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STEP-BY-STEP DICAS TUTORIAL
SPRING 2020 MATCH CYCLE

CSULB DPD 

Fall 2019, NUTR 498A

Important Information

✓ Use the same email address for all applications (DICAS 
and D&D Digital)

✓ Request the DPD Program Information immediately 
when application opens 

✓ Order all your transcripts in December (as soon as 
grades have posted) – current students

✓ Request your references early

✓ ALL important deadlines can be found on the DPD 
website section called DICAS Resources

http://www.csulb.edu/college-of-health-human-services/family-and-consumer-sciences/applying-to-dietetic-internships-0
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APPLICATION 

CHECKLIST

What you need 

to enter into 

the system 

(Tests are 

optional)
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STATUS:

Keep track of 

transcripts, internships, 

references, and 

payments

Start with basic 

information (contact, 

personal, etc)
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Once you’ve registered 

with D&D Digital 

(computer matching 

service) – you will add 

your registration info 

here

DPD CONTACT 
INFORMATION 

(DR. BLAINE VERIFIYING 
YOUR APPLICATION)
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You must complete this section 

ASAP (exactly as you see here). 

Without it, you cannot apply on 

DICAS!

rachel.blaine@csulb.edu

(must include the period!)

When you hit “save” it emails 

Dr. Blaine  a form to complete 

for you – no other email 

necessary

If you’re not applying this cycle, 

do not hit “Save”

If you are still a student, choose “Declaration of Intent”

If you have your degree choose “Verification Statement”. If you haven’t had your exit paperwork completed and 

already received your VS, you will need to pay processing fees. 
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ENTERING EDUCATIONAL 
INFORMATION
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You must upload the DPD Course 

List based on your Catalog Year (aka 

“Plan” in myCSULB) 

See your unofficial transcript to 

confirm

Forms found on the DPD Website: 

http://web.csulb.edu/colleges/chhs

/departments/fcs/programs/DPDDI

CASCourseLists.htm

http://web.csulb.edu/colleges/chhs/departments/fcs/programs/DPDDICASCourseLists.htm
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DPD Course List Form Q&A

■ What if I had a class substitute for one on the Course List form? 

Should I try to edit the Course List form?

– No! Do not edit the course list form. Just upload the form exactly 

as it appears

■ Will the director be confused if I substituted classes from another 

school? 

– No. They expect that students may transfer and take another 

class elsewhere from time to time. This form is mostly used as a 

reference for them if they ever needed to audit your 

grades/transcript to verify that you included the correct courses 

in your DPD Professional and DPD Science GPAs

■ Add all universities that you 

attended where you took any 

coursework (even non-DPD 

Course List courses)

■ You must report all colleges and 

submit transcripts for all

institutions. (yes, even where 

you took just 1 class)
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• CSULB is a “DPD College”, 

while community colleges 

are not and would be “Other 

College.” 

• If you got an Associate’s 

Degree, you would put 

“Other” and list it “Associate 

of Arts, etc” under degree

• If you just took classes, 

degree would be “None”
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GETTING TRANSCRIPT 
ORDER FORMS
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Option #1: Use DICAS ID (for participating schools)

■ When ordering e-

transcripts through the 

provided online service DICAS 

recommends (Website is 

here), students can select 

DICAS as an Application 

Service.

■ Since all of DICAS's 

information is included, 

students don't have to 

complete and attach the 

Transcript Request Form.

Option #1: Select Using your DICAS ID

http://www.transcriptsplus.net/order
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Click here to 

open a .pdf that 

you will print or 

send to your 

Registrar’s office

Option #2: Transcript order form with request

Be sure to include this 

form with your transcript 

order forms for all

institutions

For CSULB, email the attachment to es-
registration@csulb.edu the same day you 
submit your on-line transcript request. Be 
sure to include your name, campus ID and 
birthdate in the email with the attachment.

mailto:es-registration@csulb.edu
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ENTERING 
COURSEWORK

■ Only enter 

courses (or 

equivalent) that 

are listed on the 

DPD Course List
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Add new “SESSION”, which is a semester 

completed at an institution. You will add specific 

DPD courses within each session

Winter and Summer are still considered “semester” 

terms

Fill in course 

information 

directly from 

your official 

transcript

ONLY DPD 

Course List 

Coursework
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Common “Special Classifications” 

include “Not Applicable”, 

“Incomplete”, and “Advanced 

Placement”

You will need to add 

all current (including 

spring) classes and 

designate them as 

in progress if you 

don’t have grades 

for them
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Reminder: Don’t edit your DPD Course List

