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Hello, welcome to the May On the Menu call. We are covering the annual direct certification training today. I’m Nell Dochez, Senior Nutrition Consultant working on school meal eligibility and provisional programs. 
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Let’s cover some quick Zoom housekeeping items before we jump into the content.
All attendees will enter muted. You will know that you are muted if the microphone button in the lower left corner has a slash across it. Next to the microphone is a camera icon. Click the camera icon to turn it on which will remove the slash across the icon. It is completely optional to turn on your camera today.

If you keep moving across the bottom portion of your screen you will see a chat icon in the middle. If you have any questions today, please insert them into the chat-we will monitor the chat and compile a list of questions to address at the end of the webinar if we have time.

We will insert the PowerPoint slides for today with speaker notes into the chat for you to download.

To the right of the chat icon, is an icon for closed captioning if you needed it. Go ahead and click this button for subtitles. 




Conditions for Success
Be present + engaged
Participate in discussion
Actively listen
Mute your microphone when 
you’re not talking
Bring a positive attitude and be 
ready to share
Be respectful, inclusive and open 
minded

Presenter Notes
Presentation Notes
Here are some other conditions for success to make our time together today as worthwhile as possible. 
Please include in the chat if there are any additional conditions you would like us to observe today. 



• Nourish young bodies and minds. End 
childhood hunger.

CDE School Nutrition Unit Vision 

• We support the child nutrition 
community through innovation, 
training, and partnerships to ensure all 
youth have access to healthy meals. 

CDE School Nutrition Unit Mission

Presenter Notes
Presentation Notes
We always want to share the mission and vision of the School Nutrition Unit and how it drives our work. 



Non-Discrimination Statement
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: https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint, 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.

Presenter Notes
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We also share the non-discrimination statement as a reminder that we serve everyone and do not allow discrimination in the child nutrition programs. 

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
mailto:program.intake@usda.gov


Learning Objectives
By the end of this training, sponsors will be able to:
• Define the file requirements for the student enrollment file
• Understand the steps to successfully upload the student enrollment file
• Describe functionalities of additional possible matches and extended 

eligibility
• Explain the value of the export feature to obtain a full list of directly 

certified students

Professional Standards
• 1 hour of training in professional standards learning code 3000 & 3120
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By the end of this training you will be able to:
 Define the file requirements for the student enrollment file
Understand the steps to successfully upload the student enrollment file
Describe functionalities of additional possible matches and extended eligibility
Explain the value of the export feature to obtain a full list of directly certified students


You will receive 1 hour of training today in Free and Reduced-Price Meal Benefits, Program Management. 

We will be going through lots of content over the next hour, but there won’t be time to get into all of the details of direct certification. Feel free to type questions into the chat throughout the presentation. We will address the questions at the end of the presentation and will provide additional resources for your self-study. 

Let’s get started!



What is Direct 
Certification?

A process to establish 
student eligibility for 
free or reduced meals 
using participant data 
from other means-
tested programs, 
eliminating the need 
for an application

Presenter Notes
Presentation Notes
So what is Direct certification?

Direct certification (abbreviated to DC) is the process of proactively assigning free or reduced eligibility statuses to students due to enrollment in a public assistance program. This process does not require the student to submit a free and reduced-price application. 

The big news for the 2023-24 school year is that we are adding Medicaid to the direct certification portal, but we’re happy to report, the process isn’t changing! 



Benefits of Direct Certification
Reduced 

paperwork

Lessens 
verification 
sample size

Helps meet 95% 
match rate

Increased
participation 

Mitigate 
unpaid meal 

charges

Qualifies 
children for 

meals

Presenter Notes
Presentation Notes
Direct certification is a federal requirement. But it also has immense benefits.
It reduces paperwork for School Food Authorities and households. Directly certified households do not have to submit an application. 
More directly certified students means less applications, which means your verification sample size will be smaller. 
As a state we are required to match 95% of students receiving SNAP benefits. Matching students as directly certified helps meet this requirement. 
The more students we directly certify for free school meals helps increase access to meals and increase participation in students receiving meals. 
More free eligible students (and the quicker they are directly certified) the less unpaid meal charges. 
Most importantly you’re qualifying students for MEALS! 



