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Revised September 2016 
“Step by Step Instruction: How to Submit the 
Verification Report in CNP Verification” is intended 
for the School Food Authorities in the state of 
Arizona. All regulations are specific to operating the 
National School Lunch Program under the direction 
of the Arizona Department of Education.  
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Intended Audience and Content 

• This How-To-Guide is intended for Local Educational Agencies (LEAs) 
operating the National School Lunch Program (NSLP) who are 
required to complete the CNP Verification Summary Report (VSR). 

• The following slides provide guidance on how to submit the 
Verification Summary Report (VSR) using the Arizona Department of 
Education (ADE) CNP Verification system.  

• Attendees are expected to already understand the process of 
verification. Please review the online course below before 
continuing: 

 Verification Overview 
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Step by Step 
Instruction: 
How to Submit 
the Verification 
Report in CNP 
Verification 

http://www.azed.gov/health-nutrition/files/2016/09/verification-reviewrevised-9-20-16.pdf


Objectives 

At the end of this training, attendees should be able to: 

• understand how to report verification; 

• become familiar with the verification report requirements and 
deadlines; and 

• be able to document submission of the Verification Summary 
Report (VSR). 
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Step by Step 
Instruction: 
How to Submit 
the Verification 
Report in CNP 
Verification 



Comprehension 
Check 

Throughout this guide there will be comprehension quiz questions 
to test your knowledge and help you apply what you’re learning.  

 

Be sure to review these quiz questions and the answers, available 
within the guide.  

 

This icon will indicate a comprehension quiz question, and the 
background of the slides will be a light blue like you see on this slide.  

4 



5 

Step by Step 
Instruction: 
How to Submit 
the Verification 
Report in CNP 
Verification 

Definitions  

Common Logon: An online portal that houses web access to different 
reports and program applications for multiple program areas within 
ADE. Throughout the program year, ADE will require LEAs to submit 
reports using this online portal.  

Program Year (PY): The operating period for Child Nutrition Programs, 
which is July 1-June 30.  

Verification Summary Report (VSR): An online report that summarizes 
all the verification activities that took place as of October 1 such as total 
enrollment, total number of applications selected for verification, and 
any documentation from households.  



 
 
 
  
 
 
 
 
 
 
 
 
 
 
 

The Step by Step Instruction will include:  
 
 
 
 
 
 
 
 
 
 
 
The following slides will only cover how-to instructions for submitting the verification 
report. Please refer back to the ADE Online Training Library  for other How-To-
Guides regarding operation of the program.  
 
 

Verification Overview Slides 7-11 

Verification Reporting Requirements Slides 12-25 

Log into CNP Verification Slides 26-40 

CNP Verification Report  Slides 41-60 

Documenting Submission of the 
Verification Report 

Slides 61-67 
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Step by Step 
Instruction: 
How to Submit 
the Verification 
Report in CNP 
Verification 

http://www.azed.gov/health-nutrition/nslp/training/


  Verification Overview 
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Verification 
Overview 
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What is Verification?  

 Verification is the process of confirming the eligibility for free and 
reduced-price meals under the National School Lunch Program.  

 Verification MUST include either confirmation of income eligibility 
or confirmation that the child is eligible to receive benefits from 
assistance program s. 

 At state or local discretion, verification may also include 
confirmation of any other information on the application that is 
required as a condition of eligibility.  



Verification 
Overview 
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Nov. 15 

Complete verification 
activities  

First Day of 
School 

Oct. 1 

You have this long to 
COMPLETE verification! 

You have this long to 
REPORT verification! 

Feb. 1 

At or around the beginning 
of the program year:  
• The school collects 

student eligibility by 
searching for students 
participating in assistance 
programs in an online 
matching system and also 
by collecting household 
applications. 

• The school processes 
application information at 
face value and approves 
the child for meal benefits.   

