Instructions for Direct Certification Last Name Search Tools

Updated Database: CNMS passwords will have to be changed if they do not meet the following criteria
or if you are denied access to the Discoverer database. Passwords are case sensitive, must be at least 8-
12 characters, begin with a letter, and contain at least 1 number.

1. Prior to starting the process open your web browser (i.e. internet explorer). Select Tools Icon, then select
“Internet Options.”
I
£ ~ @ > || Z NewYork State Child Nutritionis| B Google - L_]
| Print
= g | File >
& | Web Slice Gallery
Zoom (100%) >

uTube News Gmail Drive Calendar More - Safety >

View downloads Ctrl+J
Manage add-ons

F12 developer tools

Gg _ e

Internet options
gbout Internet Expigffer

Google Search I'm Feeling Lucky
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Instructions for Direct Certification Last Name Search Tools

Select the tab “Privacy” and uncheck the box “Turn on Pop-up Blocker” and click “Apply,” EXIT out of
the web browser by clicking the red X in the upper right hand corner of the screen. Now you can re-open

your web browser and begin the process.

Internet Opticns ? P
P
| General I Semrity(PFiVElEY ’Ccntent | Connections I Programs I Advanced |
Settings

Select 3 setting for the Internet zone.
Medium

- Blocks third-party cookies that do not have a compact

privacy policy

- Blocks third-party cookies that save information that can
(- be used to contact you without your explict consent

- Restricts first-party cookies that save information that

can be used to contact you without your implicit consent

i

[ Sites ][ Impaort ][ Advanced ] Default

Location

[ Mever allow websites to request your Clear Sites

physical location
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Instructions for Direct Certification Last Name Search Tools

Go to the Child Nutrition Knowledge Center website: portal.nysed.gov then click on Child Nutrition

Knowledge Center (CN).

Log into the Child Nutrition Management System by clicking the CNMS icon, and enter your User Name

and Password.

Administrative Review
Etigibitity

Food Based Menu Plani
Forms

General Info
HACCP/Sanitation
Holds orkshops Meetings Trainings
Local Wellness Policy

Management Companies

Administrative Review Webinar

New School Food Authority WSl iae Rl

ENS-742 SFA Verification Collection

Report (Attachment G) PowerPaint
B

Nutrition & Health

Policy & Regulations

Appendix to Managing Your Child
Nutrition Programs (9/13

The Appendix provides acditional resources
for managing your child nutrition programs. It
is not necessary to print these dotuments for
Managing Your Child Nutriton Programs
Mestings

Programs
Reauthorization

Reimbursement

Professional Cooking Brochure 3

Rr_apu[(g Please share with your food preparation staff,
cooks and cook managers,
Resources Professional Cooking Newsletter (11/13)

Mov 2013 Every Production Record tells a
. story...

Reviews

P Cooking Newsletter (10113
October 2013 Knife Skils

nal Cooking Newsletter

Summer Food Service Program

For Intemal Use Only 2013

Knowledge Center

The Child Nutrition Management System

Need to Know

Summer* s0d Rocks!

Find Si*="_,erVing SUummer Meals

NEW  Direct Certification

July 2015 SNAP and Medicaid data is now available for the
Direct Certification Matching Process

NEW DCMP Mandatory Reporting Memo (8/15)

BEE p Standards Training Reguirements (8/15

BEE p Standards and Procurement Webinars (8/15

2014-2015 Analysis of Cash Resources Report New DUE DATE
SEPTEMBER 30, 2015 for all c Schools, Charter Schoaols,
RC nd J;

| Rights PowerPoint
tation 5
REQUIRED ANNUAL TRAINING.
Updated PowerPoint!

Child Nutrition Program Civil Rights
Requireme

‘Child Nutrition Calendar
E Calendar

Food Service Equipment Grant FY 2014\CNMS\Equipment Grant
Recipients (8/15)

EFVP Grant Awards 2015-2016 (7/15

MEW 2015 - 2016 New SFA and RA C: Process (715
The application and al cther required documents must be scanned and
emailed to cn@nysed.gov, faxed or mailed to the Chikd Nutrition Office with the
subject fine New SFA or RA application

2 16 Adult Selling Price

Child Nutrition Webinar inesda
The Child Nutrition Program will be hosting Webinars each Wednesday in
‘August! Topics will include Eligibility/ Applications, Income Verification, Meal
Pattern and Production Records, Standardized Recipes and All Foods Sold in
Scheol

