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Wisconsin Direct Certification Contact Information

Technical questions or problems with the Direct Certification online process?
Contact the DCF Service Desk:
Email: dcfservicedesk@wi.gov
Phone: 608-327-0840

Direct Certification policy questions? Contact the DPI School Nutrition Team:
Email: dpifns@dpi.wi.gov
Phone: 608-267-9228

General questions? Contact CKF Direct Certification Outreach Specialists:
Email: directcert@ckfwi.org
Phone: 608-890-4783
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Overview
Purpose

The purpose of Direct Certification (DC) is to certify children who are automatically, or categorically, eligible for
free school meals because their households participate in the FoodShare (SNAP) or W-2 cash
benefits (TANF) program, or based on their eligibility as a foster child. The Direct
Certification Program (DCP) does not identify students eligible for reduced price
meals.

DC promotes participation in school meals programs by simplifying access to free
meals for foster children and children in households with lower incomes. DC
decreases paperwork for school staff and families, and improves the integrity of
the process by establishing eligibility without using a paper application for free
school meals.

DC electronically matches your student file to a state database of children in families enrolled in FoodShare,
W-2 cash benefits or the foster care system. Each School Food Authority (SFA) is able to run DC as often as it
wants. At a minimum, SFAs must run the process three times during federally required time periods each year:

1. At or around the beginning of the school year (full enroliment list

. n up-to-date
required)

Running @ iment list

2. Three months after the first run (full or partial enrollment list) pefore the start of the 7
3. Six months after the first run (full enroliment list required) school year (July;)AL:%l;S
e

. . . reduces the L0
DC runs may be done with a full student enroliment list, with only a few names, or paper applications:
even with just one name, such as when a new student enrolls. There are two

exceptions: the first and third runs are required to include total student enroliment.

It is advised that SFAs also run DC in October before the USDA collects information on the state’s overall DC
rates via the Verification Collection Report. During subsequent mandated periods (three months after the first
run) you must, at a minimum, submit a list containing students who did not match on previous runs and any
new students. Or, you may submit your full student list. The state database is updated every weekend to
improve the likelihood of having the most up-to-date information each time an SFA runs DC.

This guide will help you run DC frequently and efficiently. Additional information on the policies and your
responsibilities related to DC is available on DPI's webpage: http://fns.dpi.wi.gov/fns_directcert.

Process overview
DC uses a computer matching system to compare your list of students to the list of Wisconsin children enrolled
in FoodShare, W-2 cash benefits or identified through the foster care system. The process is three steps:

1. Create a file with a list of currently enrolled students (student file creation instructions page 6).

2. Log into the Direct Certification Program (DCP) (see next section) and upload the student file. The DCP
matches the student file with a database of children whose households are currently participating in the
state FoodShare, W-2 cash benefits programs or who appear in the foster care system database. The
match process takes a few minutes based on the number of enrolled students.

3. Once complete, the matched file is available to download. The matched file shows which children
should be directly certified for free meals because they matched, and which ones cannot be directly
certified. No further application is needed for those who are directly certified.

If there are questions about a student's eligibility, a paper application may still be completed.
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http://fns.dpi.wi.gov/fns_directcert
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Logging Into and Requesting Access to the Direct Certification Program

Use this link to get to the State of Wisconsin DCP https://www.dwd.state.wi.us/dcfdirectcert/. If you are using
the system for the first time, you will need to request access to the system.

1. Click on “Request access to the new Direct Certlflcatlon system”

New Users
If you have not yet accesse

ication through this website:

1. Click here to Request access to the new direct certification system.

2. Read the Direct Certification Instruction manual.

3. Once your account has been activated use the link below to log in to the direct certification system,

Registered Users

¢ Click here to log in

2. Click on “Create a DWD/Wisconsin Logon”

Please follow the instructions below to obtain, delete, or change access to the Direct Certification Program (DCP)

1. Create a DWD/Wisconsin Logun and password to access this system. Note: This is not the same id you used to access the old direct certification program. If you
already b aiisese-seeo = WD applications such as Work Permits (Not ISIS or WSLS), please skip to step 2.