Submit report  

Oct. 1- Nov. 15 
Starting Oct. 1, count all 
of the paper-based 
applications (certified at 
face value)  that did not 
match on CNP Direct 
Certification. Use this 
total to calculate how 
many applications you 
will need to verify. You 
have until Nov. 15 to 
verify these applications.  

Feb. 1 
Verification report 
must be submitted 
electronically through 
CNP Verification.   

Verification 
report is due  



Verification 
Overview 
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     Prepare 

• Review NSLP 
Eligibility Checklist. 

• Organize all 
approved 
applications. 

• Count the total 
number of 
applications subject 
to verification. 

          Calculate 
and Select 

• Calculate the 
number of 
applications to verify 
and select 
applications.  

 

   Verify 

• Conduct CNP 
Direct Verification. 

• Contact 
households (when 
necessary) 

• Review 
documentation that 
is submitted by 
households.  

     Report 
 

• Submit the online 
verification report to 
the Arizona 
Department of 

Education.  

Verification: Four-Phase Process 

This how-to-guide only reviews Phase 4 of the verification process. 
Please refer back to ADE Verification Webpage for more resources 
on the other three phases of verification.  

http://www.azed.gov/health-nutrition/nslp/training/


Verification 
Overview 

Verification Guides  

ADE has released a series of verification guides that explain what 
data should be entered into each field. It is recommended that you 
download the verification guide that is specific to how you operate 
the National School Lunch Program (NSLP): 

Operate regular NSLP 

• Regular NSLP  

Operate Special Assistance  
• All sites are operating in their Base Years  

• Operate in their Base Year and Regular NSLP  

• All sites are operating in their Non-Base Years  

• Operate in their Non-Base Year and Regular NSLP  

• All sites operate the CEP Only  

• Operate in the CEP and Regular NSLP  

Residential Child Care Institutions  
• RCCI with Day Students  

• RCCI with NO Day Students  11 

http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-regular.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-base-year-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-regular-and-base-year.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-special-assistance-non-base-year-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-special-assistance-non-base-year-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-special-assistance-non-base-year-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-schools-with-regular-and-non-by.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-schools-with-regular-and-non-by.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-schools-with-regular-and-non-by.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-special-assistance-cep-only.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-regular-and-cep.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-rccis-with-day-students.pdf
http://www.azed.gov/health-nutrition/files/2012/01/verification-report-instructions-rcci-no-day-students.pdf


  
Verification Reporting 

Requirements 
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Verification 
Reporting 
Requirements  

Reporting Requirements  

Each year, Local Educational Agencies (LEAs) must report:  

• their enrollment data as of October 31st; and 

• how many applications were selected for verification and if the 
households responded with appropriate documentation. 

LEAs will report this data electronically on the verification report 
through common logon.  

 

13 
Common Logon 



What is Common Logon? 

Common logon is an online portal that houses web access to 
different reports and program applications for multiple program 
areas within ADE. Throughout the program year, ADE will require 
LEAs to submit reports using this online portal.  
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Common Logon Application Menu: List of all ADE web 
applications. Each web application holds permissions to a 
different report and/or database.  

Verification 
Reporting 
Requirements  



How do I obtain access to Common Logon? 

ADE will provide individual users with a Common Logon username and 
password and access to specific common logon applications. 

Users must submit the form Common Logon Permissions for NSLP in 
order to receive a username and password, and access to CNP 
Verification. 

The form can be found on ADE Program Forms Webpage. 

 

 

Permission 
Form 
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Verification 
Reporting 
Requirements  

http://www.azed.gov/health-nutrition/nslp/program-forms/
http://www.azed.gov/health-nutrition/nslp/program-forms/


Common Logon Permissions for 
NSLP 

For access to CNP Verification, check off the 
box titled Check here to request CNP 
VERIFICATION permissions OR to keep them if 
you received them previously. 

The form must be signed by the designated 
official or authorized signer (found on the 
LEA’s Food Program Permanent Service 
Agreement).  

The form can be emailed to the contact 
information listed on the top of the form. ADE 
will process the request within 7-10 days and 
notify the individual requesting permissions.  

