


Disclaimer

This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the

training library to prevent use of outdated content.



Nntended Audience

This training is intended for School Food Authorities
(SFASs) operating the National School Lunch Program

(NSLP). All regulations are specific to operating the
NSLP under the direction of ADE.

Opjectives

At the end of this training, attendees should be able
to:

e understand how to conduct CNP Direct Certification
using File Upload; and

e be aware of common errors that arise using this
search method.
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SECTION 1 OVERVIEW OF CNP DIRECT CERTIFICATION

DIRECT CERTIFICATION

Direct Certification is the process of
determining which students are eligible for
free or reduced-price meal benefits based on

documentation obtained directly from the
appropriate state or local agency. Students
directly certified will automatically receive free
meal benefits without submitting a household
application.

CNP Direct
Certitication

ADE houses an online computer matching
system called CNP Direct Certification
which allows SFAs to directly obtain
confirmation from such agencies to
determine if their students will qualify for
free meal benefits.

e SFAS can access this system at any time
to generate documentation that may be
used to certify students for free or
reduced-price meal benefits without a
household application within the current
program yeat.



SECTION 1 OVERVIEW OF CNP DIRECT CERTIFICATION

e Upload

File Upload is a search method within CNP
Direct Certification.

CNP Direct Certification

Welcome, Knutson, Halie

ftHome  Direct Certification~  Email Notificati Admir ©Help  ADEConnect  Logout

Direct Certification File Upload Search

This method is recommended to search the

eligibility of a large number of students.

1. reer the State Studert (D (SAIS 1. Erier the SSN stasting in AL
D) starting cell AL {muss be 3 digits, no hyphens) of the shodest I ot be B digts o
1. ASH next entry I the fow 2. Add next entry in the fow bekow 2 wcell B1, enter the LAST name hess, do not enter yphend)
bedow of the student I Addihe nest entry in the row
L ncell C1 enter the birthdate of = et
the studert (men/ddyyyyl
4. Add next ertry in the row
below
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SECTION 1 OVERVIEW OF CNP DIRECT CERTIFICATION

Quliz Time

When is it recommended to use File Upload when
conducting direct certification?

A When only 99 students are being searched.

B When a large number of students is being
searched.

C When a small number of students is being
searched.



SECTION 1 OVERVIEW OF CNP DIRECT CERTIFICATION

Quliz Time

When is it recommended to use File Upload when
conducting direct certification?

A When only 99 students are being searched.

®Vhen a large number of students is being

searched.

C When a small number of students is being
searched.

File Upload can be used for any
amount of students the user is
wanting to search. File Upload is
easiest to use when searching a
large number of students. Total
enrollment can also be searched
using File Upload.
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SECTION 2 CREATING AN EXCEL SPREADSHEET

Creating g
Spreadsneet

To create an Excel spreadsheet, first open the Excel
application on your computer. A blank
spreadsheet, similar to the one to the right, should
open.

Once you have a spreadsheet open, determine the
date format you want to use to search:
e First Name/Last Name/Date of Birth (Standard
Format)
e State Student ID
e Case Number

d D




SECTION 2 CREATING AN EXCEL SPREADSHEET

Creating g
Spreadsneet

STANDARD DATA FORMAT

To create an Excel spreadsheet using the
Standard Data Format, input the following:

e Type the student’s First Name into cell
Al.

e Type the student’s Last Name into cell
B1.

e Type the student’s date of birth into cell
Cl. Use the format MM/DD/VYYYY.

Repeat the steps for every student.

First Name Last Name Date of Birth

R

1 {Jody  Walker  4/15/2003
2 |JohnatharTandoy ~ 4/3/2013
3 Matthew Green  12/30/2014
4 | Dimitri Long-Gue' 5/17/1993
5 Jacob  Villalong 4/18/2000
6 |Julia  Gonzalos  6/1/2005
7 |George lane  10/30/1995
8 |Shane Lane 2/8/2001
9 |cara  Cardena  9/10/2013

10 |Lucas  Arellanos  1/22/2017




SECTION 2 CREATING AN EXCEL SPREADSHEET

State Student ID (AzEDS)

\ 4

Creating g

Oreagdsneet A . ,
STATE STUDENT ID - | 1000650 3
To create an Excel spreadsheet using the ., | 1015220
State Student ID Format, input the 3 | 1019358
following:

4 | 1030266

« Type the student's State Student ID 3 | 103164s
(AzEDS) into cell Al. 10322107

7 | 1034877

Repeat the steps for every student.

& | 1035300

9 | 1050635

10 | 1055180




SECTION 2 CREATING AN EXCEL SPREADSHEET

Creating s Rt
Spreadsneet

CASE NUMBER

To create an Excel spreadsheet using the
Case Number Format, input the following:

e Type the student’'s Case Number into
cell Al.

