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Online Certification Reporting Application

Secure web-based application
Electronically transmits course completions to DDS

Updates driving records with course completions

Generates standard Certificates of Completion
Creates an electronic record of a student




DDS

- -~ GEORGIA DEPARTMENT
m— OF DRIVER SERVICES

* Microsoft Internet Explorer, Version 5 or higher, is the
only supported browser. OCRA will not function
properly with Google Chrome, Safari or Firefox.

 Adobe Acrobat Reader, Version 8 or higher, is required
to view and print certificates.

e Turn off pop-up blockers on Internet Tools.

e There is an automatic log off after 10 minutes of
inactivity.




D.S

GEORGIA DEPARTMENT
OF DRIVER SERVICES
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Roster

Print
Certificates of
Completion
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www.dds.ga.gov

Business Partners

Online Certification
Reporting Application
(OCRA)
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Home = Business Partners

Business Partners

Locations Business Pariners Regulated Programs

Business Services

Alcohol and Drug Awareness Program (ADAP)

Electronic Alcohol and Drug Awareness Program
(eADAP)

Georgia Electronic Conviction Processing System
(GECPS)

Motor Vehicle Reports (MVR)
Online Certification Reporting Application (OCRA)
Third Party Testing

Connect with DDS

l] Facebook

B vouTube

Share DDS with Others

in] £ 1G4+

Useful Links

Georgia Mavigator
Car Tags and Titles
Bl News Teen Driving Safety
Joshua's Law

Business Documents

2008 Traffic Court Reference Manual /-
DDS Law Enforcement Update - Summer 2006 X
DDS Law Enforcement Update - Winter 2007 -

Law Enforcement Dispatcher Quick Reference
Guide X~

Law Enforcement Guide to DDS Forms -
Court Bulletin Updates
Monthly Traffic Convictions Reported by Court

Georgia Government Links

State of Georgia

Department of Transportation
Department of Public Safety
Governor's Office of Highway Safety
Department of Revenue

Explore Georgia

A
A Site Map
—y’

About Us

Privacy Statement
Contact Us
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File Edit View Favorites Tools Help
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ted Programs ~ About Us

OCRA Phase Il Login

All the fields indicated with * are required

Enter DDS assigned User ID and

\ password. You will be prompted to

change your password the first time
you log in and or have your

password reset.

Forgot Your Password?

You are attempting to access resources owned by the Georgia Department of Driver Services. These
resources are to be accessed by authorized users only. If you are not specifically authorized to access
these resources, do not proceed further. Unauthorized access could subject you to liability or criminal

prosecution, in accordance with the Georgia Computer Systems Protection Act {0.C.G.A. §16-9.30,et seq.).

Department of Driver Services Internet communications and interaction are subject to monitoring and
audit. By continuing and accessing the Department of Driver Services network, you are consenting to
having your interaction with and use of Department of Driver Services Internet resources monitored,
audited, retrieved and copied.

Privacy Statement | Contact Us

8 State of Georgia Department of Driver Services
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* Certified DT Private School Owners and Public High School
Directors will have automatic access to OCRA. Log-in
information will be included in approval packet.

 Certified DT Instructors have access to finalize and print
certificates with school’s approval.

* Certified DT Private School Owners and Public High School
Directors must use the OCRA Administrator Privilege Form
to allow office staff access to OCRA or to remove access for
staff no longer employed with the school.
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e For security and liability reasons, OCRA users
should NEVER allow someone else to use their
OCRA user name or password.

e Users may reset their password by using the
Forgot Password link on the OCRA sign-in page
or send a request from their personal email to
reginfo@dds.ga.gov.
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File Edit View Favorites Tools Help
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DDS Administrator
Online Certification Reporting Application (OCRA)

Home

Schiools Welcome
School Maintenance

Ecoulds=octing The Georgia Department of Driver Services would like to thank you for your support in our transtion to

Users an automated student certification system. Your cooperation is imperative to the success of our
Usars Maintenance organization. Please refer to the Users Guide or the Frequently Asked Questions (FAQ's) section for
Assign Instructor helpful hints. For technical support, please submit an email to reginfo@dds.ga.gov.