Contact ADE at (602) 542-8700 if you have 
questions while completing this form.  
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Verification 
Reporting 
Requirements  
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Verification 
Reporting 
Requirements  

Why do I need to submit a Verification Summary 
Report if I do not collect applications/ or do 
verification? 

LEAs are required to report enrollment information on the 
verification report. Even if the LEA is not required to conduct 
verification, the LEA still needs to report their enrollment 
information no later than February 1st.  



Comprehension 
Check 

What is the one data set all LEAs must submit on the Verification 
Summary Report?  

 

A. Meal prices and enrollment 

B. Enrollment and verification results (if applicable) 

C. Average Daily Attendance and enrollment 

D. Verification results and meal prices 
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Comprehension 
Check 

What is the one data set all LEAs must submit on the Verification 
Summary Report?  

 

A. Meal prices and enrollment 

B. Enrollment and verification results (if applicable) 

C. Average Daily Attendance and enrollment 

D. Verification results and meal prices 

All LEAs must report their enrollment and the results of 
verification if applicable. If an LEA does not conduct verification, 
they must still submit their enrollment using this report. Refer to 
slide 13 to review this guidance.  
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When is the earliest I can submit my verification report?  

You can submit the verification report once you have all of the 
information needed; you do not have to wait until February 1st  to submit 
the report.  

In 2013-2014, the verification report was changed and no longer requires 
LEAs to report non-responders past November 15th. LEAs should have all 
data required to submit the report by November 16th. All non-responders 
as of November 15th will be reported as didn’t respond and their eligibility 
status will be changed to paid.  

If you were not required to conduct verification, you are able to submit 
your verification report as soon as ADE releases the current year’s report 
online. This typically occurs around November 15th.   
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Verification 
Reporting 
Requirements  



Comprehension 
Check 

What application in common logon is needed in order to submit 
the verification report? 

 

A. CNP Web 

B. CNP Direct Certification/Direct Verification 

C. CNP Menu Certification 

D. CNP Verification 
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Comprehension 
Check 

What application in common logon is needed in order to submit 
the verification report? 

 

A. CNP Web 

B. CNP Direct Certification/Direct Verification 

C. CNP Menu Certification 

D. CNP Verification 

The verification report is submitted in CNP Verification. Refer to 
slide 16 for guidance about how to access CNP Verification and 
how to request access if no one at your site currently has it.  
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Do I need to send in the applications that were 
selected for verification to ADE along with their 
supporting documentation by February 1st?  

No. You only need to submit the verification report to ADE by 
February 1st. All applications selected for verification and their 
documentation is kept on file at the LEA.   
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Verification 
Reporting 
Requirements  



If February 1st falls on a weekend, can the report be 
submitted by Monday?  

Yes, if the reporting due date falls on a weekend or holiday, the 
verification report must be submitted to ADE by the next business 
day.  

 For example, in school year 2014-15, February 1st fell on a Sunday so 
the report had to be submitted no later than Monday, February 2nd. 

ADE strongly encourages the report to be submitted as close to 
November 15th as possible.   
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Verification 
Reporting 
Requirements  



What happens if I do not submit my Verification 
Summary Report by February 1st?  

Any LEA that does not submit their report by February 1st will have 
their reimbursements placed on hold until the verification report is 
submitted and will be required to attend a mandatory training the 
following program year. 
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Verification 
Reporting 
Requirements  



Log into CNP Verification 
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Log into CNP  
Verification  

1. Go to the ADE Health and Nutrition Webpage: 
http://www.azed.gov/health-nutrition/nslp/.  
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http://www.azed.gov/health-nutrition/nslp/
http://www.azed.gov/health-nutrition/nslp/
http://www.azed.gov/health-nutrition/nslp/


Log into CNP 
Verification  

2. Click on                    found on the upper right of the 
webpage.  
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You must have a username and password in order to access 
Common Logon.  
 
