Step by Step Guide:
How to Conduct
Direct Verification

ATlIzZona

Department of Education
Released October 2014

“How to Conduct Direct Verification” is intended for the
School Food Authorities in the state of Arizona. All
regulations are specific to operating the National School
Lunch Program under the direction of the Arizona
Department of Education.



Purpose

- Direct Verification is using records from public
agencies to verify income and/or program
participation with assistance programs without

Direct needing to contact the household.

Verification - If the database “matches” a child’s

participation in one of the assistance
programs, no additional verification is
required. The free or reduced price eligibility is
confirmed. There is no status change.




When is Direct Verification conducted?

- Direct Verification must be conducted AFTER the Local Educational
Agency (LEA) has selected the number of applications to verify and
BEFORE contacting the household for documentation.
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Eligibility verified. DO
NOT request
documentation from

4. Run Direct household.
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those selected
applications

1. Total 3. Select

2. Calculate

Eligible :
sample size

applications

applications to
verify




Direct

Verification

Do | conduct Direct Verification on all
eligible applications for Verification or
only the applications selected for
Verification?

» Direct Verification is ONLY used for the applications
SELECTED for Verification.

Example: Pine Grove District determined 2,188
approved income applications, case number
applications and foster applications. Using the
Standard Sampling Method, Pine Grove
calculated 66 applications will be selected for
Veerification.

The 66 applications MUST be entered through the
Direct Verification system. Pine Grove SHOULD
NOT run 2,188 applications through the system.



Direct

Verification

What is the difference between Direct
Verification and Direct Certification?

Direct Certification

Direct Verification

Available all school year.

Available only during Verification
(starting Oct. 1).

Required to conduct at least three
times during the school year.

Required to conduct once during
Verification.

All enrollment must be run through
the system.

ONLY students on the applications
selected for Verification may be run in
the system.

Results a "Match” = student and all
household members are FREE.

Results a "Match” = student and all
household members are verified.
Eligibility does not change.

Runs student data through the
Department of Economic Security
(DES).

Runs student data through the
Department of Economic Security
(DES) and Medical Assistance
Database.

Cannot search case numbers provided
on applications

Can search case numbers provided on
applications




Direct

Verification

Step by Step Guide

* The following slides will show you how to access
and run the different options for Direct Verification
depending on the type of application selected for
Veerification:

Slides # 8-14 | Accessing the Direct Verification Database

Directly Verifying SNAP and TANF Case

Slides # 15-18 Number Applications

Directly Verifying Income Applications (free
Slides #19-39 | and reduced), Foster, and any case number
applications with “No Match”




Accessing the
Direct Verification
Database



Accessing

Direct
Verification

1. Go to the ADE Health and Nutrition
Webpage:

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

Accessing

Direct
Verification

2. Locate "Common Logon” on the upper right of
the webpage. Click on the Common Logon link.
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Accessing

Direct
Verification

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

(ONNON L0GOK

Usemame:

Passwert: w
« Please nobe thek our web pages have new furctionalty which wil log pou cut and kake you badk to thes page f your session remans s for toa long 2 penod of tme.
« We have changed cur pradhoss ragarding passwords and user axrourts. Chck heee for Current Pacoword Process.
« [vou haie fost your password (i herz.

+ Tolaunch an application the user must have 2 valid usemanme and password and must agree thak, by using thet usemiame and passward, they will abide b the ADE Acceptable Use Poliy.

 Any questions related to Comnan Logon acosunt, plaase contact the ADE Suppert Cenber 2t (A02) 437378 F you are in the Phosnix area. Outsida the Phoantr area (BA3) 577-063 or E-mal entarprse@ade 22.90v. Or ik here for mare iformabion

« Chek the M5 Bulletn Board for the latest news and information

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

*If you do not have a user name and password:

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

1. Read the Online Training Manual

2. Complete the Requesting Common Logon Permissions for
NSLP/Direct Certification, requesting Direct Certification
permissions, and send to ADE.

3. Receive Common logon username and password in 7-10 days
with access to CNP Direct Certification/ Direct Verification
access in 7-10 days.
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Accessing

Direct
Verification

3. Enter your Username and Password.

COMMON L0GON

The gateway to secure data transactions and information
UUsemame:

Password: Continue >>

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

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

o TFyou have lost your password Click here.

