Step by Step Instruction:
How to Conduct Direct Verification in CNP
Direct Certification/ Direct Verification
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Step by Step
Instruction:

How to
Conduct Direct

Verification in
CNP Direct
Certification/
Direct
Verification

Intended Audience and Content

This How-To-Guide is intended for Local Educational Agencies
(LEASs) operating the National School Lunch Program (NSLP)
who are required to conduct direct verification.

The following slides provide guidance on how to conduct direct
verification using the Arizona Department of Education (ADE)
CNP Direct Certification/Direct Verification system.

Attendees are expected to already understand the process of
verification. Please review the online course below before
continuing:

- Verification Overview



http://www.azed.gov/health-nutrition/files/2016/09/verification-reviewrevised-9-20-16.pdf

Step by Step
Instruction:

How to
Conduct Direct

Verification in
CNP Direct
Certification/
Direct
Verification

Objectives

At the end of this training, attendees should be able to:
review the term direct verification;

explain how the CNP Direct Certification/Direct Verification
matching system works;

identify the different ways to search in CNP Direct Verification; and

explain match and no match results.



Throughout this guide there will be comprehension quiz questions
to test your knowledge and help you apply what you're learning.

Comprehension Be sure to review these quiz questions and the answers, available
Check within the guide.

This icon will indicate a comprehension quiz question, and the
background of the slides will be a light red like you see on this slide.




Step by Step
Instruction:

How to
Conduct Direct

Verification in
CNP Direct
Certification/
Direct
Verification

Definitions

CNP Direct Certification: The process of determining which children are
eligible for free meal benefits based on documentation obtained directly
from the appropriate state or local agency. Children directly certified will
automatically receive free meal benefits without needing to submit a
household application.

CNP Direct Verification: The process of verifying income and/or
participation in assistance programs by directly obtaining
documentation from the appropriate state or local agency.

Common Logon: An online portal that houses web access to different
reports and program applications for multiple program areas within
ADE. Throughout the program year, ADE will require LEAs to submit
reports using this online portal.



Step by Step
Instruction:

How to
Conduct Direct

Verification in
CNP Direct
Certification/
Direct
Verification

The Step by Step Instruction will review:

Overview of the CNP Direct Verification Process Slides 7-17
Log into CNP Direct Verification Slides 18-25
Individual Student Lookup Method Slides 26-41
File Upload Method Slides 42-45
Creating the Excel Spreadsheet Slides 46-68
Saving the Excel Spreadsheet Slides 69-78
Uploading the File Slides 79-86
Results of CNP Direct Verification Slides 87-100
FAQ: Results of DV Report Slides 101-104

The following slides will only cover how-to instructions for conducting Direct Verification
in CNP Direct Certification/Direct Verification. Please refer back to the ADE Online
Training Library for other How-To-Guides regarding operation of the program.



http://www.azed.gov/health-nutrition/nslp/training/
http://www.azed.gov/health-nutrition/nslp/training/

Overview of the CNP Direct
Verification Process




Overview of
the CNP Direct

Verification
Process

CNP Direct Verification

Direct verification is the process of verifying income and/or
participation in assistance programs by directly obtaining
documentation from the appropriate state or local agency.
Verification is only required when eligibility is determined through
the application process.

ADE has created an online computer matching system called CNP
Direct Verification which allows LEAs to directly obtain
confirmation from such agencies to verify students’ eligibility status.

LEAs can only access this system during verification, which begins
October 1.



Overview of
the CNP Direct

Verification
Process

How CNP Direct Verification Works

To initiate a CNP Direct Verification search, LEAs will enter student
information into the CNP Direct Verification system. The system then
searches the student data against agency records. Within a few seconds,
the LEA is then provided back search results that contain all students
entered and a match result list indicating if they were found in the agency
records or not.

Search for your Results List

students

CNP Direct

Verification

Database

Agency records




Overview of
the CNP Direct

Verification
Process

Agency Records

The CNP Direct Verification system is currently connected with seven
different agency records:

* Supplemental Nutrition Assistance Program (SNAP)

- Temporary Assistance for Needy Families (TANF)

* Medicaid/Medical Assistance (MA)

* Foster Children (Foster)

* Food Distribution Program on Indian Reservations (FDPIR)

* Migrant Education Program (MIG)

* Homeless Child (HOM)

For more information regarding agency records please refer to
HNS memo #18-2015.

10


http://www.azed.gov/health-nutrition/files/2015/09/hns-18-2015-cnp-direct-verification-enhancements-and-new-match-results.pdf
http://www.azed.gov/health-nutrition/files/2015/09/hns-18-2015-cnp-direct-verification-enhancements-and-new-match-results.pdf
http://www.azed.gov/health-nutrition/files/2015/09/hns-18-2015-cnp-direct-verification-enhancements-and-new-match-results.pdf

Overview of
the CNP Direct

Verification
Process

When is direct verification conducted?

Direct verification (DV) is conducted only during verification,

specifically Phase 3: Verify. When an LEA is in Phase 3 of

verification, the number of applications that need to be verified
have already been selected. DV occurs after the applications have

been selected and before the LEA contacts the household.

Prepare

® Review NSLP
Eligibility Checklist.

* Organize all
approved
applications.

e Count the total
number of
applications subject
to verification.

% Calculate
and Select

e Calculate the
number of
applications to verify
and select
applications.

e Conduct CNP
Direct Verification.

e Contact
households (when
necessary)

* Review
documentation that
is submitted by
households.

2/

e Submit the online
verification report to
the Arizona
Department of

Education.

11



Overview of
the CNP Direct

Verification
Process

Verification Resources

To assist you while completing Phase 3
of verification, ADE has created a
Verification Tracking Form. This form
provides step by step guidance on how
to conduct and track verification. ADE
strongly encourages LEAS to print and
attach this form to each application
that is being verified.

The Verification Tracking form can be
found on ADE’s Verification webpage.

VERIFICATION TRACKING FORM

PHASE 3: VERIFY

Atach to each application selected for verification with a copy of all documents from household

Number of Students on Application EmorProns: OYes OMo
Original Determination was (check one}
0 Free Eligible Based on Categorical Eligiity (Case # SNAPTANFIFDPIR or Foster]
O Free Eligible Based on Income/Household Size Information
0O Reduced-Price Elighle

Step1 O Identify your confirming official. This person will double check that the application was certified comectly. Cannot
be the same person wha initially certified the application.

Results of Confirmation Review (Select ONE):

1 Confirmed Original Determination, no change in benefits
Continue to Step 2.

T Changed from Reduced to Free
Natify housshold of increased benefits, change benefits within 3 days. continue to Step 2

T Changed from Free to Reduced
De pgt change benefits, do not contact household; continue to Step 2.

10 Changed to PAID
Matify household of paid benefits, change benefits after 10 calendar days of better sent and remove this application

erffication sample. Select new application for verification. (Start again with Step 1 with new application and

new tracking form ) Date eligibility status updated on BID- (after 10 calendar days of letter sent)

Step2 1 Conduct Direct Verification, Results (Select ONE):

2 Matched in MA, SNAP, TANF or FDPIR: Print off resuits and attach to this tracking form. Verification
s complete. STOP and do not contact the housshold. LEAS will report this application and all e
students fisted a5 Directly Verfied.

2 Matched in FOSTERMIGIHOM: Print off results and attach to this tracking form_ If any child resulted
in a Maich in either the Foster, Migrant or Homeless cokumn— Vesfication is considered complete for
only the chid who matched. If there are other children on the application, and the children did not match
through Direct Verffieation, the LEA must then contact the household to verify those chidren.

1 No Match: Print off resalts, attach to tracking form. Continue with Step 3.

I'T
<l Now contact the household

Step? 0 Send First Verification Notice (sent date) ing D ion returned by:
0 If no response by given due date, follow up with Second Verificati i i (dare)

O Follow-up official must sign and date household application

Step4 1 Results of Verification {Select DNE):
1 Responded, no change in benefits

Send Letter of Verffieation Results (confimming no change) and attach to this tracking form, (date)
1 Responded, original determination changed to Free
Send Letter of Verffieation Results and attach to this tracking form (date)
1 Responded, ariginal determination changed to Reduced
Send Letter of Verffication Results and attach to this tracking form (date)
1 Responded, ariginal determination changed to Paid
Send Letter of Verffieation Results and attach to this tracking form (date)
T No response after follow up, original determination changed to Paid
Send Letter of Verffieation Results and atach to this tracking form (date)

*Ghanges in meal benefits due fo Verification: increased benefits shanged within 3 days, decreased benefits changed within
10 calengar days of letter sent.

Arizana Department of Education. Aeleased August 2015

12


http://www.azed.gov/health-nutrition/nslp/verification/

Overview of
the CNP Direct

Verification
Process

Do | conduct direct verification on all eligible
applications for verification or only the applications
selected for verification?