Click here to Create a DWD/Wisconsin Logon

2. After you have successfully created the Logon:

Click here to complete the Direct Certification Web Access Request

. Print the form and make sure that you read the directions carefully and supply all the required information.

4. Sign form and FAX to DCF Security at (608)327-8420

It may take 1 - 3 business days to complete your access request. An email will be sent to you when your access is ready. You will not be able to log into the
system until you receive the email from DCF Security.

Note: The information in this system is confidential. You are strongly encouraged to read the Wisconsin Statutes (link is provided below)


https://www.dwd.state.wi.us/dcfdirectcert/
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3. Click on “Logon Creation”
STATE OF WISCONSIN

&@)» DWD: Logon Management System

Department of Workforce Development

Main Menu | Help | FAG

DWD/Wisconsin Logon Management System

The DWD/Wisconsin Logon Management System allows authorized individuals to access many DWD Internet applications
using a single Username and Password, When access to information or services is restricted to protect your privacy or the
privacy of others, you will be asked to provide your Username and Password. Your DWD/Wisconsin Logon verifies your
identity so that we can provide you with access to your information and services and prevent access by unauthorized
individuals.

Customer Logon
Menu

2z Logon Creation
Profile Management
2z Password
Management
21 Forgot Your
Username or
User Acceptance Agreement Password?

11 User Acceptance
Please note that only certain types of information will be stored in your Logon Profile, as described in the User Acceptance Agreement
Agreement. Your Logon Profile will never contain records such as driving history, tax information, unemployment
compensation, vehicle registrations or prison records.

Sign U

for your DWD/Wisconsin Logon

If you don't use your Logon for 26 months it may be deleted without warning, follcwmg security best practices. If you need a
Logon after the original is deleted, you will need to create a new Logon and request the required access.

Change / Update Your Logon Profile

Profile Management allows you to change your Logon email address, personal information, and security information.

Change Your Password
Password Management allows you to change your Password.

Forgot Your Username or Password?

Username/Password Recovery allows you to recover a forgotten Username and/or Password.

4. Read the information on the Logon Creation page, and click “Accept.”

Logon Creation

Welcome to the DWD/Wisconsin Logon Creation process. This process allows you to create your personal DWD/Wisconsin Logon. This is your key
to doing secure business with the Department of Workforce Development over the Internet.

Requesting a DWD/Wisconsin Logon
You will need to provide a minimal amount of user information to enable DWD to create a DWD/Wisconsin Logon for you. DWD is required by state
and federal law to keep user information you provide confidential. Please see the User Acceptance Agreement for additional information. NOTE: If

you don't use your Logon for 26 months it may be deleted without warning, following security best practices. If you need a Logon after the
original is deleted, you will need to create a new Logon and request the required access.

Starting the Logon Creation Process

To begin, you must read the User Acceptance Agreement below and click Accept at the bottom of the page to agree to the terms of the usage
policy. If you do not agree to the terms, click Decline.

User Acceptance Agreement

Violators may be subject to prosecution, fines or other sanctions... View More

Printer Friendly Version

(Cheesn )

5. Fillin the Profile Information. Required information is indicated with a red asterisk*.
You must create a user name and password. You can choose any user name and password.

Be sure to write down your user
name and password. If questions
occur during self-registration, call the
DCF Service Desk at 608-327-0840.
Your user name

Your password
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6. After you have successfully created the Logon, complete Step 2, the Direct Certification Web
Access Request Form found at: https://www.dwd.state.wi.us/dcfdirectcert/AccountCreation.aspx.

Please follow the instructions below to obtain, delete, or change access to the Direct Certification Program (DCP)

1. Create a DWD/Wisconsin Logon and password to access this system. Note: This is not the same id you used to access the old direct certification program. If you
already have an account for other DWD applications such as Work Permits (Not ISIS or WSLS), please skip to step 2.

