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Purpose:
Welcome to Direct Certification Version 2.0

There have been a few modifications to the direct certification system.
The screen shots may in this user guide may look different from the
actual screens in the system, but the process remains the same.
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Login:
The Login process has not changed with Direct Certification Version 2.0:

STEP 1 - Before you can use the application you must:

v" Have an NCID and
v" Have subscribed to and been approved to use the Direct Certification system.

For additional information see the following web site:
http://www.ncpublicschools.org/childnutrition/dcv-system/

STEP 2 - Go to https://schools.nc.gov/dcv to access the Login screen shown below.

This is a closed site. Access is restricted to authorized
school and LEA personnel. If you have been assigned a
username and password, enter them appropriately to proceed
to the site.

All information entered into this system may be
viewed by authorized personnel in your local
schoal system and by the Morth Carolina
Department of Public Instruction.

User Namel

Passwnrdl

Login
Click here to view the DCV Security Statement/Disclaimer’

I | have read. understood, and agree with information
caontained in the Statement/Disclaimer titled 'DCV Security
Statement/Disclaimer’.

SPECIAL NOTE: The DCV Security Statement/Disclaimer Box must
be checked prior to selecting the Login button.
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STEP 3 - Be sure you are familiar with the DCV Security Statement/Disclaimer and the

penalties for improper disclosure of students’ confidential information.

Penalty

Any person who publishes, divulges, discloses, or makes known in any manner, or
to any extent not authorized by Federal law (Section 9(b)(2){C) of the Mational
Schoaol Lunch Act; 42 USC 1758(B)(2)(C)) or a regulation, any information about a
child's eligibility for free or reduced price meals shall be fined not more than a $1,000
or imprisonment of not more than 1 year or baoth.

DO NOT print or otherwise disclose this information to a third
party for any purpose. The information may be uploaded into

the School Food Authority’s (SFA) Eligibility software ONLY.

STEP 4 - Upon successful Login, you will see the Welcome Screen. Select the

“Certification” tab to proceed to the Direct Certification screen.

I!:}ivﬂjch;]v érpagev

e {\ = P i
W4 ard 5| -| @North Carolina De... |@We\come xl |
Logout janet_chatman Welcome Certification Potential Benefits Help
Welcome Janet Johnson
Developed By
DCV Security Statement/Disclaimer
-.
The information contained within this system is proprietary to the NCDPI and is confidential. It may not be disclosed to any party outside its intended audience without
the written permission of the NC DPI T Business Project Management Office (BPMO). This system or any web pages therein may not be reproduced. either by I l
photacopy or electranically without the written permission of the NC DPIIT PMO. Every user of this system acknowledges. by access and use. the confidential nature
of the material contained herein. and agrees to prevent the distribution of this website. by intent or otherwise. beyond its intended audience
Project Background & Purpose
Public Schools of North Carolina

The Morth Caralina Child Nutrition Direct Cerification/Verification project was developed collaboratively between with the North Carolina Department of Public
Instruction and the MNorth Carolina Department of Health and Human Services. The project was funded by a grant from the Food and Nutrition Senvice of the United State Board of Education
States Department of Agriculture (CNDCV-06-NC-01) Department of Public Instruction
This project provides data regarding students who are Directly Certified for free meal benefits under the requirements of the Mational School Lunch and Breakfast In Partnership With
Programs. The information is to be used by Child Mutrition Administrators in School Food Authaorities for the sole purpose of identifying students that automatically
qualify for meal benefits at no charge to the student

Section 9(b}(2){C)iii} of the National School Lunch Act (42 USC 1753(b){2){C}iii) authorizes the limited disclosure of children’s free and reduced price meal eligibility
information to specific programs or individuals without prior parent/guardian consent. Additionally, the statute specifies that for any disclosures not authorized by the
statute, the consent of children’s parents/guardians must be obtained prior to the disclosure. Federal or State mandated education programs may have access to
children’s confidential meal eligibility status for reporting purposes only. Local education initiatives are ineligible to receive this confidential information without prior
wiitten consent of the parent/guardian: therefore this information may be used only for the purposes specified herein ne dupa-rimmr?
of health and
human zarvices

Penalty

Any person who publishes. divulges, discloses. or makes known in any manner. or to any extent not authorized by Federal law {Section 9{h)(2){C) of the Mational
School Lunch Act: 42 USC 1758(B)(2)(C)) or a regulation. any information about a child’s eligibility for free or reduced price meals shall be fined not more than a
51,000 or imprisonment of not more than 1 year or both