Two Methods of Direct Certification

Direct Certification 
using the Portal

SNAP
TANF

Migrant
Medicaid

Direct Certification with 
liaison documentation

Homeless/McKinney Vento
Migrant
Foster

Runaway
Head Start

Administrator applications

Presenter Notes
Presentation Notes
Most of direct certification is automated via an upload of student enrollment into the state match system. Through data sharing agreements with the Colorado Department of Human Services and the Colorado Department of Health Care Policy and Financing, the Colorado Department of Education (CDE) receives lists of Colorado students who receive public assistance benefits. Per federal regulation, these students automatically qualify for free or reduced school meals. 

The other method of direct certification is through liaison documentation. This method does not require a student enrollment upload into the Portal. Instead, the district will receive a list of qualifying students from program liaisons. If a school receives a list from their assigned liaison, the list serves as the documentation required to substantiate the free benefit.




Lists 
from 

Liaisons

Foster Care
•Child Welfare Liaison 
(CWEL)

Migrant Education 
Program (MEP)
•Regional Migrant 
Liaison

McKinney- Vento 
Homeless Education
• McKinney-Vento 

Liaison

Presenter Notes
Presentation Notes
As part of your direct certification efforts, you should request lists from your assigned liaisons to identify additional Foster, Migrant, McKinney-Vento/Homeless and Runaway students. Each of these contacts can be found linked on the School Meal Eligibility page or linked here. 

https://www.cde.state.co.us/studentsupport/fostercare_index
https://www.cde.state.co.us/studentsupport/fostercare_index
https://www.cde.state.co.us/migrant
https://www.cde.state.co.us/migrant
https://www.cde.state.co.us/studentsupport/homeless_index
https://www.cde.state.co.us/studentsupport/homeless_index


The Direct Certification Portal

Assistance 
Program 
Agencies 

transfer student 
data to the 

Portal

Sponsor uploads 
student 

enrollment file

Student 
enrollment data 

is matched 
against 

assistance 
program data

The Portal 
provides a list of 

matched 
students that 

are eligible for 
free or reduced 

school meals

Sponsors export 
matched 

students to 
update 

eligibility status 
in local systems

Presenter Notes
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The other method to directly certify students is through the Colorado Nutrition Portal (Often referred to as just “The Portal”)

To identify which students can be directly certified, a district periodically uploads a list of all enrolled students into the Colorado Nutrition Portal and the system will return a list of “matched” students who qualify. Once a student is “matched,” they remain eligible for the rest of the school year. The Portal matches students against 4 sets of participant data: the Supplemental Nutrition Assistance Program (SNAP), Temporary Assistance for Needy Families (TANF), Medicaid, and students who are in Colorado with a Migrant status. The match list from the Portal then serves as the documentation required to substantiate the free benefit. 

This slide shows the chronological order of direct certification:
The Portal is updated with new state SNAP, TANF, Medicaid and Migrant records. New SNAP, and Medicaid records are imported into the Portal on the 1st and 15th of every month and Migrant data is updated daily. 
The sponsor then uploads a district student enrollment file 4 times per year into the system to matching students who are on the state records. 
The Portal assesses the enrollment file and runs it against the state data.
The Portal reveals which students on the district enrollment file were also in the state agency data. The Portal also reveals “possible matches.” This means there was enough data in the student enrollment record to flag a match, but not enough to secure a match. The onus is then on the district to review these possible matches and either add or remove them from the final direct certification match list.
Last, the sponsor will export their direct certification match list and use it to update local, internal records such as the student information system (SIS), the benefit issuance document, and/or individual student records. 




Matching 
Students in the 

DC Portal
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Now that we have a solid understanding about what direct certification is as a concept, let’s look at the details of completing the matching process. Again, the direct certification process takes place in the Colorado Nutrition Portal.