2015-2016 Reimbursement Rates (7/15

Professional Hiring
Programs Personnel (7115

5
2| fi Pol

2015-2016 Annual Renewal Instructions (
2 16 Paid Lunch Eguil

Farm to School - Agriculture Literacy Academy (

for State and Local School Nutrition
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Instructions for Direct Certification Last Name Search Tools

5. Once you are logged into the CNMS, click: Reports — Direct Certification

Child Nutrition Management System

Direct Certification

Holds
Certification

School Food Authority G

6. Click on the “l agree” button under the disclosure statement.

Child Nutrition Management System

PROGRAM » CLAIMS » REPORTS » ADMIN »

Direct Certification

1 AGREE that the information provided for directly certifying and verifying students in the Child Nutrition
Programs will be safeguarded from unauthorized use and disclosure and be kept confidential in accordance with the federal and state
law and in accordance with the following disclosure statement:

Disclosure of Eli

lity Information without Parent/Guardian Consent

‘You may disclose, without parent/guardian consent, participants' names and eligibility status determined in the direct
certification process to persons directly connected with the administration or enforcement of the following programs:

1. Federal education programs such as Title I and National Assessment of Education Progress (NAEP).

2. Certain State health or State education programs, provided the State agency or local education agency
administers the program. Representatives of State or local education agendcies evaluating the results and
compliance with student assessment programs would be covered only to the extent that the assessment program
was established at the State, not local level. This includes the System for Tracking Education Performance (STEP)
which is a State electronic reporting system.

3. Federal, State or local means-tested nutrition programs with eligibility standards comparable to the National School
Lunch Program (NSLP), such as the Supplemental Nutrition Assistance Program (SNAP).

In addition to names and eligibility status, you may disclose, without parent/guardian consent, eligibility information
obtained through the direct certification and verification processes to the following:

1. Persons directly connected with the administration or enforcement of the programs authorized under the NSLA or Child
Nutrition Act (CNA) of 1966. This includes the NSLP, the School Breakfast Program, Special Milk Program, Child
and Adult Care Food Program, Summer Food Service Program and the Spedial Supplemental Nutrition Program for Women,
Infants and Children(WIC). Program eligibility information collected for any one of the Child Mutrition Programs (CNPs) may
be shared with another CNP, even if the programs are sponsored by different entities. For example, a school may disclose eligibility
information from applications without parental consent to a Summer Food Service Program administered by Parks and Recreation.

X}

. The Comptroller General of the United States.

3. Federal, State or local law enforcement officials investigating alleged violations of any of the programs under
the NSLA or CNA or investigating violations of programs authorized to have access to names and eligibility status
nts.

€Click Here
N
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Instructions for Direct Certification Last Name Search Tools

The following screen should appear. You will enter the same User Name and Password as you used to enter
the CNMS. You will also be prompted to enter pwbr in the required field “Database.”

Troubleshooting:
1. All of the following need to be entered
a. Ensure username is entered in the appropriate box, and password is entered correctly
as logging into the CNMS
b. Ensure “pwbr” is entered as the database
c. Click “Go,” do not hit the enter key.

ORACLE' Discoverer Yiewer
Logout Help

® Connect Directly

Connect to Oracle BI Discoverer

To connect to Oracle BI Discoverer, click on a connection name or enter your connection details directly.
Choose Connection

Create Connection )
Update Delete

Details Connection Description
B Show SAMS SAMS Discoverer Production Reports

P> Show SEDREF Admin Reports SEDREF Admin Reports

P> Show SEDREF General Reports SEDREF General Reports

Connect Directly
Username and password are the same as

Enter your connection details below to connect directly to Oracle BI Discoverer.

* Indicates required field. CN MS Iog in:
Connect To Oracle Bl Discoverer -
* User Name
* Password \‘ Username
* Database & Password- Case Sensitive
End User Layer " Enter “pwbr” in the database field

Locale Locale retrieved from browser =

(€] \ Click “Go,” do not hit the enter key.

Copyright (c)2000, 2010 Oracle Corporation. All rights reserved.
About Oracle BI Discoverer Viewer Version 11.1.1.6.0
Oracle Technology Network
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Instructions for Direct Certification Last Name Search Tools

Once you have logged into Discoverer you will select the “Direct Certification SNAP/MEDI 2015-16 Last
Name Search” by clicking the plus sign (inside of arrow) and then clicking on “Sheet 1.”

ORACLE' Discoverer Viewer .
Business Intelligence Preferences Exit Help

Connect =

“Torksheet List

Search

Type in a search string to find a specific workbook or result set. Use the drop-down memn to choose between Database and Scheduled Workbooks.