For mare detailed information and resources on protecting student’s confidential information please refer to the Confidentiality/Disclosure section of the Child Mutrition
Senices website at
http-#www ncpublicschools org/childnutrition/publications/disclosure!

g on the basis of race, color, national origin,

ghts, 1400 Independence Avenue, SV,

In accordance with Federal law and U.S. Department of Agriculture policy. this institution is prohibited from discrimina
gender {male or female). age. or disability. To file a complaint of discrimination, write to USDA, Director, Office of Civil Rig
Washington DC 20250-8410 or call (800) 795-3272 or (202) 720-6382 (TTY). USDA is an equal opportunity provider and employer.
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NEW PROCESS ALERT

Direct Certification matches are now occurring on a
DAILY basis. A date range specifying the time
frame when students were certified must be
provided in order to view or download students who

are directly certified.

Direct Certification 2.0 _ User Guide 5 September 2011
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/2 Cettification - Windows Internet Explorer 1=,

% w [&] hitps:jischools.nc.govplsfapexiizn=113:1 IR R |2

| Fie Edt View Favorites Tooks Help | x & -

¢ Favorites @ certffication

Jﬁ-fmt’,ﬁ@- Rage - Safety - Tooks - @~ ()

¥ Certification

SFA: Durham Public Schools (320)
Data as of: 07/22/2010 12:11PM

Number of Certifications by Date (NON CUMULATIVE)

Mumber of Students Directly Certified: 5 Toda Next >
R i S [ Monthly | < previous | Today | mext >
July 2010
Certification By Program Type 5 Wed Thu
01 02 03
FNS 558
08 09 10
TanF 2
3 15 16 17
23 24
TANF, 22
29 30 A
Students Directly Certified By: 1
FN5, 558 4 Automatically : 580

Certification Tab Main Screen

Refer to the numbers shown in the boxes above. Each number corresponds to a number and
description shown below:

Box 1: Provides a calendar displaying the number of students directly certified for the SFA
on that day. Selecting a day in the calendar will take the user to a screen showing the
records of those students who were directly certified as this particular date.

Box 2: Shows the breakdown of the method used to directly certify the students in the
SFA. The number of students directly certified by using this technology system will be
listed as “Automatically”. The number of students directly certified using the “Search and

Merge” tab will be listed under the user ID of the person who performed the search and
merge operation.
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Box 3: Provides a bar graph displaying the number of students directly certified for FNS
(formerly Food Stamps) and TANF for the user’'s SFA.

Box 4. Provides the same data as Box 3 but it is displayed in a pie chart format.
Box 5: Shows the data base status. Information includes the date the data were acquired,

the number of students directly certified, and the total number of students registered in
NCWISE for the SFA.

Direct Certification 2.0 _ User Guide 4 September 2011
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Direct Certification Version 2.0

Downloading Direct Certified Students Data

STEP 1 - From the Certification Tab, select “Directly Certified Students”

{2 Certification - Windows Internet Explorer _1=)
g:/\ ® [ heep:fforatestbus dpi state.nc,us 7779 plsfora3aperPp=509: 200 28245 L2406 72074: O =B 2 El
| Fie Edt wew Faveries Toos  Hep |x @& -

S Favorkes (@ Certicatio | | J@'%'ﬂ;—@' Page ~ Safety - Took = i@ @

J CHILD NUTRITION SERVICES

Logout robert_test

Certification Directly Certified Students

SFA: Durham Public Schools (320} Number of Certifications by Date (NON CUMMULATIVE)
Data as of: 07/22/2010 01:22PM

Number of Students Directly Certified: 560 Ste p 1 Tod e
Number of Students Registered in NCWISE: m EHIOES -

July 2010

Certification By Program Type

Tane ] 2

TANF, 22

- Students Directly Certified By:

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

It is strongly recommended that all manual direct
certifications be conducted prior to downloading the file for
, theday. Manually directly certified student records are

.« added to the daily Automatically Certified file. IT IS NOT A
SEPARATE FILE. Instructions for Manual Direct
Certification begin on page 10 of this user guide.

Direct Certification 2.0 _ User Guide 8 September 2011
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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.

