Online Guide for Existing Educators

Educator Registration: The NC DPI Online Licensure System URL.:

https://vo.licensure.ncpublicschools.gov/

e Click on the link NCDPI Registration to create a new account
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NCDPI Home Page

Welcome to the Morth Carolina Department of Public Instruction (NCDPI) home page. This is a one-stop shop for educators, licensees, and the general public, which
enables the North Carolina public to verify an Educator license andlor file a complaint. Educators and applicants can submit license applications, renew a license, and
thange their address, among other services.

General Public MCDPI Sign-in
Werify aLicense + Lser D

+ Passworli:

Forgot your password? Click here.
Forgot User 107 Click here.

Click below to create a new online account

NCDPI Registration

The User Registration will display

The educator will need to enter and submit his/her unique account information.
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Logon | Contact Us

User Registration

Please complete the information required below to become a registered Department of Public Instruction 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 [d 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:

Second Name:
* Last Name:

Account Login

+ Email {2.g. name@domain com)

+ Confirm Email:
+ User ID;
Password ReCOVENY [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: v
Or write your own question:
+ Secret Answer:

Security Measures (This helps to prevent sutomated registrations.)
+ Type the characters from the picture below (without spaces):

Cxz2 &y om

Please use a permanent
personal email address

After submitting this
information, he/she will
receive an email with a
temporary password

On first login, he/she will
need to change the
password

After changing the
password, the educator will
see the following screen


https://vo.licensure.ncpublicschools.gov/

Step 1-

e Do you hold an existing License? Select Yes
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Logged in as Two, Demotest Edit Login Information | Logoff | Contact Us
Step1: Do you have an Step2: Provide Identifying . 5tepd: Confirm Information
existing License? Information

Welcome to DPI Online QuickStart

By answering 8 few simple questions we’ll help you to get started

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

© No

) [Next] fcancel

Step 2- Provide identifying information. Last Name (as it appears on the existing NC license),
SSN (last 4 digits), Date of Birth (mm/dd/yyyy), Enter the characters for the security code

e Click Next
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Logged in as Two, Demotest Edit Login Information | Logoff | Contact Us
Step1: Do you have an Step2: Provide Identifying _ Step3: Confirm Information
existing 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: | |
+ SSN: |:| Last4 digits of SSN
+ Date Of Birth: [ mmissnyy
Security Measures (This helps to prevent automated registrations. |
+ Type the characters from the picture below (without spaces): |

PG vkvy

Captcha Image




Step 3 - 1. Confirm Information 2. Select Next
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Logged in as Two, Demotest Edit Login Information | Logoif | Contact Us

Step1: Do you have an Step2: Provide Identifying Step3: Confirm Information
existing License? Information

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

Individual Reference Number: 515879
Name:  ARNOLD, TRACY LYNN JORDAN

License Type License Number
Professional Educator's Licenses 632997
* Select One:

DI confirm this is my information
Mo, this is not my license information

[o] fearcel

e The licensed educator main menu will display

e The educator will have a dropdown menu to open a new application

e The educator can select Show Details to view their license details and print their license
certificate.

e Existing applications (including those opened by a school system) which will require
additional work will be displayed on the screen.

e Existing fee payments that are required will be displayed under Additional Activities.

Fees can be bundled so that you only pay the single highest fee when submitting
multiple applications at once.
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Logged in as Two, Demotest

Edit Login Information | Logoff | Contact Us

Quick Start Menu
Choose an option below to open a new application or make changes to an existing application,

License Information Show D
License Mumber: #53299
License Type Educator

Select the Show Details button on the right to view your existing license information,

B Update your License information/ Open a New Application

Educator #532097 | Select Application v | Select
B View Application Status
P[I_)g‘%%mﬁ; of Public Instruction - Add Non-Core gy o ot Submitted m

B Additional Activities
Make Payments (1)

Add Licenses To Registration
Share License details with School System
Attachments: Upload a Document

AAAAA

Related Links

The following is the screen that shows the applications available to existing educators
The educator can add more than one application before submitting.

P [
%W Public Schools of North Carclina

nderson, Cori

Edit Login Information | Logoff | Contact Us

Quick Start Menu

Choose an option below to open a new application or make changes to an existing application.

Select the Show Details button on the right to view your existing license information. License Information Show Details

License Number: #G630665
License Type Educator

B Update your License information/ Open a New Application
Educator #630665 Select Application [~]

Select Application
Add Area by Test or 24 Sem. Hrs
Add Experience
L Add National Board Certification
B View Application Status Add New Area by Program Completion

Department of Public Instruct Clear or Upgrade Existing License Area - .
Upgrade Existing License Arez Delete License Area m

Education Record Correction
Extend Provisional License Area
License Renewal

W Additional Activities

ame Change
Share License details with Request Copy of Files/Test Scores m
Research Experience
DPI Requested Attachmeni Update Contact Information Select
“d Update Work Authorization
Related Links Verification of NC License

WaC X



**IMPORTANT INFORMATION

e Please use a permanent personal email address when creating your account.

e The statement of applicant must be completed before the application can be submitted

e Make sure to Select Yes to Route to North Carolina College or University for
recommendation and select UNCP for the NC Institution

o Located under the tab — License Area Verification

Foute to Morth Caroling
College or Unmersity for Yes M
recommendation

NC Institubion (selact
only f Morth Carclina =
Institution)

e Apply and submit application only once all requirements have been met and all
documents to be uploaded have been obtained (official degree dated transcript, passing
test scores if applicable).

e The application will only be routed to us for recommendation once the fee has been
submitted

e Attachments disappear after 30 days

e The application will not be processed by DPI until we have completed the
recommendation for the licensure area(s).

e Click on Contact Us on the NCDPI website and submit any questions about the
application process or call 1-800-577-7994 and select option 3 for technical issues
regarding the online system.

e Contact Michelle Locklear at 910-521-6397 or michelle.locklear@uncp.edu or Nuekie
Opata at 910-521-6879 or nuekie.opata@uncp.edu in the Licensure Office for any
guestions.
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