Search All Workbooks - [ Go
Result List
| Refresh )

Expand All | Collapse All

Focus Name Description
¥V Discoverer Workbooks
& B> 2 Direct Certification SNAP/MEDI 2015-16
& B> 2 Direct Certification SNAP/MEDI 2015-16 Case Number Search
& a2 Direct Certification SNAP/MEDI 2015-16 DOB Search
& &2 Direct Certification SNAP/MEDI 2015-16 Last Name Search

B> % Direct Certification SNAP/MEDI 2015-16

B> % Direct Certification SNAP/MEDI 2015-16 Case Number Search
B> %2 Direct Certification SNAP/MEDI 2015-16 DOB Search

¥V % Direct Certification SNAP/MEDI 2015-16 Last Name Search

/ ‘<l Sheet 1 >

© QO @

Click Here
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Instructions for Direct Certification Last Name Search Tools

9. The following screen should appear. Select “Preferences,” which is located in the upper right corner of the

screen.

ORACLE" Discoverer Viewer
Business Intelligence

Preferences E)it Help

Connect > Workbooks >

Direct Certification SNAP/MEDI 2015-16 - Sheet 1

Last run Tuesday, August 25, 2015 3:05:43 PM EDT
Worksheets

Sheet 1 Parameters Needed

Select values for the following parameters.
* Indicates required field

*Zip
* Enter vahe for
Mon YYYY

(&)

Copyright ()2000. 2010 Oracle Corporation. All rights reserved.

About Oracle BI Discoverer Viewer Version 11.1.1.6.0
Dracle Technology Network

7
¥

10.  On the preferences screen, shown below:

/

T

Click “Preferences”
here

Or below

a. Uncheck the box “Limit retrieved query data to” as shown below.

b. The value entered in the “Cancel list-of-values retrieval after” box should be changed to 60

seconds.

c. Then select “Apply.” You will be returned to the previous screen.

|ifi] Preferences B | pmy v Page~ Safety v Tools~ @~ <
~
ORACLE" Discoverer Viewer =
Business Intelligence Exit Help
& Measure Unit v Axis Label ) Summary Data & Fan Trap Detection
Preferences Uncheck Here
Specify values for t —To change these options later, click the Preferences link. Cancel ) (_Agply)
Query Governor, \
Warn me j#predicted time exceeds 3w sew—"r S0 Select “Apply”, after
(Enter a value between 1 and 999999 in seconds) . .
r T 1800 adjusting both the
V] Prexént queries from running longerthan L %7 P .
o 9 9 (Enter a value between 1 and 899999 in seconds) lelt retrleved
@ o quew@ | ] query data to” and
(Enter a row limit value between 1 and 999999) “Cancel list-of-
Retrieve data incrementally in groups of - 250] ) values retrieval
(Eiter & row it valie botween ' 8 10000) Change this
Cancel list-of-values retrieval after O —. 15,.1‘\ number to 60.
(Enter a value between 1 and 99999 in seconds)
b
€ Internet fa v Rio0% -~
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Instructions for Direct Certification Last Name Search Tools

11. Enter the last name in the “Last Name” field and click “Go.”
a. Troubleshooting:
i. Check to see that your firewall will allow access to the site
ii. Go to tools on your internet browser > Internet options > Security tab > adjust the setting to
medium security level or below
iii. Contact your IT staff for suggestions

ORACLE" Discoverer Viewer .
Preferences Exit Help

Connect > Workbooks >

Direct Certification SNAP/MEDI 2015-16 Last Name Search - Sheet 1

Last run Tuesday, August 25, 2015 5:38:17 PM EDT
Worksheets
Sheet 1 Parameters Needed

Select values for the following parameters.
* Indicates required field

La:.t Name Apple
Preferences | Exit | Help

Copyright (¢)2000, 2010 Oracle Corporation. All rights reserved.
About Oracle BI Discoverer Viewer Version 11.1.1.6.0
Oracle Technology Network

12. If you are having trouble finding a student’s last name, you can broaden your search by adding
“%” (the percentage sign) to the beginning and/or end of the name you are searching for, and
then click “Go.”

Parameters Needed

Select values for the following parameters.
* Indicates required
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Instructions for Direct Certification Last Name Search Tools

13.  Depending how many children are in the database with the same last name, there may be a large

number of children listed. For this reason, you should export the list of names as an excel file so
you sort the data. Under the “Actions” tab, click on “Export.”

