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OVERVIEW

Direct Certification is a simplified method of determining student’s eligibility for free meals through the
National School Lunch and School Breakfast Programs or free milk under the Special Milk Program without
completing a Household Eligibility Application. In addition, students directly certified to receive free meals or
milk are not subject to verification.

BENEFITS OF THE DIRECT CERTIFICATION PROCESS:

SAVES EMPLOYEE’S TIME AND REDUCES PAPERWORK!!

Any student who has been directly certified does not have to fill - 7
out a paper application and does not have to go through the
verification process

IDENTIFIES ELIGIBLE STUDENTS QUICKLY

This process may identity eligible students whose
household did not complete the paper application.
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HHSC sends list of all children in the
state ages 3 to 21 whose families are
receiving benefits.

Health & Human
Services

Commission

TEA compares this list to enroliment
data and “matches” students to the
school district.

Texas Education
Agency

TDA posts the updated matched and un- Texas De_partment
matched data monthly of Agriculture

Contracting Entity

The CE monitors the State Match
List and uses the CE Matching
Process to determine if students
are eligible for meal benefits. Any
student “matched” in the system
does not have to complete an
application for benefits.
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%
Pelpful

™ |EYOU HAVE CHANGED YOUR TX-UNPS PASSWORD TODAY YOU CANNOT

ACCESS THE SYSTEM UNTIL TOMORROW.

%
Helpful
Tips . . - 1 . .
After an extended period of inactivity the system will “kick you out” and may display an unauthorized

use message. If you get this message click on “EXIT” in the top right corner and log back on.

%
Pelpful
Tips e . .
PLEASE NOTE: the screen shots in this guide were taken while using the Internet Explorer 9 browser.
Your screens may or may not look exactly as the ones in this guide if you are using a different browser (i.e.

Mozilla Foxfire, Google Chrome, Safari, etc.).
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ACCESSING THE DIRECT CERTIFICATION MODULE IN TX-UNPS

School Nutrition Programs /TX-JNPS gi.

Programs
Go to School Nutrition
Programs > Applications (e
Program
Summer Food
Distribution
Program
\, J,

TX-UNPS 55 |

Applications | Tlaims | | Search EE Programs | | Help | Log Out
Applications = Schoal Vear: 2014 - 2015 |

Iteg Description
SNP Contracting Entity's Profile, Site and Hold Information

ity Manager

Applications Forms (Contracting Entity and Site)

R Ce Summary Number of Menu Pattern Certifications by Contracting Entity Summary

Mandatory Annual Werification Report

Mandatory Annual Werification Report (FNS-742) Summary
Mumber of Food Safety Inspections by Site

Number of Food Safety Inspections by Site Summary

Annual Audits

In the Applications
menu select “DIRECT
CERTIFICATION/DIRECT
VERIFICATION

Annual Single Audit Status Summary

School Food Annual Revenues and Expenditures Report

School Food Annual Revenues and Expenditures Report Summary

Fresh Fruit and Vegetable Program Grant Information for a specific CE

Fresh Fruit and Vegetable Program Grant Information by Site Owverview
Fresh Fruit and Vegetable Frogram Grant &llocations by CE/Site
Fresh Fruit and Vegetable Program Inwvitations and Approvals

Total Costs Associated with Operating a Summer Nutrition Program

iture Request Request for funds to purchase capital items = $5,000

ent October Enrollment and Eligibility by Site

Site Enrollment and Eligibility

bility Provision Enrollment and Eligibility for Community Eligibility Prowvision

er Mandate

Summer Nutrition Programs Intent Declaration

Direct Certification / Direct verification screens

. : .
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School Nutrition Programs "TX_-|JNP o=

Programs | "'."Earl Help | Log Out

b |
It

Claims | Compliance | Security | Search

Applications
Applications = Direct Certiﬁcatiun.l"DirEctV‘ 3 ‘
]

School Year: 2014 - 2015

ication / Direct Verification

Click on ‘DIRECT
CERTIFICATION/DIRECT
VERIFICATION” again

ecthy certifying children who are categorically eligible for free meals
Emental Mutrition Assistance Program) or TANF (Temporary
provides updated DC information monthly to assist with the USDA

ing program participation for children who are approved for free or
e SNAF, TANF, CHIF (Children’s Health Insurance Program) and Medicaid records.
ion information beginning October 1 of each year to assist with the USDA required

Direct verifica
reduced-pri
TDA provides 8
werification regul¥
to go to the Direct Certification/Direct VWerification screens. (MNote: This will open in a new

Click on the link belo®
e . g =et to allow pop-ups.)

¥ Lo

Direct Certification / Direct Verification
Click on link to verify Direct Certification / direct
Verification )

%
\—\e\p‘f\l\
Tips
You will get this message if you have changed your password today or have timed out (been inactive for a

period of time). If you have not changed your password, log-out and log back in and go immediately to Direct
Certification/Direct Verification.

