
2019 Management Plan  
and Budget Training

Summer Food Service Program 



Training Objective

• Understanding of ADEConnect Procedures
• Understanding of Online Management Plan 

and Budget
• Understanding of Submission Process
• Understanding of Approval Process



Who is your Entity Administrator?
• The Entity Administrator (EA) is the  

individual(s) at your organization that  
has been granted permissions to  
ADEConnect. These permissions allow  
them to maintain user accounts to all  
ADE system. ADE does not maintain 
your ADEConnect account.

• If you’re not sure who your  
organization’s EA is, go to:

https://home.azed.gov/PublicSite/



Entity Administrator Resources
http://www.azed.gov/aelas/adeconnect/Go to:

Use the ADE Quick  
Reference Guide for  
Entity Admin  
Application:

http://www.azed.gov/aelas/adeconnect/


What if…
• My Entity Administrator is no longer with the Organization?

• Contact Health and Nutrition Services for assistance with updating your  
Entity Administrator account.

• Remember the Entity Administrator must be an individual or designee  
listed on the Food Service Permanent Agreement.

• You may need to update your Permanent Agreement before a new  
Entity Administrator may be added.



Granting Permissions in 
ADEConnect

If you are the Entity Administrator, you must grant 
yourself permission to the CNP Management Plan 
and Budget. 

The institution’s EA must also grant other users 
permission to the Management Plan and Budget 
System



Step 1: Access 
ADEConnect

Visit the ADE Health and Nutrition 
Webpage  at 
http://www.azed.gov/hns/sfsp/. This  
page, or one similar, will load.

Once loaded, click on .……...  
found on the top of the
webpage.

http://www.azed.gov/hns/sfsp/


Step 2: Login 

This page, or one similar, will  load.

Remember, you must have a 
username and  password in order 
to access ADEConnect.

Enter your username and  password in 
the appropriate  fields and press ‘Sign
in’.



If this page, or one similar, opens, 
you have  successfully logged into
ADEConnect.



Step 3: Select 
‘Entity 

Administration’
Select the link titled  ‘Entity 

Administration’  on the top right-
hand  side of the webpage



This page, or one similar, will load. 



Step 4: Select ‘User Management’



This page, or 
one similar, 
will load. 

This is the User Management 
page. Here, we will begin the 
process of granting permissions 
to the CNP Management Plans 
and Budgets to specific users. 



Step 5: Find the user to be granted 
permissions. 

Find the individual you  wish to 
grant access to  the CNP 
Management  Plans and Budgets  
System.

To do so, either:
1. Search for the user  utilizing the 

‘Search’  bar on the right-hand  
side of the page and  typing in 
their name.

OR

2. Find their name by  scrolling 
through the  names listed.



Step 6: Click ‘Edit’ next to the 
user to be granted 
permissions. 

Once the user has  been found, press  the green edit  
button to the left  of their name.



This page, or one similar, will load. 



Step 7: Search for ‘CNP Management 
Plans and Budgets’

Once the page has  loaded, 
type ‘CNP  Management Plans  
and Budgets’ in the  ‘Search’ 
bar  located about  halfway 
down on  the right-hand side  
of the page. Once  typed, 
press enter  on your keyboard  
to search.

Search: CNP Management Plans and Budgets



Step 8: Check the box under ‘Add’

Once the page has  
loaded, verify that  
the ‘Application  
Role’ reads ‘CNP  
Management Plans  
and Budgets -
Sponsor’. Once  
verified, check the  
box under ‘Add’. Verify that the  

‘Application Role’  
reads ‘CNP  

Management  
Plans and  
Budgets -
Sponsor’

Check the box  
under ‘Add’.



Step 8: Press 
‘Submit’

After you have  checked the 
box  under the ‘Add’  column, 
click the blue  ‘Submit’ button 
on  the bottom of the  page.

Pressing ‘Submit’ will  
complete the  assignment of 
the  CNP Management  Plans 
and Budgets to  the user.



