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Getting Started with COMPASS
 

Getting Started with COMPASS
 

This section covers what you need to know to get started with the COMPASS 

System. 
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Where to Get Help
 

Need technical assistance contact: 

CNPEARS/COMPASS Help Desk at 1–888–877–1306 

For questions regarding School Nutrition Program (SNP) regulations contact 
Pennsylvania Department of Education (PDE), Division of Food and Nutrition: 

School Nutrition Programs 
RA-NSLP@state.pa.us 

1–800–331–0129 
Or 

Vonda Cooke, State Director of Child Nutrition Programs 
vcooke@pa.gov 
1–800–331–0129 

For questions regarding COMPASS user accounts and authorization contact: 

School Nutrition Programs 
RA-NSLP@state.pa.us 

1–800–331–0129 

For general comments & suggestions on COMPASS e-mail: 

COMPASSMail@state.pa.us 
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COMPASS System Requirements
 

COMPASS 
System Requirements 

•	 Below are the system requirements in order to use COMPASS: 

•	 Secure Socket Layer (SSL) compliant browser is required. 

•	 Microsoft Internet Explorer 9.0 or Mozilla FireFox 30.0 or Google Chrome 35.0 or Safari 7.0 or higher is recommended. 

•	 1024 x 768 resolution or higher is recommended for optimum performance. 

•	 Adobe Acrobat 9.0 or better is required for School Meals Outbox.  

• Note: A free download of Adobe Acrobat is available via the CNPEARS website at www.pears.ed.state.pa.us. 

•	 The compass@state.pa.us e-mail address must be placed on the “Safe Sender” e-mail list. The e-mail administrator at your school should be 
able to assist with this.  This prevents COMPASS e-mails from being identified as junk mail. 
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Accessing COMPASS
 

COMPASS 
Access Homepage 

•	 The first step to using COMPASS is being 
able to successfully login. 

•	 Open a new browser window. 

•	 Enter the COMPASS web address into the 
browser address bar: 

• www.compass.state.pa.us 

•	 Click “Go” to proceed to the COMPASS 
homepage. 
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Welcome to COMPASS
 

COMPASS 
Access Community Partner Information 

•	 The COMPASS homepage should 
appear in your browser window. 

•	 Choosing the “Community 
Login/Registration” link will cause the 
“Community Partner Information” 
screen to appear. 
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Welcome to COMPASS
 

COMPASS 
Access Community Partner Information 

•	 The “Community Partner Information”
screen provides information regarding
all the steps needed to register as a
COMPASS Community Partner, and 
receive an account. 

•	 Once a Community Partner account 
and password are obtained, the
“Community Partner Dashboard” can
be accessed from the “Community 
Partner Log In” 

•	 You can access the “Forgot 
Password” link from this page. 
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Welcome to the Community Partner Dashboard
 

Community Partner Dashboard (CPD) 
Homepage 

The “Community Partner User Dashboard” is the 
homepage for using the “Free or Reduced Price
School Meals Program”  features of COMPASS. 

• Dashboard Layout 

1. Navigation Menu 

2. Message Board 

3. Monthly Count of Applications received 

4. Application Outbox 

• Further instruction regarding each of these
features is provided in the other training
sections within these materials. 

1 
2 

3 

4 
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Welcome to the Community Partner Dashboard
 

Community Partner Dashboard (CPD) 
Homepage 

•	 The “Community Partner User Dashboard”
is the homepage for using the “Free or
Reduced Price School Meals Program”  
features of COMPASS. 

•	 The functionalities that are included on the 
dashboard are : 

• Application Outbox 

• Saved Applications 

• SNAP/TANF Inquiry 

• Income Verification Inquiry 

• E-mail Notification 

• CNPEARS 

• Direct Certification 

•	 Click on the corresponding buttons to use 
these features. 

•	 Further instruction regarding each of these
features is provided in the other training
sections within these materials. 
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Child Nutrition Program Electronic Application and 
Reimbursement System (CNPEARS) 

Community Partner View 
CNPEARS 

•	 Clicking the CNPEARS button 
will cause a new window to open 
showing the CNPEARS system. 

•	 The CNPEARS system can be 
navigated from this new window. 

•	 To return to COMPASS, close 
the CNPEARS window or click 
on the COMPASS window. 

•	 Note: For more information 
regarding CNPEARS, please 
contact the CNPEARS Help 
Desk at 1–888–877–1306. 

11
 



  

 
 

 

 

DRAFT

Child Nutrition Program Electronic Application and 
Reimbursement System (CNPEARS) 

Community Partner View 
Direct Certification 

•	 Clicking the Direct Certification 
button will cause a new window to 
open showing the PrimeroEdge 
Pennsylvania Student Eligibility 
System (PA-SES). 

•	 The PA-SES system can be 
navigated from this new window. 

•	 To return to COMPASS, close the 
PA-SES window or click on the 
COMPASS window. 

•	 Note: For more information 
regarding PA-SES contact CN 
Resource 855-286-7685. 
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Information Tab 
Access 

•	 The “Information” tab is 
provided for easier access to 
information on social service 
benefits, downloadable forms 
and other helpful links . 
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Online Self-Registration
 
This section covers the Online Self-Registration feature that is available for PDE 


Community Partners via COMPASS.
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Community Partner Online Self-Registration
 

Online Self-Registration for PDE Community Partners 

Here are the benefits of the Community Partner Online Self-Registration: 

•	 Online Self-Registration process streamlines the business process by allowing NSLP Sponsors to register online via COMPASS. This will 
reduce the time taken for registration by sponsors as well as reduce the time PDE, Division of Food and Nutrition (DFN), spend on account 
administration. 

•	 Online Self-Registration makes improvements to profile creation that will drive accuracy and improve user control and satisfaction. 

•	 Online Self-Registration will significantly reduce the amount of paper handling, in turn reducing the costs and time spent on printing, mailing 
and scanning documents. 
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Community Partner Online Self-Registration
 

COMPASS 
Access Community Partner Information 

•	 Open a new browser window. 

•	 Enter the COMPASS web address 
into the browser address bar: 

www.compass.state.pa.us 

•	 Click “Go” to proceed to the 
COMPASS homepage. 

•	 The COMPASS homepage should 
appear in your browser window. 

•	 Click the “Community Partner Login / 
Registration” link located in the 
bottom-right section of the screen. 
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Community Partner Online Self-Registration 

COMPASS
 
Community Partner – Sign Up
 

•	 Two Representatives from each NSLP sponsoring organization will be able to receive access to COMPASS: 

• These two (2) representatives will have their own Community Partner NSLP User accounts in COMPASS. 

• Due to security implications, usernames and passwords should not be shared with others. 

•	 The Data Release Agreement (DRA) must be submitted online to PDE.  Once PDE approves it, a Community 
Partner account can be created. 