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

o Any questions related to Common Logon account, please contact the ADE Support Center at (602) 542-?3?&@ if you are in the Phoenix area. OQutside the Phoenix area (866) 5??-9635@ or E-mail
entemrisefade.az.gov. Or Click here for more information.

+ Check the MIS Bulletin Board for the latest news and information.
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Once logging in, your webpage will show all Common
Logon Applications you have access to.

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

# CNP Direct Certification / Direct Verification
@ CNP Verification

® CNPWeb

@ LEA Profile

Change Profile

Accessing

Direct
Verification

You must have access CNP Direct Certification/Direct Verification.

This is an additional option on the Common Logon Permissions
form.

*If you already have a user name and password, but do not see the

CNP Direct Certification/ Direct Verification option:

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

1. Complete the Requesting Common Logon Permissions for
NSLP/Direct Certification to ADD the Direct Certification
permission. Send to ADE.

2. Receive CNP Direct Certification/ Direct Verification access in
7-10 days.
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4. Click on CNP Direct Certification/Direct
Verification

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

@ CNP Direct Certification / Direct Verification
# CNP Verification

Accessing & B

Direct
Verification

Change Profile
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Accessing

Direct
Verification

A new screen will load. You are in the Direct
Verification Database. It should look like this:

Arizona Department of Education

Home | File Upload | State Match 1 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

Now you must choose which method you want to
use to search the database to conduct Direct
Verification.

14



Directly Verifying
SNAP and TANF case
number applications



To directly verify SNAP and TANF case number
applications, click on the Individual Student Look
Up tab.

Arizona Department of Education

Home | File Upload | State Match Reports | Administration | Help | CommonLogon | Logout

£ Home CNP Direct Certification / Direct Verification

Home

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

16



Case Number Search

1. Choose to search using the format: Case Number Format (DES Case Number)

2. Choose to display students: "Students that match DES”, “Students that don’t match DES”* and
“Check to do a Direct Verification search”. (*User must print report results showing a "match” or "no
match”.)

3. Enter the SNAP or TANF Case numbers into the field. (You may enter up to 10 case numbers at a time)

4. Click Submit

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

¥ Home > Individual Student Lookup CNNP Direct Certification / Direct Verification & welcome 4235

Individual Student Lookup

(= Print this page

» Use this method to check the eligibility of up to 10 students at a time.

= Starting with the first row, enter each student's DES Case Number.

» When you are finished entering the data, dick the "Submit” button. The list of students and their eligibility will be displayed.
» Direct Verification functionality IS currently available (it is available from 6/15/2013 through 7/15/2014).

+ The "Case Number Format” search option is only available when Direct Verification is available.

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

Search Input Options

b

(7] Search using this format:

Record

@ standard Format (First and Last Name, Birthdate)
© sAIS ID Format

© ssN Format

@ Case Number Format (DES Case Number)

(7] Show these students in the display:
Check all that apply:

Students that match DES

Students that don't match DES
[#IFile upload messages

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

10

Click here to submit your search:




Case Number Search

5. Print Results page.

e Ifany case number resulted in a "Match” — Verification is completed.
* Reminder: If one child results in a "Match”, all children in that household are considered
verified.
* Ifany case number resulted in a "No Match”- Verification is NOT completed.

* Continue to search "No Match” Case number applications by entering the student’s data into the
Standard, SAIS ID or SSN format. See "Directly Verifying Income and Foster Applications”.

Resulfs
Processed as: Case Number IG‘
Prepared by: Emily Molchan Date Prepared: 10/1/2013 9:02 AM Click here to download your results; ==
Direct Verification: Yes Displaying: Matches , Non-Matches
Records Processed: 2 Validation Errors Found: 0
Matches Found: 1] Non-Matches Found: 2
Record Number * Case Number DES Results DES Decision Date Upload Message
1 12345678 | No Match
2 87654321 | No Match
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Directly Verifying
Income (Free and Reduced)
and Foster applications

*May also be used for SNAP or TANF case number
applications that were not matched through the
Case Number Search method.



To directly verify Income (free and reduced),
Foster applications and any "No Match” SNAP and
TANF case number applications, click on the
Individual Student Look Up tab.

Income (Free and
Reduced) and

Arizona Department of Education

Foster Applications
Individual Lookup

Home | File Upload | State Match Reports | Administration | Help | CommonLogon | Logout

£ Home CNP Direct Certification / Direct Verification

Home

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

20



A new screen will load.
Individual Student Look Up should look like this.