After pressing ‘Submit’, you will be 
redirected to the User Management 
Screen. 

Permissions to 
the  CNP 

Management  
Plans and 
Budgets  

system has now  
been granted 

to  the selected
user.



After the role has been granted, the user will receive a system generation email similar to the 
one imaged below. 



The CNP Management Plan and Budgets link 
should now populate in the users ADEConnect. 

Please note, it may take up to 30 minutes for the new role to appear.
If the link does not appear or the user is experiencing difficulty, repeat this process or contact  ADESupport

at (602) 542-2222.



Now what?

You have access to ADEConnect.

You’ve granted yourself 
and your administrators 

permission the CNP 
Management Plan and 

Budget. 

What should you do 
next? 



Step 1: Gather 
Documentation 



Gather Documentation- Seamless Sponsors 

1. A current AFR, NSLP Review or Independent audit 
2. Documentation of site eligibility 
3. Non-Associated Site Agreement (if needed)
4. Pre-Operational Visit
5. Food Distribution Program Delivery Form (if needed)
6. Catering Contract 
7. Health Department letters (if applicable)



Gather 
Documentation-

Simplified 
Sponsors 

1. Certificate of Incorporation 
2. A copy of your 501(c)(3)
3. Organizational Chart
4. Brochures and/or  Pamphlets that describe organizations 

year-round services
5. Health Department Letters (if applicable)
6. Job Descriptions that include SFSP responsibilities and 

duties
7. Most recent audit, Form 990 or Profit & Loss Statement 
8. Most recent AFR, NSLP Review or Independent Audit (if a 

school)
9. Last 3 Board Meeting Minutes (Private, Non-Profits only)
10. List of all Board Members (Private, Non-Profits only) 



Gather 
Documentation-

Simplified 
Sponsors

11. Satisfaction of Liens/Judgements/Bankruptcy/Litigation(s) 
(if applicable)
12. Non-Associated Site Agreement (if applicable)
13. Pre-Operational Site Visit Worksheet  
14. Training Certificates
15. Certification of Civil Rights Module
16. Civil Rights Pre-Award 
17. Media Release 
18. Food Distribution Program Delivery Information Form 
19. Caterer/Vendor/FSMC Contract(s) 
20. Copy of current license if residential facility 
21. Documentation of Site Eligibility 



Step 2: Log on to 
ADEConnect



Log on to CNP Management Plans and  
Budgets

http://www.azed.gov/

http://www.azed.gov/


Accessing CNP Management Plan and  
Budget



Step 3: Complete 
Management Plan



Sponsor Dashboard



Document Index Page



Create a New Form
From the Document Index Page:

Click the Create  
New link on the  
Document Index  
page to create a  
new Form.

The Create new link is  
only available if the Form  
is Not Initiated or the last  
revision status is  
Approved or Rejected.

Add
New
Form

The form’s home  
page will open.



Edit an Existing Form

The form’s home page will  
open.

To edit a Pending form,  
click the View link on the  
Document Index page.

Edit  
or  
View  
Form

From the Document Index Page:



Management Plan Home Page



Management Plan Home Page
• The Management Plan is split into five forms  

located in the left menu.
• Each form must be completed and error free  

before the Management Plan can be  
submitted to ADE.  You will know if the page

will have a greenis complete because  
checkmark .

• The five forms include:
• Sponsor Information
• Site Information
• Administrative Capability
• Financial Viability
• Certification Statements

• Each form may be completed and saved  
individually.

• A Site Information form must be completed  for each 
site that will be participating.



The selected form will open 
in edit mode.

When Ready to leave  
the Form, click the  
Save or Cancel button  
at the bottom of the
Form.

• Save will save all the data  
entered in the form.

• Cancel will not save any  
work you’ve done.

Form Buttons

After clicking a  
Form link, the Form  
will open in Read-
Only mode.

Click the Edit button
located at the top of
the form.

