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I. Introduction

This document is intended to get you up and running VERY QUICKLY in our new Direct Certification System. Many pages,
but mostly pictures. We’ll be augmenting this information within a week, building a more thorough understanding of
this new system and the features available. This current document is meant to safely allow you to do the very basic
first day tasks that you need to do to get started, hopefully as soon after the Beginning of July as possible. We'll talk a
little bit about the changes here, and go into much greater detail in the longer document. | encourage you to take the
time to read this document and familiarize yourself with the steps.

Please watch for revisions, changes, and enhancements to this document in the very near future.

Please continue to offer us feedback on any problems that you encounter, or features that you would like to see. | can
be reached at jtodd@doe.in.gov. If you send emails, please put Direct Certification on the subject line.
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I1. Accessing and Logging into the Direct Certification
and Direct Verification System

You can reach the Direct Certification (and later, the Direct Verification) systems in one of two ways.

You can continue to reach it by logging into the Application Center, then clicking Programs | School Foods and
Nutrition:

Application Center

ninistration

nd Nutrition rized user, please EXIT immediately.
3 et seq). Any other use violates federal and State of In

Data Transfer | Lookup | Data Verification Info Center | Pr

to authorized Indiana educators. Only authorized users are allowed, and all visits to this sitfle
d Privacy Act (20 U.S.C. Sec 1232, as implemented through 34 CFR Part 99) and Indiana state

egin Date End Date Period Message

5/12/2014 08:00 AM 07/14/2014 11:59 PM Signoff when complete. July 14 is FINAL date for submission/signoff.
All data must be submitted during this penod Cleanup & sign off will start 7/1. Data transfer will be available during this peri

ha ramnlatad nrineta submiceinn of AT A

5/03/2014 08:00 AM|06/30/2014 11:59 PM

When you click on School Foods and Nutrition you will essentially be taken out of the familiar Application Center
Environment and land in a new web portal. If you are comfortable doing it this way, you can continue to do it this way.

You will land on a page that looks like this and is our new Direct Certification/Verification web portal:

[ 0ashboard My Profilc  Log Out

Direct Certification & Verification

| I(IIIustration 1)

You’re in!

Alternatively, you can avoid the extra mouse clicks on the Application Center and log directly into the new web portal
directly.

The URL for Direct Certification and Direct Verification services is now:

http://scndcdv.doe.in.gov

You can save this URL for future use. If you go to the new portal directly, you will see this when you use the above URL:

Quick Start Guide-Direct Certification for 2014-2015 School Year (rev. June 2014) Page 3


http://scndcdv.doe.in.gov/

LIRS e

Direct Certification & Verification

e | T Pl

2= I(Illustration 2)

Look here for helpful notices and links to resources.

without evening having to complete the login. As many of you know, we update the data, normally at the start of every month, using an end of month file
from the previous month. At the beginning of the Direct Certification Year, starting in July, the system will be loaded with June data and report
accordingly. The data will be updated monthly and the indicator refreshed. This indicator tells you if this update has occurred.

@ Also, right next to the HOME | LOGIN | HELP bar, see the notice “Eligibility : 07/2014”. You can now determine if the state has updated its Program data

Clicking on the Log In in the upper right corner you’ll be taken to this screen:

* @conen =

5 - B P s Tk @0 B
Direct Certification & Verification I """""" m
Usea mflﬁmuntin_lpg_ﬂlh _‘__,// By using this site I Agree, the School Corporation Agrees to:
{/ \ (,/" MEMORAKDUM OF AGREEMENT
A Usomane
\
e //
St ==
Agree ans Login

I s I(IIIustration 3)

You will use the IDENTICAL login that you used with the Application Center. When you login, please note that you’ve
also agreed legally to the terms of use. Once you're logged in you’ll see the same screen that you would see if you

entered via the Application Center login. We call this the Dashboard and from here you can navigate to all the functions
of the site.
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PN Dshboard My Profile  Log Out Help

i ‘="°" =l(lllustration 4)

You’re also in!
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II1. Basic Tasks of Direct Certification - STN Matches
(See Chapter V for “Traditional Matches”)

Most users can accomplish their immediate needs very simply, and hopefully easier, under the new system.

