DIRECT CERTIFICATION – Creating a new Direct Certification File for Multiple Uploads **(Optional)**

These instructions are to be used in order to create a new Direct Certification file that will be uploaded beyond the initial upload; it will exclude students who have already been matched through the Direct Certification process. This will help shorten your file and eliminate any repeated students on your new Direct Certification match report.
1. Open the file that you saved from the Direct Cert system after you uploaded your original file. It is important to use this file, rather than the original one, since Column N is filled in with a number (1-4) to indicate that these students were matched. Where do you obtain this file? It should have been saved off of the Direct Cert system after your upload; you will want to locate the folder on your computer where you stored it.

2. Once this file is open, you will likely need to highlight all of the data and copy it. Create a new .xls file named DISTRICT (in a different folder so that the files do not get confused or overwrite each other) and paste the data into this new file. This step is included so that you will be using a regular Excel file, instead of the CSV file that comes back from the Direct Cert system.

3. Be sure that your column widths are correct, based on the Record Layout. Some of them may need to be adjusted.
4. Now, highlight all data in your new file by clicking in the top left corner of the spreadsheet (to the left of column A and on top of row 1).
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5. Click on the “Sort and Filter” menu option.
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6. A menu will pop up.  Select “Custom Sort”.
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7. Use the drop down arrow to select “Column N”** from the Column Sort by menu.  The other selections (“Sort On” and “Order”) should be as follows:
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**Column N is the column that was left blank in the original file to allow for numbers to be inserted as part of the initial upload process.  The numbers inserted identify 1 of the 4 ways a student matched with the Human Services file that it was compared to (for more information on this, refer to the Direct Certification section of the CDE Nutrition Unit website and click on “The Facts”).  Here is an example of what column N will look like:
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8. Click OK.
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9. The students who matched through the initial Direct Certification upload will be brought to the top.
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10. Highlight the rows of students who have moved to the top and have a number associated with them in column N.  To do this, click with your left mouse button on the appropriate row number where you would like to start highlighting (either the top or bottom in that group of students).  While holding the left mouse button, drag up or down until all of the desired students are highlighted.
[image: image8.png]e RO ~ DISTRICT [Compatibilty Mode] - Microsoft Excel ==
Home | Insert  Pagelayout  Formulas  Data  Review  View  Acrobat @- =
% 3% Delete -
= o | [ | [5 e o | DR me sy- | Edremat | 2 Poa e
F13 ~ Q& fx | 8241998 v
A O O P 2 S O O
1 12281990 4902 NTTHST FLEMING 50011 1
5 Govnave rzvvG w0221
515 AraveTERD ooms 1
2007 vaLErHIAVE s w0101
2501 MELANYLN rzvvG w0102
720 N cusRevonTST o012
s oo 3
2195 10w Ave rzvG oo 3
1084 w30 s o000 3
70 saravacon voua oo s
1922 00 GrawoE DR s oo a
723 N crron s soo104
Taro sace ST AaxTUN w0011
2708 seuT ROk D8 s s0vi0
2670 vonDsARKDR rzvnG w00
5150 MoNTEBELLO DR rzvnG sozto
2570 MoNTEBELLO DR s oo
1008 sToAvS Uy oozt
1922 VS GranDE DR n
135 N ST s oo
o pomemon o rzvnG ooz
a7 eamacUT AvE voua o010
15 N caesTUTST s oo
2057 NcrsTUTST 100 rzvnG w0

Average: 16896229.48  Count: 143 Sum: 1537556883




11. Use the right mouse button and click in the highlighted area.  When the menu pops up, click “Delete.” Don’t worry; the students you are deleting should be on the original district file that you are adapting from and also on your original match report. 

[image: image9.png]Ha) copy
(B paste
Paste Special.
Insert
Delete
Clear Contents

Format Cells.

Row Height
Hide
Uunhide





12. You are now left with all students who did not match before.  And you may now add any new students to this list and upload your file.
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So, any students who were previously matched but do not show up on your new match report are still eligible for free meals for the remainder of the year.
Also, it is important to note that if any students just now show up on your new match report, they can be certified for free meals only from the date they are identified on the match report; their free status cannot be backdated.






