Record Layout
· Once you have obtained (from your central district office) a file of students enrolled in the district, the data file should follow the record layout given below.  This file is 210 bytes wide.

· Please Note:  
· District data can be uploaded as either a space-delimited plain text file (DISTRICT.txt) or as an Excel file (DISTRICT.xls).
· A user guide is available on the CDE Nutrition Unit Web site:
     http://www.cde.state.co.us/cdenutritran/nutridirectcert.htm

Your file must follow the requirements below exactly, or it will not work. If you have missing information, the column still needs to be there.
	Column in Excel
	Information needed for this field
	DESCRIPTION
	FIELD POSITION
	FIELD WIDTH

	A
	DISTNUM
	4-Digit District Code
	1-4
	4

	B
	STUDENT-ID
	Student’s ID Number as Assigned by the District (optional)
	5-14
	10

	C
	STUDENT-SSN
	Student’s Social Security Number (optional)
	15-23
	9

	D
	LAST-NAME
	Student’s Last Name
	24-53
	30

	E
	FIRST-NAME
	Student’s First Name
	54-83
	30

	F
	BIRTH-DATE
	Student’s Date of Birth (MMDDYYYY)
	84-91
	8

	G
	CASE NUMBER*
	SNAP Case Number 
	92-100
	9

	H
	STREET-NUMBER
	Student’s Street Number
	101-106
	6

	I
	ADDRESS-1
	Student’s Street Name or Address
	107-136
	30

	J
	ADDRESS-2
	Student’s Second Address Line
	137-166
	30

	K
	APTNUM
	Student’s Apartment or Trailer Number
	167-172
	6

	L
	CITY
	Student’s City
	173-192
	20

	M
	ZIPCODE
	Student’s 5- or 9-Digit Zip code
	193-201
	9

	N
	MATCH-TYPE*
	Type of Match Made Against Dept of Human Services Master File
	202-202
	1

	O
	SCHOOL
	Fill in the four letter school code (optional). (It is better to leave this blank, as students transfer from one school to another during the school year.)
	203-210
	8


*Leave these fields blank; they will auto populate when a match is found against the Human Services Master File.
Once your file is created, try uploading it. If it does not work, you will need to run the file through a conversion. Please see Conversion Instructions and Conversion Formula at http://www.cde.state.co.us/cdenutritran/nutridirectcert.htm. [image: image1.png]































