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Child and Adult Food Service Program (CACFP):      
Application For Participation & Management User  Guide 
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Upload Instructions
I. Create a Folder that will contain all document, spreadsheet, and image files that you want to upload into your application packet

Step 1a:  
Create this folder and name it  CNP-Gateway-Uploads in your MY DOCUMENTS folder on your personal computer.

· Right Click your mouse on the Start Button on the bottom of your desktop
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· A Selection Box will open. Select Explore and Left Click your mouse.
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· Windows Explorer will launch. Select My Documents and Left Click your mouse.
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Step 1b: 
Select File from the Menu Bar. A dropdown selection box will appear. Then select “ New”. Another  Dropdown Box will appear to the right side. Select “Folder”.
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Step 1c:
The New Folder that you just created will appear in the right from and it will be highlighted. 
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Step 1d:
Begin typing , your new folder name - CNP-Gateway-Uploads over the highlighted New Folder name. Press the “Enter” Button on your keyboard. You have now created a folder named  - CNP-Gateway-Uploads in “My Documents”. All your document uploads should be created in this folder or copied there from wherever you created them.
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II. Create a document for upload text file using Microsoft Notepad or a document using Microsoft Word and save it into CNP-Gateway-Uploads in “My Documents” that you created in Steps 1a through 1d.
Step 2a:
To create a text file using  Microsoft Notepad, left click on the Start Button and Select Programs.
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Step 2b:
Type in your text into the Notepad window and Save the document into the CNP-Gateway-Uploads  folder that you created in “My Documents instep 1a-1d.

Type your text into the NotePad.
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[This a a file for_upload to the CNP gateway Using Microsoft Notepad.

Remenber to save this file into your folder name CNP-Gateway-Uploads
that you created in "My Documents”.






Save into the  CNP-Gateway-Uploads  folder in My Documents
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III. Upload the file to RIDE

Step 3a
Upload the file from one of the Application packet pages that specifies the “Upload” option. Select Upload by clicking inside the Radio Button named “Upload”
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Step 3b 
Click on the Browse button and browse to the file that you want to upload to the CNP Gateway.
Browse to My Documents.
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Then browse to My Documents\CNP-Gateway-Uploads and select your Notepad text file, Word document, or Excel spreadsheet to upload.

Select the text file
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Finally, Click on the Upload button to upload.
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