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SLIDE 1: Marisa
Hello, today we will be discussing Direct Certification. I’m Marisa MacLaren and I will be walking you through the steps to Request access to the Direct Certification Program, create your student file, and upload your student file. 
My colleague Abby Leonhart will finish up the presentation by going over how to download the match file and other important details about the Direct Certification Process. 

SLIDE 2: 

Direct Certification promotes increased participation in school meal programs. It simplifies the certification process for foster children and children in low income households to receive free meals. 

SLIDE 3: 

There are many benefits to Direct Certification.  

Running Direct Cert means fewer paper applications to distribute, collect, and process saving you time throughout the school year. 

Every household that is directly certified is one less application to be processed, decreasing the opportunity for error and improving the integrity of the school meals program. Because directly certified students are eligible without an application, they do not need to be included in the verification sample, which means fewer applications to verify!  

Direct Certification brings more children into the school meal program and increases your school’s total federal reimbursement for meals and snacks. And of course with direct certification you are providing more children with access to nutritious meals. 

SLIDE 4: 

Beginning in 2011, all schools participating in the National School Lunch program were mandated to conduct Direct Certification at least three times during the school year. More frequent Direct Cert efforts are allowed and encouraged, but Direct Certification must be run: At/around beginning the beginning of the school year; 3 months after the initial DC run; and 6 months after the initial DC run.

You are encouraged to run DC throughout the school year to enroll new students and those who begin receiving FoodShare/W-2 benefits during the school year.  Mark “Run Direct Cert” on your calendar and set a goal of running monthly to ensure eligible students are receiving benefits. 
Along with the 3 mandated times, it is worth running DC shortly before you conduct verification. Because directly certified students are eligible for free meals without an application, they do not need to be included in the verification sample in October, which means fewer applications to verify.

SLIDE 5: 

Feel free to pause this and download the user guide at the web address noted on this slide. The user guide is located under the heading “Direct Certification Process”. This presentation will follow the order of the User Guide to explain how to conduct the web-based process. 

SLIDE 6: 

Use the link indicated on this slide to get to the State of Wisconsin Direct Certification Program. If you are using the system for the first time, you will need to request access to the system. If you already have system access you may skip to slide 12. For those of you without system access, these next slides will walk through these steps in more detail. First, click on Request access to the new Direct Certification system. See page 4 of the User Guide for more instructions. 
SLIDE 7:

If you are new to Direct Certification, to get the process started you must create a logon ID and password for the Direct Certification Program. To start this step, click on Create a DWD/WI logon. 

SLIDE 8:

Once you have clicked on “Create a DWD/WI logon”, then, click on Self-Registration. This will bring you to the Self Registration page . . .read all of the information on the self-registration page, and then click Accept. Fill in the profile information. Required information is indicated with a red asterisks. You will also need to create a user name and password. You can choose any user name or password, but be sure to write down your user name and password. If questions arise during self-registration, call the DCF Service Desk at 608-327-0840. This phone number can be found on page 5 of your Wisconsin Direct Certification User Guide. 

SLIDE 9:

After you have successfully created the Logon, move to Step 2 and complete the Direct Certification Web Access Request form. 

SLIDE 10:

Complete the web access request form as directed. Be sure to include the telephone number for both you and your supervisor and when prompted to fill in an email address provide your own email address that you use for school correspondence. In the field “School District Name” Private schools should enter their school name, not the public school district name. Public schools should enter their school district name. 

SLIDE 11:

Once the web access request form is complete, follow the remaining steps 3-5 to print, sign, and fax the form to DCF Security. In 2-3 business days should receive a confirmation email when your access is ready. You will not be able to login to the system until you receive this email. Once you receive that email you are ready to run Direct Certification! 

SLIDE 12:

To run DC you must first create your student file to upload to the Direct Cert Program. You may create your file using special software (such as Skyward, Nutrikids, Infinite Campus or other software systems used by your school) or you may create your file by using Microsoft Excel. The file to be uploaded to the DCP must be a tab delimited text file and contain the last name, first name, middle initial, and DOB. You may leave the middle initial column blank, but you must have the column in place. Please see page 6 of the User Guide for help creating your Student File. 

SLIDE 13:

Once your student file is created and saved in a tab delimited text format, Log into the Direct Certification Program at the website listed on this slide. 

SLIDE 14:

Then click on the “New Match” link

SLIDE 15:

Now that you have logged in, you will upload your student file to run the match process. See page 9 of the User Guide to for helpful screen shots and explanations on uploading the student file. 

SLIDE 16: Abby
Once the match process is complete the page will automatically refresh and display a link to download the match file. You must download and save match files to your computer. Match files are available for download for 14 days. It’s very important to save the match file from the Department of Children & Families in a secure place. These files are as important as approved paper applications because they are your proof of eligibility. You are required to keep your match files for a minimum of three years. To download your file, click on the “Download File” link. When you click the “Download” link a file download dialog box will open: Click the Save button and select the place on your computer where you wish to save the file. 

By default the system names the file with your school district code and the month, date and year the file was matched. You can rename the file if you wish by typing a new name in the File Name box. 

