Kentucky Department of Education
Division of School and Community Nutrition

Direct Certification
Web Download Tool
User Reference

Last Updated: 6/30/2011

In accordance with Federal Law and U.S. Department of Agriculture policy, this institution is prohibited from
discriminating on the basis of race, color, national origin, sex, age or disability.

To file a complaint of discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Avenue, SW,
Washington, D.C. 20250-9410 or call toll-free (866) 632-9992 (Voice). Individuals who are hearing impaired or have
speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339 or (800) 845-6136
(Spanish). USDA is an equal opportunity provider and employer.



Version History

Author Description Date
Brad Blunt Original 6/30/2011
Brad Blunt Added information on Infinite Campus template 7/5/2011
Adobe Acrobat

This document is best read in Adobe Acrobat version 8 or higher.
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Overview

The SCN direct certification Web download tool provides access to NSLP sponsors for the purpose of
downloading the direct certification file through a secure Web portal. NSLP sponsors will use the direct
certification to determine which students are eligible for free meal eligibility. The direct certification file
will be updated on a monthly basis. The tool is available to private, parochial and public schools. Access
to the tool will be granted through SCN’s schools branch.

User ID Registration

All users must complete the user self-registration form for access to the tool. Only the Food Service
Director and their appointed designee may have access to the system. The additional designated user
users must be reviewed, approved and submitted by the Food Service Director before access will be
granted. The direct certification contains sensitive and confidential information and thus SCN will limit
access.

The user registration form is attached or may be obtained by contacting SCN’s Cindy MclIntosh
(lucinda.mcintosh@education.ky.gov ).

Note: Users who leave their position within food service should notify SCN, who will remove their user
ID from the system.

Data Access

Users have been assigned county level direct certification data based on their district/diocese county
location. Some districts have attendance areas that stretch across county lines. Additional counties will
be granted based on a review by SCN. Districts may request access to additional counties through an
email to Cindy Mclintosh. The request should include justification for the additional counties. SCN will
review and grant approval based on a valid, demonstrated need.

Data Confidentiality

The direct certification data, as it contains sensitive and confidential information, should be stored in a
secure location on your network. Keep all hard copies of any printouts in a locked storage area.

Security

User IDs and passwords should not be shared with other users. The passwords have no expiration date
attached to them. Forgotten or misplaced user IDs or passwords can be retrieved by following the help
process on the user registration site (http://apps.kde.state.ky.us/login/ )or by contacting the KETS

Service Desk.
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Navigation

The user should have followed the self-registration process to obtain a user ID and password. An email
from SCN will confirm that the user has been set up in the tool.

Direct Certification Steps

1.

“) KDE Web Applications Login - Mozilla Firefox

Navigate to the SCN Direct Certification Web Download tool: http://apps.kde.state.ky.us/login/

File Edit View History Bookmarks Tools Help
P -

¥ C 23 | [nttpifapps.kce state.ky.uspoging v | [*8=]cooge
J || KDE Web Applications Login I -

Kentucky Department of Education KWHE

Web Applications Login

Jun 13, 2011 19:5¢

Welcome!

Please use your user ID and password.

Registered Users

Ifyou are having trouble accessing People Manager, please contact data.reports @education kv.goy User ID:

Ifyou are having trouble accessing EPSB applications, please contactthe EPSB Help Desk via e-mail: EPSBHelp@ky.gov.

2.

Before your third try, click here if you have forgotten your user ID and/or password .

If you think your account has been disabled, or for technical support and content issues,
please use our KDE User Help System.

Security Disclaimer!

While we take every precaution to protect all information and data you share with us, there
are ways you can protect yourself. Always keep your password to yourself and never
allow anyone to log in under your user ID and password. If you must leave your computer,
be sure to save your work and log out of the system.

Enter in your user ID and password.

3. Click on the “SCN Direct Certification” link.

%) KDE Web Applications Login - Mozilla Firefox

=loix|

File Edit View Hstory Bookmarks Tools Help

@ - £y | [ http:/japps.kde.state ky.us foginfndex. cin?fuseaction=verify > | [*B-]6000e

J || KDE Web Applications Login lj

Web Applications Menu

15w

Kentucky Department of Education KWMW

Jun 13, 2011 20:03:43 PM
>» Logged in as: [TESTING] | Logout

Kentucky School Calendar
SCN Direct Certification
Web Security Administrator

Edit Your Profile

Need Help? Click Here!
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4. The download screen shall appear. A description of the key information follows:
Kentucky.gov KY Agencies | KY Senvices

OF EDUCATION

Most current SCN Direct Certificaton
file update »> Logged in as: [TESTING] | Logout

Files are up to date as of Thursday, June 30, 2011

Current Files - Current KTAP and SNAP Recipients from your assigned counties

County

information History Files - All KTAF and SNAP Recipients since July 1st from your currently assigned counties

contained in Current Files History Files

download file Current File History File

For issues with SCN Direct Certification. contact Angela Voyles Site Compatibility|

Copyright © 2011 Kentucky Department of Education Privacy | Disclaimer | Contact Us | Help

Logged in as — your current username

Logout — to log out of the system
File are up to date as of — date the files were last updated.

Qa 0 T o

Current Files — the current month’s KTAP and SNAP recipients for your assigned

counties

e. History Files — all KTAP and SNAP recipients from your assigned counties from July 1st to
the current month.
Cnty_Name — the assigned counties for your user ID

g. Current File - the hyperlink to download the current direct certification file in .csv
format.

h. History File — the hyperlink to download the historical direct certification file in .csv
format.

i. Contact Us/Help — access for assistance from the KETS Service Desk

5. Users will click on the “Current File” link and then click “Open”:
Kentucky.gov KY Agencies | KY Senices

T -' e Y ~
o KENTUCKY DEPARTMENT s, W Y,
OF EDUCATION : : '

SCN Direct Certificaton

Prorcunr & Petvasss rox
SUCCESS

Home

File Download

Files are up to date as of Thursday, June 30, 2
Do you want to open or save this file?

