Instructions for Accessing
Direct Certification Data for the
Matching Process

Thank you for participating in the Online Direct Certification Matching Process (DCMP). This process
helps facilitate the receipt of school meals at no cost to children enrolled in the Supplemental Nutrition Assistance
Program (SNAP) and/or Temporary Assistance for Needy Families (TANF). The New York State Education
Department (NYSED) will continue to use the letter method (as a secondary method/categorical eligibility) to
ensure all eligible children are reached. The NYSED Child Nutrition Program will provide updated Direct
Certification Data (DCD) in July, October, January and April during the school year. All matches (July, October,
and January) with the DCMP should be completed as soon as possible after the data has been made
available. The July match should be completed no later than August 31. The October match should be
completed no later than November 30. The January match should be completed no later than February 28.
It is recommended to access the additional data provided in April, which is beneficial for LEAs planning to
participate in the Community Eligibility Provision (CEP).

The DCD contains confidential SNAP information. The DCD includes: case number, case name/guardian,
student’s (first, middle initial, last) name, date of birth, age, address (street, city, state, zip), and Assistance
Program. DCMP users are required to certify that information remains confidential in compliance with the
disclosure statement provided. Do not provide the direct certification data to anyone unauthorized to perform the
match. If a company is providing tools (software programs) to help facilitate the DCMP, the company should not
have access to the direct certification data (DCD). Software companies and their IT staff should only provide the
tools and assistance for utilizing the tools the company is providing to your district/school. Software must be able to
identify which Assistance Program (i.e. SNAP or Medicaid) the child’s household participates in which has made
them eligible through the Direct Certification Matching Process. For the 2014-15 SY only, the Medicaid directly
certified students can be coded in the “other” category as long as they can be discretely identified for FNS-742
Verification Summary reporting purposes.

The following instructions explain how to access the DCD. Each school will be responsible for accessing
the DCD directly from the Child Nutrition Knowledge Center (CNKC) website, by logging into the Child Nutrition
Management System (CNMS). Schools will retrieve the DCD list by selecting zip codes within their district/school.
If students attend your school district from a neighboring school district, you may select the zip codes from the
neighboring school district. Districts/schools should keep a list of zip codes that were used to obtain the data and a
copy of the data obtained with their National School Lunch Program (NSLP) records. The district/school must
record the date the data was obtained. Certifications are not retroactive. Therefore, it is important to conduct the
DCMP as close to the beginning of the school year as possible so that eligible students will receive benefits in a
timely manner. NYSED will maintain a record of the districts/schools that have accessed the data.

Schools assume more responsibility for the matching process. Districts/schools with electronic enroliment
records or point of sale (POS) systems should contact all applicable information technology (IT) staff to determine
how to utilize the DCD effectively. Some companies provide school food management tools (software) that
facilitate the DCMP. Name, date of birth, and address will be used as unique identifiers to match the data, provided
on the CNMS, to school enrollment records. Schools will need to carefully review the data to ensure they capture
children whose names are spelled differently, have moved, or use different names such as Robert, Bob, Robbie,
Rob, etc. or have siblings in the household with different last names. Additional instructions have been provided
for manually matching enrollment records to the direct certification data retrieved from the CNMS.

Schools are responsible for sending a DCMP notification letter to households of directly certified students,
to notify families of their children’s free eligibility status. A prototype letter is provided to ensure standardization
and to simplify this requirement for schools to notify student’s families of their new eligibility status. Once a
student has been identified (matched) to be eligible through this process, they retain their eligibility for the
entire school year. For the second, third and fourth matches (October, January, April), schools/districts will
not have to send DCMP notification letters to families that were previously matched in the July match.
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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.”

L~a> |L§ New York State ChildNutrition...l 3 Google l_]

Print
27 Web Slice Gallery File »
Zoom (100%) »
|

uTube News Gmail Drive Calendar More ~ Safety

View downloads Ctrl+J
Manage add-ons
F12 developer tools

Go to pinned sites

Intergg®®ptions
Abcg Internet Explorer

Google Search I'm Feeling Lucky
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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 ? 2
General | Security‘ Privacy )Cuntent I Connections I Programs | .ﬁ.dvanced|
Settings

Select a 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 conzent

[ Sites ] [ Import ] [ Advanced ] Default

Location

B Mever allow websites to request your Clear Sites
phiysical location

______

Disable toolbars and extensions when InPrivate Browsing starts

oK H Cancel [ Apply )
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Go to the Child Nutrition Knowledge Center website: portal.nysed.gov then click on the Child Nutrition

Instructions for Accessing
Direct Certification Data for the

Matching Process

Knowledge Center (CN).