Income (Free and * You are able to choose how you search the student in the Direct
Reduced) and Verification database. Choosing different formats will require
Foster Applications different types of student information.

Individual LOO/(Up The following slides will guide through each format.

Help | Common Logon

Home File Upload State Match Individual Student Lookup Logout

4 Home > Individual Student Lookup CNP Direct Certification / Direct Verification & welcome 4235

Individual Student Lookup

= Print this page

» Use this method to check the eligibility of up te 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, dick the "Submit” button. The list of students and their eligibility will be displayed.
» Direct Verification functionality IS currently available (it is available from 6/15/2013 through 7/15/2014).

= The "Case Number Format” search option 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.

Search Input ptions
Record Number First Name Last Name Birthdate (2] Search using this format:
1 @ Standard Format (First and Last Name, Birthdate)
© SAIS ID Format
2 © 58N Format

© Case Number Format (DES Case Number)

3

4 (2] Show these students in the display:

Check all that apply:

Students that match DES
Students that don't match DES
[¥] File upload messages

7
s € [ check here to do a Direct Verification search (which includes Medical Assistance
data)
9
10

Click here to submit your search:



Standard Format Search Individual Lookup

1. Choose to search using the format: Standard Format (First and Last Name, Birthdate)

2. Choose to display students: “Students that match DES”, “"Students that don’t match DES”* and “Check to
do a Direct Verification search”. (*User must print report results showing a "match” or "'no match”.)

3. Enterthe student’s first name, last name and birthdate. (You may enter up to 10 students at a time)

4. Click Submit

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

Q Home = Individual Student Lookup CNNP Direct Certiﬁcationf Direct Verification & Welcome Emily Molchan

Individual Student Lookup

= Print thi= page

+ 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.
= Direct Verification funct\onahty 15 currently available (it is available from 10/1/2013 through 4/1/2014).

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

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

Options

First Name Last Name Birthdate (2] Search using this format:

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

©) 55N Format

@ Case Number Format (DES Case Number)

Peter Goldstich 2/15/2001

Lizzie Smith 12/1/2002

(2] Show these students in the display:
Check all that apply:

Students that match DES

Students that don't match DES
#File upload messages

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

10

Click here to submit your search: 2 2




Standard Format Search — Results Individual Lookup

5. Print Results page.

e If any student resulted in a "Match” —Verification is completed.

* Reminder: If one child results in a "Match”, all children in that household are considered verified.
« Ifany student resulted in a "No Match”- Verification is NOT completed.

* Must notify household of Verification and request documentation.

Results
Processed as: Standard
Drepared by: Em“v Molchaﬂ Date Prepared: 10;1!2013 10:23 AM Click here to download your results; ===
Direct Verification: Yes Displaying: Matches , Non-Matches
Records Processed: 2 ‘alidation Errors Found: 0
Matches Found: 0 Mon-Matches Found: 2
Record Number 4 First Name Last Name Birthdate DES Results DES Decision Date Upload Message
1| Peter Goldstich 02/15/2001 No Match
2| Lizzie Smith 12/01/2002 No Match
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SAIS ID Format Search Individual Lookup

1. Choose to search using the format: SAIS ID Format

2. Choose to display students: "Students that match DES”, “"Students that don’t match DES"* and
“Check to do a Direct Verification search”. (*User must print report results showing a "match” or "no
match”.)

3. Enterthe SAIS ID into the field. (You may enter up to 10 SAIS IDs at a time)

4. Click Submit

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

ﬁ Home = Individual Student Lookup CNP Direct Certiﬁcaﬁonf Direct Verification & Welcome 4235

Individual Student Lookup

= Print this page

+ Use this method to check the eligibility of up to 10 students at a time.

= Starting with the first row, enter each student's DES Case Number.

= When you are finished entering the data, click the "Submit” button. The list of students and their eligibility will be displayed.
= Direct Verification functionality IS currently available (it is available from 6/15/2013 through 7/15/2014).

= The "Case Number Format" search option is only available when Direct Verification is available.

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

Search Input Options

Record b

2] Search using this format:

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

© S5N Format

@ Case Number Format (DES Case Number)

(7] Show these students in the display:

Check all that apply:

Students that match DES
Students that don't match DES
[¥IFile upload messages

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

10

Click here to submit your search:




SAIS ID Format Search — Results Individual Lookup

5. Print Results page.

e If any student resulted in a "Match” —Verification is completed.