Direct Certification |
Last run Friday, August

Ferun guery
Save as

Revert to saved

“Actions” tab

Click “Export” here

izt 3 ||
Worksheet options

Worksheets
Sheet 1

14.  The following screen will appear. Use the drop-down list to specify the export file format.
Select the Microsoft Excel Workbook to manually search for children, then click “Export.”

/2 Choose export type - Windows Internet Explorer provided by NYS Education Department

@‘: o 4 “ﬁ] http:/{portal.nysed.gov/discoverer fappfexport?event=startExportastate V’ E’, 2| X 1-" [ R~
File Edit View Favorites Tools Help x  @;Convert ~ ESelect

5.7 Favorites ‘ 55 @] LATSnet Login ‘.’ Google & | USDA's MyPlate.gov - What... Nf3 SED Internet web Site 2| SED LATS NY3 SEDREF Internal Informatio... 2
k[@choose export type ‘ - B | = v Page v Safety v Tools~ @~ o

ORACLE Discoverer Viewer

Business Intelligence Preferences Exit Help

Connect > Workbooks > Direct Certification List- Sheet1 > After selecting the file
Choose export type format, click “Export”
Use the drop-down list to specify the export file format. here (_Cancel |

)

|DIF (Data Interchange Format) (*.dif)
gFormatted Text (Space delimited) (*.prn) Prefer
|Hyper-Text Markup Language (archim)___ o =1
Microsoft Excel Workbook (* xls) e For manual search: Excel
|Oracle Reports XML (*.xml)

|Portable Document Format (PDF) (*_pdf)
|SYLK (Symbolic Link) (*.slk)

|Text (Tab delimited) (txt)

|Web Query for Microsoft Excel 2000+ (*.iqy)
|WKS (Lotus 1-2-3) (*.wks)

Recommended format to select: \Eaneal), Ry
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Instructions for Direct Certification Last Name Search Tools

15. Click on the “Click to view or save” button.

¢ Export Ready - Windows Internet Explorer provided by NYS Education Department

@\:_9‘ L4 [[ii] http://portal.nysed.gov/discoverer fapp/e

File Edit View Favorites

IEIRIES

x  @Convert ~ ﬁ_ﬁSelect

Tools  Help

5.¢ Favorites

5% @) LaTSnet Login *§ Google | USDA's MyPlate.gov - What... NS SED Internet Web Site & SED LATS MY3 SEDREF Internal Informatio. ..
% - = & »
[uf] Export Ready %0 v B) ) dsh v Page~ Safety~ Tooks~ @~

ORACLE  Discoverer Viewer
Business Intelligence

Preferences Exit Help
Connect > Workbooks > Direct Certification List- Sheet1 >

Export Ready
Th

ested is ready. Please click the button below to open the exported document to view or save it.
\( Clickt

Return to worksheet

Preferences | Exit | Help
Copyright (c)2000, 2005 Oracle Corporation. All rights reserved.
About OracleBl Discoverer Version 10.1.2.55.26
Oracle Technology Network

16. The following screen will appear. Click “Open.”

File Download

X

Do you want to open or save this file?

@ MName: Sheet 1.xls
Hl

Type: Microsoft Excel Waorksheet
From: portalnysed.gov

[ Open ] Save ] [ Cancel

Always ask before opening this type of file

|§ While files from the Intemet can be useful, some files can potentially

harm your computer. f you do not trust the source, do not open ar
save this file. What's the rislc?
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17.

Instructions for Direct Certification Last Name Search Tools

An excel sheet will be generated, as shown below.

Microsoft Excel - SAMPLE DATA NUTRIKIDS 1..xis A=

l?_] File Edit ‘iew Insert Format Tools Data Window Help Adobe PDF Type a question forhelp = o @ X