Direct verification should only be used for the applications selected
for verification.

* Forexample: Pine Grove District determined they have 2,188
total approved income applications, case number applications,
and foster applications. Using the Standard Sampling Method,
Pine Grove calculated 66 applications will be selected for
verification. The information for students on those 66 applications
must be entered through the CNP Direct Verification system.

Based on the example above, we determined Pine Grove should not
run 2,188 applications through the system. For more information
regarding sampling methods, please refer to ADE’s Verification
Webpage.

13


http://www.azed.gov/health-nutrition/nslp/verification/
http://www.azed.gov/health-nutrition/nslp/verification/

Comprehension

Check

True or False: Direct verification is conducted on ALL the
approved applications the LEA has on file.

A.

True. It's a requirement to make sure all the information on the
applications is verified.

True. Direct verification is part of the process of approving
applications at the beginning of the school year.

False. Direct verification is only conducted on the applications
that have been selected for verification.

False. Direct verification is only conducted on the applications
that appear to have inaccurate information on them.

14



Comprehension

Check

True or False: Direct verification is conducted on ALL the
approved applications the LEA has on file.

A. True. It's arequirement to make sure all the information on the
applications is verified.

B. True. Direct verification is part of the process of approving
applications at the beginning of the school year.

C. False. Direct verification is only conducted on the
applications that have been selected for verification.

D. False. Direct verification is only conducted on the applications
that appear to have inaccurate information on them.

Districts should only search the direct verification database for
student information listed on the applications selected
for verification. See slide 13 for guidance on this topic.

15



Overview of
the CNP Direct

Verification
Process

What kind of information do | use to search for the
student in CNP Direct Verification?

You are able to search for students in CNP Direct Verification using
various search methods. If there is a case number on the
application, you are able to search for the student by entering in
their case number. If there is no case number listed you will search
for the student by using student information such as birthdate,
social security number, or SAIS ID.

16



Overview of
the CNP Direct

Verification
Process

What is the difference between CNP Direct Verification and

CNP Direct Certification?

CNP Direct Certification

CNP Direct Verification

Available all program year.

Must be conducted at least three times per
program year.

All enrollment must be run through the system.

Student data is run through the Department of
Economic Security (DES).

Available only during verification (starting Oct. 1).

Required to conduct once during verification.

Only students on the applications selected for
verification may be run in the system.

Student data is run through the Department of
Economic Security (DES) and Medical Assistance
Database.

17



Log into CNP Direct
Verification




1. Go to the ADE Health and Nutrition Webpage:
http://www.azed.gov/health-nutrition/nslp/.

= g wo
k A r I Z O n a Font+ | Font-

Department of Education

HOME ALL PROGRAMS STAFF DIRECTORY CONTACT ADE FAQ SCHOOL REPORT CARDS COMMON LOGON ADECONNECT

Log into CNP

[ ]
DI ect Home | Child/Adult Care ¥| School Nutrition Programs ¥| School Health Programs ¥| School Food Programs ¥| Summer Food | Memos | 9% Free/ Reduced |
V f. t " You are here: Home / National School Lunch & School Breakfast Program

» HNS PROGRAMS : Hot Topics |
National School Lunch & School Breakfast Program

Home Event Registration |
‘ Mission:

: ‘ Financial Info s_j
To safequard the health and well-being of the nation's children
by establishing good eating habits and providing adequate food F A Q ]

Child/Adult Care

School Nutrition Programs

| Health Program
School Health Programs for the children.

School Food Programs

Civil Rights |

Summer Food

" How LEAs .
Memos \Z\ Apply for the Operating the Contact Us ]
INati ational School Lunch
% Free/ Reduced %‘atlonal S;hool Lunch a
séhool Breakfast Programs School Breakfast Programs

Click for . v—
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http://www.azed.gov/health-nutrition/nslp/
http://www.azed.gov/health-nutrition/nslp/

2. Click on| comevesev [foynd on the upper right of the webpage.

=) & .
Arizona Fonts | Font-
Department of Education

HOME ALL PROGRAMS STAFF DIRECTORY CONTACT ADE FAQ SCHOOL REPORT CARDS COMMON LOGON ADECONNECT

HEALTH & NUTRITION SERVICES

Home | Child/Adult Care ¥| School Nutrition Programs ¥| School Health Programs ¥| School Food Programs ¥| SummerFood | Memos | 9% Free/ Reduced |

B You are here: Home / National School Lunch & School Breakfast Program .
DIrECt > HNS PROGRANS Natiorhlal Scr;<;ct>l Lunch &nScI:ooI Bretak?‘ast Program ESUIERIEy J
Verification

Log into CNP

Home Event Registration |
‘ Mission:

" o Financial Info s_j
To safequard the health and well-being of the nation’s children

by establishing good eating habits and providing adequate food FA Q
for the children l

Child/Adult Care

School Nutrition Programs

School Health Programs

School Food Programs

Civil Rights |

Summer Food

" How LEAs '
Memos \ ) Apply for the Operating the Contact Us J
B ational School Lunch
% Free/ Reduced é]"at'onal S;hool Lunch &
|
School Breakfast Programs Sehool Breakfast Programs

Click for




A new webpage will load. It should look like this screen:

- howy Do
~ oButanon | COMMON L 0GON

The g; y to secure data ions and i
Username:
s

 Please note that our web pages have new functionality which will log you out and take you back to this page if your session remains idle for too long 2 period of time.

» We have changed our practices regarding passwords and user accounts. Click here for Current Password Process.

« If you have lost your password Click here.
L
+ Tolaunch an application the user must have a valid username and password and must agree that, by using that username and passwaord, they will abide by the ADE Acceptable Use Policy.
Og ‘ J O « Any questions related to Common Logon account, please contact the ADE Support Center at (602) 542-7378 if you are in the Phoenix area. Outside the Phoenix area (866) 577-8636 or E-mail enterprise@ade.az.gov. Or Click here for more information.

+ Check the MIS Bulletin Board for the latest news and information.

Direct
Verification

You must have a username and password in order to access
Common Logon.

*If you do not have a username and password:

* Complete the form Common Logon Permissions for NSLP/Direct
Certification, requesting Direct Certification permissions, and send
to ADE. This form can be found on the ADE Program Forms
Webpage.

* Receive aCommon Logon username and password to access CNP
Direct Certification/Direct Verification in 7-10 days.

21
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http://www.azed.gov/health-nutrition/nslp/program-forms/

Log into CNP

Direct
Verification

3. Enter your Username and Password.

ABIZONA DEpAaTNENT
~_orEDUCATION

COMMON LOGON

The gateway to secure data transactions and information

Username:

Password: Continue >>

Please note that our web pages have new functionality which will log you out and take you back to this page if your session remains idle for too long a period of time.

We have changed our practices regarding passwords and user accounts. Click here for Current Password Process.

1f you have lost your password Click here.

To launch an application the user must have a valid username and password and must agree that, by using that usemame and password, they will abide by the ADE Acceptable Use Policy.

Any questions related to Common Logon account, please contact the ADE Support Center at (602) 542-7378@ if you are in the Phoenix area. Qutside the Phoenix area (866) 577—9636@ or E-mail

enterprise@ade.az.gov. Or Click here for more information.

Check the MIS Bulletin Board for the latest news and information.

22



Log into CNP
Direct

Verification

You have successfully logged into Common Logon.

After logging in, your webpage will show all Common Logon Applications
you have access to.

The gateway to secure data transactions and mformation
Common Logon Application Menu

Q) CMP Direct Certification / Direct Verification
4 CNP Verification

# CNPWeb

# LEA Profile

23



Log into CNP

Direct
Verification

4. Click on CNP Direct Certification/Direct Verification.

—)

The gateway to secure data transactions and information
Commeon Logon Application Menu

@) CMF Direct Certification / Direct Verification
# CNP Verification

@ CNPWeb

# LEA Profile

Change Profile

24



Log into CNP

Direct
Verification

You have successfully logged into CNP Direct
Certification/Direct Verification System.

A new screen will load. It should look like this:

Arizona Department of Education

£ Home CNP Direct Certification / Direct Verification

Home

Welcome to the Arizona Department of Education CNP Direct Certification / Direct Verification System

ATTENTION:

Arizona's O

& Welcome Aidaly
Rodriguez

Direct Certification and Direct Verification search functions may be used ONLY for certifying or verifying Eligibility of sty
School requesting the information.

Information provided by this system includes student personal information protected by FERPA and may not be used for an

USE OF THE CNP DIRECT CERTIFICATION / DIRECT VERIFICATION SYSTEM MAY BE MONIT ORED TO ENSURE COMPLIANCE.

Acknowledgement:

I acknowledge that my use of the CNP Direct Certificati Direct Verification system is in compliance with all restrictions
| 1 AGREE/ GONTINUE | [ 1 DO NOTAGREE / EXT |

User must read the FERPA
Compliance statement and
acknowledge appropriate
use of the system by clicking
| AGREE/CONTINUE in order
to proceed with CNP Direct
Verification.

