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Virtual Gateway’s My Account Page (MAP) for Direct Verification Summary

Massachusetts requires all LEAs to conduct their annual direct verifications using the Executive Office of Health and
Human Services (EOHHS) Virtual Gateway’s My Account Page (MAP). The Virtual Gateway’s MAP is used by
Local Educational Agencies (LEAS) for the Direct Verification process. MAP gives users the option to check for direct
verification eligibility by either (1) manually entering student names or (2) uploading student names into a predefined
enrollment template.

On an annual basis, each LEA must verify eligibility of children from a sample of household applications approved for
free and reduced price meal benefits for that school year. Direct Verification uses records from public agencies to
verify household income for program participation. The Verification Summary Report must be submitted to
Department of Elementary and Secondary Education by the established annual due date.

This job aid provides users with the guidance needed to successfully upload and save a direct verification
report.
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Logon to Virtual Gateway

In order to use the Virtual Gateway’s My Account Page (MAP), users must log on to the Virtual Gateway
(www.mass.gov/vq), from the Virtual Gateway's website, click the link Logon to Virtual Gateway, after logging
on to the Virtual Gateway, and select the My Account Page (MAP) business service.

Note: See the Logon Assistance Job Aid for more information on accessing the Virtual Gateway.

Using File Upload Direct Verification

The File Upload Direct Certification provides functionality to (1) download a predefined Enroliment Template, (2)
enter data into the Enrollment Template, (3) locate your saved enrollment template, and (4) upload your district's
student records to see which student’s are directly certified for free meals.

After the student enrollment records are uploaded, MAP performs a match process using data from public agencies
to verify household income for program participation. The Match Report provides you with a listing of students who
have been identified as either directly verified as an exact match or partial match. It also indicates students who are
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not matched and who need to be verified through the paper process. Any records not directly verified from the
sample verification pool of approved applications require follow-up with individual households by the LEAs.

1. From the Virtual Gateway Business Service page, click the [My Account Page] li

Manage My Account
Welcome SNP User

Change My Password
Answer by Secret

Guestions
F'\eage select one af the fDIIOW|_ng Business Services » Update by Personal
(Clicking on link will open in a nev window.) Infarmation
= Logout

o Catalog of Services Virtual Gateway
» My Account Page Customer Service

Monday through Friday
.30 am to 5:00 prm
B800-421-0938 (Vaice)
B17-847-B278(TTY far the
deaf and hard of hearing)

Important Messages

When logging in, you may he required to change your passwaord and update your user profile
Far assistance with logging in, please visit www. mass.govivgiloginassistance.

nk.

This takes you to the Online Direct Certification and Direct Verification Screen.
2. Click the [File Upload Direct Verification] tab.
Step 1: Download a Predefined Blank Enroliment Template

A. Click on the [Download Enrollment Template] link.

To begin the upload process, you must first download a blank Enrollment Template.

Welcome to online Direct Certification and Direct Verification
User: LEA Worker

Manual Direct Certification File Upload Direct Certification Manual Direct Verification

1. Download a blank Enrollment Template

Nore: Do not modify the template - modifications may resultin errors during file upload

2 Fillin the template with your i and save it to your computer. The completed template must follow the detailed Instructions for Completing the Template

3. Click the ‘Browse’ button to find your enraliment template to upload:

Browse

4. Clickthe Upload File’ button to begin the upload process

Upload Fils

[Upload Direct Verification List

In order to upload bulk enroliment data to match Direct Verification list, please follow the steps below

June 21, 20129
Organization: LEA Scool District

Match History Results

Exit My Account Page

The File Download box appears
B. Click [Save] from the File Download dialog box.
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File Download X

Do you want to open or save this file?

3] j Mame: EnrollmentTemplate.csw
cd

Type: Microsoft Office Excel Comma Separated Yalues Fil...

From: map-dev.ehs.state. ma.us

Open ] [ Save ] [ Cancel

harm your computer. If you do not trust the source, do not open or

@ “While files fram the Internet can be useful, some files can potentially
zave this file. What's the risk?

The Save As box appears.

C. Within the Save As box, use the Save In drop down menu to navigate to the location where you
want to save the Enroliment Template. Next, type in a filename remembering to use the .csv file
extension*.

* The File Upload feature will only accept the .CSV file extension. If you save with the .XLS
extension, the file will reject when uploading.

Suggested naming conventions:

e mmddyyyy.csv

e mmddyyyyelementaryschool.csv
e mmddyyyya_h.csv

My Recent
Documents

Desktop

My Documents

J
N
My Computer

‘:? I File: name:
]

My Netwark Save as type: Text Document

D. Once the Save in, File name, and Save as Type are complete, click the [Save] button.
The Download Complete box appears.
E. Click the [Open] button.
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| CEX

¥ e

== Download Complete

Saved:

EnrollmentTenplate csv From map-devy.ehs.state.ma.us

[ ]
Downloaded: 67 bytes in 1 sec

Dowenload ko: C:\Documen.. \EnrollmentTemplate.csy

Transfer rate; &7 bytes/3ec

[] Close thiz dialog box when download completes

[ Open ] [ Open Folder ] [ Cloze ]

The Enrollment Template opens ready for data entry.
Step 2: Enter Data into the Enrollment Template

Once a blank Enrollment Template has been downloaded, student enroliment data* must be loaded.
Enroliment data can either be typed directly into the blank template or you can use the copy/paste
functionality from a file saved within an LEA’s internal computer system.

