

 
 

Return to packet tab scroll to the bottom 
Click on here to enter the date offline forms are submitted 

 
 
 
 
 
 
 



Click in the date sent column and enter dates that either forms or tasks have been completed 
Click submit button 

 
 
 
 
 

IMPORTANT! 
Return to Packet tab, scroll to the bottom 

Check the box “Submit to the State for Approval” 
Click on submit 

Your Packet status will now state Pending Approval 
 

Your assigned specialist will review required offline forms and CNPweb and either approve your 
renewal or send it back for correction. 

 
If you participate in the USDA Food Distribution Program please proceed on otherwise you will 

not be able to place your USDA Food order.  
 
 
 
 
 
 
 
 
 
 



 
 
 

Go to Programs 
Select the Green Food Distribution Program Puzzle Piece 

 

 
 

Click on Program year 2015 
 

  
 
 
 



The Sponsor Summary will show 
Applications tab will be dark green 

 

  
 

Go to the Sponsor Information Sheets line 
Click on edit and review information for accuracy 
Verify that all contact information is accurate 

 (Information is used to contact you) 
Use Upper and lower case (DO NOT USE ALL CAPS) 

Click Submit button to save. 
Return to the Application tab 

 

  
 



Go to the Delivery Location Information Sheet line 
 

  
 

Click edit and review information for accuracy 
Complete #19 and #20, do not change #21 

Click Submit button  
When the Delivery Location Sheet is completed the status on the Sponsor Summary page will 

say approved 
 

 
 

 
 



 
 

Go back to the Sponsor Summary 
Return to Sponsor Information Sheets line in uncertified status 

Click on edit 
 

 
 

Scroll down to #27  
Check the box “I certify the information on this form is correct” 

Click on the Submit button 

 
 

 
Return to the Sponsor Summary Application tab- You are done! 

 
 