Accessing the Portal
The Portal is used to complete renewal program 
applications, submit claims, view and submit Administrative 
Review information, and *complete Direct Certification*

Click here to access the 
Portal

Click here for the User 
Request Form

Presenter Notes
Presentation Notes
The Colorado Child Nutrition Portal is the online system where direct certification takes place. The system provides a lot of functionality across multiple programs and state agencies, so you may have been in here before for something else entirely. For our school nutrition programs, it’s also the place where you submit claims for meal reimbursement, complete administrative reviews, and submit renewal applications to operate the school nutrition programs themselves. The Portal is not our CDE webpage, but a separate online system that you may access from our CDE webpage. You’ll see a button on this screen that will take you to the Portal and another button that will take you to the online form to request access to the Portal. User access to the Portal is customized, so if you are requesting access for purposes of direct certification, be sure to indicate that so your account is set up correctly. 




Accessing the Portal

1. Login to 
the Portal
2. Select 
Programs
3. Select the 
Purple tile

Presenter Notes
Presentation Notes
Once you log into the Portal, you will see a screen with different colored tiles. These tiles take you to different functionalities of the Portal. For direct certification, you will select the purple tile. 




Accessing the Portal

Presenter Notes
Presentation Notes
This is the direct certification home screen and you will see your associated school or district at the top of the screen. You will then want to navigate to the top right of the screen and select Direct Certification. 

Now, you are in the module and almost ready to upload! Let’s jump to the requirements for the student enrollment file. 




Uploading a Student 
Enrollment File

Presenter Notes
Presentation Notes
The first step to finding matches in the portal is to create a list of ALL your enrolled students. This list will be referred to as the “Student Enrollment File”. This list is used to upload into the portal and the data is matched with the agency data to find students who have SNAP, TANF, Medicaid or Migrant status. 



Enrollment List 
Requirements

Must be a text (.txt) 
file format

Can manipulate 
data in excel first if 
needed

Work with benefit 
issuance system 
vendor

Presenter Notes
Presentation Notes
The enrollment file is specific in how it must be set up before it can be uploaded into the system. The file must be uploaded as a text file format, not an Excel document. If you are creating the file manually, you can use Excel to enter and manipulate the student information before converting it to a text document. If you use a software vendor for a student information system, you can work with them to create an automated text file that can be pulled for purposes of direct certification.



Presenter Notes
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CDE has created a resource to help you ensure that your Enrollment File meets the requirements to be able to upload and it’s available on the School nutrition webpage. The Upload File Layout Requirements resource describes what information should be included and in what order the information should appear. You will want to use this resource to ensure your file has all the necessary and required student information and that it is laid out according to allowable column widths. You will see on the instructions that some columns are optional, some are required, and some must be left blank. Whenever someone has trouble with their file, I use this resource to figure out what might be wrong!

Let’s practice formatting the enrollment file. 




Presenter Notes
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Here are all the fields that should be included. I will start in excel, where it is much easier to make sure everything is in the right place. 
 
*Follow in Excel*

I go through each column and make sure that each column follows the guidance. If it is required, there should be data in the column. The columns that are described as optional serve as placeholders and should still be included in the file. 



Troubleshooting

1. Blank required fields- missing zip, birthdate, gender, etc. 
2. Missing columns. 
3. Birthdate not in 8 digit format.
4. Special characters
5. Zip codes longer than 9 digits 
6. Too many characters

Presenter Notes
Presentation Notes
There are a few common errors that I see that will cause the file to not be accepted. 
Blank required fields- missing zip, birthdate, gender, etc. 
Missing columns. 
Birthdate not in 8 digit format
Special characters- if the file has commas, ampersands, slashes or other digits that are not letters or numbers, it may cause a problem
Zip codes longer than 9 digits 
A field has too many characters – if student names are very long, you may have to cut off the last few letters. Don’t worry, even with a few letters missing, the system will have enough information to find a match.


If you pay attention to the details and follow the file requirements, you should be in good shape!



Making a .txt file

1. Make edits in excel
2. Use conversion formula to create a .txt file (conversion formula 

here)
3. Upload txt file to portal 

Excel .txt

Presenter Notes
Presentation Notes
As we mentioned before, it’s easier to make adjustments and make sure all the required information is present in excel, but the portal requires that the file is a text file, using the file extension .txt. 

