How to Register with the ROCS Systeni New DCJS Registrants

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

Click on fAregister thelgitefthescreen. on t he menu to
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Reqgister 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 login 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:

e i you wish 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).

e [If you 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).
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http://www.dcjs.virginia.gov/rocs/Login.aspx

You will then see this screen where you will fill in your birth dateas MM/DD/YYYY and SSNwithout dashes
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In order to apply for a professional license, renew an existing license, submit name or
address changes or to request a duplicate. you must create a username and password
and associate it to your records. This form allows you to search for your existing
perscnal/professional records.

« Ifyou are the owner of a licensed business or facility and wish to register to
maintain your business records, click here to continue.

» You must complete the search process. even if you currently hold no
professional licenses with the state.

1. Enter your information into at least two of the fields below.

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

NOTE: If you are not able to find your record and you believe that you
should be in our system, please double check to make sure you have
entered your SSH and birth date accurately.
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As you are not in the system, younust fill out your name & address as well as create a username and password.
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» \We were unable to find your records based on the entered search criteria.

» Ifyou do not currently hold a license with the state and have not already submitted a
paper application, the form below will allow you to register your personal information with
the state and create a username and password. Complete the form below and press the
register button fo create your record. Once logged info the e-Government application
wou will be able to submit an electronic license application.

» If you currently hold a license with the state or have already submitted a paper
application to the state, click here to search again. Do not complete the form
below to register as this will not allow you to access your licensure records. If
your records can not be found, click here for infermation on contacting the
preper department/agencyiboard. Or call customer service at 804-786-4700.

NOTE: Required fields are marked with an asterisk (*).
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Fill out your name, SSNwithout dashes and birth date as MM/DD/YYYY . Select your gendefoptional).
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NOTE: Required fields are marked with an asterisk ().

Name
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First
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ex. Sr. | Jr |l

Address
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ex. 3015551212
| Fax: | |
ex. 123 Fourth St. ex. 2015851212
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Now enter your mailing address and phone numbe(required). You can also submit a fax number and email address if
desired
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ex. Apt. 100 ex. usernamesi@domain. com
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ex. 02705 or 027051234
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User Id": | |
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Confirm
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Next, create a usetD and password with a minimum of 6 characters.
You must also create a password question and answer to be used in case you forget your password.



