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INSTRUCTIONS FOR CREATING 
A SAFE ACCOUNT - ODE
A safe account is a secure online portal on the Ohio Department of Education site.  Setting up a safe account is necessary to the licensing process as the entire process is electronic.  Through the safe account you can update information, complete applications, check the status of your application, pay licensure fees, and upload documents.  

Instructions:
· Create a Safe Account on the Ohio Department of Education site.  You will be required to create a user ID and password.  Have your state issued driver’s license or state identification card on hand.  https://safe.ode.state.oh.us/portal/signup/signup
· Refer to User Guide prior to and during the process.  It contains an actual application that provides step by step instructions for creating a safe account.     
https://safe.ode.state.oh.us/portal/Content/Welcome%20to%20the%20ODE%20Secure%20Web%20Portal%20User%20Guide%2012022013.pdf
· Check the email address that you provided for communication and confirmation from the ODE.
· Once confirmation has been received send update to Viva Spanish.  