Click here to Create a DWD/Wisconsin Logon

2. After you have successfully created the Logon:
Click here to complete the Direct Certification Web Access Re

3. Print the form and make sure that you read the directions carefully and supply all the required information.

4. Sign form and FAX to DCF Security at (608)327-6420

5. It may take 1 - 3 business days to complete your access request. An email will be sent to you when your access is ready. You will not be able to log into the
system until you receive the email from DCF Security.

Note: The information in this system is confidential. You are strongly encouraged to read the Wisconsin Statutes (link is provided below).

In the form, be sure to include the telephone number for both you (the person requesting web access) and your
supervisor. When prompted to fill in an email address, provide your email address. Write your email address
legibly, as this is how you receive web access notification. In the field “School District Name” private schools
should enter their school name, not a public school district name.

Public schools should enter their school district name. Once complete, follow steps 3 through 5 to print, sign,
and fax your request form. If you do not receive an email after three days indicating your web access is ready,
please call the DCF Service Desk at 608-327-0840.

DCP User Password Recovery or Reset Instructions
If you forget your password, or are locked out of your account from typing your password incorrectly three
times, follow these instructions to re-gain access to the program.

When creating your DCP logon, you entered your work e-mail address, a secret question and secret answer
for making changes to your account information, including password changes. To reset or recover your
password, go to https://www.dwd.state.wi.us/accountmanagement/ and follow the account recovery
instructions to unlock the ID or to obtain a new password. The DCF Service Desk (608-327-0840) can also
assist you if you have problems with your WIEXT ID, also known as DWD WI Logon ID.

Student File Creation

Whether you use special software or create your own a file, the file uploaded to
the DCP must be a “tab delimited text” (.txt) file. Microsoft Excel is a common
way to create a tab delimited file, but you can use any text editing software that
can save the file as a “tab delimited text” (.txt) file.

Use the following instructions to create your student file to upload to the DCP. You
can also use this link to connect to the DPI Direct Certification page to view a usable Excel Spreadsheet
Template: http://fns.dpi.wi.gov/files/fns/xls/dc_template 1415.xls.



http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=nsiauZsftd0rsM&tbnid=OR1tgIJ3wkcVrM:&ved=0CAUQjRw&url=http://www.clker.com/clipart-orange-sticky-note.html&ei=Qu-DUan8JIGJqQG57YG4BA&bvm=bv.45960087,d.aWM&psig=AFQjCNEpMt6RSwL-F_xuKFEHLrzhutqPvg&ust=1367686777768194
https://www.dwd.state.wi.us/dcfdirectcert/AccountCreation.aspx
https://www.dwd.state.wi.us/accountmanagement/
http://fns.dpi.wi.gov/files/fns/xls/dc_template_1415.xls
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Student file layout
The DCP requires the student file be in a tab delimited format and contain the following information:

Last Name: Character data (up to 20 characters)

First Name: Character data (up to 15 characters)

Middle Initial: Character data (up to 1 character or left blank)
Date of Birth: Required date format (MM/DD/YYYY)

School Use:

Character data (enter any information up to 28 characters or leave blank)

School Number: Character data (up to 4 digits or, single site/school SFAs may leave blank)

Creating the student file with Microsoft Excel

Once you have your student data in Excel, make sure the information is placed in columns in this order,
but do not make them column headings.

Last Name First Name Middle Initial Date of Birth School Use School Number

School number is a new field for SY2014-2015. It can be found in the Wisconsin School Directory, or online at
https://apps4.dpi.wi.gov/SchoolDirectory/Search/PublicSchoolsSearch (for public schools) and
https://apps4.dpi.wi.gov/SchoolDirectory/Search/PrivateSchoolsSearch( for private schools.)

Click on File, and then Save As. In the “Save as type” box select: Text (Tab delimited) (.txt).
You can save the file with any name — establish a systematic way to name files — to any location on your
computer. Consider a folder named Direct Certification. Be sure to note the name and location so you can find

it when you want to upload it.
Write down your folder name and file naming system.

