CACFP QUICK REFERENCE FOR APPLICATION PACKET PROCESS


GLOBAL INDICATORS / IMAGES TO FAMILIARIZE

POTENTIAL FORM STATUS’S:
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1: 
- lowest level saved record
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2: 
- Sponsor Admin Approved record
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3: - RIDE Accepted record – Live Data (Claiming / Reporting)
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MESSAGE CENTER (ALL FORMS):  

Check here for program/user specific messages posted by your RIDE administrator. 

UPLOAD DOCUMENT PROCESS (ALL FORMS THAT APPLY):  
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TO ENABLE UPLOAD FILE BUTTON YOU MUST SELECT UPLOAD OPTION
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EVENT CALENDAR: 
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Check here for global Public Nutrition program messages, trainings, server shutdowns, etc. posted by your RIDE administrator. 

1. Go to www.esnacs.ride.ri.gov
2. Log on with USERID and PASSWORD.  Enter answer to your challenge question.
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3. Click on “site” menu (IMG.2) on Menu Bar
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On the right of the screen, click on the site you want to work on.  Enter 341 information, page by page (or if you want to make a change to existing information, just click on the page you want (IMG.3 & IMG.3A))  

***BE SURE TO HIT “SAVE” BUTTON BEFORE EXITING EACH PAGE OR MOVING ON TO ANOTHER TASK. 
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(If record is in “RIDE-ACCEPTED” status when saving changes - you will automatically create a new revision record w/new status) 
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When ALL Site 341’s are completed to the best of your knowledge click on “SAVE AND SEND TO 342.” (IMG.4) to mark all site 341 records ready for RIDE Approval (IMG.4A)
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6. Click on “Agreement” menu (IMG.5) on Menu Bar. 

7. Enter data for each form of the form 342 – start on page 1.  

*BE SURE TO HIT “SAVE” BUTTON ON EACH PAGE BEFORE MOVING ON TO NEXT PAGE.
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NOTE* REMINDER: enter your contact information in the Program Contact form (IMG.6).

8. When all information is entered and reviewed for accuracy, follow these steps to send packet to RIDE for approval: MUST BE A SPONSOR ADMIN TO EXECUTE PROCESS
Step 1 – Click on the Form 342 Packet Certification Form
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Step 2 – Click on Continue button after reading certification statements
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Step 3 – Click on Save and Send To RIDE button – Electronic Signature N/A (Future Use)
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Step 4 – By clicking Save and Send To RIDE button you will prompt a conformation dialog box to appear. 

Click OK to process packet for RIDE Approval.
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Step 5 – Message will appear notifying user of success or failure.
PLEASE print Page for your own records – email notification will be sent automatically to RIDE Administrator to prompt RIDE Acceptance process to begin. Once accepted by RIDE – email notification will be sent to program administrator (if email supplied on contact form) with message informing organization of packet acceptance.