■ If you took other classes that count for those listed 

at other institutions, simply enter those instead

Courses You’ve Retaken

For classes that were retaken at the same school:

o The lower/failing grade class you answer “Yes” to the question 

o The final grade of that class you answer “No” to the question 

If you retook the same class at a different school answer “No” to the question since you did 

not repeat at the same institution – DICAS will average the GPA 



12/9/2019

17



12/9/2019

18

As you add courses, 

DICAS will continue 

to calculate and 

adjust your DPD 

Science, 

Professional and 

Total GPA

ADDITIONAL 
INFORMATION
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You will manually enter 

information about all

experiences you’ve had

■ Honors and Awards: 

Include scholarships, 

honor roll, etc

■ Sports & Extracurricular 

Activities: Student 

groups 

■ Certifications: CPR, 

DTR, HACCP, etc

■ Work and Volunteer: 

Anything nutrition-

related
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For Volunteer and 

Work Experience you 

must report the:

weeks 

hours per week 

total hours
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■ You can enter and 

save multiple 

personal statements

■ Give the title based 

on the program “San 

Jose State Personal 

Statement”

■ Copy/paste directly 

into the form

■ Be sure you’re using 

the prompt given by 

the program, not just 

DICAS
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■ You will only 

upload one 

general resume 

to DICAS

■ Make sure it’s in 

a PDF (NOT a 

Word doc – even 

though it’s 

allowed)

REFERENCES 
(AKA “LETTERS” OF REC)
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■ You may request as 

many references as 

you desire

■ Most programs require 

a minimum of 3

■ A maximum of 4 can 

be attached per 

internship you 

designate

■ Make sure you have 

your reference’s email 

and phone

■ As soon as you hit 

“Save”, DICAS will 

immediately email your 

reference so they can 

start the online form. 

■ DO NOT do this until 

they have agreed to be 

a reference for you 

and you have sent 

them your DI Info 

Sheet/resume or 

anything else they 

have requested
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KEEP TRACK OF 

REFERENCES HERE

Don’t be shy to send:

“Hello Dr. B,

Thank you again for agreeing 

to be a reference for me. I’m 

just sending a courtesy 

reminder that I’m hoping to 

receive your online reference 

on DICAS by next Friday at 

11am. Thank you again!”

Resource Reminder

On BeachBoard → Content→ Helpful Handouts →

Getting Good References

– Summary sheet template to give to references 

– Tips for Writing a DICAS References from a DPD 

Director (can give to employers or people who 

may be new to DICAS)

– There will be a new option to attach a letter, but 

is not required
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APPLICATION 
CERTIFICATION
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Read all the disclaimers 

and sign

BE HONEST – the 

consequences of a white 

lie on an application or 

resume could be huge

PROGRAM 
DESIGNATIONS



12/9/2019

28

This is where you will 

indicate which programs 

you’re applying to

Add programs 

from the list of 

internships and 

attach relevant 

materials and 

references
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View/download your entire 

application (helpful to show 

to a friend/family/peer) and 

check for spelling issues, etc. 

Make sure to save a copy for 

your records

Some programs have 

“Supplemental Materials” 

– meaning things not 

already on DICAS         

(e.g. preceptor list)

You can attach them here
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View/download your entire application (helpful to show to a 

friend/family/peer) and check for spelling issues, etc. Make 

sure to save a copy for your records

You won’t remember all 

this – that’s ok!

Be sure to watch the 

videos and read EACH 

help section.
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SIGN UP FOR D&D DIGITAL 
(COMPUTERIZED MATCH COMPANY)

Website: www.dnddigital.com

■ Designate and rank your internship sites, 
pay fees (Opens December 1, 2019)

– Register and rank all internship sites
before the application deadline (9:59 
PM PST, Feb 15, 2020) 

– You must submit an application on 
DICAS to each ranked DI program

– No additional internships can be 
added to the list after this deadline

■ Pay processing fee $50

■ After interview process you may change 
rankings until the deadline (March 20, 
2020)

IMPORTANT:

MAKE SURE YOU 

RELEASE YOUR NAME 

(say “YES”) 

Lets DI Directors and 

DPD know who still 

needs to get matched

GETTING QUESTIONS ANSWERED

■ DICAS (excellent customer service)

– dicasinfo@dicas.org

– 617–612–2855 (6am-2pm PST)

– Best time to call is ~12pm PST

■ D&D Digital

– D&D Digital Q&A Page

– dnd@sigler.com

http://www.dnddigital.com/
mailto:dicasinfo@dicas.org
https://www.dnddigital.com/ada/questions.php

