
1 
 

Welcome to CHEARS 

To access CHEARS – the Colorado Healthy Eating Application & Reimbursement System - you will use a 
unique User ID and temporary password to log in for the first time. The system will prompt you to 
change your password. The next time you log in to the system, use the new password.  

1. Access the system by typing https://cdphe.cnpus.com/chears/splash.aspx into the address 
line of your web browser of choice. 

2. In the Log On box, enter your temporary User ID and Password. The user ID and Password 
fields are case-sensitive.  

3. Select Log On. 

 

 

 

To Change Your Password 
If this is your first time logging on, the system will automatically require you to change your password. 

1. Select a new password and enter it into the box provided. 
2. Re-enter your new password for confirmation. 
3. Select Save to continue to the CACFP main page. 

Note: Security configuration settings require a password to be at least ten (10) to twelve (12) characters 
in length. Passwords are case sensitive and the password must contain at least one number, one letter, 
and one special character (e.g., #, ?, @).   

https://cdphe.cnpus.com/chears/splash.aspx
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Splash Page 

Important messages and reminders, best practices, and policy updates from CACFP are displayed on this 
page. 

 

Main Screen and Content Overview 

Main Screen 
The Blue menu bar at the top of the application contains key elements that provide basic information 
about your location within the system and the selected Institution. Some fields, radio buttons, or check 
boxes may appear gray or are inaccessible, which means these questions do not apply to your specific 
application.   

The Green menu bar below the Blue menu bar is the breadcrumb trail. Applications, Application Packet-
Centers that display on the green menu bar at the top of the page identified your location within the 
web site. Selecting a specific portion of the trail will take you back to that particular screen. 
Note:  For security reasons, the system will automatically log you out after twenty (20) minutes of 
inactivity.  
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Content Overview 
The following table describes each section. 
 

Item Description 

Program 
Name Child and Adult Care Food Program 

Menu Items 

Applications, Claims, Security and Search are Menu items that display on the 
blue menu bar at the top of the page. Selecting a menu item will take you to its 
menu page.  
Users may not have access to all menu items. If you are unable to select a 
particular menu item, you do not have the necessary security rights. Contact 
the CACFP office for assistance. 

Breadcrumb 
Trail 

Applications, Application Packet-Centers that display on the green menu bar at 
the top of the page identified your location within the web site. Selecting a 
specific portion of the trail will take you back to that particular screen. 

Program Year The selected school year displays on the right beneath the menu bar. Upon 
logging in, the system defaults to the most current active fiscal year. 

Information 
Box 

The information box displays general information regarding the Institution 
name, address, Type of Agency and Agreement Type.  

Logout The logout button displays in the menu bar. Select Log out to properly exit the 
system. 
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Screen Options 
Data entry screens in the system offer the user some or all of the following options: VIEW, MODIFY, and 
DELETE. The Screen Options tabs are located on the top right side of the screen, directly beneath the 
green menu bar. 

 
 

 
 
 
 
 
The following table describes each of the possible screen options: 

 

Item Description 

VIEW Presents the screen information in ‘view-only’ mode. In this mode, the user cannot 
modify any data.   

MODIFY Presents the screen in ‘modify’ mode. In this mode, the user can modify field data and 
save the data after pressing the save button at the bottom of the screen. 

DELETE Deletes the current record displayed on the screen. The user will be presented with a 
confirmation screen to validate that they intend to delete the record. 
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To access the Applications Menu 
The Applications menu is the starting point for all tasks related to the annual CACFP enrollment process.  

• On the blue menu bar, select Applications. 

 

Application Packet - Center 

• Select Application Packet – Center.  This will take you to the next screen to select the Program 
Year. 
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Select Program Year 

• Select Program Year to take you to the Application Packet. 
 

 

Application Packet 

• To create an Institution Application, select Add. 
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Institution Application 
The CACFP requires all participating Institutions to complete an Institution Application. This section 
describes the steps necessary to complete, view or modify the Institution Application.  

Institution Description  
• Verify that your FEIN #, Type of Agency, and Type of CACFP Center are correct. 
• Answer the remainder of the questions in this section by selecting the radio buttons. 
• If your organization(s) operates the CACFP in any other states, please list the name of state(s) 

under question 2.  
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Address  

• Fill in all address fields.  If your mailing address is the same as your physical address, check the 
box under Mailing Address and your information will populate. 