*Districts will need to supply student data to input into the enrollment template.

For assistance in completing the Enroliment Template select the link in Step 2 Instructions for Completing
Enroliment Template.

INSTRUCTIONS FOR COMPLETING THE DIRECT VERIFICATION ENROLLMENT TEMPLATE

Verify that the enroliment data entered inthe enroliment template:

¥ Contains a maximum of 5,000 rows
¥ Thatthe file is no larger than 1MB in size and
¥ Thatthe data does not contain any periods in any of the data fields:

The data in the columns in your file must conform to the specifications below

« S Ho: The numbers in this column are used to a550ciate the record NUMBEr in the file with the match results. Seral number is @ randam number only for the upload Process and MUSt contain nUMeric values only. The numbers in this column should nat
be repeated for multiple rows in the file. This is a Mandatory field.

+ First Hame: This column is used to enter the student's first name. First name field should not contain more than 32 characters. Acceptable characters include alphabets, hyphens, spaces and apostrophes. This is @ Mandatory freld.

+ Middle Initial: This column is used to enter the student's middle initial. Middle initial field should contain the middle initial ONLY. Only alphabetic characters are allowed — no periods or punctuation.

« Last Name: This celumn is used to enter the student's last name. Last name field should not contain more than 50 characters. Acceptable characters include alphabets, hyphens, spaces and apostrophes. This is a Mandatory fleld,

= Date of Birth: This column is used to enter the students date of birth. Date of birth must be less than 22 years of age atthe time of the uplead. Data must be in the format shown: MIWDDNYYY. This is a Mandatory field.

+ SASID: This column is used to enter the student's SASID. SASID field should contain numeric values only and cannot exceed 10 digits

+ LASID: This column is used to enter the students LASID. The LASID field should contain alphanumeric values only and cannot exceed 32 digits.

+ SHP Status: This column is only applicable for a Direct Verification file and is used to enter the student's School Nutrition Pragram (SNP) Status. SNP status field should contain the value F or 'R where F = Free’ and R = Reduced’. This is a Mandatory |
field.

Sample Completed Direct Verification Enrollment Template

SMo First Name |Middle Initial |Last Name Date of Birth [SASID  |LASID |SNP Status

1 Jane N Doe 12/22/2000 (2342342 342342 F
2 Jehn W Smith 10/10/1999 3232454 |234234 R
3 Kelly U Brown 7M2/2002 |2324323 |232433 [F

A. From within the blank Enrolliment Template, fill in student enroliment data by typing or using
copy/paste functions from within the school’s business software (i.e. Microsoft Excel).

= *SNo (Serial Number: 1, 2, 3, etc ...)

* *First Name

= Middle Initial (Optional)

= *|]ast Name

= * Date of Birth (Note: Must in the following format: mm/dd/yyyy)

=  SASID (Optional — Not part of SNAP/TAFDC/Medicaid match process)
= LASID (Optional — Not part of SNAP/TAFDC/Medicaid match process)
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= * SNP Status (Note: Must be in the following format: F for Free or R for Reduced)

For the purpose of this reference guide, we have indicated the required fields with an asterisk symbol
(*). Fields not denoted with an asterisk are optional fields.

Here is a sample of the Enrollment Template filled in with data:

E3 Microsoft Excel - EnrollmentTemplate.csv

Eﬂ File Edit Mew Insert Formatk  Tools Data  Window Help  Adobe PDF
HANER" BRI Rk A NP TECRERae AR RRCRAE W R 11N
@I Share This File | ‘webEx = !
=17 - &
Al B | C | D | E | F | & | H |
1 |Sho First Mame Middle Initial Last Name Date of Birth SASID LASID | SMP Status
2 1A Student B/14/19589 F
3 2B Wy Student SM2H997 F
4 3 c Student 5281993 F
5 40 Student 114182000 R
5 5 E E Student 71619589 R
7 EF Student 121172003 F
B 7G Student 10/24/1938 R
9 aH Student a/25/2000 R
10 9 Student B/25/2000 F
11 104 Student 12/9/11995 F

Important Reminders:

e You cannot change the names of the column headings or add additional fields on the
enrollment template. This will cause the file to reject during the upload process.

e Please note that the maximum allowable file size is 1 MB and the maximum allowable row
count is 5000 per file upload.

B. Once the data is entered into the Enroliment Template, save the file. Remember that a completed
enrollment template must be saved in the .csv file format in order to be successfully uploaded into
MAP.

