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Chapter Highlights

Overview
Definitions

Feature Overview

DirectMatch Flow

DirectMatch Flow

Security

System Requirements

Overview

eScholar DirectMatch™ (DirectMatch) module within eScholar Unig-ID® (UniqID) is
designed to help States and LEAs/Districts quickly and accurately determine the eligibility
of children for free and reduced school meal programs through the Direct Certification
(DC) process.

The DirectMatch module allows users to:

Match student enrollment data against program records to determine eligibility
using both deterministic and probabilistic matching algorithms.

Support multiple agency programs such as the Supplemental Nutrition Assessment
Program (SNAP), Temporary Assistance for Needy Families (TANF), Medicaid,
Foster Care, and Migrant students.

Submit person records to the DirectMatch application via Batch mode, manual
entry, or by directly sourcing student enrollment data from eScholar Person ID.
Resolve Near Matches at the LEA level directly through the User Interface.
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e Review and Audit match results within the system at any point in time.

e Download results through the User Interface.

Definitions

Important definitions and terminology are described below.

TERM DESCRIPTION

Batch A Batch is created in the application when a user submits more
than one record at a time using the Person ID or Upload File Match
Option. Each Batch created by the application is assigned a Batch ID
to uniquely identify the submission.

Each record in a Batch creates a single Transaction. For example, if
an Upload File submission has 5 records a Batch is created with 5
Transactions.

In all versions prior to Version 2020, Batches were created for all
submissions but beginning in Version 2020 only multiple record
submissions or submissions via Upload File will be created as a
Batch.

Breadcrumb This is used to reference the navigation path for where the user is
located in the application. For example, Home > Match Options
indicates that the user is on the Match Options page.

CDF Customer Defined Field. A System Administrator can configure up
to 11 CDFs in the system.

Deterministic ~ One of many types of matching that is performed during the Match
Matching Process. This type of matching typically searches for an exact match
between the two records.

Master Index The Index Record is an individual record from the Master Index
Record referencing one unique student.

Local ID The identifier that is created by the source of the data. For
example, if the data is generated by the SIS, the Local ID would be
the internal identifier created by that SIS.
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Master Index  The Master Index is all unique records in UniglID for the student
population. This data is provided by Districts/Schools for students
currently enrolled in the location.

Match When the application is performing the Match Process, a list of

Candidate possible Match Candidates will be generated. This is a list of all
potentially matching students, but the Match Score is utilized to
determine if the Match Candidate is a match or not.

Match After a Match Score is applied to each Match Candidate, the Match
Decision Decision will be generated and can be a Match, No Match or Near
Match. Each option is described below in detail.

Match S
ateh >core The Match Score will range from 0-100.

Near Match A System Administrator can configure a Lower Near Match
Thresholds Threshold and an Upper Near Match Threshold. This setting
determines if a Match Candidate is forced to a Near Match.

Probabilistic One of many types of matching that is performed during the Match
Matching Process. This type of matching measures the probability that two
records represent the same person using a statistical approach.

Program Index Each program that is available in DirectMatch has an Index, which is
the individual records associated to the program. For example, the
SNAP Index consists of all the SNAP records loaded by the State.
This data may contain duplicates, but the primary purpose is to
identify all the students that are eligible for that specific program.

SIS Student Information System. This refers to the local system that the
District/School utilizes for student data.

State Batch When the State submits a match request via the Person ID Match
Option, the application creates a State Batch for the grouping of
records. In this case, the Program Records in the Program Index are
matched against the Master Records

Submission The Submission Record is an individual record from Person ID,
Record Upload File, or Individual Match process that was submitted for
matching to be matched against the Program Index.

eScholar DirectMatch User Guide 15 Last Revised: July 17, 2024



Transaction A Transaction is created for each record that is processed by the
application. A Transaction is created when an individual record is
submitted via Individual Match and for each record in a Batch.

Each record in a Batch creates a single Transaction. For example, if
an Upload File submission has 5 records a Batch is created with 5
Transactions.

In all versions prior to Version 2020 Transactions were not used.

Feature Overview

The table below provides an overview of each feature. Detailed information is provided
within the chapters for each feature.

FEATURE DESCRIPTION

Batch Profile

CEP Manager

Home/Dashboard

Match Options —
Address Match

Match Options —
Individual Match

The Batch Profile provides detailed information about a specific
Batch, including the creation date, creation user, and status. The
Batch can also be downloaded from this page.

CEP Manager enables users to view and submit Population and
Elections data for the Community Eligibility Provision process.
This enables districts to get reimbursed for meal programs based
on the percentage of students eligible for free meals.

The Home/Dashboard feature enables users to view Recent
Activity for Batches and Transactions.

The Match Options — Address Match feature enables users to
search for potential matches between the SNAP data and Person
ID data. The page will list all the potential matches with an
option to Match or cancel the potential match. If a record is
matched via Address Match, it will be identified as a DC
Extended Match.

The Match Options — Individual Match feature enables users to
enter person details such as Last Name and First Name to match
against a selected Match Type. This submission type will
progress through the Match Process and will generate a Match
Result of Match, No Match, or Near Match.
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Match Options —
Manual
Authorization

Match Options —
Person ID

Match Options —
Upload File

Person Profile

Reports

Search

Transaction Profile

User Profile

The Match Options — Manual Authorization feature enables
users to do a manual override by entering a Match Type and
Start Date for a specific program. Typically, this would only be
used if the student has not matched via one of the other Match
Options and there is a verification of program eligibility.

The Match Options — Person ID Match feature enables users to
match eScholar Unig-ID Person ID data against the selected
Match Type. This submission type will progress through the
Match Process and will generate a Match Result of Match, No
Match, or Near Match for each record.

The Match Options — Upload File Match feature enables users to
upload a file with person records to match against the selected
Match Type. This submission type will progress through the
Match Process and will generate a Match Result of Match, No
Match, or Near Match for each record.

The Person Profile provides detailed information about a specific
person, including the Master, Direct Match, and Overview data.

The Reports feature includes a listing of all the available reports
in the application. A System Administrator can enable/disable
reports so Reports may not be available to all users.

The Search feature enables users to find a specific student or a
group of students. The page includes a search form and a
Download option.

The Transaction Profile provides detailed information about a
specific Transaction, including the creation date, creation user,
and status. The Transaction can also be downloaded from this
page.

The User Profile provides detailed information about a specific
user, including the creation date, username, and status.
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DirectMatch Flow

The application includes a proven Matching Process that includes 7 steps as outlined
below. This process ensures that records are submitted to the application and results are
returned to the user.

High Level Process Overview Diagram

® ® o
& rTrYT?T?TTY SUBMISSION:

. Data can be submitted via File Upload, Web Services,

P i’ e Online Entry, SIF, or AFP.
PRE-PROCESS:
PRE-PROCESS File and data validations are performed to ensure data

quality and master data is indexed.

SEARCH:

EAR A search is performed using matching fields such as name, date
S CH of birth and address and matching rules are applied.

REFINE:

Apply matching rules and perform secondary searches as
appropriate.

SCORE:

A score is generated for each potential candidate with a 0-
100 range and additional matching rules are applied.

RESOLVE:
RESOLVE The Match Decision is generated as a Match, No Match or Near
Match. Near Matches require human intervention.

LINK:

Each person has a unique identifier which can be downloaded or
returned via Web Services, SIF or AFP.
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Decision Level Flow Diagram

Submit Match Request

v

Are there data validation errors? _‘°Cance| Error Records

4
N

Is the match request for “All Districts"? Create a State Batch

i
N

:

Was it a Person ID or Upload File
Match Option submission?

o N

Create a Create s Search, Refine, and Return Match
Batch Transaction(s) Score Match Candidates Decision

Score below Lower Threshold Score above Upper Threshold

NO MATCH: NEAR MATCH: MATCH:
Create an ID Resolve Assign ID

N
User Decision: Is

it a Match?

Submit Data (Initiated by a User)

An authorized user can access DirectMatch Match Options to perform a Person ID Match,
Upload File Match, or Individual Match. All Person ID match requests utilize the existing s
enrollment data to match with the Program Index. Records submitted are considered
Submission Records throughout the process.

Pre-Process (Completed by the System)

Once the submission request is received, DirectMatch will verify the file format for the
Upload File submissions and will perform data validations. Fields such as Gender will be
validated for valid values. If the file contains errors, the records will be canceled by the
application. If the submission is successful, the application will create a Transaction for
each record in the file/submission and a Batch, if appropriate. (See Batch definition).
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Search (Completed by the System)

After all file and data validation is completed, DirectMatch will begin the Match Process.
The initial step of the Match Process creates the “Submission Records” to perform
matches against the Match Source. The Submission Record source and the Match Source
vary by how the request is submitted.

If a District submits the request, a Batch is created and the match is completed using the
District data from the Person ID (Unig-1D), Upload File or Individual Match Record against
the Program Index Records. If the State submits the request, a State Batch is created, and
the match is completed using the Program Index Records against the Person ID data.

The method for matching in a State Batch is completed by using the
Program Index against the Person ID. By searching the Person ID data,
the State Batches can be processed more efficiently than searching from
Person ID against the Program Index. A Program Index may have
400,000 records, while the Master/Person ID Index may have 1,000,000
or more records. This means that fewer records are submitted through
the Matching Process, helping to speed up the processing.

Batch

When a submission was completed by a District or a single district is selected in Match
Options, a single District Batch is created. In this case, the application performs a search
using the records that were submitted via Person ID, Upload File, and Individual Match
and compares the records to the Program Index data. The Submission Record is the
record from the Person ID, Upload File, and Individual Match.

State Batch

When a submission was completed by the State or All Districts is selected in Match
Options, a State Batch is created. In this case, the application performs a search using the
Program Index Records compared to the records that were submitted via Person ID.

Refine (Completed by the System)

During the Refine step, the system will apply Matching Rules, including Force Near Match
Rules, Match Thresholds, and others, to identify potential matches. Additional searches
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may also be performed during this stage. This step may increase or decrease the number
of Match Candidates based on the rules and/or secondary searches.

Score (Completed by the System)

After the system has performed the searches and applied the rules, DirectMatch will
score each Match Candidate. The score will range from 0-100.

Resolve (Completed by the System and/or Completed by the User)

During the Resolve step, DirectMatch will decide the Match Decision of Match, No
Match, or Near Match based on the Match Score and Match Rules.

The Match Thresholds for determining if a record is a Match, No Match,
or Near Match are configured by a System Administrator and may differ
for each installation of the application.

Match Threshold Overview

The diagram below illustrates the different match tiers with suggested Match Thresholds.
These thresholds may vary for each implantation.

MATCH 89% - 100%
Record meets the match threshold based on search criteria and
rules. Records can be linked together.

NEAR MATCH 84% - 88%

Record is within the near match threshold and a user must review to
determine the Match Decision. This threshold is configurable.

NO MATCH 0% - 83%

Record does not meet the match threshold and no matching
record is available.
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Match
There are two ways a Match decision can be generated.
= The system generates the Match decision during the Match Process
= The user generates the Match decision during the Near Match Resolution Process.

If the result is a Match from the Match Process, the Submission Record matched to one
Match Candidate with a Match Score above the Upper Near Match Threshold. In this
case, the Submission Record will be linked to the Index Record. A user can also make a
Match Decision from the Near Match List or Compare Record page.

No Match
There are two ways a No Match decision can be generated.
= The system generates the No Match decision during the Match Process

= The user generates the No Match decision during the Near Match Resolution
Process.

If the result is a No Match, the Submission Record did not match to any Match
Candidates, indicating there were no Match Candidates above the Lower Near Match
Threshold. A user can also make a No Match Decision from the Near Match List or
Compare Record page.

Resolve Near Matches

If the result is a Near Match, the Submission Record matched to one or more Match
Candidates with a Match Score between the Lower Near Match Threshold and the Upper
Near Match Threshold. Only the system can resolve to a Near Match. When a Near Match
decision is made by the system, a user must intervene and make a Match or No Match
decision or must cancel the Submission Record.

Link (Completed by the System)

When records are matched by the system or a user, the Submission Record will be linked
to the Index Record and will be identified as a match for the specified program.
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Security

All users must have a registered and active account to log into DirectMatch. The
authorized user must create the account and the user must complete the account setup
process before the user can log in.

DirectMatch utilizes an email address to uniquely identify a user. LDOE is the authorized
user when accounts are created for the district’s security coordinator. At the district
level, the security coordinator is the authorized user who will create accounts for users
within the district.

DirectMatch employs feature level restrictions and data level restrictions which may alter
the experience in the application for the user. Feature Authorization and Data
Authorization are controlled by the System Administrator.

Feature Authorization

Each user is assigned to a role or multiple roles by a System Administrator. These roles
are granted permissions to specific features and privileges. The application includes over
15 roles, allowing administrators to control access to features. For example, Match
Options File Upload may not be enabled for all user roles.

If a feature is described in this document, but not visible in the application to
you, your role assignment may not include the permissions to that feature.

Data Authorization

Each user is assigned to one or many districts and schools. The application enables
System Administrators to grant access to data by location (District/School). A user is
restricted to uploading and editing students that are assigned to the same locations. For
example, a user assigned to District A cannot upload data on students for District B.

System Requirements

The application utilizes Adobe Acrobat and Microsoft Excel for reports provided in the
application. Users should download Adobe Acrobat from http://get.adobe.com/reader/.
Microsoft Excel or an Excel reader can be used.
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W About Version 2020

Chapter Highlights
=  What'’s New in Version 2020

= Version Comparisons

What’s New in Version 2020

DirectMatch Version 2020 includes many of the same concepts as Version 11, but some
features have been renamed and added to the application. The user interface was also
refreshed and enhanced. The differences between Version 11 and Version 2020 are
described below.

New Features

FEATURE DESCRIPTION

Manual This new feature enables authorized users to complete a manual

Authorization override/insertion of program data for a specific student. If a student
is eligible for a program but does not match to the data via one of the
matching methods, a user can insert the program data for the
student. All Manual Authorizations are tracked so that the records
can be identified as a manual entry.

Address This new feature enables authorized users to perform an DC

Matching Extended Match from SNAP matched students to Person ID using
address data. When a student is matched for SNAP, the address will
be available within Address Matching. The application will display the
matching address and any students residing at the same address.

CEP Manager This new feature enables authorized users to review and submit CEP
data to the State.

Recent Activity This new feature enables users to view their most recent match
request activity in the application. For example, the 5 most recent
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FEATURE DESCRIPTION

pending records and complete records will be available from the
Home / Dashboard page.

Match History  This new feature enables users to view all their match request
activity in the application.

Naming Convention/Feature Name Changes

VERSION 11 VERSION 2020 FUNCTION

My Students Search Enables users to search for and view a list
of students eligible for a program and to
download the data.

Online Entry Individual Match  Enables users to enter one student at a
time into the match process for a specific
program.
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Version Comparisons

Menu/Navigation Options

FUNCTION VERSION 11 VERSION 2020

Navigation Menu DIRECTMATCH

Dashboard
Match
My Students

Accessing the DIRECTM&V
DirectMatch Dashboard 4

Dash H
ashboard/Home ok

Page
& My Students
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FUNCTION VERSION 11 VERSION 2020

Accessing the DIRECTMATCH

Match process Dashhuar{/
Match

My Students

o
©
el
[a]
R

Accessing DIRECTMATCH

Search/My Dashboard
Students
Match

My Students

Download Batch Feromata0s v & :
Actions

Download

View Transaction Details
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FUNCTION VERSION 11 VERSION 2020

Download Students

DOWNLOAD OPTIONS Ej

Dashboard/Home Page

Version 11

- Dashboard ?

FILTER

District 1[0009] ¥

All v All L 4 03/12/2021 Match Date Desc v
EA EXTRACT NEXT A

TANF 021672021 16:19 Online 1324 0009 0000 Match interrupted 1of1

SNAP 02/1112021 16:15 Online 1323 0003 0101 Match Completed 1011 File Format 3.0+ ~ &
SHAP 021112021 16:13 Online 1322 0008 0101 Match Completed 10f1 File Format 3.0+ ~ =
SHAP 02/11/2021 16:13 Online 1321 0000 0101 Match Completed 10f1 File Format 3.0+ ~ &
SHAP 02/1112021 16:05 Online 1320 0009 0101 Match Completed 1of1 File Format 3.0+ ~ &
SNAP 0211112021 16:03 Online 0009 0101 Match Completed 10f1 File Format 3.0« ~ &
SNAP 02/11/2021 08:38 File 1318 0000 0000 Batch does not contain any records to process. 001 v &
SNAP 0201112021 09:31 File 1317 000 0101 Batch does not contain any records 1o process. 0ol 1 3 v &
SNAP 0210212021 1224 File 0009 0000 Match Completed 1of1 File Format 3.0+ ~ &
SNAP 0210212021 12:23 Flle 1315 000 0000 Match Completed 1011 File Format 3.0+ ~ &
SNAP 0200212021 12:21 File 1314 0003 0000 Batch does not contain any records o process. Qo1 v &
SNAP 020272021 12:19 File 1313 0009 0000 Rejected. oot0 nat 3.0 v

SNAP 0210212021 12:19 Online 1312 0009 0000 Match Completed 1011 File Format 3.0+ v &%
SNAP 02/01/2021 15:41 File 1307 0009 0000 Batch dogs not contain any records 10 process. 00189 nat 3 v &
SNAP 02/01/2021 13:40 uID 1305 0008 0000 Near Matches / Duplicates Found 10110151 &%
aNnap 2421 1196 Fita 1m nona nnt Ratrh dnas nnt rantain any rarards 1o arnress naf1on [— - nOWNT NAN fad
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Version 2020

Recent Activity

TRANSACTIONS  BATCHES

Pending - 5 Most Recent

Transaction Info
924
File

905
File

File

Completed - 5 Most Recent

Transaction Info

927

Web

916
Persan 1D

887

File

825
File

823
Individual

Match Type

SNAP

SNAP

SNAP

SNAP

SNAP

Match Type

SNAP

SNAP

SNAP

SNAP

SNAP

Location Info

Acadia Parish (027
Brownfieids Elementary Schoof

Acadia Parish (
Brownfieids Elementary Schoof (027016)

Acadia Parish |
Brownleids Elementary Schoeol

Acadia Parish (027
Brownfieids Elementary Schoof

Acadia Parish (
Brownfieids Elementary School

Location Info

Acadia Paris|
Brownfleids Elementary Schaol

Acadia Parish (
Brownfields Elementary School {

Acadia Parish (027
Brownfieids Elementary Schaol |

Acadia Paris|
Brownflelds Ei

xmentary Schoof

Acadia Paris|
Brownfields Elementary School
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Process Info

04/06/2020
300 PM

04/05/2020

) PM
04/05/2020

3.00 P

04/03/2020

04/02/12020

3.00 PM

Process Info

04/06/2020

3:00 P

04/06/2020
PM

Batch ID Status Info

¥ ;mzing: Request Received

" ;r;i:g: In Progress

L ;r;ing: Request Queued

e ;r;in_g:_nearmatches

5 ;r:ii:g: Emors

Batch ID Status Info

o Compleed.

e Complted

o Complted

i Compieed.
Compeaa

View Past7 Days | View All »
Actions

.
Refresh =
N

.

Refresh H
.

Refresh =
H

.

Resolve .
.

.

view ¢

View Past7 Days | View All »

Actions

Last Revised: July 17, 2024



Match Options

Version 11
tch - Match ?

SUNSID UPLOAD FILE ENTER ONLINE

Match To* ~
LEA® 0008- District 1 v
Building* Al Buildings -

CLEAR MATCH

Version 2020

Match Options

PERSON  ADDRESS

Match Option Person ID Upload File  Individual Match ~ Manual Authorization
District All Districts  Specific District

School All Scheols

Match Type
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My Students/Search

Version 11

Direct - My Students ?
FILTER "
Bul
District 1[ 0003 ] v All Building | 0008-0000 | v SNAP v
sTATUS By 0 MATCH SCHOO! SORT

Match ~ SUNSID ~ 2019 Last Name Ase w LTER RESULTS

SUNSID NAME ST HAME LEA BUILDING GRADE LEVEL LocALID SOURCE  Dss MATCH DATE mATCH
1007334142 Adams Grant 05/20/1999 FEMALE 0009 0000 Grade Level 4 002 MDE 000001102 Yes 091072018 o8
1048804006 Arredondo Kurt 06/30/1996 MALE 0009 0000 Grade Level 2 003 MDE 000001012 09/10/2018 98
1004669291 Dempster Aaron 09/08/1991 FEMALE 0009 0000 Grade Level 4 006 MDE 000000007 Yes 09/10/2018 9%
1007055634 Gotay Anna 03/23/2000 MALE 0009 0000 Grade Level 4 002 MDE 000001383 Yes 09/10/2018 98
1004052553 Jiménez Aana 05/18/1986 FEMALE 0009 0000 Grade Level 4 004 MDE 000000003 Yes 091012018 98
1003707742 Lee Aaron 10129/1996 FEMALE 0009 0000 Grade Level 4 003 MDE 000000005 Yes 091012018 98
1045071009 Logan Doug 11/11/1996 MALE 0009 0000 TEST 009 MDE 000001369 Yes 091012018 98
1386151002 Mabu Ashley 07/03/1992 FEMALE 0009 0101 Grade Level 4 212763528317 MDE 000002285 Yes 09/11,2018 94
9440431776 Mabu Luis 09/07/1996 FEMALE 0009 0101 Grade Level 2 341674768668 MDE 000003748 Yes 0911172018 94
4663708138 Mabuta Sue 03/0122000 FEMALE 0009 0101 Grade Level 3 619335465745 MDE 000002828 Yes 091172018 95
2102292371 Mates Valerya 011711995 FEMALE 0009 0101 Grade Level 2 755450515624 MDE 000005076 Yes 09/11/2018 95
3815837987 Mates Lance 0412711990 FEMALE 0008 0101 Grade Level 4 185887884151 MDE 000003751 Yes 09/11/2018 95
.
Version 2020
Search Options
Identifier : Match Type : District : School : School Year :
£ Acadia Parish (027) v ~ 2020 ~
Search Results B
Earliest
State ID Name Gender Grade Location In 1D Info Eligibility Types Identified Date Actions
Multile Districts 008 st (Shan
037948087854 Allan, Keith 02i05/2011 Male # = o s 101112019 »
sitip! 30lS LDOE
TANF
Acadia Parish (0
737558980763 Davidson, Justin 08/12/2010 Male 12 a SNAP 1011172019 »
!
Acadia Parish (027
938048087788 Fisher, Sally 09/09/2010 Female 4 Benjamin Frankiin Etementary Math ard Science Schoo/ SNAP  TANF 1011172019 »
Acadia Parish
Campbell, Hannah  05/18/2009  Female 5 Benjamin Frankiin Elementary Math and Science Schoo! Foster | SNAP 1011172019 »
Acadia Parish (0. o012
937948999652 Martin, Kevin 11111/2008 Male 6 2 B SNAP 101112019 ))
Brownfields Elementary School (0
Acadia Parish
743489885423 Miller, Morgan 08/12/2008 Female B SNAP 1011172019 »

Brownfields Elementary School
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M Getting Started

Chapter Highlights
= Qverview
= |loggingln

= Resetting a Password

=  User Interface Overview

=  Main Header (Main Navigation)

= Side Navigation

=  Main Content Area

= Actions/lcons

=  Footer

Overview

This User Guide can be used by DirectMatch users to better understand how the
application works. The guide includes an overview of each feature, screenshots, and
lessons for specific actions.

The guide includes this Getting Started chapter and is then split into a chapter per core
feature. Each chapter will include a “Chapter Highlights” with bookmarks/links to the
sub-sections within the chapter.

The guide will also include alerts/messages, including:

This indicator is used to highlight an important fact or detail about a
feature or process.
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This indicator is used to describe/define a specific term or reference
that is used.

Logging In

To log into DirectMatch a System Administrator must create an account for you. When
the account is created by the System Administrator, you will receive an email from
DirectMatch prompting you to complete the account setup process, including adding
your password. Once the account setup process has been completed, you can log into the
application.

The account setup email will include the DirectMatch URL
(https://secureid.ldoe.la.gov/uid/login) but you can also check with your System
Administrator for the URL. When the DirectMatch URL is accessed, the application will
display a Log In screen as shown below.

DirectMatch has specific rules for a password to ensure the security of the account. The
password must meet the following rules:

= Atleast 1 lowercase letter.

= Atleast 1 uppercase letter.

= Atleast 1 number.

= At least 1 special character (!|@#5%**&).

= Must be 5to 15 characters.

Lesson: How to Log In

1. Access the DirectMatch URL. (https://secureid.ldoe.la.gov/uid/login)

2. Enter the email address. The email address is the username.

3. Enter the password.
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Log in to your account

Enter Email Address
abbyjones@millroad.edu

Enter Password

Remember Me

Lost your password?

4. Click the Log In button.

5. The application will authenticate the email and password entered on the form. If
the user is authorized to access the application, the DirectMatch Dashboard will
be displayed for the authenticated user.

a. If the email or password is invalid or the user does not otherwise
authenticate, an error will be returned on the Log In page.

EI eScholar Unig D@

&) Error Logging In

Enter Email Address
Jayanthi Sothirajah@la.gov
Enter Password

[1Remember Me

Lost your password?
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Resetting a Password

If you lose your password or cannot remember it, DirectMatch enables users to reset
their password by clicking the “Lost your password?” link on the Log In page.

Lesson: How to Reset a Password

1. Access the DirectMatch URL (https://secureid.ldoe.la.gov/uid/login)

2. Click the Lost your password? Link on the Log In page.

Log in to your account

Enter Email Address
Enter Password

Remember Me

Lost your password?

3. The application will display the Lost Password page which includes instructions for
resetting the password.

4. Enter your email address.
5. Click the Send Reset Link button.

6. When the Send Reset Link button is clicked by the user, the application will email
a password reset link to the email address supplied in the form.
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7. Follow the instructions in the email to complete the process.

a. If you do not receive the email, please be sure to check your Junk Mail.

Lost Password

Follow these steps to reset your account.

1. Enter your email address
2. Check your email and click on the password reset link
3. Follow the instructions and reset your password

Enter Email Address

Send Reset Link

< Backto LogIn

User Interface Overview

The user interface is responsive and can be viewed on a web browser, mobile device, or
tablet by an authorized user. The information below describes the user interface
components to help users to understand how to navigate the application.

The user interface is divided into the following categories: Main Header, Side Navigation,
Main Content Area, and Footer.
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All screenshots shown in this document contain fake data. No real
student data is displayed in any of the screenshots.

Main Header (Main Navigation)

The Main Header of the application includes the application name, an application picker,
user information, breadcrumb section, and page actions.

[ o ID® e e -
'E| eScholar Unig-1D DirectMatch g | Andrea Hartman 9

Application Picker

The Application Picker will allow authorized users to switch between the eScholar Unig-
ID® applications, including Location ID, DirectMatch, and Person ID. The Application
Picker will only list the applications that the user is authorized to access.

K& eScholar Unig-ID® DirectMatch ~ £\ | AndreaHariman @

User Information

The User Information section includes the name of the user and a person icon. The
person icon enables access to the user details menu which includes the email address,
phone number, roles, and groups for the user and a Sign-Out link. If authorized the user

can click the Edit Icon ( @ ) to update profile details.