Current Files - Current KTAP and SNAP Recipi
F:j Mame: SCNDC_CURRENT_2011_JUN_TESTING,csv
Xa)

Type: Microsaft Office Excel Comma Separated Values Fl...

History Files - All KTAP and SMAP Recipients

From: apptl.education.ky.gov

Current Files History Files
R, ALLEN, ESTILL Open | [ save | [ Cameel | Current File History File

You are viewing page 1 of 1

i N 1 “While files from the Internet can be useful, some files can potentially . o
Far issues with SCM Direct Certification. contact d ham pour computer. [Fyou do not trust the source, do not open or Site Compatibility|
= aave this file. What's the risk?

Copyright © 2011 Kentucky Department of Educat Privacy | Disclaimer | Contact Us | Help

6. The file will automatically open in Excel. Automatically size the columns by..
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a. Clicking on the upper left hand portion of the worksheet area.

. B C C
w1l g
PR ILD_FM, CHILL

SN Click once here. HNL A

SM HMN2
SNAP SWITHS JOHMN3
SMAP SMITH4  JOHMNA
SMAP SMITHS  JOHMS
SMAP SMITHE JOHNB A

b. Place your cursor until it appears as a double arrow then double-click.

The data has been placed in a logical order. The definitions of the fields follow in the appendix.

R = T T i TR
P = = i =

Following below are comments on the file layout:
a. The county name appears in the final column. You should verify this contains the
counties you are interested in.
b. The guardian SSN contains only the last 4 digits to protect privacy.
c. The Zip + 4 and the guardian SSN will omit any leading zeroes from displaying, which is
an Excel issue. However, the data does appear in the file itself.

Save the file format in the original .csv type. When Excel prompts you to save the file in a .csv
format, select ‘Yes’.
Microsoft Office Excel rg|

SCNDC_CURRENT_2011_JUM_SCRAMELED, csv may contain Features that are not compatible with C5Y {Comma delimited), Do you wank ko keep the
workbook in this Format?

-
\14) + To keep this Format, which leaves out any incompatible Features, dick Yes.

+ To preserve the features, click Mo, Then save a copy in the lakest Excel Format,
» To see what might be lost, click Help,

/ Yes l [ Mo ] l Help

Select
‘Yes’

Return to the tool. Click on “Logout” to exit the system.
Kentucky.gov KY Anencies | KY Senices

; "“"' ey | Click here
KENTUCKY DEPARTMENT )LD J

1’ ) &, - -

OF EDUCATION ¥

SCN Direct Certification
>> Logged in as: [TESTING] | Logout
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Importing the Direct Certification File

School districts can import the file using either their POS system or Infinite Campus. It is their choice on
which system best suits their needs. Note: All of the necessary software to import the direct certification
file into Infinite Campus is available to districts at no charge.

Regardless of which system is chosen, the POS system and Infinite Campus should be kept in synch with
each other. The FRAM WebEx presentation provides detailed instructions on how to accomplish that.

Direct Certification Template

Infinite Campus plans to place a direct certification mapping template on all district sites the week of
July 11, 2011. The template will be named “SCN Direct Certification Import” and will have all the settings
established for steps 5 & 7 below.

Data Import into Infinite Campus

1.

2.

Log in to Infinite Campus. If you do not have a user ID contact your district IT administrator.

Ensure the correct year and other information is shown on the top menu bar for the current
year: in this example, the '11-12 school year’ and ‘All Schools “ and ‘All Calendars’ are selected.

ear | 11-12 % | School | All Schoolz | Calendar | All Calendars b

Navigate to FRAM>Eligibility Import Wizard
Eligibility Import Wizard

Thiz wizard will guide vou through mapping and importing data into the databaze.

Step 1. Select "Hew Import Mapping” to create a new import or select a saved mapping.

Saved Import Mappings

| ] Direct Certification 2008-2010
| ] Direct Certification FS 08-10
| ] HKnox_POSs

. SCN Direct Certification Import
L

test import mapping

[DElEtE] [ Mew Import Mapping ] [ Mew File Import ]

4. Click “New Import Mapping”.
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5. Complete the fields below as follows:

Eligibility Import Wizard

Step 2. Hame the file, enter a selection for each option and upload a file to continue.

Mame

SCN Direct Certification Import

ol Ve Ensure the "11-12’ school year is

L]
(gl
=
(=)
]
in
)
1

selected here

g
sy
[

—_
ra
<

wWhat iz the file type?

Comma Separated Values | W

wWhich field(z) in the data f

State ID b

m
3
0
p=1
+
[5]
W
=h
=
o
=]
il
)
[11]

=
in
-
=1
(=]
1
ol
o
i
w
or
o
=
in

=ame or unigque for 2ach student?

[\Fedegral Mutrition Programg\Project DocumentzhSCHN Doc|| Browse [

Select the file from your network

Upload & Continue

6. Once you have completed the fields, you will then click ‘Upload & Continue’.

7. Inthis next screen you will define the student ID field. Input a ‘7’ into the field as below:

Eligibility Import Wizard

HName File Location

SCN Direct Certification Impert  D:\temp\System-Administrator-2011-06-30-13-43-39SCNDC_CURRENT_2011_JUN_SCRAMBLED.cev Cemma Separated Values

Format

8.

Raw Data File Mapped Data Field(s)
1 2 3 4 5 G StatelD G
PROGRAM |CHILD_LNAME |CHILD_FNAME |CHILD_MI|CHILD_SSN|CH 1111111111
SHAP SMITH1 JOHN1 A
SHAP SMTH2 JOHNZ A - 1111111111
< ¥ w

Column Count
19

Row Count
151

Step 3. Select mapping. Indicate the position of the data fieldis) from the imported Raw Data File then select "Map Field(s)". This
mapping will ke used to match the datain the import file to student identifiers existing in the database. Select "Next" to continue.

Name Seqin DataFile Map to Data Field Strip Leading Zeros
StatelD | student statell O

WMap Field(2)

Click ‘Map Field'.