Repeat the steps for every student.




CREATING AN EXCEL SPREADSHEET

SECTION 2

Saving the File

After all of the students have been inputted,
complete the following steps to save the
Excel file. Do not click save until all steps
have been complete.

e Click File in the upper left corner of the
Excel window and select Save As.

e Select the location you would like to
save the file.

e Input the name of the file in the File
name field. As a best practice, include
the date the file was created.

e Select XLX, XLSX, or CSV from the Save
as type drop-down.

Once all of the above actions are complete,
select Save.

A Cut
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; Calibri lu Cla s ==
o 53 Copy - g A
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T 696157822 Recent P Prepare for Sharing
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Save & Sen
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SECTION 2 CREATING AN EXCEL SPREADSHEET

Saving the Flile

Depending on which version of Excel is being used, the
following windows may appear after clicking Save.

Click OK to confirm saving the file.

B4

Microsoft Excel

The selected file type does not support workbooks that contain multiple sheets.

= . = Tosave only the active sheet, click OK.
« To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

0K Cancel

Click Yes to confirm saving the file.

Microsoft Excel &

DirectCertReport Aug22.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

0 » To keep this format, which leaves out any incompatible features, click Yes.
= = To preserve the features, click No. Then save a copy in the latest Excel format.
= To see what might be lost, click Help.

j Yes Ne Help '
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SECTION 3

qd D

CNP Direct
Certitication

ACCESSING THE SYSTEM

Direct Certification using Medicaid Data is
conducted in the CNP Direct Certification
(CNPDC) web-based application in
ADEConnect.

To access the CNPDC system, login to
ADEConnect, select "View Applications,”
and then select "CNP Direct Certification /
Direct Verification."

ACCESSING THE CNP DIRECT CERTIFICATION SYSTEM

LOGIN TO ADECONNECT

Open a web browser, navigate to
adeconnect.azed.gov, and input your
username and password for ADEConnect.

SELECT "VIEW APPLICATIONS"
After logging in to ADEConnect, select

"View Applications."

i ™

Applications

Access and use ADE applications.

View Applications
. #

SELECT "CNP DIRECT CERTIFICATION /

DIRECT VERIFICATION"
Select "CNP Direct Certification / Direct

Verification" from the list of applications in
ADEConnect.

CMNP Direct Certification / Direct Venfication s

U



https://adeconnect.azed.gov/
https://adeconnect.azed.gov/

SECTION 3 ACCESSING THE CNP DIRECT CERTIFICATION SYSTEM

-
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CNP Direct Certification & Direct Verification

Weiomé, Rhodes, Maddis

o AR
s &
e ‘a'
Tt g
\‘Llil.‘

g *
Sl

C N i |
C | ‘ | |
| acknowiedge that my use of the CNP Direct Cenlificaton ¢ Direct Venfication application s in complance with all resinictions stabed above

ACCESSING THE SYSTEM

After successfully logging in to the CNP Direct [easrsss I
Certification / Direct Verification System, a
screen with a Family Educational Rights and
Privacy Act (FERPA) statement will load. The Py CNP Direct Certification & Direct Verification ]
statement must be read, understood, and

acknowledged to advance in the system by
S e | e Ct I n g I I AG R E E/C O N T I N U E ° I Direct Certification means determining which children are eligible for free meal benefits based on Available October 1st

documentation obtained directly from the appropriate State or local agency.

Welcome to the Arizona Department of Education CNP Direct Certification / Direct Verification Application
ATTENTION:

= iy enrc@ment within the DiSWECT or SChool requesting the nformation

Acknowledgement:

N

Weleame, Rhodes, Maddie

L
r.,\ el
i

All Child Nutrition Program School Food Authorities (SFAs)™ are required to run a Direct Certification report at

= 5 5 Conducting Direct Venfication is a requirement in the state of Arizona. Direct Verification is not Direct
least three times per school year using CNP Direct Certification:

Certification; however, they're located in the same application via the ADE Commuon Logon, CNP Direct
= At oraround the beginning of the school year (July 1) Certification/Direct Venification. Direct Verification can only be conducted durning the Verification time frame

= three months after the initial effort;, and {Oct. 1- Now. 15) and must only be conducted for applications that are part of the Verification sample. Since

= six months after the initial affort Verification for Cause can be conducted at any time during the year, including dates that Direct Verification is

A te r t e F E R pA St a t e m e n t a S e e n A e i i i e e e R et T b Fo‘t available, ADE does not require LEAs to conduct Direct Verification for applications selected to be verified
for cause,

If a household submits an application for children who were directly certified, direct certification takes
precedence over an application.

acknowledged, you will then be brought to a » -
new screen where you must select CNP Direct e o

. . . . I . ey '
Cert'.ﬁ.cat'_on by clicking "Proceed to Direct - == o |
Certification."







