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1 Team Nutrition CACFP Organizations 

1.1 Search for an Existing Record 
There are several ways for you to access the Find and Update a Team Nutrition CACFP Organization page. You can 

click on the link ‘Find Your Organization’ on the main navigation or on the access button ‘Find a Team Nutrition 

CACFP Organization’. You can also perform a search using the main search bar in the banner image.  

 

Figure 1: Team Nutrition CACFP Organization Search Page 

 

 

1. Enter search criteria for an existing organization in one or more of the following fields:    

- Organization Name 

- City 

- State 

- Zip Code 

- Nutrition & Wellness Activities  
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1. Click the ‘Search’ button:   

- Search results will be displayed paginated at 25 records per page.  

- The total number of search results will be displayed on top 

2. Click the ‘Load More’ link on the bottom of the page to see more search results 

3. Click ‘Download CSV’ button to download the search results in the comma-delimited format that can be 

imported into MS Excel   

4. Click on ‘Reset’ to clear out the search criteria. 

 

The following information is displayed for each Organization found: 

• Organization Name: Click on the link to view Organization information; 

• Organization Address; 

• Age Group icons: each icon represents an age group of participants served; 

• Nutrition and Wellness Activities icons: each icon represents a nutrition or wellness activity available at 
the site. 

 

1.2 View a Team Nutrition CACFP Organization and Download a 
Team Nutrition CACFP Organization Certificate  

1. Search for a Team Nutrition CACFP Organization to update as described above. 

2. Click on the ‘Team Nutrition CACFP Organizations’ link or on the ‘View/Update’ button. The Team Nutrition 

CACFP Organizations enrollment form will be displayed. 

 

Figure 2: View Team Nutrition CACFP Organization 

 

3. Click on the ‘Download Team Nutrition CACFP Organization Certificate’ link at the bottom of the form. 

 

 

Figure 3: Team Nutrition CACFP Organization Certificate 
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1.3 Add a Team Nutrition CACFP Organization 
Before you sign-up your school, go to the link ‘Find Your Organization’ to check if your organization has been already 

enrolled. If the entity is not in the database, you should click on the ‘Join Team Nutrition CACFP Organization’ link 

(on the Home Page or on the Search Page) or on ‘Enroll’ on the main navigation. 

1. Click on the button ‘Join Team Nutrition CACFP Organization’ on the Team Nutrition CACFP Organization 

Home Page. You can also click on the ‘Enroll’ link on the main navigation. The Team Nutrition CACFP 

Organization enrollment form will be displayed.  

2. There are 7 sections on the form: Organization Information, Multi-State Institution, Organization Types, 

Number of sites under the Organization, Age Groups, Organization Point of Contact and Nutrition and 

Wellness Activities at Your Site. In the first section, Organization Information, enter the name of the 

organization, the street address and the city. Select the state by scrolling through the available options in 

the dropdown menu. Enter the zip code, which can be 5 digits or 9 digits, a 10-digit school phone number 

and a 9-digit DUNS Number. If the organization is a multi-state institution (second section), click the radio 

button Yes and select the state or U.S. territory of operation for this application. Enter the organization 

website following the example format.  

3. In the third section, Organization Type, select the organization types by checking one or several boxes. 

4. In the fourth section, Number of Sites under the Organization, indicate the number of sites under the 

organization per state or territory of operation in this application. 

5. In the fifth section, Age Groups, select the age group(s) served by the site.  

6. In the sixth section, Organization Point of Contact, enter the Primary Contact Name, position, email, phone 

number, and enter an Alternate Contact name with position, email, and phone number. 

7. In the last section, Nutrition and Wellness Activities at Your Site(s), answer all applicable questions. 

 



     

Team Nutrition CACFP Organizations User ManualJanuary 2021 Page 6 

 

Figure 4: Team Nutrition CACFP Organization Enrollment Form 
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8. Click Submit after reviewing all the information. 

9. A confirmation message will be displayed at the top of the page.  

 

 

Figure 5: Confirmation Message 

10. An e-mail will be sent out to the email addresses provided for the primary point of contact and the alternate 

point of contact. The email will confirm that the application has been submitted and will be reviewed within 

10 business days.  

11. After review, an email will be sent to confirm that the organization has been approved as a Team Nutrition 

CACFP Organization and will be published soon. 