Icon/Image(s) Description

Robert Smith 9 Lists the full name of the user.
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Displays user first and last name, email address, and

phone number (if available) and includes a Sign-Out

9 Fober - button.

B9 rsmith@district.edu

rrrrrrrrrr The Edit icon ( 4 ) will be available for users who
can edit User Profiles.

[ Sign Out

Breadcrumbs (Navigation Path)

The breadcrumbs provide the path/location of where the user is in the application and
offers clickable links to return to previous pages.

k& eScholar UnigID® DirectMatch ~

Side Navigation

The Side Navigation menu provides easy access to all the core functions within the
application. The menu can be expanded or collapsed using the > icon. Each navigation
option is described in more detail below.

Collapsed Menu Expanded Menu
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MATCH OFTIONS

Menu Options

Depending on feature authorization, the following menu options will be available. If an
icon is not available, the permissions to the feature are not available to the user role.

Feature Description

0} Home/Dashboard | Refer to the "Dashboard".

Match Options Refer to “Match Options”.

@ MATCH OFTIONS

CEP Manager Refer to “CEP Manager”.
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=

Reports Refer to the "Reports".
E Search Refer to the "Search Options".
Sign Out When the Sign Out icon is clicked, the
application will log the user out of their
session and return to a Log In page.

Main Content Area

The Main Content Area of the application displays the specific data, functions and
options that are available for the selected component/navigation item. This may include
panels, data grids, charts, and actions.

Panels

Panels consist of an arrangement of information grouped together such as the Recent

Activity panel on the Home page.

Data Grids

Data grids have a column/tabular view of data and allows for sorting and filtering on the

columns.

Transaction Info = Match Type = Location Info &

i SnAP
i Snap
% SnaP

SNAP
ol swap

Acadia Parish (027

Brownfields Elementary School (027018

Acadia Parish (027

Brownfields Eflementary School (027018

Acadia Parish (027

Brownfields Elementary School (027018)

Acadia Parish (027

Brownfields Elementary School (027015

Acadia Parish (027)

RBrownfinlds Flemeniarv Schonl 127048

eScholar DirectMatch User Guide

Process Info 5 Batch ID =

v
oy =
e
04..'011'2020 918

Status Info 5

Pending: Request Received

Pending: In Progress

Pending: Request Queued

Pending: Near Matches

Pendina: Errors

Actions

Reiresh

Refresh

Refresh

Resolve

View
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Data Lists

Data lists contains views of data in a list or non-tabular format. It does not typically allow
for sorting but may include filtering.

My Activity

=i May Report to USDA report is
v il

= ready to download

() Start download

© 04/30/2019 08:32

FNS-834 repori is ready fo
download

e :. )
NI

© 043020101

Ep

Start download

ﬂ September Report to
I I USDA reperi is ready o download

(¥) Start download

Ep

Charts

Charts such as the Near Match Score Chart are a graphical representation of the data.

NEAR MATCH 1
ID 1002345678

94%
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A System Administrator can customize field labels in the application,
therefore some field names in this document may vary from the field
labels displayed in the application.

Actions/Icons

The action icons facilitate user navigation and operations within the application.

Navigates To

» Drill In Navigates to the next level detail
screen.
K« Drill Back Navigates back to the previous screen.
- Multiple Actions When there are more than 2 actions

available, this icon may be used. When
clicked, it will display a drop-down
menu which includes all the available
actions. The actions within the menu
should be clicked to initiate the action.

EJ? Edit Edits the details of a location, group,
rule, system property or user.

@ Delete or Remove Remove a location from a group or
delete a user from the system.

D Next View the next panel or screen.
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q Previous View the previous panel or screen.

o View Details Show more details.

o Hide Details Show fewer details.

© Start Downloads Begin downloading the report.

s Refresh Refreshes the data grid, list, or panel

with the most updated information.

Sort Sorts the column in the list/grid.
Clicking 1-time sorts ascending order
and clicking 2 times sorts in descending
order.

Alert Indicates an alert/message for the user.

Lesson: How to Sort Data

1. Click on the Sorticon ( * ) to the right of the column name to be filtered.
2. The application will sort the data grid.

3. To reverse the sort, click the Sort icon ( ~ ) to the right of the column name again.

Lesson: How to View Records Using Pagination

1. If there are more than 25 records are available in the data grid, the application
will include a pagination function at the bottom of the data grid.

2. To paginate, click the numbered buttons, Next or Previous buttons.

1-250f 38 n 2 Next
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Footer

The Footer of the application displays the application version and eScholar copyright
information.

e3cholar Unig-1D@& Version 2020 | @ 1997-2020 eScholar LLC, ALL Rights Reserved
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W Dashboard

Chapter Highlights
= Qverview

= District/State Summary Panel

= Recent Activity Panel

= Quick Tips

Overview

The Dashboard is the landing page for the DirectMatch application and provides users
with quick access to the Transactions/Batches. Once a user successfully logs into the
application, the Dashboard/Home Page will be displayed depending on their user role. If
a feature is not visible, the permission to that feature may not be enabled.

The main goal of this page is to enable quick access to recently processed Transactions or
Batches and for next steps. From the Dashboard, users can easily access the next steps,
such as resolving near matches, downloading data, viewing Transaction information, or
reviewing statuses.

The screenshot below displays the Dashboard including the Summary Panel, Recent
Activity Panel, Quick Tips Panel, and the actions that are available from this page. Please
read each section below for more details.

District/State Summary Panel

Summary displayed on the Dashboard includes:

LEA Users

When the user is an LEA-based user, the application will display the District Summary
Panel which includes the count of Schools that the user has access to in the application.
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District Summary

Schools

135

State Users

When the user is a State-based user, the application will display the State Summary Panel
which includes the count of Districts that the user has access to in the application.

State Summary

Districts

44

Recent Activity Panel

Recent Activity displayed on the Dashboard includes a Refresh Action Button, Drill into
Action Button, Transaction Tab, and a Batch Tab. The Panel and Grid Action Buttons
enable the user to perform specific actions related to the Recent Activity Panel as
described below. The Transaction Tab displays all the individual records that were
processed by the application, while the Batch Tab lists all the Batches that were
processed by the application. A Batch is a group of Transactions that were requested at
one time via a File Upload or a Person ID Match Options submission.

Panel Action Buttons/Links

Recent Activity m Action Buttons S

BATCHES
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ICON ACTION DESCRIPTION

When clicked, the Refresh button icon will
4 Refresh refresh the Recent Activity Panel with the latest
Transactions/Batches and Statuses.

When clicked, the Drill In button icon will
» Drill In navigate to the Match History page. Refer to
the Match History page for more information.

When clicked, the “View Past 7 Days” link will
View Past  navigate to the Match History page with a view
7 Days of the past 7 days. Refer to the Match History
page for more information.

View Past 7 Days

When clicked, the “View All” link will navigate
to the Match History page with a view of all

Transactions (Pending or Completed). Refer to
the Match History page for more information.

View All » View All

Transactions Tab

The Transaction Tab includes all individual Transactions that the user is authorized to
access. The Recent Activity Panel is grouped into two sub-sections: Pending — 5 Most
Recent and Completed — 5 Most Recent. The Pending section will list any Transaction that
is not in the “Completed” status, while the Completed section will include all
Transactions that are in the “Completed” status.

eScholar DirectMatch User Guide 47 Last Revised: July 17, 2024



BATCHES TRANSACTIONS

Pending - 5 Most Recent

arish
_&lds Elementary School
Batch Info Mat-
Acadia Parish
Brownfields Elementary School
921 S SNAP AcadI‘a Parish (02
Brownfields Elementary School

J15
-~ I Te Acadia Parish

atch
Completed - 5 Most Recent
Batch Info Matc by Rouge Parish
1002 Acadia Parish
e TANF State Batch

Sqewnfields Elementary School

Process Info

04/06/2920
04/05[?020
04!05/?920
04/03/?020

04/02/2020

Process Info

04/06/2020
04/06/2020

04/06/2020

View Past 7 Days = View All »

Record Inh
20f2
N Actions
dord e weiresn
NDIN Pending: In Progress
1of2 ———
NDIN Pending: RequestQueed oS!
10f 1000 -_— Resolve
; « Matches
1000 of 1907
View Past 7 Days = View All »
Record

1,000 of 1,00u

2,000 of 2,000

190,002 of 190,002

Actions

Completed

Completed

REFRESHER: A Transaction is created for each record that is processed
a by the application. A Transaction is created when an individual record is
submitted via Individual Match and for each record in a Batch.

The table below describes each of the fields/columns available in the Transaction Tab

view:
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COLUMN LABEL

Alert

Transaction Info

Match Type

Location Info

Process Info
Batch ID

eScholar DirectMatch

FIELDS/DATA DESCRIPTION

Icon

Transaction ID

Submission Type

Program/Match Type

LEA Name (Code)
School Name (Code)

Submission Date

Submission Time

Batch ID

User Guide 49

If a Transaction is in a Pending state,
the yellow exclamation icon will be
displayed to alert the user of the
Pending status.

Includes the Transaction Reference ID
number and the Submission Type for
the Record. The Submission Type can
be File, Web Services, SIF, AFP or
Individual Match.

The Transaction ID will be a hyperlink
to the Transaction Info page.

Includes the Match Type, such as
SNAP, TANF or other Match Type.

Includes the name and code for the
LEA and School associated to the
Transaction. The names are hyperlinks
to the Location Profile.

Includes the date and time the
Transaction was submitted to the
application.

If the Transaction is associated to a
Batch, the Batch ID will be listed and
will be a hyperlink to the Batch Info

page.
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COLUMN LABEL FIELDS/DATA DESCRIPTION

Progress Bar

Includes a 5-section status bar which

Status Info visualizes the Status of the Transaction
Status and the text of the Status.

« Dropdown Menu: Click to view
L ]
* more actions

o

o

Actions o

Batch Tab

Continue
Refresh
Resolve
View
Download

View Transaction Details

The Batch Tab includes all the Batches that the user is authorized to access. The Recent
Activity Panel is grouped into two sub-sections: Pending — 5 Most Recent and Completed
— 5 Most Recent. The Pending section will list any Batch that is not in the “Completed”
status, while the Completed section will include all Batches that are in the “Completed”

status.
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BATCHES TRANSAC]
View Past 7 Days | View All »
Match Type Location Info Process Info Record Info Status Info Actions
Damdine. -~ " )

925 SNAP Acadia Parish 04!0612920 2 ofz ) e - it
Brownfields Elementary School (0: V N Pending: Request Received

922 SNAP Acadia Parish 04/05!?(?20 1 o.f 3 — Refresh
Brownfields Elementary School (0: v N Pending: In Progress

91 SNAP Acadia Parish (02 04!05/?(?20 1 0.12 i == Refresh
Brownfields Elementary School (0: M N Pending: Request Queued

920 SNAP Acadia Parish 04103/2920 1 of 1090 e — fescdive
Brownfields Elementary School V NDIN Pending: Near Matches

918 SNAP State Batch 04/02/2920 1090 of 190,002 ———— Resolve

Completed - 5 Most Recent

Pending: Near Matches

View Past 7 Days = View All »

Batch Info Match Type Location Info Process Info Record Info Status Info Actions
1002 SNAP East Baton Rouge Parish (01 04/06/?920 L000BRI000] | e
Completed
1001 i i 04/06/2020 | = eeeeeee——
SNAP Acadia Parish 06 20 2,000 of 2,000
Completed
e2p TANF State Batch 04,06/2‘,)20 190,002 0 190,002 . .
Completed

REFRESHER: A Batch is created in the application when a user submits

more than one record at a time using the Person ID or Upload File Match

Option. Each Batch created by the application is assigned a Batch ID to
uniquely identify the submission.

The table below describes each of the fields/columns available in the Batch Tab view:
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COLUMN LABEL FIELDS/DATA DESCRIPTION

Alert

Batch Info

Match Type

Location Info

Process Info

Record Info

eScholar DirectMatch User Guide

Icon

Batch ID
File Name

Submission Type

Program/Match Type

LEA Name (Code)
School Name (Code)

Submission Date

Submission Time

Count of records in
the current Batch
Status

52

If a Batch is in a Pending state, the
yellow exclamation icon will be
displayed to alert the user of the
Pending status.

Includes the Batch Reference ID
number, File Name, and the
Submission Type for the Record.
The Submission Type can be File,
Web Services, SIF, AFP or Individual
Match.

The Batch ID will be a hyperlink to
the Batch Info page.

Includes the Match Type, such as
SNAP, TANF or other Match Type.

Includes the name and code for the
LEA and School associated to the
Transaction. The names are
hyperlinks to the Location Profile.

Includes the date and time the
Transaction was submitted to the
application.

Includes counts to help determine
progress of the Batch. The Status

will indicate the current Status of
the Batch.
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COLUMN LABEL FIELDS/DATA DESCRIPTION

Count of total records
in the Batch

Status

Progress Bar Includes a 5-section status bar
Status Info which visualizes the Status of the
Status Batch and the text of the Status.

+ Dropdown Menu: Click to view
* more actions

o Continue

o Refresh
Actions o Resolve
o View

o Download

o View Batch Details

Next Action Buttons/Links

Each Transaction/Batch will also include an Actions column which will direct the user to
the next steps within the application. If the Transaction/Batch is in the Pending section, a
next action link will be available. This next action will navigate the user to the
appropriate action for that Transaction/Batch.

ACTION DESCRIPTION

Enables the user to continue a Transaction/Batch that is in a pause

Continue
status.
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Enables to user to access the Transaction/Batch Info page that provides

Download s
download capabilities.
Refresh Enables the user to refresh the status of the Transaction/Batch.
Enables the user to resolve the pending near matches for the
Resolve .
Transaction/Batch.
View Enables the user to view the Transaction/Batch Information Profile.
Quick Tips

Quick Tips displayed on the Dashboard includes link buttons to Match Options and CEP
Manager. When the buttons are clicked, the application will navigate to the features like
the link buttons on the side navigation.

Quick Tips

Welcome to DirectMatch!

This is your all-in-one place to match

V) =

Match Options CEP Manager
Perform matches of person View, update and certify your
or address data from a file or Population and Election
Unig-ID® data

Lesson: How to Refresh Recent Activity Data

1. On the Dashboard, find the Recent Activity panel.
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a. To access the Dashboard, click the Dashboard/Home Icon (E) if it is not
already selected.

a
2. Click on Refresh Icon ( = ) on the Recent Activity panel header.

Recent Activity (] »

BATCHES  TRANSACTIONS

3. The Recent Activity panel will update the status information for the pending
Transactions or Batches.

a. When the refresh is completed, some Transactions or Batches may
transition to the Completed stage and will be displayed in the Completed
section.

Lesson: How to Drill into Match History

1. On the Dashboard, find the Recent Activity panel.

2. Click on Drill in Icon on Recent Activity panel header.

Recent Activity C >>

BATCHES TRANSACTIONS

Pending - 5§ Most Recent View Past 7 Days | View All »

Batch Info Match Type Location Info Process Info Record Info Status Info Actions

925 SNAP Acadia Parish 04/06/2020 20f2 s ) Refreahi
B . Pending: Request Received

Brownfields Elementary School

922 SNAP Acadlé Parish 04/05/2020 10f3 - —'— Rufrash
B o Pending: In Progress

Brownfields Elementarv School

a. Click on “View Past 7 Days” Pending/Completed.
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Recent Activity

BATCHES TRANSACTIONS

Pending - 5 Most Recent

Batch Info Match Type
JID
szsu swap
SNAP

Location Info

Acadia Parish (027)
Brownfields Elementary School (0

Acadia Parish (027)

Brownfields Elementarv School (0270

Process Info

04/06/2020
0 PM

3

04/05/2020
PM

b. Click on “View All >>” Pending/Completed.

Recent Activity

BATCHES  TRANSACTIONS

Pending - 5 Most Recent

Batch Info Match Type Location Info Process Info Record Info

925 UID_3.cs Acadia Parish (027) 04/06/2020 20f2
SNAP _— oM PENDING

File Brownfields Elementary School (027018 3:00 PM PENDING

922 UID Acadia Parish (027 04/05/2020 10f3

i SNAP B a M PENDING

File Brownfields Elementary School (027018 3:00 PM PENDING

3. The application will display the Match History page.

Match History

BATCHES  TRANSACTIONS
Batch ID : Submission Type :
v
District : School :
hd v

Batch Info = Match Type + Location Info

Match Type :
v

School Year :
2020 v

Process Info <

Status :

Process Date Range :

to

Record Info £

1002 ish (017) 04/06/2020
Person (D SNAP E‘f‘“ Bf‘f°" Rouge Parish. (017) it 1,000 of 1,000
1(}01 - SNAP Acadia Parish | (1'4:[(-)5,??20 et L
Person ID 3,00 PM
TANF State Batch 24:':?63?20 190,002 of 190,002
SNAP Acadlja Parish ( N ?4{(_)61??20 ?ff 2
Brownfields Elementary Schaol (t 3.00 PM PE
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View Past 7 Days |

Record Info Statud,
20f2 -
PENDING Pending: Requ-.
10f3 —_——
PENDING Pending: In Progress
c»
viays = View All »
Status Info
- fions

Pending: Request Received

Pending: In Progress

Status Info &

Completed

Completed

Completed

.
Refresh .
.

Vs )
L

p

Refresh

Filter Options =

Reset

Actions

Refresh

Pending: Request Received

2024

ass



a. The application will default to the current year for the School Year filter
and will also default to the past 30 days in the Process Date Range filter.

b. If a Batch or Transaction was not selected by the user on the prior page,
the application may display a message indicating the user must enter a
Batch ID or Transaction ID. If so, enter a valid Batch ID or Transaction ID
and click the Filter Data button.

AN

Batch ID or Transaction ID must be entered to view results.

Lesson: How to Drill into the Near Match List Page

1. On the Dashboard, find the Recent Activity panel and click on the “Resolve” action

L
kS

link or click on the Multiple Actions icon ( * ) to initiate the Action Menu.

2. Click on Resolve.

Multiple Action icon will display

Resolve as an option.

fch Resolve
ches
914 UID_10.csv SNAP Acadia Parish (027 04/01/2020 10of1

. Brownfields Elementary School (027018 PM ENDIN ~

913 UID_9 D Acadia Parish (0 03/2913920 8of8 Resolve

Brownfields Elementary School (02

912 1 v Acadia Parish 03/29/2020

SNAP - 10of1
Brownfields Elementary School (02701

Download

View Batch Details

3. The application will display the Near Match List page which includes a filter and a
list of all the Near Matches applicable to the prior selection.
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4. View the Near Match List page.

n NEAR MATCHES FOUND:

Transaction ID : Batch ID :
914
District : Scheol :

Pending Near Matches

Submiss

Andrea L Hartman
Acadia Parish (027
Brownfields Elementary School 1

The system found Near Matches which

Next Steps: Review Near Matches below

should be reviewed and

Submission Type : Match Type :
v w
School Year : Sort By :
2020 v Max Match Score Desc v

Dos: 02/01/1992
Grade: 4

Local ID: 1122

Lesson: How to Drill into the Transaction Profile

Race. White
Gender Female
55N 123-45-6789

1. On the Dashboard, find the Recent Activity panel.

2. Click on the Transaction under Transaction Info column.

| Recent Activity
TRANSAGTIONS BATCHES

Tmnyctw/
924

Match Type Location Info

SNAP
SNAP
905 SNAP Acadia Parish i
Brownfieids Elementary School
803 — l}fnma Parish
b SNAP

Process Info Batch ID Status Info
0410612020 - -

Pending: Request Received
0410512020 5 [

Pending: In Progress.
04/0512020 o -

h Pending: Request Queued
041037 .
0312020 i
Pending: Near Matches
4102

04022020 -

Pending: Erors

by @ USer. 2

Filter Options =

Reset Filter Data

2 Potential
Matches

- Q»

Max
94% ) Match
Score

View Past 7 Days | View All »

Actions

Rotresn
Rotesn §
Reesn
Resolve

View &

3. The application will display the selected Transaction Profile.

4. From this view, the user may have the option to view Process and General Details
or to perform next actions such as Download or View Batch Information.
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Transaction Header

Transaction Profile 924 Web Services  04/06/2020 3:00 PM 925 ;;m_p;;d
Contains one record. Transaction ID Submission Type Process Info Related Batch

Status Info
DETAILS  DOWNLOAD m
- .
rocess Details Next Steps @

Displays details about processing.

View Batch Profile

Processing Information
|~ status Statistics

Match Status Record Count
Match / No Match (Completed)

Match 1

< General Information
0 Processing Stage

Stage Processing Date
Match Type SNAP
Validation Started 03/03/2020 12:04:53 PM
District Acadia Parish
Validation Completed 03/03/2020 12:05:33 PM (027)
Match Completed 03/03/2020 12:15:33 PM School Brownfields
Elementary
School
. (027018)
General Information
Extract Date N/A
Extract File DirectMatch
Tranemiecinn IN N/A
Lesson: How to Download a Transaction from the Transaction Profile
1. On the Dashboard, find the Recent Activity panel.
2. Click on the Transaction under Transaction Info column.
Recent Activity c»
BATCHES, .. TRANSACTIONS
o &
ent View Past 7 Days | View All »
Transactid _ A
Match Type Location Info Process Info Batch ID Status Info Actions
Acadia Parish (027) 04/06/2020 - .
924 SNAP B::mlfl/dsa ;lsementary School (027018) 3:00 PM % Pending: Request Received Hemosh,
File / ... Acadia Parish (027) 04/05/2020 —— .

ann Pafennk

3. The application will display the selected Transaction Profile.
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4. From this view, click the Download Tab in the Transaction Profile Header or the
Download button in the Next Steps panel.
scord.
Tran” 3\ 924 Web Services 04/06/2020 3:00 PM

Cong Transaction ID Sub

Completed

Status Info

°\ DOWNLOAD

Proe
Displays & $sing

22 status Statistics Download
Match Status Record Count

Match / No Match (Completed)
Match 1 « RBatch Pe~*

. General Information
0 Processing Stage

Stage Processing Date
Match Type SNAP
Validation Started 03/03/2020 12:04:53 PM
District Acadia Parish
Validation Completed 03/03/2020 12:05:33 PM (027)
Match Completed 03/03/2020 12:15:33 PM School Brownfields
Elementary
School
(027018)
Extract Date
Extract File DirectMatch
Tranemiceinan in

5. The application will display the Download Tab page which includes the Download
Options form and a Download History panel.
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Transaction Profile

Contains one record.

DETAILS ~ DOWNLOAD
Download Options

B Match Status

Status

@ Match

E Format

File Format
Delimiter
Qualifier
Date Format

Include Header/Footer

Match Date Downloadable Record Count

04/23/2020 13:48 1

Version 3.0  Version 3.0+ DirectMaich Index

Tab Comma
Double Quotes (") Single Quote (') none
mm/ddlyyyy ~

Yes No

Note: A State Batch download may include one or many records for each transaction for
Canceled, No Match and Near Match downloads

924 Web Services

Total Record Count

1

Generate Extract

04/06/2020 3:00 PM

Completed

Status

Download History

Displays download history.

User 1D

0000supr

RabertJohnson

6. To extract/download the data, select the Match Status and Format options.

7. Click the Generate Extract button.

8. The application will start the download and download using the web browser

default download process.

Lesson: How to Drill into the Batch Profile

1. On the Dashboard, find the Recent Activity panel.

2. Click on the Batches Tab.

3. Click on the Batch ID in the Batch Info column.
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Download Date
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04/20/2020
11:46:02 AM
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Recent Activity = »

BATCHES = TRANSACTIONS

Batch Info™ View Past 7 Days | View All »

\tch Type Location Info Process Info Record Info Status Info Actions
925 UID_3 cs|, Acadia Parish (027) 0410672020 20f2 - Refresh  +
Flle ) Brownfields Elementary School (027018 3:00 PM PENDING Pending: Request Received .
' Acadia Parish (027) 04/05/2020 10f3 ———— .
S Refresh
; SNAP Brownfields Elementary School (027018) 3:00 PM PENDING Pending: In Progress elres :
Q22 |u=

4. The application will display the selected Batch Profile.

5. From this view, the user may have the option to view Process and General Details
or to perform next actions such as Download or View Batch Information.

Batch Header

Batch Profile 925 File (UID_3.csv)  04/06/2020 3:00 PM

& & Pending: Request Received
Contains one or many records. Batch ID Submission Type Process Info

Status Info

DETAILS DOWNLOAD

Process Details
Displays details about processing

Next Steps

|82 status Statistics
Match Status Record Count

Match / No Match (Completed)

Processing Information

View Transactions

Match 15

Canceled (Completed)
Canceled - Selected during Match Resolution stage 2 | General Information
Canceled - During data validation stage 1

Match Type SNAP
Ready to Resolve Near Matches (Pending)

Near Match pending resolution District Acadia Parish

General Information ©21)

G Rrocsssing Stage School Brownfields
Stage Processing Date Elementary
School

Validation Started 03/03/2020 12:04:53 PM (027018)
Validation Completed 03/03/2020 12:05:33 PM Extract Date N/A
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Lesson: How to Drill into the Location Profile

1. On the Dashboard, locate the Recent Activity panel and click on the
District/School link under Location Info column.

Recent Activity

BATCHES  TRANSACTIONS

Pending - 5§ Most Recent Location |nf0

»

View Past 7 Days = View All »

Transaction Info Process Info Batch ID Status Info Actions

924 Acadia Parish (027) 04/06/2020 o - e

File P g ; 3:00 PM Pending: Request Received
Brownfields Elementary Schoo/

905 04/05/2020 S Sm— Pabennk

~dia Parish (027

2. The application will display the Location Profile.

3. From this view, the user can view General Location and Contact Details about the

selected Location.

Location Header

Acadia Parish
2402 N Parkerson Ave,
Crowley, LA 70526

DETAILS

General
View General Profile Information

Q Location Details General Information
District Name Acadia Parish
District Code 027
Address 2402 N Parkerson Ave,
City Crowley
State Louisiana
Zip 70526
B Contact
First Name Ron
Last Name Smith
Title Superintendent
Email ron.smith@acadiaparish.com
Email 2

&% ron.smith@acadiaparish.com Active  8/25/2017 N/A
oJ (222) 456-3422 Status Start Date
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M Match History

Chapter Highlights
= Qverview

= Filter

= Transactions Tab

=  Batch Tab

Overview

The Match History page enables users to view all Transactions or Batches that have been
processed, Refresh the page, filter, sort, and perform actions on the
Transactions/Batches. Users can view the Transactions and Batches based upon the Data
Authorization rules, such as the associated locations.

Match History m o

BATCHES = TRANSACTIONS

Filter Options

Batch ID : Submission Type : Match Type : Status :
v v v
District : School : School Year : Process Date Range :
v v 2020 v to & REEN  Filter Data
Batch Info & Match Type < Location Info & Process Info & Record Info & Status Info ¢ Actions
1 ish(017)  O4I06R2020 o) 1000 @2
1 002 . SNAP East Baton Rouge Parish (0 94!1?6/?020 1,000 of 1,000
Person ID All Schoo 3:00 PM Completed
,1001 SNAP Acadia Parish (02 941!96/?020 2000002000 @ .
Person ID All Schools 3:00 PM Completed .
225 = TANF State Batch 04,“,)6!?020 190,002 0f190,002 — .
Person ID 3:00 PM Completed .
UID 3.csv it i 027 —
925 UII SNAP Acadia Parish (02 __ Dai06R2020 “ione ‘ ) Refresh
File Brownfields Elementary School (027018 00 PM PENDING Pending: Request Received .
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Filter

The Filter Option on the Match History page enables filtering of the Transactions data
grid to help find a specific Transaction or group of Transactions. The Filter Options are
described below:

OPTION DESCRIPTION

When this button is displayed (arrow pointing up), the Filter
{ Filter Options & ] Options are collapsed. To view the Filter Options, click the
Filter Options button.