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

and Password.

CNMS Home

&Search

-

Food Based Menu Planning
Forms
General Info

HACCP/Sanitation

Local Wellness Policy
Management Companies
Hew School Food Authority
Nutrition & Health

Policy & Regulations
Programs

Reauthorization
Reimbursement

Reports

Resources

Eligibilit
—— |

~4NYSED.

USDA

Workshops Meetings Training?

Child Mutrition Program Workshops (8/14)

Workshops for Food Service Directors/Managers, Food
Service Persennel and Administrators. Werkshop topics

include: Eligibility & Werification, Meal Pattern & All Foods Sold

In School and Administrative Review & Rezsource
Management. Brooklyn dates have been added.

*Prafessianal Cooking 2014 (1/14)

Thank you all for anether successful year of Professional
Cooking. Looking forward to next year already!

EMS-T42 SFA Verification Collection Report
(Attachment G) PowerPoint (10/13)

LEAs must submit the SFA Werification Collection Report to
the NY'SED Child Mutrition Program Office in CNMS by
December 15, 2013.

Appendix to Managing Your Child Mutrition Programs
(9113}

The Appendix provides additional rezources for managing
wnur child nitritinn nrnorams | iz nnt nererRare tn nrint
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N

= fi
Contact Us = FAQs | About Us

etd to Know
Aﬁmyf E Albany
L. geom Hgyote

Check gut our new teen Think Breakfast!
video®

)
A 1y
Breakfast!
-

2014-2015 Policy Booklet (8/14}

Administrative Reviews Scheduled In School Year
2014-15

This is a list of School Food Authorities (SFA) currenthy
scheduled for an Administrative Review in school year
2014-15. It is subject to change. We wil be offering an
Administrative Review webinar in the fall for schools that
are scheduled for review in the 2014-15 school year.

* 2014-15 Annual Reneawal Instructions (814}

The 2014-15 Annual Renewal iz now available for
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5. Once you are logged into the CNMS, click: Reports — Direct Certification

/2 : School Food Authority General Information - Windows Internet Explorer provided by NY5 Education Dep

@@ - |g mysed.gov

File Edit View Favorites Tools Help 4 % -
i:f Favorites 1;5 NYS ced Atwork Home Page E Suggested Sites ~  NY% Search AtWork € | Search SED Internet Site NfS sED I

& : School Food Authority General Information

New York State Education Department
Child Nutrition Management System

=

School Food Authority Genev-ws-=~ formation

Yiew ADP Holds
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6. Click the “I agree” button under the disclosure statement.

Direct Certification - Windows Internet Explorer provided by NYS Education Department

OO - (B ibris it o 865 ) {8 Gt
File Edit View Favorites Tools Help ‘X % -

i Favorites ‘ i NY3 sed Atwork Home Page @ Suggested Sites ~  NY% Search Atwork € | Search SED Internet Site NY$ SED Internet Web Site & | SED LATS NY2 Staff Directory -.' Google £ | CNMS

T " o O »
‘ebirectCertiﬁcaﬁon [ ] %) v B - [ deh - Page~ Safety~ Toos~ @~
. . . >
Direct Certification '
1 AGREE that the infc ion providad for dirsctly ifying students in the National School Lunch & Breakfast
P will bs kept dential in with the following discl;
Dizclozure of Eligibility i ith P ian Conzent
You may discloss, without parent/guardian consant, icis ' names and eligibility status determined in the direct
certification process to persons directly d with the administration or of the following

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

2. Cartain State health or State aducation programs, provided the State agency or local aducation agency
int the R ives of State or local aducation agencies evaluating the results and
i with student would bz coverad only to the extent that the assessment program
was astablished at the State, not local level. This includes the System for Tracking Education Parformance (STEP)
which is a State slectronic reporting system.

3. Federal, State or local means-testad nutrition programs with eligibility standards comparable to the National School
Lunch Program (NSLP), such as the Food Stamp Program.