NEH IS VE SR Fa-c 8z A age fiv -2 -/BZUISSEHS % uME o-4aq0

v A APPLE

A | B [ | E F [ e [ H T 1] J [ K [

1 |Last name First name Wi Dob Street City State | Zip Age Case name/Guardian Case num E
2 |APPLE IMACK J 8/4/2002 11 CORTLAND ST FORT ORANGINY 12345 8 APPLE/JAMES F000001
| 3 |APPLE TOSH d 111411998 11 CORTLAND ST FORT ORANGINY 12345 13 APPLE/JAMES F000001
4 |BACH SUSAN F 71211992 2 MOZART AVE FORT ORANGINY 12345 18 BACH BRITNEY F577777
|5 |CURRY RON E 512712006 P O BOX 5555 FORT ORANGINY 12345 5 SAGE SANDY F288888
6 |DENNY PETE D 11/27/2004 21 DINER DR FORT ORANGINY 12345 6 NICKS JOAN F411111
|7 |DENNY ROB 0 218/2004 21 DINER DR FORT ORANGINY 12345 7 NICKS JOAN F411111
8 |EVANS EMILY 121511999 1222 BROADWAY FORT ORANGINY 12345 11 JOHNSON TERI F799999
9 |FAME PRINCE 3/16/1995 99 STAR PKWY FORT ORANGINY 12345 16 FAME VICKI F200000
10| GOLF TAYLOR Z 51311996 540 FARWAY DR FORT ORANGINY 12345 15 GOLF TAYLOR F433333
11 |GOLF TIGER 11116/2001 540 FARWAY DR FORT ORANGINY 12345 9 GOLF TAYLOR F433333
12|GOLF PHIL Z 5/29/2003 540 FAIRWAY DR FORT ORANGINY 12345 8 GOLF TAYLOR F433333
13 |HOPEWELL KERI P 1011011999 1B ROCKBRIDGE WAY FORT ORANGINY 12345 11 HOPEWELL FAITH F000005
14 [ION ADAM Z 6/9/1995 100 CHARGED AVE  FORT ORANGINY 12345 16 ION JESSE F111119
15| JONES LILLY E 711511995 8 PADDY PL FORT ORANGINY 12345 15 SMITH DANA F888888
16 |KLEIN BECKY M 6/13/1998 44 MAIN ST APT 1 FORT ORANGINY 12345 13 KLEIN NATE F455555

17 |LEOPARD GABE 1 9/10/2005 1818 BROADWAY FORT ORANGINY 12345 5 LEOPARD JESSICA P111117 v

4 4 » n\SAMPLE DATA I, |< 3

Ready UM
T . m |

18. Once the column is highlighted in blue: click “Edit,” then click “Find.”

First,

click “Edit”

Second, click “Find”

‘5] Fle | Edit [eien—3 orfat—TFeok
: B Lj Can't Undo Ctrl+Z e
_] 'J_J | Can't Bepea Cirl+ ;:ﬂ_l
e 4 Cut Crl+x b
g1 Sery Ctrl+C [
A2k Office Clipboard... E
. |5 Paste Ctrl+v
2
3 Paste Spedial. ..
4 Paste as Hyperlink
5 Fill »
b
7 Clear »
i) Delete
9
Delete Sheet
10 :
11 Move or Copy Sheet...
e L
12 Replace... Ctrl+H
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19.

20.

Instructions for Direct Certification Last Name Search Tools

The following will appear. You can search by first name here. After typing the name, click
“Find Next” to scroll to the next name.

Find and Replace

Find | Replace

Find what:

|Ma|:k

| Find Al ]q Find Next D[ Close |
——

When you find the student you are searching, click the row number to highlight the entire row.
You can then copy and paste this row (student information searched) into the documentation you
have currently saved for the Direct Certification Matching Process.

B3 Microsoft Excel - SAMPLE DATA NUTRIKIDS 1.xIs

‘@] Fle Edt Vew Insert Fomat Toos Data FlashPaper Window Hep  Adobe POF Type 2 question for help
BT IR T R RN 20 -|BZUJESEE S %o |-l
2 09 Bl 00 ) 2By ) Ry e, exiReen ] e bl a6 B ) & ) )[R )
s g!i@o;»en In Contribute |-y Publish To Website. [7F] Post To Blog !g,]!
A2 v & APPLE
A | B | | D | E | F [ &6 | H [1] J | K
1 [Lastname Firstname Wi Dob Street City State Zip Age  Case namelGuardian Casenum
AFFLE WMACK J 8/4/2002 11 CORTLAND 3T FORT ORANGE NY 12345 8 APPLE/JAMES FO00001
| 3 RFFLE TOSH J 1H4/1988 11 CORTLAND 5T FORT ORANGE |NY 12345 13/ APPLE/JAMES FOO0001
|4 [B B = 71211992 2 MOZART AVE FORT ORANGE |NY 12345 18 BACH BRITNEY FRTTTT7
5 |CUR Click on the row 512712006 P O BOX 5555 FORT ORANGE NY 12345 5 SAGE SANDY F282888
6 [DENNY . - 11/27/2004 21 DINER DR FORT ORANGE |NY 12345 6 MICKS JOAN F411111
7 |DENNY numbe_r to highlight 21812004 21 DINER DR FORT ORANGE Y 12345 7 NICKS JOAN F411111
the entire row. Then
right click with your
mouse to copy the
data.
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