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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. 

 
Non-discrimination Statement: This explains what to do if you believe you have been treated unfairly. 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 to: 

USDA, Director, Office of Civil Rights,  
1400 Independence Avenue, SW,  

Washington DC 20250-9410  
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 – Monthly Matches MUST be 
downloaded every month to ensure you have ALL matched 
students! 
 
STEP 1  - You must have  
 an NCID and  
 have subscribed to the DCV system. 

 
 

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

 
 
 
STEP 3 - Be sure you are familiar with the DCV Security Statement/Disclaimer. 
 

Warning:   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 National 
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 $1,000 or 
imprisonment of not more than 1 year or both.  
 

 

https://schools.nc.gov/dcv


 DCV Training Doc 

 

NC DPI, Child Nutrition Services 2 June 25, 2009 
 
 

 

STEP 4 - Upon successful Login, you will see the Welcome Screen. Click on 
the Certification Tab. 
 
 

 
 
 
STEP 5 - Click on the Current Match sublink to review the current matches that 
are ready to download. 
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STEP 6 - Click on the wheel to access the download feature. 

 
 
 
STEP 7 - Click on download. 
 

 
 
 
STEP 8 - Click on download format .csv 
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STEP 9 - Asks the question:  “Do you want to open or save this file?  Click the 
save button. 
 
 

 
 
 
 
STEP 10   

a) Change the file name to cncertmmyy.csv 
where mm = month and yy = year.   

 
 For example:  If you already have one file for July and you need 

to download and save a new file for August, the file should be 
named:  cncert0809.csv 

 
 

 
 
This way you will not overlay your previous month’s file. 
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b) Select where you want the file placed on your PC.   

 
In the following example a folder was created on the PC desktop and 
named “Certification Files”.  The new file is named and saved in that 
folder.  This suggested method of storing the files allows easy access to 
the files and a history of what files have been downloaded and when. 
 

 

 
 
 
 
STEP 11 - The application generates a comma separated value (.csv) text file. 
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NEW PROCESS ALERT – Monthly Matches MUST be downloaded 
every month to ensure you have ALL matched students! 
 
The File layout for the download file is: 
 
FILE CHARACTERISTICS: 
 
File Name: cncert.csv 
 
Frequency:   Monthly (Customer will download) 
 
File Type: .csv 
 
 
FIELD 
  #   FIELD NAME SIZE REMARKS 
 
1 SSN 9 Text - No hyphens or slashes  
 
2 NC WISE ID 9 Text 
 
3 Last Name 35 Text 
 
4 First Name   35 Text 
 
5 LEA    3 Text     
 
6 Grade 2 Text    
 
7 Gender   1 (M)ale or (F)emale 
 
8 Case ID   38 Numeric 
 
9 Address 1   40 Text 
 
10 Address 2   40 Text 
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11 City_State   25_2 (28)  Text  
 
12 Zip Code   5 Text 
 
13 Child’s Birth Date 8 Date (YYYYMMDD) 
 
 
 
NEW PROCESS ALERT – Monthly Matches MUST be downloaded 
every month to ensure you have ALL matched students! 
 
 
 
Note:  You may access this training doc and other DCV training docs, such 
as “Overview/Navigate DCV” from the training web page: 
 
 http://www.ncpublicschools.org/childnutrition/dcv‐system/ 
 
 
 
For help with troubleshooting,  
 
Contact the DPI customer support center:  
 
Phone: 919.807.4357   
 
    or 
 
E-Mail:   help@dpi.state.nc.us 
 
 
 
 
 

 
 

http://www.ncpublicschools.org/childnutrition/dcv-system/
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NEW PROCESS ALERT 
Monthly Matches MUST be 
downloaded every month to 

ensure you have ALL 
matched students! 

 