 

Program Contacts  

• Fill in all fields in the program contact section. If the program contact has multiple roles, check 
the box under each title and the information will populate. The Certificate and Statement of 
Authority will be a Checklist item.  
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General Questions 

 
Record Keeping 

 

CACFP Staff Training 
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Ethnicity Participation Data 

• Enter actual numbers of enrolled participants for each ethnicity description. The percentage will 
automatically calculate. 
 

 
Racial Participation Data  

• Enter actual numbers of enrolled participants for each racial description. The percentage will 
automatically calculate. 
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Certification  

• Check the box next to question 46 before selecting save.  

 

After you have completed all fields, select SAVE. 

If the application is free of errors, the screen will display the message below.  

• To return to the main menu page select Finish.  
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If the application is saved with errors, an error message will appear. 

• Select Edit to fix any errors on your Institution Application. 

 

At the top of the screen, a summary of the errors will appear, as pictured below in 
red. If your application contained errors, they will need to be corrected.  

 

Application Packet 

• To access and make changes to the Institution Application, click on Modify. 
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Board of Directors 

• This page will appear ONLY if the agency is a government agency, private non-profit 
organization or educational facility. 

 

 

 

 

 

 

 

 

 

 
Center Board of Directors- Member Information 

• Select Add Member to add more members. 
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• To return to the Application Packet, select Finish. 
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Accessing the Site Application(s) 

• Select Site Application(s)  

  

Select the Site Name to access the Site Application. 
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License/Registration Information 

• Fill in all fields.  Under Site Type, select the type of child care that your site represents. 

 

Physical Address and Mailing Address 

• Fill in all address fields.  If your mailing address is the same as your physical address, check the 
box under Mailing Address and the information will automatically populate. 
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Center Information

 

Facility Contact 

 

Schedule  
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At Risk Meals  

• Complete this section ONLY if the site is participating as an afterschool at-risk program. 

 

 

Weekend Schedule  

 

 

Additional Notes 

 

 

 Participants by Income Eligibility Categories 
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For Profit Eligibility Child Care Site 

• Complete this section ONLY if the site is a for-profit child care center.  

 

 

 Food Service 

• If the Site contracts with a school or vendor, a copy of the Food Service Management Contract 

can either be attached to the application packet or mailed to the office. The site must use the 
CACFP Food Service Contract Template which is available under Download Forms.  
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Adult Care Center Only 

• For-Profit Adult Care Centers will only be required to complete sections 41-45. 

 

At-Risk Afterschool Eligibility 

• Complete this section ONLY if the site is participating as an afterschool 
 at-risk program. 
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Health or Fire Inspection 

 

After you have completed all fields, select SAVE. 

If the application is free of errors, the screen will display the message below.   

• Select Finish to return to the main menu page. 
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If the application is not correct, an error message will appear.  

• Select Edit to fix any errors on your Site Application. 

 

At the top of the screen, a summary of the errors will appear in red. If the 
application contains errors, they will need to be corrected.  

  
 

Select Back to return to the Application Packet or access/modify multiple sites. 
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Download Forms 
Downloadable files are in the following formats: .doc, .xls, .pdf, and .jpg.   

• To access forms to download and complete, select Applications from on the blue menu 
bar.  

• Select Download Forms.   
If for any reason, your Institution is unable to open downloadable forms, scan paper documents, or 
obtain electronic documents to attach to the application packet, the CACFP will accept submission of 
documents by fax or mail. Please contact the CACFP office if you require a paper copy of any 
downloadable form. 

 
Download Forms 

• All the forms will be available for al institutions. Not all the forms are applicable for your 
institution. Examples of downloadable forms include: 

o Additional Responsible Individual- Attach under the Institution Checklist  
o Food Service Management Contract- Attach under the Site Checklist 
o Management Plan- Attach under  the Institution Checklist 
o Budget Detail Worksheets- Attach either under Institution Budget Detail or Institution 

Checklist 
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Budget 

Before completing the Budget, you must download the Reimbursement Estimation Worksheet and 
Budget Detail Worksheet by accessing the Download Forms section. To access the Download Forms 
section of the Application packet, select Applications on the blue menu bar. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select Download Forms.  
 

 
 
 
 
 
 
 
 
 

Select the Budget Detail Worksheet that matches the type of Institution.  
Budget Detail Worksheet Options: 

• Budget Detail Worksheet for Institutions with one site. 
• Budget Detail Worksheet for Institutions with more than one affiliated site. 
• Budget Detail Worksheet for Institutions with more than one unaffiliated site. 
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Select the appropriate Budget Detail Worksheet and save it to a location on your computer. 

• If you are unable to download the correct worksheet, notify CACFP and a worksheet will be 
mailed or faxed to your Institution. 