Folder name

File name example

The file will look like this when using “Save As” in Excel:

ZHd9-o-AAls

Home ‘ Insert  Pagelayout  Formulas

=l 4t

Student File August 2014 - Microsoft Excel

N Calibri villile A= + | =X Wrap Text General :Fji: ﬁ Normal Bad Goo
opy + —_— !
paste H;Fni:a(pmr B I U-B- O A== == EMegesCenter- §-% 1 | %3 é?l‘ll;i",?l“}:.?;’ESi Neutral [caleutation  |[EE
Clipboard n Font i Alignment i Number Styles
G6 - (= £
E A B c | D E | rF| & H | J L | m | N~ | o P
1 Peterson Karen E 1/1/1999 schoof use | 9999
2 smith Billy R 2/12/2001 schooluse | 9999
3 Smith Sally 6/14/1999 schooluse | 9999
4 Smith Sam T 11/2/2002 schooluse | 9999
5 Smith Tom c 10/22/2002 school use —

9999
| Save As )
ification

<[4 |[ Search Direct Certifcati.. £|

Organize ~  New folder

=- @

=
% Microsof—  Name

X Favorites
I Deskio)
Js Downic
¥ Dropbc
B My Box

%5 Recent _

Date modified

No items match your search.

Type size

# Hide Folders

File name:
Save/s type: lTenT (Tab delimited) \
Al =4gd an author

gs: Add a tag



https://apps4.dpi.wi.gov/SchoolDirectory/Search/PublicSchoolsSearch
https://apps4.dpi.wi.gov/SchoolDirectory/Search/PrivateSchoolsSearch
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=nsiauZsftd0rsM&tbnid=OR1tgIJ3wkcVrM:&ved=0CAUQjRw&url=http://www.clker.com/clipart-purple-sticky-note.html&ei=Je2DUZaUIsSbqwHe4oC4Aw&bvm=bv.45960087,d.aWM&psig=AFQjCNEpMt6RSwL-F_xuKFEHLrzhutqPvg&ust=1367686777768194
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Creating the student file with Microsoft Word or other text editor software
To create a tab delimited file, do the following for each student:

Type the student's last name

Press the Tab key

Type the student's first name

Press the Tab key

Type the middle initial or hit the space bar once for no middle initial
Press the Tab key

Type the student’s date of birth (MM/DD/YYYY)

Press the Tab key

Type in your school use information or hit the space bar to leave blank
10 Press the Tab key

11. Type the school number. (Up to 4 digits or, single site/school SFAs may leave blank)
12. Press the enter key and repeat steps 1-11 for each additional student

