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Preface

About the CNIPS QuickReference Series

The Division of School and Community Nutrition recognizes the need for sponsors to have up-to-date information when completing the required information for submission to SCN. To accommodate that need a CNIPS QuickReference Series has been initiated. These brief guides will offer the essential information to sponsors on completing desired task and will be updated as needed. Sponsors should regularly check to see that they have the most current version. The major advantage to issuing QuickReference guides is that sponsors can obtain the information they need to complete an item without printing out the entire CNIPS sponsor user manual.
QuickReference Guides will be available on the SCN web site at: http://education.ky.gov/KDE/Administrative+Resources/School+and+Community+Nutrition/Nutrition+Programs/National+School+Lunch+Program+NSLP.htm  
Obtaining Help 

Sponsors can always obtain assistance through the SCN Help Desk or their program consultant. SCN can be reached at (502) 564-5625.
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Minor versions are designated by version updates 1.X, which includes minor clarifications, correcting typographical errors, etc. 
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Section 1: Introduction
Introduction

Every April all private and public schools participating in School Nutrition Programs (SNP) must report their direct certification (DC) and total enrollment counts. From this information the sponsors can determine their site’s potential eligibility or full eligibility for the Community Eligibility Option. The purpose of this document is to provide guidance on April DC reporting within CNIPS: obtaining the data, recordkeeping requirements, and a providing a helpful checklist.
Basic Overview

The following provides a basic overview of the process that food service directors should follow for the April DC reporting process:
· Identification: Identify all the students who qualify as directly certified using the criteria noted later in this document. Ensure that you maintain this documentation for subsequent review by SCN.
· Reporting: Enter the information into CNIPS on the Community Eligibility Option site list.
· Recordkeeping: Maintain an archived copy in secure location per the guidelines shown later in this document.
Section 2: Identifying DC Students

Definition of DC

The USDA has issued guidelines on what constitutes a directly certified student. The clearest indication of a directly certified type is as follows:

	Direct Certification: A state or locally provided list of students who meet the eligibility criteria for one of the following programs or statuses: 

· KTAP/SNAP

· Homeless/ runaway/migrant

· Head Start

· Foster Children (if you have a list from an authoritative agency)




NOTE: If the list is obtained from the LEA (e.g., homeless liaison, Head Start Coordinator) then the list must be signed and dated. A household application is insufficient documentation to prove the child is homeless, runaway, migrant or a foster child.

Recording DC Students: POS and IC
Students who are directly certified must be reported in both your POS system and Infinite Campus. The POS contains all students participating in the SNP. SCN shall audit this information for compliance with state and federal regulations. The DC information will also need to maintain meal status in Infinite Campus due to SEEK, e-Rate, and other federal and state programs that utilize student meal status. 

	CEO Participating Districts ONLY

Districts participating in CEO will need to ensure their DC status is contained in their POS system. Please review the table below according to your CEO status:


Full CEO Participation (All sites on CEO)*
DC Import Process

Action Plan

I’m using my POS to import the DC file…

Import the DC file into IC as well

I’m using Infinite Campus to import the DC file…

Purchase the IC Data Extract Utility to synchronize your POS with IC

Mixed CEO Participation (Some sites on CEO)*
DC Import Process

Action Plan

I’m using my POS to import the DC file…

Closely work with your POS vendor to set up data synchronization with IC so as not to overwrite the HIF form data in IC from your CEO schools in your POS; use your IC sandbox site to test the functionality of the data synchronization process
I’m using Infinite Campus to import the DC file…

Purchase the IC Data Extract Utility to synchronize your POS with IC
*Your IT staff may have specially configured the data synchronization process to properly share meal status data between your POS and IC by working with your POS vendor. If so, then that is fine. 



Updating DC Counts: DC History File

Due to transferring students, newly enrolled students, etc. a district may have missed identifying a student as directly certified. To remedy this a district should download the ‘DC History’ file located on the SCN DC download web site and import that file prior to reporting their DC counts. This file contains a non-duplicated list of all students identified as DC from July through the current month. The steps to import the file are as follows:

Steps

1. Login to the SCN DC download web site: https://applications.education.ky.gov/login/ 

2. Select the ‘History’ file.

3. Click ‘Open’ to view the file in Excel.
4. Delete the ‘Most_Recent_Mth’ column: this is the only difference as compared to the ‘Current’ DC file.
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5. The file is now in the same format as the typical ‘Current’ monthly file.

