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How to Create a New OHID account and Department of 
Education Profile 

 
 
Step 1: Navigate to https://ohid.ohio.gov/wps/portal/gov/ohid/home and click on “Create 
OHID Account” from the landing page.  

 
 
Step 2: On the “Email Verification” screen, enter your email address and confirm email 
address and click on the “Send PIN” button. 

 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fohid.ohio.gov%2Fwps%2Fportal%2Fgov%2Fohid%2Fhome&data=05%7C02%7CTaylor.Beougher%40education.ohio.gov%7C62e36aa4a36942b6c0d308dd0eefe120%7C50f8fcc494d84f0784eb36ed57c7c8a2%7C0%7C0%7C638683145626533949%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=B2AXN%2BAe7tD5XL%2F57pbvnkXbH7DgNK9l0xCC7s043nA%3D&reserved=0
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Step 3: You will receive an email with a one-time PIN to your email shown in the example 
below.

 
 
Step 4: Enter the PIN on the “Email Verification” screen and click “Verify.” Once the PIN is 
verified, click the “Next” button. 
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Step 5: On the “Personal Info” screen, enter the First Name, Last Name, Date of Birth, and Last 
4-digits of SSN, and click the “Next” button. 

 
 
Step 6: On the “Pick a Username” screen, enter a unique username and click on the “Next” 
button. 
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Step 7: On the “Create Password” screen, enter a password that matches the listed 
requirements and re-enter the same password and click on the “Next” button. 

 
 
Step 8: On the “Account Recovery” screen, enter your mobile number and click on the “Send 
PIN” button. 
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Step 9: Enter the PIN received via your mobile number on the “Account Recovery” screen and 
click “Verify.” Once the PIN is verified, click the “Next” button. 

 
 
Step 10: On the “Terms and Conditions” screen, check the “I Agree” checkbox. At the bottom 
of the page, enter the answer for the question and click “Verify.”  
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Step 11: Once it is verified, click on the “Create Account” button. 

 
Step 12: Now that an OH|ID account has been created, click on the “Log in to OH|ID” link. 
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Step 13: Enter your username and password and click on “Log In.” 

 
 
Step 14: You will be navigated to the “My Apps” landing page.  
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Step 15: Click on the “App Store” button in the blue banner and search for “User Profile” in 
the search box. 

 
 
 
Step 16: Once you find User Profile for Educational Organization, click on the “Request 
Access” button on the tile. 
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Step 17: On the “User Profile for Educational Organization Employees” screen, click the 
“Launch” button.  

 
 
Step 18: If your profile is not created, you will land on the Department of Education and 
Workforce Profile page. Click on the “Create Profile” button. 
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Step 19: On the “User Profile Welcome” screen, select the “I am an educational organization 
employee” and click the “Next” button.  

 
 
Note: If you experience any issues on any of the screens through the user profile process, you can 
click on the “Contact Us” button and enter your question and submit. Someone will get back to 
you to assist. 
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Step 20: On the “Add Basic Information” screen, enter the user’s First Name, Last Name, Date 
of Birth, and Last 4-digits of SSN, and click the “Next” button. 

 
 
Step 21: on the “Identity Verification” screen, enter the Ohio Driver’s License number in the 
two text boxes and click on “Verify my Identification” button.  
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Note: In case the user driver’s license verification is failed or the user does not have Ohio’s 
Driver’s License, then click on the “Click here if you either do not have an Ohio driver’s license or 
you are getting an error when verifying your identification” checkbox; and upload Identity 
Verification document(s). 

 
 
Step 22: Once successfully verified, click on the “I agree to the Department’s data privacy 
policy” checkbox and click the “Next” button. 
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Step 23: On the “Contact Information” screen, enter the user’s phone number, email address 
and home address and click the “Next” button. 

 
 
Step 24: On the “Request Access” screen, select the reason for the access request from the  
drop down menu and also the explanation for access request.
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Note: If the “School District” reason for request is selected, please also enter the IRN for the 
school district and click the “Next” button.

 
 
Step 25: Review the information provided and click the “Submit” button. 
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Step 26: Once the submitted, the Success screen should display and the Deparment will 
review the request.  
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