Guide to Reviewing An Ohio Professional Registry Profile

Log into your registry profile at: https://www.occrra.org/user/login

Follow along step-by-step through the review, making any necessary changes.

A. Front Page
1. Career Pathway level and points (CPL) increase when additional employment,
education, or training is verified.
2. SUTQ PD Certificate points shows verified training points for the current biennium.
My Scheduled Trainings Box shows trainings you registered for but not completed.
Edit/View Registry Profile. Click on this bar to continue review process
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https://www.occrra.org/user/login

B. Personal Information
1. Click on “Personal Information” tab to expand section
2. Verify and update all sections with current information
You can change your password at bottom of this page
Click on “Personal Information” tab to close section

Click on “save” at the bottom of each open section when

making any changes
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C. Employment
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Click on “employment” tab
Current employment should be marked as primary
Verify all start and end dates for accuracy
Click on “Edit” to make any changes

Click on “Add Employment” for additions to employment

Click on “save” at the bottom of each open section when making any changes
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D. Education

1.
2.

Click on “Education” tab

Check status on all documents uploaded. If not showing verified, contact OCCRRA at
support@occrra.org. Give Name, OPIN#, and specific information about what needs
verified

Upload new transcripts or final grades by clicking on “add education” tab

Click on “save” at the bottom of each open section when making any changes
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E. Credentials
1. Click on “Credentials” tab
2. Check status on all documents uploaded. If not showing verified, contact OCCRRA at

support@occrra.org. Give Name, OPIN#, and specific information about what needs

verified
3. Add new or updated certificates by clicking on “add Certificate or Credential” tab

Click on “save” at the bottom of each open section when making any changes
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F. Step Up to Quality PD Certificate

1. Click on Step Up to Quality PD Certificate tab
2. Review for completed and verified trainings in current biennium
3. Print for your records according to your PD policy

If any discrepancy, look at list of trainings in the Training section
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G. Training
1. Click on Training tab
2. Review all columns for accuracy (this is where you check status/approval)
3. Click “add training” to upload ODIJFS in-service form
4. Click here to access online trainings.

Training completed but not verified, email OCCRRA at the address at bottom left-hand
corner of any page-support@occrra.org
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