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NOTICE: This system is the property of the State of North Carolina and is for authorized use only.  
Unauthorized access is a violation of federal and state law. All software, data transactions, and 
electronic communications are subject to monitoring. 
 
 
  
 
In accordance with Federal Law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis 
of race, color, national origin, gender (male or female), age, or disability. 
 
To file a complaint of discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Avenue, SW, Washington, D.C. 
20250-9410 or call toll free (866) 632-9992 (Voice).  Individuals who are hearing impaired 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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How to Download Data for Students who are Directly 
Certified 
 
STEP 1 - From the Certification Tab, select “Directly Certified Students” 

 

 
 

The next page displays the default view of the Directly Certified Students screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1
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STEP 2 - Select the desired date range of directly certified students to download. The 
date range selected should be adjusted based on the last time the file was created and 
uploaded.  To select the date range, the user should click on the calendar icon at the 
end of each date field.   

 
 

 

 
 

 
 

STEP 3 - Select the “Go” button (either “Go” button will work). 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3 

Step 2
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STEP 4 - Select Download Direct Certification File 
 
Note:  This screen will display a set number of students who are directly certified.  The 
user may change the number of records (rows) displayed, however it is not a 
requirement to display all of the records to download the entire file. 

 
 

 
 

Step 4 

DO NOT print this information after it has been downloaded.
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STEP 5 - Answer the question:  “Do you want to open or save this file?   
Select the “Save” button. 
 

                      
 
 
 
STEP 6 - Select the location where the file should be saved.   
 
Note: The file is automatically named to reflect the date range selected (ie, 
06_17_2010_07_16_2010.CSV.  This file represents students who are directly certified 
from June 17, 2010 to July 16, 2010).  
 
Select the “Save” button.   
 

 

Step 5 

Step 6