6. Save the file (keeping it as a csv format: note ‘Yes’ to any prompts Excel gives you) and import the file into either your POS or IC.
Questions













Q: We have differences on who was identified as DC between IC and our POS due to differing household information, SSNs, etc. Should I be concerned about that?
A: Yes, you should investigate these situations and resolve the discrepancies for those participants in the SNP programs (exclusions may include special ed only students, non-SNP students in Head Start or preschool, etc). 
Q: Will I need to import the April DC “Current” file if I have already imported the “History” file?

A: If you imported the April DC “History” file, then you won’t need to import the “Current” April DC file.
Q: When will the state provided list on foster children be available on the SCN DC download website?

A: SCN expects to have that available in early April. Accompanying that change will be an updated interface for DC download web site. More information on these changes will be communicated to sponsors through an email. 
Section 3: Reporting April DC Data

Source of April DC Data: POS
All April DC reporting will be taken from your POS. Print the reports from your POS that will show total DC students and total enrollment. Use this information to key it into CNIPS. The reports should be run on any date from April 1 through April 5. If your district is on spring break that week then you may run the reports by close of business on the last school day of March.
Entering Data into CNIPS
Districts should enter their DC data into CNIPS. Detailed instructions for entering that information are contained in the CNIPS Sponsor User Manual.
Section 4: Recordkeeping

Required Documentation
Districts must maintain the following documentation:

· Rosters for all schools should be from the same date

· DC lists must be printed and dated

· Make extra copies of the roster as you are required to maintain this documentation for at least three (3) years after the four year cycle.

· After you complete the April DC download and have all students identified, print the history file of the DC download and make copies of other DC lists (dating the DC lists).

Questions













Q: Our district is on spring break that week. Can I run the report earlier or later?
A: The report can be run at any time from the close of business on the last school day of March to the close of business through April. 
Further Resources

Data Synchronization with POS and IC (Mixed CEO districts and Public School Districts only)
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Direct Certification and April DC Data
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April DC Checklist

BEFORE YOU BEGIN:
___1. Verify your DC counts are updated as of April 2012 in your POS system.

___2. Ensure all your local DC documentation (homeless, runaway, migrant, etc.) has been signed and dated.

ENTERING YOUR DATA:
___1. Key in your data into the CNIPS CEO site list screen. The CNIPS trainings scheduled in April for all SNP sponsors will provide instructions on this.
___2. Verify the accuracy of your information.
ARCHIVING YOUR INFO:
___1. Please archive your information organized by site:
a. POS rosters

b. All DC lists in paper format (history file, homeless list, etc.)

___2. Store these in secure location for 3 years plus the current year (longer if you are CEO/Provision 2).
Due Date: Record the data in CNIPS by April 30th of each year.
Targeted Audience: SNP Sponsors – Private and Public Schools
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Data Synchronization: IC & POS 
Ensuring Data Integrity 


Brad Blunt, SCN Project Manager 


March 19,  2012 







Purpose  


Goal: Successful data sharing between IC 


and POS with regards to student meal 


status 


 Several Benefits of Data Sharing  


Infinite Campus is authoritative source for federal and 


state reporting purposes 


Districts utilize meal status for assessment and other 


student tracking purposes 


Students with free meal status may receive textbook 


waivers, additional KEES scholarship monies and other 


benefits 
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IC Data Synchronization 


Process Meal 
Applications 


in POS 


Set up data 
synch with IC 


Verify Data 
Synchronization 
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Basic Setup 


The attached documents explain basic 


setup procedures for POS data 


synchronization with Infinite Campus. 
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Troubleshooting Data Issues 


Problem Potential Solution 


“My meal status is correct in POS but 


not in Campus” 


Review the POS import mapping in the 


Eligibility Import Wizard. 