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

1. Persons directly § with the admini ion or enf of the horized vnder 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 Special Supplemental Nutrition Program for Women,
Infants and Children(WIC). Program eligibility information collected for any one of the Child Nutrition Programs (CNPs) may
ba sharad with another CNP, even if the ara d by diff: entities. For example, a school may disclose eligibility
information from applications without parental consent to a Summer Food Service P dmini é by Parks and R 1

2. The Comptroller General of tha United Statas.

3. Faderal, State or local law enfc officials i igating alleged violations of any of the programs vnder
NSLA or CNA or & izati iolations of horizad to have accsss to names and sligibility status
of part: s

€Click Here E

& Internet - Ko -

/> New Yo... ™ Novell G... =5 Mail Fro... /= DirectC... & Desktop & C:\Docu... Of Instructi... 2]
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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”.

V' Connect Directly

Connect to OracleBl Discoverer
To connect to OracleBl Discoverer, click on a connection name or enter your connection details directly.

Choose Connection

Create Connection |
Details Connection Description |Update Delete
> Show CAE ALL Contract for Excellence Data Mart
P Show SAMS SAMS Discoverer Production Reports
p=Show SEDREF General Reports SEDREF General Reports
Connect Directly A Return to Top

Enter your connection details below to connect directly to OracleBl Discover

Username and password are the same as
CNMS log in:

* |ndicates required field.

Connect To | OracleBl Discoverer hd

* |User Name

- Username
~ Password- Case Sensitive
= Enter “pwbr” in the database field

* Password

JI]

* Database |pwhbr
End User Layer

Locale | Locale retrieved from browser

P Click “Go,” do not hit the enter key.

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.
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8.

Instructions for Accessing
Direct Certification Data for the
Matching Process

Once you have logged into Discoverer you will select the “Direct Certification SNAP/MEDI 2014-15” by
clicking the plus sign (inside of arrow) and then clicking on “2014 Eligible Students”.

ORACLE' Discoverer Viewer .
Business Intelligence Preferences Exit Help

Connect =

Worksheet 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
Semlliscoverer Workbooks

° 2 Direct Certification SNAP/MEDI 2014-15

3 B % Direct Certification SNAP/MEDI 2014-15 Case Number Search

& B % Direct Certification SNAP/MEDI 2014-15 DOB Search

&

&

B % Direct Certification SNAP/MEDI 2014-15 Last Name Search

Click here

& V¥V W Direct Certification SNAP/MEDI 2014-15

< 2014 Elibigle Students >
/ B> % Direct Certification SNAP/MEDI 2014-15 Case Number Search
€3 B %2 Direct Certification SNAP/MEDI 2014-15 DOB Search

Click Here £ P % Direct Certification SNAP/MEDI 2014-15 Last Name Search

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

ORACLE Discoverer Viewer
Preferences Qxit Help

Connect > Workbooks >

Direct Certification SNAP/MEDI 2014-15 - 2014 Elibigle Students T

Last run Monday, Augunst 25, 2014 11:32:33 AM EDT . « s
Worksheets Clle P I’efe rences
2014 Elibigle Students Parameters Needed here

Select values for the following parameters.
* Indicates required field
* Zip Code Or below

* File Date &
(Go )

Preferences |)Exit | Help
Copyright (c)2000, 2010 Oracle Corporation. All rights reserved.

About Oracle BI Discoverer Viewer Version 11.1.1.6.0
Oracle Technology Network
<SCRIPT SRC="/oracle_smp c
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10. On the preferences screen, shown 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.

d. Please note: Excel 2003 is limited to 65,536 rows. Therefore, if your district/school has more
than 65536 rows of data, you will not be able to open or save that data set in Excel. If you have
multiple zip codes that will result in more than 65,536 rows of data you can create two separate files.
Split your zip codes into two groups and then access them separately.

ORACLE Discoverer Viewer

Business Intelligence Exit Help
& Measure Unit V) Axis Label V) Summary Data V' Fan Trap Detection
Preferences
Specify values for the following Preferences. To change these options later, click the Preferences link. Cancel ) (_Apply)
Query Governor
Warn me if predicted time exceeds . : il Select “Apply”, after
(Enter a value t:et yeen 1 and 9::999 in seconds - -
i 1800 adjusting both the
Prevent queries from running longerthan L « Femi :
. d 2 2 (Enter a value between 1 and 999998 in >£—rc ds) lelt retrleved
[ Limit retrieved D | query data to” and
imit retrieved query data to « g .
o (Enter a row limit value between 1 and 999999) “Cancel list-of-
Ret\eve data incrementally in groups of — 25ﬁ0’i¢, values retrieval
(Enter a row limit value between 1 and ‘0150 after”.
|

list-of-values retrieval after P R ——

Uncheck Here Change this
number to 60.
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11.