“Unauthorized misuse of TDA information resources is prohibited and misuse is subject to criminal
prosecution. Except as otherwise provided by applicable privacy laws, there should be no expectation

of privacy. Usage may be subject to security testing and monitoring.”

File Edit View Favorites Tools Help

Texas T

Direct Certification - Direct Verification
Department of Agriculture  £8 8,

Click on “DIRECT CERTIFICATION”

£ Y
\—\e\p’m\
Tips
Some users will have to enter a CE ID if they are associated with more than one district.
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iaturegow 0OV 2 - @8 ¢ X |5 | © Direct Cericat..

File Edit View Favorites Tools Help

Direct Certification - Direct Verification Texas

Department of Agriculture  £8 8,

DCDV Home

Contracting Entity ID: 01400 Contracting Entity Name: NEW BOSTAN ISD (TEXARKANA ISD) CD Code: 019905

Direct Certification Home Page ‘ 5 . '

Print/Download Direct Certification Matches

Search Page for CE Level Matches

By accessing this module, Authorized representative agrees to use or disclose the information only for its intended purpose, and to not use or disclose any confidential information for any purpose other than for, or
in connection with the authorized purpose

10:05 AM

9/23/2014

ELPFUL INFORMATION ON MAIN SCREEN
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gov/DCDV O ~ @ B & X ||+ Ji [©ocov

Direct Certification - Direct Verification

-
Texas W
Department of Agriculture &8 B,

Contracting Entity 10: 01400 Contracting Entity Name: NEW BOSTON ISD (TEXARKANA ISD) €D Code: 019905

Print/Download Direct Certification Matches

1f you need further assistance, please call your Educ rvice Center. If your ESC is not able to provide sssistance pleaze call (877)TEX-MEAL.
To get the complete direct certification list for the di ick on View/Print or Download button.
To get updates to the direct certification list, please select the appropriate set of updates and Click on View/Print or Download button.

® State Level Matches )l Matches
Report P
¥ vg

Update Period

 — —

If you need further assistance, please call your Education Service Center. If your ESC is not able to provide assistance
please call (877) TEX-MEAL. To get the complete direct certification list for the district, click on View/Print or
Download button.

To get updates to the direct certification list, please select the appropriate set of updates and Click on View/Print or
Download button.

T e BEEET LTl

REPORT TYPES

EEE—

(2 https://testdcdy.texasagriculture.gov/DCDV O ~ @ B & X

Direct Certific Texas o

REPORT TYPE: 2 Types
Select which type of report you would like to run.
State Level Matches

Or,

CE Level Matches

Contracting Entity ID: 01400

If you need further assistance, please call your Education Service
To get the complete direct certification list for the district, click
To get updates to the direct certification list, pleggsss

r ESC is not able to provide assistance please call (877)TEX-MEAL.
aaaaload button.

Report Parameters

I Year to Date List
Update Period Select Month| ~ |

View/Print Download

10:05 AM
9/11/2014

a [m 1’; >

REPORT PARAMETERS
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W McAfee: n‘_@\ 54 ‘

L B © https://testdcd! iculture.gov/{
Direct Certi REPORT PARAMETERS: 2 options Texas dm |
. . -
Year to Date List: Shows all matches since the start Department of Agriculture &% Bk,
of the year. [Exit]
Select Month: Drop-down feature which you use
Contracting Entity ID: 01400 EACH month that you run your report. RKANA ISD) CD Code: 019905
2. !
| ]
If you need further assistance, please call your Educa is not able to ce please call (877)TEX-MEAL.
To get the complete direct certification list for the dist load button.
To get updates to the direct certification list, please sele Updates and Click on View/Print or Download button.
pe
' State Level Ma “ CE Level Matches
" Year to Date List
Update Period Select Month EH
View/Print Download
11:08 AM

- iy, [
=R 9/11/2014

T e EEET

VIEW/PRINT OR DOWNLOAD OPTIONS

(@ https:/testdcdy texasagriculture.gov/DCDV O ~ @ B & X | iomens P e —
Direct Certification - Direct Verification Texas o |
Department of Agriculture §8 8,

[Exit]

Contracting Entity Name: NEW BOSTON ISD (TEXARKANA ISD) CD Code: 019905

Contracting Entity ID: 01400

Print/Download Direct Certification Matches

Once you have made your

If you need further assistance, please call your Education Service Center. If your ESC is not able to provide as selections (Report Type and

To get the complete direct certification list for the district, click on View/Print or Download button.
To get updates to the direct certification list, please select the appropriate set of updates and Click on View/Pri Report Pa rameters) the
“View/Print” and

