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Procedures for Acquiring an NCID to Log In to OTISS 
 

1.  Go to https://ncid.nc.gov. 
 
2.  Click on the “First Time NCID” Users link. 
 
 

 
 
 
3.  The following Registration screen will appear. Select the “Local Government 
Employee” button and click “Continue.” 
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4. Select “K-12 School Employee” and click the “Continue” button. 
 

 
 
 
 
5.  Click the “Next (Personal Info)” button on the next page. 
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5.  Fill out the Personal Information form. When you get to the “Member of 
Organizations” text box, click the “Start Search” button. 
 

 
 
6.  The following screen will appear. Designate “Public Instruction K-12” for your Agency 
by clicking the “Select” button next to it. 
 

 
 
7.  Select your LEA from the next screen. Charter schools select the  
“Charter Schools 000” option. 
 

 
 
 
 



Procedures for Acquiring an NCID to Log In to OTISS 

North Carolina Department of Public Instruction/Accountability Services/Testing Program/Fall 2008 
 

4

8.  The following screen will appear. Select your school. If you are registering an LEA 
level account, then select the Central Office for your LEA. 
 

 
 
 
9. When you are returned to the Personal Information screen, your Member of 
Organizations, Divisions, and Sections will be selected. 
 
10. Click the “Next (Password Info)” button to continue. 
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11. Fill out the Password Information form. If you need help deciding on a password, 
click the “Password Help” link. 
 

 
 
12. When you select “Password Help” the following screen will appear. Read through 
the password criteria carefully if you are experiencing trouble registering a password. 
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13. After you enter your password information, click “Submit Registration” and you will 
be issued a user name. You will use this user name with the password you just 
registered to log in to OTISS. 
 
 

 
 
 
 