The following dialog box will appear since you are saving the file in .csv format. Select [Yes] to retain
the .csv file format.

Microsoft Excel

04272011 _student enroliment records,csv may contain features that are nok compatible with S (Comma delimited). Do you want ta keep the workbook in this Format?

\y « To keep this Farmat, which lzaves out any incompatible Features, click Yes.
« To preserve the Features, dlick Mo. Then save a copy in the latest Excel Farmat.
+ Ta see what might be last, click Help.

e (] [

C. Follow Step 2: A-B as outlined above for each template that you need to create. Based on the size
of your school district, you may have more than one file to create and upload.

Please note that you will need to return to MAP and select the File Upload Direct Verification tab to begin the
upload the process.
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Step 3: Browse to Locate Your Completed Enroliment Template

A. Click the click [Browse] button and locate your completed enroliment template that needs to be

Woelcome to onhne Direct Certificabon and Direct Verification June 21, 2013
User LE Warker Qugantzation: LEA Seoad Distnet

File Uptoad Direct Cenification

N rger 10 uplosd bulk 1o match Derect . the Delow

1 Downioad 3 blank Enmpilment Tempiate

Aote: Do ol mocy e lemplale - MoGNCatons may fesufl in emors durng Me upload
2 Fill in the enmiimont iemalatn with jour enrolmant informadon and save 10 your computer. The complated template must foliow the cetalied insinsctions. for Gomolating the Encoliment Temelate
3 Click the Brews# bution 1o ind your enrolmant emplate 1o upicad

4 Click the Liploss Fil#’ Buion 1o bagin ihs upload procass

Step 4: Upload the Enrollment Data
A. Click [Upload File] to begin the match process.

Welcome lo onbine Direct Certilicabion and Direct Venhcation
User LEA Worker

June 21, 2013

Crganiation; LEA $c001 CHsYIC

Uptoad [NFect Verihcation List

In.arder io upload tulk o match firect he Dok

1 Download a blank Enfallment Tamalate
Mobe: Do ot Moty e 19MpIale - MONCIEONS Miay MESUM I Grovs Qurng e uDload

2 Fillin the enrcliment lemgtate with your enrolimeant informaion and save 1o your computer. The completied lemplate must follo the Setaded lnstsctions for Complating the Enrolimeed Temolads

3. Click the Brews# butien 1o ind your enrolmant mplats o ugizad

4 Click the ‘Uipload Fie' bution 1o bagin the upload process

Uplcad Fila_

The following message will appear once the file has been uploaded and the Match Process started:

“Success! Your file has now been uploaded and the matching is in process. Your Match ID number is Xxxx.
You can use this number to come back and check the “Match History Results” tab at a later time to view the
results. Please note this could take a few hours depending on the size of the file that was uploaded.”

oad Direct Verfication | st

I ordan 1o uplead i, BEps

1. Dewnioad & biar enoliment 18mplats o uss a8 & guids for Alkng your enroliment data u3ing e Cnratman) Tamoly

2Fillin the MEEate wiih you Please tafar 10 your Trairing Documant for inScone on how 1o B0 in the template. Plasse note thal the masmum &llowsble file 526 15 1 M and Me mEdmum sicwabie fow
count |5 5000

2. Cliekthe Beowse' bution 10 fd yaue enrallment semetate 1o upload
[(Buowse_ ]

4. Click the Uplosd File' bufion to begin the upload process.

Upload Fila

Repeat the Steps 3 and 4 for each enroliment template that you need to upload.

Refer to Key to Understanding Direct Certification and Direct Verification Error Messages and Known
System Issues for VG SNP Manual Direct Certification and Direct Verification reference guides for
guidance on understanding error messages when uploading a file.
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Using the Manual Direct Verification

From the Welcome to Online Direct Certification and Direct Verification page,
1. Click the [Manual Direct Verification] tab.

This is the Manual Direct Verification page. It is here that you can directly data enter your district’'s sample
verification pool of approved applications to run the annual direct verification process. You can check the eligibility of
up to ten (10) students at time on the Manual Direct Verification page. After the student data are data entered, MAP
performs a match process using data from public agencies to verify household income for continued program
participation. Once the Match Report is complete, you can view the results under the Match History Results tab.
The Match Report provides you with a listing of students which have been identified as directly verified for free or
reduced priced meals. The Match Report will display Exact Matches, Partial Matches and No Matches.

This takes you to the Search Direct Verification List screen where you can directly enter your district’s student
enroliment data to determine which student’s are directly verified for free meals. You can check the eligibility of up to
ten (10) students at time.

The column headings are the same as you saw when using the File Upload Direct Verification Enrollment Template.
Note that the required fields on the Manual Direct Verification page are denoted with an asterisk (*) symbol.