Page 9



9. Scroll down and click ‘Next’.
10. Key in the appropriate Start and End dates:

Step 4. Enter the values to be imported into the database and select "Next". “Yalus= enisred for fisldz =haown be the same for a
studentz when imported
Eligibility Certification Type 5tart Date End Date

7] |osr20i2012 [T

a. The ‘Start Date’ will be when the data is imported into Infinite Campus.
b. The ‘End Date’ will be the last day of June within the school year; in this example for
school year 2011-2012 the date will be 6/30/2012.
11. Scroll down and click ‘Next’.
12. Confirm the following information:

Step 5. Confirmation Review. Verify the criteria for accuracy. To make changes, select "Previous" to return to the appropriate
screen.

This mapping will be used to match the data in the import file to student identifiers existing in the database.

Name  Seq Map to Data Field Strip Leading Zeros
StatelD] 7 student.atatelD Na

Values entered for fields shown will be the same for all students when imported.

Eligibility | Certified Type | Start Date | End Date
Free Direct 07/05/2012| 08/20/2012

Mark the "Exclude Applications" checkbox to prevent the application from inclusion in the Verification process. This can be used
for applications that were approved prior to receiving the Direct Certification file.

Exclude Applications |:|
Mark the "Extend Direct Certification Status to Additional Students in Household" checkbox to add a Free eligibility and Direct

certified type to students in the same household who are not included in Direct Certification file. Test the import file to view the
list of additional students not included in this file.

Extend Direct Certification 5tatus to Additional 5tudents in Household

You may Test or Import your file. Infinite Campus recommends testing the file before importing into the databasze.
Include Updated Records Detail on report
Previous

a. Review the information to ensure it is correct, especially the start/end dates. Records

will have to be manually corrected for each student in the event of any errors.
b. Optional If you seek to extend direct certification status to additional students within
the household, then check the checkbox.
c. Itis recommended to include updated records detail on the report.
13. Click ‘Test'.
14. Review the test report.
15. Finally, if everything appears correct, then click ‘import’.
16. Review the report.
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Notes on Infinite Campus Direct Certification Import Process

e Continuation of Direct Certification Status: Students who appear on a previous direct
certification file will not be removed or end dated if they do not appear on subsequent direct
certification files.

0 Example: Mary Jones, a student in your school, appears on the July direct certification
file but does not appear on the August direct certification file. Mary’s direct certification
and free meal status will remain once the August direct certification file is imported.

e Missing SSIDs: Students who do not have an SSID on the direct certification file will not be
imported. Districts may want to scan through students with missing SSIDs to see if any of the
children noted are in their district. It may be helpful to either sort the Excel file by SSID or apply
a filter to the SSID field, selecting only blank records.
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Resources

Several resources are available to districts for assistance.

In the event the PowerPoint and user registration files do not appear in Adobe when opening this file

you may email Brad Blunt to obtain them. Here is a list of suggested resources.

Infinite Campus
e Campus Community
— https://id.infinitecampus.com

e Resource guides, forums
*  WebkEx Sessions
—  http://icu.infinitecampus.com
e FR1113: Free & Reduced Data Management
* FR1126: FRAM Eligibility Import Wizard (Avail. Sept./Oct.)
* FR1116: Free/Reduced Data Management

SCN
* Recorded FRAM WebEx session
—  http://tinyurl.com/FRAMWebEx
* Newsletter Archive

—  http://scn.ky.gov/NewsLetterArchive.htm

For policy questions please contact Jennifer Langfels (jennifer.langfels@education.ky.gov).

Any questions on the SCN Direct Certification Web Download tool or general questions on Campus

please contact Brad Blunt (brad.blunt@education.ky.gov).
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Direct Certification Fields

Appendix

Field Description

PROGRAM SNAP or KTAP public assistance programs
CHILD_LNAME Child’s last name

CHILD_FNAME Child’s first name

CHILD_MI Child’s middle initial

CHILD_SSN Child’s SSN

CHILD_DOB Child’s date of birth

CHILD_SSID Child’s State Student Identifier
GUARD_FNAME Guardian’s first name

GUARD_MI Guardian’s middle initial

GUARD_LNAME

Guardian’s last name

GUARD_SSN_LAST4

Guardian’s last 4 digits of SSN

ADR_LINE1 Address line 1

ADR_LINE2 Address line 2

ADR_CITY City

ADR_STATE State

ADR_ZIP_5 Zip code

ADR_ZIP_4 4 digit zip code (if available)
PHONE Household phone number

MOST_RECENT_MTH*

Most recent month child appears on direct certification file

COUNTY

County of direct certification record

*History file only
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Glossary

Campus Community

Categorically Eligible

CHFS

coTt

Direct Certification

FRAM
FSD

Infinite Campus

KSIS
KSIS & More

KTAP

Mapping

NSLP

POS System

SCN

SNAP

SSID

Location of support documents, videos and other tools to assist in learning Infinite
Campus

Automatic eligibility for free meal status based on participation in mean tested
program (SNAP, KTAP, Head Start) or the student's status (migrant, runaway, or
homeless)

Cabinet for Health and Family Services: administers KTAP and SNAP programs;
provides data extract files of KTAP and SNAP recipients (including both parent and
their children) to COT in a text delimited format

Parses the CHFS data extract files to county-based data files and produces the data
CDs for SCN; the data CD contains both KTAP and SNAP data files for each county

Process to determine a student’s eligibility for free meal status; any KTAP or SNAP
recipients are automatically designated with a free meal status

Free and Reduced Application Module: data module in Infinite Campus, Kentucky’s
Student Information System, which has tools to manage student meal status
eligibility, including a direct certification data import tool

Food Service Director

Vendor that provides Kentucky's Student Information Services; web-based
interface to track attendance, grades, student enrollment and other key
information

Kentucky Student Information System: web-based system to track grades,
attendance, student enrollment and other key information; main data repository
for all student tracking information

Monthly KSIS newsletter produced by Leigh Ann Welch

Kentucky Transitional Assistance Program: provides cash assistance to needy
families (formerly known as public aid)

Used for data import process; defines the location of each field in a data file by
column number.

