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To License



Applying for Licensure
• Create a OH|ID Portal (formerly SAFE) Account (if  you do not have one)

• www.education.ohio.gov/Teachers

• Under Resources, select CORE Licensure System (through OH|ID)

• Takes you to the options page (below), select OH|ID Portal box.  This will take you to the “Login” 
page (picture on right). Put in your Username and Password, click on Log in box. 

http://www.education.ohio.gov/Teachers


This is the first page of  your OH|ID Portal-SAFE account after you are logged in. From the My 
Apps page, select “Educator Licensure and Records (CORE) app” to begin the application 
process.



Select the “Apply for NEW Credential” box.



Select the Take action to my EXISTING credential box.



Select Add a Teaching Field or Endorsement To My Credential.



Normally, a drop down box will list the credentials available to take action on.  Select the license and then add area.



Select the appropriate 
endorsement under the 
available endorsement 
section.

Save application and 
next.



I believe from here things might 
look slightly different; however, the 
process should be very similar.  

Respond to each of  the questions. 

Military Service: yes or no.  If  yes, 
a drop down box will appear, select 
the appropriate box and provide 
documentation

Educator Preparation Information: 
select the appropriate box.  If  you 
select, Ohio College or University 
a search box will appear.  Select 
the search icon, type in your 
preparation site and double click 
to add.

Signature: will default by the 
College or university you select

Background checks: if  
background checks are not listed, 
they will need updated or sent to 
ODE by BCI (877-224-0043).



Again; hopefully this is similar 
to what you are seeing. 

Legal Questions:  yes or no

Application Signature: check 
the I Certify box.

 Select save application and 
next box.



Submit Documents: 
upload documents 
requested, if  applicable.

You will want to make 
sure you scan both sides 
of  your transcript 
corresponding with the 
endorsement you are 
adding to your “My 
Documents” page.  

Save Application and 
done.



In the middle of  the page, the 
completed add area 
application is listed. 

Check the select and pay box 
to submit application. 

Cart Pay amount is listed 
above, select the box. From 
here follow the remaining 
prompts to finalize the 
application. 

Note: if  this is not completed, the 
application has NOT been 
submitted to university for 
approval.

Follow any remaining prompts to 
complete the process.



In the event you are 
missing items that will 
hold up ODE 
processing your 
application, you will 
receive a similar email  
advising what your need 
to take care of.

 
From: Educator.Licensure@education.ohio.gov 
<Educator.Licensure@education.ohio.gov> 
Sent: Monday, April 12, 2021 9:45 AM 
To: dearapplicant@yahoo.com> 
Subject: Application on Hold  
  
Monday, April 12, 2021 
 
Dear Applicant, (STATE ID: SP1011076) 
 
Thank you for your recent application to the Office of Educator Licensure.  
 
Your application for: 
 
5 Year Professional License - Kindergarten-Elementary (K-8) 
 
 
Has been placed on Hold for: 
Required Transcripts have not been received. 
 
Additional Comments/Instructions: 
Please submit additional required transcripts for review. Renewing a five year 
professional license that is currently expiring requires the completion of six semester 
hours of coursework relevant to classroom teaching and/or an area of licensure since 
the issue date of the license to be renewed. Coursework needs to be completed prior to 
September 1 of the year of expiration of the license to be renewe d, or the renewal 
requirement increases to nine semester hours. Please upload required transcripts by 
accessing your OH ID account, select the Application: Educator Licensure and Records 
(CORE), then My Documents from your CORE Dashboard. 
 
 
Upon receipt of this information, we will be able to continue processing your 
application. 
 
Please note applications that are placed on hold for background checks, documents, 
payment, transcripts, and licensure exams will be automatically declined after 60 days if 
the requirements are not met before then.  
 
Applicants whose applications are automatically declined will be charged a 
nonrefundable $25 processing fee. 
 
Thank you, 
 
Office of Educator Licensure 
Ohio Department of Education 
25 South Front Street 
Columbus, OH 43215 