Let’s look at the details of each page!

Complete all
questions on
the form.



Step 3a: Sponsor 
Information 



Sponsor Information

• Sponsor Information
• Physical Address
• Mailing Address
• Authorized Representative  

Information
• Organization Information
• Advances
• Vendor/Central Kitchen 

Information
• Commodities
• Certification Statements
• Documents Upload

Information collected on the Sponsor Information form:



Sponsor Information- Organization 

Yes- will accept additional sites
No- will not accept additional sites



Sponsor Information- Advances 

Yes, we want an advance.

No, we do not want an advance



Sponsor Information- Vendor/Central 
Kitchen 



Sponsor Information- Vendor/Central 
Kitchen Cont’d 

Complete a 
vendor 
information page 
for all FSMC, 
Caterer or Central 
Kitchen being 
used.

Site Information 
will have 
additional 
questions related 
to the information 
that has been 
provided in this 
section.



Sponsor Information- Vendor/Central 
Kitchen Cont’d 



Sponsor Information- Documents 
Upload 



Step 3B: Site 
Information 



Site Information 

Pre-Operational Site Visit Form

Pre-Operational Site Visit Form

Non-Associated Site Agreement 



Site Information- Operating Dates



Site Information- Meal Participation



Site Information- Meal Participation



Site Information- Civil Rights Data 
Collection



Site Information- Documents Upload



Step 3C: Administrative 
Capability



Administrative Capability





Administrative Capability



Step 3D: Financial 
Viability



Financial Viability
Information collected on Financial Viability Page includes:



Financial
Viability



• If any of these questions, 
are answered “Yes”, an 
explanation and a 
document upload will be 
required.

• We do check our 
resources for 
bankruptcies, liens and
judgements.

• If you’ve answered “No” 
and we find one of these 
situations, the 
Management Plan will 
be  rejected for 
additional information 
and will delay approval.

Must have at least one 
revenue source



Certification Statements
• When each Form is complete, you will see a green  

checkmark next to the form.
• After all forms have a checkmark, you will click on the  

Certification Statements link.
• A page will open with several statements that you must  

attest to before the Management Plan can be Submitted  
to ADE.

• After answering each of the statements, you will Save  
the page.

• After you save the Certification Page, you will be able to  
Submit the Document.

• If any errors remain on any form, you will receive an  
error that the Management Plan cannot be submitted.

• Continue on to complete the Budget.



Step 4: Complete the 
Budget



Gather Information for Budget
Before starting the budget you should gather the  
following information:

• Information for labor costs – Positions,  
duties, hourly wage rates, etc.

• Costs of any utilities or  other costs that 
you intend to claim.

• Food and Supply costs from last year.
• Any carry-over from previous year
• Projected SFSP Reimbursements.



Accessing the Budget
From the Sponsor Dashboard page, click on CNP Budget – CAC Centers to open the Document Index page:

• Clicking CNP Budget on 
the  Sponsor Dashboard 
will open  the Document 
Index page.

• Click on Create New if the  
budget has not been 
initiated  or View if the 
budget is  Pending.



Budget Home Page

• The Budget Information must be completed and error free before the Budget can be submitted to ADE.  
Similar to the Management Plan, you will know if the page is complete because there will be a green  
checkmark to the left.

• At the end of the Budget you will be required to certify that all information is true and correct before  
submitting.

• On the Budget Home Page, click the Budget Information link to open the Budget in Read-Only mode.



Budget Information

• General Information
• Administrative Labor
• Operational Labor
• Administrative Expenses
• Operational Expenses

• Food and Supply Costs
• Transportation Costs
• Projected SFSP Reimbursement
• Budget Summary
• Carryover from Previous Year
• Certification Statement



Budget Information



Budget Information
• The summary section will be 

used to transfer costs to 
CNPWeb.

• Projected SFSP 
Reimbursements is 
calculated based on 
information provided in the 
site information pages. 
Details of the calculations 
can be found on the 
Projected SFSP 
Reimbursement Summary 
page. 