* Reminder: If one child results in a "Match”, all children in that household are considered verified.
« Ifany student resulted in a "No Match”- Verification is NOT completed.

* Must notify household of Verification and request documentation.

Results
Processed as: SAIS ID
Prepared by: Emily Molchan Date Prepared: 10/1/2013 10:25 AM Click here to download your results: ===
Direct Verification: Yes Displaying: Matches , Non-Matches
Records Processed: a4 Validation Errors Found: ]
Matches Found: 0 Non-Matches Found: 4
Record Number = SAIS ID School Student ID First Name Last Name Birthdate DES Results DES Decision Date Upload Message
1 1231231 No Match
2 58708944 No Match
3 5254782 No Match
4 2365984 No Match
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SSN ID Format Search Individual Lookup

1. Choose to search using the format: SSN Format

2. Choose to display students: “Students that match DES”, “"Students that don’t match DES”* and “Check to
do a Direct Verification search”. (*User must print report results showing a "match” or "no match”.)

3. Enterthe SSNinto the field. (You may enter up to 10 SSNs at a time)

4. Click Submit

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

ﬁ Heme = Individual Student Lookup CINP Direct Certiﬁcaﬁonf Direct Verification & Welcome Emily Molchan

Individual Student Lookup

= Print this page

Use this method to check the eligibility of up to 10 students at a time.

Starting with the first row, enter each student's Social Security Number.

When you are finished entering the data, dick the "Submit” button. The list of students and their eligibility will be displayed.
Direct Verification functionality 1S currently available (it is available from 10/1/2013 through 4/1/2014).

The "Case Number Format” search option 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.

Search Input Options

Record Number SSN ) Search using this format:

1| J111221111
2| |444556666
3| |777559989

@ standard Format (First and Last Name, Birthdate)
© SAIS ID Format

@ SSN Format

@ Case Number Format (DES Case Number)

(2] Show these students in the display:

Check all that apply:
Students that match DES

6 Students that don't match DES
[¥IFile upload messages

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

10
Click here to submit your search:
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SSN ID Format Search — Results Individual Lookup

5. Print Results page.

e If any student resulted in a "Match” —Verification is completed.

* Reminder: If one child results in a "Match”, all children in that household are considered verified.
« Ifany student resulted in a "No Match”- Verification is NOT completed.

* Must notify household of Verification and request documentation.

Results
Processed as: SSN
Prepared by: Emily Molchan Date Prepared: 10/1/2013 10:28 AM Click here to download your results: ===
Direct Verification: Yes Displaying: Matches , Non-Matches
Records Processed: 3 Validation Errors Found: 1]
Matches Found: 0 Non-Matches Found: 3
Record Number + SSN First Name Last Name Birthdate DES Results DES Decision Date Upload Message
1 111221111 No Match
2 444556666 No Match
3 777559969 No Match
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Income (Free
and Reduced)

and Foster
Applications
File Upload

File Upload Method

- If you feel that entering individual data for each
student will take too long, you have the option
to create a list of all students on the selected
applications with their student data to upload
into the system. This method is called File
Upload.

- The following slides will guide you through step
by step on how to File Upload for Direct
Verification.
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Income (Free
and Reduced)

and Foster
Applications
File Upload

File Upload Method

User must:

1.

Decide which student data will be used (choose one):
* First Name, Last Name, Birthdate

* SAISIDs
* SSNs (Social Security Numbers)

Create a Microsoft Excel spreadsheet and enter the

student data of the students (SAIS IDs, SSNs, or First
Name/Last Name and Birthdate)

Save the Microsoft Excel spreadsheet as a “.csv” file
(comma delimited).

User must upload the file into CNPDirectVerification
system to run the report.

29



Creating a

File for File
Upload

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

30



Creating a File for File Upload

Below are all three types of files for the file upload for each type of student data.
The format must match the below examples for the student data to work in the Direct Verification system.

SAIS ID Format

SSN Format

Standard Format

* Incell Az, type the word

SAIS

*  Enterthe SAIS IDs starting
in cell A2.

*  Addnextentryin the row
below

* Incell Az, type the word
SSN

*  Enterthe SSNstartingin
cell Az.

* Addnextentryin the row
below

* Incell A1, type the word Standard

* Incell A2, enter the number1.

* Incell B2, enter the FIRST name of the student.
* IncellC2, enterthe LAST name of the student.