•	 If you encounter any problems while setting up a COMPASS account, contact the CNPEARS/COMPASS Help 
Desk at 1-888-877-1306. 
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Getting a Community Partner Account
 

Community Partner Online Self-Registration 
Community Partner Accounts Management 

•	 Click the “Start Online Self-
Registration” button located in the 
“Instructions for PDE NSLP Sponsor 
Registration” section of the screen. 

•	 Note: User account registration
will have to be completed in a 
single session. Users can not 
leave and return to the 
application and finish. 

•	 Note: Any unfinished
applications will be purged from 
the system in 24 hours. 

•	 The self-registration “Identify the 
Program” screen will appear. 
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Getting a Community Partner Account
 

Online Self-Registration for PDE Community Partners 
Identify the Program 

•	 Click the radio button next to the 

appropriate Commonwealth Agency. 

Then click the “Continue” button.
 

•	 Note: Clicking the “Next”
button without selecting a 
radio button will result in an 
error. 

•	 Click the “Previous” button to 
return to the “Community 
Partner Accounts 
Management” screen. 

•	 The “Identify Community Partner 

Organization” screen will appear.
 

19
 



 

  
 

 

 
 

DRAFT

Getting a Community Partner Account
 

Online Self-Registration for PDE Community Partners 
Identify Community Partner Organization 

•	 The “Identify Community 
Partner Organization” screen 
requires the “Federal Employer 
Identification Number” (FEIN) 
and “CNPEARS Agreement 
Number/Administrative Unit 
Number(AUN)” to be entered. 

•	 Click the “Previous” 
button to return to the 
previous screen. 

•	 Note: The Online Self-
Registration process 
cannot continue if either 
one of these numbers is 
invalid. 

•	 Click the “Next” button and the 
“Community Partner 
Organization Information” 
screen will appear. 
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Getting a Community Partner Account
 

Online Self-Registration for PDE Community Partners 
User Information 

•	 Select a representative from the “Representative 
Information” section. 

•	 The representative will be responsible for 

verifying the user’s authorization prior to 

PDE giving authorization.
 

•	 The representative selected will be notified 

of the user agreements and have the 

responsibility of approving/disapproving the 

user’s authorization request.
 

•	 Note: If the appropriate representative is 

not listed, update CNPEARS with the correct 

data. Please note this change will take one 

full day to propagate to the COMPASS 

website.
 

•	 Click the “Next” button to proceed to the “User
Confidentiality Agreement” screen. 

•	 Click the “Previous” button to return to the 

previous screen.
 

►	 Note: Clicking the “Next” button without selecting a radio button will result 
in an error. 
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Getting a Community Partner Account
 

Online Self-Registration for PDE Community Partners 
User Confidentiality Agreement 

•	 The “User Confidentiality 

Agreement” defines the

responsibility of the DHS, 

Pennsylvania Insurance 

Department (PID), PDE and the 

Community Partner Organization 

(CPO) as it pertains to COMPASS 

account applications. 


•	 Select the “I have read…” 

agreement statement.
 

•	 Selecting the “I do not 

accept…” agreement 

statement will end the on-

line registration process.
 

•	 Click the “Previous” button
 
to return to the previous 

screen.
 

•	 Click the “Next” button to proceed 

to the “Registration Confirmation”
 
screen.
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Getting a Community Partner Account
 

Online Self-Registration for PDE Community Partners 
User Confidentiality Agreement 

•	 Click the “View User Agreement” link to 
view a copy of the “User Confidentiality 
Agreement” via Adobe Acrobat. 

•	 Note: A copy of the “User 
Confidentiality Agreement” can be
saved or printed using the Adobe 
Acrobat tool bar. Close the Adobe 
Acrobat window to continue the 
online self-registration process. 

•	 Click the “Next” button on the “View User 
Confidentiality Agreement” screen to
complete the online-registration process. 

•	 Click the “Previous” button to return 
to the previous screen. 
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Getting a Community Partner Account
 

Online Self-Registration for PDE Community Partners 
Registration Confirmation 

•	 The “Registration Confirmation” 

screen confirms that the user
 
registration process has been

completed successfully, and

provides the user with an 

explanation of the next steps to 

complete the processing of a 

“user account.“
 

•	 Note: If the user does not 
receive any information
about the status of the 
application after two 
weeks, the organization
representative responsible 
for approving the 
application should be
contacted. 

•	 Click the “Close” button to return 

to close out of COMPASS 

completely.
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Getting a Community Partner Account
 

Online Self-Registration for PDE Community Partners 
Email Notification of KEYSTONE ID 

•	 Each organization will have an 
Authorized Representative (AR)
responsible for approving the
user’s account application (for 
details on this process please
refer to slides 33 – 41). 

•	 Once the approval process has 
been completed, the user will 
receive an e-mail supplying the 
KEYSTONE ID, as well as a 
direct link to the COMPASS 
website. 
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Getting a Community Partner Account
 

Online Self-Registration for PDE Community Partners 
Log-In With New Keystone ID 

•	 Once you click on the 
www.compass.state.pa.us 

•	 link and are directed to the 
COMPASS website, you will log-
in on the home screen with the 
new KEYSTONE ID that you have 
been provided.  

•	 You will use the password you 
created during the Online Self-
Registration process. 
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Getting a Community Partner Account
 

Online Self-Registration for PDE Community Partners 
User Agreement 

•	 Upon first log-in you will be 
directed to read and review a 
*User Agreement. 

•	 To move forward you must agree
to read, fully understand and
agree to the Management 
Directive MD 205_34. 

•	 After you make your selection,
click “Next” to move forward. 
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Getting a Community Partner Account
 

Online Self-Registration for PDE Community Partners 
Security Question 

•	 Next you will be directed to a 
Security Question screen. 

•	 First you must enter your First 
Name, Last Name, Email, and 
Confirm Email. 

•	 You will next be prompted to 
answer 3 security questions to 
secure your password. 

•	 Chose your security questions by 
using the drop-town tool to the 
right of the question. 

•	 Answer the 3 security questions
with answers that pertain to you.  

•	 It is important that you are aware 
of the answers you record to the 
security questions. These will be 
your “Hint Questions” if you forget 
your log-in password in the future. 
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Online Self-Registration Representative Administration
 

Online Self-Registration for PDE Community Partners 
Representative Administration 

•	 The following steps will occur during representative administration: 

•	 Each organization will have an Authorized Representative (AR) responsible for approving the organization’s COMPASS account application.
The representative information for all the SNP Sponsors will be imported from CNPEARS. The Sponsor is responsible for keeping the 
CNPEARS information accurate and current.  Once the Data Release Agreement (DRA) is complete, the user will be directed to complete 
the User Agreement (UA). 