Students
Student Maintenance Please use the navigation menu on your left to make your selection.
Move Student
Remove Students
Schedules

Add Course

Edit Course

Mave Coursz OCRA Document Library
Finalize Course
Cancel Course

Program Schedule: To view the forms and reports provided by our website you will need wgﬁ\;r: %

Adobe Acrobat Reader on your PC.
Print Certificates

Print By Student
Print By Course Itew Administrator Privilege Re;que:rst[al

Reports ! hew What's New in UC.F.U"\?mI
Freguently Asked Qu E:rsticmrs[al
OCRA User Guide:mI

OCRA Quick Reference Guidem'
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GEORGIA DEPARTMENT
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Drivers Licenses  Online Services  Locations Pariners Regulated Programs  About Us

DDS Administrator
Course Search

Home

Schools 2. Add Course

School Maintenance Schedule Maintenance Details
Zcheol Association Vi

Users School/lnstructor/Class Information /

SZEEIL T BT School:|DDS Test Driving School - 10043
Assign Instructor

dents . T
1. Click Add Course [Student Maintenance Course Type: | DriversEd
Move Student [1pT-20 Classroom

\Rﬂmo'\m Students [w] DT-20/6
Schedules [TpoT-6 BTW -
Add Course 3. Click Go to

Edit Course Roster
Move Course Instructor: | User,DDS

Finalize Course /
Cancel Course .

e Start Date: [5/16/2013 Start Time: [9:00 AM W

Print Certificates
Print By Student

Print By Course End Date: I12f1 5."2[]13| X
Save

Loguul Select Save button to save class details now al students to class later.

Cancel Go To Previous Screen
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‘School Maintznance
Sehool Assocdation

Users
Jgare Maintznance
ABElgn Instruciar

Students.

Shugan Maintznance
Mave Student
Remove Shuoents

Schedules

Agd Coursa

Edn Cource

Mave Course
Finalize Couree
Canesl Course
Program Schadule
Print Cerificates
Arint By Swudant
Print By Course

Repors

Logout

1) Enter student information

2) Click Confirm

3) If address box opens,
enter address and click
Confirm

Schedule Maintenance
Course{s): DT-30/8 Start Date: 5/18/2013 .00 AM End Date:
121152013

Add Student

Enter the student’s information exactly as it appears on the driver's license, ID, or
* parmit. Do not enter nicknames or sbbrevisted names,

Cheek the “MNo DL/ID/ Permit,/SEN" chetkbox if the driver®s license number or social
* security number is unkiowm.

First Name:

Last Name:
Date Of Birth: e
DLIDVPermit Country: [United States e

Num: B
[ Mo DLAD/PermitiS SN

DL State: Gender:

Comments:

| conim || clear |

e e
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The student’s driving record will only be updated if the
correct information is entered.

First, Middle, and Last Name
Date of Birth

DL/ID/Permit # or SSN
Gender




GEORGIA DEPARTMENT
OF DRIVER SERVICES

‘Schoal Maintznanse
Schipal Association

Users
Usare Mzintznsncs
Aselgn Instruckor

Students

Stugen Maintzpance

Mave Student
Ramova Shudanis
Schadules

And Coursa

Edi Course
Mave Course
Finallze Couree
cancal Coursa
Program Schadule
Print Certificates
Print By Studant
Print By Course

Reporis

Logout

Schedule Maintenance
Course{s): DT-30/8 Start Date: |2/16/2013 8:00 AM End Date:
12152013
Selected Student(s)
Total students select

First | Last DL
ame| Name| Number

Suggs |Bunny [123456728{05411815[DT-30/8

Course Course Intent

Initial License

| e -
Duck |DT—3I]"Ei Initial License

[Initial License

?SETﬁEZEﬂEﬂIIIDODDﬂ | DT-3WG

>
Search Students

Add Student

Enter the student’s information exactly as it appears on the driver's licenss, ID, or
* permit. Do not enter nicknames or abbreviated names,

Check the “No DLSID/ Permit/SSN” chetkbox if the driver's license number or soial
* security number g unknown.

1) Enter Fee Paid

First Name:

Last Name:
Date OF Birth:
DL/DVPermit

Num: B
[ Mo DLADIPermit/SSN

DL State:

Country: [United Sistes

Gender:

Comments:

2) Save Roster

e
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Save Course Confirmation

Are you sure you want to Save this Course?