You can convert the data from an excel file to a .txt by using an excel conversion. It sounds complicated, but all you need to do is copy and paste! We have the conversion file available on our website as well as detailed instructions

Let’s see what that process looks like. *In Excel*

https://www.cde.state.co.us/nutrition/dcconversionformula


Text File

Presenter Notes
Presentation Notes
This slide shows a great example of what your text file should look like before uploading it into the Portal. You’ll see that it’s no longer in Excel format and that it is spaced appropriately. It is very important that you save each upload text file with a new name to your computer before you upload. We recommend saving this file in a place that you can easily remember where to find it. 

If you upload a text file that is named the same as one you previously uploaded, it will overwrite your old match list and you will lose previously matched students as a result. A good rule of thumb is to name the file something that incorporates the date of the upload. 




Uploading the 
Enrollment File

Presenter Notes
Presentation Notes
Our file is now ready to upload to the portal!

Screen Cast

After creating your student upload file you will navigate to the direct certification module main screen (as shown in previous slides). You will select the blue Student File Upload button. Select Choose File. Navigate to where you saved your correctly formatted text file for upload. Then, select Upload. Once the file is uploaded you will see the system start to process your file. Once the file is processed you will see a pop-up screen indicating the number of records processed. PAY ATTENTION to this number as it should match the total number of records in your student enrollment upload file. If these numbers do not seem reasonable to your total student enrollment this could mean you either missed students when initially creating the upload file or there are errors in the file. 

If your total number of records looks accurate and you have no errors select SAVE. If you have any errors or the file doesn’t upload, go back and troubleshoot your file! Errors may result in student matches being missed, so it’s important to get the file right!



After 
uploading

• Additional 
Possible Matches

• Extended Eligible 
Matches

• Export Match List 

Presenter Notes
Presentation Notes
You’ve created and uploaded your file; now it’s the system’s turn to do the work! The system will give you a list of matched students, suggest additional possible matches, and suggest extended eligible matches.




Completing the matching process

Presenter Notes
Presentation Notes
The students that have been matched by the system will appear in the box “Complete Direct Certification List” These students have been found on the SNAP, Medicaid, TANF, or Migrant lists with the exact name and birthdate and are ready to receive benefits. This box will only show 10 student records at a time, but will show how many students were matched in the “Total Records” section. 



Additional Possible Matches

Click here to access the 
Portal

Click here for the User 
Request Form

Presenter Notes
Presentation Notes
Additional possible matches happen when the system thinks this could be a match but couldn’t quite match at 100%. These are sometimes called fuzzy matches. All matches are scaled on a weighted value percentage. You can see, once you click on a student name a Score (%) appears. The higher the percentage the greater likelihood of a match. Records below 37% match likelihood will not display. 

Each student must be reviewed for accuracy. You can do this by clicking on the “View Matches” and reviewing the potential matches. If you click on the student first name you can see the student information that was uploaded by you and then the information the system is trying to match to from the system. If you think the student should be a match you will select the Match checkbox. If it’s not a match, click the black “x” to clear the suggestion. If the checkbox is marked as a Match that student will then be moved to your Complete Direct Certification matchlist. 

Once you’ve reviewed all the suggested Additional Possible Matches, you’ll need to review the Extended Eligibility Matches. 




Extended Eligible Matches

Click here to access the 
Portal

Click here for the User 
Request Form

Presenter Notes
Presentation Notes
When you click the View Extended Eligible Matches, it will ask if you have completed reviewing the Additional Possible matches, then it will ask you to generate a list of extended eligible suggested matches. It’s important that you complete the steps in this order to find all available matches. 






Extended Eligible Matches

Presenter Notes
Presentation Notes
The portal will generate a list of suggested extended eligible students. 

Students determined eligible using SNAP, TANF and Medicaid can extend free lunch eligibility to any other child in the same household. 

The direct certification module automatically discerns matches based on same household address, but the sponsor must have additional documentation that students share a household.  
Staff must review these matches similar to the additional possible match process. 








Adding Individual Students

Presenter Notes
Presentation Notes
This upload process must be completed 4 times per year, but CDE encourages uploads to be completed every month. 

In between the required uploads, there may be times where you just want to check the eligibility of a single or a few students. The portal has the option to serve by individual student in addition to the upload function. 