Report Type .
“Download” options become

¢ State Level Matches “' CE Leygel Matches .
active.
Report Parameters
| %

Update Period 'September | ~

11:18 AM |
9/11/2014

S =

W e BT

View/Print: Allows you to view or print the report.
Download: Allows you to save the report directly to your
computer.
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VIEW/PRINT OPTION (VIEW/PRINT TOUBLESHOOTING GUIDE ON PAGE 28 OF THIS MANUAL)

(2 https://testdcdy. texasagriculture.gov/DCDV O ~ @ B & X | @ pcov

File Edit View Favorites Tools Help

Direct Certification - Direct Verification Texas -

Department of Agriculture &8 8,

Contracting Entity ID: 01400 Contracting Entity Name: NEW BOSTON ISD (TEXARKANA ISD) CD Code: 019905

gration Matches

After you have selected
your parameters, click on
“View/Print”.

If you need further assistance, please
To get the complete direct certificatio
To get updates to the direct certificati

C is not able to provide assistance please call (877)TEX-MEAL.
' button.
2d Click on View/Print or Download button.

Parameters
Year to Date List
Update Period ' September |~ |

View/Print [ Download ]

4:07 PM
9/15/2014

- ™10
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-

nx D

N

-
Texas e
Department of Agriculture &8 8,

DirectCertification.rpt TEXAS DEPARTMENT OF AGRICULTURE Page 1 0of 1
PEIMS - STATE LEVEL MATCHES
DIRECT CERTIFICATION FOR NATIONAL SCHOOL LUNCH

2014-2015

** 001 - NEW BOSTON H S ** A
LAST_NAME FIRST_NAME M SSN BIRTHDATE sEX GRADE ADDRESS CITY STATE EFF DATE  ELIGIBILITY
XKNIXX QRGN U XRLNRREX 000KXX M 11 W;g i ;W

XOUBOOEREX

QURHABBxx  F g 09 SODAKIIOERK ST NRXIRRRXRN  TX  xF66(Rx Septembe

( 1138AM |
9/11/2014

After selecting “View/Print” the report will appear. The report shows basic

information about the student plus the “Effective Date” and the “Eligibility”
\l

category.

%
Help’fﬂ\
Tips

Information shown here will be broken down into sections based on the school (H.S, elementary, etc.)

EXPORT THE FILE (WHILE IN THE VIEW/PRINT SCREEN)
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W McAfoe: rTEETTS|
= (2 https//testdedy texasagriculture.gov/DCDV 2 ~ @ B & X | @ view Direct Certi... * ok
File Edit View Favorites Tools Help

Direct Certification - Direct Verification -

kN
Texas T
Department of Agriculture £8 8,

Click on this
symbol to Export

DirectCel your file IARTMENT OF AGRICULTURE Page 1 of 1
- STATE LEVEL MATCHES
ON FOR NATIONAL SCHOOL LUNCH
2014-2015
Updates For September
NEW BOSTON ISD-019905

** 001 - NEW BOSTON H S **

LAST_NAME FIR! T_NAME a cen RIRTHDATE  SEX GRADE ADDRESS CITY STATE zIPp EFFDATE  ELIGIBILITY

LIMA JE REMIAH ) 632600¢ 49 12/19/1997 M1 Eﬁé 3 vﬂ\;}? NEWBOSTON TX 75570 September 1

XXXXXXXX XX (XXXXX XXXXX X XXXXXXX KIXXXXXX T —

RASCHKE CAYENNE Zializ oz L 23/1998 F 09 507 N LINDSEY ST NEWBOSTON TX 75570 September 1
XXXXXXX XXXXXXX

XXXXX XX KXXXXXX L XXXXXXXXXXXXXX XXXXXXXXXX &

o L b wewS T | ] ]
- o X A= —

%
Helpful
Tips . . .
Depending on what browser you are using you may get the following message:

Internet Explorer blocked a pop-up from testdcocdwv.texasagriculture.gow.

Allow once O ptions for this site ~

Select “allow once”.

EXPORT OPTIONS
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vt _ |

L3 w2 | @ https://testdcdy texasagriculture.gov/DCDV O - @ B & X || > lHome s C GNN.com = Breakinul & View Direct Certi... * [l e PR
- - W I =
" Y
Texas T
Department of Agriculture &8 8,
Export Options [Exit] )
Please select an Export format from the list. 1
Formats: v
b The Export
Enter the page range that you want to Export. Options box will
o All open.
Pages
zIP EFFDATE  ELIGIBILITY
X 75570 September 1
) X 75570 September 1
- # R Comtamm boe gl
w 11:39 AM
= PR 0

TR e EBETET

2 B AaBbCc | AaBbCcDa||AaBbCcDal["
Subtitle | Subtle Emp.. | Emphasis

Export Options he “FO "
Please select an Export format from the list 48 From the “FORMAT
drop down box: Select