 
Select the Reimbursement Estimation Worksheet and save it to a location on your computer. 

• If you are unable to download the worksheet, notify CACFP and a worksheet will be mailed or 
faxed to your Institution.  
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Offline Instructions 
• On your computer, open the selected budget template. 

• This will open as an Excel file.  
• Complete all worksheets within the workbook. 

• The first worksheet includes instructions for each worksheet in the workbook. 
• Not all worksheets or line items will apply to all Institutions.  

• Repeat these steps for the Reimbursement Estimation Worksheet template. 
• Save the completed documents on your computer. 
• The budget can be modified from year to year and attached to application packets in future 

years.  
 

After completing the Budget Detail Worksheet and Reimbursement Estimation Worksheet offline on 
your computer, select the tab titled Final Budget on the Budget Detail Worksheet. Enter the figures 
onto the online Institution Budget Detail form and complete any other fields that appear. 

To access the Institution Budget Detail form, select Applications on the blue menu bar. 

 

 

 

Select Application Packet-Center 

Select the Program Year 
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Select Add - Institution Budget Detail  

 
 
Example: Offline Downloaded Final Budget Tab Template 
Select Final Budget from the offline downloaded Final Budget Detail Worksheet. This 
includes all costs from the line item categories throughout this workbook. Use this 
page to enter totals in the same fields on the Institution Budget Detail on the online 
Application Packet. This workbook is the detail that supports the data in the online 
Budget. The Budget Detail Worksheet will be attached to the Application Packet. 
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Anticipated Annual CACFP Reimbursement 

 
Food Service Operating Expenses 

 
Net Operating Amount 

• This number will automatically calculate all figures from Anticipated Annual CACFP 
Reimbursement and Food Service Operating Expenses sections are complete. 
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Administrative Operating Expenses 
• This section is only available for Institutions with more than one site. 

 
 

Summary 
• Total expenses are calculated automatically. 
• Manually enter the Total Anticipated Annual CACFP Reimbursement from Section A, line item 1.  

 
Attach Budget Detail Worksheet 

• To attach the Budget Detail Worksheet saved on your computer, select Add an 
Attachment. 
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Select the Choose File Button.  

 
On your computer, find your Excel file Budget Detail Worksheet. Select the file to attach. The file will 
appear gray once selected.  

Once the correct file appears under the File name, select the Open button. 

 
 
The file should now appear next to the Choose File button. If there is any additional information this can 
be written in the comment box, but this is not required.  

 
 

Select Save when the budget is attached.  
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If errors exist, select Edit and make corrections. 

 
 

Once the budget is free of errors, a message will appear. Select Finish to return to the Application 
packet. 

 
 
 

If you already submitted your Budget Detail Worksheet under the document attachments in the 
Institution Budget Detail section, skip the attachment directions and simply check the box under 
Document Submitted to CDPHE next to Budget Detail Worksheet in the Checklist. 
 

• In the Application packet, select Details, next to the Checklist.  

• Select the Institution name.  
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Check the box Document Submitted to CDPHE for the Budget Detail Worksheet. 
• The Date Submitted to CDPHE will automatically default to the system date. 
• Select Save. 
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• Once the Checklist is saved without errors, the following screen will appear. 
• Select Finish to return to the Checklist Summary. 

 

• The Checklist Summary appears. Once the correct number of submitted items appears, the 
budget work in the Application packet is complete. 

• Select Back to return to the Application packet. 
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Management Plan for Sponsor of Centers- Access to Download Forms 

• On the blue menu bar, select Applications. 
• Select Download Forms 

 
Download Forms 

• Select CACFP-001 to download Management Plan for Sponsor of Centers. 
Note: This is a Microsoft word document.  Enter information for your Institution.  

• This will download to your computer in a designated area that you choose. 
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Management Plan for Sponsor of Centers- Attach Management Plan to Checklist 

• Download and complete the Management Plan off-line. 
• To attach the completed Management Plan select Details to access the Checklist. 

 

 

 

 

 

 

 

 

 

 

 

 

 
• The Management Plan is attached under the Institution checklist. Select the name of the 

Institution. 
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• Select the Paperclip to attach the Management Plan. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
• Select Choose File to attach the Management Plan from your computer. 
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• Once attached, select Save. 

 

 

 

 

 

 

 

 

 

 

 

 

 
• Select Finish to bring you back to the Checklist. 
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• Select  Document Submitted to CDPHE. The date will automatically default to the current date.  

 

 

• Select  Save. 
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School Food Authority Information Page 

To Access Downloadable Forms 

• On the blue menu bar, select Applications. 
• Select Download Forms. 

