EZ Guide Agreement/Application Update (R-2)
1. Go to http://www.ride.ri.gov/cnp/Home.aspx  and click on the MyCNP CONNECT Login icon using your Login Name and Password.
2. Review and update Site data first by clicking on the blue Site Menu tab on the “Welcome Back” screen.  This is to make changes to existing sites.
a. Click on the site name on the left of the screen to select a site.  This will reveal the Site Application.  
b. Open, review and update page 1 & 2 of the Site Application by clicking on each Page icon in the right column. NOTE: School/Site enrollment must be entered for every meal checked.
c. Be sure to click the Save button at the bottom of each page when the page is complete and close the page by clicking the red X in the upper right corner.

d. Repeat for all sites.

e. After completing a review/update for ALL sites, click on the Save and Send to Ride button to roll up information to the Agreement menu.  
3. Click on the blue Agreement Menu tab to reveal the Sponsor NSLP-1 Form Details.  
a. Open, review and update as necessary each of the 3 pages by clicking on each Page icon in the right column. NOTE: Meal Prices and Attendance Factor must be entered.
b. Be sure to click the Save button at the bottom of each page when the page is complete and close the page by clicking the red X in the upper right corner.

c. Repeat for each page.

4. Skip to the Application Amendment Renewal and click on the Page 1 icon.

a. Answer each question and follow instructions for updating any policies that need to be updated.  
b. When complete, click on the Save button.
	Note:  If your answer to question number 8 is “no”, identify the sites that had fewer than two food safety inspections on the supplied template.  If all the sites were not inspected at least twice and you do not complete the template, you will not be able to Save this page or complete the Renewal.  


5. Skip to and check the Program Contact Form.  
a. If necessary, make changes.

b. When complete, click on the Save button at the bottom of the page and close the page by clicking the red X in the upper right corner.
6. Click on the NSLP Packet Certification “Accept” icon when you have completed your review and made applicable changes, 
a. After reading the Certification statement, click on the Continue button.
b. Click on the Save and Send to RIDE button on the next page.  This step transmits the data to us for approval.
Note:
Once the Application is accepted by RIDE, an email notification will be sent to you or your program administrator, confirming acceptance/approval.  Claims for Reimbursement can then be submitted.