Formats:
Formats: the type of program

Enter the page range th: cystal Reports (RPT) '
Al Acrobat Format (PDF) that you would like to
. MS Word
MS Excel 97-2000 send (export) the

Pages MS Excel 97-2000 (Data Only) report_

Rich Text Format
From: 1 To: |1

™

e
11:40 AM |

- (my, TH
R T

T B R e
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File Edit View Favorites Tools Help

Export Options

Please select an Export format from the|
Next, Select the page range:

llA"II

Or

“PAGES” (certain pages only: ex: 1 to 3)

Enter the page range that you want to Export.
o All

Pages

From: 1 To: 1

Click on “OK”. % 4 { STATE zIP EFFDATE ELIGIBILITY
[ ]

ON TX 75570 September 1

ON TX 75570 September 1

5:14 PM

A Mot 0
A=A 9/15/2014

Subtitle | Subtle Emp...|| Emphasis

LB AaBbCc.||AaBbCcDa|AaBbCcDal"
e

Finally, a box will open up
—; asking you what you want to
Enter the page range that you wanflij »°e: Merosoft fxcel 2003 do with the report. You can:

From: testdcdv.texasagriculture.gov

What do you want to do with crDCReport.xls?

o All .
2 Open “Open” or “Save” the file.

The file won't be saved automatically.
Pages
< Save

|1
From: < Save as

[ Cancel ]

o

"W B R el e

%
\—\elp‘fU\
Tips
If you choose to save the file, select “Save as” so that you can name the file yourself, otherwise it will automatically save it
with the generic name the computer generated.

%
Helpful
Tips
Also, when saving remember to use the password protection tool (see page 20 of this guide for detailed instructions)
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PRINT (WHILE IN THE VIEW/PRINT SCREEN)

e

7& el (© https://testdcdy texasagriculture.gov/DCDy O ~ @ 2 & X | @ view Direct Certi... * LR ﬁ
File Edit View Favorites Tools Help

—

Direct Cer ‘+jon - Direct Verification

1.

Texas -
Department of Agriculture £8 8,

Click on the
printer icon to
print.

DirectCertification.rpt T OF AGRICULTURE Page 1 of 1

LEVEL MATCHES
R NATIONAL SCHOOL LUNCH

2014-2015

Updates For September
NEW BOSTON ISD-019905
** 001 - NEW BOSTON H S **

LAST_NAME FIRST_NAME M ssN BIRTHDATE  ggEX GRADE ADDRESS [eling STATE zip EFFDATE  ELIGIBILITY
XMMXXX JERENDENK! J XXM NAXHN67 M 11 ﬁéﬁvﬁ#"?‘ MOOOOKXON  TX XXX Deeptember 1
YRANXKXE EXXRNE Eresed OEXNNER F 09 SUNXANEANST DEDOBOKXON  TX  XIOEXX)Geptember 1

6:28PM |

- my W (1
P2 0 o501

File Edit View Favorites Tools Help

Print Options
Enter the page range that you want to Print.

o All The “Print Options” box

Pages will open.
From: 1 .
If you want to print the
To Print: entire report click “OK”.
1. In the next dialog that appears, select the "Open this file" option and click the If you want to only print

OK button. selected pages, click on

2. Click the printer icon on the Acrobat Reader Menu rather than the print button “Pages” and type in the
on your internet browser.
page range, and then

click “OK”.

.\ (U] ‘u\@:‘m“u” &F o oo 630PM

9/15/2014
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12 httpsi//testdcdy.texasagriculture.gov/DCDV/DCViewReport.aspx - Windows Interet Explore
File Edit Goto Favorites Help

DirectCertification.rpt TEXAS DEPARTMENT OF AGRICULTURE

PEIMS - STATE LEVEL MATCHES
DIRECT CERTIFICATION FOR NATIONAL SCHOOL LUNCH

2014-2015
Updates For September
NEW BOSTON ISD-019906
**001-NEW BOSTONH S **

LAST_NAME EIRST NAME ~ MI  SSN BIRTHDATE  sEX GRADE ADDRESS feling
IPoRxX XXXMOKMNX U XEXHKRXX xdXHXXX M 11 XXEXKXKNe
HIGHWAY 8

XRARIXXX sexMXX

XXXKARRc

X061

To Print, Click on the

TOTAL STUDENTS = 2

**103 - OAKVIEW PRI SCHOOL **

RN R~ A Sl Y

Printer: \\A“’PUZ\F&N Color Xerox M ‘ ‘ Properties ‘ ‘ Advanced ‘
Copies: 1 : [ 1 Print in grayscale (black and white)

