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Log On Screen 
 



Logging in to the System  

1.  In the Log On box, 

enter your User ID.   

2.  Enter your Password.  

3.  Click Log On. 
 



  Actual access to 

specific program tiles is 

based on the user’s 

security rights.  

You may not see all tiles 

displayed.  

 

Logging in to the System  

 



Navigating the iCAN System  



Program Name  

Menu Items 

Breadcrumb Trail 

 

Information Box 

Year 

Log Out 
 

Navigating the iCAN System  



 

 

 

The Application Packet 
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 Select Applications in the Menu line 

 

The Application Packet  



Select Application Packet  

Completing a New Application 



Your school or agency name should already be listed.  
Select the appropriate School Year; in this case 2014-
2015.  

 

Completing a New Application 



For individuals that work with 

multiple Agencies (such as a 

Food Service Management Co.), 

you must first search for the 

Sponsor.  Fill in the Sponsor’s 

name and select Search. 

Completing a 

New Application 



Completing a New Application 

 The Sponsor’s Name will appear at the 

bottom of the screen. 

 Click on either the Agreement Number or 

the Sponsors name. 

 



Completing a Seamless Summer 

Option Site Application 



Add Site Application  
Seamless Summer Option Site List 

 

 

 Renewing agencies will 

have some of their 

application information 

carried forward from the 

prior year.  Update 

information as needed.  

 



 Radio Buttons may 

open up more 

questions! 

Completing a SSO Site Application 
Seamless Summer Option Site Application 



Completing a SSO Site Application 
Eligibility Determination Continued 

 



Period of Operation 

 

 

 

 

 

 

Meal Participation 
 

 

 

 

Completing a SSO Site Application 

 



Meal Planning & Service 

Completing a SSO Site Application 



Completing a SSO Site Application 

  Advertising 

 Organization Liaison 

 Sponsor Monitoring Plan 

 Severe Need Breakfast 

Qualification 

 



  Make sure to check 

this box, or you will 

receive an error. 

Completing a SSO Site Application 
 Continued 

        Click Save when finished 



Once saved, you may see that the 

application contains errors or warnings.  

You will need to edit your application 

before you are able to submit.  

Completing a SSO Site Application 
- Continued 



Completing a SSO Site Application 
- Continued 

The red errors must be corrected 

before you can submit the application.   

The blue warnings are indications that 

you may need to review a particular 

answer.   

Examples of Errors and Warnings 



If you receive the following message, your application has 

been saved without errors or warnings.  Click Finish. 

 

 

 

 

 

Green Check indicates 

Site is complete 

 

Completing a SSO Site Application  
- Continued 



FORMS AND ATTACHMENTS 

The list will vary, 

depending on your 

particular school or 

agency. 

• List of forms 

than need to 

be completed 

or attached 

 

• Click on 

Details to 

take Action 

 



FORMS AND ATTACHMENTS 
Click on Site Name for Checklist Summary 

Click on Seamless Summer Option Site Desired 

 

 



 

 

 

 

 

 

 

FORMS AND ATTACHMENTS 
Disaster Response Feeding Plan - Continued 

Your list of required 

forms/documents will 

vary depending on your 

particular school or 

agency. 



 

 

 

 

 

 

 

FORMS AND ATTACHMENTS 
Disaster Response Feeding Plan - Continued 



FORMS AND ATTACHMENTS 

Disaster Response Feeding Plan - Continued 

 



FORMS AND ATTACHMENTS 
Checklist Summary 

 Click on your school or agency name. 

 



 You application is now complete!   

 Click the Submit for Approval.   

 

Application Packet 



A “pop-up” will appear asking you to verify that you wish to 

submit your application.  

 

Application Packet  



Application Packet  

Once your application has 

been submitted, you will be 

unable to make changes.  If 

you submitted in error, 

please contact the CANS 

office for instructions.   



CANS will send an email notification requesting 

additional information. 

Please provide the required information and submit. 
 

Application Packet 
Incomplete Applications  



 Once your application has been approved by the State you will see 

your Application Packet Status shows Approved.   

 

Application Packet  
APPROVED APPLICATION 



  A password must contain a combination of the following: 

     Be at least 10 characters long 

     Contain at least one number 

     Contain at least one special character ($, %, ^, &, +, =, !) 

CHANGING YOUR PASSWORD 

Type a new password in both fields.   

 

   

 



Thank you!! 
If you have any questions or comments 

regarding the training materials, please 

contact Julie McCord at 

julie.mccord@state.sd.us  605-773-3110.   

For specific Application questions, please 

contact Beth Henrichsen at 

beth.henrichsen@state.sd.us 605-773-3610.   
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