Row # (Note that 10 is the maximum per page)

First Name*

Middle Initial (Optional)

Last Name*

Date of Birth* (Note: Must in the following format: mm/dd/yyyy)

School Nutrition Program Status* (Note: Must select Free or Reduced)
SASID (Optional — Not part of SNAP/TAFDC/Medicaid match process)
LASID (Optional — Not part of SNAP/TAFDC/Medicaid match process)

s ] = s

8 5
3

g

» ) B0

= _ e Search
2. Enter search criteria using student data. Use the following steps:

1. Type [First Name].

2. Type [Middle Initial], if provided.

3. Type [Last Name].

4. Type [Date of Birth]. (Using the following format: mm/dd/yyyy)
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5. Select [Free or Reduced] from menu options.
6. Type [Statewide Student Identification Code (SASID)], if provided.
7. Type [Locally Assisted Student Identifier (LASID)], if provided

i
i
i
£
i
f
H

PERREREREE
EEEE

._'f;'_'.-TZ_'_
8. Once all students are entered, click [Search]

Important: There will be times when you receive error messages surrounding the data that you input.
Here is an example of an error message that you may encounter.

“Error Message: M0317: Error. Invalid entry for ‘Date of Birth’ in rows (3,5). Date of Birth
entered must be within the past 22 years.”

In this example, the student names and data associated with rows 3 and 5 have a date of birth that
makes the student older than 22 and not eligible for the School Nutrition Program.

To correct this error and allow the Match Processing to continue, verify the data entered on those rows
and correct the date of birth, if entered incorrectly, or remove if the date of birth was entered correctly
since those students are no longer eligible to participate in this program.

Refer to Key to Understanding Direct Certification and Direct Verification Error Messages in this
reference guide for guidance on understanding error messages when uploading a file.

Once the corrections are made, click [Search] to start the match process again.

Once a Manual Direct Verification is completed, the Match Results will display at the bottom of the page.
Below is a sample of what the Match Results look like when running a Manual Direct Verification.
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-
eacpesims
Stmtawids
student Locally assigned stiuderd
indepific stion inbearlifien (lasid)
<o (sl

Fow 1 First Naino et il Last ame Dt of By s"”"";:’:’:p‘“""

Match) Type e Tine

Stugsnt 08MAnGEY Fribn ExMCTMaER- Vorifoa - Frae  DARFE0NT 17-30:50.0
w Stuent 501 21 657 Fron Exnct Makh- Variflad - Free 042713011 17 30580
ORI 893 Free Excact Maich - Verifled - Free AT 1 T38:50.0

Exact Match - Verified - Reduced
[

Stugsnt 1111872000 Ruduced D4RTE011 17.20.59.0

o Free
Fo Match - Manuai Verifiation

E Stussnt ormengsEs Roduced Roqurod
Saudent 121 TR003 Frien Exact Maich - Vbrfind - Frae QA2 1 1739550
7 & Stugant 10241990 Recuced o Mateh- B eileason  puzzaoit 1730500

Fegqu
Ko Match - Manual Verification

DAY 1T 30ER0

wm ooms
g
H

] H Student 08252000 Reduced e DAIZTA011 17.39.58.0
8 i Shudant 02262000 Fren Exact Wakh- Voiifid - Froe 42772011 17.39.58.0
10 J Student 12000 995 Exatt Wach - Vorined - Froe 042772011 17.39.59.0
Page 10 1
g Ta B

Total Svarch Resulls 0

Refer to Key to Understanding Direct Certification and Direct Verification Error Messages and Known System
Issues for VG SNP Manual Direct Certification and Direct Verification reference guides for guidance on
understanding error messages when uploading a file.

Searching and Viewing Match History Results

The Match History Results tab allows you to search for and view both manually entered and uploaded
enrollment data for both Direct Certification and Direct Verification.

The results remain under this tab for 18 months and are then archived. It is recommended that you save the
results to your local computer for review and audit purposes. If you need to retrieve Match History Results
greater than 18 months, contact your ESES Reviewer at the Department of Elementary and Secondary
Education for assistance.

From the Welcome to Online Direct Certification and Direct Verification page:
Conducting a Search
1. Click the [Match History Results] tab.

The Search Criteria screen appears.

Manual Direct Certification Eile Upload Direct Certification Manual Direct Verification Eile Upload Direct Verification Match History Results

Search Criteria

Date From: M DD Y Date To MM DD Y
Match ID Certification / Verification: All v

Manual ! File: Al v

The Search Criteria Screen allows you to search for results using any combination of the following
fields:

= Date From (format: mm/dd/yyyy)

= Date To (format: mm/dd/yyyy)

= Match ID (ID is listed on the Manual Direct Certification, File Upload Direct Certification, Manual
Direct Verification, and File Upload Direct Verification pages after successful submission of data.)