CoNoO~WNE

A two-step process saves and converts the file. After entering all the student

Helpr' Tip: SO,Z information in a tab delimited format, click File, then Save As.
ur studen fi by las
a|phabetlca”ys name In the “Save as type” dropdown select: Plain Text (.txt), Text Document
name, thé ﬂratchlng (.txt) or whatever your term software uses to designate a .txt file.
em
to help t ster. S .
p,ocess run fa You can save the file with any name and to any location on your computer.
Note the name and location so you can find it to upload it.
1. The file will look like this when using “Save 2. After you click save, a file conversion
As” in Microsoft Word: dialog box opens. Click OK to save file.
m‘ T e o s s raven e s - Hom: Insert  Page Layout ;ferentes MJQS— Review ;Ew Developer A;bat @ @
B ’i Tenes New fom - |11 -| &' &7 | A~ | @ ; CIECEEE AT ApbeeD | AsBVCED AaBhCe | A i:::m ¥ | [cari — ,73i7_ [ER . . ==l
paste I. Bl .-‘--‘1,-&-. e wm (|- _--.. thomal |1Nospacg Wesdag [ CDE (g . L] _'J S T & % ‘%
Clipbard T Font fa Paragragh il Styles | Ediing Paste = Quick Change | Editing
i"‘§EE".JhJAH'I‘\27-UJU - AL L Styles - Styles -
8 e e e B P B R e BN B R A O T . E | (Iipbuard-'ul G| Styles | |
- — _— 9= o = Rl R
= Peterson Karen E 1/1/1999 school use 9999 ] F
Smith Billy R 2/12/2001  schooluse 9999 L ! m Smith Billy R 2/12/2001 school use 9999
STy coelly SIS, shbaliBe 0993 9 : Smith Sally 6/14/1999 school use 9999 _
o o 2 ﬂ,ﬁ{,j:ﬁz gas o3 2| smith  sam T 11/2/2002  schooluse 9999 3
7] ;:ISWEM R - [ Smith Tom c 10/22/2002  school use 9999
- \_J@' I enare + Desiop » Diea Cenficatio b4 ‘_’H Seweh Dieeet Conlfenl 2 2l File Conversion - Student File August 2014.txt (2] %7
B | e i e ok 3 Ein® i e B A s e e e g
2 400" Name Date madified Type s Text encoding:
: &M MG RSN O LEa ’ (@) Windows (Default) (C) MS-DOS () Other encoding: |Wang Taiwan .
a o b el
o K| N [C] nsert line breaks Western Eum;ean (150)
: | com’ : End lines with: | CR / LF E % i)
t t: = [T atiow charat:‘ter substitution
b ‘ File name: Smdemim - Provion:
‘ - M | o Smith  Billy R 2/12/2001 school use 9999 -
Tags: Add a tag = Smith  Sally 6/14/1999 school use 9959 E\
M 5 Smith Sam 2y 11/2/2002 school use 9959
S | . .o roicers Tools b [ menn | aerrring] - Smith  Tom C 10/22/2002 school use 9999
Page:lofl | Wordsi34, 8% | 23 | | ge L i | J . Py A
o i— —
Page: 1 of 1 | Words: 2 mresmme=T MTETE == = 00T ]
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http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&docid=nsiauZsftd0rsM&tbnid=OR1tgIJ3wkcVrM:&ved=0CAUQjRw&url=http://www.clker.com/clipart-purple-sticky-note.html&ei=Je2DUZaUIsSbqwHe4oC4Aw&bvm=bv.45960087,d.aWM&psig=AFQjCNEpMt6RSwL-F_xuKFEHLrzhutqPvg&ust=1367686777768194
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Uploading the Student File
1. After you have logged into the DCP (https://www.dwd.state.wi.us/dcfdirectcert/) click on the “New
Match” link from the menu on the left side of the web page to access the student file upload page
(pictured below). Click on the “Browse” button from the upload page.

State of Wisconsin Direct Certification Program

Menu Instructions
Home To submit a new request:

« Select the student file to upload by clicking the "Browse" button below to locate the file on your computer.
»New Match« s After selecting the file, click the "Submit" button to send your file to us and begin the matching process.
Helg

School District: | 222222 - My School district [+

Student File:

Submit

A file dialog box (pictured below) will open to locate the student file you want to upload to match for eligibility.
Browse to where you saved your file on your computer. In this example, the person who made the student file
created a folder called “Direct Certification.”

2. After locating the file, click the “Open” button on the file dialog box.

Choose file Folder E]
=~ e &k E

2. (|=] student File August 17 2009, Ext
File

My Recent
Documents

Look b 29 Direct Certification

—
[
Desktop

",

My Documents

5

ty Computer

" — |
My Network  File pame: |Student File August 17 2009t = m:-en D

Flaces

Files of type: |AI| Files [*.7] j Cancel



https://www.dwd.state.wi.us/dcfdirectcert/
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3. After selecting the file, click the “Submit” button and the match process begins.

State of Wisconsin Direct Certification Program
By Ty
L
Menu Instructions
Home To submit a new request:
My Matches + Select the student file to upload by clicking the "Browse" button below to locate the file on your computer.
»New Match« + After selecting the file, click the "Submit" button to send your file to us and begin the matching process.
Help
School District: | 222222 - My school district [v|
Student File: H:\Direct Cert\T: i Browse..
v
Number of Students Approximate Time to
Process File
<1000 1 minute
1001-10,000 2 minutes
10,001-40,000 3 minutes
Milwaukee Public Schools 12 minutes

During the matching process, your computer screen may show zero percent (0%) processing for a short time;
don’t worry, the system is working!

