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On-Demand Upload Instructions for SNAP/Foster

In our continuing effort to accurately identify all students who should be directly certified to receive

meals at no cost, ODE CNP is pleased to announce that we are adding new functionality to the Direct

Certification application. Our goal is to provide sponsors with the most up-to-date matches through an

uploaded enrollment file which will generate a Match/No Match result file, thereby giving the sponsor

Direct Certification results based on the most current data available.

In support of this new feature, a couple of new file formats have been defined for the upload process,
and to provide the Match/No Match results. Please note that the current Weekly Match/No Match file
format is not changing. Any formatting rules that are currently in place to handle the Weekly results files

should remain in place. Changes listed here are for sponsors to format a file for use of the Upload only.

The Upload file format consists of the following data elements. Column names must exactly match the

names provided below and must be sent in the presented order,1-19, left to right at the top of your

workbook. The file must be in .csv format and the file name must not exceed 40 characters (please note
that all columns are required, but not each data point; required data points are highlighted in yellow):

Column Header Dat_a DI Type .
(Required) Required (Max Number of Description Notes
? Characters)
1| AttndSchlinstiD Y Numeric Attending School ID
2| DistStdntID N Numeric Attending District ID
3| ChkDigitStdntID N Numeric
4] InstStdntSSNLast 4 N Numeric Last 4 digits of SSN
5] InstStdntLastName Y Alpha (50) Student Last Name
6| InstStdntFirstName Y Alpha (50) Student First Name
7| InstStdntMiddleName N Alpha (1) Student Middle Initial
8| InstStdntBirthDate Y Numeric Student Date of Birth mm/dd/yyyy
9] InstStdntGender Y Alpha (1) M or F
10 InstStdntAddress1 Y Alpha Numeric (50) e T
Address
11 InstStdntAddress?2 N Alpha Numeric (50)
12| InstStdntCity Y Alpha (50)
13| InstStdntState Y Alpha (2)
14| InstStdntZipCode Y Numeric (5)
15| InstStdntPlus4 N Numeric (2)
16| InstStdntGuardianLast N Alpha (50) Guardian Last Name
17| InstStdntGuardianFirst N Alpha (50) Guardian First Name
18] InstSuniGuardianMiddl | Apha (1) Guardian Middle Initial
19 InstStdntPhoneNumber N Numeric (10) Student Phone Number | 5555555555




Direct Cert On Demand Upload File Format Tips

e Upload files will have just 19 columns (left to right)

e Column header names must be exact (as shown above)

e All columns must be present and in the correct order

e Required fields must be populated with correctly formatted data
e Leave blank fields blank (no “NULL” or “N/A”)
e Do not include any commas in the data in any field

e Phone numbers must only have the digits, no parentheses or spaces

e Zip Code must contain exactly the correct number of digits (5 — zip)

The Output file format will include the fields provided by the sponsor and the fields provided by ODE
(DHS). The Institution data fields (light blue) will contain what was submitted in the Upload file from the
sponsor. DHS data will be displayed in the green fields when available. The “Variances” field at the

bottom is used to provide the sponsor with information when the uploaded data does not match with
the ODE SSID data on file. Again, column headers will run at the top of the workbook and run left to right

in the order below.

Column Header Data Type Description Notes
MatchRecID Numeric Unique record of the match
results
MatchDate Date Date the DHS data was
matched
MatchSource AlphaNumeric (50) Match Source: SNAP, Foster, Foster matching
None TBA
MatchAlgorithm AlphaNumeric (2) ﬁgg\:\'/;hm match code (see
AttndDistInstID Numeric Attending District Institution ID
AttndDistInstNm AlphaNumeric (100) | Attending District Name
DistStdntID Numeric Attending District ID
ChkDigitStdntID Numeric SSID provided by institution
InstStdntSSNLast 4 Numeric Last 4 of SSN
InstStdntLastName Alpha (50) Student Last Name
InstStdntFirstName Alpha (50) Student First Name
InstStdntMiddleName Alpha (1) Student Middle Initial
InstStdntBirthDate Numeric Student Date of Birth
InstStdntGender Alpha (1) Student Gender
InstStdntAddress1 Alpha Numeric (50) | Student Address
InstStdntAddress2 Alpha Numeric (50)
InstStdntCity Alpha (50) Student City
InstStdntState Alpha (2) Student State
InstStdntZipCode Numeric (5) Student Zip
InstStdntPlus4 Numeric (2) Student Zip plus 4
InstStdntGuardianLast Alpha (50) Student Guardian Last
InstStdntGuardianFirst Alpha (50) Student Guardian First
InstStdntMiddle Alpha (1) Student Guardian Middle Initial
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Column Header Data Type Description Notes
InstStdntPhoneNumber | Numeric (10) Student Phone Number
DHSID Alpha Numeric (8) ID from DHS
DHSStdntSSNLast4 Numeric (4) Last 4 of SSN from DHS
DHSStdntLastName Alpha (50) Student Last Name from DHS
DHSStdntFirstName Alpha (50) Student First Name from DHS
DHSStdntMiddleName Alpha (1) Student Middle Initial from DHS
DHSStdntAddress1 Alpha Numeric (50) | DHS Mailing Address
DHSStdntAddress2 Alpha Numeric (50) | DHS Mailing Address 2
DHSStdntCity Alpha Numeric (50) | DHS Student City
DHSStdntState Alpha Numeric (2) DHS Student State
DHSStdntZipCode Numeric (5) DHS Student Zip
DHSStdntGuardian Alpha Numeric (50) | DHS Student Head of
Household
DHSStdntPhoneNumber | Numeric (10) DHs Student Phone Number
Variances AlphaNumeric Differences between ODE data and uploaded data*
(8000)

*Several fields are compared with ODE SSID data such as ChkStdntID and InstStdntBirthDate. Differences
are indicated in this field. The sponsor is responsible for reviewing these differences and updating their
system as appropriate.
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Uploading Enrollment Lists to the DC Match Site
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Enterprise Help

o o

LogIn Help

Welcome to the ODE District Web Site

This site hosts centralized data collection applications for all offices within the Oregon Department of Education. Among these pages, you will find the latest
information and news regarding statewide implementation of finance and data collection systems, program documentation, and data loading instructions spanning
most of ODE's web-based applications.

If you have a login and password, use the Quick Login to get to applications you are associated with. If you have |
roblems locating something, try our new search option located at the top of the page!

Recent News - ¢ ...view alf Upcoming Events ¥ ...view all
- SEFA Alert
- Third Period Cumulative ADM: 2015-16 Audit Review Window Open June 2 -
10, 2016
- Achievement Data Insight: Mot Chronically Absent Validation Open June 2 -
August 19

- Achievement Data Insight: District Validations for Summer 2016
- Third Period Cumulative ADM: 2015-16 Reporting Period Closes May 27
2016

- Freshman On-Track: 2015-16 Collection Open May 19 - July 11

- Achievement Data Insight: Institutions for Accountability Reporting Validation
Closing May 16

+ Annual Cumulative ADM: 2015-16 Collection Open May 19 - Jul

- Class Roster: 2015-16 Collection Open May 12 through June 27

- Student Centered Staging: OAKS Extended Assessment 2015-16 Test Records
Available

QUICK LOGIN

QUICK LINKS
Collection File Formats
Data Collection Committee
Data NEWSline
ODE Data Collection Partnership
Digital Learning Advisory Council
Find Security Administrator
Institutions Lookup
IT Managers
Free and Reduced Lunch
Secure File Transfer
Visual Preferences Bl
ODE Public Site g

Central Login

@) DISTRICT orson csucrion

{ello, Jennifer Parenteau (Data Owner). You are logged in for {Institution ID 1976)

ata Enterpri:

4ome > Data Enterprise > Application Systems > Central Login > Applications

You have been granted access to the items displayed in the 'Applications’ list below. To access an application, simply
select the appropriate application from the list.

_Applications

Consolidated Collections - Bend-LaPine Administrative SD 1

When you hover over the “Student Collections” header tab, drill down:

- Child Nutrition Direct Certification Match (NSLP) => Direct Certification =>
- Select “Membership List Upload”.
- Browse to select your formatted enrollment list to upload:

Applications  Log Out  Help

COREGON
OERARTAENT OF
EODUCRTION
Oregan achleves .. togethert

@) DISTRICT

Student Collections __Institution Reports __ Help

Status Tracking  Reports

Child Nutrition Direct Certification Match (NSLP)  (Read Only)
P =

Free & Reduced Meals [T S22 W Direct Verification (Medicaid Data)

View and Download Matches  Student Search f

Membership List Upload [ L L0 g e

Collection continuously open - No closing date

ODE Helpdesk B 503.947.5715

Arock SD 81 Institution ID 2115
Contact: ODE Helpdesk [-7] 503.947.5715

Select file to upload...

File Name: I\Direct Cert\Test Files\Mini PPS DblQuoteTestFile 06052017.csv Browse...

NEED HELP?

The Membership List Upload tab allows an institution to select an enrollment file for their institution(s) and upload it to the Direct
Certification system in order to identify matches against the DHS SNAP data on file with ODE for the requested date.
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- Click “Upload”. The system will make sure the file meets the formatting requirements and if it
passes, the following message will be displayed.

@) DISTRICT T s

el

Student Collections Institution Collections Stall Collection= Reports Help ODF Helpdesk B8 503.947.5715

Arock 5D 81 Institution 1D 2115
[]503.947.5715

Contact: me Lo
L Collection continuously open - No cloging date

Child Hutrition Dirert Certification Hatch (H5LP) {Rrad oy

Direct Veri Liwr

The submitted upload file contalning & recards has been successfully validated and the match file you requestad is ready to be generated.
Prosz the: Match button to generate the requested match results,
Press the Cancel button if you do Not wish to genarate any matches.

If Cancel 1= pressed you will nead to start the procass of uploading a file again in arder to gat any rasults,
Effective Date: 72017 =

Match Cancel

NEED HELP?

The Membership List Upioad tab allows an to select an file for their s) and upload It to the Direct
Certification system in order to identify matches against the DHS SHAP data on file with ODE for the requestad date,

- If the file does not meet the formatting requirements, an error message will be displayed and
will either provide a reason for the fail on the screen or will tell you that an email is being sent
with a link to a document that will provide more details on why the upload attempt has failed.

- Here are examples of error messages:

e e it Ll Direct Verification (Medicaid Data)

pad Matches  Student Search N Membership List Upload T View/Download List Match Results

The requested upload has failed because it contains data in unnamed columns.
Errors will need to be corrected in your source system before attempting to uplead this file again.

If you have questions please contact the ODE service desk (ODE Helpdesk) for assistance.

eals WLZsRe DL M| Direct Verification (Medicaid Data)

pad Matches Student Search N Membership List Upload T View/Download List Match Results

The requested upload has failed because it contains blank celumn headings.
Errors will need to be corrected in your source system before attempting to upload this file again.

If you have questions please contact the ODE service desk (ODE Helpdesk) for assistance.

Revised May 2020



- If the information provided above looks good and you wish to go ahead and generate the Match
results, select the date (defaults to the current date) that you want to run the Match for and
click on the “Match” button:

@ DISTRICT T Sieren RIS -

Student Collections Institution Cc g staff Collections. Heports Help ODE Helpdesk B8 5009475710

Arock SD 81 Institution ID 2115

Contact: [ 503.947.5715
Callectian continunusly open Mo closing date

Status Tracking  Reports
mhmﬂh‘lmm(’n’i (Read Coly)
(00 DU oirect certfication nmvum (Medicaid Data)
View and Download Matches | student Search [T TR View/Download List Match Results

‘four Match List results are being generated. You will recelve an emall notifying you when the flle Is ready to be retrleved. You will be asked to provide an emall address to retrieve
your filie, The email address that we currently havee on file for you is David, D.Griffith @state.or.us. 17 this is incorrect, please update yeur email using the Edit Profile button an the
Central Login page. The data you req 15 being d Into a comma valuas (C5V) file, This file can be opened using any spreadshest software
{i.e. Micrasoft Excal).

You can also check on the prograss of your request by clicking on the "Wiew/Download List Match Resuits” button. Until the Match process complates, the file name should be
wisible for the requested date and will display either "Pending” if still in the queue or "Processing® if the match process has started, This process may Lake a while. If you wish Lo
continue working while waiting for the process to complete you ara free to navigate to your desired location or you can simply lag out of the systam at this time.

Thank you for your patlence.
Done |

NEED HELP?

The Membership List Uplead tab allows an institution to select an il file for thei i ] and wpload it to the Direct
Cartification system in arder to idantify matchas against the DHS SNAR data on file wnh OD0E for tha requasted data.

- Click “Done” to return to the “Membership List Upload” page, or you can click on the
“View/Download List Match Results” to go directly to the screen to see the progress of the file

just submitted.

- Inthe “Membership files uploaded” section, uploaded templates are listed by year, then month,
then day.

@ DISTRICT TW Sw

Student Collectiss Institistins Collect g, Stall Colletion

CHH, Helpsdonk B 5009475715

Arack SD B1 Irstitution 1D 2115
Contaci S03.547.5715
Callection :m = Mo closing date

Wisw/ Download List Hatch Results |

The View/Download List Match Resuits tab allows an instituthon to dheck the status of submitted Upload files and to select b view or
download the results from complated uploads. You must refresh the tab in crder to see the most current upload status,

Wikw List Match Rasults - allows users to Jplay the match process resulta for the selected uplosd(s).
Downioad List Hatch Resulis - allows users 1o downdoad the match process results for the selected upload]s).

Membarship files uploaded

e — = Do
- June

e

¥uide Duplicates | # Matches Hon-Matches Bath |

| View Rewsits | Download Bensts |

- Click on the box next to the date you wish to view.
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@ DISTRICT T s 1

- e}
Stall Collections

Q0 Pielpdusk B 5039475715

Reports  Help

Arock S0 81 [nstitution 10 2115

m:m g—il"mm:m

Chiiladl Matritios Denert Cortilcation Matih (MSLPF) (el Only)

e smdeced sl | [ERERSRITRT] | Oivect Veriication (Medicabd Gata)

[T ] View/ Dawnload List Match Resulis

Th Wi, Dowwnload List Match Rasults 1 allows an instiition to check the Status of submitted Upload fils 3nd ta Select 1o view o
download the results from completed uploads, You must refresh the tab in crder to see the most current upload status,

Vi List Match Results - allws users to display the match process results for the sesctod uphoad(s).
Dowrilobd List Match Results - (lows uiers to downlodd the mabch process results for the selected upload[s).

Hembership fles uplaaded
. [ - ) =
Schaed Year: [a015-2017 3 [ 2m6-2007
& L) donn
Oz
¥ Hide Duplicates | * Matehes Mon-Matches [Bath
[ View Resity || Downiond fesits
J

- Notice that the displayed file name is greyed out and says (Processing) — the file is currently
being matched and is not available for View/Download yet.

@ DisTRICT TEr e

> i

Stsdent Collections Insdituison Col Staf Collections Reports OOE Helpdesk B8 5009475715

Arock S0 B1 Institution ID 2115

qu&:u.u?.:ﬂs
Collexison apen - Mo dosing date

Child Nutrition Direct Contification Match (RSP {fead Daly)

mnmum'm'wvmmml
= e d : ok

Virw Downiosd List Match Results

The Views Dowmboad List Match Results tab allows an institution to check the status of submitted Upload files and o select to view or
download the results from completed uploads. You must refresh the tab in order to see the most current uplcad status.

Wi List MBbER Rasults - allsws iSard to display th mateh process results for the salécted upload(s),
Dawenload List Hatch Resulis - allows users to diwnload the match process results for the selected upload(s]-

Mambavship files uploaded

School Year: | Joi8-2007 = | =00 2006-2:07
=[] hune
Tak,
I | Hini_PPS_DHQuaeTestfile_06052017_201 FOSOT 111721 755.08v (2] I

i Hige Duplicatss [ * Matches Hon-Matchers C Both 7

| [ Dowetoud Resstt |

- Here the file name is displayed in dark font and shows the summary (Matched/Submitted)
results.

- Select the file(s) that you want to view. Also select whether you want to display duplicate
records, and whether you want to see Matches, Non-Matches, or Both and then click on either
View or Download to get the results.
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Stalus Tracking Roporls
Chilel Martrilios (irect Certilation Match (MSLP]  (Bead Oty
e i Beabas vl Huals i 1 Uhrest Verdfication {Medicaid Data)
e e T o R e S T AT TR Weew/ Dovendead List Match Reswhts |

Arock 5D 81 Institution ID 2115

e

Tha Yigw/ Download List Match Results Eab allows an instituticn to check the status of submitted Upload Fles and to select to vidw of
dowmioad the results from completed uploads. Youw must refresh the tab in order to see the most cument upload status.

Vigw List Match Ragults - allews usars (o display the match process results for the selected upload(s).
Dowmload List Match Results - allows users to download the match process results for the selected uplcad(s).

Membership files uploaded

Scheool Fear: | 2160017 3 4 [ 2016-2017

s [ b

| Hidw Duplicates

Status Tracking Arcck S0 B Institution ID 2115

ot Bk R

Chll deutritiae Denect Certeication Match [NSLP)

Free & edwced eals [ | DiFec Verticati (Mediid Data)
View and Dewnlead Mutches | Studest Search | Membersbin Ut Uplosd e L

[rp—

The view, Download Uist Match Results tab allows an nstitution to check the status of submitted Uplosd fles and to select to view or
download the results from completed upicsds, You must refresh tha tab in ordar to seo the most cusrent upload status.

Vidw List Match Results - allows wsars to display the match process results for the selected upload(s).
Download List Match Results - allows users to download the match process results for the selected upload(s).

Portland SO 13 08BN 010 504 W {lith Ave #4

oR

Cov By, | e K009 TonmNIshAYe | peasd | OR

Grant High School 80214 L0Os1999 F 73 NE COOK ST NAL  Portiand | OR

&7/007 Lincoln High School 544597 /2772002 F izl: WHGINS Ly peraed DR
o7 Rigler Elementacy School | 772831 13916157 AN M 11505 SEUsbe St NULL  Portlied | OR
8772017 Grant High School XB0AS0 0476011 037292000 ¥ CIO Cathiind CORS  my  pertand O

2715 SE 43th Ave
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- This is what the View results looks like - (Names have been intentionally covered up for this
training document)

- If you choose to download your results, you will receive an email indicating that a file has been
securely transferred to you. When prompted enter your email address and you will see a
download symbol like the one below. Click this and save your results file on your system.

L] ° I tttpsc e d st e shrtm o ope e cand sc I Do 1S IS 1 5= @ | B Downiged file - GO0 Test L
x Ej.;:nn.u: - ﬂidn.‘.

s Insce Home - rside D00 @) eFayroll Portal - ePeyrol -, 2] Oregon Butrition, Wk Gite

= Sanirs Transfars '0
@ oIsTRICTIIR oon il B &)

e sy . . gt

Loy in Help

Data Enlerprice  Mews Traming Help OCC elpileck S s03.043
ihgne i Geias Trandars - Dowilsad il

Lownluad snd manipulation of the data e should not be attempted by rovice wers

Thrs Dparimend of Education, and ths Stals of Qregen canrol wan anl Uhe acowacy of Bie dale gerawsated Tonm any dosnluaded data, Osta dements conlained in i dalabease are
vpdated parindically by providans o improva a00eacy and an 2isch aoe subjedt tn changs ram e ariginal subréseon,

NOTE: No filters are applied to the data.

Click tha Domndoad icom to retrieve poor file nos,

Drewvribaaal

MEED HELP?
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