•	 Once the registering user completes the DRA and UA, two e-mails will be sent to the organization’s AR.  One is to approve/reject the DRA 
and the other is to approve/reject the UA for the user’s access into COMPASS. 

• Note: The DRA must be approved by the Division of Food and Nutrition before the system will allow the AR to approve the UA. 

•	 The AR will be responsible for reviewing, approving or rejecting all new user applications, as well as maintaining the users for a particular 
organization.  If an application is rejected, it is the responsibility of the representative to notify the user of the rejection. 

•	 All approved applications will be sent to the PDE, DFN, for review and approval.  The Division of Food and Nutrition will review all 
applications received from the AR and approve or reject each one of them.  Any rejected applications will be stored for historical purposes, 
and the DFN will be responsible for notifying the user. 

•	 Once all agreements have been approved, the user will receive an e-mail supplying the User ID as well as a direct link to the COMPASS 
website. Please see the next slide for screen shots of first-time log in. 
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Online Self-Registration Representative Administration
 

Representative Administration 
Representative Validation – Manage Agreements 

•	 Once the registering user completes 
the online-registration process the 
AR will receive two (2) e-mails 
containing a “COMPASS Alert.” The 
first, for the new Data Release 
Agreement and the second, for the 
new User Agreement, that has been
created for the user to access 
COMPASS. 

•	 Note: The e-mail will identify 
what organization the 
agreement(s) have been
submitted for. 

•	 Click the “Manage Agreements” link
to proceed to the “Representative
Validation” screen and begin the 
process to approve/reject the new 
registration request(s). 
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Online Self-Registration Representative Administration
 

Representative Administration 
Representative Validation 

•	 The “Representative Validation”
screen allows the designated AR to 
authenticate their identity so they 
can securely access the 
“Representative Inbox” screen. 

•	 The “Representative Validation”
screen is only accessible via a 
hyperlink provided in an e-mail 
COMPASS sends to a 
representative when there are new 
account applications submitted that
need to have actions taken. 

•	 Note: The hyperlink includes
a COMPASS secured 
identifier string which, in 
combination with the 
organization FEIN and
CNPEARS Agreement
Number/AUN, provides
secure access to the 
“Representative Inbox." 

•	 Enter the FEIN and CNPEARS 
Agreement Number/AUN, then click
the “Submit” button. 

•	 If a valid FEIN and CNPEARS 
Agreement Number/AUN are 
entered, the “Representative Inbox” 
screen will appear. 
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Representative Inbox
 

Representative Administration 
Representative Inbox 

•	 Representatives identified for each sponsor
are given authorization to approve or reject 
agreements for access into COMPASS. 

•	 Note: Applications not approved
within 60 days will be automatically 
purged from the system. 

•	 A DRA requiring approval for the first time will 
have a drop-down menu in the “Action” 
column. Otherwise, the “Action” column will
have a status of “Representative Approved” or
“Completed.” 

•	 If the DRA has been marked “Completed” or 
“Approved,” click on the “User Agreements”
link at the top of the screen and proceed to the 
“User Agreements” screen. 

•	 Note: Further instructions regarding
the “User Agreements” screen will be 
given in following pages. 

•	 If the DRA requires approval/rejection, select 
“Approve” or “Reject” from the “Action” drop-
down menu, then click the “Submit” button
and a “Confirm Authorization” screen will 
appear. 
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Representative Inbox
 

Representative Administration 
Representative Inbox – Confirm Authorization 

•	 Click the “Submit” button to approve
 
the “Data Release Agreement”
 
submitted by the registrant and return
 
to the “Representative Inbox” screen.
 

•	 Click the “Cancel” button to 
return to the “Representative 
Inbox” screen without 
approving the DRA. 
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Representative Inbox
 

Representative Administration 
Representative Inbox 

•	 Click the “User Agreements” 
link, and the “User Agreements” 
screen will appear. 

•	 Click the “Close” button to return 
to close out of COMPASS. 
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User Agreements
 

Representative Administration 
User Agreements 

•	 The “User Agreements” screen 
allows the AR to manage user
accounts by activating or 
deactivating existing accounts and
approving or rejecting new user
account requests. 

•	 Note: A maximum of two 
COMPASS user accounts 
are allowed for each SNP 
sponsor organization. 

•	 Note: Pending user
accounts will only be visible 
if the associated DRA has 
already been approved by 
the AR. 
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User Agreements
 

Representative Administration 
User Agreements 

•	 Select the appropriate “Action” for existing
or new users from the drop-down menu: 

•	 “Activate” – Activates an existing 
account. 

•	 “Deactivate” – Deactivates an 
existing account. 

•	 “Approve” – Approves new users. 

•	 “Reject” – Disapproves new users. 

•	 Note: Once a user has 
been deactivated or 
rejected the user will no 
longer appear on this page 
because a user history is 
not captured.  If you require
a record for audit or other 
purposes, print the screen
before you continue. 

•	 Click the “Continue” button and the 
“Confirm Authorization” screen will 
appear. 
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Confirm Authorization
 

Representative Administration 
Confirm Authorization 

•	 The “Confirm Authorization” screen 
gives ARs an opportunity to 
confirm account changes before 
sending them to DFN for further 
processing. 

•	 Click the “Submit” button to 
perform the actions specified on 
the “Confirm Authorization” screen 
and forward the user account 
requests to PDE for further 
processing. 

•	 Click the “Cancel” button to 
return to the “User 
Agreements” screen. This
is the last opportunity to
print. 
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Online Password Reset
 
This section covers the Online Password Reset feature available for PDE 


Community Partners via COMPASS.
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Community Partner - Online Password Reset
 

Online Password Reset for PDE Community Partners 

Here are the benefits of the Community Partner Password reset: 

•	 Reduces the frequency of Community Partners having to contact the CNPEARS/COMPASS Help Desk with password reset requests.  Users 
will be able to manage their own passwords, thus reducing the number of work delays attributable to password reset.  

•	 A password can be reset anytime, no longer constrained to the operation hours of the CNPEARS/COMPASS Help Desk. 

•	 The cycle time for password resetting will be reduced. 
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Community Partner - Online Password Reset – Access
 

Online Password Reset 
Access 

•	 From the COMPASS homepage: 

www.compass.state.pa.us 

•	 Click the “Community Partner/ Login 
Registration Link” 

•	 Click the “Forgot/Change Password?” 
link to begin the password reset 
process. 
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Forgot Password
 

Online Password Reset 
Forgot Password 

•	 Existing users that have forgotten
their passwords will use the 
“Forgot Password” screen to reset
their passwords. 

•	 Enter the User ID in the “*User ID” 
field. 

•	 Click the “OK” button. 

•	 Note: In order to move to 
the next screen, the “*User 
ID” will be validated first to 
make sure that account 
exists in the system. 