National School Lunch Program: federally funded program designed to provide
nutritious meals in a school or institutional setting

Point of Sale/Point of Service: school cafeteria’s system for processing students’
meal cards; several different systems are used by Kentucky schools

School and Community Nutrition: administers NSLP program using federal funds;
responsible for program monitoring and compliance by NSLP sponsors

Supplemental Nutrition Assistance Program: assists families with obtaining food
(formerly known as food stamps)

State Student Identifier: a unique 10 digit number assigned to public school
students
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NSLP Sponsor Conference

June 22, 2011



A brief overview of the Direct Certification Web download tool will be provided followed by a demonstration on using the tool.

*











The major objective is shown here: easy. Too many software programs are difficult to use. With this tool you should easily be able to pull down the direct certification and import it into your system. The KIDS technology office developed this tool at no charge to SCN. I believe you’ll be pleased with the results. 

*









		Secure

		Monthly downloads

		Simple interface





In the past the direct certification data CD was sent to you by postal mail on an annual basis. Through this new initiative we wanted to provide a secure means of accessing this sensitive data on a more frequent basis. You will login to a secure web site protected by the same standards used by banks and online shopping sites, such as Amazon. This gives assurance the data is protected when downloading it. A second major feature is availability. You will have access to monthly downloads on an ongoing basis with only brief interruptions for system maintenance. Finally, you will have a simple, clean interface from which to navigate. 

*









		Excel formatted downloads





I want to discuss some of the features with this new tool. The direct certification file is automatically formatted for Excel. After clicking to download the file then you can view the results in Excel. The fields are ordered in a logical manner. The student information is presented first in the file: no more copying and pasting to bring that to the front. With hiding some of the fields you can easily print the file for a manual review.

*









		Self-service password reset







Orange Leaf is my absolute favorite dessert of choice. The customer picks up a paper cup at the register and chooses the flavor (and amount) they wish to purchase, including any toppings. The cashier then weighs your selection. The purchase price is based on weight. Easy. Simple. Good. With a self-service password reset you will have a password hint in the event you forget your password. Otherwise, you can contact our KETS help desk for assistance.

*









		RSS Feed

		Get updates now!







This is my favorite feature. How many would like to know when a new monthly file is posted—automatically vs. checking the web site every few hours? The RSS (Really Simple Syndication) feed will automatically notify you when new content is posted. It is literally as easy as clicking a button. We’ll give a demonstration using the KDE web site, which has RSS enabled.

*









		Addition of SSID for more data matches





All public school students in Kentucky are assigned a state student identifier, a unique number used to track students. We’ve included the SSID field in the file to obtain better data matches between the direct certification file and the students in your district. In the past you have been forced to choose between matching on SSN or last name, first name and date of birth. Both methods have flaws to them. An increasing number of students lack an SSN. Keying errors can occur on a student’s name (spelling, apostrophes, nicknames, etc). So, we’ve used both approaches to match against the direct certification data. Martin will speak more on this.

*









		Online help documentation







Online help should be readily available. Just as a first aid kit should be nearby and readily helpful, online documentation will be a click away on the application to receive assistance on downloading the file, an explanation on the fields and other useful information. Screenshots will be shown to assist the user. [Switch over to Web to demonstrate user ID self-service followed by SCN Direct Cert application]

*









		Districts can import the direct certification file into their POS or Infinite Campus

		Feature of Infinite Campus: Extend direct certification status to additional students in the household







		Screenshots  will be provided on setup of Infinite Campus direct certification mapping 



FRAM > Eligibility Import Wizard



Districts have the option of using their POS system or Infinite Campus to import the direct certification data. A beneficial feature in Campus is available: direct certification status can be extended to additional students in the household. SCN will provide screenshots on setting up the import mapping for the direct certification file. This will be sent to you near the go-live date for the Web download tool.

*









		Step 1: Log in to the Web application self-registration site: https://applications.education.ky.gov/selfregistration



		Step 2: SCN will send you a confirmation email with approval to access the Direct Certification Web download tool.



		Step 3: Enter the Direct Certification Web download site:   http://apps.education.ky.gov/login/ 



 



The first step is to obtain a user ID to the KDE Web applications if you do not already have one. You will key in your name and SSN. The system will verify you do not already have a user ID in the system. SCN will then assign your user ID to the counties applicable to your school district. A confirmation email will be sent to you. You will then navigate to the Direct Certification Web download site to access your direct certification files.

*









		Availability: Planned release date of July 5th 





		Access: Limited to Food Service Director or their designee



		Communication: Email will be sent when tool is available along with login instructions









Shown here is essential information on the project. We plan to release this into production on July 5th.  This allows us to do further testing and development. Access to the site shall be limited to the food service director…. An email to all of SCN’s NSLP contacts will be sent once the tool is ready. Instructions to obtain your user ID and log in to the system (as shown in the previous slide) will be provided.

*











*











Direct Certification
Web Download












Goals




Features








SELF SERVE FROZEN YOGURT
















Data Import




Mark the "Extend Direct Certification Status to Additional Students in Household" checkbox to add a Free eligibility and Direct certified type
to students in the same household who are not included in Direct Certification file. Test the import file to view the list of additional students
not included in this file.

Extend Direct Certification Status to Additional Students in Household [





Access your account




Key Information




Questions













Free & Reduced Data Management

Kentucky Department of Education

School and Community Nutrition and Infinite Campus

Angela Voyles, SCN Program Consultant

Jay Elmquist, Infinite Campus

IC Course: FR1113







FRAM for School Nutrition Directors

		The intent of this training is to familiarize school nutrition directors with the Infinite Campus FRAM module .









Why the transition to FRAM?

		Greater control over access to eligibility status by  School Nutrition Directors



		Confidentiality of data



		Data synchronization













*









Timeline for Implementation

		Early June for the web-based Direct Certification Portal

		June 22, 2011 – State Director’s Training











Infinite Campus vs. Your Current System

		In using a computerized system for application determinations, benefit issuance documents, verification, counting meals at POS, etc., sponsor of the NSLP/SBP have the discretion of using the system they feel best suits their needs.