Instructions for Accessing
Direct Certification Data for the
Matching Process

Enter the zip code(s) in the Zip Code field. Separate multiple zip codes with a comma.
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 2014-15 - 2014 Elibigle Students

Last run Monday, August 25, 2014 12:10:17 PM EDT
Worksheets
2014 Elibigle Students Parameters Needed

Select vales for the following parameters.
* Indicates required field

* Zip Code
* File Date 4

| Go )

Preferences | Exit | Help
Copyright (c)2000, 2010 Oracle Corporation. All rights reserved.
About Oracle BI Discoverer Viewer Version 11.1.1.6.0
Oracle Technology Network
<SCRIPT SRC="/oracle
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Instructions for Accessing
Direct Certification Data for the
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12.  Click on the flashlight icon next to the “File Date” field. This will bring up a search screen, allowing
you to select the file date to search.

a. *** DO NOT TYPE ANYTHING IN THE TEXT FIELDS THAT STATES “CLICK
FLASHLIGHT ICON TO SELECT ZIP CODES” OR “CLICK FLASHLIGHT ICON TO SELECT
FILES”. THIS DETERMINES WHICH DATA SET YOU WOULD LIKE TO VIEW.

b. Click the flashlight icon to choose which data set you would like to view. Depending on the time of
year, the following data sets could appear: July 2014, October 2014, January 2014 and April 2014.

c. The data will be updated four times during the school year. LEASs are required to access the data
three times during the school year. You will be notified when the data is available to be accessed in
July, October, January and April. You can access the data more than once as the data will remain
the same. You will select the month that you are accessing.

ORACLE Discoverer Viewer
Preferences Exit Help

Connect > Workbooks >

Direct Certification SNAP/MEDI 2014-1S5 - 2014 Elibigle Students

[Last run Monday, Augnst 25, 2014 12:10:17 PM EDT
Worksheets
2014 Elibigle Students Parameters Needed

Select values for the following parameters.
* Indicates required field

* Zip Code 12345
* File Date

(Go ) T ORACLE' Discoverer Viewer Hep
‘ Preferences | Bt [ISearch and Select: Mon YYYY Parameter 1

Copyright (c)2000, 2010 Oracle C . .
JAbout Oracle BI Discoverer Viewd DO nOt type anyth I ng In This page enables you to select the parameter values Cancel ) [ Select)
Oracle Technology Network H H i
SCRIPT SRC= oracle this text field. Click the Search

fl as h I I g ht I CO n to Se I eCt To find the value, select afilter in the drop down list and enter a word in the text field. then click the go button. To see a

the appropriate ValueS 1 list of all values, clear the search box and click the go button

) Search by Contains  ~
Search for (5o

Case Sensitive
Results

Available Selected

Jul 2014

Move

B @0

=]

Move All
®

Remove

@
Remove All

Previous 1-1 of 1 Next
( Cancel ) [ Select )

Help
Copyright (c)2000, 2010 Oracle Corporation. All rights reserved.
|About Oracle BI Discoverer Viewer Version 11.1.1.6.0
Oracle Technology Network
-<<SCRIPT SRC="/oracle_smp_c
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13. If you would like to view only students certified for SNAP/TANF benefits from the July data set (first
round of mandatory DCMP), select ONLY “Jul 2014” and click on “Move” to move it from the
“Available” box to the “Selected” box. If you would like to retrieve a cumulative list of students
eligible for free lunch, choose “Move All”

14.  After you have moved the month(s) over to the “Selected” box, click “Select.”

ORACLE" Discoverer Viewer

Help
Search and Select: Mon YYYY Parameter 1
This page enables you to select the parameter values (Cancel ) ( Selegt )

Search

To find the value, select a filter in the drop down list and enter a word in the text field, then click the go button. To see a
list of all values, clear the search box and click the go button

Search by Contains =

Search for (6o
Case Sensitive
Results Jul 2014 (Currently available)
Oct 2014 (Will be available in October)
Available Selected Jan 2015 (Will be available in January)
Jul 2014 Apr 2015 (Will be available in April)
] ®
Move All @
© @
RCII_I?'\'C
Remlf:e Al
Previous 1-1 of 1 Next
=
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Instructions for Accessing
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15. After selecting all of the zip codes that pertain to your district and the month, click “go” to run
the download.