•	 Once the “*User ID” is validated, 
the “Hint Question” screen will 
appear. 
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Online Password Reset 
Hint Question 

•	 The “Hint Question” screen prompts 
the users to answer two questions
based on the responses given 
during the registration process.  

•	 Note: For all new users 
registering online, three (3)
hint questions and hint 
answers are captured during
registration online.  

•	 Enter the hint answer into the 
“*Answer” field. 

•	 Click the “OK” button. 

•	 Note: In order to move to the 
next screen, the “*Answer” 
will be validated as the 
correct answer. 

•	 Once the “*Answer” is validated, the 
“Reset Password” screen will 
appear. 
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Online Password Reset 
Reset Password 

•	 The “Reset Password” screen gives 
users the opportunity to reset their 
password. 

•	 Enter the new password in the 
“*Password” and “*Confirm 
Password” fields. The password will 
be masked as the user types it into 
the fields. 

•	 Note: The password must adhere
to the following guidelines: 

•	 Minimum of eight characters. 
•	 At least one uppercase letter. 
•	 At least one lowercase letter. 
•	 At least one number (digit). 
•	 At least one special character 

(e.g. #$%) 
•	 May neither contain the user

ID, nor any part of the user’s 
full name. 

•	 May not reuse any of the ten 
previously used passwords. 

•	 Click the “Submit” button to accept
the New Password, and the 
“Confirmation” screen will appear. 
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Online Password Reset 
Login 

•	 Click the “Close Window” button to 
return to the COMPASS Login 
screen. 
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Application Outbox
 

This section covers how to use the Application Outbox to print, save, and export 

household applications for school meals.
 

It also covers how to setup the e-mail notification to keep you informed about 

applications in the Outbox.
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What is Application Outbox
 

Application Outbox 

•	 The Application Outbox receives household applications for school meals that have been submitted via the COMPASS Application for Services. 

•	 Application Outbox allows applications to be viewed, printed (individually or several at a time), or moved to an archive location (School Meals
Saved Applications) to be stored for up to four years. 

•	 Applications in the Outbox can be used to automatically determine eligibility for the School Meals Program.  COMPASS determined eligibility 
should be considered accurate. 

•	 Applications can be exported for use in Point-of-Sale (POS) systems used by the SNP Sponsors. 

• Note: In order to use this feature, the POS system may need to be updated.  Check with the software vendor for compatibility. 

•	 COMPASS allows free and reduced price meal applications to be printed as soon as they are received or prior to CRE/SMI review.
Applications must have the signatures of the approving official at the time of the review. 

•	 Using information available through the COMPASS Application Outbox must be in accordance with federal regulations for the NSLP. 
Unauthorized disclosure or misuse of confidential eligibility information is strictly forbidden with penalty of fine and/or imprisonment. 
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How to Access Application Outbox
 

Application Outbox 
Access 

•	 From the COMPASS Community 
Partner Dashboard (CPD) 
homepage, view the “Applications 
Outbox”. 

•	 Statistic Box – Indicates how many 
applications have been received by 
your organization in the current
month. 
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Welcome to Application Outbox
 

Application Outbox 
Homepage 

•	 The homepage for the Application
Outbox looks and functions much 
like a typical e-mail inbox. 

•	 The Application Outbox table 
displays 20 applications per page. 

•	 Navigation controls will appear
when there are more than 20 
records. 
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Welcome to Application Outbox
 

Application Outbox 
Results – Sorting 

•	 Sort the data in the Outbox table by clicking 
on any column heading. 

•	 Sorting will organize the records based on the 
values in the chosen column. 

•	 Note: Click the column header once 

for ascending (least to greatest) and

twice for descending (greatest to

least). 


•	 Note: The sort function only sorts 

applications on the page you are 

viewing. It does not sort the entire list 

of application records.
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Welcome to Application Outbox
 

Application Outbox 
Homepage 
•	 Each row contains the following application information: 

•	 Checkbox. – A selection checkbox used to select 
records to be saved. 

•	 App # – Unique Application Number assigned by 
COMPASS. 

•	 Last Name & First Name – Head of household’s 
name. 

•	 Submitted Date – Date the application was 
completed and submitted to COMPASS. 

•	 NSLP – Number of students on this application
applying to the school meals program for your 
school district*. 

• 
•	 SNAP/TANF – If at least one of the applicants** is 

currently receiving Food Stamps or TANF. 

•	 Living Situation Indicators ** – 
• H – If the child is homeless. 
• M – If the child is a migrant. 
• R – If the child is a runaway. 
• F – If the child is a foster child. 

•	 Flags – “D” will appear for any duplicate applications
submitted through COMPASS for the current school 
year regardless of the organization that submitted it. 

•	 Sort the data in the Outbox table by clicking on any column 
heading. 
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* Note: The NSLP number may be different than the total number of 
children applying in one application.  A household may include children 
that attend two or more different sponsor schools. 

** Note: SNAP/TANF and Living Situation Indicators apply to 
applicants in your school only. The actual application will show all 
eligible children regardless of the schools they attend. 
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Working with Application Outbox
 

Application Outbox 
Single Application – Access 

•	 To access an individual application from the 
School Meals Outbox, click the “App #” of 
the desired record. 

•	 A “File Download” window will appear asking 
whether you want to “Open," “Save” or 
“Cancel." 

•	 Click “Open” to view and/or print the 
application immediately. 

•	 Click “Save” to save the application to 
the desired location. 

•	 Click “Cancel” to cancel the operation
and close the “File Download” 
window. 

•	 Click “Open” and the application will be 
displayed in Adobe Acrobat. 
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Working with Application Outbox
 

Application Outbox 
Single Application – View, Print, Save 

•	 Use the Abode Acrobat tool bar to view, print or 
save the application. 

•	 Note: Instructions for viewing and 
printing multiple applications are provided 
on the next page. 
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Application Outbox – Buttons
 

Application Outbox 
Buttons 

•	 The Print, Export and Save buttons are located
directly below the Outbox table on the CP 
dashboard 

•	 The  button allow users to perform several 
tasks on applications in the Outbox: 

•	 Print – Enables the printing of multiple 
applications at one time. 

•	 Export – Exports the application data to 
a .csv file so it can be used with schools’ 
Point-of-Sales (POS) software. 

•	 Save – Moves Outbox applications to
School Meals Saved Applications for
long-term storage. 

•	 Note: Further details are 
provided in the School Meals 
“Saved Applications” training
section. 
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Application Outbox – Print
 

Application Outbox 
Print 

•	 The  “Print” function allows multiple applications 
to be viewed, saved, and printed. 

•	 Select the applications to be printed by clicking on 
the checkbox(es) next to the desired record(s) or 
click the Checkbox in the top header to select all 
of the applications on the page. 

•	 Note: Up to 20 applications can be 
selected. More than one application must 
be selected to avoid an error. 