		SCN will not require that sponsors choose one system over the over.

		Whatever system is used, it is the sponsors responsibility to ensure that the system is accurate and in compliance with current guidance, policies, and regulations.    









Confidentiality/Disclosure of Eligibility Information

		You may disclose eligibility information to programs, activities and individuals that are specifically authorized under the NSLA.



Option – not a requirement.

There must be a “need to know”.

		Aggregate information in which individual eligibility cannot be identified can be released to any program or individual.

		Pages 52 - 58 of the Eligibility Manual for School Meals provides detailed guidance in dealing with confidentiality and disclosure issues.









Disclosure Chart







Confidentiality/Disclosure of Eligibility Information

		Penalties for Improper Disclosure:

		“The NSLA establishes a fine of not more than $1,000 or imprisonment of not more that one (1) year, or both, for publishing, divulging, disclosing, or making known in any manner or extent not authorized by Federal law, any eligibility information.  This includes the disclosure of eligibility information by one entity authorized under the NSLA to receive the information to any other entity, even if that entity would otherwise be authorized to receive the information directly from the determining agency. “ 

		Page 58 in the Eligibility Guidance









Questions on Non-Disclosure

		SCN will be providing additional guidance on Disclosure as well as providing prototypes (“completed” disclosure and confidentiality agreements) during the director’s training in June.









Start/End Dates for Meal Eligibility

SFY 2011-2012

SFY 2012-2013

POS System

		Performing a rollover of the POS system to the new school year should automatically configure the correct start/end dates





Manual Data Entry/Direct Certification using FRAM

		SCN will provide guidance next spring on performing a rollover to the next school year



		Type		Start Date		End Date

		POS/Manual Entry		7/1/2011		Start of school + 30 operating days

		Direct Certification		Date file was imported into system		6/30/2012

























Infinite Campus Resources

	Additional resources are available to districts, which includes free WebEx sessions for the 2010-2011 school year and available user guides.









FR 1116:  FRAM Free/Reduced Application Management

Description

		This course will introduce participants to the tools used to define system preferences for free/reduced application processing and management students' free/reduced eligibility.





Learning Objectives

		Participants will learn to enter a student's free/reduced eligibility status into system, enter data from paper-free/reduced applications into system, manage processed free/reduced applications and generate free/reduced application process letters. 

		Participants will learn to generate reports of free and reduced applications along with free, reduced and paid eligibility information processed by school year. 

		A system administrator participant will learn to define default values to be used in free/reduced lunch letters, minimum income levels for free/reduced status and school status for national school nutrition programs.





Availability

		Will be offered throughout the year in the months of August, September, November, February, July





Cost – Free for the 2010-2011 school year



Registration: http://icu.infinitecampus.com 







FR 1126:  FRAM Eligibility Import Wizard



Course Description

		This session introduces participants to importing student eligibilities into Campus.  The Eligibility Import Wizard allows a user to upload and import data files containing student meal service eligibilities by mapping values to the Campus database for state-reporting/food service purposes.  This wizard eliminates the manual entry of eligibilities.





Learning Objective

		Participants will learn to create mapped data fields that will populate eligibility data onto a student's eligibility record.





Availability

		These will be offered the months of September and October.





Cost  - Free for the 2010-2011 school year



Registration:

http://icu.infinitecampus.com 







Self-Paced WebEx Sessions



Districts can always view any of the self-paced WebEx sessions from their desktop. 



Course Title

FR 1113:  Free & Reduced Data Management



Course Description

		This self-paced course instructs you on managing free and reduced data for state reporting functionality, importing data and scheduling an import.





Availability

Anytime



Cost - Free for the 2010-2011 school year



Registration:

http://icu.infinitecampus.com 







Key User Guides

		FRAM Eligibility:  



https://community.infinitecampus.com/kb/display/DOC/Eligibility



		FRAM Import Wizard:  



https://community.infinitecampus.com/kb/display/DOC/Eligibility+Import+Wizard



		FRAM Application Wizard:  



https://community.infinitecampus.com/kb/display/DOC/Application+Wizard





Note: Campus Community requires a username and password. Please follow the instructions in the attached guide or contact your IT administrator to assist you if you’re a first-time user to obtain access. The user guide to obtaining access to Campus Community is attached here: 

Click on the link when in normal mode (that is, not in a slide show)









Optional Data Extract Tool

Districts seeking to purchase the optional data extract tool demonstrated for use with Transportation, Library or Food Service for an annual cost of $100 should submit a support ticket (including a purchase order in the amount of $100) .



Any questions on this should be directed to Lisa Rhoton (lisa.rhoton@infinitecampus.com )







Feedback

A short survey is available to provide your feedback. Your input is appreciated.



http://tinyurl.com/FRAMSurvey 
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User Form

		Division of School and Community Nutrition

		Direct Certification Web Download Tool

		User Registration Form

				Overview: The SCN Direct Certification Web Download tool will allow school districts and dioceses access to the updated monthly direct certification information. The direct certification will be available by county. Access will be restricted to the food service director and one designated backup, who must be a food service employee.

				Step 1: Navigate to the user self-registration Web site														https://applications.education.ky.gov/selfregistration

				Select your user ID and password through that process.

				Step 2: Complete the information below:

				District/Diocese*

				Food Service Director

				First Name*						Last Name*						Email*								User ID*

				Optional

				Secondary User

				First Name						Last Name						Email								User ID

				Requested county(ies) data for direct certification*

																								*Required fields

				Step 3: Save the form. Send the completed form to SCN's Cindy McIntosh at																lucinda.mcintosh@education.ky.gov

				Cindy will enter your user ID into the system, assign the appropriate county(our counties), and send you a confirmation email

				along with the link to the direct certification Web site, which will be available on July 5th.



https://applications.education.ky.gov/selfregistration

lucinda.mcintosh@education.ky.gov



SAMPLE

		Division of School and Community Nutrition

		Direct Certification Web Download Tool

		User Registration Form

		SAMPLE

				Overview: The SCN Direct Certification Web Download tool will allow school districts and dioceses access to the updated monthly direct certification information. The direct certification will be available by county. Access will be restricted to the food service director and one designated backup, who must be a food service employee.

