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HCNP Systems Quick Reference Guide

DC Module— Private Schools

All Direct Certifications
Decertify Approved Matches
Indicate if a Parent Declined Benefits

Only students with Match Type 9-14 can be De-
certified because they were manually approved

1. Loginto HCNP Systems, select Program
Year
2. Select Direct Cert from the menu bar
3. Select All Direct Certifications
4. If a student was matched in error, check
the “Decertify” box next to the student's
name, then click the [Decertify Selected |
button
5. If the parent of a certified child completed
proper documentation to decline benefits,
check the “Parent Declined Benefits” box
next to the student’s name, then click the
(Decertify Selected)button

6. Click the(Save Results)button to update

changes and download results

All Denied Possible Matches
Certify Previously Denied Matches

Log into HCNP Systems, select Program
Year

Select Direct Cert from the menu bar
Select All Denied Possible Matches

Find the name of the student, check the
“Certify” box next to the student’s name,
then click the Wm&@ mm_mnﬁm&ccno:

To verify student was successfully recerti-
fied, go back to the Direct Certification
Menu, select All Direct Certifications, and
look for the student’s name

Click the [Save Results|button to update

changes and download results

Match Counts
Report of Number of Match Type by SFA

Log into HCNP Systems, select Program
Year

Select Direct Cert from the menu bar
Select Match Counts

To generate a year-to date (YTD) report,
enter the beginning date as 07/01/20XX,
and the ending date as the current date

Click the [Get Results]button

8.

Parent Letters
Generate Parent Notification Letters

Log into HCNP Systems, select Program
Year

Select Direct Cert from the menu bar
Select Parent Notification Letters
n_.nxﬁm:mqmﬁm Parent _.mzmq&

The letters will appear in the browser win-
dow

To download the letters, select the =
button at the top of the screen, and select
PDF

Save the PDF download in a secure folder
Print and distribute to parents

Once the letters are downloaded, the batch of
letters is saved into the Reprint Notification

Letters screen and will not appear in the Parent
Notification Letters link.

To reprint letters, select Reprint Notifica-
tion Letters

Find the batch and click the [Reprint}button
The letters will appear in the browser win-

dow

To download the letters, select the =
button at the top of the screen, and select
PDF. You may also select in WORD to edit
the document (add letterhead, etc.)

This institution is an equal opportunity provider.
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