ORACLE" Discoverer Viewer

Business Intelligence Preferences Exit Help

Comnect > Workbooks >

Direct Certification SNAP/MEDI 2014-15 - 2014 Elibigle Students

Last run Monday. August 25, 2014 12:10:17 PM EDT
Worksheets
2014 Elibigle Students Parameters Needed

Select values for the following parameters.
* Indicates required field

* Zip Code  12345,12346
* File Date Jul 2014’ 7
| Go )

Preferences | Exit | Help
Copyright (c)2000, 2010 Oracle Corporation. All rights reserved.
About Oracle BI Discoverer Viewer Version 11.1.1.6.0
Oracle Technology Network
<SCRIPT SRC="/oracle

16.  Wait for the download to complete. This may take a couple minutes depending on how large the file is.

ORACLE' Discoverer Viewer
Business Intelligence Help

2014 Elibigle Students

Query Progress
@ Executing query
Estimated = Click flashlight
Elapsed T icon to select zip
codes
(Cancel) = Click flashlight

con to select files

“ TIpA this page. Please check with your OracleAS administrator or the Oracle BI Discoverer documentation for more details.
Help
Copyright (c)2000, 2010 Oracle Corporation. All rights reserved.
About Oracle BI Discoverer Viewer Version 11.1.1.6.0
Oracle Technology Network
<SCRIPT
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17.

Instructions for Accessing
Direct Certification Data for the
Matching Process

Now that you have selected the Direct Certification Data (DCD), you will be responsible for
retaining the data and matching it to your school enrollment records. As shown below, the actions
tab lists functions for maintaining the data. Click “Export” to transfer the data to a file format that
best suits your district/school’s technological needs. Once the download has completed, click
export to open/save the file. This way you can scroll through the names easily and have this
download saved in a secure place.

ORACLE Discoverer Yiewer .
Preferences Exit Help

Connect > Workbooks >

Direct Certification SNAP/MEDI 2014-1S5 - 2014 Elibigle Students

Monday. August 25, 2014 12:39:05 PM EDT
Q vParameters

Save as Select values for the following parameters.
Rﬂ ert to saved * Indicates required field
* Zip Code 1234512346

end * File Date Jul 2014’ &
W, orkcheet options Go )
Worksheets
2014 Elbigle v Table
Students

¥ Case name/Guardian *First name *Last name »DOB >Age BStreet B City #State &Zip P Case Type ®Case num

15 of 23
Aug-14
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18. Use the drop-down list to specify the export file format required. CSV will open in Excel and can
be used to upload the data into point of sale systems such as Nutrikids and WinSnap. The
recommended format if you are manually matching data is the Microsoft Excel Workbook. After
selecting the file format, click the “Export” button to the right of the drop-down list .

/= Choose export type - Windows Internet Explorer provided by NYS Education Department Q@@
@';\* A “!m http:/{portal.nysed.gov/discoverer fappfexport?event=sta skate V' Wl |+e || X {';l i R\~
File Edit Wew Favorites Tools Help X %Convert v @Select

5.7 Favorites ‘ 5 @] LATSnet Login ® ’ Google € | USDA's MyPlate.gov - What... N¥2 SED Internet Web Site € | SED LATS NY$ SEDREF Internal Informatio. ..

»

|ili] Choose export type ‘ ‘ - B8 | = v Page v Safety~ Tools~ @~

ORACLE Discoverer Viewer
Business Intelligence Preferences Exit Help

=@
""" Recommended formats to select:

L« For electronic match: CSV | (Cancel) (Export)

Connect > Workbooks > Direct Certification List- Sheet1 > After se|ecting the file

Choose export type format, click export here
Use the drop-down list to specify the export file format.

CSV (Comma delimited) (*.csv)
CSV (Comma delimited) (*.csv
|DIF (Data Interchange Format) (*.dif)
|Formatted Text (Space delimited) (*.pm)
|Hyper-Text Markup Language (archived) (*.zip) |4
iMicrosoﬂ Excel Workbook (* xIs) < 5 ¢ For manual match: 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)

Preferend
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19.

20.