				Step 1: Navigate to the user self-registration Web site														https://applications.education.ky.gov/selfregistration

				Select your user ID and password through that process.

				Step 2: Complete the information below:

				District/Diocese*

				Corbin Ind

				Food Service Director

				First Name*						Last Name*						Email*								User ID*

				Brad						Blunt						brad.blunt@education.ky.gov								brad123

				Optional

				Secondary User

				First Name						Last Name						Email								User ID

				Angela						Voyles						angela.voyles@education.ky.gov								angela123

				Requested county(ies) data for direct certification*

				Whitley, Knox

																								*Required fields

				Step 3: Save the form. Send the completed form to SCN's Cindy McIntosh at																lucinda.mcintosh@education.ky.gov

				Cindy will enter your user ID into the system, assign the appropriate county(ies), and send you a confirmation email

				along with the link to the direct certification Web site, which will be available on July 5th.



https://applications.education.ky.gov/selfregistration

lucinda.mcintosh@education.ky.gov

brad.blunt@education.ky.gov

angela.voyles@education.ky.gov




Transition to FRAM

NSLP Sponsor Training
June 22, 2011

Good afternoon. Welcome to our training on FRAM and the Direct Certification Web
download tool. In this presentation we plan to discuss the transition to FRAM and the ways

to best accomplish that for you and your district.





v' SEEK

v Title 1

v’ Assessment

v KEES

v’ Textbooks

v’ Free tutoring
v’ Local libraries
v FDCH sponsors
v SFSP

B

| love the motto of Fayette County Schools: “It’s about kids”. To that end every child
deserves the best possible opportunity to reach their full potential, regardless of their
socioeconomic background. Since its inception in 1946 the school lunch program has been
providing that through a nutritious meal. Studies have demonstrated that students who eat
a nutritious meal learn better in the classroom. Moreover, with the emphasis on achieving
equity in schools, an increasing amount of funding and other reporting is being tied to meal
eligibility. And this affects not only districts but students as well.

Here is a partial list of programs and funding sources that rely on meal eligibility data. In
terms of magnitude, SEEK tops the list: funding for FY 2011 was $2.9 billion. At the federal
level, programs such as Title 1 use at-risk data for their funding calculations. In addition,
students can receive free textbooks, additional KEES money, free tutoring and other
benefits based on their meal eligibility. Outside of schools the local libraries, FDCH
sponsors and the summer feeding program utilize the meal eligibility data as well.

The main repository for the student data, including state reporting, is Infinite Campus. So,
to make these funding decisions the meal eligibility data must be accurate and updated on
a timely basis within Infinite Campus.





FRAM Transition

LY YN

Key activities for 2011-2012 school year
— Importing prior year data from your POS
—Keeping in synch with POS/Infinite Campus
—Manual data entry of meal eligibility
—Reporting on the data

As an overview, | want to provide an outline on transitioning to FRAM. This presentation
will highlight the steps Food Service Directors need to perform—and the recommended
sequence. Details on working within the FRAM module won’t be covered since you have
the FRAM WebEx presentation. We'll discuss:

e Pulling the data from your POS system into FRAM

e Keeping the two systems in synch with each other

e Manual data entry of meal eligibility

eReports within Infinite Campus on meal eligibility





Voyage to FRAM

.Reporting
.Navigating

.Launching

2]
Planning

It’s dangerous on the high seas so you need a good plan to arrive at your destination. In
this presentation a ship metaphor will be used to wrap our discussion around FRAM.
Preliminary activities before the start of the school year will be introduced in the planning
phase. This will include coordination with other district staff and with your POS vendor. The
launching phase shall briefly discuss the necessary steps to synchronize your POS system
with Campus. Navigating includes data entry of the students’ meal eligibility. Finally, the
reporting phase shall show you how to extract the meal eligibility information.
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“Plan Purposefully. Prepare Properly. Proceed
Positively. Pursue Persistently."

Anonymous

The success of the transition to FRAM will largely depend on planning. The benefit of
planning becomes more evident as you work through a project. In my own field of project
management approximately 40-50% of a typical IT project is spent on planning alone.
Included in this plan will be an emphasis on communication and risk management. The
communication aspect will be to ensure all the necessary parties know about this transition
and how it affects them. The second aspect is related to risk. This relates to contingency
planning: what can go wrong and what we’ll do about it, circumventing Murphy’s Law. The
second aspect of risk, which is often neglected, is what opportunities we have. Bringing the
POS information into FRAM on a scheduled basis offers significant benefits to the district
and its students. As we saw in the earlier slide the benefits include free tutoring, additional
KEES monies, and other assistance available to the at-risk student population.





July 5 - Direct Certification Web download tool available

Mid-July - Meal eligibility removed from enrollment tab for
2011-2012 school year

July 27 - Any existing legacy data exports will cease
functioning in Campus

Here is the timeline for the major events related to FRAM. The rollout of the direct
certification Web download tool is scheduled for July 5t. Training on that will follow this
presentation. Infinite Campus will remove access to the meal eligibility on the enrollment
tab in mid-July. Finally, any legacy data exports you have set up with Infinite Campus will
stop functioning on July 27t. You will need to configure the new download tool to continue

to have this functionality.





Pianning

Prepare the POS export file for 2011-2012
Start date: 7/1/2011
End date: Beginning of school + 30 operating days

The FRAM module requires the input of start and end dates. For the beginning of the 2011-
2012 school year the start date will need to be July 1. The end date should be the

beginning of school + 30 operating days. Your POS export file should have these dates
already in place.
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POS Data Export

* POS vendor will provide a standard data export file
—Meal Eligibility
—Certified Type
—Eligibility Start Date
—Eligibility End Date
—Unique ID (preferably SSID)
* Filename must begin with IC_eligibility

Plann
A

Shown here are the necessary fields for the POS data export file. The first four fields will
populate the FRAM record and the unique ID will be used to attach the data to a unique
students. The file must begin with IC_Eligibility in order for Campus to import the file.

An announcement to the POS vendors regarding FRAM went out in early May. The POS
vendors have been very accommodating of our request, which we appreciate. Because of
their efforts we believe the process of importing the POS data will proceed smoothly.

You may not have a POS system capable of generating a data export file. If that is your
situation please see me personally and we can discuss alternative methods of populating
FRAM.





Planning
Data Synchronization Options

POS mm) Campus

Description Moving meal eligibility to Campus from
your POS
Purpose Keeping Campus in synch with your

POS; useful when POS is used to
process household applications

Cost Free

| wanted to further explain the two data synchronization options available to districts. The
first option is from the POS system to Campus. The current meal eligibility information from
the POS will transfer over to Campus on a scheduled basis. As you can see this data import
tool is available at no charge.





Planning
Data Synchronization Options

Campus =) POS

Description Moving meal eligibility and student
information to your POS from Campus

Purpose Keeping POS in synch with Campus;
useful when you use Campus to import
direct certification file or process
household applications; will add newly
enrolling students to POS

Cost $100 annually

The second option is a data export from Campus to your POS system. You would configure
this if you want the current student information to be imported into your POS system. You
will incur a $100 annual cost for this feature.

10





Pianning
Data Export Tool

The $100 annual cost for the data export tool
would be allowable if the district uses Infinite
Campus for either of the following:

1) using Infinite Campus to perform the direct
certification data matching

2) performing the household application process
in Infinite Campus

The data export charge can be an allowable cost for food service if one of these criteria are
met: for using Campus to import the direct certification file or utilizing Campus for the
household application process.
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The US Navy’s Blue Angels aerobatic team puts on an impressive display. Flying wingtip to
wingtip the Blue Angels must maintain excellent communication and coordination in order
to successfully perform. With any successful project the same holds true. You may need to
plan with your IT administrator on the setup of the data synchronization process, your DPP
on how often the data will be refreshed and with your own staff on coordination of the
entire process. Outside the district you will need to work closely with your POS vendor on
the availability of the data export file and how it can be accessed. All of these steps will
help to ensure a smooth transition.
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Train your staff

Your staff will need to know their roles and responsibilities for FRAM. You may wish to
designate a key staff person and a backup for each major role: processing household
applications, importing the direct certification data, etc. This is also a time to share your
plans for transitioning to FRAM and any answer questions staff may have. Possible training
resources include this presentation, which will be made available on the SCN Web site, past
newsletter articles, Campus documentation and the recorded FRAM WebEx.
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Pianning

Obtain assistance from IT staff
Possible assistance includes:
¢ Access to sandbox site

* Compile data templates
* Set up data transfer between POS and Campus
* Assist with troubleshooting

* Provide additional tool rights to Campus

Computers can be that frustrating. Your district IT staff can help you prepare by setting up
additional users in FRAM, provide you with more tool rights and help with any
troubleshooting. The IT department can also be a valuable resource on learning Infinite
Campus and its features. Many are very familiar with Campus and the resources available
to assist you, having attended various training sessions. Your IT admin is also the contact
point for any support tickets into Campus for any problems or questions that need Campus
attention. You will need their assistance in the beginning for set up and configuration but
this will taper off as you move further into the school year.

7
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Each district has an Infinite Campus sandbox site for training and testing purposes. The
sandbox site exactly mirrors your production environment. In this site you can test and train
without consequence. This is a good place to try new procedures and practice before going
into production. The data on the site represents the time it was last loaded. Your IT
administrator can request a refresh of the data through a support ticket to Campus in the
event you want current data. Access to the site will be through your IT administrator.
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Pianning
Communication

User Communication > User Notices
ausmee,

District communication through Infinite Campus
» User notice can be shared with all district staff
» Can set start date/end date

Nobody enjoys unwelcome surprises. We need to inform the key people involved by
communicating several key points: the reason for the change, how it may affect them,
when it will occur and what they might need to do. You can do this through a wide variety
of means, both formal and informal: internal newsletters, conversations, meetings, email,
and other such communication channels. One beneficial tool available is user notices
through Infinite Campus. An example is shown above. The message will be seen by all staff
who log in to Infinite Campus. Your district IT administrator can inform you of the district
policy regarding user communications as well as publish the message.

Since district staff will be logging in to Campus to enroll new students, set up their
gradebooks, etc. you may want to run this user notice from now until the beginning of
school. You are simply more likely to obtain permission to display this message during this
time.

Communication on the transition to FRAM has been sent through the Commissioner’s
Monday morning weekly e-mail, the KSIS & More newsletter, the SCN newsletter as well as
communications internally. We’ve attempted to let the key people affected by this change
know about it.
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The time has arrived to raise the anchor and to set sail. The next phase is configuring
Campus to receive the POS data.

17





Launching
Importing POS Data

Set up POS Data Export

Define Data Import Mapping

Configure Infinite Campus

Data Import Tool

The steps to import the POS data into Campus are as follows: verify the POS data export file
is ready, define the data import mapping through FRAM and then configure the settings on
the data import tool to provide scheduled updates to Campus from the POS system. More
details are provided in the following slides.
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Launching
POS Data Export File

Sampie

7/1/2011 9/15/2011
7/1/2011 9/15/2011
7/1/2011 9/15/2011
7/1/2011 9/15/2011
7/1/2011 9/15/2011
7/1/2011 9/15/2011
7/1/2011 9/15/2011

MEAL_ELIG CERT_TYPE ELIG_START ELIG_END CHILD_SSID

2170267725
2184329400
2120359188
2940339188
1919943763
1852559563
2120447727

Shown here is a sample file from what your POS system may produce:

1. Meal eligibility
a) 1=Paid
b) 2 =Reduced
c) 3 =Free
2. Certified type
a) Direct certification
b) Income
c) Foster Care
3. Eligibility start date
a) July 1%t
4. Eligibility end date

a) Begin date of school + 30 operating days

5. Child SSID

a) Unique state student identifier

19





Launching
Develop Infinite Campus import mapping

FRAM>Eligibility Import Wizard

his wizard will guide you through mapping and importing data into the database.

Step 1. Select "New Import Mapping™ to create a new import or select a saved mapping. H

Saved Import Mappings

[l

test import mapping

Recorded FRAM WebEx URL is: http://tinyurl.com/FRAMWebEx.

Sea captains have their own language: port, starboard, bow, and stern. As landlubbers you
have to translate that: port=left, starboard=right. The same is true with the POS system and
Campus. Values from the POS system will need to be translated into values that Campus is
familiar with: sometimes called a crosswalk. This is the purpose of the data import mapping
in Infinite Campus. In this step you will determine the sequence of the fields and how the
values from your POS map to Campus. The wizard provides you with step by step
instructions. Further assistance is available through the recorded WebEx and the
documentation through Infinite Campus Community.

One important point: the data export file and the steps to import the file will be the same
for all using the same POS system as you. Network with each other to share information
and tips. The major systems of LunchBox, Horizons and NUTRIKIDS all have several
customers in the state.
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Launching
Configure the Infinite Campus data import

na._ - [] 1

FRAM>Eligibility Iimport Wizard>Scheduled imports

User Name Password
test sssssne
Protoco Host . Domain
FP v 10.1.1.10 '

Directory Path

| Scheduledimports The file name in this directory path must
e file name in this directory pat

Frequency Type Frequency Scheduled Day
@ Daily
O weexly
O Monthly
[ Test Connection ] [ Test Import ] [ Run Import ]

Once you have set up the data import file you next configure the data import process: how
to access the file and the frequency of the data import. This is where you will require the
assistance of your IT administrator. You will name the process, locate your data import
mapping and then set the values for the data import. In this example we have named the
data import job as Knox POS, selected the eligibility import mapping of Knox_POS that we
previously built, set up the values on how to access the file (user name, password, etc.) and
then determined the frequency.

Good Tip: always click on any buttons in Campus that allow you to test: connection,
import, etc.

[Questions]





Navigating
Data Entry of Eligibility
FRAM>Eligibility

A etigibility |

& save ] new ¥ Deiete
Eligibelity Editor

Eligibi

{ Will automatically end
date one day prior to
current record’s start
date

Certified Type Appication Name

Start Date EndDate Reference Number
082172011 5] o502 F
Siate Esgibiity Code

4104 Reduced Lunch-Eligible

11 -

During the school year | presume many will use their POS system to manage student’s meal
eligibility information but | wanted to provide a short refresher on doing so in IC. Begin by
clicking on the Eligibility tool under FRAM. You will find the student in Campus by using the
student locator. The Eligibility Editor displays a summary of the student’s meal eligibility.
The Eligibility Editor tracks both the current and previous meal eligibility information.

| added a callout here on the eligibility end date. The previous record will automatically end
date one day prior to the current record’s start date. In this example, the start date is
September 215t The previous record’s end date—which was June 30th—changed to
September 20t upon entry of the new record.
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Navigating
Data Entry Tips

1. Ensure you are in the correct year and are in ‘Aii Schoois’
and ‘All Calendars’.

Year | 10-11 ~ | School | All Schools ~ | Calendar All Calendars ™

2. Use the toggle switch to turn on/off the navigation menu.

3. Double-check your work.

Here are suggested tips for working within Campus. If you cannot see ‘All Schools’ as an
option in the dropdown menu please contact your IT administrator to obtain that tool right.
They will need to give you access.
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Reporting ot
Report Options
Infinite Campus aiiows for:
* Pre-defined reports

— FRAM>Reports

* Ad hoc reports
— Ad Hoc Reporting>Filter Designer

Several reporting options are available in Campus. Your district policy will determine the
level of access you can receive. The pre-defined reports provide a standard reporting
format and do have some flexibility on what can be reported, in terms of date ranges and
schools. Ad hoc reports allow you a wide variety of options, including which fields to show
on the report and the sort order. With ad hoc reporting you can also export the results to
Excel by using the data export tool. This is useful for sharing data.

24
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Reporting e
Ad hoc reports - Instructions

Instructions for producing ad hoc reports will be
communicated to Food Service Directors and
student information system contacts. This will
include ad hoc reports on meal eligibility for:
—Enrollment tab - school year 2010-2011 and
prior
—FRAM module - school year 2011-2012 and
forward

Instructions for pulling meal status information will be shared with the KSIS points of
contact and yourselves by way of email. The instructions will specify exactly which fields
the ad hoc query should include. District staff query meal eligibility on a regular basis so

this will be helpful to them.
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Ad hoc reports - Training
Infinite Campus University offers training on

creating and running ad hoc reports. Search for
ad hoc report training on ICU.

Training on ad hoc reporting—both basic and advanced techniques—are available through
Campus. Ad hoc reporting is a powerful within Campus if you have the resources to invest
init.





SY 2010-2011

Meal eligibility on the enroliment tab wili
still be active through mid-July.

Updates to meal eligibility can be made for
mandatory state reporting for the 2010 -
2011 school year.

| wanted to remind you that updates on meal eligibility can be made within Infinite Campus
for 2010-2011 school year. Districts are compiling their SAAR report for submission to the
state and are heavily scrutinizing the data.
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Infinite Campus

R N e B e e e e ]

a M PETRET 1)
Tooldinipus COIITniuriy

— https://id.infinitecampus.com

Resource guides, forums

* WebEx Sessions

— http://icu.infinitecampus.com

FR 1113: Free & Reduced Data Management

FR 1126: FRAM Eligibility Import Wizard (Avail. Sept./Oct.)
FR 1116: Free/Reduced Data Management

Several training resources are available to districts. All Infinite Campus WebEx sessions will
be free at least through the end of October.
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SCN

* Recorded FRAM WebEx session

tp://tinyurl.com/FRAMWebEx

* Newsletter Archive
— http://scn.ky.gov/NewsLetterArchive.htm

* Angela Voyles (angela.voyles@education.ky.gov)

* Brad Blunt (brad.blunt@education.ky.gov)

Please let us know if we can be of any assistance.
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