Once the match process is complete, the page will automatically refresh and display a link to download the
match file. You must download and save match files to your computer. Match files are deleted from the DCP.

after 14 days.

State of Wisconsin Direct Certification Program

Menu Instructions

Home Below is a list of Match Requests that have already been submitted for your school district.

My Matchi 3
PR Raichess » Click the "Download File" link to download the match file to your computer.

New Match » To submit a new request, click the "New Match” link on the menu.

Help

& You must download and save match files to your computer. Match files are deleted from our system after 14 days.

District 222222 (My School district) Py

Sent On ‘ Status iRequested By| Match File

|04/26/2010 02:32 PM | Complete Smith, John \ Download File

10
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Common Errors

If you submit your student file and receive an error message, check for these problems:
o File not saved in tab delimited format. Whether you use special software or create your own file, the
file to be uploaded to the DCP must be a “tab delimited text” (.txt) file
e Missing column. Check that the student file has all the appropriate columns (Last Name, First Name,
Middle Initial, Date of Birth, School Use, and School Number). Remember Middle Initial, School Use,

and School Number columns can be left blank, but you must still have a column in place for these

fields.

The Match File

Saving the match file

It is very important to save the match file in a secure place. These files are as important as approved paper
applications because they are your proof of eligibility. You are required to keep your match files for a minimum

of five years beyond the current year.

To download your file click on the “Download File”
link for the file you want to save. When you click the
“Download” link a file download dialog box will open.

Click the “Save” button and use the file save dialog
(pictured right) to select the place on your computer
where you wish to save the file.

By default the DCP system names the file with
your school district agency code and the month,
date and year the file was matched.

DPI policy states that documentation for DC
must be kept for a minimum of five (5) years.
For the most current policy see the
Wisconsin DPI website
http://publicrecordsboard.wi.gov/docview.asp?d
ocid=15892&locid=165

You must download and gave match files
to your computer. Filesjare deleted from
the DCP system after 14 days.

o

.-‘

File Download

Do you want to open or zave this file?

Mame: 133269_Match_May_14_2009.kxt
Type: Text Document, 1.0Z KE

Fram: localhost

Open ‘ Save ’

N———

Cancel 4

While filez from the Internet can be useful, some files can potentially
harm your computer. If pou do not trugt the zource, do not open or
zave this file, wWhat's the nsk?

v

Save As

Save jm | ) Match Files w €) ¥ % El'
5

My Recent

Documents

Desktop

<] 133269 _Match_april_D6_2009.txt

Note the folder locati

', Note the file name to retrieve
HploesrmEE it. You can rename the file by
T typing a new name in the File
Myé_:Jmputer Name box.
\) il e 133269 Match_May_14 2009t v
My Né‘t:mk Save a3 ype: Text Document v

11
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Match file layout

The match file you download is in the same tab delimited layout as the student file with the addition of an
eligibility or error code at the end of each record. Note: the School Number column in your submitted student
file will not appear in the match file. The match file contains this information:

Field Description

Last Name Character data (up to 20 characters)

First Name Character data (up to 15 characters)

Middle Initial Optional. Character data (up to one character)

Date of Birth Character data (ten characters) Format: MM/DD/YYYY

School Use Optional. Character data (up to 28 characters)

Eligibility or Error Code One character (S, T, O, E, N) for eligibility or (B,F,L) for error codes

The match file is always returned in a Notepad (.txt) file format. You may save it in another format (e.g.,
Microsoft Excel), but you must save a copy of the match file in the Notepad format in which it was received.
Below is an example of the match file in the Notepad format as received from the DCP:

999999_Match_July_1_2014 - Notepad The first line above the
School District 999999 Direct Certification File Created On 07/01/2014« student informatior 8
STEVENS  DARREL 01122008 B Error codes based i sFA's agency ot
THOMAS HUNTER B on missing or wrongly and the date the match
THOMAS 08/09/2002 F formatted information. B cated,
TYRELL 11/22/2007 L
BURNS ALEC 03/01/1996 S
HIGGENS  DAPHNE 12/21/2009 T Matched: al directly The School Number
RICE GAVIN 05/02/2005 O certified eligible. will not appear in the
RICE REECE 04/21/2002 E match file. The last
ROGERS  LILLIAN 04/22/2004 E column is the Eligibility
STEIN ALBERT 12/01/1999 E or Error Code.
WILSON ARIEL 10/02/2004 N Not eligible.