GEORGIA DEPARTMENT
OF DRIVER SERVICES

f

Message from webpage

i

A \“
h‘ Record was successfully saved.
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Licenses  Online Sen Locations FAQs Busin ariners  Regulated Programs  About Us

DD5 Administrator
Home 2. Enter Course
Schodls Search Details

School Maintenance From: To:

Schoal Association Class Start Date BIERE |
Users
Usars Malntznance School: [DDS Test Driving School - 10043

.-'.EEIgn Instruckar I ctor First Name:
: : Studants nein ]
1. Click Edit Course e enane B

Mave Student
Samove Sussnts Course Type: |DI

Schedules OT-30 Classroom %
Acd Caurss DT-30 Virtual W
Eon Course oT-2008

Maye Course 3. Click Search

Finalize Couree

Canzel Course SEETTAT

Program Schadule Totsl records: 1
Print Centificates

2rint By Sudant
Print By Course
Reports

Logout Edit |2/16/2013 8:00:00 AM 121572013 |DDS Test Driving School

4. Click Edit
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Regulated Programs

DD5 Administrator
Search Course
Haome

Schools

School Maintznance Schedule Maintenance
‘Schigol Association

Users School/instructor/Class Information

Jzare Maintznance School:| DDS Test Driving School - 10043
.-'.EEIgn Instructar

Students ] :
Stutant Maintznance Course Type: | DriversEd

Mave Student DT-30 Cla

Ramovz St Zor-20/5 ssroom

Schedules
And Coursa DT-6 BTW

Edn Course

Mave Course Instructor: | Driver Services
Finaliza Couree
Cancal Coursa

Program Schadule Start Date: |g/18/2013 Start Time: [3:00 AM

o 1. Correct Start Time
Print Certificates

Print By Studznt and/or End Date if
il End Date: 121152012 necessary and then

click Save

Select Save Button to Save Revised Clase Detalle Only.

Logout

Go To Roster Cancel Go To Previous Screen

2. Click Go To Roster to add
or remove students
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Home

Schools

School Mantenance
School Assodation
Users

UgarE Malntenance
AEEIgN Instructar

Students

Shusent Maintznance
MavE Bludent
REMovE SWoEME
Schadules

And Cours2

Eon Couree

Mave Courss
FNalza CourEs
cangs Courss
Program Schaduls
Print Cestificates
Print By Swdent
Print By Caurse

Repons

Logout

Schedule Maintenance
Course(s): |DT-30/8 Start Date: |2/16/2013 8:00 AM End Date:

12/1502013

Total students selected: 3

| Initisl License:

123455720405411210 | DT-30v6

[l o= n
123458720 |DT-3D\-B | Initisl License

ilniﬁal License

?BE?EE‘):QGIDHDHDODDD | DT-20i5

<
Search Students

Enter the student™s information exactly as it appears on the driver’s license, 1D, or
* permit. Do not enter nicknames or abbreviated names,

Check the "No DL/ID Permit /SSHN" chedlkbos if the driver’s license number or social
* security number is unknown,

Use the Remove button
to remove students who
have not completed
appropriate class

P
OR

Enter student information
to add new student into
class roster

First Name:

Last Mame:
Date Of Birth: =
DLﬂDIP:rmit Country: |United States hd

um:
[INo DLADIPermit!S5N

DL State:

Gender:

S
Comments:

THEN

Click Confirm and Save

—

Confirm

Claar

-
N - [
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Save Course Confirmation

Are you sure you want to Save this Course?
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Message from webpage M

Fay
I E‘- Record was successfully saved.
F e o

.,
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 Only choose one course type when adding a class.

e Students in a 30/6 class can be finalized separately only
after they have all completed the 30 hour course and as
they each finish their individual 6 hour behind-the-

wheel training.

Students in a 30/6 class that do not complete both
trainings, but desire a certificate for the training they did
complete, must be removed from the 30/6 roster before
finalization. They should be added to an appropriate 30
hour or 6 hour BTW class and then finalized.
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DDS o s

DS Administrator
o Finalize Course 2. Enter Course

Schooks Search Details
Sehoal Malntanance Class Start Date: [3/1/12

Sehoal Assoaation /

Users Class End Date:

\Jz2re Maintznance . —
Schoaol: [DOS T a N
AEElgn Instructor = | ‘est Oriving School - 10043

S L
Shugsnt Maintsrance

S -
Mavf Student 3. Click Search

1. Click Flnallze COUTISuanfus sugenss
Course Type: (D]

SIS DT-30 Clazsroom %
LB DT-30 Virtual v
Edil Course OT-3008

Mave Course
Finalizz Courea
Cancel Courss
Program Schadule
Print Castificates
Print By Studant
Print By Caurse

Repons

Total records: 1

Logout

4. Click Finalize




DD'S Administrator
Home

Schools
SeN0c] Maintznance
Schaod Assaclatian

Users
\Ugers Mantenance
AZEIQN INEIUCOT

Students

Sudent Malmtenancs
Iove Stugant
Remaye Sludents
ESchedules

Add Course

Exdit Coursa

Maove Coursz
Firallze Course
Cancal Course
Program Schedule
Print Certificates
Print Sy Student
Frint Sy Course

Reports

Logout

GEORGIA DEPARTMENT
OF DRIVER SERVICES

Course Search

123456750

123456750

T837O52085

Total records: 2

2. Click Continue

1. Click on drop
down box and
choose
appropriate
Pass/Fail option
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ices Localions FAQs Business Pariners  Regulated Programs

DD'S Administrator
Home

Schools
Schoal Mantenance
School Association

zze Please confirm your selection
Usars Malntanance

Return to data ent
AEBEIgN Insiruck
S:;g" e First Name Last Name :SN iji:ﬁ% PE ssiFail
ienis:
DT-304G 5

Student Malntenance Buggs Bunny 1223458720 054118182 Pass
Maove Siudent Donald Duck 123456720 DT-30:6 F“ass
Ramove Studanis [Minnie Mouse 783755208 000000000 |DOT-20/8 F'ass
Schedules | Save ” Cancel
A Coursa A

Edi Coures
Mave Course
Finalza Courees
Cancel Coursa .

Srogram Schadul 1. Review for accuracy
Frint Cantificatas and Click Return to data
Print By Studant . .

Bt By Course entry screen link if
teports 2. Click Save if Pass/Fail options need

Logout everything is correct to be corrected
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GEORGIA DEPARTMENT
OF DRIVER SERVICES

Course Finalization Confirmation

Are you sure you want to finalize this schedule?
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| Drivers  Licenses  Online Senv Locations FAQs Business Parlners  Regulated Programs

DD'5 Administrator
Home

Schoals
Sehgol Maintananze

Sehoal Association .
Users Message from webpage u

Usare Maliniznance
AEElgn Instructar

Students

Shugent Malntenance
Mave Student

AN
Remove Stugents EE Record was successfully saved.

Schedules
Agd Courss
S Course
Mawve Course
Finaliza Course
Cancel Coursa

=]
rogram Schadule QK
Print Centificates

Print By Studant
Print By Course

Reparts

Logout
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Programs

Hame

Schools
Schoal Malntenance
5School Association

Users

Users Malnienance 1. Click Print Certificates
Agglgn Instrucior -

Students

Stugent Maintarance

Mave Student i .

Ramove Shugents Print Certificates

Schedules

Agd Coursa

Edit Couree

Mave Course
Finalza Courss
Cancal Coursa
Srogram Schadule
Print Certificates
2rint By Studant
Print By Caurse

Resens 2. Click Open
Logout

Do you want to open or save DTCert.pdf from online.dds.ga.gov?

Cancel
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Certificates can be printed
in black and white
or color

DTT181336

State of Georgia Department of Driver Services

Presents

Certificate of Completion
in
Driver Education

30 Hours Classroom Instruction
6 Hours of Behind the Wheel Instruction

— Bunny, Buges R
DL/ID/Permit %: 05411819:
' DOB: 1/23/1992

For

Initial License
October 17, 2013

IDDE Tesd Driving Sohool
2208 Eact WVisw Play
‘Conysre, GA 30013 Insfrucior

Services, Diriver

THIS FORM MAY BE SENT T FOUR INSURANCE AGENT FOR THE PURPOSE OF REDUCING
THE PREMILAY OF FOUR INSURA M MEET THE REQUIREMENTS A5 SET FORTH IN
CGA 32042

