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Welcome to the California Department of Education (CDE) Child Nutrition Information and Payment System (CNIPS) user manual for the system’s Food Distribution Program (FDP) module. The CNIPS is a software solution for Nutrition Program management. This system utilizes the Internet to provide FDP users with efficient and immediate access to agency contracts, commodity ordering, entitlement, inventory and all other FDP functions.

System Benefits and Features

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

· A single software system, which manages information regarding agency contracts, entitlement, inventory, orders and many other Food Distribution Program (FDP) functions.  

· A single database, which works behind the scenes to combine configuration information that can be utilized across the Child Nutrition Programs.

· 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. 

User Manual

This user manual is intended for use by the CDE FDP Agency users. It is designed to provide a general understanding of how to use the system to perform FDP 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 system pages and forms

· Step-by-step instructions for utilizing the system 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 an administrator and granted access to the FDP Module. Once this is complete, you may use the Internet and your assigned user ID and password to access and log into the CNIPS. (System Setup is not covered in this manual.)

Accessing the System XE "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://www.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 site. 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 on XE "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 Password field is case-sensitive, so be sure to use upper and lower-case letters if necessary.

4. Select Log On.

Note:  If you do not have a User ID and Password, contact your Security 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 password XE "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 from between six to twelve characters in length, one or more numbers and one or more symbols. However, these settings can be changed by state administrators within the Configuration module.  

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.

Content Overview

The CNIPS contains key elements that provide basic information about your location within the system or that simplify basic tasks, such as system navigation. (A School Nutrition Program screen displays as an example. For general purposes, functions described here are identical for FDP screens.) 
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Figure 3: 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 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.

	Selected Agency
	Your selected organization name and information displays as you perform tasks within the system.

	Logout
	The logout button displays in the menu bar. Logout before exiting the system.
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Figure 4: Common Application Components–Screen Options (highlighted)
Some screens in the application offer the user some or all of the following options: View, Add, Modify, Delete, and Internal Use Only. The Screen Options area is located on the right side of the screen directly beneath the colored bar. (A School Nutrition Program screen displays as an example. Functions are identical for FDP screens.)
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.

	Add
	Presents the screen in ‘add’ mode. In this mode, fields on the screen are empty and field data is enterable by the user. After selecting the save button, a new record is added with the information that was entered. (The screen example does not show this option.)

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

	Internal Use Only
	(State users only) This is available for screens that have an Internal Use Only section which is typically at the bottom portion of the forms on the Application Menu. Selecting on this screen option will result in the internal use fields being editable. This option is only available to state users and as with all screen options, only those options for which users have security access will be available to that user.


Programs Home Page XE "CNIPS Programs Page" \i  
Once you successfully log on, the Programs home 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, agency users will not have access to the Accounting, Configuration, and Security tiles, because these programs are for State users only. 
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Figure 5: CNIPS Programs Page

	Select 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


Food Distribution Program Home Page XE "Food Distribution Program Home Page" \i 
After logging on using your assigned user name and chosen password and selecting the Food Distribution Program button, you will be taken to the Food Distribution Program Home Page. All FDP menu functions are accessible from this screen within the blue menu bar. 
To access the Food Distribution Program home page

Log on to the CNIPS.

On the Programs screen, select Food Distribution Program. 
The FDP Module Home Page displays. 
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Figure 6: Food Distribution Program Home Page

From the FDP home page, you can select a menu item from the blue menu bar at the top of the page. The menu bar contains only menu items specific to the Food Distribution 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

	Operations
	Contracts – Manage FDP Contracts 

Entitlement – Manage FDP Entitlement
Allocations – Create and Manage Commodity Allocations
Agency Orders – Manage Agency Orders
Shipping – Manage Agency Shipments 

Surveys – Create and Manage Commodity Surveys
Inventory – Manage Inventory
Food Orders – Create and Manage Food Orders

Processors – Processors Applications and Activity Reports and Maintenance
Invoicing – Process Invoices
FDP Maintenance – FDP Maintenance

	Agencies
	Orders – Submit and Track Commodity Orders
Surveys  - Survey Entry Forms 

Commodity Allocations – View or Decline Commodity Allocations
Invoices – View/Print FDP Invoices

Contract - Submit and Maintain Annual Commodity Contract Packet and View Contract Entitlement

	Reports
	Report List—Contains all reports available in the FDP Module.