= Manual/File (Indicates how data was submitted)

= Certification/Verification (Indicates which type of results you wish to view)

Note: The search, viewing and saving processes on the Match History Results page works the same for
both Direct Certification and Direct Verification results.
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A. Enter Search Criteria

Example One: Search by a Submitted Date Range
1. Click in the [From:] field
a. Type in [Month] (format MM) field
b. Type in [Day] (format DD) field
c. Typein [Year] (format YYYY) field
2. Click in the [To:] field
a. Type in [Month] (format MM) field
b. Type in [Day] (format DD) field
c. Typein [Year] (format YYYY) field
3. Select [Manual or File] from menu options
4. Select [Certification or Verification] from menu options

Manual Direct Verification File Upload Dir ect Verification Match History Results

Manual Direct Certification File Upload Dir ect Certification

|Search Criteria;
ot rom: —————— e —
Wanual /Fle, —————
——> [ ][ s
I

Example Two: To search by a Match ID
1. Typein [Match ID].
2. Complete search criteria and click [Search].

Manual Direct Certification File Upload Direct Certification Manual Direct Verification File Upload Direct Verification Maich History Results

Date From: MM DD Date To: MM (DD
MatCh 1D ey 3800 Certification / Verification: Al hd
Manual / File: Al L3

——— [ i

Viewing Search Results
Once the search is complete, the results are viewed using the following steps:

1. From the Match Results screen, select the radio button under Match Results

2. Click [View Results]

Match D Manual ! File Certification / Verification Date / Time User ID
3809 File Certification 04/27/2011 16:28:16.0 snphillerica
Page 10of 1
Jump To ’_

The Search Results will displays.
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Statewide
. . . . . School Nutrition Program T student Locally assigned student
Row First Name Middle Initial Last Name Date of Birth Status Match Type Date [ Time [dentification dentifier (tasid)
cotle (sasid)
1 A Student 041198 Free Exacthatsh - Varfled - Free | 0412772011 17:28:50.0
2 5 w Stugent 051211997 Free Exacthlatsh - Veriled - Free | 04/27/201117:38:59.0
3 c Student 012611993 Free Exacthatsh - Verfled - Free | 0412772011 17-28:59.0
4 ) Student 11182000 Reduced Enactifaleh: Verfed-Redicet! | gups7pa011 17.38590
5 E E Student DTHE 369 Reduced D Mat““'g{“:ﬁfe‘;’e”ma“”“ 042712011 17:38:59.0
5 F Student 131712003 Free Exacthatsh - Veriled - Free | 04/27/201117:38:59.0
7 s Stugent 10124/1396 Reduced NDEEED 'F'{V‘ea;jfe‘;’e”m“”" 042712011 17:38:59.0
8 X Student 0812512000 Reduced DTEED 'F'{V‘ea;jfe‘;’e”m“”" 042712011 17:38:59.0
9 | student 08/2512000 Free Exacthath - Verfled - Free | 04/27/201117:38:50.0
10 ] Student 120091995 Free Exacthlath - Veriled - Free | 04/27/201117:38:59.0
Jump To
Total Search Results: 10

Refer to Key to Understanding Direct Certification and Direct Verification Match History Results
in this job aid for guidance on understanding the Match Type results.

Saving Match History Results

The results remain under this tab for 18 months and are then archived. It is recommended that you save the
results to your local computer for review and audit purposes. If you need to retrieve Match History Results
greater than 18 months, contact your ESE Reviewer at the Department of Elementary and Secondary
Education and they will assist you with this process.

To save the results to your local computer/network:
1. From the Search Results screen, click [Save Results]

Search Results:
Statewide
a - . . - School Nutrition Program T student Locally assigned student
Row First Name: Middle Initial Last Name: Date of Birth Status Match Type Date / Time identification dentifier (lasid)
code {sasid)
1 A Student 061 4/1983 Free Exact Match - Verified - Free 0472792011 17:39:58.0
2 B W Student 08021987 Free Exact Maich - Verified - Free O427i2011 17:39:59.0
3 C Student 05/28/1993 Free ExactMatch - Verified - Free 0472712011 17:39:58.0
. D Student 1111872000 Reduced Eractitaten venled - Redured | nyarianis 17.39:60.0
5 E E Student 07116/1988 Reduced 3 Ma‘““'g{"‘;;::fe';@"m“”” 042712011 17:35:50.0
B F Student 1217/2003 Free Exact Maich - Verified - Free O427i2011 17:39:59.0
7 E Student 1072411988 Reduced he Ma‘““'g{”‘:ﬁfe';’e"“a“”” 042712011 17:35:50.0
3 H Stugent 182512000 Reduced Mo Malch - ifanual Veriicalion 1 gy 2715041 17.33:60.0
Required
9 | Student 08/25/2000 Free Exact Match - Verified - Free 04/27i2011 17:38:50.0
10 J Student 12i09/1996 Free Exact Match - Verified - Free 0472792011 17:39:58.0
Page 1071 Save Results
Jump To
Total Search Results 10

Click [Save] from the File Download box.

3. Within the Save As dialog box, use the Save In drop down menu to navigate to the location where you
want to save the results. Next, type in a filename (remembering to use the .csv file extension).

