      Access to CNAP via MEIS (Michigan Education Information System)
DO NOT create an additional MEIS account if you have already established one for any other MEIS application, (i.e. School Meals Claim System, CACFP Claim System, MEGS, etc.).  Use your existing account number to fill out the form listed in Step 4 below.

Step 1: Do you have a MEIS Account?

· Proceed to Step 2 - if you have an account but don’t know the number or if it is still valid
· Proceed to Step 3 - if you have never created an account
· Proceed to Step 4 - if you have an account but do not have access to CNAP 
Step 2: To access your MEIS Account: 

     Go to: http://michigan.gov/meis
· Click on the MEIS logo on the top of the screen

· Login with your MEIS Login and Password  
          (If you do not remember your Password, call the Help-Desk at 517 335-0505)

· Click “View Personal Information” 

· Your MEIS Account ID will be on the top of the screen (ie: A1000000) 

· Proceed to Step 4

Step 3: If you DO NOT have a MEIS account:

· Go to: http://michigan.gov/meis
· Click on the MEIS logo on the top of the screen 

· Click on “Create an MEIS Account”

· Follow Instructions

· Print the screen that assigns your MEIS Account ID, Login and Password
· Proceed to Step 4

Step 4: If you HAVE a MEIS Account, but have not requested access to CNAP:      

· Go to: http://michigan.gov/meis
· Under Child Nutrition Programs (CNP), click on Child Nutrition Program Security Agreement             

· Print and complete form 
· Individuals requesting Level 3 (ability to Certify) access must submit the authorized form to Grants Coordination and School Support (GCSS):
Attention: Ruby Zavala

Mail: Michigan Department of Education
Fax:          517 373-4022
      
Grants Coordination & School Support 
Telephone: 517 373-0420     
P.O. Box 30008






Lansing, MI  48909     



ACCESS LEVELS TO CNAP:

Level 3:  Enter/Certify  

GCSS only grants this access level to the person who has been authorized by the superintendent or agency administrator to enter and submit application data.  Level 3:
· can attest to validity of application data and certify it 

· can enter, amend, view and print application data
· can assign access rights to lower level 2 and 1 users within the organization 

· cannot be granted to a Food Service Management Company employee

Level 2:  Enter/Edit

This level can be established by the person with level 3 access rights.  Level 2:  

· can enter, amend, view and print application data 

· cannot certify application data
Level 1:  Read Only

This level can be established by the person with level 3 access rights.  Level 1:   

· can view and print application data

· cannot enter or certify application data 
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