DIRECT CERTIFICATION QUICK REFERERENCE GUIDE

Find Student Matches for Free Meals

Any School Nutrition Programs sponsor can _
[ Login to IWAS ]

upload a prepared file at any time to maxim-

ize matches of students who qualify for free
FIND DIRECT CERTIFICATION:

At www.isbe.net/nutrition,
click the “Log in to IWAS”
button, log in to IWAS, and
select the Web-Based lllinois
Nutrition System (WINS) to
find “Direct Certification” un-
der the “Sponsor Tasks” tab.

meals. Results will identify the students in-

cluded on the upload file that are receiving
SNAP, TANF, and Income-Eligible Medicaid.
Foster, Homeless, Migrant, and Head Start
status can also be identified.

ISBE recommends that all sponsors, both

public and non-public, access the Electronic
Direct Certification System monthly to max-
imize Direct Certification and lessen adminis-

trative paperwork. If students are directly Sponsor Tasks NI R s 0

certified for free meals, families do not have

to complete Household Eligibility Applica- T spond

tions. Batch Daily Meal Counts

Batch Participation Detail
Batch Questionnaire Site Detail
Batch Participation Site Detail

Direct Certification is a requirement for Lo-
cal Education Authorities participating in

b X x + x’: ‘:.: [ed (=3 [ [=J

Is Community Eligibility Provisior

the National School Lunch Program and CEP Group Infonmaion
must be completed at least three times an- Add New Site
nually: at or around the beginning of the Deactivate/Re-activate Site(s)

ft he initial Deactivate Sponsor
school year, three months after the initia A —
effort, six months after the initial effort. For R
the Direct certification system to be most [3  Waiver Submissions

effective, LEAs are encouraged to use each —
~  Direct Certification

of the monthly files.

: Deleted Sites
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Create a File to Upload and Find Matches

A comma-delimited file is a file format
that is used for uploading data to the
Electronic Direct Certification System.
It uses a comma to separate values.
They can be created in Microsoft Excel
or Notepad.

*comma-delimited-file - Motepad

= |

File Edit View

Susan,lones,F,1/1/2011
Randy,Brown,M,2/2/2012
John,Smith,M,3/3/2813
Jennifer,White,F,4/4/2018

AutoSave (@ off) [O] £ ~

A comma-delimited

File Home Insert Page Layout Formulas Data Re
file must contain X cut
Ll T ~ w = —
the following fields: [l (8 copy ~ Calibr A A==
Paste PY N = =
: B I U+ v O AL | ==
e First Name « <% Format Painter - f—
. Last Name Clipboard [ Font Fa
« Gender (F for female — N i
or M for male) A B C D E F G
« Birth Date (month/ 1 |Susan Jones F 1/1/2011
q h 2 Randy Brown M 2/2/2012
ay/year, SR 3 [lohn Smith Y 3/3f2013
4/4/2004 4 |lennifer White F 4/4/2010
An optional fifth and j
sixth column of data can be added. It may be helpful to include SIS ID number,
name of school, etc., for ease of matching to overall student file.
SAVING YOUR FILE: In Excel, save your File name: | Excel Comma Delmited il
completed file as a CSV (Comma Save as type: | C5V (Comma delimited)
delimited). In Notepad, make sure it is a Eile name: | Notepad Comma Delimited-file
Text Documents (*-tXt) Save as type: | Text Documents (*.bd)
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