*If you do not have a username and password: 
• Complete the form Common Logon Permissions for NSLP/Direct 

Certification, requesting Direct Certification permissions, and send 
to ADE. This form can be found on the ADE Program Forms 
Webpage.  

• Receive a common logon username and password to access CNP 
Verification in 7-10 days. 

 
 

Log into CNP 
Verification  

A new webpage will load. It should look like this screen:  
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http://www.azed.gov/health-nutrition/nslp/program-forms/
http://www.azed.gov/health-nutrition/nslp/program-forms/


Log into CNP 
Verification  

3. Enter your Username and Password.  
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Log into CNP 
Verification  

31 

You have successfully logged into Common Logon.  
 

After logging in, your webpage will show all common logon applications 
you have access to.  



Log into CNP 
Verification  

4. Click on CNP Verification. 
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You must have access to CNP Verification.  
This is an additional option on the Common Logon Permissions form.  
 
*If you already have a user name and password, but do not see the CNP 
Direct Verification option, follow the instructions on slide 16.  



Log into CNP 
Verification  

You have successfully logged into the CNP Verification 
System.  

A new screen will load. It should look like this: 
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5. Click Enter/View Verification Summary.  
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Log into CNP 
Verification  



6. Click on                       circle and click search               
current program year’s report as shown below:  
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Log into CNP 
Verification 

LEA Name (00-00-00-000) 

LEA Name (00-00-00-000) 



7. Click on current program year’s report as shown 
below:  
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Log into CNP 
Verification 

LEA Name (00-00-00-000) 

LEA Name (00-00-00-000) 



8. Open your verification report by clicking                                   .  
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Log into CNP 
Verification 



A new webpage will load. It should look like this screen:  
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Log into CNP 
Verification 

On the left side of the screen is the 
navigation menu. This menu never 
goes away. When you click on the 
different hyperlinks in the blue 
within the navigation menu, they 
will open in the white space shown 
on this screen.  

 



9. Click                       for helpful information about verification.   
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Log into CNP 
Verification 
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Log into CNP 
Verification 

10. Click                              to begin entering data into Part I of 
the verification report. 



CNP Verification Report 
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CNP 
Verification 
Report 

Entering data into the verification report 

There are two types of ways to enter information into the 
verification report: dropdowns, and blank fields.  

42 

Blank fields: user types the 
answer directly into the 
report.  

Dropdown: user must 
select one of  the answers 
provided when clicking the 
dropdown. These choices 
are also written below the 
question.  

 



Comprehension 
Check 

What additional resource does ADE make available online to help 
you understand what data to enter in each section of the report?  

 

A. Verification guides for each type of operation. 

B. Another Step-by-step presentation like this one. 

C. A narrated, animated, recorded presentation. 

D. There isn’t an additional resource. This is the only guidance for 
submitting the report.  
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Comprehension 
Check 

What additional resource does ADE make available online to help 
you understand what data to enter in each section of the report?  

 

A. Verification guides for each type of operation. 

B. Another Step-by-step presentation like this one. 

C. A narrated, animated, recorded presentation.  

D. There isn’t an additional resource. This is the only guidance for 
submitting the report.  

There are detailed guides for each type of operation available on 
the ADE Verification webpage. Refer to slide 11 for more 
information and links that will take you directly to the 
verification guides.  

44 



CNP 
Verification 
Report 

Part I: Enrollment, Application, and Eligibility Information 
(Pre-Verification) 

1. Enter data directly into the empty boxes shown on the report.  
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CNP Verification 2015-
2016- All Sponsors  
 
 



2. Once all data has been entered, click           found at the 
bottom of the webpage.  
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CNP 
Verification 
Report 



The verification report contains internal edit checks, 
meaning that the report will flag errors for certain fields 
if an incorrect value is entered.  
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CNP 
Verification 
Report 

CNP Verification 2015-
2016- All Sponsors  
 

If you have a message 
with this icon         you have 
an error message. 
Reference the top of the 
page to view the message.  
 

The questions that have 
an error are marked with 
this icon        .   
 



How do I know if the data saved in Part I? 

