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Entering an Employment Entry  

1. If you do not already have an OPR profile, and need assistance with creating one, view our Create 
OPR Profile Resources webpage for additional details. Do not create duplicate profiles. 

2. If this is your first time signing in, an employment record is required to move forward in your 
profile. You will be taken directly to the ‘Add Employment’ screen (below).  If you have an existing 
profile, you can sign in, click on My Account, click on Employment, and then click on “Add 
Employment” button in the top right corner. 

3. Select DCY Certified Foster Care Agency 

 

 

 

  

https://occrra.org/ohio-professional-registry/create-account-resources/
https://occrra.org/ohio-professional-registry/create-account-resources/


 

 

 

 

 

© 2021 OCCRRA. All rights reserved. REV. 09/01/2023 Page 2 

 

4. Select which provider type: 

 

 
 

5. You will be prompted to search for your program. Type in the name of your agency. Once you start 

typing, selections will begin to appear, and filter based on the data you are entering. Select the 
program where you work. 

                 

 

 

6. Select Add Role 
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7. Add role details such as role type, start date, etc.   
- Click inside the “Select Facility Name” box and select your facility from the list 

- Click in the “Select a Role” box and select your role from the list. 

- Enter your start date or click on the calendar icon to select your start date 

- Check the box next to Primary Employment 

- Save Employment. 

 
 

8. Select Save Employment when you are finished entering that role. 

9. Review the information on the confirmation page. If the information is correct, select ‘Confirm’. To 
make changes, select ‘Cancel’. Once a role is created, it cannot be removed. 

 

 

 

 

 

 

Contact support@occrra.org for questions. 
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