Pages to Print
@ Al

Comments & Forms

[Document and Markups

Page 10f 1

STATE zIP  EFF DATE

XXKAIHRK 1x XXHHXHNHnver

AR 1% xoaoxsexsoner
ST oeox xRN

XOOMXUXXKR  XXUX XAOCHXRX X yeRAexOERKRE
A
“Printer” Icon (picture)
TOTAL STUDENTS =
** 041 - NEW BOSTON MIDDLE
LAST NAME  FIRST NA 3 { CITY  STATE zp EFFDATE
XHRRAKEXX O . JOOGNXX TX 75501 September
XXX E o XRIKRKX XXUOKUKX 1x 75570 September

Current page

Pages |1

* More Options Scale: 96%

Page Sizing & Handling L4

8.5 x 11 Inches

[Disize || 8% Poster | [[€]Multiple| | & Booklet |
©Fit

) Actual size

@) Shrink oversized pages
100 %

[] choose paper source by PDF page size

() Custom Scale:

[+] Print on both sides of paper
@ Flip on long edge ©) Flip on short edge

Orientation:

@ Auto portrait/landscape

() Portrait

©) Landscape

Page Setup...

[ Tl

| (g e | ek

A window will
open up within
your main screen
which will display
the report.

N
.
P

o

m

ELIGIBILITY

1

1

1

ELGIBILITY

1 STATE zIP EFFDATE  ELIGIBILITY

; ITON  TX 75570 September 1
ITON TX 75570 September 1

encinoy |

6:32 PM

- (my ¥ (H
L

Again, a window will open
within your screen with your
printer options.

Click on “PRINT”
and your
document will be
printed.

T
8:40 AM

9/16/2014

PO e T )
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DOWNLOAD OPTION

(See page 19 of this guide for Tips Working with the Direct Certification Download Option)

(© https://testdcdv texasagriculture.gov/DCDV O ~ @ B & X | lHomen Se dre: '—'
Direct Certification - Direct Verification Texas o |

Department of Agriculture £8 8,

Contracting Entity ID: 01400 Contracting Entity Name: NEW BOSTON ISD (TEXARKANA ISD) CD Code: 019905

Just as you did with View/Print,
after you select your report
parameters, click on
“DOWNLOAD”.

ssistance please call (877)TEX-MEAL.

If you need further assistance, please call your Educatio
To get the complete direct certification list for the distri
To get updates to the direct certification list, please sele

2rint or Download button.

" Year to

Update Period

[ View/Print l | Download ]

11:18 AM |
9/11/2014

-  [m 'f; |"

~

Texas o
2. ftment of Agriculture &4 Bk,

ode: 019905

Contracting Entity ID: 01400

Size: 12.0 KB .
| Type: Microsoft Excel 2003 To view the

From: testdcdv.texasagriculture.gov
9 g report,

Pri
# Open select
The file won't be saved automatically. ”OPEN”

< Save
If you need further assistance, please call your
To get the complete direct certification list for tl
To get updates to the direct certification list, ple Imﬁ‘

< Save as

© State Level Matches “ CE Level Matches
Report Parameters

" Year to Date List

Update Period September |~ |

| View/Print |  |[Download |

11:35 AM |
9/11/2014

S =N

%
\—\elpﬁ]\
Tips

NOTE: Some browsers (ex: Mozilla, Google Chrome, etc.) may automatically download the file.
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P — By

i <] My & Center ~ - 3 - Conditional Format  Cell
-'.li!‘l Bl ‘ B ‘“‘x Formatting - as Table - Styles =

I Delete -

= Ditrict - - A window
= will appear
within your
screen that
displays the
report.

'SSN Birth Da Sex 'Grade Address City ST 'Zip EffectivE'Ellglbllity

THIS BOX IS INSERTED TO PROTECT SENSTIVE INFORMATION. YOU WILL
SEE DATA HERE

please call

bwnload button.

B w100 ©

evel Matches

Report Parameters
I Year to Date List

Update Period September |~ |

| View/Print | |[Download |

D e ED e e —

9/15/2014

%
Helpful
Tips —
To make the window bigger click on the EERES]  inthe top right corner of the window.

%
\—\elpﬁl\
Tips
The report will be opened in Excel. You can save this report or print if you need to.
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TIPS WORKING WITH THE DIRECT CERTIFICATION DOWNLOAD OPTION

IDENTIFY EXCEL VERSION

The instructions for working with Excel differ based on the version of Microsoft Office that you have. You may
be able to determine what version of Microsoft Office you have by looking at the Start Menu. If not, the
following information may help you determine wich set of instructions to use. Please note: The pictures are
from Word, but the same steps apply to Excel.