Your needs can be characterized simply as:
e | don’t want to have to upload anything.
@ (If you want to upload data first, as in the previous Traditional method, read Chapter V and do the
upload first.)
e | want to be able to download information on all the students who can be directly certified based on either
participation in SNAP/Food Stamps, TANF, or Foster Child status.

Our old system called this an STN Method match since the process relied on STN information already available in the
Indiana State Department of Education State Student Information System™.

The first chapter on Logging in left us on what we call the Dashboard. The Dashboard looks like the picture below and
you should click on the block in the upper left hand corner entitled “Certification.”

Direct Certification & Verification

(IMustration 5)
Whether you want all your matches or only the new matches, you can easily access them here. Since you’re reading this

Quick Start Guide, I’'m assuming that you’re using the new system for the first time. Click All Matches. (Oddly, it doesn’t
matter if you click New Matches, since it’s the first time you’ve used the system for the upcoming school year All the
Matches are New Matches!)

Direct Certification & Verification
Select a School Corp: g2

(IMustration 6)

! Information used combines STN information with information from the DOE-RT report for public schools and the DOE-EM
report for nonpublic/parochial schools, as well as other data collections.

Quick Start Guide-Direct Certification for 2014-2015 School Year (rev. June 2014) Page 6


http://www.iconarchive.com/show/soft-scraps-icons-by-hopstarter/Button-Reminder-icon.html

For a complete discussion of New vs. Old Matches, please read the longer complete guide. Generally, the system works
as it did in the past version. Once you click on All Matches or New Matches, and DOWNLOAD the results, we assume
that you’ve captured the records and we won’t show you those records again on any subsequent New Matches request.

Once you click on “All Matches”, you’ll be taken to this screen:

Dashboard My Profile  Log Ol Help

Certification & Verification

S Direct Certification & Verification

School Corporation: |

School/building: A

Content Type: A
Match Types Included

csv:

Xmil:

Excel: ]

Fixed Length: Download

= (Mustration 7)

Remember that if you download “no county” matches, you're including kids that the data shows may live in a totally
different city. In many cases the student’s family has moved recently and the Food Stamp program is still in the process
of updating the record. We do know that the student’s first and last name match in some manner and that his birthdate
is an exact match. Now there could be a two William Smith babies born in different parts of the state on the same day,
but depending on the name it is increasingly unlikely. Very often the No County Matches are perfectly valid, particularly
when you have anecdotal evidence that the family has recently moved or the reported address is near to your schools
location, but in a different county.

You can process standard matches separately from no county matches in two separate downloads, or combine them in
one downloaded file. If you do combine them all in one file by checking both Standard and No County Matches, you can
separate out the No County Matches with the Assistance Code, which is field 22 in the file:

22 Hard/Soft Match 1 Data Type: Alpha
Valid Range:
H=Hard (Exact) Match
S=Soft (Sound Alike on First Mame) Match
C="MNo County” Match
=Extended Match
M=Extended- Manual Match

77 Fartifiration Nata n Mata Tuna: Alnha Rimare MY VY Y (IIIustration 8)

In past years this field only held H and S values. We've added C, X, and M. For a complete discussion see the
complete guidance manual.

@ Until you’ve read the complete guidance manual | encourage you to not download extended matches.
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@ Having already briefly discussed New and All matches, I'd like to mention one more feature of the new system:

Dashboard My Profile  Log Out

—=J(Illustration 9)

The new system allows you to download All or New Matches by clicking on the choices on the LEFT side of the
screen. A totally new feature is the ability to view/download matches at an individual school level. You'll notice
that the numbers of matches in the two columns on the right are “clickable” links. If you click on the number,
you’ll be set to download the match results JUST for that school. (Private/Parochial schools may be “single site
sponsors” and in that case, there is only one site/school listed, and clicking links on the right are equivalent to
clicking a link on the left.