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

User Manager - Displays User Manager for selected agency (if no agency has been selected, the agency Search screen will first display.)
Note: This menu item should be used when creating agency User IDs.  The Security module (selected from the Programs screen) should be used when creating State User IDs.


Error Processing XE "Error Processing" \i 
All information entered and saved on the site is checked to ensure it conforms to data entry guidelines and system rules. The site 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. These errors must be corrected before you can proceed.
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Figure 7: Input Error (Partial)

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 submitted Warnings appear in blue and indicate something out of the ordinary, but not crucial to the approval of the agreement or form. 
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Figure 8: Warning Code and Description
Selecting a Year XE "Selecting a School Year" \i 
Information displays for the selected school year only. Upon logging onto 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 users 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 year

1. Select Year on the blue menu bar at the top of the page.
The Year Select screen displays.

Select the year you wish to select.

Note: The selected year is indicated by the <Selected to the right of the year.
2. Use the menu bar to return to your task in the program.
Agencies XE "Agencies" \i 
The Agencies menu is the agency user’s gateway to many of the important Food Distribution Program functions. See the menu below and the following sections for more information on orders, surveys, commodity allocations, invoices, and contract functions. 
Agencies Menu XE "Agencies Menu" \i 
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Figure 9: Agencies Menu

Orders XE "Orders" \i 
The Orders menu is your access point to order commodities, view commodity orders, and request extended storage. You can also view shipments and report overages, shortages, and damages. 
To access orders 

3. On the blue menu bar, select Agencies. 

Select Orders. 
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Figure 10: Orders menu screen

Open Orders  XE "Open Orders" \i 
To create a new order XE "Open Orders: Create new" \i 
4. Select Orders from the Agencies menu.
5. Select Open Orders.
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Figure 11: Open Orders screen

6. Select the Program Year from the dropdown.
7. Select the Program from the dropdown.

8. Select Continue >>.
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Figure 12: Open Orders - SNP screen

9. Select New Order. 
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Figure 13: New Order - SNP screen

10. Select the Program Year from the dropdown.

11.  Select the Delivery Location from the dropdown.

12. Select the Warehouse from the dropdown.
13. Select the Order Type from the dropdown, if applicable.
14. Select Continue >>.
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Figure 14: Allocation Order Form - SNP screen

15. Select the Delivery Period from the dropdown.

Note: For Agency users, the Delivery Type field is display only.  
16. Select the Delivery Type from the dropdown, if applicable.

17. Enter order quantities in the textboxes.

18. Select Calculate Entitlement to display entitlement values
-OR-
Select Continue >>.
19. Review order and select Submit Order.
To view or modify an order XE "Open Orders: View/modify" \i 
20. Select Orders from the Agencies menu.
21. Select Open Orders.
22. Select the desired criteria (selection of an Agency or Vendor Number is required).

23. Select Continue >>.

24. Select the Order Number link to View.
-OR-
Select the Modify link to modify. 
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Figure 15: Agency Order - SNP screen (Order Number link)

25. If modifying, make any desired changes.
26. Select Calculate Entitlement to display entitlement values
-OR-
Select Continue >>.
27. Review order and select Submit Order.
To delete an order XE "Open Orders: Delete" \i 
28. Select Orders from the Agencies menu.
29. Select Open Orders.
30. Select the desired criteria (selection of an Agency or Vendor Number is required).

31. Select Continue >>.

32. Select the Order Number link to View.

33. Select Delete Order.
Order Inquiry XE "Order Inquiry" \i 
The Order Inquiry function enables you to view order details and activity.
To search for an order XE "Order Inquiry: Search" \i 
34. Select Orders from the Agencies menu.
35. Select Order Inquiry.
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Figure 16: Order Inquiry screen
36. Enter Inquiry Criteria in the respective fields.

Note: An agency or vendor number is required. 
37. Select the Order Status from the dropdown.

38. Select a Display Orders By radio button.
39. Select Continue >>.
A list of orders displays from the selected criteria. 
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Figure 17: Order Inquiry SNP screen 

To view order details XE "Order Inquiry: View order details" \i 
40. Select Orders from the Agencies menu.
41. Select Order Inquiry.
42. Search for an order (see preceding topic).

43. Select the Order Number link to view that order.
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Figure 18: Agency Order - SNP screen (Order Number link)

To view order activity XE "Order Inquiry: View order activity" \i 
44. Select Orders from the Agencies menu.
45. Select Order Inquiry.
46. Search for an order (see preceding topic).

47. Select the Activity link for an order.
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Figure 19: Agency Order Inquiry - SNP screen (Activity link)

Extended Storage Request XE "Extended Storage Request" \i 
The Extended Storage Request function enables you to transfer commodities from an order into extended storage. 

Note: An extended storage agreement is required to transfer commodities (The agency’s contract states if this agreement is on file with the state). 
To create a new extended storage request XE "Extended Storage Request: Create new" \i 
48. Select Orders from the Agencies menu.
49. Select Extended Storage Request.
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Figure 20: Extended Storage Request screen 
50. Use the criteria to select the following:

· Program Year

· Program

· Agency or Vendor Number

· Warehouse
51. Select Continue >>.
[image: image25.png]Extended Storage Request - SNP

VIEW

Agency: CITY UNIFIED SCHOOL DISTRICT
Vendor Number: 388

[ Reauest# Warehouse Tegin Storage Date Request bate

Requested By

30032 North Warehouse 4/1/2009 1/19/2010

Developer

e





Figure 21: Extended Storage Request - SNP screen 

52. Select New Request.
[image: image26.png]Extended Storage Request - SNP

Agency: CITY UNIFIED SCHOOL DISTRICT
Vendor Number: 388

Extended Storage Request Form

Warehouse: North Warshouse Begin Storage Date: 04/01/2009

Aveilable  Quantity

Commodity Quantity  transfer

Bonus Commodities:

A061 - Beans Green #10 = °
USDA Value: §12.00

Processing Fee: $24.14

Pack Size: 6/210

Entitlement Commod;

A061 - Beans Green #10 B °
USDA Value: §12.00

Processing Fee: $24.14

Pack Size: 6/210

A174 - Potatoes Wedges s °
USDA Value: $14.00

Processing Fee: §0.00

Pack Size: 6/5 L8




[image: image27.png]A346 - Apple Sliced Frz
USDA Value: $0.00
Processing Fee: $0.00
Pack Size: 30 Ib ctn

Total Units to Store






Figure 22: Extended Storage Request - SNP screen (New)

Note: The Begin Storage Date is defaulted to the first day of the agency's current open distribution period. This field is display only.
53. Enter the Quantity to Transfer in the textbox for each desired commodity.

54. Select Continue >>.

55. Review and select Submit Request.
To view extended storage request details XE "Extended Storage Request: View details" \i 
56. Select Orders from the Agencies menu.
57. Select Extended Storage Request.
58. Use the criteria to select the following:

· Program Year

· Program

· Agency or Vendor Number

· Warehouse
59. Select Continue >>.
60. Select the Request # link from the list.
The Extended Storage Request details display.
Shipping Inquiry XE "Shipping Inquiry" \i 
The Shipping Inquiry screen enables the user to search for shipments to a specified agency based upon selected criteria. 
To view a shipment detail XE "Shipping Inquiry: View shipment detail" \i 
61. Select Orders from the Agencies menu.
62. Select Shipping Inquiry.
63. Search for a Shipment using the search criteria.
[image: image28.png]Shipment Search

‘Shipping Inquiry

Program Year:
Program:

Vendor Number

Delivery Locatior

Order Number:
(Optional)
Commod

Delivery Date Range:

2009-2010 ~
ED -

CITY UNIFIED SCHOOL DISTRICT-388  ~

Lakewood Dist Center

All Commodities

From: B through:

