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SFSP Quick User Guide 

This guide will walk you through how to submit a SFSP application and a claim.   

For additional assistance with CNPWeb view the SFSP Computer Track video at: 

https://vimeo.com/117675967 
 
Step 1 – navigate to the CNPWeb 

 

Log into the CNPWeb (https://www.ade.az.gov/CommonLogon/logon.aspx). An easy way to get 
there is to Google “Arizona Department of Education” 

 

 
 
… And click on “COMMON LOGON” as shown in the picture below: 

 

 
 
Step 2 - Login 

 

Input your Username and Password at the login page: (see Figure 1) 
 
Figure 1 

 

 
 
Be sure to click on CNPWeb from the “Common Logon Application Menu”. Then click on the 

https://vimeo.com/117675967
https://www.ade.az.gov/CommonLogon/logon.aspx
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SFSP logo: (see Figure 2 below) 
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Figure 2 

 

 

 
 

Step 3 - Submitting the SFSP applications 
 

Click on “applications” link as shown in the picture below. 
 

 
 
The next page will open, and the information below will be displayed… 

 
Figure 3 

 
 
It is important to notice in Figure 3 that there are two main parts of the application: (1) one 
sponsor application, and (2) one or many sites depending on the number of SFSP sites your 
organization has. 

 

Additionally, it is important to send the two parts of the application in the correct order. The 
rule is: submit all of your site applications first, and then your sponsor application, second (See 
Figure 4, below.) 
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Figure 4 

 

 
A good strategy when submitting the applications is the work from the bottom up, as illustrated by the direction of 
the arrow. 

 
 

HOW TO SUBMIT THE SITE APPLICATION(S) 
 

As mentioned already, you will individually create each new site application, fill them out, 
and send each one to ADE. The steps below will take you through the process. 

Use the following three-step example to submit each of the site applications. 

 
1) Click “ ” under a site. (You can start with any site, but as mentioned 
before, it is a good strategy to work from the “bottom up”.) 

 
 

The next page shows an example of the site application that will open as a result of clicking 
on the “Create New Application” link. 
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2) Complete the form as indicated in the SFSP manual. When finished, scroll to the bottom 
and click “Submit” (as shown below). 
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You will see this message… 
 

 
 
3) … click “here”. 

 
 
Notice that the site has now been submitted and is in a “Not-Reviewed” status. 

 

 
 

 
Repeat steps 1-3 for each site. 
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Step 4 - Submitting the SFSP Sponsor Application 
 

Click on the “Create New Application” link as shown in the picture below: 
 

 
 

As shown below, the sponsor application will open and the fields will be empty. Complete the 
application. Answer the two certification statements and click the submit button at the bottom 
of the page. 
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A message will indicate that your sponsor application has been submitted. Click the “here” link 
to return to the main application screen. 

 

 
 
When you see both “Submitted to ADE” on the sponsor application and “Not-Reviewed” on the 
each of the site application(s), you have successfully submitted your ADE online application. 

 

If your organization has more than one site, your submitted online application may look like 
this: 
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Submitting claims on the CNPWeb 
 

The next step is to submit reimbursement claims. 
 

Step 1: Login to the CNPWeb If not currently logged in, login and select SFSP icon as instructed 
in Figure 2 on page 2. This time, instead of “applications”, you will click on, “claims”. 

 

 
 

Step 2: Choose the appropriate month. If you are submitting the current claim for the month 
that had just ended, the correct month will be automatically chosen by default. If not, change it 
as necessary. 

 

 
 

Step 3: Submitting the claims 
 

The best way to illustrate submitting a claim is with an example. Let’s say that you have 11 sites 
on your SFSP as shown in Figure 5. We are going to submit the first claim and we will do so with 
a site called Sunrise Elementary School. Click on “Create new claim” under the site name as 
illustrate in Figure 5. 
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Figure 5 

 

 
 

When you click the “Create New Claim” link, a blank claim form will open (see Figure 6). 
 
Figure 6 

 
 
Referring to Figure 6 and continuing with our example… If the number of days served is 14 and 
the number of meals served is 510, then calculate the Average Daily Participation (ADP) = Max 
Total Meals Served/Number of Days Served (e.g., 510/14 = 36.4), and key in those numbers as 
shown in Figure 7. Then click “save”. 
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Figure 7 

 

 
 

Click on “Claims” again (as you did in the picture at the top of page 8). You will see the following 
screen: 

Figure 8 

 
 
Notice that the Sunrise Elementary School site has been saved and is now in a “pending” status. 
Follow the same procedure in Step 3 (bottom of page 8) for the remainder of your sites. In other 
words, save all claims and put them in a “Pending” status. 

Following our example, if Sunrise Elementary School is your only site, then you have finished 
saving all of your sites and can go on to the next step. 
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Now that all of your site claims are in a pending status (hint, double-check now that this has 
been done), click the link:  as shown in Figure 8. 

 

Notice how each claim that you created is now in a submitted status. 
 

 
 
You have now completed the process of submitting a SFSP claim. 
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