_ . E (Tg B Adobe Acrobat Distiller XI
Click on the Microsoft Gem or “°7 on the bottom left to
™ Windows Media Center
KPS Viewer

open the Start Menu. ;i_., Adobe Acrobat A1 Pro
# Adobe FormsCentral
ﬂ Adobe Reader X1
l‘!,'! Apple Software Update
@ Default Programs
it/ Desktop Gadget Gallery
:% Internet Explorer (64-bit)
= Internet Explorer
2 Windows DVD Maker
E Windows Media Player
L 1-dip

= Windows Fax and Scan

Z Windows Update

. Accessories

. CnpXpress

. CutePDF

. Google Chrome

| Java

. Maintenance

| McAfee

. Microsoft Lync

. Microsoft Mouse and Keyboard Center
. Microsoft Office |
. Microsoft Office 2013

. Microsoft Silverlight

. Muozilla Firefox
. QuickTime -

1 Back
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Double click the Microsoft Office folder. The programs listed
inside of the folder will have the year of release as part of the
program name. Example: Microsoft Excel 2010 is the 2010
edition.

If the year is not listed as part of the program name, use the
following steps.

| ————————————
£ Windows Update &

< KPS Viewer
. 1-Zip
. Accessories
CnpXpress
. CutePDF
. Google Chrome
J Java
. Maintenance
| Mchfee
. Microsoft Lync
. Micresoft Mouse and Keyboard Center
Microsoft Office
@ Microsoft Access 2010
(] Microsoft Excel 2010
m Microsoft InfoPath Designer 2010
m Microsoft InfoPath Filler 2010
@ Microsoft OneMNote 2010
0] Microsoft Outlook 2010
|E Microsoft PowerPoint 2010
|E Microsoft Project 2010
[B] Micrasoft Publisher 2010
@ Microsoft SharePoint Workspace 20]
[W] Microsoft Word 2010
. Microsoft Office 2010 Tools
. Microsoft Office 2013
. Microsoft Silverlight
. Motzilla Firefox
QuickTime
. RealMetworks -

m

1 Back

| IDENTIFY EXCEL 2003 AND PASSWORD-PROTECT

Office 2003 has text-based menus on the gray bar: File, Edit, View, Insert, Format, Tools, Table, Window, and
Help. (The screen shots are based on Word, but it works the same in Excel.)

e Click HELP >

ABOUT [ﬂ Document1 - Microsoft Word M= B3
o In the ABOUT © File Edt View Insert Format Tools Table Window | Help Type aquestionforhelp » X
Dialog box, find E»Q)E : Mormal - TimesMNewRoman + 12 - | B 7 |®@ Microsoft Office WordHelp  F1 |
7
the version onthe ||[] RS MY, DU NEL, S N N i NN Ny, R 3 Microsoft OFfice Online s
top line Contact Us -

Customer Feedback Options...

About Microsoft Office Word

v
v
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About Microsoft Office Word

Microsoft® Office Word 2003 (11.8313.8221) 5P3 «
Part of Microsoft Office Professional Edition 2003
Copyright © 1983-2003 Microsoft Corporation. All rights reserved.

Portions of I ional C: pell™ spelling ion system @ 1993 by Lemout & Hauspie Speech
Products N\, All rights reserved. English thesaurus content developed for Micrasoft by Bloomsbury
Publishing Ple. French spelling checker, dictionaries, hyphenator tool, thesaurus and application © 1994-2000
SYNAPSE Développement, Toulouse (France). All rights reserved, Spanish Spelling Engine, Hyphenation
Engine, and Thesaurus Engine © 1998-2002 by SIGNUM Cia, Ltda. Quito, Ecuador, All rights reserved.
Fren(h and Spanish bilingual dlc!(onanes @© Langenscheidt KG Berin and Munich 2000, Certain templates

d for Microsoft Corp by I Systems, Santa Rosa, California, Compare Versions
©1393-2000 Advanced Software, Inc, Al nghts reserved, The Ametican Hetitage Dictionary of the English
Language, Third Edition Copyright © 1392 Houghton Mifflin Company. Electronic version licensed from
Lemout & Hauspie Speech Products N\, Al rights reserved,

This product is licensed to:

Microsoft Corporation
Product ID:

View the End-User License Agreement

‘Warning: This computer program is protected by copyright law and international
treaties. Unauthorized reproduction or distribution of this program, or any portion of

it, may result in severe civil and criminal penalties, and will be prosecuted to the Svstem Inf

maximum extent possible under the law. EVEE I Rk l
Tech Suppott... |
Disabled Items... |

PASSWORD PROTECT IN EXCEL 2003

Go to the FILE menu and click | Microsoft Excel -

SAVE A

r

Format Tools Data Window Hg

Ctrl+0

Close oW

—

Save As...

] Save Workspace...
%1 | File Search...

Permission >

Web Page Preview

B|w|oo|~|o|o|slw

Page Setup...
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Navigate to drive and/ or folder
where you plan to save the
document in the SAVE IN box at
the top. Enter the document
name and click OK.

From the TOOLS menu, click
OPTIONS.

