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Step by Step Updating 
Child Entities
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Manage your organization

4

Click on the hyperlink for your School/District



Getting to your school entities
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Choose the school
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Choose Manage Organization
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Scroll to School Information
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NSLP Updates
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If this school uses NSLP you will update the Number of Full Time Students 

and the Number of Students Eligible for National School Lunch Program



CEP Updates
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1. You will click the radio button for CEP Eligibility and this will open the 

screen above.

2. You will enter the Number of Full Time Students

3. The system will bypass the Total Number of Students Eligible for NSLP

4. You will enter the certified CEP Percentage (no percent sign needed)

5. You will then choose the CEP Base Year from the drop down2. 
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Submit your change

• Click Submit at the bottom right corner
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Give it a nickname
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We recommend FY with a brief description for this change



Submit
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Head back to your parent BEN
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Click Additional Information

Click on Related Organizations from the drop down



Related Entities (Parent)
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Choose Related Entities



Parent Entity
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Click the hyperlink back to the Parent Entity



Repeat as necessary
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