/= Direct Certified Students - Windows Internet Explorer

==
i i : i X — G156 202451 2402672074 11 =l 4 | o [ [
@ w [E] hitp:fforatestbus dpi.state. nc.us: 7779 plsfor a3 apes FPn=S08:6: 282451 240267207 4: 112 B REENE S [*q cooa |2
| Fle Edt view Favormes  Tools  Help | = & -
¢ Favorites @ Direct Certified Students | |

| 5 - o e - Page - sdfety~ Tods - @+ @

Step 2

Direct Certification/Verification Program

CHILD NUTRITION SERVICES | NC DEPARTMENT OF PUBLIC INSTRUCTION

Logout robert_test

e e Y Certification

Certification Directly Certified Students

NCWISE and Certification Data Between: |07/22/2010 B m @
Sean:hl Display I 100 LI Go Reset

no data found

Fetched 0 records in 0.02 seconds.

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

Direct Certification 2.0 _ User Guide 9 September 2011
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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.

{2 Direct Certified Students - Windows Internet Explorer

% = [&] hitps:jschools.nc gow/plsjapex(fp=113:1

| Ble Edt wew Favortes Ioos Heb |x & -

_Elx

(2]

=l &[<2|[ x| FY coca-

. Favortes @ Direct Certified Studerts | |

J&V%E‘E@' Page + safety~ Took ~ @+ @D

123456789

Welcome Y Certification

NCWISE and Certification Data Between: |07/16/2010 and: IDT/ZZt'Zm 0

Search Displaylm j @

LAST NAME  FIRST NAME SCHOOL CODE GENDER PROGRAM TYPE CASEID ADDRESS1 ZIP CODE

DETAILS | 123456789 | T9g456789 | Souirrel Rocky 320314 08 ] FNS (Food Stamps) | 946123456 | 1 Alhambra Ct Durham | 27703 21-FEB-1997 | Automatically
DETAILS | 123456789 [ 123489 |Moose Bullwinkle 320314 06 ] FNS (Food Stamps) | 940123456 | 2918 Davie Dr Durham | 27704 16-SEP-1999 | Automatically
DETAILS | 123456789 | 1234567aBadenoy Boris 320370 08 M FNS (Food Stamps) | 940123456 5224 Penrith Drive | Durham | 27713 26-JUL-1997 | Automatically
DETAILS | 123456789 | 123456739 Dudley 320314 03 M FNS (Food Stamps) | 941123456 113 Waltz Rd Durham | 27704 18-JUL-1996 | Automatically
DETAILS | 123456759 [ 123456769 |'whip Shidely 320314 08 M FNS (Food Stamps) | 941123456 | 113 Waltz Rd Durham | 27704 02-NOV-1996 | Automatically
DETAILS | 123456789 | 123456789 Feﬂm Nell 320314 07 F FNS (Food Stamps) [ 947123456 | 1710 Hamlin Rd | Durham | 27704 05-0CT-1998 | Automatically
DETAILS | 123456789 | 123456789 |Bear Nogi 320314 07 F FNS (Food Stamps) | 947123456 | 4319 Eno River Dr | Durham | 27704 13-DEC-1997 | Automatically
DETAILS | 123456789 [ 123456789 | Bear oo 320314 07 ] FNS (Food Stamps) | 946123456 | 338 Fleming Dr Durham | 27712 25-AUG-1998 | Automatically
DETAILS | 123456789 | 123456789 | Bear CmdN 320314 08 F FNS (Food Stamps) | 946123456 | 338 Fleming Dr Durham | 27712 13-JUL-1997 | Automatically
DETAILS | 123456789 [ 123456789 | Holmes Scherlock’ 320314 08 ] FNS (Food Stamps) | 940123456 | 404 N Driver St Durham | 27703 06-MAR-1997 | Automatically

1-10@
Fetched 11 records in 015 seconds.

Step 4

| DO NOT print this ;nformatlon after it has been downloaded.

Direct Certification 2.0 _ User Guide 10 September 2011
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STEP 5 - Answer the question: “Do you want to open or save this file? Select the “ Save”
button.

File Download x|

Do you want to open or save this file?

Step 5
[L;' Mame: 06_17_2010 07 16 2010,C5% /
a,l

Type: Microsaft Office Excel Camma Separated Yalues File

From; dpi.state.nc.us

Open Save 4 Cancel I

harm pour computer. IF you do not brugt the zource, do not open or

l@ While files from the Intemet can be uzeful, zome filez can potentialy
gave thiz file. What's the rigk’?