Saveini | (L) My Documents v[|@ 8@ ¥ Cu E3 - Took-
\-_"ll'"h.' [rsic by
ety Pictures
My Recent |7ty Received Filas
[ocuments
[rerskbop
My Diocuments
Iy Computer
File nzme: 3 e
Ty Mtk \ I =4 ]
Places Save a5 tyPe: | Micrasoft Cffice Exeel Warkbook v

Error Chécking...

Shared Workspace...
Share Workbook...

Protection >

Online Collaboration »

Formula Auditing »

| ostons_____H

Direct Certification Print/Download 23
September 2014



On the SECURITY tab, type a
password in the field for
PASSWORD TO OPEN

: ‘(-')pﬁons

View I Calculation

[

| General | Transition

Color | International

Edit
I Save I Error Checking l

Password to modify:

Privacy options
[7] Remove
Macro securi

Adjust the st.\
specify names

File encryption settings f
Password to open:
File sharing settings for thi

[7] rRead-only recommended %

el
| B

wation from file properties on save

ight contain macro viruses and

IDENTIFY OFFICE 2007 AND PASSWORD PROTECT

Office 2007 introduced tabs and the Microsoft Office Button *

e Click the MICROSOFT
OFFICE BUTTON

(a
7 > EXCEL
OPTIONS.

In the OPTIONS dialog box,
click RESOURCES. Find the
version

Ea

and a tab menu.

P

1 U

d News

-
| Close
—

Recent Documents

2

| +] Word Optjons. |

X Exitword |
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Word Options [ 2] X]
Popular [l5 Contact Microsoft, find online resources, and maintain health and reliability of your Microsoft Office -
L4 programs.
Display
Proofing get updates Check for Updates
Save Get the latest updates available Tor Microsoft Office,
Typography run Microsoft Office Diagnostics Diagnose
Advanced Diagnose and repair problems with your Microsoft Office programs,
Customize contact us Contact Us
Add-Ins Let us knows if you need help, or how we can make Microsoft Office better,

Trust Center

1

activate Microsoft Office

Activate

Activation is required to continue using all the features In this produdt.

go to Microsoft Office Online

Getfree product updates, help, and onling senices at Migrosoft Office Online.
about Microsoft Office Word 2007 @
Microsoft® Office Word 2007 (12.0.6504.5000) SP2 MSCR.0.6529.5000)

Go Online

PASSWORD PROTECT IN EXCEL 2007

Click the
MICROSOFT
OFFICE Button
(ta

¥ > SAVE AS.
Use the down
arrow in the
address box (top)
to navigate to
where you plan to
save the
document. Enter
the document
name and click
Save.

|z| Save As

o

@Q'| . v Libraries r|Documents|>|ExCE|

- |-F-r | | Search Exce! L2 |

Organize *

0 Favorites
- Libraries

J‘-’ Music

B videos

Gl www

|z| Microsoft Excel 5

3 Documents

Authors: Owner

= Hide Folders

Mew folder

»

Documents library

Excel

Mame

m

Ma iterns match your search,

3= - (7]
Folder =

Arrange by:

Type Size

* 4|

11} F

File narmne: Mumbers.xlsx

Save as type: [F_xr_el Workbook (*.xlsx)

[] Save Thumbnail

Tags: Add atag

Tools = Save ] [

Cancel
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Click the
MICROSOFT
OFFICE button,
point to REPARE,
and then click
ENCRYPT
DOCUMENT.

&

ERNQGRPELRLC

-
5

HNew

Dpen

Save At

Prirt

Prepare

send

Publish

Clase

L1

Prepare the document for distribution

BB R

Properties
View and edit workbook properties, such
as Title, Authar, and Keywards.

Inspect Documenit

Check the workbook for hidden metadata
or persanal information,

Encrypl Document

Increase the sequrity of the workbook by
adding encryption. %
Bestrict Permission

Grant people access while restricting their  *
ability to edit, copy, and print.

Add a Digital Signakure

Emsure the integrity of the workbook by
adding an invisible digital signature,

Mark xs Final

Let readers know the workbook is final and
make it read-anly.

Run Compatibility Checker

Check for features not supported by eardier
wersians of Excel,

] Excel Optjons ][K Eit Excel

In the Password box, type the password and click OK
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IDENTIFY OFFICE 2010

Office 2010 introduces the FILE tab and the Microsoft Office Backstage view

Click FILE > HELP

| ) - 15 |5
1) e

Insert Page Layout References Mailings
Under PRODUCT i sove
. Support
ACTIVATED, find the B save as
. Mi ft Office Hel
version. & Open @ Momtomeetiny
G Close lig  Getting Started
Info g Contact Us
Tools for Working With Office
Recent
2] Options
New
[$  Checkfor Updates
Print
| Save & send
T -
2] Options
3 ext

o B 8
Review View Developer 0
. .)J‘ Oﬁ. M"m’
CQ. Ice
Product Activated
Microsoft Office Professional Plus 2010
This product contains Microsoft Access, Micro cel, Microsoft

SharePoint Workspace, Microsoft OneNote, Microsoft Outiook,
Microsoft PowerPoint, Microsoft Publisher, Microseft Waord,
Microsoft infoPath.