 

Download Forms 

• Select  CACFP-003 to download the School Food Authority Information Page. 

Note:  This is a Microsoft Word document.  Enter relevant information for your Institution. 

• This will download to your computer in the designated area that you choose. 
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School Food Authority Information Page - Attach to Checklist 

• Download and complete the School Food Authority Information Page form off-line. 
• To attach the completed School Food Authority Information Page form, select Details to  

access the Checklist. 
 

 

 

 

 

 

 

 

 

 

 
 

• The School Food Authority Information Page is attached under the Institution checklist. 
• Select the Name of the Institution. 
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• Select the Paperclip to attach the School Food Authority Information Page. 

 

• Select Choose File  to attach the Information Page from your computer. 

 

• On your computer, find the file School Food Authority Information Page.  Select the file to attach. 
The file will appear gray once selected.  

 
• Once the correct file appears under the File name, select the Open button. 
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• Once attached, select Save. 

 

• Select Finish to bring you back to the Checklist. 
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• Select Document Submitted to CDPHE.  The date  automatically defaults to the current date.  
• Select Save
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Checklist 
The Checklist of required CACFP documents is generated automatically based upon answers to specific 
questions from the Institution and Site Applications.  The Checklist feature allows Institutions to keep 
track of required CACFP documents and dates of submission. The CACFP will also use this checklist to 
indicate when documents you submit are received and approved.  

Completing the Checklist is the final step in the Application process before submitting for approval. 
To access a Checklist  

• On the blue menu bar, select Applications.  
• Select Application Packet – Centers. 
• Select Program Year. 
• Select Details for the Checklist.  The Checklist Summary screens displays. 

. 
 

 

 

 

 
 

 

CACFP Checklist Summary 
Access the CACFP Checklist Summary for the Institution and Site Applications. 

• Select the Name of the Institution or Name of the Site to access the CACFP Checklist Summary. 
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To attach a document to the Checklist 
If the checklist item has a paper clip icon next to it, you can add an attachment.  Files can be attached in 
the following formats: .doc, .xls, .pdf, and .jpg.  Some checklist items have downloadable forms provided 
by the CACFP that require completion prior to attaching.  Other checklist items will be electronic forms 
that already exist in your computer or can be created in a format you desire. 

If for any reason, your Institution is unable to open downloadable forms, scan paper documents, or 
obtain electronic documents to attach to the application packet, the CACFP will accept submission of 
documents by fax or mail. Please contact the CACFP office if you require a paper copy of any 
downloadable form. 

For Institutions – Examples of documents that can be attached include: 
Additional Responsible Individuals   Downloadable form for completion. 

Management Plan`   Downloadable form for completion. 

Income Statement    Document in format of choice. 

IRS 147c Letter    Existing document stored in your computer 

For Sites – Examples of documents that can be attached include: 
Child Care Licenses or Medicaid Surveys    Existing documents stored in your computer. 

Health Inspections or Fire Inspections    Existing documents stored in your computer. 

Food Service Management Contracts, if applicable  Downloadable form for completion. 

County Fiscal Agreements, if applicable   Existing documents stored in your computer. 

 

 
 



46 
 

 

To update a Checklist  

• Locate the Documents Submitted to CDPHE-CACFP checkbox and verify the submission date(s). 

• The Date Submitted automatically defaults to the system date.   

• Select Save.  

 
 

 
• To return to the main menu, select Finish. 
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A Checklist is complete when all required items are submitted. 

 Red Arrows indicate a component of the packet is incomplete. 

 

Green Check Marks indicate the components of the package are complete.  

 
 

Once everything is complete and all components of the Application packet have a Green Check Mark, 
select the Submit for Approval button to submit the Application Packet to the CACFP for approval.  

 

 

The CACFP staff member assigned to review the Institution’s application packet will receive an e-mail 
notification upon online submission of the packet. Once the packet has been returned for correction or 
approved by the CACFP, the Program Contact email address listed in the Institution Application will 
receive email notification of return and approval. If the application packet has been returned for 
correction, red arrows will indicate which component of the Application packet must be fixed and a note 
from the CACFP staff will appear at the top of the form upon opening. After correcting the problem, 
save the changes and re-submit the packet for approval. The CACFP staff assigned to review the 
application will receive an email notification of the re-submission. 
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 The CACFP team is available to assist Institutions with the application. Please call (303) 692-2330 or 
email Julie Pfankuch at Julie.Pfankuch@state.co.us for assistance. 

tel:%28303%29%20692-2330
mailto:Julie.Pfankuch@state.co.us