Instructions for Accessing
Direct Certification Data for the
Matching Process

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

/= Export Ready - Windows Internet Explorer provided by NYS Education Department
v‘ R 2| X |." ale ‘ L~

5 (oA l[@ http:{fportal.nysed.gov/discaverer/app

File Edit View Favorites Tools Help x  @Corvert - P select

n " »
slr Favorites | 515 | LATSnet Login *9 Google & | USDA's MyPlate.gov - What... N3 SED Internet web Site & SED LATS XY SEDREF Internal Informatio. .
(@ B8 | =y v Page v Safety~ Tools~ @~

»

|iff] Export Ready

Preferences Exit Help

ORACLE" Discoverer Viewer
Business Intelligence

Connect > Workbooks > Direct Certification List- Sheet1 >

Export Ready
The export vou requested is ready. Please click the button below to open the exported document to view or save it.

Click to view or save
Preferences | Exit | Help

Copyright (c)2000, 2005 Oracle Corporation. All rights reserved.
About OracleBl Discoverer Version 10.1.2.55.26

Oracle Technology Network

Save the entire file first, by clicking save. This will prompt you to select where the file will be saved.

File Download @

Do you want to open or save this file?

@ j Name: Sheet 1.csv
A Type: Microsoft Excel Worksheet

From: portal.nysed.goy

[ Open Cancel ]

Always ask before opening this type of file

While files from the Internet can be useful, some files can potentially

'g) harm your computer. If you do nat trust the source, do not open or
5 save this file. What's the risk?
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21.

Instructions for Accessing
Direct Certification Data for the
Matching Process

First select the location, then the folder you would like to save the documents in. Don’t forget to name
the document(s) appropriately. See below.

First, select the
location.

Save As

Savein: | (£} My Documents

Second, select the

folder.

2Dy child Nutrition

Program Documents

Select the folder you would
like to save the DCMP data
file in. Name the document
appropriately. Examples
include:

DCMP July 2014-15

DCMP October 2014-15
DCMP January 2014-15
DCMP April 2014-15

*This will ensure you can find
the  files easily  when
necessary.

|

My Documents
Wy Computer
[ = me:;
Third, name the file. /
bBs type:

DCMP July 2013-14

hd | [ Save

|I".'1i|:n::usuﬂ Excel Workshest v| [ Cancel ]

Forth,
click save
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Instructions for Accessing
Direct Certification Data for the
Matching Process

22.  The file will be alphabetized by last name. Similar to searching through a phone book, look to certify
each child on your enrollment list based on the current list of eligible students that was downloaded.

a. ****Do NOT alter this file by adding or subtracting any data, unless you are adding individually
searched students. Instructions are available for individually searching students. You must retain a
copy of the original list of SNAP/Medicaid recipients (DCMP file) that you obtained from the
discoverer database. If you are going to create a new list which only contains direct certified
students in you school/site, you MUST RESAVE THE FILE UNDER A NEW NAME.

LRl i~ ih R Sheet Lds [Read-Only] [Compatibility Mode] - Microsoft Excel T E-——
g Home Insert Page Layout Formulas Data Review Wiew Acrobat
= Cut B - . [= = 7 T T B OEAv
iccpy i Arial T A A == @ = Wrap Text General M ‘E:gjg l‘,‘_d Normal Bad i J"D:‘ _1" ;,J g
Pa'ste o Format Painter B JU- - &-A-|EEE 5 EdMergediCenter - | § - % o0 | %8 5% F(nnrrndaltt't‘\nnr;alv BZ?LE\BJv Good Neutra > Ins'erl DEI,EtE Fnrvmat Cle
Clipboard Font Alignment MHumber Styles Cells
B23 M L3
A B E D E F G H | J K L M
1 Case Num |Case Name/Guardian |First Name | Mi|Last Name |Dab |Age [Street |City |State|Zip  |Load Date |Case Type|
2 |[FS000001  Apple James Mack L Apple 01/30/1995 18 11 Cortland Strest Fort Orange WY [12345 01-Jul-2013 | SNAP
3 FS000002 | Sage Sandy Pete Denny 2/15/1993 |16 |99 Star Parkway Fort Orange WY [12346 02-Jul-2013 |SNAP
4

b. Saving a copy of this file under a new name can be done as follows:
i. Click “file”, then click “save as”. Then repeat number 20 of these instructions to rename and
save the file.

