ONLINE LICENSE RENEWAL INSTRUCTIONS
Before you begin, make sure you have logged in to your SAFE account through ODE within the last week. Also, you must be able to pay with a debit or credit card. 

NOTE: During the process, do not use your browser’s back arrow; use the one on the page. You can return if you lost your way, but it’s a pain.
1.
Log into SAFE account on ODE website - https://safe.ode.state.oh.us/portal.
2.
Click on ODE.CORE – Online Licensure System.
3.
Click My Educator Profile.

4.
Under My Educator Profile pull-down, choose My Credentials and check over your info.
5.
On the left side, next to your current license(s) will be a pull-down title Select Action. Pull it down and choose Renew.
6.
Select Add renew request.

7.
This is a 3-step process

Step 1:

Review renewal info (Some fields will already be completed.).


Select where to send your new license. 

Click Save application and next.


Step 2:

Answer the questions regarding your licensure and employment.

Under Signatures, search for LPDC IRN: 014052. (Note: Make sure you search for the LPDC IRN, not the school IRN.)

Answer the residency questions.


Background check information will appear when your fingerprints and check have been processed.


Answer legal questions.

Answer experience questions. 



If you need to look up your hire date, it is in your Kiosk info.


Use June of this year (when your license expires) as your end date.


Complete the form with our address: 55781 National Road, Bridgeport, OH 43912


The “( to save” won’t appear until all the info is complete. When it does, click it.

Click in the box that represents your signature.

Click Save application and next.


Step 3:

Screen should say Application saved successfully.


Submit document – You should not need to submit any as of right now.


Click Save application.


*** You must provide payment info before the application is actually submitted***


This will return you to the My Applications screen.

8.
To review your application before payment, click the little pencil icon.
To make your payment to ODE:


Under Applications not yet submitted


Check Select & Pay box for any/all licenses that you want to pay for.


Check the total in cart on the top right. (This won’t appear until you have (’ed the Pay box.)

Click to Pay.


Payment due – will show total.

9.
Credit card payment – 4 steps


1)  Check address and click Submit Address

2)  Enter your card info and click Submit Payment

3)  Review and click Pay

4)  Confirmation page

Amy will automatically be notified by e-mail to submit her electronic signature to verify the LPDC’s approval of your renewal. You will be notified by e-mail when the approval has been received.
Check back to My Educator Profile – My Applications for updates such as the status of your background check, receipt of your payment, and status of your application. You will also receive an email notifying you when your application has been accepted and signed by Amy. 
Assuming you have no problems with the application process, you should receive your license very soon. Most of us who have applied for renewal have received our new licenses in under a week. 
Please direct any other questions to your building LPDC member(s): Amy Vavrock, Tom Daley, Jill Boyer, and Jim Davenport.
FINGERPRINTS
Get your fingerprints as close to the date you had them taken five years ago. There are many fingerprinting locations in our area. Contact a committee member for assistance.
Make sure when you fill out the paperwork that you verify that they have selected the options for teacher and Ohio Department of Education.
IMPORTANT:

After initial licensure:

Ohio residents only need to have an FBI check (federal).

WV or other residents need to have FBI (federal) and BCI (state of Ohio).