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.

e B
Save in: I@ Certified 5 tudents j Q T -
Recent
hy Documents
Step 6
"
by Computer
File narne: IEIE_1 F_2010_07 16 2010 j Save I
Save a3 lype: IMic:ru:usofl Dffice Excel Comma Separated Valuej Cancel |
“

Direct Certification 2.0 _ User Guide 11 September 2011
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Manual Direct Certification

The Manual Direct Certification process also has been modified. Listed below are the steps
required to perform a manual direct certification. The student's NCWISE ID and DHHS Case
number are required to manually directly certify a student.

REMEMBER: Parental consent is required before a
student can be manually directly certified.

STEP 1- From the Certification Tab select the “Search and Merge” tab.

/2 Certification - Windows Internet Explorer

=18l

G? - |B http:foratestbus., dpi.state.nc.us: 7779pls/or a3apesFp=S0%:200:282451 24026720741 O = \E\ \5‘ |Z| IE Google ‘E
| Fle Edt tew Favortes Tools Help | & -

o Favorites @ Certification | | J 3 v o G M v Page - Safety v Took - @+ @

~J Step 1 .

Logout rebert_test ¥ Certification

SFA: Durham Public Schools (320)
Data as of: 07/22/2010 01:22PM

Number of Certifications by Date (NON CUMMULATIVE)

Number of Students Directly Certified: 580 Tod Next >
Number of Students Registered in NCWISE: 3024 | Monthly | < previous ==
July 2010
Certification By Program Type
| 2
TANF, 22
Students Directly Certified By:
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CHILD NUTRITION SERVICES | NC DEPARTMENT OF PUBLIC INSTRUCTION

STEP 2 — Enter the NCWISE ID and DHHS Case ID in fields provided. Both numbers are
reguired.

Important Note: The DHHS Case number should be the FSIS number, not a
county case number.

STEP 3 — Click “Go”

/= search And Merge - Windows Internet Explorer

=8| x
Oq“ w [&] hitps:jjschools.nc gowiplsiapex/fp=113:1 | \E |‘__1] |z] IEGnngle |2~
| Fle Edt wiew Favortes Toos Help Jx & -
7 Favortes (@ search And Merge | | J i v m Ge o= v Pags - Safety v Took - @ D

Direct Certification/Verification Program

CHILD NUTRITION SERVICES | NC DEPARTMENT OF PUBLIC INSTRUCTION Step 3
Logout robert_test

Welcome Certification
Certification F Directly Certified Students F Search and Merge oload Students
NCWISE 1D 000111222 ‘)\sp\aylﬁ =l

DHHS CASE ID [947000001 \

NCWISE Matches

Student not found in your NCWISE roster or student is already certified

Direct Certification 2.0 _ User Guide 13 September 2011
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If students are found that meet the criteria, the screen below will be displayed.

Note: The first table displays the NCWISE record that matches the number entered. The
second table displays the DHHS records that match the number(s) entered on the search

screen. Should you only see an NCWISE table, you will not be able to directly certify the
student.

/= search And Merge - Windows Internet Explorer

_lE]x
w @[] hetps:ischocks.ne.gowiplsispefrp=113:1 | |E\ |£| \z| IEGnngle 2]
| Ble Edt Wew Favores Took Help Jx & -

¢ Favrtes (@ Search And Merge | | J T v G S b - Page < Safsty - Took - (@ @

Direct Certification/Verification Program

CHILD NUTRITION SERVICES | NC DEPARTMENT OF PUBLIC INSTRUCTION

Logout robert_test

Certification ectly Certifiec dents Search and Merge

newise i [o00111222 SN co [l reset |

DHHS CASE ID [947000001

i
NCWISE Matches )
SSN NCWISEID LAST NAME FIRST NAME SCHOOL CODE GRADE DOB ADDRES 51 CITY_STATE ZIP CODE Res County
887654322 |000111222 Chipmunk Alvin 320364 03 07/m8/2002 412 Cook Road Durham 27703 -
1-1
 —
DHHS Matches )
SELECT LAST NAME FIRST NAME ZIP CODE DOB ADDRES $1 CITY_STATE Certification Dhhs Id Ssn Case Head Name  Caseld County Name Gender
sl (Chipriunk Siman 27703 15-JUN-06 | 412  COOK ROAD | DURHAM NC | 6917901 987654321 |DAVID SEVILLE 947000001 | DURHAM M
s Chipmunk. | Alvin 27703 07-AUG-02 | 412  COOK ROAD | DURHAM NC | 7470842 987654322 | DAVID SEVILLE 947000001 | DURHAM [
s Chipmunk |Theadore 27703 31-DEC-00| 412 COOK ROAD | DURHAM NC | 7533194 987654323 | DAVID SEVILLE 347000001 | DURHAM M