First, click “File.” ——————¢| File | Edit Wiew Insert Format Tools Tabl

10 Mew... =,
| [F Cpen... ctl+o [
n Close i

Po

Save Ctrl+5 il

Second, click “Save As...”

=
4| Save asWeb Page...
fie!

File Search...
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Instructions for Accessing
Direct Certification Data for the
Matching Process

For Schools/Districts that will be manually matching enrollment records to the direct certification data
(DCD), please review the instructions below.

1. The Direct Certification Data (DCD) that you have retrieved from the Discoverer database will look as
follows:

& e~ - TR W T T T W Sheet Lus [Read-Only] [Compatibility Mode] - Microsoft Excel | ————
Home Insert Page Layout Formulas Data Review View Acrobat
Ao ; o s Ee e = . e T B | ZAu
22 Copy - Arial 10 A A == ¥ =1 Wrap Text General *é % Normal Bad o |8 _f\ ;J e
pa.m ¥ Format Painter BIU-[Z- & A-[EEE FF Hvageacenter-| $-% 5 | %8 Fcoorfnﬁ%”;'. asF?;’glaetv Good Meriel o Im.m Del.ete Fmvmt 2 e
Clipboard . Font . Alignment . Number . Styles Cells
B23 - 5
A ] B [ C D E F G H I J [ K L M
1 Case Mum _[Case Name/Guardian |First Name _ [Mi[Last Name |Dab |Age [Strest |city |State|[Zip  |Load Date |Case Type|
2 |[FS000001  Apple James Mack L Apple 01/30/1995 18 |11 Cortland Street Fort Orange NY  [12345 01-Jul-2013 SHAP
3 FS000002  Sage Sandy Pete Denny 2/15/1993 |16 |99 Star Parkway Fort Orange NY  [12346 02-Jul-2013 SNAP
4

2. Arrange the data in the same way that your enrollment records are arranged. If your enrollment record is
alphabetized by student’s last name and zip code then sort the DCD that way. See below for sorting data in
excel.

a. Click on the column that you would like to sort first. In this case, you would click on column E,
because you are sorting by zip code and then alphabetically by the student’s last name. See below.

Iz T T —_— ERett Lts [Read-Only] [Cormpatioiy AT e Mcrosore Exc ol MMM —
Home Insert Page Layout Formulas Data Review View Acrobat
=1 % Cut _ P — = ) Tem Tx B EA
J ic:py' Arial 10 v A A |:§ = | B =1 Wrap Text General - ié % Normal Bad i jm j ’;J E F:I
Pa'ste F Format Painter B I U~ i~ &~ A' EE = iEFE HMergebCenter- | $ - % o+ | G0 Ifoorpndaﬂi(:]ngalv a:?;’glaet' Good Neutral - Ins'ert Delvete Forvmat 2
Clipboard X Font X Alignment X Number X Styles Cells
B23 - 2
A ] B I C D E E G H | J [ K L M
1 (Case Mum |Case Name/Guardian |First Name [ Mi|Last Name |City |State [Zip  |Load Date |Case Type |
2 |[FS000001 | Apple James Mack L Apple 01 Ortland Sireel Fort Orange NY  [12345 01-Jul-2013 SMAP
3 FS000002  Sage Sandy Pete Denny 21511993 [16 |99 Star Parkway Fort Orange NY  [12346 02-Jul-2013 SHAP
4
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Instructions for Accessing
Direct Certification Data for the
Matching Process

3. After you have selected the column you want sorted first, click on “Data”, then click on “Sort”.

a Data Feview View Acrobat
| Connections Al Pl Z ]7 4
Z E.|h

T |

nnections Sort & Filter

4. The following message will pop-up. You will leave it as shown below “Expand the selection” and then
click on “Sort...”

AN LM T80T 17 MULER
b g KS
St Sort Warning @ TH I

:C Microsoft Office Excel found data next to your FIN I
~q selection. Since you have not selected this data, it DPAF
1M will not be sorted. CER
AN vihat do you want to do? CER

s

(") Continue with the current selection

'I_" st ] [ concal ]
|
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Instructions for Accessing
Direct Certification Data for the
Matching Process

5. The following message will pop-up. Sort by “Last name” then, “Add level” and select “Zip” next to
“Then by”. Order is A to Z. Then click “OK”.

vl ” 53 Copy Level ”B v My data has headers

Sort On COrder

[=] [Atoz (=]
[v| Atz =
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Instructions for Accessing
Direct Certification Data for the
Matching Process

6. After you have completed steps 1-5 for manually matching your data. The file should appear as follows:
a. *Notice that the children’s last names have been arranged in alphabetical order by zip code. This
will ease the matching process between your enrollment record and the DCD record.