The navigation menu will display the status of your report.  
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The folded paper icon next to Part I and Part II 
reflects the status of each Part:  

       means no data has been entered or saved.  

        means data has been entered and saved. 

        means data has been saved but there are 
errors found.  

 

In the example on the right, Part I data has 
been entered and saved. There is no data 
entered in Part II.  

CNP 
Verification 
Report 



CNP 
Verification 
Report 

3. Once your data for Part I has been entered and saved, 
click                                                to begin entering data into 
Part II of the verification report. 
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Comprehension 
Check 

How do you navigate from Part I to Part II of the report?  

 

A. Notify your specialist when you complete Part I and they will 
unlock Part II for you.  

B. Wait for an automatic email from ADE after you complete Part 
I. It will have a link for Part II 

C. Click Save at the end of Part I and use the navigation menu on 
the left side of the screen to click on Part II. 

D. Once you finish Part I, Part II automatically appears.  
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Comprehension 
Check 

How do you navigate from Part I to Part II of the report?  

 

A. Notify your specialist when you complete Part I and they will 
unlock Part II for you.  

B. Wait for an automatic email from ADE after you complete Part 
I. It will have a link for Part II 

C. Click Save at the end of Part I and use the navigation menu 
on the left side of the screen to click on Part II. 

D. Once you finish Part I, Part II automatically appears.  

The navigation menu on the left side of the screen is always 
available and should be used to move through the various parts 
of the report. Review slides 39 for guidance about how to 
navigate through the report.  
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Part II: Results of Verification 

4. Enter data directly into the empty boxes shown on the report.  
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CNP 
Verification 
Report 

CNP Verification 2015-
2016- All Sponsors  
 
 



5. Once all data has been entered, click           found at the 
bottom of the webpage.  
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CNP 
Verification 
Report 



The verification report contains internal edit checks, 
meaning that the report will flag errors for certain fields 
if an incorrect value is entered.  
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CNP 
Verification 
Report 

CNP Verification 2015-
2016- All Sponsors  
 

If you have a message 
with this icon         you have 
an error message. 
Reference the top of the 
page to view the message.  
 

The questions that have 
an error are marked with 
this icon        .   
 



How do I know if the data saved in Part II? 

The navigation menu will display the status of your report.  
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The folded paper icon next to Part I and Part II 
reflects the status of each Part:  

       means no data has been entered or saved.  

        means data has been entered and saved. 

        means data has been saved but there are 
errors found.  

 

In the example on the right, Part II data has 
been entered and saved.  

CNP 
Verification 
Report 



You can review your verification report by clicking                                                 
, found on the navigation menu.  
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CNP 
Verification 
Report 



CNP 
Verification 
Report 
    

6. Once you are done reviewing your verification report, 
you can submit it by clicking                                                . 
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Once the report is 
submitted, you are unable to 
edit the verification report.  
 

If you have submitted, but 
need to edit data, please 
contact your School 
Nutrition Programs 
Specialist.  



Comprehension 
Check 

How do you submit the report once it is complete?  

 

A. Click Save at the end of Part II and the report will automatically 
be submitted.  

B. Email your specialist once all the data is entered and they will 
unlock the submit button.  

C. Click Save at the end of Part II, then click Submit the Verification 
Report in the navigation menu on the left side of the screen.   
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Comprehension 
Check 

How do you submit the report once it is complete?  

 

A. Click Save at the end of Part II and the report will automatically 
be submitted.  

B. Email your specialist once all the data is entered and they will 
unlock the submit button.  

C. Click Save at the end of Part II, then click Submit the 
Verification Report in the navigation menu on the left side of 
the screen.   

Remember, the navigation menu on the left side of the screen 
never goes away. The verification report will not be submitted 
until you click Submit Verification Summary in this menu. Refer to 
slide 38 to review this guidance.  
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Why am I getting error messages when I try to submit 
my verification report? 