4. Click [Save].
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Save A5 2%
=5 Direct Certification Enollment Template Folde » = M-
e
My Recent
Documents
?H
Desktop
My Documents
-]
5o
My Computer
\,} | Fiename - =31
3
My Network | Save as type Text Document v Cancel

Here is a sample of a saved Match Results file:

A | B ] C | D | E | F | G [ H [ 1 [
| 1 |Record IV First Mame Middle Name Last Mame Date of Bith | SMP Status Match Type Date/Time SASID LASID
| 2 | 1A Student 5/14/1989 Free Esxact Match - VWerified - Free 39:59.0
| 3 | 2B W Student 51211997 Free Exact Match - Yerified - Free 39:89.0
| 4 | 3c Student 5/28/1993 Free Exact Match - Yerified - Free 39:89.0
EN 4D Student T1A8/2000 Reduced  Ewact Match - erified - Reduced ta Free 39:89.0
| B | aE E Student 761939 Reduced Mo Match - Manual VWerification Reguired 39:89.0
| 7 B F Student 1211772003 Free Exact Match - Verified - Free 39:89.0
| & | TG Student 1042411998 Reduced Mo Match - Manual Verification Required 39:89.0
ER gH Student 8/25/2000 Reduced Mo Match - Manual Werification Required 39:55.0
| 10 | 91 Student 8/25/2000 Free Exact Match - Yerified - Free 39:89.0
| 11 100 Student 12/9/1996 Free Exact Match - “erified - Free 39:59.0

12

Once the results are in Excel you can sort, filter and format just as you would any other spreadsheet. A
suggestion is turn on the Auto Filter functionality from within Excel in order to filter the results. The filtered
results can be saved as separate files for later use.

E3 Microsoft Excel - 05022011 dvreulis.csv

@_] File Edit YWiew Insert Format Tools Data  Window Help  Adobe PDF

0EH 3SR FE SBR[ 8 TG  -© i -0 -|BJUSEE=H S % 0 Gl
I {@) Share This File | WebEx ~ l

B17 - A
A |8 | | D E [ F p m H [ 1 [ J | K

| 1 [Record ID [#]First Name [=]Middle Name [+ ]Last Name [+]Date of Birth [+ SNP Status [-l]Match Type E]Elateﬂ'ime [*]3AsiD[]LASD =]

| 2 | 1M Student 6/14/1989 Free ettt e 58:55.0

| 3 | 21N WY Student 51219597 Reduced Fartial Match - MFPLC - Verified - Reduced to Free 55:55.0

| 4 | 3o Student 572811993 Reduced Mo Match - Manual Werification Required 58:55.0

| 5 | 4P Student 1141842000 | Free Fartial Match - MFILC - Yerified - Free 55:55.0

| 6 | 50 E Student 711641989 Reduced Mo Match - Manual Werification Required 58:55.0

| 7 | B R Student 12/1742003 Free Exact Match - erified - Reduced to Free 55:55.0

| 8 | 78 Student 10/24/1993 Free Mo Match - Manual Werification Required 58:55.0

| 9 | 87 Student §/25/2000 Reduced Fartial Match - MFPLC - Verified - Reduced to Free 55:55.0

10| gu Student 8/25/2000 Free Partial Match - MFILC - WVerified - Free 58:55.0

| 11| 10 Student 12/9/1996 Reduced Exact Match - Verified - Reduced to Free 55:55.0

12

Additional Learning Opportunities

e 403 Using My Account Page (MAP) for Direct Certification and Direct Verification CBT — To take online
course, log into PACE.

o Bookmark our Site: www.mass.gov/vg/snp for a complete listing of Virtual Gateway School Nutrition
Reference Guides.
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Questions or Need Assistance when logged into the Virtual Gateway?

Call Virtual Gateway Customer Service
1-800-421-0938 (617-984-6578 - TTY for the deaf and hard of hearing)
8:30 am to 5:00 pm Monday through Friday

Questions or Need Assistance with Training for the School Nutrition Program?

Call Department of Elementary and Secondary Education PACE Site Administrator
1-781-338-6113 or 1-781-338-6110

8:30 am to 4:00 pm Monday through Friday
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Key to Understanding Direct Certification and Direct Verification Match History Results

= Direct Verification Outcomes (SNAP / TAFDC Match)

SNP Status

) Possible Outcomes
in the Input

Exact Match - Verified - Free

Partial Match - MFILC - Verified - Free

Partial Match - MFLPD - Verified - Free

Partial Match - MFPLC - Verified - Free

Exact Match - Verified - Reduced to Free

Partial Match - MFILC - Verified - Reduced to Free
Partial Match - MFLPD - Verified - Reduced to Free
Partial Match - MFPLC - Verified - Reduced to Free

No Match*

OO |N[O[0T] D [W[N| - RS
MDD (D|T|T|T|T

** Direct Verification Outcomes (SNAP / TAFDC Match) | *** Direct Verification Outcomes (Medicaid Match)

SNP Status School Nutrition Program SNP School Nutrition Program
F Free Meals F Free Meals
R Reduced Meals R Reduced Meals