Microsoft Excel - Sample DCMP List.xls

E_I] File Edit View Insert Format Tools Data FlashPaper Window Contribute Help  Adobe PDF
N EE RS % BRI -] § Ap 100% - @ @Al -0 -|B I U
g a2y Sl E R . T aE o TN

L 5 T ! i (@) Open In Contribute [ Publish To Website [ Post ToBlog & § &1 !
F27 hd &

A | B Jc] D ] E | F | H [ 1] J | k]
| 1 |Last name  First name Mi Daob Street City State Zip Age Case name/Guardian Case num
| 2 |BROWN PETE D | 11/27/2004 21 DINER DR ALBANY NY 12201 6 NICKS JOAN F411111
| 3 |[JOHNSOM ROB 0 2/8/2004 21 DINER DR ALBANY NY 12201 7 NICKS JOAN F411111
| 4 |APPLE TOSH J | 1/14/1998 11 CORTLAMD ST FORT ORAMNGE NY 12345 13 APPLE/JAMES F000001
| 5 |APPLE MACK  |J 8/4/2002 11 CORTLAMD ST FORT ORAMGE NY 12345 8 APPLE/JAMES Fo00001
| 6 |BACH SUSAN | F 7/2/1992 2 MOZART AVE FORT ORAMGE NY 12345 18 BACH BRITNEY F&TTTT7
| 7 |CURRY RON E | 5/27/2006 P O BOX 5555 FORT ORAMNGE NY 12345 5 SAGE SANDY F2588888
| 8 |[EVANS EMILY 12/5/1999 1222 BROADWAY FORT ORAMGE NY 12345 11 JOHNSON TERI F799999
| 9 |FAME PRINCE 3/16/1995 99 STAR PKWY FORT ORAMGE NY 12345 16 FAME VICKI F200000
| 10 |GOLF TAYLOR Z 5/3/1996 540 FAIRWAY DR FORT ORAMNGE NY 12345 15 GOLF TAYLOR F433333
| 11 |GOLF TIGER 11/16/2001 540 FAIRWAY DR FORT ORAMNGE NY 12345 9 GOLF TAYLOR F433333
| 12 |GOLF PHIL Z | 5/29/2003 540 FAIRWAY DR FORT ORAMGE NY 12345 8 GOLF TAYLOR F433333
| 13 |[HOPEWELL KERI P 1 10/10/1999 1B ROCKBRIDGE WAY |[FORT ORANGE NY 12345 11 HOPEWELL FAITH  F000005
| 14 [ION ADAM  Z 6/9/1995 100 CHARGED AVE FORT ORAMNGE NY 12345 16 10N JESSE F111119
| 15 |JONES LILLY E | 7/15/1995 8 PADDY PL FORT ORAMGE NY 12345 15 SMITH DANA F&88888
| 16 |[KLEIM BECKY |M | 6/13/1998 44 MAIN ST APT 1 FORT ORAMNGE NY 12345 13 KLEIN NATE F455555
| 17 |LEOPARD  GABE M | 9/10/2005 1818 BROADWAY FORT ORAMNGE NY 12345 5 LEOPARD JESSICA P111117
| 18 | JEFFERSON TONY E | 10/5/1999 133 SPOON AVE KINGSTOMN NY 12401 11 MCCEREAL TOM P444444
| 19 IMCCEREAL | TRIX 7/7/1992 166 FORK DR KINGSTON NY 12401 18 MCCEREAL TOM P444444
| 20 |MCCEREAL LUCKY 4/8/2001 /133 SPOON AVE KINGSTOM NY 12401 10 MCCEREAL TOM P444444

21

7. On your enrollment record, highlight the names that appear on BOTH records. If you have multiple
buildings that students attend, make sure the student’s building is indicated on the enrollment record also.
From this a new list can be created of students that have been successfully matched. Create a list of children
that have been matched by this process and keep it with your applications.

Please see “Direct Certification Case Number Search” and “Direct Certification Last Name Search” for
matching additional students.
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