Save and Submit Budget

• The Budget Information form will have a green checkmark  
indicating it is complete.  Click the Submit button.

• After submission, the Budget will have a status of Submitted  
to ADE.

• Again, the Management Plan and Budget are two separate  
documents, so you do not need to have both complete to  
Submit.

• After both your Management Plan and Budget are  
Submitted to ADE, your specialist will review the  
application.



Pro Tips and 
Helpful 

Information 



Validation Rules

• Page errors will also be displayed at the top of the form when the page is saved.

• Field level rules which occur when the form is page is saved.

The red * indicates this field is required.

All errors must be corrected before the Management Plan or Budget can be  
submitted.



Uploading Documents

• The system will allow upload of documents that are 100 MB or less.
• Some documents may allow multiple file attachment.
• We will not require any special naming convention.
• Each document that is required for your organization will be listed in the document upload section  

of each page.
• If you are asked to resubmit a document, the new document will replace the previously uploaded  

document.



Uploading Documents Cont’d

Click the browse button to  
open the file manager.

How to upload a document:

• Select the file from the file manager, then click the Open button.
• Tip: If you are uploading more than one document for a required 

upload, use the Ctrl key to select multiple documents.



Document Statuses
The document status can be found on the Document Index:

OR

In the top right corner of  
the form:

Other statuses include:
• Pending – The form has been created, but not yet  

submitted to ADE.
• Reviewed – The form has been reviewed and accepted by  

your specialist. The form must go through the next level  
of approval before the status changes to approved.

You have submitted the  
application and it is  
waiting for your specialist  
to review.

ADE rejected the application.  
Your assigned specialist will  
contact you for corrections.

The form has received final  
approval from the  
supervisor.



What if?
My Management Plan or Budget is Submitted to ADE?

1. Your assigned specialist will review in the order it was received. Do not
worry that something is wrong, if you do not hear from your specialist
right away. They are probably working on others.

2. If corrections are necessary, the Management Plan or Budget will be  
rejected and your specialist will contact you.

3. Do not submit the online CNPWeb application until the Management  
Plan and Budget have been approved.



What if?
My Management Plan or Budget is Rejected?

1. Your assigned specialist will contact you by email or phone to explain  
why it was rejected and what needs to be corrected.

2. You will create new revision to the (Management Plan or Budget) to  
correct the error(s).

3. After corrections are made, re-submit. You only need to resubmit the  
revised form(s).

4. After the revision has been submitted, your specialist will re-review.
a. If complete, the Management Plan and Budget will be submitted to  

their supervisor for final approval. It will only be submitted for  
approval if both the Management Plan and Budget are complete.

b. If problems remain, the specialist will reject and contact you again.



What if?
My Management Plan or Budget is Approved?

1. Congratulations! You’ve successfully completed the first portion of the  
2019 application process.

2. Check to make sure both the Management Plan and Budget are approved.
3. Go to the CNPWeb to create and submit the site and sponsor application.
4. Use the information approved in the Management Plan and Budget to  

complete your CNPWeb application.
5. In CNPWeb, submit the site applications first then the sponsor application.
6. Once submitted, your specialist will receive email notification then review  

and approve or reject the application.
7. Once the CNPWeb application is approved, you may start claiming for  

FY2019



A look into the Future!

• Annually you will need to:
• Update information only if necessary (all information will  

transfer).
• Some document uploads will be required annually.
• Re-certify all Certification Statements annually.

• The Budget will be updated annually.



Helpful Resources



Call Health and Nutrition for Support

Your SFSP Specialist or
Community Nutrition Program

Specialist of the Day

(602) 542-8700
Press 1 for Community  

Nutrition Program



Certification 

I, , certify that I have 
completed the CNP Management Plan and 
Budget training contained in this Power Point 
presentation. 

Signature ___________ _ 
Date 

-------
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