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SAVING AND SUBMITTING SCREENS
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This training will explain how to:

• Update your existing information in MIPS
• Submit your requested changes for approval
• Know when your information requires correction and 

resubmission
• Know when your changes have been approved



ACCESSING YOUR APPLICATION SCREEN
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• After logging into MIPS, click the  
‘Application’ link on your MIPS  
menu to go to the Application  
screen

• In the next several slides, we will  
go over the process to save and  
submit changes to your MIPS  
Application screen.



ACCESSING YOUR SITE/PROVIDER SCREENS
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• Please note that the Submit and Save Process will work the  same for the site screen and if 
making changes during renewal,  the renewal screen.

• For example, Independent contractors can access the site  screen by clicking on the site 
name on the MIPS menu to the  left, or if already on one of the MIPS screens they can click 
the  ‘Site’ tab at the top of the screen.

• Other types of contractors, including sponsors of multiple sites,  will click on the word 
‘Sites’ on the MIPS menu to the left, or if  already on one of the MIPS screens they can click 
the ‘Site List’  tab at the top of the screen.



WHAT CHANGES CAN YOU MAKE IN MIPS?
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• You can update and make changes 
to any of the white fields on this 
screen.



WHAT CAN YOU NOT CHANGE IN MIPS?
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• You cannot update 
any  fields that are 
greyed  out, such 
as the fields you 
see circled.

• If you need to 
update this 
information, contact 
CCFP and ask to 
speak to a policy
specialist.



UPDATING AND SAVING YOUR INFORMATION
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ONCE YOU HAVE CLICKED ‘SAVE’
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• If you have successfully saved your 
changes, a green message will appear 
as pictured. The application is now in a 
“Pending” status and it is “Not 
Submitted.”

• Clicking ‘Save’ does not submit your 
changes to FDOH.  If you do not 
submit your changes, then no action 
can be taken by DOH.

• If you have a screen that you have saved changes to but not submitted, there will be a 
blue message on the main MIPS screen telling you that the screen needs to be submitted.



ADDITIONAL CHANGE YOU WILL NOTICE WHEN YOU HAVE SAVED:
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• The changes made to a screen will be highlighted in gold.



IF YOU HAVE NOT SUBMITTED AND WANT TO UNDO CHANGES, YOU CAN:

11

• If you have saved changes that you wish to delete, you may do so by clicking the ‘Clear Pending 
Changes’ button at the button of the screen.  However, be aware that this will delete ALL of the 
changes you have saved.

• The other way to remove an incorrect change is to simply type over it with the correct information and 
save your new changes.

• Once you have submitted your changes to FDOH, you will no longer be able to delete any changes.



AFTER SAVING, BUT BEFORE SUBMITTING THE CHANGES:
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• After you have saved all the changes to a screen, the next step is to enter the ‘Requested Change 
Effective  Date’ at the bottom of the screen. The ‘Requested Change Effective Date’ refers to the 
month and year that  you would like the changes to take effect.

• You may enter the ‘Requested Change Effective Date’ by clicking on the calendar icon and 
selecting the  month and year, or you may type in the month and year in the format two digit 
month/four digit year, for  example 07/2021 for July 2021.



SUBMITTING YOUR CHANGES TO FDOH
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After entering your ‘Requested Change  
Effective Date,’ click on the green ‘Submit’ 
button. This will bring up a dialog box 
asking you if you are sure you want to
submit.

If you are sure, then click ‘OK.’ If 
you  weren’t ready to submit, 
then click ‘Cancel’ instead.



ERROR MESSAGES CAN OCCUR
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• Sometimes after clicking ‘Save’ or ‘Submit,’ you may get one or 
more red error messages, which tells you something is incomplete 
and/or incorrect.  After you have made all necessary corrections, 
then click the applicable  button again to either save or submit.



OTHER MESSAGES AFTER CLICKING ‘SUBMIT’
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• Other times after clicking ‘Submit,’ you may get a white message box to 
alert you that  something else may need to be updated. The white 
message box may require you to click ‘OK’  and then click ‘Submit’ again. 
In this case, if you don’t click ‘Submit’ again, your screen will not  be 
submitted and DOH will be unable to approve any changes.



SUBMITTED MESSAGES
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Once you have successfully submitted a screen, you will see the green message confirming 
submission and  you will note the status of the screen has changed to ‘Submitted.’ Always be 
sure to confirm your screen has  been submitted before you close out of it.



APPROVAL MESSAGE
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In addition to getting the green confirmation 
message in MIPS, the Program Manager 
listed in #4 on the application screen will

also receive an approval email.



MIPS ON-SCREEN BUTTONS RECAP
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• SAVE = Saves keyed in changes & uploaded documents  
• SUBMIT = Submit to DOH for review & approval  
• VIEW HISTORY = See a list of the submitted changes in the fiscal 
year
• CLEAR PENDING CHANGES = Remove all changes on the screen  that have not 
been submitted to DOH



IMPORTANT TO REMEMBER….

19

• Saving your changes on the screen does not
submit them to DOH.

•
• If you do not submit your changes, no action can 

be taken by DOH.



RETURN TO CONTRACTOR STATUS
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If any of the screens have been 
retuned to you for correction, 
you may be required to Reply to 
your Approver before you can 
resubmit.

Use the text box below the red 
Contractor Action Needed box to 
type your response. 

Remember to make any of the 
required corrections, re-enter 
the ‘Requested Change Effective 
Date’, then click the Resubmit 
button at the bottom of the 
screen.



SAVING AND SUBMITTING SCREENS
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For any questions, contact:
Bureau of Child Care Food Programs

850.245.4323
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