When this button is displayed (arrow pointing down), the Filter
[ Filter Options v ’ Options are expanded. To collapse the Filter Options, click the
Filter Options button.

When the Filter Options is expanded a Reset link and a Filter
Data button will be displayed. To reset the filter criteria, click

Reset Filter Data the Reset link. To filter the data grid based on the selected
criteria, click the Reset Data button.

The following filter criteria is available in Filter Options:

FIELDS/DATA EXAMPLE IMAGE DESCRIPTION

Each Transaction is assigned a
unique Transaction identifier. This
filter field will restrict the results to
the specific Transaction ID entered
e in this field. This option is not

Transaction ID
available on the Batches Tab.

To filter on a Transaction ID, enter
the ID in the Transaction ID field.
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FIELDS/DATA EXAMPLE IMAGE DESCRIPTION

Each Batch is assigned a unique
Batch identifier. This filter field will
restrict the results to the specific

Batch ID : H H H
Batch ID Batch ID entered in this field.

To filter on a Batch ID, enter the ID
in the Batch ID field.

The Submission Type filter will list
all the Submission Type options
available to the user. This may
include:

= File

* Individual Match
e = SLF

=  Edit

Submission Type :

File
Individual Match

Submission Type z:; = Web Services

WebService =  Automation
Automation

P To filter on one or more of the
options, click the selection box(es)
to the left of the name.

To clear all selected options, click
the Clear link.

The Match Type filter will list all the
Match Type : Match Type options available to the
A user. This may include:

Match Type .
i SNAP

O snap = TANF

TYITAA IVICALCT T PO LSO
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FIELDS/DATA EXAMPLE IMAGE DESCRIPTION

To filter on one or more of the
options, click the selection box(es)
to the left of the name.

To clear all selected options, click
the Clear link.

The Status filter will list all the
Status options. This may include:

= Completed
= Errors
e * In Progress

= Near Matches

Completed
. = Request Queued
In Progress =  Request Received
Status Interrupted 9
Near Matches
Request Queued
Request Received To filter on one or more of the
— - options, click the selection box(es)
eeene to the left of the name.
To clear all selected options, click
the Clear link.
The District filter will list up to 25
District : Districts the user is authorized to
District h view. This filter option also includes

a search feature.
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FIELDS/DATA EXAMPLE IMAGE DESCRIPTION

District :

School

Acadia Parish (027 e
East Baton Rouge Parish (017

East Carroll Parish (035)

Franklin Parish (041)

Grant Parish (043)

Jackson Parish (049)

Jefferson Parish (051)

Lafayette Parish School Board (02:
Livingston Parish (045)

Madison Parish (089 v

Display 25 of 28 records
Search to find additional locations.

Clear

School :

School : School Year :

~ 2020

Alice Harte Elementary Charter School (017082
Acadia Parish (027)

Benjamin Franklin Elementary Math and Science ... (01701
Acadia Parish (027,

Brownfields Elementary School (017016)

Acadia Parish (027)

Cedarcrest-Southmoor Elementary School (017022

Acadia Parish (027

Clairborne Elementary School (017026)

Acadia Parish (027)

Display 25 of 28 records
Search to find additional locations

Clear
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To filter on one or more of the
options, click the selection box(es)
to the left of the name.

To search for a specific district,
enter at least 3 letters of the district
name or code in the search field.

To clear all selected options, click
the Clear link.

The School filter will list all the
Schools the user is authorized to
view. This filter option also includes
a search feature.

To filter on one or more of the
options, click the selection box(es)
to the left of the name.

To search for a specific school, enter
at least 3 letters of the school name
or code in the search field.

To clear all selected options, click
the Clear link.
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FIELDS/DATA EXAMPLE IMAGE DESCRIPTION

School Year

Match Date

2 4 5 & 7

School Year :

2020 ~

2020
2019

2018

) 2017

Clear
)

Process Date Range :

B

Process Date Range :

| =
July 2021~ ™

s Info %
Su Mo Tu We Th Fr Sa

2 —

M 27 28 29 30 1“ 3 pleted
g 9

0 ——
\ pleted
" 12 13 14 15 16 17
12 19 20 M 2 23 M [T
pleted
25 26 27T 28 29 W N

12 3 4 5 6 7 ling: Requestf

2 Today SR

wwapleted

The School Year filter will list all the
School Year options.

Defaults to the current School Year.

To filter on one or more of the
options, click the selection box(es)
to the left of the name.

To clear all selected options, click
the Clear link.

The Process Date Range filter
includes a date range choice for the
Start Data and End Date. This will
filter the results based on when the
Match Date was recorded by the
system. Defaults to the past 30 days
unless changed by the user.

To enter a data, click the Calendar
icon and select a data or manually
enter a valid date.

Click the “Today” link to set the
date to the current date.

When filter criteria are entered/selected and the Filter Data button is clicked by the user,

the data displayed in the Transaction Tab and/or Batch Tab will be filtered by the system

based upon the selections.
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Transactions Tab

The Transaction Tab includes all individual Transactions that the user is authorized to
access. The table below describes each of the fields/columns available in the Transaction
Tab view:

COLUMN LABEL FIELDS/DATA DESCRIPTION

If a Transaction is in a Pending state,
the yellow exclamation icon will be

Alert lcon displayed to alert the user of the
Pending status.
Includes the Transaction Reference ID
number and the Submission Type for
the Record. The Submission Type can
Transaction ID be File, Web Services, SIF, AFP or
Transaction Info Individual Match.
Submission Type
The Transaction ID will be a hyperlink
to the Info page.
Includes the Match Type, such as
Match Type Program/Match Type SNAP, TANF, Medicaid or other Match

Type.

Includes the name and code for the
LEA Name (Code) LEA and School associated to the
School Name (Code) Transaction. The names are hyperlinks
to the Location Profile.

Location Info
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COLUMN LABEL FIELDS/DATA DESCRIPTION

Includes the date and time the
Transaction was submitted to the
application.

Submission Date
Process Info
Submission Time

Batch ID Batch ID

Progress Bar
Status Info
Status

Actions

Next Action Buttons/Links

If the Transaction is associated to a
Batch, the Batch ID will be listed and
will be a hyperlink to the Batch Info

page.

Includes a 5-section status bar which
visualizes the Status of the Transaction
and the text of the Status.

+ Dropdown Menu: Click to view
* more actions

o

©)

Continue
Refresh
Resolve
View
Download

View Transaction Details

Each Transaction/Batch will also include an Actions column which will direct the user to

the next steps within the application. If the Transaction/Batch is in the Pending section, a

eScholar DirectMatch User Guide
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next action link will be available. This next action will navigate the user to the

appropriate action for that Transaction/Batch.

ACTION DESCRIPTION

Enables the user to continue a Transaction/Batch that is in a pause

Continue
status.
Enables the user to access the Transaction/Batch Info page that
Download . s
provides download capabilities.
Refresh Enables the user to refresh the status of the Transaction/Batch.
Enables the user to resolve the pending near matches for the
Resolve .
Transaction/Batch.
View Enables the user to view the Transaction/Batch Information Profile.
Batch Tab

The Batch Tab includes all the Batches that the user is authorized to access. The table
below describes each of the fields/columns available in the Batch Tab view:

COLUMN LABEL FIELDS/DATA DESCRIPTION

If a Batch is in a Pending state, the
yellow exclamation icon will be

Icon displayed to alert the user of the
Pending status.

Alert
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COLUMN LABEL FIELDS/DATA DESCRIPTION

Includes the Batch Reference ID
number, File Name, and the

Batch Info File Name Submission Type for the Record. The
Submission Type can be File, Web
Services, SIF, AFP or Individual Match.

Batch ID

Submission Type

Includes the Match Type, such as

Match Type Program/Match Type SNAP, TANF or other Match Type.

Includes the name and code for the
LEA and School associated to the
LEA Name (Code) Transaction. The names are hyperlinks

Location Info _ .
School Name (Code) to the Location Profile.

If it is a state batch, it will be displayed
“State Batch” text.

Submission Date Includes the date and time the

Process Info o _ Transaction was submitted to the
Submission Time application.

Count of records in the
current Batch Status Includes counts to help determine

progress of the Batch. The Status will

Record Info Count of total records in | .
indicate the current Status of the
the Batch
Batch.
Status

Progress Bar Includes a 5-section status bar which
Status Info visualizes the Status of the Batch and
Status the text of the Status.
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COLUMN LABEL FIELDS/DATA DESCRIPTION

+« Dropdown Menu: Click to view
L
* more actions

©)

o
Actions

Next Action Buttons/Links

Continue
Refresh
Resolve
View
Download

View Transaction Details

Each Transaction/Batch will also include an Actions column which will direct the user to
the next steps within the application. If the Transaction/Batch is in the Pending section, a
next action link will be available. This next action will navigate the user to the

appropriate action for that Transaction/Batch.

ACTION DESCRIPTION

Continue

Enables the user to continue a Transaction/Batch that is in a pause

status.

Enables the user to access the Transaction/Batch Info page that
Download . s

provides download capabilities.
Refresh Enables the user to refresh the status of the Transaction/Batch.

Enables the user to resolve the pending near matches for the
Resolve .

Transaction/Batch.
View Enables the user to view the Transaction/Batch Information Profile.
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Lesson: How to Filter the data

1. Expand the Filter Options by clicking the Expand Filter Options button.

1 Filter Options & ]

2. Enter or select the filter criteria.

| Match History

BATCHES  TRANSACTIONS

Batch ID : Submission Type : Match Type :
v
District : School : School Year :
~ v 2020

Batch Info = Match Type +

e swap
o s
AR
IUDIEN onp

Location Info %

East Baton Rouge Parish (017

Acadia Parish (027)

State Batch

Acadia Parish (027

Brownfields Elementary School (027018)

<
' Filter Options
: . Filter Options =<
Status :

Process Date Range :

- o Reset Filter Data

Process Info £  Record Info < Status Info = Actions
04/06/2020 —_———— .
100 PM 1,000 of 1,000 Completed .
04/06/2020 —_———— .
100 PM 2,000 of 2,000 Completed s
9",’96'2920 190,002 of 190,002 :
00 PM Completed .

04/06/2020 20f2

.
Pending: Request Received Refresh 5

3. Click the Filter Data button to filter the data grid results.

4. To clear the filter options, click the Reset link.

Lesson: How to Refresh Match History Data

1. On the Match History, locate the Match History panel.

~u

2. Click on Refresh Icon ( ) on the panel header.

3. The application will refresh the results displayed in the data grid.
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Match History

BATCHES

Batch ID :

District :

Batch Info &

1002

1001

926

925

TRANSACTIONS

Submission Type :

School :

Match Type =

SNAP

SNAP

TANF

SNAP

School Year :

v 2020

Location Info &

East Baton Rouge Parish

Acadia Parish

State Batch

Acadia Parish (02

Brownfields Elementary School

Match Type :

Status :

Process Date Range :

Process Info &

04/06/2020
04/06/2020
04/06/2020

04/06/2020

=
Record Info
1,000 of 1,000
2,000 of 2,000

190,002 of 190,002

20f2

Lesson: How to Access the Resolve Near Match Process

Status Info ¢

Completed

Pending: Request Received

~
LS4

Filter Options <

B Filter Data

Actions

Refresh

1. Locate a Pending: Near Match Transaction/Batch in the Match History panel.

2. Click on the Resolve link.
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The Multiple Actions Icon will display a

menu with Resolve as an option.

) Batch ID Status Info Actions

Pending: Request Received Refresh

925

922
Pending: In Progress

921 Pending: Request Queued

L]
Resolve e

1
L Pending: Near Matches

we Pending: Errors Resolve

Download

o Batch ID Status Info

\Gew Transaction Det~
3. The application will display the Near Match List page.

u NEAR MATCHES FOUND: The system found Near Matches which should be reviewed and resolved by a user. 2

Next Steps: Review Near Matches below Near Matches

Filter Options =

Transaction 1D : Batch ID : Submission Type : Match Type :
| 914 - “
District : School : School Year : Sort By :

v ~ 2020 v IMax Match Score Desc ~ Reset Filter Data

Pending Near Matches

Submission Record

noB 02/01/1992 Rece: White Max ,
Andrea L Hartman s 4 Gender Female 94%) wacn | 2 Z‘;‘,i?;i' =5
Acadia Parish (027) Score

Brownfields Elementary School (027070) Local D 1122 55N 123-45-6789

4. For more instructions on how to resolve Near Matches, refer to the Resolving
Near Match lessons.

Lesson: How to Drill into Transaction Profile

1. Locate the Transaction in the Match History panel to be viewed.
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.

2. Click on the Multiple Actions icon button ( * ).
3. The application will display a Multiple Action Menu.
a. Refer to Next Actions details above.Next Action Buttons/Links

4. Click on the View Transaction Details link to access the profile.

Status Info < Actions

- Refresh
Pending: Request Received

Pending: In Progress

Pending: Request Queued

RENESN

5. The application will display the Transaction Profile for the selected Transaction.

6. Refer to the Transaction Profile for lessons and help content.

Lesson: How to Drill into Batch Profile

1. Locate the Batch in the Match History panel to be viewed.

2. Click on the Multiple Actions icon button ( - ).
3. The application will display a Multiple Action Menu.
a. Refer to Next Actions details above.

4. Click on the View Batch Details link to access the profile.
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Status Info < Actions

Refresh .
Pending: Request Received .

— —— Refresh
Pending: In Progress
View Batch Details

Pending: Request Queued

RENesSn

5. The application will display the Batch Profile for the selected Batch.

6. Refer to the Batch Profile for lessons and help content.

Lesson: How to Drill into Location Profile

1. Locate the Location Name in the Match History panel to be viewed.

2. Click on the Location Name link.

cocation Info < /

Acadia Parish

D anenide. Fohnamnssinloanes 8
srowniieids :.6'7.9.".’.-:‘_. oChn

Acadia Parish

Drawnficlds Elementary QEhoA
orowniieias ciemel nary oSChooi

3. The application will display the Location Profile for the selected Location.

4. Refer to the Location Profile for lessons and help content.
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M Match Options - Person

Chapter Highlights
= Qverview

=  Person Match: Person ID

=  Person Match: Upload File

=  Person Match: Individual Match

=  Match Results

= Person Match: Manual Authorization

Overview

The Match Options component enables users to perform matches to a source of indexed
data or a Program Index. It includes two tabs: Person and Address. This section will
describe the Person Match Option capabilities. Please refer to Match Options: Address
for additional details about the address capabilities.

A Person ID match can be completed by a District/School or by the State. If the State
generates a Person ID match, it creates a “State Batch” for the districts. In this case, the
Match Process matches the Program Index to the Master Index.

State Batches are generated by the State on the behalf of each District.
When the State Batch is initiated the system will perform matches
automatically for each District.

The Match Options page includes a Match Options form section and a Match Results
section. The Match Results section is not displayed until a match request is performed.

Person Match: Person ID

The purpose of the Person ID Match Option is to allow authorized users source the
matching data directly from the UniqID application without having to submit new student
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enrollment information and to start the DirectMatch process. The data is sourced from
the Master and Master History tables.

The Person ID Match Option will require the user to enter/select the District, School, and
Match Type to be performed. When the form is submitted, the application will perform a
match with the Person ID data compared to the selected Match Type. For example, if
District A and SNAP (Match Type) are selected, the application will perform a match
request for all currently enrolled District A students to the SNAP index. The individual
Master Records become Submission Records that are matched to the selected Index
Records.

PERSON  ADDRESS

Match Options
Match Options

Match Option Person ID Upload File  Individual Match ~ Manual Authorization
District All Districts  Specific District
School All Schools

Match Type

The Person ID Match Option includes the following fields:

The District field will display differently based

on data authorization and access to District
Indicates the district Data. For single district users, the assigned
that should be used  district will be listed and not editable. For

District . . . .
to process the match multiple district users, the application will
request. display a drop-down of the districts or will
display All Districts. See Lesson below for
more details.
The School field will display differently based
on data authorization and access to School
Indicates the school  Data. For single school users, the assigned
that should be used  school will be listed and not editable. For
School . . .
to process the match multiple school users, the application will
request. display a drop-down of the schools or will
display All Schools. See Lesson below for more
details.
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Indicates what Drop down menu that lists all the Match Type
data/source the options available to the user. Depends on data
Person ID data will authorization. See Lesson below for more

be compared to for details.

the matching

process.

Match Type

When clicked, the Button
form will be

validated. If errors

are returned, the

application will

display the errors on

the screen. If no

errors are found, the

match process will

be initiated.

Match

When clicked, this Button link
link button will reset

the form values to

the default values.

Reset

Authorized users can generate a state-wide match request using the Person ID data.
When this request is made at All Districts level, the batch is a State Batch. These batches
are slightly different than a typical batch/transaction in the application. Instead of
matching from the Submission Record to the program data, a State Batch matches from
the program data to the Person ID data. This helps improve performance and speed of

the matching.
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To ensure better performance only one State Batch can be running at one
time.

A State Batch is generated automatically by the system when an authorized user selects
“All Districts” from the Match Options — Person ID match page. When the user clicks the
Match button on this Match Options page, the application will retrieve all the students

from the selected Match Type Program Index file and match against the Person ID data.

Match Options

PERSON  ADDRESS

atch Option Person ID Upload File  Individual Match  Manual Authorization
District All Districts ~ Specific District

All Schools

If Matches are found, the student record is updated, and the associated district can view

and download the data from Search. If a Near Match is found, the District associated to
the Person ID record will be able to resolve the Near Match.

Lesson: How to Match from Person ID

1. Click on the Match Options icon (.) on the left navigation panel.

2. On the Match Options page, select ‘Person ID’ Match Option on Person Tab. This
tab should be selected by default.
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Match Options

PERSON  ADDRESS /

Match Option Person ID Up|C|V|dua| Match ~ Manual Authorization

schoo All Districts Spr

3. The District field will be selected and set to the District the user has access to for
most users. No selection is needed by the user unless the user has access to
multiple districts. If the District is pre-selected, skip to step 4. If the Specific
District button is visible, go to step 3a.

a. If the user has access to more than one District, the application will allow
the user to select one District by clicking the Specific District button.

b. When the Specific District button is clicked, a District picker will be
displayed.

Distict Name

c. Enter at least 3 letters of the District name to search for the District. The
application will search the District list and display all matching records.

d. Select the appropriate District from the list by clicking on the name.

4. The School field will be selected and set to All Schools or will list the specific
school the user has access to. No selection is required, unless the user has access
to multiple schools.

5. Select the “Match Type” program to be searched against from the Match Type
drop down menu. This menu will list all the Match Types that the user is
authorized to access so this list may vary by user. For example, user Mary Jones
may see TANF, SNAP, and Foster, while Jamie Jinks only sees SNAP. This is a single
select, so the user can select one Match Type at a time.

6. Click the Match button (m ) to submit the form and initiate the

match request.
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a. Click the Reset link to reset the page and clear out the user selections.

7. The application will perform a search with the appropriate District data against
the selected Match Type and will return the results. Refer to How to Use the

Match Results lesson below for more details.

Person Match: Upload File

The purpose of the Upload File tab is to allow authorized users to upload a file that
includes one or many student enrollment records to match against and to initiate the
Direct Match process.

The Upload File Match Option will require the user to select a file to upload, enter/select
the District, and Match Type(s) to be performed. When the form is submitted, the
application will perform a match with the file that was uploaded compared to the
selected Match Type. For example, if a file with 100 records is uploaded and SNAP
(Match Type) is selected, the application will perform a match request with the students
in the uploaded file to the SNAP index. The individual records in the upload file become
the Submission Records that are matched to the Index Records.

Match Options

PERSON  ADDRESS /

Match Option D Upload File IndiVi vanual Autnorization

File to Upload Browse

District

Match Type

The Upload File Match Option includes the following fields:

Indicates the file that will be File selector. Required.
File to Upload uploaded to the application for
processing.
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District

Match Type

Match

Reset

Indicates the district that should
be used to process the match
request.

Indicates what data/source the
Person ID data will be compared
to for the matching process.

When clicked, the form will be
validated. If errors are returned,
the application will display the
errors on the screen. If no errors
are found, the match process will
be initiated.

When clicked, this link button will
reset the form values to the
default values.

Lesson: How to Match from Upload File

This will be a single district listed
or may enable the user to select
a specific district depending on
data authorization. Required.
See Lesson below for more
details.

Drop down menu that lists all
the Match Type options available
to the user. Depends on data
authorization. Required. See
Lesson below for more details.

Button

Button link

1. Click on the Match Options icon (.) on the left navigation panel.

2. On the Match Options page, select “Upload File” Match Option.

3. Click the

Browse

button to view the local computer system directory
structure. The file must be accessible by the user on the local drive or network
drive in order to upload the file.

eScholar DirectMatch User Guide 86

Last Revised: July 17, 2024



Match Options

PERSON  ADDRESS

— iManual Authorization

Match Option PersonID  UploadFile  In /

File to Upload Browse

4. Browse through the directory structure and choose the directory/folder where the
Batch file is stored.

5. Select the appropriate file from the local system and click the button.

6. The District field will be selected and set to the District the user has access to for
most users. No selection is required unless the user has access to multiple
districts. If the District is pre-selected, skip to step 7. If the District selector drop-
down is visible, go to step 6a.

a. If the user has access to more than one District, the application will allow
the user to select one District by searching in the District selector field
option.

b. Enter at least 3 letters of the District name to search for the District. The
application will search the District list and display all matching records.

c. Select the appropriate District from the list by clicking on the name.

7. Select the “Match Type” program(s) to be searched against from the Match Type
drop down menu. This menu will list all the Match Types that the user is
authorized to access so this list may vary by user. This is a multiple select menu,
so the user can select one or many Match Types.

8. Click the Match button (m ) to submit the form and initiate the

match request.
a. Click the Reset link to reset the page and clear out the user selections.

9. The application will perform a search with the uploaded data against the selected
Match Type and will return the results. Refer to How to Use the Match Results
lesson below for more details.
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Person Match: Individual Match

The purpose of the Individual Match is to allow users to initiate the DirectMatch process
by submitting student enrollment information one student at a time using an online
entry form. The data that is submitted in the form becomes a Submission Record that is
compared to the Program Index Records.

Match Options

PERSON  ADDRESS

RS Fersonto Individual Match  IvV*™""

District

School All Schools
Match Type

Person Type Student

B Personal Details
First Name
Middle Name
Last Name

Alternate Last Name

Gender Female Male Unknown

o
S
ED

If a State ID is submitted in the form, the data in the eScholar Unig-I1D
system for that person will be used for matching and not the data entered
on the form.

The form includes the following fields:

Indicates the district that should This will be a single district listed

or may enable the user to select
a specific district depending on

District be used to process the match
request.
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School

Match Type

Person Type

First Name

Middle Name

Last Name

Alternate Last
Name

Indicates the school that should
be used to process the match
request.

Indicates what data/source the
Person ID data will be compared
to for the matching process.

Indicates the Person Type for the
student.

The legal first name of the
student. Used for Matching.

The legal middle name of the
student. Used for Matching if
provided.

The legal last name of the student.
Used for Matching.

An alternate last name that may
have been used for the student.
Used for Matching if provided.
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data authorization. See Lesson
below for more details.

This will be “All Schools” or a
single school listed or may
enable the user to select a
specific school. Depends on data
authorization. See Lesson below
for more details.

Drop down menu that lists all
the Match Type options available
to the user. Depends on data
authorization. See Lesson below
for more details.

Defaults to “Student”. Cannot be
changed.

Textbox. Required.

Textbox. Optional by default but
may be required by a System
Administrator.

Textbox. Required.

Textbox. Optional by default but
may be required by a System
Administrator.
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A suffix used for the student. Used

Suffix for Matching if provided.
Gender The documented gender for the

student. Used for Matching.
DOB The documented date of birth for

the student. Used for Matching.

. The documented ethnicity for the

Ethnicity

student.

The documented race for the
Race

student.

The documented 2nd race for the
Race 2

student.

The documented 3rd race for the
Race 3

student.

The documented 4th race for the
Race 4

student.
eScholar DirectMatch User Guide 90

Textbox. Optional by default but
may be required by a System
Administrator.

Button Group with valid gender
options. Must select one option.
Required.

MM/DD/YYYY Date picker with a
calendar selection. Required.

Drop down menu with valid
ethnicity options. Must select
one option. Required.

Drop down menu with valid race
options. Must select one option.
Required.

Drop down menu with valid race
options. Can select one option.
Optional by default but may be
required by a System
Administrator.

Drop down menu with valid race
options. Can select one option.
Optional by default but may be
required by a System
Administrator.

Drop down menu with valid race
options. Can select one option.
Optional by default but may be
required by a System
Administrator.
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The documented 5th race for the

Race 5

student.
Full Name The full name of the student.

The documented Social Security
SSN Number for the student. Used for

Matching if provided.

The local identifier for the student
Local ID

for the Source.

The name of the source system
Source where the student data

originated/was extracted from.

If the student has an existing State
State ID Identifier, it should be provided

here.

The documented current grade
Grade

level for the student.

The documented current address
Address 1 for the student. This can be used

for Address Matching.
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Drop down menu with valid race
options. Can select one option.
Optional by default but may be
required by a System
Administrator.

Textbox. Optional by default but
may be required by a System
Administrator.

Must be a valid 9-digit SSN.
Optional by default but may be
required by a System
Administrator.

Textbox. Required.

Drop down menu with valid
source system options. Can
select one option. Required.

Textbox. Optional.

Drop down menu with valid
grade options. Can select one
option. Required.

Textbox. Optional by default but

may be required by a System
Administrator.
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The documented current
secondary address for the

Textbox. Optional by default but
may be required by a System

A 2
ddress student. This can include Administrator.
apartment numbers or suites.
. Textbox. Optional by default but
City The documented current city for may be required by a System
the student. Administrator.
Drop down menu with valid state
State The documented current state for options. Optional by default but
the student. may be required by a System
Administrator.
_ Textbox. Optional by default but
Zip The documented current zip for may be required by a System
the student. Administrator.
When clicked, the form will be Button
validated. If errors are returned,
Match the application will display the
errors on the screen. If no errors
are found, the match process will
be initiated.
When clicked, this link button will  Button link
Reset reset the form values to the

default values.