An error message is an indication of errors in your data. In the 
example below you can see that the user is receiving error messages 
because the data entered in Part I contains errors and there is no 
saved data in Part II. You are only able to submit the verification 
report when both sections have data without errors.   
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CNP 
Verification 
Report 



Documenting Submission of the 
Verification Report 
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Documenting submission  

• The following slides will guide you through the process of 
documenting the submission of your verification report. 

• Attendees are expected to already understand how to navigate 
through CNP Verification to access the verification report. 
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Documenting 
Submission of  
the Verification 
Report  

Verification 
Report 



Documenting 
Submission of  
the Verification 
Report  

1. Confirm the status of the verification report you 
submitted. The status should show Submitted to ADE as 
shown below:   
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LEA Name (00-00-00-000) 

LEA Name (00-00-00-000) 



Documenting 
Submission of  
the Verification 
Report  

2. Hard copies are not required, but if you would like to 
print a copy of the completed report, click into the report 
you wish to print 
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LEA Name (00-00-00-000) 

LEA Name (00-00-00-000) 



Documenting 
Submission of  
the Verification 
Report  

The report will show a read-only copy, it should look like 
this:  
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Documenting 
Submission of  
the Verification 
Report  

3. Click             found on the top internet menu, and click         .   
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All documents collected for verification must be kept 
on file for a minimum of five years. This includes but is 
not limited to: 

 applications selected for verification; 

 tracking forms; 

 documents provided by the household; and 

 any documentation showing correspondence was attempted 
(for example, a note that says household was called on 10/15). 

Documentation must be readily available for ADE during an 
Administrative Review.  
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Documenting 
Submission of  
the Verification 
Report  



Technical Assistance 
If you have any questions about what data to enter 
into the report, refer to the Report Guides found in 

Phase 4 on the Verification Webpage at:   
http://www.azed.gov/health-

nutrition/nslp/verification/  
 

You can also contact your NSLP Specialist for 
additional assistance.  
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End of Training 

Congratulations!  
You have completed the Step by Step Instruction: How to Submit 
the Verification Report in CNP Verification. 

In order to count this training towards your Professional Standards 
training hours, the training content must align with your job duties.  

Information to include when documenting this training for 
Professional Standards:  

 Training Title: Step by Step Instruction: How to Submit the 
Verification Report in CNP Verification  

 Learning Code: 3110  

 Key Area: 3000- Administration 

 Length: 1 hour 

Please note, attendees must document the amount of training hours indicated on 
the training despite the amount of time it takes to complete it.  
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Request a 
Certificate 

 



End of Training 

Requesting a Training Certificate   
Please click on the link below to complete a brief survey about this 
training. Once the survey is complete, ADE will create a certificate 
of completion and email it to you within 10 business days.  

 

https://www.surveymonkey.com/r/OnlineHowToGuides  

 

The information below is for your reference when completing the 
survey. 

Training Title: Step by Step Instruction: How to Submit the 
Verification Report in CNP Verification  

Professional Standards Learning Code: 3110              
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https://www.surveymonkey.com/r/OnlineHowToGuides


In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) 
civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and 
institutions participating in or administering USDA programs are prohibited from 
discriminating based on race, color, national origin, sex, disability, age, or reprisal or 
retaliation for prior civil rights activity in any program or activity conducted or funded by 
USDA. 

Persons with disabilities who require alternative means of communication for program 
information (e.g., Braille, large print, audiotape, American Sign Language, etc.) should 
contact the Agency (State or local) where they applied for benefits. Individuals who are 
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal 
Relay Service at (800) 877-8339. Additionally, program information may be made 
available in languages other than English. 

To file a program complaint of discrimination, complete the USDA Program 
Discrimination Complaint Form, AD-3027, found online at 
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write 
a letter addressed to USDA and provide in the letter all of the information requested in 
the form. To request a copy of the complaint form, call (866) 632-9992. Submit your 
completed form or letter to USDA by: (1) mail: U.S. Department of Agriculture, Office of 
the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington, 
D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov. 

 

This institution is an equal opportunity provider. 
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