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Uploading Instructions

To access the direct certification system within the CO Child Nutrition Hub (the Hub), go to https://cde.cnpus.com/codoe/Splash.aspx. 

If you need to be set up as a user, please contact Rachael Burnham (burnham_r@cde.state.co.us) or Benjamin Wetherbee (wetherbee_b@cde.state.co.us). 

The Hub Login/Home Page:


Once you have logged into the system, if you have access to other programs, you will see this page.
Click on the blue tile, School Nutrition Programs.















Clicking the blue tile will take you to the following page, which is the page everyone else (who does not have access to multiple programs) will see. Click on Applications, in the upper left-hand corner.



















The following page will display. Click on Direct Certification.

The Direct Certification dashboard will now display (pictured below). The three options include viewing the Direct Certification List, looking up a student on the Individual Student Lookup, and Uploading a Student Enrollment File. 














Uploading a Student File
Format student enrollment file according the upload file layout requirements (https://www.cde.state.co.us/nutrition/dcrecordlayout). If needed use the conversion formula instructions (https://www.cde.state.co.us/nutrition/dcconversionformula) to convert the excel file to a .txt file. Save the correctly formatted .txt file. 

From the direct certification dashboard, click on “Upload Student File”. Click on “Choose File” to locate the file you will be uploading. Then click on “Upload”.




The following screen will appear while the system is processing the file. Once the bar reaches 100%, click on “Finish”. You will return to the main direct certification dashboard.

















If you get errors while uploading, refer back to the record layout to ensure you have properly formatted the columns. Try to fix the errors, rename the text file and re-upload. If you cannot fix the file, contact School Nutrition for help. 
Direct Certification List
From the direct certification dashboard, click on “Direct Certification List”. All students from the enrollment file who matched against CO Department of Human Services (CDHS) and/or Migrant data will display automatically in the que box shown below. All of these children are 100% matches. Next, click on “View Additional Possible Matches”. 


View Additional Possible Matches
Possible matches are students who are likely matches, but have a slight variation (such as a hyphen or space in their last name). ALL names on the list must be reviewed, all the way down to the 37% likelihood. 

Investigate if each record has enough information to conclude the CDHS student and/or Migrant student listed is the same student as the uploaded student. If so, click on “Match” next to the student’s name. If not, leave the checkbox as, “No Match”. The blue lines are student data uploaded by you, the white lines are CDHS/Migrant data the system is trying to match to. If you select the hyperlinked name from the white line, you can view more information in the “Student Details” pop up shown below. 

Smaller SFAs may have only one page of possible matches; larger SFAs will have several pages. After reviewing a page, click on the red “Update” button. The final page will have a “Continue with Update” button. Once this button is clicked, the possible match students will be locked in as either matches or non-matches and populate in the direct certification matchlist. It’s important to be certain each page is reviewed completely before moving forward.

Once the final “Continue with Update” button has been clicked, the following screen will appear, click on “Return to Match List”. 
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You now have a full list of all matched students from this upload. To export this list as an excel file click on “Export”. If you import your match list into your free and reduced software, you will want to use this option as most softwares require a CSV file format. You can either print your matchlist for proof of uploading, however saving electronic versions of matchlists is also allowable for audit purposes. 










Lastly, ensure you’re aware of the qualify type and are coding students correctly. All students matched in the direct certification system must have a status as free – directly certified. It’s also important to note the “Qualify” type from your matchlists as shown below. Students coded as SNAP, BOTH or SNAP/MIGRANT must be coded as free – directly certified SNAP. Students coded as TANF only or MIGRANT only must be coded as free – directly certified TANF or free – directly certified MIGRANT respectively. MIGRANT only statuses do not extend eligibility. 
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Individual Student Lookup
The Individual Student Lookup feature allows you to look up students one at a time. This can be useful for new students throughout the year, validating case numbers and/or validating Migrant eligibility without needing to upload an entire enrollment file. 

From the direct certification dashboard, click on “Individual Student Lookup”. The following screen will display.


At least two of these fields must be completed in order to obtain a match. School Nutrition encourages first name, last name and DOB as MM/DD/YYYY for best results. If searching by case number, only enter the case number and no other information. 

Enter the required information, and if there is enough likelihood that the student is a match, the student will appear at the bottom of the screen. Click on the student’s name.



















The student details box will appear, same as what appears for possible match students. Compare this information to determine whether it is reasonable to consider this to be the same student. Close the pop-up box. If it did appear to be the same student, click “Match” next to the student’s name, and then save.
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Any individual student lookups selected as a match will populate into your direct certification matchlist. 

Next Steps After Matches Have Been Obtained
You’re not done yet! As a reminder, be sure to:
Keep the list of matches (either printed or saved electronically) and keep this information confidential and secure
Update students’ statuses to Free – Directly Certified and include qualify type (SNAP, TANF and/or MIGRANT)
Extend eligibility
Notify households

Have fun uploading in the Hub! Uploads must be completed:
At the beginning of the year
End of October
Mid-November to mid-December
Mid-February to mid-March












This institution is an equal opportunity provider.
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Displayed on this screen on the darker blue lines will be the names of the students uploaded by the SFA. Below each
student uploaded by the SFA s alist of all children in the Department of Human Services (DHs) who may be matches.

‘The Direct Cert user will review this list by looking to see if each record has enough information whereby it would be
reasonable to conclude that the DHS student listed is the same student as the student uploaded by the SFA. If so, click
on Match next to the student’s name. If not, leave the checkbox as tis, “no match.”

‘smaller SFAs may have only one page of possible matches; larger SFAS will have several. After reviewing a page, click on
the red Update button. For those with multiple pages, the final page will have a Continue with Update button. Once the
Update buttonis clicked on each page, the students on the page will be locked in as either matches or non-matches, so
be certain each page is reviewed completely before moving along.

Once the final Continue with Update button has been dlicked, the following screen will come up:
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Undo 53149 Branca, Connie F o 12/26/2001 snap ves
Undo 53062 Campisi, Ruth F 09/29/2007 snap

Undo 52954 Cardona-Eagle, Tony M 06/07/2007 sNAP Yes
Undo 53289 Caruthers, Amy F o0s/19/2007 snap

Undo 53066 Coll, Pamela 10/03/2007 snaP ves
Undo 52967 Cox, Pamela F 06/20/2007 snap

Undo 52805 Detterrera, DesiRze F 01/06/2007 snap

Undo 53110 Kim-Bascom, Larry M 111772007 sNAP Yes
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Undo 53161 Willbanks, Karma F o01/08/2007 snap

Undo 53043 erkman, Jane F_ 05/09/2007 snap
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