Note: Record Not Foand

Change printer settings
to: “Print Color Images in
Black and White” if

printer is out of color ink
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DDS Administrator
Home

Schools
School Malnt=nance
Schoal Association

Users
Usare Malniznance
AEEIGN Imstructor

Students

Stugant Mzintarance
Mave Student

move Stugants

1. Click Print By
Student

chedules
o Coursa
Edil Course
Mave Course

=nalza Coures
Cancel Courss
Program Schadule
Print Certificates
Brint By Studamnt
Srint By Course

Reports

Logout

Sichool Mame:
Course Type:
Last Name:

First Mame:

Diate of Birth:
Certificate Mumber:
S5M:

DL IDVPermit Mum:

Instructor:

Programs

|DDE Test Driving School - 10042

[oT-2008 |

|Elunny |

2. Enter Student
Search Details and
Click Search

3. Click Continue




DDS Administrator
Home

Schools
Echoal Malmtanance
Schoal Assodiation

Users

Usare Malntznance
AEEIgn Instructar

Students

Stugant Malntanance
Maove Student
Remowve Studanis
Schedules

Add Courss

Edi Course

Mave Course
Finalize Coures
Cancel Coursa
Program Schadule
Print Certificates
Print By Studernt
Print By Course

Repaors

Logout

FAQ=s Bu Regulated Programs

Return to Certificate List

Print Cerfificate(s)

1. Click Print Certificate(s)

2. Click Open to Print Certificate or Click Save to email to student

Do you want to open or save DTCert.pdf from online.dds.ga.gov?
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DTT181336

State of Georgia Departinent of Dviver Services

Presentrs
Certificate of Completion
in
Driver Education

30 Hours Classroom Instruction
6 Hours of Behind the Wheel Instruction

Bumnny, Eh{gig.
DL/ID/Permit #: 05411 LN Certificate is an exact replica
g L T T of original certificate
For 5

Inirial License
October 17, 2012

THIS FORM A Y BE SENT T0F FOLR INSURANCE £0ENT FOR THE PLRPOSE OF REDECING
THE PREMIUAS OF FELUR INSLRANCE AMEET THE RECPUTREMENTS .
FOC.GA 32022

Nove: Record Not Found
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1. Click Student
Maintenance

DO% Teet Driving School - 10043

DDS Administrator
Home

Scheols

School Maintenance
School Association

Users

Users Maintenance

Azsign Instructor

Students

Student Maintenancs
Move Student
Remove Students
Schedules

Add Courze

Edit Course

Move Course:
Finalize Course:
Cancel Course
Program Schedule

Frint Certificates
Frint By Student
Print By Course

Reports

Logout

4. Click Edit

Add RRP Student

ners  Regulated Programs

Student Maintenance

First Name: minnie

Last Name: oy

DatsofBith:

= 2. Enter Student Search Details

DL/D/Permit Num:

Course Type: ||
DT-30 Classroom
OT-30 Virtual

OT-30/6 3. Click Search

Class Start Date:

Certification # /

Edit |Minnie

Total records: 2

Middle Name LastName  DOB 55N DL Number

Mouse 09-18-1852 B9 055521111 Delete
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File Edit View Favorites Tools Help

(SR T TeT)

student Maintenance

Home

Scheols

Sehool Marteranee Search Students
Sehonl Assoctztin

Uzars
Uzars W zinienance Add Student

Azzign nEner Entarth oy as 1t the driver's license, 10, or pemit. Do not
# enternicknames or abbreviated names.
Students Check the “No DL/10/ Pemit/SSN™ the drtver or number
Stuen Mahienance ¢ teunknown.

Mo Student
Remne Stuentz
Schedules

A Course

Ecure Ftheme Midde ————— 1. Correct name spellings,
oo Hame: date of birth, SSN, Permit #

Finalize Course F .,
o Caree Lestame: - Mouseteteers i and/or gender
Frogra o RRF Assessment Np w RRP
Print Certificates Completed? Assessment
P By Stuoent Date

EIlE) Course Date Of Birth:  9/13/1852 SSN: 129458789
Reports JE B . B
DU/D/Permit  psss21111 Country:  United States v 2 Cl | Ck Conf| rm

Logout Mo ) o DLADPermitisSH
- OLStale:  Ga w Gender: £

NOTE: If address box opens, enter address and click Confirm
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B Student Maintenance