 

1.4 Update Team Nutrition CACFP Organization 
1. Search for a Team Nutrition CACFP Organization to update as described above. 

2. Click on the ‘Team Nutrition CACFP Organization’ link or on the ‘View/Update’ button. The Team Nutrition 

CACFP Organization form will be displayed. 

3. Select the ‘Update CACFP Organization’ tab. 

4. Enter new data or update existing fields, as applicable.   

5. Click the ‘Update’ button.  

 

Figure 6: Team Nutrition CACFP Organization Update Tab 

6. A confirmation message will be displayed at the top of the page. 
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7. A submission confirmation message is displayed, and an e-mail will be sent out to the email addresses 

provided for the Primary and Alternate Contacts. The email will confirm that the application has been 

updated and will be reviewed within 10 business days. 

8. After review, an email will be sent to confirm that the Team Nutrition CACFP Organization has been updated 

and will be published soon. 

 

 

Figure 7: Confirmation Message 

 

1.5 Close Team Nutrition CACFP Organization 
1. Search for a Team Nutrition CACFP Organization to update as described above. 

2. Click on the ‘Team Nutrition CACFP Organization’ link or on the ‘View/Update’ button. Team Nutrition 

CACFP Organization enrollment form will be displayed. 

3. Select the ‘Close School’ tab. 

 

 

Figure 8: Team Nutrition CACFP Organization Close Tab 
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4. Check Close. A window with date and note will be displayed. 

5. Select a date and add a note to explain the closure. 

6. Click on Submit. 

7. A confirmation message will be displayed at the top of the page.  

 

 

Figure 9: Confirmation Message 

8. A submission confirmation message is displayed, and an e-mail will be sent out to the email addresses 

provided for the Primary and the alternate point of contact. The email will confirm that the application has 

been submitted and will be reviewed within 10 business days. 

9. After review, an email will be sent to confirm that the Team Nutrition CACFP Organization has been closed. 

 

1.6 Help Menu 
The Help menu contains two sub-menus: Training Videos and User Manual.  

 

 

Figure 10: Team Nutrition CACFP Help Menu 

 

Clicking on the User Manual sub-menu opens the Team Nutrition CACFP Organizations User Manual in PDF format. 

 

Clicking on the Training Videos sub-menu opens the Training Videos Page. Two Team Nutrition CACFP 

Organizations training videos are available on the Training Videos page:  

 

• How to Join Team Nutrition CACFP Organizations and 

• How to Search for a Team Nutrition CACFP Organization, Download a Certificate, Update 
Information, and Close the Enrollment 
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Figure 11: CACFP Organizations Training Videos Page 
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1.7 Public User Notifications 
The system will automatically display the on-screen confirmation messages and send the following email 

notifications:  

1.7.1 On-screen Confirmation Messages  

After enrolling a new Team Nutrition School and Team Nutrition CACFP Organization, updating and/or closing an 

existing record, a confirmation message will be displayed at the top of the page.  

 

 

Figure 12: On-screen Confirmation Message 

1.7.2 Team Nutrition CACFP Organization Submission Confirmation Email 

After a new Team Nutrition CACFP Organization has been submitted for review, an e-mail will be sent out to the 

email addresses provided for the primary point of contact and the alternate point of contact. The email will confirm 

that the application has been submitted and will be reviewed within 10 business days. 

1.7.3 Team Nutrition CACFP Organization Enrollment Confirmation Email 

After a new enrollment has been published, an e-mail will be sent out to the email addresses provided for the primary 

point of contact and the alternate point of contact. The email will confirm that the application has been submitted and 

published. 

1.7.4 Team Nutrition CACFP Organization Update Confirmation Email 

After a new draft of an existing Team Nutrition CACFP Organization’s enrollment has been published, an e-mail will 

be sent out to the email addresses provided for the primary point of contact and the alternate point of contact. The 

email will confirm that the application has been updated and will be reviewed within 10 business days. 

1.7.5 Team Nutrition CACFP Organization Closing Confirmation Email 

After confirming the closing of a school, an e-mail will be sent out to the email addresses provided for the primary 

point of contact and the alternate point of contact. The email will confirm that the Team Nutrition CACFP Organization 

has been closed. 