SECTION 4 FILE UPLOAD

Arizona Education
Standards (AzEDS)

ARIZONA EDUCATION DATA
STANDARDS (AZEDS)

ADE's iInformation system that maintains and
reports student-level data for students
attending a public educational institution in
Arizona.

ata

STATE STUDENT ID

ADE assigns each student with an AzEDS State
Student ID (formerly known as SAIS ID) that
acts as a student identifier from K-12th grade.

Student data is pulled from the pre-populated
enrollment information in AzEDS. State Student
IDs can be utilized to conduct direct
certification only if the LEA uses AzEDS to send
iInformation to ADE.



SECTION 4 FILE UPLOAD

-1le Uploao

After successfully logging in to the CNP Direct
Certification / Direct Verification System and
agreeing to the FERPA Compliance
Statement, you will be directed to the CNP
Direct Certification portal.

To start a search using the File Upload
method, select File Upload from the Direct
Certification dropdown.

CNP Direct Certification

icome, Knutson, Halke

frHome  Direct Certification - Email Notification  Administration - @Help  ADEConnect  Logout

Direct Centification Updates - April 2, 2020

e

The United Stales Department of Ag re COVID-19: Child Nufrition Response &6 for the National Waiver of Community EBgibdlity Provision (CEF) Deadlines in the Mational School Lunch and School Breakfast Programs. Arizona Department of

Educaftion elects the use of this waiver exiending the due date for School Food Authorities to submil the annual school-level identified stedent and enrollment data elements to the Arizona Department of Education, from April 15 to June 15, 2020, This
waner also axtends the deadling for LEAS 1o elect CEP for the upcomng school year (PY2021) from June 30 1o August 31. Please referance HNS10-2020 for further detals

Direct Cemification Updates - July 1, 2018
Weloome fo school year 2020. Stabe Match searches will nol be available uniil your School District'Charter begins to send data to AzEDs via your Student Information Sysiem (S13)
All Tile uploads will be available beginning July 2, 2019

For Direct Certification Best Practic

, please review the following webinar: Dire

Direct Cenification Updates -March 29, 2019:

April 1 data must be collected and reporied no kater than April 15th for Annual Public Notification and Data Submission for all LEAs

ANlLEAS collect stisdent information for each site, This indludes the total number of identified studemns and the tatal number of enrolied students al each NSLP site

The identified students are studens directly certified through SHAR, TANF, and FDFIR pardicipation as well as homeless siudenis on the liaison lisi, Head
application. Foster chiliren cenified thiough means other than an application are aso included as
nd Feduced-price application are NOT | <1 10 1€ O reduced-p

3tart, pre-k Even Start, migrani youth, runaway, and non-applicant's approval by local officials identified through means other than an
a3 students certified fod free meals based on a letter provided by the SNAP agency. Sudents who are calegoncally eligible based on Information, Such a5 a Case NUmber of, Submitied though

mieal Deneits b i a ousehok] applcatan are NOT included

led and attending Schools, and have aoc

<5 10 Al leas]

e meal service (School Breakfast Program (SBR) of MS1

) daily. The number of enrolied studen i wilh Access 1o the SEP or NSLP, and not just those stugents.

Slep by step insruction on comgleling s requiement s detailed in memos Mips.»

S ared govimomerGelDocumeniFse 7il=5cE69011

S008511508%>HNS 03-2019 Annvial P

1 and Data Su

JbmiSsion 1o All LEAS-Communily ERJIbEty Provisson

Help Vides for CEP Data Collection Tool

dUCES automated 5
Ermail Molification” Bk in I menu bar at the

Wik i 1 the: &
of the CHP Direct O

eef BoLind. The autamaled Sy Seanhes reconds

¥ 10F Hiew Matches. USers must opl-in 1o the emal subscriplion 1o receve

CNP Direct Certification

. Knutsen, Halie

fHome  Direct Email ©Help  ADEConnest  Logout

Direct Cerl

Welcome i

farches will not be avaslabie until your School De >harter begins io send daia o AzE

s wia your Ssudeni Information

Direct Certification Updates -March 29, 2019:
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et SL3EN PO
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-1le Uploao

SELECT FILE FORMAT
After selecting File Upload from the Direct

Certification dropdown, a new screen will load.

On the left side of the screen under File
Format, select the format used in your Excel
spreadsheet - Standard, State Student ID, or
Case Number. Then, select Browse... in the
Select a file to upload area to upload your
spreadsheet.

For the purposes of this training, a Standard
search will be conducted by selecting

vy
“ Standard from the File Format drop-down.

- ~ Please follow these same steps when

2k
running a Direct Certification search for

State Student ID and Case Number.