For just the single school dataset you would still download as above, by selecting Standard matches, No County
Matches, etc., and choosing the download format. (See Illustration 7)

The problem, is that if you download just a single school’s matches, you’ve set the “already viewed” marker on
those records, and you would not see matches again for that school in the “only the new” set of records. |
encourage you to use this feature thoughtfully after you have some experience with the system. You can always
in effect reset the system by downloading ALL matches.

There’s also the ability to download extended matches. There probably aren’t many, and we’ll describe that in the
longer manual.

Where are the “Un-Matched Siblings?” They are available, but from a slightly different place. It is important to realize
that these are not matches in the normal sense. The Standard, No County, and Extended (All or New) involve matches
to some degree, with various degrees of strictness, moving progressively down the scale from exact matches, to
matches where the first name sounds similar, to matches that the county doesn’t match etc. The Unmatched Siblings
represent children (usually younger or older brothers or sisters of your students) who are not currently reported in the
state’s student information system. We are supplying you with the names of other members of the SNAP or TANF case
where you have at least one member of the case that has been identified as one of your students. It's a good place to
look for baby sisters or brothers who may enroll in the fall for the first time. Find them here:
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Direct Certification & Verification

(Hlustration 9)

The Unmatched Siblings can be downloaded using the same general scheme as other downloads. See llustration 7.
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IV. Basic Tasks of Direct Certification - Ad Hoc
Searches

There will always be students who you suspect are potentially directly certifiable but that don’t appear on the list. This
could be for a number of reasons. Perhaps you know that the last name in the SNAP/Food Stamp system varies from the
last name in the school STN records. (We’ve improved the handling of hyphenated names though and will now match
SMITH or WILLIAMS with SMITH-WILLIAMS.) Maybe other errors such as birth date key entry errors keep the matching
algorithms from working. There are many reasons. While it is not a “matching process” because we are not using any
school side data at all, you can in effect “browse” the SNAP, TANF, and Foster Child Records, by using the Ad Hoc lookup
feature.

You'll navigate to this feature from the Dashboard...

© (IHustration 10)

Then...

(MMustration 11)

And you’ll get to the search entry screen. The old system had three separate search styles: Case, Student Information,
or Parent Guardian Information. The new system has a unified search interface. Put down the information that you
know and press search. Often you’ll be searching on Student First, Student Last, DOB and County. Leave out DOB, and it
will work, but you may get more matches, depending on the commonness of the name. You should general search by a
specific county UNLESS you know that a family recently moved and you want to search for a student that you think may
still be listed in a recently moved from county. .

Direct Certification Adhoc Search

&Student Information & Guardian Information

First First

Last: Last:

pos: [ |@ Case#:

L — (llustration 12)
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If you do search on case, | suggest that you only enter the Case Number and nothing else. Complete Case numbers in
Indiana look like this:

1099999999ADCRO1 or

1099999999FS 01

Even if you do have the 2 or 4 letter suffix and the last two digits, | suggest that you search only on the first 10 digits,
that also begin with “10”, as indicated above by underline. This is the same as in the old system.

Once you hit the search button your results will be displayed in short order in a results grid:

Drag a column header and drop it here to group by that column
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o
i
»
=
L
T

WILLIAM
WILLIAM

|£ 3
5 z
@

H4
g
T

SMITH WILLIAM
'WILLIAM
WILLLAM
'WILLIAM
WILLIAM
WILLIAM

o
=
=
5
4
=1
o

””
EEEE]
=T = = =
.
E e - <l
g 3 3 5

o
=
5
@
=
[
T

WILLIAM
WILLIAM

o
=
=
=
E4
g
T

o
=
=
H
=
=

WILLIAM
'WILLIAM

o
=
=
=

p @

E &
|
EE

(Nustration 13)

How many results you get will depend on how “open” your search criteria were. Further refine you search by using the
additional information displayed in each row: Addresses, Parent Guardian information etc, and find the student you’re
looking for.