FPL Federal Poverty Limit

Possible Outcomes:

= Exact Match: Exact match on all data provided
=  MFILC condition: Match on First Initial, Last Name and DOB
= MFLPD condition: Match on First Name, Last Name and Partial DOB
(2 out of 3 Date fields should match)
= MFPLC condition: Match on First Name, Partial Last Name (first 4 letters) and DOB
= No Match: No match found based on data provided

NOTE: If a duplicate match was found for Direct Certification or as part of the SNAP / TAFDC match during Direct
Verification, then we will follow the normal process for matching (as if they weren't a duplicate) and display the
Match Type accordingly from the values above.
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=+ Direct Verification Outcomes (Medicaid Match)

# SI\![EeSItr?:)lLSt n HoquPeCoId Possible Outcomes

1 F Exact Match - Verified - Free

2 F < = 133% Partial Match - MFILC - Verifigd - Free

3 F Partial Match - MFLPD - Verified - Free

4 F Partial Match - MFPLC - Verified - Free

5 F Exact Match - Verified - Free to Reduced

6 F 133% < x < | Partial Match - MFILC - Verified - Free to Reduced

7 F =185% Partial Match - MFLPD - Verified - Free to Reduced
8 F Partial Match - MFPLC - Verified - Free to Reduced
9 F Exact Match - Verified - Free to Paid

10 F > 185% Partial Match - MFILC - Verified - Free to Paid

11 F Partial Match - MFLPD - Verified - Free to Paid

12 F Partial Match - MFPLC - Verified - Free to Paid

13 R Exact Match - Verified - Reduced to Free

14 R < =133% Partial Match - MFILC - Verified - Reduced to Free

15 R Partial Match - MFLPD - Verified - Reduced to Free
16 R Partial Match - MFPLC - Verified - Reduced to Free
17 R Exact Match - Verified - Reduced

18 R 133% < x < | Partial Match - MFILC - Verified - Reduced

19 R = 185% Partial Match - MFLPD - Verified - Reduced

20 R Partial Match - MFPLC - Verified - Reduced

21 R Exact Match - Verified - Reduced to Paid

22 R > 185% Partial Match - MFILC - Verified - Reduced to Paid

23 R Partial Match - MFLPD - Verified - Reduced to Paid
24 R Partial Match - MFPLC - Verified - Reduced to Paid
25 F Any FPL No Match - Manual Verification Required

26 R Any FPL No Match - Manual Verification Required

27 F Any FPL Duplicate Match - Not Verified

28 R Any FPL Duplicate Match - Not Verified

Possible Outcomes:
= Exact Match:
= MFILC condition:
=  MFLPD condition:

=  MFPLC condition:
= No Match:

NOTE: If a duplicate match was found for Direct Certification or as part of the SNAP / TAFDC match during Direct
Verification, then we will follow the normal process for matching (as if they weren't a duplicate) and display the

Exact match on all data provided

Match on First Initial, Last Name and DOB

Match on First Name, Last Name and Partial DOB
(2 out of 3 Date fields should match)

Match on First Name, Partial Last Name (first 4 letters) and DOB
No match found based on data provided

Match Type accordingly from the values above.
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Key to Understanding Direct Certification and Direct Verification Error Messages

Functionality

Manual Direct Certification
Manual Direct Verification

Scenario

When 'Search' button is clicked under 'Manual
Direct Certification' or 'Manual Direct
Verification' tab without entering any
information on the page.

Expected Error Message

MO0330: Error. Please enter First Name, Last
Name and Date of Birth for at least 1 row in
order to proceed.

Manual Direct Certification
Manual Direct Verification

When invalid data (eg. alphabetic character) is
entered for 'Statewide student identification
code (sasid)' OR ‘'Locally assigned student
identifier (lasid)' under ‘Manual Direct
Certification' or ‘Manual Direct Verification'.

MO0315: Error. Invalid entry for '~' in rows (~).
Please enter a numeric value.

Manual Direct Certification
Manual Direct Verification

When invalid data (eg. numeric character) is
entered for 'Middle Initial' under ‘Manual Direct
Certification' or 'Manual Direct Verification'.

MO0316: Error. Invalid entry for '~ in rows (~, ~,
~). Please enter alphabetic characters only.

Manual Direct Certification
Manual Direct Verification

When DOB > 22 years is enter under 'Manual
Direct Certification' or 'Manual Direct
Verification'.

MO0317: Error. Invalid entry for '~' in rows (~, ~,
~). Date of Birth entered must be within the
past 22 years.

Manual Direct Certification
Manual Direct Verification

When invalid data is entered in the mandatory
fields (such as First Name, Last Name etc.)
under '‘Manual Direct Certification' or 'Manual
Direct Verification'.

MO0314: Error. The following rows have
incomplete or incorrect data (~, ~). Please
remember each row must contain a First
Name, Last Name and Date of Birth. Names
can only contain letters and the following
characters (hyphen, space, apostrophe). Date
of Birth should be in the format MM/DD/YYYY.