If there are errors in the form, the application will display an error page which includes

field level error messages as shown below. The errors must be corrected before the form
can be submitted again.
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Match Option Person ID Upload File  Individual Match

Manual Authorization

District

School All Schools

Match Type

Person Type Student

Personal Details

First Name

Middle Name

Last Name

Altarnate | act Nama

Lesson: How to Match from Individual Match

1. Click on the Match Options icon (.) on the left navigation panel.

2. On the Match Options page, select “Individual Match” Match Option.

3. The District field will be selected and set to the District the user has access to for
most users. No selection is required unless the user has access to multiple
districts. If the District is pre-selected, skip to step 4. If the District selector drop-

down is visible, go to step 3a.

a. If the user has access to more than one District, the application will allow
the user to select one District by searching in the District selector field

option.

b. Enter at least 3 letters of the District name to search for the District. The
application will search the District list and display all matching records.

c. Select the appropriate District from the list by clicking on the name.
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4. The School field will be selected and set to All Schools or the specific School the
user has access to in the application. No selection is required. If the School is pre-
selected, skip to step 5. If the School selector drop-down is visible, go to step 4a.

a. If the user has access to more than one School, the application will allow
the user to select one School by searching in the School selector field
option.

b. Enter at least 3 letters of the School name to search for the School. The
application will search the School list and display all matching records.

c. Select the appropriate School from the list by clicking on the name.

Match Options

PERSON  ADDRESS

Match Option PersonID  Upload File  Individual Match  Manual Authorization
District District of Columbia (002) (change

School Christian Acres Youth Center Inc

Match Type Foster v

5. Select the “Match Type” program(s) to be searched against from the Match Type
drop down menu. This menu will list all the Match Types that the user is
authorized to access so this list may vary by user. This is a single select menu, so
the user can select one Match Type at a time.

6. Complete the “Individual Match” form. Refer to the fields listed above for
requirements and form elements.

7. Click the Match button (m ) to submit the form and initiate the

match request.
a. Click the Reset link to reset the page and clear out the user selections.

8. Validate and Fix Errors - The application will validate all the data entered by the
user. If one or more data errors are found, the application will return an error
message.
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9. The application will perform a search with the uploaded data against the selected
Match Type and will return the results. Refer to How to Use the Match Results
lesson below for more details.

Match Results

When a match is performed with Person ID, Upload File, or Individual Match, the
application will complete the Match Process described above and will return results. This
panel is very similar to the Match History component and Recent Activity on the
Dashboard in that the user can view the status of the Batch/Transaction and perform
next actions such as Resolve or View Transaction.

The Match Results panel will include a Refresh button and the data and options listed
~

below. To refresh the data in the Match Results panel, click the Refresh button ( = ).

Match Options

PERSON  ADDRESS

Match Option Person ID Upload File  Individual Match  Manual Authorization
District All Districts  Specific District
School All Schools

Match Type Foster ¥

m ~ .

Batch Info + Match Type & Location Info ¢ Process Info + Record Info & Status Info & Actions

1001 e Acadia Parish 0410612020 2000012000 @ ==

COLUMN LABEL FIELDS/DATA DESCRIPTION

Includes the Transaction
Reference ID number and the
Transaction ID Submission Type for the Record.
Submission Type The Submission Type can be File,
Web Services, SIF, AFP or
Individual Match. This is only

Transaction Info
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COLUMN LABEL FIELDS/DATA DESCRIPTION

visible for the Individual Match
Options submission type.

Includes the Batch ID number
and the Submission Type for the

Batch ID Record. The Submission Type can
Batch Info o be File, Web Services, SIF, AFP or
Submission Type Individual Match. This is only

visible for the Person ID and
Upload File submission types.

Includes the Match Type, such as
Match Type Program/Match Type SNAP, TANF, Medicaid or other
Match Type.

Includes the name and code for
LEA Name (Code) the LEA and School associated to
Location Info the Transaction. The names are
School Name (Code) hyperlinks to the Location

Profile.

Submission Date Includes the date and time the

Process Info S Transaction was submitted to
Submission Time the application.

If the Transaction is associated
to a Batch, the Batch ID will be
listed and will be a hyperlink to

Batch ID Batch ID
ate ate the Batch Info page. This is only
visible for the Individual Match
Options submission type.
Includes a 5-section status bar
Progress Bar which visualizes the Status of the
Status Info .
Status Transaction and the text of the

Status.
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COLUMN LABEL FIELDS/DATA DESCRIPTION

+ Dropdown Menu: Click to
L
* view more actions

o Continue

o Refresh

o Resolve
Actions

o View

o Download

o View Transaction
Details

Lesson: How to View Match Results

1. Click on the Match Options icon (.) on the left navigation panel.
2. Perform a Match with Person ID, Upload File or Individual Match.

3. The application will display the Match Results panel below the search form and
will include the data described above and shown below.

Person ID Match Results Example

Batch Info Match Type ¢ Location Info & Process Info ¢ Record Info % Status Info & Actions

1001

SNAP Acadia fansh 2 04/‘0‘5[1?1‘)20 —————

,000 of 2
2000 012,000 Completed

Upload File Match Results Example

~ m
(%3
e m ¢ @

Batch Info & Match Type & Location Info & Process Info Record Info & Status Info + Actions

917 UID_3.csv Acadia Parish (02 04/06/2020 20f5 —_—
TANF » " Refresh
File Brownfieids Elementary School (01701 3:00 PM ENDING Pending: Request Queued
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Individual Match Results Example

Match Results =

893 Acadia Parish 0410372020 ——
SNAP 8 elds Elementary Scho Pending: Near Matches

4. If a next action is expected, the application will include a text link for the action.
For example, the Resolve link will be displayed if there are pending Near Matches.

Additionally, the application will include the Multiple Actionsicon ( * ).

Match Results o

Batch Info + Match Type Location Info + Process Info + Record Info Status Info

1001 sitap Acadia Parish 04/06/2020 2000002000 —————
Completed

e

5. Click the appropriate Next Action icon or link.

Person Match: Manual Authorization

The purpose of the Manual Authorization is to allow users to add a Match Type program
to specific student using the State ID when the program has not been matched via Person
ID, Upload File or Individual Match. This should only be used when the program has
otherwise been validated/verified.

Match Options

PERSON  ADDRESS

Match Option Person ID Upload File

) Manual Authorization

State ID

Reget m

The Manual Match search form includes the following fields:
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Indicates the State ID of the Textbox. Required.
State ID student to be edited for Manual

Matches.

When clicked, the form will be Button

validated. If errors are returned,
the application will display the
errors on the screen. If no errors
are found, the Manual Match
process will be initiated.

Match

When clicked, this link button will  Button link
Reset reset the form values to the
default values.

Manual Authorization Match Results

The Match Results will include the name of the student, State ID, address (if available),
district and school assignments, date of birth, gender, and grade in a descriptive header.
The results will also display an edit icon, a Manual Match Type section, and an All Other
Match Types section.

Match Results

Student Header

i 8184 4 DOB:
Bob Smith (981840002 Acadia Parish (027 09/23/2001 Dﬂ
159900 Bloomingdale Ave Crowley High ” Gender Male
Crowley, LA 70526 h Grade 10

Manual Match Type

Manual Match

Eligibility Type Start Date End Date
Section Medicate 111172020 NiA

Match Reason: ~ Etiam at erat consequat neque auctor venenatis in eget est. Aenean ac purus in lorem consequat commodo.

All Other Match Types
Eligibility Type + Identified Date + Match Source * Location Info +

Acadia Parish

i
Head Start 09/01/2020 External Crowley High (70526)

Acadia Parish

A” Other Section SNAP 10/01/2020 DirectMatch District rawiéy G (70525}

Acadia Parish (02
Brownfields Elementary School (027011)

SNAP 09/01/2020 DirectMatch District

Acadia Parish (02

TANF 0910172018 Fil
i v Crowley High (70526)
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The table below describes each section and field in more detail.

CATEGORY FIELDS/DATA DESCRIPTION

Name (State ID)

Address 1

City

State

Zip Code

District Name (Local
Student Header Code)

School Name (Local
Code)

DOB

Gender

Grade

Edit Icon

Manual Match

Section Eligibility Type

eScholar DirectMatch User Guide

Lists the First and Last Name and
Assigned/Associated State ID for the
selected student.

Lists the address for the selected student,
if available.

Lists the city for the selected student, if
available.

Lists the state for the selected student, if
available.

Lists the zip code for the selected student,
if available.

Lists the name of the district where the
student is currently enrolled.

Lists the name of the school where the
student is currently enrolled.

Lists the date of birth for the selected
student in MM/DD/YYYY format.

Lists the documented gender for the
selected student.

Lists the current grade level for the
selected student.

Enables the user to edit and add
additional programs to the Manual Match
section.

Lists the program(s) that was manually
added via Manual Authorization.
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CATEGORY FIELDS/DATA DESCRIPTION

Lists the start date for the program that
Start Date was manually added via Manual
Authorization.

Lists the end date for the program that
End Date was manually added via Manual
Authorization.

Lists the match reason as entered by the
Match Reason user for the program that was manually
added via Manual Authorization.

Lists the program(s) that were added via
Eligibility Type Person ID, Upload File, or Individual
Match requests.

. Indicates the earliest data the student was
Identified Date

All Other Match matched for the specific Match Type.
Types Lists the method how the match was
Match Source performed, such as Person ID, Upload File,

or Individual Match.

Lists the District Name and District Code

Location Information and the School Name and School Code.

Lesson: How to Add a Manual Authorization

1. Click on the Match Options icon (.) on the left navigation panel.
2. On the Match Options page, select “Manual Authorization” Match Option.

3. Enter a valid State ID for the student to be manually matched.

4. Click the Match button (m ) to submit the form and initiate the

manual match request.
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a. Click the Reset link to reset the page and clear out the user selections.

5. The application will validate State ID entered by the user. If one or more data
errors are found, the application will return an error message.

6. The application will search for the State ID and will return Match Results for the
selected student.

4
7. Click the Edit icon ( ) in the top right of the Student Header near the DOB,
Gender, and Grade fields.

Match Results

' DOB: 09/23/2001
Bob Smith Acadia Parish ) E,y
159900 Bloomingdale Ave Crowley High Gender. Male

Crowley, LA 70526

Manual Match Type
Eligibility Type Start Date End Date
Medicate 11/11/2020 N/A

Match Reason: Etiam at erat consequat neque auctor venenatis in eget est. Aenean ac purus in lorem consequat commodo.

All Other Match Types
Eligibility Type + Identified Date 2 Match Source * Location Info %

Acadia Parish

sl i i Crowley High (70526)

SNAP 1010112020 DirectMatch District ?rco"’(“‘a P;rgii[zmsze)

A Pz Directiatch District gfco"’,flri?rj::?ev‘vemaﬁ, School (027011)
TANF 09/01/2018 File Acadia Parish

Crowley High (70526)

8. The application will display the Manual Match section in edit mode with an +Add
New Program link.
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. DOB: 09/23/2001
Bob Smith Acadia Parish i

: ) Gender: Male
159900 Bloomingdale Ave Crowley High
Crowley, LA 70526 Grade: 10

Manual Match Type
Eligibility Type Start Date End Date

11/11/2020 X

asequat neque auctor venenatis in eget est. Aenean ac purus in lorem consequat commodo

+ Add A New Program

9. Click the +Add New Program link.

10. The application will display a new add section which includes a drop-down menu
for the Match Type, date selectors for the Start and End Date for the program,
and a Match Reason textbox.

11. Enter or select the appropriate values for the form.
12. Click the Update button to add the new Manual Authorization Match Type.
a. Toreset the form, click the Reset link.

13. Once the update is completed, the newly added program will be displayed in the
Manual Match section with the related data.

Lesson: How to Edit a Manual Authorization

1. Click on the Match Options icon (.) on the left navigation panel.
2. On the Match Options page, select “Manual Authorization” Match Option.

3. Enter a valid State ID for the student to be manually matched.

4. Click the Match button (m ) to submit the form and initiate the

manual match request.

a. Click the Reset link to reset the page and clear out the user selections.
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5. Validate and Fix Errors - The application will validate all the data entered by the
user. If one or more data errors are found, the application will return an error
message.

6. The application will search for the State ID and will return Match Results for the
selected student.

4
7. Click the Edit icon ( 2 ) in the top right of the Student Header near the DOB,
Gender, and Grade fields.

8. Enter or select the appropriate values for the form for the Match Type to be
edited for the Start Date, End Date or Match Reason.

i . 2 2 DOB  09/23/2001
Bob Smith 1 0z Acadia Parish (027 )
169800 Bloomingdale Ave Crowley High . Gender Male
Crowley, LA 70526 ' Grade 10
Manual Match Type
Eligibility Type Start Date End Date
Medicate 11/11/2020 P

Maich Reasen: | Etiam at erat consequat neque auctor venenatis in eget est. Aenean ac purus in lorem consequat commodo.
+Add A New Program

Cancel Update

9. Click the Update button to update the Manual Authorization Match Type.
a. Toreset the form, click the Reset link.

10. Once the update is completed, the newly updated program will be displayed in
the Manual Match section with the related data.
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M Match Options - Address

Chapter Highlights
= Qverview

=  Address Match

Overview

The Match Options component enables users to perform matches to a source of indexed
data or Program Index. It includes two tabs: Person and Address. This section will
describe the Address Match Option capabilities. Please refer to Match Options: Person
for additional details about the Person Match Option capabilities.

The Match Options page includes a Match Options form section and a Match Results
section. The Match Results section is not displayed until a match request is performed.

Address Match

The purpose of the Address tab is to allow authorized users to run, view and resolve
matches performed from Person ID address data to SNAP address data. This feature is
disabled for all district users. The LDOE is the authorized user and will run the Address
Match for all districts on a monthly basis. District users will resolve all near matches for
their districts.

When an Address Match is generated, the application will identify all the eligible
addresses in the SNAP data and find any students located at that address who are not
currently eligible. The Address Match component includes a CEP DC Extended Header
Panel and Match Results.
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Match Options [

CEP DC Extended Header

{ ADDRESS
CEP DC Extended Match 10/15/2019 <. In Progress 5
View and match household addresses for DC Extended. Last Run Date Status Matches Queued
Eligible Address Matched Address
15990 Bloomingdale Ave 159900 Bloomingdale Ave 94% S;‘f: 2 ﬁ:‘t::::n — Qv
Crowley, LA 70526-0109 Crowley, LA 70526-0109
Eligible Address Matched Address
15990 Bloomingdale Ave 1599 Bloomingdale Avenue 87% ;'folfz 2 ?:(::::Iy Eiigible S v
Crowley, LA 70526-0109 Crowley, LA 70526
Eligible Address Matched Address
o . Matct Students
10 Main St 100 Main St ‘ 87%’ ”Sfo": A | Coiocici Eiaiie Qv
Baton Rouge, LA 70821 Baton Rouge, LA 70821
Eligible Address Matched Address
Match Students
211 state St. 2110 State.St. (87%) Score 3 rotently Eigible v
Baton Rouge, LA 70821 Baton Rouge, LA 70821
Eligible Address Matched Address
Match Students
18 Center St. 18 Center Street. ‘ 87%’ S:c"; 1 ras i Ehie S v
Baton Rouge, LA 70821 Baton Rouge, LA 70821

CEP DC Extended Header Panel

The CEP DC Extended Header Panel displays details about the selected SFA. Authorized
users can view this data for their own location. This panel includes the following data:

FIELDS/DATA DESCRIPTION

Last Run Date Lists the date the Address Match was performed.

Lists the Status of the current run Address Match Result. This
can be In Progress or Complete. If a match is in the “In
Progress” status, the Run Now action will not be available.

Status

Lists total number of possible address matches queued in the

Matches Queued L
Q application based on the last run date.
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FIELDS/DATA DESCRIPTION

This action button enables authorized users to initiate an

Run N
un Now Address Match request.

Match Results Panel

The Match Results Panel displays all the potential address matches for the locations the
user is authorized to view. For example, the results for students in District A will only be
visible to District A users. Each address match will be displayed in its own Match Results
Panel with a Match Header and an expandable/collapsible Student(s) at Matched Address
section.

SECTION DATA/FIELD DESCRIPTION

Match Indicator
Displays the Near Match Indicator ( ).

Lists the SNAP Eligible Address that was

Eligible Address searched matched to the Matched Address.

Matched Address Lists the Address from the Person ID data that
matched to the SNAP Address data.
Match Head Match Score Indicates the Match Score of the Matched
atch Header Address to the Eligible Address.
Students Potentially Lists the count of students that are potentially
Eligible Count eligible for the Matched Address.
Icon Description

View Details: Allows the user to
expand details. When clicked, this
icon will expand the Student(s) at
Matched Address section.

Actions

eScholar DirectMatch User Guide 107 Last Revised: July 17, 2024



SECTION DATA/FIELD DESCRIPTION

Hide Details: Allows the user to
collapse details. When clicked, this
icon will collapse the Student(s) at
Matched Address section.

No Match: Allows the user to make
a “No Match” decision for all the
students listed at the Matched

N Address. When clicked the Matched
Address and all the students listed
at the Matched Address will be
labeled as a No Match.

Match: Allows the user to make a
“Match” decision for all the
students listed at the Matched
Address. When clicked, the
Matched Address and all the
students listed at the Matched
Address will be labeled as a Match.
These previously ineligible students
will be listed as DC Extended
Matches.

Displays the First, Last Name and State ID of the
student listed at the Matched Address.

Student Name

District (Code) Displays the District Name and Code of the
Student(s) at student listed at the Matched Address.
Matched ]
Address School (Code) Displays the School Name and Code of the

student listed at the Matched Address.

Grade Displays the current Grade Level of the student
listed at the Matched Address.

Displays the Gender of the student listed at the
Matched Address.

Gender
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SECTION DATA/FIELD DESCRIPTION

Date of Birth

Actions

Lesson: How to Run Address Match

Displays the Date of Birth of the student listed
at the Matched Address.

Description

No Match: Allows the user to make
a “No Match” decision for the
selected student at the Matched
Address. When clicked, the
Matched Address and the
associated student at the Matched
Address will be labeled as a No
Match.

Match: Allows the user to make a
“Match” decision for the selected
student at the Matched Address.
When clicked, the Matched Address
and the associated student at the
Matched Address will be labeled as
a Match. The previously ineligible
student will be listed as DC
Extended Matches.

1. Click on the Match Options icon (.) on the left navigation panel.

2. On the Match Options page, click on the Address Tab.

3. Review the CEP DC Extended Header information to determine the last run date

for the Address Match.

4. Click on the Run Now button.

5. If an Address Match has been performed previously, a Confirm Action modal will

be displayed.

a. Click the Run DC Extended Match to initiate a new search.
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b. Click the Cancel button link to cancel the request.

Confirm Action X

If you run DC Extended match, all existing Match Results will be removed.
Are you sure you want to run DC Extended match now?

Cancel Run DC Extended Match

When potential matches exist from a prior Address Match run, they will be
removed from the queue when the new run is performed. For example, if 123
Main Street is a match in the run from March 1%, it will be deleted if the
Address Match is performed again on March 22", If the address still exists in
the Master data and SNAP data, the match should be generated again.

6. When Run DC Extended Match is clicked, the application will initiate and complete
an Address Match and will return results when the search is complete.

7. The CEP DC Extended Header will indicate the progress of the Address Match
process, including “In Progress” or “Completed”.

An Address Match may take several minutes to complete. Once it is
completed the results will be displayed. It is not required to stay on the page
for the process to finish.

Lesson: How to make ‘Match’ Decision at the Address Level

1. Ensure that an Address Match has been performed as described above.
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2. Click the Match icon (‘/) in the Match Header to the right of the count of
Students Potentially Eligible. NOTE: This will set each of the students listed in the
Student(s) at Matched Address to a Match.

at t
15990 Bloomingdale Ave 1599 Bloomingdale Avenue 87%) ! 2 f,:.::::y e 9 Vv
Crowley, LA 705260109 Crowley, LA 70526

3. A message confirming the action will appear at the top of the screen.

«~" The student(s) at Matched Address are matched successiully.

Lesson: How to make ‘Match’ Decision at the Student Level
1. Ensure that an Address Match has been performed as described above.

2. Click the View Details icon ( g) to expand the Student(s) at Matched Address
section.

3. The application will display the Student(s) at Matched Address section with the
name, district, school and other details for each student that is located at the
Matched Address.

4. Click the Match icon (\/) in the Student(s) at Matched Address section to the
right of the student name to Match. NOTE: This will set the student to a Match.

Mal Students
9 N
10 Main st 100 Main St 87% o 1 Potentiaty Elighie o v
Baton Rouge, LA 70821 Baton Rouge, LA 70821
Student(s) at Matched Address - ~
{ctions
Student Name District school Grade  Gender  DOB
Jimmy S Smith 957 East Baton Rouge Parish Brownfields Elementary School 10 male 04/22/2001 9 /

5. A message confirming the action will appear at the top of the screen.

«~" The student(s) at Matched Address are matched successiully.

Lesson: How to make ‘No Match’ Decision at the Address Level
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1. Ensure that an Address Match has been performed as described above.

2. Click the No Match icon ( © ) in the Match Header to the right of the count of
Students Potentially Eligible. NOTE: This will set each of the students listed in the

Student(s) at Matched Address to a No Match.

- : - Match Student
15990 Bloomingdale Ave 1599 Bloomingdale Avenue 87%) . 2 P:(e:::”“ Eiigible v ® v
Crowley, LA 70526-0109 Crowley, LA 70526 o .

3. The application will display a Confirm Decision modal with a Cancel link button
and a “Yes Select No Match” button.

Confirm Decision

Are you sure you want to make a "No Match" decision for the record?

Cancel Yes Select No Match

4. Click the “Yes Select No Match” button to confirm the No Match decision.
a. Click the Cancel link button to cancel the request.

5. A message confirming the action will appear at the top of the screen.

" "Moo Match" decision has been made for the record.

Lesson: How to make ‘No Match’ Decision at the Student Level
1. Ensure that an Address Match has been performed as described above.

2. Click the View Details icon ( v) to expand the Student(s) at Matched Address
section.
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3. The application will display the Student(s) at Matched Address section with the

name, district, school and other details for each student that is located at the
Matched Address.

4. Click the No Match icon ( © ) in the Student(s) at Matched Address section to the
right of the student name to No Match. NOTE: This will set the student to a No

Match Students
; o ) Mat &
10 Main St 100 Main St 87%) .. 1 Polsntialy Eligble o v
Baton Rouge, LA 70821 Baton Rouge, LA 70821
Student(s) at Matched Address A C ns$
Student Name District School Grade Gender DOB
Jimmy § Smith 4 East Baton Rouge Parish Brownfields Elementary School 10 male 04722 ® J

5. The application will display a Confirm Decision modal with a Cancel link button
and a Yes Select No Match button.

Confirm Decision

Are you sure you want to make a "No Match" decision for the record?

Cancel Yes Select No Match

6. Click the “Yes Select No Match” button to confirm the No Match decision.

a. Click the Cancel link button to cancel the request.

7. A message confirming the action will appear at the top of the screen.

" "Moo Match" decision has been made for the record.
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MR

esolve Near Match

Chapter Highlights

Overview

Near Match List

Compare Records (Near Match)

In some cases, a Program Index Record might match to two different
students in the Person ID Master Index from two different districts. If this
happens, both Districts will see a Near Match, but only one of the Districts

can “Match” to the Program Index record.

Near Match List

Collapsed Panel

Pending Near Matches

Oliver Joﬁes ooe 0972372001 e Potential
Gender 87%) watcn
Acadia Parish Grade: undergraduate Male - ij: 4 Matches
Brownfields Elementary School Local ID: 12345 SSN:098-12-1133

Match Indicators Decision Icons

n
m  Match Near Match v/ Match © NoMatch
o

eSch

Expanded Panel
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Expanded Potential Match List

poe: 09/23/2001 Race: White Ma o
Gr: Undergraduate Gender: Male 87% ) wmatch 4 Matiid O 0
Score

- 12345 SSN: 098-12-1133

Pending Near Matches

Oliver Jones
Acadia Parish
Brownfields Elementary School

Potential Matches to Program Index Record
Person Name Location DOB Grade Local ID Race Gender SSN Match Score Actions

Oliver S Jones Acadia Parish (02

Crowley High (02 09/23/2000 Undergraduate 12345 White Male 87% v »

@

Oliver Jone Acadia Parish (027,
/231, 1 ‘Whit Aal
18404111 Brownfields Elementary School (027018 SN22000 2 e Male 87% vo»
Oliver L Jone Acadia Parish (0

122/ Wi
Brownfields Elementary School (027018 AR 3c] hite Male 87% o

©

Oliver Jone Acadia Parish

23/ 1 1 ‘Whi Aal
Brownfields Elementary School (0 05/23/200 2 ite  Male 87% v »

=  Compare Records (Near Match)

Overview

The application maintains an index/repository of data for each program (Program Index).
This data is provided by an external source, such as SNAP or TANF. The Program Index is
updated on a scheduled basis, dependent on the program type. For example, SNAP might
be updated monthly while Foster is updated quarterly.

When matches are performed, the Submission Record(s) are matched against this
Program Index data. Submission Records are created from the Match Options component
by using Person ID, Upload File or Individual Match. The Submission Records are
searched against the Index Records through the Match Process, which determines a
Match, Near Match, or No Match. Each concept is described in detail below.

If a Near Match is found, it means that an Index Record is a potential match to the
Submission Record. All Near Match records must be resolved so that students can be
identified as eligible or ineligible for a program. Near Match records can be resolved by
deciding a record is a Match, No Match, or by Canceling the record(s). One Batch may
have one or many Submission Records in a near match status and one Submission Record
may have one or many pending near matches.
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When resolving pending near matches, the user is identifying if the Submission Record is
the same or different than the pending near matches. The Submission Record either
matches one of the potential matches or does not match any of them.

The pending Near Matches are accessible from the Dashboard Recent Activity Panel,
Match History component, and Match Options component via the Resolve action
link/button. When the Resolve link is clicked, the application will navigate to the Near
Match List page and then users can access the Compare Near Match page from the list.
Near Matches can be resolved from the Near Match List page or the Compare Near
Match page.

The process of making a near match decision is important. When deciding,
please review the information in detail to ensure you are making the correct
decision. The following issues can arise from poor near match decisions:

Incorrectly Matching/Not Matching a submission record to the SNAP program
record will erroneously label a student as SNAP eligible/ineligible which could
have repercussions on the data that is reported and what programs the
student is eligible to receive at school.

The following buttons/functions are available when resolving a pending near match:

FUNCTION DESCRIPTION

When the Match button is clicked, the Submission Record will retrieve
the identifier/Client Index ID/Case Number of the Index Record. When
the Match button is clicked, all other near matches for the Submission
Record are removed.

Match

When the No Match button is clicked, all other near matches for the
No Match Submission Record are removed. The Submission Record will not be
linked to an eligible program when a No Match is decided.

When the Cancel Submission Record link button is clicked, the

Cancel Submission Record is canceled and all pending near matches for this
Submission Submission Record are canceled. This only cancels the specific
Record Submission Record the user is reviewing and does not impact other

Submission Records in the Batch.
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System Administrators can enable/disable the above functionality based
upon implementation needs. If a feature is not visible/accessible, it may not
be enabled for the role.

In some cases, a Program Index Record might match to two different
students in the Person ID Master Index from two different districts. If this
happens, both Districts will see a Near Match, but only one of the Districts
can “Match” to the Program Index record.

Near Match List

The Near Match List page will display all pending near matches for the Batch or
Transaction, depending on how the user accessed the list. Since a Batch can be a Batch or
a State Batch, the information on the page will vary by this batch type as described
below.