“The certified type is missing/incorrect” 


“The start/end dates are incorrect in 


Campus (e.g., 01/08/2012)” 


Example 
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Troubleshooting: Import Process 


1 


2 3 4 


1. Directory Path - Check to see that your Directory path is correct, you 


have a shared folder on the POS…and your file is named IC_Eligibility. 


2. Test Connection – Use this to ensure you can connect to the POS. 


3. Test Import – Verify you can connect and pull in the data: produces an 


IC Eligibility Import report. 


4. Run Import – Run the import process manually and review the 


Eligibility Import report to locate and correct any errors. 


FRAM>Eligibility Import Wizard>Scheduled Imports 
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Note that 


these are 


forward 


slashes 







Data Import: Error Checking 


Check here to see 


log of POS data 


import files 


Click here to review 


the IC Eligibility 


Import report  


Tip! Set a monthly reminder on your Outlook 


calendar to check the POS import status. 


FRAM>Eligibility Import Wizard>Scheduled Imports 
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QA: IC Eligibility Import Report 


  


This summary report provides a brief count for each category; focus 


on ‘Errors/Warnings’ 


Cause: Duplicate students in Campus;  


Resolution: Run Duplicate Student Search Report in IC; Submit support ticket to 


Campus 


Cause: Differences in SSN between POS and IC;  


Resolution: Determine correct SSN and edit SSN in either POS or Campus 


Note: The same concept is true if you are importing based on SSID. 
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Action Steps 


  Compare POS and IC on meal status counts. Can you 


explain the differences seen? (e.g., preschool, special ed 


only, etc.) 


  Review the Eligibility Import Report and correct any 


known errors (excl. district staff). 


  Investigate questions from attendance clerks/district 


staff on meal status. Could this be a data synch issue? 


  District should review the eligibility log on a regular 


basis. 
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Checking Meal Status in IC 
 Use the FRAM Eligibility report 


(FRAM>Reports>Eligibility) to compare 


student meal status counts to your POS 


system 


◦ Meal status counts should be very similar, 


excepting any non-SNP students (e.g., Head 


Start, preschool, special education only 


students, etc.) 


◦ See screenshot on the following slide 
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Checking Meal Status in IC 
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Assistance 


 Infinite Campus 


◦ Campus Community: 


https://id.infinitecampus.com/auth/login?url=ht


tp://community.infinitecampus.com/home/  


 


 POS Vendor 


 


 Brad Blunt, SCN Project Manager 


◦ Brad.Blunt@education.ky.gov 


◦ (502) 564-5625 
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Making DC Work for You

CEO Conference

March 16, 2012

Presenter: Brad Blunt

Updated: 3/26/2012







Benefits of DC

		District Funding – Meal status used for SEEK, federal and state programs, and grant applications

		Assessment – Identification of student achievement gaps can be explained in part by economic indicators

		Benefits – Students receive additional KEES monies, textbook waivers, etc.

		CEO – Claiming percentages and site eligibility based on percentage of DC within the school









DC Sources

Sources for DC include:

		SNAP and KTAP

		Homeless on the liaison list, migrants and runaways

		Income-eligible Head Start and pre-K Even Start

		Foster children on a State-provided list (April 2012)*



*Note: DC is not  extended to other members in the household



Important: This excludes any youth in the aforementioned categories identified solely based on a household application.





*









Identifying DC

		On a monthly basis districts will:

		Download the latest DC extract file from the website and import the file, matching against their student roster

		Regularly obtain a signed and dated homeless list from the homeless liaison along with migrants & runaways, identifying them as DC in your POS









Causes for Missing DC Students

Reasons we miss them:

Timing (e.g., enrolled after DC import)

Mismatch/Missing SSN

Skipped monthly DC download









DC History File

Definition: Contains a non-duplicated list of all households on the DC files from July 1st to the current month

Best practice: Import your DC history file before April 5 to ensure you have all students identified. 







Action Steps – DC Identification

Target Date: April 5, 2012



 Has the DC History file been imported to identify more students as DC?

 Have I reviewed the error reports from FRAM Eligibility Import Wizard to note additional DC students?

 Did I include all ancillary sources, such as the homeless liaison list, runaway, migrant, etc.?

 Were the foster children on the DC list included?




