25



Individual Student Lookup
Method




Individual Student Lookup Method

This method is best utilized to conduct CNP Direct Verification when
searching for case number applications, income applications, and foster
applications.

Arizona Department of Education

I d ] .d [
Home File Upload State Match Individual Student Lookup Reports ‘Administration Help | Common Logon Logout
S tUde ' ' t £ Home > Individual Student Lookup CNP Direct Certification / Direct Verification & Welcome Aidaly Rodriguez

Individual Student Lookup

=, Print this page

* THE DIRECT VERIFICATION FUNCTIONALITY IS NOT AVAILABLE AT THIS TIME. Note: Direct Verification will become available on 10/1/2016.
e t O * You may download the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download” button.

Search Input Options

* Use this method to check the eligibility of up to 10 students at a time.
* Starting with the first row, enter each student's First Name, Last Name, and Birthdate (enter the Birthdate as 'mm/dd/yyyy').
« When you are finished entering the data, click the "Submit” button. The list of students and their eligibility will be displayed.

Record Number First Name Last Name Birthdate ) Search using this format:

gl i i

® Standard Format (First and Last Name, Birthdate)
© SAIS ID Format

|
2 ‘ | | ‘ ‘ | - iiSNEFf:I::ZtEr Format (DES SNAP/TANF Case Number)
I i Ii | T -
] I | | Useris able to type —
I I | : student’s data directly
I I I : into this search table.
|

| Ii Ii

Start Individual

Student Lookup




To directly verify applications, click on
found in the black menu bar.

Arizona Department of Education

Individual
Student

Home File Upload State Match Individual Student Lookup Reports Administration Help Common Logon Logout

@ Home CNP Direct Certification / Direct Verification

Lookup
Method

Home

Welcome to the Arizona Department of Education CNP Direct Certification / Direct Verification System

28



A new screen will load. It should look like this:

Arizona Department of Education

Home | FileUpload | State Match | Individual Student Lookup | Reports | Administration | Help | Common Logon | Logout

£ Home > Individual Student Lookup CNP Direct Certification / Direct Verification & Welcome Aidaly Rodriguez

Individual Student Lookup

L] L]
« Use this method to check the eligibility of up to 10 students at a time.
« Starting with the first row, enter each student’s First Name, Last Name, and Birthdate (enter the Birthdate as 'mm/dd/yyyy').
« When you are finished entering the data, click the "Submit’ button. The list of students and their eligibility will be displayed
* THE DIRECT VERIFICATION FUNCTIONALITY IS NOT AVAILABLE AT THIS TIME. Note: Direct Verification will become available on 10/1/2016.
« The "Case Number Format" search option is only available when Direct Verification is available.

« You may dewnload the results as a ".csv” file (compatible with Microsoft Excel) by clicking on the *Download® button

Search Input Options
Record Number First Name Last Name Birthdate () Search using this format:
1 I 1l @® Standard Format (First and Last Name, Birthdate)
O sals ID Format

O ssN Format

& Print this page

Case Number Format (DES SNAP/TANF Case Number)

J
]
J
4 \ \ \ \ \ \ () Show these students in the display:
5 Check all that apply:
[ JII JII ] M Students that Match
& ‘ ‘ ‘ ‘ ‘ ‘ W students that Don't Match
W students with Upload Messages
J

8l Il il ]

gl i i J

ol i i J

Click here to submit your search:

@ [ Check here to do a Direct Verification search

* Onthe left side of the screenis a table titled, Search Input.

* Ontheright side of the screen are search options. You are able to
choose which format to search students in and how you want the
system to display your matches.

* Onthe bottom right you are also able to select that you want to
complete a search in direct verification.



Search Formats in Individual Student Lookup

In order for a student to match, LEAs must enter identifiable
student data into CNP Direct Verification.

Individual Student Lookup provides LEAs the opportunity to choose
Individua[ from three different data formats to determine if a student matches

Student

in CNP Direct Verification.

Search Formats:

LOOkUp * Case Number Format (DES SNAP/TANF Case number)
M@thOd e Standard Format (First and Last Name and Birthdate)
e SAISID Format

e SSNFormat

The following slides will guide you through each format listed

above.
Case Number
30




Case Number Format Search

1. Under the section, Search using this format, click the circle next to Case Number
Format (DES SNAP/TANF Case Number).

2. Select how you wish to show match results by checking boxes in the section, Show
these students in the display. To get match results for all students entered, check the
boxes for Students that match, Students that Don’t Match, and Students with
Upload Messages.

In d[\/[dual 3. Check the box Check here to do a Direct Verification search.

In the table, enter the case number found on the household application as shown

4.
StUdent below, with no hyphens or spaces.

Search Input Options
e t O Record Number Case Number () Search using this format:
1 W Standard Format (First and Last Name, Birthdate)
() SAIS ID Format
2 O SSN Format
® Case Number Format (DES SNAP/TANF Case, Number)
3
4 () Show these students in the display:
Check all that apply:
5
M students that Match
5 V] students that Don't Match
VI students with Upload Messages
7
8 (2] Check here to do a Direct Verification search
9
10
Click here to submit your search: h




Comprehension

Check

What box should be checked to ensure you are doing a direct
verification search instead of a direct certification search?

A. Students that Match DES
B. Studentsthat Do Not Match DES

C. Checkhere to do a Direct Verification search

32



Comprehension

Check

What box should be checked to ensure you are doing a direct
verification search instead of a direct certification search?

A. Studentsthat Match DES
B. Studentsthat Do Not Match DES
C. Check here to do a Direct Verification search

All three boxes are important, however, if you do not check the
box that says Check here to do a Direct Verification search, you
will simply be running another direct certification search and will
not meet the requirements for conducting direct verification.

33



Individual
Student

Lookup
Method

Standard Format Search

1. Under the section, Search using this format, click the circle next to Standard Format
(First and Last Name, Birthdate).

2. Select how you wish to show match results by checking boxes in the section, Show
these students in the display. To get a match result for all students entered, check
the boxes for Students that Match, Students that Don’t Match, and Students with
Upload Messages.

Check the box Check here to do a Direct Verification search.

4. Inthe table, enter the student’s first name, last name, and birthdate (MM/DD/YYYY)
as shown below.

5. Click Submit.

SAIS ID Format

Search Input Options
Rec Number First Name Last Name Birthdate ) Search using this format:
1 |Er\c | [Claudlo ‘ |0”25[2002 \'J Standard Format (First and Last Name, Birthdate)

2 | [Raymond |||conzalez || [1210/2004 ) SSN Format

Case Number Format (DES SNAP/TANF Case Number)

|
|
3| |Aexa ||[state || 051252003 |
4 | | ‘ ‘ | I ) Show these students in the display:
= Check all that apply:
| | ‘ ‘ | | V] Students that Match
6
| | ‘ ‘ | | V] students with Upload Messages

[¥I students that Don't Match
7|l I|| I |
8| ||| ||| ) [¥] Check here to do a Direct Verification search
°l| Il i

al Il Il

Click here to submit your search: h

34



Comprehension

Check

How should the birthdate for each student be formatted when

entered into the table?

A.

B
C.
D

Month, Date, Year each spelled out (March 4, 1998)
MM/DD/YYYY (03/04/1998)
Month-Date-Year (3-4-98)

As a set of numbers with no spaces or dashes (341998)

35



How should the birthdate for each student be formatted when
entered into the table?

A. Month, Date, Year each spelled out (March 4, 1998)
MM/DD/YYYY (03/04/1998)

Comprehension

B
C. Month-Date-Year (3-4-98)
D

As a set of numbers with no spaces or dashes (341998)

Check

The system will search the DES database for exact matches. This
means the birthdates need to be listed exactly like they are in the

DES database, which is MM/DD/YYYY. The system will
automatically delete unnecessary zeroes.

36



SAIS ID Format Search

1. Under the section, Search using this format, click the circle next to SAIS ID Format.

2. Select how you wish to show match results by checking boxes in the section, Show
these students in the display. To get a match result for all students entered, check the
boxes for Students that Match, Students that Don’t Match, and Students with
Upload Messages.

. . . Check the box Check here to do a Direct Verification search.
/ndIVIdUa[ 4. Inthe table, enter the student’s SAIS ID as shown below with no hyphens or spaces.

Student = Click Submit.

Lookup
Method

Search Input Optons
Record Number SAIS ID () Search using this format:
1 |123456?8 '::::' Standard Format (First and Last Name, Birthdate)
'@ SAIS ID Format

_) SSN Format

Case Number Format (DES SMNAP/TANF Case Number)

) Show these students in the display:
Check all that apply:
Wl students that Match

¥l students that Don't Match
Ml students with Upload Messages

© Check here to do a Direct Verification search

(s} w = (o3 w £ w (8]

-
o

Click here to submit your search: 5-
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SSN Format Search

1. Under the section, Search using this format, click the circle next to SSN Format.

2. Select how you wish to show match results by checking boxes in the section, Show
these students in the display. To get a match result for all students entered, check the
boxes for Students that match, Students that don’t match, and Students with Upload
Messages.