File Upload Direct Certification
File Upload Direct Verification

When the 'Upload File' button is clicked under

'File Upload Direct Certification' or 'File Upload
Direct Verification' without choosing the file to

upload.

MO0318: Error. Please select a file for upload by
clicking the '‘Browse' button.

File Upload Direct Certification

When a Direct Certification file containing
errors in the mandatory fields (such as First
Name, Last Name etc.) is uploaded, this error
message indicates the row numbers with the
incorrect data.

MO0331: Error. An error occurred while
processing your file. The following rows in the
file have incomplete or incorrect data (~).
Please remember each row must contain a
Serial Number, First Name, Last Name and
Date of Birth. Names can only contain letters
and the following characters (hyphen, space,
apostrophe). Date of Birth should be in the
format MM/DD/YYYY and should be in the past
22 years.

File Upload Direct Certification
File Upload Direct Verification

When a Direct Certification or Direct
Verification file containing errors in the non-
mandatory fields (such as Middle Initial,
Statewide student identification code (sasid)
etc.) is uploaded, this error message indicates
the row numbers with the incorrect data.

M0334: Error. An error occurred while
processing your file. The following rows in the
file have incomplete or incorrect data (~, ~).
Middle Initial can only contain alphabetic
character. Lasid and Sasid can only contain
numeric values. Sasid should not exceed 10
digits and Lasid should not exceed 32 digits.
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Functionality

File Upload Direct Verification

Scenario

When a Direct Verification file containing
errors in the mandatory fields (such as First
Name, Last Name etc.) is uploaded, this error
message indicates the row numbers with the
incorrect data.

Expected Error Message

MO0329: Error. An error occurred while
processing your file. The following rows in the
file have incomplete or incorrect data (~).
Please remember each row must contain a
Serial number, First Name, Last Name, Date of
Birth and Program Status. Names can only
contain letters and the following characters
(hyphen, space, apostrophe). Date of Birth
should be in the format MM/DD/YYYY and
should be in the past 22 years. Program status
should be either 'F' for free or 'R’ for reduced.

File Upload Direct Certification

When the Direct Certification file being
uploaded is not in the expected format.

MO0333: Please upload a file in CSV format
using the Enrollment Template for filling your
enrollment data. Please ensure that the file size
does not exceed 3 MB and the row count does
not exceed 15000 rows.

File Upload Direct Verification

When the Direct Verification file being
uploaded is not in the expected format.

MO0333: Please upload a file in CSV format
using the Enrollment Template for filling your
enrollment data. Please ensure that the file size
does not exceed 1 MB and the row count does
not exceed 5000 rows.

Match History Results

When 'View Results' button under 'Match
Results' section is clicked without choosing a
record.

MO0319: Error. Please choose the record you
want to view the results for.

Match History Results

When invalid data (eg. alphabetic character) is
entered for 'Match ID' under 'Search Criteria'
section.

MOO009: Error. Invalid entry for 'Match ID'.
Please enter a numeric value.

Match History Results

When invalid data (eg. alphabetic character) is
entered for Date fields under 'Search Criteria'
section.

MO0013: Error. Invalid entry for '~'. Please enter
a numeric date in the following format:
MM/DD/YYYY.

Match History Results

When invalid data (e.g. alphabetic character)
is entered for Date fields under 'Search
Criteria' section.

MO0O013: Error. Invalid entry for '~'. Please enter
a numeric date in the following format:
MM/DD/YYYY.

Match History Results

When only one of the dates are entered under
'Search Criteria’ section.

MO0226: Error. ‘Date To' is a required field if
‘Date From’ value is entered.

Match History Results

When the page number mentioned in the
‘Jump To’ box is more than the last page
value. This is applicable to the ‘Jump to’ field
under both ‘Match Results’ and ‘Search
Results’ sections.

Eg. Page 1 to 5 is returned, but Jump To =
Page 7, then on clicking ‘Go’ button, this error
message is shown.

MO0337: Error. Please enter a numeric value for
the page number which should be less than or
equal to the highest page number.

Commonwealth of Massachusetts

Using the Virtual Gateway’s My Account Page (MAP) for Direct Verification

Department of Elementary and Secondary Education (DESE)
Executive Office of Health and Human Services (EOHHS) Virtual Gateway

7/9/2012 v3
Page 17 of 17




	Logon to Virtual Gateway
	Using File Upload Direct Verification
	Using the Manual Direct Verification
	Searching and Viewing Match History Results
	Saving Match History Results
	Additional Learning Opportunities
	Questions or Need Assistance when logged into the Virtual Gateway?
	Questions or Need Assistance with Training for the School Nutrition Program?
	8:30 am to 4:00 pm Monday through Friday
	Key to Understanding Direct Certification and Direct Verification Match History Results
	Key to Understanding Direct Certification and Direct Verification Error Messages

