Direct Certification – Please READ before you log on      
	Welcome Your Name        /  You Are District #   /  Are you ready to Logout? 

	




	[image: image1.png]




	 

	

	


Direct Certification Home 

Steps to Complete Direct Certification:
1. Print, complete, and mail Attachments E, F & G to:
            Colorado Department of Education
            Nutrition Unit
            Attention: Jennifer Otey, Consultant
            201 E. Colfax Ave. Room 201
            Denver, CO 80203-1799
 
2. Format district data in the specified record layout. District data can be uploaded as either a space-delimited plain text file (DISTRICT.txt) or as an Excel file (DISTRICT.xls).
 

3. For district files that are uploaded as plain text - Ensure the district file is named "DISTRICT.txt". The filename is case-sensitive.
 

4. For district files that will be uploaded in Excel you must follow these instructions:

· File must be named DISTRICT.xls 
· The sheet containing student data must be the first sheet in the workbook. 
· Excel files must conform to the current district file/record layout: Column A must contain the 4-digit district code; Column F must contain the birth date in MMDDYYYY format, etc. 
· All columns must be formatted as text before importing/pasting student data. Cells formatted as numbers will cause problems: leading zeroes will be truncated; SSN's will appear in exponential notation, Street Numbers will have ".0" appended, etc.  
· Excel files are limited to 65536 rows maximum.  
· Only Excel 2003 and previous versions (.xls) are supported. The most recent version, Excel 2007 (.xlsx), is not supported. Excel 2007 users will need to save their Excel file in .xls format.
5. Review & follow the User's Guide.  

Note:
-- The program does not sort out duplicates.
-- Sort names alphabetically, not by school.  This allows ease in tracking Directly Certified   children who transfer within the district.
The Supplemental Nutrition Assistance Program (SNAP) data, on which Direct Certification is based, will be updated four times during the school year.  If a student is on any match report, their eligibility will be considered valid for the entire school year.  At least one upload must be completed no later than the second Friday in September. At least three uploads must be done each school year.
For complete information about Direct Certification & Family Notification please click on the link below. 

http://www.cde.state.co.us/cdenutritran/nutridirectcert.htm. 
	IMPORTANT  POINTS

	· As with the free and reduced price meal application, the information provided through Direct Certification is considered confidential.

· It cannot be used for any purpose other than determining eligibility for free meals unless an Information Release has been signed by the parent or guardian. 

· The data on the district file and match report is to be used only by the free and reduced staff. 

· The master list cannot be provided to individual schools.  

· This report must be available for audits and be retained for five years plus the current school year 


                   

Colorado Department of Education
Nutrition Unit
201 East Colfax Avenue

Denver, Colorado 80203-1799 

303-866-6450
303-866-6663 Fax

**Before making any attempt to upload your district file, we suggest that you review your record layout data for accuracy (see below).  All of these data elements, if incorrect, will give you an error message.  The more accurate your file is in the beginning, the fewer corrections and more matches there will be.
 1. 
Check for record length. It must be exactly 210 bytes (characters).
 2. 
District Code is required and must be exactly 4 digits.
 3. 
District Code must match the user's Sponsor Id from the log-on information from Child Nutrition.
 4. 
Last Name is required.
 5. 
First Name is required.
 6. 
Birth Date is required and must be exactly 8 digits in the MMDDYYYY format.
 7. 
Zip Code is required and must be either exactly 5 digits or exactly 9 digits.
 8. 
Case Number must be blank (exactly 9 spaces).
 9. 
Match Type must be blank (exactly 1 space).
10. 
Social Security Number is optional, but if provided, it must be exactly 9 digits.

Direct Certification

Direct Certification is the process under which local education agencies certify children who are members of households receiving assistance under the Supplemental Nutrition Assistance Program (formerly known as Food Stamps), as eligible for free school meals, without further application, based on information provided by the State Agency administering SNAP.

URL: https://forms.cde.state.co.us/DirectCert/logon.jsp
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Welcome to the CDE

irect Certification Web Application System

Welcome to the CDE Direct Certification Web Application System!

Please enter your User ID and Password below, then press the Login button.

User ID.

Password

1f you have User 1D/Password questions, see contact information below.