•	 Note: When several records are selected 
to be printed, the system will function 
slower than printing an individual record. 
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 and

Application Outbox – Print
 

Application Outbox 
Print 

•	 Once the desired applications are selected for 
printing, click “Print”  button. 

•	 A “File Download” window will appear asking 
whether you wish to “Open,” “Save,” or “Cancel.” 

•	 Click “Open” to view and/or print the 
application immediately. 

•	 Click “Save” to save the application to the 
desired location. 

•	 Click “Cancel” to return to the operation
close the window. 

•	 Click “Open” and the applications will be displayed in 
Adobe Acrobat. 

•	 Note: Adobe Acrobat 9.0 or better is 
required to use COMPASS.  To obtain a free 
copy of Adobe Acrobat go to 
www.pears.ed.state.pa.us and click on the 
“Adobe Acrobat Reader” link. 
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Application Outbox – Print
 

Application Outbox 
Multiple Applications – View, Print, Save 

•	 Use the Abode Acrobat tool bar to view, print or
save the applications. 

•	 Note: This file, unlike the one in the 

previous example, will include multiple 

school meals applications.
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Application Outbox – Save
 

Application Outbox 
Save 

•	 Selecting application(s) and clicking the 
”Save” button moves applications from the 
“Application Outbox” into the “School Meals
Saved Applications” feature. 

•	 “Saved Applications” provides online long-
term (4 years from date of save) storage for 
processed applications. 

•	 Note: Unsaved applications in the 
School Meals Outbox will be purged 
within a year of their submission date. 

•	 Select the application(s) to be saved by 
clicking on the checkbox(es) next to the 
desired record(s) or click the check box in 
header to select all of the applications on the 
page. 

•	 Note: Up to 20 applications can be 
selected. 
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Application Outbox – Save
 

Application Outbox 
Save 

•	 After selecting the application(s) to be saved to
“Saved Applications," click “Save” button 

•	 The page will refresh and the selected 
applications will no longer appear in the 
Outbox table. 

•	 These applications are now available through
the “School Meals Saved Applications” feature. 

•	 A message confirming that the applications 
were successfully saved to “School Meals 
Saved Applications” should be visible near the 
top of the browser. 

•	 Note: Further details about the “School 
Meals Saved Applications” feature are 
covered in the “School Meals Saved 
Applications” section of training. 
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Application Outbox – Export
 

Application Outbox 
Export 

•	 The “Export” function exports application data to a 
.csv file so that it can be used by schools’ Point of 
Sales (POS) systems. 

•	 Note: Some POS software may require 
modifications to accept COMPASS data. 
Check with the POS vendor for more details. 

•	 Select the applications to be exported by clicking on 
the checkbox(es) next to the desired record(s) or 
click check checkbox in the header to select all of 
the applications on the page. 

•	 20 applications can be selected to export at one
time. 
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Application Outbox – Export
 

Application Outbox 
Export 

•	 Once the desired applications are selected for 
exporting, select “Export” button 

•	 A “File Download” window will appear asking 

whether you wish to “Open," “Save” or 

“Cancel."
 

•	 Click “Open” to view and/or print the 
application immediately. 

•	 Click “Save” to save the application to 
the desired location. 

•	 Click “Cancel” to return to the operation
and close the window. 

•	 Click “Open” and the application will be 

displayed .csv file
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Application Outbox – Export
 

Application Outbox 
Export 

•	 Use the tool bar to change the view, print or
save the export data. 

•	 To Print: Click “File”, located in the top left area 
of the screen.  A drop-down box will appear.  
Click “Print” to print the document 

•	 Note: Information regarding the
formatting of the data can be obtained by 
accessing PEARS, in Form Download, 
Form PDE155t 

•	 Note: The POS vendor should be able 
to provide specific information about
moving the data into the POS system. 
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Application Outbox 
Application – Eligibility 

•	 When an application for school meals is submitted to COMPASS, COMPASS automatically determines eligibility for each applicant. 

•	 Results of the eligibility determination can be found at the bottom of an application.  More than one eligibility category may be shown if 
children on the application qualify for different eligibilities. 

•	 COMPASS application eligibility results can be considered valid and final.  However, spot checking for errors is recommended. 

•	 The household never sees the application or the eligibility results. The NSLP Sponsor is responsible for notifying the family. 
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Application Outbox 
Application – Eligibility 

•	 In the “school use only” section of the application, COMPASS will calculate and display the household total income, the household size, 
and all applicable eligibilities for this application. 

• Note: This is found in the grey area when you open the application. 

•	 COMPASS provides the options to print or save free or reduced price meal applications upon receipt, or at a later date, prior to the 
scheduled Coordinated Review Effort (CRE). COMPASS applications must have the signatures of the approving official at the time of the 
review. 
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Application Eligibility
 

Application Outbox 
Application – Eligibility 

•	 Eligibility for each individual and the reason for the eligibility is provided in the “Application Results” section on the supplemental page 
(page 2) of the household application. 

•	 Reasons for eligibility include: 

•	 Living Situation – The student is homeless (H), migrant (M), or a runaway (R). 

•	 SNAP/TANF – The student has an active Food Stamp or TANF case number that is not on the Direct Certification List. 

•	 DC – The student is on the Direct Certification List. 

•	 Income – The student’s household has an income that categorizes them eligible for free, eligible for reduced, or not eligible. 

•	 EXT – The student has had benefits extended based on a household member who has an active Food Stamp or TANF case
number that is not on the Direct Certification List. 
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Application Eligibility
 

Application Outbox 
Application – Eligibility 

• The eligibility column displays the final eligibility conclusion COMPASS reached for the student. 

• Eligibilities include: 

•	 Free – Student determined eligible for free school meals. 

•	 Reduced – Student determined eligible for reduced price school meals. 

•	 MUST CONFIRM – Student has been determined eligible for free meals based on their living situation (i.e., homeless or runaway). 
However, this situation must be confirmed with the appropriate official within the school. 

•	 TEMP MUST CONFIRM – The household has reported that they have no income, but income confirmation has not been made.
Pending the confirmation of the household income, the student is temporarily eligible for free meals. The sponsor must follow up with 
the household to confirm income. If the sponsor confirms there is no income, the student may remain temporary for up to 45 days.
After this time, a follow up to reconfirm the status of income must be performed by the sponsor. 

•	 DENIED – Student was determined not eligible for free or reduced price school meals. 

•	 EXTENDED ELIGIBILITY – Student has been determined eligible for free meals based on a member in their household. 
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E-mail Notification
 

E-mail Notification Setup 

•	 Open the “E-mail Notification Setup” page by 
clicking the “E-mail Notification” link from the 
Community Partner Dashboard (CPD) homepage 

•	 Once e-mail notification is setup, e-mail accounts
will receive notification whenever an application is 
received in the School Meals Outbox. 

