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HOW TO DO ELECTRONIC 
DIRECT CERTIFICATION 

IN WINS

Illinois State Board of Education (ISBE)
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Purpose of 
this training

Electronic Direct Certification is a 
simple process to look up children in 
WINS to determine eligibility for free 
meal benefits.
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Why you should do Electronic Direct Certification

• Sponsors can search children who may receive SNAP, 
TANF, Income-Eligible Medicaid or Foster to 
determine FREE eligibility

• One less form for the household to fill out.  If there is 
a match, no HEA is needed  

• Reduces the risk for human error

• Benefits can be extended from a child listed on the 
DC report to other children living in the same 
household 
– EXCEPTION→ Foster children benefits cannot be extended 

to non-foster living in the household
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More about Electronic Direct Certification

• Key information:
– Do NOT use the Direct Certification process to verify SNAP or TANF 

numbers submitted on an HEA. 

– Must keep information confidential!!

– May only be used to identify children for free meal benefits. 

– For the children identified through the Electronic Direct Certification 
System, make sure to print the report:
• DC report identifies SNAP, TANF, Income-Eligible Medicaid and Foster  

• Good for 12 months only!!

– Distribute HEA to children who were NOT identified free through the 
Direct Certification process. 
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How to access the Electronic Direct Certification system
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Step 1: go to www.isbe.net/nutrition ; click on Log in to IWAS

http://www.isbe.net/nutrition
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Step 2: Log in to IWAS by entering your Login Name and Password. 

– If you do not have an IWAS/ WINS account follow instructions for New Partner – Sign up Now.  
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Step 3: Once logged into IWAS, click on Systems Listing on left margin                     

and select WINS
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Step 4: Scroll down and select Direct Certification. 
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Step 5: You can search for 
child(ren) by either of the 
following:

1) Single Child Match

OR

2) File Upload Match 



11

Single Child Match
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Electronic Direct Certification – Single Child Match 
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Electronic Direct Certification – Single Child Match 
(continued)
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Electronic Direct Certification - Single Child Match Report

• Make sure to print the 
report upon lookup

• You do not need to 
validate each month.  
Once a name is on the 
report it is good for 12 
months.

• Approval of free meal 
benefits is the date in the 
upper right hand corner

123456789      1 State St Nowhere IL   
11/8/20xx
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File Upload Match:

Microsoft Excel
OR

Notepad
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Using Excel to 
conduct your 
File Upload 

Match
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File Upload Match using Excel
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File Upload Match using Excel
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File Upload Match using Excel
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File Upload Match using Excel
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File Upload Match 
Report Example

→ Valid for 
12 months 

only
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File Upload using Notepad

Step One: To open Notepad, select the Start button, type Notepad and then select it in the search results.
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File Upload using Notepad
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File Upload using Notepad
Step Three: Select File and scroll down to Save As…  

Then enter a File Name and select Save as type.  Make sure that the Save As type is Text Documents (*.txt).
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File Upload Match using Excel

Step 4

Step 5

Step 6
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File Upload Match 
Report Example

→ Valid for 
12 months 

only
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Confirm the following on all Direct 
Certification reports to ensure a match:

• Child’s name

• Birth date

• Address (may vary because they have moved)
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Determining Eligibility - Extended Categorical Eligibility 

• One child must be identified on the DC 
Report in order to extend benefits to 
other children living in the same 
household

• To extend eligibility, document the 
names of the children on the printed 
Direct Certification Report

• The Extended Categorical Eligibility is 
good for 12 months.

• Extension of benefits cannot be 
applied for non-foster children

123456789      1 State St Nowhere IL   11/8/201x
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1. Recommended for Child Care Centers, Pre-K 
Programs and Licensed Outside School 
Hours Programs

2. You can look up children via Single Child 
Match OR a File Upload Match

3. No HEA is needed if found in the system

4. Don’t forget to print the report – and valid 
for 12 months only

5. Extension of Benefits 



31

Nutrition Department
Illinois State Board of Education

www.isbe.net/nutrition

cnp@isbe.net

800-545-7892