Change Product Key

About Microsoft Word

Version: (32-bit)

Additional Version and Copyright Information
Part of Microsoft Office Professional Plus 2010

2 2010 Microsoft Corporation. All nghts reserved.
Microso

ProductID:

Microsoft Software Licence Terms

P— |

ystomer Services and Support

OFFICE 2013 AND OFFICE 365

The latest version of Office still uses the File tab and the Microsoft Office Backstage View.

e Click File > Account

Under Product Information, find
the version

Account
Liser Informatiol
Ciffice Biackground

Oifice Therre
whan

Cornecied Sernces:

i b e

(J Office

Praducl Activaled
[Mtcrcmcnt ctice Frofesionat fun 20z1]

gooaseoare

Ak Ward
L wdl el ispad
T

7]

imd
Wrad

e e T2
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PASSWORD PROTECT IN EXCEL 2010, 2013 AND OFFICE 365

Click FILE > SAVE AS. Use the [&] Save As =
down arrow in the address box @uv| .. ¥ Libraries » |Document§| >| Excel - | ¢?| | Search Excel Pl
(top) to navigate to where you Organize » Mew folder =~ @
plan to save the document. (%] Microsoft Excel r E)olcuments library Amangeby: Folder =
el
Enter the document name. Do X Favor .
W Favorites 3 Name Type Size
not click Save yet.
4 Libraries M iterns match your search.
E] Documents
J‘.' Music
(=] Pictures
B videos
Gl www - 4| [l | 3
File name:  MNumbers.xlsx -
Save as type: IExceI Workbook (*.xlsx) -
Authors: Owner Tags: Add atag
[] Sawe Thumbnail
+ Hide Folders Tools - Save ] [ Cancel

Click on TOOLS (bottom right) >
GENERAL OPTIONS

[m [ Save J ’ Cancel ]

Map Metwork Drive...
Web Options...

General Options... o

. by
Compress Pictures...

In the PASSWORD TO OPEN box, "Gene,a, Ot

type a password and click OK. [ Ay create backip
File sharing
Password to open: oooooooool
Password to modify:
["] Read-only recommended

[ OK ][ Cancel ]

Click Save
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CORRECTING VIEW/PRINT PROBLEMS IN INTERNET

EXPLORER

Adding the DC website to the Tools > Compatibility View Settings may correct any problems that you have
with how the columns and rows appear.

There are two different methods:
COMPATIBILITY VIEW BUTTON

1) See if the Compatibility View button = appears in the Address bar. (If you don't see the button, there's
no need to turn on Compatibility View.)

Tap or click the Compatibility View button = to display the site in Compatibility View.
COMPATIBILITY VIEW SETTINGS
1) Go to Tools > Compatibility View Settings. (If you don’t see the menu headings -- File, Edit, View, Favorites, Tools, Help — at

the top of the web page, press the Alt key.)
T ——————

e@;‘@mp;” /DCDV/DCViewReport.as o-@aRCH
File Edit View Favorites Help.
s [ Chart Object Members Delete browsing history. CuleShiftsDel  [sites 5] Web s
ClleShift=P
Direci
P

Ctile)

Compatibility View LUNCH
Compatibility View settings

LAST NAME  ERST nul

TOTAL STUDENTS =

DISTRICT TOTAL =

2) Enter texasagriculture.gov in the Add this website: box and click Add > Close.
T g

Compatibility View Settings

[ ;.1 You can acd and remove websites to be displayed in
) Compatibility View.

Add this website:

Add

Websites you've added to Compatinility view:

Remove

Include updated website lists from Microsoft
Display intranet sites in Compatibility View
[ Display all websites in Compatibility View

You may need to refresh the page or go back and select View/Print again for the problems to be corrected.
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3E’'S OF HEALTHY LIVING —
EDUCATION, EXERCISE AND EATING RIGHT

The U.S Department of Agriculture prohibits discrimination against its customers, employees, and
applicants for employment on the bases of race, color, national origin, age, disability, sex, gender identity,
religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual
orientation, or all or part of an individual’s income is derived from any public assistance program, or
protected genetic information in employment or in any program or activity conducted or funded by the
Department. (Not all prohibited bases will apply to all programs and/or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program
Discrimination Complaint Form, found online at http://www.ascr.usda.gov/complaint _filing cust.html, or at
any USDA office, or call (866) 632-9992 to request the form. You may also write a letter containing all of the

information requested in the form. Send your completed complaint form or letter to us by mail at U.S.
Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, S.W., Washington,
D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov.

Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish).

USDA is an equal opportunity provider and employer.
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http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov

