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Steps to apply for your Instructional Aide Permit 

*****If you are using a MacBook or I-phone, the popup blocker will prevent you from 
being able to finish the application. You will need to disable it to get to the pay screen. 

1. Login to your OHID Safe Account, Choose OHID Portal. 

  

2. Enter in your Login ID and Password.  

3. Open App for Educator Licensure and Records (CORE): Click the* to make the app 

your favorite.  

 

 

 

 

 

https://safe.ode.state.oh.us/portal
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4.If you already have an Educational Aide permit, then find your most recent active 
license and click action, chose to renew. If not choose Apply for a new credential. 

 
ODE now informs you of the date that they are currently processing applications for.  

 

5. Choose the effective year of 7/1/2024 and an expiration date of 6/30/2025 for 1 
year and 6/30/28 for 4 years. Then click start application process. 
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6. Then click start application process.  

7. Answer all the questions regarding your criminal history and military service. 

 *Note if you already have the ESEA designation added, the endorsement field will be 
checked and will be grayed out.  

**If it is not checked and you are not an ESL IA, then you are required to add the ESEA 
designation to your permit. 

 

If you do not have the ESEA 
designation, you cannot add 
it to a renewal application.  
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7. For the superintendent signature type in 043802, click find organization and select 
Columbus City School District.  

If you have uploaded your college 
transcript or the Para Pro exam 
scores, you will see it here. 
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8. Answer the last question, then review and submit application. 

 

9. Next is the summary page of your application. Please scroll down to the bottom of 
the page. 

043802 
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10. Click pay and submit application. This will take to you the credit card screen. The 
application will be approved by CCS and then ODE. Please use the Educator Search to 
check to see if your permit has been issued.  

 

 

https://core.ode.state.oh.us/Core4/ODE.CORE.Lic.Profile.Public.UI/

