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Foster Care Recruitment & Retention Agency
Create Account Guidance Document

Foster Care Recruitment & Retention Licensing Agency Designee

In order to access the Ohio Professional Registry (OPR) to complete the Foster Care Recruitment & Retention
Funding Application, it is required to have access to the OPR and be provided specific permissions. The first step is
creating a profile to create your account in the OPR. The next step will be assigning permission for you to access
the applications.

Follow these steps to create your profile and enter an employment record. Once that is complete, please e-mail
the Ohio Professional Registry at support@occrra.org with your name, OPIN number, and program
name/SACSWIS Agency ID so that the Foster Care Recruitment & Retention application dashboard permission
can be granted. Once permission is granted, you will follow the directions in the Organization Dashboard -
Foster Care Application User Guide for guidance on accessing the dashboard and for completing the
applications.

1. Create Profile

Go to www.occrra.org/ and click “Create Profile” on the top right of the page.
Enter the required information

Your user name will automatically generate

Enter a password

IMPORTANT: Please document your OPIN number and password and keep for future sign in use.
Click “Create Profile” button.

An email will be sent to the email address you entered. Follow the prompt in the confirmation e-
mail to verify your account. If you do not receive the email in your inbox, be sure to check your
junk mail and spam folders.

h. Your Ohio Professional Identification Number or OPIN will be assigned to you and is provided in
the confirmation email. Please keep your OPIN with your password.
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2. Signinto your Profile
a. Gotowww.occrra.org/ and click “Sign In” on the top right of the page.
b. Using the fields provided, enter OPIN or Email Address.
¢. Enter Password



mailto:ksmith@occrra.org
https://www.occrra.org/
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d. Click “Signin” button

occCrra CREATE PROFILE SIGN IN

S ‘ G N | N The OPR performs best when using Google Chrome [preferred browser) or Mozilla Firefox,
using a desktop or laptop computer. Using Internet Explorer, Edge, Safari, cellphones, or
tablets may prevent successful completion of portions of this site. A user’s experience may
also be impacted by their equipment and internet speed. If you would like to download
Google Chrome or Mozilla Firefox, please click the browser icon.

G‘ Download Chrome @ Download Firefox

OHIO
PROFESSIONAL

" REGISTRY

e. IMPORTANT: Upon your first sign in, the system will require you to complete one employment
record.

3. Employment Entry

a. The Foster Care Recruitment & Retention programs have been added to the system as a program
type under Ohio Department of Job & Family Services agency. A specific role has been added for
Foster Care Licensing Agency, and following these steps will finish the creation of your profile. This
is a one time process.
Note: Ifyour agency also participated in the QRTP Menu of Services or Incentive Project and you
have an account in the OPR, do not create a new account in the OPR, you only need to add an
employment record. You will add the Foster Care Recruitment & Retention employment record to
Yyour existing profile to access the Foster Care Recruitment & Retention Project. Follow these

directions to complete your additional employment role. Users can have multiple employment
records in the OPR.
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b. When you login the first time, a pop-up will appear that an employment record is required to be
entered.

C.

d. Select Ohio Department of Job & Family Services

Add Employment

Your profile does not contain an employment racord. Please
create an employment record to continue in the system. You
must use a desktop or lapiop computer with Chrome or Firefox
s your browser while using the Ohio Professional Regisiry.
website.

Click on Add Employment

B Add/Edit Employment

Areyou...

AChild Care Provider

y typea ortype bhome.

. o
= YouthDevelopment

= Closed child care program

- Outof state early childhood employment
« Aftersehool program

Employed at/Funded by/Credential or Certificate Issued by 2 State Agency
This employment section i for professionals that work at, partner with, are credentialed by or funded by one the following Ohio State Agencies:

= Ohlo Department of Job & Family Services (inciuding County Department of Job & Family Services)
= Ohlo Department of Mental Heaith & Addiction Services
= Child Care Resource & Referral Staff

Other Early Childhood Employment

= Current Student
= Higher Education
= Instructor and Program Technical Assistance

« Registered Dieticians
« Local department of Health staff
« ODH state agency staff

Ohio Department of Health - Home Visitor Provider

by the Ohio Department of Health (ODH).
Examples:

« Contract Manager

+ Home Visitor

« Home Visitor Supervisor

« Program Manager

Ohio Department of Job & Family Services (including County Department of Job & Family Services)
“This employment section Is for professionals that work/worked at or funded by the Ohlo Department of Job and Family Services (ODJFS).