1-3

-
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STEP 4 - Select the student record from the “DHHS Matches” that is associated with the

NCWISE student record. Click the radio button (in the Select column) next to the
record that matches.

/2 Search And Merge - Windows Internet Explorer

_glx
G’@ o [] titps:jischosis.nc.gowirisiapexifin=115:1 B EENL B Llr
| Ble Edt wew Favortes Ioos Heb |x & -
< Favorites (@ search And Merge | | J T v fp S 0 v Page - Sefety v Took+ @+ @

Direct Certification/Verification Program

CHILD NUTRITION SERVICES | NC DEPARTMENT OF PUBLIC INSTRUCTION

Logout robert_test Certification

Search and Merge Upload Students

newse 1o 000111222 Display [15 =] @

DHHS CASE 1D [847000001

NCWISE Matches

SSN  NCWISE ID LAST NAME FIRST NAME SCHOOL CODE GRADE DOB ADDRESS1  CITY_STATE 7IP CODE Res County
987654322 (000111222 |Chipmunk | Ahin 320364 03 |DTiOEfzOnZ 412 Cook Fioad | Durham 21703 |-

1-1

DHHS Matches

sl Chipmunk Simon 27703 15-JUN-06 | 412  COQK ROAD | DURHAM NC | 6917901 987654321 | DAVID SEVILLE 347000001 | DURHAM M
s Chipmunk. | Afvin 27703 07-AUG0Z| 412  COOK ROAD | DURHAM NC | 7470842 87654322 | DAVID SEVILLE 347000001 | DURHAM M
« unk  [Theodore 27703 31-DEC-00 | 412 COOK ROAD | DURHAM NC | 7533134 987654323 | DAVID SEVILLE 947000001 | DURHAM M

1-3

Step 4

-_— ——————
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STEP 5 - Click the “Certify” button to complete the process. (The button is displayed after the
student is selected.)

Repeat the process for each student as needed.

/= search And Merge - Windows Internet Explorer

—18[x
w @[] hitps:jjschocis.ne.qowiris apes o1 151 | \E\ |£||z| [*g ccone \E\
| Ble Edt wiew Favortes Toos Help Jx & -
. Favortes @ search And Mergs | |

| % - g - b ey Tk~ @ @

Direct Certification/Verification Program

CHILD NUTRITION SERVICES | NC DEPARTMENT OF PUBLIC INSTRUCTION

Logout robert_test

Certification

Certification Directly Certified Students

Search and Merge

newse 1o 000111222 SISl co [l rese |

DHHS CASE 1D [947000001

NCWISE Matches

SSN NCWISE ID LAST NAME FIRST NAME SCHOOL CODE GRADE DOB

ADDRESS1 CITY_STATE ZIP CODE Res County
987654322 000111222 |Chipmunk Alvin

320364 03 07/08/2002 412 Cook Fioad | Durham 27703 -

1-1

DHHS Matches

SELECT LAST Na.™ FIRST NAME ZIP CODE DOB ADDRESS1 CITY_STATE Certification Dhhs Id Ssn Case Head Name  Case ld County Name Gender
[l Chiprunk “ 27703 15-JUN-06 | 412  COOK ROAD | DURHAM NC | 6917901 987654321 | DAVID SEVILLE 947000001 | DURHAM M
o« Chipmunk. Abvin 27703 07-AUG-02 | 412  COOK ROAD | DURHAM NC | 7470842 987654322 | DAVID SEVILLE 947000007 | DURHAM 1]
(el Chiprunk | Theodore 31-DEC-00 | 412 COOK ROAD | DURHAM NC | 7533194 967654323 | DAVID SEVILLE 947000001 | DURHAM M

\ Step 5

-

STEP 6 - (Final Step) — Return to Step 1 of Steps to Download Directly Certified Student
Data on page 6 of this user guide.
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