The page includes Near Match List Header, Filter options, and a list of Pending Near
Matches.
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Near Match Header

NEAR MATCHES FOUND: The system found Near Matches which should be reviewed and resolved by a user. 2
' Next Steps: Review Near Matches below
Near Matches

N

Transaction ID : Batch ID : Submission Type : Match Type :
920 v v
District : School : School Year : Sort By :
v v 2020 v Max Match Score Desc v Fllter Data
Ponding Near Matches Pending Near Match List
Submission Record I
DoB: 02/01/1992 ace: White Mk
= Py ial
Andrea L Hartman Grade: 4 Gender Female 94% ) Match Mo(te:ua v O »
Acadia Parish (0 Score e
Brownfields Elementary School (027078 Local ID: 1122 SSN- 123-45-6789
Submission Record "
. DOB: 09/23/2001 Race: White i
ax .
Oliver Jones Grade: Undergraduate Gender Male 87%) Mach | 4 P o © »
Acadia Parish (027, ol Stira Matches
Brownfields Elementary School (027078 D 12345 SSN: 098-12-1133

1-20f2

Legend

Match Indicators Decision Icons -

: Indicator Legend
®  Match Near Match +/ Match © No Match

u

Near Match Header

The Near Match Header includes basic information about the Near Matches.

Next Steps: Review Near Matches below Submission Records Near Matches

DATA/FIELD DESCRIPTION

The system found Near Matches which should be reviewed and resolved by a user. 1 4
u NEAR MATCHES FOUND: y v

Displays “The system found Near Matches which should be
Panel Text reviewed and resolved by a user. Next Steps: Review Near
Matches below”

Displays the total count of pending Near Matches to be resolved

N Match i
ear Matches for the Batch/Transaction.
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Filter Options

The Filter Option allows the Near Match List to be filtered based on specific needs,
including by Transaction ID, Batch ID, School Year and others as described below.

DATA/FIELD DESCRIPTION

Each Transaction is assigned a
unique Transaction identifier. This
filter field will restrict the results to
the specific Transaction ID entered
in this field. This option is not
available on the Batch Tab.

Transaction ID :

Transaction ID

To filter on a Transaction ID, enter
the ID in the Transaction ID field.

Each Batch is assigned a unique
Batch identifier. This filter field will
restrict the results to the specific

Batch ID : H H H
Batch ID Batch ID entered in this field.
To filter on a Batch ID, enter the ID
in the Batch ID field.
St The Submission Type filter will list
- all the Submission Type options
= available to the user. This may
Individual Match . include:
Submission SLF )
=  File
Type Edit
WeiSarvice = |ndividual Match
Automation
] Clear " SLF
= Edit
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Match Type :
M
Match Type
yp TANF
O snap
District :
District v
eScholar DirectMatch User Guide 120

=  Web Services
=  Automation

To filter on one or more of the
options, click the selection box(es)
to the left of the name.

To clear all selected options, click
the Clear link.

The Match Type filter will list all the
Match Type options available to the
user. This may include:

= SNAP
= TANF

To filter on one or more of the
options, click the selection box(es)
to the left of the name.

To clear all selected options, click
the Clear link.

The District filter will list all the
districts the user is authorized to
view. This filter option also includes
a search feature.

To filter on one or more of the
options, click the selection box(es)
to the left of the name.

To search for a specific District,
enter at least 3 letters of the district
name in the search field.

To clear all selected options, click
the Clear link.
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District :

Acadia Parish (027

East Baton Rouge Parish (017

East Carroll Parish (035

Franklin Parish (041

Grant Parish (043

Jackson Parish (049

Jefferson Parish (051

Lafayette Parish School Board (02

Livingston Parish (045

Madison Parish (089 ;
Display 25 of 28 records

Search to find additional locations

Clear

School :

School : School Year :

~ 2020

Alice Harte Elementary Charter School (017082
Sl Acadia Parish (027)
SC h (o] e} I Benjamin Franklin Elementary Math and Science

Brownfields Elementary School (017016
Acadia Parish (027)

Cedarcrest-Southmoor Elementary School (017022
dia Parish (027,

Clairborne Elementary School (017026
Acadia Parish (027

Display 25 of 28 records
Search to find additional locations.

School Year :

2020 A

2020
2019

2018

) 2017

School Year

Clear
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The School filter will list all the
schools the user is authorized to
view. This filter option also includes
a search feature.

To filter on one or more of the
options, click the selection box(es)
to the left of the name.

To search for a specific school, enter
at least 3 letters of the school name
in the search field.

To clear all selected options, click
the Clear link.

The School Year filter will list all the
school year options.

To filter on one or more of the
options, click the selection box(es)
to the left of the name.

To clear all selected options, click
the Clear link.
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The Sort By option sorts the results
by the selected option.
The options are:

Sort By :

e Max Match Score Desc
Sort By Max Match Score Desc w

e Max Match Score Asc
e Last Name Desc

e Last Name Asc

Pending Near Matches Section

The Pending Near Matches section will list one Near Match Record panel per Near Match.
This allows users to resolve Near Matches or to drill into the Compare Near Match page.
The contents of the Near Match Record panel will be different between a Batch and a
State Batch as described below. Each panel can be expanded to display all the potential
matches for the record.

Since the Match Process for a State Batch is done in reverse of a typical match, the
pending Near Matches will display differently for end users. The table below provides the
data/fields that are displayed for Batches and State Batches.

Near Match Record Panel

FIELDS/DATA BATCH STATE BATCH

Batch Indicator None State Icon
Panel Title Submission Record Program Record
Person Data Name Name

District and District Code DOB

School and School Code Grade

DOB Client ID

Grade Race

Local ID Gender
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Race SSN

Gender

SSN
Match Max Match Score Max Match Score
Information Donut Chart Donut Chart

Count of Potential Matches Count of Potential Matches
Actions Icon Description

View Details: Allows the user to expand details.
= When clicked, this icon will expand the
Potential Matches to Master Data section.

Hide Details: Allows the user to collapse details.
Fay When clicked, this icon will collapse the
Potential Matches to Master Data section.

No Match: Allows the user to make a “No

Q Match” decision for the Submission Record for
all the potential matches displayed in the
Potential Matches to Master Data section.

Drill Into: When clicked, the application will
» navigate to the Compare Near Match page for
the selected Submission Record.

Batch Near Match List Panel

Submission Record from a Batch or Transaction.

(Siiv‘eri\‘lones‘: ’ O SRIENE i Max Potential
Acadia Parish (02 Grade: Undergraduate Gender: Male 87% ;\a:f: 4 e | T O»
Local ID: 12345 ssN 098-12-1133 e

Brownfields Elementary School

State Batch Near Match List Panel
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Submission Records from a State Batch

PRy DOB: 09/23/2001 Race: White o -
;
STATE Jones, Oliver Grade: Undergraduate  Gender Male 87% T;‘\atch 4 oo O »
e Client ID: 12345 SSN- 008-12-1133 core

Potential Matches Section

DATA/FIELD DESCRIPTION

Displays the First, Last Name and Client Index ID of the potential
Near Match (Index Record).

Person Name

Displays the District Name and Code and School and Code of

Location
potential Near Match (Index Record).

DOB Displays the Date of Birth of the potential Near Match (Index
Record).

Grade Displays the current Grade Level of the potential Near Match
(Index Record).

Local ID Displays the Local ID of the student for the potential Near Match
(Index Record).

Race Displays the current Race of the student for the potential Near
Match (Index Record).

Gender Displays the Gender of the student for the potential Near Match
(Index Record).
Displays the Social Security Number of the student for the

SSN potential Near Match (Index Record). NOTE: This field may be

masked.
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DATA/FIELD DESCRIPTION

Match Score Displays the Match Score for the potential Near Match (Index

Record).
Icon Description
v Match: Allows the user to make a “Match” decision

for the Submission Record for the selected potential
match displayed in the Potential Matches to Master

Actions )
Data section.
Drill Into: When clicked, the application will

» navigate to the Compare Near Match page for the
selected Submission Record.
Collapsed Panel
Pending Near Matches
Acadia Parish S R o Sj;r; 4 vares © O

Brownfields Elementary School Local ID: 12345 SSN: 098-12-1133

Match Indicators Decision Icons
| ]
®  Match Near Match v/ Match © NoMatch
| |
Expanded Panel
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Expanded Potential Match List

wace: White o
( > ’ Potent
~ Male 87% Uﬂv 4 wstend o o>

SSN: 098-12-1133

Pending Near Matches

0B 09/23/2001
Undergraduate
- 12345

Oliver Jones
Acadia Parish
Brownfields Elementary School

Potential Matches to Program Index Record
Person Name Location DOB Grade Local ID Race Gender SSN Match Score Actions

Oliver S Jones Acadia Parish (02

CrovHesHIo 09/23/2000 Undergraduate 12345 White Male 87% v »

O

Oliver Jone Acadia Parish
)/ 1 Whi Mal
9818404111 Brownfields Elementary School 09/2312000 2 s e 87% D
Oliver L Jone Acadia Parish (02

1221 Wi
Brownfields Elementary School e 12 White  Male 87% v »

©

Oliver Jone Acadia Parish (027,

/. 1 1 Whi Mal
Brownfields Elementary School (02 09/23/200 2 te ale 87% v »

Compare Records (Near Match)

The Compare Records page allows users to view a side-by-side comparison of the
Submission Record to each potential Near Match. This comparison enables users to make
informed Match Decisions by viewing all the data from each record. The Compare
Records page includes Compare Records Header and Submission Record details.

The Compare Records page lists the Submission Record and all Near Matches that have
been returned by the Matching Process. The differences between the Submission Record
and the Near Match are highlighted to distinguish the differences. Once a user reviews
the comparison between the records, a Match or No Match decision can be made, or the
record can be canceled.

= The Match decision is made at an individual Near Match record level and will link
the Submission Record to the “matched” Near Match Record. All other potential
near matches will be canceled when a Match Decision is made.

= The No Match decision is made at the Submission Record level and indicates that
none of the Near Matches listed are a match. All near matches are canceled and
the record is not linked to any Index Records when a No Match decision is made.

= A cancel decisions cancels the entire submission and all related pending Near
Matches.
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Near Match Header

Compare Records SNAP 920 800

Pending
The Near Matches for the submission record are displayed below. Match Type Batch ID Transaction 1D
Status Panel
I Pending Near Matches Queued

View Pending Near Match List
AMatch Decision is required.

View Transaction Details
Record submitted by Andrea Hartman on 05/12/2021

Comparison Section
SUBMISSION RECORD NEAR MATCH RECORD NEAR MATCH RECORD NEAR MATCH RECORD
SOURCE: Person ID SOURCE: SNAP SOURCE: SNAP SOURCE: SNAP /

< 94%, 87% 87% D

Matching Fields [:] (1] [:]
Ollver ‘ Oliver Oliver Oliver

) L
Jon‘es 7 Jones Jone Jone

The process of making a near match decision is important. When deciding,
please review the information in detail to ensure you are making the correct
decision. The following issues can arise from poor near match decisions:

Incorrectly Matching/Not Matching a submission record to the SNAP program
record will erroneously label a student as SNAP eligible/ineligible which could
have repercussions on the data that is reported and what programs the
student is eligible to receive at school.

Compare Near Match Header

The Compare Near Match Header provides details about the specific Near Match Records
being reviewed on the page. The information displayed in the Compare Near Match
Header depends on the type of Batch being reviewed by the user.

Batch Compare Near Match Header

Compare Records SNAP 920 800

The Near Matches for the submission record are displayed below.

Pending

Match Type Batch 1D Transaction ID
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State Batch Compare Near Match Header

Compare Records ‘ 918 893

The Near Matches for the submission record are displayed belo

Pending

Compare Near Match Status Panel

The Status Panel indicates the status of the selected Near Match and provides next steps.
The available panels are:

Pending

The user must resolve the Near Match or the user can navigate to the Transaction Details
page or the Home Page or Pending Near Match List.

Pending Near Matches Queued

View Pending Near Match List
AMatch Decision is required

View Transaction Details
Record submitted by Andrea Hartman on 05/12/2021

No Match Decision

No further steps are required for the Near Match and the user can navigate to the
Transaction Details page or the Home Page or Pending Near Match List.

ng Record)

) existing record

View Home Page
View Transaction Details

Match

No further steps are required for the Near Match and the user can navigate to the
Transaction Details page or the Home Page or Pending Near Match List.
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View Pending Near Match List

The submission record was matched to an existing record View Transaction Details

Resolved by: Andrea Hartman on 05/22/2021

I Match Decision

Canceled

No further steps are required for the Near Match and the user can navigate to the
Transaction Details page or the Home Page or Pending Near Match List.

The submission record has been canceled
Canceled by: Andrea Hartman on 05/22/2021

View Transaction Details

I Canceled View Pending Near Match List

Comparison Section / Submission Record Details

The Compare Records page includes a Submission Record details section which lists the
fields categorized into Matching Fields, Person Information, Contact Information, Other
Information, Customer Defined Fields, Location Information, and DirectMatch. Each
section displays the available fields for the Submission Record with all the Near Matches
shown side-by-side.

The Compare Records page will display one Submission Record and up to three Near
Matches. If there are more than three Near Matches, the application will include left and
right navigation arrows to enable pagination across all the Near Matches.

ACTION ICON DESCRIPTION

Navigate the Near Match list to the left.
Navigate the Near Match list to the right. This icon will not be

available if there are less than or equal to three Near Matches.

A System Administrator can disable fields in the application. If the fields are
disabled, they will not be visible. If a field is described below, but not visible
then the System Administrator has disabled the field.
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As noted above, a Near Match can be in one of four stages: Pending, No Match
(Resolved), Match (Resolved) or Canceled (Resolved). The view of the Compare Near
Match data will vary by stage, including the Status Panel described above.

The information displayed in the Submission Record details section depends on the type

of Batch being reviewed by the user.

Once a Near Match has been resolved (Match, No Match, or Canceled), the Near Match

actions are no longer available/visible.

Compare.R~=
s

Pending Near Matches (

“Match Decision is required

SUBMISSION RECORD NEAR MATCH RECORD

SOURCE: Person ID SOURCE: SNAP

2N\
Match

Match: 1D 9818404011

Oliver

Score

Matching Fields

First Name

Oliver

Middle Name

eScholar DirectMatch User Guide

PENDING: Action Buttons Available

NEAR MATCH RECORD

SOURCE: SNAP
2NN
Match

Match: ID 9818404111

Oliver

Score

-lana

130

Pending

View Pending Near Match List
View Tranga=**

_— j m

NEAR MAY
SOURCE: SNAF

Match: ID 9818404122

Oliver
L

lana
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RESOLVED - Match: Action Buttons Not Available

Compare Records
The Neag Matobes
,N.-,"JM

——ed.ae displayed below.
~

" Match Decision

The submission record was match;)J
~._ Resolved by: Andrea Haﬂmaﬂ,_.o;"f

S—

_—

SUBMISSION RECORD

Match Type

\

® NEAR MATCH RECORD NEAR MATCH RECORD
SOURCE: Person ID SOURCE: SNAP SOURCE: SNAP
e —— ——
7 b v »
/-" Match Score // Match Score N\
/ \
%\Matched ID 981840401 |  No Match
£\ y
Matching Fields 7\‘\‘\ - - \,\\ ) //
First Name e ~——-—
Oliver Oliver Oliver
Middle Name
)
Last Name
RESOLVED - No Match: Action
Compare Regorda—————m__ SNAP
L’;E)ﬁ’f") e

[ No Match Decision (No N
\"T'l_g\submission record was not mqgfc,bf/

Tt Andrea Harmee—"

SUBMISSION RECORD
SOURCE: Person ID

NEAR MATCH RECORD

SOURCE: SNAP

=

Match Type

NEAR MATCH RECORD
SOURCE: SNAP

/f..——‘iﬁ“}‘—k'%,\

-~

p.1 Match Score \\ /- Match Score \‘\
/ \ / A
( No Match ) No Match )
\ _/ \ /./
= N 4
Matching Fields . P \\%\ S
First Name ~— — S ~
~— —
Oliver Oliver Oliver
Middle Name
)
Last Name
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Batch ID

Oliver

920
Batch ID

Oliver

@ Resolved

Transaction ID

View Pendina.blassdlatch ] jst

Vjor ™=
P

Buttons Not Available

800

Transaction ID

@ Resolved

Viey Homa-fason.
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Compare Recors=
The

Canceled

The submission record has been car

o Andros Hoste

SUBMISSION RECORD NEAR MATCH RECORD
SOURCE: Person ID SOURCE: SNAP
A

—
Matching Fields
First Name -
Oliver Oliver Oliver
Middle Name

S

Last Name
Jones Jones Jone

Suffix Name

Batch Comparison to a State Batch

RESOLVED - Canceled: Action Buttons Not Available

SNAP 920 800

X F3 canceled
Match Type Batch ID Transaction ID
View Pepdina- Match |ist
NEAR MATCH RECORD NB
SOURCE: SNAP SOUR®C.
—~—— ———
Canceled Canceled
FaX o
Oliver
L
Jone

FIELDS/DATA | BATCH STATE BATCH

Submission Record label

Submission
Record =  Source Tag:
= Person ID
= Upload File
* Individual Match
eScholar DirectMatch User Guide 132

=  Submission Record label
=  Source Tag:

= Program Index Name such
as SNAP, TANF, or Foster
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FIELDS/DATA | BATCH STATE BATCH

SUBMISSION RECORD SUBMISSION RECORD
SOURCE: Person ID SOURCE: SNAP
Near Match Near Match Record label = Near Match Record label
Details = Source: = Source:
= Program Index Name = PersonID
= Match Button with Program = Match Button with Master
Index Client Identifier Record Unique Identifier
NEAR MATCH RECORD NEAR MATCH RECORD
SOURCE: SNAP SOURCE: Person ID
94% 94%
Match Score Match Score

Match: 1D 9818404011 Match: ID 9813404011

Batch Compare Records
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Compare Records SNAP 920 800 Pending

The Near Matches for the submission record are displayed below. MatchType | BatchID  Transaction ID
P Pending Near Matches Queued View Pending Near Match List
\ A Match Decision is required. View Transaction Details

Record submitted by Andrea Hartman on 05/12/2021

Master Record Program Records ot s secrs. ([

SUBMISSION RECORD NEAR MATCH RECORD NEAR MATCH RECORD NEAR MATCH RECORD
SOURCE: Person ID SOURCE: SNAP SOURCE: SNAP SOURCE: SNAP

‘ 94% ’ 87% 87% |>
Match Score Match Score Match Score

Matching Fields (1] (1]

First Name

Oliver Oliver Oliver P rOgram Reco rd

Midde Name Unique Identifier

)

Last Name

Jones Jones Jone Jone

Suffix Name

State Batch Compare Records
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Compare Records k AP 918 893 Pending

The Near Matches for the submission record are displayed below. Type Batch ID Transaction ID
State Batch

Pending Near Matches Queued View Pending Near Match List

AMatch Decision is required.
Record submitted by Andrea Hartman on 05/12/2021

View Transaction Details

Master Records

Program Records .
Cancel Submission Record
SUBMISSION RECORD NEAR MATCH RECORD NEAR MATCH RECORD NEAR MATCH RECORD
SOURCE: SNAP SOURCE: Person ID SOURCE: Person ID SOURCE: Person ID

< 94% ’ 87% ‘ 87% ’ |>
Matching Fields (] ! ]
First Name d
Oliver Oliver Oliver Master Reco r
Midd Name Unique Identifier

s

Last Name
Jones Jones Jone Jone

Suffix Name

Matching Fields

The Matching Fields section specifically lists all the fields that may have been used for
matching purposes. These fields are important to list first because they will help the user
decide on the Near Match. The Matching Fields are:

FIELDS/DATA DESCRIPTION

Lists the First Name for the Submission Record and each Near

Fi N
Irst Name Match (Master).
. Lists the Middle Name for the Submission Record and each Near
Middle Name
Match.
Lists the Last Name for the Submission Record and each Near
Last Name

Match.

Lists the Suffix Name for the Submission Record and each Near

Suffix Name Match.
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FIELDS/DATA DESCRIPTION

Lists the Alternate Name for the Submission Record and each
Alternate Last Name
Near Match.

Gender Lists the Gender for the Submission Record and each Near Match.

Displays the Date of Birth for the Submission Record and each

DOB Near Match.

Lists the Social Security Number for the Submission Record and

>SN each Near Match. NOTE: This field may be masked.

Person Information

The Person Information section lists demographic data about the person. These fields are
not used in the Matching Process. The fields help the user compare the values between
the Submission Record and Near Matches (Index Records) to decide if the record is a
Match or No Match. The fields are:

FIELDS/DATA DESCRIPTION

Displays the Ethnicity for the Submission Record and each Near

Ethnicity Match

Displays the Race for the Submission Record and each Near

R
ace Match.

Displays the Race 2 for the Submission Record and each Near
Race 2 Match. This field may not be visible depending on how the
System Administrator configured field visibility.

Displays the Race 3 for the Submission Record and each Near
Race 3 Match. This field may not be visible depending on how the
System Administrator configured field visibility.

Displays the Race 4 for the Submission Record and each Near
Race 4 Match. This field may not be visible depending on how the
System Administrator configured field visibility.
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FIELDS/DATA DESCRIPTION

Displays the Race 5 for the Submission Record and each Near
Race 5 Match. This field may not be visible depending on how the
System Administrator configured field visibility.

Displays the Ethnic Subgroup for the Submission Record and
Ethnic Subgroup each Near Match. This field may not be visible depending on
how the System Administrator configured field visibility.

Contact Information

The Contact Information section lists contact data for the person. These fields are not
used in the Matching Process. The fields help the user compare the values between the
Submission Record and Near Matches (Index Records) to decide if the record is a Match
or No Match. The fields are:

FIELDS/DATA DESCRIPTION

Displays the Address for the Submission Record and each Near

Address 1 Match.
Address 2 Displays the Address 2 for the Submission Record and each
Near Match.
. Displays the City for the Submission Record and each Near
City
Match.
State Displays the State for the Submission Record and each Near

Match.

Displays the Zip Code for the Submission Record and each Near
Zip Match. This field may not be visible depending on how the
System Administrator configured field visibility.

Location Information

The Location Information section lists district and school data for the person. These fields
are not used in the Matching Process. These fields help the user compare the values
between the Submission Record and Near Matches (Index Records) to decide if the
record is a Match or No Match. The fields are:
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FIELDS/DATA DESCRIPTION

Displays the Student for the Submission Record and each Near

Person Type Match.

Displays the School Year for the Submission Record and each

School Year Near Match.

Displays the District Code for the Submission Record and each

District C
istrict Code Near Match.

Displays the School Code for the Submission Record and each

School Code Near Match.

Displays the Resident Location for the Submission Record and

Resident Location each Near Match.

Displays the Local ID related to the Source System that

Local ID submitted the data for the Submission Record and each Near
Match.
Displays the Source System that submitted the data for the
Source Submission Record and each Near Match. It is related to the
Local ID.

Displays the Grade Level for the Submission Record and each

Grade Near Match.

DirectMatch

The DirectMatch section lists fields that are specific to the DirectMatch process for the
person. These fields are not used in the Matching Process. These fields help the user
compare the values between the Submission Record and Near Matches (Index Records)
to decide if the record is a Match or No Match. The fields are dependent on the Program
Index and may change when viewing different Match Types.

Lesson: How to Access the Near Match List
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1.
2.

Navigate to the Dashboard or Match History component.

Locate a “Resolve” link for a Transaction or Batch.

The Multiple Actions Icon will display a

menu with Resolve as an option.

Batch ID Status Info Actions

& Pending: Request Received
Refresh
—_— \
922
Pending: In Progress
921 S .

Pending: Request Queued Resolve :

L Pending: Near Matches

e Pending: Errors Resolve

Download

Batch ID Status Info

\iew Transaction Det”
Click the Resolve link to access the Near Matches for the specific Batch or
Transaction.

The application will display the Near Match List page with the selected Batch or
Transaction Near Match displayed.

Lesson: How to Filter the Near Match List

o v & W

Navigate to the Near Match List page as described above.

By default, the application will display the Batch or Transaction that was selected
on the prior page, but this information can be removed in order to apply different
filters. The application will display the available filters as described above. See
Near Match List filters.

Enter or select the appropriate filters.
Click the Filter Data button to apply the filters to the list.
The application will update the Near Match List based upon the selected filters.

Click the Reset link to reset the filter options.
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Lesson: How to Resolve Near Match

1. Navigate to the Near Match List page as described above.

2. Review the Resolve Near Matches list page. Each card displays the submission
record and the collapsible section displays a list of Potential Matches to Program
Index records.

3. Focus on one Submission Record card at one time.

4. Click the Expand icon ( v ) in the Submission Record header to expand the
Potential Matches to Program Index Records section.

5. The Potential Matches to Program Index Records section will display one or many
Near Matches with many of the matching fields visible in the list and the Match
Score. The list will be sorted by the highest matching record at the top of the list
based upon the Match Score.

6. Review the Potential Matches to Program Index Records section as compared to
the Submission record to determine if there are any Matches or if there are no
Matches (No Match).

a. If there are no matching records to the Submission Record in the Potential

Matches to Program Index Records section, click the No Match icon ( S )
in the Submission Record header to the right of the Submission Record
details. NOTE: If the No Match icon is clicked, ALL potential Near Matches
will be discarded. This decision should only be made if there are no
matches listed in the Potential Matches to Master Data section.

b. If the Index Record is a Match to the Submission Record, click the Match
icon ( v ) in the Actions column to the right of the name to be matched.

c. If additional information is necessary to make a Match Decision, click on

the Drill Inicon ( ” ) to navigate to the Compare Records page. This icon
can be clicked from the Submission Record Header or from the Potential
Matches to Master Data section, both options will navigate to the same
page.
7. The Compare Records page displays the submitted person in the “Submission
Record” column on the left and the Near Match Record(s) in columns on the right
of the submission record column.
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a. The Near Matches will be listed from left to right, with the highest and
most likely match to the left and closest to the Submission Record.

b. All fields that are different between Submission Record and Near Match
Records are highlighted in yellow.

c. If a near match was forced by the application, the application will list the
reason for the near match within the “Match Notes” row. This may include
a note about the Twins Rule, SSN Rules or other forced near match
scenarios.

8. If more than three Near Matches are available, the application will display a left
and right navigation icon. Click the icons to navigate between all the potential
matches.

9. Review all Near Matches, including the highlighted differences and Match Score to
determine if there is a Match or if there are no matches (No Match).

a. A Near Match is only resolved once, so once a decision button (Match, No
Match or Cancel) is clicked, the Near Match is resolved and will disappear
from the Near Match List. Once a decision is submitted, it cannot be
reverted.

10. To resolve a near match a user can click on Match, No Match, or cancel the
record.

a. If there are no matching records to the Submission Record in the listed

Near Matches, click the No Match button (m ). NOTE: If the

No Match button is clicked, ALL potential Near Matches will be discarded.
This decision should only be made if there are no matches listed in the
Near Match details.

b. If the Index Record is a Match to the Submission Record, click the Match

Match: ID 9818404011
button ( ) in the Near Match column below the
record to be matched. The Match button will include the Client Index ID of

the Near Match (Index Record).

c. If the Submission Record should be canceled, click the “Cancel Submission
Record” link.

i. When the Cancel Submission Record link is clicked, all the pending
near match will be canceled. If a pending near match is canceled, no
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match determination is made, and the record must be resubmitted

to the application.

Compare Records
The Near Matches for the submission record are displayed below.