For support or questions, please contact: Lindsey Hucknall @ 303-866-6871
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How to complete the Direct Certification process and print report steps:

1. Click on Upload District File
2. Using the Browse button, find and select formatted district file. The file must be named DISTRICT.txt or DISTRICT.xls, depending on which format you will be using.  Do not add your district’s name to the front of the file.
3. Click the Upload File box.
4. You will see a “File Upload Status” box. 
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5. If upload was successful, you will receive one of two messages:
· No Errors =  
	Congratulations! File upload was successful. 


	File Name: 
	DISTRICT.txt 

	Records Read: 
	35025 

	Records Saved: 
	35025 

	Records In Error: 
	0 

	Record Error Details: 
	


· 1 to 10 Errors = It will be each individual district’s decision whether or not to make corrections if the total number of errors you receive is under 11. 
	Congratulations! File upload was successful. 


	File Name: 
	DISTRICT.txt 

	Records Read: 
	35025 

	Records Saved: 
	35014 

	Records In Error: 
	10 

	Record Error Details: 
	File Upload Invalid Records
These records were skipped (not loaded).
1: ERROR on Record Number 3909: Field Number 13 (Zip Code) must be 5 or 9 digits.

2: ERROR on Record Number 6455: Field Number 13 (Zip Code) must be 5 or 9 digits.

3: ERROR on Record Number 6456: Field Number 13 (Zip Code) must be 5 or 9 digits.


6. If you have successfully uploaded, proceed with downloading the district file.
Downloading the District File:
7. Before you start the download process, you will need to know which format you want the data matches in.  Check with your IT department or software company to see which format you will need.

8. Using the drop down arrow, select one of the format options available to you (CSV/Excel, Tab Delimited or Fixed Length).

	Download District File 

The Downloaded District File returns the district file with the Direct Certification match codes (1, 2, 3, or 4) in field position #202. Copy the file to a CD and keep for 5 years plus the current school year.  
· DOWNLOAD THIS FILE - Select the File Format you would like the report in and press the Download button. 

Note: If you have Internet Explorer 5.5 or an older version: when the first dialog box comes up, you need to select "Open this file from its current location." When the second dialog box comes up, you can either open the file or save it to your local machine. 

· DOWNLOAD NOTICE - If your PC is behind a server or firewall that restricts downloads, your system administrator may need to configure such systems to allow full functionality of this site. 


	Download File Format 
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9. Once you have made your selection click on Download District file. (This returns the district file with the Direct Certification match codes (1, 2, 3 or 4) in field position # 202.  You will get a file download box asking if you want to Open or Save this file. We suggest that you open and review the data.  Then save it to your server, desktop, or a CD. 
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10. If you select Open, you will see an action box with the data compiling.  When your file has been completely downloaded, it will open in either Excel or Notepad, depending on which format option you selected. Save the file to your server, desktop, or CD, and then close the file.
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11. After you have successfully downloaded the district file, click on the Matches Detail Report and select the Open button.  
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12. Once the report is open, you will need to print it for reviewing purposes.  The report can also be downloaded and saved to your server, desktop, or a CD.
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FREE AND REDUCED LUNCH PROGRAMS - DIRECT CERTIFICATION PROGRAM
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13. Review report looking for duplicates and verify any entries that are marked as questionable with an (*).
14. After you have finished reviewing the Matches Detail Report, sign & date the front page.  This report must be kept on file for 3 years plus the current year or 5 years for auditing purposes. 

15. If you would like to run your Direct Certification file more than once to match any students that were missed in the initial upload, you will need to do so from the file saved to your server or CD. 
16. Download and print the Direct Certification Agreement (Attachment E), the Notification Methods (Attachment F), and the User Agreement (Attachment G).    
                                            Sign and send or fax all to: 

                                            Colorado Department of Education

                                            Nutrition Unit

                                            Attention: Jennifer Otey, Consultant

                                            201 East Colfax Ave., Room 201
                                            Denver, CO. 80203-1799



        Fax:303.866.6663

17. Notification Letters in English and Spanish are available for your use.
18. If upload was not successful, you will receive one of three messages:
A). If there are multiple errors, the file will stop loading after it has reached 11 errors.  Below is the message that you will receive.  
	File upload was not successful. Please edit your file and try uploading again.
File upload incomplete! Maximum number (11) of invalid records reached! 