* Incell D2, enter the birthdate of the student. (mm/dd/yyyy)

* Addnextentryinthe row below

Q9 - o I | ETa ST T —_—_—
Home | Insert  Page Lay Home Insert Page L.
=] & cut calibri _L:E] * Calibri ~11
Paste = copr B I U paste B 7 U -| i
. ¥ Format Painter = -
Clipboard I Clipboard = Font
HE - (- H12 - (-
A B C A B
1 |SAIS 1 SSN
2 10234365 2 827109285
3 10322918 3 278889202
4 10325975 4 818290937
5 12746983 5 292868899
6| 15874822 6 184661893
7 12563645 7
8 25845361 8
9 9
10
11

a5 T

Home Insert Page Layout Formulas Data
-&_!] '* calibri -1 - A A ===
F’avstef B 7 OD-| =~ &A= = =
Clipboard = Font Fl
G12 ~ (= B
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
ri
8
9

3]




When all student’s have been entered, click
“File” and choose the option "Save As”. A
small window should appear.

@ DO NOT CLICK SAVEYET!
] save hs ),

@@v‘@ ¥ Microsoft Excel - ‘ 4 H Search Microsoft Excel S|

Creating a : Ea®

@ Microsoft Excel =

File for File  [EES

. Libraries

Upload

& Local Disk (C)

= HP_RECOVERY (D)

< HP_TOOLS (E)

< emolcha (\\fileh\home) (H

No items match your search.

1

< INFO (\\FILED) () <
File name: Bookl .
Save as type: [Excel Workbook A
Authors: Add an author Tags: Add atag Title: Add a title
[[] Save Thumbnail

* Hide Folders Tools = [ Save H Cancel ]




Saving a File for File Upload

1. Select the location
where to save the
file. (Successful Tip:
Save to Desktop)

2. Inthe field “File
Name”, name file.

3. Inthe field "Save as
type”, use the drop
down to select CSV

(Comma delimited).

DO NOT USE:CSV
(MACINTOSH) OR;
CSV (MC-DOS)

4. Click“Save”

[E| Save As

GO

rect Certification Reports

« [ 43 || Search Direct Certificati.. P |
- -

Organize ~ New folder

= @

@ Microsoft Excel

. Favarites

B Deskiop

4 Downloads
=» Recent Places
] Libraries

). NSLP

| Memos
)

)

HNS Memos

File name:

Save as type:

Authors:

* Hide Folders

Name

m

Certification for 6 cents

-

Date modified Type Size

No items match your search.

DirectCertReportAug?2?|

Excel Workbook

Excel Workbook
Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

B |

Single File Web Page
Web Page
_Excel Template
" Excel Macro-Enabled Template
Excel 97-2003 Template
Text (Tab delimited)
Unicode Text
XML Spreadsheet 2003
Microsoft Excel 5.0/95 Workbook

CSV (Comma delimited)

Formatted Text (Space delimited)
Text (Macintosh)

Text (MS-DOS)

CSV (Macintosh)

CSV (MS-DOS)

DIF (Data Interchange Format)
SYLK (Symboalic Link)

Fvral AdA-Tn
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Saving a File for File Upload

Depending on the which version of Microsoft Excel ,
the following windows may pop up after clicking
“Save”.

Click "OK" to confirm saving the file.

X

v,

Microsoft Excel

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

P
';g » To save only the active sheet, click OK.
» To save all sheets, save themdividually using a different file name for each, or choose a file type that supports multiple sheets.

Click “Yes"” to confirm saving the file.

Microsoft Excel u

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

I/ L

|® » To keep this format, which leaves out any incompatible features, click Yes.
» To preserve the features, click Np. Then save a copy in the latest Excel format,
» To see what might be lost, click

Lves J [ [ [ e
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Uploading the

File Upload

Log back into
CNPDirectCertification/DirectVerification and
click on the option: “File Upload” tab.

Arizona Department of Education

Home | File Upload | State Match 1 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
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Once you have selected “File Upload”,
the webpage should look like this:

CNT Direct Certification | Direct Verification & welcome emily

File Upload

Uploading the

Use this page to check the chigibility of a large number of students by uploading (or sending) 3 file to ADE.

The file upload must match one nﬂhs 4 upload farmats (see the Help for mare information), which defings the type of uplaad yau are perfarming.