Pending Near Matches Queued

AMatch Decision is required
Record submitted by Andrea Hartman on 05/12/2021

SUBMISSION RECORD NEAR MATCH RECORD

CAIDAE. Darenn 1IN cAnnQE. enan
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SNAP 920 800

MatchType ~ BatchID  Transaction ID

Pending

View Pending Near Match List
“==aaction Details

Cancel Submission Record n

NEAR MATCH RECORD

CAIIDAE. ENAD <“WAD
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M Search Options

Chapter Highlights
= Qverview
=  Search Form

= Search Results

=  Search Info

Overview

The Search Options feature enables users to search for students by identifier, Match
Type, District, School and/or School Year and to download the results. The Search page
includes the Search Form and Search Results sections. Each option is described below.

The Search feature was formerly called “My Students”.

Search Form
The Search form includes several fields to locate a specific student and/or group of
students.

Search Options

Identifier : Match Type : District : School : School Year :
v Acadia Parish (027) o w 2020 v

FIELDS/DATA DESCRIPTION

When searching for a specific student, a State ID can be entered into

Identifier - . .
this field to restrict the results to a specific student.
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FIELDS/DATA DESCRIPTION

The Match Type selector searches for students with an existing Match
Match Type Record for the selected Match Type(s). One Match Type must be
selected.

The District selector searches for students currently enrolled in the
District selected District with an existing Match Record. In order to
Download, at least one District must be selected.

The School selector searches for students currently enrolled in the

hool
Schoo selected School with an existing Match Record.
The School Year selector searches for students with an existing Match
School Year
Record.
Reset Link The Reset link button will reset the search form to the default values.
Search The Search button will submit the search request using the search

criteria.

Search Result

Once a search is initiated the application will display the Search Results matching the
search criteria. The Search Results panel includes a Download icon and will each result
record will include details about the students.

Extract File

Extract Date Match Type * Location Info School Year Record Count Extract Name Extract Status Actions

Aliz020 sNap Al etioh . 2020 1900020190002  dm_SNAP 1xt c D
v Brownfields Elementary School - E -

FIELDS/DATA DESCRIPTION

The Download Icon button will generate a download file based

Download Icon L . .
on the search criteria that was submitted. When clicked, the
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FIELDS/DATA DESCRIPTION

Search Information page will be displayed with the Download
Options available.

State ID Displays the State ID.

Name Displays the First and Last Name.
DOB Displays the Date of Birth.
Gender Displays the Gender.

Grade Displays the current Grade.

Displays the District Name, District Code, School Name and

Location Info School Code.

ID Info Displays the Local ID and Source System.

Displays all programs the student has matched, including those

Eligibility Types not selected in Match Type.

Earliest Identified Date Displays the earliest date the student was identified as eligible.

Drill-In: Allows the user to drill into the Person Profile —

Actions DirectMatch of the selected person.

No Records Found

If no matches are found for the search criteria, the application displays a message below
the search form indicating that no matches were found. When this occurs, users should
adjust the search criteria and re-submit the form.
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Download - Search Information

The Search Information profile displays the Search Date, Search Result count and a
Download Options panel. The Download Options panel includes a download form for the
user to customize the download file.

DdiﬂﬁiﬂZUZD 4:00 PM 3 &«

Search Date Search Resuit

Search Information

DOWNLOAD

Download Options

B Format
File Format Version 3.0  Version 3.0+  DirectiMatch Index
Delimiter Tab Comma
Qualifier Double Quotes (") Single Quote (') none
Date Format mmidd/iyyyy kl
Inciude HeaderFooter Yes No

Generate Extract

FIELDS/DATA DESCRIPTION

Provides a list of download format options, including Version
3.0, Version 3.0+, and DirectMatch Index. One button/option

File Format . .
must be selected. DirectMatch Index is the default download
option.
. Provides a list of download delimiter options, including comma
Delimiter .
or tab. One button/option must be selected.
Provides a list of download qualifier options, including single
Qualifier guote (‘) or double quote (“) or none. One button/option must

be selected.

Provides a drop-down menu with options for the download

Date Format .
date format. One option must be selected.

Indicates if the header/footer are included in the download file,

Include Header/Foot
nclude Header/Footer including Yes or No. One button/option must be selected.
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FIELDS/DATA DESCRIPTION

Serves as the form submission button and will initiate the

Generate Extract
download process.

When the Download Generate Extract button is clicked, the application will display an
Extract File(s) panel. This panel will list all the extracts that have been generated by the

~
request. The Extract Files panel includes a Refresh icon (™’ ), Download All link and a

data grid listing all the downloads.

Extract File

Extract Date Match Type * Location Info School Year Record d Count Extract Name Extract Status Actions

9062020 SNAP Acadia Porish (02 2020 190,002 of 190,002 dm_SNAP_06082020_1.txt Completed Download
V Brownfields Elementary School

The following fields are returned in the data grid:

FIELDS/DATA DESCRIPTION

Extract Date Indicates the date and time the extract was initiated.

Match Type Indicates the Match Type data included in the extract.

Indicates the District Name, District Code, School Name, and School

Location Info
Code for the extract.

Match Status Indicates “Match” as all records are considered Matches.
School Year Indicates the School Year for the records in the extract.
Record Count Indicates the count of records in the extract.
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FIELDS/DATA DESCRIPTION

Indicates the file name that was generated by the system for the
extract.

Extract Name

Indicates the status of the extract, including Interrupted, In Progress
Extract Status or Completed. A file cannot be downloaded until it has completed
the file generation process.

Provides a list of valid actions based on the status of the extract,
including Refresh or Download.

Actions Refresh — When clicked, the extract information for the specific
download will be updated.

Download — When clicked, the extract will be downloaded/available.

Lesson: How to Perform a Search

®

—

1. Click on the Search icon on the side navigation panel.

2. Select the appropriate criteria for the person you are searching using ldentifier,
Match Type, District, School, School Year.

3. Click the Search button.

4. The Search results will be displayed.

Search Results B

Earliest
State ID Name DOB Gender Grade Location Info * ID Info Eligibility Types Identified Date Actions

Muttiple Districts 008 Foster | SNAP
e TANF

937948987854 Allan, Keith 02/05/2011 Male = 10/11/2018 »

Acadia P h (027 007
737556980763  Davidson, Justin  08M22010  Male 12 ol »

SNAP 10/11/2018

‘Acadia Parish (027 006
938948987788 Fisher, Sally 09/09/2010 Female 4 Benjamin Frankiin Elementary Math and Science e, SNAP  TANF 10/11/2019 »
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Lesson: How to Download Details

Search for students using the How to Search above.

Click on the Download icon ( ) to view the Search Information — Download Page.

The application will display the Search Information — Download page which
includes a Download form.

Select the appropriate form values.
Click Generate Extract.

The application will display a list of extracts generated by the request. This may be
one or many extracts, depending on the download request.

Click the Download link in the Extract File(s) panel for the specific download
request.

The application will prompt the user to save the file or depending on web browser
settings may automatically download the file.

Lesson: How to View Match History Details

1.

Search for students using the How to Search above.

Click on the Drill in icon ( » ) to view the Person Profile - DirectMatch.

The application will display the Person Profile — DirectMatch tab which includes the
Index Date, Date Matched among other fields. This tab can be used to view any
“Match” a student has to a Program Index/Match Type.
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Matched DirectMatch Records

Index Date + Date Matched + School Year + Match Type + Decision + DSS Match Option + Location Info Local ID + Source = Transaction Info 5

00012020 09/052020 2020 snap Match 0928822 Manual Authorization - Persh (021) . 1234 MDE 123
Brownfields Elementary Schooi (02 1

Acadia Parish (
Brownfields Elementary School

09/01/2020 09/05/2020 2020 Foster Match 883838  Address Maich 3422 SI5 234

Acadia Parish (
Brownfields Elementary School ((

09/07/2020 09/05/2020 2020 SNAP Match 0002828 Upload File m MDE 123

Acadia Parish (027)

09/01/2020 09/05/2020 2020 TANF Maich 747 Person ID 156 818 44
Brownfields Elementary School (027011
1-4014 B
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M Person Profile

Chapter Highlights
= Qverview

=  Person Profile Header

=  Person Profile — Master Record Tab

= Person Profile — DirectMatch Tab

Overview

The Person Profile feature enables users to view specific details about a student,
including person information, match history, and other details. This feature offers a
complete picture of the student including the Master Record and any historical
information that may be available for the student.

The Person Profile is accessible throughout the application wherever the person name is
shown as a link, such as on the Search Results page. Most users can view a person profile,
but only authorized users are able to edit a Person Profile.

The Person Profile consists of a Person Profile Header and four tabs of specific content,
including the Overview, Master Record, History Records, and DirectMatch tabs. Each of
these are described in detail below.

A System Administrator can configure field display labels and/or disable fields, so the
columns/field labels described below may vary based upon those configured values. For
example, the Alternate Last Name field may be disabled and therefore not visible on the
Master Record tab view.
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Person Profile Header

2837736293

State ID

Andrea L Hartman

Person Type(s): Student | Staff

09/12/2020 5 2020

Last Updated Pending Near Matches School Year

OVERVIEW MASTER RECORD  DIRECT MATCH

Master Record Highlights » | Pending Near Matches »
2 of 6 Pending Near Matches
& Person Information Andrea Hartman » Pend I ng N ear
Brownfields Elementary School
First Name Andrea 9818404042 (Local ID: 32345) M atCheS

Middle Name L Andrea L Hartman »

Brownfields Elementary School

9818404011 (Local ID: 12345)

Last Name Hartman

Alternate Last Name

Gender Female
Master

DoB 02/01/1992 5 .

Highlights
SSN 123-45-6789
Ethnicity Non Hispanic
Race White
State ID 2837736293

Person Profile Header

The Person Profile Header appears at the top of the Person Profile and will remain the
same, even when changing tabs. This information enables the user to view important
information about the person.

Overview, Master Record, and Direct Match Tabs
Andrea L Ra

Person Type(s): Student | Staff State ID

09/12/2020

Last Updated

5 2020

Pending Near Matches School Year

OVERVIEW MASTER RECORD  DIRECT MATCH

FIELDS/ A DESCRIPTION

Displays the First Name, Middle Name, and Last Name of the
selected person.

Person Name
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FIELDS/DATA DESCRIPTION

Person Type(s) Displays all the person types for the person. For DirectMatch
P profiles, the Person Type will always be Student.

State ID Displays the unique State ID for the student.

Displays the date the Master Record was last updated for the

L D
ast Update Date selected person.

Displays the count of pending Near Matches for the selected

Pending Near Matches
person.

Displays the most recent school year when the Master Record

School Year was updated.

Person Profile - Overview Tab

The Overview tab serves as a dashboard for the selected person and includes Master
Record Highlights, Recent History Records, and Pending Near Matches panels.

OVERVIEW MASTER RECORD DIRECT MATCH

Mast Master Record Highlights » Pending Near Matches »
aS er 2 of 6 Pending Near Matches
H | g h I | g hts & Person Information Andrea Hartman »
- " |
Brownfields Elementary School
First Name Andrea 9818404042 (Local ID: 32345)
Middie Name i Andrea L Hartman »
Brownfields Elementary School
Last Name Hartman 9818404011 (Local ID: 12345)
Alternate Last Name
Gender Female
o8 P Pending Near
SSN 123-45-6789 MatChes
Ethnicity Non Hispanic
Race White
State ID 2837736293
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Master Record Highlights

The Master Record Highlights includes a Drill In icon button ( » ) and Person
Information. When the Drill Inicon is clicked, the application will navigate to the Master
Record tab. The Person Information section includes the First Name, Middle Name, Last
Name, Alternate Name, Gender, DOB, SSN, Ethnicity, Race, and State ID data from the
Master Record.

Pending Near Matches

The Pending Near Matches panel includes a Drill In icon button ( » ) and list of the 6
most recent pending near matches. When the Drill In icon is clicked, the application will
navigate to the Near Match List page. The Pending Near Match list section includes the
Name, School, State ID, and Local ID for each pending near match. The Actions column

includes a Drill In icon button ( » ) which will navigate to the Near Match List page for
the selected Pending Near Match.

Person Profile — Master Record Tab

The Person Profile — Master Record tab displays the Master Record which is the most
recently updated data for the student. The content on the page is categorized into
Person Details, Location Information, Matching Information, and Transaction
Information. Each of these panels is described in detail below.
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OVERVIEW MASTERRECORD DIRECT MATCH

Person Details 74
& Person Information o Contact Information [ other Information
First Name Andrea Address 1 450 Main Street Birth Location
Middle Name L Address 2 Residence Status
Last Name Hartman City Crowley Residence
Expiration Date
Suffix State Louisiana
Mother's Maiden
Nar
Aternate Last Name zp 70526 ame
£ customer Defined Fields
Nickname Geocode -
Email csmith23@gmail.com
Gender Female ®A® Credential Information
Phone 123-345-3345
DoB 02/01/1992 Highest Degree
CDF 3
SSN 123-45-6789 Subject Area
CDF 4
Ethnicity Non-Hispanic Degree Provider
CDF 5
Race White Certificate Number
CDF 6
Race 2 Certificate Type
CDF 7
Race 3
CDF 8
Race 4
CDF Date 1

Person Details Panel

The Person Details Panel includes the Person Information, Contact Information, Other
Information, and Customer Defined Fields sub-sections. The fields available in the Person
Details Panel are:

Person Information

FIELDS/DATA DESCRIPTION

First N
Irst Name Displays the legal first name of the student. Used for Matching.
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FIELDS/DATA DESCRIPTION

Middle Name Displays the legal middle name of the student. Used for Matching
if provided.

Last Name
Displays the legal last name of the student. Used for Matching.

Suffix Displays the suffix used for the student. Used for Matching if
provided.

Alternate Last Displays the alternate last name that may have been used for the

Name student. Used for Matching if provided.

Nickname

Displays the nickname that may have been used for the student.

Gender
Displays the gender for the student. Used for Matching.
DOB . . .
Displays the date of birth for the student. Used for Matching.
Displays the Social Security Number for the student. Used for
SSN . .
Matching if provided.
Ethnicity Displays the ethnicity for the student.
Race, Race 2-5 Displays the race for the student.

Ethnic Sub
nic >ubgroup Displays the Ethnic Subgroup for the student.

State ID Displays the State ID assigned to the student.

Contact Information

FIELDS/DATA DESCRIPTION EDIT MODE DETAILS
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Address 1 Displays the Address 1 for the Textbox. Optllonal by default but
may be required by a System

t t.
studen Administrator.
A 2 Text . ti | fault but
ddress Displays the Address 2 for the extbox. Op .|ona by default bu
student may be required by a System

Administrator.

City Displays the City for the Textbox. Opt'ional by default but
student. may.bc? required by a System
Administrator.
State Displays the State for the Drop down menu with valid state
student. options. Must select one option.
Optional by default but may be
required by a System
Administrator.
Zip Displays the Zip Code for the Textbox. Optional by default but
student. may be required by a System
Administrator.
Geocode Displays the Geocode for the Textbox. Optional by default but
student. may be required by a System

Administrator.

Other Information

FIELDS/DATA DESCRIPTION EDIT MODE DETAILS

Birth L ti Text . ti | fault but
Irth Location Displays the Birth Location for extbox. Op .|ona by default bu
may be required by a System

the student. .
Administrator.

Residence Status Drop down menu with valid
Displays the Residence Status residence status options. Optional
for the student. by default but may be required by

a System Administrator.
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Residence

Expiration Date Displays the Residence

Expiration Date for the
student.

Mother’s Maiden

Name Displays the Mother’s Maiden

Name for the student.

Customer Defined Fields

MM/DD/YYYY Date picker with a
calendar selection. Optional by
default but may be required by a
System Administrator.

Textbox. Optional by default but
may be required by a System
Administrator.

FIELDS/DATA DESCRIPTION EDIT MODE DETAILS

CDF1-8 Displays the Customer Defined
Fields submitted for the
person. The Customer Defined
Fields will have special labels
dependent on the

configuration of the system.

CDF Date 1 Displays the Customer Defined
Field Date 1 submitted for the

person.

CDF Number 1 Displays the Customer Defined
Field Number 1 submitted for

the person.

CDF Code 1 Displays the Customer Defined
Field Code 1 submitted for the

person.

Location Information Panel

Textbox. Optional by default but
may be required by a System
Administrator.

Textbox. Optional by default but
may be required by a System
Administrator.

Textbox. Optional by default but
may be required by a System
Administrator.

Textbox. Optional by default but
may be required by a System
Administrator.

The Location Information Panel includes a listing of the locations where the student is

currently enrolled. The fields available in the Locations list are:
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FIELDS/DATA DESCRIPTION

Update Date Displays the date the location information was updated for the
student.
School Year Displays the school year associated with the location record for

the student.

Location Displays the District Name, District Code, School Name and
Information School Code for the location.
ID Info Displays the Local Identifier and the Source System for the

identifier for the location.

Alternate ID Displays the alternate ID with the location record for the student.
This column may be blank.

Grade Displays the grade level associated with the location record for
the student.

Status . .
Displays the status for student at the location record.

Person Profile — DirectMatch Tab

The Person Profile — DirectMatch Tab feature displays all “Matched” records that have
been generated for the student for DirectMatch programs. The list can include matches
that were created with a Person ID, Upload File, Individual Match, Manual Match or
Address Match.

OVERVIEW ASTER RECORD DIRECT MATCH .
e o DirectMatch "Match" Records

Matched DirectMatch Records

Index Date + Date Matched $ School Year + Match Type $ Decision + DSS $ Match Option % Location Info & LocalID ¢ Source + Transaction Info $

Acadia Parish

09/01/2020  09/05/2020 2020 SNAP Maten 9928822 Manual Authorization 1224 MDE 123
Brownfields Elementary School 11
Acadia P h 7

09/01/2020  09/05/2020 2020 Foster Mateh 883838 Address Match S o a2 sis 234
Brownfields Elementary School

09/01/2020  09/05/2020 2020 SNAP Match 0002828 Upload File e ipa o MDE 123

Brownfields Elementary School (02

09/012020  09/05/2020 2020 TANF Match 747 Person ID fcadia bath 156 sis m

Brownfields Elementary School (02
-sors (]
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FIELDS/DATA DESCRIPTION

Index Date

Displays the date the Program Index was created in the
application.

Date Matched

Displays the date the record was matched to the Program Index
Record.

School Year Displays the School Year for the matched program.

Match Type Displays the Program Index name/Match Type of the eligible
matched program, such as SNAP or TANF.

Decision Displays “Match” for all records.

DSS Displays the value for the client ID from the index file.

Match Options

Displays the option Match Option that was selected during the
submission process, including Person ID, Upload File, Individual
Match, Manual Authorization, and Address Match.

Location Info

Displays the District Name, District Code, School Name, and
School Code of the student at the time of the update. The
Location Information is clickable and will navigate to the Location
Profile when clicked.

Local ID

Displays the Local Identifier that was submitted with the
Submission Record.

Source System

Displays the Source System that was submitted with the
Submission Record.

Transaction Info

Displays the Transaction ID as a link. This is clickable and will
navigate to the Transaction Profile when clicked.
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M Transaction Profile

Chapter Highlights

= Qverview

Profile Header

=  Details Tab

Download Tab

Overview

The Transaction Profile displays details about the specific Transaction record enabling
users to understand when the Transaction occurred and the current status, along with
other details. This feature includes a Profile Header, Details Tab and Download Tab. The
Details Tab include the Process Details, Next Steps and General Information panels. Each
panel is described in detail below. The Download Tab enables users to download the
Transaction.

The Transaction Profile page can be accessed for any Transaction by clicking the
Transaction ID link. This link is displayed throughout the application, including on the
Dashboard, Match History and Near Match List pages.

Profile Header

The Transaction Profile Header displays a page title, Transaction details, action button,
and Details and Download tab links for the Transaction.
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Transaction Profile

Contains one record.

DETAILS DOWNLOAD

e | e | | . | P

FIELDS/DATA DESCRIPTION

Transaction ID

Displays the Transaction Identifier for the selected Transaction.
Each Transaction is assigned a unique identifier and can be
referenced/searched for from the Match History component.

Submission Type

Displays the option Match Option that was selected during the
submission process, including Person ID, Upload File, Individual
Match, Manual Authorization, and Address Match.

Process Info

Displays the date and time the Transaction was submitted.

Related Batch

If the Transaction is part of a Batch, the Batch Identifier will be
displayed. If the Transaction was a single Transaction, no Batch
Identifier will be displayed.

Status

Displays the current status of the Transaction.

Details Tab

This is a link to view the Details content as described below.

Download Tab

This is a link to view the Download content as described below.
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Details Tab

The Details tab includes Process Details, Next Steps and General Information panels as

described below.

DETAILS DOWNLOAD
—— .
Process Details
Process Details
Displays details about processing

|»* status Statistics
Match Status

Match / No Match (Completed)

Match

@ Processing Stage
Stage

Validation Started
Validation Completed

Match Completed

Process Details

Record Count

Processing Date

03/03/2020 12:04:53 PM

03/03/2020 12:05:33 PM

03/03/2020 12:15:33 PM

Next Steps E

View Batch Profile

| General Information

Match Type SNAP
District Acadia Parish (027)
School Brownfields

Elementary School
(027018)

Extract Date

Extract File DirectMatch
Transmission ID

Source PS
Creation Date 05/02/2019

The Process Details panel includes information about the Transaction process, such as
the Status Statistics and Processing Stage. These sections provide the users with details
about Match Decision statistics and the Transaction Status as described below.

Status Statistics

The Status Statistics displays a breakdown of the Transaction Status for the Match Status
and Record Count per status. Since a Transaction is a single record, the Status Statistics
should display only one status for the record, such as Match with a record count of 1.

|~* Status Statistics

Match Status
Match / No Match (Completed)

Match

eScholar DirectMatch User Guide
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Processing Stage

The Processing Stage section displays a breakdown of the Stage and Processing Date for
the Stage. The Processing Stages are specific stages the Submission Record passed
through during the submission process, including validation, matching, and other stages.
The information displayed in this section helps determine when a stage started and
ended.

@ Processing Stage

Stage Processing Date

Validation Started 03/03/2020 12:04:53 PM

Validation Completed 03/03/2020 12:05:33 PM

Match Completed 03/03/2020 12:15:33 PM
Next Steps

The Next Steps panel provides access to any actions that are available for the
Transaction. The Next Steps that may available are:

NEXT ACTION DESCRIPTION

Continue Indicates the Transaction is not completed and is in a pause
status and must be continued for it to finish processing.

Refresh Indicates the Transaction is not completed and is in a pending
status. The Refresh action will refresh the status of the
Transaction. The Transaction will continue processing even if this
action is not clicked.

Resolve Indicates the Transaction is not completed and that there is at
least one pending Near Match for the Transaction and it must be
resolved by a user for the Transaction to complete.

Download Indicates the Transaction has completed and can be downloaded.
When the Download link is clicked, the application will navigate
to the Download tab.
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NEXT ACTION DESCRIPTION

View Batch If the Transaction is associated to a Batch, the View Batch Profile
Profile link will be available. If this link is not visible, the Transaction is
not associated to a Batch.

General Information

The General Information panel provides specifics about the Transaction, such as the user

who submitted the Transaction. The data displayed in this section includes:

FIELDS/DATA DESCRIPTION

Match Type Displays the Program Index name/Match Type of the eligible
matched program, such as SNAP or TANF.

District Displays the District Name and Code associated to the Submission
Record/Transaction.

School Displays the School Name and Code associated to the Submission
Record/Transaction.

Extract Date Not applicable to DirectMatch.

Extract File Not applicable to DirectMatch.

Transmission ID Not applicable to DirectMatch.

Source Displays the Source Name associated to the Submission
Record/Transaction.

Creation Date Displays the date the Submission Record/Transaction was
created.
Creation User Displays the user information for the user who created the

Submission Record/Transaction.
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FIELDS/DATA DESCRIPTION

Delimiter Displays the Delimiter for the Detail Record associated to the
(Record) Submission Record/Transaction. This is used for Upload File
submissions.

Delimiter Displays the Delimiter for the Header Record associated to the
(Header) Submission Record/Transaction. This is used for Upload File
submissions.

File Version Displays the File Format used to submit the Submission
Record/Transaction.

eScholar DirectMatch User Guide 166 Last Revised: July 17, 2024



Download Tab

The Download tab provides access to download the Transaction Record and includes
Download Options and Download History panels.

GRS EEsoR = Download Histor
Download Options y
Download Options Download History
Displays download history.

E Match Status User ID Download Date
0000supr 03/03/2020 11:57:20 AM
Status Match Date Status Record Count Total Record Count
RobertJohnson 04/20/2020 11:46:02 AM
® Match 04/23/2020 13:48 1 1
B Format
File Format Version 3.0 Version 3.0+ DirectMatch Index
Delimiter Tab Comma
Qualifier Double Quotes (") = Single Quote (') none
Date Format mm/dd/yyyy v

Generate Download

Generate Extract

Include Header/Footer Yes No

Download Options

The Download with Options functionality allows users to select specific download
options, such as the extract template, field delimiter, field qualifier, date format and
whether to include the header/footer in the file.

The Download Options panel includes a Match Status section to specify the Match Status
to download and Format section to specify the format of the download file.
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Download Options

B Match Status

Status Match Date

®

Match

ﬁ Format

File Format

Delimiter

Tab
lifier
Date Format

Include Header/Footer Yes

FIELDS/DATA

Match Status

File Format

Delimiter
Qualifier

Date Format
Include Header/Footer

Generate Extract

eScholar DirectMatch User Guide

04/23/2020 13:48

Double Quotes (") = Single Quote (')

mm/dd/yyyy

Status Record Count Total Record Count

1 1

Version 3.0  Version 3.0+ = DirectMatch Index

Comma

none

DESCRIPTION

For a Transaction the Match Status section will include one
match option such as Match. This section includes the Status,
Match Date, Status Record Count, and Total Count. For a
Transaction, these counts should be 1.

Provides a list of download format options, including Version
3.0, Version 3.0+, and DirectMatch Index. One button/option
must be selected. Ready to Resolve Near Matches and Canceled
Status Match Statuses must be downloaded in File Format 3.0.

Provides a list of download delimiter options, including comma
or tab. One button/option must be selected.

Provides a list of download qualifier options, including single
guote (‘) or double quote (“) or none. One button/option must
be selected.

Provides a drop-down menu with options for the download
date format. One option must be selected.

Indicates if the header/footer are included in the download file,
including Yes or No. One button/option must be selected.

Serves as the form submission button and will initiate the
download process.
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When the Download Generate Extract button is clicked, the application will display an
Extract File(s) panel. This panel will list all the extracts that have been generated by the

~
request. The Extract Files panel includes a Refresh icon ( i ), Download All link and a
data grid listing all the downloads.

The format of the downloaded file will match the extract file selected in the File Format

option.

Download History

The Download History panel will list a record of each time the Transaction was
downloaded by a user, including the user and date the download was generated.

Download History

Displays download history
User ID Download Date
0000supr 03/03/2020 11:57:20 AM
RobertJohnson 04/20/2020 11:46:02 AM

Lesson: How to Access a Transaction Profile

1. Click on a Transaction ID link from any page in the application, including the
Recent Activity panel, Match History, or Near Match List.