•	 Up to Five e-mail addresses can be entered into 
the E-mail Notification table. 

•	 E-mail Notifications will be received daily until 
there are no applications in the Outbox. 

•	 Note: Make sure the COMPASS e-mail 
address COMPASSMail@state.pa.us is 
added to your e-mail “Safe Senders” list. 
Your e-mail administrator should be able 
to assist with this. 

•	 Access to COMPASS is not needed to receive e-
mail notifications.  However, access to 
COMPASS is needed to setup the notifications 
and/or check for new applications in the School
Meals Outbox. 

•	 Note: All addresses must be current and 
correct. 
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E-mail Notification
 

E-mail Notification Setup 

•	 Setup e-mail notification by 
clicking “Add E-mail’ Button 

•	 A pop window  will appear and 
enter e-mail address into the “E-
mail Addresses” text boxes. 

•	 Then, click the “Save” button to 
add email address or “Cancel” the 
addition 

•	 To delete an e-mail address, click 
on the check box, then click the 
“Delete” button. 

•	 Note: Make sure the 
COMPASS e-mail address 
COMPASSMail@state.pa. 
us is added to your e-mail 
“Safe Senders” list. Your 
e-mail administrator 
should be able to assist 
with this. 
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Saved Applications
 

This section covers how to use the Saved Applications feature, which provides a 
long-term storage option for online applications. 
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Saved Applications 

•	 The Saved Applications feature stores household applications for school meals that have been submitted via the COMPASS Application for 
Services and saved from the Application Outbox. 

•	 The Save Applications feature provides long-term online storage (up to four years from time of save) for applications. 

•	 The Saved Applications feature allows applications to be viewed, printed (individually or several at a time) or saved via Adobe Acrobat. 

•	 Applications, to which the Application Outbox “Save” feature was applied, can be viewed through the Saved Applications feature. 

•	 Note: Only applications saved using the Application Outbox “Save” feature can be viewed in Saved Applications.  
Application records residing in the Application Outbox cannot be accessed using the Saved Applications feature. 

•	 Saved Applications records can be exported for use in customized Point-of-Sale (POS) systems. 

•	 Note: In order to use this feature, the POS system may need to be updated. Check with the POS software vendor for 
compatibility. 

•	 COMPASS allows free and reduced price meal applications to be printed as soon as they are received or prior to CRE/SMI review.
Applications must have the signatures of the approving official at the time of the review. 

•	 Using information available through the COMPASS Saved Applications must be in accordance with federal regulations for the NSLP. 
Unauthorized disclosure or misuse of confidential eligibility information is strictly forbidden with penalty of fine and/or imprisonment. 
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Saved Applications
 
Access
 

•	 From the COMPASS Community 
Partner Dashboard (CPD) homepage, 
click on the “Saved Applications” button. 
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Welcome to Saved Applications
 

Saved Applications 
Homepage 

•	 Search criteria available to find applications
include: 

•	 Application # – Unique identification # 

assigned by COMPASS during 

application submission.
 

•	 Date From – Earliest date an 

application was submitted. 


•	 Date To – Latest Date an application

was submitted. 


•	 Last Name – For any individual on an 

application.
 

•	 First Name – For any individual on an 

application. 


*Note: Wildcard values (i.e., %, *, etc.) are not recognized. 
•	 SSN – Social Security Number for 


any individual on an application.
 *Note: The more search criteria selected, the more restrictive the search will 
become, and the smaller the potential list of matches becomes. 

•	 Date of Birth – For any individual on 

an application.
 

•	 Searches can be performed using one, 
several or all of the search criteria. 

•	 Note: At least one search criteria is 

needed to search or an error will 

occur.
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Saved Applications
 
SEARCH – Application #
 

•	 To search by COMPASS application 

number, enter the complete COMPASS 

application number into the “Application 

#” field and click the “SEARCH” button.
 

•	 The page will reload and the 

application(s) matching the search

criteria will be displayed beneath the 

search criteria table.
 

•	 Click the “Clear" button to clear the 

search criteria.
 

•	 Search results can be exported to a 

.csv file
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Saved Applications 
SEARCH – Date From and Date To 

•	 To search using the “Date From” or 
“Date To” criteria, enter one or both of 
the date fields, and click the “SEARCH” 
button. 

•	 Note: A complete date including
month, day, and four digit year 
(mm-dd-yyyy) must be entered.
Partial dates will not be accepted. 

•	 If a search is performed using the “From 
Date” only, the search will retrieve 
application records submitted from that
date through the current date. 

•	 If a search is performed using the “To 
Date” only, the search will retrieve 
application records submitted up to and
including the “To Date” of application
records saved from the Outbox. 

•	 Enter both date fields to locate 
applications submitted between and
including the two dates. 

•	 Click the “SEARCH” button and 
applications matching the date criteria 
will be displayed at the bottom of the 
screen. 

•	 Search results can be exported to a .csv 
file 
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Saved Applications 
SEARCH – First Name and Last Name 

•	 Search “First Name," “Last Name” or both
by entering name(s) into the appropriate
field(s). 

•	 Click the “SEARCH” button. All 
applications with student name(s) that 
match will be displayed at the bottom of 
the “School Meals Saved Applications” 
screen. 

•	 Search results can be exported to a .csv 
file 

•	 Note: A “Name” search only
returns names that exactly match
the name you entered.  For 
example, if “Jone” is entered in the 
“Last Name” field, only application
records containing someone with
the last name “Jone” would 
appear. Applications containing 
individuals with the last name 
“Jones” would not. 

•	 Note: A “Name” search will 
retrieve results for all people listed 
in an application, including all 
applicants and non-applicants. 
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Saved Applications – Search
 

Saved Applications 
SEARCH – SSN and Date of Birth 

•	 Searching by “SSN” and/or 
“Date of Birth” (DOB) are 
similar to the previous
search methods.  Enter the 
criteria and click the 
“SEARCH” button. The 
results will be displayed at 
the bottom of the screen. 

•	 Note: Searches will 
only return results for 
an exact SSN and/or 
DOB match. 

•	 Note: Anything 
other than a 
complete SSN (123-
45-6789) or DOB 
(mm-dd-yyyy) will not
be accepted. 
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Saved Applications 
Results 
•	 The results table for the “Saved Applications” 

looks and functions a lot like the typical e-mail 
inbox. 

•	 Application details highlighted in the School Meals 
Outbox include: 

•	 App. # – Unique Application Number

assigned by COMPASS.
 

•	 Last Name & First Name – Head of 

household’s name.
 

•	 Submitted Date – Date the application was 

completed and submitted to COMPASS.
 

•	 NSLP – Number of students on this 

application applying to the school meals 

program for your school district*.
 

