How to Registera Business or Training Schooi Current Licensees

Go to http://www.dcjs.virginia.gov/rocs/Login.aspxhere you will see the welcome screen.

Cl i ck on buginesgpi ® tnmanutathe left of the screen.
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Register a Person Welcome to DCJS Regulatory On-Line Credentialing System
(ROCS)

Register a Business
/ In order to utilize the online services, you must register with the e-Government site. If
you've already registered. just enter your user name and password in the fields below
and press the legin button to continue. If you've forgotten your password, click here.

If you haven't already registered. please read the list below carefully and choose the
option that best fits your circumstance:

« [Tyouwish to apply for a professional license, renew an existing professional
license. submit name or address changes. or request a duplicate license. click
here to register (or click the register a person link on the left).

« Ifyou wish to apply for a business or facility license. renew an existing business
license, submit name or address changes, request a duplicate license or
request a facility inspection, click here to register (or click the register a
business link on the left).

User Id*:

Password™:
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http://www.dcjs.virginia.gov/rocs/Login.aspx

You will see this screen where you will fill in yourschool as 88XXXX or business as 11IXXXX and the registration
number sent to you by DCJS.

m - f@" hktps: | e, dois virginia,gow rocs [PersonSearchResulis asparFacliby =y ﬂ| ﬂ | @ |-:‘ Google HP |'l
File Edit “iew Favorites Tools Help
X Goagle| Lﬂ:;’Search'ﬂI_!]' @ Ei' @' 2y Share ~ E' i} Bookmarks = | Ap Check - » " . dignIn -
5lp Favorites | oy [2) sungested Sites = ] Free Hotmail @] web Slice Gallery =
J"ij-‘; https: v, dejs, virginia, gov/rocs/PersonSearchies. .. m i - © [ gy v Page - Safety - Tools - (@ ?

Login Page Search for Existing Business/Facility Records

In order to apply for a business or school license, renew an existing license, submit
name or address changes or to reguest a duplicate. you must create a username and
password and associate it to your facility records. This form allows you to search for
your existing business/facility records.

« [fyou are an individual and wish to register to maintain your
personaliprofessional license records. click here to continue.

s You must complete the search process. even if you currently hold no
business/facility licenses with the state.

1. Please enter your DCJS ID in the "License Number” field below (i.e. 88-X)0¢ or
11-X00XX) Tollowed by the Registration Code assigned by DCJS.

2 Press the search button to search for your records based on the information
you provided.

NOTE: Your Registration Code is provided by DCJS and will be emailed
to your facility on September & 2011 If you do not receive this notice by
email, please contact DCJS to obtain your registration code Click here to
view contact information for the agency.

License NHumber: |

Registration Code: | ¢
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Since youare already in the system, it will pull up yourbusiness orschoolname and address Verify them.
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Login Page Registration

Please make needed name and address changes below.

Jf‘f} Registration

Name
Business / - Owner !
Facility Hame: “Corporatlon Manager Name:
Address
prone | |
Line 1% | Fax: | |
Line 2: | | Email: | |
City™: | |
State: |VA @
ZipCode®: | |

|
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Next, create a user ID and password with a minimum of 6 charactersYou must also create a password question and
answer to be used in case you forget your passwortfour User ID, Password, and Password QuestidAnswer are

completelyup to you!

UserID
User ID¥ sample
ex. jzmith
Password® Confirm
Password®
Winirmum & characters
Password Password
Question: | Golor? answer: blue
ex. Favorite color? ex. Blue
Register

© 2011 Virginia Department of Criminal Justice Services Contact Us




After this information is filled out, click theiir egi st er 0 button at the bottom of the

User ID
User I aample

ex. jzmith

Password® Confirm

Password”

Minimum & characters

Password Password

Question: |olor? Answer: blue

ex. Favorite color? &x. Blue

—» Register <
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It will take a few minutesto register you. When you are successful you will see this page
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You have successfully registered!
Login Page Please login....
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