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Create a Login ID

1. Log in as administrator
User ID: |
Password:
2. Click on the Core (Sponsor Profile)
Button. Core (Sponsor Profile)
Back to Login Screen
3. Click on Security on the upper left
side of the screen or the Core button
on the upper right side of the screen. or
4. Click on User Manager
Select to continue _
User Manager Maintain and Cr
5. Click on Add Login Button
Cancel Add Login
6. | Enter the information about the Login ID
person. (User Information definitions "
are found in Appendix A.) ame
New Password
Confirm Password
Email Address
Phone Humber
#.9. [555) BA5585S
Programs
Security Group
Status
‘Administers Other Users (Y/N)
\Autharized for Attestation
7. If the user is submitting data claims, CACFP
please choose t.he appropriate Input. No Submit ~
programs. [Child and Adult Care
HSLP
Food Programs (CACFP), School Meal
Programs (NSLP), and Summer Food Input and Submit ~
Service Program (SFSP)] SFSP

Input, Mo Submat +
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8. Click on §ubmlt. You now created [ Redisplay ] [ <Back ] [ Cancel [ Submit ]
your Login ID!
[ Generate Password |
9. Options for the User ID need to be _
determined. | Loain ID |
User Profile Information — Update ogin
the information for the user. | bPitt |
]
AssoFlated Institution — If you have @ User Profile Information
multiple agreement numbers, you
can select users to only view certain @ Associated Institutions
institutions. ;
@ User Access Rights
User Access Rights- Details access for @ Additional User Access Rights
menu items that are available.
Additional User Access Rights-Send
emails to others in the system or
access to the Direct Certification List.
10. | User Profile Information -Modify the | |ogin 1D
user information. (User Information Name
definitions are found in Appendix A.)
New Password
Confirm Password
Email Address
Phone Humber
#.9. [555) BA5585S
Programs
Security Group
Status
Administers Other Users (YIN)
Authorized for Attestation
11. | Associated Institutions. Add or —
remove the institution(s) that the [ Add Institution ]
user should be able to access.
12. | User Access Rights. Add or remove

the user rights to specific menu items
in the program. (The Core
Information allows for security
maintenance. Commodity Programs
is not used.)

National School Lunch Program

Summer Food Service Program

Child and Adult Care Food Program

Commodity Programs

066066

Core Information
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13.

Additional User Access Rights -Core

and NSLP. Determine if the user Email

needs access to Direct Certification or Email fmisc)

the ability to email users in the Create Mew Email

School Lunch system. Email - Message Options fmisc)
Email - Modify Message misc)
Email - Delete Message misc)
Email - Distribution List fmise)
Email - Approve Message [mise)
Email - Approve Dist. List jmise)
Email - Send Test Message (mise)
Email - Send (misc)
Email - Attachments fmisc)

]
Direct Cert
Direct Certification fmisc)
14. | Click on Save to retain the user

information and rights.

Save | Saves the selected Security Rights.
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Delete, Inactivate or Terminate a Login ID

1. Log in as administrator

User ID: |

Password:

2. Click on the Core (Sponsor Profile)
Button.

Core (Sponsor Profile)

Back to L ogin Screen

3. Click on Security on the upper left side
of the screen or the Core button on the Security
upper right side of the screen. or

4, Click on User Manager to modify or

delete the User ID. Selecttocontinue |

User Manager Maintain and Cr

5. | To delete the User ID, click on Delete. W,WI—
You will be prompted to confirm the | Brad Pitt | ePitt NSLP-Sponsor
delete.
6. | To modify the User ID, click on Modify. l*lﬁl—
| Brad Pitt | bPitt NSLP-Sponsor
7. | Options for the User D need to be | |
determined.
| Login ID |

User Profile Information — Update the bPitt |
information for the user I

User Profile Information

multiple agreement numbers, you can
select users to only view certain
institutions.

Associated Institutions

User Access Rights

Associated Institution — If you have @
@
]
@

Additional User Access Rights

User Access Rights- Details access for
menu items that are available.

Additional User Access Rights-Send
emails to others in the system or access
to the Direct Certification List.
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In the User Profile, the Status can be
updated to:

Active-the User is currently using the
system,

Inactive-The User is not currently using
the system.

Terminated-The User is no longer with
the sponsor.

Login 1D
Name
Hew Password

Confirm Password

Email Address

Phone Number
©.g. [555) BEE585S

Programs
Security Group
Administers Other Users (YIN)

Authorized for Attestation

Click on Save to retain the user
information and rights.

[ Redisplay ” = Back ” Cancel

| Submit |

’ Generate Password

)
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Appendix A.

User Profile Information’s Definition:
Login ID — The Login is the first letter of the first name then the last name. The Login ID is case sensitive.

Password — The password needs to be 12 characters with includes at least one capital letter, one
number, and one special character.

Email Address — If the user forgets his or her password, a new password will be sent to this address.
Phone Number — The phone number to communicate with the User.
Programs — The programs that the User will have access to in the system.

Security Group — Choose a security group that best describes what the User will need access to in the
system.

Status — The standing of the user in the system:
Active-the User is currently using the system,
Inactive-The User is not currently using the system.
Terminated-The User is no longer with the sponsor.
Administers Other Users (Y/N) — Is the User going to create and manage other users in the system.

Authorized for Attestation — This field is used for 2012-13. It is no longer needed for 2013-14.
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