•	 * Note: The NSLP number may be different than the total number of 
•	 SNAP/TANF – If at least one of the children applying on one application.  A household may include children 

applicants** is currently receiving Food that attend two or more different sponsor or non-sponsor schools. 
Stamps or TANF. 

** Note: SNAP/TANF and Living Situation Indicators apply to applicants 
•	 Living Situation Indicators ** – in your school only. The actual application will show all eligible children 

• H – If the child is homeless. regardless of the schools they attend. 
• M – If the child is a migrant. 
• R – If the child is a runaway. 
• F – If the child is a foster child. 

•	 Flags – A “D” will appear for duplicate 

applications submitted through COMPASS 

for any school district throughout the

current school year.
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Saved Applications 
Results 

•	 “Saved Applications” results menu 
functions almost identical to the “School 
Meals Outbox." 

•	 The “Saved Applications” only offers the 
“Export” function. Therefore, multiple 
applications, view, save and print features 
are unavailable. 

•	 Note: See the “Application 
Outbox” section for detailed 
information on viewing, saving, 
and printing a single application. 
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Saved Applications – Export
 

Saved Applications 
Export 

•	 The “Export” function exports application
data to a .csv file so that it can be used by 
schools’ Point of Sales (POS) systems. 

•	 Note: Some POS software may 
require modifications to accept
COMPASS data. Check with the 
POS vendor for more details. 

•	 Select the applications to be exported by 
clicking on the checkbox(es) next to the 
desired record(s) or click the check box in 
the header to select all of the applications
on the page. 

•	 20 records can be selected to export at 
one time. 

•	 Note: It is recommended, if you
plan to “Export” applications, that 
you set up a folder on a network 
drive to export to. 
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Saved Applications 
Export 

•	 Once the desired applications are selected for 
exporting, select “Export” button 

•	 A “File Download” window will appear asking 
whether you wish to “Open," “Save” or “Cancel." 

•	 Click “Open” to view and/or print the 
application immediately. 

•	 Click “Save” to save the application to the 
desired location. 

•	 Click “Cancel” to return to the operation
and close the “File Download” window. 

•	 Clicking “More Info” will bring up a MS 
Windows Help box. 

•	 Click “Open” and the application will be 
displayed in a text file (.txt). 

•	 Note: The file will open in the default text 
editor. 
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Saved Applications – Export
 

Saved Applications 
Export 

•	 Use the tool bar to view, print 
or save the export data. 

•	 Note: Information 

regarding the formatting

of the data can be 

obtained by accessing 

PEARS, in Form 

Download, Form

PDE155t COMPASS 

Household Application 

Export Layout
 

•	 Note: The POS vendor
 
should be able to 

provide specific

information about
 
moving the data into the 

POS system.
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Verification Inquiry
 
Divided into Two Sections: 

1. SNAP/TANF Inquiry 
2.  Income Verification Inquiry 

For a SNAP/TANF Inquiry this section will teach you how to validate the 

eligibility of an applicant by DHS Case Number, Social Security Number 

(SSN), Individual Information (Last Name, First Name, Date of Birth), or 


EBT Number.
 
For an Income Verification Inquiry this section will teach you how to 


validate the eligibility of an applicant by Social Security Number (SSN) or 

by Individual Information (Last Name, First Name, Date of Birth).
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SNAP/TANF Verification Inquiry 

•	 SNAP/TANF Verification Inquiry allows users to validate that a DHS case number provided on a paper application is valid and belongs to the 
applicant. 

•	 Applications can only be verified if selected as part of the verification sample. However, the SNAP/TANF Verification Inquiry feature can assist 
the sponsor with completing a paper application that may be incomplete or illegible. 

•	 Users can search by the DHS Case Number, SSN, Individual Search (Last Name, First Name, Date of Birth), or EBT (Electronic Benefits
Transfer) Number of the applicant being verified. 

• All households applying for SNAP or TANF are assigned a case number consisting of two parts: 
• 

•	 The first two digits are the two digit county code of the household. 

•	 The second portion of the case number is the record number of the case within the county. 

•	 SNAP/TANF Verification Inquiry allows users to search for SNAP/TANF numbers by county. 

•	 Two counties can be searched at one time. 

•	 Up to ten case records can be searched for at one time. 

•	 Note: Searches on DHS Case Numbers ,Social Security Numbers, Individual Search, or EBT Number can not be performed in the 
same search. 

•	 Using information available through the COMPASS Verification Inquiry must be in accordance with federal regulations for the NSLP. 
Unauthorized disclosure or misuse of confidential eligibility information is strictly forbidden with penalty of fine and/or imprisonment. 
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SNAP/TANF Verification Inquiry 
Access 

•	 From the COMPASS 
Community Partner Dashboard 
(CPD) homepage, click on the 
“SNAP/TANF Inquiry” button. 
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Welcome to SNAP/TANF Inquiry
 

SNAP/TANF Inquiry 
Homepage 

•	 SNAP/TANF Inquiry allows users to 
verify that a SNAP/TANF case 
number provided on a paper 
application is valid and belongs to 
the applicant. 

•	 Searches can be performed by 
either SNAP/TANF Case Number(s) 
Social Security Number(s), 
Individual Search, or EBT Number 
(Found on the ACCESS Card). 

•	 A total of 5 “Case Record Numbers” 
can be searched at the same time. 
Up to five “Case Number Records” 
for one county. 

•	 Five SSNs can be searched at one 
time. 

•	 Note: SNAP/TANF case 
numbers, SSN(s), Individual 
Search and EBT Number can 
not be searched 
simultaneously. 
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Working with SNAP/TANF Inquiry – Case Record 
Numbers 

SNAP/TANF Inquiry
 
SEARCH – Case Record Numbers
 

•	 All households applying for SNAP/TANF
are provided a case number consisting of 
two parts. 

•	 The first two digits are the two digit 
county code of the household. The 
second portion of the case number 
is the record number of the case 
within the county.(seven digit 
number). 

•	 To search for SNAP/TANF numbers, enter
the County Code for one county and enter
up to five case numbers per county. 

•	 Click the “SEARCH” button at the bottom of 
the screen 

•	 Note: Clear the search criteria by 
clicking the “Clear" button. 

•	 Note: SNAP/TANF case numbers 
SSN, Individual Search, and EBT 
Number can not be searched 
simultaneously. 

•	 The Search Results will appear at the 
bottom of the screen 
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Working with SNAP/TANF Inquiry – Social Security 
Numbers 

SNAP/TANF Inquiry 
SEARCH – Social Security Numbers 

•	 To search by SSN, enter up to five SSNs 
in the “Social Security Numbers” table. 

•	 Click the “SEARCH” button at the bottom 
of the screen. 

•	 Note: Clear the search criteria 
by clicking the “Clear" button. 

•	 Note: SNAP/TANF case
numbers SSN(s), Individual
Search, and EBT Number can
not be searched simultaneously. 