Search Students Student was sucoessfully saved.

oty asit the driver's license, 10, of permit. 00 not

L] mmmwamhﬂmm .
e the e z s You must see this
message. If it does not

hiove: Shudert

Reme S appear, search for student
S again to see if changes

Aad Course .
et care were saved. If not try again

Vo Coure First Name: Middle

N ' Fr— to correct the information
Cemee oz LastName: s and it if still does not work,

Program Schele

Fiint Cartfistes RRF Assessment RRP contact RCD OCRA

Priot By Stusent Completed? Assessment
By Coe Date Support.
Reports Date Of Birth: S5N:

Lot DL/ID/Permit Country:  |Jnited States
E— Mo o DLADIPermitSSN Do NOT enter a student

DLStste: - ¥ : more than once to correct

their information.
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File Edit View Favorites Tools Help

T GronGis DEPRTMENT
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Drivers Licenses Online Services Locations FAQs Business Pariners  Regulated Programs  About Us

DOE Test Driving School - 10043
D05 Administrator

Home Print Certificate Search
Schools School Name: . -

Sohonl Maintenznce

S — Course Type: py After you correct the

= LestNEmS Housereteers student information, you

Ussars Mainienancs

. Fistieme ninrie must print the certificate
o, Dete ofBirin again to retransmit the
S Cetficate Number certificate to the student’s

Femoe Shudents

Sehesues =l driving record. Give the
e OL ID/Pemit Num: student the corrected

Eak Course

Ve Gz hstuder: - certificate and destroy the

Firaiize Course

CovelCaee incorrect one.

Program Scheduis
Print Certificates Total records: 1

Privt By Susknt : .
Prii By Course :::E ::::? LastHame DL Humber DOB Start Date School Name "

Reports

Minniz IMouseketeers

Logout
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~ CANCELLED
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file Edit View Favorites Tools Help

VIV Geoncin Dt
LPLY O Diiver Semvices

1. Remove all students
from the roster through
the Edit Course function | oosaministator

then save the roster fome

chools
School Maintenance
School Aszociztion

Users

Usets Maintznance Schedule Search

Azsign Instructor
Schoel: DS Test Driving School - 10043 A

Jrivers  Licenses  Onling Services  Locations FAQs  Business Partners  Requlated Programs  About Us

Cancel Course

tudents

2. Click on Cancel Course [t Mz Class Startdate: q703
love Student

Class end date: .
= o \ 3. Enter class search details and

Schedules Instructor First Name:

Add Course C|ICk SearCh

Edit Course Instructor Last Name:
Move Course
Finalze Course Course Type: | p|

Cancel Course DT-20 Classroom

Program Schedule DT-30 Virtual

Print Cerificates bT-308 &
Frint By Student
Frint By Course

Reports

Total records: 1

4. Click Cancel

. DDS Test Driving AubSchAdminst
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GEORGIA DEPARTMENT
OF DRIVER SERVICES

tners  Regulated Pro

DDS Administrator Cancel Course

Home
Schools Reset Course .
Senool Mzintenance 1. Click on the drop

School Association

Users down box and choose a

Users Msirtznance Please confirm your selection. reason that is closest to
. _ the reason for the class

Students .
ueen SOURCE ScHooL: DS Test Driving Schol - 10042 cancellation.

Student Maintznance
Move Student StaRT DATE: 01-17-2072
Femers Sudknis END DATE: 01-17-2012
Schedules

Add Course Course: [l

Edit Course
Move Course
Finalize Course
Cancel Course
Frogram Schedule Lack of student participation
Print erificates Weather related

- Print By Student Facility lssues

2. Click Save  rmsyome=—

Reports

INSTRUCTOR NAME: AUDEchAdminst Thomas

2 swe || canca
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GEORGIA DEPARTMENT
2 DDS e
—y

Cancel Confirmation

Are you sure you want to Cancel this Course?
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Message from webpage

The course was successfully cancelled.