2. The application will navigate to the Transaction Profile for the selected
Transaction.

3. View the Details and Download tabs as necessary.

Lesson: How to Generate Extract File from Download Options

1. Access a Transaction Profile as described above.
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2. Select the appropriate Match Status records to extract using the radio button.
Only one status at a time can be downloaded.

B Match Status

Status Match Date Status Record Count Total Record Count

® Match 04/23/2020 13:458 1 1

3. Click the button/option for each field in the Download Options section, such as
the File Format and Delimiter.

B Format
File Format Version 3.0 Version 3.0+  DirectiMatch Index
Delimiter Tab Comma
Qualifier Double Quotes (") Single Quote (') none
Diate Format mmfddiyyyy b
Include Header/Footer Yes No

4. Click Generate Extract.
Generate Extract

5. The application will display a list of extracts generated by the request. This may be
one or many extracts, depending on the download request.

Extract File (1)

% Download All

Extract Date Match Type * Location Info * Maich Status Record Count Extract Name Extract Status Actions
04/06/2020 Acadia Parish (027
iy SNAP - Match

Brownields Elementary Schooi

10f1 extract_06082020.txt Completed Download

6. Click the Download link in the Extract File(s) panel for the specific download
request.

eScholar DirectMatch User Guide 170 Last Revised: July 17, 2024



Extract File (1) i
Actions

Extract Date Match Type * Location Info * Match Status Record Count Extract Name Exty

Download

04/06/2020 Acadia Parish

SNAP Match 1of1 extract_06082020.txt Cq

Brownfields Elementary Schoo

7. The application will prompt the user to save the file or the web browser may
automatically download the file. This step is dependent on the computer and
system, not the application.
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W Batch Profile

Chapter Highlights
= Qverview

=  Profile Header

= Details Tab

Download Tab

Overview

The Batch Profile displays details about the specific Batch enabling users to understand
when the Batch occurred and the current status, along with other details. This feature
includes a Profile Header, Details Tab and Download Tab. The Details Tab include the
Process Details, Next Steps and General Information panels. Each panel is described in
detail below. The Download Tab enables users to download the Batch.

The Batch Profile page can be accessed for any Batch by clicking the Batch ID link. This
link is displayed throughout the application, including on the Dashboard, Match History
and Near Match List pages.

Profile Header

The Batch Profile Header displays a page title, Batch details, action button, and Details
and Download tab links for the Batch.

Batch Profile 925 File(un zes)  04106/2020 3:00 PM

Contains one or many records. p

Pending: Request Received

DETAILS  DOWNLOAD
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FIELDS/DATA DESCRIPTION

Batch ID Displays the Batch Identifier for the selected Batch. Each Batch is
assigned a unique identifier and can be referenced/searched for
from the Match History component.

Submission Type | Displays the option Match Option that was selected during the
submission process, including Person ID, Upload File, Individual
Match, Manual Authorization, and Address Match.

Process Info Displays the date and time the Batch was submitted.

Status Displays the current status of the Batch.

Details Tab This is a link to view the Details content as described below.

Download Tab This is a link to view the Download content as described below.
Details Tab

The Details tab includes Process Details, Next Steps and General Information panels as
described below.
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Process Details

Process Details
Displays details about processing.

|~* status Statistics
Match Status
Match / No Match (Completed)

Match

Canceled (Completed)

Canceled - Selected during Match Resolution stage

Canceled - During data validation stage

Ready to Resolve Near Matches (Pending)

Near Match pending resolution

© Processing stage
Stage

Validation Started
Validation Completed

Match Completed

Process Details

Record Count

36

Processing Date

03/03/2020 12:04:53 PM

03/03/2020 12:05:33 PM

03/03/2020 12:15:33 PM

Next Steps

View Transactions

General Information

Match Type SNAP
District Acadia Parish (027)
School Brownfields
Elementary School
(027018)

Extract Date
Extract File DirectMatch

Transmission ID

Source PS
Creation Date 05/02/2019
Creation User ahartman
PR SN nvna

The Process Details panel includes information about the Transaction process, such as
the Status Statistics and Processing Stage. These sections provide the users with details
about Match Decision statistics and the Batch Status as described below.

Status Statistics

The Status Statistics displays a breakdown of the Transaction Status for the Match Status

and Record Count per status.
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|~* Status Statistics
Match Status Record Count
Match / No Match (Completed)
Match 15
Canceled (Completed)

Canceled - Selected during Match Resolution stage 2

Canceled - During data validation stage 1

Ready to Resolve Near Matches (Pending)

Near Match pending resolution 36

Processing Stage

The Processing Stage section displays a breakdown of the Stage and Processing Date for
the Stage. The Processing Stages are specific stages the Submission Record passed
through during the submission process, including validation, matching, and other stages.
The information displayed in this section helps determine when a stage started and
ended.

@ Processing Stage

Stage Processing Date

Validation Started 03/03/2020 12:04:53 PM

Validation Completed 03/03/2020 12:05:33 PM

Match Completed 03/03/2020 12:15:33 PM
Next Steps

The Next Steps panel provides access to any actions that are available for the Batch. The
Next Steps that may available are:
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NEXT ACTION DESCRIPTION

Continue

Indicates the Batch is not completed and is in a pause status and
must be continued for it to finish processing.

Refresh

Indicates the Batch is not completed and is in a pending status.
The Refresh action will refresh the status of the Transaction. The
Batch will continue processing even if this action is not clicked.

Resolve

Indicates the Batch is not completed and that there is at least
one pending Near Match for the Transaction and it must be
resolved by a user for the Transaction to complete.

Download

Indicates the Batch has completed and can be downloaded.
When the Download link is clicked, the application will navigate
to the Download tab.

View
Transactions

Each Batch may have one or many Transactions. When this link is
clicked, the application will navigate to the Match History page
with a filter for the specific Transaction.

General Information

The General Information panel provides specifics about the Batch, such as the user who
submitted the Batch. The data displayed in this section includes:

FIELDS/DATA DESCRIPTION

Match Type Displays the Program Index name/Match Type of the eligible
matched program, such as SNAP or TANF.

District Displays the District Name and Code associated to the Submission
Record/Transaction/Batch.

School Displays the School Name and Code associated to the Submission

Record/Transaction/Batch.

Extract Date

Not applicable to DirectMatch.

Extract File

Not applicable to DirectMatch.
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FIELDS/DATA DESCRIPTION

Transmission ID

Not applicable to DirectMatch.

Source

Displays the Source Name associated to the Submission
Record/Transaction/Batch

Creation Date

Displays the date the Submission Record/Transaction/Batch was
created.

Creation User

Displays the user information for the user who created the
Submission Record/Transaction/Batch.

Delimiter Displays the Delimiter for the Detail Record associated to the

(Record) Submission Record/Transaction/Batch. This is used for Upload
File submissions.

Delimiter Displays the Delimiter for the Header Record associated to the

(Header) Submission Record/Transaction/Batch. This is used for Upload
File submissions.

File Version Displays the File Format used to submit the Submission

Record/Transaction/Batch.
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Download Tab

The Download tab provides access to download the Batch and includes Download
Options and Download History panels.

Download Options

The Download with Options functionality allows users to select specific download
options, such as the extract template, field delimiter, field qualifier, date format and
whether to include the header/footer in the file.

The Download Options panel includes a Match Status section to specify the Match Status
to download and Format section to specify the format of the download file.

Download Options

B Match Status

Status Match Date Status Record Count Total Record Count
(@] Match 041232020 13:48 20 100

Ready to Resolve Near Matches 04/23/2020 13:48 - 100

® Cancelled 04/23/2020 13:48 8 100

B rFormat
File Format Version 8.0 | Version 3.0+ | DirectMatch Index
Delimiter Tab Comma
Qualifier Double Quotes (") = Single Quote (') none
Date Format mm/ddlyyyy ¥

nclude Header/Footer Yes No

FIELDS/DATA DESCRIPTION

The Match Status section will include all the available Match
Status for the Batch, including Match, Ready to Resolve Near
Matches and others. This section includes the Status, Match

Match Status Date, Status Record Count, and Total Count. The Status Record
Count totals are shown for each Match Status and may vary,
while the Total Record Count should be consistent. It is the
total count of records in the Batch.

Provides a list of download format options, including Version

File Format 3.0, Version 3.0+, and DirectMatch Index. One button/option
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FIELDS/DATA DESCRIPTION

must be selected. Ready to Resolve Near Matches and Canceled
Status Match Statuses must be downloaded in File Format 3.0.

Provides a list of download delimiter options, including comma

Delimit
ehmiter or tab. One button/option must be selected.
Provides a list of download qualifier options, including single
Qualifier quote (‘) or double quote (“). One button/option must be

selected.

Provides a drop-down menu with options for the download

Date Format .
date format. One option must be selected.

Indicates if the header/footer are included in the download file,

Incl H Foot
nclude Header/Footer including Yes or No. One button/option must be selected.

Serves as the form submission button and will initiate the

Generate Extract
download process.

When the Download Generate Extract button is clicked, the application will display an
Extract File(s) panel. This panel will list all the extracts that have been generated by the
request. The Extract Files panel includes a Refresh icon (), Download All link and a data
grid listing all downloads.

The format of the downloaded file will match the extract file selected in the File Format
option.

Download History
The Download History panel will list a record of each time the Batch was downloaded by
a user, including the user and date the download was generated.

Download History

Displays download history

User ID Download Date
0000supr 03/03/2020 11:57:20 AM
RobertJohnson 04/20/2020 11:46:02 AM
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Lesson: How to Access a Batch Profile

1. Click on a Batch ID link from any page in the application, including the Recent
Activity panel, Match History, or Near Match List.

2. The application will navigate to the Batch Profile for the selected Batch.

3. View the Details and Download tabs as necessary.

Lesson: How to Generate Extract File from Download Options

1. Access a Batch Profile as described above.

2. Select the appropriate Match Status records to extract using the radio button.
Only one status at a time can be downloaded.

B Match status

Status Match Date Status Record Count Total Record Count
O Match 04/23/2020 13:48 80 100
O Ready to Resolve Near Matches 04/23/2020 13:48 2 100
® Cancelled 04/23/2020 13.48 3 100

3. Select the Download Options, such as the File Format and Delimiter.

B3 Format
File Format Version 3.0 ‘ersion 3.0+ | DirectMatch Index
Delimiter Tab Comma
Qualifier Double Quotes (") | Single Quote (') none
Date Format mm/dd/yyyy ¥,
Include Header/Footer Yes No
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4. Click Generate Extract.

Generate Extract

5. The application will display a list of extracts generated by the request. This may be
one or many extracts, depending on the download request.

Extract File (1)

.C,' Download All

Extract Date Match Type * Location Info * Match Status Record Count Extract Name Extract Status Actions
0410612020 Acadia Parish
wrictacn snap eeriind ol T Cancalled 202 extract 06082020 bt Completed Download

6. Click the Download link in the Extract File(s) panel for the specific download

Extract File (1)
Actions
Extract Date Match Type + Location Info * Match Status Record Count Extract Name
06/ P h
e SNAP g vl - Cancelled 2012 extract_06082020.xt

Brownfields Elementary Schoo

Download

8. The application will prompt the user to save the file or the web browser may
automatically download the file. This step is dependent on the computer and
system, not the application.
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M Location Profile

Chapter Highlights
= Qverview

=  Profile Header

= Details Tab

Overview

The Location Profile provides details about a specific location in the application. This
profile includes a Profile Header and Details Tab as described below. A Location can be a
District or School. The Location Profile is available to all users by clicking the District
Name or School Name link throughout the application.

Location Profile Header

Acadia Parish
2402 N Parkerson Ave,
Crowley, LA 70526

& ron.smith@acadiaparish.com Active  8/25/2017 N/A
o/ (222) 22 Status Start Date End Date

DETAILS

General

View General Profile Information Lo Catl o n Detal Is

Q Location Details

District Name Acadia Parish
District Code 027
Address 2402 N Parkerson Ave,
City Crowley
State Louisiana
Zip 70526
B contact
First Name Ron
Last Name Smith
Title Sunerintendent
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Profile Header

The Location Profile Header displays the Location Name, Address, Contact Email, Contact
Phone, Status, Start Date, End Date, action button, and a Details tab.

Acadia Parish
2402 N Parkerson Ave,
Crowley, LA 70526

& ronsmith@acadiaparish.com Active  8/25/2017 N/A
9 (222)456.7422 Status Start Date

u End Date

DETAILS

FIELDS/DATA DESCRIPTION

Location Name Displays the full name, current Address 1, City, State, and Zip
Code for the selected location.

Contact Email Displays the email address for the contact person within the
location.

Contact Phone Displays the contact phone number the location.

Status Displays the current status of the Location including Active or
Inactive.

Start Date Displays the recorded start date for the location.

End Date Displays the recorded end date for the location. If no end date is
available, “N/A” will be displayed.

Details Tab This is a link to view the Details content as described below.

Details Tab

The Details tab includes a General Information panel which includes Location Details and
Contact Information sections.

General Information

The General Information panel includes detailed information about the location, such as
the location name and address information as described below.
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FIELDS/DATA DESCRIPTION

Name Displays the full name for the selected location. If the location is
a School, the District name will also be displayed.

Code Displays the local code for the selected location.

Address Displays the street address for the selected location.

City Displays the city for the selected location.

State Displays the state for the selected location.

Zip Displays the zip code for the selected location.

Contact Information

The Contact Information panel includes detailed contact information for the location,
such as the name and contact information as described below.

FIELDS/DATA DESCRIPTION

First Name Displays the First Name of the contact person for the selected
location.

Last Name Displays the Last Name of the contact person for the selected
location.

Title Displays the Title of the contact person for the selected location.

Email Displays the email address for the contact person for the selected
location.

Email 2 Displays a secondary email address for the selected location.

Phone Displays the contact phone number the location.
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FIELDS/DATA DESCRIPTION

Fax Displays the contact fax number the location.

Lesson: How to Access a Location Profile

1. Click on a Location Name link from any page in the application, including the
Recent Activity panel, Match History, or Near Match List.

2. The application will navigate to the Location Profile for the selected Location.

3. View the Details and Download tabs as necessary.
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W CEP Manager (SFAs)

Chapter Highlights
= Qverview

=  Population Tab

=  Elections Tab

= Recalculate

Overview

In this module, authorized users can view and submit Population and Elections data for
the Community Eligibility Provision process which enables districts to get reimbursed for
meal programs based on the percentage of students eligible for free meals. Students
must participate in specific programs such as Supplemental Nutrition Assistance Program
(SNAP) and Temporary Assistance for Needy Families (TANF) to be considered as an
Identified Student. These direct certifications can be accomplished using a match options
of Person ID, Upload File, Individual Match, Manual Authorization, or Address Match to
match to an approved program.

Identified students are students approved as eligible for free meals who are not subject
to verification due to their participation in available programs. The identified student
counts presented to the user are directly sourced from the match results found in
DirectMatch that were initiated by a user with one of the Match Options, or that were
directly sourced from third party vendors.

Authorized users will not be able to directly edit any of the counts in the CEP Manager
module. If students should be added to the identified student counts, users will have to
utilize one of the proper matching options (e.g., Address Matching or Manual
Authorization) to add a specific program match/eligibility.

The CEP Manager component includes a panel bar which includes links to the Population
and Elections tabs, a Location Header, and Year Selector at the top of page and an
Instructions panel and a My Activity panel at the bottom of the page.
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POPULATION  ELECTIONS

East Baton Rouge Parish

Location Header

" ocstonHoncer

CEP Manager Population and Elections Tabs

1025 Due 5/1 Due 6/30

Total Identified

Di ISP
2016-17 2017-18 2018-19
Year Selecter

2415 = 41.69% 1
u Election Status

Total Enrolled Population Status

FIELDS/DATA DESCRIPTION

Populations Tab
Link

Links to the Population tab of the CEP Manager component.
When clicked, the application will navigate to the Population tab.

Elections Tab
Link

Links to the Elections tab of the CEP Manager component. When
clicked, the application will navigate to the Elections tab.

Location Header -
SFA Name

Displays the School Food Authorities (SFAs) Group Name that is
currently being viewed. If the user has access to multiple SFAs, a
drop-down menu selector will be available to change locations.

Location Header -
Total Identified

Displays the total distinct count of identified students based
upon eligibility records from DirectMatch or external sources as
of April 1.

Location Header -
Total Enrolled

Displays the total count of students currently enrolled at the
Location as of April 1.

Location Header -
ISP

Displays an Eligibility Indicator, Identified Student Percentage
(ISP) for the SFA, and an ISP Trend Indicator.

= 41.69% 1

b District ISP

Eligibility Indicators

®  Eligible
m (ISP >=40%)

Near Eligible
(30% =<ISP<40%) =

Not Eligible
(ISP < 30 %)
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FIELDS/DATA DESCRIPTION

Trend Indicators

T Current Year ISP Goes Up l Current Year ISP Goes Down

Location Header - | Displays the current status of the Population. This may display
Population Status | the upcoming Population due date.

Location Header - | Displays the current status of the Elections. This may display the
Election Status upcoming Elections due date.

Year Selector Displays the years as button options. When a year grouping is
clicked, the Population or Elections data will be filtered to display
only that year grouping.

2016-17 2017-18 2018-19
Instructions Displays suggested steps for completing the CEP Process.
My Activity Displays information about DirectMatch matches, including the

Last SNAP Match Date, Last DC Extended (Address) Match,
Unresolved DC Extended Matches, and the Last Manual Match
Date.

If the count is 1 or greater for the Unresolved DC Extended
Matches, the user should access Match Options: Address Match
to resolve any pending Near Matches.

Population Tab

The Population Tab includes a Location Summary panel which lists all the locations within
the SFA identified in the header described above. This information must be reviewed,
certified, and submitted to the State for approval.

Once the data is certified and submitted to the State, the State approves or rejects the
submission. If data is rejected, the State will re-open the submission and data errors will
need to be corrected by the SFA. This may include updating enroliment data or eligible
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student data. If the data is approved, the data will automatically be available to the State
for reporting purposes. Once approved, the Population for the current year will be
closed. The Population submission is due by the date listed in the CEP Header.

CEP Manager

POPULATION  ELECTIONS

1025 2415

Total |deniified Total Enrolied

41.69% 1 Due 51 Due 6/30

District ISP Population Status Election Status

. 2016-17 2017-18 201819
Location Summary
| Location Summary m 5]

School Code + Location Name % Identified/Enrolled 5 ISP% = Approval Status + Actions

East Baton Rouge Parish E

x 017082 Alice Harte Elementary Charter School 947398 23.43 Pending »

L
: 017011 Benjamin Franklin Elementary Math and Science School 255/303 84.05 Pending »

Population - Location Summary

~
The Location Summary panel includes a Refresh icon button ( * ), data grid with all the

locations assigned to the SFA, and form actions. The counts in the Location Summary
data grid are calculated based upon the enroliment and eligibility data as of April 1. The
Location Summary data grid includes the following fields:

FIELDS/DATA DESCRIPTION

Eligibility Indicator Displays a visual indicator for the eligibility of the specific
location. The Eligibility Indicator includes three options:
Eligible, Near Eligible, and Not Eligible as shown below.

Eligibility Indicators

B Eligible Near Eligible Not Eligible
m (ISP >=40%) (30% =< ISP < 40%) m (ISP <30%)
School Code Displays the Local Code for the school within the selected SFA.
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FIELDS/DATA DESCRIPTION

Location Name

Displays the Location Name for the school within the selected
SFA. The school must serve both National School Lunch
Program (NSLP) and School Breakfast Program (SBP).

Identified/Enrolled

Displays the distinct identified Student Count and the Enrolled

Student Count.

ISP %

Displays the current ISP % for the school within the selected

SFA.

Approval Status

Displays the current approval status for the location. Options

include:

Status
Submitted

Approved

Rejected

Pending

Description

The SFA has submitted the certified data to
the state and is awaiting state approval for
the location.

The SFA has submitted the certified data to
the state and has been approved by the
state. No additional steps are required for the
location.

The SFA has submitted the certified data to
the state but the state rejected the
submission for the location. If rejected, the
SFA must correct the data issues and re-
submit the Population data. Any correction
must have been identified prior to the April
15t deadline.

The SFA has not submitted the certified data
to the state. The data should be submitted by
the due date.
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FIELDS/DATA DESCRIPTION

Data Grid Actions 5 Drill-In: Allows the user to drill into the Location Details
of the selected location.

Form Actions Displays a certification prompt and a Submit & Certify
Popluation button. In order to submit the Population data to
the State, the certification check box must be clicked before
the Submit & Certify Population button is clicked.

Population - Location Details

The Population Details page displays a Location Header/Summary, Programs section, and
Identified Students Section. This view can be used to identify specific program eligibility
per program or student.

Population Details . . ({4
Location Details
Alice Harte Elementary Charter School (077082) 94/398 2343 Pending

Identified/Enralled mjspu Approval Status
Programs
DC Extended Even Start Foster Head Start Homeless/Runaway Migrant SNAP TANF
2 45 T 57 15 22 135 15

Identified Students

noc Even Head Homeless/

School Code % Student ID = 2 2 E Foster * 3 Migrant + SNAP = TANF = Count %
Extended Start Start Runaway
017082 393948939384 L 1
017082 712348989642 L ] 1
017082 0937948081122 L ] 1
017082 038048981177 A L ] 2
— o
Legend

Eligibility Indicators Trend Indicators Match Type Indicators

B Eligible Near Eligible Not Eligible

B isP o= 40%) (30% =< ISP < 40%) m (1SP<30%) T Current Year ISP Goes Up ,], Current Year ISP Goes Down A Manual Match @ System Match

| Instructions My Activity
4 Tha SEA muct uarifu ail fislde and MED Aata must ha ae of tha data cnacfiad hu tha Stats A mrainnian nin

Population - Location Details - Location Header/Summary

The Location Header/Summary displays important details about the selected location.
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Alice Harte Elementary Charter School (017052) 94/398 2343 Pending

|dentified/Enrolled B ISP% Approval Status

FIELDS/DATA DESCRIPTION

Location Name
(Code)

Displays the location name and code for the selected
location.

Identified/Enrolled

Displays the Identified Student Count and the Enrolled
Student Count for the selected location.

ISP %

Displays the ISP Percentage and a visual indicator for the
eligibility of the specific location. The Eligibility Indicator
includes three options: Eligible, Near Eligible, and Not
Eligible as shown below.

Eligibility Indicators

®  Eligible Near Eligible Not Eligible
m (ISP >=40%) (30% =<ISP<40%) m (ISP<230%)

Approval Status

Displays the current approval status for the location. Options
include:

Status Description

Submitted The SFA has submitted the certified data to
the state and is awaiting state approval for
the location.

Approved The SFA has submitted the certified data to
the state and has been approved by the
state. No additional steps are required for
the location.

Rejected The SFA has submitted the certified data to
the state but the state rejected the
submission for the location. If rejected, the
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FIELDS/DATA DESCRIPTION

SFA must correct the data issues and re-
submit the Population data.

Pending The SFA has not submitted the certified data
to the state. The data should be submitted
by the due date.

Population - Location Details - Programs

The Programs section will display the list of eligible programs with the count of eligible
students per program. The list of programs may vary across years, as eligible programs
are changed/added.

Programs
DC Extended Even Start Foster Head Start Homeless/Runaway Migrant SNAP TANF

2 45 7 57 15 22 135 15

Population - Location Details - Identified Students

The ldentified section will display the list of eligible students with indicator of
participation in a program.

Identified Students

School Code + StudentID = Ens:ded B i‘t:: E Foster :f:: : H;E::::: B Migrant = SNAP & TANF:  Count s
017082 393948989384 ™ 1
017082 712348009642 ™ 1
017082 937948981122 ™ 1
017082 938948081177 'y ™ 2

The ldentified Students section includes the following fields.

FIELDS/DATA DESCRIPTION

School Code Displays the school code where the student is enrolled/for the
selected location.

Student ID Displays the unique State Student Identifier for the eligible
student.
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FIELDS/DATA DESCRIPTION

Programs Displays a column for each available program. If a student is
eligible for a program, the application will display a Match
Type Indicator in the column. The Match Type Indicators are:

Match Type Indicators

A Manual Match ® System Match

Count Displays the total count of programs the student is eligible for
within the available programs list.

Lesson: How to Access CEP Manager — Populations Tab

1. On the CEP Manager icon () on the left side navigation bar.

2. The application will display the CEP Manager page and will default to the
Population tab.

Lesson: How to Refresh Population Data

1. Access CEP Manager — Populations as described in the above lesson.

~
2. Click the Refresh icon ( ™ ).

3. The application will refresh the enrollment and eligibility data based upon the
latest data in the application.

Lesson: How to View Population Historical Data

1. Access CEP Manager — Populations as described in the above lesson.

2. Click on the Year Selector button for the desired year.
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2016-17 2017-18 2018-19

3. The application will display the Population data for the selected year.

4. To return to the current year, click the Year Selector for the current year.

Lesson: How to Submit Population

1. Access CEP Manager — Populations as described in the above lesson.

2. Review the Location Summary data to determine that counts are accurate for
each location in the list.
Alice Harte Elementary Charter School 077062) 94/398 23.43 Pending

|dentified/Enrolled O SP% Approval Status

»
3. Drill into Location Details as necessary by clicking the Drill In icon ( ).

4. Once the numbers have been verified, click the certification prompt below the list
of locations.

| certify the information entered for all schools in this application is correct and, if participating, will be used for CEP population data if applicable.

a. By clicking the certification prompt, the user is confirming that the
information being submitted is correct and accurate.

5. Click the Submit & Certify Population button.

Submit & Certify Population

6. When the form is submitted, the application will confirm a successful submission
in two ways:

a. Page Success Message — The application will display a “Population data has
been submitted successfully.” message at the top of the page below the
main navigation bar.

D v Population data has been submitted successiully.
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b. Approval Status Update — The application will change the Approval Status
value for each location record to “Submitted”.

O Submitted

a. c. Location Header — Population Status Update — The application will
change the Population Status on Location Header to “Submitted”.

Submitte

Population Status

7. Once it is submitted, the State will need to approve or reject the submission for
the process to be completed.

a. If the State approves the submission, the Approval Status value for each
location record to “Approved”.

Q Approved

i When all locations are approved by the State, the
application will change the Population Status on Location Header to
“Approved”.

VIC v Jlal

Approved

b. If the State rejects the submission, the Approval Status value for each
location record to “Rejected”.

© Rejected

8. If the State has approved population data for all locations and then SFA needs to
resubmit population data for a location before Population Due Date, the State will
need to Reject the location and Reopen Submission so that the SFA can resubmit.

9. Once the State has approved population data for all locations and it reaches
Population Due Date, the Population will be closed. All actions will be disabled
until Population Submission Open Date (e.g., April 1 of the following school year).
In the meantime, SFA users can begin Elections process.
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Lesson: How to View Location Details

1. Access CEP Manager — Populations as described in the above lesson.

»
2. Drill into Location Details as necessary by clicking the Drill In icon ( ) for the
desired location.