	File Name: 
	DISTRICT.txt 

	Records Read: 
	93249 

	Records Saved: 
	92999 

	Records In Error: 
	11

	Record Error Details: 
	File Upload Invalid Records
These records were skipped (not loaded).
1: ERROR on Record Number 348: Field Number 3 (SSN), if provided, must be 9 digits.

2: ERROR on Record Number 1792: Field Number 3 (SSN), if provided, must be 9 digits.

3: ERROR on Record Number 3582: Field Number 3 (SSN), if provided, must be 9 digits.

4: ERROR on Record Number 3664: Field Number 3 (SSN), if provided, must be 9 digits.

5: ERROR on Record Number 4453: Field Number 3 (SSN), if provided, must be 9 digits. 


· For .txt files follow these steps and make the necessary corrections in order to load the file.
· Print the error report.  Then log out & close the browser before you access the file from the district location and make necessary corrections.  Begin by browsing back to your file, and open the .txt file to make the necessary corrections. Once the file is open, click on the “Ctrl + G” buttons at the same time; this will open a Goto line/find box.  Type in the line number of the first error. Space over to the data where you need to make the correction.  Type in the correction, making sure that the data remains in alignment. Continue with this process until all necessary corrections have been completed. 
· Common correction suggestions are as follows:
· Correction for a missing first name is a single underscore  
· Correction can be made for a missing birth date by putting in a dummy birth date of 01011901
· Correction for missing zip code is 99999
· Correction for incomplete social security number: missing number can be filled in with spaces

· Correction for invalid record length is to add or delete spaces until file is the correct length (210 characters)
· For .xls files follow these steps and make the necessary corrections in order to load the file.

· Print the error report.  Then log out & close the browser before you access the file from the district location and make necessary corrections.  Begin by browsing back to your file, and open the .xls file to make the necessary corrections. Once the file is open, make sure that the sheet containing student data is the first sheet in the workbook. 

· Excel files must conform to the current district file/record layout: Column A must contain the 4-digit district code; Column F must contain the birth date in MMDDYYYY format, etc. 

· All columns have to be formatted as text before importing/pasting student data. Cells formatted as numbers will cause problems: leading zeroes will be truncated; SSN's will appear in exponential notation, Street Numbers will have ".0" appended, etc.
  
· Common correction suggestions are as follows:
· Correction for a missing first name is a single underscore  
· Correction can be made for a missing birth date by putting in a dummy birth date of 01011901
· Correction for missing zip code is 99999
· Correction for incomplete social security number: missing numbers can be filled in with spaces

· Correction for invalid record length is to add or delete spaces until file is the correct length (210 characters)
· Excel files are limited to 65536 rows maximum.  
· Only Excel 2003 and previous versions (.xls) are supported. The most recent version, Excel 2007 (.xlsx), is not supported. Excel 2007 users will need to save their Excel file in .xls format.
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· Re-upload the file (Step 1) after corrections have been made. Continue this process until you receive a message stating “Congratulations! File upload was successful.”   Once you have received the Congratulations message, return to step 7, downloading the district file.
B). If you attempt to load a file that has been named incorrectly, below is the message you will receive.
	File upload was not successful. Please edit your file and try uploading again.
no_invalid_records.DISTRICT.txt is not a valid filename! 


	File Name: 
	no_invalid_records.DISTRICT.txt 

	Records Read: 
	0 

	Records Saved: 
	0 

	Records In Error: 
	0 

	Record Error Details: 
	


· Go back to the file and rename it DISTRICT.txt; then re-upload the file (Step 1).
C). If you attempt to load a file with an incorrect district code the following message will appear.
	File upload was not successful. Please edit your file and try uploading again.
File upload incomplete! District Code Mismatch on Record #1 


	File Name: 
	DISTRICT.txt 

	Records Read: 
	1 

	Records Saved: 
	0 

	Records In Error: 
	1 

	Record Error Details: 
	File Upload Invalid Records
These records were skipped (not loaded).
1: ERROR on Record Number 1: Field number 1 (District Code) must match the Agency Code in your user info.


· Retrieve the district’s file and re-upload the file (Step 1). 
· Continue the process for the unsuccessful upload until you receive a message stating: “Congratulations! File upload was successful.”   Once you have received the Congratulations message, return to Step 7, downloading the district file.
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