•	 The search results will appear at the 
bottom of the screen. 
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Working with SNAP/TANF Inquiry – Social Security 
Numbers 

SNAP/TANF Inquiry
 
SEARCH – Social Security Numbers
 

•	 The SSN search results displayed on the 

bottom of the screen shows if the 

household is currently receiving 

SNAP/TANF benefits.
 

•	 Please note that a household will be 

bundled into one record, as opposed to

each individual in a household appearing 

in a separate line.
 

•	 Under the SNAP/TANF column: 

•	 Y = Currently receiving

SNAP/TANF benefits.
 

•	 N = Not Currently Receiving

SNAP/TANF benefits.
 

•	 Click the “Print” bottom to print the 

displayed results.
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SNAP/TANF Inquiry 
SEARCH – Individual Search 

•	 To search by Individual Search, enter
Last Name, First Name, and Date of 
Birth. 

•	 Click the “SEARCH” button at the bottom 
of the screen. 

•	 Note: Clear the search criteria 
by clicking the “Clear" button. 

•	 Note: SNAP/TANF case
numbers SSN, Individual Search, 
and EBT Number can not be 
searched simultaneously. 

•	 The search results will appear at the 
bottom of the screen. 
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Working with SNAP/TANF Inquiry – Individual Search
 

SNAP/TANF Inquiry
 
SEARCH – Individual Search
 

•	 When searching by Individual 
Information, multiple records may match 
your search criteria.  For example, when
searching for June your search may 
show Jean, Joan, and/or Jane. The 
“Potential Matches” screen will show 
these results. 

•	 To narrow your search, select the link 
under “Details” 

•	 You will be able to identify your 
individual by referencing their address 
on the “Potential Match Details“ screen. 
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Working with SNAP/TANF Inquiry – Individual Search
 

SNAP/TANF Inquiry 
SEARCH – Individual Search 

•	 After you verify the address of the 
individual, you can select them from the 
“Potential Matches” screen. 

•	 Click “Next” to display the results of the 
individual. 

•	 The results of the individual will show at 
the bottom of the next screen. 

• You can “Print” the results displayed on 
this screen. 
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What is Income Verification Inquiry
 

Income Verification Inquiry 

•	 Income Verification Inquiry allows users to validate that an income provided on a paper application is valid and belongs to the applicant. 

•	 Applications can only be verified if selected as part of the verification sample. However, the Income Verification Inquiry feature can assist the 
sponsor with completing a paper application that may be incomplete or illegible. 

•	 Per the USDA policy, Income Verification will allow you to verify income of a student’s household if they are enrolled on CHIP or on MA. 
However, it will not be disclosed if the student is receiving CHIP or MA. 

•	 Users can search by the Social Security Number (SSN) or Individual Information (Last Name, First Name, Date of Birth) of the applicant being
verified. 

•	 Up to 5 SSNs can be searched for at one time. 

• Note: Searches on Social Security Numbers and Individual Search can not be performed simultaneously. 

•	 Using information available through the COMPASS Verification Inquiry must be in accordance with federal regulations for the NSLP. 
Unauthorized disclosure or misuse of confidential eligibility information is strictly forbidden with penalty of fine and/or imprisonment. 
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How to Access Income Verification Inquiry
 

Income Verification Inquiry 
Access 

•	 From the COMPASS 
Community Partner Dashboard 
(CPD) homepage, click on the 
“Income Verification Inquiry” 

button. 
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Welcome to Income Verification Inquiry
 

Income Verification Inquiry 
Homepage 

•	 Income Verification Inquiry allows 
users to validate that an income 
provided on a paper application is 
valid and belongs to the applicant. 

•	 Searches can be performed by 
either Social Security Number(s) or 
Individual Search (Last Name, First 
Name, DOB). 

•	 Five SSNs can be searched at one 
time. 

•	 Note: SSN(s) and Individual 
Search can not be searched 
simultaneously. 
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Working with Income Verification Inquiry – Social 
Security Numbers 

Income Verification Inquiry
 
SEARCH – Social Security Numbers
 

•	 To search by SSN, enter up to five SSNs 
in the “Social Security Numbers” table. 

•	 Click the “SEARCH” button at the bottom 
of the screen. 

•	 Note: Clear the search criteria by 

clicking the “Clear" button.
 

•	 Note: SSN and Individual Search
 
can not be searched
 
simultaneously.
 

•	 The search results will appear at the 
bottom of the screen. 

•	 The results show if the individual’s income 
meets free or reduced eligibility criteria. 

• Under “Income Verification” 
•	 Verified Free = Free Lunch 
•	 Verified Reduced = Reduced
 

Lunch
 
•	 Verify With Household = The


Income of the Household needs to 

be verified with the household.
 

•	 Foster Free = Foster Children are 

eligible for free lunch.
 

94 



DRAFT

Information Tab
 

Information Tab
 

This section will cover what you need to know to access the Information 
tab, which provides links to information on benefits, downloadable forms 

and other helpful links. 
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Information Tab
 

Information Tab 
Access 

•	 From the Community Partner 
Dashboard click the “Information” 
tab. 

•	 Click on a link to open a 
desired page to access 
information on benefits, 
downloadable forms and 
other helpful links . 

•	 Please also note the link to 
the Training Guide, as well as 
the NSLP Eligibility Manual. 
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Glossary of Acronyms
 

Term Description of the Term 

AR Authorized Representative 

AUN Administrative Unit Number (or CNPEARS Agreement Number) 

BIS Bureau of Information Systems 

BPS Bureau of Program Support 

CAO County Assistance Office 

CBT Computer Based Training 

CIS Client Information System 

CNPEARS Child Nutrition Program Electronic Application and Reimbursement System 

COE Certificate of Eligibility (Migrant Office form) 

COMPASS Commonwealth of Pennsylvania’s Access to Social Services 

CP Community Partner 

CPD Community Partner Dashboard 

CSV Comma Separated Values 

DC Direct Certification 

DPW Department of Public Welfare 

EdNA Education Names and Addresses 

EXT Extended Eligibility 

LIHEAP Low Income Energy Assistance Program 

MA Medical Assistance 

MI Migrant 
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Glossary of Acronyms
 

Term Description of the Term 

ML Migrant List 

OIM Office of Income Maintenance 

OR Organization Representative 

PDE-MEP Pennsylvania Department of Education - Migrant Education Program 

PDE Pennsylvania Department of Education 

PID Pennsylvania Insurance Department 

SCHIP State Children’s Health Insurance Program 

SNAP Supplemental Nutrition Assistance Program 

SNP School Nutrition Program 

SSN Social Security Number 

SNP School Nutrition Program 

TANF Temporary Assistance for Needy Families (Cash Assistance) 

USDA United States Department of Agriculture 
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www.education.pa.gov/dfn
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