. . . Check the box Check here to do a Direct Verification search.
/ndIVIdUa[ 4. Inthe table, enter the student’s SSN as shown below with no hyphens or spaces.

Student = Click Submit.
Lookup

Record Number SSN Options
1 | R -\_:,; Search using this format:
e O 0 standard Format (First and Last Name, Birthdate)
2| |147852389 O SAIS ID Format

® SSN Format

3

|365412089 Case Number Format (DES SNAP/TANF Case Number)
il
- () Show these students in the display:

Check all that apply:

Students that Match

Students that Don't Match

¥l students with Upload Messages

© Check here to do a Direct Verification search

|
|
7 |
|
|
|

10

Click here to submit your search:




Comprehension

Check

How should the social security numbers be formatted when they
are entered in the Search Input table?

A.

All g digits listed with hyphens creating groups of numbers
(example 123-45-6789)

All g digits with spaces between each number (example 123 45
6789)

All g digits with forward slashes in between the numbers
(example 123/45/6789)

All g digits with no spaces (example 123456789)
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Comprehension

Check

How should the social security numbers be formatted when they
are entered in the Search Input table?

A. All gdigits listed with hyphens creating groups of numbers
(example 123-45-6789)

B. Allgdigits with spaces between each number (example 123 45
6789)

C. All gdigits with forward slashes in between the numbers
(example 123/45/6789)

D. Allgdigits with no spaces (example 123456789)

The system cannot search the social security numbers in the

database unless they are listed without any special characters or
spaces. Refer to slide 38 for an example of how to format a social
security number.
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Different Search Formats

If you feel that entering individual data for each student will take
too long, you have the option to create an Excel spreadsheet with
the student data to upload into the system. This method is referred

Individua[ to as File Upload.

Student

The following slides will guide you step by step through how to
conduct direct verification using the File Upload Method.

Lookup
Method

File Upload
Method
41
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File Upload Method

This method is best utilized to conduct CNP Direct Verification when
searching for students listed on income applications and foster
applications which you need to verify. Rather than typing information
into one field at a time, this method allows you to upload an Excel file
you have already created; making the process faster. Please note, you
Fl[e Upload are not able to search by case number using this file upload method.

Arizona Department of Education

Method

£ Home > File Upload CNP Direct Certification / Direct Verification & welcome Emily Molchan

Use this page to check the eligibility of a large number of students by uploading (or sending) a file to ADE.
forma ), which defines the type of upload you are performing,
ontact your specialist at (602) 542—8700@ for more information.

Select a File to Upload () Show these students in the results:

Browse. Check all that appiy:
[¥students that match DES
[ Students that don't match DES
ick here to upload your file: | Submit
[¥IFile upload messages

@ [ check here to do a Direct Verification search

Upload your Excel
file here.
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File Upload

Method

File Upload Overview

1. Choose the data format you want to use to search for the student:
* First Name, Last Name, Birthdate (Standard Format)

* Student Accountability Information Services (SAIS ID)
* Social Security Number (SSN)

« Case Number Format

2. Create an Excel spreadsheet and enter the student data (Standard
Format, SAIS ID, SSN, or Case Number Format).

3. Save the Excel spreadsheet as a ".CSV” (Comma delimited) file.

4. Upload the file into CNP Direct Verification system to run the
report.

SAIS Details
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File Upload

Method

Student Accountability Information Services ID (SAIS ID)

SAIS ID: Arizona Department of Education (ADE) assigns each student
with a SAIS ID that acts as a student identifier from K-12t grade.

Student data is pulled from pre-populated enroliment information in
AzEDS, via the SAIS system. SAIS IDs can be utilized to conduct CNP
Direct Certification only if the site uses AzEDS to send information to the
SAIS division of ADE.

If your school does not report AzZEDS data to ADE, the State Match
option will not provide results and will show zero (0) students. This will
also affect all search methods using SAIS IDs such as File Upload using
SAIS IDs and Individual Student Lookup using SAIS IDs.

SAIS Support Center:
Phone: 602-542-7378
Toll Free: 1-866-577-9636

Email: ADESupport@azed.gov
http://www.azed.gov/student-accountability/ File Upload
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Creating the

Excel
Spreadsheet

Standard Format

The following slides will review how to create an Excel spreadsheet
using Standard Format. Please refer to slide 64 for guidance on how to
save the Excel file. Please note, if the file is not saved correctly, the
user will receive an error message and direct verification will not be
completed.

Standard Format
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Creating the

Excel

Spreadsheet

1. Open the Microsoft Excel application & on your
computer. Your screen should have a blank spreadsheet.

A= =

m Home Insert

== ¥ cut

Page Layout

Calibri

B3 Copy -

# Format Painter S
Clipboard ] Font

Formulas

-1

Paste B 7 U~ i~

AN

B A-

Data

Review

il (]

View

¥

wh
il

R

Bookl - Microsoft Excel

S Wrap Text

Fad Merge & Center ~

General

$-%

= 3

. *o-g ;ﬂg Conditional Format Cell

Formatting ~

as Table = Styles~

Styles

Insert Delete Format

2 Clear ~
Cells

[=l=] = ]
a@ o @ B

jn:n 3\ ;J El::ltfmm-%? &a

Sort & Find &

Filter = Select~

Editing

AL - e

A B © D

o~ @ bW N e

25
M 4 b »| Sheetl  Sheet? ~Sheet3 %3
Ready |

Bl

M

o] P o}

R

|[ED M@ 1w00% ()

L

Te[] <




2. Type Standard into cell Ax.

Creating the \ el

Standard

Excel
Spreadsheet

Vel = BRI R o R O B R S5 R

|
=S




3. Starting on row 2, type a record number under the word
Standard. A record number can be any number you choose.
As a best practice, type the number 2 in column A.

Hdo- =
] Home Insert Page Layout Formulas
Creatlng the j izm Calilari =11 v A 4]
s Copy «
F‘ajte J' ormat Painter o i - & ]
Exce[ Cliph-:ard o Font
- £
Spreadsheet A s [ c [ o
1 Standard .
-2 1 Please note, it does
3 not matter which
4 .
. student name is
6 listed next to which
; record number.
9
10
11

5o



4.On row 2, type in the student’s first name in column B
and the student’s last name in column C.

BICIEAN S
Home Insert Page Layout Formulas

Creat[ng the 3 “ Calibri Sl A = =
Paste e B 7 U-|ii+ & A~ E E
Exce[ Clipvboard; a Fon - “
First name must be
SpreadSheet = = in column B. Last
A B i B name must be in
Standard ‘ | column C.
1 John Smith

1
2
3
4
q




5. On row 2, enter the student’s birthdate in column D in the
format: MM/DD/YYYY. Please note, Excel will
automatically remove any extra zeros for the day and

month.

X['d9- v
- Home Insert Page Layout Formulas
Creating the hj o
Exce[ F‘a;;te _.?'::jnfatljainter LS I A é‘
Clipboard
Spreadsheet n -
A B C D E
1 Standard
2 1 John Smith 12/1/2002
i Birthdate must be
5 entered using
z correct format:
8 MM/DD/YYYY.
9
10
11
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6. Repeat the steps for every student. Each row must have
a record number, first name, last name, and birthdate.

Z[H 9 - C | ——
g Home | Insert  Page Layout  Formulas Data
Creating the i L=l
—'|='°| B _ = —
Paftej B 7 U- #- &-A- EE =
Exce[ Clipboard & Font
Spreadsheet 7
p A B C D E
1 Standard
2 1 John Smith 12/1/2002
3 2 Katie Movyer 3/2/2001
4 3 Ashley Brown 2/11/2001
5 4 Kelly Daly 5/6/2002
6 5 Josh Greene  2/14/2001
7
8
9
10
11




Creating the

Excel
Spreadsheet

Student Accountability Information Services (SAIS ID)

The following slides will review how to create an Excel spreadsheet
using SAIS IDs. Please refer to slide 64 for guidance on how to save the
Excel file. Please note, if the file is not saved correctly the user will
receive an error message and direct verification will not be completed.
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Creating the

Excel
Spreadsheet

1. Open the Excel application £} on your computer.

Your screen should display a blank spreadsheet as shown below:

oner S BRI i

) & Fil -
u - | & - iF iF | erge & Center « - ¥ i3 ;% Conditional Format  Cell Insert Delete Format S0
F Format Painter = - I ™% Eormatting - as Table = Styles = - - (2 Clear = Filter =

Clipboard Font . Alignment . Mumber . Styles Cells Editing

=
~
=]
& 4
[
0
i
\
I
i
o6
=
4

=
=)
[

5
M 4 » M| Sheetl ~Sheet? ~Sheet3 ¥ [ [ | a0

Ready | [ @ 1003 () [} (1)
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Creating the

Excel
Spreadsheet

2. Type SAIS into cell A1.
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Creating the

Excel
Spreadsheet

3. Starting on row 2, type the first SAIS ID. User may
enter unlimited amount of SAIS ID entrees.

P I s |
% Home Insert Page Layout Form
B 36 cut Calibri 11
aj : # Format Painter B 7 U~ - e
Clipboard Font
- £
I;I B C D
SAIS
54589785
p Please note, a SAIS
> ID is 8 digits long.
° Do not enter
7
8 hyphens between
= the numbers.
10
11
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Creating the

Excel
Spreadsheet

4. Repeat the steps for every student. Each row must
contain a single SAIS ID.

X]| = 9 - I=

Haome Insert

e

== K cut
= =3 Copy ~

Paste
- churmat Painter

Clipboard

Page Layout Form

Calibri 11

A23 -

A B
1 |SAIS
2 54589785
3 89715479
4 32365748
3 185375456
& 24284542
7 23252352
8 69886565
9 98541875
10 75887414
11 958958959
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Social Security Numbers (SSN)

The following slides will review how to create an Excel spreadsheet
using SSNs. Please refer to slide 64 for guidance on how to save the
Excel file. Please note, if the file is not saved correctly the user will
receive an error message and direct verification will not be considered

Creating the complete.

Excel
Spreadsheet

=)



Creating the

Excel
Spreadsheet

1. Open the Excel application & on your computer.

Your screen should display a blank spreadsheet as shown below:

oner S BRI i

) & Fil -
u - | & - iF iF | erge & Center « - ¥ i3 ;% Conditional Format  Cell Insert Delete Format S0
F Format Painter = - I ™% Eormatting - as Table = Styles = - - (2 Clear = Filter =

Clipboard Font . Alignment . Mumber . Styles Cells Editing

=
~
=]
& 4
[
0
i
\
I
i
o6
=
4

=
=)
[

5
M 4 » M| Sheetl ~Sheet? ~Sheet3 ¥ [ [ | a0

Ready | [ @ 1003 () [} (1)
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Creating the

Excel
Spreadsheet

2. Type SSN into cell Ax.

X/ - =
Home Insert Fage Layout F

== ¥ cut

j i Calibri =11
Paste ~acopy B 7 U~ i«
- # Format Painter = =
Clipboard " Font

- Jx
A B C D
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Creating the

Excel
Spreadsheet

3. Starting on row 2, type the first SSN. User may enter
unlimited amount of SSN entrees.

= ———
F™ =
Hame Insert Page Layout Formu
=) ¥ cut
= ® Cu Calibri -1 -
bast 53 Copy ~ 2
aste - FRENERE
+ < Format Painter B 7O =
Clipboard Font
M Jx
A B C D

55M
827109285

L= = R R = TR B

=
= o

Please note, a SSN
is g digits long. Do
not enter hyphens
between the
numbers.
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4. Repeat the steps for every student. Each row must
contain a single SSN.

(X[l 9 - =
Home Insert Page Layout Farmu
3 '% cut Calibri -l -
- 23 Copy ~
Creatlng the F‘afte anrmatF‘ainter B I U-~|&- &
Clipboard . Font
Excel o -C ¢
A B C D
Spreadsheet =
2 827109285
3 278889202
4 818290937
3 292868899
6 184661893
7 696157822
8 898457815
9 910146875
10 236657244
11 548587587




Creating the

Excel
Spreadsheet

Case Number Format

The following slides will review how to create an Excel spreadsheet
using the Case Number Format. Please refer to slide 64 for guidance on
how to save the Excel file. Please note, if the file is not saved correctly
the user will receive an error message and direct verification will not be
considered complete.

Case Number
Format
64



1. Open the Excel application & on your computer.

Your screen should display a blank spreadsheet as shown below:

& = = Bookl - Microsoft Excel == = ]
m Home Insert Page Layout Formulas Data Review View ] e = @ ER
e — ] i ] 0, e - =
B & cut Calibri S - A == ®- 0 Siwaptet General - ﬂ ijjd \;d Ll . Autosum r:[_' &a

5 Copy - — £ 3 - @ il - Z
Paste B 7 U~ - M-A- =E==| &5 alMergeaCenter~ | $ ~ % 9 0 .00 Conditional Format  Cell Insert Delete Format Sort & Find &
- F Format Painter - = - £ EMerg " o Formatting = as Table = Styles * - - - (2 Clear = Filter ~ Select~
Clipboard Font . Alignment . Mumber . Styles Cells Editing
Al - fe v
[ ] A B 5 D E F G H I ] K L M N 0 P Q R S ;
1
2
3
4
5
7
8

9

Spreadsheet :

13
14
15
16
17
18
19
20
21
22
23 L4
24

25
4 4 » M| Sheetl Sheet2 ~Sheet3 ~¥J [14] I ] (a0
Ready | |[EE @ 100% (=) [} (+)




Creating the

Excel
Spreadsheet

2. Type the word CASE into cell Ax.
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3. Starting on row 2, type the first case number. Please
note, Excel will automatically remove any leading zeros.
Once the file is uploaded, the CNP Direct Verification
system will automatically add them back.

C J h a0 - o
reatlng t e Home Insert Page Layout Far
Exce[ j ;‘:E::}Fv Calibri v 1
Pajte # Format Painter B 7 U ~|o-
) pread sheet I
- J
A B C D
CASE
23569874

Please note, a case
number is 8 digits
or less. Do not
enter hyphens
between the
numbers.

=
Hgmmummhul




Creating an
Excel

Spreadsheet
using Case
Numbers

4. Repeat the steps for each case number. Each row must
contain a single case number.

FR ™ e A
Home

== ¥ cut

53 Copy -
Paste

Clipboard

J' Format Painter

| - -

Insert Page Layout Fg

Calibri - 11

E40

A
CASE
23509874
29687
15989687
485698
1235
459875
22659963
9 | 147893547
10 12569852
11 14896

1
2
3
4
3
o]
7
&
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Saving the

Excel
Spreadsheet

1. When all of the students have been entered, click

found on the top Excel menu, and choose the option

Page Layout

-

Page Layout

Formulas Data Review Vie

i)

e
i
¥
1"

11 = A A b

- & A-

Acrobat

WView

Review

Formulas Data

Home Insert

B d cut Calibri
-~ =3 Copy -

aste -

- churmat Painter 4 1

Home Insert
S

1 H ave
2 Save As
3 i s Adobe PDF
a
a
i
7
8 Recent
9
10 Mew
11
12 Print
13 Save & Send
14
15 Help
16 :] Options
17 B4 Exit

Information about Bookl

Protect
Workbook -

Check for
Issues ~

B
¥
8

Manage
Versions ~

Permissions
Anyone can open, copy, and change any part of this workbook.

Prepare for Sharing
Before sharing this file, be aware that it contains:
Document properties and author's name
Content that people with disabilities find difficult to read

Versions
“‘.,] There are no previous versions of this file,

Save As
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Saving the

Excel
Spreadsheet

A new window will appear. It should look like this:

Formatting -~ Table -

L“ Microsoft Excel
. Favorites
] Libraries
‘& Computer
& Local Disk (C)
> HP_RECOVERY (D:)

& HP_TOOLS (E3)

= INFO (\WFILED (1)

1

—+ emolcha (\fileh\home) (H

—

File name: Bookl

= |l_—f| Save As NS
b | — = - . - = 5
@ O'|‘: » Microsoft Excel - | +4y | | Search Microsoft Fxcel o I
Organize = 2= . @

No items match your search.

Save as type: IE)(ceI Waorkbook

# Hide Folders

Authors: Add an author

[] Save Thumbnail

Tags: Add a tag

DO NOT CLICK SAVEYET!

Tools =

Save l l Cancel
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Saving the

Excel

Spreadsheet

2. Select the location where you want to save the file.

|E_T.| Save As

) |

&)

» Direct Certification Reports

—— s ]
v| 45 | | Search Direct Certificati.. 2

MNew folder

Excel

 Favorites
I Desktop

3 Downloads

111

<% Recent Places
) Libraries
NSLP
Memos
Certification for 6 cents
HNS Memos

Name

1

=- @

Date modified Type Size

No items match your search.

File name:

DO NOT CLICK SAVEYET!

Save as type: [E)(cel Template

Authors: Add an authar

*' Hide Folders

Tags: Add a tag

Tools = l Save l l Cancel ]
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Saving the

Excel
Spreadsheet

3. Inthe field File name, enter the name of the file. As a
best practice, you should include the date you created
the file within the file name.

=r|1_—(‘ Save As

| @Ov|. » Direct Certification Reports
&

H Organize ~ New folder

or b cents
. HNS Memaos
File name: DirectVerificationOct3

DO NOT CLICK SAVEYET!

Save as type: |Excel Template

Authors: Add an author

= Hide Folders

Tags: Add a tag

Title: Add a title

Tools - l Save l l Cancel l

For example, the direct verification file was created on October 3,
so the file name DirectVerificationReportOct3 was used.
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Saving the

Excel
Spreadsheet

4. Inthe field Save as type,

CSV (Comma delimited).

use the drop down to select

H

\E Save As

=)

| @Ov‘ | . » Direct Certification Reports

v‘ +y | | Search Direct Certificati.. 2 |

Organize *  New folder

- N

[#5 Microsoft Excel ame
. Favorites

B Deskiop

4 Downloads

m

=» Recent Places

- Libraries

L. NSLP
Memos
Certification for 6 cents
HNS Memos

File name: DirectVerificationOct3
Excel Workbook
Excel Macro-Enabled Workbook
Authors: Excel Binary Workbeook
Excel 97-2003 Workbook
XML Data
Single File Web Page

= Hide Folders Web Page
Excel Template

Save as type:

S Excel Macro-Enabled Template

— R Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003
Microsoft Excel 5.0/95 Workbook
Formatted Text (Space delimited)
Text (Macintosh)

Text (M5-DOS)

C5V (Macintosh)

CSV (MS-DOS)

DIF {Data Interchange Format)
SYLK (Symbelic Link)

Excel Add-In

Excel 97-2003 Add-In

POF

XPS Document

OpenDocument Spreadsheet

Date modified Type

Mo items match your search.

sl
—

Do not use CSV
(Macintosh) or CSV (MS-
DOS). Only use CSV
(Comma delimited).
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5. After you select CSV (Comma delimited) click[ == .

il | Save As &J

@ Ov| | . » Direct Certification Reports - | +y | | Search Direct Certificati.. S |
Organize ~ New folder = - (2]
¥ Microsoft Excel i Name Date modified Type Size

Mo items match your search.
. Favorites

B Desktop

4 Downloads

m

~» Recent Places

Saving the

] Libraries

Excel v

| Certification for 6 cents

S " ’ t | HNS Memos
File name: [DirectVerificationOct3 -
Save as type: |[CSV (Comma delimited) v]
Authors: Add an author Tags: Add a tag Title: Ad

= Hide Folders Tools « Save l [ Cancel l




Saving the

Excel
Spreadsheet

Depending on which version of Excel is being used, the
following windows may appear after clicking [ s« .

Click OK to confirm saving the file.

Microsoft Excel 2Z

The selected file type does not support workbooks that contain multiple sheets.

! = To save only the active sheet, click OK.
= To save all sheets, save them individ@ally using a different file name for each, or choose a file type that supports multiple sheets.

’ oK I [ Cancel I

Click Yes to confirm saving the file.

Microsoft Excel Lﬁ

DirectCertReport Aug22.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

'0. = To keep this format, which leaves out any incompatible features, click Yes.
= To preserve the features, click No. Then save a copy in the latest Excel format.
= To see what might be lost, click Help.

[ Yes l[ Mo ]l Help l
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Comprehension

Check

Can you save the Excel file by clicking the save icon k4?

A.

Yes. As long as you know where you save the Excel file, it can be
uploaded.

Yes. That icon automatically saves the Excel file in the format
needed for the search.

No. You have to click Save As and choose a .csv file before you
save it.

No. That icon doesn’t save the Excel file anywhere on your
computer.
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Comprehension

Check

Can you save the Excel file by clicking the save icon ?

A. Yes.As longas you know where you save the Excel file, it can be
uploaded.

B. Yes.Thaticon automatically saves the Excel file in the format
needed for the search.

C. No.You have to click Save As and choose a .csv file before
you save it.

D. No.Thaticon doesn’t save the Excel file anywhere on your
computer.

The icon shown will save the file in .xls format. In order to use the
Excel file for direct certification file upload, the file must be in .csv
format. The Save As feature must be used in order to
change the file format.
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Uploading the

File

To start a search using the File Upload method, click on

found in the black menu bar.

Arizona Department of Education

Home File Upload State Match Individual Student Lookup Reports Administration Help ‘ Common Logon Logout

£ Home CNP Direct Certification / Direct Verification

Home

Welcome to the Arizona Department of Education CNP Direct Certification / Direct Verification System

8o



A new screen will load. It should look like this:

{2 Home > File Upload CNP Direct Certification / Direct Verification & Welcome Emily Molchan

File Upload

) Print this page

» Use this page to check the eligibility of a large number of students by uploading (or sending) a file to ADE.

» The file upload must match one of the 4 upload formats (see the Help for more information), which defines the type of upload you are performing.

» If you are unsure how to save a ".csv" file please refer to the Direct Certification Manual or contact your specialist at (602) 542-8700@ for more information.
¢ THE DIRECT VERIFICATION FUNCTIONALITY IS NOT AVAILABLE AT THIS TIME. Note: Direct Verification will become available on 10/1/2013.

» The "Case Number Format" upload is only available when Direct Verification is available.

* You may download the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download” button.

» The results for files containing more than 10,000 students will be available as a download only.

Uploading the

File Upload Options
Select a File to Upload ) Show these students in the results:
Check all that apply:

] (2]
Students that match DES
I Click here to upload your file: Students that don't match DES
File upload messages

(2] Check here to do a Direct Verification search (which
includes Medical Assistance data)

Results

Waiting for your file upload...

*  Onthe left side of the screen is a search bar titled, File Upload. You are able to upload
the file you created and saved on your computer.

* Ontheright side of the screen are search options. You are able to choose which
format to search students in and how you want the system to display your matches.

¢ Onthe bottom right you are also able to select that you want to complete a search in
direct verification. 81



Uploading the

File

1. Click | Browse.. |to upload the Excel file you created.

izona Department of Educa

Home File Upload ‘ State Match Individual Student Lookup ‘ Reports Administration Help ‘ Common Logon Logout ‘

£ Home > File Upload CNP Direct Certification [ Direct Verification

File Upload

* Use this page to check the eligibility of a large number of students by uploading (or sending) a file to ADE.
* The file upload must match one of the 4 upload formats (see the Help for more information), which defines the type of upload you are performing.
+ If you are unsure how to save a ".csv" file please refer to the Direct Certification Manual or contact your specialist at (602) 542-8700 for more information.
* Direct Verification functionality IS currently available (it is available from 7/1/2016 through 7/15/2017).
* You may download the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download" button.
* The results for files containing more than 10,000 students will be available as a download only.
File Upload Options
Select a File to Upload () Show these students in the results:
(2] Browse... Check all that apply:
M students that Match
Students that Don't Match
Click here to upload your file:
Wl students with Upload Messages
€3 [ check here to do a Direct Verification search
Results

Waiting for your file upload...
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2. After you click | Browse.. | you will see a new window
appear. At this time you will locate the Excel file you

created, and click [ open |,

x
- ” Search Desktop 0
. Organize « Mew folder ﬁz 7 E:l '@'
b loadl ] l ] e " Favorites e N Sherteut N Shortcut }
- 4 255 KE 959 bytes
. Bl Desktop
Flle . Web-Based Step PPT to Translate ’ ! Sponsor Docs 16-17
| NSLP Trainings - |§ I ] File folder §lll Filefolder
. Sponsor Docs 16- ‘_| Copy of DirectVerificationOct3 E
. Training Team |_| l:|EI|}fEdItChECkSE<CE|dEC2013 Microsoft Excel Comma Separate...
| NSLP 1 Microsoft Excel Worksheet 170 bytes
. EMG
= |ibrari r, s T ST ! @ disabled-student-special-diet-ord...
ﬂjl scur etolas Microsoft Word 97 - 2003 Docum...
g Documents
. . Eng K@ FPPSAInstructions
-J' Music I_i non-disabled-student-special-die... j! Adobe Acrobat Document
=| Pictures Microsoft Word Document = | 145KE
i R - M . _ 3
File name: DirectVerificationOct3 [AII Files (*.%) v]
[ Open ] [ Cancel ]
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Uploading the

File

Your File Upload search bar will show the Excel file you
created. The field should show the file name ending in .csv

as shown below:

4} Home > File Upload CNP Direct Certification / Direct Verification

File Upload

The results for files containing more than 10,000 students will be available as a download only.

File Upload

Select a File to Upload

Use this page to check the eligibility of a large number of students by uploading (or sending) a file to ADE.

The file upload must match one of the 4 upload formats (see the Help for more information), which defines the type of upload you are performing.

If you are unsure how to save a ".csv" file please refer to the Direct Certification Manual or contact your specialist at (602) 542-8700 for more information.
Direct Verification functionality IS currently available (it is available from 8/1/2016 through 7/15/2017).

You may download the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download" button.

& Welcome IntQA1_1
Userl

= Print this page

Options

() Show these students in the results:

C:\Users\arodrig\Desktop\DirectVerificationOct3.csv Browse... Check all that apply:
VI students that Match
: _ - ¥IStudents that Don't Match
Click here to upload your file: V] Students with Upload Messages
The file must be a CSV file. Check the
. end of your file name in the field. It
esults

Waiting for your file upload...

must end in .csv. If it ends in .xls, the
report will not run.
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3. Select how you wish to show match results by checking
boxes in the section, Show these students in the results.

To get a match result for all students
entered, check the boxes for :

pE. . * Students that Match;
» Students that Don’t Match; and

our specialist at (602) 542-8700 for more information.
* Students with Upload Messages.

=, Print this page

Uploading the

File

Options

( ) Show these students in the res

Check all that apply:

[¥lstudents that Match
[vIstudents that Don't Match

Ml students with Upload Messages

re to do 3 DWD Check the box Check here to do a
Direct Verification search

[&] Go back to top
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Uploading the

File

4. Click [ Submit | to run the report.

%

& Welcome IntQA1_1

¥ Home > File Upload
= P Userl

CNP Direct Certification / Direct Verification

[

File Upload

= Print this page

Use this page to check the eligibility of a large number of students by uploading (or sending) a file to ADE.

The file upload must match one of the 4 upload formats (see the Help for more information), which defines the type of upload you are performing.

If you are unsure how to save a ".csv" file please refer to the Direct Certification Manual or contact your specialist at (602) 542-8700 for more information.
Direct Verification functionality IS currently available (it is available from 8/1/2016 through 7/15/2017).

You may download the results as a ".csv" file (compatible with Microsoft Excel) by clicking on the "Download" button.

The results for files containing more than 10,000 students will be available as a download only.

File Upload Options

Select a File to Upload () Show these students in the results:

3 C\Users\arodng\Deskiop\DirectVerificationOct3.csv Browse

Click here to upload your file:

Check all that apply:

] students that Match

[v] students that Don't Match

M students with Upload Messages

o Check here to do a Direct Verification search

Results

Waiting for your file upload...
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Results of CNP Direct
Verification




Match Results

Submit

Once you input or upload the students’ information and click
the window will refresh and display your results below the search bar.

Search Input Options

Record Number First Name Last Name Birthdate () Search using this format:
1 ‘Enc | ICIaud\o | ‘0512212016 ‘ E'E Standard Format (First and Last Name, Birthdate)
O SAIS ID Format
2| [Raymond || [conzalez ||[12/1012004 ‘ O SSN Format
ReS U[ts O ( NP 3] I Il | O case Number Format (DES SNAP/TANF Case Number)
Alexa Slate 05/25/2003
4 ‘ | | | ‘ ‘ () Show these students in the display:
] 5 ‘ | I | ‘ ‘ Check all that apply:
] students that Match
Dlre Ct 6| ] ||| ‘ VI students that Don't Match
¥ students with Upload Messages
7|l ||| |l \
"L’ ~ 8| [| || ‘ ) ] Check here
eri IcatIO I Ii I | Please note, if you do not see
\

10‘

Results

File Upload Processed as:

Prepared by:

Click here to submit your search:

Standard File Upload
Aidaly Rodriguez

Date Prepared:

8/26/2016 7:13 AM

your results immediately on
your screen, continue to scroll
down as search results are

Direct Verification: Yes Displaying: Matches, Non-Matches, Messages ]
Yoy — 2 T Isplayed underneath the
Matches Found: 0 Non-Matches Found: 1
SNAP Matches: 2 MA Matches: 0
search bar.
TANF Matches: 0 Foster Matches: 0
FDPIR Matches: 0 Migrant Matches: 0
Hom eless Matches: 0
Record Number = First Name Last Name Birthdate Results Decision Date SNAP TANF MA FOSTER FDPIR MIG HOM  Upload Message
1| Eric Claudio 01/25/2002 Match 08/15/2016 Y
2 | Raymond Gonzalez 12/10/2004 No Match
3 | Alexa Slate 05/25/2003 Match 05/22/2016 Y
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Results of CNP

Direct
Verification

My results look very similar to those of direct
certification, did | make a mistake?

Users are able to confirm that direct verification was conducted by
reviewing their summary box. The field titled Direct Verification
should indicate Yes, as shown below:

File Upload Processed as: Case Number File Upload
Prepared by: Aidaly Rodriguez Date Prepared: 8/24/2016 8:52 AM
Direct Verification: Yes Displaying: Matches, Non-Matches, Messages

Recards Procassed: validabon Errors Found: 0

Matches Found: Non-Matdhes Found:
SMNAP Matches: Ma Matdhes:

TAMNF Matches: Foster Matches:

=R - =~

FDPIE Matches: Migrant Matches:

S o= W W W

Hom eless Matches:
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Comprehension

Check

How can you tell from your results that you conducted direct
verification?

A.

B
C.
D

You will have at least 1 match.
It will say Yes next to Direct Verification in the summary box.
Student names will appear in the results section.

There is no way to tell if you've done a direct verification search.
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Comprehension

Check

How can you tell from your results that you conducted direct
verification?

A. You will have at least 12 match.

B. It will say Yes next to Direct Verification in the summary box.
C. Student names will appear in the results section.

D. Thereis no way to tell if you've done a direct verification search.

Matches are not guaranteed in direct verification, and student
names will appear in both direct certification and direct
verification. The only way to tell if you've correctly conducted
direct verification is to look for the word Yes next to Direct
Verification in your summary box. Refer to slide 85 for additional
guidance.
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Results of CNP

Direct
Verification

Agency Records

As a reminder, the CNP Direct Verification system is currently connected
with seven different agency records:

* Supplemental Nutrition Assistance Program (SNAP)

- Temporary Assistance for Needy Families (TANF)

* Medicaid/Medical Assistance (MA)

* Foster Children (Foster)

* Food Distribution Program on Indian Reservations (FDPIR)

* Migrant Education Program (MIG)

* Homeless Child (HOM)
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Results of CNP

Direct
Verification

Understanding the Results

The Results column should be used to determine if a student is a Match
or No Match. This will determine if a student is considered directly
verified and if Phase 3 of verification is complete.

When a student is found to be a match, the letter Y will indicate which
agency record(s) the student’s information matched in. Please see
examples below:

Record Number + | Case Number Results Decision Date SNAP | TANF MA FOSTER | FDPIR MIG HOM | Upload Message
1/ 89825678 Match 08/15/2016 Y
2| 69874535 Match 04/28/2016 Y
3|32362591 No Match
Record Number * | First Name Last Name Birthdate Results Decision Date SNAP | TANF | MA FOSTER | FDPIR MIG | HOM Upload Message
1| Eric Claudio 01/25/2002 Match 01/25/2016 Y
2 | Raymond Gonzalez 12/10/2004 No Match
3| Alexa Slate 05/25/2003 | Mateh os/15/2016 | X |
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Results of CNP

Direct
Verification

How do | document my CNP
Direct Verification results?

To assist you while completing Phase 3
of verification, ADE has created a
Verification Tracking Form. This form
provides step by step guidance for how
to conduct and track verification. ADE
strongly encourages LEAS to print and
attach this form to each application
that is being verified.

The Verification Tracking form can be
found on ADE’s Verification webpage.

VERIFICATION TRACKING FORM

PHASE 3: VERIFY

Atach to each application selected for verification with a copy of all documents from household

Number of Students on Application EmorProns: OYes OMo
Original Determination was (check one}
0 Free Eligible Based on Categorical Eligiity (Case # SNAPTANFIFDPIR or Foster]
O Free Eligible Based on Income/Household Size Information
0O Reduced-Price Elighle

Step1 O Identify your confirming official. This person will double check that the application was certified comectly. Cannot
be the same person wha initially certified the application.

Results of Confirmation Review (Select ONE):

1 Confirmed Original Determination, no change in benefits
Continue to Step 2.

T Changed from Reduced to Free
Hotify housshald of increased benefits, change benefits within 3 days. continue to Step 2

T Changed from Free to Reduced
De pgt change benefits, do not contact household; continue to Step 2.

10 Changed to PAID
Matify household of paid benefits, change benefits after 10 calendar days of better sent and remove this application
from verffication sample. Select new application for verffication. (Start again with Step 1 with new application and
new tracking form ) Date eligibility status updated on BID- (after 10 calendar days of letter sent)

Step2 1 Conduct Direct Verification, Results (Select ONE):
2 Matched in MA, SNAP, TANF or FDPIR: Print off resuits and attach to this tracking form. Verification
s complete. STOP and do not contact the housshold. LEAS will report this application and all e
students fisted a5 Directly Verfied.
2 Matched in FOSTERMIGIHOM: Print off results and attach to this tracking form_ If any child resulted
in a Maich in either the Foster, Migrant or Homeless cokumn— Vesfication is considered complete for
only the chid who matched. If there are other children on the application, and the children did not match
through Direct Verffieation, the LEA must then contact the household to verify those chidren.

1 No Match: Print off resalts, attach to tracking form. Continue with Step 3.

{/I

Now contact the household

Step? 0 Send First Verification Notice (sent date) ing D ion returned by:
0 If no response by given due date, follow up with Second Verificati i i (dare)

O Follow-up official must sign and date household application

Step4 1 Results of Verification {Select DNE):
1 Responded, no change in benefits

Send Letter of Verffieation Results (confimming no change) and attach to this tracking form, (date)
1 Responded, original determination changed to Free
Send Letter of Verffieation Results and attach to this tracking form (date)

1 Responded, ariginal determination changed to Reduced
Send Letter of Verffication Results and attach to this tracking form (date)
1 Responded, ariginal determination changed to Paid
Send Letter of Verffieation Results and attach to this tracking form (date)
T No response after follow up, original determination changed to Paid
Send Letter of Verffieation Results and atach to this tracking form (date)

*Ghanges in meal benefits due fo Verification: increased benefits shanged within 3 days, decreased benefits changed within
10 calengar days of letter sent.

Arizana Department of Education. Aeleased August 2015
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Results of CNP

Direct
Verification

Verification Tracking Form

Step 2 of the Verification Tracking Form will assist you in
understanding your direct verification results. The next slides will
also provide guidance regarding these results.

Step 2 O Conduct Direct Verification, Results (Select ONE):

a Matched in MA, SNAP, TANF or FDPIR: Print off results and attach to this tracking form. Verification
is complete. STOP and do not contact the household. LEAs will report this application and all the
students listed as Directly Verified.

a Matched in FOSTER/MIG/HOM: Print off results and attach to this tracking form. If any child resulted
in a Match in either the Foster, Migrant or Homeless column- Verification is considered complete for
only the child who matched. If there are other children on the application, and the children did not match
through Direct Verification, the LEA must then contact the household to verify those children.

3 No Match: Print off results, attach to tracking form. Continue with Step 3.
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Results of CNP

Direct
Verification

Extending Verification

If any student resulted in a Match in SNAP, TANF, MA, and/or FDPIR,
all students in that household are considered verified. Phase 3 of
verification is complete, and you may move on to Phase 4: Report.

If any student resulted in a Match in Foster, MIG, or HOM, he/she is
the only household member considered verified, other students in
that household are not considered verified.

~/=A

e Submit the online
verification report to
the Arizona
Department of
Education.

O DV Match

e Conduct CNP Direct e Match: Initial
Verification. eligibility verified.

e Contact households e \Verification is

(when necessary) completed. Do not
request documentation

from household.

® Review
documentation that is
submitted by
households.
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Results of CNP

Direct
Verification

If a Student is a No Match

When a student is not found in any of the agency records, the words No
Match will be listed next to the student’s name. If a student resulted in a
No Match, verification is not completed.

As a best practice, before requesting documentation from the
household, the LEA should search for the student in CNP Direct
Verification using all formats reviewed in this guide.

Do not move on to Phase 4 until documentation from the household has
been obtained and verified.

») DV No Match
* Conduct CNP Direct * No Match: Initial
Verification. liglailizy iz et * Submit the online
» Contact households verified. verification report to

(when necessary) e Verification is not the Arizona

completed. The LEA Ejpa";_ment of
ucation.

® Review : _
documentation that is must continue with the

submitted by verification process.

households. x
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Results of CNP

Direct
Verification

Saving Search Results

Match results must be kept on file to support verification. Please make sure
to print or download these results, as you will not be able to retrieve them
once you close the computer window. Results are not saved in the CNP
Direct Certification/Direct Verification system.

=, Print this page To print results, click the icon Print this page found at the top of
the screen. This print will include the results and a summary
box that contains information such as prepared by and date
prepared.

= To download results, click the icon Click here to download your

results found directly above the match results displayed on the

computer screen. Match results will be downloaded as an Excel

file. Please note, when downloading results, the summary box

that contains information such as prepared by and date

prepared will not be included.

CHck here 1o downlead your resulis:

If results are downloaded, as a best practice you should include the date
direct verification was conducted within the file name.

For example: Direct Verification is conducted on October 3, your file name should
be DVresultsOct32016.
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Is direct verification complete when you see Match or No Match?

A. Yes.You simply need to run a CNP Direct Verification search and
look for matches.

Comprehension

Check

B. No.Youstill need to look at the column where the student

matched to see if further steps are needed. You should also try
other search methods if you get a No Match.
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Comprehension

Check

Is direct verification complete when you see Match or No Match?

A. Yes.You simply need to run a CNP Direct Verification search and
look for matches.

B. No.You still need to look at the column where the student
matched to see if further steps are needed. You should also
try other search methods if you get a No Match.

Running a search is the first step in direct verification, but you
need to review, understand, and apply the results. Review slides
82-g5 for detailed information about how to understand the
results of direct verification.
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FAQ: Results of

DV Report

What happens if a student is currently receiving reduced-price benefits
and he/she results in a Match in SNAP, or TANF?

* This means that the student’s benefits will increase from reduced-price
to free, and the entire household is considered verified. The change in
benefits is effective immediately and must be implemented no later than
three operating days from the date verification was completed. Parents
should be notified promptly.

For more information regarding students matching in agency records
please refer to HNS memo #18-2015.
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FAQ: Results of

DV Report

What happens if a student is currently receiving reduced-price benefits
and he/she results in a Match in Foster, Migrant, or Homeless?

This means that only that student is a match, and his/her benefits will
increase from reduced-price to free. The application is not considered
verified due to the other students in the household not being a match.

The change in benefits for the student that matched in
Foster/Migrant/Homeless is effective immediately and must be
implemented no later than three operating days from the date verification
was completed. Parents should be notified promptly.
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FAQ: Results of

DV Report

What happens if a student is currently receiving reduced-price benefits
and he/she results in a Match in MA?

The acronym MA stands for Medical Assistance. If any child resulted in a
Match in the MA column, verification is considered complete and the
student is verified as reduced-price. A match in MA only confirms eligibility,
it does not change eligibility for a reduce-price eligible student.

For more guidance about a Match in MA, please refer to USDA's Eligibility
Manual for School Meals.
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Technical Assistance

If you have anE_question_s_on verifying applications with
irect Verification, refer to:

The Eligibility Manual for School Meals found at:

or visit the NSLP Verification webpage at:

You can also contact your NSLP Specialist for further Technical
Assistance


http://www.azed.gov/health-nutrition/nslp/manuals/
http://www.azed.gov/health-nutrition/nslp/manuals/
http://www.azed.gov/health-nutrition/nslp/manuals/
http://www.azed.gov/health-nutrition/nslp/manuals/
http://www.azed.gov/health-nutrition/nslp/verification/
http://www.azed.gov/health-nutrition/nslp/verification/
http://www.azed.gov/health-nutrition/nslp/verification/
http://www.azed.gov/health-nutrition/nslp/verification/

Congratulations!

You have completed the Step by Step Instruction: How to Conduct
Direct Verification in CNP Direct Certification/Direct Verification .

In order to count this training towards your Professional Standards
training hours, the training content must align with your job duties.

Information to include when documenting this training for
Professional Standards:

- Training Title: Step by Step Instruction: How to Conduct Direct
Verification in CNP Direct Certification/Direct Verification

* Learning Code: 3110

End of Training

- Key Area: 3000- Administration

* Length: 2 hours

Please note, attendees must document the amount of training hours indicated on
the training despite the amount of time it takes to complete it. ‘I
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End of Training

Requesting a Training Certificate

Please click on the link below to complete a brief survey about this
training. Once the survey is complete, ADE will create a certificate
of completion and email it to you within 10 business days.

https://www.surveymonkey.com/r/OnlineHowToGuides

The information below is for your reference when completing the
survey.

Training Title: Step by Step Instruction: How to Conduct Direct
Verification in CNP Direct Certification/Direct Verification

Professional Standards Learning Code: 3110
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In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA)
civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and
institutions participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, sex, disability, age, or reprisal or
retaliation for prior civil rights activity in any program or activity conducted or funded by
USDA.

Persons with disabilities who require alternative means of communication for program
information (e.g., Braille, large print, audiotape, American Sign Language, etc.) should
contact the Agency (State or local) where they applied for benefits. Individuals who are
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877-8339. Additionally, program information may be made
available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program
Discrimination Complaint Form, AD-3027, found online at
http://www.ascr.usda.gov/complaint filing cust.html, and at any USDA office, or write
a letter addressed to USDA and provide in the letter all of the information requested in
the form. To request a copy of the complaint form, call (866) 632-9992. Submit your
completed form or letter to USDA by: (1) mail: U.S. Department of Agriculture, Office of
the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington,
D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.
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