How to #1 - Onboarding with the online system
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@ :PROFESSIONAL EDUCATOR'S LICENSURE

- BEGINNING, X . ; .
OUT OF STATE, & The Licensure Section is responsible for examining

;’“EI\ECRH’:‘:“;ONM credentials and issuing professional educator's
licenses that qualify individuals to seek employment as
AR RS teachers, administrators and other special service
" YEACHERS personnel in North Carolina public schools. All
professional employees of public schools must hold a
professional educator's license for the subject or grade
K QEEMC',“,"'LS ;23‘7,?&5/ level they teach or for the professional education
PERSONNEL assignment that they hold.

: Whether you are looking forward to your first educator
St A position or are re-entering education after an absence,
your steps to obtaining a professional educator's
license are easy and convenient.

TEPS TO A NC
LICENSE Depending on the time of year, the professional
educator’s licensure process may be approximately six
- UPDATE OR RENEW weeks. Late spring and early summer are typically

YOUR LICENSE when the most professional educator's license

applications are submitted.

* NATIONAL BOARD
CERTIFICATION

FORMS NEW ONLINE SYSTEM
Beginning August 1, 2015 new and existing
* FREQUENTLY ASKED professional educators will be able to apply for and
QUESTIONS update their North Carolina licenses online. Instructions

and more information are available within the online
licensure system.

Go to the new NCDPI Cnline Licensure System |

NCDPI Online Licensure System: https://vo.licensure.ncpublicschools.gov
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NCDPI Online Licensure System

Welcome to the North Carolina Department of Public Instruction (NCDPI) online licensure system. This is a one-stop shop for educators, school systems, and the
general public to verify North Carolina " licenses. X and school systems can submit license applications, renew a license, and update
their contact information. among other senvices.

General Public Educator and School System Sign-in
Verify a License + User ID: | |
+ Password: [ ]

Forgot your password? Click here
Forgot User ID? Click here

Educator Registration: Click Below to Create a New Online Account

INCDPI Registration

wa: 2%
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https://vo.licensure.ncpublicschools.gov/

P (™™

1} -
2 Puplig ,+=<ls of North Carolina
'

User Registration

Please complete the information required below to become a regi D of Public User. You will receive a confirmation email as part of the
registration process. Please use a permanent personal email address.
The User ID you select will be your new User ID. The User Id must contain at least 8 characters

Enter your details and press "Next".
Press "Previous” to return to the previous screen.

Press "Cancel" to cancel this registration and return to the main menu.

Account Owner Contact Information

+ First Name: [ ]

« Last Name: [Last Name |

Account Login

= Email: ‘ email ‘ (ea com

= Confirm Email: ‘ ‘

= User ID: ‘ﬁrsl.lasl ‘

Password Recovery (in case you forget your password, you will be required to answer this question to obtain a new temporary password.}

= Secret Question:

Select a predefined question: ‘Where were you born? v‘

Or write your own guestion: ‘ ‘

= Secret Answer: ‘secrel answer ‘

Security Measures (This heips to prevent automated registrations.)

« Type the characters fram the picture below (without spaces): [wmemr |

W n1 [~ I’n r Once you have entered the
| Refresh | code, hit the "NEXT" button
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User Registration - Temporary Password Issued

A temporary password has been issued and sent to you via e-mail with the instructions on how to proceed. Read this e-mail and follow the instructions.
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Check Any Inbox!

To: first.last
© = Original | @ Forward | @ Delete |
From: tor_noreply@irondata.com - ) Go!
) ‘malicious content. This may ffect the email's
Subject: NEW USER ACCOUNT ‘appearance. If this email was sent by a trusted source,

'you can Remove Safety Filter
Received: Thu Aug 06 2015 11:05:13 GMT-0400 (Eastern

Daylight Time)
Furst,
Thank you for registering for an online account. Please complete your registration by logging on to your account at:
https://vo licensure ncpublicschools. gov

Your temporary p d is provided below.

Please note that your online password is case sensitive.
USERID: FIRST LASTNAMEO1 |
PASSWORD: SgddMdd9

}

*** Note: This is an automated ematil. Do NOT reply to this message.
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NCDPI Online Licensure System

Welcome to the North Carolina Department of Public Instruction (NCDPI) online licensure system. This is a one-stop shop for educators, school systems, and the

general public to verify North Carolina licenses. and school systems can submit license applications, renew a license, and update
their contact information, among other senvices.
Verify a License + User ID: [first. | x]

* Password: a ]

in the email received

| Forgot your Click here.
Forgot User ID? Click here.

Educator Registration: Click Below to Create a New Online Account
CDPI Registrati
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Update Default Registration Information

= a minimum of (8) characters

= must not be the same as your user id
= must not be a variation of your user id

= must contain at least (1) uppercase alphat stic charagte

= must contain at least (1) lowercase alphab tic charac

= must contain at least (1) numeric characte

= no special characters are required

* Old Password: [sesecese ]

* New Password: [eseccccee ]

* Confirm Password: [ vos| ]
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Login Information | Logoff | Conta:

haVJ an Stepl: Doynubeven > Step2: Provide Identifying » Step3: Confirm Information
existing Licens . '

: S Information
?
Heense/Appilcadon? Welcome to DPI OnlineQuickStart

By answering a few simple questions we'l help you to get started

Instructions

Have you ever applied for or been issued a Professional Educator's license by the state of North Carolina?
If you are not sure, please select Yes in order to try and locate your records.

Select "Yes" if you have an
existing or expired license O Yes

O Mo Select "No” if this is the first time requesting a license.
Do not select no if you have submitted a paper application

L:}‘ Next
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have an i > Step2: Provide Identifying > Step3: Confirm Information D
“existing Licens : : / 3
License? Information

Help us to find your records

Step 2
If you have changed your name since you were licensed, your records could be under a previous name.

© Required Information

License Type: Professional Educator's Licenses

+ Last Name: I |

* SSN: |:] Last 4 digits of SSN Please enter the SSN in the correct format

+ Date Of Birth: :l (mmiddiyyyy)

Security Measures (This helps to prevent automated registrations.)

= Type the characters from the picture below (without spaces): |

|
bbqggk =1 \

ur\l.
[R5

Cancel
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Logged in as Last, First

Edit Login Information | Logoff | Contact Us

— Step1: Do you have a Step2: Provide Identifying > Step3: Confirm Information
existing Licens ’ Information
License?

Good News! We have located your information
Step 3
Please confirm your license credentials

Individual Reference Number: 736039

Name: Last Name, First Name
License Type License Number

- Select One:

O | confirm this is my information

O No, this is not my license information

FAQ’s — Can’t verify your information on Step 3

Error Message: SSN is not recognized

> Ensure that the data the educator is typing in is identical to the information found in VR. Log
into VR and do a search in the license module to verify the following data.
e ForLast Name
e For SSN — last 4 digits only
e Date of birth — correct format

Error Message: There are multiple listening for your SSN - call Licensure

e Possible Cause — One Entity with 2 SSN’s, one being incorrect.
e Do and Entity search on the

o Partial SSN ( use % for wildcard ) and Date of Birth

o Name