SLIDE 17:

The match file is always returned in a Notepad file format and must be saved in that exact format. Along with saving it in Notepad, the run file can be saved in another format such as Excel. Here is an example of the match file in the Notepad format as received from the Department of Children & Families. This example does not contain actual names or birth dates. You’ll see how the file contains the information you uploaded in order: last name, first name, middle initial (a blank column), birthdate and the eligibility or error code. 

You’ll also notice the date that this file was created on in the top right corner of the returned file.

SLIDE 18:

The following codes are used in the Direct Certification list. Student records may have one of five eligibility codes: S, T, O, E, N.  The USDA Verification Summary Report requires separate reporting of students eligible for free meals through their family’s participation in FoodShare (the state’s SNAP program) and W-2 cash benefits (the state’s TANF program).  Eligibility code “S” designates eligible students in households receiving FoodShare benefits, “T” designates eligible students receiving W-2 cash benefits, and “O” is for eligible students participating in both programs (these will be reported as SNAP). An “E” code shows that a student is categorically eligible for free meals as a foster child. Codes S, T, O and E indicate students that are found to be directly certified. The “N” code shows that a student is not eligible for free meals through direct certification.
Students can be enrolled in FoodShare and W-2 throughout the year, so it is possible that a student who does not match on a given DC run may become eligible and match in DC runs later in the year. 
SLIDE 19:

You may continue to see B, F, and L error codes.  An error code will occur as a result of missing or incorrectly formatted fields in the student record and they will appear at the top of the matched file, above the eligibility codes. For example, if you see a “B”, this means that the birthdate is either missing or formatted incorrectly. You can fix these student records and re-run the students that had error codes.  See pages 12 and 13 for more information on eligibility and error codes. 

SLIDE 20: 

When at least one child in the household has been identified as eligible based on Direct Certification due to their family’s participation in FoodShare or W-2, all other children in that “household” also are considered categorically eligible to receive free meals. Free meal benefits do not, however, extend to children in households with a foster child (unless the household is also receiving FoodShare or W-2 benefits). Be sure to document the steps you took to determine that household members were categorically eligible for DC. You can print an extra paper copy of the report, circle the “N’” code and indicate how you knew they were a sibling of an eligible student.  Examples: “Talked to parent on this date” or “Used school enrollment records to determine shared household”. 
SLIDE 21:

After the match file was downloaded, saved and printed, the next step in the process is to send the households of directly certified students a letter informing them that they are automatically eligible for free meals --- all students matched with an S, T, O or E code after their name. The Direct Certification webpage has the notification letter template. Letters are required to include certain elements, including the option to decline benefits. See page 14 of the User Guide for the specifics on the Notification of Direct Certification letter. 

SLIDE 22:

No matter when you run DC and directly certify a student, they are eligible for the ‘remainder of the SY’ and the 30 day carry-over period. This means the entire upcoming school year and up to 30 operating days into the following school year. 

SLIDE 23:

Here are a few commonly asked questions about direct cert.

“A student who matches via DC also has an application submitted. Which one do I use?”

DC overrides a paper application. Even if the family applies on paper, all students who match through DC should be noted as “directly certified” in your student database. Keep the application on-site in a separate place; it should not be thrown away. 

SLIDE 24:

Once we find out that students are eligible for free meals via DC, are they only eligible as of that day or can we back date to start of school or the start of that month? 
For directly certified students, the approval date is the run date listed at the top of the matched list. If you receive notification that a student is a member of a matched student’s household, you must use the date that you received this notification as the approval date. Approvals may not be backdated. 

SLIDE 25:

Once my list was received, I noticed that one sibling was found eligible and another as an ‘N’? What does this mean as far as extending eligibility?
All siblings and children living in a household that participates in FoodShare or W-2 are categorically eligible for free meals via Direct Cert. In the cases where siblings receive an “N” code, asking parents/guardians to fill out the notification letter and return it is the correct process to deem a student as directly certified. The school can also count these children as Directly Certified without parent response based on school records of members of the household for a child that is listed as eligible on the Direct Certification list. 

SLIDE 26:

Here is your Direct Cert Checklist!
· Review the updated Direct Cert User Guide for guidance and tips! This guide is especially useful for the first-time user, but even the most experienced user will find the guide helpful.

· Create a DC folder on your computer to store all DC files.

· Run DC as early as July. Per USDA guidelines, you must run the first DC match at or around the beginning of the school year.

· Try to run DC at least once before parents/guardians begin registering their student(s) for school meals. Students who are directly certified don’t need to fill out a paper application.
· Remember the USDA mandate! It requires you to run DC at both three months and six months after your first run of the year. 
· Mark “Run Direct Cert” on your calendar! Run DC as often as possible throughout the year to ensure eligible students are receiving benefits. The database is updated weekly, so multiple lists can be run during the year to identify more students as eligible.

SLIDE 27: LAST

Thank you for taking the time to review the Direct Cert process. If you have policy questions, please contact DPI. If you have technical questions, please contact DCF. If you have general questions or aren’t sure who to contact, get in touch with Marisa and myself. Thank you for the work you do and for helping to connect kids to healthy school meals!
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