3. View the Location Header/Summary, Programs, and Identified Students data.

«

Population Details

Location Details

Alice Harte Elementary Charter School (017082 94/398 2343 Pending
|dentified/Enrolled B 5P Approval Status
Programs
DC Extended Even Start Foster Head Start Homeless/Runaway Migrant SNAP TANF
2 45 T 57 15 22 135 15

Identified Students

School Code % Student ID = nc £ %veﬂ 3 Foster Head * Homelass s Migrant + SNAP = TANF = Count %
Extended Start Start Runaway
017082 393948939384 L 1
017082 712348989642 L ] 1
017082 0937948081122 L ] 1
017082 038048981177 A L ] 2
Load More
Legend

Eligibility Indicators Trend Indicators Match Type Indicators

B Eligible Near Eligible Not Eligible

: (ISP == 40%) (30% =< ISP < 40%) m (1SP<30%) T Current Year ISP Goes Up ,], Current Year ISP Goes Down A Manual Match @ System Match

| Instructions My Activity
4 Tha SEA muct uarifu ail fislde and MED Aata must ha ae of tha data cnacfiad hu tha Stats A mrainnian nin

4. Click the Drill Back icon («) to return to the Population tab.

Lesson: How to Resolve Rejected Records

1. If one or many of the records were rejected within a submission, the State will
need to Re-Open the submission.
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2. Once the submission has been re-opened, the population status on Location
header will change to “Reopen”. The rejected record should be corrected by
updating enrollment records or eligibility records.

Location Summary

School Code 5 Location Name 5 Identified/Enrolled ISP % % Approval Status & Actions

. 017082 Alice Harte Elementary Charter School 94/398 23.43 e Rejected »

]
: 017011 Benjamin Franklin Elementary Math and Science School 255303 84.05 © submitted »

3. Once the numbers have been verified, click the certification prompt below the list
of locations.

| certify the information entered for all schools in this application is correct and, if participating, will be used for CEP population data if applicable.

a. By clicking the certification prompt, the user is confirming that the
information being submitted is correct and accurate.

Submit & Certify Population
4. Click the Submit & Certify Population button.

5. When the form is submitted, the application will confirm a successful submission
in two ways:

a. Page Success Message — The application will display a “Population data has
been submitted successfully.” message at the top of the page below the
main navigation bar.

b v/ Population data has been submitted successfully.

b. Approval Status Update — The application will change the Approval Status
value for each location record to “Submitted”.

© submitted

c. Location Header — Population Status Update — The application will change
the Population Status on Location Header to “Submitted”.

Submitted

Population Status

eScholar DirectMatch User Guide 198 Last Revised: July 17, 2024



6. Once it is submitted, the State will need to approve or reject the submission for
the process to be completed.

a. If the State approves the submission, the Approval Status value for each
location record to “Approved”.

Q Approved

i When all locations are approved by the State, the
application will change the Population Status on Location Header to
“Approved”.

Approved

ro e

b. If the State rejects the submission, the Approval Status value for each
location record to “Rejected”.

® Rejected

Elections Tab

The Elections Tab enables SFAs to view elections data per location, create clusters
(groups of locations), switch to Districtwide CEP after Population data is approved by the
State and after Population Due Date
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CEP Manager

POPULATION ~ ELECTIONS

East Baton Rouge Parish

School

Code < Location Name %
.
] - Cluster 1
:
Cluster 2
:
o 027082 Alice Harte Elementary C...
027016 Brownfields Elementary ...
.
] 027026 Clairborne Elementary Sc...
;
.
" 027677 Great Oak Secondary Sch...
:
Cluster:
:

Location Elections
Elections

Location / SFA Group Header

1025 2415 = 41.69 1 Approved Due 6/30

Total Identified Total Envolled B Distict ISP % Population Status Election Status
- & [ERecalculate
2017 3 545 81 Ho6156 ) 98.50 Yes - Pending Continue v »
2016 3 89 359 2723 ) 4357 Yes - Pending Not Participating. »
1 94 398 2343 37.49 No - Pending Not Participating »
2016 1 53 136 3824 | 61.18 Yes - Pending Grace Year »
2016 1 52 124 243 1 67.89 Yes - Pending Renew »
2019 1 133 21 60.01 T 96.02 Yes - Pending Individual Participating >

SFAs can group together sites to create “Clusters” of locations.

a Groups/Clusters can be created to maximize reimbursement
opportunities. For example, four sites can be clustered together if the
ISP for the group is 40% or above. This enables sites to be eligible based
on the group percentage rather than their individual ISP.

Elections

FIELDS/DATA DESCRIPTION

Refresh Icon

This icon will refresh the Elections data grid with the latest
information.

Recalculate Icon

This icon will navigate to the Recalculate page.
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FIELDS/DATA DESCRIPTION

Eligibility Indicator

Displays a visual indicator for the eligibility of the specific
location. The Eligibility Indicator includes three options:
Eligible, Near Eligible, and Not Eligible as shown below.

Eligibility Indicators

B Eligible Near Eligible Not Eligible
m (ISP >=40%) (30% =< ISP < 40%) m (ISP <30%)

School Code

Displays the Local Code for the school within the selected
SFA.

Location Name

Displays the Location Name for the school within the selected
SFA.

Base Year Displays the first year of 4-year cycle in CEP participation or
displays a “—" if the school is not participating.
Total Sites Displays the count of locations/sites included in the grouping

for the specific location.

Total Identified

Displays the Identified Student Count.

Total Enrolled

Displays the Enrolled Student Count.

ISP %

Displays the current ISP % for the school within the selected
SFA, a Trend Indicator and in some cases a warning icon. The
warning icon is displayed when an action is required for
Continuing a location; when hovering over the warning icon,
it displays ISP of base year, and Calculated ISP base year so
the user can compare with current year ISP to decide
whether to Continue CEP participation in current 4 year cycle.

61.56 |
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FIELDS/DATA DESCRIPTION

Trend Indicators

T Current Year ISP Goes Up l Current Year ISP Goes Down

Calculated ISP% Displays the calculated ISP % which uses a 1.6 multiplier.
Participation Displays the existing CEP Participation Status and the New
Exist/New CEP Participation Status. The existing status refers to the

status before any recalculations or updates were performed,
while the new status refers to what the status will be when

submitted.
Approval Status Displays the current approval status for the location. Options
include:
Status Description

Submitted The SFA has submitted the certified data to
the state and is awaiting state approval for
the location.

Approved The SFA has submitted the certified data to
the state and has been approved by the
state. No additional steps are required for
the location.

Rejected The SFA has submitted the certified data to
the state but the state rejected the
submission for the location. If rejected, the
SFA must correct the data issues and re-
submit the Population data.

Pending The SFA has not submitted the certified data
to the state. The data should be submitted
by the due date.
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FIELDS/DATA DESCRIPTION

Data Grid Actions Available actions are pre-built for each school based on
current year ISP and in which year it is in the existing CEP
participation cycle. In some cases, the Actions column will
include a drop-down menu with options for configuring the
CEP participation, while in others it only includes text. To edit
participation information, the Recalculate action must be
used.

Item/Option Description

Continue Displays as text and can only be edited
from the Recalculate page.

Continue Displays as a drop-down menu with Renew
as another option.

Grace Year Displays as text and can only be edited
from the Recalculate page. A Grace Year
can be applied to create an additional
grace year of eligibility if the location is in
the 4th year and has and ISP % between
30% and 40%.

Not Displays as text and can only be edited
Participating  from the Recalculate page.

Individual Displays as text and can only be edited
Participation  from the Recalculate page.

Renew Displays as text and can only be edited
from the Recalculate page.

Renew Displays as a drop-down menu with
Continue as another option.

Drill-In: Allows the user to drill into the Population

» Details of the selected location.

Form Actions Displays a certification prompt and a Submit & Certify
Elections button. In order to submit the Election data to the
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FIELDS/DATA DESCRIPTION

State, the certification check box must be clicked before the
Submit & Certify Elections button is clicked.

Grace Year:

At the end of the CEP four-year cycle, districts must reestablish their
identified student percentage (ISP) to continue operating community
g eligibility. A Grace Year can be applied to create an extra year of
eligibility in the same CEP cycle if the location is in the 4th year and has
and ISP % between 30% and 40%. The percentage of meals reimbursed

at the free rate during the grace year is based on the new lower ISP.

Election Details

The Elections Details page displays a Location/Cluster Header/Summary, Programs
section, and ldentified Students Section. This view can be used to identify specific
program eligibility per program or student.

Elections Details - Location/Cluster Header Summary

This Summary panel will be displayed for individual sites/Locations and Clusters. The data
that is displayed is the same except for the Local Code. This code is displayed for
Locations and not Clusters.

Clusters

2017 3 546/827

Base Year Total Sites Identified/Enrolled

61.56 | 98.50 Yes | - © Submitted

ISP % Calculated ISP % Participation Exist. | New Approval Status

Cluster 1
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Locations

Brownfields Elementary School (017016) 2016 1 53/136 38.24 | 61.18 Yes | -- Pending
Base Year Total Sites dentified/Enrolled ISP % Calculated ISP % Participation Exist. | New Approval Status
FIELDS/DATA DESCRIPTION
Location Name Displays the Location Name (Code) or Cluster Name for the

(Code)/Cluster Name | selected location/cluster.

Base Year Displays the first year of 4-year cycle in CEP participation or
displays a “—" if the selected location/cluster is not
participating.

Total Sites Displays the count of locations/sites included in the selected
location/cluster.

Total Identified Displays the Identified Student Count for the selected
location/cluster.

Total Enrolled Displays the Enrolled Student Count for the selected
location/cluster.

ISP % Displays the current ISP Percentage, an Eligibility Indicator
and a Trend Indicator for the selected location/cluster.

5 61.56
" ISP%

Trend Indicators

T Current Year ISP Goes Up l Current Year ISP Goes Down

Calculated ISP% Displays the calculated ISP % which uses a 1.6 multiplier.
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FIELDS/DATA DESCRIPTION

Participation Displays the existing CEP Participation Status and the New
Exist/New CEP Participation Status for the selected location/cluster. The
existing status refers to the status before any recalculations
or updates were performed, while the new status refers to
what the status will be when submitted.

Approval Status Displays the current approval status for the selected location.
Options include:

Status Description

Submitted The SFA has submitted the certified data to
the state and is awaiting state approval for
the location.

Approved The SFA has submitted the certified data to
the state and has been approved by the
state. No additional steps are required for
the location.

Rejected The SFA has submitted the certified data to
the state but the state rejected the
submission for the location. If rejected, the
SFA must correct the data issues and re-
submit the Population data.

Pending The SFA has not submitted the certified data
to the state. The data should be submitted
by the due date.

Elections Details - Sites (Cluster)

If the details are for a Cluster, a Sites section will be displayed. The Site (Cluster) sections
lists all the sites included in the grouping. This is available when locations are clustered
or grouped together to improve the ISP.
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Sites

School Code = Location Name + Total Identified + Total Enrolled = ISP % %

=
] 01701 Benjamin Franklin Elementary Math and Science School 255 303 84.05
[ ]
=
u 017027 Crestworth Elementary School 253 am 8405
[ ]

017190 Lake Forest Elementary Charter School 37 223 16.59

FIELDS/DATA DESCRIPTION

Eligibility Indicator Displays a visual indicator for the eligibility of the specific
location. The Eligibility Indicator includes three options:
Eligible, Near Eligible, and Not Eligible as shown below.
Eligibility Indicators
®  Eligible Near Eligible Not Eligible
m (ISP=>=40%) (30% =< ISP < 40%) m (ISP <30 %)
School Code Displays the Local Code for the school within the selected
cluster.
Location Name Displays the Location Name for the school within the selected
cluster.
Total Identified Displays the Identified Student Count.
Total Enrolled Displays the Enrolled Student Count.
ISP % Displays the current ISP % for the school within the selected
cluster.

Elections Details - Programs

The Programs section will display the list of eligible programs with the count of eligible
students per program. The list of programs may vary across years, as eligible programs
are changed/added.
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Programs
DC Extended Even Start Foster Head Start Homeless/Runaway Migrant SNAP TANF

2 26 13 29 " - 461 27

Elections Details - Identified Students

The ldentified Students section will display the list of eligible students with indicator of
participation in a program.

Identified Students

School Code & StudentID E”Encced B E‘t'aer: s Foster + 2::; s HRE;:::::" B Migrant & SNAP 2 TANF+  Count 2
017011 ™ 1
017011 938048087788 A ™ 2
017011 737558080763 ™ 1
017011 037948087854 A ™ 1
017027 393048022332 ™ 1

The ldentified Students section includes the following fields.

FIELDS/DATA DESCRIPTION

School Code Displays the school code where the student is enrolled/for the
selected location.

Student ID Displays the unique State Student Identifier for the eligible
student.
Programs Displays a column for each available program. If a student is

eligible for a program, the application will display a Match
Type Indicator in the column. The Match Type Indicators are:

Match Type Indicators

A Manual Match ® System Match

Count Displays the total count of programs the student is eligible for
within the available programs list.

Recalculate
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The Recalculate feature enables users to adjust/update the participation details for each
location. The feature includes a Calculate Worksheet panel and Group Summary Panel.
This feature can be accessed by clicking the Recalculate icon on the Elections tab view.

Elections Recalculate

Calculate Worksheet

The Calculate Worksheet includes a Districtwide toggle and Site list for the selected SFA.
The Worksheet enables users to cluster sites together, change participation information,
and to view Elections data.

CEP Manager

POPULATION ~ ELECTIONS

i 1025 2415 " 4169 T Approved Due 6/30
East Baton Rouge Parish " - PP
B District ISP % Population Status Election Status
2013-19
Calculate Worksheet M District Wide Group Summary
. Location Base Total  Total Total 5P 1-Year
Shes Name Year  Sites  ldentified Enrolled Renewal
[
Sehoal Location Name Bast.  foalidentifed = TowlEnrolled £ ISP %% Participation B Cluster 1 017 3 545 827 6156 |
Code Year 0
o 027082 Alice Harte Elementary Cha... - 94 398 2343 Not Participating v , Cluster2 2016 2 89 359 2723 |
-
= 027011 Benjamin Franklin Element... 2017 255 303 8405 1 Cluster 1 v
- Return to Elections
027016 Brown!f Is Elementary Sc... 2016 53 136 3824 1 Individual Participation v
o 027022 Cedarcrest-Southmoor Ele.... 2016 37 23 1623 | Cluster 2 v P t_ = t
articipation 5
B 00% Clairborne Elementary Sch. 2016 5 124 st Individual Participation v p Cluster Details
: S Details
=
= 02027 Crestworth Elementary Sch... 2017 263 a0 8405 | Cluster 1 v
-
= 07677 Great Oak Secondary School 2019 13 2 6001 1 1-Year Renewal v

The Site list includes the following:
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FIELDS/DATA DESCRIPTION

Eligibility Indicator

Displays a visual indicator for the eligibility of the specific
location. The Eligibility Indicator includes three options:
Eligible, Near Eligible, and Not Eligible as shown below.

Eligibility Indicators

B Eligible Near Eligible Not Eligible
m (ISP >=40%) (30% =< ISP < 40%) m (ISP <30%)

School Code

Displays the Local Code for the school within the selected
SFA.

Location Name

Displays the Location Name for the school within the selected
SFA.

Base Year

Displays the first year of 4-year cycle in CEP participation or
displays a “—" if the school is not participating.

Total Identified

Displays the Identified Student Count.

Total Enrolled

Displays the Enrolled Student Count.

ISP %

Displays the current ISP % for the school within the selected
SFA with a Trend Indicator.

Trend Indicators

T Current Year ISP Goes Up 1 Current Year ISP Goes Down

Participation

Displays a drop-down menu with the available options for the
site based on the Base Year and ISP. The options available
are:

Option Description
1-Year Some schools could have significant
Renewal population change with increased identified

student count due to major flooding or
other circumstances after Elections had
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FIELDS/DATA DESCRIPTION

been made on Election Due Date (e.g., June
30). Should such a change happen after
Election Due Date (e.g., in August), USDA
may force a change from 4 year-cycle to
one year for the school as special case. This
is only available in these special case
scenarios

Cluster 1, 2, Indicates the group/cluster number the

3, etc. location will belong to for Elections.

Not Indicates the location will not be

Participating participating in the upcoming Elections
process.

Individual Indicates the location will be participating

Participation in the upcoming Elections process. The ISP
must be above 40% or within the same 4-
year cycle.

Group Summary

The Group Summary displays information about any groups/clusters or District-wide that
have been created. Groups/Clusters can be created to maximize reimbursement
opportunities. For example, four sites can be clustered together if the ISP for the group is

40% or above.
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Group Summary

Clusters / Districtwide Info

Name Year Sites Identified Enrolled > Renewal

Location Base Total Total
o
: Cluster 1 2017 3 545
Cluster 2 2016 2 89

T -Yi
otal ISP Y 1-Year
827 6156 |

359 2723 |

Return to Elections

Return to Elections

The Group Summary includes the following data/options:

Eligibility Indicator

FIELDS/DATA DESCRIPTION

Displays a visual indicator for the eligibility of the specific
location. The Eligibility Indicator includes three options:
Eligible, Near Eligible, and Not Eligible as shown below.

Eligibility Indicators

®  Eligible Near Eligible Not Eligible
m (ISP >=40%) (30%=<ISP<40%) m (ISP<30%)

Location Name

Displays the Cluster Name or “District Wide” for the school
within the selected SFA.

Base Year Displays the first year of 4-year cycle in CEP participation or
displays a “—" if the cluster/district wide is not participating.
Total Sites Displays the total number of sites in the group.

Total Identified

Displays the Identified Student Count.

Total Enrolled

Displays the Enrolled Student Count.
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FIELDS/DATA DESCRIPTION

ISP %

Displays the current ISP % for the cluster/district wide within
the selected SFA with a Trend Indicator.

Trend Indicators

T Current Year ISP Goes Up 1 Current Year ISP Goes Down

1 Year Renewal

Displays a toggle for a 1 Year Renewal when appropriate.

Return to Elections
Links

When clicked, the application will return to the Elections Tab.

Lesson: How to Access CEP Manager — Elections Tab

1. On the CEP Manager icon () on the left side navigation bar.

2. The application will display the CEP Manager page and will default to the

Population tab.

3. Click on the Elections Tab link.
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CEP Manager Elections Tab

POPULATION  ELECTIONS #

. 1025 2415 = 41.699 Submitted Due 6/30
East Baton Rouge Parish e i = % 1 il o 5
Total Identified Total Enrolled [ ] District ISP Population Status Election Status
2016-17 2017-18 2018-19
Location Summary
School Code % Location Name + Identified/Enrolled ¢ ISP % 2 Approval Status = Actions
941398 23.43 © Rejected »

017082 Alice Harte Elementary Charter School

Y

28RN o405 B cohmittan

=
= A1t Raniamin Cranklin Clamantars Math and Crianra Srhnnl

4. The application will navigate to the Elections Tab.

Lesson: How to Refresh Election Data

1. Access CEP Manager — Elections as described in the above lesson.

~
2. Click the Refreshicon ( ™ ). Note: Refresh icon will be enabled after population

data is approved and after Population Due Date.

Elections

3. The application will refresh the enrollment and eligibility data based upon the
latest data in the application.

Lesson: How to View Election Historical Data

1. Access CEP Manager — Elections as described in the above lesson.

2. Click on the Year Selector button for the desired year.
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2016-17 2017-18 2018-19

3. The application will display the Election data for the selected year.

4. Toreturn to the current year, click the Year Selector for the current year.

Lesson: How to Recalculate Elections — Change to District Wide

1. Access CEP Manager — Elections as described in the above lesson.

. . 5] Recalculate
2. Click on the Recalculate icon (

).

3. The application will navigate to the Elections Recalculate page, which includes the
Calculation Worksheet and Group Summary.

CEP Manager

POPULATION ~ ELECTIONS

5 1025 2415 = 4169 1 Approved Due 6/30
East Baton Rouge Parish my e oy PP
B Distict1SP % Population Status Election Status
2013-19
Calculate Worksheet M District Wide Group Summary
si Location Base Total  Total Total . 1-Year
e Name Year  Sites | Identified Enrolled Renewal
5
Schedl Location Name Base .  fowildentifed = TowlEnrolled = ISP %< Participation 5 Cluster 1 017 3 545 827 6156 |
Code Year 0
=1 027082 Alice Harte Elementary Cha... - 94 398 2343 Not Participating N X Cluster 2 2016 ¥ 89 359 2723 )
-
= 027011 Benjamin Franklin Element... 2017 255 303 8405 | Cluster 1 v
" Retur to Elections
027016 Brownfields Elementary Sc... 2016 53 136 3824 ) Individual Participation v
n 027022 Cedarcrest-Southmoor Ele... 2016 37 223 1623 | Cluster 2 v P t_ - t_
articipation .
: P Cluster Details
= 027026 Clairborne Elementary Sch... 2016 52 124 4243 1 Individual Participation v T
H etails
-
: 027027 Crestworth Elementary Sch... 2017 253 301 8405 | Cluster 1 N
=
= 027677 Great Oak Secondary School 2019 133 221 6001 T 1-Year Renewal v

4. Click the District Wide toggle in the Calculation Worksheet header if he District ISP
>=40%

District Wide

The application will display Switch District Wide prompt, which requires the user
to Cancel or confirm the change by clicking the Switch to District Wide.
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Switch to District Wide X

If you have made changes in Elections to the cluster or school participation
settings, these changes will be deleted if you switch to District Wide. Are you
sure you want to switch to District Wide?

Cancel Switch to District Wide

7. If the switch to District Wide is confirmed, the application will set all the locations
to “Participating” and will add the district to the Group Summary panel.

8. Review the updates to verify the data is accurate.

9. Click the Return to Elections link in the Group Summary panel.

Lesson: How to Recalculate Elections — Change to Participation

1. Access CEP Manager — Elections as described in the above lesson.

Recalculate

).

3. The application will navigate to the Elections Recalculate page, which includes the
Calculation Worksheet and Group Summary.

2. Click on the Recalculate icon (

4. In the Calculation Worksheet, locate the site to be updated.

5. The application will pre-populate the Participation column with existing settings,
such as Individual Participation or Not Participating based on the current data.

6. Locate the location/site to be updated and select the appropriate Participation
value from the drop-down menu.

a. If asiteis currently Not Participating and the ISP is below 40%, the site
cannot be set to Participating.

b. If a site currently has an ISP below 40%, but can be clustered/grouped to
enable eligibility, select the appropriate cluster from the drop-down menu.

7. If locations have been added to a cluster, the Group Summary panel data will be
updated.
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8. Click Return to Elections when the Participation values have been updated.

Group Summary

Location Base Total Total Total
Name Year Sites Identified Enrg

Cluster 1 2017 3 545

Cluster 2 2016 2 89

Return to Elections

Nt

Lesson: How to Submit Elections

1. Access CEP Manager — Elections as described in the above lesson.

2. Review the Elections data to determine that counts and election decisions are
accurate for each location in the list.

»
3. Drill into Elections Details as necessary by clicking the Drill In icon ( ).

4. Once the numbers and elections have been verified, click the certification prompt
below the list of locations.

a. By clicking the certification prompt, the user is confirming that the
information being submitted is correct and accurate.

5. Click the Submit & Certify Elections button.

Submit & Certify Elections

6. When the form is submitted, the application will confirm a successful submission
in two ways:
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a. Page Success Message — The application will display a “Election data has
been submitted successfully.” message at the top of the page below the
main navigation bar.

b v/ Population data has been submitted successfully.

b. Approval Status Update — The application will change the Approval Status
value for each location record to “Submitted”.

O Submitted

c. Location Header — Election Status Update — The application will change the
Election Status on Location Header to “Submitted”.

Submitted

ection Status

m

7. Once it is submitted, the State will need to approve or reject the submission for
the process to be completed.

a. If the State approves the submission, the Approval Status value for each
location record to “Approved”.

Q Approved

a. When all locations are approved by the State, the
application will change the Election Status on Location Header to
“Approved”.

Approved

n Statl

m

ectic

b. If the State rejects the submission, the Approval Status value for each
location record to “Rejected”.
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® Rejected

8. If the State has approved elections for all locations and then
SFA needs to resubmit elections for a location before Election Due Date, the State
will need to Reject the location and Reopen Submission so that the SFA can
resubmit.

9. Once the State has approved elections for all locations and it reaches Elections
Due Date, the Elections will be closed. All actions will be disabled. Lesson: How to
View Election Location Details

Lesson: How to Resolve Rejected Records

1. If one or many of the records were rejected within a submission, the State will
need to Re-Open the submission.

2. Once the submission has been re-opened, the Election status on Location header
will change to “Reopen”. The rejected record should be corrected by updating
enrollment records or eligibility records.

3. Verify and review the counts/data for the rejected sites. Update data as
necessary.

4. Check/Select the Certification option to verify the data is accurate.

a. By clicking the certification prompt, the user is confirming that the
information being submitted is correct and accurate.

Submit & Certify Elections
5. Click the Submit & Certify Election button.

6. When the form is submitted, the application will confirm a successful submission
in two ways:

a. Page Success Message — The application will display a “Election data has
been submitted successfully.” message at the top of the page below the
main navigation bar.

b. Approval Status Update — The application will change the Approval Status
value for each location record to “Submitted”.
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© submitted

c. Location Header — Election Status Update — The application will change the
Election Status on Location Header to “Submitted”.

Submitted

m

7. Once it is submitted, the State will need to approve or reject the submission for
the process to be completed.

a. If the State approves the submission, the Approval Status value for each
location record to “Approved”.

QApproved
a. When all locations are approved by the State, the

application will change the Election Status on Location Header to
“Approved”.

Approved

Aartinn Ofa
eCuoln Siatl

m

b. If the State rejects the submission, the Approval Status value for each
location record to “Rejected”.

® Rejected
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M Reports

Chapter Highlights
= QOverview
= Reports
= My Activity

= |esson: How to Generate a Report

Overview

The Reports component provides authorized users with access to the reports available in
the application. Each report can be disabled/enabled for a specific role. Reports are

accessible via the Reports () icon on the left navigation panel. If the icon is not
available, the Reports component must be enabled for the role. The Reports component
includes a Reports panel and a My Activity panel as described below.

Reports

The Reports panel contains a list of reports, report descriptions, and an action link. If a
report requires special parameters, a “Customize Report” link will be available, otherwise
a “Generate Report” link will be available. If Customize Report is clicked, the application
will display a Customize Report page with customization form for the selected report.
The form will vary per report requirements. The Generate Report link will initiate the
report request and will update the My Activity panel with information about the report.

The Reports available in the application are:

REPORT DESCRIPTION

Locations Serving This report lists locations serving only National School Lunch
only NSLP with High Program with ISP >= 40%.

ISP
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My Activity

The My Activity panel contains a list of reports that have been generated previously by
the user. The panel will include a Filter action, Report Name, status, action link, and the
report date.

If a report is in progress, the My Activity panel will display a processing icon and
“Generating”. If the report has completed, a Start Download action will be available.

My Activity

(2]

May Report to USDA report is ready to

September Report to USDA report is
13 [ I

download

Lesson: How to Generate a Report

1. On the Reporticon () on the left side navigation bar.
2. The application will display the Report page.
a. The reports list will vary depending on permissions to reports.

3. Click on the Generate Report link for the appropriate Report.
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T
Generate Report

ﬂ Locations Serving only NSLP with High ISP This report lists locations serving only National School Lunch Program with ISP

N

4. The application will initiate the generation of the report and will update the My
Activity panel.

5. When the Report has completed processing, click the Start Download link.

6. The application will initiate the download using the web browser download
mechanism.

a. The Report will be saved to the Downloads folder on the local computer in
most cases.
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