A QUICK GUIDE TO THE REGISTRY & REFERRAL SYSTEM 

FOR HOMECARE WORKERS
Web Address: or-hcc.org. Add to “Favorites” for future use.  
Click on the section: Seniors and Adults with Physical Disabilities
If this is your first time: Select “Click to Register

· You will be asked for your last name and provider number
· Create a User ID. 
· This needs to be at least six characters, which can be letters, numbers, or (preferably) a combination of letters and numbers. 
· Do not use your last name or provider number. 

· Enter and re-enter a new password. 
· This also must be at least six characters
· Click on Register

Tip: every homecare worker must have a different user ID. If the one you entered is already in use, you can try adding numbers in the middle.
Write down your user ID and Password in a safe place. 
My ID ______________

Password __________________
ONCE LOGGED IN

Check Personal Information.   You can update your phone number and email address here. (NOTE: this is for the Registry only).  
MOVING THROUGH THE RRS

Use the tabs along the top to go to different sections and fill out and update as needed.
On each page – click Update or Next to save your information, or simply click on another tab.

If you get a warning in red, you must fill out that section in order to continue.
If there is an “Expand” button, you can click to get a definition or more information.

Review the Summary screen to make sure your information is correct.  If you wish to change anything, go to that section and make changes.  
IF YOU ARE LOOKING FOR WORK
You MUST update your profile at least every 30 days or the RRS automatically changes your status to “unavailable”.  Check the field: “Last Info Review Date” on the Personal Information screen to determine when your update is due.
You may see a box when you log in asking if you are looking for work.  Click “Yes”.  Or, go to the Availability page and make sure you are marked as Looking for Work and click “Update” at the bottom of the screen.
If you wish to change any information (schedule, type of work, etc) go to the appropriate screens, change the information and click “Update” on each screen.

IF YOU ARE NOT LOOKING FOR WORK
Go to the Availability for Work screen and mark “No” in answer to the question “Are you Looking for Work?” You do not need to do anything else in the RRS until you are looking for work. 
LOG OFF

Once you have reviewed and updated as needed, click on the Log Off button in the top right of the screen.

HELP

If you have forgotten your user name, password, or have other problems with the RRS, email Registry.OHCC@State.OR.US, 

or call 1-877-867-0077, option #1.