@




Figure 23: Shipping Inquiry screen

64. Select Display Shipments.
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Figure 24: Shipping Inquiry screen

65. Select an Order Number link.
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Figure 25: Shipping Inquiry screen

66. Select Back or Cancel when finished.
Shipment Overages, Shortages, & Damages Reporting XE "Shipment OS&D Reporting" \i 
The Shipment OS&D Reporting function allows agency users to report Overages, Shortage, and Damages issues with their deliveries. The Shipping OS&D Reporting – Shipment Search screen enables users to search for shipments based upon selected criteria.
To report overages, shortages, & damages
67. Select Orders from the Agencies menu.
68. Select Shipment OS&D Reporting.
69. Search for a Shipment using the search criteria.
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Figure 26: Overages, Shortages & Damages (OS&D) Reporting screen

70. Select Display Shipments.
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Figure 27: Overages, Shortages & Damages (OS&D) Reporting screen

71. Select Report. 
[image: image33.png]Overages, Shortages & Damages (OS&D) Report - SNP

o

XVZ School District
ey

Vendor =

shipment Information

Program Year: 2008 - 2009
Order Number: 12112

‘Ship Dat

12/24/2008

Delivery Location:

%12 Elementary School
1234 Main Street

Anytown, CA

94501

Commodities

Enter the number of undamaged units that were received. Report damaged units received as Units

Cameged.
teem nis  units units
Number Commodity back size __shipped __Received _bamaged
645006 Apple Sices Caned a0 w [ = o
056419 Beans, Green, Canned a0 v [ w
200169 Spaghett Souce, Mestess a0 1 W
005485 peaches Cup .4 02 ez se/asozam o [ 5
e7ast1 Tomatoes, Diced a0 a [ =w

Comments:

T

o [ 11




Figure 28: Overages, Shortages & Damages (OS&D) Report - SNP screen

72. Enter the number of Units Received in the respective textboxes.

73. Enter the number of Units Damaged in the respective textboxes.

74. Enter any comments. 

75. Select Continue >>.
76. Review information and select Submit Report.
To resolve overages, shortages, & damages
77. Select Orders from the Agencies menu.
78. Select Shipment OS&D Reporting.
79. Search for a Shipment using the search criteria.
80. Select Resolve. 
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Figure 29: Overages, Shortages & Damages (OS&D) Resolution - SNP screen

81. Describe how the OS&D issues were resolved in the Resolution textbox.

82. Select Continue >>. 

83. Select Submit Resolution.

To view overages, shortages, & damages
84. Select Orders from the Agencies menu.
85. Select Shipment OS&D Reporting.
86. Search for a Shipment using the search criteria.
87. Select View. 
88. View desired information.

89. Select < Back or Cancel when finished.
Surveys XE "Surveys" \i 
The Surveys function enables agency users to view and complete surveys. 
To search for a surveys XE "Surveys: Search for" \i 
90. On the blue menu bar, select Agencies. 

Select Surveys. 
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Figure 30: Survey Entry – Survey Search screen

Select Program Year from dropdown list. 

Select Program from dropdown list.

Select Customer from dropdown list
-OR-
Enter Customer Number in textbox. 

Select Continue >>. 
A list of Available Surveys displays for the agency. 

Select the Survey # link to display survey details. 

[image: image37.png]Survey Entry - SNP.

Customer: CITY UNIFIED SCHOOL DISTRICT

Customer Number: 388

Available Surveys

Participation Survey.

Survey # Status Survey Type Survey Name DueDate Status
1104 ‘Submitted periodic Survey ‘SptiSPeriodicSrvy1 9/25/2009  Open
1106 Submitted Annual Survey AnnualSep 10/1/2009  Open
1107 Not Participating Annual Survey Sep2009 9/30/2009  Open
1108 ‘Submitted Annual Survey Survevi3d 9/29/2009  Open