Click OK and class will
be removed from OCRA

NOTE: Email your field analyst immediately to
inform them of the class cancellation
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File Edit View Favorites Tools Help

2. Click on Reports

DDS Test Driving School - 10043

DDS Administrator
Home

Schools

School Maintenance
School Association
Users

Users Maintenance
Assign Instructor

Students

Student Maintenance
Mave Student
Remove Students
Schedules

Add Course

Edit Course

Move Course
Finalize Course
Cancel Course
Program Schedule

Print Certificates
Print By Student
Print By Course

Reports

Logout

1. Print out class roster after class
is finalized and place in class file

Certification Reports

# of Students by School

School Association

Active/inactive Instructor details by School
# of Schools by School Type

Class Roster Detawls&

Risk Reduction Program Intervention CouRR'fm\

Monthly Repart by Student Age and Schoal Type

3. Click on Class Roster Details
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DDS Administrator

Home

1. Enter class
Schools

Sohool Malnenanca search details
Sehool Assoclation
Uzers

Usars Malntenancs
AsEIgn Inetnictor

Students : |Sen'ice5,l}ri\rer o
Sludent Malriznanca :
Move Stugant : |8I18/13
Remoye Sudents . |
Schedules

Add Course - ol L
Edit Coursa DT-30 Classroom

Move Course DT-20 Virtwal W
Finallze Course DT-30/6
Cancel Courss

Frogram Schecuis S G
Print Certificates

Prinl 5y Sludani

Print Sy Course

Reports 2. Click Search

e

: |DDE Test Driving School - 10042

Frivacy Statement | Contect Us

& Binte of Georgia Department of Drver Senvices
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About Us

DODS5 Administrator
Home

Schoals
Echool Malniznance
Schaol Aesaclation

Users

UEeers Malntenanca
AsEIgN INEfnuCtor

Students
Student Malntenznss Back to Search

Move Stugent Verify Search Info

Remaye Sudents

Schedules

Add Course School : DOS TF_.IEt Dri'.l_irug School - 10043 Click View Report
Edit Coursa Instructor : Services, Driver ,

Move Coursa Class Start Date - 81613
Finalize Course
Cancal Couree
Pragram Schedule
Print Certificates
Print Sy Student
Frinl 5y Course

Repaorts

If the above report search data is correct, click on "View Report’ button.

Logout
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Instructor Class Roster Report

Date Printed :  10/18/2013 Page 1 of 2

School Name : DDS Test Driving School

Instructor Name :  Driver Services

Class Date : August 16,2013 9:00 am

Student Details :

Last Name

First Name

Date Of Birth

Pass / Fail

Program Type

Certificate No

Issue Date

Bunny

Buggs

01/23/1992

Pass

DT-30/6

DTT181240

10/17/2013

Duck

Donald

01/10/1992

Pass

DT-30/6

DTT181341

10/17/2013

Mouse

Minnie

01/01/1980

Pass

DT-30/6

DTT1181342

10/17/2013

Print and place in
class file
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Schools may issue certificates the next business day after class
e Email to Student
« Mail to Student (verify mailing address)
 Pick up by Student

Schools may email certificates to students (PDF format)

« Start obtaining email addresses during registration
« Amend contracts to capture student’s email address
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Record Updated means the student’s driving record was
updated with the course completion.

Record Not Found means a matching driving record was not
found.

« “Record Not Found” certificates are valid

* Go to Student Maintenance in Main Menu to update
student’s information and reprint certificate
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Record Found
Server busy

e Record is in a queue waiting to be updated

e Usually updates within 15 minutes but can take up to two (2)

hours
OR

The OCRA student information does not match close enough to update
the driving record.

e Common issues
Middle name
Gender
Incomplete first name (Greg/Gregory; Will/William)
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Student Information

Go into Student Maintenance to correct name, DL#, SSN,
date of birth and gender

Save Student Record
Reprint certificate

Do not enter a second record for the student and issue
another certificate

Do not set up another class for that student to issue them
another certificate

Contact RCD OCRA Support if problems occur when trying
to enter the corrected information
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Incorrect Course End Date
Use the Edit Course function to correct the end date

Save the class

Reprint the certificates

Do not set up another class with the corrected end date
and issue students another certificate

Contact RCD OCRA Support immediately to notify them of
errors regarding students finalized incorrectly, duplicate
certificates issued, or technical problems.
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678.413.8803 — Denae Hartsfield
678.413.8859 — Lynne Swaney
678.413.8746 - Anna Rhoades

678.413.8745 — RCD main number
reginfo@dds.ga.gov

Compliance Analysts