Once you're identified your student from the available records, click the “print” button found on the left. You’ll then
have displayed a page like this:

Direct Certification

Search Date: 7/2/2014

Child Information

Nama: SMITH, WILLLAM T u

Gaurdian Information

Eligibility
Direct
Certification
Based on
program
participation
In month of:
Eligible

Federal
Programs,

Close (”IUStration 14)

As in past years, you should save this printed statement as “Proof” that the child/student is directly certified.
This saved document is as valid a proof as a student being listed in any of the downloaded lists.
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V. Uploading the “Traditional Direct Certification
Data File

Everything so far as assumed that you want to do what in the past was called an STN Match. These matching processes
require no additional data to be uploaded and rely on existing IDOE STN date: DOE-RT, DOE-EM, and others.

Some of you in the past used an enhanced method and uploaded a data file that improved on what we have available
over the summer months at DOE. The idea was that YOU, having rolled over your student master, know some things
that we don’t. Fall semester grades and buildings, perhaps some preregistered new students etc.

This feature is still available, but in a different sense. We know longer have STN vs Traditional Matching Processes.
There is one unified matching process. However, if you do the supplemental and optional upload, STN records will be
augmented with that data, having some benefits in the matches made, and the information returned in downloaded
files.

To do the file upload, go to the File Manager:

Either way you’ll go to a page that looks like this:

You'll see previous files downloaded on this page, similar to the old “Archive”, but it’s also the place that you’ll upload
Traditional Data files from.
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Click on “Upload a student roster file”, and you’ll be at a simple browse/upload dialog box similar to the past. You do
not need to select the file upload type, it determines that automatically.

Follow the uploading directions carefully. They’re logical, but different than in the past. There are four steps:

@ Select the File

Click Browse

Selectad cumEWta to be uploaded. (.csv or .xml only)

‘ Upload and Continue ‘

Find the file on your local file system

| @ open
Direct Certification| & jcas/moese » |4 = »
e il - @9
L]

Select a document containing tradition

R EE

Upload and Continue

The system will confirm that it’s a supported file type and display its name with a green dot.

Select a document ining traditi | data to be upl led. (.csv or .xml only)

Browse...

Or show it’s displeasure with a red dot and warning message! If so, remove and try again

Select a document containing traditional data to be uploaded. (.csv or .xml only)

| Browse...

® contract extension.pf n This file type is not supported.
lemave
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@ Upload the file for parsing and processing against business rules

Selecta d ining traditi | data to be uploaded. (.csv or .xml only)

Wait while this happens.....

r or .xml only)

o,

Processing please wait..|

@ View Success and errors

Direct Certification Studer Roster File

Summary Errors Raw CSV

* Good Student Records: 29568
* Bad Student Records: 0

To confirm this roster and post it to the system please review the below information and click the continue button below.

[ Confirm and Post this Roster to Corp 5385 ‘ oa[ Cancel and Return to Dashboard [

Direct Certification & Verification

Direct Certification Studer Roster File
Direct Certificotion Studer Roster File

e m e 5 |
Dong 4 czkamr A 4 1 ¥ e s e
e

&

X
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@ Finish Things up by choosing to load data or reject

Direct Certification 8 Verification

Direct Certification Studer Roster File

Summary Errors Raw C5V

* Good 5tudent Records: 29568
* Bad Student Records: 0

To confirm this ro ost it to the system please review the below information and click the continue button below.

((Eonﬁrm and Post this Roster to Corp _‘DOR‘ Cancel and Return to Dashboard

You can now return to Chapter lll and process your matches.
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VI. Contact Information:

John Todd

Indiana Department of Education
317/232-0865

jtodd@doe.in.gov
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