« Early Childhood Mental Health Consultant
« Mental Health Professional

« Mental Health Specialist

« OMHAS State Agency Staff
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e. Next, enter agency name

B Add/Edit Employment

Employment Type Chio Department of Job & Family Services (induding County Department of Job & Family Services)

Back
What agency do you work for or are credentialled with?

f.  Select the county where the agency is located

B Add/Edit Employment

Employment Type Ohio Department of Job & Family Services findluding County Degartment of Job & Family Services)

Agency Name Foster Care

Back
What county is this employment located in?

=D s c of re v oma M NP RS TV W

(Notin Ohio)
Butler
Cuyahoga
Frankiin
Hamilton
Lorain

Lucas
Montgomery
Stark
Sumemit

Warren

g. Enteryour role on the next screen. Foster Care Licensing Agency employment type and Foster

Care Licensing Agency Designee role have been created specifically for this project. Choose the
specific role highlighted below:
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B Add/Edit Employment

Emgployment Type Ohia Department of Job & Family Services (including County Department of Job & Family Services)
Agency Name Foster Care

County Hamilton

Roles

B0 -

What role did/do you hold when you started here?

Only one role can be selected. If you have multiple roles with this employer there will be a chance to
enter an additional role later.

Children Services
Adoptive caregiver
Foster caregiver
Kinship caregiver
Other

Private Agency-Foster Care andior Adoption Worker
Residential staff

County JFS or PCSA

Administrator/Director

Adult Protective Services Staff

Children Services Supervisor or Caseworker Assessor
‘County Licensing Specialist

‘County Staff

County Supervisor

Other

Public Assistance Supervisor or Caseworker
Title IV-E Court Staff

Court System

Court System Employes

Foster Care Licensing Agency

h. System will ask for your date of hire.

B Add/Edit Employment

= FemiyS °
AgencyName FosterCare =a
County Hamiton [==]
Roles

Roke Foster Cars Licersing Agency Desinss =

Back
When did you start working at this employer?

MM/DD/YYYY

i. System will ask if stillemployed at this employer.
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B Add/Edit Employment

Employment Type Ohio Department of Job & Famity Services fincluding County Department of Job & Family Services]
Agency Name FosterCars

County Hamilton

oo -

Roles

Rele Foster Care Licensing Agency Designes

Start Date 01/30/2022

FEE

Do you still work at a role at this employer?

9Yes ©No

j. Onthefinal screen, Select Save Employment and your employment record is complete.

B Add/Edit Employment

Employment Type Ohic Department of Job& Famity Services fincluding County Department of Job & Family Services)
Agency Name Fostar Cara

County Hamiltan

BE -

Roles

Role Faster Care Licensing Agency Designes

Start Date

EndDate

Do you have any additional roles at this employer?

Note: Ifyour agency also participated in the QRTP Menu of Services or Incentive Project and you
have an account in the OPR, do not create a new account in the OPR, you only need to add an
employment record. You will add the Foster Care Recruitment & Retention employment record to
Yyour existing profile to access the Foster Care Recruitment & Retention Project. Follow these

directions to complete your additional employment role. Users can have multiple employment
records in the OPR.

4. Please e-mail the Ohio Professional Registry at support@occrra.org with your name, OPIN number, and
Foster Care Licensing Agency name and SACWIS license number (if available). OCCRRA staff will grant the
permission needed to access the application dashboard. Once permission is granted, you will have access to

the Agency Organization Dashboard and funding application. Please refer to the Organization Dashboard User
Guide for further instructions.
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