Direct Certification File Upload Search

* Use this search function fo check eligibility of a large number of students by uploading(sending) a formatied file to ADE.
* The file must be formatted in .csv, xbe, xd=x, or &xd

* Choose the type of File Format you wish to upload from the dropdown box.

* Select the file you wish to upload.

* Click Upload.

* You may download the results in Excel or PDF.

Please visit the ADE Online Training Library for Direct Certification training.

(0, I R N R
| !

L]

State Student ID Format 55N Format Standard Format Case Number Format

1. Enter the State Student 1D (SAI5 1. Enter the 55K starting in A1 1. Incall AL, enter the FIRST name 1. Enter the Case Number starting
10} starting cell A1 {must be 9 digits, no hyphens] of the student in cell A1 {should be & dipits or
2. Add next entry in the row 2. Add next entry inthe row below 2. Incell B1, enter the LAST name bess, do not enter hyphens|
brerleres of the student 2. Add the next entry in the row
3. Incell C1, enter e birthdate o Bl
thee stuelent (mmddfpevy)
4, Add next entry in the row
below
A E i A B r A | B = [ A o c ‘
123456789 1 568459532 1 Brock Lie 120172002 | 4 7554321 [ '
4a7456321 7 456739123 2 Cara ot 200 | 3 4550871
456321739 3 5693278594 3 sue Chini /142008 | 3| 3580430
7E9E54123 4 554123458 4 Aspara Gus SM15/2007 | 4 | 14598765
654739321 5 535632147 i Ora Nge G62009 | 5| scaosiiag
L] a B

***f your spreadsheet has #8H because the cell is not expanded all of the way, you may receive an error when you attempt to upload the data

Frequently Asked Questions

Modify

File Format:  Standard (First and Last Mame, Birthdate) w Select a file to upload:




SECTION 4 FILE UPLOAD

& Choose File to Upload X
« . » ThisPC » hiknutso (\fileh0la.azed.govihome) (B) » New folder “ 0 arch New folder o
— e
Organize New folder - M @
& i Date reodified Size
— # Quii
—_ o' Dlle:'lCer!R:puﬂMaﬁh 15 3/15/2018 11:01 AM  Microsoft Exeel W. 5 KB
i
& De
5 De
standard Form!
=l i 1. g FIRST na
T of t
2, Wnc ST nasne
- of t
" 1 ot
el
[+]4
hk

After selecting Browse... in the Select a file to
upload area, a window similar to the one on

the right will appear. Locate the Excel file you

created and click Open. The pop-up will close -

and the search bar will show the Excel file you
Ccreated.

upload: ’
CiUsers\hknuisoiDeskto; Browse...

Direct Certification File Upload Search

Once the spreadsheet has been selected, click e (T
Upload. The page will refresh and show the I=—i=—F =
Direct Certification using File Upload results. = —

Dowskad II J}
e
Soaih Ty | = [ ey B [ o Wriche i w | w | l
icas San | | | g | l J
Soow |1l v|maie —_—
[Festitame List Mame Brala Aot Desision lute gty Type |
b trin g o Ui
Dimit Laryoerni TR ExcialMach
Seorpe Lane TR Vaict
ey Wialsy T Fangiupsh
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kiratan Tardoy et L]
i g tg Vo [ =
Loz Axlesy T e gz
(T e v o Mgk
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https://www.azed.gov/hns

Congratulations

You have completed the Online Course:

How to Conduct Direct Certification Using State
Match

Information to include when documenting this
training for Professional Standards:

Training Title: Key Area: 3000 - Administration
How to Conduct Direct

Certification Using File ~ —cormn9 Code: 3120
Upload Length: 15 minutes

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



CertiTicate

Requesting a training certificate
Please click the button to complete a brief

survey about this online training. Once the
survey is complete, you will be able to print your .4/

certificate of completion from Survey Monkey.

Information to include when documenting this training for Professional Standards:

Training Title: Key Area: 3000 - Administration
How to Conduct Direct | earning Code: 3120
Certification Using File

Length: 15 minutes
Upload

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/OnlineHowToGuides

In accordance with federal civil rights law and USDA civil rights regulations and policies, the
USDA, its agencies, offices, employees, and institutions participating in or administering USDA
programs are prohibited from discriminating based on race, color, national origin, religion, sex,
disability, age, marital status, family/parental status, income derived from a public assistance
program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or
activity conducted or funded by USDA (not all bases apply to all programs). Remedies and
complaint filing deadlines vary by program or incident.

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
state or local agency that administers the program or contact USDA through the
Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information may
be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at 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, Mail Stop 9410, Washington, D.C. 20250-9410;

2.Fax: (202) 690-7442; or

3.Email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.


https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov

