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To download a file of Free and Reduced Priced Meal Applications submitted on-line by 
households in your District, go to ODE’s secure file transfer website: 
https://district.ode.state.or.us 

Only authorized NSLP District staffs are allowed to access confidential Free and Reduced Price 
Meal Application information. National School Lunch Program (NSLP) administrators and District 
eligibility officials should contact their District Security Administrator for permission to access the 
ODE district secure website. 

 

File Download Instructions: 

1. Go to website: https://district.ode.state.or.us/home/ 

2. Enter your User Name and Password and click “login” 
 
 

 
 
 
 

3. Click on “Consolidated Collections” 
 

 
  

https://district.ode.state.or.us/home/
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4. Click on  “Student Collections” 

5. Hover over “Child Nutrition Direct Certification Match (NSLP) 

6. Click on “Free & Reduced Meal Applications” 
 

 
 
 

7. Complete the following: 

  Select the School Year from the drop down box 
 Enter the Start Date. Use MMDDYYYY  
 Enter the End Date. Use MMDDYYYY 
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8.  After entering all of the required information, select “Download Matches” or “Download 
PDFs”. 

a. “Download Matches” this option creates a CSV data batch file (application data 
in spreadsheet format).  

b. “Download PDFs” this option creates the applications in the date range 
requested in a pdf file. 

 

 
  
   The next web page confirms your request. 

    

9. When the file is available, you will receive email notification from ODE helpdesk with 
subject line “File Transfer”. Click on the link. This file is only available for 7 days.  
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10. Enter in your email address and click the “Submit Email Address” button 
 

 
 
 

The next web page shows the requested file as an icon 
 
Click on the icon and download it. 
 

 
 
 
 

10 A) If you selected “Download Matches”, the file will start downloading. Click on the file to open 
it in Excel. 
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10   B) If you selected “Download PDF’s” the file will start downloading. The PDF’s come as compressed 

file.  
        
Open the compressed file and click on” _FRApp” to open. 
 

 
 
 

When you click on the PDF file it opens as a PDF document containing all the applications in the 
date range requested.  
 
Each application will consist of two pages. The first page is the actual application and the second 
page is the Eligibility Status Sharing approval document.  
 
You can save the PDF or print all applications in the file. Note the number of pages in the PDF file 
to decide if you should print out all the pages or save the file. 
There will be 2 pages for each application. 
 
Page 1 Application 

 

"" 
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Page 2 Eligibility Status Sharing Approval Document 
 

 
 
 

Important notes: 
 

 Remember to save the Excel or PDF files you have downloaded to a secure location with date (i.e. 
FreeReducedAppsOnline_09-10-2020.CSV or FreeReducedAppsOnline_09-10-2020.pdf). 

 

 The data in the downloaded file (CSV or PDF) is confidential household information and must be 
saved in a secure manner. The electronic file can be secured by making it password protected 
and saving to your computer hard drive or by saving the file to a location on your district’s 
computer system that is password protected. 

 
For problems logging into the secure website, contact: 

ODE Helpdesk: (503) 947-5715 

Email: ODEHelpDesk@state.or.us. 
 

For problems locating your files or downloading from the secure site contact: 

Jennifer Parenteau (503) 947-5890 

Email: jennifer.parenteau@state.or.us. 
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