This example does not contain actual names, birth dates or school information.

Eligibility Codes and Error Codes

Each student record will have one of five eligibility codes. The USDA Verification Collection Report (an
annual form that SFAs complete, due February 1, that indicates those eligible for free meals through direct
certification) requires separate reporting of students eligible for FoodShare (SNAP).

Eligibility Codes

Code | Description

S Eligible. The child matched with FoodShare (SNAP) information and is automatically eligible
for free meals.

T Eligible. The child matched with W-2 cash benefits information and is automatically eligible for
free meals.

O Eligible. The child matched with both FoodShare and W-2 cash benefits information and is
automatically eligible for free meals. (On the Verification Collection Report, this student will be
reported certified based on FoodShare).

E Eligible. Foster child matched with the state foster care system database and is automatically
eligible for free meals.
N Not eligible. The student was not found in the database or is in a closed or ineligible case.
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The codes “B”, “F" and “L” will no longer show up as partial match eligibility. If they appear on the match file,
treat them as error codes due to missing or incorrectly formatted fields from the student record. The codes will
appear at the top of the file, above the eligibility codes.

Code | Description
B Incorrectly formatted or missing birth date
F Incorrectly formatted or missing first name
L Incorrectly formatted or missing last name

For these error codes, reformat the data or enter the missing information and re-run those students.

Ineligible Students

Children’s households can be enrolled in FoodShare and W-2 cash benefits throughout the year, so it is
possible that a student who does not match on a given DC run may become eligible and match in DC runs
later in the year. The DCP database is updated every weekend. DC may be run with a full student enroliment
list and may be run with only a few names or even one name (such as when a new student enrolls).

If a household completes an application with a FoodShare or W-2 cash benefits case number for a student with
an ineligible status, the application should be approved if it contains all of the required information since
applications are taken at face value. However, SFAs may choose to verify these applications for cause if they
think the information provided is inaccurate.

Notification of Direct Certification

The next step in the process is to send a letter to the households of directly certified students (those matched
as S, T, O or E) informing them that the students are automatically eligible for free meals. You can use this link
to view a letter template on the DPI DC page: http://fns.dpi.wi.gov/files/fns/doc/dc_nltr_1415.doc.

Letters are required to include the following:
v' The name(s) of the eligible student(s)
v Space to list additional students in FoodShare or W-2 cash benefits households who were not directly
certified
A sentence clearly indicating that they do not need to fill out a paper application
Information about how to opt out of receiving free meals
School contact information if the parent(s)/guardian(s) has questions
The USDA non-discrimination statement must be included in all written communication to households
regarding the school meals program(s)

DN NI NN
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Household Categorical Eligibility

When households receive a letter informing them that one or more of their
children have been directly certified, the parent/guardian may ask about the
status of other children in the household. Schools are required to extend
eligibility to other eligible students/siblings in the household.

You may be able to use enrollment records to determine additional children who
are part of the household, but were not identified through DC.

A child who is a member of a household that is enrolled in FoodShare or W-2 cash benefits is “categorically
eligible” for free school meals. Categorical eligibility is extended to all children in a household if any member of
the household is enrolled in these programs.

Free meal benefits do not extend to children in households with a foster child unless the household is also
receiving FoodShare or W-2 cash benefits.

Wisconsin Direct Certification Contact Information

Technical questions:
DCF Service Desk:
Email: dcfservicedesk@wi.gov
Phone: 608-327-0840 Remember, you can Run DC as often as you like!

: : And, we’re here to help!
Policy questions:

DPI School Nutrition Team:
Email: dpifns@dpi.wi.gov
Phone: 608-267-9228

General questions:
Covering Kids & Families Direct Certification Outreach Specialists:
Email: directcert@ckfwi.org
Phone: 608-890-4783
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