Adding Individual Students

Presenter Notes
Presentation Notes
When you click on the Add Individual Student button, a form will pop up, where you can enter as much information as you have, then click “Add Student” and the system will look for a match. If they find a perfect match, the student will be added to the list. If there are possible matches, you’ll have the opportunity to confirm a correct match. 





Completing the match process

Presenter Notes
Presentation Notes
Once you have completed the upload, reviewed both the Additional Possible matches, and the Extended Eligible Matches, and added any individual students you are ready to export your list. 

This is how you will be able to see all of your matched students, along with their match type, and you will use this data to assign the correct eligibility to each student in your Point of Sale system. 

When you click export, an excel file will download. For documentation requirements this list can be printed and stored securely or saved in a secure place on your computer. 




The Export File

Presenter Notes
Presentation Notes
The export file includes all of the student data, as well as how the student was determined eligible. This is the Eligibility Type column. 

One great feature of the export is having the ability to then upload this into your benefit issuance/free and reduced software and your student's status and eligibility date are automatically updated for you. Work with your vendor by providing the export matchlist so it can be properly mapped to ensure accuracy when updating student information. The export notates the qualify type of the student, if the student was extended eligibility and much more detailed information. 




Match Types
Match Type Action

SNAP Free meals – can extend eligibility 

TANF Free meals – can extend eligibility

BOTH Free meals based on SNAP status – can extend eligibility

MEDICAID FREE Free meals – can extend eligibility

MIGRANT Free meals only

MEDICAID REDUCED Reduced meals – can extend eligibility 

SNAP/MIGRANT Free meals based on SNAP status – can extend eligibility

MEDICAID-FREE/MIGRANT Free meals – can extend eligibility

BOTH/MIGRANT Free meals based on SNAP status – can extend eligibility

TANF/MIGRANT Free meals based on TANF status – can extend eligibility

MEDICAID-REDUCED/MIGRANT Free meals based on migrant – can extend reduced 
eligibility

Presenter Notes
Presentation Notes
In the export file, students may be listed by a number of Eligibility types. This table shows what action should be taken for each match type. 

Students should always be given the highest benefit they qualify for and eligibility should always be extended if possible. 



The future of 
DC

Presenter Notes
Presentation Notes
We recognize that the DC process is not as user friendly as it can and should be, so we are working with our tech vendor to streamline the process and make the process easier. We appreciate your patience and diligence to make sure that students are getting the correct benefit while we work to make these improvements. 




Questions?



36

• Eligibility Manual

• School Meal Eligibility 
Website

• Training Recordings
Resources

Presenter Notes
Presentation Notes
For more information about direct certification, check out these additional resources. 

https://fns-prod.azureedge.us/sites/default/files/cn/SP36_CACFP15_SFSP11-2017a1.pdf
https://www.cde.state.co.us/nutrition/determine-program-eligibility
https://www.cde.state.co.us/nutrition/determine-program-eligibility
https://www.cde.state.co.us/nutrition/training


Register for Online 
Training
• School Nutrition moved all of

its online trainings to a new 
platform.

• To access online trainings and 
receive professional standards 
credit, register for a FREE 
Moodle account

• https://app.smartsheet.com
/b/form/c22b69634b4e4a8
596306d45ac107c2f

Presenter Notes
Presentation Notes
School Nutrition has moved all of its online trainings to a new platform. To access the online trainings and receive professional standards credit, you need to register for a FREE Moodle account. Registration only takes a few seconds to complete. Once you have submitted your registration, our office will create your account. You will receive an email to confirm your Moodle account and then you will be able to access the trainings. If you have any questions, please contact Alicia Grove at grove_a@cde.state.co.us or 720-795-2038.

https://app.smartsheet.com/b/form/c22b69634b4e4a8596306d45ac107c2f
https://app.smartsheet.com/b/form/c22b69634b4e4a8596306d45ac107c2f
https://app.smartsheet.com/b/form/c22b69634b4e4a8596306d45ac107c2f
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Thank you!

Nell Dochez
Senior Nutrition Consultant 

Dochez_n@cde.state.co.us
720-948-5145

https://www.cde.state.co.us/nutrition

mailto:Dochez_n@cde.state.co.us
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