
Direct Certification Downloads

These instructions will lead you through the process to download and view weekly and monthly Direct Certification files.
Logging On

1. Go to the Direct Certification Login page
2. Enter your login name and password, click “LOGIN”
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3. Click on “Consolidated Collections”
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4. Click on “Student Collections”
Click on “Child Nutrition - Direct Certification Match (NSLP) –> Direct Certification (SNAP and FOSTER     data) ->View and Download Matches”


Direct Certifications since your institutions last download only
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1. Select “New Direct Certification since your institutions download only.”
You will receive an automated email weekly if you have new or updated students since your last download.
2. Choose your Source; SNAP or Foster or both.
3.  There are two options to view the results “View Results” or “Download Results”. 
· “View Results” will return a list of students displayed individually as a .pdf 
· “Download Results” will send a .csv file to the email address on record that can be uploaded into Benefit Issuance software


View and Download Weekly Results
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1. Select “Download Weekly Results”
2. “Select Year”. The system will default to the current school year.  Previous years may be chosen from the drop-down.
3. Select the individual month. To include all months, check the box to the left of the year.
4. Select “Source”
· SNAP
· Foster
5. Click “Hide Duplicates” or uncheck to return all entries for the date range(s) chosen.
4. There are two options to view the results “View Results” or “Download Results”. 
· “View Results” will return a list of students displayed individually as a .pdf 
· “Download Results” will send a .csv file to the email address on record that can be uploaded into Benefit Issuance software
 


Download Non Matches
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1. Select “Download Non-Matches”
2. “Select Year”. The system will default to the current school year.  Previous years can be chosen from the drop-down.
3. Select the individual month. To include all months, check the box to the left of the year.
4. Click “Download Results” will send a .csv file to the email address on record that can be uploaded into Benefit Issuance software
 

Student Search
1. Select the “Student Search” tab to find individual students.
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2. Select Filter options. “Matches” only will return students matched to the school (district) chosen. “Non Matches” will return students on the non-match list throughout the state.
[image: ]
3. Search by any available information. More information that is added will provide better results.
4. By checking “Include similar sounding names” box all students with similar names will be displayed


5. If a student(s) is found, they will be displayed with the option to view available information under the headers by scrolling across the page, or a .pdf can be downloaded and/or saved by clicking on the “PDF Export”. There may be multiple students listed depending on the search criteria that was provided. If a student is off of the “Non Match” list, there will not be any data for the “Match Source”, “Match Code”, or “Institution Information”.[image: ]

6. To determine how a student was matched, look at the match code on the results dialog box, or the.pdf file, and look for the code on the “Match Code Legend”
[bookmark: _GoBack][image: ]        






























  Retrieve the Downloaded File
1. A dialog box appears that states, “The file you requested is being generated.”
            [image: ]


2. Go to your email Inbox and open the email from the ODE Helpdesk.
(The subject line is “Direct Certification File Transfer” see the circled area).


[image: ]

4. Click on the blue underlined web address as shown in the email or copy and paste the address in the email into your web browser

5. Type in your email address exactly as it is on file for the student collections, and click on the “Submit Email Address”
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6. Click on “Download”. [image: ]
7. A dialog box will appear that gives the option to “open” or “save (as)”.
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NOTE:  If you use an eligibility software program, importing the file is vendor specific. Contact your software vendor for details or assistance.

· Direct Cert File Format
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The Student Search tab allows users to search for a particular student regardless
of where they are in school across Oregon. Users must print and/or save the Frequently Asked Que
webpage to document students Free eligibility status.

The search results displayed are limited to 2,000 results. If the search resulted in more than 2,000 results, wait times will increase and additional filtering will

recommended.
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The file you requested is being generated.

You will receive an email notifying you when the file is ready to be retrieved. You will be asked to provide an email address to retrieve your file. The Email address that we currently have
on file for you is kathy.r.duncan@state.or.us. If this is incorrect, please update your email using the Edit Profile button on the Central Login page. The data you requested is being
extracted into a non-compressed comma separated values (.csv) file. This file can be opened using any spreadsheet software (i.e. Microsoft Excel).

Thank you for your patience.

Return to Search
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From: ode.helpdesk@state.or.us
To: jennifer.parenteau@state.or.us

Sent: Mon 6/6/2016 4:35 PM

@
subject: Direct Certification File Transfer

g1

Institution: Bend-LaPine Administrative SD 1
Collection: DHSMatch
Search Criteria:

Months = 62016

Schivr=1516

Hello,

This file is being sent by the Oregon Department of Education (ODE) in response to your request for Direct Certification file download.

To download the file please copy the following link, paste it in your browser's address bar, and press ENTER:
https://district.ode.state.or.us/apps/xfers/send.aspx?msgID=3VA40hhg8xg%3d

After the file opens in your browser, from your browser menu click File, then Save (or Save As) to save the file to your site. This file will be available for the
next seven (7) days. After that time it will be deleted.
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ello, Jennifer Parenteau (Data Owner). You are logged in for Bend-LaPine Administrative SD 1 (Institution ID 1976) Applications | Log Out | Help.

lome > Secure Transfers > Download File

Download and manipulation of the data files should not be attempted by novice users.

‘The Department of Education, and the State of Oregon cannot warrant the accuracy of the data generated from any downloaded data. Data elements contained in this database are
updated periodically by providers to improve accuracy and as such are subject to change from the original submission.

NOTE: No filters are applied to the data.

Please enter your Email address:

Submit Email Addreze
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File Retrieval

The Oregon Department of Education (ODE) File Transfer Service provides secure file transfer over the internet using HTTPS.

The file or files themselves are not necessarily secured unless both parties have agreed previously to encrypt the file before transfer of files.
« Files sent via this transfer service may not have originated with the ODE.

Neither the ODE, nor the State of Oregon, can guarantee the nature or safety of files sent through this service. Data maintained and/or provided by the ODE are
subject to change without notice.

Download
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Do you want to open or save 1976AdjmDHSMatch_20160609_111946200_1444.csv (7.55 MB) from district.ode.state.or.us?
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Welcome to the ODE District Web Site QUICK LOGIN
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