Figure 31: Survey Entry – Available Surveys screen

To complete a survey XE "Surveys: Complete" \i 
91. Select a Survey # (link) from the list of available surveys.
92. Select Open Orders.
93. Complete the survey form.
-OR-
Select the checkbox to indicate that “you will not participate in this survey.”
94. For annual surveys, select Submit Survey.
For periodic surveys or processing surveys, select Continue >>.
Note: You can select the Calculate Entitlement button to calculate the Estimated Entitlement Used, Estimated Fees, and Estimated S&H values before selecting Continue >>. This information also displays on the Survey Entry – Submit screen.
95. Select Continue >>.
96. Review information and select Submit.
Note: For periodic and processing surveys, the number of units that an agency can request may or may not be limited.
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Figure 32: Survey Form – Annual screen
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Figure 33: Survey Form – Periodic screen
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Figure 34: Survey Form - Processing screen

Commodity Allocations XE "Commodity Allocations" \i 
Users can access the Allocation Inquiry and Decline Allocation functions from the Commodity Allocations. 
To access Commodity Allocations
97. On the blue menu bar, select Agencies. 

Select Commodity Allocations. 
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Figure 35: Commodity Allocations menu
Allocation Inquiry XE "Allocation Inquiry" \i 
The Allocation Inquiry screen enables an agency to search for an allocation and view allocation details.
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Figure 36: Allocation Inquiry – Allocation Search screen

To view allocation details XE "Allocation Inquiry: View allocation" \i 
98. On the blue menu bar, select Agencies. 

Select Commodity Allocations. 

Select Allocation Inquiry.
Enter any desired search criteria.

Note: An Agency Name or Vendor Number is required. 
Select Search.
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Figure 37: Allocation Inquiry – SNP screen

Select an Allocation Name link to view the Commodity Allocation Report 
-OR-
Select a Qty Remaining link to view the Allocation Detail.
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Figure 38: Commodity Allocation Report screen
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Figure 39: Allocation Inquiry – Allocation Details screen

Decline Allocation XE "Decline Allocation" \i 
The Decline Allocation screen provides agencies with the ability to refuse regular allocations of a commodity. An agency’s entitlement is charged for commodities at the time the allocation is made, declining allocations allows the agency to return their entitlement for commodities they have no intention of ordering. Allocations must be refused prior to the allocation ‘Refuse By’ date set for the allocation and only remaining quantities can be refused.
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Figure 40: Decline Allocation screen
To decline an allocation
99. On the blue menu bar, select Agencies. 

Select Commodity Allocations. 
Select the Program Year from the dropdown.
Select the Program from the dropdown.

Select Continue >>.
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Figure 41: Decline Allocation - SNP screen  

Select the Allocation Name link.
Enter the Quantity Declined in the textbox(es).
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Figure 42: Decline Allocation - SNP screen

Select Continue >>.
Select Decline Allocations.
Note:  Refusing an allocation of a commodity will adjust the agency’s entitlement accordingly and result in the commodity being moved to Surplus Inventory.

Invoices XE "Invoices" \i 
The Invoices function allows Agency users to view and print their invoices for remittance. The Invoices screen enables the user to search for invoices.
To 

100. On the blue menu bar, select Agencies. 

Select Invoices. 
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Figure 43: Invoices screen

Select a Program Year from the dropdown.

Select a Program from the dropdown. 

Select an Agency from the dropdown.
-OR-
Enter a Vendor Number.

Select Continue >>.
Select an Invoice Number link.
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Figure 44: FDP Invoices – SNP screen
101. Select an Invoice Number link.
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Figure 45: FDP Invoices – SNP screen

102. Select Print Invoice to print.

Contract XE "Contract" \i 
The Contract menu option enables agency users to submit and maintain their annual commodity contract packet and view contract entitlement information. 
To access Contract
103. On the blue menu bar, select Agencies. 

Select Contract. 
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Figure 46: Contract menu

Contract Packet XE "Contract Packet" \i 
The Food Distribution Program Contract Packet is the starting point for all tasks related to the agency’s annual commodities contract. This screen contains all contract and forms for an agency’s contract packet, including the Agency Information Update / Certification, Contacts information, and Delivery Location information. 

An agency information header displays in a box at the top of the screen and contains the Agency name and Vendor Number. In addition, it displays the Packet Status, Packet Approved Date (if applicable) and Contract Status.

An Annual Contract can only be deleted if there are no records associated with the contract (i.e., Allocations, Orders, etc.).
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Figure 47: Food Distribution (FDP) Contracts (selection) screen
To access the contract packet
104. On the blue menu bar, select Agencies. 

Select Contract. 

Select Program Year from the dropdown.
Select Program from the dropdown.

Select Continue >>.
The agency’s Contract Packet displays.
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Figure 48: Food Distribution Program Contract Packet– FDP screen

To view a Contract  XE "Contract: View" \i 
105. Access the Food Distribution Program Contract screen.

106. Select View for FDP Contract.

107. Select Cancel when finished.
To update Customer Information and Certify Inventory  XE "Contract Packet: Update Customer Information and Certify Inventory" \i 

 XE "Update Customer Information" \i   XE "Certify Inventory" \i 
Agencies must update this information once a year after their contract packet has been rolled over from the previous year. Once the contract packet is approved, the form is view-only. 

108. Access the Food Distribution Program Contract screen.

109. Select View or Modify for Agency Information Update/Certification.

110. View or revise any desired information. 

111. If viewing, select Cancel.
-OR-
If modifying, select Save.
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Figure 49: Agency Information Update/Annual Inventory Certification screen
To view or modify Contact information XE "Contract Packet: View or modify contact information" \i 

 XE "Contact Information: View/modify" \i 
The following section pertains to Program, Ordering, and Billing Contact information. Contact Information for each contact type must be created for each agency, as this contact information will appear on various documents printed using the Reports functionality. 

112. Access the Food Distribution Program Contract screen.

113. Select View or Modify for the Program, Ordering, or Billing Contact. 

114. View or revise any desired information. 

115. Select the checkbox for the Contact Information Certification, if applicable.

116. If viewing, select Cancel.
-OR-
If modifying, select Save.
TIP: You can copy information from a saved Contact by selecting the “Copy contact information from” checkbox at the top of the form. For example:
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Figure 50: Commodity Contact Profile screen
To view or modify a Delivery Location Profile XE "Contract Packet: View a delivery location profile" \i 

 XE "Delivery Location Profile" \i 
117. Access the Food Distribution Program Contract screen.

118. Select View for the desired Delivery Location.

119. Select < Back when finished.
To submit a contract packet for approval XE "Contract Packet: Submit" \i 

 XE "Submit contract packet" \i 
All components of the contract packet must be complete before an agency can submit the packet for approval. 

120. Access the Food Distribution Program Contract screen.

121. Select Submit for Approval.
The screen re-displays and displays that the packet has been submitted for approval in the Packet history section.

To withdraw a contract packet  XE "Contract Packet: Withdraw" \i 

 XE "Withdraw contract packet" \i 
Agencies may choose to withdraw a contract packet after it has been submitted for approval. Withdrawing only removes the contract packet from its Submitted state. All contract packet information is retained by the system. Once the agency is ready, the packet can be re-submitted.

122. Access the Food Distribution Program Contract screen.

123. Select Withdraw Packet.
The screen re-displays and displays that the packet has been withdrawn in the Packet history section.

Contract Entitlement XE "Contract Entitlement" \i 
The Contract Entitlement function enables you to view entitlement distribution, entitlement used, and remaining entitlement amounts for your agency. 
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Figure 51: Contract Entitlement – SNP screen

To view entitlement distribution detail XE "Contract Entitlement: View entitlement distribution detail" \i 
124. On the blue menu bar, select Agencies. 

Select Contract. 

Select Contract Entitlement.
Select the link under the Agency column.
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Figure 52: Entitlement Distribution Detail – SNP screen

To view entitlement distribution history XE "Contract Entitlement: View entitlement distribution history" \i 
125. On the blue menu bar, select Agencies. 

Select Contract. 

Select Contract Entitlement.
Select the link under the Entitlement Distribution column.
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Figure 53: Contract Entitlement – SNP screen

Select the Manual Adjustment link to view the adjustment details. 
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Figure 54: Entitlement Distribution Adjustment – SNP screen

To view entitlement distribution usage XE "Contract Entitlement: View entitlement distribution usage" \i 
126. On the blue menu bar, select Agencies. 

Select Contract. 

Select Contract Entitlement.
Select the link under the Entitlement Used column.

Note: Selecting a link in the Description column displays the Commodity Allocation Report.
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Figure 55: Entitlement Usage – SNP screen 

Reports XE "Reports" \i 
Reports for the Food Distribution Program are available to users through the CNIPS Reports component. 

About Reports

The Reports component of the FDP module enables users to run, view and print reports by utilizing information gathered and logged by the application. The Report List contains all reports available within the module and is divided into groups. Each report is categorized and listed alphabetically under these groups. As new reports are added to the CNIPS, this menu will expand to show those new reports.

Once a user selects a particular report, the CNIPS may prompt the user for additional information needed before building the report, such as a particular Fiscal Year, Claim Month, Agency, and/or Sort Order.

While all reports are available to state users, agencies users have access to only certain reports. Therefore, the Reports menu will only display categories containing reports to which the user has access.

To view report  XE "Reports: To view" \i 
127. On the blue menu bar at the top of the page, select Reports.
The Report List displays. 
TIP: Use the Report Filter to filter Report list by Report Group. For example, to display only USDA Reports, select USDA Reports from the drop-down list and select Apply Filter. The Report List automatically refreshes.
128. Select the report you wish to view from the Report List.
The report parameters screen may display.

129. If required, use the drop-down lists and/or text fields to enter parameters.

130. Select Create Report.
The report displays in a new window.

Note:  The report will not open in a new window if you have a pop-up blocker running on your system. If this occurs, hold down the CTRL key and select Create Report again.
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Figure 56: Food Distribution Program Reports (Partial)
Report Parameters XE "Report Parameters" \i 
Most reports require one or more parameters to be entered in order to customize the report to the user’s specific needs. Report parameters may limit data contained in the report or control how the information is sorted or grouped. Below is an example of types of report parameters that may be used for running a report.
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Figure 57: Report Parameter – Recipient Customer Contracts Report
Report

Below is an example of a report displayed in SQL Report Services. XE "Crystal Viewer®." \i 
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Figure 58: Sample Report

The report displays in the right-hand pane. Use the scroll bar to scroll through the report or the right and left arrows ◄ ► to navigate through the report one page at a time.

To print the report, select on the printer icon then use the printer setup dialogue box to indicate what you wish to print.

Reports displayed as Web pages are printed using the Web browser ‘Print’ button.

To export report  XE "Reports: To view" \i 
131. On the blue menu bar at the top of the page, select Reports.
The Report List displays. 
TIP: Use the Report Filter to filter Report list by Report Group. For example, to display only USDA Reports, select USDA Reports from the drop-down list and select Apply Filter. The Report List automatically refreshes.

132. Select the report you wish to view from the Report List.
The report parameters screen may display.

133. If required, use the drop-down lists and/or text fields to enter parameters.

134. Select Create Report.
The report displays in a new window.
135. Select the format to export from the dropdown list (shown in the following figure).

136. Select Export.
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Security XE "Security" \i 
Security is an important part of the integrity of the CNIPS. The Security component of the FDP module is the access point to user-level security settings. Individuals may change their password through the Change Password feature, while administrators and State users can manage other user-level security settings through the User Manager. In addition, State and agency users with security clearance can manage individual user settings within the User Manager. 

Note: The Security component of the FDP module is primarily intended for agency users and administrators. State users may prefer to access the Security module through the CNIPS programs menu.
Security menu XE "Security menu" \i 
The Security menu is the access point to the Change Password function. 
Change Password XE "Password: To change" \i 
System security is greatly enhanced by regularly modifying your password.
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.
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Figure 59: Security Menu screen

To access Change Password

137. On the blue menu bar, select Security. 

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

139. Enter your New Password. 

140. Re-Enter your New Password. 

141. Select Save.
A confirmation message displays. 

142. Select <Edit to return to the Change Password screen you just modified.
-OR-
Select Finish to return to the Security menu. 
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Figure 60: Change Password screen
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