1f you are unsure how bo save a ".csv” e please refur to the Dired, Certification Mareal or contadt your specialist at [602) 542 BTOEI@ for more u;{uﬂnahun
Direct Venfication functionality 15 cumrently available (¢ is available from 10/1/2013 through 4/1/2014).

The "Case Number Farmat™ uplaad is anly availahle when Direct venfication is available.

You may download the results as a ".csv” file (compatible with Microsolt Excel} by dickng on the "Download” button.

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

File Upload

Select a File to Upload 7] Show these students in the results:
L] [ Browse. | Check all that avwly:
4| students that match DES
Click hers to upload your file: | Submit | ¥ students that donit match DES

YIFile upload messages

(7] Il Chedk here to do a Direct Venficabion search (whach includes Medical Assistance
data)




Uploading a File for File Upload

1. Click onthe "Browse” button to upload the excel file

2. A window will come up. Find where you saved the excel file and click on the file.

3. Click"Open”.

i Department of Feueation

CNP Direet Certification | Dircet Verification & weo

File Upload

= |
» Uge this page to check the eligiblity of 2 Lrge number of students by uploading {or sending) 2 file to ADE. - | 3 || Search Desktop P
« The i uplnad must match one of the 4 upbaad fomats {see the Help for more mformation), whach defines the type of uplaad you are peromang.
= If you are unsarc how to save ooy ik phzase refor to the Direct Certiication Manual or contact your spedalist at [902) 542 E-‘ngfotmin‘omutbn. Paini B
A : 2 7 2 - ganize New Folder 5 0
» Direct Verfication functionality 15 curently available (i is avadable from 10/1/2013 through 4/1/2014).
» 1he "Case Number Format” uphoad is only 2vaiable when Direct Verification i avaable. - " i _
+ You mity downinad the resulbe 25 3 csy” fle [compatble with Mirosoh Furel) by cicking nn the Towrinad” hutton. avirites . Name Date modified Type Size
» The results for files containing morc than 10,000 students will be avaliable 25 2 download only. :
Desktop 4] DurectVenhication2013 Microsoll Excef Cow. 1KE
I Downloads
F i 2 Rucent Plages
Selecta il to Upboad () Show these studentsintheresy| L1013 z
e T L NS
1] Browse.. {lﬂcd: all that apody:
HStudents that matth S W Memas
il Uplozd your fle: | Submt ésmﬂmmatdnn‘[ﬁmxs ). Training Team - §
Yifie upload messages ). Certification for 6| |
L. HNS Memos |
£ O Chede here to do 2 bireet ver !
data) |
o Libraaries
* Documents
4. Music
=, Prctures
& videos Y
File names DirectVerification2013 ; 'M Files (*) |

| open |+ | camel
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Uploading a File for File Upload

4. Choose to display students: “"Students that match DES”, “"Students that
don’t match DES”* and “"Check to do a Direct Verification search”.
(*User must print report results showing a "match” or "no match”.)

5. Click Submit

Q Home = File Upload CINP Direct Cerﬁﬁcaﬁonf Direct Vertfication & 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 (502) 542—8700@ for more information.
+ Direct Verification functionality IS currently available (it is available from 10/1/2013 through 4/1/2014).

+ 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 anly.

File Upload Options

Select a File to Upload (7] Show these students in the results:

) C:\Wsers\emolcha\Desktop\DirectVerification2013.csv

Check all that apply:
Students that match DES

. Students that don't match DES

File upload messages

) VI Check here to do 3 Direct Verification search (which includes Medical Assistance
data)




Uploading a File for File Upload

6. Print Results page.

 Ifany student resulted in a "Match” —Verification is completed.
* Reminder: If one child results in a "Match”, all children in that household are considered verified.

 Ifany student resulted in a "No Match”- Verification is NOT completed.

* Must notify household of Verification and request documentation.

Results

File Upload Processed as:

SAIS ID File Upload

Prepared by: Emily Molchan Date Preparad; 10/2/2013 10:14 AM Click here to download your results: ==
Direct Verification: Yes Displaying: Matches, Non-Matches, Messages
Records Processed: 4 Validation Errers Found: 1]
Matches Found: 0 Non-Matches Found: 4
Record Number “ SAIS ID School Student ID First Name Last Name Birthdate DES Resulis DES Decision Date Upload Message
1| 12568459 Invalid Date No Match
2 | 35986428 Invalid Date No Match
3| 52657594 Invalid Date No Match
4 | 45456931 Invalid Date No Match
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